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Purpose
Use this procedure to setup Business Categories. Business Categories are used to categorize Accounts Receivable information for Aging Report generation (Occupancy Leases and Railroad Leases are examples of Business Categories for DOT). The Team Member pages in Core-CT are used for Business Category setup. Business Category is a required field when entering customer information. This field defaults in on the Bill Header once a customer is selected. Business Categories have been configured as part of the Accounts Receivable Implementation. Billing Processors and/or Receivables Processors are responsible for adding new Business Categories and maintaining existing Business Category information. 
To edit an existing Business Category, click 
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or click on the Support Team Member page to add a new row and update the appropriate field information after searching for and selecting the value. 
To discontinue using a Business Category, click [image: image2.png]


or click [image: image3.png]


on the Support Team Member page to add a new row and select Inactive using the Status drop down list after searching for and selecting the value. 
Procedure
1. Begin by selecting Set Up Financials/Supply Chain  Common Definitions  Team Members  Team Member Personal Data to display the Team Member Personal Data Search page.
2. Complete the Find an Existing Value or Add a New Value tab. Enter the SetID and Business Category ID (Team Member field) to display the Member Data page. The SetID is your Business Unit. If you are adding a new value, type a Business Category ID in the Team Member field that will easily identify the Business Category. 
Member Data
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3. Type the Name of the Business Category.
4. Click the Member Commission tab to display the Member Commission page.
Member Commission
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5. Select Sales in the Team Member Type Code field. 

6. Click the Member Address tab to display the Member Address page.
Member Address
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7. Select a value in the Address Type field.
8. Leave the defaults in the other fields.
9. Click [image: image7.png]


. The Business Category ID (Team Member ID) you created can now be selected on the Support Team Members page. Steps 10 - 18 will guide you through setting up the Business Category ID that can be selected on the Miscellaneous General Info page when entering customer information.
10. Select Set Up Financials/Supply Chain  Common Definitions  Team Members  Support Team Members to display the Support Team Members Search page.
11. Complete the Find an Existing Value or Add a New Value tab. Enter the SetID and Business Category (Support Team Code field) to display the Support Team Members page. The SetID is your Business Unit. If you are adding a new value, type the Business Category ID (Team Member ID) that you entered in step 2 in the Support Team Code field.
Support Team Members
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12. Type 01/01/1900 in the Effective Date field.
13. Leave the default of Active in the Status field.
14. Type the Description for the Support Team (Business Category).
15. Type the Short Description for the Support Team (Business Category).
16. Select the Business Category (same value that you entered in steps 2 and 11) in the Team Member field. There should be a 1:1 ratio of Team Member to Support Team Member, meaning the Team Member that you select must match the value in the Support Team Code field.
17. Type 001 in the Priority field. 
18. Click [image: image9.png]


.  You may now select this Business Category on the Miscellaneous General Info page when entering customer information.
Setup Business Category Job Aid








