How to Add a Vendor
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Main Directory
From the Main Directory, click
‘vendors’

client directory \welcome to the FuelWare Main Directory, T min.

scheduling the left to b ion through the
vendars regarding ty
harbor prices

payments | checks

reports

logout
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Vendor Directory

Choose a vendor to from the list
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-4 Test Vendor'ss
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B-1 Vendor

add vendor

retrieve data cancel

Click ‘add vendor’

Add Vendor

Abington

Fill in all the fields with the
appropriate information — hit the
i Wi ‘tab’ key after each field to get to
the next one
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This field will only show up if
your agency uses the special
export for the American
FundWare accounting system
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How to Add a Vendor (continued)

& TEST

Add Vendor

Be sure to fill in as many fields
as you can, as most are required
to save the record

Mew Yendor

Main Street

New Haven DBSOE v
BE05551111

605551112

Bob Marley

@
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Leave the ‘Disabled’ field set to
‘no’ unless you do not want the
vendor to appear in any lists for
assignment to a client

v

Click the ‘save’ button to
save the vendor

Microsoft Internet Explorer

'E NOTE: This vendor has na assigned Fuel bypes,

At least one Fuel bype must be assigned in order for the vendor to show up on any lists From which a client vendor is
chosen,

A warning will pop up stating that
we need to add fuel types to the
vendor we just added. Click the

OK button to continue.

& TEST

View Vendor
Mew Yendor
1 Main Street

New Haven, CT 06506
(260) 555-1111
(260) 555-1112

Bob Marley
Mo

MO FUEL TYPES ASSIGMED TO VEMDOR

Click on Fuel Types to reports return
add fuel types for the
vendor
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How to Add a Vendor (continued)

& TEST

Edit Fuel Types

Coal.im
Kerosene

il
Other
Fropane
Solar b

Click on a fuel type from the list
to add it to the Assigned Fuel
Types list

cancel

Edit Fuel Types

If you want to remove a fuel
type from the Assigned Fuel
Types list, double-click on it

ail
Kerosene

save cancel

Click the ‘save’ button to save
your assigned fuel types

View Vendor

Mew Yendor

1 Main Streer

Mew Haven, CT 06506
(260) 555-1111

(850) 555-1112

Bob Marley

You have completed the addition
of the vendor. Click the return
button to go back to the main
‘ Vendor Directory

reports

return
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