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Vendors
INTRODUCTION
A "vendor" is someone who you are paying for goods or services using the A/P system. A
vendor must exist in the system before a check can be issued or an A/P transaction can be
recorded against them. Use this function to add, change or delete vendors, view the history
of all invoices and checks paid them, and print a vendor list or mailing labels.

Through the vendor info you can control whether a vendor gets a 1099. Further, you can
store the default G/L expense account # used to expense the vendor’s invoices to make it
easy and consistent to charge them to the same GL account each time. Of course you can
always override the vendor’s default expense account and enter different expense accounts
whenever you wish.

Global Vendor Maintenance
You can checkmark a vendor to make them “global”, meaning, they are a vendor that is
active in each community you manage. A management company would be a good
example of a “global” vendor. Whenever you add or change a global vendor, it will
automatically update ALL Communities with this change. This lets you have the benefits
of both global vendor maintenance while being able to also keep track of vendors that are
unique to a community without cluttering up all communities with these unique vendors.

Maintain Vendors

Click this button on the AP Menu to maintain Vendors.

You will see the maintain Vendors screen:

Maintain Vendors

From here you can add, change or delete vendors as well as view the invoice and payment
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The Bank Name will be displayed to the right of the Bank ID.

Expense Account You may enter a default GL Expense Account that you typically wish to
use when entering invoices for this vendor. It is an optional entry which
may be left blank if you wish. By entering a default GL Expense Account
here, it will not only speed the entry of invoices for payment but
consistently charge them to the same GL Expense Account where there
might be a budget for the expense.

If a default GL Expense Account is entered, you may override the default
and expense a particular invoice to any GL Expense Accounts you wish.

Contact 1 The name of the person who is your main contact for this vendor. You may
leave this blank if it does not apply.

Contact 2 An alternate or secondary contact name for this vendor, if any. You may
leave this blank if not needed.

Phone 1 The main phone number for this vendor or for Contact #1, if any. You may
leave this blank if not needed.

Phone 2 An alternate or secondary phone number for this vendor, if any. You may
leave this blank if not needed.

Fax # Enter the Fax # here, if any.

Email Here you can change or add new addresses for this vendor. Once setup, you
then have the option to e-mail the vendor from within TOPS. Work Orders
can be emailed to vendors from the Work Order module as long as there is
an email address on file for the vendor.

The following explains the 3 button functions for emailing vendor.

Vendor Communications – E Mail

When you click the Maintain button, you will see the email addresses on
file for this vendor.

Vendor Email Addresses
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Vendor History

Click the History button to view all the invoices and payments made to a vendor.
The Vendor History looks like this:

Vendor History

Notice the initial Vendor History view defaults to the “All History” tab. This view
lists all the Bills and Checks chronologically by date from oldest to newest. As you
move the cursor down the listed items, it displays the details in the window to the
right.

Invoice Attachments

The green checkmark symbol in the top right part of the Invoice detail window
shows there is an attachment to this invoice. Click on this symbol to view the
attachment.

Attachment
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You can add other attachments to this invoice if you wish following the instructions
below. You can have an unlimited number of attachments to an invoice.

The attachment symbol without the green checkmark means there is no
attachment to an invoice. You can click on this symbol to add an attachment if you
wish.

No Attachments – Ready To Add

Click Scan Image to add an Invoice Image or any other scanned image
as an attachment to this invoice.

Click Add File to add an existing file stored somewhere on your
computer or network as an attachment to this invoice. It will then open a standard
Windows® browse for you to locate the file to attach.

Other Functions
There are several things you can do on the Vendor History screen without having to
return to the main Vendor screen:
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Select another Vendor using the selector at the top left of the screen.

Search across all Vendors in this community for an Invoice #,
Voucher #, Check #. When you click to search, you will see this pop-up screen to
enter what you want to search for:

As you type in the search field, the matching results will be displayed. As you
continue typing, the matches will be narrowed to help you find your search results.

Click on Reports to get a report based on the tab view selected, either
All History, Invoices view, or Checks view.

Click on Settings to change the way the Vendor History is displayed.
You will see the Settings screen:

Settings

Turn settings on/off by checking or unchecking them.

Display the Vendor History by a date
range. This is handy if you have several years worth of history for a Vendor.
Checkmark the Date Range box, then enter a beginning and ending date range. The
Vendor History will be redisplayed for only this range of dates.

In addition to the All History view, there are two other Vendor History views to help
you find the Invoices and Checks you wish to locate.


