How to Add an Entity Location on any Entity Type

Once an entity is saved, an entity location will be created as well and will become the default location.
Here is how to Add Another Location on Location tab:
1. Open the entity record.

2. Click the Location tab then click the Insert button
3. Enter the necessary details on the screen. Note that fields with asterisk are required

Entity Location - ABC Loc

New Save Delete Undo AddasVendor Close

Detsils | 1099 Override | AuditLlog | Amachments
Location Name # ABC Loc Location Type Location ~
Printed Name * abel Active v
Description ABC Loc
Search Address Enter address to search...
Address Fort York Boulevard @
City Toronto State/Province  |ON
Zip/Postal 123 Country Canads ~
Time Zone (UTC-04:00) Eastern Daylight Time | v | County Toronte Divisio
Phone 632323 Fax 151651
Currency usD hd
Ship Via Barge ~ | Terms Met 30 | hd |
Tax Group expense tax v | Warehouse 0001-Fort Wayne ~
Tax County ‘ ~ |
Pricing Level o1 ~ | Freight Terms  =|FOB ~
Latitude 43.6388363 | Longitude I’\\S -79.4003053
Notes Sample location for ABC
Oregon Fadility No. |01
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Fields Description

Location Name
Location Type
Printed Name
Description
Address
County

Phone and Fax
Currency

Ship Via
Terms

Tax Group
Warehouse
Tax County
Pricing Level
Freight Terms
Latitude and Longitude
Notes

Oregon Facility No.

Enter a name for the entity location

Location | Farm

Defaults to entity name

Brief description of the location

Address, City, State/Province, Zip/Postal, Country and Time Zone of the location
Automatically filled with the County related to the address.
Enter Phone and Fax numbers

Currency that will be used by the location

Ship Via

Default value will be the same with the entity

Selection of Tax Groups

Selection of company locations

County of tax code related to the State

Pricing Level

Freight Terms

Latitude and Longitude related to the address

Notes

Accepts up to 30 characters



4. Click the Save toolbar button. The created location will be available on the selection of default location on Entity tab.
5. When the created location is selected, Location Name, Address, Zip/Postal, City, State/Province and Country fields will be updated as well.

Customer - abcl

New 5ave Search Delete Undo Additional -+ Close

Entity | Customer = General | Locations = Contacts

Split  History Messages = Activities  Attschments  Auditlog = Entity Type = Custom  Crop Insurance
Name = abcl Phane | Entity No | 100
ContactName || test Suffix Email  peth.delapaz@irely.com [ Mobile &
Class ~ | Contact Information
ABC Loc Printed Name | abct + Insert X Remove 7 Types
B -
Search Address Enter address to search... Type pels
Address Fort York Boulevard ®
City Toronto State ON
Zip/Postal 123 Courtry | Canada -
Time Zone {UTC-04:00) Eastern Daylight Tii| ~ | Language | English -
Document Delivery [ Freight Terms FOB -
External ERP ID Origination Date  07/31/2018
Line of Business
+ Insert X Re T
e smove 7 Types Internal Notes
Line of Business Salespersan
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Here is how to Add Another Location on Location tab:

1. Open the entity record.
2. Click the Location tab then click Insert button

Entity - 107-Ent
Mew Save Search Refresh Delete Undo Additional - Archived Reports APIKey 2.StepVerification Close
Entity | Vendor | Split | Farm | User ShipVia | Locations | Contaets | Comments(0) | History | Attachments (0) | Messages | Custom | AuditLog(S)
+ rt| Q Open X Remove 88 Layout Q |F
mnName Address city State/Province | Zip/Postal Code | Country Phone Fax
108-Ent Location 108-Ent address MONROE N 46772 United States
107-Ent Location 107-Ent address MONROE N 46772 United States

Pricing Level




3. Enter the necessary details on the screen. Note that Location Name field is required

Entity Location - 107b Ent

New Save Refresh Delete Undo
Details
Location Name: | 107b Ent

Address: DC

Zip/Postal: 20075 v | Ciny:
State/Province:  |DC Country:
Phone: 444-55-55 Fax:
Ship Via: Truck ~ | Terms
Tax Group: DUP: IN 55T ~ | Warehouse:
Pricing Level: 02
Freight Terms: Pickup
County: test
Notes: Test
Active: v

@ © Y Ready

Washington
United States
44547884

Due on Receipt
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4. Click Save toolbar button
5. The created location will be available on the selection of default location on Entity tab.

