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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc417469876][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The Set Up and Maintain Customers process is part of the Billing to Deposit end-to-end business process. A customer is defined to be an entity which receives goods and services from a department and/or owes money to the State. Examples of customer include External Entities, Individuals, State Departments and Agencies, Local Governments and Federal Agencies.
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The Set Up and Maintain Customers process is an integral part of the accounts receivable function. It supports and streamlines key receivable activities, such as creating invoices, tracking receivables, recording receipts, and collecting on receivables.
The following key attributes are important to note about the Set Up and Maintain Customers business process: 
· In FI$Cal, the setup of a customer record (profile) is required to create customer contracts, generate invoices and track receivables.
· A customer record, however, is not required to simply record receipt of miscellaneous (non-billing related) customer payments.
· Customers will be set up and maintained by departments in department-specific customer files.
· The set of customer records will result in the creation of a Customer Master File (CMF).
· A customer must be identified as a “Bill To” customer in order to process invoices, “Remit To” customer in order to process payments, and “Ship To” and “Sold To” customer in order to ship items to that customer.
· A customer must have a status of “Active” in order to be billed in FI$Cal.
· Parent-child relationships may be established to link one customer to another customer to form a customer hierarchy for tracking purposes.
· Contacts are created in FI$Cal so we may have a point of contact to communicate with or on behalf of a specific customer. A contact can be linked to one or more customers in FI$Cal. Multiple addresses and contacts may be associated with a single customer.
· Customers are department-specific and will be controlled differently than the Vendor Management File (VMF).
· Confidential identifiers such as the Tax Payer Identification Number (TIN) and Social Security Number (SSN) are optional for customer records. If entered, these can be masked in FI$Cal.
· In FI$Cal a current customer who is bankrupt can be flagged. Once flagged, the customer will display on the Customer Bankruptcy Report.
· An inter-agency customer is any individual, department, unit or organization which is another department or agency operating in FI$Cal. Additional steps must be taken when the customer being created is actually related to another FI$Cal department or agency. The key difference between a standard customer and an inter-agency (inter-unit) customer is the Inter-Unit Billing section. 
· In FI$Cal, customers will be set up in one location/module and used in multiple other modules, such as Customer Contracts, Billing, and Accounts Receivable.
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	BILLING TO DEPOSIT

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department Requester
	Requesting Division

	Department Customer Processor
	Accounting Office

	Department Confidential Customer Processor
	Accounting Office
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1. [bookmark: _Toc417469878]Set Up and Maintain Customer Process Steps Description
The process steps itemized below correspond to the step-numbered process flow diagram(s) that are associated with this business process. See Appendix for online navigation links to the associated process flow(s).

The Set Up and Maintain Customers business process is initiated when a Division identifies a need to create a new customer or update an existing one. This process will consist of the following steps: 
1. Submit Set up/Update Customer Information form:  The Customer Set up/Update form with required information, in the specified format, will need to be filled out to communicate the requested information to the Department Customer Processor.
2. Receive Set up/Update Customer Information form: The Department Customer Processor receives the request form.
3. Review form for accuracy/completeness:  The Department Customer Processor will review the form to see if it has the required information in the specified format (e.g., name and address standards).
4. Form Complete?  The Department Customer Processor makes a determination if the form contains the required information.
If Yes:  Continue to Step 5
If No:    Go back to Step 1. The Department Customer Processor returns the form to the Department Requestor. The Department Requestor reviews the form, makes the necessary corrections, and resubmits.
5. Check customer in FI$Cal: The Department Customer Processor will use name, address, and other identifying information (such as TIN, if available) to determine if the customer already exists in FI$Cal.
6. Customer Exists?
If Yes:  Continue to Step 10
If No:    Proceed to Step 7. The Department Customer Processor will set up a new customer.
7. Enter general customer information: The Department Customer Processor will enter in the following information:
· Customer ID: The Customer ID can be system assigned or it can be manually specified.  If manually specified, the customer ID must be unique within the Department.
· Name, Type and Role: Enter the general information for a customer such as customer name, type (e.g., external, Department/agency or employee), and role. Customer roles determine how the customer information is used in the System.  For example, a customer must be marked as a “Bill To Customer” in order for the customer to be used on invoices in the Billing module.
· Address: Enter one or more addresses for the customer.  At least one address must be marked as “Primary” for each of the roles specified on the customer (e.g., Bill To or Correspondence).  The address type determines how the address will be used in the System.  For example, an address must be marked as “Bill To” address in order for the address to be used on invoices in the Billing module.
8. Enter customer attributes and defaults: The customer record has many different fields to capture additional details and attributes for the customer, such as Billing Options and Correspondence options.  These fields will be populated as needed.
9. Create parent/child relationship, as needed: For reporting purposes, a hierarchical relationship can be captured by unchecking the Corporate Customer flag and specifying a parent customer for the current customer.  The parent customer may already be set up in the System. Go to Step 11.
10. Update Customer with requested information: Apply updates such as a customer address, contact, or billing options.
11. Link to existing or create new customer contact, as needed: The Department Customer Processor will determine if the customer should be linked to an existing customer contact or if a new customer contact needs to be set up. If so, create or link Customer Contact. Otherwise, Proceed to Step 12.
Existing contact: The Department Customer Processor will select an existing contact to link to the customer. A customer can have one or more customer contacts.  Likewise, one customer contact can be linked to multiple customers.
Create new contact: The Department Customer Processor will manually set up a new customer contact by entering information such as contact name, title, email address, phone information, and mailing preferences.  Once set up, the contact will be linked to a customer and customer address.
12. Confidential Customer information? 
If Yes:  Continue to Step 13 
If No:    Proceed to Step 16 
13. Enter/Update TIN information for the customer: A Taxpayer Identification Number (TIN) is not required for entering a customer record.  If a TIN is available and/or can be collected, the Departmental Confidential Processor will enter the TIN for the customer. TINs stored in the System will be masked. 
14. Notify Department Customer Processor that TIN has been added: The Department Customer Processor will be notified that the confidential information (TIN) has been added to the account.
15. Receives Notification: The Department Customer Processor is notified that the confidential information has been added to the customer account.
16. Notify requestor of customer set up: Once a customer has been set up, the Department Customer Processor or, the Departmental Confidential Processor, will notify the requestor that the customer has been set up and is available for billing and receivable transactions. 

Note: There is no automated workflow to notify the requestor. Communication will need to be accomplished outside of the system to notify the requestor.
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	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	
Customer Report
	The FI$Cal Customers Report enables you to select a Business Unit and review all customers associated to it.
	
	
	Y

	FI$Cal Contacts Report
	The FI$Cal Contacts Report enables you to select a Business Unit and review all contacts associated to it.
	
	
	Y

	Customer Bankruptcy Report
	A custom-report designed to provide a complete overview of all customers which have been flagged to be in bankruptcy.
	
	
	Y
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[bookmark: _Toc417469880]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the Billing to Deposit Process exists as follows:
Succeeding Business Process(es):
· AR 2 – Generate and Adjust Invoices
· AR 3 – Enter and Maintain Receivables
· AR 4 – Process and Adjust Deposit
· AR 5 – Collect Receivables 
[bookmark: _Toc417469881]Governing Statute, Regulation, and Policy 
No known Statute, Regulations or Policies at this time.
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[bookmark: _Toc417469883]Associated Process Flow Diagram(s)
<Insert hyperlink here>
[bookmark: _Toc400710788][bookmark: _Toc417469884]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc417469885]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc417469886]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login):  
http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html
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