
Self-Service on MyAccount Starts with a Successful Registration 
 
The top calls into our Digital/MyAccount team is help with registration. Registration may not process 
through correctly for a few reasons, but we wanted to send out a reminder on one of the reasons: Using 
the correct ‘Tennant Customer Number’.  
 
As you work with your customers and discuss using MyAccount for placing orders, checking on order 
status and/or placing service requests, help make sure they have the correct account number to 
register. The correct customer number is the Sold-To for their account. There are a few ways to find the 
Sold-To for you to provide to your customer. Review the attached document for 3 different ways to find 
the correct Tennant Customer Number to give to your customers to register for MyAccount.  
 
 
1. Tennant Invoice – On the customer’s invoice, the ‘Customer Number’ listed is the proper number to 

use when registering for my account.  

 
2. Tennant SAP Quotation/Order Acknowlegement – Similar to an invoice, the customer number on 

a SAP quote would be the correct number for customer to use to register.  

 
 



3. CRM Account Record – There are a couple ways to find acount number (sold-to) 
 

a. First check to see how account is set up (i.e. Sold, Ship, End-User, Prospect, etc.) 
Scroll over in your list of accounts to the Account Group column. If the account is set up as a 
‘Sold-to party’ or ‘Customers CRM’, then you can provide your customer the account number 
listed in that row 

 
 

b. Within your customer account record 
Click on Account Details in your customer account record, if account group is listed as sold-
to, then you can provide the Account number in upper right hand corner.  

 
 

  



c. What if account group is not set up as a sold-to, where can I find the proper account 
number?  
If the account is set up as ship-to and has had equipment purchases, you can find sold-to 
from within the equipment detail.  
Click on an equipment record: 

 
On right hand display, scroll down until you find the Sold-To company name. Click on the 
name to go to Sold-To account page, the sold-to will be in upper left corner. 

 
 
 
 


