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Objective
 We have started hosting these monthly NetSuite Master Classes, because we have found most common 

challenges people have with NetSuite
- Lack of Training

 Take advantage of saved search reporting

 CSV Imports

 Mass Updates

 Simple workflows to automate processes

 Custom Records, Forms, Fields

 Advanced PDFs

- Don’t Know what I don’t Know

 Our goal is to teach these things so companies and more importantly their employees can maximize the 
value and utility they get out of the NetSuite Platform/Ecosystem



Agenda
 Introductions

- ScaleNorth

 Quick ScaleNorth Overview

 Examples and Use Cases
- Automating Creation of Lead/Customer Using an Online Form

- Automating a New Vendor Setup Request using a Custom Record:Online Form and Workflow to Create Vendor 
Record with Approval

 Live Q&A
 Next Steps
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Introductions

Dean Carazza,  CPA
Sr. Business Development Manager

Charles Stevenson
Vice President, Sales

 Managed Sales Teams for Two Fortune 500 Companies 
over two decades

 BS Accounting from USC

 14 years of experience
 Public and Private Accounting
 8 years NetSuite Experience

‒ 2 Years Private/User -  Assistant Controller for $100M 
Distributor in Irvine

‒ 6 years ScaleNorth
∙ Led some of the largest and most complex 

implementations and integrations. Have done over 20 
implementations.

‒ Industry experience
∙ Manufacturing,  E-Commerce and Warehouse/Distribution 

SaaS, Professional Services

dcarazza@scalenorth.com
714−350−6211

mailto:dcarazza@scalenorth.com
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650+
NetSuite
Certifications
Held by Staff

$2.5B+
Annual Revenue 
Transactions 
Processed

1,300+
Years of Collective 
NetSuite ERP 
Experience

8.0+
Avg Years of
NetSuite
Experience

56%
Percentage
of staff with
CPAs

Meet
The Team 270+

Team 
Members

We wanted a partner that could deliver fast 
solutions, communicate with us and keep us 
up to date on the status of our ERP 
project…ScaleNorth covered all of these 
bases while delivering world-class service. 
It's been fantastic.

Jerod Schoneman
General Manager, Total Energy Systems
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Services at a Glance

NetSuite 
Implementation

Outsourced 
Accounting

Technical
Services

NetSuite 
Consulting & 

Managed Services
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Technology Partners



Automating Creation of Lead/Customer 
Using an Online Form



Creation of Lead/Customer Using an Online Form
 Use Case

₋ In this example, we want to setup an Online form that can be used as a way for potential customers to contact us 
with their inquiry so somebody from the sales department can reach out/follow up and help them with their inquiry.

₋ What follows are the steps we will take to create the workflow for this process



Creation of Lead/Customer Using an Online Form
1. Make sure online forms has been enabled under the marketing tab of enable features

₋ Navigate to Setup>Company>Enable Features>

₋ Make sure Online Forms is Checked



Creation of Lead/Customer Using an Online Form
2. Create an Online Form

₋ Navigate to Setup>Company>Marketing>Online Forms

₋ Click the New Online Lead Form Button



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ Select Type
 Choose Default Form Template

₋ Title
 Give a Title to your Form
 *Note – Before you can save your form, you will have to provide the redirect to URL Field on the Setup Workflow Tab. Otherwise 

will get the following error message



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ What follows are the screen shots for filling out the subtabs of the form
₋ Select Fields
₋ *Note – Before you can save your form, you will have to provide the redirect to URL Field on the Setup Workflow 

Tab. Otherwise will get the following error message



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ Detail Message



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ Set Up Workflow



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ Set Up Appearance



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ Set Up Appearance

₋ Note, for logo to show up on form, had to check the Available without login checkbox on the file in the file cabinet



Creation of Lead/Customer Using an Online Form
2. Create an Online Form - Continued

₋ External
 Note this is where the URL Link is for the online form you created

› Can work with Website  resource to embed on your website. If need help ScaleNorth can help if you don’t have such resource.



Creation of Lead/Customer Using an Online Form
3. Testing the Online Form

₋ You can click on the URL link from the External tab of the online form to launch the form. Note I saved the URL as a 
NetSuite Home Dashboard Shortcut so could easily access without having to pull up the online form record every 
time.



Creation of Lead/Customer Using an Online Form
3. Testing the Online Form

₋ Expectation is that if we fill out the form and submit it will do the following:
  Redirect me to ScaleNorth website
 Lead Record will be created
 Send an automated email from our email template letting them know we received their inquiry and somebody will be reaching 

out (email will be logged on the communication>Messages tab of the Lead record.



Creation of Lead/Customer Using an Online Form
3. Testing the Online Form

₋ Expectation is that if we fill out the form and submit it will do the following:
 Lead Record will be created
 Send an automated email from our email template letting them know we received their inquiry and somebody will be reaching 

out (email will be logged on the communication>Messages tab of the Lead record.



