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Vendor Maintenance

+ From the ADVANTAGE main menu, select Accounting then Vendor
Maintenance:

Acrviry

Activity Software Get It All Together

Order Processing Production
¥i Accounting Reports

Marketing System ¥i vendor Maintenance

Human Resources

Technical Support
1-877-237-9478

www.activitysoftware.com support@activitysoftware.com

Basic Vendor Information
4+ Click on the Vendor Info tab:

Vendor Maintenance

Aendor Infg: Products
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This tab is for entering in new information only, not searching:

Vendor Maintenance

Mendor Info: Products

Vendor Information Account Information
Account #: [MSC-223 G/L Acct #: [61214
Vendor [Bob's House of Ik m Credit Limit: [ $2,000.00 Tems: |Dueonthe10th v
To edit the Vendor —— dnbed __wwo aspo: [ 0
m |iSt, click on the Address: [123 S. Forest St. MIn&L?.;;?ﬁZ: $500.00 Last Order Date:
Edit... button. B DefautShip [Gps 5]
[ Method:

City/State Zip: |5t Louis MO v |[63102 Tax Information
‘Web Site: |http://bobshouseofink.org Vendor Tax ID: [123456

| =
. Vendor Type: [ Office Supplies v Edt. W3 onFile? v

Date of W3: |04/07/2004

Order Contact Remit To

First Marme: [3et bo same as primany address] |
Last Name: Mame: [
Title:
Phone: |- Ext: | Address: |

Fas: — Beeper: |

Cellular: |:___ [ [

E-mai: | City/State Zip: [

+ Vendor — the vendor’'s company name, not the contact person. To search for a
vendor, click on the binoculars icon.

+ Fill in the vendor’s contact information as shown in the example above. Use the
second line under Vendor for a DBA (doing business as) name if there is one.

Order Contact — your contact’'s name and information, not the company’s.

Account Information — information about how the vendor identifies you.

Account # - the Vendor’s account number for you

-+ + F

GI/L Acct # - Your default General Ledger account number for the Vendor. This field
is optional.

Credit Limit — Limit the Vendor has given you
Terms — terms required for your payment to the Vendor
Last P.O. — the last Purchase Order you issued to this Vendor

Last Order Date — date of the last Purchase Order

Min. Order - this Vendor requires you to order at least this much

- F F F F #

Min. for free shipping — Vendor's minimum purchase requirement to get free
shipping, if available

=

Default Ship Method — use the drop down menu =l to select the shipping method
you want to be this Vendor’s default. You can set up a different one for each vendor.
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Vendor Maintenance

Mendar Info Products

Vendor Information Account Information
Account#: [MSC223 G/LAcct#: [f1214
Vendor: [Gabs Homeofink @ | | CredtLint [ 5200000 Tems: [Dueonthe 10th |
— Min. Order: [ 3100 LastPo: [ 0
Address: [1235. Forest St M'”'s{]?‘;;‘iﬁg: [ 950000  LastOrderDate: | o]

[Sute 201 Defauit Shi
P =
| Method: SES
City/State Zip: |st. Louis |MD L”831 02 Tax Information
‘Web Site: |http: #/bobshouseafink. arg Wendor TaxID: [123456

le?
Vendor Type: [ Office Supplies v]  Edt. W onFile? ¥

Date of W3: |04/07/2004 :

Order Contact Remit To

First Name: | [set to same a3 primary address) |

Last Name: | Hame
Title: |

Phane: |_-_-_ Exl:‘ Address: ‘

2 Beeper: ‘
\

Cellular: [ [

City/State Zip: ‘

E-mait |

Tax Information — used for creating tax form 1099.

Remit To — where the vendor wants payment sent. If the Remit To address is
the same as the Vendor’s primary address, click the yellow button and
ADVANTAGE will fill in the information for you.

