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Introduction to Billing

Overview of VISION Financial System

"; User
Entered
\', <€ Data | |
Purchasing Travel -
& Expense \-/—
Contracts General Ledger P
Purchase Orders Journal Entries Travel Authorization ]
Requisitions / Cash Advance Data from
. Expense Report other Systems
e Commitment Control P ° €—>{ _VTHR, BDS, | |
— etc. —
¢ Appropriation Budget
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Accounts [~ Accounts Pa
. yments to
Payable 7 Orga"'iiggzrewgﬂ \ Receivable Employees &
s|  Suppliers
Vouchers Deposits -
Payments PR N Pending Items \_/"
5 P AN
> Actuals Ledger €
< Reports -
CAFR, etc.
0 >
- Accrual/Adjust Ledger
Asset - Billing —
Management Invoi
nvoices Invoices &
Assets Statements
vT Gr.a"t > to Customers
Tracking
Grant Tracking J
Custom Module Contracts &
P - Purchase
-~ i >| Ordersto
= Budget Check Suppliers

Billing is the proess d charging a customer (invoicing)fgoods and/or services providetihe
Biling module @ables you to erdr bills online or to import billing activittrom external billag
souces such athe Blling Interface Spreadsheein the Billing module, b are invoiced, accounting
entries arecreated, and invoices are printe@nce ivoices are gnerated and prited, they are
loaded tothe Accounts Receilde moduleas a pendig graip where theypostto the custome
account as an open receivablll ompleted Billing and Accounts Receivahlgivity creates journal
entries that posto generalledger.
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Billing Frequently Asked Questions

Why are my inwices blank when | pnt them?

You need to ra the extract processk 2 Sy a dzNB G K I (id asy &t steps Ppeaserdfer Y A & & S
to the Genearte Invoiceprocess startig on page 79 of this nmaal.

Why is an invoice not picking up in the Generate Invoice¢asses?

Enteredinvoices are created with a NEW statlrsorder for an invoice to process thugh the
gererate invoice processes, it néeto be in a RDY statlRetr to the Generate Invoiceprocess
starting on @ge 79 of this maual.
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BusinessProcess Reminders Hnts

General

1 MER Queris¢ Run nonth end queries (artyime throughout the month) to check fomivoices
that are not complete, or in ermo See Month End Closing Instructions
http://finance.vermont.qov/sites/finance/files/documents/Train_Sygort/VISION Manuals/Re
porting_Manual/FINMonthErd _Reporting_Manual.pdf

1 Note: Remember to ceck that alinvoices are processed within the cuntanonth.
Recurring Bill Templtes Depatment of Corrections)

1 Never bak date a bill templatdf the recurring bills have le® generated for the month you
shauld not create a schedule start date for thaonth. Erter a pending item for the current
month and geneate the schedule datér the nex month.

Generate Invoice Preesses

1 Invoices- All invoices need to be inRDYstatus before they are picked up imé Generate
Invoice ProcesseBillsin a NBWV status wil not pick up when generating invoices.

1 Do not un processes out ofesjuen@. Thecorrect order of process Iselow.
1. Finalize and Prin{Pre-process & Finalization)

2. Qeate Accounting EntriegCurreng Conversion, PreLoad, GL Entries and Budbetk
processes)

3. Print Invoices
4. Load Invoices to Amunts Reeivable

1 Single Actim Jobg An dternate method for generatig invoices is now available to combine
the four steps fo generatingan invoice into a sgle process job. See details in thimgle
Action Jotsedion of this manual.

1 After each gamerate nvoice process listed aboveeck Review Bill summary to assure that the
process di run to succesdnstructions ad navigation are listed after eaaf the generate
invoice processebsted above.

Adjustment Inwices

1 You can only adjust amvoice or Ine oncelf you attempt to agust an invoice a second time
you will receive one dhe following error message®io matching values were found or, you
cannot agust a billline that has already been adjusted. Thisans me of the lines you &ve
sdected or adjustment has already baeadjusted Review the Adjustment Line History page
to determine the latest bill in thedjustment chairand adjust that billExecise is liied under
the Table of Contents.
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Billing Howchart

Billing

Create
Pending General
ltems Ledger

Revenue
Accounts and
Receivable Cash
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Available Satusesof a Blll

NEW- Defaultswhen adding a manual bill

CAN - Cancel when you doot want bill to process

FNL- Firalized Billc Not used by SO{5tate of VTat this time

HLD- Hold Billg do not want to pick up igeneate Inv Process

INV - Staus of billchanges from RDY to INV evhFinalize and Print process is run (Poad)
PND - Pending Approval

RDy - User tanges status t&RDYonce the bill has beeantered andready to procesdnterfaced
bills automaticalf populate with a RDMatus

TMP- Temporay BilkNot used by S@(State of VT) at this time
TMR- Temporary ReadBill¢Not used by SOYState of VT)tahistime
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Qustomer Pages andDesciiptions

