
                 Policy and Procedures 

 

1 | P a g e  
 

 

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 
 

• No Admin staff should provide a customer code 8 without consulting Accounts Receivable or Commercial Manager / 
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  
gone over their allocated credit limit 

1. AR (Geelong) - Siobhan McKenzie  
2. AR (Ballarat) - Karen Ringin 
3. CFO – Jason Thiele  

1. 03 5273 1113   

2. 03 5334 2700  
3. 0417 994 583 

CODE 10  
gone outside their trading terms 
(days) 

1. AR( Geelong) - Siobhan McKenzie  
2. AR (Ballarat)   Karen Ringin  
3. CFO – Jason Thiele   

1. 03 5273 1113   

2. 03 5334 2700  
3. 0417 994 583 

 
Note: once an account goes over the credit limit or trades outside their trading terms, Fagg’s 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 
 

• When a customer code is required, admin staff need to ask the staff member doing the transaction for the dollar amount of 
the transaction before providing a code. 

• The 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. 
 
Below is what shows up in POS - will either state code 8 or code 10. 
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Once staff have pressed ok, they will need to press escape – the screen below is for admin / management who have the authority 

to override and codes to put in their staff number and password.  

 

 

When reviewing the account for codes, look at the credit limit, amounts owing, insurance totals, customer terms (extended 

customer) and any notes which have been noted. The insurance should be noted in the comments on the left hand side down the 

bottom. If there is nothing noted, check if the customer has an ABN noted which is located under the Financials tab. If no ABN max 

limit is $5,000.00 and there is no insurance coverage. 
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Sometimes the note can be down the list as more codes where done.  
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To do the password / code – under the Financials tab, Multi Store Credit Details Alteration. This can only be 

accessed when in Customer Alter file and not Customer Enquire File.  
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Staff types the password / code E38786T which will allow them to continue with the sale.  

 

 

 

 

 

 
 
 

 


