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Create a Supplier  

 
1. Hover on Jobs, hover on Add Supplier Invoice, and click Suppliers:  

 
 
 

 

 

 

2. Click Add Supplier: 

 

 
3. Enter the Supplier Name and Supplier Code:  

 

 

 
4. Enter any other information if applicable: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
5. Click Add: 

 

 

 

 

 



Edit a Supplier  

 
1. Hover on Jobs, hover on Add Supplier Invoice, and click Suppliers:  

 
 
 

 

 

 

2. Click the edit icon: 

 

 
3. Make the necessary adjustments then click Update:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Deactivate a Supplier  

 
4. Hover on Jobs, hover on Add Supplier Invoice, and click Suppliers:  

 
 
 

 

 

 

5. Click the deactivate icon: 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



Reactivate a Supplier  

 
1. Hover on Jobs, hover on Add Supplier Invoice, and click Suppliers:  

 
 
 

 

 

 

2. Change the Status from Active to Inactive: 

 

 

 

3. Click Go: 

 

 
4. Click the reactivate icon: 

 


