Test Document
MaineSreet Creating a Requisition

Test History

Date Tester Pass/Fail Notes

Timeto Test

Estimated Time
Actual Time

Test Setup

Test Navigation

Step Action Input Expected | Pass | Fail
Results
1. From the Financials menu, click the
Purchasing link.
[> Purchasing|

Click theRequisitions link.

Click theAdd/Update Requisitions
link.

Test Procedure
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Test Document

#
Creating a Requisition

# MaimeStreet

=

Home | Worklist | WuliChannel Console | _Add to Favories

Sign out

New Window | Help | [,

Requisitions

Find an Existing Value ¥ Add a New Value \

Business Unit: UM305| Q)
Requisition ID: :l

Add

Find an Existing Value | Add a New Value

Step Action Input Expected | Pass | Fail
Results
4, On theRequisitions page, make
certain theAdd a New Value tab is
selected.
Click theAdd button.
Add
Page 2
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Test Document
Creating a Requisition

Maintain Requisitions

Home | Worklist [ WutiChannel Console | Add to Favorites | Sign out

New Window | Help | Customize Page | B

Requisition
Business Unit:  UM305 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: Mot Chie

] Hold From Further Processing

=

Origin: OMNL

*Currency Code: I:l

*Requester: 0099999 Q Requester Hame Requisition Defaults

Requisition Date: 08/06/2008

Requester Info Add Comments

) Requisition Activities
On-line entry

Dallar

Accounting Date: |08/06/2008 |5

Tofal Amount:

Y

Status o Wendor Infermation e ltem Information i Attributes

a ]

0.00 UsD

Customize | Find | Vi

Coentract

First ') 1 of 1 Last

Sourcing Controls

Description Quantity *UOM Category

Price

Amount Status

1R la | S8 oo |[ Ja[ Jafe ] 0.00 Pending CHEEREE
*Go to: | ..More... «
& save ‘ [=] Motify | iy Refresh ‘ E¥Add| JE updateDisplay
Step Action I nput Expected | Pass | Fail

Results

Use theRequisition page to create
requisitions online.

Click theRequisition Defaults link to
specify the defaults applicable to the
requisition.

Last changed on:3/5/2009 9:04:00 PM
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Test Document

Creating a Requisition MaineStreet
# VaimeStreet
MultiChannel Console | _Add to Favorites | _Sign out
=3
Maintain Requisitions ~
Requisition Defaults
Business Unit:  UMS05 Requisition Date: 08/06/2008 [ PO Type | Regular Order v| ]
Requisition ID:  NEXT Status: Pending
O Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.
@ override Ifyou select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy
By [ =« untoressre: |
vendor I Vondortocaton: | Ja
Ship To: 5000000010 |3, EDUCATION & HUMAM *Distribute by:
DEVELOPMENT
More PO Defaulis
Utimate Use Code: l:lQ One Time Address
SpeedChart: [
Details Asset Information
Dist Percent  GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund .
L [[umsos]a | | lal  Ja] lal  Jal & ja | lal &
v
£ >
Step Action Input Expected | Pass | Fail

Results

6. On theRequisition Defaults page, the
first step is to look up and select the
appropriate Purchase Order (PO) Typ

®

Click thePO Type drop-down arrow.

7. For this example, we will click on
Regular Order to select it.
[Regular Order |

Page 4 Last changed on:3/5/2009 9:04:00 PM




Test Document

MaineStreet Creating a Requisition
# MiaineStreet
Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
=
Maintain Requisitions ~
Requisition Defaults
Business Unit:  UM305 Requisition Date: ~ 08/06/2008 PO Type A IEIROILE v
Requisition 1D: MNEXT Status: Pending
O Default If you select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If defaultvalues already existin the hierarchy, they are used,
and the values on this page are notused
® Override If you select this option, all defaultvalues entered on this page override the default values found in the default
hierarchy.
Buer ) T
Voncor = vengortocaton o
Ship To: 5000000010 | Q) EDUCATION & HUMAN “Distribute by:
DEVELOFMENT
Wore PO Defaults
Uitimate Use Code: l:lq One Time Address
speecchars ||
Details Az=et Information ﬁ
Dist Percent GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref Project Affiliate  Fund.
L ||umsos|a, | Q| [ Ja el Jal  af o | ] Ja
A
< >
Step Action I nput Expected | Pass | Fail
Results
8. On the remainder of tHeequisition

Defaults page, enter defaults that you
wish to apply to the entire requisition.

In theDefault Options section of the
page, if you select theefault option,
the new default value/s you enter are
assigned only if no other value/s are
assigned from system defaults. If you
select theDverride option, the new
value/s override any value/s assigned
from system defaults.

In theLine section of the page, enter
your EmplID into theBuyer field.

Last changed on:3/5/2009 9:04:00 PM Page 5



Test Document

Creating a Requisition MaineSte:
# MaimeStreet
Home | Worklist [ WultiChannel Console [ Add to Favorites | Sign out
=
Maintain Requisitions ~
Requisition Defaults
Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order b
Requisition 1D: NEXT Status: Pending
) Default If you select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If defaultvalues already exist in the hierarchy, they are used,
and the values on this page are not used
& Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy
Buyer: Q Unit of Measure: l:lq
vendor [ Vondortocatons |
Category: [ = Vendor Lookup
ship To: 5000000070 | EDUCATION & HUMAN “Distribute by:
DEVELOFPMENT
More PO Defaults
Ultimate Use Code: I:lQ One Time Address
SpeedChart: [
Details Asset Information ==
Dist Percent GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref Project Affiliate  Fund.
1 | |umsos|e | | e A o[ el & | &
M
< >
Step Action I nput Expected | Pass | Fail
Results
9. Enter the Vendor ID in théendor
field.
10. EnterM | SC in theCategory field.

