Test Document
Entering PO Change Orders

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 Begin by navigating to the Purchase
Order page.
From the Financials menu, click the
Purchasing link.
2. Click the Purchase Orderslink.
3. Click the Add/Update POs link.

Add/Update POs|
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Test Procedure

=

# VMiameStreet

Purchase Order

! Find an Existing Value ! Add a New Value \I

Business Unit:|UM305|CL
Pom:
Add

Find an Existing Value | Add a Mew Value

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

Mew Window | Help |

€ mnternet 100w v
Step Action Input Expected | Pass | Fail
Results
4, Click the Find an Existing Value tab.
[Find an Existing Value|
Page 2
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Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {_Add a New Value |

Business Unit: UMS05 Q

PO Number: ‘heginswith VH |

Purchase Order Date: = v |Eﬂ

PO Status: [= ~] vl
Short Vendor Name: ‘begmswnh V‘ |Q

Vendor ID: ‘beginswith ~ |Q

Name 1: ‘beginswith v” |

Buyer: ‘hegiﬂswith V‘ |Q

PO Type: ‘: v| ”'l
Purchase Order Relereme:‘begmswnh V‘ |

Department: ‘beginswith ~ |

[Ccase sensitive

Search | Clear ‘Basicsaarch B save Search criteria

Find an Existing Value | Add a New Value

Worklist | _MultiChannel Console | _Add to Favorites

Sign out

New Window | Help | &,

Dione

& Internat A0 T

Step Action

Input

Results

Expected | Pass

Fail

5. Enter the appropriate PO 1D into the
PO Number field.

6. Click the Sear ch button.
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‘# MaineStreet
Home | Worklist | MultiChannel Console | Add to Favorites

Sign out
Mew Window | Help | C Page | &

Maintain Purchase Order

Purchase Order

Unit: uMsos Department charging is LASST Inst & Ctr PO Status: Dispatched A X

PO ID: 5000043642 Budget Status: Valid B R

Copy From: I Hold From Further Processing

&=

*“PO Date: 120042008 [H Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder

“Vendor ID: [0000002770 | MCMASTER-CARR SUPPLY Receipt Status:  NotRecvd

PO Reference: |

Merchandise:
Header Details PO Activities erchandise 4150 Calculate
PO-Defaults Document Status FreightTaxiMisc.: oo
Edit Comments Requisitions Total Amount: 4150 USD
Furchasing Kit Catalog Itern Search

Lines Cuslomize | Find |
A

First 4] 1 o1 [*] Last

Details Y Ship To/Due Date uses | lteminformation |  Aftributes Contract Receiving
ine Item Description PO Qty *UOM Category Price Amount Status

956304470 Teflon flat

1B washerID 0281, 0D 0.500, &5 10.0000| PKG  MISC | |4.15000 41.50 Active [ =

SCrew size 147

Goto: |- More.. ~

& seve | 2 Rewn to search | [ Notity | < Refresh Ebadd

Done €D Internst 100% v

Step Action I nput Expected | Pass | Fail
Results

7. Use the Purchase Order pageto create
and update purchase orders online.

First, click the Header Details link
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‘# MaineStreet

(=

Maintain Purchase Order

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

New Window | Help | Customize Page |,

PO Header Details

Origin:

Q on-ine

Letter of Credit ID:

Currency Code: l:l Exchange Rate Detail Base Currency: usD

Rate Date: 12/04i2008 Exchange Rate: 1.00000000
Rate Type: CRRNT

Acknowledgements required for Mot required Accounting Date: 12/04/2008 |5

Unit: UmMs0s POID: 5000043642 Vendor:  MCMASTER-C-001

Vendor: WMCMASTER-C-001 PO Date: 12/04/2008

PO Type: Ro |a Budget Status: valid

*Billing Location: l:l Billing Address Tax Exempt 1D: l:l

L

I Dispatch “Method: Accounting TemEIate: [STANDARD |2
oK ‘ Cancel | Refresh ‘
Done & 1nkernet E 100 -
Step Action Input Expected | Pass | Fail
Results

On the PO Header Details page,
change the Accounting Date to
Current Date. Y ou cannot create a
change order unlessthe PO isin the
current accounting date.

