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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

3.2
Customer Maintenance
General

Governmental entities, businesses, or individuals who owe the technical colleges or the system office for goods or services rendered are considered customers.  The purpose of establishing this procedure is to maintain an accurate customer database for the technical college and system office of the State of Georgia.
A customer is created when goods are sold or a service is provided to another entity. The entity can be a business, individual, or a government agency.  If an invoice is created the entity is entered as a customer in TeamWorks. The individual entering the customers should not work in accounts receivable.
Procedure

A customer must be set up prior to creating a receivable.  Effective with TeamWorks upgrade to version 8.8, customer records are consolidated into a single STATE SetID to improve data integrity and to reduce duplicative work. Customer records are auto-numbered in the STATE SetID.  SAO is responsible for developing the policies, procedures, and service levels related to centralized customer maintenance.

Customer maintenance business processes involve adding customers, approving customers, updating customer information, and inactivating customers. Colleges and TCSG central office should follow the instructions in the Customer File Data Entry Standards document for the proper format of the customer names and addresses.  This document can be found on the SAO website listed in the preceding paragraph by searching for “Customer Data Entry Standards”. The State Accounting Office’s website (https://sao.georgia.gov) has a training tool that can be accessed in order to assist with the entry of panels within the accounting system.  Go to Training & Calendars, TeamWorks Training, and click the link TeamWorks Financials Online Training.  Look for the Customers module in order to access additional information related to this topic. 

An Accounts Receivable Customer Change form is additionally available from the SAO website which must be completed for Name, Address, Location, and/or other changes.  If the request is to change the customer name, submit by faxing the supporting documentation such as a letter from the customer, copies of the legal name change papers from the Secretary of State’s office, or a new W-9 completed by the customer. The SAO fax number is listed on the Change form.

Customer Statement Reports ARXXX0401 reflect open receivables for all customers and will allow reporting by each location for the individual customer.  Criteria may be entered on the AR XXX 0431 report to run the report for a specific customer.  Create run control for Customer Statement reports by navigating to Accounts Receivable>Custom AR Reports>Cust Statements-All Items (ARXXX0401) or Accounts Receivable>Custom AR Reports>Cust Statements>30 Days (ARXXX0431).
You must have the appropriate TeamWorks Security levels to establish customers.
Once logged into TeamWorks follow the steps below.
General Info Tab

· Click the Customer link.
· Click Customer Information link.

· Click the General Information link.

· Click the Add a New Value tab.

· Leave Set ID as STATE.
· Leave Customer Id as NEXT.  TeamWorks will assign the customer number when process is saved.
· Click the Add button.

· Enter the Customer Name and the Short Name. Additional names may be added IN Name 2 field if customer name extends beyond Name 1 field.
· Click Currency Code and select USD. Click rate type and select CRRNT.

· Under the Roles section, select the Bill to Customer option. Once you tab from the Bill to Customer option, the Correspondence Customer, Remit from Customer, and the Corporate Customer roles will automatically be selected.

· Click on the Bill to Selection link. This allows the option of adding additional names.

· Under Support Teams option select default as the team code.  Ensure that the box next to default is checked.
· Under Address Locations list description and select Bill To, Primary, and Correspondence Address.
· Under Address Details enter the appropriate information. Click view phone information to enter telephone and fax numbers.
· Additional addresses may be added by clicking the (+) sign.
Bill to Options Tab
· Enter a Credit Analyst, Collector, and AR Specialist. The Default Value should be populated for each.
· Under Billing Options, select Direct Invoicing. At the drop down box next to Freight Bill Type select Shipping.  (This should already be populated but verify.)
All Interunit Customers must be entered by the State Accounting Office. Submit an email with all of the appropriate information to finacctg@sao.ga.gov.  Include the customer ID and a primary fund in the request. Only state entities conducting business with other state agencies using the TeamWorks accounting system are labeled as interunit customers. 
Miscellaneous General Info

· Enter appropriate data under Name 1. (This should be populated but please verify.)
· Enter Tax ID Number without dashes.

· The Sub Customer checkbox must be selected.

· Under Sub Customer 1 and Sub Customer 2 populate with a Default value. (This should be populated but please verify.)
· Click Save.
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The above screen will be displayed. Click OK.
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The above screen will be displayed. Click OK.

A Customer Number will be displayed. Print this page for reference.
Please note that the State Accounting Office reviews all Customers for accurate information. This review is usually complete within 48 to 72 hours.

