
		Business Process Document

	Accounts Receivable - CustomersAR.010.010 Adding a Customer (FINAL)



	



	
		Business Process Document

	Accounts Receivable - Customers AR.010.010 Adding a Customer (FINAL)







 
	Security Role
	BOR_AR_CUSTOMER

	Responsibility/Role
	[bookmark: bm_Roles]

	File Name
	AR_010_010 Adding a Customer (FINAL)_BUSPROC.docx

	Version
	

	Document Generation Date
	12/13/2010

	Date Modified
	12/13/2010

	Last Changed by
	

	Status
	




AR.010.010 Adding a Customer (FINAL)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to add a customer. Customers must exist in the system in order to process payments received from them. Customer information is entered on the Customer Information pages. 

Customers can be individuals such as an employee or a retireed employee, or they can be entities such as other institutions, state and federal agencies, or private corporations. The extent to which you use customers will differ based on your institutional needs.

Topic Objective:
Upon completion of this topic, you will be able to:
- Add a customer.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following scenario, you will add a new customer, Joseph Wells, who recently retired from your organization. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x000000A5] 
	Click the Customers link.


	2. [bookmark: ID0x000000A6] 
	Click the Customer Information link.

	3. [bookmark: ID0x000000A7] 
	Click the General Information link.

	4. [bookmark: ID0x000000A8] 
	The page will automatically open to the Find an Existing Value tab.

In an effort to keep a clean customer file, before adding a new customer, you may need to confirm that the customer is not already in the system. You may consider searching for alternate names, for example IBM could be in the system as IBM, I B M, or International Business Machines, etc. 

You can search for an existing customer on this page by entering data in one or more of the fields and clicking the Search button.

	5. [bookmark: ID0x000000AA] 
	If you wish to add a new customer record, click the Add a New Value tab.


	6. [bookmark: ID0x000000AB] 
	The Customer ID field should remain as NEXT when you are adding a new value.

Click the Add button.


	7. [bookmark: ID0x000000E3] 
	Use the General Info page to add or review a customer's name and level information, and assign associated roles.

	8. [bookmark: ID0x000000B7] 
	Ensure that the Customer Status, Date Added, and Since fields are correct.

The Date Added field should be the date when you established this customer in the system. You can specify a different Since date, to indicate that the customer has been a customer since a certain date, which may or may not be the date added. The current date appears by default for both fields

	9. [bookmark: ID0x000000B1] 
	Click the Level list.


	10. [bookmark: ID0x000000B2] 
	Select the correct entry from this list for your new customer.

For this exercise, click the Regular list item.


	11. [bookmark: ID0x000000B3] 
	Click the Type list.


	12. [bookmark: ID0x000000B4] 
	Select the correct type for your new customer.

For this exercise, click the Retiree list item.


	13. [bookmark: ID0x000000B5] 
	Enter "Wells,Joseph" in the Name 1 field. 

We recommend using the LastName,FirstName format.

	14. [bookmark: ID0x000000B6] 
	Enter an abbreviated version of the customer's name, "Wells,Jos" in the Short Name field. 

	15. [bookmark: ID0x000000B8] 
	The Name 2 field is optional.

	16. [bookmark: ID0x000000BA] 
	Enter "USD" in the Currency Code field. 

	17. [bookmark: ID0x000000BB] 
	Click the Look up Rate Type button.


	18. [bookmark: ID0x000000BC] 
	Select the CRRNT entry in the Rate Type column.


	19. [bookmark: ID0x000000DC] 
	Your institution may decide to use the Roles based on the functionality specifically required for a customer, or you may decide to enable all applicable checkboxes. 

For this exercise, we will check those boxes that may be applicable to a GeorgiaFIRST institution. Even though you may not use the functionality in all of these boxes, having them checked will ensure that the customer's functionality is not limited for future purposes.

	20. [bookmark: ID0x000000BD] 
	Place a check in the box beside the Bill To Customer field. 

This action will also place a check beside the Correspondance Customer and Remit From Customer fields.


	21. [bookmark: ID0x000000C0] 
	You may also need to select the Ship To Customer and the Sold to Customer checkboxes to ensure that this Customer has the appropriate roles.

	22. [bookmark: ID0x000000BE] 
	Click the Ship To Customer checkbox.


