Create and Manage Suppliers in RunOnWeb
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[bookmark: _kn187g5gmega]1. Introduction
In this tutorial you learn how to create and Manage a Supplier.

[bookmark: _yh5gbh4sottd]2. Supplier Menu
Select supplier menu to open the Supplier list Screen.
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[bookmark: _a1qp7grkw9n7]3. New Supplier Button
Click the New Supplier button to create a new supplier.
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[bookmark: _if2eg671yojk]4. Necessary Fields
Please enter the new supplier details.
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[bookmark: _uycuz5hu5wo3]5. Add
Click Add button to create the new supplier.
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[bookmark: _4wtsk192eoap]6. Supplier Screen
You will be redirected to the Suppliers List screen after a new supplier is successfully created.
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[bookmark: _yunpe9wdbr60]7. Supplier Details
Click the supplier’s name to view and edit the supplier’s details.
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[bookmark: _yma38tn9exch]8. Supplier
You can view the supplier’s email, phone number, GST number, Address and balance amount on this page.
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[bookmark: _92amcnyhpo8s]9. Edit Supplier
Click the Edit button to edit the supplier details.
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[bookmark: _buosby2haocl]10. Edit Supplier Details
You can edit the supplier’s details here.
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[bookmark: _hssk6lteknc2]11. Update Supplier Data
Click Update to save the Changes.
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[bookmark: _j99kbsnej7dk]12. Delete Supplier
Click the Delete button to delete the supplier.
[image: Delete Supplier]
[bookmark: _9c8a8wmcwb9g]13. View History
Click the View History link to see the supplier’s history.
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[bookmark: _659f4xyt6m65]14. Purchase History
Click Purchase History to view the supplier’s purchase history.
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[bookmark: _6uzioz7fw00c]15. Purchases
You can view the purchase history here.
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[bookmark: _p632yx7hc1e5]16. New Purchase
You can also initiate a new purchase by clicking New Purchase.
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[bookmark: _g4kqflychmxu]17. Purchase List Screen
You will be redirected to the new Purchase screen after clicking New Purchase.
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[bookmark: _77b82be475hv]18. Check Pending Bills
Click Pending Bills to view the pending amounts of a supplier.
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[bookmark: _18zw30pvotox]19. Pending Bills
Here, you can view the pending bills of a supplier.
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[bookmark: _h7dvzjc9gdwd]20. Transaction Records
Click Transaction to view the transactions made by the supplier.
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[bookmark: _v3yuhoo3vs7x]21. Transaction
You can view the transactions of a supplier.
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[bookmark: _maerfbtyqopz]22. Pay
Click Pay to make payments in the Transactions list Screen.
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[bookmark: _c3nbszqnufm7]23. Payment Options
Enter the amount to be paid to a supplier. You may also clear pending bills by selecting them. The amount will be automatically allocated, and the pending bills will be cleared from the Pending Bills List. The Extra amount paid will be added to the supplier's balance.
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[bookmark: _yz0670jrm2u5]24. Receive
Click Receive to receive payments in the Transactions list Screen.
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[bookmark: _j51ta8uh97j6]25. Payment Options
Enter the amount to be received from the Supplier.
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