How to Create New Entity

1. On the user's menu panel, open an Entity menu (i.e Users, Vendors, Customers, etc)
2. On Entity search screen, click New button
3. Enter details on Name, Contact, Location, Phone, Email, Address, Organization, and LOB

Create New Entity

Find Duplicates  Close

Details

This screen can be used to add a new Entity if no duplicate entity exists or
it can be used to check for Duplicate Entities and merge them.

MName irely cust

Contact con 1

Lacation loc1

Phone (326) 236-3

Email irely@irely.com

Search Address | Enter address to search...

Address Fort Wayne Avenue

City Indianapolis State IN

Zip/Postal Country | United States

Time Zone (UTC-04:00) Eastern Daylight Time

Organization Company

Line of Business | BioFuel =

7 @ O | Resy

B

4. Click Find

a. Duplicate Entities screen will show, displaying a list of possible duplicate entities

Duplicate Entities

Duplicates toolbar button

Add  Merge Close

Details

» Remove [ Open Export~ 39 View~  Filter (F3)
Entity No. Name Contact Location Email Phone
Todd at. Todd at Custer .. Todd at Custer . twc582...
0001005094 Napole_. Dave Office email@...
0001005094 Napole.. Dave Office email@...
0001005094 Napole.. Dave Office email@...
1005316 Globsl..  Glabsl Customer  Indis kaliraja..
1005325 NewR. GeorgeOlney  Chicage george... (T7RTITTIT
1005330 ACUST.. (CUSTOMS Doral
1005339 Testcu. GeorzgeOlney  Chicago george...  (773)619-0245
1005519 Wheat... SACustomer SA customer
1005584 Special.. JamesGracey  FortWayne special..
1005591 Custom.. Customer Erin 1 abd@e...
7 & Q9 | Ready

Address

4242 Flagstaff..
1900 Northwe...

1739 West Bel...

1612 Saint Joe...

109 Lincoln Hi

Zip/Postal Primary

46815
33172

60657

46825

46774

Entity Type
User
User
Customer
Vendor
Customer
Prospect
Vendar
Prospect
Customer
Customer

Customer

Line Of Business

5. The user can opt to merge or continue to create the entity by clicking the Add button



6. Complete the required fields and save

Ship Via - irely cust

New Save Search Delete Undo Additional =  Close

Emtity | ShipVia  Genersl = Messages = Activities Amachments | Auditlog | EntityType | Custom | Crop Insurance

Name +|irely cust Phone |(326) 236-3 | Entity No | 1005630
ContactName | = |con 1 Suffix Email irely@irely.com [ Mobile &
Class ~|  Contact Information

Location Name | = | |loc 1 Printed Mame irely cust + lnsert % Remove 7 Types

Search Address Enter address to search... Type* Details*

Address Fort Wayne Avenue @ Website theandersonsinc.co View
City Indianapolis State IN

Zip/Postal Country |United States -

Time Zone (UTC-04:00) Eastern Daylight Tit ~  Langusge English -

Dacument Delivery =]

External ERP ID Origination Date | 10/15/2018

Line of Business

Line of Business BioFuel x [sof
Internal Notes

7 @ O 24 | Seved 1| of1 3 Refresh

1. On the user's menu panel, open an Entity menu (i.e Users, Vendors, Customers, etc)
2. On Entity search screen, click New button

Create New Entity

Add Find Duplicates Close

Details

This screen can be used to add a new Entity if no duplicate entity exists
or it can be used to check for Duplicate Entities and merge them.

Narme: ||

Contact:

Email:

Zip/Postal: -
Country: Philippines ”
Phone:

Address:

® B O Ready

3. Enter details on Name, Contact, Email, Zip/Postal, Country, Phone and Address

MNarme: cust-1

Contact: cust-1

Email: cust-1@irely.com

Zip/Postal: | 12241 >
Country: United States h
Phone: 123436748

Address: Test

4, Click Add toolbar button



a. If there are existing entities that matches any of the fields entered, this message will pop up

iRely i21

Match found 13

=3

Duplicate Entities

Add Merge Close

Clicking OK will display the Duplicate Entities screen with the entities matching the setup

