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A/R-Billing Training


Customers

A-2  Customer Contacts – Updating, Reviewing or Adding

These pages allow you to update or add customer contacts and then attach them to a particular customer.

Navigation:

► Go to PeopleSoft Menu: Customers → Contact Information
► At Contact Info menu, select one of the following:

· Find an Existing Value to review or update a customer contact (page 5)

· Add a New Value to add a new customer contact (page 1)
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Adding a New Contact

Select Add a New Value
· Set ID is always UOD01 (you must enter this or you will get an error).

· Contact ID – leave the ID as “NEXT.” This allows the auto-numbering feature to assign the Contact ID number.

· Click the “Add” button

Adding a New Contact (cont’d)

[image: image2.png]Ele Edt View Favortes Toos Help

Address

Q- © -

HR®

P Joromies @i @) 3+ 5 L) B

€] https:/turvy.nss.udel.edui4480/pspifiprd/EMPLOYEE/ERP/c/MAINTAIN_CONTACT CONTACT_INFO.GBL

Contact

PeopleSoft.

SetiD:  UODD1

Contact ID:

NEXT

*Effective Date:

“Name:
Title:
Email ID:

Salutation Code:

Language Code:

PersoniD:

Contact Customer Information

*Preferred Communication: | Call

087262004 staws: | [Ave 9 =+
*Contact Flag: | Eemal v
External Contact
Salutation:
v can
English v

Contact Phone and Type _ User Profile

(Ekads) (B upasteiDislay) (ctie istory) Biconeet Hstary)

New Winow | Help





1. Effective Date – defaults to current date, accept this date.

2. Name – enter first name last name format

3. Email ID – enter email address if you have it

4. Status, Contact Flag, Preferred Communication, Language Code – accept defaults.  Other fields are optional, you may leave them blank.

5. Click “Save” button 

6. Contact Phone and Type – click on link to add phone number(s)
Adding a New Contact (cont’d)
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7. Phone Type – choose type by clicking on the lookup icon  [image: image4.png]Fle Edt View Favortes Took Help
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  (The most common types are BUSN, MAIN and FAX)

8. Phone Number – enter phone number including area code

9. Add additional phone types and numbers by clicking the “+” button

10. Contact Type Information – leave blank

11. Click on Contact Information to go back to where you started.
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12. IMPORTANT – Click on Contact Customer Information to associate this contact person with a particular customer.

Adding a New Contact (cont’d)
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13. Customer Set ID always is UOD01
14. Customer ID – use lookup icon  [image: image7.png]Fle Edt View Favortes Took Help
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  to choose the correct customer
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  to choose the correct customer location.  This location will be associated with a UD department. (NOTE:  Contact Non-Student Billing at X1526 to request a new customer location for this customer.)
16. Click the “Save” button
17. Click the Contact Information link turn to where you started.
Updating or Reviewing a Contact
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Contact Info

Enter any information you have and click Search. Leave fields blank for a list of all values.
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Select Find an Existing Value
· Set ID is always UOD01
· Enter either or both: 

· Name  – contact’s name or partial name (probably his or her first name)

· and/or Customer Name – Enter company or individual’s name

· Click the “Search” button

· Select the correct contact or customer name from the Search Results list by clicking on the name.

Updating or Reviewing a Contact (cont’)
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1. Contact Information – the information on this page is updatable as needed. 

· Title, Email ID and Salutation are all optional fields

· If you changed or added anything, click the “Save” button

2. Contact Customer Information – click on this link to see what Customer this contact person is associated with.
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3. You are now on the Contact Customer page, where it displays the Customer Name and the associated Contact Name.

4. The customer Location is also displayed and can be updated.

5. Click on the Contact Information link to get back to where you started.

Updating or Reviewing a Contact (cont’)
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6. Contact Phone and Type – Click on this link to see the phone numbers for this contact person.
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7. You are now on the Contact Phone and Type page where it shows the phone number(s) for this contact person.

8. Add additional phone types and numbers by clicking the “+” button

9. Click “Save” button if you added or changed anything.

10. Contact Type Information – this is not used

11. Click on the Contact Information link to return to where you started.

Enter contact name and/or customer name
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