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I. Create a New Customer

To create a new customer in PeopleSoft Finance, use the navigation:
Main Menu > Customers > Customer Information > Create Customer Information

Step 1: Click the Add a New Value button. The SetID will always be MSCAR.

Favorites ¥ | Main Menu ¥ Customers ¥ 5 Customer Information ¥ > Create Customer Information Worklist | 4 Home | Sign Out

All = search Bl Advanced Search Al @

% UNIVERSITY OF AddTo ¥ =
24Xk | SOUTH CAROLINA Notifications ~ NavBar
New Window | Help

General Information

Find an Existing Value @Add a New Value

v Search Criteria

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

@Recem Choose from recent searches V‘ /NSEVEd ‘ Choose from saved searches v /
Searches Searches
*setiD | = v |MSCAR Q |
Customer ID ‘ begins with V‘ ‘ Q

Name 1 | begins with | | |

Name 2 segns v | |

Customer Status ‘: v v

Step 2: From the next screen, click the Add button.

Favorites ¥ | Main Menu ¥ Customers ¥ 5 Customer Information ¥ > Create Customer Information Workiist | 4 Home | SignOut

Q ®

Aavanced Search

% UNIVERSITY OF AddTo * =
2k | SOUTH CAROLINA Notifications ~ NavBar
New Window | Help

General Information

Add a New Value Q_Find an Existing Value

*SetlD [MSCAR Q

*Customer ID |NEXT Q
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Step 3: Under the General Info tab enter the name of the customer in the Name 1 field.
The Name 2 field can be used to enter an additional name for the customer.

Step 4: In Roles section, be sure to check the Bill To Customer, Ship To Customer, Sold To boxes. The

Correspondance Customer, Remit From Customer, and Corporate Customer boxes should auto
populate.

Main Menu ™ » Customers ™ > Customer Information ¥ > Create Customer Information

Workist | # Home | Sign Out

All ~ | Search >

Mew Window | Help | Personalize Page 2|

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info
Setd yeonn Customer D . o General Info Links | ..Mare -
*status | Active v Level  Regular v
“Date Added |11/062025 []| *Since |01/01/1901 *Type | User 1 v

*Name 1 |Maggie Todd "Short Name | Maggie Tod

Name 2 |
Currency Code USD Rate Type | CRRNT
Roles

G Bill To Customer ® correspondence Customer

Bill To Selection Correspondence Selection
Ship To Customer Remit From Customer

Ship To Selection Remit From Selection
Sold To Customer Corporate Customer

Sold To Selection Corporate Selection

roker Customer CUMSUNUEtom CUsSToTTeT

Consolidation Business Unit

Indirect Customer Grants Management Sponsor

Step 5: In Support Teams section, the Default box should be auto checked.

Main Menu ¥ » Cuslomers ¥ > Customer Information ¥ > Greate Customer Information Worklist & Home | Sign Out

Al + | Search Bl Advanced Search
T Y - e P O]
Nolifications  NavBar

Support Teams

B Q | 1v | View Al
Team Code Default Description
USCSP USCSP Support Team | +|||= ‘

Step 6: In the Address Locations, add the street address in the Description field for Location 1. Check
boxes (6 total) for Bill To, Ship To, Sold To and 3 Primary boxes.

> Cuslomers™ 3 Cuslomer Information™ > Create et Information Worklist # Home | SignOut
Al + | Search Bl Advance :
Adan aarow B O]
Notifications NavBar
Address Locations ‘ Qi 10f1 v | View Al
Bill To Primary Broker Primary
*Location | 1 " N " N
Ship To Primary Indirect Primary
Sold To Primary Correspondence Address
Description | 1000 Main Street |
RFID Enabled
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Step 7: In the Address Details section, duplicate the street address in Address 1 field, (can copy from
Description box above) as well as the City, State, and Postal Code.