Click the Choose a date button.
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Worklist | _MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | B,

Maintain Purchase Order

PO Header Details

Unit: UMS05 PO ID: 5000043642 Vendor:  MCMASTER-C-001

Vendor: MCMASTER-C-001 PO Date: 1210412008

*PO Type: [Ro Ja Budget Status: valid
*Billing Location: Billing Address Tax Exempt 1D:
Origin: [oNL|@ On-ine Letter of Credit ID: [ |a

Currency Code: Exchange Rate Detail Base Currency: UsD
Rate Date: 1210412008 Exchange Rate: 1.00000000
Rate Type: CRRMNT
Acknowledgements required for Mot required Accounting Date: E‘J
[ pispatch “Method: Accounting Template: [sTANDARD Y]
December v ||2008 v
ok | cancel | Retresn | S WU WTEF S
12 2 4 5 6
7 8 910 1112 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
(4] Current Date [¥)
€ Internat H100% -
Step Action Input Expected | Pass | Fail
Results
0. Click the Current Datelink.
Current Date
10. Click the OK button.
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Home | Worklist

MultiChannel Console [ Add to Favorites

New Window | Help | Customize Page | 15,
Maintain Purchase Order
Purchase Order

Unit: UMs05 Department charging is LASST Inst & Ctr PO Status: Dispatched Q
PO ID: 5000043642 Budget Status: Mot Chicd ﬂﬁ T
Copy From: [ Hold From Further Processing

=

*PO Date: 121042008 [ Vendor Search

Vendor Vendor Details Backorder Status: MNone Create BackOrder

*Vendor ID: (0000002778 | MIGMASTER-GARR SUPPLY Receipt Status:  NotRecvd
*Buyer: Employes Name *Dispatch Method: | Print v |

PO Reference:

Header Details PO Adtivities Merchandise: 4150

Calculate
PO Defaults Document Status Freight/Tax/Misc.: 0.00
Edit Comments  Requisitions Total Amount: 41.50 USD
Purchasing Kit Catalog ltern Search

First [4] 1 or1 [M] Last

Sign out

Customize | Find | \
Statuses N Iltem Informaticn 3 Attributes R Contract o
ine Item Description PO Qty *UOM Category Price Amount Status

956304470  Teflon flat
1R washer 1D 0.281,00 0500, E& | 100000/ Pke [misc |Q [415000 | 4150 Active 2 =

SCrew size 1047

“Goto: |- More v
[E) save | LyReturn te Search | [=] Notify | 1y Refresh Er Add
€ Internst F 100w v
Step Action Input Expected | Pass | Fail
Results

11. On the Purchase Order page, to make a

change to Header Details, such as
Buyer or Billing Location, click the
Change Order button in the upper-
right corner of the page. Thiswill
cause the fields that trigger header

level change order to become available
for entry.

Click the Change Order (triangle)
button.

A
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Home | Workiist | MultiChannel Console [ _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | /&,

Maintain Purchase Order

Purchase Order

Unit: UMS05 Department charging is LASST Inst & Cir PO Status: Dispatched b 4
PO ID: 5000043642 Budget Status:  NotCnka T Ji§ B
Copy From: [ Hold From Further Processing

=

*PO Date: 12/04/2008 El Vendor Search
Vendor Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: [0000002775 | MCMASTER-CARR SUPPLY Receipt Status: Mot Recvd

*Buyer: |:| Employes Name *Dispatch Method: | Print - |

PO Reference: |

Merchandise:
Header Details PO Activities 4150 Calculate
PO Defaults Document Status FreightTaxiMisc.: 000
Edit Comments  Requisitions Total Amount: 4150 USD

Furchasing Kit Catalog ltern Search

First 4] 1 or 1 M Last

i Ship To/Due Date i Statuses i Item Infermation i Aftributes i RFQ Beceiving
Line Item Description PO Qty *UOM Category  Price Amount Status
_ 956304470  Teflon flat
1R washerID 0.281,00 0.500, 5[  10.0000 PG [misc |Q [415000 | 4150 Active |29 =1

screw size 1/47

*Go tor | ... More ... v|

B save | S\ Return to Search | [=] Moify ‘ %) Refresh ErAdd

Done & Internet # 100% v

Step Action I nput Expected | Pass | Fail
Results

12. To make changesto PO Defaults, such
as Ship To, Ship Via, Freight Terms,
click the PO Defaultslink. Y ou may
al so make changes to the Distribution
here, although Distribution changes are
not considered Change Orders.

Click the PO Defaultslink.

Page 8 Last changed on:3/5/2009 10:09:00 PM
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‘S MaineStreet

Home | Workist | MultiChannel Console | _Add to Favorites | Sian out
Bl

Hew Window | Help | Customnize Page | &,

Maintain Purchase Order

Purchase Order Defaults

Unit: UMS05 POID: 5000043642 Vendor:  MCMASTER-C-001

@ 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 exist in the hierarchy, they are used,
and the values on this page are not used.