Automating a New Vendor Setup Request 
using a Custom Record:Online Form and 
Workflow to Create Vendor Record with 
Approval



New Vendor Setup Request Online Form and Approval Workflow
 Use Case

₋ In this example, we want to create a custom record:online form for a New Vendor Request.
₋ This will allow users to submit a Vendor Request using an online form
₋ We can create a workflow that will allow the ability to approve/reject the New Vendor Request and add an action 

that will automate creating the vendor record for approved New Vendor Requests.
₋ What follows are the steps we will take to create the custom record, online form, and workflow



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Navigate to Customization>List, Records, & Fields>Record Type>New

₋ Give it a name and ID
 Hit Save



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Fields



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Subtabs



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Online Forms

₋ Online Form>Fields



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Online Forms>Detail Message



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Online Forms>Set Up Workflow



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Online Forms>Set Up Appearance

Note, for logo to show up on form, had to check the 
Available without login checkbox on the file in the file 
cabinet



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Online Forms>Set Up Appearance

Note, for logo to show up on form, had to check the 
Available without login checkbox on the file in the file 
cabinet



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have named our custom record, what follows is the steps to complete the Fields, Subtabs and Online 
Forms tab

₋ Online Forms>External
 Note this is where the URL Link is for the online form you created

› You can share this with people and tell users to save as a shortcut in NetSuite so they can easily access the form when they need to submit a New 
Vendor Request



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Now that we have created our Custom Record and configured the Online Form, we can test it out
₋ Click on the External URL Link



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Test filling out the form. Expectation is following after submit
 Redirects to the ScaleNorth Website
 Creates a New Vendor Request Record



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Test filling out the form. Expectation is following after submit
 Creates a New Vendor Request Record

› Navigate to Customization>Lists, Records, & Fields>Record Types>

• Search for New Vendor Setup Request
• Can click on the List button to show the list of these records that have been created

₋ Can view #16 which is the one we just created



New Vendor Setup Request Online Form and Approval Workflow
1. Create Custom Record

₋ Test filling out the form. Expectation is following after submit
₋ Can view #16 which is the one we just created

Note – Can customize the form to 
move the General and Financial 
Subtabs to be first



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Now that we have successfully created and tested our custom record and online form, we can create a workflow to 
handle adding an approval process as well as automating the creation of a Vendor when the New Vendor Setup 
Request has been approved.

₋ Note one of the benefits of learning workflows is you can often repurpose things you have done on other 
workflows. For example, the approval part of this workflow is an exact copy of the Approval Workflow we did for 
Vendor Bill Approvals back in Master Class Session 2. Would recommend re-visiting that class for detailed step by 
step instruction.

₋ What follows here are the screen shots of creating the workflow and each related state, transition, and actions



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Now that we have successfully created and tested our custom record and online form, we can create a workflow to 
handle adding an approval process as well as automating the creation of a Vendor when the New Vendor Setup 
Request has been approved.

₋ Note one of the benefits of learning workflows is you can often repurpose things you have done on other 
workflows. For example, the approval part of this workflow is an exact copy of the Approval Workflow we did for 
Vendor Bill Approvals back in Master Class Session 2. Would recommend re-visiting that class for detailed step by 
step instruction.

₋ What follows here are the screen shots of creating the workflow and each related state, transition, and actions



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Creating the Workflow

Note – Since the New Vendor Request 
record is created from an online form 
which system uses context of Webstore, 
we need to make sure Web Store Context 
is also selected see screen  shot below

For Demo – Make sure select version of 
record using for demo



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Creating the Workflow
 Screen shot below is finished workflow. What will follow is screen shots of each State, Actions, and Transition



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Set Defaults – State

Note – Since the New Vendor Request 
record is created from an online form 
which system uses context of Webstore, 
we need to make sure Web Store Context 
is also selected see screen  shot below



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ While in Edit mode create a New State for Pending Submit for Approval
₋ Drag a transition arrow from Set Defaults to Pending Submit for Approval



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Pending Submit for Approval - State



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Next while in edit mode create a New State and call it Pending Approval
₋ Drag an arrow from Pending Submit for Approval to Pending Approval
₋ Once have arrow connecting Pending Submit for Approval to Pending Approval, double click on the arrow so we 

can add a Transition condition



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Pending Approval - State



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Pending Approval – State
 Set Approval Status to Pending Approval

 Set Next Approver to me



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Pending Approval – State
 Add Approve and Reject Buttons

› Add Approve Button with condition to show when User = Next Approver



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Pending Approval – State
 Add Approve and Reject Buttons

› Add Reject Button with condition to show when User = Next Approver



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Pending Approval – State
 Lock the Record while in Pending Approval State if user is not same as the next approver



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Next while in edit mode create a new state called Approved
₋ Draw a transition arrow from the Pending Approval State to the Approved State
₋ Double click on the transition arrow connecting Pending Approval to Approved to add a transition condition so 

only moves to approval state on the click of the Approve button



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Approved - State



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Approved – State
 Set Field Value