Favorites ¥ Main Menu ™ Customers ¥ > Cuslomer Information ¥ > Create Customer Information Worklist # Home | signout
Al ~ | Searc | —
S = Advanced Search e o\ )
%4 | SOUTH CAROLINA Notifications  NavBar
Address Details ‘O\ | v | ViewAll
o
*Effective Date |11/06/2025 | “Status Active v
Language Code Englis V.
Country [USA Q| iy srates
Address 1‘ 1000 Main Street |
Address 2‘ ‘ View Phone Information
Address 3‘ ‘
C“Y‘Columbla | Oin City Lim
c0unty‘ Postal | 29205 |
State|sc Q|
General Info Links \ -..More V‘
Notify Refresh [ Add “ Update/Display H Include History H Correct History

Step 8: Click the Save button to assign a customer ID.

Favorites ¥ | Main Menu ¥ Customers ¥ > Customer Information ¥ > Create Customer Information Worklist A Home | Sign Out
8| == Advanced Scarch e ®
22 | SOUTH CAROLINA Notifications  NavBar

Address Details ‘K | 1of1 v | ViewAll T
.+ — ‘
*Effective Date | 11/06/2025 | “Status Active v
Language Code Englis v

country [USA Q| ieq states

Address 1| 1000 Main Street

Address 2‘ ‘ View Phone Information
Address 3‘ ‘
Ci*Y‘ Columbia O1n City Limit
cgumy‘— Postal | 29205
State|sc Q |
General Info Links \ ...More V‘

Notify Refresh l Add “ Update/Display H Include History H Correct History
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Step 9: Once saved, a Customer ID is assigned. The customer Status will be Inactive until the submission
is approved and activated by the Controller’s Office. An email will be sent to the Controller’s Office
stating that a customer was created and is awaiting approval.

Favorites ¥ Main Menu ¥ > Customers ™ > Cuslomer Information ¥ > Create Customer Information Worklist & Home | Sign Out

All « | Search @ Advanced Search
[ a-sam ] R mne B @

-_i?.;- SOUTH CAROLINA Notiicalions  avar
New Window | Help | Personalize Page 2
General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info
Setld  ocar Customer D ~orinn0616 General Info Links | ...More v
Status [M | Inactive As OF 1110612025 Level Regular Y
*Date Added ‘11]061‘2025 ‘ *Since  01/01/1901 *“Type  User 1 ~
*Name 1| Maggie Todd *Short Name | Maggie Tod
Name 2 [
Currency Code USD Rate Type CRRNT

Step 10: Once approved by the Controller’s Office, the status will reflect as Active and an email will be
sent to the user confirming activation for billing.

Favorites ¥ Main Menu ¥ > Customers ¥ > Cuslomer Information ™ > Create Customer Information Worklist #& Home | Sign Out
PP Advanced Search T ®
=ik | SOUTH CAROLINA Notifications NavBar

New Window | Help | Personalize Page *
General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info
General Info Links ~
SetlD  orar Customer 1D ~ornnnog16 ...More

*status | Active v Level | Regular v

*Date Added |w06f2025 ‘ *Since | 01/01/1901 *Type  User 1 ~
*Name 1 |Maggie Todd *Short Name | Maggie Tod
Name 2 |

Currency Code USD Rate Type | CRRNT
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II. Create a Customer Contact
NOTE: A customer contact must be added to a customer before they can be invoiced.

To create a customer contact in PeopleSoft Finance, use the navigation:
Main Menu > Customers > Create Customer Contacts

Step 1: Click the Add a New Value button. The SetID will always be MSCAR.

Favorites + Main Menu ~ > Customers ¥ 3 Create Customer Contacts Worklist | 4 Home | Sign Out

All = search Rl Advanced Search AddTo + jal @

% UNIVERSITY OF
2k | SOUTH CAROLINA Notifications ~ NavBar
New Window | Help

Contact Info

Find an Existing Value @Add a New Value

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

@Recem Choose from recent searches V‘ /NSEVEd ‘ Choose from saved searches v /
Searches Searches
*SetlD | = | MSCAR Q
Contact ID | begins with V| Q
Contact Name | begins with V|
Customer SetlD | begins with V| Q
Customer ID | begins with V| Q

Step 2: Click the Add button.

