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Purpose
The purpose of this work instruction is to show how to display the details of a 
customer business partner.

Trigger

Perform this procedure when a review of customer business partner components is 
required.

Prerequisites

 The customer record must be saved in MIDAS CRM.

Helpful Hints

 The information in some of the assignment blocks (tabs) will differ if the 
customer is an organization instead of an individual.

 "xxxx" within a document represents a variable, which may consist of a 
name, number, etc.

 In the field description tables, R indicates the action is required, O 
indicates the action is optional, and C indicates the action is conditional.

 The following notes may be used throughout this work instruction:

Note type Icon Description
A general note of 
information  

This is the most commonly used note 
icon. It is the default icon in the 
uPerform system for all notes. Use 
this icon for general information that 
falls out of the scope of these other 
icons.

A cautionary note
 

Use this note to communicate to the 
end-user of something that MUST be 
completed or another trigger that 
should be started and is related to the 
procedure.

Acritical note
 

Use this note to specify something 
that MUST NOT be done during the 
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procedure.
Contact someone

 
Use this icon to specify to the end-
user the need to initiate a 
communication within the 
organization due to an event in the 
procedure.

A reference is available
 

Use this note to specify that more 
information is available in another 
location. You may reference SOPs, 
another system, or document.
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Procedure
1. Start the transaction from the MIDAS CRM Home Page.

Home

2.
Click the Business Partner button  to go to the Accounts 
page.
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Accounts

3. Click the Search Customers/Contacts label  to go to 
the Search: Customers page.

Search: Customers
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4. As required, complete/review the following fields:
Field R/O/C Description
First Name R

Example:
John

Last Name R

Example:
Taylor

5. Click the Search button  to display the search results.

Search: Customers

6. Select the Common Customer Name from the Result List (John E)  to 
go to the Customer: XXXX (Customer Details) page.
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Customer: XXXX (Customer Details)

7. Click the Customer Profile tab  to go to the Customer: XXXX 
(Customer Profile) page.

Customer Details  - is divided into two parts: (1) General Data with the 
customer's name and tax ID; Main Address and Communication Data 
with the customer's address, phone, and email.
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Customer: XXXX (Customer Profile)

8. Scroll down to see the remain information.
Customer Profile - contains gender, birth date, marital status, ethnicity 
information as well as Date of Death.
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Customer: XXXX (Customer Profile)

9. Scroll to the top of the page.
Customer Profile also includes Race and Disability information.

10. Click the Roles tab  to go to the Customer: XXXX (Roles) page.
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Customer: XXXX (Roles)

11. Click the Identification Numbers tab  to go to the 
Customer: XXXX (Identification Numbers) page.

Roles - provides information the customer's current role and any past 
roles.
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Customer: XXXX (Identification Numbers)

12. Click the Control Flags tab .
Identification Numbers - lists alternate Identification numbers from 
other systems or sources like SCIMS, Dun & Bradstreet Core Customer 
ID, or Surrogate ID.
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Customer: XXXX (Control Flags)

13. Click the Addresses tab  to go to the Customer: XXXX 
(Addresses) page.

Control Flags
- Archived - stored but cannot be reactivated
- Inactive - stored and can be reactivated
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Customer: XXXX (Addresses)

14. Click Address Types tab  to go to the Customer: XXXX 
(Address Types) page.

Addresses - lists all the addresses associated with the customer.
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Customer: XXXX (Address Types)

15. Click the Address Independent Communication Numbers tab 
 to go to the Customer: XXXX (Address 

Independent Communication Numbers) page.
Address Types - list of addresses associated with the customer by the 
address type (Billing, Mailing, Primary, Shipping, Standard, Street). The 
Primary address includes the Congressional Voting District.
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Customer: XXXX (Address Independent Communication Numbers)

16. Click the Representative Capacity tab  to go to the 
Customer: XXXX (Representative Capacity) page.

Address Independent Communication Numbers - phone numbers 
associated with the customer. Address Independent E-Mails - list 
customer emails.
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Customer: XXXX (Representative Capcity)

17. Click the Relationships tab  to go to the Customer: XXXX 
(Relationships) page.

Representative Capacity - lists the fiduciary relationships a customer is 
partner to. Shown here the customer "Is" the guardian for customer 
Tommy Taylor. The customer's wife "Has" Spousal Signature authority 
and can sign for her husband.
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Customer: XXXX (Relationships)

18. Click the Edit icon  on the Family Member Relationship to be reviewed to 
go to the Customer: XXXX (Relationships) page.

Relationships - provide information on relationship links between 
multiple Business Partners.
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Customer: XXXX (Relationships)

19. Click the Back button  to go to the Customer: XXXX (Relationships) 
page.

Relationships - shows the details for the relationship (our customer is 
married to Susan Taylor)
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Customer: XXXX (Relationships)

20. Click the Program Participation tab  to go to the 
Customer: XXXX (Program Participation) page.
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Customer: XXXX (Program Participation)

21. Click the Associated Counties tab  to go to the Customer: 
XXXX (Associated Counties) page.

Program Participation - contains program participation and legacy link 
information.
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Customer: XXXX (Associated Counties)

22. Click the FLP Customer tab  to go to the Customer: XXXX 
(FLP Customer) page.

Associated Counties - Lists addresses and counties associated with the 
customer. Associated Counties was previously called Legacy Link (in 
SCIMS).
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Customer: XXXX (FLP Customer)

23. Scroll to the bottom of the page.
FLP Customer - contains FLP program participation information.
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Customer: XXXX (Attachments)

24. Click the Change History tab  to the Customer: XXXX 
(Change History) page. 

Attachments - lists the documents attached to the customer record 
whether directly or through a fiduciary relationship.
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Customer: XXXX (Change History)

25. Scroll to the top of the page.
Change History - shows what changes were made to the customer 
record, when they were made, and, most importantly, who made them.

26.
Click the Home button  to go to the Home page.
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Result
You have displayed a customer business partner record.
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Next Steps
Not applicable.


