Test Document

Approving & Denying PO Amounts

Test History
Date Tester Pass/Fail Notes
Timeto Test
Estimated Time
Actual Time
Test Setup
Navigation
Step Action I nput Expected | Pass | Fail
Results
1. From the Financials navigation bar,
click theWorklist link to open your
Worklist page.
s

Last changed on:3/13/2009 11:04:00 AM

Page 1




Test Document
Approving & Denying PO Amounts MaineStreet

Test Procedure

‘# MaineStreet
Home | Workist | MutiChannel Console | Add to Favories | _Sian out
New Window | Help | Customize Page | B
Worklist for 099959
Detail View Work List Filters: | "‘
Customize | Find [ View All | B First [ 13 013 ] Last
From Date From Work ltem Worked By Activity Priority Link Cor|
Batch Processor 1D 07/09/2008 3 Approval - UMS08 Requisition Amount [ ] 111498 unsos, 8000000843 | Reassion | co
Worklist Approval =
Approver Name  07/22/2008 Approver PO Amount Approvals [ +] 111516, UNIS05. 5000035674 ‘ Reassign | Co
Batch Processor ID 07/21/2008 PO Dispatched PO Repor Distirbution (7895, 0010051 Mark Worked ‘ | Co
2 Refresh
< E
Step Action Input Expected | Pass | Fail
Results
2. On yourWorklist page, in th&Vorked

By Activity column, look folPO
Amount Approvalsitems.

Click on the link for the item in the
Link column to open thBurchase
Order Amount Approval page.
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Test Document
MaineStrest Approving & Denying PO Amounts

# MaineStreet

Home | Worklist | MultiChannel Console | Add fo Favorites | _Sign out

New Window | Help | Customize Page | 5}

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*approval Action: v Approval Status:  In Pracess

Buyer: Buyer Marne

PO Reference:

PO Date: 07/22i2008

Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD

PO Total Value: 60,000.00 PO Total Base: 60,000.00

Customize | Find First E1] 10f1 [ Last
Base -
Line Sched UOM PO Gty Amount Currency Base Amt Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
Distributions/ChartFields Customize | Find | View All | B First [4] 4 o4 [ Last
Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class Fund Program Project %‘%
1 1 1 Open Qty 1.0000 60000000 UMS05 5745100 61000 0o

B save | [E View Worklist | 13! Previous in Worklist | 43 Mext in Worklist | [=] Notify |

Step Action Input Expected | Pass | Fail
Results

3. Use thePurchase Order Amount
Approval page to view details and
approve amounts for purchase orders
that require your approval. The
amounts that appear are the amounts
that you are approving. You can
change these values on ther chase
Order andSchedules pages.
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Test Document
Approving & Denying PO Amounts

[# MaineStreet
Home | Worklist MultiChannel Censole | Add to Favorites Sign out

New Window | Help | Customize Page | /&,

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*Approval Action: 5 Approval Status: In Process
Buyer: Buyer Name
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00
Customize | Find | View All | B First (4] 1.o£1 [2] Last
B Base "
Line Sched UOM PO Qty Amount Currency Base Amt Currenc: Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
DistributionsiChartFields Customize | Find | Vi First (4 1 of 1 ] Last
Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class Fund Program Project %%
1 1 1 Open Qy 1.0000 60000000 UMSO05 5745100 61000 00
[ save | [ View Workist | 4 Previous in Worklist | 43} Next in Workiist ‘ Notify ‘
< | >

Step Action Input Expected | Pass | Fail
Results

4, In thePO Amountsection of the page,
theBuyer's nameand thePO Date
displays along with the following
information:

Merchandise Total Amount displays
the quantity of items multiplied by the
unit price in the purchase order
currency.

Merchandise Total Base displays the
quantity of items multiplied by the unif
price in the base currency for the
business unit.

PO Total Value- displays the
merchandise total amount plus taxes
freight, and miscellaneous charges in
the purchase order currency.

PO Total Base displays the
merchandise total amount plus taxes
freight, and miscellaneous charges in

the base currency for the business unit.
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Test Document
Approving & Denying PO Amounts

Sign out

Add to Favorites

Home | Worklist [ MultiChannel Console

New Window | Help | Customize Page | /&,

Purchase Order Amount Approval

Unit.  UMSO05 POID: 5000035874 Vendor: 0000000011

*Approval Action: Approval Status: In Process

Buyer: Buyer Mame
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00
l Lines Customizs | Find |\ B First (U104 [ Last
. Base -
Line Sched UOM PO Gty Amount Currency Base Amt Currency Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
Distributions/ChartFields Customize | Find |\ B First [ 4 o1 [ Last
Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %%
1 1 1 Open Qty 1.0000 60000.000 UMS05 5745100 61000 0o
B save | [E View Workiist | 5] Previous in Workiist | 4] Next in Worklist | [=] notify ‘
4 >
Step Action Input Expected | Pass | Fail

5. Click theExpand Linesbutton to
expand the Lines section.
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Test Document
Approving & Denying PO Amounts MaineStreet

