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How To  
Add Vendor



After Clicking On The  You’ll Get Many Options Like Vendor, Purchase & Etc.After Clicking On The  You’ll Get Many Options Like Vendor, Purchase & Etc.PURCHASE

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

To Add a Vendor  
You’ve To “Select” the Tab in 

‘PURCHASE’ Section Shown Below

Step 1



You Can Also Add Vendor From Quick You Can Also Add Vendor From Quick 
Generate Option As WellGenerate Option As Well

You Can Also Add Vendor From Quick 
Generate Option As Well

Export 

 
NOW “CLICK” ON THE 

+ BUTTON SHOWING YOU 
IN THE DIAGRAM 

Step 2

You can also add data 
by uploading Excel Sheet 



After Completing The Form Press On Save Button

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

Now Fill the Mandatory Fields 
& Submit The Form By “clicking” 

Save Button

Step 3

You can change The Switch By choice 

If You Select  Then TDS Deduction Option Will be Displayed At YES

The Purchase Booking 

You can Also Add Company By Clicking On The  Icon  +

You can Also Add Organization By Clicking On The  Icon  +

This Permission Allow / Restrict  As Per Selection

This Code Can Be Generated As Per Settings Available At Organization

If You Select  Then GST Option Will be Displayed At YES

The Purchase Booking 

You can change The Switch By choice 



Now You’v Successfully 
add Payment Received

Step 4

You will Also Get Many Action Here You will Also Get Many Action Here 

Like View, Delete & Edit Etc.Like View, Delete & Edit Etc.

You will Also Get Many Action Here 

Like View, Delete & Edit Etc.

After Submitting The Form You’ll be Redirect To All Vendor ListAfter Submitting The Form You’ll be Redirected To All Vendor List



You can Also Find the You can Also Find the 

Vendor Details - Calendar - Comments - Attachment - NotesVendor Details - Calendar - Comments - Attachment - Notes

Purchase Invoices In Company ListingPurchase Invoices In Company Listing

You can Also Find the 

Vendor Details - Calendar - Comments - Attachment - Notes

Purchase Invoices In Company Listing

Great.. You’ve Successfully Completed The Session See You In Next Slide..  
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