OSAS
Account Payable

Setting Up A New Vendor When Entering Invoices

1. VENDOR ID: Enter the vendor ID or hit F2 to look up from the list.  If this is a new vendor hit F6 to enter the vendor.  
2. Status: Choose Active or Inactive.  You can not process an invoice for Inactive vendors.
3. Name-Enter the name of the vendor.

4. Address 1,2,3-Enter the street address.

5. City/State-Enter the city, hit enter, then enter the state abbreviation and hit enter.

6. Zip/Country-Enter the zip code, hit enter.  US will appear in the country field.  Hit enter to accept or enter another country code.  For other country codes you can hit F2 and select from the list.

7. Phone-Enter the phone number.  Enter numbers only, no dashes.

8. Fax-Enter the fax number.  Enter numbers only, no dashes.

9. Contact-Enter the contact name for billing questions or invoice payments.

10. Our Account-Enter your account number this vendors uses to identify your company.  This account number will print on the check stub.

11. Pay-To Information-If the check should be sent to a name or address other than the one in the vendor record, enter that name or address.  If the vendor record name and address is also the payment name and address, skip this field.

12. Terms Code-Enter the terms code for this vendor, or hit F2 and select from the list.

13. Distribution Code-Enter the distribution code or hit F2 and select from the list.
14. Method of Pymt: Hit F2 and select from the list.

15. Order Delivery: Enter the delivery method of purchase orders, Paper, Email, None.
16. Vendor Class-Enter the class the vendor belongs to.  This is a user defined field.

17. Payment Priority-The default is 0, hit enter to accept.

18. Vendor Hold?-If you want to hold payment for this vendor enter Yes, otherwise accept the default of No.

19. Tax Group-Enter the state where the vendor is located.

20. GL Account-Enter the default General Ledger account number for this vendor.  

21. 1099 Information-If this vendor will receive a 1099 at year end you must complete the information.  If the vendor does not receive a 1099 at year end, hit enter to  accept the NO FORM default that appears in the Form Code field.

a. Form Code-Enter I if the vendor is an individual or B if the vendor is a business.

b. Recipient ID-Enter the vendors social security number of tax identification number.

c. Field Indic-By enter a number from 1-3, 5-9, or the letters A or C, the field description will appear.  This is the field that the 1099 amounts will print on the 1099.  (ie:  7=non employee)

d. Foreign Addr-If the vendor has a foreign address enter Yes otherwise accept the default of NO.

e. 2nd TIN Not-If the vendor has a 2nd tax identification number enter Yes otherwise accept the default of NO.

22. Page down.

23. Hit F7 to return to Accounts Payable, Transactions or Purchase Order.
