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PTP.2.8.1 Entering Master Contracts
Description
Enter a Master Contract
 
 
 
Expectation
Successfully enter a Master Contract
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	Establishing Master Contracts allows you to group Purchasing Contracts for reporting purposes.
Click the Procurement Contracts link.
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	2. 
	Click the Manage Master Contracts link.
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	3. 
	Click the Add button.
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	4. 
	Click in the Vendor field.
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	5. 
	Click the Look up Vendor (Alt+5) button.
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	6. 
	Click the Suzzanne Reed link.
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	7. 
	Enter a description for the master contract in the Description field. You can see this description when you run reports on master contracts for specific vendors. 
Enter the desired information into the Description field. Enter a valid value e.g. "Supplies".

	8. 
	Click the Save button.
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	9. 
	End of Procedure.
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