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

catgoy: || untotmeasures | |2

Ship To: Q LASST Ultimate Use Code: l:lq

Original Promise Date: l:l@

Ship Via: Q Freight Terms Code: DEST_ALLWD|C,

Arbitration: Q Freight Charge Method: 3
*Distribute by: b One Time Address

SpeedChart: I:l

Distributions
Chartfields Asset Information h

Dist Percent GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref Project Affiliate  Furl
1[100.0000] [umsos]Q, | o | el Ja] el Jal  Ja] o] al  jal]

ok | cancel | Refresn |

< ¥

Done & Internet H100% -
Step Action Input Expected | Pass | Fail

Results

13. Changes made on the Pur chase Order

Defaults page will default to all lines
on the PO. When you click OK you
will be required to complete the
Retrofit page. You must complete the
Retrofit page or the purchase order will
not process. Alternatively, you can
make these changes at the Line Level
for each line however it is easier to
make them once using the PO Defaults
link.

Click the OK button.

Last changed on:3/5/2009 10:09:00 PM Page 9
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Home | Worklist

MultiChannel Console | Add to Favorites | Sign out

New Windaw | Help | Customize Page | [5)
Maintain Purchase Order

Retrofit field changes to "all" existing PO lines/schedules/distributions

Unit:

UM305 POID: 5000043642 Vendor:  MCMASTER-C-001
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 PO
Select"Apply to All Distribs’ to apply changes to all distribution lines on the PO,

Apply Distrib Line
Fl 1

Field Name

Budget Date 2008-02-25

SelectaAl [0 Clearal

ok | cancel | Remesn

€ ntermet 0% v

Step Action

I nput Expected | Pass | Fail
Results
14, Click the OK button.
Page 10
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Maintain Purchase Order

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

Mew Window | Help | Customize Page | ht'%,

Purchase Order

Unit: UMS05 Department charging is LASST Inst & Ctr
POID: 5000043642

=

PO Date: 12/04/2008 A Vendor Search

Vendor l:l Vendor Details

*Vendor ID: [p00co02772 | MCMASTER-CARR SURPLY
“Buyer: Employes MName

PO Reference: |

Header Details PO Adfivities

PO Defaults Document Status

Edit Comments Requisitions

Purchasing Kit Catalog ltem Search

" Statuses Y Jtem Information Aftributes

PO Status:
Budget Status:

[ Hold From Further Proces sing

Backorder Status:

Receipt Status:

*Dispatch Method:

Merchandise:
FreightTax/Misc.:
Total Amount;

Contract j  Receiving

Dispatched x
Netchkd B I R

None Create BackOrder
Mot Recvd
Print d |
4150
Calculate
0.00 4
4150 UsSD

|DF1E

First

ind |

Description PO Qty *UOM Category Price Amount Status

956304470  Teflon flat

washerID0281,000500, 5|  100000/PKG [misc | [4.15000 | n50Acive [ E] [

screw size 174"

“Gotor |- More . v
& save | SUReturn to Sesrch | (5] Hotify | % Refresh B} Add
€ Internet H100% ~

Step Action Input Expected | Pass | Fail

Results

15. To make achangeto the Line

Description access the Line Details
icon, click the Line Details button.

Last changed on:3/5/2009 10:09:00 PM
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# VameStreet

(=3

Maintain Purchase Order

Home | Worklist | MuttiChannel Console | Add o Favorites

Mew Window | Help | Customize Page |, < |

Details for Line 1

5000043642 Vendor:

Item:

Line: 1

Active

MIsc Line Status:
Category Desc: Miscellaneous Backorder Status: Mone
Category ID: 00001
Amount to Receive:  41.500 usb Merchandise Amt: 4150
Quantity to Receive: 10,0000 Doc. Base Amt: 41.50

Transaction ltem Description:
956304470 Teflon flatwasher ID 0.281, OD 0.500, screw size 1/4”

Preferred Language Item Description:

Expand All Caollapse All
» Item Information

! Attributes

[+

oK cancel | Refresn |

MCMASTER-C-001

]““

956304470 Teflon flat washer ID 0.281. OD 0.500. screw size 1/4"

< (i} | Mi
| €D Internet | R v g
Step Action Input Expected | Pass | Fail

Results

On the Detailsfor Line 1 page, click
the Chng Line (triangle) icon. The
fields that trigger line level change
order should become available for
entry. When finished, click the OK
button.

