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Creating a New Vendor Card Manually
For further help on any given field, select the field and click on the Help icon in the upper right corner or F1. 
1. On the Role Center, choose Vendors to open the list of existing vendor cards.
2. On the Home tab, in the New group, choose New.
3. If the No. field is system generated, tab from the field and the number will be assigned. Else, If No. is to be manually assigned, enter the unique vendor number.
4. Fill in the General FastTab as required.
1. Name, address, contact information.
2. Search Name. Optional search name than the one entered in the Name field.
3. Purchaser Code. Optional. Select the name of the purchaser responsible for this account. 
4. Responsibility Center. Optional. Select the responsibly center responsible for this account. 
5. The Blocked field indicates if payments to the vendor or all vendor transactions should be blocked from allowing users to process transactions. Leave this field blank if all transactions should be allowed. 
5. Fill in the Communications FastTab as required.
6. Fill in the Invoicing FastTab as required.
1. Vendor No. The vendor is the vendor location to which payments are sent. This may be different from the vendor location that ships product orders (the buy-from vendor). If the vendor is different from the buy-from vendor, set up the vendor as a separate vendor card and then reference the vendor in the Vendor No. field.
2. Check the box for Tax Liable if you are required to pay sales tax to the vendor.
3. Select a Tax Area Code for the appropriate sales tax to be paid. The tax area is a groups of tax jurisdictions. When a purchase is taxable the system uses the tax area and the tax group (set on the purchase order or AP invoice lines) to determine the correct tax rate. This information can be changed on purchase orders and purchase invoices.
4. If applicable, in the Gen. Bus. Posting Group, select the correct code. The general business posting group is used in conjunction with the general product posting group to determine the correct accounts for sales, cost of goods sold, and inventory adjustments.
5. The VAT Bus. Posting Group/ TAX Bus. Posting Group is not used.
6. The Vendor Posting Group is required as this posting group drives the transaction to the trade payables general ledger number. 
7. Invoice Disc. Code requires a separate set up before first use. The codes define discounts a vendor gives based on purchase dollars or quantities. 
8. Prices Including VAT check box is not used. Leave it blank. 
9. Allocation Code requires a separate set up. Allocation codes allow for certain transactions to allocate to multiple areas. For example, electrical bills that need to go to various departments housed in one building. 
10. Prepayment % requires a separate set up.
7. Fill in the Payments FastTab as required.
1. Application Method field determines how to apply payments. If payments to this vendor should be applied to the oldest invoice for this vendor, select Apply to Oldest. If you want select invoices for payment at the time of printing checks, select Manual. 
2. Enter the Payment Terms Code. If terms are not listed, set up needed terms. Terms can be changed at time of purchase order or invoice. 
3. Priority is used as part of the process for selecting invoices for payment. Invoices from vendors with a number 1 priority are paid first. In the Priority field, type a priority level for this vendor.
4. Cash Flow Payment Terms Code. Optional. Select the terms to be used in calculating cash flow. 
5. IRS 1099 Code. If the vendor is IRS 1099 Code eligible, select the appropriate code from the pull down list. 
6. Federal ID No. Required if the vendor is 1099 eligible. 
7. Tax Identification Type. Enter the correct type for this vendor. 
8. TAX Registration No /VAT Registration No. is not used. Leave it blank. 
9. RFC No. is not used for domestic vendors. 
10. CURP No. is not used for domestic vendors.
11. State Inscription field is for the vendor’s state tax ID number. This is an optional field. 
12. Our Account No. field. Optional. Enter your companies account number for this vendor.
13. Block Payment Tolerance. Check the box if you want to block payment tolerances for this vendor. Applicable only if payment tolerances are utilized for your company. 
8. Fill in the Receiving tab as required.
1. In the Location Code, if applicable, enter the location this vendor normally ships to. Can be changed at time of purchase order or invoice entry.
2. In the Shipping Method Code, if applicable, select the code most often used for this vendor. Can be changed at time of purchase order or invoice entry.
3. In the Shipping Agent Code, if applicable, select the code most often used for this vendor. Can be changed at time of purchase order or invoice entry.
4. In the Lead Time Calculations field, if applicable enter the number of days lead time this vendor requires.
5. In the Base Calendar Code is used in conjunction with the shipping agent. 
9. Fill in the Foreign Trade tag as required.
Creating a New Vendor Card Using a Template
Creating a Vendor Template
Templates can be set up to aid in auto-filling repetitious field that are common to all vendors or types of vendors. Templates can also ensure the certain fields are filled in correctly or made mandatory. The user must be taught how and when to use the template. There is no system prompt for reminding the user. 

1. In the Search box, enter Configuration Templates, and then choose the related link.
2. On the Home tab, choose New.
3. Complete the Header
1. Code. Enter a unique code.
2. Description. Give a description that would let the user know in what circumstance to apply this code.
3. Table ID for vendors is 23.
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4. Complete the lines
1. Type. In most cases will be Field
2. Field Name. Double click on the line to bring up a list to choose from. Select the field name you want to include.
3. Field Caption will auto populate.
4. Template Code will be used only when the Type is set to template. 
5. Default value. If you want the same information to be entered in this field every time the template is applied, enter a default value. The user may change this at time of actual vendor set up. Can be used for most common set up. 
6. Skip Relation Check. Leave the box blank so the system checks entered values against related tables. 
7. Mandatory. Check the box if you want this field to be mandatory when entering new customers. 
8. Reference. This is a free form field to add more narrative to the line set up. 
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Applying a Template When Setting Up a New Vendor

1. [bookmark: _GoBack]In the Search box, enter Vendors, and then choose the related link.
2. On the Home tab, choose New.
3. Leave the No. field empty to automatically insert a number or if the system set up is to manually enter, enter a number.
4. On the Home tab, in the Process group, choose Apply Template.
5. In the Config. Template List window, select a template and then choose the OK button. Template data will automatically be filled in. Complete the remaining necessary card fields. 

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Create New Vendor Accounts” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh173624(v=nav.71).aspx
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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