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AOS	Customer	Set‐up	

This document describes the basic steps for setting up a new customer in AOS. 

1. Open AOS and click Customers (see Figure 1). 

The Customer Search window will appear (see Figure 2). 

 
Figure 1 

2. Click the new customer icon on the Customer Search window (see Figure 2). 

The Customer Maintenance screen will appear, (see Figure 3). 

 
Figure 2 
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3. Complete the Customer Master tab. (Notes on key fields shown in Figure 3). 

4. When complete, click the Customer Master Options tab. 

 

 

 

 

  
Figure 3 

 

 

 

   

 

Price Files: 
Use “Current” (default setting), unless 
otherwise advised by Strategic Pricing. 

Customer Address 
4-line address: 
1st line: Name (first line),  
2nd line: House Number and Street 
3rd line: Optional information (Suite, Floor, etc.) 
4th line: City/State/Zip (third line) 

Comments: 
Use this field for information about the 
account for your reference. 

Note:  Entries in this field are for your 
reference only; it is not used by 
SAP to process orders. 

Price Method 
Enter price tier to be used. 

 Default values: 
 ‐ Lawson, Tier 1 
 ‐ Kent, Tier 7 

 Use default tiers unless advised 
otherwise by Strategic Pricing. 

Tax Certificate: 
If customer is tax exempt, enter 
certificate here. 

Note  You will receive an e‐mail 
with instructions for 
sending a copy of the 
certificate to the Finance 
Department. 

 Phone and Type of Business Fields 
Entries in these fields are mandatory. 
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5. Complete the Customer Master Options tab. (Notes on key fields shown in Figure 4). 

6. When complete, click the Billing / Miscellaneous tab. 

 

 

 

 

 

 

 
Figure 4 

 

   

Cancel Backorder Checkbox 
Do not use this option. 
Allow backorders is the default option in SAP. 

Limit per Invoice Field 
This field is inactive. 

198-Line Limit per Invoice 
SAP does not allow order lines on a single invoice to exceed 198 lines. For orders with more than 198 lines, 
SAP automatically creates an additional invoice starting at the 199th line of the order. Another invoice is 
automatically added every time the order reaches the 198 line per invoice limit. 

Note: 
If the order lines must be grouped in a specific way on invoice pages for a customer, please submit a 
separate order for each group. 

Ship to Agent Checkbox 
This option requires approval from District/Regional sales management. 
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7. Complete the Billing/Miscellaneous tab. (Notes on key fields shown in Figure 5). 

8. When complete, click the Reference Handling tab.  

 
Figure 5 

 

 

   

PO # Field - 35-Character Limit 
PO Numbers with more than 35 characters will not appear on SAP generated documents. 

If working with a legacy customer, count the characters in long PO # before entering 
Accounts that were created in Lawson’s legacy systems may have PO Numbers that exceed the 
SAP 35 character limit. If you have a PO Number that is longer than 35 digits, send the order 
information to the Order Entry Department to be processed: 
 e-mail: OrderEntry.Department@lawsonproduct.com 
 fax: 800-942-5260 
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9. Complete the Reference/Handling tab (notes on key fields shown in Figure 6).  

 
Figure 6 

 

 

 

 

 

 

 

10. Click the Add button to complete the new Account creation process. 

 

Bank Reference Field 
Enter freight information here 
(free freight, carrier, etc.). Trade  Reference Field 

Enter pricing tier in this field. 

Note: This must match what you enter in the 
Price Method field on the Customer 
Master file (see Figure 3). 


