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PTP.3.4.6 Add a new vendor and submit for approval.
Test Description:
 
In this script, you will add a new vendor and submit for approval.
 
Expected Results:
 
After the completion of this script, you will have added and submitted a vendor record for approval.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log in as user 'APUSER1' and password 'wftest'
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	Step
	Action

	1. 
	Click the Vendors link.
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	2. 
	Click the Vendor Information link.
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	3. 
	Click the Vendor link.
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	Step
	Action

	4. 
	Click the Add a New Value tab.
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	Step
	Action

	5. 
	Enter the desired information into the Vendor ID field. Enter a valid value e.g. "PTP3.4.6".

	6. 
	Click the Add button.
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	Step
	Action

	7. 
	Enter the desired information into the Vendor Name 1 field. Enter a valid value e.g. "Workflow Vendor, Inc.".

	8. 
	Navigate to the Address page by clicking the Address tab.
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	Step
	Action

	9. 
	Enter the desired information into the Address 1 field. Enter a valid value e.g. "500 Main Drive".

	10. 
	Enter the desired information into the State field. Enter a valid value e.g. "VA".

	11. 
	Enter the desired information into the Description field. Enter a valid value e.g. "main".

	12. 
	Click the Location tab.
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	Step
	Action

	13. 
	Click the Save button.  Doing so will kick off the approval routing for vendor additions and updates.
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	14. 
	To view the approval routing for this vendor, click on the Summary tab.
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	15. 
	Click the Approval History link.
NOTE:  Please jot down the Vendor ID that was just created.  This vendor ID will be used in the next script: PTP.3.4.7.
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	Step
	Action

	16. 
	The Vendor ID you have created is now pending approval.

	17. 
	End of Procedure.
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