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Social Soul 

 
Standard Operating Procedure 

 
Setting up a New Customer    
 
Assessor Instructions 
 
The response provided by the student must include the following steps and images. 
 

1. Log in to Xero 
2. From the drop-down menu, select Customer 

 

 
 

3. Click New contact. 
 

 

Under Contact details, enter: 

• Contact details  
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• Primary person 

 
 

• Business information 
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• Address 
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• Sales default 
 

 

 

4. Click Save & close. 
 

 

 

 

 