Note: This is the only category used Qy
UMS at this time.

11. Use thdJnit of Measure field to enter
a default unit of measure for the
Requisition.

Page 6 Last changed on:3/5/2009 9:04:00 PM
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Creating a Requisition

Worklist [ MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | |

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date:  03/06/2008 PO Type | Regular Order v
Requisition I1D: MNEXT Status: Fending
O Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

® override If you select this option, all default values entered on this page override the default values found in the default
hierarchy

Buyer: 0099999 Q. Unit of Measure: Q
Vendor: 0000016713 Q. VendorLocation: [ 1q
Category: [ Q Vendor Lookup

Ship To: 5000000010 |Q, EDUCATION & HUMAN *Distribute by:

DEVELOPMENT
More PO Defaulis

Ultimate Use Code: I:IQ One Time Address

SpeedChart: [ a

E Details ! Aszet Information !

Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 |[umsos| | e | [ Ja [ el e | ol fal
< 5
Step Action Input Expected | Pass | Fail

Results
12. Enter the location code for your
campus in th&endor Location field.

Last changed on:3/5/2009 9:04:00 PM Page 7



Test Document
Creating a Requisition

MaineStreet

'# MaineStreet

Home | Worklist | MultiChannel Console

(=

Maintain Requisitions

Add to Favorites

Requisition Defaults

Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order ~
Requisition ID: MNEXT Status: Pending
) Default Ifyou selectthis option, the default values entered on this page are treated as part of the defaulting legic and are only
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.
@ override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy.
Buyer: 10999499 aQ Unit of Measure: Q
Vendor: 0000016713 Q Vendor Location: 5000012629 Q,
Category: MIsC Q, Vendor Lookup
Ship To: 5000000010 |2, EDUCATION & HUMAN *Distribute by:

Sign out

New Window | Help | Customize Page | 5, 4

DEVELOPMENT
Mare PO Defaults

Ultimate Use Code: I:IQ

One Time Address

[

SpeedChart:
Details Asset Infermation h ) |
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 | |[umsos]a | | o[l [ Ja[ & | o[ Ja[
< 3
Step Action Input Expected | Pass | Fail
Results

13.

e

In theSchedule section of the page, us
the Ship To field to enter/change the
University location to which the vendgr
will ship the order. Normally, your
usual location will default for you.

Use theDistribute by drop-down list to
select how you want to distribute the
cost. Your choices are eith&@mount
or Quantity. Note: Do notselect the
Percent option here.

Page 8 Last changed on:3/5/2009 9:04:00 PM
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Creating a Requisition

MultiChannel Console | _Add to Favorites | _Sign out
Mew Window | Help | Customnize Pace | 5

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date: 08/06/2008 PO Type | Regular Order v
Requisition ID: MEXT Status: Pending
) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: 0095995 Q, Unit of Measure: Q
Vendor: 0000016713 Q, Vendor Location: 5000012629| Q,
Category: Misc a Wendor Lookup

Ship To: 5000000010 |Q, EDUCATION & HUMAN *Distribute by:

DEVELOPMENT
More PO Defaults
Ultimate Use Code: I:lQ One Time Address
spesocnart | |A
Details Asset Information
Dist  Percent GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref Proiect Affiliate  Fund
1 EGEY | lal Jaf a[Jal Jaf Q ol Ja[

B
B2

Step Action Input Expected | Pass | Fail

Results
14. Click theDistribute by drop-down
arrow.
15. Click onQuantity to select it.

Last changed on:3/5/2009 9:04:00 PM Page 9




Test Document
Creating a Requisition

' MaineStreet

Home | Workiist | MultiChannel Console | _Add o Favorites | _Sign out

New Window | Help | Customize Page | A

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order v
Requisition 1D: MEXT Status: Pending
) Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used

@ Override If you select this optien, all default values entered on this page override the defaultvalues found in the defauit
hierarchy.

Buyer: 1085939 Q Unitof Measure:  [EA |Q
Vendor: 00000716713 a Vendor Location: 5000012629 |
Category: MISC @ Vendor Lookup

Ship To: 5000000010 @ EDUCATION & HUMAN “Distribute by: v

DEVELOFMENT
More PO Defaults

Ultimate Use Code: |:|Q One Time Address

soeedchart: A

Details Asset Information
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 | [|unsos 2 | 1| @l Jaf @ Ja[  |af 2 | [ Ja[
< "
Step Action Input Expected | Pass | Fail
Results
16. Select théviore PO Defaults link to
enter defaults for the Requisition
Header.

Page 10 Last changed on:3/5/2009 9:04:00 PM



Test Document
Creating a Requisition

(=3

New Window | Help | Customize Page | &,

Requisition Header Defaults

Billing Location: B500000001 |2, Payment Terms ID: O\ Duein 30 days

] bi Di s |Frmt v

[JAmount Only Receiving Required

Freight Terms Code: DEST_ALLWLC,  snip via Code: BESTWAY | Q

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 pdffile 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.

