
 

QuickBooks Online 

How to add/edit a vendor: 

1 – Login to your chapter QuickBooks Online, Enter your User ID & Password 

 

 

 



 

 

2 – From your “Home” page, click on “Vendor” tab 

 

 

 

 



 

 

3 – To add a new vendor then click on   

 

 

 

 

 

 

 

 

 

 

 



 

 

4 – Complete as much information as possible then click on  

 

 

 



 

 

5 – To edit a vendor, click on the “Vendor” name 

 

 

6 – Click on  

 

 

 

 

 



 

 

7 – Make all needed changes and then click on  

 

 

 


