Test Document
Approving Requisition Amounts

Test History

Date Tester Pass/Fail

Notes

Timeto Test

Estimated Time
Actual Time

Test Setup

Navigation

Step Action

Input

Expected
Results

Pass | Falil

1. Click theWorklist link located in the

[wortst

navigation bar at the top of your screen.

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

Page 1




Test Document
Approving Requisition Amounts

A

MaineStreet

Test Procedure

‘S MaineStreet

Waorklist for 0033933

Detail View

% Refresh

Batch Processor ID 06/04/2008 Matching Errors  Analyze Matching Errors

805 Requisition Amount 111522 UMS05, 5000034379

Requester Mame  08/12/2008

Home | Worklist | WultiChannel Console

New Window | Help | Customize Page | /&,

Work List Filters: |

From Date From Work ltem Worked By Activity Priority Link

UMS08, 80024357, 1, UM=S08,

Req Approva

Waorklist Appraval

w | 8000000945, 1

0.8
h

Mz

Add to Favorites

Sign out

Step

Action

Input

Expected
Results

Pass

Fail

On theWorklist page, click on the link
for Req Approval Worklist item.
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# MaineStreet

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
»
Mew Window | Help | Customize Page | 5

Requisition Amount Approval

)

unit  UMS05 Rem: 5000034379 Reduester:  Requester Name

*Approval Action: Approval Status: In Process

Requisition Date: 08M12/2008
Total Amount: 51,000.000 Dollar
Total Base Amount: 51,000.000 Daollar
 Line Details custornize [Find] 8 First [4] 4 o4 [ Last
. Base
ine Sched Status Amount Currency Base Amt - - Req Oty UOM Revision
1 1 Active 51,000.00 USD 51000.00 USD 1.0000 EA
Distributions/ChartFields Customize | Find | View All | B8 First ] 4 o514 [ Last
Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class Fund Program Project %‘ﬁ
1 1 1 Open Qty 1.0000 51000.000 UMS05 5745100 61000 0o
B save | B View Worklist | 47 Previous in Worklist | 43 Next in Worklist | [=1 Notify |
< »
Step Action Input Expected | Pass | Fail
Results

3. Use theRequisition Amount
Approval page taapprove, deny, or
recycle a requisition.

The amounts that appear in thmount
Details section are the amounts you dgre
being asked to approve

Use theline Details section to view
the specific line information for the
requisition.

Click theDetails tab to view additional
details about the amount.
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MaineStreet

# MaineStreet

(=13

Requisition Amount Approval

MuttiChannel Console | Add to Favories | _Sign out

New Window | Help | Customize Page |

Unit: 5000034379 Reaquester:  Raquester Name

UMS05 Req:

*Approval Action: Approval Status: In Process

Requisition Date: 08/12/2008

Total Amount: 51,000.000 Dollar

Total Base Amount: 51,000.000 Dollar

~ Line Details

Amounts/Qty Y Details

Customize | Find | #

First [0 1 of 1 [M] Last

Distributions/ChartFields

. - . . % Prc Tol REQ
Line Sched Status Ite: Description Price Tol Price Tol Under % Prc Tol Under Buyer Required
1 1 Active UPK = $50.000 %9,999,999.99999 99999999.99999 0.00 0033660 N

Customize | Find | View All | #

First [ 1 of 4 [M] Last

Line Sched Distrib Status Distribby Qiy Amount GL Unit Dept Account Class Fund Program Project %‘%
1 1 1 Open Qty 1.0000 51000.000 UMS05 5745100 61000 oo
B save | [B view Workiist | 13 Previous in Worklist | 4[5 Next in Worklist | [=] Hotify |
<4 ¥
Step Action I nput Expected | Pass | Fail
Results
4. The items associated with the

requisition should display.

should display the chartfield
charged.
Click the item'dDescription link to

specific item.

TheDistributions/Chartfields section

combination to which the line will be

view the complete description for a
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=3

Item Description

UPK = 550,000

oK | Cancel

Home | Worklist | MuttiChannel Console | _Add to Favorites

New Window | Help | Customize Page |\,

Sign out

Step Action I nput Expected | Pass | Fail
Results
5. Click theOK button.
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# MaineStreet

Home | Worklist [ MultiChannel Console | _Add to Favorites | _Sign out

(=13

New Window | Help | Custornize Page | B

Requisition Amount Approval

Unitt  UMSO0S Req: 5000034379 Reduester:  Regquester Name s

*Approval Action: Approval Status: In Process

Requisition Date: 08122008

Total Amount: 51,000.000 Dollar

Total Base Amount: 51,000,000 Dollar

~ Line Details - Customize | Find | (] First [4] 1 or1 [ Last

. - . % Prc Tol REQ

ine Sched Status  lte Description Price Tol Price Tol Under % Prc Tal UmErB_we_r Required

