EDIT A CUSTOMER OR VENDOR

Sometimes it may be necessary to edit a customer or vendor that exists in QuickBooks
(QBs). This procedure is provided as a step by step procedure on editing a customer or
vendor.

To edit a Customer or Vendor click on the Home Icon on the QBs Main Page. Notice
that there is an Icon for Vendors in the Vendor Navigator section and also a Customers
Icon in the Customer Navigator section of the Home Page.
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By clicking either button you will be taken to either the Customer Center or the Vendor
Center. Notice that you can also reach the same place by clicking on the Customer
Center or Vendor Center in the Icon section of the QBs Main Page.
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To edit a customer select the customer in the “Customers & Jobs” list in the Customer
Center. Notice that when you select it the right hand upper portion of the screen will
display the Customer information.
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*: Customer Center: Centralized Dues (All Transactions)

& MNew Customer & Job ~

Customers & Jobs Transactions
View | Active Customers w

Mame Balance Total
+Centralized Dues

+Endowment

+Membership

+Pete Space

+Ritual Chairman

+Sports Committee Chairman

+\Weekly Receipts

+YYouth Club Chairman

New Transactions » @ Print = ﬂ Excel »

Customer Information
Customer Mame Centralized Dues
Customer Type
Compary Mame

Biling Address Centralized Duas

Motes

Type a help question

fac|

o Word~

Edit Customer...

Contact

Reports for this Customer

= QuickRepart

Phane = Open Balance
Alt Phone
Fax
Email
Terms
Price Level
Learn about getting new

¥
Edit Notes... 54"’customers.

Show | All Transa... w | Filter By |al

~| Date [ThisFiscal...v| 05/01/2007 - 04/30/2008

Type Mum

Date ¥ Account Amount

|Sales Receipt ch

03/30/2008 Undeposited Funds 87.00

Sales Receipt ch

03/09/2008 Undeposited Funds 240.00

To Edit the Customer select the EdtCustamer... | b von in the Customer Center. This will

cause the “Edit Customer” screen to be displayed.
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Customer Mame | |
Current Balance :  0.00 How do I adjust the current balance?
J Address Info | Additional Info || Payment Info || Job Info |
otes
Company Name| | Contact | |
HeEi I:I e | | ] Customer is
First Mame | | M.L. | | FAaX | | inactive
Last Mame | | Alt, Phone | |
Alt, Cnnbct| |
E-mail | |
Cc | |
Addresses
Bill To Ship To | » |
Centralized Dues
&
Go to Customer
M

Information that is already populated for this customer will be displayed. To make
changes simply enter the applicable information into the required fields and click the
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button. HINT: Entering the information on the Customer into the

“Company Name” field and clicking the TAB key will automatically populate the
“Customer Name” and “Bill To” sections of the screen. When the “Quick Add” button
is clicked in the “Enter Sales Receipt” screen the only fields populated are the
“Customer Name” and “Bill To” fields.

Customer Mame

|Cen1ralized Dues |

Current Balance : 0,00

How do I adjust the current balance?

J Address Info | Additional Info Fayment Info Job Info
Company Name | Centralized Dues | Contact | Jewel Webb |
meMsf [ Phone  |a33-906-3358] |
First Mame | | M.L | | FAX | |
Last Mame | | Alt. Phone | |
Alt. Contact | |
E-mail | |
Ec | |
Addresses
Bill To ship To | v|
Centralized Dues _
Vaoscheart, 60555

o=1E3

Customer is
D inactive

g

Go to Customer
Manager

To Edit a Vendor go to the Vendor Center and select the vendor in the “Vendors” list.
This will cause the Vendor information to be displayed in the upper right hand corner of

the Vendor Center screen.
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& Vendor Center: Ben K Distributors (All Transactions) Type @ help guestion