‘A MaineStreet

MultiChannel Console | _Add to Favorites | _Sign out

Mew Windaw | Help | Customize Page |

Purchase Order Amount Approval

Unit:  UMS0S POID: 5000035874 Vendor: 0000000011

*Approval Action: Approval Status: In Process

Buyer: Buyer Mame
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00
Customize | Find |
. Base -
Line Sched UOM PO Qty Amount Currency Base Amt Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test

Distributions/ChartFields

Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class Fund Program Project %%
1 1 1 Open Qty 1.0000 50000.000  UMS05 5745100 61000 oo
B save | [ wiew Workiist | 3 Previous in Worklist | 455 Next in Worklist ‘ [=] wotify ‘
< | >

Step Action I nput Expected | Pass | Fail
Results

=

6. You can view line detail information fa
the PO in thé.ines section.

TheDistributions/ChartFieldssection
displays account information for the
PO.
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Test Document
MaineStreet Approving & Denying PO Amounts

Home | Workligt | MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page |

Purchase Order Amount Approval

Unit  UMSDS POID: 5000035874 Vendor: 0000000011

*Approval Action: ‘Approval Status: In Process
Buyer: Buyer Name
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00
~ustomize | Find |
Base
ine Sched UOM PO Qty Amount Currency Base Amt Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
Distributions/ChartFields omize | Find | First ] 1 of1 [+ Last
Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %‘%
1 1 1 Open Qty 1.0000 60000.000 UMS05 5745100 61000 oo
& save | [ View Worklist | 1[5 Previous in Worklist | 4[5 Next in Worklist ‘ [=] Motify |
< | >

Step Action Input Expected | Pass | Fail
Results

7. Click theApproval Action drop-down
arrow.
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Approving & Denying PO Amounts

# MaincStrect
kl MultiChannel Console | _Add to Favorites | Sign out

Mew Window | Help | Customize Page |

Purchase Order Amount Approval

Unit: PO ID: 74 Vendor: 0000000011

*Approval Action: Approval Status: In Process
&
Buyer: Buyer Name
PO Reference:
PO Date: 07/22/12008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: £0,000.00 PO Total Base: 60,000.00

First [ 1 or 1 [F] Last

Base

Line Sched UOM PO Gty Amount Currency Base Ami Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test

First [4] 1 of 1 [ Last

Distributions/ChartFields

Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class  Fund Program Project %%
1 1 1 Open Qty 1.0000 60000.000  UMS0S 5745100 61000 00

& save | [E View Workist | 5 Previous in Worklist | 43! Next in Worklist | [=] Notify |

Step Action Input Expected | Pass | Fail
Results

8. For this example, we'll deny the
purchase order.

Page 8 Last changed on:3/13/2009 11:04:00 AM



Test Document
MaineStreet Approving & Denying PO Amounts

‘# MaineStreet

Home | \Worklist | MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | /5

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*Approval Action: Deny b Approval Status: In Proce
Buyer: Buyer Name
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00
Customize | Find | \ First E 10f1 El Last
i Base -~
ine Sched UOM PO Qty Amount Currency Base Amt - °- Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
DistributionsiChartFields (4] 1 o1 [ Last
Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class  Fund Program Project %%
1 1 1 Open Oty 1.0000 60000.000 UMS05 5745100 61000 00

B save | B View Workiist | 1] Previous in Workiist | 43 Next in Workiist | [ Wotify |

Step Action Input Expected | Pass | Fail
Results

9. Enter a comment in theommentfield
that explains the reason for the action.

10. Click theSave button.
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Test Document
Approving & Denying PO Amounts MaineStreet

‘S MaineStreet

Home | Worklist | KultiChannel Console | _Add to Favorites | _Sign out

Hew Window | Help | Customize Page | 15,

Purchase Order Amount Approval

Unit:  UMS0S POID: 5000035874 Vendor: 0000000011

~Approval Action: v [ Approval Status:  Denied ]

Item no longer on the approved list. @
Buyer: Buyer Name

PO Reference:

PO Date: 07/22/2008

Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00

Customize | Find | B First [ g ore Y Last
Base "
Line Sched UOM PO Qty Amount Currency Base Amt - .~ Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test

Distributions/ChartFields Customize | Find | \ i First [ 4 04 [ Last

Line Sched Distrib Status Distribby Qfy Amount GL Unit Dept Account Class Fund Program Project

Unit
1 1 71 Open Qty 1.0000 60000.000 UMS05 5745700 61000 oo
B save | [E view Workist | 175 Previous in Workiist | 455 Next in Worklist | [=] Notify |
£ | 13
Step Action I nput Expected | Pass | Fail
Results
11. After selectingSave, theApproval
Statusshould change frorm Process
to Denied..

If you have authority for final approval
and approve the purchase order, the
Approval Status changes frdmitial to
Complete. If you do not have the

authority to complete the approval or |if
you deny or recycle the purchase order,
the Approval Status remaihs Process
and routes to the next role user in thq
approval definition.

12. End of Procedure.

Additional Validation
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