General InfoPage

General Info || Bil To Options || Ship To Options || Sold To Options || Miscellaneous General Info

SetlD STATE Customer ID NEXT General Info Links

Level Regular -

s Status Active Copy From Cus

*Date Added 11/11/2018 E2l *Since 1111/2018 |5 “Type User 1 -
*Name 1 Training Example *Short Name Training E
Hame 2

Currency Code Q Rate Type Q.
Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspendence Selection
D Ship To Customer Remit From Customer
Ship To Selecticn Remit Frem Selection
D Sold To Customer Corporate Customer

Sold To Selection Corporate Selection

Dﬂroker Customer DConsolidation Customer Consolidation Business Unit

D Indirect Customer

1. Customer Status Defaults as active.0U cannot post penihg items to inactive customer
accounts. Accounhformation, however, appears on theigomer pages and remains part of
historicalinformation

2. Date Added & SinceEnter the date when youstabished this custmer inthe system. You
canalso specify thiathe customer has been a customer since a dartite, which may or
may not be the de added. The current date appears by detdal both fields. In add mode,
you can change the effectidate for all matchingeffedive-dated customerecords by
changing the Date Added field

3. Name 1- Enter the cummers pNA YI NB Yy I YS o 2 fafefchangeymddar? YS ND &
enter the new name ath still mantain a record of the previous name. When you avete
the value in tle Namel field, the originalalue appear®n the Miscellaneousseneral
Information page's-omer Name 1 field. When you change #walue in the Name 1 field a
second timeformer Name2 field appears on the paged is populated withhe repaced
previoushame

Level- Defaults as rgular, acceptdefault

Type- Defaultsas User laccept defaul

Short Name- The system populatasis field with the first ten characters tiie Name Ifield
Currency CodeEnteror selectUSD

Rate Tye - Enteror SelectCRRNTor Curent

© o N o 0 b

Bill To Custorar - Selectbill to Customer. When you select this check box, the syste
desgnates the customer sa correspondence and a remit from custonazerd makeshose
check boxes availabl€orporate customersefault with the check box lvecked Only bill to
custamers can beorrespondence or remit from customers

All other fieldsin this section of thepageare not required/or used at histime.
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Sipport TeamsSection

=

Support Teams Perzonalize | Find | View All| & | s

Team Code

Ko -

Kem
Q

BGS

First ‘4 10f1 ‘2 Last

1. Team Code Select a valid valuemost departmerts will have mly one selection
2. Default- Select tle Defaultbox
AddressLocationsSection

© 0N O AW

Address Locations

Find | Wiew Al First ‘A fef1 b L3
+|[=
D B Primary I:l Broer I:l Primary

“Location

Dsn p T DPr'naq- D nirect DPr'nar]-
Description

D Soid To D Primary D CoaTaspondencs ABdrass

D RFID Enabied AT Detaul AT Sansce Trazimen Setu

“Effective Dats | 11/11/2013 £

Tax Code

% Find | Wiew All First ‘4 qof1 ‘&' Last
*|[=
guage Code | English

-

Physical Naturs Whers Performed

Arternats Nams 1 Arternats Nams 2

Lo

Country [USA |G Unhed Ststes

irass 1

Agdirags 2 View Phaone Information

ity
P——
Stats

9}
o

K@*@

Location- The primary Iocatlorq indicated by a 1¢ is the address you use magiten when
you ®ntact the customer. Accept default

Bill To- Sekct bill to addess. You mst sebct one address as theimary bill to address.
Once you seledhe bill to box,select the primary boxo make this he default billing address

Effective [ate - Defaults with current date, accept default
Status- Defaults as Active, acpe default

Courtry - Defaults as USA, aquedefault

Address 1- Enter appropriate address (required figld
Address 2 Additionalline

Address 3 Additional line

. City- Ernter appropriate data

10. County- Not a required field; can beleft blank
11. State- Entea appropriate data or select valid value
12.Postal - Enter appropriate Zip Code

Billing Manual May 2019
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Bill To OptiongPage

Fil
*Status

Rats Typs

Colisctor

Bl Inguirf Phons

General i || Bl To Optiens || Snip ToOptions || Sold To Opilens || Miksceliznecus Seneral infa
stD STATE Customer ID WEXT Traking Eample
To

“Effective Date | 1imzoE  |[§

Cumrancy Code

Responsibilities

Craumt anaiyst [+]
AR Spectanict &
Balling Sp=cialist [+1

Billing Options

Darsct Invodcing
D Fadaral Highway Fil

D Prompt for Billing Cummsncy
D Elsctronic Invoice

“Fraight BEl Typa  Shigping

Bl Typs
Billing Cycls idsntifisr
Invodca Form

Bl By kdentifier

AR Distribution Code

Hold Numbsr of Days

InterUnit Billing

GL Business Unit

Feeferance Qualfier Coos
Payment Method Options
Paymant Mathod
Draft Type
Darsct Debit Group

