


		PAZINV002 - CHANGE ORDER PARTIAL PAID PO - FINAL PAY


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

	Date of Test
	
	Cycle/Pass #
	

	Author
	
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	TSI002: Create an invoice on a partial paid, PO then add a change order and pay it

	Test Cases
	TCI009: Create an invoice on a partial paid, PO then add a change order and pay it
TCI010: Unit Price is greater than PO??? -- reject invoice to vender; Find PO Number; Hold Invoice for Delivery; PO Change Order
TCI019: Add freight and misc. to an invoice when creating

	System Environment
	UAT

	Prerequisites
	This scripts switches back and forth between BP & AP multiple times so a tester with both IDs and/or 2 testers with each IDs must be available for the handoff to successfully complete this script.  
For your convenience, this symbol appears in the Ref. No column when a handoff occurs  

	Test IDs/passwords
	Department Access (DA) user:                                   
Basic Purchaser (BP):         
Account Payable (AP) user: 
AP Supervisor:

	Comments:
	The script will take you through various steps related to receiving an Invoice that do not perfectly match the PO: items haven’t been received, partial receive items, invoice Unit Price is different than PO, Change Order is generated.
This script tests the functionality of Misc and Freight on the header.  GAO recommends that Misc and Freight will be used as the exception for very small dollar amounts and Change Order will be used otherwise. They are included here to verify their functionality and not as the rule.

	
+-
	




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

	1.1. 
	
	Login as DA user by entering the Login ID & password  provided above in the Login Box
	ProcureAZ Home page  displays with the greeting “Welcome back <User Name>
	
	

	1.2. 
	
	Click Documents > Requisitions > New
	New Requisition page displays.
	
	

	1.3. 
	
	Enter Description = <script number + tester initials>. 
Click Save & Continue. 
	Page refreshes with automatically generated Requisition Number.
	
	

	1.4. 
	
	Click Items tab.
	Items General tab displays with no items. 
	
	

	1.5. 
	
	Click “Add Open Market Items” button.
	Open Market Items description page displays.
	
	

	1.6. 
	
	Complete the Description (tester’s choice), 
Quantity = 10
Unit Cost = 3.00
NIGP Class & NIGP Class Item fields is Tester’s choice
	Text in the Description, Quantity, Cost, NIGP Class & NIGP Class Items fields are displayed as typed and/or selected.
Quantity=10
Unit Cost = 3.00
	
	

	1.7. 
	
	Click the “Save & Exit” button
	Open Market Item Page displays
	
	

	1.8. 
	
	Click the upper “Vendors” tab 
	Vendor page displays
	
	

	1.9. 
	
	Click the “Lookup & Add Vendor” button (Note: Vendor selected 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 checkbox of your choice 
Click the “Save & Exit” button at the bottom of the page
	Vendor selected is added to the Vendor General Page
	
	

	1.12. 
	
	Click the Recommended checkbox
	Recommended checkbox is checked for the vendor selected
	
	

	1.13. 
	
	Click the “Save & Continue” button
Click “OK” on the popup	
	Vendor General Page is refreshed 
Vendors tab displays without error or warning
	
	

	1.14. 
	
	Click Accounting tab. 
	Validation error that Accounting distribution is missing and required.
	
	

	1.15. 
	
	Provide required Accounting
Click Save Based on Percentages. 
Click Rebuild for All Items. Click “OK” on the popup.
	Validation error goes away.
Changes saved successfully
	
	

	1.16. 
	
	Click Summary tab. 
	Summary page displays
	
	

	1.17. 
	
	Click Submit for Approval button
Click “OK” on the confirmation popup.
	If no approval path exists, options for Manually add approvers and Automatic approval display.
	
	

	1.18. 
	
	Select “Automatic approval” option and 
click the “Save & Continue” button
Click “OK” on the popup(s)
	Open Market page is displayed.  Status = Ready for Purchasing 
	
	

	1.19. 
	
	Make a note of the Requisition number ______________________
	Tester notes Requisition number
	
	

	1.20. 
	
	Click the Logout button
	Logout page displays
	
	

	1.21. 
	
	Click the Login button
	Login page displays
	
	

	1.22. 
	
	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>
	
	

	1.23. 
	
	Click Reqs  Ready for Purchasing  Requisition # link of the requisition created/noted above
	Open Market Requisition page displays
Status = Ready for Purchasing
	
	

	1.24. 
	
