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AIM 

  
 To record potential or regular customers in Priority, as needed.  

Note: Standard Operating Procedures should be used as guidelines for customers (and 

their consultants) to develop their own operating procedures. As you will note, the 

following procedures are very specific and customers are strongly advised not to use 

them without. 

NOTES 

 

 A/R accounts are not opened for potential customers, which are defined for 

marketing purposes.  
 Regular customers are automatically assigned a corresponding A/R account and 

can be recorded in sales documents, such as invoices and customer shipments.  

PROCEDURE 

STAGE ONE: OPENING A REGULAR CUSTOMER RECORD 

 
1. Enter the Customers form.  

 
2. Record the customer's Number and Name. An A/R account opens automatically for 

the customer with the same number. The new customer is automatically assigned the 

"Active" status in the Status column.  

 

3. Fill in the customer's contact info in the Address/Phone tab. 

  

4. In the Details tab:  

 You can fill in the Rep. Cust. No., Sales Rep Number, Rep's Commission and 

Branch. These values will be assigned automatically to any document you open 

for this customer.  

 If you only want certain authorized users to view this customer, flag the Secured 

Customer column. Additionally, grant the necessary permissions to those users in 

the Personnel File form.  

 For dual-currency users: If you want documents recorded for this customer to be 

printed in English, flag the Printouts in Lang2 column.  

5. Click the Company Data tab and fill in the relevant details, such as Company 

Number, VAT Number (for dual-currency users), Type of Business, No. of Employees 

and Cust. Group.  
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6. Click the Payments tab and fill in the relevant details, such as Billing Currency, Tax 

Code, Payment Terms, Credit Limit and Credit Currency.  

 

7. Enter the Customer Contacts sub-level form, and record a line for each contact, 

including their contact details (e.g., phone, fax, e-mail). Define a default contact for 

a given process by flagging the relevant column (e.g., Price Quote Contact, Sales 

Order Contact); that contact will then appear automatically in the document in 

question.  

8. Additional useful sub-levels:  

 Link relevant price lists to the customer using the Customer Price Lists sub-level 

form.  

 Define various types of discounts for the customer using the Overall Discount, Part 

Discount and Family Discount sub-level forms.  

 Define customer perks using the Special Part Price, Special Part Bonuses, Special 

Family Bonuses and Special Offers for Cust sub-level forms.  

 Use the Organizational Chart Definitions sub-level form to detail the 

organizational structure of the customer for use with the Organizational Chart 

Explorer (available via the list of Direct Activations in the upper-level form).  

STAGE TWO: DEFINING FINANCIAL PARAMETERS FOR THE CUSTOMER 

 
1. In the Customers form, select Financ. Parameters for Customers from the list of Direct 

Activations.  

Tip: Move to the Number column in the Customers form before selecting Financ. 

Parameters for Customers and the customer record will be retrieved automatically. 

  

2. Select the Currency of the A/R account. A Tax Code appears automatically (in the 

Customer tab); make sure that it is the correct one (e.g., for a tax-exempt customer, 

select 000).  

Note: For dual-currency users, the column is called VAT Code.  

 

3. In the Customer tab, select the appropriate Billing Cust., if the customer does not pay 

its own invoices. Also select the appropriate Payment Terms and Freight Terms, as 

needed.  

4. In the Invoices tab, select the desired rounding option (if any) in the Round Inv. Price 

column.  

5. Dual-currency users: If this is a foreign customer, select F in the Invoice Type column.  

 

6. Fill in additional data with respect to invoices: if they are sent to the billing customer, if 

periodic multi-shipment invoices will be prepared, whether delayed billing is 

permitted, whether prices are displayed in shipping documents.  

7. To define credit terms for the customer, do one of the following:  

 In the Credit tab, define the customer's Credit Limit and, for dual-currency users, 

the customer's Liability Limit. Also select the type of Credit Message (warning or 

error) that appears when the customer deviates from the designated limit.  

Note: In the Customer Credit sub-level form you can view the customer's aging data, 

as well as credit components (e.g., open orders, open invoices).  
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 Alternatively, assign a Customer for Credit (and define credit data for that 

customer, instead). When defining credit in this way, payment due will be 

calculated for the actual customer, but credit will be checked on the basis of the 

customer for credit.  

 

8. To view changes made to columns in the upper-level form, use the History of 

Changes sub-level form.  

9. You can record details of the customer's bank accounts in the Bank Account Details 

sub-level form. Tip: To view changes made to bank accounts, enter the Customer 

Bank Account Changes form.  

 

10. You can record credit card details for the customer using the Credit Card to Charge 

sub-level form. This payment information will be used as the default payment method 

for the customer in invoices paid by standing order. Tip: To view changes made to 

credit card details, enter the History of Changes sub-level form.  

STAGE THREE: OPENING A POTENTIAL CUSTOMER RECORD 

Potential customers are used by the Marketing module in sales campaigns. No GL account is 

opened for these customers.  

1. Enter the Customers form.  

2. Record the customer's Name. A customer number with the prefix T appears 

automatically in the Number column, which may be revised. The new customer is 

automatically assigned the "Potential" Status.  

3. Fill in any other desired details (e.g., contact info, customer group) as with a regular 

customer.  

Note: As long as the customer remains potential, you can delete the record by selecting 

Delete Potential Customer from the list of Direct Activations. 

STAGE FOUR: CONVERTING A POTENTIAL CUSTOMER INTO A REGULAR ONE 

 

You can convert a potential customer into a regular customer, thereby opening a 

corresponding GL account.  

 

1. Enter the Customers form.  

2. Retrieve the desired potential customer.  

3. Select Convert Potential Cust to Cust from the list of Direct Activations.  

 

Results  

 The customer is given a new number and is considered a regular customer.  

 An A/R account is opened, with the customer number as the account number, 

creating a link between the customer record and the account record.  

 The customer's status is changed to "Active".  
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STAGE FIVE: DEFINING A WALK-IN CUSTOMER ACCOUNT 

 

The walk-in customer is useful if you work with one-time customers, or customers that 

purchase from you on an infrequent basis. The walk-in customer allows you to group all such 

sales under one A/R account.  

 

1. Enter the Customers form.  

2. Record the customer's Number and an appropriate Name (e.g., "Walk-In Customers"). 

The new customer is automatically assigned the "Active" status in the Status column.  

3. Click the Details tab and flag the Change Name column.  

 

Results  

 In every shipping document or invoice recorded for a walk-in customer, you can 

change the customer name as needed.  

 All walk-in transactions are recorded in the same A/R account.  

 

 