Bank sccount

Payment Terms
Paymant Terms ID
Description
Discount Gracs Days
Write-Off Info

Mamimum Write-Off Amount
Miamdmium Virite-0ff Percant

Bank Holiday Options
Bank Hollday Options
Daps

=

I:‘ interLinit Cuestomsr

2,
a
=1

Q,
-
[+3
a,
Dus Gracs Days
e
104
Mt Agalicaie -

Billing Authority

Billing Consolidation Data
Consolidation Key
stD

Customer ID

Blanket Purchase Orders
Biankst PO Numbsr
Start Date
End Dats

Order Management Cptions

Immediate Payment Options

Dposit Parcant

Aging ID

Draft Documsnt Rsguirsd

Dwatt Approval

Dirsct Debit Profis 1D

Creiit Card Profils

Fayment Predictor

M=thod

Deys Until Write-Off

nd | iew All First ‘4 1af1

Ahe

I:‘ Purchass Crder Required
I:‘ Didezbda Pricss on Racsipt

D immediate Papmant Rsguirsd

Options
D Partial Pagmant Switch
D Papmant Predictor Hold

Q,

Allow due date In next month

Qedit Analyst and Clbector - Credit Analyst and Collectarerequired fieds for bill to

customers
All other fields- Accep

Billing Manual May 2019
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SreenShots and Desaiptions for Manual Bills Pagesthat are Used bySOV

Header- Info 1

Header - Info 1 Line - Info 1

Unit 01100 Invoice NEXT Fretax Amt 0.000

tatus |NEVY

ycle 1D
Remit To

Q Invoice Date
*Type Q Source L« } *Frequency Once - 1
*Customer Q - Vie SubCust1 bCust2
*Invoice Form Q From Date Xl To Date 5]
Accounting Date Pay Terms L« } Pay Method Check - =
Bank Account L« }
Sales Bill Inquiry Phone [}
Credit Collector QA
Billing Specialist Billing Authority 3

Go to: Header Info 2 Address Copy Address

D OO0

Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 A Prev  Next
ﬂ'l Sawve ||[=] Motify i* Refresh =% Add | Update/Display

Header - Info 1| Ling - Info 1

1. Status- Defaults asNEW to process bill chang®atus toRDY

2. Invoice Date- Not a mandatory fieldField is popwted with the date estalidhed atthe pre-
process and finalizain. The invoice date cannot be entered on this page

3. Type- The bill type represents thcategory of activity grouped onspecific bill

4. Souce- This field shows how this bill was addediBIONExample: Manual eny, Irterface
etc.

5. Frequency Defauts asOnce Another option is RecurringRecurring optiorenables you to
reproduce bils or portions of bills and generatevnices by using emplates

6. Customer- Enter a valid customer for vam you are billing

7. Cycle D- Associates a billing cycle (monyh onndemand, quarterly) with aecurring or
installmentbill

8. Invoice Form The invace form code is an identifier for thi@rmatting options that
determines the sorting and summarizatiavels for invoice informadin. XP_PS/GEIN the
default that iscurrently used.

9. From Date/To Date Specifies or indicates a date range for calculatioggorts, invoices and
searches. The desare inclusve.

10.Pay Terms Payment terms govern the length tme that a customer hat pay anitem
11.Pay Method- Defaultsas CHK

12.Remit To/Bank Account Defaults from the bill Type that was selectadarieswith
departments.Established with sefu
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Header - Info 1 Line - Info 1

Unit 01100 Invoice NEXT Pretax Amt 0.000

Status NEW Q Invoice Date Cycle ID 2
*Type Q Source <} *Frequency Once - (=]
*Customer Q « View Activity SubCusti SubCust2
Invoice Form QL From Date 3] To Date 3]
Accounting Date Pay Terms Q Pay Method Check - &

Remit To nk Account [« §
Sales Q Bill Inquiry Phone Q
Credit < Collector Q

illing Specialist Billing Authority QL

Header Info 2 Addrezs Copy Address
Notes xpress Entry Attachments Page Series

o

Summary Bill Search Line Search Navigation Header - Info 1 - Prev  Next

_u'.i Save ||[=] Motify =+ Refresh =% Add | Update/Display

Header - Info 1] Line - Info 1

13. Accounting Date Accounting date defults from the date estaldhedat the Finalize and
Print Preprocess frongenerate invoicesAccounting date cannot be entered on this page

14.Remit to and BankAccount- Remit to bank account wherthe paymat is tobe deposited

15.Sdes- This field defaults from the Bill Type that is sted. SOV uses this field in a colepof
ways.Most common default is department abbreviation. Exam@eilding and Genet
Services = BGS

16. Bill Inquiry Phone- Defauts from BIll Type selectedThe bill inauiry phoneis the number on
invoices for custorarsto cdl if they have questions alut their bills