Favorites + Main Menu ~ > Customers ¥ 3 Create Customer Contacts Worklist | 4 Home | Sign Out

r— Y )

UNIVERSITY OF

F
ﬂ?ﬁ SOUTH CAROLINA Notifications  NavBar
New Window | Help

Contact Info

Add a New Value ( Q_Find an Existing Value

*SetiD |MSCAR Q

*Contact ID |NEx-r Q

Add

_____________________________________________________________________________________________________________________
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Step 3: On the Contact Information page in the Contact Information section, enter the contact’s name
in the Name field and carefully enter the contact’s email address in the Email Address field to ensure
the invoice is successfully received.

Step 4: Click the Contact Customers link at the bottom left of the page.

Favorites ™ | ManMenu™ > Cuslomers¥ 3 Creale Gustomer Contacts Workiist | i Home | SignOut

i S e O @®

“7_ ﬁiﬁ‘ﬁ‘i"ﬂl\l{mhl’\ F U AT Notifications NavBar

New Window | Help | Personalize Page

Contact Information
Maintain Contacts

SetlD MSCAR ContactID NEXT

Contact Information ‘ Q | | 10f1 v | ViewAll

*Effective Date | 11/06/2025 | *Status | Active v ‘ +|

*Name | Maggie Todd ‘|

Title |

*Email Address | mglodd@mailbox.sc.edu

Salutation Code Q

Salutation

Language Code = English v

Person ID

Contact Phone and Type
Notify [ Add l Update/Display ” Include History H Correct History

Step 5: In the Contact Customer section, click the Customer ID Lookup button, which looks like the
magnifying glass icon.

Favorites ™ Main Menu ™ > Cuslomers ¥ > Create Customer Contacts Workdist # Home I Sign Out

P p— b Search e || B ©)
0 | SOUTH CAROLINA Notifications ~ NavBar
New Window | Help | Personalize Page

Contact Information

Contact Customers
Contact SetlD MSCAR ContactID NEXT
Contact Information Q | | 1of1 v | ViewAl
Effective Date  11/06/2025 Name Maggie Todd

Link Contact to Customer

i3 | ‘ Q 1-10f1 v
Customer Self Service Security
*Customer SetiD "Customer ID Customer Name "Location Primary Bill Frlmary Primary Sold
To Ship To To

oo o] [ [a] | [ Lo e | e e

Contact Information

Contact Phane and Type

() (oo

Include History Correct History
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Step 6: Enter the Customer ID number in the Customer ID field.

Step 7: Click the Search button.

Step 8: Click the Customer ID or Name 1 hyperlink. This will populate the Customer ID field in the Link to
Contact to Customer section of the page.

Favorites ¥ Main Menu ¥ Customers ¥

SOUTH CAROLINA

Contact Information

Contact Customers
Contact SetlD MSCAR
Contact Information
Effective Date  11/06/2025

Link Contact to Customer

B Q
Customer Self Service Security
*Customer SetlD *Customer ID

iMSCAR Ql {

Contact Information

Contact Phone and Type

=

Create Customer Contacts

Look Up Customer ID

Customer SetiD MSCAR

Worklist

AddTo

Notifications

|CuslomerID begins with v | |CST0000152

Name 1 | begins with v‘ ‘

Contact ID
— Clear Cancel 1 Basic Lookup
| Search Results
Name s | yiew 100

Customer ID Name 1
CST0000152 Carowinds

Customer Nam

Carowinds.

1of1 v | ViewAll
1-10f1 v
iy Bill Primary Primary Sold
Ship To To
o (a]

G

.:3pdate/Display H Inciude History J‘ Correct History J
T 7

# Home |

New Window | Help | Personalize Page

Sign Out

jal O]

NavBar

Step 9: Click the Location Lookup button and select the correct Location for the contact. This will
populate the Location field in the Link Contact to Customer section of the page.