UserID |0098939 Q Employes Name

oK Cancel | Refresh |

Last changed on:3/5/2009 9:04:00 PM Page 11



Test Document
Creating a Requisition MaineSreet

Step Action I nput Expected | Pass | Fail
Results

17. TheRequisition Header Defaults
page contains thiilling Location,
Payment Terms, Dispatch Method,
Freight Terms Code, Ship Via Code,
and theDispatch andAmount Only
checkboxes. These fields should default
for you but may be changed as needed.
(The Receiving Required checkbox
cannot be changed.)

Billing Location: The Billing Location
IDs start with the letter “B” followed
by the Business Unit number.
Payment Terms|D: This defaults
from the payment term on the
Vendor/Location record. You can
override it if the term for this purchase
should be different.

Dispatch checkbox and Dispatch
Method: The Dispatch checkbox is
normally checked, indicating that the
purchase order will be sent to the
vendor. The Dispatch Method is
normally “Print” but may be changed.
If the PO Type is CI (confirming
invoice) both the checkbox and this
field will be blank and cannot be
changed.

Amount Only checkbox: Normally this
is left unchecked. Check this box if yqu
want to receive by dollar amount rather
than by quantity.

Freight Terms Code and Ship Via
Code: Use the look up icon to select
from the available choices.

Page 12 Last changed on:3/5/2009 9:04:00 PM




Test Document

Creating a Requisition

Requisition Header Defaults

Billing Location: B500000001 |2 payment Terms ID: Q Due in 30 days

Dispatch Dispatch Method: | Print

[] Amount Only Receiving Required

Freight Terms Code: DEST_ALLWI T, ship Via Code: BESTWAY |Q

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.

Note: 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.

UserID |0099359 Q Employee Name

oK Cancel | Refresn |

New Window | Help | Customize Page |

Step Action Input Expected | Pass | Fail
Results
18. When finished, click th©K button.
Last changed on:3/5/2009 9:04:00 PM Page 13




Test Document
Creating a Requisition

Home | Worklist | MuftiChannel Console | _Add to Favorites | Sign out

New Window | Help | Customize Page | L

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date: 08/06/2008 PO Type | Regular Order ~
Requisition 1D: MNEXT Status: Pending
) Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

© override If you select this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: 0099353 Q@ Buyer Name Unit of Measure:  [EA |
Vendor: 0000016713 QU NASHVILLE CHEMICAL Vendor Location: 5000012629 | Q,
Category: MISC Q vendor Lookup

Ship To: 5000000010 |Q, EDUCATION & HUMAN *Distribute by:

DEVELOPMENT
Mare PO Defaults

Ultimate Use Code: |:|Q One Time Address
SpeedChart: L e

Details \I: Asset Information

Dist Percent GL Unit Account ‘Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund

1 | |[umsos]e | |o | [ Ja o[ Ja[ Ja] Jo | o[ Ja
¥

< Ed

Step Action Input Expected | Pass | Fail
Results

19. On theRequisition Defaults page,
click theOne Time Address link.

One Time Address

Page 14 Last changed on:3/5/2009 9:04:00 PM




3 Test Document
MaineSte: Creating a Requisition

‘# MaineStreet

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

(=3

New Window | Help | Customize Page | &,

Req One Time Address Default

Business Unit:  UMS05 Requisition Date:  08/06/2008
Requisition ID: MEXT Status: Pending
Prefix: I:l
Country: Q. United States
prone: ||
Address1: | | e ||
aressz | I —
Address3: | |
Address & | |

City:

State: L &

ok | cancel | Remesn |

Step Action Input Expected | Pass | Fail
Results

20. Use theReq One Time Address

Default page to enter a Ship-To
address that is not a University address
for special shipments.

Click theOK button when finished
entering the address.

Last changed on:3/5/2009 9:04:00 PM Page 15




Test Document
Creating a Requisition

MuliChannel Console | Add to Favorites

Home | Worklist

New Window | Help | Customize Page |

Maintain Requisitions

Sign out

B A

=)

Requisition Defaults

Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order

Requisition ID: MEXT Status: Pending

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

O Default
applied if no other defaultvalues are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are notused.

@ Override If you select this option, all default values entered on this page override the default values found in the default

hierarchy.

Buyer: 0095995 Q. Buyer Mame Unit of Measure: Q
Vendor: 0000016713 T, NASHVILLE CHEMICAL Vendor Location: 5000012629 Q

Category: WMIsc Q wendor Logkup
Ship To: 5000000010 | €, EDUCATION & HUMAN *Distribute by:

DEVELOPMENT
Maore PO Defaults

Ultimate Use Code: I:lq One Time Address

[ SpeedChart: Q ]

Details ! Asset Information

Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Eund

1 | |[umsos|ay | <Y o[ o[ la[ & <Y o[ Jal
b

< g

Step Action I nput Expected | Pass
Results

Fail

21. Use theSpeedChart field to enter a
default SpeedChart. The SpeedChart
feature enables you to use a code that
contains preset distributions.

Page 16 Last changed on:3/5/2009 9:04:00 PM
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Test Document
Creating a Requisition

(=

'$ MaineStreet

Maintain Requisitions

Home | Worklist

Mew Window | Help | Custamize Page |,E, |

MuttiChannel Console | Add to Favorites | Sign out

Business Unit:

Requisition ID:

O Default

@ Override

Buyer:
Vendor:
Category:

Ship To:

SpeedChart:

Requisition Defaults

UNMS05 Requisition Date:  03/06/2008 PO Type | Regular Order

MEXT Status: Pending

Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are anly
applied if no other default values are found for each field. If default values already existin the hisrarchy, they are used,

and the values on this page are not used

Ifyou select this option, all default values entered on this page override the defaultvalues found in the default

hierarchy.