17.Credit- Defaults from Bill Type selectethis is a mandatory fielchd currently populates
with the department &breviation ExampleBuilding and Genefl&evices= BGS

18. Cdlector - Defaults from BilType sdected.Mandatory field ancturrentlypopulates with the
department abbreviation. ExamplBuilding and General Saces = BGS with the exception of
Correctiors which uss this field to populate an Gte #

19.Billing Spedlist - Person associatedith processing bill®r contact peson

Note: TKS | 620S FASEtRQA RSAONARLIIAZ2Y A lusdlfoBdza G |
Some of the fields vary from depment to department.
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Line-Info 1

Header - Info 1 Line - Info 1

Unit 01100
Invoice NEXT

Bill Line

Seq
Table

Quantity
Unit of Measure
nit Price

Gross Extended

Less Discount

Plus Surcharge

Net Extended
VAT Amount

Tax Amount

Net Plus Tax

Goto: Ling Info 2
Notes Express Entry
Summary Bill Search

=* Refresh

[§] Save ||=] Nofify

Bill To B

0.00
0.00

0.00
0.00
0.00

Tax

Line Search

Header - Infe 1| Ling - Info 1

Pretax Amt

PRINT SHOP

Identifier

0.00 USD

= B Max Rows 9% 3 =

Find | View Al

Het Extended 0.00

Q Description
From Date 2l
To Date 3
Line Type [REV @ [ accumulate
Tax Code @  [Dvax Exempt
Exempt Cert QQ
Accounting Discount/Surcharge

Navigation Line - Info 1

=4 Add

First ‘4 10f1 &' Last

+: |

Page Series
- Prev  Next

2| Update/Display

1. Table- Select fromdrop down list¢ ID¢ PS/Billing chiage 1D is tle option currently used by

SOV

N o g M D

Billing Manual May 2019

Identifier - Enter valid value or select orfieom <4
Description- Defaults with description aflentifier
Quantity - Enter the quantity rquested

Unit of Measure- Defaults fromidentifier slected

Gross ExtendedPopulates when page is refreshed or saved

Unit Price- Defaults if pice is asociated with identifielor enter correctunit price
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Accountingg Rev Distribution
Click onAccountinglink on theLine- Info 1 page:

| Update/Display

Page Series
Prev  Next

Go to: Ling Info 2 Tax Discount’Surcharge

MNotes Express Entry

Summary Bill Search Line Search Navigation  Ling - Info 1 A
[§lsave ||[=]MNotify | &3 Refresh s Add

Header - Info 1 | Line - Info 1

TheRevenue Dstribution page opens:

First ‘4’ 10f1 ‘& Last

Amount

0.00

.| Update/Display

Header - Info 1 Line - Info 1 Revenue Distribution
Unit 01100 Bill To BGS34 Pretax Amt 0.00 USD [EE) L
Invoice NEXT GS PRINT SHOP E = Max Rows o F =
Bill Line Find | View All
Seq 1 Line o
Identifier
Bl Creates GL AcctE
ill Line Distribution - Rejenue personflize | Find | Viefl | 2] E frrst @ 10t1 0 Last
ctg Information Ri nce Information H]
Code Account Fund Dept Program Class Affiliate Project Percentage
+ =] Q a a a Q Q a Q
4 | i
Percent 0.00 Amount 0.00 Gross Extended 0.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation Acctg - Rev Distribution - Prev  Mext
[§] save ||[=] Notify || ¥ Refresh 5% Add
Header - Info 1| Ling - Info 1 | Revenue Distribution

1. Code- Populates if set up withidentifier, or select valid value
Account- Enter valid value or popates if set up with identifier
Fund- Entervalid valueor populates if set up with ideifter
Dept - Enter valid \alue or populatesf set yp with identifier
Program- Enter valid valuer populates if set up with identifier
Class Enter valid value orgpulates if set up with identifier

Project- Enter valil value or populates if set up \itidentfier

© N o g M w D

Amount - Popdates from thelLine - Info | page

Billing Manual May 2019
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Enter a New Cu®mer

Possible siuations when this function is usedlo create a Customer for both IBij and Accounts
Receivable to allow the pcessing ofeceivables for that customeT.here areseveralwaysof setting
up customes inVISON

Depending on your depmentQ & & h#®d3 soma WBe prefixes with auto numberir§your
department uses certain prefix, you need to enter the pigfin the eistomer Id field on the Add a
NewValue mge and he systen will assign the ext autonumber for that prefix.

Note: Auto numberingrequires specific setup in VISION.

