How to Setup a new Customer
Record (Quick Customer Create)

ORACLE’
PEOPLESOFT




Why Create New Customer Records

 Customer Record does on exist in PeopleSoft

» Address in PeopleSoft has different organization
name
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Contact Name
User ID

Email ID

Contact Telephone

Credit Card Number

Select

Customer Name

Customer ID

Create New Customer/Contact Customer Phone
Country [USA |Q United States

customer Address 1

Address 2
City

State Q
Postal

Cust Char10 A CustN123 A

Search é Create New Customer/Contact



Quick Customer Create
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Create New Customer/Contact

SetlD KAPCO Q Template Customer | T

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

Enter Contact Information

*Name Creat
Email Address

@ Business Phone O Home Phone

Telephone

Add Credit Card Information

Enter Customer Information
*Customer Name
Short Name
Customer ID (1]
Cust Char10 A CustN12.3 A

Address Description
Address Details

Country |USA |Q_ United States
Address 1
Address 2
Address 3
City

Countv Postal
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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

Tax Geocode Selection

Click the Checkbox to Select a Geocode.
Tax Geocodes

D Geocode 480730050
State WASHINGTON

OK Cancel

MelissaData

From PS

Name 1 MADRONA MEDICAL GROUP
Address1 4545 CORDATA PKWY
Address2
Address3

City Bellingham
State WA Postal Code 98226

Loc D

Effective Date

Information About Address
Current Status Address Verified to DPV
Error Message
Address Type Highrise
Status V DPV Status 9

Footnote1 AA Fn Msg1

Footnote2 N1 Fn Msg2 Apt/ Suite # REQUIRED, but Missing
Footnote3 Fn Msg3
Footnote4 Fn Msg4

Footnote AANT RBDI B

Carrier Route C078 DP Code 99 DP Check Digit 7

4 Auto Fill Address

Find | View All
In City Limit
City BELLINGHAM

County WHATCOM

From Mellisa

Name MADRONA MEDICAL GROUP
Address Line 1 4545 CORDATA PKWY

Address Line 2

Addres3

First

4

10f1

ooy BELNGHAM

State WA

Error Message

Do Not Use Melissa Data

Use Melissa Data

b Last



SUCCESSFUL Customer Record Created

Customer Summary Detail
System Messages

Successfully created new customer and contact. Here is the summary.

Return to Search @‘ Return to Results & Create New Customer/Contact
Contact Information Customer Information
N ew C u StO mer N um be r N Oted Contact D 40063 View User Customer ID 94280914
Contact Name CHARLES HARDIN Customer Name MADRONA MEDICAL GROUP
Email ID Address 4545 CORDATA PKWY
Contact Telephone 360/738-2200 BELLINGHAW
WA 98226-7263 USA
Contact Flag External Contact Credit Card Type
Contact Type Credit Card Number
Financial Sanctions Review
Contact Information Update Create Sales Order
Order Tracking Inquiry Billing Information Inquiry
Customer Payment Inquiry Customer Information Update
Return to Search @ Return to Results < Create New Customer/Contact



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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