0099999 Q. Buyer Name Unit of Measure:
0000016713 T, MASHVILLE CHEMICAL Vendor Location:
MISC s}

5000000010 |3, EDUCATION & HUMAN “Distribute by:

DEVELOPMENT

Mare PO Defaults

Ultimate Use Code: l:IQ

Q

EaR
B

Wendar Lookup

_Ouantity -

One Time Address

Details

Asset Information

Dist Percent

L Unit Account Oper Unit Fund Dept Program Class Bud Ref

Project

J|umsos|a, o] el Je |

la[ e

=Y £}

|~

Action

Input

Expected
Results

Pass | Fail

22.

In theDistributions section of the page
in the distribution line, use the
Percentage field to specify the
percentage of the order quantity that
to be distributed on the distribution
line(s).

Note: This should default to 100% bul
may be changed if multiple
distributions are required. If you are
adding more distribution lines, changs
the percent field in the first distributio
line to the appropriate percentage
before adding additional distribution
lines.

\1%

—

Last changed on:3/5/2009 9:04:00 PM
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Test Document

Creating a Requisition MaineSte:

'# MaineStreet

Sign out

MultiChannel Console | _Add to Favorites
(EQ

New Window | Help | Customize Pags | & *

Maintain Requisitions

Requisition Defaults

More PO Defaults

Ultimate Use Code: l:lQ

DEVELOPMENT

Business Unit:  UM305 Requisition Date: 08/06/2008 PO Type | Regular Order A

Requisition ID: NEXT Status: Pending

©) Default Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting legic and are only
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used

@ override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: 0093539 L Buyer Mame Unit of Measure: Q

Vendor: 0000016713 Q. NASHVILLE CHEMICAL Vendor Location: 5000012629 Q

Category: MISG Q Wendor Lookup

Ship To: 5000000010 |, EDUCATION & HUMAN “Distribute by:

One Time Address

SpeedChart:

Details ! Asset Information

L Ja

3

Dist Percent  GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 [ tooffumsosa | | _l Ja Q[ Jal & | ol Jal
i
2

Action Input Expected | Pass | Fail

Results

23.

The remaining fields ai€hartfields.
Enter the appropriate Chartfield
combination for this requisition. At a
minimum, Account, Fund andDept are
required.Program, Project, Class and
Oper Unit may also be used.

Page 18
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Test Document
Creating a Requisition

Home | Workiist | MuftiChannel Console | Add to Favorites | _Sign out

Requisition ID:  NEXT Status: Pending e
) Default Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,

and the values on this page are notused.

® Override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: 1099999 Q. BuyerName Unit of Measure: Q
Vendor: 0000016713 Q,  MASHVILLE CHEMICAL Vendor Location:  |5000012620  |CL

Category: MISC Q Vendor Lookup
Ship To: 5000000010 | EDUCATION & HUMAN *Distribute by:

DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:lQ One Time Address

speedchars |2

E Details ! Asset Information

Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 [100.0000] [umsos|@, 51000 e | | oo | [s3s0e81 @ | e | e [ e [ e | la[
OK | Cancel | Refresh
¥
< 3

Step Action Input Expected | Pass | Fail
Results

24, When finished entering your
requisition defaults, click th@K
button.

Last changed on:3/5/2009 9:04:00 PM Page 19
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MaineStrezt

‘# MaineStreet

| B

Home | Worklist

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Business Unit:  UMS08 Requisition Date: 05/29/2008

Requisition ID: MEXT Status: Pending
For Line and Schedule defaults, Select 'Apply to apply changes to all lines and schedules
For Distribution defaults, Select "Apply’ to apply changes to the Distrib Line
Example: If you select ‘Apply for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.

Select '‘Apply to All Distribs” to apply changes to all distribution lines on the requisition
Mark Al O UnmarkAl

Customize | Find | View All | 8§

First El 1-100f 13 u Last ]
Apply 10 All DisTrbs

Apply Distrib Line Field Name Field Value

hluttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | 5}

|| Buyer 0099399
4] Vendaor 0000016713
4| Category MISC
4] Unit of Measure EA
| Vendor Location 5000012629
.4} Ship To 8000000017
o 1 Pt 100
O 1 L Unit UMS06 O
.l 1 Account 61000 Fl
F 1 Fund 00 .}
ok | cancel | Refresn
Step Action Input Expected | Pass | Fail
Results

25. If you applied changes to your defaulf
settings to alter a ChartField value or]
distribution line, or a Vendor, for

instance, then you should be present
with theRetr ofit page after saving the

changes.

a

4%
o

- Click theView All button to view all
the lines on this page.

- If you only want the changes to app
to specific pre-existing distribution
lines, check thépply box for those
lines.

- If you want the changes to apply to
ALL pre-existing distribution lines,
place a checkmark in thdark All box.

When ready, click th&K button.

