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Step
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Click the Control Groupslink.

[ Contral Groups

Click the Group Information link.

Group Infarmation)
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Test Document
Creating a Control Group and Vouchers MaineSte:

Test Procedure

Search: Wew window | Hels | o5
& My Favarites Group Information

[> University of Maine System Enter any information you have and click Search. Leave fields blank for a list of all values.

> Employee SelfService

I Manager Self-Service { Find an Existing Value "\ Add a Newalue

[- Supplier Contracts

[ tems

[> vendors Business Unit; UMs08 Q

I Purchasing .

i [vritiny Control Group ID.| begins with v \Q

[ eProcurement

[> Services Procurement
[> Travel and Expenses
[ Accounts Payable

I Youchers

- Control Groups

Search ‘ Clear ‘Easmsaamh I8 save Search Criteria

Find an Existing Value | Add a New Yalue

Group Information
— Update Giaty
— Die|ete|Establish a group of vouchers ta control processing. ‘
— Post Control Graup
[ Payments
[» Batch Processes
[ Review Accounts Payable
Infa
[» Reports
[ eSettlements
[ Banking
I Cormmitment Control
> General Ledger
[» Set Up FinancialsiSupply
Chain
[ Worklist
[> Tree Manager
[ Reporting Tools
> PeopleTools
- Return to Portal
— My Personalizations
[— My Systern Profile
— My Dictionary

(] https:{jpsfn.maine. edu: 7602/psp/FHTSTI0/EMPLOYEEJERP/c/ENTER_YOUCHER_INFORMATION,GRP_aP_CTL.GBL?FolderPath=PORTAL_ROOT_OBIEC 5 @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

3. On the Group Information page, click
the Add a New Value tab.

Add g Mew Valug

Page 2 Last changed on:3/5/2009 4:58:00 PM




MaineStreet

Test Document
Creating a Control Group and Vouchers

' MaineStreet

Menu &
Search:
&

- My Favorites

[ University of Maine Systern

- Emplovee Sel-Service

- Manager Self-Service

[ Supplier Contracts

[ ltermns

[ Wendors

- Purchasing

[ Irwentary

- eProcurement

[- Services Procurement

[- Travel and Expenses

7 Accounts Payable

[ Vouchers

= Cohtrol Groups
— Group Information
— Update Status
— Delete Cantrol Group
— Post Control Group

[> Payments

[> Batch Processes

I> Review Accounts Payable
Info

[ Reports

[ eSettlements

[ Banking

- Commitment Contral

- General Ledger

- SetlUp Financials/Supply
Chain

[ Wiorklist

- Tree Manager

[- Reporting Tools

[ PeopleTools

— Return to Partal

— My Personalizations

[— My Systern Profile

— Nty Dictionary

C-0 HMRG PrO 2L w-Jd &

Group Information

[ Find an Existing alus " Add a New Value

Business Unit:  |UMS08 |G,
Control Group ID:

Add

Eind an Existing Yalue | Add a Mew Yalue

Mew Windowr | Help |

Sign out

@ Done

é &) Trusted sites

Step

Action

Input

Expected
Results

Pass

Fail

4, In the Control Group ID field, enter an
ID.

5. Click the Add button.
Add
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0- O NRG Lk RS E-LJA D

‘# MaineStreet

[ My Favorites

[: University of Maine Systerm
[- Employes Self-Service
[ Manager SeltSewice
[: Supplier Contracts

[ lterns

[ Vendors

[ Purchasing

> Inventory

[ eProcurement

[ Senices Procurement
[> Travel and Expenses
[= Accounts Pavahle

b Vouchers

— Delete Control Group
— Post Control Group
[> Payments
[> Batch Processes
[ Review Accounts Payahle
Info
[- Reports
[ eSettlements
[ Banking
[ Commitment Control
[» General Ledger
[ Set Up Financials/Supply
Chain
[ ¥orklist
[> Tree Manager
[ Reporting Tools
[ PeopleTools
= Return to Poral
= hly Personalizations
= by Systern Profile
= My Dictionars

Home

Mew Window | Help | Customize Page | 15,

! i *(_Accounting Y Vouchering Options | Vouchers
Unit:  UmMsS08  Group:  JJoos
[JRuna Tape Gross Amt Hbr of Vouchers
Nbr of
Vouchers: Dl
Gross Amount Difference
0.00
Open 3 | Voucher Totals Difference
0

B save | [=] Matify

Assignment | Accounting | Youcheting Ontions | Youchers

Due:

|:| Reserve Voucher Numbers

Starting From: 00000000

[EL] UpdsteDisplay

@ Dane

é @ Trusted sites

Step

Action

Input Expected | Pass | Fail

Results

On the Assignment page, enter the
desired information into the Gross
Amt field.

Page 4
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Test Document
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O-© HNRAG P

‘A MaineStreet
Menu &

Search: Mew Windaw | Help | Custarize Page | 15

&
[» My Favorites
[ University of Maine Systerm
[> Employee Self-Serice Unit:  UMS08  Group:  JJ003
[ Manager Self-Semvice
[» Supplier Contracts

[ lterns [1Run a Tape Gross Amt Nbr of Vouchers
[ Vendors

[ Purchasing Gross Amt: 0.00 ]
& Inventory
[ eFrocurement Nbr of

[ Services Procurement Vouchers:
[» Travel and Expenses
[ Accounts Payable 0.00

[> Vouchers Voucher Totals Difference
= Control Groups 0

@ RL @-JKd3

Sign out

| Assignment "_Agcounting | Vouchering Options " Vouchers |

Gross Amount Difference

Open v‘

— Update Status

— Delete Control Group _

— Post Control Group Assignedto: |:|Q [IReserve Voucher Numbers
e e [ ]
b Bateh Processes Assigned: Starting From: 00000000
[» Review Accounts Payahble Due: I:l Completed: I:l

Info
[» Reports

[ eSettlements
> Banking B save | [=] Notify Eradd | 5 UpdateDisplay

[ Commitment Caontral

 General Ledgar Assignment | Accounting | Youcheting Options | Vouchers
[ Set Up Financials/Supply

Chain
[ Worklist

[ Tree Manager

[» Reporing Tools

[> PeopleTools

— Return to Portal

— My Personalizations
— by Systern Profile

[~ My Dictionany

@ Done é @) Trusted sites

Step Action I nput Expected | Pass | Fail
Results

7. Enter the desired information into the
Nbr of Vouchersfield.

Last changed on:3/5/2009 4:58:00 PM Page 5
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0 0 HRG LKL = UK e

Search: NewWindow | Help | Custamize Page | 15,
o Wy Favorites ! i W Accounting ) Youchering Options | vouchers |

> University of Maine System

[- Employee Sel-Service Unit:  UUMES08  Group:  JJo03

- Manager Self-Service
[- Supplier Contracts

- lterns [CJRun a Tape Gross Amt Nbr of Vouchers
[ Vendars
I Purchasging Gross Amit: 0.00 i
[ Imventory Nbr of
[ eProcurement "o
1> Serices Procurerment Vouchers: ;
s Gross Amount Difference
[= Accounts Payable 40.00
[ Youchers

Voucher Totals Difference
o

Cipen v|

= Control Groups
= Group Information
Update Status

— Delete Contral Group -

— Post Contral Groun Assigned to: l:IQ [IReserve oucher Numbers
[> Batch Processes Assigned: Starting From: 00000000
[> Review Accounts Payahle Dues l:l Completed: l:l

Info
[> Reports

[ eSettlements
[ Banking & save | [Z] hotify B Upiate Display

> Commitment Cantral

I Gereral Ledger Assignment | Accounting | Youchering Options | Youchers
[> Set Up FinancialsiSupply

Chain
[= Winrklist

[> Tree Manager

[> Reporting Toals

[> PeopleTools

= Return to Portal

= bty Personalizations
= ity Systern Profile

I— ity Dictionarny

@ Done é & Trusted sites

Step Action I nput Expected | Pass | Fail
Results

8. Click on the drop-down arrow in the
Statusfield.

Page 6 Last changed on:3/5/2009 4:58:00 PM
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Search:

[ My Favorites

[> Employee Self-Serice
[ Wanager Sel-Servce
I Supplier Contracts
[ lterns
[> Vendors
[ Purchasing
[ Inventory
[ eProcurement
[ Services Procurement
[> Travel and Expenses
f= Accounts Payable
[ Vauchers
= Control Groups
up Infar on
pdate Status

[ Payments
[ Batch Frocesses

Info
[> Reports
[ eSettiements
[ Banking
[ Commitment Gontrol
[ General Ledger

Chain
[ Winrklist
[ Tree Manager
[» Reporting Tools
[ PeopleTools
— Return to Portal
— My Personalizations
— Mty Systermn Profile
— by Diictionary

0O HNRAG PR m-JE B

‘# MaineStreet

[ University of Maine System

— Delate Control Groug
— Post Control Group

[ Review Accounts Payable

[ Set Up FinancialsSupply

®

f i " Agcounting | Youchering Options ) Wauchers

Hew Windaw | Help | Custornize Page | [,

Unit:  UMS08  Group:  .1J003

JRuna Tape
Gross Amt: 40.00
Nbr of
Vouchers:

Open R
Assigned

Entry Set Aside

y for Review
Supervisor Set Aside
Verified

& Save | [ Hotity

Assignment | Accounting | ¥ouchering Options | Youchers

Gross Amt Nbr of Vouchers
0.oo 1}

Gross Amount Difference
a0.00

Voucher Totals Difference
2

D Reserve Voucher Numbers

Starting From: 0oooooon

e toldd UpdateDisplay

@ Dane

2 @ Trusted sites

Step

Action

Input Expected
Results

Pass

Fail

From the drop-down list select
Assigned.

