Sales Order History Report with Addresses (SOH w/Addresses)


Background:

Programs have expressed a concern that bills related to sales orders may not be going to the correct address and customer number.  Due to role limitations, many users do not have access to confirm the addresses being used.  This report, which is a modification to the Sale Order History (SOH) BI report, was created to make the customer information available to program personnel.  

Purpose:

To provide a process for the programs to verify that the correct customer information is tied to existing sales orders.  This report will be available from the BEx Portfolio.  The Sales Order Request Form has been modified to include the customer address.  
Creating the Report:
Go to: BI Favorites>Reporting Favorites; click on Open
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Click on:  BEx Portfolio > APHIS Reports > Accounts Receivable
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Click:  SOH w/Addresses

Click:  OK
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Enter the Fund Center(s)  (i.e., APWSER0101; APWSER*)
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Note:  You can run the report by Fund Center but the Fund Center is not part of the Free Characteristics that can be brought into the report itself. 
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Columns:

Key Figures
Rows:

Funded Program

Sales Order Type

Budget Period

Sales Order #

Sold-to party

= Customer Number

   Attributes of Sold-to party:

Name

= Customer Name

Name 2

= Continuation of Customer Name if space to small (conversion)

Account Group
= Identifies if the type of customer




COMM
= Commercial Customer




SNL
= State Customer




FED
= Federal non-USDA Customer




USDA
= USDA Customer

Street Name
= Mailing Address

Location:
= City

Region

= State

Postal Code
= Zip Code

Country

= Country
If changes to the address information need to be made, send an email to:  MRP.Billing.Requests@aphis.usda.gov
Note:  Sales Orders with other Federal agencies (INTR/RONA) are billed through IPAC and the address will not coincide with what you have in your records.
Please copy and paste the following template into your email request.
Sales Order Number:
_________________________
Complete ALL fields that needs correcting.

Sold to Party (Customer Number):  ______________________________________________________
Name (Customer Name):  ______________________________________________________________
Name 2 (wrapping of customer name if it exceeded the “Name” field):  ___________________
Customer Address

Street Name:
________________________________________________________________
Location (City):
________________________________________________________________
Region (State): 
________________________________________________________________
Postal Code (Zip Code): __________________________________________________________
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