


PAZADVINV003 - Create Credit Memo to Reference a Purchase Order


	Project ID
		
	Application Name/Version
	ProcureAZ /Baseline Verx.x

	Date of Test
	
	Cycle/Pass #
	

	Author
	Ted Spencer
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	ADV022S02: As an Accounts Payable User, when I create a Credit Memo I want to indicate which PO or Release number the Credit Memo is for, so that the money can be directed to the correct contract
ADV022S03: As an Accounts Payable User, once I have indicated which PO/Release a Credit Memo is related to, I should be able to apply the credit memo directly to specific line items from that PO/Release

	Test Cases
	ADV022S02B01: The user must be able to use Lookup functionality to locate and select the applicable PO/Release#.
ADV022S02B02: If the user has already selected a Vendor, the look-up functionality for POs/Invoices will limit the results to that Vendor.
ADV022S02B03: If the user locates and selects a PO prior to selecting a Vendor, the Vendor field will populate with the applicable Vendor.
ADV022S02B04: If a PO is selected prior to selecting a vendor, the vendor field will populate with the applicable vendor.
ADV022S03B01: On the Items tab, I must have a button labeled "Add Items from PO"
ADV022S03B02: When a PO is associated with the Credit Memo, I should not have buttons for Add Item or Add Inventory Item.
ADV022S03B03: When the Add Items from PO button is selected, the user should get a screen with all items from the PO listed (see image).
ADV022S03B04: I should be able to select one or more line items to apply the credit memo
ADV022S03B05: Once I indicate which line item(s) the credit memo applies to (updating the quantity and reason), accounting information should auto populate for that line
ADV022S03B06: Auto populated accounting information should be editable from the Credit Memo pages for selected items.
ADV022S03B07: If a PO association is changed on a Credit Memo, the items and accounting will be cleared.
ADV022S03B08: A user cannot add the same item(s) from a PO list into the Credit Memo multiple times.
ADV022S03B09: If a Vendor is changed on a Credit Memo, the PO association, items, and accounting will be cleared.

	System Environment
	

	Prerequisites
	Purchase Order in Partial or Complete Receipt status with Invoices in Paid or Approved for Payment status.
The Configuration Management > Document settings must have the Enable PO Associations box checked for the Credit Memo in order for this script to be tested. One case tests the CM setting itself; by turning it off, you won’t be able to run this script. Only the Internal Administrator (Help Desk) can change that setting.

	Test IDs/passwords
	IA: Contact the Help Desk for assistance.
AP: aptester2
APSup: aptester1 (AP Supervisor)

	Comments:
	The Test Scenario and Test Cases begin with a Purchase Order in a Partial Receipt or Complete Receipt status.
For this script, you will do the following:
1. Find or prepare a Closed PO.
2. Create and Submit a Credit Memo for an amount from the Closed PO.




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

	1.1. 
	
	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>
	
	

	1.2. 
	
	[Find a test Vendor that has at least 2 Closed POs, one of which has multiple items.]
	[Note Vendor and both POs.]
	
	

	1.3. 
	
	Select Documents  Credit Memo  New
	PO Search displays with a Find button.
	
	

	1.4. 
	
	Enter Vendor Credit Memo Number (Script#-Tester initials-1), Description (tester’s choice), and Credit Memo date (today). Select Department and Location. 
	
	
	

	1.5. 
	
	Click Purchase Order Number lookup icon.
	Search window opens.
	
	

	1.6. 
	ADV022
S02B02
	Click Find It.
	POs for selected vendor display.
	
	

	1.7. 
	ADV022
S02
ADV022
S02B03
	Click the radio button next to a PO, and click Select PO.
	Credit Memo refreshes with PO Number and with the PO Vendor populated.
	
	

	1.8. 
	
	Click the Vendor lookup icon.
	The Lookup & Add Vendor page displays.
	
	

	1.9. 
	ADV022
S03B09
	Find a second Vendor. Click the Select button next to it, and click Add Vendor.
	Credit Memo refreshes with the Vendor changed and with the Purchase Order Number field empty.
	
	

	1.10. 
	
	Click the PO Number lookup. Try to search for the PO from the first Vendor that is no longer selected on the Credit Memo.
	No results are returned.
	
	

	1.11. 
	
	Clear the search fields, and click Find It. 
	POs from the selected vendor are displayed.
	
	

	1.12. 
	ADV022
S02B01
	Click the Select button next to the intended PO, and click Select PO.
	Credit Memo refreshes with the Purchase Order Number added.
	
	

	1.13. 
	
	Click Save & Continue.
	Credit Memo Number is assigned.
	
	

	1.14. 
	ADV022
S03B01
ADV022
S03B02
	Click Items tab.
	Items General tab displays; buttons = Add Items from PO and Cancel & Exit. There are no buttons for Add Item or Add Inventory Item.
	
	

	1.15. 
	ADV022
S03B03
	Click Add Items from PO.
	Window opens with Items from PO, each with a Select box.
	
	

	1.16. 
	ADV022
S03
ADV022
S03B04
	Click the Select checkbox for one item, and click Save & Exit.
	Items General tab displays the selected Item with Reason = blank and Quantity = 0. Unit Cost and other fields display from PO.
	
	

	1.17. 
	
	Select Reason; change Quantity to 1. Click Save & Exit.
	Credit Memo Summary displays confirmation message “Changes saved successfully.”
	
	

	1.18. 
	
	Click Items Accounting tab.
	Item(s) display with + box(es).
	
	

	1.19. 
	ADV022
S03B06
	Click an Item number.
	Accounting grid displays for the Item with distribution from the PO.
	
	

	1.20. 
	ADV022
S03B05
	Make a change to the Accounting; click Save Based on Percentages.
	Changes saved successfully.
	
	

	1.21. 
	
	Click Summary tab. Review information is as entered or inferred on other tabs: Credit Memo Number, Vendor Credit Memo Number, Description, Vendor, Credit Memo Amount, Credit Memo Date, Item Information and Accounting (inherited from PO). 
	Status = 11CI In Progress
	
	

	1.22. 
	
	Click Submit for Approval. Confirm. Select Automatic Approval. Click Save & Continue.
	Status: 11CA - Approved for Invoice. Buttons = Cancel Credit Memo, Clone Credit Memo, and Print.
	
	

	1.23. 
	
	Click Clone Credit Memo.
	A new Credit Memo is generated with at least the Vendor, Department, Location, and PO retained from the original.
	
	

	1.24. 
	ADV022
S03B08
	Enter the new Vendor Credit Memo Number <script # + initials-2> and Description. Click the lookup for PO Number. 
	Other POs from the same Vendor display, but not the same PO already in use.
	
	

	1.25. 
	
	Select a different PO from the same Vendor.
	Confirmation pop-up warns that Items will be removed.
	
	

	1.26. 
	ADV022
S03B07
	Confirm the popup. Click the Items tab.
	No Items are present.
	
	

	1.27. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
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