Departments entering customers fBederal draws are using auto numberiwghout a prefk. On the Add
ANew Value page aauto number wil be asgined onceacustome isentered and saved Ex: 1001 etc

WorkCenternavigation: BillingWorkCenter> Links pagelet €ustaner Acounts > General
Information

Navigatormenu navigation: Customers > Customer Inforti@n > Geneal Information

The General Informationsearchpagedisphys,clickon the Add aNew Vdue tab:

General Information

Find an Existing Yalue Add a New Value

SetiD[STATE |Q
Customer ID|NEXT a,

Add

1. SeiD- Defaults wih STATE Do not use STATEnter custaner(s)under appropriate
Business Unit or generbetD.

BGS uses a list of customers the¢ ahared letween manyBusiness Unstand must use a
SetID BGSwvhen establishing newustomers

DOC uses list of customerghat are shared between marBusinesdJnits and must use a
SetD =DOQCwhen establisimgnew customers

All other departments muatse a Setl> their ownBusiness Unit
2. Customer ID Enter Nev Cusomer ID.Do not use NEXTunless this a ne Federal custonre
3. ClickAdd
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TheCustaner Generalnfo pagedisplays:

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info
SetlD 01110 Customer ID ST100 General Info Links
‘status[Acve V] Level[Reguiar ]
*Date Added [10/1212078 |[5] *Since[10/12/2018_|[5) Type[User1
I‘Name 1[Vision 9.2 Upgrade I I ~short Name ViSION |
Name 2
I Currency Code |USD a, I I Rate Type |CRRNT a, I
Roles
Bill To Customer Cormrespondence Customer
Bill To Seleclion Carrespondence Selection
O Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[[] sold To Customer Corporate Customer
Sold To Selection Corporate Selection
[l Broker Customer LI consolidation Customer Consolidation Business Unit

[ indirect Customer

Federal Attributes
] Federal Customer Trading Partner Code Disbursing Office

[ Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams Personalize | Find | View All | 2] [ First ‘&' 1of1 & Last
Team Code Default Description
IFI\-1 Q ¥] | FM [+ =]
Address Locations Find | View All First ‘& 1of1 &/ Last
[+ [=]
*Location MBinTo ] Primary [ Broker O Primary
e DShipTo Danary indirect DPrimary
Description [ so1d To O Primary O Correspondence Address
I rFID Enabled WAT Default VAT Service Treatment Sefup

Namel - Enter customer Name

ShortName- Enter a short nameor acept defaultof the first ten character from Name
Currency Cod- EnterUSD

Rate Type Enter CRRNT

Roles Setion

1 Checkhe box to the left of Bill To Custome(Correspondence Customer and Remit From
Custome will automaticaly select)

© N o o &

1 Corporate Customesdectiondefaults accept default
9. Support Teamssection

1 Add TeamCode- click on the mangifying glass foredection.Theteam enteredis
automatically selected abe default.

10. Scoll to the bottom of the General Info pageto Address Locations
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Reminder Compete adiress requird. Addresd, Ciy, Sate and Zip

Address Locations Find | View Al First (4’ 10f1 ‘& Last
#[=]
[ gill To [+ Primary [ Broker O Primary
— LE'mrrﬂ-I [Evmn-l Mindirect O primary
Description| 109 State Street [ sold To O Primary DConespondence Address
1 RFID Enabled VAT Default WAT Service Treatment Setup
Address Details Find | View All First ‘4’ 10f1 ‘% Last
F[=
I‘Eﬂeclive Date|[10/11/2018 I *Status
Tax Code Language Code | English ~
Physical Nature| Where Performed | v
Alternate Name 1 Alternate Name 2
Country |USA |Q United States

[Address 1 Finance and Management

(Address 2 109 State Street View Phone Information

(Address 3

City |Montpelier [in City Limit
County Postal |05609-0401
state VT Q
General Info Links

[Flsave || Motify % Refrech E Add #] Update/Display J;j Include History L;J Correct History

Locdion - Leave default of 1

Enter Description Enter appropriate location descrifion (not mandatory
Select Bill © - SlectBill To

Select rimary - Slect Primary checkbox

Ship To Primarily usel by department of BGS

Sold To- Primarily usd by departnent of BGS

Effective Date- Leave as default, Cuent Date

Status- Leave as defult, Active

. Country - Leave as diault USA or clickn magnifyingglass and choose a valid value
10. Address 1- Enter appropriate Customer Street Address

11.Address 2 Enter appropiate data if applicable

© 0o NGk WDNRE

12.Address 3 Enter appropiate daa if applicable

13. EnterCity, State, Postal Enter appropiate city, stae, and zip ér the Customer
14.County- Leavevalue blank

15. Clickon the Bill To Optionstab
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TheBill To Optiongagedisplays
General Info Ship To Options Sold To Options Miscellaneous General Info

SetlD 01110 Customer ID ST100 Vision 9.2 Upgrade
Customer Bill To Options Find I\-’ha_wNI First i 10f1 ‘B Last
I“Eﬂective Date [[i0/12/2018 |[5) I sStatus[Active v [+ =]
Currency Code USD Rate Type CRRNT

Responsibilities

[Creait AnalystFw Y |
AR Specialist QL Bill Inquiry Phone QL
Billing Specialist Q Billing Authority Q
Billing Options Billing Consolidation Data
I Direct Invoicing Consolidation Key
[ Federal Highway File SetiD Q