16.

Page 12
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Maintain Purchase Order

Home | Worklist

MultiChannel Console | _Add to Favorites

MNew Window | Help | Customize Page | [&

Purchase Order

Unit: UMS05  Department charging is LASST Inst & Ctr
PO ID: 5000043642

=

PO Date: 12/04/2008 [ Vendor Search

Vendor [McmasTER-C-007]  vendor Details

*Vendor ID: [p000002772 | MCMASTER-CARR SURPLY
*Buyer: Employes Mame

PO Reference: |

HeaderDetalls PO Activities

PO Defaults Document Status

Edit Comments Requisitions

Purchasing Kit Catalog Item Search

PO Status: Dispatched

Budget Status: Mot Chicd

[[] Hold From Further Processing

x

TER

Backorder Status: MNone Create BackOrder
Receipt Status: Mot Recvd

*Dispatch Method: [Print v |
Merchandise: 41.50
FreightTax/Misc.: 0.00 M
Total Amount: 41.50 USD

First 4] 1 o 1 [ Last

i Statuses B ttem Infermaticn 3 Aftributes
Line Item Description PO Oty *UOM Category Price
16 /@, [e56208470 Tenonmat =¥ |  10.0000|[P|Q (misc |Q [4.15000

B save | 42\ Return to Search ‘ [=] Motify | L Refresh ‘

*Go to: | Mare

Amount Status

4150 Active

Sign out

o Internet

H100% -

Step Action

Input

Expected | Pass

Results

Fail

17. To make Schedule changes at the Line
Level (Ship To, Ship Via, Freight

Terms), first click the Scheduleicon.

Click the Schedule button.

Last changed on:3/5/2009 10:09:00 PM
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Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | /&

Maintain Purchase Order

Schedules
Unit: UMs05 Vendor: MCMASTER-C-001
POID: 5000043642 PO Date: 12/04/2008

PO Status: Dispatched

Return to Main Page

First El 10f1 |I| Last

Line: 1 Item: 956304470 Teflon flat washer 1D 0.281, 0D 0.500, screw size 1/4"PO Qty:  10.0000 PKG Amount: 4150 USD

First 1] 1014 [ Last

Price Amount Status
1 & sooooo032s = 10.0000 415000 41.50 Active o B B =]

B save | £\ Return to Search ‘ [=] Notify ‘ }) Refresh Er Add
< | >
& Internet 100
Step Action I nput Expected | Pass | Fail
Results

18. On the Schedules page, click the
Statuses Tab.

Note: You can also make changesto
the Distribution, however, these
changes are not considered Change
Orders.

Click the Statuses tab.

Page 14 Last changed on:3/5/2009 10:09:00 PM
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Home | Worklist [ MuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | 5}

Maintain Purchase Order

Schedules
Unit: UMS05 Vendor: MCMASTER-C-001
PO ID: 5000043642 PO Date: 12i04/2008

PO Status: Dispatched

Return to Main Page

Line: 1 ftem: 956304470 Teflon flat washer |D 0.281. OD 0.500. screw size 1/4"PO Qty:  10.0000 PKG Amount: 4150 UsSD

1Eind | View Al | B First 4] 4 or1 [F] Last
sched *Ship To Status
1 B 5000000325 Active iB B A VX By =l
B save | 42\ Return to Search | [=] Notify | % Refresh S Add
< | >
& Internet F100% -
Step Action Input Expected | Pass | Fail
Results

19. With the Statuses tab selected, click
the Create Schedule Change button.
The fields that trigger change order
schedule level changes become
available for entry.

Last changed on:3/5/2009 10:09:00 PM Page 15
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A

MaineStreet

Maintain Purchase Order

Home | Worklist

hluttiChannel Console

Mew Window | Help | Customize Page |

Add to Favorites

Sign out

Schedules
Unit: UMs05 Vendor: MCMASTER-C-001
POID: 5000043642 PO Date: 12/04/2008

PO Status: Dispatched

Line: 1 Item: 956304470 Teflon flatwasher D 0.281, OD 0.500, screw size 1/4"PO Qty:  10.0000 PKG Amount: 41.50 UsSD
Statuses Shipment Ny Matching 3 Receiving Freight
Sched *Ship To Status
N S e BoE
B save | £\ Return to Search I [=] notify | %, Refresh B Add | I

A3 | »
Done € Internet 0% -

Step Action I nput Expected | Pass | Fail

Results

20. To access the Ship To and Ship Via
fields, click on the Shipment Tab. To
access the Freight Terms click the
Freight Tab.