Page 20
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Creating a Requisition

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

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit.  UMS05 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: Mot Chikd &
[] Hold From Further Processing
=
*Requester: 0093939 Q, Requester Name Requisition Defaults

Requester Info Add Comments

Requisition Date: 08/06/2008
Requisition Activities

Origin: QML an-line entry

*Currency Code: I:l Dollar
Accounting Date: |08/06/2008 |5

Total Amount: 0.00 USD

st [4] 4 or1 0 Last

Customize | Find
Contract

Status i Vendor Information i Item Information i Atftributes

Line  Item Description Quantity “UOM Category  Price Amount Status
= & | 18 fooooo [ ]| & [o 0.00 Pending O WEEE
‘Gotor | --More v

B save | =] wotify ‘ i Refresh | [E¥Add | ] UpdateiDisplay

Step Action I nput Expected | Pass | Fail
Results

26. On theRequisitions page, enter a
description of the item/s you are
ordering in theDescription field.

Last changed on:3/5/2009 9:04:00 PM Page 21
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Creating a Requisition MaineSte:

‘# MaineStreet

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

New Window | Help | Customize Page | 5}

Maintain Requisitions

Requisition
Business Unit:  UMS05 Status: Pending
Requisition ID:  MNEXT Copy From Budget Status: MotChkd T3
[[] Hold From Further Processing
=
*Requester: 0095594 O, Reguester Marme Requisition Defaults
L . Requester Info Add Lomments
Requisition Date: 08/06/2008 Reqguester Info Add Comments
Requisition Activities
Origin: ONL On-line entry

*Currency Code: I:l Dollar
Accounting Date: |08/06/2008 |

Total Amount: 0.00 USD

First [4] 1 or1 [ Last

Line Customize | Find | Vi

Status Ny Vendor Information 3 ttem Information oy Aftributes oy Contract Sourcing Controls
ine Item Description Quantity *UOM  Category Price Amount Status
1 B | |Q |computers| L |U.UUUU H:IQ ‘ |Q ‘U 0.00 Pending O BE [=]
“Goto: | -More. v
B zave | [=] Notify ‘ % Refresh ‘ B Add Update/Display

Step Action Input Expected | Pass | Fail

Results

27. In theQuantity field, enter the quantity

of the item/s you are ordering.
28. Enter the appropriate Unit of Measureg

in theUOM field.
29. Enter the default category into the

Category field.
30. In thePrice field, enter the price for the

item/s.
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Test Document
Creating a Requisition

Home | Worklist | MuttiChannel Console | Add to Favorites | Sign out

New Window | Help | Customize Page | 2

Maintain Requisitions

Requisition
Business Unit:  UMS05 Status: Pending
RequisitionID:  NEXT Copy From Budget Status: NotChikd T
[ Hold From Further Processing
=
“Requester: 0099999 Q| Requester Mame Requisition Defaults

Requester Info Add Comments

Requisition Date: 08/06/2008
Reaquisition Activities

Origin: ONL On-line entry
*Currency Code: l:l Dollar
Accounting Date: | 08/06/2008 |5

Total Amount: 0.00 USD

First ] 1 or1 [ Last

Status e Wendeor Information i Item Information 0 Aftributes e Contract

Line Item Description Quantity *UOM  Category  Price 7@@
1R |, [computers =& [5 B2 o [wsc @ [z000.00 0.00 Pending @Eﬂ EEE
*Go to: | -More... "l

ave ofi lefres| Es P ate/Display
B s: [=] Motify | % Refresh ErAdd | ] Update/Dispk

Step Action Input Expected | Pass | Fail
Results

31. Click theLine Commentsicon to
access theine Comments page.

=
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Test Document [
Creating a Requisition MaineStreet

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

New Window | Help | Customize Page |

Line Comments

Business Unit.  UMSD5 Requisition Date:  08/06/2008
Requisition ID:  NEXT Status: Pending Line: 1

*Sort Method:

*Sort Sequence: _ s |

First (4] 1 or1 [ Last

Copv Standard Comments Copy ltem Specs Comment Status:  Active _nactvate |

T

[ send to vendor [] Shown at Receipt [[] shown at Voucher

Attachment Aftach & Delete Email

From -= REQ UMS05-NEXT

Step Action I nput Expected | Pass | Fail
Results
32. Use the_ine Comments page to

maintain line comments.

Click theOK button when finished.
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Test Document
Creating a Requisition

Maintain Requisitions

Home | Worklist

Add to Favorites | _Sign out

MultiChannel Console

New Window | Help | Customize Page | [,

Requisition
Business Unit:  UWS05
Requisition ID: NEXT Copy From
-
*Requester; 0099999 @, Requester Mame
Requisition Date: 08/06/2008 Requester Info
Origin: ONL On-line entry
*Currency Code: l:l Dollar

Accounting Date: 08/06/2008 |5

" Ship To/ue Date Status 7 Vendor Information

'y ltem Information

Pending
Mot Chk'd

Status:
Budget Status:

[1Hold From Further Processing

L

Requisition Defaults
Add Comments

Reqguisition Activilies

Total Amount:

10,000.00 USD

Y Attributes

Customize | F
Contract | Sourcing Controls

First ] 1 or1 [ Last

Line Item Description Quantity *UOM  Category Price Amount Status
EY & [computers =] & [s.0000 [[EA |2 [wisc |2 [2,000.0000( 10,000.00 Pending CHEEEE
*Goto: ‘ ...More v
ﬁsave| [=] Notify | s Refresh | [EsAdd | JElUpdateDisplay
Step Action I nput Expected | Pass | Fail
Results
33. Click theLine Details icon to open the
Detailsfor Line 1 page.
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Test Document
Creating a Requisition MaineStreet

‘A MaineStreet

Home | Workiist | MultiChannel Console | Add to Favorites | Sign out

MNew Window | Help | Customize Page | o5

Maintain Requisitions

Details for Line 1

Requisition 10: MEXT Item: Computers
Line: 1
[JDo Not Print Line
Buyer: 1095999 o Line Status: Pending
Buyer Name: Buyer Narne Buyer Information
Category Code: MISC View Hierarchy Amount: 10,000.00 USD
Category: Misc Document Base Amount: 10,000.00 USD
Category Description: Miscellaneous

*Transaction Item Description:

Computers ’@

Preferred Language ltem Description:

Expand All Collapse All

=== =1

ok | cancel | memesn

Step Action Input Expected | Pass | Fail
Results

34. Use theDetailsfor Line page to view
and/or update details about the Line.
Do Not Print Line: Check this box if
you do not want the line to print on th
PO.

