QUiCk lesson For more information, see Help > Contents > Vendors.

Setting up vendors

Goal: Set up your vendors in Ajera so you can use them in your daily work. J

In this quick lesson

Step 1: Enter general information
Step 2: Enter the vendor's address
Step 3: Enter 1099 information
Step 4: Enter insurance information
Step 5: Enter contacts
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In this quick lesson, you will learn how to:
e Enter general information about the vendor.
e Record 1099 information related to the vendor.
e Enter insurance-related information for the vendor.

o Reference key contacts.



For more information, see Help > Contents > Vendors.
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Step 1: Enter general information [
Mame endor “:
1. Select Setup > Vendors. w_mm =
A list appears of all the vendors you created so far. :ﬁg:cmw;:w oo
2. Click the New button. | S _::.m
3. Begin by entering some general information about the vendor. :5;:::;::" pe
:Llusbwm &wlme
| [Feis M. Kingalery [Emplarne
_:lmchum- Mechasical Cormultoet
| Mk i Reyen Emgloyme
| May T Boyte Emgloyee
| Horihwest Power Suegly General Office -
_jmnu [Emeloyee
_;w..n.ﬁw [Erslores
Enter the vendor's

name.

N r—

It appears on checks,
1099 forms, reports,

and selection lists. Genersl | Address | 1099info | insurance | Contacts | Custom Fields | Atachments | Notes |

\Nﬂﬂ‘l= |EVAGTBup |
Select the vendor type. /Iendcrivpe [Bectrical Consutant = Calculste payment date by |Number of days -
Vendor types are used Depariment | =) Number of days from invoice date [30 |
to group similar Account | ] Day of the monthtopay [0 |
vendors together for Date established |:’
reporting purposes.

Phone Numbers

For example, one of your firm's key issues is
managing consultant contracts. Because this
vendor has a vendor type of consultant, it is

included on the Consultant Management and
Consultant Pay When Paid reports.

You set up vendor types in Setup > Vendor
Types.

]
=)

Cancel Delete H Help
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Step 1: Enter general information (continued)

4. Continue entering general information about the vendor.

For ajeraComplete or the
Departments add-on only.

The Department field appears
only if you selected to use
departments in Company >

Preferences.
If you want a department to - up You can specify the
appear on an invoice distribution - a payment date for the vendor
: ; g Status ither th ber of d
for nonproject entries, select it in ?S eit her_t e r_1umd er of days
this field. You can change it on General Add Cord G i el N rom the invoice date or a
the vendor invoice. ( ' 1059 Info , , : , F'dds, , ) specific day of the month.
Name |EVA Group |
3 Vendor type |Bectical Consulant = Calculate payment date by | Number of days 'P
Enter the account that you want 0 | = N of days from nvaice date [0
to appear on an invoice Account | T — o5y EI

distribution for nonproject
Doccsblshed ]

entries. You can change it, if 7
needed, on each vendor invoice. Phene Numbers \
/ [503451-5580 | |Business |

I | |

|

Enter the date you started | ||
doing business with the Fax [503451.5582 | [Businssss fax

vendor.
Email | =
Q&absim [wvw bvagroup.com & \

il [

Enter this general contact
Cancel H Delete information.
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Step 2: Enter the vendor's address

Click the Address tab, and enter the address information.

The vendor's mailing address prints on Accounts Payable checks.

For more information, see Help > Contents > Vendors.

Step 3: Enter 1099 information

1. Click the 1099 Info tab and complete the information for the vendors to

whom you send a 1099 form.

Select this
check box.

Enter the vendor's tax ID number.
This is usually the Social Security

Enter the type of 1099 form that you send to the vendor.

If you need to print more than one type of 1099 form for a
vendor, set up a separate vendor for each 1099 form type that
the vendor requires.

[¥] Recaives 1099 form

Form type |Nnnemplnyee r:nmpensam

ecipient ID [93-1238877
number or Federal ID. -
o] \

Reported amount | 0.00

Federal tax withheld |0.00

[] W form receiv

WO business hype IIndeuaUSn.la Pri
W3 cther description

(<)o ]

Recipient name | \

Ajera automatically prints the
vendor name you entered on the
General tab in the recipient's name
box on the 1099 form.

