Create new Suppliers


CREATE NEW SUPPLIERS
To create a new Supplier entry, navigate to the Accounts Payable Maintenance Menu.  Select Suppliers.
Fields indicated as mandatory (Red Label, eg. Supplier Code, Address etc) require data input, where other fields indicated with a Black label eg. Suburb, Pay to Supplier etc do not necessarily require data input, but these fields can be changed if required.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 
PERSONAL 
· Supplier Code – Enter a unique code that will be used to identify this Supplier throughout the system.
· Supplier Name – Enter details of the Suppliers name.
· Alpha Key – Enter an alphabetic key that can be used to sort the Supplier records.

· Date Opened – Enter the actual date the account was opened.

· Our Debtor ID – This is the ID code that our Supplier uses in their system to identify you on their system.  If this is known it can be entered here, otherwise leave this field blank.
· A.B.N – Enter the Supplier’s ABN here, in the format of xx xxx xxx xxx.
· Withhold for ATO – Tick this box if you will be with holding 48.5% from payment for this supplier.  You would only with hold 48.5% if the Supplier did not provide a valid ABN.
· Pay to Supplier – Only used if the Supplier you are creating here has an agent to which payments are made, otherwise leave this field blank.
· Address – Enter the physical address of the Supplier.

· Suburb – Enter the physical Suburb address of the Supplier.

· State – Enter the physical State address of the Supplier.

· Post Code – Enter the Postcode of the physical address of the Supplier.

· Postal Address – Enter the Postal address of the Supplier.  If there is no Postal address this field can be left blank.
· Suburb – Enter the Postal Suburb address of the Supplier.

· State – Enter the Postal State address of the Supplier.

· Post Code – Enter the Postcode of the Postal address of the Supplier. 

· Contact – If you have a regular contact person at this Supplier, enter that detail here.  If you do not have a regular contact at this Supplier, leave this field blank.
· Title – This is the title for the Contact.  Leave blank if not using a Contact or Title of the Contact is not known.
· Telephone – Enter the actual telephone number of the Supplier.

· Fax – Enter the actual fax number of the Supplier.

· Mobile – Enter any mobile phone number for the Supplier. Leave blank if there is no mobile number available.

· Web Page – Enter the web address for the Supplier, if know/exists.

· Home Entity – This will default to the Home Entity you are currently in.  If you need to make the Home Entity a different Entity, use Search to locate valid codes.

· Category – Used for grouping similar records for reporting purposes. Use Search to locate valid codes.
· Payment Terms – Enter valid code for payment terms for this Supplier. Use Search to locate valid codes.  Will be used for trading terms of when the account will fall due.
· Settlement % - Enter a % discount that you are normally allowed by your supplier if payment is received on or before the due date.  If this does not apply leave this field blank.
· Discount Terms – If your Supplier gives you a discount if payment is paid within 7 days for example, you would enter the 7day code here. If the Supplier does not offer you any Discount Terms, leave this field blank.
· Discount % - This is the discount % that you are normally allowed by your supplier if payment is received before the date indicated by your discount terms.  Leave blank if not applicable.
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“The supplier code is used to uniquely identify each of your suppliers.

Marjorie Kenna
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Figure 1: Personal Screen
SUPPLIER DETAILS

The use of this screen is optional.  

It can be used to record additional details that are not catered for anywhere else in the system.

· Descriptive Tag – These are set up in the Accounts Payable Parameters process and allow you to store descriptive detail tags which are specific to your needs, and not catered for within the standard Accounts Payable system.

· Detail Description – This is the actual text or information that you wish to store in relation to the Supplier in response to the Descriptive Tag on each row.
Example:  You may wish to store Type of Business and Builders licence Number as a descriptive Tag. You would set up these details in Accounts Payable Parameters section.  Then, in this process you would enter the types of business and the Licence Number for this Supplier.  
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Figure 2: Supplier Details Screen

ACCOUNTS
· Default Expense – This is a GL Expense account that will default every time an Expense account is requested for this Supplier.  Use Search option to locate valid codes.
This Supplier might be a Stationary supplier, so the default Expense Account might be your Stationary GL Account code.   You can always change this Account code anyway. 

