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User Guide: Credit Terms

Establishing a New Customer Account:
· An SM005 Account Credit Information form is generated for customers requesting open terms.
· At least three (3) credit references and one (1) bank reference must be provided. This is forwarded to Accounting for approval.

· It is not necessary to process an SM005 Account Credit Information form or request Credit References in the following instances:
· Government facility, public University, or Fortune 500 Company in the U.S.
· An existing customer with a change of address.
· Order terms of Prepay, Credit Card, COD, Letter of Credit.
· Enter customer information into the BSD including the terms- set to Net30, CC, PP etc.  If terms higher than Net30 are requested, set terms in BSD to Net30 and Accounting will change at time of approval.  
Terms:

PCB offers the following terms to our customers:

Open Account, Prepay, Credit Card, COD and Letter of Credit. 

Open Account:



Standard terms for an open account are Net30. Terms greater than Net30 or terms including discounts for early payment require further review by Accounting.  
· If the terms in the Customer Master are more favorable to the customer than those the customer has requested, Sales is not required to contact the customer. 
· If the terms in the Customer Master are less favorable to the customer than those requested, Sales must contact the customer to agree upon terms and amend the order accordingly.

When the customer requests terms different from the established terms, Sales generates an SM005 Account Credit Information form noting the “Change of Terms or Line of Credit” and follows the procedure outlined in “Establishing a New Customer Account” above. 

Prepay (PP):

Prepay terms are assigned when Open terms, Credit Card or COD  are not valid payment options. This is primarily used for International customers.  
Sales enters the order using Prepay (PP) terms. The order will automatically be placed on “Sales Hold” when the order is saved. 
Sales provides the customer with a Proforma Invoice which includes PCB bank information to make the payment. Sales can monitor orders on hold for prepayment via the daily Orders on Hold report from Business Objects. Sales works with the customer and/or distributor to ensure that dollars are received on a timely basis.  
Once payment has been received, Accounting applies the dollars to the order and emails the CSR responsible for the order. Sales removes the prepay hold that is on the order and changes the terms from PP (prepay) to PPR (prepay received).  This change in terms will allow the order to remain off of hold. 
Credit Card:

· Credit Card terms noted in the BSD as “CC” are used for any order that is being paid for with a Credit Card.

· Credit cards are charged the day after an order is shipped in the system.

· Accounting runs a daily report of all orders with terms of CC that had shipped the prior day .  

· Credit Card terms noted in the BSD as “CCE” are used for customers who would like their credit card charged prior to goods shipping. 
· Once lines are entered on the order, the CSR checks the “Send Accting CCE Email” box on the order. 
· This will send an automatic email to Accounting advising them of the need to charge the credit card before shipment. 

· If the order is for a same day shipment or the credit card needs to be charged the same day the order is placed, it is recommended that the CSR follows up with Accounting to advise the credit card needs to be charged that day.

· If there is a specific date that the credit card should be charged,(ex the order has a long lead time) the CSR must send an email as soon as possible to Accounting advising them of this date so the credit card is not charged earlier than required. 

· If an order is processed as CCE, DO NOT, change the terms to CC at any point after.  This will flag Accounting to charge the credit card again resulting in duplicate charges. 

· Sales enters the customer’s credit card number, expiration date and customer’s name (as it appears on the card) into the BSD. Credit card numbers are encrypted for security.  

· Invoices for credit card orders should not be mailed.  Document profiles for “Order Invoicing/Credit Memo” should be set up on the Customer Master or a Order Note for “SM-INV-E-mail Invoice to…” should be added to the order. 
· When a customer requests that a credit card invoice be shipped with their order, a log note must be added. Sales uses the pre-scripted log note “SM-Invoice must be packaged with shipment.” Logistics prints out a commercial invoice (no invoice number has been assigned to it) and includes that with the shipment.  The original invoice is printed and emailed by Accounting once the credit card is approved.  If Sales does not want the original invoice to be mailed to customer, the prescripted log note “SM-Do not mail invoice” must be added to the order.  
COD - Cash on Delivery:

Sales chooses COD as the order Terms in the BSD.  Sales must also confirm if shipping charges will or will not be included in the totoal and choose the appropriate Ship Via in the BSD.  Sales adds an additional $12.00 COD charge in Misc Charges under the Amounts tab in the BSD order header. 

Letter of Credit (L/C):

International Sales provides the customer with the Terms and Conditions for the Letter of Credit.  Upon receipt of document, the LC is reviewed to ensure that all terms, conditions and clauses are in accordance with PCB capabilities and terms of sale.  
· Once the L/C has been received and the order is ready for shipment, Sales removes the Letter of Credit hold that is on the order and changes the terms from LC (Letter of Credit) to LCR (Letter of Credit Received).  This change in terms will allow the order to remain off of hold. 

If Accounting denies the desired credit terms:

· The SM005 Account Credit Information form is returned to the Salesperson that initiated it.  
· Sales can further discuss with Sales Management if needed to work out terms.
· Upon agreement of terms, Accounting will enter the new terms into the BSD.
At times, Customers do not adhere to the above open terms and the following can happen:

· Over Limit Account
· A customer may have orders on the log totaling more than Accounting has approved their credit limit for or an order being entered will put them over this limit.

· Accounting will enter notes on the Customer Master advising of the status of the customer’s credit.

· Sales must email Accounting to confirm they can proceed with the new order.
· Accounting will advise if an SM005 form needs to be completed and handed in to Accounting. 
· If the customer is in otherwise good standing with Accounting and a large order has pushed them over their limit, the CSR can proceed without communication with Accounting as long as the credit limit less the large order is still within the customer’s limit. 

· Account on Hold
· Accounting will enter notes on the Customer Master advising of the status of the customer’s credit.

· If a customer’s account is on hold, Sales must email Accounting to confirm they can proceed with entering a new order. 
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