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Glossary
	Term used
	Definition

	CC
	Customer Care

	SDR
	Stamp Duty Registration

	TDS
	Tax Deduction at Source

	 CSS
	Customer Self Serve

	TPU
	Transaction Processing Unit

	CV
	Consideration Value

	SFDC
	Sales Force Dot Com

	A/C
	Accounts team

	IT
	Information Technology

	FAME
	Form Acceptance Methodology for Excellence

	DND
	Do Not Disturb
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9.1Purpose:
To detail the process of customer master creation and updating customer details as required
 
[bookmark: _Toc413690502]9.2 Scope:
In-scope: All new and existing customer details 
Out-scope: –Any other unit /booking details of the customer.

[bookmark: _Toc413690503]9.3 Generic Cross functional Process Flow:
 









[bookmark: _Toc413690504]9.4 Customer Master Creation:
A customer master record flows from SFDC (SPRINT2) to the SAP system for every customer at the time of booking post completion of a successful FAME. 
The following details are required for the applicant and co –applicant (where present):

	
	Field
	Mandatory Field (Y/N)
	Responsibility to update

	Applicant Details
	Title
	Y
	TPU

	
	Customer Name
	Y
	

	
	PAN Card no.
	 Y
	

	
	Customer Address
	Y
	

	
	Plant Reference
	Y
	

	
	Telephone no (Landline)
	 N
	

	
	Mobile Number
	Y
	

	
	
	
	

	Co -applicant Details
	Co-applicant Name
	Y (if applicable)
	TPU

	
	PAN Card no.
	N
	

	
	Telephone 1
	N
	

	
	Z1 filed to be updated (indicating co-applicant)
	Y
	

	
	
	
	

	Booking Details
	Flat Details
	Corresponding reference code updated for unit details
	TPU

	
	
	
	

	Booking Source Details
	Broker Details (name)
	Y (if CP Booking)
	TPU

	
	Broker REAP id
	Y (if CP Booking)
	

	
	Referral party Name
	Y (if Referral booking)
	

	
	Referral party flat /project details
	Y (if Referral booking)
	

	
	
	
	

	
	
	
	

	DND status
	 
	 
	TPU

	Customer Type
	NRI bookings
	 
	TPU - for NRI Bookings


	Terms of Payment
	S001 to be updated in this field(indicating that the due date for payments is 14 days from the demand date)
	Y
	TPU

	RM code
	(as per allocation)
	 
	TPU



In case any of the above mentioned details is not present at the time of SO creation TPU would update the same in SAP based on details present in the application form kit.
[bookmark: _Toc413690505]9.5 SAP Updation process
 In addition to the above information , the customer may also provide additional details during the life – cycle. Upon receipt of a change request from the customer the RM would raise a child case in SFDC / send an email to the TPU team for processing. These details would be updated in the SAP system by the TPU within 3 working days of the request receipt from the RM. (Incase of a name change /deletion request please refer to the name change process document).
	Rectification Details
	Approval Required 
	
	Rectification Details
	Approval Required 

	DELETION OF CO-APPLICANT NAME
	YES
	
	RECTIFICATION OF EMAIL ID
	NO

	CHANGE IN CO-APPLICANT NAME
	YES
	
	RECTIFICATION OF CO-APPLICANT PAN NO
	NO

	CHANGE IN APPLICANT NAME
	YES
	
	RECTIFICATION OF CO-APPLICANT NAME
	NO

	UPDATION OF PRIMARY EMAIL ID
	NO
	
	RECTIFICATION OF APPLICANT PAN NO
	NO

	UPDATION OF PAN NO
	NO
	
	RECTIFICATION IN MOBILE NO
	NO

	UPDATION OF NEW MOBILE NO
	NO
	
	RECTIFICATION IN LANDLINE NO
	NO

	UPDATION OF NEW EMAIL ID
	NO
	
	RECTIFICATION IN CO APPLICANT NAME
	NO

	UPDATION OF NEW CONTACT NO
	NO
	
	RECTIFICATION IN APPLICANT NAME
	NO

	UPDATION OF NEW ADDRESS
	NO
	
	RECTIFICATION IN ALTERNATE ADDRESS
	NO

	UPDATION OF LOYALTY ID
	NO
	
	RECTIFICATION IN ADDRESS
	NO

	UPDATION OF EMAIL ID
	NO
	
	EMAIL ADDRESS CHANGE
	NO

	UPDATION OF CORRESPONDENCE ADDRESS
	NO
	
	DELETION OF CONTACT NO
	NO

	UPDATION OF CO-APPLICANT PAN NO
	NO
	
	CHANGE IN EMAIL ID
	NO

	UPDATION OF ALTERNATE ADDRESS
	NO
	
	ADDITION OF CO-APPLICANT NAME
	NO

	UPDATATION OF ALTERNATE ADDRESS
	NO
	
	ADDITION OF APPLICANT NAME
	NO

	SWAPPING OF APPLICANT NAME 
	NO
	
	RECTIFICATION OF PINCODE
	NO

	REQUEST FOR DND ACTIVATION
	NO
	
	RECTIFICATION OF PAN NO
	NO

	REMOVAL OF MOBILE NO
	NO
	
	RECTIFICATION OF MOBILE NO
	NO

	REMOVAL OF EMAIL ID
	NO
	
	RECTIFICATION OF LANDLINE NO
	NO

	RECTIFICATION OF SALUTATION
	NO
	
	ADDITON OF ALTERNATE CONTACT NO
	NO


[bookmark: _Toc413690506]9.6 Exceptions and Deviations:
· In case of any changes to the commercials (CV) post SO creation TPU would require approval for Core Team / CMO / Sales Head prior to making further changes.
· In certain scenarios if a customer has to be blocked /unblocked PI approval would be required for the same, post which TPU will action accordingly.
9.7  TAT: 
	Cell
	Process
	TAT (only working days)

	RM
	RM to send an email /forward customers request for change /updation post customer request received
	Within 24 hours

	TPU
	Details to be updated post input received from RM
	72 hours
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