If you enter a name here, Ajera
prints it on the first line. On the
second line, it prints the vendor
name prefaced with DBA. For
example, the Vendor Name is Meier
Consultants and the Recipient
Name is Bill Meier. The 1099 form
Recipient’s name box contains:

Bill Meier
DBA Meier Consulting




Quick lesson: Setting up vendors

For more information, see Help > Contents > Vendors.

Step 3: Enter 1099 information (continued)

2. Continue entering 1099 information for the vendor.

Soe [feive 7]

| Genersl [ Address | 1089ifo |insuance | Contacts |Custom Fields | Atachments | Notes |

If you received a W-9 from the <

vendor, select this check box.
This form is arequest for the
vendor's tax ID number and
certification.

V] Recsives 1033 forn If you want to print a specific amount

Formtype |Nonemployes compensation on the 1099 form for this vendor
instead of the amount Ajera
automatically calculates, type it here.

Recipient ID 331233877

Recipient name |

1055 Ovenide
Reported amount |0.00 r

Federal tax withheld |0.00

-

If you want to print a specific amount
for federal income tax withheld on the

148 business type Ilndwlduala'Sderpﬂetu 1099 form for this vendOI’, type it here.
W9 other description | 4\

In the W9 Business Type field, select
the vendor's type of business. If you
select Other, type the vendor's
business type in the W9 Other

Cancel H Delete

Help]

Description field.
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Step 4: Enter insurance information

The Insurance tab appears for vendors set up with a vendor type
(Setup > Vendor Types) that has the Consultant check box
selected. You use it to verify that your consultant's insurance
policies provide adequate coverage for the project work
performed.

Click the Insurance tab, and enter information about the
vendor's insurance.

Satus =

| Gereral | Address | 1039info | Ihsurence | Cortacts | Custom Fields | Attachments |  Notes

[ Tz | Proof Required [y — Er bt B ot || B e
P(Genera1 Liability v( American Insurance 277-3455621-01 | 1.000.000 (060310 |08/0/11

Automobile State Farm Insurance 2876-32322-550 D |05/0310 05/0311

Select the type If you require
Enter information about the policy,
such as the name of the insurance

of insurance. proof of
insurance,
select this
check box.

company issuing the policy, the
policy number, amount, and
coverage dates.
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Step 5: Enter contacts e — —

tonesl | Addmss [ Wetien [nsence| Comace | st lieds Hictes.

Click the Contacts tab, and add any people you contact at this
vendor, along with any related information in the field directly e ﬁﬂ
under the contact.

To learn more about how contacts work in Ajera, from the
Contents in Help, select Contacts > About contacts.

by o Hea llaul
Tmeres Manln by o Hea llael Bscdukxd
Stan Mesrkin ity of Parfland Frojecs Mara
130y { iy 1 Emaann | ewsinpoes FogEens
1 atty { anker: 1 Emaann | ewsinpoes Archinet
Chorles Doncldafin Dowson Devdlopars. Drwncr
Bryon Evora Dowson Devdlopars. Billing Clerk
James Moley {Clobel Diuegrinting A Clark
Kathrine Mrench Mew Contact
5-9-34'@ Contact - B=n Grayson g
Jan Green Moriond Mublic Schodls
Derms Helman Surtiand Public Schodls Slalus | Active = '_,J
Gordon Trirton Sivetz. Trinton and Underwood
St Eliicon S ol Dvespm Ganezl | e | [ tioten |
Tudyy Camikem Tiisrwd Firat Middic Last
[T — Name Ben | Gaen ]
g Compamy | fndamon O
Tille | 'msidlerd
Iype | Chert
To later see complete AT
information for the contact, SR Irﬂ"
select the contact, and click |
the Edit button. To qu|Ck|y set up a (e | el ] |
new contact from PP o ——— =
here (instead of iebeits el |
through Setup > W< i) () [ S [ Coed ) (abices)
Contacts), click the
New button.

Summary
In this lesson, you learned how to set up vendors so you
can easily work with vendor information as you need it.
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