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How To Create Business Entity and Business Account Records 

Business Entity: Any person and/or company – including Seller (Suppliers), Carrier’s 
(Transporters) and Buyers (home heating customers, etc.). [NOTE:  In the NH AFTS 
Certification, your own company should be set up as a business entity with the appropriate 
business accounts.] 
 

1. Go to Business Entity (Maintenance>Business Entities) and click on Add New Record. 
The following will appear. 

 

 
 
 
2. Fill in Legal Name, Trade Name, Effective Date, ID Type and ID Code - then click on 

insert. [NOTE: It is not necessary to include address information here.] 
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How To Create Business Entity and Business Account Records (cont.) 

3. Next add the required Business Account(s). Start by selecting the Business Accounts tab. 
 

 
 
 
4. Click on Add New Record. 
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How To Create Business Entity and Business Account Records (cont.) 
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5. Select the Business Type, i.e., Buyer, Seller, Carrier (NOTE: some Business Entities 
should have multiple Business Accounts), then Insert the Business Account record by 
clicking on the Blue Check Mark. Clicking on the Red Circle will cancel your work. 

 

 
 
 

6. Once a Business Account is inserted, it can be edited by clicking on the pencil icon. If a 
Business Entity requires multiple Business Accounts, click on Add New Record to add 
another account. If finished with this Business Entity’s Business accounts, “red X out”. 
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