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New Vendor

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.
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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...

= Vendor Center: 401K Administrator (Purchase Onders)

{3 Mew Vendor... Hew Transactions » L‘;; Print » ﬂ Excel » ﬂWordv

Vendor Information

Vendors

View |Active Vendors

Transactions

vendor Name 401K Administrator
* Rate This Vendor Online
Benefits

Accounting Firm

Anderson's Hardware & Tool...
Auto Assoc,

Automobile Company
Baxter Computer Repair Co... 150.00
Blackwel's Office Supplies 0.00
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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.
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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.

+ New Vendor Type a help question ¥ O] x|
Vendor Name [
. How do [ determine -
TrEmETE | | as of [12/15/2007 a the opening balance? _
[mi Vendor is

inactive

| 1093 Contractor
Advertiser

(Image 4)

Shown below is a sample list of terms for your vendors.

< Add Mew =

1% 10 MNet 30
2% 10 Met 30
Due on receipt
Met 10
Net 15
Net 30
MNet 60

(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.

| Define Felds x|

To be used for
Label Customers:Jobs  Vendors Employees

Special Skills
Ship Method

Ship Account #
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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”.

Add custom name fields @

You can add up to seven custom fields to each Customers list, Vendors list, or Employees list. Overlapping fields count as one field on
gach list. For example, if you add the same field to all three lists, you can still add six other fields to each list.

You can add custom fields you've set up for customers to any sales form. Likewise, you can add custom fields you've set up for
vendors to the purchase order form. If you want information you've entered in the custom fields to appear on a form, you must add
the fizlds to the form.

Nhy should T use custom felds? B
Custom fields let you add to the information that QuickBooks tracks about your customers, vendors, and employess, and the items
that yvou purchase and sell.

When you set up custom fields for items, QuickBooks adds your custom fields to the fields you work with when vou set up new
items or make changes to existing items.

You can also add your custom fields, which appear as additional columns, to your customized forms. The information you enter in a
custom field transfers automatically to any customized form in which the custom field appears.

For instance, if the custom figld is named "Color™ and you entered "navy blug" as the caolor of a particular item, the Color field on
yvour customized form prefills to “navy blue” each time you enter a sale of the custom item.

(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)
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