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From the Financials menu, click the
Purchasing link.

[> Purchasing|

Click the Requisitionslink.

Click the Add/Update Requisitions
link.

|- Add/Update Requisitions|

Last changed on:3/5/2009 9:55:00 PM

Page 1




Test Document 3
Entering a Requisition With a One-Time Address MaineSte:

Test Procedure

Home | \Worklist [ MultiChannel Console | _Add to Favorites
=

Sign out

Mew Window | Help | &

Requisitions
/_Eind an Exist\ng\falu% | Add a New Value |

Business Unit:| UMS08|C)
RequisitionID:[NEXT |

Add

Find an Existing Value | Add a New Value

Step Action I nput Expected | Pass | Fail

Results

4. On the Requisitions Add a New Value
page, click the Add button to open the
Requisitions page.

Add

Page 2
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Test Document
MaineStrest Entering a Requisition With a One-Time Address

‘# MaineStreet

MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Custornize Page | /5,

Maintain Requisiticns

Requisition
Business Unit.  UMS308 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: Notchkd B
[1Hold From Further Processing
-~
*Requester: 0099939 QL Requester Mame Requisition Defaults
i . hequester Infa Add Comments
Requisition Date: 07M0/2008 Requester Info Add Comments
. Requisition Activities
Origin: ONL On-line entry

*Currency Code: I:l Dallar
Accounting Dates 07/1012008 |

Total Amount: 0.00 USD

First 4] 1 o1 [¥] Last

Customnize | Find |

Status Ny Wendor Information oy ttem Information 0 Attributes N Contract Sourcing Controls
ine ltem Description Quantity *UOM Category Price Amount Status
16 | & | =| &4 o000 || @ | o [o | 0.00 Pending QmEEE
*Go to: ‘ WMore v

ave oti efres! E+ #| Update/Display
B s [=] Notify | s Refresh [E+Add | Update/isph

Step Action Input Expected | Pass | Fail
Results

5. The Requisitions pageis used to enter
header and line details for your
purchase. The header information
should enter by default. For this
example, you will retain all the header
default values.

To set the defaults for this requisition,
click the Reguisition Defaults link.
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‘# MaineStreet

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

New Window | Help | Customize Page | g,

Maintain Requisitions

Requisition Defaults

Business Unit.  UNMS03 Requisition Date: ~ 07/10/2003 PO Type | Regular Order b
Requisition ID:  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 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: l:lQ Unit of Measure: |:|Q
Vendor: [ <t Vendorlocation: | |,
Category: l:lQ Vendor Lookup

Ship To: 8000000017 |3, Project Enterprise *Distribute by:

More PO Defaults

Ulimate Use Code: | |Q One Time Address

speedchart | |2
E Details \I: ammlnfnrmat\nn! T

Dist Percent GL Unit Account Oper Unit Eund Dept Program Class Bud Ref Project Affiliate M_
1 \ ||umsos|c | o | [ & o Ja[ & | | o[ &
be]
£ >

Step Action Input Expected | Pass | Fail
Results

6. Use the Requisition Defaults page to
set the header and item defaults for
your requisition. In this example, you
need to set up a one-time ship-to
address for the selected transaction.

Click the One Time Address|link to
open the Req One Time Address
Default page.

One Time Address|
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MaineStrest Entering a Requisition With a One-Time Address

‘ I‘laineStreet Home | Worklist [ MultiChannel Console | _Add to Favorites | Sign out
Bl S
Mew Window | Help | Customize Page | o&,
Req One Time Address Default
Business Unit:  UMS08 Requisition Date:  07/10/2008
Requisition ID:  NEXT Status: Pending
Address
Prefix: I:l
Country: [Usa]ey  united states e [
Address 1 | ‘ Ext: |:|
Address 2 | | e |
Address 3 | ‘
Address 4: |
City: |
County: | | Postal: l:l
State: l:lq
oK | Cancel | Refresh |
Step Action I nput Expected | Pass | Fail
Results
7. The address you enter on the Req One
Time Address Default page serves as
the default one-time address for all new
lines and schedules on your transaction
document.
To begin, enter the appropriate street
addressin the Address 1 field.
8. If necessary, enter a second line for the
addressin the Address 2 field.
9. Enter the appropriate City for the
addressin the City field.
10. Enter the appropriate State in the State
field.
11. Enter the appropriate Postal code in the
Postal field.
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A

MaineStreet

=13

# MaimeStreet

Req One Time Address Default

Business Unit:  UMS08 Requisition Date: 07/10i2008
Requisition ID:  NEXT Status: Pending

