CUSTOMER FACT SHEET

 FORMDROPDOWN 
  
	DATE:    Original : 7/5/16               
	Updated: 1/3/17               Review Date:   /  /  

	CUSTOMER NAME:
	BuyEfficient/Avendra customers   

	ACCOUNT NUMBER (S): 

	MULTIPLE - 


	GO LIVE DATE:
	6/28/16



	FORMS OF ORDER ENTRY: 

**Please pick from drop down and select answer for all options***
***Note if EDI account then EDI Exception Section should be filled out.****
	 FORMDROPDOWN 
 FORMDROPDOWN 
  Internet  FORMCHECKBOX 
   FORMDROPDOWN 
 FORMDROPDOWN 
 Phone  FORMCHECKBOX 

  FORMDROPDOWN 
 FORMDROPDOWN 
  Fax  FORMCHECKBOX 
  FORMDROPDOWN 
 FORMDROPDOWN 
   EDI  
  FORMDROPDOWN 
 FORMDROPDOWN 
 Mail  FORMDROPDOWN 
 FORMDROPDOWN 
  FORMCHECKBOX 
Store Pick Up
Exceptions:       For example: Joe Smith can place phone orders.

	NON CODE ORDERS ALLOWED: 
	 FORMCHECKBOX 
  FORMDROPDOWN 
 FORMDROPDOWN 
   If order entry is different please provide form of order entry       
  FORMDROPDOWN 
 FORMDROPDOWN 
  Special Pricing for Non-Codes.  Please put any information into the comments area.

	PAYMENT FORM:
	AB   FORMDROPDOWN 
 FORMDROPDOWN 
  When to use:      
Credit Card    FORMDROPDOWN 
   FORMDROPDOWN 
  When to use:      
Ghost Credit Card   FORMDROPDOWN 
  FORMDROPDOWN 
   ***Note if ghost card account please note that here but do not put card number on fact sheet.****

	REQUIREMENTS:

	Address ID:      
PO Field :  FORMDROPDOWN 
 FORMDROPDOWN 
  Renamed :        Ex.      
Release Field :  FORMDROPDOWN 
 FORMDROPDOWN 
   FORMDROPDOWN 
  Renamed :       Ex.      
Dept Field :  FORMDROPDOWN 
 FORMDROPDOWN 
 Renamed :        Ex.      
Desktop Field :  FORMDROPDOWN 
 FORMDROPDOWN 
 Renamed :      Ex.      

	SUBSTITUTES:
	 FORMDROPDOWN 
 FORMDROPDOWN 
 

	BACKORDERS:      

	 FORMDROPDOWN 
 FORMDROPDOWN 


	RESTRICTIONS:
	 FORMDROPDOWN 
 FORMDROPDOWN 
   Refer customer to:         

Restricted Dept/Classes:         For example  Computers and Toner

	PROPRIETARY ITEMS:
	 FORMDROPDOWN 
 FORMDROPDOWN 
   If yes then list CSC(s) Housed at:        Products:      

	REQUISTION:
	 FORMDROPDOWN 
 FORMDROPDOWN 
  Information on Requisition:      

	FAXBACK:
	 FORMDROPDOWN 
 FORMDROPDOWN 
   If Yes the requisition must include a fax number

	CATALOGS:
 
 
	     

	NATIONAL ACCOUNT MANAGER:
	     

	LOCAL ACCOUNT MANAGER:

	     

	IMPLEMENTATION – 1st 90 DAYS:
	     

	MAINTENANCE CHANGE CONTACT : 
	     

	ADDITIONAL COMMENTS:    
	

	1. Does this account have Store Purchase Cards:
	 FORMDROPDOWN 
 FORMDROPDOWN 
 FORMDROPDOWN 


	2. Can customer do a store pick-up: 
	 FORMDROPDOWN 
 FORMDROPDOWN 
 FORMDROPDOWN 
   Circumstances :      

	3. Can the customer make Personal Purchases on this account:
	 FORMDROPDOWN 
 FORMDROPDOWN 
  Process/Account Number:      

	4. Service Level Agreements
	     

	Comments (This section is for information that customer service needs to know about this account that is not on this form) : When entering credits or manual orders, the 8-digit account number must be entered in the desktop field so it will be included on the EDI invoice copy to BuyEfficient. 


