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Test Setup 

 

Test Navigation 
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Results 

Pass Fail 

1.   Click the Accounts Payable link. 

 
    

2.   Click the Vouchers link. 

 
    

3.   Click the Add/Update link. 

 
    

4.   Click the Regular Entry link. 
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Test Procedure 
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5.   On the Voucher page, click the 
Add button. 
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6.   On the Invoice information page, 
click the drop-down arrow in the 
Worksheet Copy Option field. 
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7.   For this example, click on Purchase 
Order to select it.  
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8.   The Copy Worksheet page opens. 
Enter the appropriate PO Number in 
the PO Number From field.  
 

    

9.   Press [Tab] key.     
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10.   In the Additional Search Criteria 
section, click the Search button. 
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11.   Enter the desired information into the 
Quantity Vouchered field.  
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12.   Click the Select checkbox to select the 
line to copy. 

 

    

13.   Click the Copy Selected Lines button. 
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14.   On the Invoice Information page, 
enter the invoice number into the 
Invoice Number field.  
 

    

15.   In the Invoice Date field, click the 
calendar button. 
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16.   Click the Current Date link. 

 
    

17.   Click the Save button. 
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18.   Note: This step and the steps that 
follow are optional. The matching and 
budget checking processes are 
scheduled to run three times a day, 
Monday - Friday at 10:30am, 1:30pm 
and 11:00pm. 
 
Click on the drop-down arrow in the 
Action field. 
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19.   From the drop-down list click on 
Match, Doc Tol, Bdgt to select it. 

 

    

20.   Click the Run button. 
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21.   When prompted if to wait for the 
process to complete, click the Yes 
button. 
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22.   Click the Refresh button. 
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23.   Click the Summary tab. 
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24.   On the Summary page, click the 
Exceptions link. 
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25.   End of Procedure.     

Additional Validation 

 

  