O Prompt for Billing Currency

CJElectronic Invoice Customer ID Q
g e £png Blanket Purchase Orders
Bill Type (&}
Blanket PO Number
Billing Cycle Identifier Q
Start Date el
Invoice Form QL
End Date £
Bill By Identifier (&}
) _ Order Management Options
AR Distribution Code Q
[ Purchase Order Required
Hold Number of Days
[ pisable Prices on Receipt
InterUnit Billing Immediate Payment Options
[ interunit customer [immediate Payment Required
GL Business Unit o} Deposit Percent
Reference Qualifier Code Q Aging ID [}

16. Effective Date- Accept Current Date default

17.Satus- Accept Active Defdu

18. Credit Andyst - Enter gppropriate credit analyst or clickrothe magnifying glass for selection
19. Collector- Enter appropriate collector or click on the magyiihg glassdr selection
20.ClickSave

Enter a New Customéas Complete
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Maintain/Update Qustomer Name and/or Address

Possible sitiations when ths function is usedAn error was made, or a Customer has aneaandbr
address change, so the Customer informatreeds to beupdated.This exercise is used only if the
custamer does not have any open reile@bles.

WorkCenternavigation: Biling WorkCenter> Links pagelet *Customer Accounts General

Information

Navigator Menunavigation: Qustomers > Qustomer Informaion > General Information

The Custome General Informationpage displays:

Search

General Information

Find an Existing Value

Search Criteria

SetiD[= ]
Customer ID[ begins with |/ STO01
Name 2| begins with |
Te ep"cne
City[[begins with v
Posta Ccde
Cinclude History
Limit the number of results to (up to 300). (300

Clear

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

01110

20

[Jcase Sensitive

]
Basic Search 2 Sawve Search Criteria

1. SetlD- Enter the appropiate businesunit or SetlD (BGS or DOC)

2. Qustomer ID- Enter appropriate Customer ID

3. ClickSearch
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TheCustomerGeneral Information pagedisplays:

*Date Added 06/28/2002 |[W]
*Name 1 |Agency of Administration
Name 2
Currency Code USD Q
Roles

Bill To Customer
Bill To Selection

O Ship To Customer
Ship To Selection

[ sold To Customer
Sold To Selection

[ Broker Customer

[indirect Customer

Sold To Oplions

General Info Bill To Opticns Ship To Oplicns
SetiD 01110 Customer ID STOD1
“status

Mizcellaneous General Info

General Info Links [_More v]

Level

*Short Name Admin

*Since |D6/28/2002  |[W

Rate Type CRRNT L&}

Correspondence Customer
Correspondence Selection

[ Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

[ consolidation Customer Consolidation Business Unit

Address Locations

*Location 1

Description 109 State Street

Address Details

*Effective Date | D6/25/2002

Tax Code

Find | View All First ‘4’ 10of1 ‘&' Last

Physical Nature

HE
M Bill To M Prima y [ Broker O Primary
O Ship To O Primary Cindirect O Primary
[ sold To O Prima y O Correspondence Address
[ rFID Enabled AT Default WAT Service Treatment Setup
Find | View All First 4
“sttus

Language Code| English v|

v Where Performed | ~|

Alternate Name 1

Country |USA |Q

Address 1 103 State 5t 5th Fir

United States

Address 2 “iew Phone Information
Address 3
City |Montpelisr Cin city Limit
County Postal |05609-0201
State |VT a ermont
General Info Links [ . More ~]
§lSave ||&* Return to Search %] Motify | |24 Refresh [Es Add JF] Update/Display _;'1 Include History

Alternate Name 2

(General Info | Bill To Options | Ship To Opfions | Sold To Options | Miscellaneous General Info

4. Cick on theticonin the Address Daails sectionto open anew effective datedow
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Address Locations

Find | View All First ‘&' 10of1 ‘&' Last
=
*| pcation 1 M Bill To [ Primary [Broker O Primary
o O Ship To O Primary indirect O Primary
Description|109 State Street [ sold To O Primary O Correspondence Address
[ rFID Enabled VAT Default VAT Service Treatment Setup
Address Details Find | View All First ‘&' 1of2 '*' Last
HE
Address Details
*Effective Date [01/18/2019 *Status
Tax Code Q Language Code| English v|
Physical Nature | w Where Performed | v
Alternate Name 1 Alternate Name 2
Country |USA | United States
I Address 1 |109 State St 4th Fir
z View Phone Information
Address 3
City |Montpelier [in City Limit
County Postal (05605-0201
State VT Q. Vermont
General Info Links [ _More v
'H|Save | jot Return to Search ] Motify | £ Refresh [ Add 5

Display || & Inchude History

General Info | Bill Te Options | Ship Te Opticns | Sold To Opfions | Miscellaneous General Info