Prefix: l:l

Country: |usala  unitea states
prone: |
Address1: 410 Main St | e [
Address 2: |Sune 60 | Fax: |:|
Address 3 | ‘
Address 4: |
City: Bangor |
County: | | Postal:
State: [ME]@ maine
ok | cancel | Refresn |

Home | Worklist | MutiChannel Console | _Add to Favorites

New Window | Help | Customize Page | (&,

Sign out

Step

Action

I nput Expected | Pass | Fail
Results
12. Click the OK button to return to the
Requisition Defaults page.
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Home | Worklist | WukiChannel Console | Add to Favorites | Sign out
=
LuamEas L. LMW NEymSL LU, UL WEUUD PU Y. [ g A
Requisition ID: 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 defaultvalues found in the default
hierarchy.
B ) mrcose |
N — S —
Ship To: 8000000017 |Q Praject Enterprise “Distribute by:
More PO Defaults
Ultimate Use Code: l:lQ One Time Address....
spesachare [ [a
Details ! Asset Infermation
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
Main Content
1 [100.0000][umss]|a, [s2000 e | | oo e [sescoon @ | & | & | e | e | -
OK | Cancel | Refresh
v
L] - |

Step

Action I nput Expected | Pass | Fail
Results

13.

On the Requisition Defaults page,
click the OK button.
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Entering a Requisition With a One-Time Address MaineStreet

'# MaineStreet

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

Mew Window | Help | Customize Page | 15,

Maintain Requisitions

Requisition
Business Unit:  UMS08 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: NotChkd B
[[] Hold From Further Processing
e
*Requester: 0099999 Q, Reguester Mame Reauisition Defaults

Requester Info Add Comments

Requisition Date: 07/10/2008
Requisition Activities

Origin: ONL On-line entry

*Currency Code: I:I Daollar
Accounting Date: |07/10/2008 |5

Total Amount: 0.00 UsD

First [1] 1 or1 [}] Last

Custornize | Find | Vi

3 Wendor Information 3 ltem Information 3 Adtributes 3 Contract Sourcing Centrole
ine Item Description Quantity *UOM Category Price Amount Status
1R o | =] 8 fooo00 |[ | |2 fo | 0.00Fending QwEEE
*Go to: | ..More... v

ave otil % Refres| B3 = Upda izplay
Bs [=] Notify | % Refresh [Ev2dd | B updateiispl

Step Action Input Expected | Pass | Fail
Results

14. On the Requisition page, inthe Line
section, enter a description of the first
itemintheLine 1 Description field.

15. Enter the quantity of itemsin the
Quantity field.

16. Enter the appropriate unit of measure in
the UOM field.

17. Enter M1SC in the Category field. This
isthe only category used by UMS at
thistime.

18. Enter the price in the Price field.
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Entering a Requisition With a One-Time Address

Maintain Requisitions

Home | Worklist

MuttiChannel Console | _Add to Favories | _Sign out

New Window | Help | Customize Page | /&)

=

*Requester:

Origin:

Requisition

Business Unit:
Requisition ID:

Requisition Date: 07/10/2008

UMS08 Status: Pending
NEXT Copy From Budget Status: Mot Chkd
["1Hold From Further Processing

0099899 <, Requester Name Requisition Defaults

Reguester Info Add Comments

Requisition Activities
ONL On-line entry

*Currency Code: I:I Dollar

Accounting Date: |07/10/2008 [+

Total Amount:

=

0.00 UsD

nize | Find |

Status i Vendor Information i ftem Information N Attributes Contract Sourcing Controls
Line Item Description Quantity *UOM Category Price Amount Status
16| & [FaBrIC I B [0 |Ea |a[wsc (@ [sd | 0.00 Pending
*Go to: | ..More... ~
& save ‘ [=] Motify | s Refresh | [EvAdd | B Update/isplay
Step Action I nput Expected | Pass | Fail

Results

19.

Click the Add a Row button to add an
additional lineto the requisition.
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=
Explorer User Prompt

— Home | Workist | Hulichannel Console | _Add to Favorites | Sian out
Script Prompt:
Enter number of rows to add: . .
Cancel New Window | Help | Customize Page | &,
m
T
Requisition
Business Unit:  UMS08 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: Notchkd
["1Hold From Further Processing
82
*Requester: 0099955 O, Requester Mame Requisition Defaults

Reguester Info Add Comments
Requisition Activities

Requisition Date: 07/10/2008
Origin: QML On-line entry

*Currency Code: l:l Dollar
Accounting Date: 071102008 |

Total Amount: 0.00 USD

First (4] 1 of 1 [ Last

N Vendor Information r ftem Information r Aftributes i

Status LContr;

Line Item Description Quantity *UOM  Category Price
=1 @ [FaBRIC =B [0 J[EA o [msc o (e 0.00 Pending CwEER
“Goto: | --More.. v

B save | Motify ‘ %, Refresh | B Add UpdateMisplay

Step Action I nput Expected | Pass | Fail
Results

20. A prompt should appear where you will
enter the number of rowsto add. "1"
enters by default.

Click the OK button.