	23. [bookmark: ID0x000000BF] 
	Click the Sold To Customer checkbox.


	24. [bookmark: ID0x000000C1] 
	Click the Team Code button.


	25. [bookmark: ID0x000000C2] 
	Select the Sales Support Team entry from the Description column.

This is not used by GeorgiaFIRST, but it is required by PeopleSoft.


	26. [bookmark: ID0x000000DF] 
	Click the Default checkbox. 
This is a required field.


	27. [bookmark: ID0x000000C3] 
	Click the scrollbar to navigate to the bottom of the page.

	28. [bookmark: ID0x00000010] 
	Enter a description of the type of address in the Description field. This will help identify the address in the event that you have more than one.

For this exercise, enter "Residence" in the Description field. 

	29. [bookmark: ID0x000000C4] 
	Click the Bill To checkbox.


	30. [bookmark: ID0x000000C5] 
	Click the Primary checkbox next to the Bill To field.


	31. [bookmark: ID0x000000C6] 
	Click the Ship To checkbox.


	32. [bookmark: ID0x000000C7] 
	Click the Primary checkbox next to the Ship To field.


	33. [bookmark: ID0x000000C8] 
	Click the Sold To checkbox.


	34. [bookmark: ID0x000000C9] 
	Click the Primary checkbox next to the Sold To field.


	35. [bookmark: ID0x000000CA] 
	Click the Correspondence Address checkbox.


	36. [bookmark: ID0x000000D1] 
	Make sure that the Effective Date is correct for this address, and that the Status is Active.

	37. [bookmark: ID0x000000D2] 
	Next, enter the address information for the customer including street address, city county, state & postal zip code.

	38. [bookmark: ID0x000000CC] 
	Enter "15 Dancey Drive" in the Address 1 field. 

	39. [bookmark: ID0x000000CD] 
	Enter "Longbow" in the In City Limit field. 

	40. [bookmark: ID0x000000CE] 
	Enter "Jefferson" in the Postal field. 

	41. [bookmark: ID0x000000CF] 
	Enter "GA" in the Look up (Alt+5) field. 

	42. [bookmark: ID0x000000D0] 
	Enter "31259" in the City field. 

	43. [bookmark: ID0x000000D6] 
	The In City Limit and the Alternate Names fields are optional.

	44. [bookmark: ID0x000000D3] 
	Click the View Phone Information link.


	45. [bookmark: ID0x000000D4] 
	Enter the phone information for this customer.

For this exercise, enter "4042578536" in the Phone field. 

	46. [bookmark: ID0x000000D5] 
	Click the OK button.


	47. [bookmark: ID0x000000D7] 
	Click the Bill To Options link to transfer to this new tab. 

You can also navigate to the top of the page and click this same tab.


	48. [bookmark: ID0x000000D8] 
	Click the Look up Credit Analyst button.


	49. [bookmark: ID0x000000D9] 
	Select the CreditAnalyst1 entry in the Name 1 column.

This is not used by GeorgiaFIRST, but it is required by PeopleSoft.


	50. [bookmark: ID0x000000DA] 
	Click the Look up Collector button.


	51. [bookmark: ID0x000000DB] 
	Select the COLLECT1 entry in the Collector column.

This name will show on dunning letters for this customer.


	52. [bookmark: ID0x000000F4] 
	The Ship To Options tab and the Sold To Options tab can be used to further store customer information.

We will not cover these tabs in this topic as most GeorgiaFirst institutions will not use this functionality.

	53. [bookmark: ID0x000000DD] 
	Click the Miscellaneous General Info tab.


	54. [bookmark: ID0x000000DE] 
	Enter the SSN or FEI number into the Tax ID field. 

For this exercise, enter "589403984" in the Tax ID field. 

	55. [bookmark: ID0x000000E0] 
	Click the Save button.


	56. [bookmark: ID0x000000E1] 
	The new customer you entered has been saved in the system. 

Click the Update/Display button to go back to the customer search page.


	57. [bookmark: ID0x00000028] 
	Congratulations. You have just completed the Adding a Customer topic. Below is a key concept of this topic.

- Before adding a customer, you should first search the customer to see if they already exist in the system.
End of Procedure.
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