Favorites ¥ Main Menu ¥ Customers ¥

SOUTH CAROLINA
Contact Information
Contact Customers
Contact SetlD MSCAR

Contact Information

Effective Date  11/06/2025

Link Contact to Customer

B Q
Customer Self Service Security
*Customer SetlD *Customer ID

|MscaR  Q ] {csrooomsz

Contact Information

Contact Phone and Type

Create Customer Contacts

Al ~ | Search B Acvanced search

Worklist

AddTo

ContactID NEXT

Name Maggie Todd

View 100

Customer Name

Customer SetiD
Customer ID

Description | begins with v

m Clear || Cancel | BasicLookup

Search Results 1

Address Sequence Number Description

Look Up Location x [
Help
MSCAR
CST0000152 i

| View All

[

PO Box 410289

*Location ‘

Carowinds.

I Add H Update/Display H Include History J‘ Correct History

A Home |
Q O]

Notifications

New Window | Help | Personalize Page

Sign Out

NavBar
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Step 10: Click the Save button.

Worklist | # Home | Signout

All = | Search il Advanced Search
R Y e e B ®
NavBar

Notifications

New Window | Help | Personalize Page

Contact Information

Contact Customers
Contact SetlD MSCAR ContactID NEXT
Contact Information Q | | 1of1 v | View Al
Effective Dats  11/06/2025 Name  Maggie Todd
Link Contact to Customer
m/[a I
Customer Self Service Security
*Customer SetiD "Customer ID Customer Name "Location Primary Bill Frlmary Primary Sold
To Ship To To
MSCAR Q CST0000152 Q Carowinds 1Q | PO Box 410289 | + - ‘

Contact Information

Contact Phone and Type

Notify [ Add ” Update/Display H Include History Correct History

Step 11: Click the Contact Phone and Type link at the bottom left of the page.

Worklist | # Home | Signout

> Cuslomers ™ » Create Customer Contacts

All = | Search @ Advanced Search
R Y - s R - ()
NavBar

Notifications

New Window | Help | Personalize Page

Contact Information

Contact Customers
Contact SetlD MSCAR ContactID NEXT
Contact Information Q | | 1of1 v | View Al
Effective Date  11/06/2025 Name Maggie Tedd
Link Contact to Customer
m/[a I
Customer Self Service Security
*Customer SetiD "Customer ID Customer Name "Location Primary Bill Frlmary Primary Sold
To Ship To To
MSCAR Q | CST0000152 Q Carowinds 1Q | PO Box 410289 | + -

Contact Information

Contact Phone and Type
Notify [ Add ” Update/Display H Include History GCorrect History

October 2025
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Step 12: On this page, click the Phone Type Lookup button and select the appropriate type from the list.

Favorites ¥ Main Menu Customers ¥ > Creale Customer Contacts

Worklist #& Home | signout

All ~ | Search Bl Advanced Search A n ®
dTo « =

Notifications NavBar

SOUTH CAROLINA

Look Up Phone Type X New Window | Help | Personalize Page *

Contact Information Help
Contact Phone and Type Select one of the following values:

BUSN | Business Phone
SetlD  MSCAR ContactID CNTE

CAMP ' Campus Phone

Contact Information

CELL  Cellular Phone

DORM ' Dormitory Phone

Effective Date  11/06/2025 Name
FAX FAX

Contact Phone Information HOME | Home Phone
(=[] o v

*Phone Type Area Code Phone Number OTR  Other

[ ~| PGR1 Pager1
_Tal|l | |
PGR2  Pager2

Contact Type Information TELX | Telex
i5 @ | Cancel

Contact Type Description

Y 1=

Step 13: Enter the Area Code and Phone Number in the appropriate fields.

Step 14: Click the Save button.

Favorites ™ Main Menu ™ > Cusl s ¥ > Create Customer Contacls S # Home | SignOut
All = | Search @ Advanced Search
o e wne Q@
Notifications NavBar
Contact Information Q ‘ | 1 v | viewAl
Effective Date  11/06/2025 Name  Maggie Todd

Contact Phone Information

‘ Bl Q 11011 v | ViewAll
*Phone Type Area Code Phone Number Extension Primary Phone
‘BUSN O.‘ | 803 || |7?7,3421 || | o ‘ +| |_

Contact Type Information

B Q 1-10f1 v | View Al

Contact Type Description
Y =

Contact Information Cantact Customers

Add Update/Display H Include History H Correct History
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