Vendor Maintenance

Vendor maintenance includes adding a vendor record, changing information for an existing vendor, and
making a vendor’s record inactive. The three maintenance tasks are covered in detail on the following

pages, including QBO windows.

Add a Vendor Record - Quick Reference Table

Step | Box or Other Location

Procedure

QBO Navigation Bar

+ Create = Add vendor to open the vendor window.

Company name *

Type the vendor’s name.

Email, Phone, Mobile,
Fax, Other, Website, etc.
boxes *

Type the vendor’s various contact and website information, to the
extent available.

Address section

Type the vendor address.

Business ID No./Social
Security No. **

Type the appropriate tax identification number for the vendor.

Track payments for
1099 **

If the vendor is a 1099 vendor, select the Track payments for 1099
check box.

Terms **

Select the payment terms for the vendor.

Account no. **

If the vendor’s system assigns an account number to the company, type
the account number.

Default expense category
Kok

Select the default general ledger account to be used for purchases
from the vendor.

Opening balance **

Type the vendor’s opening balance, even if it is 0.

As of **

Select the date of the opening balance for the vendor.

Vendor window (all
sections)

Review the information in all sections of the Vendor window to verify
that it is correct.

Save button
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Save the new vendor record and close the window .

* Name and contact section
** Additional info section
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Add a Vendor Record

QBO windows
@m Jackson Supply Co... ’O‘ Search for ransactions, ¢
Create Customers Vendors Team Qther
.' Inveice Expenso Payroll Task
eokmar... Receive payment Chack Time entry Bank deposit
a2 Statement Bill Add contractor Transter
Pay bills Journal entry
E+ Salos order Purchaso order Inventory gty adjustment
e Credit memo Vendor credit Pay down credit card
4 Sales recelpt Credit card credit Add productiservice
et Recurring payment Print checks
| —- )
e Refund receipt '
N Delayed credit
’ Dalaysd charge
Add customer
(,_._‘ contract )
Vendor window - Name and contact section
Vendor x
G E Hame and contact N
Company name Vendor display name *
Title First namo Middle namo Last namo Suffix
1 || | | | L]
Email Phone number \
| J | |
Mabile number Fax
| | M C
Other Website
Name to print on checks J

o).
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Add a Vendor Record
QBO windows (continued)

L)

Vendor Window - Address section

@ Address

Stroot address 1

Stroot address 2

ZIP code

Vendor Window - Additional info section

) Aaditional info

Taxes

F)

E\eu ID No. / Social Security No.

l m Track payments for 1099

Expense rates

Billing rate (/hr)

|

Payments

Torms Asceunt ne,
[G) -] @
Accounting

Datault axpanse catagory

Choose account o

Dpening balance

Opening balance

As of

=X«

0 &
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Change Information in an Existing Vendor’s Record - Quick Reference Table

Step | Box or Other Location

Procedure

My apps menu

Click Expenses & Bills > Vendors to open the vendor listing.

Vendor List

Locate the vendor you want to edit and click the vendor’s name in the
Vendor/Company column to open the vendor’s individual page.

Vendor Details tab

If the Vendor Details tab is not the default open tab, click the Vendor
Details tab to open detailed information for the vendor.

Edit button

Click the Edit button to open the Vendor window for the vendor.

Vendor window

Change appropriate information in the Vendor window.

Save button
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Save the changes to the vendor record and close the window.

Change Information in an Existing Vendor’s Record

QBO windows
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T ° Accounting v
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EE Expense transaction
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L Bills
Feed

