Vendor Import Template Legend
 

	Note: * Denotes Required Field
This import supports the ability to import CSV file with only the mandatory columns (marked as *) along with any optional columns (not marked as *).

	Vendor Number
	Identifying number for Vendor, if left blank the system will import the record. If it has a value then the system will update the record

	Vendor Name*
	The name of the Vendor. This has a limit of 50 characters

	Vendor Email
	The email of the Vendor. This has a limit of 100 characters

	Vendor Password*
	The password of the Vendor. This has a limit of 25 characters

	Account Number
	The Account Number used to identify the Vendor. This has a limit of 50 characters

	Salutation
	Salutation used for the Vendor contact valid values are Mr.,Ms.,Mrs.,Dr.,Prof.

	Company Name
	The Company Name of the Vendor. This has a limit of 50 characters

	First Name*
	The First Name of the Vendor contact.  This has a limit of 50 characters

	Last Name*
	The Last Name of the Vendor contact.  This has a limit of 50 characters 

	Gender
	The Gender of the Vendor contact. Valid values are “Male” or “Female”

	Phone
	Contact Phone Number for the Vendor. This has a limit of 20 characters

	Fax
	Fax Number for the Vendor. This has a limit of 20 characters

	Street1*
	Street Address Line 1 of the Vendor. This has a limit of 50 characters

	Street2
	Street Address Line 2 of the Vendor. This has a limit of 50 characters

	City*
	The City where the Vendor is located. This has a limit of 50 characters

	State*
	The State where the Vendor is located. This has a limit of 50 characters

	Zip*
	The Zip Code where the Vendor is located. This has a limit of 20 characters

	Country*
	The 2 letter Country Code of the Vendor. 

	Vendor Notes
	Notes and comments that apply to the Vendor.

	Logo
	The image URL of the Vendor’s Logo. This has a limit of 255 characters

	Active
	The status of the vendor whether it’s still active or not. Allowed values are “Yes” or “No”

	Preferred Shipping Carrier*
	The default Shipping Carrier used in making Purchase Orders from the Vendor. 

	Preferred Shipping Method*
	The default Shipping Method used in making Purchase Orders from the Vendor.

	Shipping Terms*
	The default Shipping Terms for the Vendor. Valid values are “FOB shipping point, freight collect”, ”FOB shipping point, freight prepaid”, ”FOB destination, freight prepaid”,” FOB destination, freight collect”

	Payment Terms*
	The default Shipping Terms for the Vendor. Valid values are “1% 10 Net 30”,” 2% 10 Net 30”,”Auto Deduction”,” Due on Receipt”,” Net 15”,” Net 45”,” Net 60”

	Vendor LeadTime*
	The Lead Time for the Vendor. The value is numeric and represents the number of days.

	Credit Limit
	The credit amount that is limited for the Vendor. A numeric value is required

	Eligible For1099
	Flag used to set whether a Vendor is eligible for 1099. Valid values are “Yes” or “No”

	Tax ID
	Tax ID of the vendor. This has a limit of 25 characters

	Phone2
	Second Phone number if available. This has a limit of 20 characters

	Minimum Order Amount
	The minimum amount used to place a Purchase Order for the Vendor. The value must be numeric.

	RegularPO Email Template
	The email template used for regular Purchase Orders placed for the Vendor. Please get values from Edit Vendor screen.

	DropshipPO Email Template
	The email template used for drop ship Purchase Orders placed for the Vendor. Please get values from Edit Vendor screen.


