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How to create a new customer on web portal? 

 

 

1. Login to the web portal www.pay-for-print.com 

2. Goto   Settings > Group Management > Manage Groups 

 

 
 

3. Mark your reseller name on the left side 

4. Now press “New Group” in the lower right corner 

 

 

 

5. Select “Customer” from drop-down-field “Type” 
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6. Fill out all fields, especially “Name”, “Email”, “all Address-fields” and “Supplies 

Ordering Email”. 

7. Klick on “Save” in the right lower corner. 

 
 

8. Repeat steps 4 to 7 for every of your customers. 


