
September 27, 2012 Page 1 
 

Adding Vendors 

Click on School Based Activity Accounting and Vendor/Payor Names 

 

On the right side of the next screen click on ADD INDIVIDUAL if adding an individual.  If adding a business 

click on ADD BUSINESS 
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Type the first few letters of the person’s last name.  Suggestions will appear.  Pick the one to finish out the last 

name. 

 

Tab to and enter the First name and Middle Name (if known) 

Click “CLICK HERE WHEN FULL NAME IS ENTERED” 

 

Vendor names close to what you typed in will be shown below.  If you see the name you want highlight it and 

click on “SELECT NAME AND ADD TO CURRENT ENTITY AS VENDOR/PAYOR” 
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You will be asked if you are sure you want to add the vendor to your entity.  If yes click on OK. 

It will now be added to you vendor list for your entity 

 

If the name is NOT listed then click on “ADD ENTERED NAME TO CURRENT ENTITY AS VENDOR/PAYOR” 

On the next screen you will add their information including SSN if they are providing a service (1099 

information).  Click on SAVE 
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Click on SAVE and you will be taken to the next screen.  Then click on BACK if you are finished adding 

Vendors 

If you are adding a BUSINESS click on ADD BUSINESS 

Type in the name of the business and click on CLICK HERE WHEN FULL NAME ENTERED 

 

If that’s the one you want highlight it and click on SELECT NAME AND ADD TO CURRENT ENTITY AS 

VENDOR/PAYOR 

If not click on ADD ENTERED NAME TO CURRENT ENTITY AS VENDOR/PAYOR 

Complete Address, etc as you did with INDIVIDUAL 

 

 

 

 

 

 

 

 