[2zsigned |

Last changed on:3/5/2009 4:58:00 PM
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MaineStreet

okela s e -Les

[ My Favotites
- University of Maine System
[ Employee Self-Servce
[- Manager Self-Service
- Supplier Contracts
[ ltems
[ Wendors
- Purchasing
[ Irwventory
[ eProcurement
[ Services Procurernent
- Travel and Expenses
[= Accounts Payable
[ Vouchers
= Cantral Graups
— Group Information
— Update Status
— Delete Control Graup
— Past Cantrol Graup
[> Payments
[> Batch Processes
[> Review Accounts Payable
Info
I> Reports
[- eSettlements
[ Banking
> Commitment Contral
[ General Ledger
- Set Lp Financials/Supply
Chain
[ Worklist
[ Tree Manager
[- Reporting Tools
[ PeopleTools
— Return to Portal
— My Personalizations
— My Systern Profile
— My Dictionary

f i) W Accounting | Wouchering Options | Vouchers

MutiChannel

ew Windaw | Help | Custamize Page | /B

Unit:  UMS08  Group:  1J003

[CJRruna Tape Gross Amt
Gross Amt: 50.00 0.00

Nbr of

Vouchers:

Nbr of Vouchers

0

Gross Amount Difference

A0.00

2

Voucher Totals Difference

Assigned to: l:lQ [IReserve Voucher Numbers

Asstaned |:| Starting From:

B save | [=] motiry

Assignment | Accounting | Youchering Options | Youchers

aooooooo

et UpdateDisplay

@l Done

é @) Trusted sites

Step Action Input

Expected | Pass
Results

Fail

10. In the Assignment section, enter the
appropriate emplid into the Assigned to
field.

Page 8
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# VaineStreet
Menu &
Search:
&
[ My Favorites
> University of Maine System
> Employee Sel-Service
- Manager Self-Service
[- Supplier Contracts
[ lterns
[ Vendors
[ Purchasing
[ Inventory
[ eProcurement
[ Serices Procurement
[ Travel and Expenses
[~ Accounts Payable

[> ¥ouchers
= Control Groups

pdate Status
— Delete Control Group
— Post Control Group
[> Payments
[> Batch Frocesses
[> Review Accounts Payahle
Info
[> Reports
[- eSettlements
[ Banking
[> Cormmitment Contral
[ General Ledger
[> Set Up FinancialsiSupply
Chain
[= Winrklist
[> Tree Manager
[> Reporting Toals
[> PeopleTools
= Return to Portal
= bty Personalizations
= ity Systern Profile

Q00 HRGLXO 3% m- -3

I— ity Dictionarny

Home Sigin out

Mew vindgw | Helg | Custamize Page | (2,

|/ Assignment Y Accounting |}~ Youcheting Options |}~ Vouchers |,

Unit:  UMZ08 Group:  LJ003
[CIRun a Tape Gross Amt Nbr of Vouchers
Gross Amt: 50.00 0.00 0
Nbr of
Vouchers:
Gross Amount Difference
40.00
Assigned v}| Voucher Totals Difference
2

Assigned to: (00131 64 Q

B Save | [Z] Matify

Assignment | Accounting | Youchering Options | Youchers

D Reserve Voucher Numbers

Starting From: 00000000

Due:

B eldd Update Display

@ Done

é & Trusted sites

Step

Action

I nput Expected | Pass | Fail

Results

11.

In the Voucher Numbering section,
click the Reserve Voucher Numbers
checkbox.

| []Reserve Voucher Numl}ersl

12.

Click the Save button.

Last changed on:3/5/2009 4:58:00 PM
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Test Document
Creating a Control Group and Vouchers MaineSte:

Q-0 MRAG Lk & a-Jd B
‘# MaimeStreet
Menu &

Search: Mew Window | Help | Customize Page | /B

®
[ My Favorites
[> University of Maine Systern
[» Employee SelfService unit:  UMS0D8  Group:  JJo03
[> Manager Self-Service
[> Supplier Contracts

Addl to Favorites

{ Assignment \_Accounting ) Youchering Options |~ Wouchers |

I lterns [JRun a Tape Gross Amt Nbr of Vouchers
[ ¥endars
> Purchasing Gross Amt: 0.00 0
&> Inventary b of
[» eProcurement I o
I Sendces Procurement Vouchers: Gross Amount Diffs
Tyl ct) Eessas ross Amour erence
[+ Accounts Payahle 50.00
I Youchers - Voucher Totals Difference
= Contral Groups Assigned "| B
= Group Infor
— Update Status
- Delete Control Graup .
— Post Control Group Assignedto: O\ Jeff Joy Reserve Voucher Numbers

> Eah Pro igned:
[» Batch Processes Assigned: |02/06/00 10:32AM Starting From: 50028410
[> Review Accounts Pavyable Due: 02/06/09 10:444M Completed: l:l

Info
[ Reports

[» eSettlements
> Banking [& Save | =] netify Ertdd | UpdateDisplay

[ Commitment Control

> General Ledger Assignment | Accounting | ¥ouchering Options | Youchers
[ Set Up FinancialsiSupply

Chain
[ Wvorklist

[ Tree Manager

[> Reporting Tools

[> PeopleToals

— Return to Paral

— Wy Personalizations
— bty Systermn Profile

[— My Dictionary
@Dune é @ Trusted sites
Step Action Input Expected | Pass | Fail
Results
13. From the Financials menu, click the

Voucherslink.

14. Click the Add/Update link.

15. Click the Regular Entry link.

Page 10 Last changed on:3/5/2009 4:58:00 PM
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> Employee SelfService
[» Manager Self-Serice
[ Supplier Contracts
[ ltems
[ Yendars
[ Purchasing
&> Inventary
[» eProcurerment
[> Services Procurement
[ Travel and Expenses
[ Accounts Pavable
= Vauchers

= AddiUpdate

— Gick Invoice Entry
— Complete Register
Woucher
— Close Youcher
— Delete Youcher
— Update Open [tem
— UnPostWoucher
[+ Maintain
[> Control Groups
[ Payrments
[> Batch Processes
[» Review Accounts Payahle
Info
I> Reports
[» eSeftlerments
[ Banking
> Commitment Cantrol
[» General Ledger
[ et Up FinancialsiSupphy
Chain
[ \Warklist
[> Tree Manager
> Reparting Tools
[» PeopleTools
— Return ta Portal
— Lty Personalizations
— My System Profile

£l

Voucher

2 @-UJd B

/ Eind an Existing Value " Add a New Value

Business Unit:
Voucher ID:
Voucher Style:
Control Group ID:
Short Vendor Name:
Vendor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross nvoice Amount:
Freight Amount:

Sales Tax Amount:
Misc Charge Amount:
Tax Exempt Flag

[owateley

[ Regular voucher

2003 Q

0.00]
0.00]

|
|
[ 0.00]
[ 0.00]

Estimated No. of Invoice Lines:| 1]

Add

Find an Existing Value | Add a Mew value

New Window | Help |

— Nty Dictionan
@ é @ Trusted sites
Step Action Input Expected | Pass | Fail
Results
16. On the Voucher page, enter the

appropriate Vendor ID into the Vendor
ID field.

Last changed on:3/5/2009 4:58:00 PM
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Q-0 NRG LR @-JE B
'$ MaineStreet

Home

> Employes SelfService ™ e iindow | Heln |
[ Manager Sel-Service
[> Supplier Cantracts Voucher
[ ltems
I Yendors - =
i PugiEsiin Find an Existing Value | Add a New Value ),
I Inventary
[ eProcurement Business Unit: UmMs08
[» Services Procurement Q
1> Travel and Expenses Voucher I
A ts Payahl
[ anie Voucher Style: [Regular voucher v
= AddiUpdate Control Group I0: JJooz Q
— Regular Entry .
— Gick Invoice Entry Short Vendor Name: l:IQ
- Complete Register Vendor ID: 000007 5665] |2,
Youcher
— Closs Youcher Vendor Location: l:IQ
— Dielete Woucher .
 Dndats Onen lem Address Sequence Number: lle
— UnPostVoucher Invoice Number: | |
[ Maintain .
[» Contral Groups Invoice Date: l:l@
[> Payments 5 .
b Rt BrrEsEas Gross Invoice Amount: | EI.E|E||
[+ Review Accounts Payable Freight Amount: | D.DD|
Info
I Reports Sales Tax Amount: | EI.E|E||
I eSetlements i -
i Blaiting Misc Charge Amount: | D.DD|
I Commitment Contral Tax Exempt Flag O
I General Ledget . T
b St Up FinantialsiSupnly Estimated No. of Invoice Llnes.
Chain
[+ arklist
[z Tree Manager iy
I Reporting Toaols
[» PeopleTools Find an Existing Value | Add a New Value
— Return ta Portal
— My Personalizations
- My Svstern Profile | |
— by Dictionarny b
@ é @ Trusted sites
Step Action Input Expected | Pass | Fail
Results
17. In the Vendor Location field, click
the Look up Vendor Location button.
Page 12 Last changed on:3/5/2009 4:58:00 PM




MaineStreet

Test Document

Creating a Control Group and Vouchers

QO © NRG L% O KL% @ -JE B
‘A MaineStreet

b Employee Self-Service ad
[ Manager Sel-Service
[ Supplier Contracts

[> ltlems

[ Wendors

[» Purchasing SetiD: UMSYS

- Invantary Vendor ID: 0000075665

> eProcurement 7
- Services Fracuremant Vendor Location: | egins with |||

Look Up Vendor Location

I Travel and Expenses . "
City: beging with | v
[+ Accounts Payahle fty: ‘ g H ‘
= Vouchers
~ AddiUpdate Look Up ‘ Clear ‘ Cancel ‘ Basic Lookup

— Guick Irvoice Entry
— Complete Register
woucher
— Close Youcher
— Delete Voucher
— Update Gpen ltem
— UnPostvoucher
[+ Maintain
[ Contral Groups
[ Payments
[> Batch Processes
[> Review Accounts Payable
Info
I> Reports
[ eSettlements
[ Banking
> Cornmitment Control
[ General Ledger
[ Set Up Financials/Supply
Chain
[ Warklist
[ Tree Manager
[ Reporting Tools
[> PeopleTools
[~ Return to Portal
[~ Ly Personalizations
— My Systern Profile
[ Lty Dictionary

