Breakthrough Solutions, LLC

Providing solutions to help your business succeed!

QuickBooks® Tip - Setting up Customers, Vendors, or Other Names, faster

You can type in less information if you set up new names in these lists using this
procedure:

1) Go to the Customer Center, the Vendor Center, or the Other Name List from
the list menu

2) Enter the new customer in the Address Info tab

3) The first example shows setting up and individual

4) The second example shows setting up a business

5) The fourth example show setting up a business with an individual contact
name

New Customer Setup

v MNew Custormer

Cuskommer Mame

Opening Balance asof | 1}3002010 How do T determine
the opening balance? Cancel

Address Info Additional Info Payment Info Job Info et
Company Mame Conktack Help

My fMs. /... Phone
First Mame Johin MLim | Fax Customer is
Last Mame Doe| Alt, Phone inackive
Al Contact
E-mail

Cc
Addresses
Eill To Ship To hd

Copy == |

| Edt | | Addmew || Edi || Delete
Default shipping address

When you press the Tab key or Enter key (Provided that you changed your
preference to allow the usage of the Enter key) the name will populate to the
Customer Name field, the Address field and the Contact field. (See next page)
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13 Mew Custormer

Customer Mame Jobin M Doe

o]’
Opening Balance asof | 11/30/2010 Howe do T determine
the opening balance? cCancel
Address Info | Additional Info | Payment Info | Job Info Mt
Company Mame Contact John M Dioe Help
M Ms. ... Phaone
First Marne John M1 w Fa
[ Customer is
Lask Marne Dae Alk, Phone inactive
A&lt, Contack
E-mnail
Cc
Addresses
Bill Too Ship To A
John M Coe
addmew || Edit || Delete
Default shipping address

New Vendor Setup

W Mew Wendar

Yendaor Mame

Opening Balance asof | 11/a0/z010 How do T determine
the opening balance?
Address Info | additional Info I Account Prefil |
Company Mame -eakthrounh Snlitinns, 11C | Conkack
| Breakthrough Solutions, LLC |
Mr. M. )L FrToTE
First Mame M.I. Fax D e
Last Mame Alt, Phane inackive
Alt, Contact
E-rnail
Zc

Print on Check as

Addresses
Billed From Address Shipped From Address

When you press the Tab key or Enter key the name will populate to the Vendor
Name field, the Address field and the Print in Check as field. (See next page)
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B Mew Wendor

Wendor MName Breakthrough Solutions, LLC _
QK
Opening Balance asof | 11/30/2010 How do I determine
the opening balance?
Address Info | Additional Info | Accourt Prefill |
Company Mame| Breakthrough Solutions, .., | Contact
M s Phone
First Marne M.L Fax Vendar is
Last Mame alt. Phone inactive
Alk, Contact
E-mail
Cc

Print on Check as
Breakthrough Solutions, LLC
Addresses
Billed From Address Shipped From Address

Breakthrough Solutions, LLC
Copy >

Edit Edit

Other Name Setup

b’ Mewr Marme
Mame
Ok
Zompany Mame Conkack Cancel
M M50 Phone
Mext
First Mame Trish M.I A Fak
Help
Last Mame Sraith| alt. Fh,
Mame and Alt, Conkact MName is inactive
Address 3
E-mnail
Account Mo,
Billing R.ate Lewvel
Address Details =

When you press the Tab key or Enter key the name will populate to the Name field,
the Name and Address field and the Contact field.

b’ Mew Marne
Mame Trish & Srith
Company Mame Contack Trizh & Smith
Mr. fMs .. Phone
First Marmne: Trish M.L | 4 Fax
Last Mame Sriith alt. Fh.
Mame and Trish & Smith| Alt, Contact Mame is inackive
Address
E-mail
Accounk Mo,
Eiling Rate Level
Address Details =
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*Please Note:

There is a difference between adding a new individual versus a company name.
Adding an individual using the Address Info tab with populate the name to the
Contact field. Adding a company name will not populate to the Contact field unless
you use both a company name and the first and last name of an individual as shown
below:

B MNew Wendar

Yendor Marmne Breakthrough Solutions, LLC

Opening Balance asaf 11¢30/2010 Hows do T determine
the opening balance? Cancel

Address Info Additional Info Account Prefil Iexk
Company Mame | Breakthrough Solutions, L., | Cankack ‘I/

M JMs. [ Phone
Firsk Name Trish ML FAR Yendor is
Last Mame Sriith| Alt. Phone S
Alt, Conkack
E-mnail
Cc

Print on Check as
Breakrhrough Salutions, LLC

Addresses
Billed From Address Shipped From address
Breakthrough Solutions, LLC
Copy > |
| Edt | | Edit |
W Mew Wendar
Wendaor Marne Braakkhrough Salutions, LLC
ok
Opening Balance asof 114302010 Howe do T determine
the opening balance? Cancel
Address Info Additional Info Account Prefill Rk
Company Mame| Breakthrough Solutions, ...| Contact | Trish Smith Help
Mr. Ms. ... Phone
First Manme Trish M. Fa Vendor is
Last Mame Srith Al Phane inactive
Alt, Contact
E-mail
i

Prink on Check as
EBreakthrough Solutions, LLC

Addresses

Bill=d From Address Shipped From Address
Breakthrough Solutions, LLC

Trish Srnith| |

| Edt | | Edt |
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