Page 16 Last changed on:3/5/2009 10:09:00 PM
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Worklist | _MultiChannel Console | _Add to Favorites | _Sign out

MNew Window | Help | Custornize Page | [,

Maintain Purchase Order

Schedules
Unit: UMS05 Vendor: MCMASTER-C-001
POID: 5000043642 PO Date: 12/04/2008

PO Status: Dispatched

Return to Main Page

Line: 1 Item: 95630A470 Teflon flat washer 1D 0.281, OD 0.500, screw size 1/4"PO Qty:  10.0000 PKG Amount: 4150 USD

i Shipment i Matching i Receiving Freight
Sched *Ship To Freight Terms Arbitration Charge Method Freight Charge Override
1 R [s000000325 |@ [DEST_ALLWI @, [ e [ ~| O =

B save | & Return to Search | [=] Notify I %) Refresh | E{-Addl Update:
< | >

Done € Internet H00% v
Step Action I nput Expected | Pass | Fail

Results

21. On the Schedules page, click the
Return to Main Page link.

Last changed on:3/5/2009 10:09:00 PM Page 17
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MuttiChannel Console | _Add to Favorites | Sign out

New Window | Help | Customize Page | o5 @

Maintain Purchase Order
Purchase Order

Unit: UMS05 Department charging is LASST Inst & Ctr PO Status: Approved x

PO ID: 5000043642 Budget Status: Netchkd TG fF B
Change Order: 1

Copy From: ] Hold From Further Processing

=

*P0O Date: @I@ vendor Search

Vendor :l Vendor Details

*Vendor ID: [0000002770 | MCMASTER-CARR SUPPLY Receipt Status:  Not Recvd
*Buyer: l:l Employes Name *Dispatch Method: | Print - Dispatch |

PO Reference: |

Header Details PO Activities Merchandise: 41.50
FreightTax/Misc.: Calculate

PO Defaults Document Status reightTaxifisc.: 0.00

Edit Comments  Requisitions Total Amount: 4150 USD

Purchasing Kit Catalog ltem Search

First (4] 1 of 1 [*] Last

Customize | Find

Details K Ship To/Due Date e Statuses 3 ftem Infermation 3 Aftributes il Contract Receiving
Line Item Description PO Qty *UOM Category Price Amount Status
956304470  Teflon flat
1R washerID 0.2861,0D 0500, 5|  10.0000/PKe [misc | [4.15000 | 4150 Active [25 =
SCrew size 1447
*Go tor | ... More ... v|
B save | SLReturnto Search| [=] Hotify ‘ 4 Refresh S Add 0
v
k3 =
€ mternet F 100w v
Step Action Input Expected | Pass | Fail
Results
22. On the Purchase Order page, if you

add aline, this should automatically
create a change order for the line and
new schedules are added. If you change
the quantity on a purchase order line,
and only one schedule exists, this
should automatically create a change
order for the schedule.

When finished, click the Save button.
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Maintain Purchase Order

Home | Worklist

MultiChannel Console | _Add o Favorites | _Sign out

Mew Window | Help | Customize Page | h@, 25

Purchase Order

Unit: UMS05 Department charging is LASST Inst & Ctr
5000043642

Change Order: 1

POID:

=

PO Date: 12/04/2008 |5 Vendor Search

Vendor [mcuasTER-C-001]  Vendor Details

“Vendor ID: [000000277 | MCMASTER-CARR SUPPLY
“Buer: [ ] epoysenans

PO Reference: |

Header Details PO Activities

PO Defaults Document Status

Edit Comments Requisitions

Purchasing Kit Catalog ltem Search

W Statuses _Hem\nfurmat\un

Aftributes

PO Status: Approved b S
Budget Status: notchkd B §E B
[ Hold From Further Proces sing
Receipt Status: Mot Recvd
*Dispatch Method: | Print w Dispatch |
Merchandise: 41.50

. N Calculate
FreightTax/Misc.: 0.00
Total Amount: 41.50 UsSD

omize | Find
Contract Receiving

Line Iltem Description PO Qty *UOM Category Price
_ 956304470 Teflon flat
1R washeriD 0281, 000500, & | 100000 PKe Misc | [4.15000

screw size 1/4”

B save | S\Return to Search | [=] Notify | ¢} Refresh
1)

“Goto: |- More ..

Amount Status

= & =

41.50 Active

S Add B
9

| ¥

° Internet

H100% v

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