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Introduction This quick help guide contains details to create a new corporate (non-individual) customer

record in the SAP Customer Relationship Management System (CRMS).

Role You need to be logged on as an Advisor to perform this task.
required

Before you Before creating a new customer record in CRMS, you must:
begin e Perform a search to ensure that no prior record exists for this
e Ensure you have a clear top portion of your screen.

o If the previous customer is displayed, click the End button.

customer.

Y Interaction Center

Personalize System News Log Off|

=’
R Ready Not Ready
ﬂ This field must be empt
Py d Searches = - Advanced E

Customer Search

Customer Overview Details | Individual Account | Corporate Account | Object

Procedure The following procedure describes how to create a corporate customer and its related

partners.

Step 1: In the Customer Search screen, select the Corporate Account tab and click the New

button.
Customer Search ~B-
Details | Individual Accou‘t | Corporate Account | g:ject
S ———
Organisation House Number/Street:
First Name/Last Name City:
Postal Code:
Country:  NZ New Zealand
Telephone:
E-Mail Address:
BE;\:“ Customer Interaction...
Search Account | | Clear || Reset
Result List
2
Actions Account Account ID Street Postal Code City Telephone Complete n...

Result: The Customer Search screen re-displays with additional fields to be entered.
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Procedure, Step 2: Enter as many details as possible into the available fields.

continued ; ., ; .
e Organisation’s name and City are mandatory fields.

e You can use the Scratch Pad to copy details from an organisation’s web page.

Customer Search - -

Details | Individual Account | Corporate Account | Object

Create Account
‘ Organisation:™ | | )StreelAddress

clo:

Street 2:

House Number/Street:
District,

posta Code (Gt )
Country: ew Zealan

Postal Address

PO Box:
PO Box Lobby:
PO Box City:
PO Box Postal Code:
Communication Data
Telephone/Extension: NZ 3
Fax/Extension: NZ

Mobile: NZ 3
E-Mail Address:
Website:
Comm. Method: -

Step 3: Click the Save button near the bottom left of the Customer Search screen.

Result: The record is saved and a corporate customer is created.

Step 4: Click the Confirm button.

(Gonim )] [E] [ ore Fies]

RESU Ist

Result: Customer record is selected, the name displays in the header details and in the
Confirmed Partners assignment block.

Continued on next page
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- H Personalize System News Log Off
Procedure, |IFT¥ Interaction Center
continued
&
End Ready  NotReady
Saved Searches » Calls assigned to me| » | Go || Advanced |§|
Customer Search Details | Individual Account | Corporate Account | Object ~
Customer Overview Account: Mainly Motors Street Address
Customer Interaction ~ First Name/last. . clo
) Function: Street 2
Grouped Interaction
Department: House Number/... 13 Wigan Street
Knowledge Article District
E-Mail Postal Code/City Wellington
Country: NZ Mew Zealand
Mok Postal Address
E-Mail Inbox PO Box
Cust. Interaction S... PO Box Lobby
Grouped Interation... PO Box City
PO box post cde
Monitor Report Communication Data
Action Monitor Contact Info For.  Account -
Telephone: +64 (4) 913 6285
Fax
Mobile
E-Mail Address
Website
Comm. Method
Confirm ‘ [ Related || More Fields
Result List
@,
Actions Account Account ID Street Postal Cc
< >
Confirmed Partners
Update o,
Actions Account Account ID | Street P...  City Partner Function
P | ff Fact Sheet ... | Mainly Motors 4021615 Wigan.. Welli...  Main Partner || M

Step 5: Do you have a customer’s name to record contact name details?
If yes, go to Step 6.

If no, click the activity required - eg Customer Interaction or Grouped Interaction.

Step 6: Click the Related button.

Confirm ’@H Maore Fields |

Result: The Create Contact Person screen displays.

Continued on next page
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Procedure, Step 7: Enter the details of the related contact person. Minimum is first and last name.
continued

e First Name and Last Name are mandatory fields.

Customer Search g 8-
NI

Details | Individual Account | Corporate Account | Object
Create Contact Person

Relations...  Has Contact Person ~  Telephone:
Partner C...  Individual Account - Fax:
Partner R...  Contact Person * E-Mail Ad. .
1D: 7
Title: -
Gi_rst Nam... | | D
runction: [m)
Departme... [ul
VIP: -
x|

Result List :1 Account Found | 0 Related Partner Found

Has Contact Person -

W &
Actions Contact Person Function Telephone E-Mail Address
Confirmed Partners
Update &
Actions Account Account ID | Street P... City Partner Function
P i Fact Sheet __ | Mainly Motors | 4021615 Wigan. . Welli...  Main Partner hd

Note: The details have NOT yet been added to the corporate record.

Continued on next page
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Procedure, Step 8: Click the Save [E] button.

continued
Result: The contact details are displayed in the Related Partner section

Customer Search EBack = B -

Details | Individual Account | Corporate Account | Object

Account:  Mainly Motors Street Address
First Name/Last...  Jackson Mcdonald clo:
Function: 0001 Executive Board Street 2:
Department: House Number/... 18 Wigan Street
District:
Postal Code/City: Wellington

Country: Nz New Zealand
Postal Address
PO Box:
PO Box Lobby:
PO Box City:

PO box post cde:
Communication Data

Contact Info For:  Contact Person -
Telephone: +64 (4) 913 6285
Fax:
Mobile:
E-Mail Address:

‘ Confirm ‘ | [i Related || & H More Fields |

I Result List :1 Account Found | 1 Related Partner Found

Q
Actions Account Account ID Street Postal Code
. {Fact Sheet O... Mr. Jackson McDonald 4021613 Hunter Street
< >
Confirmed Partners
Update &
Acti...  Account Account ID Partner Function City
b | f Fa... Mainly Motors 4021615 Main Partner ~ Wellington

Step 9: Click the Confirm button.

| Confirm | @H—_, Related || More Fields |

Result: Contact details have been added to the corporate record. This is shown by the contact
details displaying in the header and the Confirmed Partners assignment block.

