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Before you add a new vendor, a thorough search of the database should be conducted to
avoid duplicate entries. If you can not find the vendor you want to use, then proceed

with this set up.
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1. Navigate to Vendors—Vendor Setup/
Maintenance-Vendor Information—>Add
a New Value

2. Enter SDUSD as SetlID.

3. Click Add.

4. Enter the vendor’s name.
(Note: If dealing with an individual’s name,
the last name should be placed in the short
name field followed by the first name. Use
all 10 characters so that as much of the
vendor name as possible will be available for
searching.)

5. Define the vendor Classification.
6. Define the vendor Persistence.

7. Click the Additional ID Numbers
hyperlink.

8. Enter TIN as the ID Type.

9. Enter the vendor’s Tax ID as the
ID-Number.

10.Click OK.
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Click on the Address tab.

Enter the vendor’s address information.

If you need to add additional lines,
click the _+ ] icon.

Click the Telephone hyperlink.

Enter the vendor’s Telephone number.

If the vendor has more than one

telephone number, click the |+ ] icon
to add additional lines.

Click OK.

Click the Location tab.

Fill in location details. (To search for
location specifications click on the G|
icon.)

Click the Sales/Use Tax Options
hyperlink.

Enter Sales/Use Tax Applicability.

Leave Ship to Location and Sales
Tax Tolerance as default values.

Click OK.
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23. Click on the Payment Options hyperlink.

24. Input Payment Control, Bank, and
Payment Handling information.

25. Click OK.

26. Click on the Withholding Setup
hyperlink.

27. Complete withholding information.

28. Click OK.
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29. Click on the Identifying
Information tab.

30. Click Save.
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