Putting a Customer On Hold

You don't want to turn away business but at the same time you do not want to allow your
customers to exceed their credit limits. When that happens, you can put a customer On Hold as

follows:

Edit the customer

Navigate to the Payment tab
Check Hold Orders

Click Yes to confirm.
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Click Save to save into the customer.

When a customer is on hold, you can still create a sales order but you will not be able to approve

the order for shipment.

Sales » Customers » Customer
« Customer - 68 Proteus Caret
General Other
Name | 68 Proteus Caret

Company | 68 Proteus Caret

Active @)

Address Defaults Payment Notes  Custom

Credit Limit
Preferred Payment Method
PaymentMethod  Credit Card Confirmation
Credic Card No. | oocoo0o0000x] 1
Expire Month | 5
ExpYear | 2028
Credit Card Address | Kelsey
Name on Card | Ian Benaliel

Credit Card Zip/Postal

| Changing this setting will update the statuses of open sales orders for this customer. Would you like to continue?

Primary Contact
Mr./Ms.J...

First Name

]

Last Name

e ]

Itis a good practice to add an Exception for Hold Orders in roles so that only certain users can edit

this value.



