
1. On the shortcut bar, click Inventory >> Vendors >> On the Vendors page, click New. 

 
2. On the New Vendor screen, fill in the fields with yellow headers. 

o Note
o Click Submit. 

: Only the Vendor Name and Vendor Code are required. 

 



3. The vendor record will close and the Vendors screen will open with a list of vendors displayed. 
4. If it is not already highlighted, click the newly created vendor so that it is highlighted in blue >> Click 

Edit. 

 
5. On the Edit Vendor screen, in the white box that says Online Catalog and Electronic Ordering 

Credentials: 
o In the Trading Relationships field, click New >> Configure. 

 



o In the Trading Relationships Name field, type the vendor name as you want it to appear on the 
tab in the Catalog Viewer >> Click Continue. 

 
 If the vendor supplies parts through multiple catalogs

 

, add the catalog name after the 
vendor name. 

Example
 

: MaxParts (Autoi) 
Note

 

: The longer the name, the wider the tab, which reduces the number of tabs that will 
be viewable at one time in the Catalog Viewer. 

o In the Catalog drop-down box, select the catalog that the vendor works through (Nexpart) >> 
Click Continue. 

 

 

o In the Credentials box, enter the credentials asked for by that vendor, such as User Name and 
Password >> Click Complete. 

 
 If you do not know your vendor credentials, contact the vendor directly.  ALLDATA 

Customer Support does NOT have this information on file. 



6. On the Edit Vendor screen, click Submit. 

 

 

7. The Catalog Viewer now includes a tab with this vendor name, and parts can be ordered electronically 
from this vendor. 

 
8. To assign the same vendor to an additional catalog, repeat Steps 5-7. 
9. Repeat this process for each additional vendor.  There is no limit to the number of vendors that can be 

entered. 
o Parts can now be ordered electronically from your vendors. 
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