1 1 Active UPK = $50,000 99,999,999.99999 99999999.99999 0.00 0033660 M
DistributionsiChartFields Customize | Find | View Al i First [ 1 o1 [M] Last
Line Sched Distrib Status Distribby — Qty Amount GL Unit Dept Account Class  Fund Program Project %%

1 1 1 Open Qty 1.0000 51000.000 UMS05 5745100 61000 00

B save | [E View Worklist | 3 Previous in Worklist | 45! Next in Worklist ‘ [=] Moify |

Step Action Input Expected | Pass | Fail
Results

6. In this example, we will approve the
requisition. (The same process is usgd
to Recycle andDeny the requisition)

To Approve the requisition, check that
the Approval Action is set toApprove
and click theSave button.

7. Click onApproveto select it.
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# MaineStreet

hluttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | n5h

Requisition Amount Approval

Unit  UMS05 Req: 5000034379 Reduester  Requester Name =3
*Approval Action: M Approval Status: In Process
Requisition Date: 08/12/2008
Total Amount: 51,000.000 Dallar
Total Base Amount: 51,000.000 Daollar

~ Line Details Customize | Find | i First [ 10f1 [ Last
Amounts/Gty §  Details

% Prc Tol

Buyer

Line Sched Status  ltem Description Price Tol Price Tol Under % Prc Tol

Under Required
1 1 Active UPK = §50.000 99,999,999.99999 99990999.99999 0.00 0033660 N
Distributions/ChartFields Customize | Find |
Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %‘%
1 1 1 Open Qty 1.0000 51000.000 UMS05 5745100 61000 oo

B save | [E view Workiist |+ Previous in Worklist | ] Next in Workiist | [=] Notify ‘

Step Action I nput Expected | Pass | Fail
Results

8. If you wish, you can enter a comment
about this approval in theomment
section. If you Deny or Recycle a Re(
Amount, you should enter a comment
about why you are denying or
recycling the amount.

When ready, click th&ave button.
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E il vorite: Sign out
3

New Window | Help | Customize Page |

PO Dispatch Routing

PO Dispatch Routing

Business Unit UMS05

Requisition 1D 5000034379

When the dispatch method on the PO is set to print, the
employee named below will receive a pdf file containing the
actual PO for printing and sending to the vendor. You can change
the employee to whom the pdf file is sent by selecting another
name using the prompt. Click OK when done.

Mote: If the PO Type is Prepaid, the pdf file is sent to the user for
your campus who is responsible for getting the check cut that
needs to go with the order. This name cannot be changed.

User D pnaaaaa Q User Name

oK Cancel

Step Action I nput Expected | Pass | Fail
Results
9. Click theOK button.
[ oc ]
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# MiaineStreet

Da you really want to save and approve this requisition? (20000,6)

This is just a message to ensure you wantto save since the default approval action is approved. Click on OK to save or Cancel to resume viewing information
OK Cancel

New windaw | Heip | B

Home | Worklist [ MultiChannel Console | _Add to Favorites | _Sign out

Step Action I nput Expected | Pass | Fail
Results
10. Click theOK button to confirm you
wish to approve the requisition.
oK
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MaineStreet

‘# MaineStreet

EL3

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

New Window | Help | Customize Page | [,

Requisition Amount Approval

Requester: Reguester Mame

5000034379

Unit:  UMS05 Req:

Approval Status: Complete

*Approval Action:

Requisition Date: 08122008

Total Amount: 51,000,000 Dollar

Total Base Amount: 51,000.000 Dollar

~ Line Details Customize | Find | 5

First [4] 1 o1 [ Last

51000.00 USD

51,000.00 USD

Amounts/Qty W
P Base -
Line Sched Status Amount Currency Base Amt Currenc Req Qty UOM Revision
1.0000 EA

1 1 Active
Distributions/ChartFields Customize | Find | Viev First 4 1 or 4 [ Last
Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class Fund  Program Proiect %‘%
1 1 1 Open Qty 1.0000 51000.000 UMS05 5745100 61000 oo
B save | [B View Worklist | 45 Previous in Worklist | 43 Next in Worklizt | [=] Motify |
< ¥
I nput Expected | Pass | Fail

Step Action

Results

11.
Complete.

TheApproval Status should display as

12. End of Procedure.

Additional Validation

Page 10

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




