Managing Vendors in Totadvi

Use the Vendor tab in Totadvi to add, standardize, and maintain your vendor list, then analyze
spend and forecast by vendor across the platform for more accurate reporting and financial
insights.

Step 1: Open the Vendor Tab

Start by navigating to the Vendor tab, where you can create, add, and manage all vendors for
your company.
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Step 2: Add and Standardize Vendors

In the Vendor tab, add new vendors by entering their names and any aliases they may use. This
is an ideal place to standardize vendor names and clean up inconsistent data so that reporting
remains accurate and consistent across the platform.

Step 3: Review Vendor Impact Across Totadvi

Once your vendors are set up, their impact will be visible throughout the platform, improving
reporting and analysis wherever vendor data is used.



Step 4: Analyze Transactions by Vendor in the Results Tab

Go to the Results tab and apply a filter on a specific vendor to view all transactions associated
with that vendor. This makes it easy to track spend, analyze vendor concentration, and quickly
understand where your money is going.
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Step 5: Forecast by Vendor in the Forecast Tab

Open the Forecast tab to forecast by a specific vendor and see how vendor-related spend is
projected over time.
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Step 6: Maintain Vendor Records

At any time, return to the Vendors tab to add new vendors or edit existing vendor details to
keep your data current and accurate.
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