Edit a Vendor
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Vendor information can be edited at anytime if the user has vendor edit permissions.
To edit a Vendor, navigate to Accounts Payable > Vendors.

The Vendor list is displayed. Locate the vendor you need to edit, and then click the hyperlink of the vendor in the
Vendor # column.
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The Vendor page is displayed. Click the Edit button at the upper right of the page.
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0 Los Angeles, CA 80025
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0 Yoo
300 2| (% No)
T 1099 Eligible? | (X No )
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200 Remit To Address | -
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0
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— Current — 1-30 Days — 31-60Days = 61-80 Days — 91+
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1076 May 12, 2022

1083 Jun6,2022

The Vendor is displayed in edit mode. Make the necessary changes, and then click the Save button at the upper
right of the page.
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Vendor Number e | 2501 CustomerNumber | FES10225
Name » | Tri-Ed Web Page Web Page
PayableTo | Tri-EdIntemational Terme | Net4s M
Memo Memo Taxpayer ID Number 566084491
Mailing Address | POBox 3255 Remittance Address | Address
Address 2 Address 2
Los Angeles California x v || 90025 Plus & City v || Zipcode || Pluss
Primary Phone - Ext Sales Phone ( ) - Ext
OtherPhone | () - | Ext SalesEmail | Sales Email
FaxNumber S P Support Phone ) - Ext
Email | carolynj@boldgroup.com Support Email | Support Emai
Branch « | Wisc. % v
Default Payment - Comments
AP GLAccount » | 55100 - COGS - Service Parts x v y
0/250
1099 Eligible? no
Tax Agency o