Search Results

TAUGUSTA ORDER FROM (hlank

<

'endor Location Description Payment Method Address Line 1

Address Line 2 Address Line 3 City

23 PINE RIDGE ROAD (blank) NORTH YARMOUTHME 04087

Sign out

Mew Windo | Help |

1ofd
State Postal Code

€l

é @) Trusted sites

Step Action

Input

Expected
Results

Pass | Falil

18. Click on the appropriate Vendor
L ocation to select it.

Last changed on:3/5/2009 4:58:00 PM
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Q-0 NG PO REE-LJAD
# MaineStreet

Hotme

=13

Mew \Window | Help | Custamize Pace | &

neep |

Inveice Information _ Payments § Youcher Afiributes |

Business Unit:  UMS02 Invoice Number: |
Voucher ID:  NEXT Invoice Date: )
WVoucher Style:  Regular Action: ~| Run I Print Involce'

PO Unit; l:lQ Purchase Order: Q,  CopyPO | Worksheet Copy Option:

Vendor: 0000075665 Q ‘Pay Terms: a0 |G netso [ BasisDUTwpe InvDale

Name: YARMOUTH-001 |2, ControlGroup: 00003 |@ Comments(m

Location:  |1AUGUSTA |Q Accounting Date: | 2/08/2009 |5

*Address: le Advanced Yendor Search  ‘Currency: @q Man Merchandise Surmary
YARMOUTH SCHOOL OF Total: 0.00 Calculate | Sales/Use Tax Summary

ETIQUETTE & PROTOCOL
83 PINE RIDGE ROAD

MORTH YARMOUTH, ME 04097

Session Defaults i

Advice Comments

Packimgsii ||

TIN Type PO Type
[=] Line ‘Distributeby Kem Description Quantity UOM Unit Price Extended Amount
1 [amount ][ e | "N I 009
Ship To SpeedChart

Q l:lQ [Juse One Asset ID Calculate |

SalesiJse Tay
~ Distribution Lines

GL Chart Y ExchangeRste | Slatistics

Copy At Nuantitu Det A Uit Acennmt Anar lnit Eond Nant Dramram  Clace B Baf (]

m»\

5| @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

19. The Invoice I nformation page opens.
Enter the invoice number into
the I nvoice Number field.

Page 14 Last changed on:3/5/2009 4:58:00 PM
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Q-0 NG PO RS @-LJK B
# MaincStreet

Sigin out
B
MewsWindow | Helo | Customize Page | 2 A

Invoice Information ' Payments § Youcher Afiributes |

Business Unit:  UMS08 Invoice H TESTSS?[’ \ |
Voucher ID: MEXT Invoice Date: B
Voucher Style:  Regular Action: | Run I Frint Imrmcel

PO Unit: l:lQ Purchase Order: Q,  CopyPO | Worksheet Copy Option:

Vendor:  [0000075665 (Y ‘Pay Terms: 30 |@Netsn g BasisDtType InvDate

Name: YARMOUTH-00T | QL Control Group: <003 a Comments(m

Location:  [1AUGUSTA |Q Accounting Date; | 02062009 |5

"Address: :|Q Advanced Vendor Search  *Currency: @lq Dlon Merchandise Summary
YARMOUTH SCHOOL OF Total: 0.00 MI SalesiUse Tax Summary

ETIQUETTE & PROTOCOL
83 PINERIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaults -

Advice Comments

packmgsw: ||

TIN Type PO Type
[=] Lime ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 amot [ Ja | (=" | oo
Ship To SpeedChart

Q l:lq [Juse One Asset ID Calculate |

Sales/Use Tax
~ Distribution Lines
GL Chart Y Exchange Rate

Y Statistics

m LTI Nnantihe Det G0 Hnit LYt Nnar Hlinit Fonel Nant Draaram Clace Pud Paf !
< >
@ é @ Trusted sites

Step Action Input Expected | Pass | Fail
Results
20. In the Invoice Date field, click the
calendar button to select the
appropriate date.

Last changed on:3/5/2009 4:58:00 PM Page 15
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Sign out

New Window | Help | Custorize Page | (&), #

Invoice Information {_Payments § Youcher Aftributes |

Business Unit:  UMS08 Invoice Number: TEST355 |

Voucher ID: NEKT Inveice Date: @
Voucher Style:  Regular Action: ¥R Print Invoice |

PO Unit: l:lQ Purchase Order: Q. CopyPO J/—vﬁi sheet Copy Option:

Vendor:  [0000075685 Q ‘Pay Terms: f5  BasisDtType InvDate
Name: YARMOUTH-001  |O Control Group: Q, Comments(d

Location:  |1AUGUSTA QL Accounting Date:

‘Address: 1 advanced vendor Search ‘Currency: Mon Merchandise Sumrmary

YARMOUTH SCHOOL OF Totak: 0.00 Calculate | SalesiUse Tax Surnmmary
ETIQUETTE & PROTOCOL
23 PINE RIDGE ROAD

MORTH YARMOUTH, ME 04097

Session Defaults i

Advice Comments

packmasw: |

TIN Type PO Type
E| Line ‘Distribute by Iem Description Quantity UOM Unit Price Extended Amount
1 [Amount ] o | I L] | | 0.00]
Ship Te SpeedChart

Qa l:lq [Juse One Asset ID Calculate |

SalesiUse Tax
~ Distribution Lines

GL Chart Y Exchange Rate Fi Statistics

m Amaonnt Nantite Det 61 Init Acenomd ONnar Linit Faned Nant Dranram Clace RBud Raf X
<
@ javascriptiselectDay(s); é & Trusted sites
Step Action Input Expected | Pass | Fail
Results
21. If it is necessary to change the Payment
Terms, in the Pay Termsfield, click the
Look up Pay Terms button.

=

Page 16 Last changed on:3/5/2009 4:58:00 PM
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Q-0 HNRG LP¥O 3% = -Jd B
# MaineStreet
Bl
Mew window | Help | ne, 2

Look Up Pay Terms

SetlD: LIMSYS

Payment Terms ID:| begins with » ||

Look Up | Clear | Cancel |Basic Lookup

Search Results

145 of 45

Payment Terms ID Short Description Description Payment Terms Tvpe Terms Applicabili

oo Due Mow Pay-Mext Cycle flose discount) Single Wendar

os Mets Cue in 5 days Single Yendor

o7 Met¥ Duein 7 days Single Wendar

1%15 115 net3o 1% discountin 15 days, net 30 Single Yendor

10 Met 10 Duein 10 Days Single Wendar

1010 101 0Met20 10%digcount in 10 days, Wet 30 Single Wendar

10n 10thionth Due on the 10th ofthis month Sinale Yendot

10M10 10mos10th 10 nonths - 10th of each month Multiple “endor

10K 10thMexthio Cue on the 10th of nexd month  Single Yendor —
11610 11Mos1 Oth 11 Months - 10th of each month Multiple Yendor

12m10 12Mos10th 12manths - 10th of each month Multiple Wendaor

120N 12 Months 12 Months - end of each month Multiple Yendor

15 het15 Cue in 15 days Single Wendor

1010M 1010 Met30 1% Discountin 10 days, MNet 30 Single Yendor

2%10T 2% on 10th 2% discount paid on 10th Single Vendor

2148 215 Met3n 2% discountin 15 days, Net 30 Sinale ¥endor

20 ket 20 Cue in 20 days Single Wendar

240N 24 Months Pays out over 24 Maonths Multiple Wendar

25 et 35 Due in 25 days Single Yendor

28M 25th Cue on the 26th of this month ~ Single Yendor

26N 25th Mext Due on the 25th of next month - Single Yendor

250FF 25% Off 25% Discount Single Wendaor

20 210 Met3n 2% Discountin 10 days, MNet 30 Single Yendor

Iyl 10 ket W Nigeonntin 20 da: klat 20 Sinola 'ancinr b
@ é & Trusted sites

Step Action I nput Expected | Pass | Fail

Results

From the Search Results list, click on
the appropriate Payment Term to
select it.

Last changed on:3/5/2009 4:58:00 PM
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Test Document
Creating a Control Group and Vouchers

Q-0 NG PO RS @-LJK B
# MaincStreet

Sigin out
B
MewsWindow | Helo | Customize Page | 2 A

Invoice Information ' Payments § Youcher Afiributes |

Business Unit:  UM308 Invoice : |TESTS55 |
Voucher ID: MEXT Inveice Date: 02062009 |5

Voucher Style:  Regular Action: | Run I Prmtlnvnicel

PO Unit: l:lQ Purchase Order: Q,  CopyPO | Worksheet Copy Option:
Vendor:  [0000075665 (Y ‘Pay Terms: (00 |@ DueNmw FJ  BasisDtType InvDate
Name: YARMOUTH-001 | Control Group: | 003 Q Comments{0)
Location:  [1AUGUSTA |Q Accounting Date; | 02062009 |5
"Address: :|Q Advanced Vendor Search  *Currency: @lq Dlon Merchandise Summary
YARMOUTH SCHOOL OF Total: 0.00 MI SalesiUse Tax Summary

ETIQUETTE & PROTOCOL
83 PINERIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaults -

Advice Comments

packmgsw: ||

TIN Type PO Type
[=] Lime ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 amot [ Ja | (=" | oo
Ship To SpeedChart

Q l:lq [Juse One Asset ID Calculate |

Sales/Use Tax
~ Distribution Lines
GL Chart Y Exchange Rate

Y Statistics

m Rrmnamt Nuantihe Dot AL Inidt Ao nnt Nnar linit Fonel Nant Draaram Mace Bud Raf !
< >
@ Dane é @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

23. In the Total field, enter the appropriate
total amount.

Page 18 Last changed on:3/5/2009 4:58:00 PM



Test Document
Creating a Control Group and Vouchers

R B LB

Home: IMultiChanne

Iew Window | Heln | Customize Page | 2]

Inveice Information Y Payments § Youcher Attributes )

Business Unit:  UMS08 Invoice Number: | EST555 |
Voucher ID: MEXT Invoice Date: 02/062009 [

