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Test Setup 

 

Test Navigation 
  

Step Action Input Expected 
Results 

Pass Fail 

1.   From the Financials menu, click the 
Purchasing link. 

 

    

2.   Click the Requisitions link. 

 
    

3.   Click the Add/Update Requisitions 
link. 
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Test Procedure 
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4.   On the Requisitions Add a New Value 
page, click the Add button to open the 
Requisitions page. 
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5.   The Requisitions page is 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 Requisition Defaults link. 
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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. 
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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 
address in the Address 1 field.  

    

8.   If necessary, enter a second line for the 
address in the Address 2 field. 

    

9.   Enter the appropriate City for the 
address in 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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12.   Click the OK button to return to the 
Requisition Defaults page. 
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13.   On the Requisition Defaults page, 
click the OK button. 
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14.   On the Requisition page, in the Line 
section, enter a description of the first 
item in the Line 1 Description field. 

    

15.   Enter the quantity of items in the 
Quantity field.  

    

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

    

17.   Enter MISC in the Category field. This 
is the only category used by UMS at 
this time. 

    

18.   Enter the price in the Price field.      
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19.   Click the Add a Row button to add an 
additional line to the requisition. 
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20.   A prompt should appear where you will 
enter the number of rows to add. "1" 
enters by default. 
 
Click the OK button. 
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21.   Enter the quantity of items in the 
Quantity field.  

    

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

    

23.   Enter MISC in the Category field. This 
is the only category used by UMS at 
this time. 

    

24.   Enter the price in the Price field.      
  



Test Document 
Entering a Requisition With a One-Time Address 
 

 

 

Page 12 Last changed on:3/5/2009 9:55:00 PM 
 

 

 

 
Step Action Input Expected 

Results 
Pass Fail 

25.   Click the Save button. 

 
    

26.   Notice that a Requisition ID has been 
generated. You have successfully 
entered a requisition for items to ship 
to a one-time address. 
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27.   End of Procedure.     

Additional Validation 

 

  


