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Entering Additional Customer Location Addresses

This Quick Reference Guide will help you to enter additional customer location addresses. Begin by navigation to

the General Information Search page

for Customers.

1. Navigate Links: Customers, Customer Information, General Information.

& Employee-facing registry content
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_-ﬂﬁmﬂd Information B

Financial Management Syste

Favorites  Main Menu Customers Customer Information General Information

Home | Print | Workist |

General Information

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

Find an Exisling Value Add a New Value

Maimum number of rows to return (up to 300) i3—Di:i_

SetiD: [- & (60201 Q
Customer ID:_ begins with !GGDDDDDBEES _Cl,
Name 1: j_uEins with il
Name2:  |begins with v =
Telephone: | begins with vl

City: begins with |

State: 'be gins with |» [

Postal Code: "begins with » [

Cinclude History [] Case Sensitive

Search Clear . |Basic Search [&F Save Search Criteria

2. Accept the default or enter the SetID (same as Business Unit).
3. Enter the Customer ID.

4. Click on the Search button. This brings you to the General Information page.

2|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

2 General Information &'E (= dm - Page~ Saf
Financial Management Sys .
KuliChannel Console
Favortes  Main Menu Customers Customer Information General Information
) Mew Window  [& Custor]
LB E LG Bill To Options || Ship To Opions | Sold To Oplions ~ Miscellaneous General Info
Setil: 50201 Customer Ik |:| General Info Links: | —-Hore |
*Status: Active v Level: | Regular v
“Date Added: [p101ng01 & *Since: 010111901 | *Type: | State Govemmen v_.
“Name 1: shortmame ]
Hame 2:
Currency Code: uso @, Rate Type:[CRRNT @,
[#] Bill To Customer [ Correspondence Customer
T | \[a]a] QQ”EEHE I'IQEI'I;E EgrE;! on
[ Waork Customer [#] Remit From Customer
ip T Selaction Remit From Selection
Sold To Customer Clcorporate Customer [SHARE @,  [100000000024625 @,
Sold To Seledion Corporate Seledion

5. Scroll down to the Address Locations section.

6. Click on the Add (+) to move to a new Address Location screen. The Location displays 2.

- h-8

Y @ v Page

Financial Management Sys

Favortes Main Menu Customers Customer Information General Information

*Location: e To

[#] Primary Cleroker

Flworksite Primary Oindirect I erimary
Deacriphor Soid To Primary [ Correspondence Address
CIRFID Enabled VAT Default YAT Sendce Treatment Setup
*Effective Date: (010111901 Satus: [Active v ==
Tax Code: | “k Languadge Coda: | _Eng]lsn |
Physical Nature: | v wnere Performed: | “j

Alternate Name 1: [

Alternate Hame 2:

Country: [USA ™A, United States

Address 1: I

Address 2: [ Wiew Phone Information
Address 3 View Map

City: [sT PALL [Min city Limit

County: Z @, Postal: [55108

State: "EN . -“‘lu Minnesola

7. Enter the Description.
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8. Select the Roles (Bill To/Primary etc.).
9. Enter the Address information in the Address Details section.
10. Click on the View Phone Information link.

|| @ General Information ' EE}'EB Jﬂ_llx"‘l

Frnancml Management Systenr

Customer Information

Home Print | ‘orkist |  WuliChannel Console

General Information

|-Location: [ 2 | |@euTe Primary O Broker Clprimary | [#15
_ Flworksite Primary Clindirect Clprimary
Description: [Litte Cznanda [¥] Sold To Primary ¥l Correspondence Address
CJRFID Enabled VAT Defaul VAT Senvice Tr

*Effective Date: [par3orz011 *Status: Imwe v: ﬂ :i
Tax Code: | @ Language Code: | English Vl
Physical Nature: | * | Where Performed: | 'fl
Alternate Name 1: | Alternate Name 2: |

Country: [UsAa @ United States

Address 1: :|

Address 2 | I View Fhone Information

Address 3 | View Map

city: Lime Canada CJin City Limit

County: [Ramsey @, postal: [55117

State: L0 @,

11. Enter Phone Information.
12. Click OK or Cancel to return to the General Information page.

8 Garwer i Informton | C R ) LT - Pages Safeye Tosss e

Financial Management Systen
| Gemenlinormaton [

Famrtes  Man Mary Cushomars Customar Information

Phone Infsrmation I

Frahx 851
Prione: 484-4444
Ext

:E Hew Window -{ Cuslomize Page j hitp

Fax:

[ o |[Coc] fuen

13. Click on the Save button.
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