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Social Soul 

 
Standard Operating Procedure 

 
Setting up a New Customer   ASSESSOR GUIDE 

 

1. From the drop-down menu, go to contacts, Create Contact 

 

 

 

2. In the Details section on the following screen enter: 

a. Contact Type: customer 

 

Please note: The tax invoice you provide to your customer must include the following: 

 

• That the document is a tax invoice 

• The identity of the seller 

• The ABN of the seller 

• The date 

• Descriptions of the items sold to the customer 

• GST details 

• Additionally, if the sale is for more than $1000, the tax invoice needs to include 

the buyer’s identity or ABN. 

 

b. Choose whether the Designation is a Company or Individual 

c. Enter the company name and ABN (if known).  
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3. In the Billing Address section enter: 

a. The address details, telephone number, contact person and email address. Choose 

whether the Shipping Address is the same as the Billing Address and if not, enter the 

Shipping Address Details. 

 

 

4. Click Save 

 

 

 