Voucher Style:  Regular Action: | Run | F‘rimlnvoicel

PO Unit: l:lQ Purchase Order: l:lo\ Copy PO | Worksheet Copy Option:

vendor: 0000075665 [s% “Pay Terms: 00 | Duenow G  BasisDtType InvDate
Name: YARMOUTH-O01 | Control Group: | 44003 Q Comments(0}
Location:  [1aUGUSTA |, Accounting Date; | 01210612009 |5

“Address: 1/ advanced vendor Search  *Currency: usDQ Llon Merchandise Summars
YARMOUTH SCHOOL OF Total: 10.00| Calculate | Sales/Use Tax Summary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04087

Session Defaults m

Advice Camments

Packingsip: ||
TIN Type PO Type

F= Line ‘'Distribute by Rem Description Quantity UOM Unit Price Extended Amount
1 [Amount ]| Ja | I IIEN /1 0.0]

Ship To SpeedChart

l:lQ l:lQ [Juse One Asset ID Calculate

Sales/Use Tax

~ Distribution Lines

GL Chart Y Exchange Rate |  Statistios

<

Copy Amaant Nuiantitu Det Acconnt Anar lnit Fand Nant Draaram  Clace Rud Raf

¢
2] Dore D @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

24. In the I nvoice section, enter an invoice
description into the Description field.
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Test Document
Creating a Control Group and Vouchers

00 RRG ,Phe 3% a-Ld B
# VaineStreet

Home

=13

New window | Help | Custarnize Pace | &

neep |

Invoice Information | Payments | Youcher Afiributes |

Business Unit:  UM508 Invoice Number; | TESTS55 |
Voucher ID: MNEXT Invoice Date: 02062009 |5
Voucher Style:  Regular Action: w| Run | Print Invmce|
PO Unit: l:IQ Purchase Order: @, CopyPO | Worksheet Copy Option:
Vender: 0000075665 Q, *Pay Terms: 0o Q. Due Now & Basis Dt Type Inv Date
Name: YARMOUTH-001 |G Control Group: JJoos l& Comments(
Location:  |1ALGUSTA | Accounting Date: | 12/08/2009 |5
“Address: 1|Q0 pdvanced Vendor Search  ‘Currency: usD|Q Mon Merchandise Summary
TARMOUTH SCHOOL OF Totak 10.00| _Calculate | SalesiUse Tax Summary

ETIQUETTE &FPROTOCOL
43 PINE RIDGE ROAD

NORTH YARMOUTH, ME 04097

Session Defaulls =

Advice Comments

packiasi: ||

TIN Type PO Type
[][=] Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [amaunt o] | e [MacaziNE i IS N 0.00]
Ship To SpeedChart

Q I:lQ [CJuse One Asset ID Calculate

SalesilUse Tax
~ Distribution Lines

GL Chart | ExchangeRate | Stefistics

m Armvannt Mnantitu Dot Al 1 Inir LT ] Ninar Hinit Coned Nant Draaram Clace s Raf i
<
@ Done é @ Trusted sites
Step Action I nput Expected | Pass | Fail
Results
25. Enter the invoice quantity into the
Quantity field.
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Test Document

Creating a Control Group and Vouchers

Invoice Information Y_Payments | Yaucher Aftributes

@R % mE-Jd3

MuttiChannel

M Window | Help | Custornize Page | B,

Business Unit:  UnS03

Voucher I0: MEXT

Voucher Style:  Regular
PO Unit:

TIN Type PO Type

Invoice Number:
Ivoice Date:

Action:

l:lQ Purchase Order: I:lQ Copy PO |

Vendor: 0000075665 a ‘Pay Terms:
Hame: YARMOUTH-001 | Control Group:
Location: | 1AUGUSTA |Q Accounting Date:
‘Address: 1A aguanced Vendor Search  *Currency:
YARMOUTH SCHOOL OF Total:
ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD
NORTH YARMOUTH, ME 04087

Packing Slip:

TESTA5S

0Zi062008 |[5

| Run | F‘rimlnvoice|

EO\ Due Now T
W
uso/Q

calulate |

Worksheet Copy Option:

Basis Dt Type Inv Date

Caomments (0

Mon Merchandise Summary
SalesiJse Tax Summary

L

Session Defaults

Advice Comments

L o[ Ja

Sales/Use Tax
~ Distribution Lines

= Line ‘Distribute by [Item Description Quantity UOM Unit Price Extended Amount
1 [Amount v | @ [masazinE iE [ N 0.00]
Ship To SpeedChart

[Juse One Asset ID

Calculate

GL Chart Exchange Rate oy Statistics
Copy Aot Aunantitu Det [ Anar Hnit Eond Nant Dronram  Flace Burd Raf |
<
@ Dane 2 @ Trusted sites
Step Action I nput Expected | Pass | Fail

Results

26.

Enter the appropriate unit of measure
into the UOM field.

Last changed on:3/5/2009 4:58:00 PM

Page 21




Test Document
Creating a Control Group and Vouchers

Q-© HEAG L&k
# MaineStreet

2-% @ -0 8

Home

Eir

3

Hew Windaw | Help | Custornize Page | [,

Invoice Information | Payments |~ Woucher Aiributes |

Business Unit: U508 Invoice Number: | TEST939 |
Voucher ID: MEXT Invoice Date: 02/06/2009 [5

Voucher Style:  Regular Action: | Run | F’rim\nvnicel

PO Unit: l:lQ Purchase Order: l:lQ Copy PO Worksheet Copy Option:

vendor:  |0000075665 Q “pay Terms: 00 |G Duemow [  BasisDtType InvDate
Name: YARMOUTH-001 | Q) Control Group: 24003 Q Cornments ()
Location:  [1AUGUSTA | Q Accounting Date; | 0206/2008 |5

"Address: 1) agvanced vendor Search  *Currency: usD|Q Lion Merchandise Summary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | Sales/Use Tax Sumrmary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaults =

Advice Comments

packimasi: |

TIN Type PO Type
[=] Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [amount v | @ [MaGAZINE Ih [[E4 ] | [ 0.00]
Ship To SpeedChart

Q |:|Q [Juse One Asset ID Calculate |

Sales/lUse Tax
~ Distribution Lines

GL Chart Y Exchange Rate oy Statistics

Copy Amannt  Ousantit Det S Uit Aecount Onar it Cond Nant Draaram  Clace B Rar A

<
&] Done 2 @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

27. Enter the unit price into the Unit Price
field.
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Test Document
Creating a Control Group and Vouchers

Invoice Information Y Payments | Voucher Afiributes |

@R % ®-JEd

Sign out

neEa

PN

Iew Window | Help | Custormize Page |

Business Unit:  UmS032 Invoice Number;  [TEST55 ‘
Veucher ID: MNEXT Invoice Date: 02062009 (5]
Voucher Style:  Regular Action: ~| Run | Printlnvuicel

PO Unit: l:lQ Purchase Order: Q@ CopyPO | Worksheet Copy Option:
Vendor: 0000075665 Q *Pay Terms: 00 |Q DueMow g ~ BasisDtTwpe InvDate

Name: YARMOUTH-001 | @, ComtrolGroup:  |[M00Z & Comments(i)

Location: | 1AUGUSTA |Q Accounting Date: @l@
*Address: :IQ Advanced Vendor Search  ‘Currency: @Q on Merchandise Summary
YARMOUTH SCHOOL OF Total: 1w.00] _Calulate | Salesise Tax Summary
ETIGUETTE &PROTOCOL Session Defaults =
83 PIMNE RIDGE ROAD

MORTH YARMOUTH, ME 04087

Advice Comments
Packmgsip: [ ]

TIN Type PO Type

[=] Line ‘Distribute by Rem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | | [macazing IE [[Ea la | 1000 | 0.00|
Ship To SpeedChart
[ = 2 [JUse One Asset ID _Caleulate |

Sales/Use Tax

~ Distribution Lines
GL Chart Exchange Rate

Copy

N Statistics

. Amvannt Murantit Det Al 1 Imit Arsannt MNnar linit Fond Nant Dranram Mace Pl Raf :
@ Done B & Trusted sites
Step Action Input Expected | Pass | Fail

Results

28. Enter the extended amount into the

Extended Amount field.

Last changed on:3/5/2009 4:58:00 PM Page 23




Test Document
Creating a Control Group and Vouchers

=13

OO RNRG LY ;

Name: YARMOUTH-D01 | @ Control Group: 003 Q

w3

oy e N

GL Cha

ETIQUETTE &PROTOCOL
83 PIMNE RIDGE ROAD

MORTH YARMOUTH, ME 04087

Location:  [1AUGUSTA |Q, Accounting Date; 021062009 |5
‘Address: 1Q pdvanced Vendor Search  ‘Currency: uso|

YARMOUTH SCHOOL OF Total: 10.00| Ca

Home

Comments(l:

Mon Merchandise Summary
Iculate I SalesiUse Tax Surrnary

Session Defaults

Advice Camments

packimgsie: ||

~ Distribution Lines
oy Exchange Rate

o

SalesiUse Tax

I Statistics

TIN Type PO Type
imwice Lines
E| Line 'Distribute by tem Description Quantity UOM Unit Price Extended Amount
1 [Amount | | |a, [macaziNg I |[Ea Ja | 10.00] | 10.00]
Ship To SpeedChart

[Juse one Asset ID Calculate

>

g—g%l Amount Quantity Pct ‘GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref
I | - ]| @l el [ Ja[ Ja[_Ja[
Business Unit: UmMS08 .
Voucher ID:  MEXT Imvoice Lines 0.000
Prirt \mrmcel Misc Charge Amount =
Freight Amount =
Sales Tax Amount =
iminncy Tatal nnn Calenlate I el
< | ¥
@ Dione é @) Trusted sites
Step Action Input Expected | Pass | Fail

Results

29.

In the Distribution Lines section, enter
the amount into the Amount field.

