
Quick Start Guide 

Vendors  

This menu lets you manages each compa-

ny or individual that you will be purchas-

ing from. Each vendor will need to be set 

up in this menu.  

Vendors 

Search  

Search for vendors and filter by Inactive 

or Active vendors. 

Add 

Click the Add link to add a 

new vendor. 

Help Files 

Click the information icon to access step-by-

step instructions for this particular menu. 
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General 

This tab is used to manage general 

information about vendors. 

Vendor Info 

Enter vendor information here, including 

Status and Method of Payment. 

Tax Rate Info 

This information is populated from  

Payroll > Administration > Tax Tables. 

Direct Deposit Info 

Enter direct deposit information here. 
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Addresses 

This tab is used to manage vendor addresses, 

including the Order Address and Remit Address.  

Order Address 

Enter the Order Address 

information here. 

Remit Address 

Enter the Remit Address 

information here. 

Same as Order Address 

Click this link if the Remit Address information 

is the same as the Order Address information. 
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Select Sites 

Check these boxes if only select 

sites can order from this vendor. 

All Sites 

Check this box if all sites can 

order from this vendor. 

Sites 

This tab is used to manage the sites 

that can order from this vendor.  
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View Invoice 

Click a link in the Invoice# column to view 

the attached invoice.   

Filter 

Filter invoices by Status, Fiscal Year, and 

Date Range. 

Invoices 

This tab is used to view 

invoices by vendor.  
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View Purchase Order 

Click a link in the PO # column to view the 

attached purchase order.  

Vendors — Purchase Orders Tab 

Filter 

Filter purchase orders by Status, Fiscal 

Year, and Date Range. 

Purchase Orders 

This tab is used to view 

purchase orders by vendor.  
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