


PAZADVINV001 - Invoice Modifications - Cancel & Payment Terms
	Project ID
		
	Application Name/Version
	ProcureAZ /Baseline Verx.x

	Date of Test
	
	Cycle/Pass #
	

	Author
	Theresa Green
	Verifier
	  

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	ADV015S01: As an Accounts Payable Supervisor I would like to be able to cancel an invoice that has been sent for payment (4IA - Approved for Payment), so that the invoice will not be processed and paid in Advantage.
ADV018S02: As an Accounts Payable user, I would like to be able to change the Payment terms on an Invoice so that I can accurately apply payment terms by vendor at the header level under the General Tab

	Test Cases
	ADV015S01B01:  The Accounts Payable Supervisor will have a Cancel Payment button on the Invoice Summary tab for sending a cancellation of the previously submitted Invoice.
ADV015S01B02:  BuySpeed will send a Cancel transaction. If Advantage can cancel the Invoice, then the Invoice is cancelled. If not, then it stays in Approved for Payment status, and the user will receive an error message regarding the failure to cancel the Invoice (reference integration document for possible failure messages).
ADV015S01B03:  The Cancel Payment button will only be available on Invoices in the 4IA - Approved for Payment status.
ADV015S01B04:  Cancelled Invoices will update the Permit to Pay amounts on the applicable PO back to the original amount.
ADV015S01B05:  Cancelling the Invoice will not instigate a change order. [no change order button on the invoice]
ADV018S02B01:  If Payment Terms changeable for an Agency, an Edit button will be available for the user next to Payment Terms The fields for changing discount values will default to un-editable states.
ADV018S02B02:  Edits to Payment Terms will allow a user to select from a dropdown of available Discount Terms.
ADV018S02B03:  Upon selecting and saving new Payment Terms, the Payment Discount and Payment Days values will be updated to reflect the applicable Discount and Day for the selected Terms.
ADV018S02B04:  The user may reset the values of the Payment Terms to the original value if the user has not saved changes.
ADV018S02B05:  Changes to Payment Terms will NOT require a change order.
ADV018S02B06:  NOTE: In BuySpeed the Payment Terms are set up by an Internal Administrator. The Payment Terms include a Discount Percentage and the number of days from Invoice date to Payment (see image below). These values will be pulled from any new Payment Terms selection and updated on the General Tab of the Invoice once the Terms are saved


	System Environment
	

	Prerequisites
	User IDs set up in an Agency with Changeable payment terms.  Required Accounting information to complete the invoices must be provided.

	Test IDs/passwords
	Basic Purchaser (BP):                  Account Payable (AP):                    AP Supervisor:


	Comments:
	This is a 2-day Script as THE PROCESS FOR THE WARRANT/EBT DISBURSEMENT MUST OCCUR (See FINAL STEPS FOR SCRIPT)
Script will create a PO in which to validate the changing of payment terms on invoices then the invoice that has been sent for payment.  Two invoices will be created, one that should be able to be cancelled and one that has passed the payment date.




	Step #
	Ref. No
	Action
	Expected Results
	Actual Results
	Pass Fail

	1.1. 
	Day 1
	Login as BP user by entering the Login ID & password  provided above in the Login Box
	ProcureAZ Home page  displays with the greeting “Welcome back <BP’s Name>
	
	

	1.2. 
	
	Select Documents  POs  New
	Create a New Purchase Order page displays
	
	

	1.3. 
	
	Select “Create a purchase order from scratch.” Select Open Market as the PO Type. Click “Continue”.
	New PO page displays with Open Market selected for PO Type.
	
	

	1.4. 
	
	Enter Short Descript = <script ID, Tester’s Initials>. Click “Save and Continue” button.
	Page refreshes. PO Number automatically generated.
	
	

	1.5. 
	
	Click the Items tab.
	Open Market PO Items page displays 
	
	

	1.6. 
	
	Click “Add Item” button.
	Item entry page displays.
	
	

	1.7. 
	
	Selections are tester’s choice:  Add a Description, Quantity and Unit Cost, UOM. Select NIGP Class and NIGP Class Item.
Click “Save & Exit”.
	Items General page displays with added Item.
 
	
	

	1.8. 
	
	Click “Vendor” tab.
	Search Items page displays with Advanced Search fields.
	
	

	1.9. 
	
	Click the “Lookup & Add Vendor” button (Note: vendor select will be testers choice)
	Lookup & Add Vendor Search page displays
	
	

	1.10. 
	
	Click on a letter from the “Browse by:” selection
	List of Vendors with the initial selected displays below the search criteria box
	
	

	1.11. 
	
	Select a Vendor by clicking in the radio button of your choice and click the “Add Vendor” button at the bottom of the page
	Vendor selected is added to the Vendor General Page
	
	

	1.12. 
	
	Click the “Save & Continue” button	
	Vendor General Page is refreshed
	
	

	1.13. 
	
