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To arrive at the Vendors List, navigate to Accounts Payable > Vendors.
Functions available from the Vendors List are:

Add a new vendor.

e Export the currently viewed grid data to an Excel file.

e Click on the hyperlink of a Vendor # to open the vendor record.
e Sort the grid on any of the column headers.

e Group the grid data by one or more columns.

e Create filters to refine the data displayed.

e Select additional or different columns to display in the grid area, and save as a custom grid layout.

Vendors

ﬁ Export to Exce Custom Grid Layout

Drag a column header and drop it hera to group by that column
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Bald Group Software 0123456789
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Acme Alarm Ser
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A1 Testing Labs 4405490304
Ace Hardware 3.753.50 (888) 555-2222
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