Page 10 Last changed on:3/5/2009 9:55:00 PM




MaineStreet
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Entering a Requisition With a One-Time Address

‘# MaineStreet

Maintain Requisitions

Home | Worklist

MultiChannel Console | Add to Favorites

New Window | Help | Customize Paae |

Sign out

[~

“Requester:

Origin:

Requisition

Business Unit:
Requisition ID:

umMsos Status: Pending
NEXT Copy From Budget Status: Mot Chk'd

["] Hold From Further Processing

0095999 @, Reguester Name Requisition Defaulls

Requisition Date: 07/10/2008
ONL On-line entry

*Currency Code: l:l Dollar
Accounting Date: |07/10/2008 |[5]

Reguester Info Add Comments
Requisition Activities

Total Amount:

' Ship ToDueDate |  Status | Mendor Information } ftem Information ||  Aftributes | Contract

=]

9,800.00 USD

Customize | Find | Vi

First 4] 12 012 [ Last

Sourcing

@DH‘“SM Description Quantity *UOM  Category Price Amount Status
1R | @ [Hon 5901 cHar, aBs0 = | B [100.000([EA |Q [misc @ [98.00000 | 9,800.00 Pending QB EEE
2 B | e | = 8 ooooo [ o o [o 0.00 Pending CHEEEE
*Go to: | More w
B save ‘ [=] Hetify | s Refresh ‘ B Add Update/Dizplay
Step Action I nput Expected | Pass | Fail
Results
21. Enter the quantity of itemsin the
Quantity field.
22, Enter the appropriate unit of measurein
the UOM field.
23. Enter M1SC in the Category field. This
isthe only category used by UMS at
thistime.
24, Enter the pricein the Price field.
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‘# MaineStreet

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

New Windaw | Help | Customize Page | \&

Maintain Requisitions

Requisition

Business Unit:  UMS08 Status: Pending

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

a2

*Requester; 0099333 Q Requester Mame Requisition Defaults

. Requester Info Add Comments

Requisition Date: 07H0/2008 Requester Info Add Comments
Requisition Activities

Origin: ONL On-line entry

*Currency Code: l:l Dollar

Accounting Date: |06/10/2008 |5

Total Amount: 9,950.00 USD

First 4] 1.2 o2 [F] Last

Details Yy Ship Te/Due Date

Status i Vendor Information 3 ttem Information 0 Aftributes 0 Contract Sourcing Controls

Line ltem Description Quantity *UOM Category Price Amount Status
1R @ [Hon 5901 crar apso =] B [100.000([EA |2 wisc |2 [98.00000 | ©.800.00 Pending O BERE
2 B | @ [Hon BooKcAsE =] % 20000 [[EA @ [msc @ [75.00000 | 150.00 Pending QuEEE
*Go to: |...MU[E ~
B Save | [ Hoify | e Refresn | EvAdd| /& Updatemisplay

Step Action I nput Expected | Pass | Fail
Results

25. Click the Save button.

26. Notice that a Requisition 1D has been
generated. Y ou have successfully
entered arequisition for items to ship
to a one-time address.
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Entering a Requisition With a One-Time Address

Maintain Requisitions

Add to Favorites | _Sign out

Worklist | _MulkiChannel Console

MNew Window | Help | Customize Page | &,

Requisition
Business Unit:  UMSD8 Status: Fending
RequisitionID: 8000000844 Copy From Budget Status: Mot Chid BT
[[] Hold From Further Processing
B
*Requester: 0099999 Q Requester Name Requisition Defaults
jisiti . q
Requisition Date: 07/10/2008 Requester Info Add Comments
Requisition Activities
Origin: ONL On-ling entry
*Currency Code: I:l Dallar
Accounting Date: | 06/10/2008 |
Total Amount: 9,950.00 USD

b Item Information N Aftributes Contract

N Vendor Information

Sourcing Controls

Line  ltem Description Quantity “UOM Category  Price
16 | [hon5a01 crar ABs0 =] B [100.0000[EA @ [msc | [9s.00000 |
2 B | @ [Hon BooKcAsE <] B [zoooo |[Ea @ [msc | [75.00000 |

Amount Status

9,300.00 Pending CmERE
150.00 Pending CHmERE

*Go to: |...rv1ure

w

& zave ‘ [=] Motify ‘ s Refresh ‘

S Add Update/Digplay

Step Action I nput Expected | Pass | Fail
Results
27. End of Procedure.
Additional Validation
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