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Summary New customer creation is used when you need to raise a sales order (debtors
invoice) for goods or services that have been supplied but the customer does
not already exist on the system for you to select.

Before setting up a new record you will need to complete a search for the

customer to ensure it is not already set up in the system, details of how to
use the search facility can be found in the Business World: Getting Started
guide.

Once you have established that the customer record does not exist then you
can set up a new one.

Once the record is created it will be forwarded in workflow to the Customer
Payment and Debt (CP&D) team for approval.

You will need to wait for the record to be approved before creating a sales
order (debtors Invoice). This guide will show you how to set up a new
customer.

Audience Sales to cash users.

Creating the Customer

Checking the Customer in Workflow
Dealing With A Rejected Customer
Further information
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CREATING THE CUSTOMER

From the Business World menu select Customers and sales=>Customer Information-> Customer.
The following window will be displayed where you should search for the customer. See Business
World Getting Started guide for details on how to search. From this window you can set up the new
customer record.

i= | SC Customer X ‘

Customer

Customer Contact information

Customer

Lockup

Customer ID Customer name™®

Select the New button at the bottom of the window. The following screen will be displayed

Customer
Looloup .
Type customer name in full

Customer 1D+ Customer name - including title or type the
[MEW] I Mr Peter Piper <4—1— business or organisation name
Classification Customer identification
Customer group * Company registration number .
Trade Customers - Type short name (for private
o customers use the surname.

VAT registration number . . .
Country* For a business or organisation
United Kingdam . type the first 10 letters of the
GE % —

<«

Language* PIFER company name)
English UK External ref*
EN |m

Note: Failure to type the customer name in full including the customer’s title will result in the
customer record being rejected and a delay in raising the invoice.
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_—CUSI%‘ ICDnlac‘t information I

Customer
Select
this Customer
tab

Address

[ ] General

CI|Ck ™ Delete

Address type

Street address

Hector House

here # Address details
and
add the Address Phone numbers
addreSS Address type Telephone
- General - |
. >
deta”s Street address Telefax
in th Hector House
e Mobile
section
Country * Telephone 2
below United Kingdom ~
Post Code Home
5018 1G)
Town & City
Southampton
County

Hampshire

Town / Cit

Click on the Save button.

Tle here Update relations
[l Cheoose which relations to update by marking them or press cancel to stop the save.
Relations
p—
Relation Relation value
Click OK | Qustomer group (CUSTGRP) TC
 —
\ p—
ok || cancal |

Trade Customers

Click on the Save button a second time.

Click OK

& Success

Successfully saved.
approval.

— | =

Customer ID 310010 is now created and is sent for
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Once the record is created it will be forwarded in workflow to the Customer Payment and Debt
(CP&D) team for approval (there is a 5 day turnaround time for this). Once approved you can use the
new record to raise your sales order.

CHECKING THE CUSTOMER IN WORKFLOW

Select Customers and sales=>Workflow enquiry - Customer. The following window will be displayed
where you should search for the task to see the workflow status

Workflow enquiry - Customer

Tick Historical items as well Enter the customer ID here
Search type

as Active items and then click Load
7] Antive tems /

+ | Historical it=ms l
ltems
Map Process name Process step Wersion no. Workflow state Task owner Customer|D Customer name
310018

lz‘ Customers Mew Customer approval T Workdflow in progress 310078 Pally
lz‘ Customers Mew Customer approval 7 Workdflow in progress 310018 Paolby
lz‘ Customers Mew Customer approval 7 Workdflow in progress 310018 Paolby
Check the Workflow state field to see the current position.
Workflow in progress Still in workflow and you cannot use the customer yet
Finished The customer record has been approved and can be used
Rejected You will need to take some action — see next section

DEALING WITH A REJECTED CUSTOMER

As mentioned in the previous section your customer may be rejected to you and you will need to
take some action if that is the case: The following shows some examples of the reasons and the
actions required:

Duplicate record You will need to close the record
More information required | The task has been returned to you to provid more information

Rejected amendments You may have made amendments to a record that are not approved

As with all other authorisations you are required to do, the Tasks button in the top right of your
screen will show you if there is something to do.

_1__ Your name ’ _.. B ., Search {A't‘q} %

This shows that there are 8 tasks
in this user’s task bar. 4
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To look at your tasks, click on the orange box — a Your tasks pop-up will appear.

, g Yourmame B B ™ | SearchiAit+g)
*
Your tasks (7) Pl Crrunbus |
/ This shows the required !
Customer Rejected to be closed (8) task step.
Go to Task management

There are other steps you might see here, depending on why the customer has been rejected, the
others are New Customer Query, Customer amendments rejected

You can now either click on Go to Task management or Customer Rejected to be closed in the Your

tasks pop-up.

i= Customer Rejected to be closed x .
— This shows the reason
rejected
Information & Workflow log {row 0) /
CustomeriD 10018 Customer name Name, Surname 31/08/2010 15:10 - Customer Already Exists - "Duplicete - Please use
Customer group T Desoription g?&?gzolg 5T
M P Address 10 Street Swreet o i
E-mail Telephone:
Postoode PO15TIP
(Enter & comment)
Copy
Details
Map Status Field Field sssociated with M valus
|E| Address type Contact information Genersl
|E| Address Contact informaticn 10 Swreet Street
’I‘ E-mail Contact information

At the bottom of this window is the

closure and click Close again.

Customer Rejected to be closed - Close

Enter your comment ||

Closa

button, click on it and then enter the reason for

You will get the following message and your customer record will no longer exist.
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#®) Success

The item is succassfully processed There are no more tems to procass.

If your customer has been rejected for more information you can access the tasks in the same way,
make the relevant changes according to the rejection reason and then click the Save button at the
bottom of the window to return the customer task for approval.

FURTHER INFORMATION

If you have any further questions, please do not hesitate to contact the Business World inbox at
Business.World@southampton.gov.uk.

Please also find a link to the Business World FAQs on Staff Stuff here.


mailto:Business.World@southampton.gov.uk
http://staffinfo.southampton.gov.uk/transformation/projects-change/business-world/faqs/

