
How to Setup a new Customer 

Record  (Quick Customer Create)



Why Create New Customer Records 

• Customer Record does on exist in PeopleSoft

• Address in PeopleSoft has different organization 
name 



Quick Customer Create

Main Menu

Customers

Customer Information 

Quick Customer 

Create



Quick Customer Create

Select 

Create New Customer/Contact 

customer 



Quick Customer Create

Enter T in Template Customers

Click Magnifying Glass – select 

appropriate Classification 

Enter Contact Information 

Name

Email  (if available)

Telephone 

Enter Customer Name & Address 

Select Save New Customer/Contact  



Tax and Address Validation

Tax Geocode Selection

Select the Tax Geocode Box 

Confirm county and select appropriate if 
multiple counties are listed 

Melissa Date (address verification)

Select Use Melissa Data 



SUCCESSFUL Customer Record Created

New Customer Number Noted  



Things to remember:

Customer Look Up

 Look for customer number prior to setting up new customer

Customer Order Support:

 Tax exempt certificates → forward to Customer Order Support

 Add Locations → forward to Customer Order Support 
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