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Adding A Project Vendor In Unifier
Learn how to efficiently add and configure project vendors within the Unifier system.
This guide walks you through selecting the correct vendor and entering necessary
contact details to ensure your project records remain accurate.

1 Click "General"
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2 Click "Project Vendors"

3 Click "Create"
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4 Select the Picker Icon.

5 Select the "Find on Page" Icon
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6 Type the vendor name in the "Find" field.

7 Click the appropriate Vendor.
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8 Click "Select"

9 Select the Vendor Type.
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Do not use this process to add Subcontractors or Third Tier Subs. There is a
separate Business Process to add these vendors.

10 Enter the Address of the Vendor
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The Business License must not have expired for the Vendor to be added.

While Business License Date is a required field, it is only relevant for Prime and
Subcontractors. Other vendors can simply be extended to the current date.
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11 Click "Submit"


