FE Vendor Records

Adding Vendor Records

· On the navigation bar, click Records, then “Add a New Vendor”

· If the vendor is an individual person, insert a backslash instead of a space between the person’s first and last name to search for the vendor by last name. The name still appears correctly without the backslash on reports, invoices, and mailings.

· In the Customer number field, enter your customer or account number 
· In the Terms field, select an invoice term. 
· In the Payment options field, select “One payment per invoice” or “One payment for all invoices”. This field is required when adding a new vendor record.
· In the Bank account field, select a bank account. The drop-down list contains bank accounts you created in Banks.

Enter address/contact information

· Click Address to access the Address screen.  
· The description for the first address should be “Primary Address”.  
· Enter all relevant address information.

· Click Contact to access the Contact tab of the Address screen.  
· You can complete the phone grid manually or enter the information from the Contact screen. The information you enter on the Contact tab defaults to the Vendor tab.
· Select the Options tab
· Name field - If you leave this field blank, the name on the Vendor tab prints.
· Alias field - You can use alias as a filter when trying to locate vendors from the search screen. The alias you provide does not print on any documents.
· Mark Primary address for vendor to indicate the address is the primary address for the vendor. The primary address appears on all invoices and purchase orders unless you specify another address as the default.
· Mark Default address for invoices to indicate the address as the default address for all invoices.
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 To save the vendor record and return to the Vendors page, click Save and Close or press CTRL+L. To save the vendor record and add another new vendor record, click Save and New or press CTRL+E.
Viewing Activity & History of Changes
· On the Activity tab, you can view, sort, and add invoices and credit memos associated with the vendor. From this tab, you can also access the Summary screen which allows you to view summaries of vendor statistics, invoice activity, and 1099 information.
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· To view summaries of vendor statistics, invoice activity, and 1099 information, click Summary. The Summary screen appears.

· From an open vendor record, select the History of Changes tab. The grid displays Item Changed, Previous Setting, New Setting, Changed On, and Changed By columns. The History of Changes tab is for informational purposes only
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Adding Actions

The Actions tab tracks the various communications between your organization and a vendor. Actions can include meetings, mailings, phone calls, and e-mail. 

1. From an open vendor record, select the Actions tab.
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2. Enter the type, date, Time, Status, Priority, Assigned to, Description 
3. To send a reminder of this action, mark the Auto-Remind checkbox. The action reminder appears on the home page.

-- In the Send reminder to field, you can select who to send a reminder to complete the task.

-- In the Set reminder for field, specify how much time before the action to send the reminder.

4. When the task is completed, mark the Completed on checkbox and the date fills in automatically.

Adding Notes

1. From an open vendor record, select the Notes tab.
	You can create notepads to record information about a bank account, special information about the vendor, or contact information you may need later. Each notepad has a date, type, description, title, and author. The notepad itself accepts free-form text and holds an unlimited amount of information.
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