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1. OVERVIEW 
Unused vendors or vendors created in error may be deleted from the AUC database. This process is available from 

the Accounts Payable or Purchase Orders modules. 

1.1. Flag A Vendor for Deletion 

In the Enter Vendors screen, select the vendor to be deleted. Click on [Actions] and click on Flag for Deletion. 

 

1.2. Run the Remove Vendors Flagged for Deletion Process 

Select Module Maintenance  Remove Vendors Flagged for Deletion. 

 
 

This is a steps process to delete vendors flagged for deletion. The job, once submitted, will run overnight. 
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Two reports are produced in the [Select Vendors Flagged for Deletion] step.  A report of Vendors Flagged for 

Deletion is created. 

 
Figure 1 Vendors Flagged for Deletion 

 

If there are vendors with activity that have been flagged for deletion, the vendors are reported on the report titled 

Vendors Flagged for Deletion with Activity – these vendors will not be deleted. 

 
Figure 2 Venders with Activity 

 

Refine the vendors in the list using the [Maintain Vendors Flagged for Deletion] button. 
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A screen will be displayed allowing the selection and de-selection of each vendor that is flagged for deletion. The 

screen includes all the vendors flagged for deletion, with or without activity. 

  
Figure 3 Maintain Vendors Flagged for Deletion Screen 

 
Figure 4 Edit list of vendors to be deleted 

1.3. Submit Vendors Flagged for Deletion 

Once vendor selections are confirmed, click on the [Submit Vendors Flagged for Deletion Process] button.  This 

will add the deletion process to the End of Day job. 

  

 
Confirm the results the following day by checking for the deleted vendor number(s) in the Enter Vendors screen. 

The [1 Select All] and [2 Deselect All] 
buttons will allow vendors to be included 

or excluded from the deletion process. 

 

Individual vendors may be selected or 

deselected using the check box to the left 

of the vendor number. 

 

An [3 Edit List] is also available on this 

screen. This edit list will show only the 

selected vendors (those with the check box 

selected) without activity. 
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1.4. Unsubmit Vendors Flagged for Deletion Process 

If for any reason the vendors should not be deleted, click on the [Unsubmit Vendors Flagged for Deletion Process] 
to remove the deletion process from the End of Day job. 

 
 

No action will be taken on vendors flagged for deletion if this step is run.   
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