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MERLIN SUPPORT > Merlin Back Office > General

Creating New Suppliers

1. On the left hand side of the screen, double click on the ‘Suppliers’ icon.

Suppliers

2. Double click on the ‘Maintain Supplier File’ icon.
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3. Next to ‘Supplier’ type in the name of the Supplier in the box. Then click

‘Create’.
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4. Under the ‘Contact Details’ tab enter all the necessary details and then click
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Location |MEE-Neelam Enterprises Supplier IPRII\IT vl |

Contact Detais | Comments | Business Info | Account Enquiry | Custom |

Post Code I EjLookup |

ontact Info

Contact l—
s [
Fax li

E-Mail

Country I

‘Save’.

Location |MNEE-Neelam Enterprises + Supplier IPRIN'I' 5 | [2oo ”

Contact Detalls | Comments | Business Info | Account Enauiry | Custom |

Address Info
Name |print

Address [0 Print street

Town /ity [Print Town

County I
PostCode [PRINTO ) Lookp |

ontact Info

Contact IMr P
Telephone I?GSQS{‘BG?].
Fax I

E-Mail

mrp@print.co. uk]

Country I
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