Page 24
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Test Document
Creating a Control Group and Vouchers

"y e,

Name: YARMOUTH-001 |3 Control Group:
Location:  |1AUGUSTA |CL Accounting Date:

"Address: 1 agvanced vendor Search  ‘Currency:

YARMOUTH SCHOOL OF Total:
ETIQUETTE & PROTOCOL
83 PINE RIDGE ROAD

MORTH YARMOUTH, ME 04007

\\?@ &E'Pﬁ @'uﬂ.ﬁ gy - 8%

Home

Sign out

. .
JJonz Q, Commentsid
0200612009 |31

usD|Q, Kon Merchandise Surrnmary

10.00 Calculatel Sales/Use Tax Sutnrmary

Session Defaults

k3

Advice Comments

L lal Ja
Sales/Use Tax
~ Distribution Lines

GL Chart Y Exchange Rate N Statistics

packingsi: ||
TIN Type PO Type
Invoice Lines
[=] Lme ‘Distributeby IKem Description Quantity UOM Unit Price Extended Amount
1 [ amount v | e [macazine [l [[Ea o | 10.00] | 10.00]
Ship To SpeedChart

[Cluse one Asset I Calculate |

Down Amount Quantity Pct GL Unit

Business Unit: UMS03
Voucher ID: NEXT

BE0 o[ e ] rge [ Ja[ Ja[ S Y —

Account Oper Unit Fund Dept Program Class Bud Ref

Invoice Lines 0.oo0o

rint Invaice Misc Charge Amount ﬂ
LI Freight Amount =
Sales Tax Amount =}
frinney  Tatal nnn Calenlate | b
< | >
@ é @ Trusted sites
Step Action I nput Expected | Pass | Fail
Results
30. Enter the quantity into the Quantity
field.

Last changed on:3/5/2009 4:58:00 PM
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Test Document
Creating a Control Group and Vouchers

C O HNRAG P &L m-LJdAB

# ViameStrees
b DT R TITN - —

. A
Name: YARMOUTH-001 | O, Control Group: 003 Q Comrments(d 3
Location:  [1AUGUSTA | Q Accounting Date: | D206/2009 |5

Home

‘Address: 10 advanced Vendor Search  “Currency: UsD|Q, Mon erchandise Summary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | Sales/lse Tax Summary
ETIQUETTE & PROTOCOL Session Defaults
83 PINE RIDGE ROAD .

MNORTH YARMOUTH, ME 04087
Advice Comments

Packimgsip: |

TIN Type PO Type
[5] Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount v | o [macazing IE [[Ea || 10.00] | 10.00]
Ship To SpeedChart

Q I:lQ [Juse One Asset ID Calculate

SalesiUse Tax
~ Distribution Lines

A Exchange Rate 0 Statistics

g—wxw“ Amount Quantity Pct IGL Unit  Account Oper Unit Fund Dept Program  Class Bud Ref

ol N I T | B ETISY la[_Ja[Ja] o[ Ja[ o c

Business Unit: UMS03
Voucher ID: NEXT Invoice Lines 0.000

Brint Invuicel Misc Charge Amount =
Freight Amount =
Sales Tax Amount =
iminnst  Tatal nnn Calrnlate | hd
< | >

é @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

31 Enter the appropriate ChartField
combination.
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Test Document
Creating a Control Group and Vouchers

@32 ® i

Home MuttiChannel C

Mew Window | Help | Customnize Page | 5 4|

Invoice Information ' Payments §” Voucher Afiributes |

Business Unit: ~ Uns08 Inveice Number:  [TEST353 |
Voucher ID: MERT Inveice Date: 020062008 |31

Voucher Style:  Regular Action: w| Run | Primlnvuicel

nit: urchase Order: orksheet Copy Option: | Mone v
PO Unit <, Purch, Ord Q,  CopyPO Worksheet Copy Opti il

Vendor: 0000075665 Q ‘Pay Terms: [0 |G Duenow FF  BasisDtType InvDete

Naine: YARMOUTH-001 |G Control Group: .JJoo3 Q Comments (0

Location: 1AUGUSTA  [C Accounting Date: |0 2/0672008 [

‘Address: | 100 pivanced VendorSearch  Currency: usp|ay Mon Merchandise Surmmary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | Sales/lUse Tax Summary

ETIQUETTE &PROTOCOL
83 FINE RIDGE ROAD

MORTH YARMOUTH, ME 04007

Session Defaults T

Advice Camments

packmasi: ||

TIN Type PO Type
E| Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 Amount v || o [Macazing [[10000 |[ea | [ roooooo) | 10.00]
Ship To SpeedChart

l:lQ l:lQ [Juse One Asset ID Calculate

SalesiUse Tax
~ Distribution Lines

GL Chart Exchange Rate i Statistics

Copy Amnunt Musantite Det 81 Uit Accannt Fnar lnit Fond Nant Dranram  Clace Ruud Raf

<
@ javascript: submitAction_winO{document, wind, #ICPaneld’); é @ Trusted sites

Step Action I nput Expected | Pass | Fail
Results

32. Scroll to the top of the page and click
the Payments tab.
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Test Document
Creating a Control Group and Vouchers MaineSte:

O O KNG PHO e m-UdB
'# MaineStreet

MORTH YARMOUTH, ME 04087 G

Payment Information

Scheduled Payment:

1

*Remit to: 0000075665 |CLF Gross Amount: UsD

Location: 1AUGUSTA a Discount: [ 200] usp [ Ipiscount Denied
"Address: Q

YARMOUTH SCHOOL OF ETIQUETTE & gopo e | |5
PROTOCOL

83 PINE RIDGE ROAD

Net Due; L |
NORTH YARMOUTH, ME 04097

Discount Due: |:|

Accounting Date: I:l

‘Bank:

o] Pyoow: |

*Account: I:l *Handling: Q

‘Method: I:l Check *Netting: Q
|

Message will appear on remittance advice

Message: | Messages

*Action: | Sthedule v | Payment Date: l:l Hold Payment [ Separate Payment [|
Pay: Reference: l:l Hold Reason: |:|q
Letter of Credit: l:lEl

Payment Inguiry  HolidayCurrency Options  Express Payment  Vendor Bank Account

IF'ayment Note . 2
ﬁj B & Trusted sites
Step Action Input Expected | Pass | Fail
Results
33. If it is necessary to have a check

returned to your campus location, in the
Payment Method section of the page,
click the Look up Handling button
adjacent to the Handling field.

[&]

34. On the Search Results page, click on
the appropriate Payment Handling to
select it.
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A

MaineStreet

Test Document
Creating a Control Group and Vouchers

‘# MaineStreet

Q00 HMRG LK RS E-JH B

»
NORTH YARMOUTH, ME 04097 =
Payment Information First [ A af 1 [¥] Last
Scheduled Payment: 1
‘Remit to: Qﬂ Gross Amount: usD
Location: Q Discount: I:l uso Discount Denied
“Address: Q
ARMOUTH SCHOOL OF ETIQUETTE & < | Due: [#]
PROTOCOL
83 PINE RIDGE ROAD
Net Due: l:l
NORTH YARMOUTH, ME 04097
Discount Due: l:l
Accounting Date: l:l
‘Account: l:l *Handling: Q
‘Methodd: l:l Check “Netting: Q
Message: | | Messanes
Message will appear on remittance advice
“Action: Payment Date: l:l Hold Payment [] Separate Payment []
Pay: Reference: l:l Hold Reason: l:lQ
Letter of Credit: l:l;’fl
Payment Inguing Holidaw/Currency Options Express Pavment “endor Bank Account
Payment Note 3
@ Dane é @ Trusted sites
Step Action Input Expected | Pass | Fail
Results
35. Click the Save button on the Payments
page.
36. Click the Add button.
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Test Document
Creating a Control Group and Vouchers

MaineStreet

Q- O RNRG LK IS E-LJAS

' MaineStreet

|E3

Voucher
Eind an Existing Yalue | Add aNew Value \
UMS08|Q,

Business Unit:

Voucher ID:
Voucher Style: ‘Regu\ar\inucher w
Control Group ID: 14003 Q

Short Vendor Name: KLAMES ED-001 |G
Vendor ID: 0000044456 (O

Vendor Location:

oo
i
|

Address Sequence Number:

Invoice NHumber:

Mews Window | Help |

Invoice Date: l:l@
Gross Invoice Amount: ‘ 0 DDl
Freight Ameunt: \ 0.00]
Sales Tax Amount: ‘ 0 DD|
Misc Charge Amount: ‘ 0.00]
Tax Exempt Flag O
Estimated No. of Invoice Lines:
Add
Find an Existing Value | Add a New value
@ Done é @ Trusted sites
Step Action I nput Expected | Pass | Fail
Results
37. On the Voucher page, click the Look

up Vendor Location button.

=

38. On the Search Results page, click on
the appropriate Vendor Location to
select it.

Page 30
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() Test Document
MaineStreet Creating a Control Group and Vouchers

Q-0 HRAG LR R @-JHE S o
'$ MaineStreet

MutiChannel ¢

[E3

e Window | Help |

VYoucher
! Find an Existing Yalue f Adid a New Value \I
Business Unit: umsog| G,

Voucher ID:
Voucher Style: | RegularYoucher v

Control Group ID; Q
Short Vendor Name; Q
Vendor ID: Q
Vendor Location; Q
Address Sequence Number: Q

Invoice Number: | |

Invoice Date: l:lE‘J

Gross Inveice Amount: | D.DDl
Freight Amount: | D.DDl
Sales Tax Amount: | D.DDl
Wisc Charge Amount: [ 0.00]
Tax Exempt Flag O
Estimated No. of Invoice Lines:
Add
Find an Existing Yalue | Add a New Yalue
@ Done S & Trusted sites
Step Action I nput Expected | Pass | Fail
Results
39. On the Voucher page, enter an invoice
number into the I nvoice Number field.

