Basic - Add a Vendor
Video Transcript

If you are enrolled in Basic, you will view and manage both your vendors and customers in one place,
under Contacts.

To add a new vendor, select add vendor from the Add Contact dropdown, then add the vendor name. As
you add information, behind the scenes the system is checking to see if the vendor is in the network. By
connecting with a vendor, you'll have the ability to pay them electronically, which is a cheaper, faster
and more secure way to pay.

Many large corporations, like your utilities, credit card companies, cell phone providers and more will
likely be Verified National Vendors, in which you can connect instantly. You will add your account
number and the zip code located on your bill or statement. If your account is set up in the network for
that particular vendor, you should see a match as shown here. Once you select add, you choose the
address that corresponds with your bill. Once complete, you will be connected to the vendor, allowing
for electronic payments to be made.

Other vendors may be in the network as they use the service themselves to accept payments from other
customers. You'll follow a similar process as you did for the Verified National Vendor, except that these
vendors will receive an invitation from you to connect. If they accept your invitation, you'll then be
connected so that you may pay them electronically.

If your vendor isn’t already in the network, that’s ok. You can invite them to the platform. You'll enter
their name and zip code and if not in the network, you'll be asked to add some basic information, which
includes vendor type and their address. Once added, you’ll select how you want to pay them. As you can
see, if defaults to epayment as the payment option. Once you add their email address and select add
vendor, they’ll get an invite to set up their own free account so they may connect with you to get paid
faster. However, until your vendor sets up their account, the payment method will default to check.

There is also an option to manually add the vendor’s bank information, if provided to you. Please keep in
mind that any time you add bank information, there will be a day or two lag time for electronic
payments to be enabled while the bank account is being confirmed. If you don’t connect with the
vendor in the network, or add bank information manually, you'll choose check as the payment option.

On the Contacts page, you can view your list of vendors. If you select the name of the vendor, you'll be
taken to the vendor details page. From here, you can view the vendor record, which includes the default
method of payment. You can also update the vendor’s information, such as email address or address. If
the vendor was originally set up to receive check payments, but you’d like to now pay them
electronically instead, you can select switch to epayment. This is also done through edit on the vendor
details page. You’ll go through the same process as we did before when selecting how to pay the
vendor, by either entering their bank information manually or inviting them to join the network.

If you are no longer doing business with the vendor, you can archive the record by going to the more
button. Archived vendors can be restored by going back to the more button as well.



Also on the vendor details page, you can schedule or view an existing payment, which can be edited and
canceled from this page by either selecting “edit” or the more button. You can set up an auto pay, which
will automatically pay the vendor based on a set dollar amount and schedule. To learn more about auto
pay, check out the Basic — Auto Pay video. You’ll also see a history of payments that have already been

processed. By selecting a specific payment, you can view more details about the payment and/or void, if
applicable.

Now that your vendor has been added, you are ready to start making payments. Check out the Schedule
Payment video to learn more.
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