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Project Purchasing 
 
Create a Contact with the Category "Vendor".  Add the PO Make Name for the vendor. 
 
Newly added products to the proposal will contain the Vendor info based on the 
relationship between the Vendor Make Name and the Make of the product. 
 
Or the Vendor that was manually set on the product indicating that it should be purchased 
from another Vendor.  Or you can manually set the Vendor here provide it was created in 
Contacts. 
 

 
 
 
Setting up the Vendor Contact 
 
Labels fields are self generating. That means that simply entering a value in a label field 
will cause it to be added to the pop up list for that field. 
 
Create a contact for each of your Vendors and set the Category label to "Vendor".  
Contacts with the Category of "Vendor" will show up in the Product Library Alt PO 
Vendor list.   
 
Enter the PO Make Name for Vendors. Matching this field with the name of the product 
enables the PO's to pick up the vendor information. 
 
Holding your Shift Key down when selecting Make names from the pop up list enables 
you to select multiple makes that are purchases from this Vendor. 



 

 
 
 
Setting the Product in the Product Library 
 
 
In order for Vendor info to appear on PO's you need to create a Contact for the vendor 
and set it's Category to Vendor.  Then set the PO Make Name for that Vendor. 
 
After you have done this it is not necessary to set the Vendor here in Products, unless you 
want to purchase this product from a different Vendor in Contacts. 
 



 
 
 
 
 
 
 