	Click the Accounting tab
	Accounting Page is displayed
	
	

	1.14. 
	
	Enter Accounting Information
	Text is displayed as typed
	
	

	1.15. 
	
	Click the “Save Based on Percentages” button
Click the “Rebuild for All Items” button
	Page is refreshed.  New accounting line is added
	
	

	1.16. 
	
	Click on the “Summary Tab”
	Summary page is display.  
Status=In Progress
	
	

	1.17. 
	
	Click the “Submit for Approval” button at the bottom of the page
	Confirmation message displays
	
	

	1.18. 
	
	Click the “OK” button on the confirmation message
	Approval options page displays
	
	

	1.19. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
Click “OK” on page refresh
	Open Market page is displayed.  Status = Ready to Send 
	
	

	1.20. 
	
	Scroll to the “Vendor Notification Actions” sections 
Select radio button for Set to Printed Status and click the “Save & Continue” button
	Vendor Notification Results page displays
	
	

	1.21. 
	
	Click “OK”
	Open Market page is displayed.  Status = Sent
	
	

	1.22. 
	
	Click the “Create Receipt” button
	New Receipt page displays
	
	

	1.23. 
	
	Enter required information
Complete Receipt Description field = <script ID> <testers initials> <todays date>
Click “Save & Continue”
	Text displays as typed
	
	

	1.24. 
	
	Click the “Items” tab
	Item page displays
	
	

	1.25. 
	
	Click the “Receive All” button
Tester: Make a note of the quantity, and net unit cost received as this information will be used on the invoice 
	Items  General page displays
Tester makes a note of the Quantity and Net Unit Cost (which is the Unit Cost – Discount) 
	
	

	1.26. 
	
	Click the “Summary” tab
	Summary page displays
	
	

	1.27. 
	
	Click “Submit for Approval” button
Click “OK” on the confirmation popup
	Approval options page displays
	
	

	1.28. 
	
	Select “Automatic approval” radio button
Click “Save & Continue”
Click “OK” on page refresh popup
	Receipt page displays
	
	

	1.29. 
	
	Click Logout
	Logout page displays
	
	

	1.30. 
	
	Login as AP user by entering the Login ID & password  provided above in the Login Box
	ProcureAZ Home page  displays with the greeting “Welcome back <AP’s Name>
	
	

	1.31. 
	
	Select Documents  Invoice  New
	New Invoice – Search PO page displays
	
	

	1.32. 
	
	Enter Script ID in “PO Description” field and click the “Find It” button 
	Search results displays under the search option fields
	
	

	1.33. 
	
	Select the PO’s radio button created above and click “Select” button
	New Invoice page displays
	
	

	1.34. 
	
	Enter Invoice Number = <script ID> <testers initials> <todays date> “01”
Invoice Description=<script ID><testers choice>
Enter other required information if any (testers choice)
	Text displays as typed
	
	

	1.35. 
	ADV018S02 
ADV018S02B01
	Confirm that there is an “Edit” button/link for Payment Terms field
	Edit button is available for Payment Terms
	
	

	1.36. 
	
	Make a note of the Payment Terms, Payment Terms Day, Payment Date & Payment Discount entries
	Fields are noted in order to validate they change when new payment terms are selected
	
	

	1.37. 
	ADV018S02B01
	Change the Payment Terms fields without clicking the “Edit” button
	The fields cannot be changed
	
	

	1.38. 
	ADV018S02B01
	Click the “Edit” button
	The field is now changeable
	
	

	1.39. 
	ADV018S02B02 ADV018S02B03
ADV018S02B06
	Click the selection arrow in the Payment Terms field and make a new selection <testers choice>

Click “Save & Continue”
	A different payment term is selected.  Payment Terms, Payment Terms Day, Payment Date & Payment Discount entries has been automatically updated based on the new selection for Payment Terms
	
	

	1.40. 
	
	Click the Items tab
Click the + next to the item number to display additional fields
Set Receive by Quantity to “Yes”
Enter ½ of the “Quantity” ordered in the “Invoice Quantity” field.
Enter the Net Unit Cost as noted above
Calculate the Pay Amount
(Quantity * Net Unit Cost) * (1 + Item Tax rate) and enter in the "Invoice Amount" field
	Text displays as typed. 

	
	

	1.41. 
	
	Click “Save & Continue” button
	Page is refreshed
	
	

	1.42. 
	ADV018S02B05
ADV018S02
	Click the “Summary” tab
	Summary page displays
Status=In Progress
A change order was not required to change the payment terms
	
	

	1.43. 
	
	Click “Submit for Approval” button
Click “OK” on the Confirmation message
	Approval options page displays
	
	

	1.44. 
	
	Select “Automatic approval” 
Click “Save & Continue”
	Invoice Page displays
Status=Ready for Approval
	
	

	1.45. 
	
