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About Me

Cory Anderson
FO U ND ER  O F S TR A TOS  E RP P AR TNE R S

• President of the Rocky Mountain NetSuite 
User Group since 2018

• Stratos ERP Partners is a NetSuite 
Alliance Partner

Continued

• Working with NetSuite since 2013

• 4 NetSuite certifications

• 8 Celigo certifications



Agenda

How to Be a 
Great NetSuite 
Administrator

• Understand the role of a NetSuite 
Administrator

• Learn best practices for customizing 
NetSuite

• Discover ways to help automate day-to-
day tasks



Introduction
A NetSuite administrator is responsible for 
ensuring that users can perform their jobs 
without friction in NetSuite. They can achieve this 
through the following key points:

• Save time and resources by leveraging 
streamlined processes and automations

• Promote end user independence in NetSuite 
by providing the team with tools and 
methodologies



Introduction

• Reduce manual tasks and activities with 
simple configurations and modifications

• Maximize the value and impact of your Admin 
Role. Admin doesn’t have to be, and in many 
cases, should not be a part time role.



Let’s dive in

Understanding the Role of 
a NetSuite Administrator



Implementation phase is critical for setting up NetSuite to 
align with organizational goals. 

Effective coordination and communication are 
paramount to ensure a successful implementation. 

Role In Implementation

NetSuite Administrator acts as the bridge between 
stakeholders and technical teams. 

NetSuite Admins should always evaluate the 
implementation to ensure a scalable and effective 
solution is being constructed. 



Ongoing support and maintenance are essential for the 
smooth functioning of NetSuite. 

NetSuite Administrator serves as a point of contact for 
addressing user concerns and technical issues. 

Ongoing Support and Maintenance

Responsive maintenance helps prevent disruptions and 
ensures uninterrupted operations.



Optimization and enhancement efforts are geared 
towards maximizing NetSuite's efficiency and 
effectiveness. 

NetSuite Administrator leads initiatives to continuously 
analyze business processes for improvement 
opportunities.

Optimization and Enhancements

Continuous optimization ensures NetSuite remains 
aligned with evolving business requirements and industry 
trends.



Administrator Key 
Functions and Best 

Practices



Data Integrity

Data integrity is foundational for accurate decision-making and compliance 
within NetSuite. 

The NetSuite Administrator plays a pivotal role in ensuring data integrity through 
establishing data governance policies and standards. 

Upholding data integrity safeguards the reliability and credibility of information 
within NetSuite.



Data Integrity Examples

• Field-Level Validation – mandatory fields on transactions such as Location, Class, 
and Department

• Non-essential fields removed from forms
• Duplicate detection criteria setup and duplication management in place

• Vendors and customers
• Restrict entity record creation to specific roles
• Require entity approvals

• Item creation process
• Ensure that all necessary fields are correctly populated
• Ensure item is not a duplicate of existing item
• Restrict item record creation to specific roles



Managing roles and access permissions is crucial for maintaining 
security and data confidentiality in NetSuite.

Roles and Access

NetSuite Administrator oversees roles and access by roles and 
role-based permissions to restrict user access based on job 
responsibilities.



Roles and Access Best Practices

• Roles should give enough permissions for someone to do their job without having to 
switch between roles constantly

• Start with the native roles, make a copy, rename with company prefix, then edit 
permissions as needed

• When new to NetSuite, be ready to modify roles as needed as people start working in 
the system

• Administrator role should be used sparingly. Do not just give everyone admin  
because it’s easy. This ties back to data integrity.

• There should be at least one back up administrator.
• When someone leaves the company, remove access and all roles. Repeat in 

sandbox.







Reports and Saved Searches Best Practices

Reports and 
searches 

empower users to 
extract actionable 

insights from 
NetSuite data. 

NetSuite 
Administrator 

facilitates 
reporting and 

searching 
functionalities. 

Robust reporting 
and searching 

capabilities 
enable users to 

derive meaningful 
insights from 

NetSuite data.



Roles and Access Best Practices

• Enforce a consistent naming convention
• Append the title with a department name, or employee 

initials such as [accounting] or [ca]
• Ensure that only one set of financial reports are being used

• Think of this as “Reporting Integrity”
• Take time to teach some end users how to create saved 

searches for their specific needs. 
• Sometimes it’s best to be the only search creator/editor

• Setup email notifications for commonly used 
reports/searches

• Use saved searches to monitor system activity such as when 
a new vendor or customer record is created.









Create a ‘saved search’ 
saved search 
or a ‘report’ saved search



Dashboards

Dashboards offer 
a visual 

representation of 
key performance 
indicators (KPIs) 

and metrics within 
NetSuite. 

NetSuite 
Administrator can 

optimize 
dashboards by 
role to provide 

relevant reporting, 
reminders, links, 

and metrics. 

Dynamic 
dashboards 

enhance user 
engagement and 

facilitate informed 
decision-making in 

NetSuite.







Issue Management

Consider using 
NetSuite’s Help 
Desk feature or 

an external 
ticketing system 

such as Zendesk, 
Freshdesk, Jira 

etc... 

