Process Flow Description:  Customer Account Number Look-up
Step 1: EGS obtains customer authorization on a “Letter of Authorization,” (LOA) in a format approved by the PUC.   Sales that are eligible for the account number look-up process are limited to those sales involving customer interaction with an EGS agent or marketing representative at a location away from the customer’s residence. Door-to-door sales are excluded from the account number look-up process.  The EGS is responsible for checking the customer against the Eligible Customer List before submitting a request to an EDC for account number look-up. 
Step 2:  EGS creates input Report (Freeform Text:  Customer name as it appears on bill, additional name on bill, service address line 1, ZIP Code). The file must include a statement that the EGS certifies it has a valid LOA for each customer in the file.

[image: image1.emf]Customer Account Number

Full Name~~~Additional Name on Bill~~~Address Line 1~~~ZIP

john smith~~~joan smith~~~123 main st~~~11111

robert jones~~~debra jones~~~123 elm ave~~~11112

katherine doe~~~123 south blvd~~~11113


Step 3:  EGS submits batch file via Secure File Transfer Protocol (SFTP) server.  
Step 4:  EDC receives file from EGS and runs a Report against its customer account database to retrieve customer account numbers based on a match of the attributes provided in EGS file. 

Step 5:  The returned file from the EDC would have the following format:  “NO HIT” would indicate unable to find a match for the fields provided; “MULTIPLE” would indicate that multiple customer records match the set of criteria; an associated account number would be returned where only one match is found. In cases where the search results in “NO HIT” or “MULTIPLE” there is no obligation on the EDC to perform additional research on the customer.  An EGS may re-submit a request for the same customer in a future Report with corrected information.


[image: image2.emf]Customer Account Number

Full Name~~~Additional Name on Bill~~~Address Line 1~~~ZIP

john smith~~~joan smith~~~123 main st~~~11111 1234567890

robert jones~~~debra jones~~~123 elm ave~~~11112 MULTIPLE

katherine doe~~~123 south blvd~~~11113 NO HIT


Additional Requirements:
Frequency: One batch file per week per EGS may be submitted

File Size: Maximum 500 accounts per EGS file.
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