DPS SECTION FOR RETAIL STORE USE – Only filled out if DPS Program in Place for Customer
	DPS PAYMENT OPTIONS
	 FORMDROPDOWN 
   SPC Card (either other tender or AB)

 FORMDROPDOWN 
   Account Billing

 FORMDROPDOWN 
   Credit Card – Registered in system



	DPS PRICING  – Please note that when their SPC card or a registered credit card is used at the register the order will reprice or when entered into G-Mil for account billing the order will reprice
	B/W COPIES (price per page) : $     
COLOR COPIES (price per impression) : $     
BINDING/FINISHING (% off retail) :      %
PROMOTIONAL PRODUCT DISCOUNT (% off retail):       %


	DPS PROGRAM OFFICE DEPOT CONTACT
	Name:      
Phone:      
E-Mail:      


	DPS PROGRAM CUSTOMER CONTACT
	Name:      
Phone:      
E-Mail:      


EDI Exception Section – For EDI Exceptions Team Only
	NAME OR TERMINOLOGY USED BY THE CUSTOMER WHEN REFERRING TO THE ORDERING SYSTEM:
	BuyEfficient

	ARE LINE ASSIGNMENTS REQUIRED EACH TIME AN ORDER IS PLACED?
	 FORMDROPDOWN 


	INVOICING METHOD:

	 FORMDROPDOWN 


	ARE SUBSTITUTES PERMITTED TO BE ENTERED MANUALLY BY OD CSR?
	 FORMDROPDOWN 
 FORMDROPDOWN 
 **Note we suggest that a new order be placed to avoid invoice issues.***

	WHO IS THE CONTACT FOR ORDER ENTRY ISSUES?      

	 FORMDROPDOWN 
 FORMDROPDOWN 
  **Note if e-mail then the information needs to be mapped to come across in the exception.***

 FORMCHECKBOX 
  Tier One Account  
Tier One E-Mail:       
If one contact please provide information below:

Name:        
Phone:       
E-Mail:       


	PREFERED METHOD OF CONTACT:
	 FORMDROPDOWN 


	PROVIDE NAME AND NUMBER OF SPECIFIC CONTACTS IF WE ARE NOT ABLE TO REACH THE CUSTOMER OR CONTACT INFORMATION IS MISSING?
	Name:        
Phone:       
E-Mail:       

	RESTRICTIONS:
	 FORMDROPDOWN 
 FORMDROPDOWN 
   

How are they managed:         

Account orders to be placed on:      
Should we assume if order received then it should be placed:  FORMDROPDOWN 


	SPECIAL ORDERS:
	Procedure communicated to customer:      
Should the order be placed manually on this account:  FORMDROPDOWN 
    If no then provide account to place the orders on:      
***Note certain special order items like stamps will always create and exception.****

	SHIP TO CHANGES/ADDITIONS:
	 FORMDROPDOWN 


	INTITAL OFFICE DEPOT CONTACT:
	Name: Beau Nutt
Phone:      
E-Mail: beau.nutt@officedepot.com
Preferred Method of Contact:  FORMDROPDOWN 


	Comments (This section is for information that the EDI team needs to know about this account that is not on this form) : List of Account numbers: 75042662, 75042819, 75042825, 75043000, 75043011, 75043177, 75043315, 75054919, 75054981, 75055301, 75055513, 75055591, 75056287, 75056337, 75073536, 75073546, 75073700, 75073710, 75073823, 75073828, 75073909.   Many additional accounts will be added. This fact sheet applies to all BuyEfficient/Avendra accounts.  

For CXML ordering, addresses are set up as ad hoc.  For Avendra CLP, Spire Hospitality is the only management group that uses strictly the 8-digit account number in the account field.  All other Avendra/BuyEfficient accounts use the account number plus the full sequence#.    

In addition to the paper invoice, an information-only EDI invoice is sent to BuyEfficient for all orders, credits, etc.  If entered manually, CS must include the 8-digit acct number in the desktop field so it will be included in the EDI invoice.