Before you leave this screen, be sure to click Save or Save as New.
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Alternate Contact Information

& ¥+ &

+

+ Click on the Alternate Contacts/Notes tab to display the following screen:

Vendor Maintenance

Products

“Wendor Info Alt. Contacts/Motes

Contact
First Mame:

Address:

Last | Vendor : Bob's House of Ink

Contact Related Notes

City/State Zip |
Title:
Fhone: ‘ Ent:|
Fitix, Beeper.
\ \

Cellular.

E-mail

s Mew oy
" i ﬁ[ﬁomtact ﬁ

[~ Order Contact [~ Payable Contact
Contact | Title: | Phone | Ext. | Fan | Ernail Address i‘

A i

Yendor Related Notes Display these notes when entering a PO, [

7R

Contact — enter the information for the alternate contact.
Order Contact — check the box if this is someone you would contact about an order.

Payment Contact — check this box if this is a billing contact.

Contact Related Notes — your notes about this contact. Each contact can have its
own notes.

Save

Click W corvact and ADVANTAGE adds it to the Contact List.

e s
W

A time-saving tip - You can click on a vendor and change only the different information, then click s
create a new contact. It's faster than entering all the information again.

to

Vendor Related Notes — enter any notes you want to associate with this vendor
here.

Display these notes when entering a P.O. — notes to be printed on the Purchase
Order.

Click ®** to save your changes.
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Products Information

While the Vendor Info and Alt. Contacts/Notes tabs relate to the same bill number, the
Products tab is about products. Not about the bill. This is where you assign Products
to Vendors. You don’t need to enter information on the Vendor Info and Alt.
Contacts/Notes tabs to use the Products tab.

Understanding the Vendor/Product Code Relationship

+ ADVANTAGE keeps track of Product Codes internally, and it can match them with
the Vendor Code and the Manufacturer’s code. That means:

+ If you know your ADVANTAGE Product Code you can:

4+ See the Vendors that supply that product.

4+ See the Manufacturer’s codes.
+ If you know the Vendor, you can :

+ See the Manufacturer’s codes the Vendor sells.

4+ See the ADVANTAGE Product Codes you purchase from that Vendor.
+ If you know the Manufacturer’s code for the Product, you can:

4+ See the Vendors that sell it.

+ See your ADVANTAGE code for that Product.

< >

Vendor’s Code
Manufacturer Code

Product Code
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The Products Tab

+ From the Vendor Maintenance screen, click on the Products tab to have this
screen appear:

Vendor Maintenance - 7

Vendor Info Froducts
Product Lookup
vencer: [N -] _# Verd Froduet: | =l
Wendar Type : | j fg. Product : | j
Classification : | = Your Product : - @
Description © |
Include © & Active © InActive ¢ Both Lookup Deset Filters
Vendor [ Description Wend Product_| Mig Product | You Product | Cost] PERU ﬁ
-
Lel | '
Go To Detail __

o Pew H =] P Hen * Exi -

+ To zero in on the product you are looking for, you can use any of the search
filters in the Product Lookup section:

+ Vendor — select the Vendor from a known list by using j or open the
Vendor Search screen with the binoculars icon ﬂ]

+ Vendor Type — choose from your list.
+ Classification — your choice to set up. You can populate the

Classification list from the Go to Detail screen.
+ Description — what the product is.

+ Vend. Product — the code or number the Vendor uses to recognize its
own products.

+ Mfg. Product — the code or number the Manufacturer uses.
4+ Your Product — the ADVANTAGE Product Code.

+ ADVANTAGE will fill in the known information in the bottom section of the
screen.

+ |If you need to start over, click Reset Filters to clear the form.

+ Click on the Vendor you are looking for then click Lookup to get the results. For
existing vendor products, always do the Lookup before you go to the detail. If
you are entering a new product, go directly to the Product Detail Screen.
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+ ADVANTAGE will display the Product Detail screen. This is where you actually
make the Vendor — Product relationship connections. The information is also
used for automatic Purchase Orders.