Last changed on:3/5/2009 4:58:00 PM Page 31




Test Document A
Creating a Control Group and Vouchers MaineSte:

Q-0 KA
‘# MaineStreet

LR S @E-LJdd

t | MuttiChannel Console

=3
Mew Window | Help | ,
Voucher
f Find an Existing Value ! Add a Hew Value \I
Business Unit: UmMs08| 3
Voucher ID:
Voucher Style: | Regular Voucher v

Control Group ID: Q
Shoert Vendor Name: Q
Vendor ID: Q
Vendor Location: Q
Address Sequence Number: Q

Invoice Number: |TE STEEE ‘

voice Date: l:j@ )

Gross Invoice Amount: \ /’ 0 DD|

|
Freight Amount: | D.DD|
Sales Tax Amount: | D.DD|
Misc Charge Amount: | D_UD|
Tax Exempt Flag O
Estimated No. of Invoice Lines:
Add

Find an Existing Value | Add a Mew Value
@ Done Q @) Trusted sites

Step Action I nput Expected | Pass | Fail

Results
40. Click the calendar icon on the calendar

button adjacent to the I nvoice Date
field to lookup and select the
appropriate date.
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() Test Document
MaineStreet Creating a Control Group and Vouchers

- © HREG PHORS w-LUKD

‘A MaineStreet

»
Mew Window | Heln | 5,
Voucher
{ Eind an Existing Value | Add aNew Value
Business Unit: Q
Voucher ID:
Voucher Style: |Regu|arvaucher -
Control Group ID: .JJo03 &}
Short Vendor Name: Q
Vendor ID: Q
Vendor Location: Q
Address Sequence Number: Q
Invoice Number: |TESTESE |
Invoice Date: @

Gross Invoice Amount:
Freight Amount:
Sales Tax Amount:

Misc Charge Amount:

Tax Exempt Flag

Estimated No. of Invoice Lines:

Add

Find an Existing Value | Add a Mew Yalue

& Done S| @ Trusted sites

Step Action I nput Expected | Pass | Fail
Results

41. Enter the Gross Invoice Amount in the

Gross | nvoice Amount field.

42. Click the Add button.
Add

Last changed on:3/5/2009 4:58:00 PM
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Test Document
Creating a Control Group and Vouchers

Q-0 RNRG LK IS =E-LJAdSB

‘A MaimeStreet

|E3

ew Window | Help | Custormize Pane | A

Invoice Information \( Eayments Y Woucher Attributes \

Business Unit:  UMS03 Invoice Number: | TESTE48 |
Voucher ID: NEXT Invoice Date: 02i06/2009 |5

Voucher Style:  Regular Action: | Run | F'nmlnvcuce|

ni: urchase Order: lorksheet Copy omn one A
PO Unit Q. Purchase Ord <, CopyFO Worksheet Copy Opti !

Vendor: 0000044456 [e} “Pay Terms: EQ Net 30 = Basis Dt Type Inv Date

Name: KLANES ED-001 |, ControlGrowp:  [4003 @ Comments(0)

Location:  [3000000926 |, Accounting Date: | 02/06r2009 |5

“Address: :IQ Advanced Yendor Gearch — *Currency: @lox Mon Merchandise Summary

KLANES EDUC INFO TRAINING HUB Totak: 40.00 Calculate \ SalesflUse Tax Summary

93 NORRIDGEWOCK RD Session Defaults |
FAIRFIELD, ME 04937 Withhalding

Advice Camments

packmgsw: ||

TIN Type PO Type
[=] Lime ‘Distribte by Mem Description Quantity UOM Unit Price Extended Amount
i [amount ][ e | Y I 0.1
Ship To SpeedChart

Q I:lQ [Juse One Asset ID Calculate

SalesilUse Tax

~ Distribution Lines

GL Chart Exchange Rate N Statistics

Copy Amanmnt Nuantihs Det SG1 1 Init Accamnt Nnar it Fond Nant Draaram  Clace Rud Baf

<
@ Done é @ Trusted sites

Step Action I nput Expected | Pass | Fail
Results

43. If the payment terms have changed, on
the Invoice I nformation page, click
the Look up Pay Terms button.

[&]

44, On the Search Results page, click on
the appropriate Payment Term to select
it.
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() Test Document
MaineStreet Creating a Control Group and Vouchers

0 R % =8

t | MutiChannel Console | Adco Favorites | Sign gu

Mew Window | Help | Customize Page | B |

Invoice Information Y Payments § Voucher Afiributes

Business Unit:  LUMS03 Invoice Number: | TESTHEE |
Voucher ID: NEXT Invoice Date: 02i08/2009 Eﬂ

Voucher Style:  Regular Action: <] Run | Printiwoice|

PO Unit: l:lQ Purchase Order: l:lQ Copy PO Worksheet Copy Option:

Vendor: 0000044256 [s ‘pay Terms: 30 |[Gmetan  F  BasisDtType InvDate
Name: KLANES ED-001 |Q), Control Group:  |JJ003 Q Comments()
Location: | 8000000926 |Q, Accounting Date: |1Z08/2008 |5

‘Address: jq Advanced Yendor Search  “Currency: @lo\ Mon Merchandise Surmmary

KLAMES EDUC INFO TRAINING HUB Total: 40.00 Calculate | SalesiUse Tax Sumrmary

93 NORRIDGEWOCK RD Session Defaulls B
FAIRFIELD, ME 04837 Withhalding

Advice Comments

packmgsi: ||

TIN Type PO Type
= Line ‘Distribute by RIem Description Quantity UOM Unit Price Extended Amount
t [amont o[ | [ ——CY ] i)
Ship To SpeedChart

Q l:lQ [Juse One Asset ID Caleulate

SalesiUse Tax

~ Distribution Lines

Custornize | Find |

....... rar e o rnmram  Clace Bl Baf

<
@ Done 2 @ Trusted sites

Step Action I nput Expected | Pass | Fail
Results

45, On the Invoice Information page,
enter an item description into the
Description field.

46. Enter the item quantity in the Quantity
field.

47. Enter the appropriate unit of measure
into the UOM field.

48. Enter the appropriate unit price into the
Unit Pricefield.
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# MaimeStreet

uttiChannel
3
venuv, UuLULSS400 =Y *Pay Terms: au g, uELSU =) T e - v

Name: KLAMES ED-001 | Q) Control Group: JJonz Q Comments(l)
Location: 5000000936 |, Accounting Date: |02/0812008 |5

‘Address: :IQ Advanced Yendor Search  *Currency: @IQ Mon Merchandise Summary
KLANES EDUC INFO TRAINING HUB Totalk 00| _Caleulate | SalesiUse Tax Summary
93 NORRIDGEWOCK RD Session Defaults
FAIRFIELD, ME 04937 Withhalding

Advice Comments

packmgstiy: ||

TIN Type PO Type
[=] Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [Amaunt ] | |a [pook ik | Q| 0,00 | 10.00]

Ship To SpeedChart

Q l:lQ [Juse One Asset ID Calculate |

Salesiise Tax
~ Distribution Lines

GL Chart Y Exchange Rate ' Statistics

Sgw“ Amount Quantity Pct JGL Unit  Account Oper Unit Fund Dept Program Class Bud Ref

BEO [ s ] EDRY la[Ja[ Jaf [ Ja[ Ja c

Business Unit: LMS02

Voucher ID: NEXT Imvoice Lines 2,000

Print Invoice Misc Charge Amount =5
Freight Amount =
Sales Tax Amount =)

P | -~ 1 a2 :
@ é @ Trusted sites
Step Action Input Expected | Pass | Fail
Results
49,
50. Enter the appropriate ChartField
combination.
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‘f Iivoice Information | Fayments § Youcher Afiributes

2% #-JE 3

Sign out

>

Business Unit:  UMS08 Ivoice Number: | TESTEE6 |

Voucher ID: MNEXT Invoice Date: 02062009 [

Voucher Style:  Regular Action: | Run | Print Irwcucel

PO Unit: I:lQ Purchase Order: Q. CopyPO I Worksheet Copy Option;
TIN Type PO Type
Invoice Lines
[=] Line ‘Distiibute by Kem Description Quantity UOM  Unit Price Extended Amount
1 [Amountv] | e [Book |[1oooo |[Ea Jou [ soooooo] | 40.00]

Ship Te
[ Ja

SpeedChart
[ Ja

Salesillse Tax
~ Distribution Lines

[luse one Asset ID

Calculate |

b Exchange Rate a Stetistics
%ﬁ] Amount Quantity Pct *GLUnit  Account Oper Unit Fund Dept Program Class Bud Ref
2o foweoslc otooo [ Jafoo e Ja [ Ja[ja[
Business Unit: Ums0ng
Voucher i MEXT Invoice Lines 0.000 =
Print \nvoicel Misc Charge Amount o]
Freight Amount =
Sales Tax Amount =
I — -~ 1 X
< >
aDone S @ Trusted sies
Step Action I nput Expected | Pass | Fail
Results
51. When finished, click the Payments tab.
Paviments
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—

( A
7~ B

Q-0 RNRG
‘$ MaineStreet

&RRSm-JAB B

MutiChannel

|EQ

Mew Window | Help | Customize Pane A

[ Invoice Information Y~ Payments _¥oucher Attribtes |

Business Unit:  UmMs08 Inveice Number:  |EST888 |

Voucher ID: MEXT Invoice Date: 02/06/2009 |

Voucher Style:  Regular Action: & | Run | il IWUWE'
Total: 40.00

Vendor: KLAMES EDUC INFO TRAINING

‘Pay Terms: Met 30 % [Schedule Paym8ﬂts|

Hug
93 NORRIDGEWOCK RD
FAIRFIELD, ME 04937

IPayment Information | First [1] 1 of 1 [H] Last
Scheduled Payment: 1
‘Remit to; 0000044456 |5 Gross Amount: Jsh

Location: 8000000926 Q Discount: [ too] uso [ Ipiscount Deniea
‘Address: Q

KLAMES EDUC INFO TRAINING HUB
93 NORRIDGEWOCK RD

FAIRFIELD, ME 04937

Net Due: l:l
Discount Due: l:l
L

Accounting Date:

‘Bank: |:| Pay Group: e
‘Account: l:l *Handling: @D
‘Method: l:l Check "Netting: m 2