Continued on next page
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T = Personalize System News Log Off
=¥ Interaction Center
D Mainly Motors
Jackson Mcdonald
Ready NotReady =
Saved Searches~ Calls assigned to me « | Go || Advanced E‘
P -
e ch Details | Individual Account | Corporate Account | Object ~
SIS el Account:  Mainly Motors Street Address
Customer Interaction  First Name/Last N...  Jackson Medonald clo:
Grouped Interaction Function: 0001 | |Executive Board Street 2:
8 Department: House Number/Str... 18 Wigan Street
Knowledge Article
District:
E-Mail Postal Code/City: Wellington
Inbox Country: NZ New Zealand
Postal Address
E-Mail Inbox
PO Box:
Cust. Interaction S... PO Box Lobby-
Grouped Interation... PO Box City:
PO box post cde:
Monitor Report Communication Data
Action Monitor Contact Info For:  Centact Person -
Telephone: +64 (4) 913 6285
Fax:
Mobile:
E-Mail Address:
Confirm ¢ ||C Related| |[Z|[More Fields
Result List -1 Account Found | 1 Related Partner Found
Has Contact Person =
[ @
Actions Contact Person Function Telephone E-Mail Address
Confirm Fact Sheet... Jackson Mcdonald Executive Board 04 913 6285
Confirmed Partners \
Update @
Actions Account Account ID | Sireet P... | City Partner Function
P | @ Fact Sheet O... Mainly Motors | 4021615 Wigan S... Wellin...  Main Partner -
b | Fact Sheet O... Jackson Mcd... | 4021616 Contact Pariner - “

Step 10: Do you want to record an interaction eg Customer Interaction or Grouped Interaction?

If yes, see SAP CRMS Create Customer Individual Quick Help Guide.

If no, click the End button to exit the current page and return to the Customer Search page.

&5 Interaction Center

@ Mainly Motors
Jackson Mcdonald

End

Customer Overview

Account

Customer Interaction First Name/L...
Grouped Interaction Function

y Department:
Knowledge Article
E-Mail
Inbox
E-Mail Inbox

Cust. Interaction S...

Grouped Interation...

M Customer Search
GustomerSearch Detaills | Individual

Monitor Report
Action Monitor
o

Note: A corporate account can have more than one contact associated to it. Repeat the above
procedure from Step 5 for each contact.
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When selecting the corporate account to record a customer interaction against:

Step 1: Search for and confirm the corporate account.

Customer Search O Back - £ -
Details | Individual Account | Corporate Account | Object
@rgaﬂisation: Mainly Motors ) House Number;...
First Name/Last... City:
Postal Code: u]
Country: NZ 3  New Zealand
Telephone:
E-Mail Address:
Customer Intera...
Search Account
Result List : 1 Account Found
Q
Actions Account Account ID Street Postal Coc
Confirm Fact Shee...| Mainly Motors 4021615 Wigan Street
< >
Confirmed Partners
Update &
Actions Account Account ID = Street P... City Partner Function
P | @ Fact Sheet ...  Mainly Motors 4021615 Wigan... Welli...  Main Partner -
P | [ Fact Sheet ... | Jackson Mc... 4021616 Contact Partner -

Result: A list of contacts will display in the Result List section.

Step 2: In the Results List section, click Confirm alongside the contact applicable for the
interaction.

Confirm| |71 | [i Related | [%| More Fields |
Result List :1 Account Found | 2 Related Partners Found \
Has Contact Person =
TS
Actions Contact Person Function Telephone E-Mail Address
‘ Confirm Fact Sheet Over... Mr. Campbell McDonald Financial Accounting Ma... | 04 913 6285
Fact Sheet Over... Jackson Mcdonald Executive Board 04 913 6285

Result: A new line appears in the Confirmed Partners assignement block which contains the
selected business partner.

Confirmed Partners

Update

A...  Account Account ID Partner Function City

G ... Campbell McDonald 4021610

Main Partner ~ Auckland )

P fil...| Jackson Mcdonald 4021616

Contact Partner ~

Continued on next page
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Step 3: In the Confirmed Partners section, select the name of the partner.

Result: Their selected partner’s details are displayed on the screen.

Customer Search B Back ~ B ~
~
Details | Individual Account | Corporate Account | Object
CFirst Name /Last Na...  Campbell McDonald ) Street Address
clo:
Street 2:
Street/House Number:  Hunter Street 235
District:
Postal Code/City: Auckland
Country: Nz New Zealand
Postal Address
PO Box:
PO Box Lobby:
PO Box City:
PO Box Post Code:
Communication Data
Telephone:
Fax:
Moabile:
E-Mail Address:
|Conﬁrm \ [ Related H & H More Fields
Result List :1 Account Found | 1 Related Partner Found
a
Actions Account Account ID Street Postal Code | City Telephone/... ' Extension
. Confirm Fac... Mr. Campb... 4021610 Hunter Street Auckland
Confirmed Partners
Update )
Actio... Account Account ID Partner Function City
P f§ Fa... Mainly Motors 4021615 Main Partner ~ Wellington
2 Fa... Campbell McDonald 4021610 Contact Partner ~ Auckland
v

Step 4: Click the activity required - eg Customer Interaction.
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