Amount Only: When used on the
“More PO Defaults” page it applies to
all lines. When used here it applies
only to the line.

[}

NOTE: Any changes made on this
page apply only to that line. For
example, you would not want to
change vendor information here.

Click theOK button.
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Test Document
Creating a Requisition

Maintain Requisitions

MultiChannel Console

MNew Window | Help | Customize Page | &,

Add to Favorites | _Sign out

Requisition
Business Unit:  UMS05

Requisition 1D: MEXT

&2

Requisition Date: 08/06/2008
Origin: ONL
*Currency Code: I:l
Accounting Date: Eﬂ

Copy From

*Requester: 1099899 O, Reguester Mame

Requester Info

On-line entry

Dollar

Status: F‘enmng
Budget Status: Mot Chied BT

[ Hold From Further Processing

Requisition Defaults
Add Comments

Requisition Activities

Total Amount: 10,000.00 USD

Customize | Find

First (4] 1 or1 [F] Last

e Vendor Infermation N ttem Infermation N Aftributes N Contract
Line item Description Quantity *UOM  Cateqory  Price Amount Status
= 1@ [Computers = & |s0000 |[Ea |@ [wsc  |a [2.000.0000( 10,000.00 Pending

& save | ] notiy | 2 Refrest |

‘Gotor | -More..

v

B Add Update/Display

Step Action

Input

Expected
Results

Pass | Fail

35. On theRequisitions page, click the
Line Scheduleicon to change thghip
To address and to access the
Distribution page.

Last changed on:3/5/2009 9:04:00 PM
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Test Document 3
Creating a Requisition MaineSte:

‘# MaineStreet
Home | Worklist | MultiChannel Console | Add to Faverites

Sign out

New Window | Help | Page |

Maintain Requisitions

Schedule
Business Unit: UmMs05 Requisition Date: 08/06/2008
Requisition ID: NEXT Status: Pending

Return to Wain Page

Find | View Al First 1 1 .or1 [*] Last

1 item: Computers Quantity: 5.0000 Each Amount: 10,000.00 USD
Customize |Find | View All | 88 First 1] 4 or1 [¥] Last
Details —
Sched *Ship To uanti Price Amount Status
1 B [pooood @ = |5.0000 2,000.00000 1000000 5% Active =1

Add Ship Ta Comments

[ Save | (=] Notify | 2 Refresh EsAdd UpdateDisplay

Step Action Input Expected | Pass | Fail
Results

36. On theSchedule page, click the
button to add moréhip To lines. Click
the Look Up icon adjacent to tiShip
To field to search for and select the
Ship To location(s) needed.
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Test Document
Creating a Requisition

Explorer User Prompt

Seiipt Frompt;
Enter number of rams to add:
Cancel

MultiChannel Console | _Add to Faverites | _Sign out

New Window | Help | Customize Page |

]

Schedule

Business Unit.  UMS05 Requisition Date:  08/06/2008
Requisition ID: ~ NEXT Status: Pending

Return to Main Page

1 Item: Computers Quantity: 5.0000 Each Amount:
Details
Sched *Ship To uanti Price Amount Status
1 B [s00000Q =1 |5.0000 2,000.00000 10,000.00 E& Active =

Add Ship To Comments

[ Save | [=] Notify | 2 Refresh B4 Add UpdateiDisplay

Step Action I nput Expected | Pass | Fail
Results

37. Click theOK button.
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Test Document
Creating a Requisition

A

MaineStreet

Home | Worklist

WuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Custornize Page | B

Maintain Requisitions

Schedule
Business Unit: UMS05 Requisition Date: 08/06/2008
Requisition 1D: NEXT Status: Pending

Return to Main Page

Eind [View Al First [4] 1 of4 [ Last
1 ftem: Computers Quantity: 50000 Each  Amount: 10,000.00 USD
Customize | Find | # First %) 1.2 of 2 L2 Last
Details
Sched *Ship To uanti Price Amount Status
1 B [s00000Q = [5.0000 | 2,000.00000 | 1000000 53 Active =l
2 B [so0000Q = [o.0000 | [0.ooo00 | 000 [ Active =

Add Ship To Comments

B save | [=] Notify | % Refresh |

[E Add | Update/Display

Step Action Input Expected | Pass | Fail
Results

38. One-Time Address: If you need to
ship to aOne-Time Address click the
Ship to Address (envelope) icon.
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Test Document

Creating a Requisition

Maintain Requisitions

Home | Workiist

MultiChannel Console | _Add to Faverites | _Sign out

New Window | Help | Customize Page |

Schedule
Business Unit.  UMS05 Requisition Date:  08/08/2008
Requisition ID: ~ NEXT Status: Pending