· Default Tax Code – Helps identify the type of Purchasing you do from this Supplier eg. GST Inclusive, GST Additional or GST Free. Use Search option to locate valid codes.
· Control Account – This is a GL Account.  If an entry is made it will default whenever a Control Account is requested for this Supplier.  You can always change this Account anyway. Use Search option to locate valid codes.
· Status – Reflects the current status of this Supplier.  Make required selection from available list.
· Order Lead Time – Suppliers lead time for Order deliveries.  Is the number of days between when order is placed and earliest date that the supplier can deliver.
· Mark up – Enter a % figure to indicate the mark up % to be applied to any products received from this Supplier, in order to arrive at a selling price.  Can be left blank if no mark up is required. 
· Disable Price Updates – Check for Yes if the Automatic price updates indicated from Inventory Parameters for product code and sell prices it to be disabled for this Supplier. Leave unchecked for No if this is to be disabled.
· Deliver by – Enter valid Delivery Code to identify delivery code used for this Supplier. Use Search to locate valid options.
· Delivery Instructions – If any standard delivery instructions are required for this Supplier enter the relevant code here (must exist on the Purchase Order Maintenance – Delivery Instructions process), or else, leave this field blank.  
· QA Standard – Enter Code is relevant. Use Search to locate valid options.
· Fax Remittance – Enter the fax number that all Remittances will be faxed to.
· Fax Attention – Enter the Name to be in the Attention field when Remittances are faxed out.
· Email Addresses – Enter the email address to be used when emailing anything to this Supplier.
· Remittance Delivery Type – Make selection of how Remittances will be delivered for this Supplier.
· Payment Method – Select option from list of how you will be paying this Supplier. 

· Cash

· Cheque

· Automatic Transfer

· Overseas Payment 
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Figure 3: Accounts Screen
If you select the Payment Method of Automatic Transfer a number of additional fields will display for you to enter the Bank Account details of where you will deposit the payment for this Supplier.

These fields will be hidden if the Payment Method is Cash, Cheque or Overseas Payment.

· Payment Method – Automatic Transfer
· Institution Code – Enter the unique code for the particular Financial Institution Branch.  Eg. COMNEW might be for the Commonwealth Bank Newcastle.
Any codes entered here must exist on the Financial Institutions Maintenance process which is located in the Bank Reconciliation Maintenance Menu – or right click with the mouse when the cursor is in this field and select the Maintenance option.  You will then be taken direct to the Maintenance process where you can create this code if necessary. 
Use Search option to locate existing valid codes.

· Account No – Enter the Supplier’s Account number with the selected Financial Institution.  This will be given to you from your Supplier. 
· Account Name – Enter the Account Name for the nominated account for this Supplier.  This will be the Supplier’s Account name with the nominated Financial Institution.

· Lodgement Reference – This may be a requirement from your Supplier, so that they can identify your payment on their Bank Statement.  They may require you to enter a code for identification purposes.  If your Supplier does not have any requirements in this regard, you can either simply enter your name in this field, or you could even leave this field blank.
What you enter here will appear on the Supplier’s Bank statement as the reference when you make a payment.
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Figure 4: Accounts Screen with Automatic Payment Method selected
SUPPLIER NOTATIONS

This screen allows you to record free form textual information on your Suppliers.
The use of this screen is entirely optional.

· Notations – Enter any free form notations in relation to this Supplier.   If you do not require the recording of any free form notations, leave this field blank.
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Figure 5: Supplier Notations Screen
Don’t forget to click on the Save button to save this entry.
ENQUIRY
The Enquiry screen allows you to perform an Account Enquiry on a selected Supplier.  

You will be able to view Summary, Current, Disputed and Historical Transactions as well as any Notes for this Supplier.
Even though you are just creating a new Supplier at this time, there will not be any details appearing in this Enquiry screen.  After the Supplier has been active for a period of time, you will then be able to view the Supplier transactions from this screen.
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“The supplier code is used to uniquely identify each of your suppliers.





Figure 6: Supplier Account Enquiry Screen
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