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Procedure for Creating a Vendor 
 

Vendors – are those businesses or individuals you write checks to (Account Payables). 

 

Although there are several ways to add and/or change the profile of vendors, only one is 

included in this document. 

 

From the home page in QuickBooks®, click on “Vendors” on the Vendor Center. 

 

 (Image 1) 

 

The Vendor Center holds all of your vendor information, including bill, credits, checks 

written, and bills paid. 

 

To add a new vendor, click on New Vendor… 

 

  (Image 2) 
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 (Image 3) 

 

The above screen opens. The vendor name can be a name, abbreviation, or number. 

Whatever your business uses to identify your vendors is what you should use in the Vendor 

Name box.  

 

If the Vendor name is the same as the business or individuals’ name, start in the Company 

Name field on the Address Info tab. Doing this step alleviates you having to type the name 

several times. 

 

You can enter as much or as little information for your vendor as you would like. If you are 

not printing checks from QB, you do not necessarily need to address fields completed. If you 

are using QB as your contact manager you will want to complete more of the fields. 

 

The next screen shows the Additional Info tab. 

 

 (Image 4) 

 

On this screen you can enter the Account No. that the vendor assigns to your business. 
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Shown on the next screen is a sample list of vendor types. 

 

  (Image 4) 
 
Shown below is a sample list of terms for your vendors. 

 

 (Image 5) 

 

You can enter a credit limit for the vendor and enter a Tax ID if you have checked the 

“Vendor eligible for 1099” box. 
 

 (Image 6) 
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Shown below are samples of “Defined” fields that can be used.  
 

 (Image 7) 

 
Below you will see a description of “defined” fields. This is confusing because on the 

screens you see the words “Define Fields” and in the Help screens it calls the fields 

“Custom name fields”. 

 

 (Image 8) 

 

After you have completed entering all of the vendor information for this vendor, you can 

either click on the OK or the Next button. 

 
  (Image 9) 