	Select Documents  Invoice  New (TO CREATE ANOTHER INVOICE THAT WILL CHANGE TO BE PAID TODAY) [today’s AFIS Date]
	New Invoice – Search PO page displays
	
	

	1.46. 
	
	Enter Script ID in “PO Description” field and click the “Find It” button 
	Search results displays under the search option fields
	
	

	1.47. 
	
	Select the PO’s radio button created above and click “Select” button
	New Invoice page displays
	
	

	1.48. 
	
	Enter Invoice Number = <script ID> <testers initials> <todays date> “02”
Invoice Description=<script ID> <’INVOICE2’>
Enter other required information if any (testers choice)
Click “Save & Continue”
	Text displays as typed
	
	

	1.49. 
	
	Confirm that there is an “Edit” button for Payment Terms field
	Edit button is available for Payment Terms
	
	

	1.50. 
	
	Change the Payment Date to Todays Date
Change the Payment Date to Today's Date in the AFIS Test System
	Payment Date=today date
	
	

	1.51. 
	
	Click “Save & Continue”
	Page is refreshed.
	
	

	1.52. 
	
	Click the Items tab
Click the + next to the item number to display additional fields
Set Receive by Quantity to “Yes”
Enter the remainder of the “Quantity” ordered in the “Invoice Quantity” field.
Enter the Net Unit Cost as noted above
Calculate the Pay Amount
(Quantity * Net Unit Cost) * (1 + Item Tax rate) and enter in the "Invoice Amount" field
	Text displays as typed. 
	
	

	1.53. 
	
	Click “Save & Continue” button
	Page is refreshed
	
	

	1.54. 
	ADV018S02B05
	Click the “Summary” tab
	Summary page displays
Status=In Progress
A change order was not required to change the payment terms
	
	

	1.55. 
	
	Click “Submit for Approval” button
Click “OK” on the Confirmation message
	Approval options page displays
	
	

	1.56. 
	
	Select “Automatic approval” 
Click “Save & Continue”
	Invoice Page displays
Status=Ready for Approval
	
	

	1.57. 
	ADV015S01B03
	Scroll to the bottom of the invoice 
Options are:
  Print	
  Cancel Invoice
	Cancel invoice options is available.
	
	

	1.58. 
	ADV015S01B01
	Login as AP Supervisor user by entering the Login ID & password  provided above in the Login Box
	ProcureAZ Home page  displays with the greeting “Welcome back <’s AP Supervisor Name>
	
	

	1.59. 
	
	Locate the 1st Invoice created above and Approve
	Invoice Status=Approve for Payment
	
	

	1.60. 
	ADV015S01B01
	Scroll to the bottom of the invoice 
Options are:
  Print	
  Cancel Invoice
	Both options are available
	
	

	1.61. 
	
	Locate the 2nd Invoice created above and Approve
	Invoice Status=Approve for Payment
	
	

	1.62. 
	
	Scroll to the bottom of the invoice 
Options are:
  Print
  Cancel Invoice
	Both options are available
	
	

	1.63. 
	
	Click the Logout button
	Logout page displays – end of day 1
	
	

	1.64. 
	
	Please wait until the warrant post back file is generated

	
	
	

	1.65. 
	Day 2: after the warrant post back file is generated
	Login as AP Supervisor user by entering the Login ID & password  provided above in the Login Box
	ProcureAZ Home page  displays with the greeting “Welcome back <’s AP Supervisor Name>
	
	

	1.66. 
	ADV015S01B04
	Locate the PO create above and note the Permit to Pay amount found in the last column of the PO’s search result row
	Permit to Pay amount is noted to ensure amount is updated when the invoice is cancelled
	
	

	1.67. 
	
	Locate the 1st Invoice created above 
	Invoice Status=Approve for Payment
	
	

	1.68. 
	
	Scroll to the bottom of the invoice 
Options are:
  Print
  Cancel Invoice
	Both options are available
	
	

	1.69. 
	ADV015S01B04
	Make a note of the invoice’s amount to pay.

	Amount to pay is noted to ensure the permit to pay amount is increased by this amount when the invoice is cancelled

	
	

	1.70. 
	ADV015S01B05
	Click the “Cancel Invoice” button
Click OK on the confirmation message

	Payment is able to be cancelled. 
Status=Ready for Approval
A change order was not required to cancel the invoice
	
	

	1.71. 
	
	Locate the 2nd Invoice created above 
	Status not= Ready for Approval
	
	

	1.72. 
	ADV015S01B03
	Scroll to the bottom of the invoice 
Options is:
  Print
 
	Print options is available
Cancel invoice option not available
	
	

	1.73. 
	ADV015S01B04
ADV015S01B02

	Locate the PO created above and note the Permit to Pay amount
	The Permit to Pay amount has increased by the amount of the cancelled invoice
	
	

	1.74. 
	
	Logout
	Logout page displays
	
	

	1.75. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
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