\

Message:

| Messages
@Dnne é @) Trusted sites
Step Action Input Expected | Pass | Fail
Results
52. If it is necessary to change the handling
code, on the Payments page, click the
Look up Handling button in the
Payment Method section of the page.
[&]
53. On the Search Results page, click on
the appropriate Payment Handling to
select it.
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00 KRG LPKkO T m-Jdd

‘# MaineStreet

=03

Mew Window | Help | Custarnize Page | B 4|

Imvoice Infarmation i Payments \( Waucher Attributes \

Business Unit:  1IMS08 Invoice Number: | TESTE6E ‘

Voucher ID; MNEXT Invoice Date: 02/06/2009 |5

Voucher Style:  Regular Action: —v| Run ‘ Print Invuice|
Totak 40.00

Vendor: KLANES EDUC INFO TRAIMING

Pay Terms: Met 30 | Schedule F'avments‘

HUB
93 NORRIDGEWOCK RD
FAIRFIELD, ME 04937

Payment Information e First 1] 1 of 1 ] Last

Scheduled Payment: 1

“Remit to: Qﬂ Gross Amount: ush

Location: [soooooezs | Disconnt: [ o] usp " piscount Denied
‘Address: Q

KLANES EDUG INFO TRAINING HUB Scheduledbue: | |E =
83 NORRIDGEWOCK RD

et Due: L 1
FAIRFIELD, ME 04837

Discount Due: I:l

Accounting Date: l:l

‘Bank: l:l Pay Group: l:lQ
*Account: l:I “‘Handling: Q
‘Method: l:l Check *Netting: Q

Message: | Messages

~
&) Done 2 @ Trusted sites

Step Action I nput Expected | Pass | Fail

Results
54, Click the Invoice I nfor mation tab.
55. On the Invoice Information page,

click the Save button.
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A

MaineStreet

Q-0 HNRAG LAY R E-UMS
'‘# MaineStreet

Invoice line is withhold applicable but withholding information not provided. (7030,347)
Mo withholding infarmation has been entered for the voucher line that is marked as withhalding
Press CAMCEL to go back and enter the withholding infarmation

Press OK to change all voucher lines to non-withholding and save the voucher
QK Cancel

e iindow | Helg |

@ Dang

)| @ Trusted sites

Step Action Input

Expected
Results

Pass

Fail

56. Click the Cancel button.

Cancel
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oa % n-UKs

Home utiChannel

B

[ B [Juse One Asset In Calculate |

Sales/Use Tax
~ Distribution Lines
GL Chart | ExchanoeRate |  Statistics

Copy . . .
Down Amount Quantity Pct 'GL Unit

BE0 1] s oweosa o a | Jab Jafmsmee Ja[ [ Ja[ |t

Cusiomize

Bud Ref

Account Oper Unit Fund Dept Program  Class

Business Unit: UMS02
Invoice Lines 0.000

Voucher ID: MEXT
Prirt Invaice Misc Charge Amount l:l =

Microsoft Internet Explorer

': Please enter the missing withholding information (7400,132)

alculate
el |

{equals)
Mon Merchandise Summa[}[
SalesMse Tax Summary
[[] Tax Exempt Flag
] Hold Vendor Information Use Tax o0 &
[[JHold chartfield Information
B save | [=] Matify | % Refresh
Irvoice Information | Payments | Voucher Afributes
< » N
a Done é & Trusted sites
Step Action Input Expected | Pass | Falil
Results
57. When prompted to enter withholding
information click the OK button.
Page 41
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O O HRAG PHO 2L m-UJdB
# MameStrees

Elr

Mew Window | Hel | Customize Page | /&, 4

Invoice Information Y Payments | Voucher Afiributes |

Business Unit:  UmS032 Invoice Number;  [TESTAEE ‘
Veucher ID: MNEXT Invoice Date: 02062009 (5]

Voucher Style:  Regular Action: ~| Run | Printlnvuicel

PO Unit: l:lQ Purchase Order: Q. CopyPO | Worksheet Copy Option:

Vendor: 0000044456 [ ‘pay Terms: 30 |G metan [  BasisDtType InvDale

Name: KLANES ED-001 |Q, ComtrolGroup:  |[M00Z & Comments(i)

Location: 8000000326 |, Accounting Date: |UZ06/2009 |5

*Address: :IQ Advanced Vendor Search  ‘Currency: @Q on Merchandise Summary
KLANES EDUC INFO TRAINING HUB Total: 4000 Calculate | Sales/lse Tax Sumrmary

93 MORRIDGEWOCK RD
FAIRFIELD, ME 04837

Session Defal
Withhalding

== Tra 0 ithholding Detai

packimgsi: ]

TIN Type PO Type
[=] Line ‘Distribute by Rem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | o [Book |[1.0000 o | soooooo| | s0.00]

Ship To SpeedChart

a I:lQ [Juse One Asset ID Calculate |

Sales/Use Tax

~ Distribution Lines
GL Chart Exchange Rate

N Statistics

Capy Amnint Nusantity Dot A1 1 ni Accnnt Mnar it Fund Nant

<

Drasram  Clace Pl Raf

<
@ javascripk: submitAction_winD{documment, wind, YCHR_HDR_WRE_XFR_WTHD_PE"); é &) Trusted sites

Step Action Input Expected | Pass | Fail
Results

58. On the Invoice Information page, click
the Withholding link.

ithholding
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‘# MaineStreet

Mew Window | Help | Customize Page | (5

Withholding Information

Back to Invoice

Unit: LMs0gs Invoice:  TESTRRG Vendor: 0000044456  KLAMES EDUGC INFO TRAINING HUB
VAT Entity: Voucher: MNEXT Date: 02062008

Postpone Withholding

imvoice Line Withhold Information Firl | view 2l First [ g oeq [ Last
.
Line Description Witl “With HE
Code
1 BOOK [ o

Withholding Details Customnize | Find | view &l | B First [ 4 o 4 [ Last

Withholding
“Entity ‘Type “Jurisdiction ‘Class  |Basis Amt
Override

CRECRCR R I Rremen | & |2

Contract  |Rule Apply
Reference |Override Withholding

Applicable

@ é @ Trusted sites

Step Action Input Expected | Pass | Fail
Results

59. On the Withholding Information
page, enter the appropriate code into
the Withholding Codefield.

60. Press[Tab] key.
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Q-0 HMRG Pk 2% @E-JK B
‘A MaineStreet

Hew window | Help | Customize Page | 5

Withholding Information

Back to Invoice

Unit: umsog Iwoice:  TESTEEG Vendor: 0000044456  KLANES EDUC INFO TRAINING HUB
VAT Entity: Voucher: NEXT Date: 02/08/2009

Postpone Withhelding

imvice Line Withhold Information Fined [ view sl First (4 4 o4 ] Lact
.
Line Description With “With ing Appli EHE
Code
1 BOOK pr @
Withholding Details g B st [0 D Last
‘Withholding
‘Entity  |“Type | ‘Jurisdiction ‘Class |Basis Amt Contract |Rule = A licable

Reference Override Withholding Applicable

Override

) Y T G N o | I — GE

@ é OTrusted sites
Step Action I nput Expected | Pass | Fail
Results
61. Click the Back to Invoicelink.
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0 O HNRG LHO 2% E-LJH B

# MameStreet

3
- ~
TIN Type PO Type |
invoice Lines
E| Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount | | e [pook |[oo00 J[ea Ja [ sn.oooog] | a0.00]
Ship To SpeedChart
[ Jlal Ja [Juse One Asset ID Calculate
Salesil)se Tax
~ Distribution Lines
GL Chart Exchange Rate il Statistics
%ﬁf‘ Amount Quantity Pct ‘GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref
=0 1 40.00/[1.0000 UmMs08 |, (61000 o Jafo o [esson | | o | o | (v
Business Unit: UMS08
Voucher ID:  MEXT Invoice Lines 0.000
Print Involce isc Charge Amount =
Freight Amount =
Sales Tax Amount =
(minus)  Total 40.00 Calculate |
(equals)
Maon Merchandise Surnmary
SalesiUse Tax Summary U
[ Tax Exempt Flag
[THold Vendor mformation Use Tax oo E
[JHold Chartfield Information
B save | [=] matity I 7l Retresh
Step Action Input Expected | Pass | Falil

Results

62.

Click the Save button.

EEa

Last changed on:3/5/2009 4:58:00 PM

Page 45




Test Document N

Creating a Control Group and Vouchers MaineSte:
Q-0 HRAG ,L,PTrO RS F- UKD
‘# MaineStreet
S
e Window | Help |
Control Group JJO03 balances. Do you want to rmove to the next control group assigned to you? (7030137
The current Control Group is now in halance. Press the "es' button to activate the nexd Control Group assigned to you.
Yes No
@ Done S & Trusted sites
Step Action I nput Expected | Pass | Fail
Results
63. When asked if you would liketo
proceed to the next control group, click
the No button.
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> Employee Sel-Service
[> Manager Sel-Service
> Supplier Contracts
[ lterns
[- Wendars
[- Purchasing
[ Inventory
[ eProcurement
[ Services Procurement
[ Travel and Expenses
[~ Accounts Payable
= Youchers

= Add/Update

— Complete Renister
Woucher
= Cloge Voucher
— Delete Voucher
= Update Open Item
— UnPostVaucher
[> Maintain
[> Control Groups
[> Payments
[- Batch Processes
[ Review Accounts Payahle
Infa
[» Reports
[ eSetllements
[ Banking
[> Commmitment Control
[ General Ledger
[> Set Up FinancialsiSupply
Chain
[ iorklist
[> Tree Manager
[> Reporting Tools
[- PeopleTools
= Return to Portal
= bty Personalizations

@ 3% w-LJE S

Home

New Window | Help | Custamize Page | 5,

Surmary_y Invoice Information __Payments | ¥oucher Afiributes

Business Unit:  UMS08 Invoice Number; | TESTBEE |

Voucher ID: 80029411 Invoice Date: 0210612009 |5

Voucher Style:  Regular Action: w| Run ‘ Print Invo|ce|
pount: [ | Purchase Order: | worksheet Copy Option:
Vendor: 0000044456 [sX ‘pay Terms: 30 |Qnetsp [F  BasisDiTvpe InvDate

Name: KLAMES ED-001 | Q Contral Group: JJo03 Q Comments(0}

Location: 8000000826 O Accounting Dates |020612008 |

‘Address: 1 advanced vendor Search  *Currency: usp|& on Merchandise Summary
KLAMES EDUC INFO TRAINING HUB Total: 40.00 Calculate \ Sales/Use Tax Surrary
93 NORRIDGEWOCK RD Difference 0.00 Session Defaults |
FAIRFIELD, ME 04937 Withhalding

Advice Comments
packmgs: | ]

TIN Type PO Type

imwoice Lines

[5] Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [Amaunt v | |a [Book |[1oo00 J[es Ja [ sooooon | 40.00|
Ship To SpeedChart

[l Ja
Salesilse Tax
~ Distribution Lines

Calculate

[use One Asset ID

GL Chart ' ExchangeRete |  Statistics

= bty Dictionany € | >
@ é @ Trusted sites

Step Action I nput Expected | Pass | Fail

Results
64. Next, from the Financials menu, click
the Control Groupslink.

