How to delete Suppliers on SortMyBooks Online.

1. Click on Purchases, then Suppliers.
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2. Click on the Supplier that you want to delete — In this case we are deleting “Test
Supplier 1” — This will open up their details.

Name Payee Total Due Email Telephone Last Purchase Total Purchases

Test Supplier 1 Supplier 0.00 n.oo 0.00
Test Supplier 2 Supplier 0.00 n.oo 0.00
Test Supplier 3 Supplier 0.00 n.oo 0.00
Test Supplier 4 Supplier 0.00 n.oo 0.00

3. Click on the Delete tab at the top.

v Editing Suppliers

Use this section to edit the details of Suppliers, Employees and Other Fayees already setup on the system.
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4. This will just ask you if you are sure you want to delete the Supplier. Click OK if you
are. This will take you back to the Suppliers screen and that Supplier will not be there.

Quick Edit Dietails Financial Merge Opening Balance Delete

1 Are you sure vouwantto delete these details from the Database?

Send Statement || History Cancel

Note: The system will not let you delete a Supplier if there are still records associated with
them. If that is the case you will see this message:

Cick Edit Details Financial Merge Cpening Balance Delete

Cannot delete Supplier because it has 1 related records associated

If you see this message you will need to either leave the Supplier on the system or remove

those records and then try the delete process again. The records could be Purchase Orders,
Purchase Invoices, Credit Notes, Payments or Refunds.



