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Policy and Procedures

1. Managing Credit limits in Sympac

Customer codes (8 & 10) are used to manage account credit limits and payment terms (30-45 days) to minimise the risk of
bad debts and trade credit insurance claims.

There are 2 types of internal customer codes used prior to a sales transaction occurring at the Point of Sale (POS) or prior to an

order.
1. Code 8 -when the customer has gone over their allocated credit limit
Stop Supply —refer to Admin for potential release of goods
e No Admin staff should provide a customer code 8 without consulting Accounts Receivable or CFO or Finance
Manager.
2. Code 10 - when the customer has gone outside their trading terms (days)
Stop Supply — refer to Admin
Contact Points for Codes:
CODEs Approval required by Contact Details
CODE 8 1. AR (Geelong) - Siobhan McKenzie 1. 0352731113
gone over their allocated credit limit 2. AR (Ballarat) - Karen Ringin 2. 035334 2700
3. CFO - Jason Thiele 3. 0417 994 583
CODE 10 1. AR( Geelong) - Siobhan McKenzie 1. 0352731113
gone outside their trading terms 2. AR (Ballarat) Karen Ringin 2. 0353342700
(days) 3. CFO -Jason Thiele 3. 0417 994 583
Note: once an account goes over the credit limit or trades outside their trading terms, Fagg’s Group has no debtors

insurance for that customer.

2. Customer Account Code Process (Admin)

Below outlines the step-by-step process for a customer account code

Below is

When a customer code is required, Fagg’s Group Admin staff need to ask the Point of Sale (POS) staff member doing the
transaction for the dollar amount of the transaction before providing a code.

The POS staff member needs to scan all the goods prior to inserting the customer account number. This will then give
them the full value of the sale. (Start tax invoice / customer order as a cash sale prior to changing account code to give us
the max value of the invoice / order.)

If providing a code for a customer order, please put in the notes that the code is for a customer order only and value.

what shows up in POS - will either state code 8 or code 10. Once POS staff member have pressed ok, they will need to

press escape.

Tax Invoice
s[5 | somsnnr o L $ 0.00
Salesperson 153 : Siobhan M
= i S eecer LN =
oo i B o | Dent Comtoei] oo | ogaty
Debtor Account
Crd limi: ~ 140000.00 Un=-548.51
Mame and Address Delivery Instructions Baknce 6646891
ILINC PTY LTD Curert: 5866.858
327 SHANNON AVENUE 30 58920.59
Newtown VIC 3220 50: -57.51
90: 1729.35
| |
) Please Take Note - O ®

Computer Code Uom Dsc % Reqd Extension % A

PLEASE TAKE NOTE
Bill To Account : 0031483

CODE 10 - CASHIER MUST CONTACT THE SOUTH OFFICE

PROGOOS/1 27-09-21 18:44 Ver=8.00. 11 Terminal=13 User =153 256x548

v

F2 Reprint

F7 Price Engq

F3 Receipt F4 Load Dacket | F5 Docket Mode Ordered 0.00 lnes[0 |Totay [0 |
Taking 0.00

F3 Alternate Srch No Sale Back Ordered 0.00 x Cancel E Close
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The POS Staff member needs to call the Fagg's Group Admin team to get a code to proceed with the sale.

The Fagg’'s Group Admin team will quickly review the Customer Account (credit limit, amounts owing, insurance totals, customer

terms and any Account notes) to determine if the code is approved.

If approved, the Fagg’s Group Admin team will provide the system generated code to the POS Staff member (refer below)

eg E38786T
o Debtors Trading Terms Alter - O
Customer Details
ILINC PTY LTD Current | $5,866.88)  Balance
327 SHANNON AVENUE
30Days | $58,920.59
Mewtown VIC 3220 Fradcredit|  $0.00]
eitown bobey| 55791 | $0.00)
S0Days | $1,739.35| Unalocated | -$548.51]
120 Days + $0.00)
Home (04113065230 | Mabile (04127436643
: Owing | $66,468.91|
Business (0412441155A Fax |Jacobmainco
Credit Details Once off Password
Staff Mo (entering) E SIOBHAN M Staff No (Requesting) PETER N
ettt
o m E38786T
() Terms from Invoice {not enforced)
@1 s L Lo / Update H Close

In the screen below POS Staff member put in the password / code E38786T supplied by the Fagg’s Group Admin team to

continue with the sale

oz:‘::"Eii

Tax Invoice

=T~ o $ 0.00
Salesperson 492 : Peter N Date Reqd |06/12/2021 |, Ex GST m GsT m

Customer 0031483 |, Comments | | Stock Details CustDetals  GilTo  Loyalty
Debtor Account
Inv £ [0 [pate [06/12/2021 ]
Name and Address Delivery Instructions |
ILINC PTY LTD —
327 SH AVENUE © User Password O X
Mewtown VIC 3220 .
Password HReguired
| Enter Password
e —
Computer Code |tttttﬂ1 |
" 0K Exit (ESC)
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