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PTP.3.1.2 Deactivating Vendors
Test Description:
In this script, you will be inactivating a vendor.
 
 
Expectated Results:
After the completion of this script, you will have successfully inactivated a vendor.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	Click the 'Home' link.
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	Step
	Action

	2. 
	Click the Vendors link.
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	3. 
	Click the Vendors link.
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	4. 
	Click the Add/Update link.
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	5. 
	Click the Vendor link.
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	6. 
	Optionally type '999' (the first 3 digits of the vendorID/mail code value) in the Short Vendor Name search field.


[image: image8.png]Favortes  Mai Menu > Vendors > Vendor Information > Add/Update > Vendor

ENewWindow 2 Help B htp

Vendor Information

Enter any information you have and click Search. Leave fislds blank for a list of all values.

setin: B RE Q
Vendor ID: begins with 7]
Persistence: | |

Short Vendor Name:  [begins with =]
Our Customer Number: [begins with =]
Name 1: begins with 7]
T Include History ™ Correct History [~ Case Sensitive

L L L

[ Searen |- Glsar Jasicsearcn (@ Save Searen crtesa

Find an Exsting Value | Add 2 New Vaiue




	Step
	Action

	7. 
	Click the Search button.
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	8. 
	Click the Vendor link (Vendor ID/Mail Code =999124123-001) that was created in PTP.3.1.1.
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	Step
	Action

	9. 
	Click the Identifying Information tab.
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	Step
	Action

	10. 
	Click the Vendor Status list.
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	11. 
	Click the Inactive list item.
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	12. 
	Click the Save button.
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	13. 
	End of Procedure.
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