5. Enter the nev address infamation

6. ClickSave

TheGeneral hformation page is refreséd with the new customer addres:

Address Locations

*Location 1

Description 109 State Street

Address Details

Address Details
*Effective Date 01/1%/2019
Tax Code Q

Physical Nature |

Alternate Mame 1

Country |USA | United States
Address 1 108 State St 4th Fir
Address 2

Address 3

City Montpelier
County

State VT Q. Wermont

'l Save | [lg* Retumn to Search | |[%] Motify | | 2% Refresh

Find | View All First ‘4’ 10of1 ‘&' Last
HE=
M il To A Primary [ Broker Oa Primary
Oa Ship Te Oa Primary Oindirect Oa Primary
[ sold To O Primary O Correspondence Address
[ rRFID Enabled AT Default WAT Service Treatment Setup
First ‘&' 10f2 '*' Last
HE=
“Status
Language Code| Englizh v|
~ Where Performed | ~|
Alternate Name 2
“iew Phone Information
Cin city Limit
Postal (05609-0201
General Info Links [._More V]

4 Add 4| Update/Display )'I Include History

General Info | Bill To Options | Ship To Opfions | Sold To Opfions | Miscellaneous General Info

7. Clickthe View Alllink
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TheGenerallnformation page is displayed withoth effecive dated rowsThe frst row is he latestupdate:

Address Details Find | /iew 1} I First ‘4 1-20f2 ‘&' Last
=
Address Details
[Effective Date 017192019 | | *Status [Active ~
Tax Code Q, Language Code [English v
Physical Nature| ~ Where Performed | v
Alternate Name 1 Alternate Name 2
Country |USA |0 United States
Address 1 [109 State 5t 4th FIr
Address 2 Yiew Phone Information
Address 3
City |Montpelier O in City Limit
County Postal [05609-0201
State (VT Q. “ermont
(=]
| -Eftective Date 057252002 | *Status [Asive v
Tax Code Language Code|English v|
Physical Mature w Where Performed | ]
Alternate Name 1 Alternate Name 2
Country [USA |Q United States
Address 1 |109 State St Sth Fir
Address 2 Wiew Phone Information
Address 3
City |Montpelier Oin City Limit
County Postal [05608-0201
State VT a Wermont
General Info Links|...Mors ~|
‘5] Save ||a* Return to Search ] Notify ||:* Refresh |55 Add £ Update/Display _;'I Include History

Maintain/Update Customer Name and/or Address Complete
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Maintain/U pdate Qustomer Nameand/or Addressin Grrect HistoryMode

Possible situations when ths functionis used An error was made, or a Customersha nane and/or
address change, so the Customeommation needs to be updatedA snall number of irdividuals

canupdate customes using correchistory.This exercise is used only if the custordees not have
any open receables.

WorkCenter navigation: BillingWorkCenter> Links pagelet €ustomer Acaunts >General

Information

Navigator Menunavigation: Qustomers> Customer Informabn > General Information

The Customer General Informatiopage displays:

General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

ISetlDu ISTATE x|Q
ICuslomerID begins with Q
Name 1| begins with v
Name 2
Telephone
city[begins wih V]
State[begins wih ]

Postal Codelm

include History I O correct History I [ case sensitive
Limit the number of results to (up to 300). 300

]
Search Clear | Basic Search 2 Save Search Criteria

8. SetlD- Enter the appropiate businesunit or SélD (BGS or DO)

9. CQustomer ID- Enter apprriate Customer 1D
10. Sekct Correct History
11.ClickSeach
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TheCugomer General Informaton pagedisplays:

Currency Code USD a, Rate Type |[CRRNT a,

Roles

Bill To Customer Cormrespondence Customer

Bill To Selection Correspondence Selection
O Ship To Customer Remit From Customer

Ship To Selection Remit From Selection
[Isold To Customer Corporate Customer

Sold To Selection Corporate Selection
[IBroker Customer [Iconsolidation Customer

[lindirect Customer

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info VT Personal
SetlD 01110 Customer ID ST003 General Info Links [ Mare v
“status[Adive ]
*Date Added 06/28/2002  |[5] *Since|06/28/2002 |5 Type|User1 |
—
I“Nﬂme gllFinance and Managements| x *Short Name |[FM
Name 2

Consolidation Business Unit

Country USA |3 United States
Address 1 Finance & Mgmt
Address 2 109 State St 5th FIr

Address 3

I [l save !5\-“ Return to Search | |[=] Notify || s Refresh

[+ Add

View Phone Information

City [Montpelier U in City Limit
County Postal [05609-0401
state VT Q Vermont

General Info Links [._More v|

2| Update/Display }j Include History

General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General Info | VT Personal

Vul

22 Cormrect History

Warning: Changingertain fields wihin the customer pges require ya to use Correct

History.If you tried changing one of those fields witlicelecting or ¢icking on the

CorrectHistory button you will receive the falowing eror mesage:Camot change
currentor histay records unlessirrection mode

