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PURPOSE 

 

This procedure describes how ASPIVIX creates and manages customer accounts and the associated information. 

SCOPE  

 

The scope of  this procedure includes the creation and maintenance of  contacts in ASPIVX ERP system.  

RESPONSIBILITIES 

The INT OPS is responsible for establishing, implementing, and maintaining this SOP . Any person creating a 

customer or a contact in the ASPIVIX ERP system must respect and apply this guide. 

DOCUMENT HISTORY 

Description of Changes Version 

Initial version A 

Added section 1.2.3 about altitude verif ication for products with altitude limit require-

ments. 
B 

CRC-2509-13 – Screenshots and process updated across the document due to 

Odoo migration to version 18, implementing new application layouts.  
C 
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1. INSTRUCTION DESCRIPTION 

1.1. LOOKING FOR DUPLICATES 

First, to enter the Contacts APP, click on the related APP f rom Odoo’s main dashboard. 
 

  
 

Before creating a new customer, you must ensure that this customer does not exist already. This will avoid 
creating duplicate customer accounts and maintain Customer Master Data quality. 

 
For this purpose, use the “Search” bar within the Contact APP: 
 

  
 
Default search options are displayed as below, for example for a new customer called “Acme Corp”:  
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 Make sure you have searched with their e-mail address, as a customer could have con-
tacted Aspivix with an e-mail, but an account might not have been maintained! 

 Two persons sharing an email address must also share their contact and activity in 
Odoo 

 
If  you are not f inding any duplicate/similar customer accounts, you can create a new customer.  

 

1.2. CUSTOMER CREATION 

1.2.1. Creation options 

You can create a new customer f rom dif ferent windows.  
First, f rom the Contact APP: 
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You can also create a customer f rom any f ield prompting you to indicate a customer name. This includes a number 
of  APPs, such as Helpdesk, CRM, or Sales. 

 
 

 

1.2.2. Customer creation 

 A person may have several contacts (private identity and/or several jobs), also several 
contacts may belong to the same company as colleagues or independent services. 
In such cases, you might want to create a company contact gathering their information. 

 

For this purpose, refer to the section “Contacts & Specif ic Addresses Creation”.  

1. Select Company (or individual in case of  a person not af f iliated to a company) above the name.  

 

2. Enter the name of  the customer. 
3. Fill in the class and category if  you have these information.  
4. Insert the address of  the main of f ice, if  available. 

5. Add phone number, generic e-mail address, and website, if  any. 
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1.2.3. Altitude verification 

The product functionality (e.g., CarevixTM) is inf luenced by changes in the atmospheric pressure, particularly at 

dif ferent altitudes. When assessing the product's suitability for use in dif ferent locations, it is important to con-

sider altitude variations as per product labeling. Therefore, while creating or reviewing a customer, Odoo users 

should verify the customer’s location altitude and compare it with the product's intended altitude range, which is 

below 1500m. 

• If  the customer’s location falls within the recommended altitude range for optimal product performance 

(e.g., below 1500m for CarevixTM), proceed to the next steps. 

• If  the customer’s location exceeds the recommended altitude range, inform the customer of  potential 

performance issues associated with higher altitudes. 

1.2.4. Contacts & specific addresses creation 

When you have created a customer as a company, you can either add contacts affiliated to this company, or 
separate bill-to or ship-to addresses. 
For this purpose, go into the edit mode by clicking the button in the top lef t corner. 

Click into Add in the bottom window Contacts & Addresses  
 

 
 

In the new window: 

1. Select the type of  contact or address you want to create. 
2. Fill-in available information. 

3. Save & Close or Save & New to f inish. 
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Result of  the contact and address creation could be as follow:  
 

 
 

1.2.5. Price lists 

Price Lists are defaulted automatically in Odoo f rom the customer's country in the main address of  their contact 
card.  
If  the customer is to benef it f rom special pricing (such as Bayer Price List , for example), you may go into the Sales 

& Purchase tab and click on the right of  the f ield Price List to select the right one. 
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1.2.6. Internal notes 

Internal notes can give additional information to the Sales, Marketing, or Ops teams. These notes will be visible 
to anyone accessing this customer sheet. For this purpose, navigate to the Internal Notes tab, and go into the edit 
mode. 
 

 

1.3. Granting MyAspivix portal access 

To grant a MyAspivix access to a contact, go to the specif ic contact or company, navigate to the contact card, or 
line, and click to open it.  
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Once the contact is opened, click into “Action”, and “Grant portal access”.  
 

 
 
You can add a personal message to the access e-mail, though it is not mandatory. The access e-mail does contain 

generic text already. Click on Grant Access.  
 

 
 

The access e-mail is now listed into the History Column. 
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1.4. Managing tags 

Tags can be used to identify rapidly specif ic customers, such as the ones participating to the Ambassador Pro-
gram. Other examples could be using tags to f lag customers who do not pay on time, thus requiring additional 
caution before processing their Purchase Orders. 

 
 

 
 
Tags will be visible on the Sales Order level and can be searched specif ically using Filters. 
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2. REFERENCES 

2.1. Procedures, instructions and guidelines 

NA 

2.2. Templates and Forms 

NA 
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