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New Customer Set Up

Go to Customer/Sales Menu:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243352/original/I2df26uuV5Gw2P9Ag-LwVd3xHyAaNlDwqw?1501691185]
Click on Customer, a new window will open see below:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243359/original/zjpmCCMmHqR0yebVk7mFd7Rhv0D9w8dQvQ?1501691233]
To enter a new Customer click on the 'New' button:

1. Customer Details

1.1a Customer Tab

To enter a Customer name,  please select or click on the *Customer Name window.  All sections marked * are mandatory fields:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243379/original/nqvqSyQC7CEWetDQP31pIoOdPFxXoMD37w?1501691303]

To move to the next section, use the tab key on your pc/keyboard: [image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243452/original/F0yKoQg2SFShBY1sas96JbHi43ckFUEREw?1501691466]

1.1b Customer Group

Click on the drop down menu and choose only one of the following:

Domestic Euro    Irish Customers only
EU Euro              Customers in EU - Euro only
EU Non Euro      Customers in EU - Non Euro
International      Customers outside of EU zone
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243495/original/OcdvNCWIKI3fjbTOEXSDf4W5M24q1ezlEQ?1501691556]
1.1c Customer Country 

If it's domestic euro, the country will default in as Ireland, if you chose a different group you will need to fill in the correct country details. Simply use type ahead search and enter the country details, the results will populate:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243552/original/v7FagLHtAlsjblxsgy6D7fxT4bhTD86JgA?1501691667]
        

1.1d  VAT Registration Number – (value added tax)

Enter the VAT registration number if the customer is registered for Vat:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243619/original/plSq62ZfKM4kEqRtpYfGBaYIHk1GLfU1fA?1501691951]

2. Customer information tab

Within the 'Contact Information' section the user must enter customer address details, Click on the ‘ADD’ button:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243648/original/FMEtIDJTNJchZB_GkHn2Tmbcg9EG-56_Sg?1501692056]
 

Please ensure the customer's full address, country, email address, and contact person, are submitted*, cc email is optional:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243656/original/mAuAOejqXGdhNTWE3C0NVr1fMeVo3VoGSQ?1501692142]
   
 
 
3. Relation tab
 
Please note two first rows, Invoice Rule, and Vat 13B are left out blank, as the information will be input by Account Receivable:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243660/original/THPcnFBqx0YGHGMnMDKLzcscLNzrMjTSVA?1501692184]
  
Go to next tab.

  
3.3a VATSTAT 
 
To open the line, click on the title of the relation (e.g. VATSTAT) and then enter the relevant value for that relation, the User can enter the Vat Stat details manually, or run an enquiry by clicking on the icon search, details will populate see below:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243697/original/vCTq8C25qDYW-Q0J-rPbaGpP552r2lMz5A?1501692347]
  
Please only choose the relevant VATSTAT for Customers:
  
CE – Customer EU – Customer located outside of Ireland but in Europe, registered for Vat.
 
CR - Customer EU – Customer located outside of Ireland but in Europe, but not registered for Vat.
 
CL - Customer Local Registered – Customer located in Republic of Ireland, registered for Vat.
 
CN - Customer Non- EU – International Customer located outside of Europe.
 
CB – Customer – 13BReg – Exempts certain exporting companies from charging or being charged vat provided they have a valid VAT 13B authorisation certificate.


 
  
3.3b User 
 
To open the line, click on the title of the relation user, and then enter the relevant value for that relation, 
  
Please enter your name to retrieve your own USER ID:


[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243715/original/uqkA9UKZ_MGb3XKB4vZBxGlctyFhnTWbGw?1501692430]
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243746/original/mIVbEcC0WZ6pmQI2niOBtSfDXHHwqOFG6A?1501692544]
   
The system requires this information so it can distribute an email to you with confirmation of the New Customer set up, Click save:
 
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243768/original/lSbBdq-7a4_VCNB0EfldKUYAinaa-GCH7A?1501692605]
The System will create a message below, click OK:


[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243777/original/bDMdi-JGbOggxYsK_s-Puerh16IDTC0Rhg?1501692644]
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004243786/original/I7h5ZNSq8FLrsgguHHkTMQzc6EVHlhYRNw?1501692669]
   
4.  Update information on Customer
 
The customer approval task is then work flowed to the accounts receivable administrator to approve and activate the customer on the Agresso system.
 
The user who submitted the new customer will receive an email notification to confirm that the customer is active or closed if it is a duplicate.
 
If this is a duplicate customer, the approval group will close the customer and give a detailed comment which will appear on the email notification.
  
Please note sales orders cannot be submitted until the customer is active on the Agresso system. 
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+/ Successfully saved. Customer ID 5485 is now created.




image1.png
Customernormaton PR

-
= — T

Procurement

Prjectmansgement

ntomatonpages

Reports




image2.png
IS =

Cumtomar donatcaton

Notes




image3.png
B Customerx

[otomer ] contoct tormatin  Rotsson
Customer

)

A Notes




image4.png




image5.png
Classification

" Customer group.

T Domeste Eur
2 EUEURD

3.EUNon EURD
4. International

®

Debtors Ctrl - Investments.
Intercompany

Research Projects
Self-Funded

Student Bursars

Student Fees

5

T T s