Return to Main Page

First [4] 4 o1 [M] Last

Add Ship To Comments

[ Save | [=] Notify | 2 Refresh

1 Item desks Quantity: 5.0000 Each  Amount:
Customize | Find
Details
Sched *Ship To uanti Price Amount Status
1 B [s00000Q =1 |5.0000 20.00000 100.00 E& Active

EsAdd UpdateDisplay

Step Action

Input

Expected | Pass | Fail

Results

39. Click theDistribution button.
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Test Document
Creating a Requisition MaineSte:

‘# MaineStreet

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

ew Window | Help | Customize Page |

Maintain Requisitions

Distribution
Requisition ID: NEXT tem: desks
Line: 1 Status: Active
Schedule: 1
Ship To: 5000000010  EDUCATION Quantity: 5.0000 EA
“Distribute by: Open Quantity: 5.0000
Amount: 100.00 USD

SpeedChart | |\ Uuit-SpesdChans

Chartfields Details Asset Information | [F=)
Distrib Status Percent Quantify Amount GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project
1 Open 100.00 [UmS05|@, (51000 o | |@ [oo o (5350081 @ & | o | o |
ok | cancel | meresn |

|O\
s

Step Action Input Expected | Pass | Fail
Results

40. If you did not enter the Distribution or
theRequisitions Defaults page you
can do it here. If you entered the
Distribution on theRequisitions
Defaults page, you can still make
changes here.

NOTE: Changes made here apply only
to the line.

Click OK to go back to the schedule
page.

oK
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Test Document
Creating a Requisition

Maintain Requisitions

Worklist

MuttiChannel Console

Add to Favorites | _Sign out

New Window | Helo | Customize Page |

Schedule
Business Unit: UmM3s05 Requisition Date: 08/06/2008
Requisition 1D: NEXT Status: Pending

Return to Main Page

desks Quantity: 5.0000 Each

Details

Amount:

Sched

i

(=]
a3
o

*Ship To uanti

N S

Add Ship To Comments

Save Noti 1) Refresh
1]

Amount

10000 [ Active =

Status

Bk Add Update/Display

Step Action

Input

Expected | Pass | Fail

Results

41. Click theReturn to Main Page link.
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Test Document
Creating a Requisition

MultiChannel Console | _Add to Favorites [ Sign out

New Window | Help | Customize Page |

Maintain Requisitions

Requisition

Business Unit:  UMS05 Status: Pending

Requisition1D:  NEXT Copy From Budget Status: MotChkd T
I Hold From Further Processing

52

*Requester: Q Reguester Name Requisition Defaults

Reguester Info Add Comments
Reguisition Activilies

Requisition Date: 08/06/2008
Origin: OML On-line entry
*Currency Code: l:l Dollar

Accounting Date: | 08/06/2008 |5

Total Amount: 10,000.00 USD

Details 7 Ship Te/Due Date i Status oy Vendor Information iy ttem Infermation i Attributes oy LContract Sourcing Controle

Line ltem Description Quantity “UOM Category  Price Amount Status
1B | |Q |Cumputers %| I, 50000 EA Q Multiple 10,000 00 Pending CmE =]
Goto: | --More... |

B save ‘ [=] Notify | % Refresh ‘ Er Add Update/Display

Step Action I nput Expected | Pass | Fail
Results

42. On theRequisition page, click the
Add a Row icon ().
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Test Document
MaineSte: Creating a Requisition

Explorer, User Prompt

— Home | Worklist | MuttiChannel Console | _Add to Favorites | _Sign out
Script Prompt:
Enter number of rows to add: . £}
Cancel New Window | Help | Customize Page | na
m
Requisition
Business Unit:  UMS05 Status: Fending
Requisition ID:  NEXT Copy From Budget Status: NotChkd T3

[] Hold From Further Processing
=

*Requester: 0089999 @, Reguester Name Requisition Defaults

uiSItol ] L Co ents

equi : Requester Info Add Comments

Requisition Date: 03/06/2008 ter Info

Origi 0 on-l Requisition Activities
o ML n-line entry

*Currency Code: I:I Daollar
Accounting Date: | 08/05/2008 |5

Total Amount: 10,000.00 UsSD

Customize | Find | First (1] 1.0f1 [H Last

3 Wendoer Infermaticn 3 ltem Infermation 3 Attributes. Contract Sourcing Centrels
ine Item Description Quantity *UOM Category Price Amount Status
16 |2 [computers =] so000 EA [msc  |Q muttiple 10,000.00 Pending CHEEEE
*Go to: |..Iv|ure - v‘

B save | Notify | 4 Refresh ‘ EvAdd | JE updatemisplay

Step Action I nput Expected | Pass | Fail
Results

43. When the prompt appears, enter the
number of lines you wish to add to th
Requisition. "1" appears by default.

19%

Click theOK button.
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Test Document 3
Creating a Requisition MaineSte:

‘# MaineStreet

MuttiChannel Console | Add to Favorites | _Sign out

MNew Window | Help | Custornize Page | &,

Maintain Requisitions

Requisition

Business Unit: U305 Status: Pending

Requisition ID:  NEXT Copy From Budget Status: NotChikd B
(] Hold From Further Processing

=

*Requester: 0093999 Q. Reguester Name Requisition Defaults

isiti . aq
Requisition Date: 03/06/2008 Reaquester Info Add Comments

Origin: oML On-line entry
*Currency Code: I:l Dollar

socoumng vt 09075585

Requisition Activities

Total Amount: 10,000.00 USD

Customize | Find | \ A irst [ 12062 [ Last
Details Ship To/Due Date N Status i Vendor Information i Item Information i Attributes. i Contract i Sourcing

Line ltem Description Quantity *UOM Category Price Amount Status
1R e [computers = s0000 EA |msc |G wmultiple 10,000.00 Pending ¢ E R E
[2 B e | =] & [ooo0o || o e [o 0.00 Pending ] CHEER
*Go to: | More... v|
B save | [=] Motify ‘ 4 Refresh ‘ [EyAdd | JE UpdateDisplay
Step Action Input Expected | Pass | Fail
Results
44, On the new requisition line (line 2),

enter a description in tH2escription
field.

