MANAGING CUSTOMERS

This Is a step-by-step guide on how to manage customers in Mynt Retail.

Adding a Customer from the Backend Portal

Manage Customers

ADD CUSTOMER CUSTOMER GROUP 1 Search

Jane Doe  test@emailcom

Navigate to the “Customers” tab in the Backend Portal.
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Manage Customers

ADD CUSTOMER CUSTOMER GROUP

First Name* Last Name Customers m

First Name Last Name

First Name 13 Last Name 1% Email 13 Phone 13

Email Address Custom Customer email

Email Address Jane Doe teste@email.com
Mobile No. Mynt Fan support@myntpos.com

Mobile No
DOB: Showing 1to 3 of total 3 entries

Select Month & Select Date %
Action

Add Customer

[ Add Customer & Setup ]

To add new Customers to your system, fill out the information in the screenshot above, and
press either “Add Customer” or “Add Customer & Setup” for further configurations.

The only requirements for adding a customer are the first name and email, you may fill out the
other fields as needed.
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Adding a Customer from the POS

Service Area
Customer

Orders

Cash Management

ard Balance

-
N
-

Open the navigation bar on the top left (Three Lines) and press “Customer”.
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Enable Tax Exempt:

DETAILS \ NOTES

You can edit existing customers, or add new ones by pressing the plus icon at the top of the
screen.

PENDING ORDERS| |PREVIOUS ORDERS
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X Add Customer

Add Customer Enable Tax Exempt:

= Phone Number* L Work Number

& First Name* & Last Name
Email Address Alternate Email Addr... g Date Of Birth

By Company Name o Sales Rep B Tax(TIN)

o Price List

[+ Add Address

Enter the necessary customer information.

Phone number and First Name are required fields on the POS side.
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Adding and Enabling Price Lists from the Portal
With VIP pricing, you can apply discounted prices to specific customers.
You can set specific products to have different prices for these designated customers.

To begin with, you need to log in to the Mynt Backend Portal using a web browser.

Q Search Setting % MyntDemo ¢

Dashboard

Report Setup -

s P .
Catalog Price List [\ G

Store Info

Mlert Notification Name Price List Rule Percentage Start Date EndDate Status Action
Cash Discount < »
Course List
ntrol Custom Fields

Time Management Delivery Zone

Operations Discounts
4 Apps Extra Charge

App Store GL Accounts
Gratuity
Label Template
Loyalty
Macros Breakdown
Meal Period
Predefined Events
Predefined Gratuity H
Predefined Notes

Predefined Reasons

Navigate to “Settings” > Setup > Price List.

Click “Edit” and “Add New" to create a new Price List.

(¢ Edt )

b "y Action

Action

> [+ Add New
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Price List

Name

Price List Rule Percentage

Default

@*»

o]

Start Date

10/28/2026

End Date

11/30/2026

Status

v

Save ]

Action

»

4+ Add New

Fill out the name, the “Start Date” and “End Date”, make sure “Status” is checked, and then press

“Save”.

User Interface

Customer Screen

Bottom Buttons
Orline Orders
Ul Setup

Item Screen
Checkout Page
Pay Screen
Table Screen
Weight Screen
Bar Tab Screen
Menu Screen
Notifications
Order Screen
Product Screen

Cart Screen

\

Customer Screen

Diable Customer House Account Limit (D)

Enable Customer Deposit (D

Enable Customer House Account (D)

Enable Customer Tier (D

8

Enable Tax Exempt (D

Make Phone Number Optional On Add Customer (D

Make State City Zip Optional (@

Make Address Optional In WebPOS (D

Make Email Optional In WebPOS ()

Make Phone Number Optional In WebPOS (D)

Navigate to the “User Interface” tab of settings and open “Customer Screen”. Ensure that “Enable
Customer Tier” is checked.
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Assigning a price list to the products from the portal

Dashboard

Catalog

Report SUPER CATEGORIES ~ CATEGORIES  ITEMS

Inventory Item Name*
Enter/Search Item Name/ UPC
Employees
~ Sale Price*
Customers
Price
Access Control
Category*
Time Management
Select
Operations
Operation TaxClass*
Apps Select ¢
RS Action

Settings

ltems

VARIANT GROUP  VARIANT  PRICE EDITOR
ltern Name 17 Sale Price Category
A Amethyst Ring $21.99 Jewelry
G Gelden Pothos $5.99 House Plants
S  SeanTest $0.00 Jewelry
Z  ZZPlant $5.99 House Plants
S  SnakePlant $5.99 House Plants
A AmethystRing $24.99 Jewelry
J  JadePlant $5.99 House Plants
S  Sunglasses $18.99 Accessories
S  Spider Plant $6.99 House Plants
W  Winter Scarf $18.99 Accessories

Q. Enter/Search Item Name/ UPC

Navigate to “Catalog” and click on the item you want to enable VIP pricing on.

Item » Edit ltem -Winter Scarf

Details .
Settings

Online
Inherit Categories Enable for Self Ordering

Enable Position
@D Gratity Eiigible
@) Enable Tax Exempt

Enable Manager Access

Inventory

Enable as Favorite Category
@D Enable Price List
Override Service Area Tax

Price List Name

New Price List

Legal Age for ltem

0

Itam Racad Sattinnc

Cancel

Enable Out of Stock

Enable Course

Enable Smart Tax

Show Auto Popup with Course

Available For Shipping

Enable ltem Count

Enable Label Print

Price

Show upto 20 Active *
Tax Class Associate Variant  Status Action
Mynt Tax + &8 0
Mynt Tax + & D
Mynt Tax + & O
My Tax + & D
Mynt Tax + & 0
Myt Tax + & D
Mynt Tax + & D
Myt Tax + & 0
+ s H
Mynt Tax + & D
Enable Tax Inclusive
@) Discount Eligible
Enable Optional Modifier
Enable Employee Meal
Enable Event
Enable Tare Weight
House Account
Priority Status

10.00

»

0

Tax applicable on differential if amount exceeds

@  Delete

Max QTY Allowed

Open the “Settings” tab, and check off “Enable Price List”, add the price you would like to charge
for these customers, check off “Status” and then hit “Save”.
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Tagging a Customer as a Key/VIP Customer from the Portal

Overview  Customer Notes  Order History

Mynt Customer
?0.00 A Customer Details
‘otal Spent
First Name Last Name
Phone Mynt Customer
.
Email Address Alternative Email Address
Email

= mynt@mynipos com mynt@myntpos.com

| Mokile No. Work Phone
E ]
TAX (TIN) Sales Representative
Customer Group(s) DOB
Tax Exempt
~ Customer Info
Joined On Last Modified
10-28-26 09:46 AM 10-28-26 09:46 AM

~ Address Information

Billing Address Shipping Address

Navigate back to “Customers” and open the customer you would like to assign.

Press “Edit”
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X Edit Customer - Mynt Customer

Information Billing Address Shipping Address Price List

Price List

Select Al
New Price List

A Included Items (Upto 100 items)

| *Winter Scarf |

~  Excluded Items (Upto 100 items)

o] Delete

Go to the “Price List” tab, select the Price List to enable, and then type out all items you would like
to include or exclude, and press enter on your keyboard (items need to be typed out exactly how
they are spelled in the system). Press “Save”.

Once an order is started for a VIP/key customer, the prices of applicable products will adjust to
reflect the VIP discount.

Congratulations!

You can now successfully manage customers!

support@myntpos.com - (202) 810-2000 - www.myntpos.com myn‘°


mailto:support@myntpos.com
http://www.myntpos.com/

	Managing Customers
	Mynt Retail


