
Review internal form/contact 
customer for Compliance 
manuals, shipping/routing 
guidelines/portal details
(Customer Compliance 

Specialist)

Set up a customer portal  
and review for special 

order set up requirements 
(Customer Compliance 

Specialist) 

Complete customer new 
item set up per required 

method            
(Marketing Specialist)

Set up customer 
in Netsuite 

(Representative)

Generate customer 
number      

(Representative)

If DI customer or 
complex vendor form 

Compliance completes   
form                    

(Specialist)

Will customer order 
through EDI?

Customer interested in 
applying for credit?  
(Representative)

Determine if EDI will be 
set up                                     

(IT/Vice President to 
determine)

Tell sales Y/N (IT)

Set up EDI (EDI 
Specialist)

Does customer require an 
inventory feed?   
(Representative)

Process credit application if terms not 
previously decided, update terms in 

customer maintenance, and notify C/S 
Representative and C/S Manager   

(A/R Supervisor)                 

Inventory Feed 
(IT)

Set up Cross 
Reference EDI 

(EDI Specialist)

Set up customer 
documents for 
Compliance 
approval (IT)

IT creates DI 
docs?*(IT) AutoDocs (IT)

Distribute/gather customer 
documents and 

specialized information to 
Warehouse, Accounting, 

IT, EDI if necessary 
(Specialist)

Train Warehouse       
(Specialist)       

Approve DI Docs, if 
necessary   

(Specialist)

Approved shipping 
documents to 
Warehouse   
(Specialist)

Load customer pricing i 
(Marketing Specialist)

Fill out customer 
information on 
internal form

(Representative)

New customer type?
(Representative & Vice 

President)

Obtain detail regarding 
customer requirements 

(Representative)

          Customer Onboarding - Customer Service
  

Starred items (*) - Future Projects               

Notify Sales that item set 
up is complete and EDI of 
any new items for mapping           

purposes           
(Marketing Specialist)
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Compliance notifies 
Warehouse to set up on 

customer portal if needed 
(Order Management                 

Specialist/Operations 
Analyst)

Receive released test 
order from Customer 

Service to ensure 
documents (carton and 

pallet labels, packing  list, 
pallet placards and BOL) 

print correctly       
(Shipping Manager)

Yes
Yes

Yes
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