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AR.010.035 Maintaining Customer Address Information
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to maintain customer address information. You can update customer maintenance data after the general information for a Sold To customer is stored in PeopleSoft. In addition, you can modify the default Bill To options.

Topic Objective:
Upon completion of this topic, you will be able to:
- Navigate the Customer Address Information pages.
- Update customer address information with revised billing options.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, the general information for a customer has already been entered in the system, and you need to update the billing options to daily billing cycle and standard invoice form. Let's see how you would do this. 

	Step
	Action

	1. [bookmark: ID0x00000096] 
	Click the Customers link.


	2. [bookmark: ID0x00000097] 
	Click the Customer Information link.

	3. [bookmark: ID0x00000098] 
	Click the General Information link.

	4. [bookmark: ID0x00000058] 
	Enter "200000000200314" in the Customer ID field. 

	5. [bookmark: ID0x00000059] 
	Click the Search button.


	6. [bookmark: ID0x0000005A] 
	Click the vertical scrollbar.

	7. [bookmark: ID0x0000005B] 
	Click the Add a new row at row 1 (Alt+7) button.


	8. [bookmark: ID0x0000005C] 
	Enter "06/01/2007" in the Effective Date field. 

	9. [bookmark: ID0x0000005D] 
	Enter "456 Another Street" in the Address 1 field. 

	10. [bookmark: ID0x0000005E] 
	Enter "Hanover" in the City field.

	11. [bookmark: ID0x0000005F] 
	Enter "Clayton" in the Lookup field. 

	12. [bookmark: ID0x00000060] 
	Enter "30585" in the Lookup field. 

	13. [bookmark: ID0x00000092] 
	Click the Save button.


	14. [bookmark: ID0x00000061] 
	Congratulations. You have just completed the Maintaining Customer Address Information topic. This process allows you to update data related to the customer address.
End of Procedure.
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