Details
% Remove @ Open B8 Layout Q (F3)
Entity No. Name Contact Email Phone Address Zip/Postal | Primary | Entity Type
0001005025 Mercury Payment Sy... Administrator B66-813-7336 150 Mercury Village Dr. 81301 Vendor -
0001005028 John Hancock Retire...  John Hancock Jr. 1-800-395-1113 123 llinais Stree 56023 Vendor
Doug at North Centr... Doug at North ... User
Harriettat Central .. Harriert at Cent.. User
Kent Kercheval Kent Kercheval User
Morgan at Central €. Morgan at Cent.. User
Yan Weichenthal Yan Weichenthal User
0001005062 Enc-111 Ent111 Ent.1@irely.com (323)881-1282... 4000 Union Pacific 20023 Customer
0001005070 Ent-222 Ent-222 Ent-1@irely.com (323) 881-1283 4001 Union Pacific 90023 Customer
0001005071  Software DEMQ Entity OwenOwner  owen@sofmwarecom  555-555-0001 4242 Flagstaff Cv Customer
2262016A S5S New Entity sssentity zzz@z7z.cOM 123456 Ayala Ave 1227 Vendor
22620164 555 New Entity sssentity zz2@zz2.c0m 123456 Ayela Ave 1227 Customer o
@ Ready

If there are no existing entities that matches the entry, Entity screen will open with the supplied information

Entity - cust-1
New Save Search Refresh Delete Undo  Additional
Entity | General | Customer = Split = Farm Locations = Contacts Comments(0) | History =~ Attachments{0) =~ Messages | Custom = Auditlog(0) = Custom Grid
Name: cust-1 Phone: | Entity No:
ContactName |~ | cust-1 Email: [ | cust-1@irely.com Mobile: P
Location Name ~ Origination Date: | 7/21/2016 | Contact Information
Address: @ Test + Insert X Remove & Types
Type Details
Zip/Postal: 12241 | City: Albany
State/Province: NY Country: | United States v
Timezone ~
Document Delivery: -
Print 1099: 1099 Name: Entity Type
1099 Farm: M1+ nsert % Remove
1098 Typa: - BTG
Federal Tax ID: Customer
W9 Signed: =
Internal Notes:
@ @ U B4 Edited Page 1) of1

1. On the user's menu panel, open an Entity menu (i.e Users, Vendors, Customers, etc)



2. On Entity search screen, click New button

Create New Entity

Add Find Duplicates Close

Details

This screen can be used to add a new Entity if no duplicate entity exists
or it can be used to check for Duplicate Entities and merge them.

Mame:
Contact:
Email:
Phone:

Address:

Zip/Postal: w

®@ @ U Ready

3. Enter details on Name, Contact, Email, Phone, Address, Zip/Postal

Name: Ent-001

Contact: Ent-001

Email: ent001 @test.com
Phone: 89-989-989
Address: Ayala

Zip/Postal: | 1227 v

4. Click Add toolbar button
a. If there are existing entities that matches any of the fields entered, this message will pop up

iRely 121

Maitch found 13

0K




b. Clicking OK will display the Duplicate Entities screen with the entities matching the setup

Duplicate Entities

Add Merge Close

Details
¥ Remove @ Open 58 Layout Q |F
Entity No. Name Contact Email Phone Address Zip/Postal | Primary | Entity Type
0001005025 Mercury Payment Sy... Administrator 866-813-7336 150 Mercury Village Dr. #1301 Vendor -
0001005028 John Hancock Retire.. John Hancock Jr. 1-800-395-1113 123 llinois Stree 56029 Vendor
Doug at North Centr...  Dougat North ... User
Harriett at Central C..  Harriett at Cent... User
Kent Kercheval Kent Kercheval User
Morgan at Central C..  Morgan at Cent... User
Yan Weichenthal Yan Weichenthal User
0001005069 Ent-111 Ent-111 Ent-1@irely.com (323)881-1282... 4000 Union Pacific 90023 Customer
0001005070 Ent-222 Ent-222 Ent-1@irely.com (323)881-1283 4007 Union Pacific 20023 Customer
0001005071 Software DEMO Entity Owen Owner owen@softwarecom  555-555.0001 4242 Flagstaff Cv 46815 Customer
22620164 555 New Entity sssentity zz2@272.c0m 123456 Ayala Ave 1227 Vendar
22620164 555 New Entity sssentity 2z2@222.c0m 123456 Ayala Ave 1227 Customer -
Ready

5. If there are no
Entity - Ent-001

New Save Search Refresh Delete Undo Additional ~ Archived Reports APIKey 2.5tep Verification Close

Entity | User Comments(l) Atachments(0) Messages  Custom  Audit Log (0)

Name: Ent-001 Phone: | 0-0808-0898 Entity No:
Contact Name |+ | |Enc-001 Email: [~ | ent001@test.com Mobile:
Location Name | = Origination Dat: 03/28/2016 Contact Information
Address: ) | Aysla Ave + Insert X Remove  Z Types
Type Details
Zip/Postal: 1227 ~ | City: Makati
State/Province: NCR Country:  Philippines ~
Timezone: v
| Princ1099: 1099 Name: Entity Type
1099 Form: ¥ 4 nsert X Remove
1089 Type: v Entity Type
Federal Tax ID: User
WO Signed:

Internal Notes:

User Portal

Portal Access: Portal Admin:
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