› Set Approval Status to Approved when enters this state

 Lock the Record once has been approved except for users with administrator role



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Next while in Edit mode, create a New Sate called Rejected
₋ Draw a Transition arrow from Pending Approval to Rejected
₋ Double click on arrow connecting Pending Approval to Rejected and add a condition to only transition on the click 

of the Rejected Button



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Rejected - State



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Rejected – State
 Set Field Value to Rejected upon entering this state

 Add Button to show option to Resubmit for Approval



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Next, while in edit mode create another state called Rejected>Reset Defaults
₋ Draw transition arrow from Rejected to Rejected>Reset Defaults
₋ Double click on Transition arrow connecting Rejected to Rejected>Reset Defaults and add a condition to only 

transition to Rejected>Reset Defaults on clicking the Rejected Button



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Rejected>Reset Defaults – State

 Set Approval Status back to Pending Approval upon entering this state



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Next, we can draw a transition arrow from Rejected>Reset Defaults to Pending Approval
₋ Note, this transition just needs to be drawn to connect these states, no condition on transition is needed



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Next, while in edit mode create another state called Create Approved Vendor
₋ Draw a transition arrow from Approved to Create Approved Vendor
 Note this transition doesn’t need any conditions



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Create Approved Vendor – State
 Note as this is the desired last state/end of our workflow want to check the Do Not Exit Workflow



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Create Approved Vendor – State
 Create a Vendor Record upon entering this state

Note, by setting New Vendor Setup Request Field we 
created on the Vendor Record/Form to Current Record 
means it will store a link to the New Vendor Request that 
created the Vendor Record
Note – for demo update this Entity Field to point to 
version of record demoing



New Vendor Setup Request Online Form and Approval Workflow
1. Create Approval and Approved Vendor Creation Workflow

₋ Now that we have finished creating our workflow here is what the finished workflow looks like



New Vendor Setup Request Online Form and Approval Workflow
2. Test the Workflow

₋ Now that we have finished our workflow we should test the workflow to see if working as expected. We will perform 
the following Test

₋ **** Note release the workflow before testing, because while workflow is in testing mode only runs for you the 
owner, but the online form creates records as system with a context of web store.

₋ ****Note you must put the Workflow in to View Mode before testing.
1. Create a New Vendor Request using the online form we created
2. Should see the button and option to Submit for Approval
3. We should have the option to approve or reject the New Vendor Request
4. Upon Approval of the New Vendor Request it should automatically create a Vendor Record and have the link to the 

New Vendor Request form that Vendor was created from

What follows are the screen shots for the steps above



New Vendor Setup Request Online Form and Approval Workflow
2. Test the Workflow

₋ Now that we have finished our workflow we should test the workflow to see if working as expected. We will perform 
the following Test

₋ ****Note you must put the Workflow in to View Mode before testing.
1. Create a New Vendor Request using the online form we created



New Vendor Setup Request Online Form and Approval Workflow
2. Test the Workflow

₋ Now that we have finished our workflow we should test the workflow to see if working as expected. We will perform 
the following Test

₋ ****Note you must put the Workflow in to View Mode before testing.
2. Should see the button and option to Submit for Approval

3. We should have the option to approve or reject the New Vendor Request

Upon clicking submit for Approval expect the following:
• Approval Status becomes Pending Approval
• Next Approver will be set to Me
• Will see Approve and Reject Buttons Available



New Vendor Setup Request Online Form and Approval Workflow
2. Test the Workflow

₋ Now that we have finished our workflow we should test the workflow to see if working as expected. We will perform 
the following Test

₋ ****Note you must put the Workflow in to View Mode before testing.
4. Upon Approval of the New Vendor Request it should automatically create a Vendor Record and have the link to the 

New Vendor Request form that Vendor was created from



New Vendor Setup Request Online Form and Approval Workflow
2. Test the Workflow

₋ We can see the steps were successful and can even click on the link to the Vendor Record that was created 
showing it mapped the fields properly as well as has referenced link on Vendor back to the New Vendor Setup 
Request that created the Vendor



Questions?



71    |    © 2024 ScaleNorth. All rights reserved. Confidential.    |     Version 1.0

Next Steps
 Follow me and ScaleNorth on LinkedIn. Will be posting the materials from today on our LinkedIn 

Group “NetSuite Made Easy”. Material from prior classes are posted out there as well. Can request to 
join group using link below
₋ https://www.linkedin.com/groups/14571179/

 Will be hosting monthly with next one targeted to be Friday 02/21/25 12−1PM PST
₋ Target Agenda:
₋ How to Create a Dynamic Form in NetSuite
 Dependent Dropdowns via sourcing and filtering that can be dynamically made required or shown/visible via workflow

 If you have any NetSuite pain points, enhancements, integrations or any questions we would be 
happy to setup a quick chat and see how we can help
₋ Send me an email or give me a call or grab time on my calendar
 dcarazza@scalenorth.com
 714−350−6211
 https://calendly.com/dcarazza-1

https://www.linkedin.com/groups/14571179/
mailto:dcarazza@scalenorth.com
https://calendly.com/dcarazza-1


scalenorth.com

T H A N K  YO U !

NetSuite Consulting, Implementation and 
Outsourced Accounting Services
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