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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

Initial version A

Added section 1.2.3 about altitude verification for products with altitude limit require-

B
ments.
CRC-2509-13 — Screenshots and process updated across the document due to c
Odoo migration to version 18, implementing new application layouts.
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1. INSTRUCTION DESCRIPTION

1.1.LOOKING FOR DUPLICATES

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

Contacts

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:

B cContacts  contacts .
Type customer nhame here

m Contacts # Q -

040 verloskundige 040 verloskundige, Suzanne 040 verloskundige, Titus 1meghanedgar@
[l van der Lee Health Care B.V. 1meghanedgar@gr
Eindhoven, Netherlands 040 verloskundige 040 verloskundige
Eindhoven, Netherlands Oude Meer, Netherlands
*0 BHo $2 @ *0 B0 $o0 @ *0 B0 $0 @ M1 %0 BHo

Default search options are displayed as below, for example for a new customer called “Acme Corp”:
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Q_ acme corp| v

Search Name for: acme corp

kundige, Suz  search Address for: acme corp Tme
e » Search Related Company for: acme corp Tme
undi
Hneige Search Email for: acme corp Default search
Netherlands > -

Search Phone/Mobile for: acme corp th|0n$
) $0 Search Tag for: acme corp o 1

» Search Salesperson for: acme corp

53 » Search Partner Level for: acme corp 2He
3@qq.com Add Custom Filter S WaF
2He:
Crunrar

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

If you are not finding 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 from different windows.
First, from the Contact APP:

B Contacts Contacts  Configuration

New #ontacts & Q Ssearch...
040 verloskundige 040 verloskundige, Suzanne 040 verloskur
it van der Lee Health Care B
Eindhoven, Netherlands 040 verloskundige 040 verloskunc

Eindhoven, Netherlands Oude Meer, Ne

*0 B0 §$2 o *0 BHo0 $o (0] *0 BHo ¢
24 Heures, Patrick Monay 2658838153 2Heal Medica
ot 2658838153@qq.com Sweden
Journaliste
Switzerland
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You can also create a customer from any field prompting you to indicate a customer name. This includes a number
of APPs, such as Helpdesk, CRM, or Sales.

':!4 Helpdesk Overview Tickets Reporting Configuration

/ Customer Care / Tickets
ew
New & o x

Convert to Lead ‘ New > Acknowledged In Progress On Hold : Log note  Activities

e.g. Product arrived damaged

N

Armand Polmard
A Creating a new record.
Helpdesk Team  Customer Care Customer acme corp Create will generate an empty contact record
only with the name "acme corp".

Assignedto [ @ Julien Finci Customer Name SiEate e corps Prefer using the "Create and edit..." option
Priority Y vy Country Create and edit...
ACME CORP. AG, Plasselb}
Created on Email
— seaich Woridwds @ Odoo has access to public databases and
Phone suggests you a contact that looks like the
one you are creating
Tags
Description Extra Info Technical Details General Details

1.2.2. Customer creation

4A 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 & Specific Addresses Creation”.

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

B contacts  Contacts Configuration

Contacts Meetings Leads/Opportunities Sales » Invoiced 7 Subscript
NEWQ o x @0 *0 $0 C"0.00 &7 0

Individual © Company

e.g. Lumber Inc

Contact Class Phone
Company category Mobile
2. Enter the name of the customer.
3. Fillin the class and category if you have these information.
4. Insert the address of the main office, 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., Carevix™) is influenced by changes in the atmospheric pressure, particularly at
different altitudes. When assessing the product's suitability for use in different 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.

e If the customer’s location falls within the recommended altitude range for optimal product performance
(e.g., below 1500m for Carevix™), proceed to the next steps.

e 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 left corner.

Click into Add in the bottom window Contacts & Addresses

Individual @ Company

Contact Class Business Partner Phone +4199 999 99 39
Company category Distributor Mobile
Address Imaginary road 66 Email contact@acmecorp.ch
Website
1290 Geneve R
Language * English (US)
Switzerland
R Tags
Tax ID
Training status Contract signed
Agreed to be on map
Contacts & Addresses Sales & Purchase Accounting Social Medias Social Medias Internal Notes Partner Assignment

hee \

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 finish.
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Create Contact

Contact

Invoice Address @ Delivery Address

Follow-up Address

Other Address

Preferred address for all deliveries. Selected by default when you deliver an order that belongs to this company.

Contact Name  Bugs Bunny

Address Delivery Avenue 64
Street 2...
1290 Genave
Switzerland

Save & Close Discard

Result of the contact and address creation could be as follow:

Individual @ Company

Advanced Global Health Ltd

Email

Phone

Mobile

bugsbunny@acmecorp.ch

Main company information

Contact Class
Company category

Address

Tax 1D’

Business Partner
Distributor

G03, 30 Great Guildford Street
Street 2.
SE1 0HS London

United Kingdom

GB1

Training status

Training date

Phone
Mobile
Email
Website
Language °

Tags

michael.mather@aghealth.co.uk

e.g. http:

English (US)

Distributor X

Contract signed

Agreed to be on map

Contacts & Addresses Sales & Purchase

Add

Adam Wragg
Operation Manager
adam.wragg@aghealth.co.uk

1.2.5. Price lists

Price Lists are defaulted automatically in Odoo from the customer's country in the main address of their contact

card.

