Entering Suppliers

Open the Supplier window to enter your Suppliers by clicking on -purchasing, suppliers, new

Supplier Information:

Supplier Name- Indicate the Supplier’s name

Vendor ID- From your accounting software

Account Number- Your account number with your Supplier
Address / Phone etc.- Enter their appropriate information

Supplier

PostaliZip Code: |\

STl [555-555-5555

T El 5555555556
ohnsmith@anywhere.com
| Comments:__|

Tip: Use Email field if you are using Bid Lists
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