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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 

 
 

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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New Vendor Setup 

 
 

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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Other Name Setup 

 
 

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.   
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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: 

 

 
 

 