Entity - 107-Ent

New Save Search Refresh Delete

Entity | Vendor | Spi
Name:
ContactName |-
Location Name | -
107b Ent

108-Ent Location

107-Ent Location
Zip/Postal:

State/Province:
Timezone:
Print 1099:
1089 Form:
1099 Type:
Federal Tax ID:

WO Signed:

Undo Additional ~ Archived Reports  API Key 2Step Verification Close

it | Farm | User | ShipVia Locations | Contacts | Comments{(Q) = History | Attachments(0) | Messages  Custom | AuditLog(s)
107-Ent Phone: | 123-456 Entity No:
107-Ent Email: [~ | 107-Ent@irely.com Mobile:
107-Ent Location Origination Date: | 04/14/2016 E| Contact Information
107-Ent address +imsert X Remove o Types
Type Details.
46772 ~ | City: MONROE
N Country: | United Seates v
(UTC-11:00) Coordinated Universal Time-11 ~
1099 Name:
~ | Entity Type

+ Insert X Remove

Entity Type

00010051

ELl




6. When the created location is selected, Location Name, Address, Zip/Postal, City, State/Province and Country fields will be updated as well.

Entity - 107-Ent
New Save Search Refresh Delete Undo Additional ~ Archived Reports APIKey 2-Step Verification Close
Entity | Vendor = Split = Farm User ShipVia | Locations @ Contacts Comments{0) History = Attachments(0) Messsges = Custom = AuditLog(7)
Name: 107-Ent Phone: |123-456 Entity No:
Contact Name | ~ || 107-Ent Email: &4 |107-Ent@irely.com Mobile:
Location Name | = | 107b Ent Origination Date: | 04/14/2016 | | Contact Information
Address: § bc + Insert X Remove 7 Types
Type Details
Zip/Postal: 20075 v | Giry: Washington
State/Province: DC Country: | United States v
Timezone: (UTC-11:00) Coordinated Universal Time-11 v
Print 1099: 1099 Name:
1099 Form: None v
1099 Type: ~ | | Entity Type
Federal Tax ID: + Insert X Remove
WO Signed: Entity Type
Internal Notes: Test Ship Via
Vendor
User
User Portal
Portal Access: | Portal Admin: |107-Ent
Y [ Saved Page

00101

Ell

~ | UserRole
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Here is how to Add Another Location on Contacts tab:

1. Open the entity record.
2. Click the Location tab then click Insert button

Entity - 115-Ent

New Save Search Refresh Delete Undo Additional ~ Close

Entity Customer | Spit | Farm | Locations | Contacts | Comments(0)  History
Q Open X Remove SSLayout  Qu Filter Records (F3)
Location Name Address City State/Province
115EntLocation  115-Ent address MONROE N
v/ 115b-Ent 115b-Ent Washington DC

Attachments (0)

Zip/Postal Code
46772
20078

Messages | AuditLog (1)

Country Phone Fax

United States

United States 4445656 232-565665

Pricing Level

o1



3. Enter the necessary details on the screen. Note that Location Name field is required
Entity Location - 115b-Ent

New Save Refresh Delete Undo Close

Details
Location Mame: | 115b-Ent
Address: 115b-Ent
Zip/Postal: 20078 w | City: Washington
Stare/Province: |DC Country: United States ~
Phone: 444-5856 Fax: 232-565665
Ship Via: Truck v | Terms 15th of Manth v
Tax Group: ~ | Warehouse: W
Pricing Level: m bl
Freight Terms: Pickup >
County: w
MNotes: Test
of | Active: v .
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4. Click Save toolbar button
5. The created location will be available on the selection of default location on Entity tab.

Entity - 115-Ent

New Save Search Refresh Delete Undo Additional = Close

TEntty | Customer | Spit | Farm | locatons  Comtacts | Comments () History | Amschments(0)  Messages | Audit Log (1)

Name: 115-Ent Entity No: | 0001005008
Contact Name |~ | 115b-Ent Email: =] 115b-Ent@test.com Phone: | 444-55-55
115-Ent Location Entlty Type

115-Ent Location 115-Ent address + Insert X Remove

115b-Ent Entity Type

Customer

Zip/Postal: 46772 v | City: MONROE

State/Province: IN Country: | United States ~

Alt Phone: 444-55-56 Alt Email: | test@test.com

Mobile: 09061234567 Fax:




6. When the created location is selected, Location Name, Address, Zip/Postal, City, State/Province and Country fields will be updated as well.

Entity - 115-Ent

New Save Search Refresh Delete Undo Additional ~ Close

Entty | Customer | Split | Farm  Locations | Contacts | Comments(0) | History | Awachments (0) =~ Messages | AuditLog(1)
Name: 115-Ent Entity No: 0001005008

Contact Name 115b-Ent Email: [ 115b-Ent@test.com Phaone: 4445555

4

Location Name | v | 115b-Ent Entity Type

Address: @ | 115b-Ent + insert X Remove
Entity Type
Customer

Zip/Postal: 20078 v | City: Washington

State/Province: DC Country: | United States -

Alt Phane: 444-55-56 AltEmail: | test@test.com

Mabile: 09061234567 Fax:

Website: &

Timezone: (UTC-11:00) Coordinated Universal Time-11 ~

Internal Notes:
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