65. Click the Group Information link.
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Q- 0 RNRAGLkORZ m-UE S -0

‘# MaineStreet

Mews Window | Hels | Customize Page | 2]

Search:

b My Favorites f iy W Accounting '} Wouchering Options Y Wouchers )
[» University of Maine Systemn

I Employee Self-Serice Unit:  UMSOS  Group:  JJ003

[ Manager Self Service
[» Supplier Contracts

[ ltems O
b Wendors

[ Inventory

[> ePracurement Nbr of

[> Services Procurement Vouchers:

[> Travel and Expenses
= Accounts Payable
> Wouchers

Assigned v|

— Delete Contral Grougp .

— Post Control Group Assigned to:| 0013164 Q. Jeffloy
" Bt o iane:
b Batch Processes Assigned: | 02r06/09 10:32AM

[» Review Accounts Payable
Info
[> Reparts
E;iiﬁ:ﬁ;ems B save ‘ SLReturn to Search | [=] mctify ‘
[> Cammitment Cantral
[» General Ledger
[» Set Up Financials/Supply
Chain
[>\Warklist
[ Tree Manager
[» Reparting Toals
[ PeopleTools
— Return to Portal
— Lty Personalizations
— bty Systern Profile
— Lty Dictionary

Assignment | Accounting | Youchering Options | Youchers

Due: 02/06/08 10:444M | Completed: |:|

Gross Amt Nbr of Vouchers
40.00 2

Gross Amount Difference
0.0o

Voucher Totals Difference
o

Reserve Voucher Numbers

Starting From: 20028410

B sl

@ https: {fpsfn.maine, edu: 7602/psp/FHNTSTR0/EMPLOYEE/ERPc/ENTER_YOUCHER_INFORMATION GRP_AP_CTL.GEL?FolderPath=PORTAL_ROOT _OBIEC é @ Trusted sites

Step Action

Input

Expected | Pass | Fail
Results

66. If the Control Group balances, on the
Assignment page, click on the drop-
down arrow in the Status field.
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[> Wiy Favarites
[ University of Maine System
[> Emplovee Sel-Service
[ Manager Self-Service
[ Supplier Contracts
[ ltems
[ Yendors
[ Purchasing
[ Imventary
[ eProcurement
[ Services Procurement
[ Travel and Expenses
= Accounts Payable
I Youchers
= Cohtrol Groups
— Group Information
— Update Statug
— Delete Contral Group
— Post Control Group
I Payments
[> Batch Processes
[ Review Accounts Payahle
Info
I» Reports
[> eSetilernents
[> Banking
[ Commmitment Control
[» General Ledger
[ Set Up FinancialsfSupply
Chain
[= Winrklist
I Tree Manager
[> Reporting Toals
[ PeopleToals
[~ Return to Portal
[ Lty Personalizations
— bty Systern Profile
|- bty Dictionary

25 @)l 3

A
:

[ Assignment Y_Accounting | Wouchering Options " Vouchers |

Home

Mew Windaw | Help | Custamize Page | [,

Unit:  UMS08  Group:  JJ003
[CIRun a Tape

Gross Amt: 50,00
Nbr of

Vouchers:

Entry Set Aside
Open

Ready for Review
Supervizor Set Aside

Jeff oy

Werified

Due:

02008709 10:44AM

B save | LLReturn to Search | [=] Matify |

Assignment | Accounting | Wouchering Options | Wouchers

Gross Amt Nbr of Vouchers

50.00 2

Gross Amount Difference
0.00

Voucher Totals Difference
o

Reserve Voucher Numbers

Starting From: 20028410

B el

€

é @ Trusted sites

Step

Action

I nput Expected | Pass | Fail

Results

67.

Click on Verified from the drop-down
menu.

[werified |

68.

Click the Save button.
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MaineStreet

C-© HRAG LRSS E-UAdB

[ My Favorites

[ University of Maine System
[: Employee Self-Semvice
I> Manager SelF-Senvice
[ Supplier Contracts

[ ltermns

> Wendors

[ Purchasing

I> Inventary

[» eProcurement

[» Senices Procurement
I Travel and Expenses
[= Accounts Payahble

I ¥ouchers

— Lpdate Status
— Dielete Cantral Group
— Post Confrol Groug
I Payments
[> Batch Processes
[» Review Accounts Payahle
Info
[ Reports
I eSeftlernents
[ Banking
[» Commmitment Cantral
[ General Ledger
[ Set Up FinancialsiBupply
Chain
[ Wiorklist
[: Tree Manager
[> Reporting Tools
[: PeopleTools
— Return to Fortal
— bty Personalizations
[— iy Systern Profile
— My Dictionary

t Y Accounting Y Wouchering Options ) Vouchers |

Home

Mew Window | Help | Custarize Page | 5]

Unit:

umso8s

Group:  .1J003

Gross Amit Nbr of Vouchers
Gross Amt: 50.00 50,00 2
Nbr of
Vouchers:
Gross Amount Difference
o.oo
Verified A | WVoucher Totals Difference

Assigned toz| 0013164 QU Jeffdoy
Assigned:  |[02/06/09 10:32AM
0200608 10:4440 | Completed: |:|

Due:

B save ‘ L\ Return to Search ‘ [=] Motify |

Azsionment | Accounting | Vouchering Options | Youchers

0

Reserve Voucher Numbers

Starting From: 20028410

[Es Acd

@ Dane

é @ Trusted sites

Step

Action

Input

Expected
Results

Fail

69.

Click the Voucher stab.
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Q-0 RO LKk 5 m-JH D

| Assignment  Agcounting J Vouchering Oplions | Vouchers |

[ My Favorites

Home

Mew Window | Help | Customize Page | 15,

huttichannel

[: University of Maine Systerm
[- Employes Self-Service Unit:
[ Manager SeltSewice
[: Supplier Contracts

Ums0gs  Group:  JJ003

b lems Assigned to: Jeff Joy

[ Vendors Nbr of Vouchers Control Gross Amount
1> Purchasing

[ Inventory P| | o000

[ eProcurement

[ Services Procurement &Voucher Information

[> Travel and Expenses Voucher Entry Status  Payment Amount
V';C;Uumhs Pl 80028411 Pastable 40.00
DuENers 80029410 Postable 10.00
= Control Groups
! ar
— Update Status
— Delete Control Groug
- Post Control Graun Control Total 2 50,00
I Payments .
[> Batch Processes Actual Total: z 50.00
[> Review Accounts Pavable Difference: i oo
Info
b Reports B save | JS\Returnto Search ‘ [=] Motify |
[ eSettlernents
[: Banking

. Assignment | Accounting | Youchering Ontions | Youchers
[ Commitment Control

[» General Ledger

[ Set Up Financials/Supply
Chain

[ ¥orklist

[> Tree Manager

[ Reporting Tools

[ PeopleTools

= Return to Poral

= hly Personalizations
= by Systern Profile

= My Dictionars

Status:

Gross voice Amo
40.00 Unposted
10.00 Unposted

“erified

voice Number
TESTEEGE
TESTS55

Short Vendor Name
KLAMES ED-001
YARMOUTH-001

S Add |

| 5

@ Dane

é @ Trusted sites

Step Action

Input

Expected
Results

Pass | Fail

70. Click the Assignment tab.

Assigniment
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QO RO LB L w-UHdB W -sx

L

Search: Mew Window | Help | Customize Pane | .5,
& Wy Favorites I " Accounting ) Wouchering Options | Wouchers |

- University of Maine System

- Emplovee SeltService Unit:  UMS08  Group:  JJoo3

[ Manager Self-Semice
- Supplier Contracts
[ ltems

Gross Amt Nbr of Vouchers
> Vendars "
[> Purchasing Gross Amt: 50.00 50,00 2
> Inventary Nbr of
[ eProcurement br of
1> Semvices Procurement Vouchers: ‘ Gross Amount Diff
i Travel and Expenses 10ss Amour erence
[ Accounts Payable 0.00
[ Wouchers " Voucher Totals Difference
< Gontol Groups )
Update Status
- Delete Contral Group . |
— Post Contral Groun Assigned toz| 0013164 QU Jeffoy Reserve Voucher Numbers
[> Batch Processes Assigned:  |02/06/09 10;32AM Starting From: 80029410
L ﬁz?;\ew Accounts Payahle Due: 02/06/09 10:44AM Completed: l:l
I Reports

[- eSetilernents
> Banking &) save ‘ LA Return to Search | [=] Motify | Ertad | F

- Commitment Control

> General Ledger

> Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

[ PeopleToals

- Beturn to Portal

- My Personalizations

- My Systern Profile

[~ My Dictionary

Assignment | Accounting | Options | Youchers

&] Done S @ Trusted sites

Step Action I nput Expected | Pass | Fail
Results

71. End of Procedure.

Additional Validation
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