Delete /Reactivate Vendor Documents
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This article contains the steps required to Delete or Reactivate Vendor Documents.
To delete a Vendor Document, navigate to Accounts Payable > Vendors.

The Vendor list will be displayed. Locate the desired vendor, and then click on the hyperlink of the vendor in the
Vendor # column.

Vendors

ﬁ Export to Exce Custom Grid Layout
Draa a column header and drop it hera to group by that column

Vendor# T Name

Parennial Softwara

ADI

DCsS 456123

Bald Group Softwara 0123456789

Josaph & Josaph Attomeys 1222

Acme Alarm Sarvices

Basch L405490304

Al Testing Labs L605590304
Ace Har = C (8B8) 555-2222
Basch Security Systems

Tri-Ed

21555651010

1-13of3items = £ Refresh

The Vendor page will be displayed. Click on the Docs tab. Locate the desired document within the grid area, and
then click on the delete button (trashcan icon).

No warning or confirmation is displayed. The document is not immediately deleted, however marked as inactive.

A Documents that have been deleted, (marked as inactive) will be permanently removed from the database
after 30 days, if the document has not been reactivated.



. WTr-ed-2501

Onen Recsipt Open Bills “pan Credit _— Addrass | PO Boe 3255 Los Angeles, T4 30025
SD.ED $U.D[} SO.GE Frene
Email

UETRETEE I 1099 Eligible?

Remit To Addrass
Customer #

Term

Shiow deleted documents

0-Dof0items 53 Refresh

Reactivate a Document

If adocument was inadvertently deleted, click on the Show Deleted Documents toggle button. Locate the deleted
(inactivated) document, and then click on the Reactivate button.
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