University of Delaware

A/R-Billing Training

Customers
A-1  Looking Up Customer Information

These pages show you customer information such as address, status and location(s).
Navigation:

· Go to PeopleSoft Menu: Customers → Customer Information → General Information
· At the General Information menu, select Find an Existing Value
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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· Set ID is always UOD01

· Name 1 – Enter part of the customer’s name or Customer ID – Enter this code if you know it.
· Click the “Search” button
· Select the correct customer from the Search Results list by clicking on the name.
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General Info – this tab shows you:

· Customer Status

· Customer Number

· Date Added
Roles
1. The “Bill To,” “Ship To,” “Sold To,” etc. check boxes and links do not have any useful information (they are for Billing & Collection use).
2. If this is a Contract & Grants customer, the “Grants Management Sponsor” box will be checked.

Click the Address tab to see the address(s) for this customer.  (The other tabs go to pages that are less useful to campus users.)
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Address – this tab shows you the location or multiple locations for a given customer.
3. Note that this customer has three locations.  Use the yellow arrows  [image: image4.png]=4
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  to navigate to the other locations.

OR

4. Use “View All” to see all the locations at once.
5. Description – this location description helps differentiate customer addresses for different UD departments.
(Note:  The other tabs at the top such as “Bill To Options” and “Ship To Options” are capabilities of the system that UD is not using and can be ignored.)
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