A ticketing system 
helps streamline 
end user issues, 
expediate issue 
resolution, and 
track history of 

issues



Enable Help Desk at 
Setup > Company > Enable Features > CRM > Support



Help Desk

• Help Desk checkbox added to case forms
• Help Desk cases are internal only
• Do not show on standard case reports
• Help Desk cases show in employee center
• Ability to set up inbound email to create Help Desk cases, 

ie. helpdesk@rmnsug.org
• Manage issues via email – automatically tracked on Help 

Desk cases



Customizing NetSuite Best 
Practices



1 •CUSTOM FIELDS

2 •CUSTOM LISTS

3 •CUSTOM FORMS

4 •CUSTOM RECORDS



Entity Fields

Customers, Vendors, Employees etc. . .

Item Fields

Apply to item records

Transaction Body Fields

Sales Orders, Invoices, Bills etc... 

Custom Fields

Transaction Line Fields

Lines on transactions such as items or 
expenses

CRM Fields

Cases, tasks, events, phone calls etc...

Transaction Item Options

Item Number Fields

Other Record Fields

1 2 3

4 5 6



Custom Field Best Practices

• Enforce a consistent naming convention
• Append the title with a department name, or employee 

initials such as [accounting] or [ca]
• Ensure that only one set of financial reports are being used

• Think of this as “Reporting Integrity”
• Take time to teach some end users how to create saved 

searches for their specific needs. 
• Sometimes it’s best to be the only search creator/editor

• Setup email notifications for commonly used 
reports/searches

• Use saved searches to monitor system activity such as when 
a new vendor or customer record is created.



Custom Lists
• Use to restrict custom fields to specific 

values

• Ensures data integrity and uniformity

• Can be used on almost all custom field 
types

• Allows you to use the values to trigger other 
actions such as workflows



Custom Forms

Transaction 
Forms

Used for all 
transaction record 

types such as 
Sales Orders, 
Invoices, Bills, 

Payments etc… 

Entry Forms
Used for record 
types that not 

transactions such 
as items, 

customers, 
vendors, 

employees etc. . . 



Custom Forms 
Best Practices
• Create custom forms for all your common record types

• Start with the pre-built form, make a new version 
and customize

• Remove fields that are not used in your business 
processes
• The goal should be to have clean, uncluttered 

information
• Naming convention should be consistent 

• i.e. ACME Sales Order, ACME Purchase Order, 
ACME Customer



Custom Records allow you to collect and track information in your account. They 
are used to bridge any gaps that NetSuite might have to help you with your 
specific business needs. 

Custom Records

Rejection Record
Use on approval 

workflows

Customer Surveys
Store survey info and 
attach to customer 

record

Approval History
Capture record approval 

details



Custom 
Records Best 
Practices
• Enter custom Internal ID

• Example - _rejection_record
• Enter a Description
• Uncheck ‘Include Name Field’

• This field is required on new records when enabled
• Check ‘Show ID’

• This ensures that the unique system assigned ID 
number is visible and searchable

• Save, and then Edit to add fields



Automating Day-to-Day 
Tasks



Workflows

Approvals Email Invoices Lock Records

Save the effort of manually 
approving transactions. Set 
thresholds for auto-approval.

• Sales Orders

• Vendor Bills

• Journal Entry

Save time by automatically 
emailing new invoices to 
customers at the end of each 
business day.

Prevent users from modifying 
approved transactions. 

Sometimes this is required for 
other countries such as 
Germany.



Workflows

Block Stand Alone 
Records HTML Notifications Bill Zero $ POs

Force users to create 
upstream transactions 
instead of going direct to a GL 
impacting transaction.

• Invoices

• Vendor Bills

Use to create highly visible 
notifications on any record 
type.

Example: a bright banner at 
the top of a customer record 
that has overdue invoices.

Sometimes transactions are 
created that are $0, but need 
to be created for COGS.

• Purchase Orders

• Replacement Sales Orders 





HTML Notifications Workflow



Billing Operations

• Create billing schedules that automatically invoice eligible Sales 
Orders

• Precise control over what gets billed via saved searches
• Run once a day, or once every 6 hours. 
• Create multiple schedules based on business requirements
• Native NetSuite functionality –available in all accounts







Saved Search Notifications



Sticky Notes (free bundle)



File Drag and Drop (free bundle)



File Drag and Drop (free bundle)



Subsidiary Navigator (free SuiteApp)



Closing Thoughts

• Follow NetSuite’s intended processes. Creating 

customizations to fit “they way we’ve always 

done it” does not always end well. 

• Teach them to fish.

• Consider hiring fractional NetSuite 

Administration

• Read the release notes



Closing Thoughts

Visit www.rmnsug.org for all 
our meeting recordings and 
Tips & Tricks

http://www.rmnsug.org/


Q&A



Thank you
Cory Anderson
Founder of Stratos ERP Partners | President of Rocky 
Mountain NetSuite User Group

cory@stratoserppartners.com



Scan the QR code to share your 
thoughts on the session
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