Product Info

Yendor: [PRESSMAN & A550C v| @ | Vendor Product Code: [Permits Mig. Product Code:
Desc.: |Pemits
Cost: [ $0.0000]/ [ 1.0000]= Cost[ Per Unit Description: [ea. Default Order Qty :
Misc
Quantity Breaks Cassfoation: | =] Edt
| Cost| « | J
Lead Time : D' Days

‘Yendor Pricing was last updated on: :

Associations

Associate w/ your product code I _VJ &

Your product code's UNIT OF SALE is : [

Not
s # of Unit of Sale/ per Unit of Order: |

GL Code [typically an Expense Account or Asset] : v

Location ID : ¥

On Hand: Oty Committed: | Qty On Order: |

Go To List ...

Vendor — here again, you can use j or ﬁ_l to search.

Vendor Product Code — enter it here.

Mfg. Product Code — enter the manufacturer's product code here. This field is
optional.

Desc: - enter a product description that is meaningful to you. The description shows
in the description box on the Product Table.

Cost Eqguation — amount, divided by units, equals cost per unit, where:

+ Amount — Vendor’'s catalog purchase unit price, like per case, per roll, per
each, etc.

+ Units — Number of items in each Vendor’s catalog unit, like items per case,
yards per roll, one each, etc.

+ Cost — your cost for each unit, like cost per item, cost per yard, cost per
each, etc.

Per Unit Description — unit cost is calculated for what? — ea, roll, yd, ft, etc.

Default Order Qty — your usual order, not the Vendor’s requirement

Misc. section:

+ Classification — use this to divide or organize purchases some way other
than by sales category

+ Lead Time — how long it normally takes to get the products you are ordering.
This is how long it actually takes to get your order- not how long the vendor
says or how long you want it to take.

Vendor Pricing was last updated on — optional, just for your information.
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Product Info

Wendor: ,m M Wendor Product Code: W Mfa. Product Code: [i
Desc.: |Permits
Cost: [ $0.0000]7 [ 1.0000]= Cost[ | PerUnitDesciption: [ea  Default Order Qty
Quantity Breaks i Classification: ﬁm
Qly| Cost| « ) .
[ Lead Time : [j Days

Wendor Pricing was last updated on: :

Associations
Associate w/ your product code : | ~| &
Your product code's UNIT OF SALE is : [

Hotés # of Unit of Sale/ per Unit of Order -~ |

GL Code [typically an Expense Account or Asset] : -
Location ID : S
OnHand: Gty Committed: | Oty On Order. |

Go To List ...

Association section — this is where you define the three-way Vendor-Product
relationship

Associate w/ your product code - for the Vendor you identified, which
ADVANTAGE product is associated with that Vendor. Use [ or ﬂ]

Your product code’s UNIT OF SALE is — filled in automatically from the Product
Code you selected

# of Unit of Sale / per Unit of Order — also filled in automatically from the Product
Code

GL Code - typically, this is an expense account or an asset account — where to
apply the purchase. This field is optional. This is not the Accounts Payable account,
but it can be changed in Accounts Payable or on the Purchase Order.

Location ID — use J to select your location ID. Location ID is set up in the
SystemSetup function. It is used for expenses and can be location, department,
region, etc. In QuickBooks, it is called a Class ID.

On Hand, Oty Committed, Oty On Order — if the product is an Inventory Item,
ADVANTAGE fills these areas in for you

Quantity Breaks section:

+ Oty — quantity you have to purchase to get the discount

+ Cost — cost per unit discount you receive if you purchase at least that
guantity

Notes — any notes you wish to enter about the vendor’s product. The notes you enter
here stay here. They are not printed anywhere.

If you are modifying an existing relationship, click ®** or Gololist I

A time-saving tip - You can open an existing product detail and change only the different information, then
click Save as New to create a new relationship. It’s faster than entering all the information again.
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