45, Enter the appropriate Unit of Measur¢
in theUOM field.

46. Enter the appropriate category in the
Category field.

47. Enter the appropriate price in tReice

field.
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MaineStreet

Test Document
Creating a Requisition

‘# MaineStreet

Home

Maintain Requisitions

Wiorklist | _MultiChannel Console | Add to Favorites | Sign out

New Window | Help | Customize Page | o5,

Requisition

Business Unit:  UMS05 Status: Fending

RequisitionID:  NEXT Copy From Budget Status: Notchkd T
I Hold From Further Processing

=

*Requester: 0099999 O, Requester Name Requisition Defaults

Add Comments
Requisition Activities

Requisition Date: 08/06/2008 Reauester Info

Origin: ONL

*Currency Code: l:l
Accounting Date; |08/06/2008 |5

On-line entry

Dollar

Total Amount:

10,000.00 USD

Ship To/Due Date Status i Wendor Information i ltem Information i Aftributes 0 Contract

Customize | Find | V
Sourcing Col

First 1] 1.2 062 [F Last

Description Quantity *UOM  Category Price

Amount Status

=& [s.0000 |[EA |O [misc

|Q [computers

@, [2,000.0000] 10,000.00 Pending

OwE R E

=8 [10000 |[EA | [misc

@ [shipping Costs /@ [125.00

CBEEE

| 0.00 Pending

*Go to: | More

v

B save | [=] Wotify | & Refresh |

B Add Update/Display

Step Action Input

Expected | Pass | Fail

Results

48. If you entered Schedule/Distribution
information on théRequisition

Defaults page it should default to this
line when the requisition is saved. If
you did not enter it on the Requisition
Defaults page you need to enter it hel
To do so, click thé&chedule icon to add
the Ship To information and the
Distribution icon to add the Chartfield
information. When the information is
complete clickOK, then clickReturn

to Main Page before saving the
requisition.

e.

49. Click theSave button.
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Test Document 3
Creating a Requisition MaineSte:

'# MaineStreet

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

New Window | Help | Customize Page | B!

Maintain Requisitions

Requisition

Business Unit:  UMS05 Status: Fending

Requisition ID: 5000034378 Copy From Budget Status: NotChkd B
] Hold From Further Processing

*Requester: 00959989 Q Requester Mame Requisition Defaults

iisiti . q

Requisition Date: 08/06/2008 Requester Info Add Comments
Reaquisition Activities

Origin: OML On-line entry

*Currency Code: l:l Dollar

Accounting Date: |18/06/2008 |5

Total Amount: 10,125.00 USD

Line Customize | Find First 1] 1.2 of 2 [ Last

Statue i Vender Infermation i Item Infermation i Attributes i Contract Sourcing Centrols

Line ltem Description Quantity *UOM  Category Price Amount Status
1B |2 [computers =] % [s0000 |[EA @ |wisc  |@ [2,000.0000( 10,000.00 Pending QOBEREE
2B | | @, [shipping Costs <] B8 [10000 | [EA | (WIS |@ [125.00000 |  125.00 Pending QmEEREE
“Gotor |- More v

B save | [=] Notify | s Refresh | [E+ Add Update/Display

Step Action I nput Expected | Pass | Fail
Results

50. After saving the requisition, verify that
aRequisition 1D has been generated.

The Status field displays the
requisition status. A status Bénding
indicates the requisition is eligible for
the approval process. A status of
Approved indicates the requisition is
approved.
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Test Document
Creating a Requisition

Maintain Requisitions

Worklist

Sign out

Mew Window | Help | Customize Page |

Requisition

Business Unit:  UMS05 Status: Fending

Requisition ID: 5000034378 Copy Fram Budget Status: NotChkd  FT
] Hold From Further Processing

52

*Requester: 0099999 ), Requester Name Requisition Defaults

Add Comments
Reaquisition Activities

- . q
Requisition Date: 08/05/2008 Requester info

Origin: OML

*Currency Code:
Accounting Date: Eﬂ

On-line entry
Dollar
Total Amount: 10,125.00 UsD

e ltem Information oy Aftributes

N Vendor Infermation

Contract N Sourcing Controls

| Eind

Description Quantity *UOM  Category Price

Amount Status

*Go to:

1R | |2 [computers = |s0000 |[Ea |@ [misc | [2,000.0000( 10,000.00 Pending OWEEE
2B | |2 [shipping Costs = [10000 |[Ea |@ [misc  |@ [125.00000 | 125.00 Pending OWEERE
[mare... v

B Savel [=] notify | %, Refresh |

E Add Updatem'splayl

Step Action Input Expected | Pass | Fail
Results
51. End of Procedure.
Additional Validation
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