
MANUAL – CREATE AND SELECT A SUPPLIER  
Date: 20-1-2017 

 
STEP 1 – GO TO SUPPLIER SCREEN  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

1A. Go to ‘Suppliers’ 



 
STEP 2 – CREATE SUPPLIER  
 

 
 
 
 

2A. + New Supplier 



STEP 3 – RECORD INFORMATION OF SUPPLIER 
 

  
 

3A. Fill in information 

3B. Save and your 

supplier will be in the list 



STEP 4 – SELECT THE SUPPLIER IN THE ACTIVITY SCREEN 
 

 

4A. in the activity screen 

you can select the new 

supplier… 


