How To Add Vendor Contacts

Here are the steps on how to add vendor contacts

1. Create a new vendor Or Open an Existing Vendor Record

® To Create a new Vendor ( See How to Add Vendors)

® Open existing vendor record (Navigate to Purchasing (A/P) > Vendors > Select existing record from Search Screen)
2. During the creation of Vendor Record, Entered Vendor Contact were already set as vendor default contact.

© Purchasing (Accounts Payable) > Select existing vendor record > Entity tab

Entity - Test Vendor

Mew Save Search Refresh Delete Undo Additional = Close
Entity | Vendor = Genmeral | Locations | Comtacs | Split | Farm | History = Messages | Activities(D) | Amachmenss(0)  Auditlog(2) Custom | Crop Insurance
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© Purchasing (Accounts Payable) > Select existing vendor record > Contacts tab

Entity - Test Vendor

New Save Search Refresh Delete Undo Additional = Close

Entity = Vendor | Genersl | Locations | Contacss | Split | Farm | History = Messages | Activities(0) = Awachments(0) = Auditlog(Z) = Custom = Crop insurance
+ Inzert Q4 Open X Remove [-]Emaillogin B8 View Filter (F3)
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| TestVendor Contact testvendor@gmail.c... (571) 14454 Test Location {UTC-04:00) Eastern ... | v|
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3. To enter a multiple vendor contacts.

© Navigate to Purchasing (Accounts Payable) > Select existing vendor record > Contacts tab > Click Insert > Populate the required fields >
Save > Close
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Here are the steps on how to add vendor contacts

1. Create a new vendor Or Open an Existing Vendor Record

® To Create a new Vendor ( See How to Add Vendors)

® Open existing vendor record (Navigate to Purchasing (A/P) > Vendors > Select existing record from Search Screen)
2. During the creation of Vendor Record, Entered Vendor Contact were already set as vendor default contact.

© Purchasing (Accounts Payable) > Select existing vendor record > Entity tab
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Purchasing (Accounts Payable) > Select existing vendor record > Contacts tab

Entity - Test Vendor

New Save Search Refresh Delete Undo Additional = Close
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3. To Enter a multiple vendor contacts.

© Navigate to Purchasing (Accounts Payable) > Select existing vendor record > Contacts tab > Click Insert > Populate the required fields >
Save > Close



n iRely LLC
IRELY ADMIN - e
Collapse Menus
New Open Impor Refresh Report -

Accounts Pay [l 8 Vew  Q TestVendor1 X 1 record(s) (1 selected)

Home

Purchasing (Accounts Payable)

EntityNo Frone sosress Gy Scate 7o
Purchase Orders
v 1005381 Entity - Test Vendor 1
Voucher Batch Entry
Vinxchers New Swe Semh Refesh Delew Undo Addiionsl - Close
Batch Posting Envty | Vendor | Genaral | Locasons [ Comtamng) Spit | Farm | Mismory | Messages | Awvines (@) | Amschmenss(0) | Audtiog(1) | Cusom | Crop insurance
PayVouchers 4o D Opan % memove [gmaiizn B View  Feer ()
O Name fmaiDswintzn | Emslwzername) | T prone woie LocationName | Time Zone
Test Vendor 1 Conta. sestvendorfcontact.. Locationt (UTC0400) Eastern 1 =
Process Payments
Import Vouchers from Origin
Entity Contact -
1099
e New Save Delere Undo Close
o Detal | CRM Information | AuditLog (0] | Additonai Informaiton
Vendors Full Name 4 Suffix User Portal Settings
s Tide Nickname
Email (username) PormlAccess || UserRoie
Frone Mobie Username
Location Name || Portal URL [ ocainosuimci7113arizy
Address
Contact Information
+ inser % Remave / Types
ay Stete =
| Type” Details™
ZipiPostel Country ‘
Time Zene
Comact Method «| Degt
Email Distribution < Type v
_ Notes
? Rezdy
Active v Renk |1
7 Ready page 1| or1

Entity - Test Vendor 1
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Here are the steps on how to add vendor contacts:

1. Create new vendor (see How to Add Vendors) or open an existing vendor record from Purchasing > Vendors.
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2. Navigate to Contacts tab and click Insert action button to open blank Entity Contact screen.

Entity - Cracked Mug
New Save Search Refresh Delete Undo Additional ~ Close

Entity Vendor ~Spit Farm Locations = Contacts | Comments(0) History = Attachments(0) —Custom

X Remove [-JEmaillogn 8 Layout ~ Q

New Save Refresh Delete Undo Close

Detail | Audit Log(0)

Full Name:

Email (username): Add Photo

Title:

Phone: Mobile:

Alt Phone: Alt Email:

Contact Method v Fax

Location Name: v
Active: | Department:

Portal Access: Timezone; v
Type: v

Notes:

€mail Distribution: .
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3. Ernter contact details and click Save.
4. Close Entity Contact screen. Newly added vendor contact will be displayed on the grid.

Entity Vendor  Split Farm | Locations | Contacts =~ Comments(0) History = Attachments(0) —Custom —AuditLlog(2)

4+ Insert @ Open x Remove [-EmailLogin B3 Layout Q, |Filter Records
Name Email (username) Title Phone Mobile Location Name Timezone Portal Acce...
Cracked Mug. apsamplevendor@gmail.com Cracked Mug v
| Contact 2 Contact2@testemail.com Staff 755-8547 Cracked Mug

Here are the steps on how to add vendor contacts:

1. Create new vendor (see How to Add Vendors) or open an existing vendor record from Purchasing > Vendors.

2. Navigate to Contacts tab and click Insert action button to open blank Entity Contact screen.
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3. Enter contact details and click Save.
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Email (username): [@ testl @example.com
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4. Close Entity Contact screen. Newly added vendor contact will be displayed on the grid.
) Entity - AP's Sample Vendor BYEIES
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Here are the steps on how to add vendor contacts:

1. Create new vendor (see How to Add Vendors) or open an existing vendor record from Accounts Payable > Maintenance > Vendor.
2. Navigate to Contacts tab and click Insert action button to open blank Vendor Contacts screen.
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3. Enter contact details and save.
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4. Click Close button. Newly added vendor contact will be displayed on the grid.
Here are the steps on how to add vendor contacts:

1. Create new vendor (see How to Add Vendors) or open an existing vendor record from Accounts Payable > Maintenance > Vendor.
2. Navigate to Contacts tab and click Add action button to open blank Vendor Contacts screen.
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3. Enter contact details.
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4, Click Save and Close buttons.
5. Newly added vendor contact will be displayed on the grid.
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