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What is the purpose?

The primary purpose you should monitor and inactivate vendors is to keep your active vendors to a minimum.  The smaller the number of active vendors, the easier it is to find a vendor in the dropdown selection boxes when you enter an invoice.
Why not delete a vendor?
Once you use a vendor for an invoice, the computer will not let you delete the vendor record because it is needed for historical purposes.  Even if you never plan to use the vendor again, you should not delete it.  Your only option is to inactivate the vendor.

Note:  If you believe there are active vendors that you are reasonably sure you will not use again, it is not a problem at all to inactivate the vendor.  If it turns out you actually need to use the vendor later, you can simply activate it.  It is not necessary to create a new vendor record.
How to Monitor and Inactivate Vendors
Perhaps about once each year you should follow these steps to monitor and inactivate vendors:

· Step 1:  Go to the Vendor Analysis screen
1) Select BA/Setup/Vendors

2) Click on Vendor Analysis

Before the Vendor Analysis screen pops up, you will be asked if you wish to rebuild the Active Vendors table.  If you have possibly added or changed any vendors since the last time you analyzed vendors, you should click on Yes.
· Step 2:  Perform Analytical Procedures
1) Click on Compute Vendor Frequency
The frequency shows the number of invoices you have entered since 2008 for that vendor.  The computation will take a minute or so.

2) Click on Perform Vendor Analysis
This procedure will analyze each active vendor and attempt to find other vendors with similar names.  The purpose of the analysis is to check for possible duplicate vendors with different names.  The analysis will take a minute or so.
· Step 3:  Analyze Vendors
1) Sort Order – Click on Frequency
2) Click on Display All Active Vendors

Note the number of Active Vendors in the listing.  This is how many vendor records are currently active.

3) Click on Display Active Vendors Not Used in Current or Prior Year
Note the number of Active Vendors in the listing.  This is how many currently active vendors you have not used in the current or prior year (nearly two years).

Suggestion:  Inactivate all these vendor records (see below how to inactivate vendor records).

4) Sort Order – Click on Alphabetical
5) Click on Perform Vendor Analysis

Note:  This step should be repeated after inactivating one or more vendors to avoid displaying possible duplicate vendors that have been inactivated.

6) Click on Display All Active Vendors

7) Highlight each vendor in the Active Vendors listing one at a time.

Review any vendors in the “Possible Related Vendors” listing to see if any of them might be a duplicate to the highlighted vendor.  If you find a duplicate, one of the two should be inactivated (see below how to inactivate vendor records).
Note:  Take care not to inactivate any “current” employee vendor records.

· How to Inactivate Vendors:
1) To inactivate a single vendor record, highlight the vendor in the Active Vendors listing, and click on Inactivate Highlighted Vendor(s).

2) To inactivate two or more vendors randomly, highlight the first vendor in the Active Vendors listing to be inactivated.  Next hold the Ctrl (Control) key down and highlight the second, third, and so on.  When all the records are highlighted click on Inactivate Highlighted Vendor(s).

3) To inactivate a continuous group of vendors, highlight the first vendor in the Active Vendors listing that you want to inactivate.  Next slide down the listing until you see the last vendor you want to inactivate.  Hold down the Shift key and highlight the last vendor.  All of the vendors between the first and the last should be highlighted.  Now you can click on Inactivate Highlighted Vendor(s).