If the customer is to benefit from special pricing (such as Bayer Price List, forexample), youmay gointo the Sales

Alex Fisher
alex.fisher@aghealth.co.uk

Internal Notes

Partner Assignment

Hannah Hunt
hannah.hunt@aghealth.co.uk
Phone: +44 7580 438379

& Purchase tab and click on the right of the field Price List to select the right one.

Michael Mather

Lead Product Manager
michael.mather@aghealth.co.uk
Mobile: +44 7869 856554
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Company type Distributor - Phone +41 99999 99 99
Address Imaginary road 66 Mobile
Block A3 Email standard@acmecorp.ch
Geneve 1290 Website http://www.acmecorp.ch
Switzerland Language English (US) -
VAT Tags
Contacts & Addresses' Sales & Purchase = Accounting Internal Notes
Sales Purchase
Salesperson Payment Terms
Sales Team
Payment Terms
Pricelist ‘F‘ublic Pricelist (CHF) J) -
Delivery Methed Public Pricelist (CHF
Bayer Pricelist (CHF)
Fiscal Information Misc
) . UK Pricelist (GBP)
Fiscal Position Reference
US Price List (USD)
Website
EU Price List (EUR)
Industry
SLA Policies

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.

Block A3 Email standard@acmecorp.ch
Geneve 1290 Wehbsite http://www.acmecorp.ch
Switzerland
Language English (US) @
VAT
Tags

Contacts & Addresses Sales & Purchase Accuunlin’ Internal Notes

Customer met during GentleGyn congress. This customer is a merger from company ABC when they were acquired by BCD

Very interested by carevix, they would be eager to present our device in their Sales Meeting and social medias.

Warning on the Sales Order

No Message

1.3. Granting MyAspivix portal access

To grant a MyAspivix access to a contact, go to the specific contact or company, navigate to the contact card, or
line, and click to open it.
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1

Once the contact is opened, click into “Action”, and “Grant portal access”.

B contacts Contacts  Configuration

Contacts
=W | Acrme Corp 4

& Archive
Individual @ | [ Duplicate
T Delete

Acme C B Request Signature

Contact Class SARELE

Grant portal access
Company categor Process Follow-ups
Address Privacy Lookup

Download (vCard)

myaspivixus website oo

Switzerland

TaxID? CHE-123

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.

s Portal Access Management

Select which contacts should belong to the portal in the list below. The email address of each selected contact must be valid and unigque. If necessary, you can fix

any contact's email address directly in the list.

fDear Taz, N

It was a pleasure meeting you at the last congress. As discussed, this is the link to grant you access to MyAspivix
Do not hesitate to contact me or my team for any question.

Kind regards,

Add message here if needed

\Cric

Contact Email Latest Authentication

Acme Corp, Taz (Devil) taz@acmecorp.ch GRANT ACCESS

CLOSE

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

B Contacts  Contscts  Configuration

P o = I
Individual © Company Lognote  Activities
Acme Corp
Armand Polmard
Contact Class Business Partner Fhone +419999999 99 T :::i::::::rjxed [COT\|??|Eacﬂ\eco'p.ch\
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1.4. Managing tags

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

Individual @ Company

Acme Corp

Contact Class Business Partner

Company category  Distributor

Address Imaginary road 66
1290 Geneve
Switzerland

Tax D7 CHE-123.456.788 TVA or...

Training status

Contacts & Addresses Sales & Purchase Accounting Social Medias

Add

Phone

Mobile

Existing tags

Email

Language °
Tags

Contract signed

Agreed to be on map

Social Medias Internal Notes

Partner Assignment

+419999999 99

contact@acmecorp.ch

English (US)

Ambassador Program X 3|

Advocate

Ambassador Program
Ambassador Program
Aspimotix Interested
Bayer

Bayer Germany

Bayer South Africa
Board

Create "a"
Tag options  { sercnvor.
Create and edit...

Tags will be visible on the Sales Order level and can be searched specifically using Filters.

@l Sales Orders Tolnvoice  Products

m Uplead Quotations &

Currency Rate Number

Reporting  Configuration

Creation Date Last Updated on

1.00 50-02969

Customer

‘Website

11/24/2025 13:02:17  11/24/2025 13:02:17  Acme Corp

Salesperson

/& Armand Polmard

Q My Quotations X  Search

Tag customer Activities

Ambassador Proaram @

Comps

Aspivix
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2. REFERENCES

2.1.Procedures, instructions and guidelines

NA

2.2. Templates and Forms

NA
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