Process ID

Process Name
Information System
Functional Domain
Responsibility

Purpose

Data Requirement
Dependencies
Scenario

University of the Philippines

Financial Management Information System

User Guide

Creating Customers

Financial Management Information System
Accounts Receivables Module

Receivables Billing

Creating a Customer to be Billed. The Customer may be an Organization or an
Individual

e Information about the Individual or Organization
None
An Organization or an Individual has to be registered as a customer which can
be billed (e.g. Hospital Bills, Rentals, Loans)
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Process Steps Process Details
1 From HOME proceed to Main Menu and click Receivables Billing (Refer to Fig .01)

S Receivables Biling, UPS

Fig. 01 H L] Transactions
_ | Customers

2 Click on Customers (Refer to Fig. 02)

B D Receivables Biling, UPS
F|g02 I+ [ Tapeartinn
03 Customers

3 Then click on Customers under the Customers folder (Refer to Fig. 03)
& B Receivables Biling, UPS
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Customers

Fig. 03

Account Merge

Party Merge
Relationship Manzger

Standard
The Customers page will load. This page allows you to search for an existing
customer or create a new one (Refer to Fig. 04)

Receivables

7 Navigator v @ Favorites ¥ Home Logout Help Diagnostics

Customers

Customers

Customer Type [ Organization [=]

Simple Search
Customer Contact First Name
Registry ID Contact Last Name
Account Number Contact Phone Number
Account Description Address Line 1
. Tax Registration Number Address Line 2
Fig. 04 o —————— -
D-U-N-S Number State
SIC Code Q Postal Code
Account Type ~ County
Customer Class - Province
Customer Category Q Country [=]
Reference status [Actve [=
[ 60 | [ clear
Create
Select Name Registry ID D-U-N-S Number Address Country Primary URL Status

No search conducted.

Accounts

status [Actve [=

[e]

Account Number Account Description Profile Class Primary Bill-To Address Status Details
No results found.

Customers Home Logout Help Diagnostics
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5

Fig. 05

Fig. 06

On the upper part of the page, look for the Customer Type dropdown button.
Choose the type of customer you want to create. (Refer to Fig. 05)

Customer Type Il:]rganizatinn :
Organization
Person

For Customer Type that is an Organization, select Organization from the dropdown
list then click the Create button (Refer to Fig. 06)

Receivables

i Navigator> @2 Favo Home Logout Help Di

Customers

Customers —
customer Type [ Organzation [~
Search
Simple Search
customer [ Contact Frst Name
Regetym | Contact Last Name
Accounthumber | Contact Phone Number
AccountDescrption | Address Line 1
Tax Regbtration Number Address Line 2
Taxpayer ID Gy
D-U-N-S Number state
SIC Code Q Postal Code
Account Type I_EI County
Customer Clss - Province
Customer Category Q Country [=]
Reference [ status [Acive [2]
[ 6o | [ clear

SERCTNATTE Registry ID D-U-N-5 Number Address Country Primary URL Status
No search conducted.

Accounts

status [Actve v
6o

Create Account

Account Number Account iption Profile Cl imary Bill-To Details
No results found.
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The Create Organization page will load. Fill up the required details and then click on
Save and Add Details (Refer to Fig. 07)



Fig. 07

FMIS — Creating Customers
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Customers
Customers >
Create O

i Navigator ¥
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Customer Information

* Organization Name
e

Name Pronunciation
D-U-H-5 Number
URL

i
Context Value
Account Information

Account Description

Customer Type ORGANIZATION

Profile Class | DEFAULT .

Account Site Address

Account Site Details

Operating Unit
Category
Territory

Transiation
EDI Location

Business Purposes

Context Value [T=]

[Purpose [Location|Bill To Location|Primary|Remove
IR [=] B
Add Another Row
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Context Value [T=]

= Country |United States a
* Address Line 1

Address Description

Geography Code Override

TOTETE Te
Address Line 3
Address Line 4
City

County

State j

Postal Code

Context Value [ =]

UP System|=

Context Value [T=]

Customers Home Logout Help Diagnostics

Cancel | Save And Add Details Apply

Account Type | External .

Reference

Reference

Cancel Save And Add Details Apply

Gopyright (c) 2006, Oradle. All righis reserved.

Field Name

Description

Remarks

Organization Name

Name of the Organization

e Required Field
e Text Field

Country

Country of the

e Required Field

Organization e Text Field
Address Line 1 Address of the e Required Field
Organization e Text Field

*Note: Other fields may be filled-up depending on the available information about

the Organization

For Customer Type that is an Individual, select Person from the dropdown list then
click the Create button (Refer to Fig. 08)
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Receivables
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Customers
Customers >
Create Person

Cancel | Save And Add Details | Apply
PERSON

Customer Type

Person Information

¥TIP Only a first or lest name is required.

Prefix -
Fist Name
Middle Name
Last Name
Suffx
Email

Context Value [T=]

Account Information

Account Description Account Type [ Extemal[=
Profile Ciass | DEFAULT [+ Reference

Context Vaive [ =]

Account Site Address

= Country |United States Q
= Address Line 1

Gdress Tne
Address Line 3
Address Line 4
city

County

State -

Postal Code

Address Description

Geography Code Override

Context Value

Fig. 08

Account Site Details

Operating Unit [UP System | Reference
Category
Terrtory [ 1]
Transiation
EDI Location
Context vae [[=]
Business Purposes
Context Value [ =]
[Purpose [Location|Bill To Location|Primary|Remove
[Bil o 0| @

Add Another Row
Cance] Save And Add Details | | Apply
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Field Name Description Remarks

First Name, or Last Name | Name of the Person e Required Field
e Text Field
Country Country of the Person e Required Field

e Text Field
Address Line 1 Address of the Person e Required Field
e Text Field

*Note: Other fields may be filled-up depending on the available information about
the Organization

After clicking the Save and Add Details button, the customer is now created. Add
other information that is available, then click on Save (Refer to Fig. 09)



FMIS — Creating Customers No.

Fig. 09

10

Fig. 10

11

Fig. 11

Receivables
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Update Account: 1224
Cancel | |[_save Apply |

Customer Information

Name eUP Foundation  Customer Type ORGANIZATION
Registry ID 55515
Account

Account Number 1224 Sales Channel -
Account Description Reference 9050

Cssfication status [Actve [z
Account Type Extemalj

Context Value [[=

Sites | Account Profile || Profile Amounts || Payment Details Order Late Charges || Attachments
Account Sites
Status | Active j Purpose j
Operating Unit - [l show refated contact sites
Address Line 2 Site Number
State Address Line 1
Country LS £
[eo]
Create Site
[Mailstop [Country [Purposes [Operating Unit |Site Number [Status \De\ziis Remove

Address

3rd Fir., Vidal Tan Hall, Osmena cor. Velasquez Street, University of the Phiippines - Diliman, QUEZON CITY METRO MANILA 1101, PHILIPPINES Phiippines Bil To U System 2249 Actve | & i}

[ cancel | [ save | [ Acol |

Customers Home Logout Help Diagnostics
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A Confirmation will appear indicating that the additional information about the
customer have been saved. Click on Apply (Refer to Fig. 10)

Confirmation
Your changes have been saved

Update Account: 1224
Cancel Save Apply

Another Confirmation will appear indicating that the registration of the customer is
done. You are now redirected to the Customers page (Refer to Fig. 11)

Receivables
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[ Confirmation
Your changes have been saved

Customers
Customer Type [ Organization [=]

Search

Simple Search

Customer Contact First Name