Bill payments

Contractors

1099s
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Change Information in an Exist
QBO windows (continued)

ing Vendor'’s Record

e
Venders ® averwomcs
Unbifled Last 363 Days
A
[ror vou] x
Nover worry if you're paying enough payroll taxes
FOCUS on your while Payroll file and pay your payroll taxes for you.*
Explore payroll plans
S S 2@
I__ VENDOR 1 COMPANY NAME = FHONE EMAIL 1099 TRACKING OPEN BALAMCE - ACTION
[ American Linen Supply {614) 896-1000  JlewisCalsupply.com = $0.00  create N |
| | Anderson and Dillard D@ (440) 225.7800  DillardEQandersondillard.com £ $0.00  Croate bill |~
] ety of Columbus (344) 885.7000  busticolumbus.crg [ 50,00  Greate bill |~
| Internal Revenue Service (312) 886-9644  infolira.gev $0.00 Croato b |~
L Miller_Both. Stnin CPRa B4} 8BS SO0 som £ 2000 ceamtarinl. /
p
Anderson and Dillard & & SUMMARY
Company Billing addruss Bill Pay ACH info $0.00
10030 way, , OH 44101, Open balance
Hotus I 50.00
Add notes 0 Overdue payment
Transaction List Vendor Details Notes
Jhem,
L9
All transactions i ‘ = Filter Dates: Last 12 months

No expenses found

Try to change some filters to see more results.
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Change Information in an Existing Vendor’s Record
QBO windows (continued)

\
O~ ==
1& -

Anderson and Dillard 2 & SUMMARY
Company Billing addruss Bill Pay ACH info ! $0.00

- 10030 Aberdeen Way, Cleveland, OH 43101, United States - Open balance
Wit | s0.00

Add notes

Overdue payment

Transaction List Vendor Details Notes

Contact info Additional info
Vendor Anderson and Dillard Bill Pay ACH info
Email DillardE@andersondillard.com B 10030 Aberd Way, CI land,
Billing addrass ¥: @
OH 44101, United States
Phone (440) 225-T800 @,
Terms
Mobile
Company
Fax (440) 225-7899
Notes
Other
Website httpiwww.ADIllard.com G
Attachments
Add attachment

Max file size: 20 MB
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Change Information in an Existing Vendor’s Record
QBO windows (continued)

Vendor Window (with additional sections collapsed)

f3] Name and contact

Company nhame

Vendor display name *

|

|
| v

Title First name

Middle name

Suffix

I

L]

Phone number

|

Mobile number

|

Other

|

Name to print on checks

|

© Address

[Z} Notes and attachments

) Additional info

Privacy
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Make a Vendor’s Record Inactive — Quick Reference Table

Step | Box or Other Location Procedure

Q My apps menu

Click Expenses & Bills > Vendors to open the vendor listing.

Locate the vendor you want to make inactive - click the Action

@ Action column column drop-down list button on that vendor’s line = select Make
drop-down list button inactive. Note that this selection will not appear if the vendor has open
transactions.

e QBO message

A message will appear that says “Are you sure you want to make
[vendor name] inactive?” Click the Yes, make inactive button.

Make a Vendor’s Record Inactive

QBO windows
® MY APPS =
fraee ° Accounting v
g
Bookmar...
Expense transaction
82
g i -
L Bills
Feed

Bill payments

Explore payroll plans

VENDOR © COMPANY NAME = PHONE EMAIL

| American Linen Supply (B14} 381000 Jlewis@alsupply.com =

| Anderson and Dillard (440) 225.7800  DillardEGandersendillard.com =]
Gity of Golumbus (314) BI5-TO00  bus@eolumbus.org =

| Internal Revenue Service (312) 8868614  infolirs.gov (5

| Miller, Roth, &ampjampy Stein CPAs (614) BI5.5000  SrathORSCPA.com =

Mileage

Contractors

1099s
e Y
vendors p—

Unbilled Last 365 Days Ungaid Laat 385 Days
~
(Fon vou

Mover worry if you're paying enough payroll taxes
Fatus on your while Payrell fite and pay your payroll taxes for you.”

1099 TRACKING ~ OPEN BALANCE o ACTION

e i@

$0.00  Create bill |

$0.00  Croato bil |
Create Expanse
‘Write check

Create purchase order
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Make a Vendor’s Record Inactive

QBO windows (continued)

Are you sure you want to make Anderson and Dillard inactive?

(o) I ©
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