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User Guide: Rules for Customer Master

Rules for Customer Master

Syteline & C2

General Rules

Spell out as much as possible of the Company Name and Address.  

Type in upper and lower case (aka Rockwell Automation)

Use only 3 address lines if possible.
Do NOT use periods (.)  

Do NOT use commas (,)

Do NOT use colons(:)

Do NOT use “at” symbol (@)
No punctuations except for slashes /  dashes - and parenthesis ( )

Examples:

Rockwell Automation/Entek

Georgia-Pacific Corporation





PO Box 45093





Jacksonville FL  32232-5093
Bill To/Ship To Address:
Billing:

When in doubt abbreviate the last word that typically has the abbreviation.


Example: 

General Electric Company      
(not GE)





National Technical Systems   
(not NTS)





Mid America Dynamics Inc 
(Inc instead of Incorporated)

Acceptable Abbreviations:  see “Abbreviation Sheet” for Company, City, State and Country


Examples:                      W Patterson AFB

PO Box must be entered above the city, state and zip code.  If there is a street address and a PO Box, enter the street address above the PO Box.  
Examples:

Nissan Technical Center North America Inc

PO Box 9200

Farmington Hills MI  48333-9200

Porter-Walker LLC





15-16 Public Square





PO Box 519





Columbia TN  38402-0519

Establish generic Bill To accounts for credit card orders


Example:

Ford (Credit Card Orders)

 It is OK to abbreviate Saint in City Names:

Examples:

St Louis

                                                    St Petersburg

Type the street address just before the city, state and zip code fields.  Spell out as much of the address as possible.

Universities sometimes do not have a street address, at least get a building and department to ship to.  
Abbreviate the university with U, followed by the state and then the city.


Example address:

U of Texas at El Paso

Department U-003

Central Receiving Warehouse

3210 Sun Bowl Drive

El Paso TX  79902-0537

Do NOT abbreviate compass points (e.g. West, North, East, Northeast) when it appears in the street name except in a very long street address where space is tight (e.g. 330 West 42nd Street.)

Use figures for house and building number.  Do not include the abbreviation NO or the symbol # before such numbers for Domestic customers. (e.g. No 2 Main Street) or  (#2 Main Street)
Numbers used as street names, spell out the numbers 1 through 10 (e.g. 177 Second Avenue,) use figures for numbers over 10 (e.g. 27 East 22ND Street).

Company Names & Acceptable Abbreviations:





U of Ohio at Canton 




U of Buffalo
Pennsylvania State University




Naval Surface Warfare Center




US Army Aberdeen




Eglin Air Force Base




USAF Kelly Air Force Base




NASA Langley



SUNY at Buffalo




US Army National Guard




             City of San Diego
                                                    US Department of Transportation

**Exception for International Customers where Billing/Shipping direct to a University – OK to spell out University.
End User customer only should be entered as U of xx **
Shipping:
Please keep B/T and S/T names consistent
Ship To ‘0” is not acceptable for Domestic Orders
Do not ship to a PO Box

Country is required for all addresses.

International Distributors/Customers must have an SIC code.                          

Examples of Ship to Addresses:


Engineering Technology

Suite D

3275 Progress Drive

Orlando FL  32826

Naval Surface Warfare Center

Receiving Officer FISC

Building 542 East 


1601 Langley Avenue

Philadelphia PA  19112-5051
International Example:
Cervercia La India Sa De Cv





Cvln Stgo Rguez 48




Col San Lucas




Tlalnepantla Mex   CP54055




Mexico                                   
Enter the street address as a separate line item.  Do not include an apartment number, suite, room, building or mail stop as part of the street address.

Example:

Ensign Bickford Company

Building 32B

640 Hopmeadow Street

Simsbury CT  06070

-----------------------------------------------------------------------------------------------------------------------------------------------------------------
Purchase Order Number
Do not enter the Purchase Order number as part of the customer address.  It automatically will be printed on the label and shipping documents.
Do not enter Purchase Order number on order lines.
***Customers may use both their Purchase Order number and their Customer’s Purchase Order number when placing an order:  (e.g. PO# S0155-5/04-RO71GBPKG).   This can also be noted in NOTES field.   Special PO requirments may also be noted in Customer Master***





End User/Purchaser Name
Do not enter End User/Purchaser name as part of the ship to address line. 
Enter name in the Contact field only.  This information will print on shipping label/shipping documents.

Enter first and last name of customer as the customer wishes to be addressed.  
Do not enter a salutation or title as part of the customer’s name. (Mr) John Doe (Sr) (Pres)


Enter phone number using dashes (-) or spaces. If you have the customer’s extension, separate the extension with an “x”. 
(e.g. 716-684-0002 x 123)
Updating/Changing an existing Customer Master & Notes
You can change  “Bill to/Ship To ” customer information if the company name and/or address have changed.  This will keep all “Bill to” history together for that account.  If the change involved a company name, remember to change all the “Ship to” accounts with the new company name. (**if there are numerous S/T let CSR Supervisor know so mass update can be done via Syteline**)
Delete old notes (e.g. old scrap allowance note, company name change in 1985)
For Special Price Discounts verify that discounts are still valid or update accordingly.
Reference established Master Notes for special Customer requirements (e.g. SM023)
Prior to making any changes to an existing Customer Master, make sure it does not affect other open orders.  
********Always initial and date any new notes you enter into a Customer Master*********
“DO NOT USE” for Duplicated Accounts
It is acceptable to type “DO NOT USE” in a Customer’s “Bill To’ Company name when you have found it to be a duplicate account or if you would never use the account again (make sure there are no open orders). This allows for easy search of legit open accounts.  If you should receive an order with all the same information and the account is noted “DO NOT USE” it is acceptable to remove the Do Not Use and process the order under this account.
If you should find an existing account that does not adhere to the above rules, please correct and change to the rule.  If you are unsure please consult with CSR Supervisor or Leads.
***Reference: United States Postal Service Website www.usps.com 
	
	Rules for Customer Master User’s Guide
	SM1059

	
	                                    PAGE 1 of 4
	REV NR


CS001 User’s Guide Template Rev. NR 10/30/08

