
Updating Customer Info 

To update your customer information, you will need go to Customers and select 

Customer Shipping or Customer Billing depending which needs to be updated. Our 

example will be updating Customer Shipping information.  

 

 

Upon choosing, you will come to your customer list, choose or search for the Customer 

you would like to update.  

 



From here, you can now update address information, add contacts, or remove them 

from the record. When you’re done, hit Close.  

 

 


