
		Business Process Document

	Accounts Receivable - CustomersAR.030.030 Processing a Customer Inquiry



	



	
		Business Process Document

	Accounts Receivable - Customers AR.030.030 Processing a Customer Inquiry







 
	Security Role
	BOR_AR_INQUIRY

	Responsibility/Role
	[bookmark: bm_Roles]

	File Name
	AR_030_030 Processing a Customer Inquiry_BUSPROC.docx

	Version
	

	Document Generation Date
	12/13/2010

	Date Modified
	12/13/2010

	Last Changed by
	

	Status
	




AR.030.030 Processing a Customer Inquiry
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to view customer Accounts Receivable information. This information is found through the Customer Information page and contains links to various information such as account overview, item list, payment history, and credit limit. 

Topic Objective:
Upon completion of this topic, you will be able to:
- Access the Customer Information page and view customer Accounts Receivable information.





	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

This topic demonstrates the navigation to the Customer Information page and provides an overview of the information provided within this page. 

	Step
	Action

	1. [bookmark: ID0x00000043] 
	Click the Accounts Receivable link.


	2. [bookmark: ID0x00000044] 
	Click the Customer Accounts link.

	3. [bookmark: ID0x00000045] 
	Click the Customer Information link.


	4. [bookmark: ID0x00000046] 
	Click the Account Overview link.


	5. [bookmark: ID0x00000047] 
	Enter "200201163" in the Customer field. 

	6. [bookmark: ID0x00000048] 
	Click the Search button.


	7. [bookmark: ID0x00000049] 
	Note: Down the left-hand side you can choose different links to view details and other information about this customer.

If you want to see detail about Items or Payments you can click on these links.

	8. [bookmark: ID0x0000004A] 
	You can also find information about payment history or the credit limit of the customer if appropriate.

	9. [bookmark: ID0x0000004B] 
	Here you can view the detail balance or choose only those that are past due.

	10. [bookmark: ID0x0000004C] 
	Some of the links may not be useful for the type of transactions common to the university system, but will still show. You should use the links that will be useful for you.

	11. [bookmark: ID0x0000004D] 
	Click the Past Due link.


	12. [bookmark: ID0x0000004E] 
	Click the Account Overview link.


	13. [bookmark: ID0x0000004F] 
	Click the Profile tab.


	14. [bookmark: ID0x00000050] 
	Click the Item List link.


	15. [bookmark: ID0x00000051] 
	Click the Account Overview link.


	16. [bookmark: ID0x00000052] 
	Congratulations. You have just completed the Processing a Customer Inquiry topic. Below is the key concept of this topic:

- The Customer Information page includes the following Accounts Receivable information:
     - Account Overview
     - Payment history
     - Credit limit 
     - Detail balance 
     - Item List
End of Procedure.
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