How To Edit Vendor Contacts

During the vendor creation (see How to Add Vendors) you already created a vendor contact. If you wish to edit this vendor contact or any other contacts
that is already added, here are the steps:

via Entity Tab

1. Click on Contact Name button from Entity Tab.
2. Entity Contact screen will open.
3. You are now ready to edit existing detail or add more details for this contact.
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via Contacts Tab

. Navigate to Contacts Tab.
. Select the contact you wish to modify and click Open button.
. Entity Contact screen will open.

You are now ready to edit existing detail or add more details for this contact.
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During the vendor creation (see How to Add Vendors) you already created a vendor contact. If you wish to edit this vendor contact or any other contacts
that is already added, here are the steps:

via Entity Tab

1. Click on Contact Name button from Entity tab.
2. Entity Contact screen for the existing vendor will open.
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3. You are now ready to edit existing detail or add more details for this contact.
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via Contacts Tab

Navigate to Contacts tab.

Select the contact you wish to modify and click View button.

Entity Contact screen for the existing vendor will open.

You are now ready to edit existing detail or add more details for this contact.

) Entity - AP's Sample Vendor

© »\g‘/ﬂ@}vlﬁ

New Save Search Refresh Undo Additional  Close

Eal ol

Entity | Vendor | Locations || Contacts | Notes | rastory | Attachments | custom

) Remove (4 Email Login | = Layout ~ 7
Email (username) Title Phone Mobile Location Nam

test@sample.com 755-1256 +11251256  AP's Location

5 Entity Contact - APs Contact Allx

s w o B X 3) i

New Save Refresh Delete Undo Email Login Change Password  Close

Detail | Portal Permissions

Ful Name: AP's Contact ”
Email (usemame): ) test@sample.com
Title: e

Phone: 755-1256 Mobile: +1125 1256
Alt Phone: 7551258 Alt Email: | alttest@sample.com
Contact Method: v Fax 755-1257
Location Name: AP’s Location e
Active: Department:

@ 0 |/ | Read || Portal Access: Timezone: | (UTC-05:00) Eastem Time (US & Canada) | ¥
Notes:

@ 2 )| Ready Page 1| of1

During the vendor creation (see How to Add Vendors) you already created a vendor contact. If you wish to edit this vendor contact or any other contacts
that is already added, here are the steps:

via Details tab

1. Click on Contact button from Details tab.
2. Vendor Contacts screen for the existing vendor will open.
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3. You are now ready to edit existing detail or add more details for this contact.
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via Contacts tab

1. Navigate to Contacts tab.
2. Select the contact you wish to modify and click Edit button.
3. Vendor Contacts screen for the existing vendor will open.




4. You are now ready to edit existing detail or add more details for this contact.
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via Details tab

1. Click on Contact button from Details tab.
2. Vendor Contacts screen for the existing vendor will open.



3. You are now ready to edit existing detail or add more details for this contact.

Detail | Locstions | Contacts | History | Attachments |
VendorNe: | 00D0DO0DO01 | Name:  Sample Company
|| Contact .|| 01 | Phone: | 123456789
|
@Evﬂmmm—m 2] x|
Address: “H-" ‘m || E
Save Undo Close {
Zip/Post: Dtz :
]
State/Pn| | Full Name: |01 |
AltPhore | | Email (username): [ME] |test@samp|eco.com Add Photo |
Maobile: Title: | !
]
Website! | phone: 123456789 Mobile: | | [
Bill To: Alt Phone: | | AltEmail: | |
. ]
Internal Contact Method: | |"" Fax: | |
Location Mame: | |"’:
Department: | |
@m0 Portal Access: [T Timezone: |":
Motes:
@ O || Ready 4| Page |1 of 0| b M|

via Contacts tab

1. Navigate to Contacts tab.
2. Select the contact you wish to modify and click Edit button.
3. Vendor Contacts screen for the existing vendor will open.



4. You are now ready to edit existing detail or add more details for this contact.
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