
Rejected Vendor Change 

 

If you've added a new vendor to the workflow and it gets rejected, you'll receive an email 
like the image below. The rejection email will specify the reasons for the vendor’s 
rejection. 

To correct the issue: 

• From Vendors 
• Search by Vendor #  
• Select Update 
• Enter Reason for Change: New Vendor Correction 
• Select Accept 
• Make the necessary corrections, including updating the status from STOP to 

Active 
• Select Accept 

o Records submitted for approval and are awaiting release. 
• Select Release 

o Releases changes to the vendor to workflow.  

 

 


