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How to Add a New Vendor 
 

1. Go into “Admin” and select “Vendors”. 
 

 
 

2. Go into Records and select “New Record” or simply type “Ctrl N”. 
 

  
 

3. A “Vendors: Adding New Record” screen will appear.  It is imperative that you 
enter the Vendor Name, and Terms.  CRS will not let you exit the Record without 
these two Items.   
NOTE:   CRS will automatically create a Vendor Short Name and a Vendor ID #. 
(See picture on following page.) 
 

Select 
ADMIN 
Here 

Click 
Vendors 
Here 

Click Here 
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4. After you have completed the Vendor record, use the check save button at the top 
of your screen to return you to the Vendor File.  Here you will now find the 
Vendor Record you just completed.   
 
NOTE: Whenever you enter a new Vendor, please Print it out and Fax it to 

your Accounting Group IMMEDIATELY. 
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