[image: image3.png]g UNIVERSITY OF CAPE TOWN






How to complete a New Customer Application (Form SD004)
When to use this method:

1. When the customer does not exist on SAP, and

2. When you may not use a one-time customer (e.g. for a new lease, for a new customer who is certain to buy from you regularly in future), or

3. If you are uncertain whether to use a one-time customer (i.e. you are uncertain whether the customer is likely to have a long-term relationship with UCT or not)

Procedures

1. Enter your own APPLICATION NUMBER.

The applications will not be pre-numbered, as this will be for your own control and record purposes.

· We suggest you create your own number sequence using your Departmental ORG code followed by a running number:
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If your department is Student Housing you would commence the sequence with the org code ‘SHO’ followed by your departmental reference. You could also add the appropriate year for greater clarity.

e.g. SHO001, or SHO97001, or SHO001D (Debtor) 

The number must not exceed ten characters

2. Enter today’s DATE.

3. Complete the SALES AREA Details/Description. The Sales Area refers to the type of sales you will be making to this customer. Some of the codes you might require are:

	Description
	Company Code
	Sales Org
	Distribution Channel
	Division

	UCT Ad Hoc Sales
	UCT
	UCT
	AH
	AH

	UCT Donations
	UCT
	UCT
	DN
	DN

	UCT Research Funding
	UCT
	UCT
	RE
	

	UCT Accommodation 
	UCT
	UCT
	AC
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If you are unsure about which codes to use, fill in a Description of the type of business you will be doing with this customer, OR consult Central Debtors.

4. Complete the CUSTOMER DETAILS:

· Enter the customer’s name. The full name of the customer or corporation must be given (no abbreviations)
· Enter the customer’s addresses, telephone and fax number

· Enter the business sector and industry type. This can be in your own words, or you can contact Central Debtors to advise you which to choose, according to those categories already in use on the SAP customer master record.

· Enter the contact person if the customer is a company and you have a contact you wish to be recorded

· Enter under NOTES any other information you think relevant

5. Complete the FORM COMPLETED BY information

· enter your name, department, telephone extension and email address

6. Send the completed application and attachments to Debtors Section, Finance Department.
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