OSAS

ACCOUNTS PAYABLE/PURCHASE ORDER

ENTERING VENDORS version 7.5
1. To enter a new vendor or change information for a vendor go to Accounts Payable.
2. Go to File Maintenance.
3. Go to Vendors.
4. Vendor ID-Enter the new vendors ID or if the vendor already exists, hit F2 and look up from the list, then hit enter.

5. General Information-Enter Y

6. E-mail Addresses-Enter Y

7. Vendor Codes-Enter Y

8. History Information-Enter Y
9. Vendor Comments-Enter Y 

10. User Defined Field-Enter Y

11. Documents-Enter Y and page down.

                      General Information

12. Name-Enter the name of the Vendor.

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

14. City/State-Enter the city, hit enter, then enter the state abbreviation.
15. Zip/Country-Enter the zip code; you are able to enter the additional 4 digit 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.
16. Phone-Enter the phone number; enter numbers only, no dashes.
17. Fax-Enter the fax number; enter numbers only, no dashes.

18. Contact-Enter the person who should be contacted about the account.

19. Our Account-Enter your account number assigned by the vendor.  Information entered in this field will print on the stub of the check.

20. Pay to Information-If the address entered above in #11 is the same as where the payment for this vendor should be sent hit the TAB key to skip this section.  If the address entered above in #11 is different then enter the payment name and address for the vendor.

21. Website-Enter the vendors website address.

22. Balance Information-This is updated during postings.

23. Page down.
E-Mail Addresses

1. Hit A to add an email address

2. Type: Select (P)urchase Order or (O)ther.

3. Email/Fax: Select (E)mail or (F)ax.

4. E-mail: Enter the email address or fax number

5. Name: Enter the contacts name

6. Description: Enter the company name.

7. Hit N to continue to the next screen

        Vendor Codes

24. Terms Code-Hit F2 and select from the list.

25. Distribution Code-Enter 01.

26. Method of Payment: Hit F2 and select from the list.

27. Vendor Class – Enter the class the vendor belongs to – not required

28. Payment Priority-The default is 0, hit enter to accept.  This field can be used to pay invoices or organize your AP ATB.
29. Vendor Hold-If you want to hold payment for this vendor enter Yes, otherwise accept the default of No.

30. Tax Group-Hit F2 and select from the list.

31. GL Account-Enter the default GL account number for this vendor.

32. Order Delivery: Enter the delivery method of purchase orders-Paper, Email, or None.

33. If the vendor will need a 1099 form at year end enter either I for individual or B for Business.  If the vendor will not need a 1099 enter N and continue to #35.
34. If I or B were entered for a 1099 form, enter the vendor’s social security number or Federal Tax ID number in the Recipient ID field.
35. Field Indicator-By entering a number from 1-3 or 5-9 or the letter A or C,  you can find the 1099 field this vendor’s payments are to be stored.  (Normally #7)
36. Foreign Addr-If the vendor has a foreign address enter Yes otherwise accept the default of No.
37. 2nd TIN Not-If the vendor has a 2nd tax identification number enter Yes otherwise accept the default of No.
38. Page Down

History Information

39. All history information is updated from accounts payable postings.  Do not change the history.  Page down to continue.

40. The only field that you may need to change is the Year to date or Last year 1099 payments. This should only be changed to correct year end 1099 information.

Vendor Comments

41. Enter the reference ID you would like to view comments for.  If you wish to view comments for all reference ID’s blank out the field.  Use the prompts at the bottom of the screen to add and edit comments.
42. Hit N to continue to the next page.

User Defined Fields

43. If no user defined fields are set up a message will appear stating just that at the bottom.  Page down to continue.

Documents

44. Documents saved to files are shown.  Use the prompts at the bottom of the screen to edit/view/etc the documents.

45. Hit N to start over with another customer.
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