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How to Create a New Vendor Record
Learn the essential steps to add a new vendor to your accounting system. This guide
walks you through inputting contact information, selecting posting groups, and
assigning purchaser codes to ensure your records are accurate. You'll learn how to
setup banking information for ACH and document setup for automated emails for
ACH remittances.

Create Vendor Record

1 Click "Vendors"
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2 Click "New"

3 Click "Name" enter the name of the vendor
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4 If the vendor has selected payment via ACH, select ACH from the dropdown
options from the Purchaser Code field.

5 Click "Address" enter street or PO Box information. You may also use this field for
vendors who have a company name but need the W9 issued in their name such as
with Tim Moore Machine or for an ATTN to.

Enter the City, State and Zip code in the appropriate fields
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Configure Posting Details

6 Select VENDORS as the Gen. Bus. Posting Group.
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7 Select TRADE as the Vendor Posting Group.

Complete Vendor Details
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8 Click "Federal ID No." and enter the number from the vendor's W9

If you have the Payment Terms, select it from the dropdown. If not, come back
and enter this information when you receive it.

9 Click "Vendor"
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10 Click "Bank Accounts"

11 Click "New"
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12 Click "Code" and enter the vendor's # space - space ACH

13 Enter the bank name in the Name field



Made with Scribe - https://scribehow.com 9

14 Click "Bank Account No." and enter the account number

15 Click "Transit No." enter the ABA number
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16 Click "Use for Electronic Payments" and switch it to the right to use this electronic
payments

17 Click "Back"
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18 Click "Back"

19 Click "Document Layouts"



Made with Scribe - https://scribehow.com 12

20 Click "Vendor Report Selections"

21 Click "Report ID" enter 11383 - this selection is for the automatic remittance email
that will occur when processing the Export in the ACH payment journal
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22 In the Send to Email field enter the vendors email address with a simi colon
following enter AP email address

23 Click "Vendor Report Selections"
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24 Click "Report ID" enter 400, this report is for the option to be able to send the
remittance information after the ACH export file has been completed.

25 Click "Email Body Layout   " click on the dash to bring up drop down option of
email formats. You won't be able to select the dropdowns until the 400 report is
selected
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26 Click "Description ManzanaExportElecPaymentsWord.docx"

27 Click "OK"
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28 Click "Email Attachment Layout (Blank)" click on the dash to bring up drop down
option of email formats

29 Click "Description ManzanaExportElecPaymentsWord.docx"
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30 Click "OK"

31 Click "Email Body Layout   " click on the dash to bring up drop down option of
email formats
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32 Click "Layout Name Manzana Word layout for Remittance Adivce - Entries"

33 Click "OK"
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34 Click "Email Attachment Layout (Blank)" click on the dash to bring up drop down
option of email formats

35 Click "Description ManzanaExportElecPaymentsWord.docx"
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36 Click "OK"

37 Click "Close"
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38 Click "Choose a value for Payment Method Code"

39 Click "Code, sorted in Ascending order ACH"
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40 Click "Choose a value for Preferred Bank Account Code"

41 Click "Code, sorted in Ascending order V001828 - ACH"
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42 Click "Back"