12.Name 1- Enternew/updated name in the Nael field (oerwrite)
13.ClickSave
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The Customer Nane has been ugated:

General Info || Bill To Options | Ship To Options || Sold To Options Iﬂ\scellaneous General Info I’T Personal

General Info Links [_More

v

SetiD 01110 Customer ID ST003
saus[Adve V]
*Date Added |06/28/2002  |[3] *Since 06/28/2002 |5
I“Nﬂme 1 |Financial Operations I
Name 2
Currency Code |USD &} Rate Type CRRNT &}

Daoloe

Level _Regular hd
Type[Usert V]

*Short Name |FM

14.Click on theMliscellaneous Gerral Info tab
TheMiscellaneous Generdhformation page is displayed

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info

SetlD 01110 Customer ID STO003 Financial Operations

Miscellaneous General Info
*Name 1 Financial Operations
Name 2

Name 3

Former Name 1 |Finance and Management

Former Name 2

Tax ID
Supplier SetiD Q Supplier ID
Workflow User &}
Customer Web Site
Stock Symbol Go To Stock Symbol

Sub Customer Information
[ subCustomer

SubCustomer 1 SubCustomer 2

Q su pplier Information

Go To Website URL

VT Personal

Last Maintained 10/30/2018 Last Maintained By User ID RSMITH1
General Info Links[_More v|
[FlSave | (2" Return to Search =] Motify =% Refresh |+ Add .| Update/Display ;j Include History =2 Cormect History
General Info | Bill To Options | Ship To Opfions | Sold To Options | Miscellaneous General Info | VT Personal
Former Name 1 field dplays the dginal Custorar Name 1
8. Clickthe General Infdink
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TheGeneral Informatia page is diglayed:

Roles
Bill To Customer
Bill Te Selection

[ ship To Customer
Ship To Selection

[ sold To Customer
Sold To Selection
[Broker Customer

[Dindirect customer

Federal Attributes

[ Federal customer

Support Teams

General Info || Bill To Options || Ship To Options | Sold To Options || Miscellaneous General Info || VT Personal &
setiD 01110 CustomerID ST003 , General Info Links
“sus[Ade ]
*Date Added 06/28/2002 |[] *Since 06/28/2002 |5 “Type[User1 ]
*Name 1 Financial Operations *Short Name FM
Name 2
Currency Code[USD | @ Rate Type CRRNT Q

Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporale Selection

[ consolidation Customer Consolidation Business Unit

Trading Partner Code Disbursing Office

[Jappropriation Symbol Not Required for Reimbursable Agreements

Personalize | Find | View All | G| B First ‘&' 1of1 ‘»' Last

Team Code Default Description

FM Q ¥ "] ==

Address Locations Find | View All First 4/ 10f1 ®) Last
=HE

Scoll down to the Address seadn of the page to edit the address information.

Address Locafions

*Location 1

Description 109 State Street

Address Details

*Effective Date 06/29/2002

Find | View All First ‘4’ 10f1
Bill To Primary [ Broker O Primary
[} Ship To [} Primary [indirect [} Primary
[ sola To O primary [ comespondence Address
] RFID Enabled VAT Default VAT Service Treatment Setup
Find | View All First ‘4’ 1of1 'k

Tax Code Language Code English v|
Physical Nature v Where Performed | M
Alternate Name 1 Alternate Name 2
Country |USA O United States
Address 1 |Finance & Momt
Address 2 |109 State St 5th FIr View Phone Information
Address 3
City | Montpelier O City Limit
County Postal |05609-0401
State |VT aQ Vermont
General Info Links [_More v
5| save & Return to Search =] Notify || ©* Refresh 4% Add Update/Display = Include History Co
£

(General Info | Bill To Options | Ship To Opfions |

Sold To Opfions | Miscellaneous General Info | VT Personal

mect History

b Last

[+][=]

Last

Add new effective dated row irhe Address Detail$y clicking on thePlussign A new row is

created with a new effecte date (current date)The original adaess populatesin the new

effective datedrow
10.Address 1 line- Enter t
11.dick Save
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TheGeneral hformation page is refresbd withthe new customer addres:

Address Details

Address Details
*Effective Date [10/30/2018
Tax Code a,

Physical Nature |

Alternate Name 1

Country USA |Q  United States

FindI\.‘iewAII IFirsl 1 10f2 '* Last

Language Code |English

Where Performed |

Alternate Name 2

Address 1 |Finance Operations

Address 2 109 State St 5th FIr

Address 3

City |Montpelier
County
State |VT Q@ Wermont

i city Limit
Postal [05609-0401

|
v]
View Phone Information
L'

General Info Links [._More

[H[=

12.Click orthe View Alllink

The Generallnformation page is displagd with both effective dated rowsThe fist row is he latestupdate:

Maintain/Update Customer Name and/or Address in Correct History Mad€omplete
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