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9. Customer Information 
 
 

9.1 Customers 
•             Under customers, you would find a complete list of your customers. 
•             You can edit their information, or delete them, or send them an email. 

  

  
  
   
9.2 Orders 

• Under orders, you can view what products have been sold and which customers bought what products. 
• Initially, all submitted orders are set as Pending. You can change the status as you wish. Update the status of the 

products sold by double-clicking on the product. 
• See follows for examples: 

  
• If an order was in the Pending Status before, and you have just shipped the order, you can change the 

status to Processing.   
• If the product has been shipped and delivered, you can change the status to Delivered.  
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