[y New Vendor... New Transactions» [=5 Print> ﬂ Excel» ﬂ Word~
Vendors ] Transactions l Vendor Information Reports for this Vend -
e |."—\CtiVE Vendors - | Vendor Name Ben K Distrib... Contact = QuickReport
* Rate This ... Phone = Open Balance
lame Balance Total Vendor Type Alt Phone
0.00 Company Name Ben K Distrib... Fax
Bingo Bonanza Address Ben K Distribute Email
Boy Scouts of America 0.00 Account Mumber
Commonwealth Edison 0.00 Terms
First Mational Bank 0.00 =
House Committes 0.00 Motes [W] w
Maose Charities 0.00 | ¢ 3
Maoose International 0.00
NiCor Gas 0.00 Showe |.-!\II Transa... % | Filter By |.-'-\II R | Date |This Fiscal... |
Type Mum Date ~ Account Amount
|Bi|| Inv #12 03/08/2008 Accounts Payable -863.90
Bill Pmt -Chedk 8 03/09/2008 Checking - Cash -863.90

To edit the vendor click the button. This will cause the “Edit Vendor”
screen to be displayed.

= Edit Vendor Type a help question | Ask ¥ How Do I?

Vendor Name | “heryl D Volden |

Current Balance @ 0.00 How do I adjust the current balance?

Ok

Cancel

J Address Info I Additional Info |

Company Name| | Contact

el

| | Help

L I:I Phone | | ] Vendar is
Firzt Mame | | M.L. | | FAX | | inactive
Last Mame | | Alt, Phone | |
M d It.
Azg'rz:; Cheryl O Volden Alt. Contact | |

E-mail | |

Cc | |

Print on Check as
Address Details ] | |

Information that is already populated for this vendor will be displayed. To make changes
simply enter the applicable information into the required fields and click the

4 3-30-2008



button. HINT: Entering the information on the VVendor into the

“Company Name” field and clicking the TAB key will automatically populate the
“Vendor Name” and “Name and Address” sections of the screen. When the “Quick
Add” button is clicked in the “Enter Bills” screen it only populates the “Vendor Name”
and “Name and Address” portions of the Vendor screen.

" Edit Vendor

Vendor Name | Cheryl D Volden |
Current Balance :  0.00 How do I adjust the current balance?
J A.d_d ress Info | .ﬁ.ddl_tnnal Info
Company Name| Cheryl D Volden | Contact | | [T]
mesf [ | Phone  |805-485-5113 | [ Vendor s
First Mame | | M.L | | FAX |:3|:|5.ggg.344:||:| | inactive
LastMName | | Alt. Phone |805-338-1305 |
Mame and Cheryl D Volden Alt, Contact | |
Address 4121585t Emal |cheryl.voden@verizo... |
Oxnard, CA 93033 S VERUISTIE VETIED
Cc || |

Print on Check as
Address Details ] |Cheryl D Volden |

Notice on the screen that there is also a place to enter specific information needed for
printing checks directly from QBs.

There is also the “Additional Info” tab that should be populated with information on the

Vendor that can be used to automatically populate the bill such as the Account Number
for that Vendor.
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* Edit Yendor Type a help guestion | Ask ¥ How Do I?

Vendor Name |Cheryl D volden |
Current Balance @ 0,00 How do T adjust the current balance?
.ﬁ.gdress Info || Md_itiﬂl'lﬂl Info |
st | |
o Custom Fields
Categorizing and Defaults n Vendor is
Type inactive
| v|
Terms
| vl
Credit Limit | |
Tax ID | |

[ ] vendor eligible for 1099 [ Define Ficlds ]

H Vendor is
inactive .. . . .
Additionally you can set the vendor to Inactive when this vendor is no
longer an active vendor for your fraternal unit. Simply click the box next to Vendor is

inactive and it will no longer display the vendor in the vendors list.
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B Vendor Center: Cheryl D Volden (All

Il New Vendor... New Transactions »

Vendors

VT A ctive Vendors V| [ -+ ]|
all vendors

REWE .~ Active Yendors

Ben k| Vendors with Open Balances

Transactions

Bingo Dulf:leﬁjgn Fiter... ERaLY
Boy Scouts of America 0,00
Cheryl D Volden 0,00
Commonweslth Edison 0.00
First Mational Bank 0,00
House Committes 0.0a
Moose Charities .00
Moose International 0.00
MiCor Gas 0.0a

To see a list of all vendors you will need to click the drop down next to the View in the
Vendors list to see all available choices. Selecting “All Vendors” will display vendors

that are both active and inactive.
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