	Scroll to the bottom of the Summary page and click “Convert to PO” button 
Click “OK” on the confirmation popup(s)
	Convert to Purchase Order option page displays
	
	

	1.25. 
	
	Select radio button for Single PO using selected reference vendor (1st option)
Click “Convert to PO” button
Click “OK” on the popup(s)
	Open Market Requisition page displays
Status = Gone to PO
New Purchase Order link is displayed in System Warning(s)
	
	

	1.26. 
	
	Click the Purchase Order link in System Warning(s) 
Make a note of the PO # ____________________
	Open Market Purchase Order page displays on the Summary Tab. 
Tester notes PO number
	
	

	1.27. 
	
	Scroll to the bottom of the Summary page and Click the “Submit for Approval” button 
	Confirmation message displays
	
	

	1.28. 
	
	Click the “OK” button on the confirmation message
	Approval options page displays
	
	

	1.29. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
Click “OK” on the popup(s) 
	Open Market page is displayed.  Status = Ready to Send 
	
	

	1.30. 
	
	Scroll to the bottom of the page and under Vendor Notification Actions, 
Select the radio button for “Set to Printed Status”
click the “Save & Continue” button 
Click “OK” on the popup(s)
	Page is refreshed
Status = Sent
	
	

	1.31. 
	
	Scroll up to the Header’s Information section and validate that the Alternate ID has been assigned
	An automatic number has been assigned to the Alternate ID field.
	
	

	1.32. 
	
	Logout
	Logout page displays
	
	

	1.33. 
	
	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>
	
	

	1.34. 
	
	Select Documents  Invoices  New
	PO Search displays with a Find button.
	
	

	1.35. 
	TCI010
	Enter the PO # noted above in the PO # field 
Click “Find It” button
	Search results displays under the Search Criteria Options
	
	

	1.36. 
	TCI010
	Click on the PO’s created above radio button and click the “Select” button.
	New Invoice page displays with “Back to PO” link
	
	

	1.37. 
	
	Enter  Invoice Number and Invoice Description – Testers choice
Click Save & Continue.
Make a note of the invoice number (#1) _______________
	Invoice Number and Invoice Description displays as typed.
Tester notes 1st Invoice number as more than one will be created
	
	

	1.38. 
	
	Click the Items tab.	
	Error displays requiring at least one Item to pay.
	
	

	1.39. 
	
	Click the + next to the Item Number to expand the additional fields.
Enter custom columns as follows:
Set Received by Quantity = Yes
Invoice Quantity=3
Unit Cost=3.10 [cost is set higher than PO]
Invoice Amount=9.30
	Custom columns fields displays
Test displays as typed
	
	

	1.40. 
	
	Compare Invoice Amount and Permit to Pay Amount;
Click Save & Continue.
	Permit to Pay Amount = 0 [as no receipt was created]
Error displays that the Invoice total exceeds the Permit to Pay amount for the line (although Invoice may retain the amount in the fields)
	
	

	1.41. 
	
	Click the logout button
	Logout page displays
	
	

	1.42. 
	
	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>
	
	

	1.43. 
	
	Open the PO to create a partial receipt to invoice against…
Select Documents  POs  Sent 
Click Open Market tab. Click on PO number created above.
	PO displays at Summary tab. 
Receipt Information section is empty but has Create Receipt button.
	
	

	1.44. 
	
	Click Create Receipt button
	New Receipt page displayed.
	
	

	1.45. 
	
	At General tab, add Description. 
Click Save & Continue
	Changes saved successfully.
	
	

	1.46. 
	
	Click “Items” tab
Click “Add Receiving” button. 
Receiving Quantity=3; 
Click “Save & Exit”. 
	Item page displays 
Changes saved successfully
	
	

	1.47. 
	
	Click Summary tab. Click Submit for Approval, 
Click “OK” on popup
	Approval options page displays
	
	

	1.48. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
Click “OK” on Page Refresh popups
	Receipt page displays 
Status=Approved for invoice
	
	

	1.49. 
	
	Click the “Back to PO” link 
	PO page displays
Status= Partial Receipt
	
	

	1.50. 
	
	Click the Logout button
	Logout page displays
	
	

	1.51. 
	
	Login as AP user noted above to reopen the Invoice (#1)… Document  Invoice  In Progress … Click on Invoice number
	Invoice page displays
Option: if they prefer tester may choose to use the Invoice Search option throughout the script
	
	

	1.52. 
	
	Click the Items tab, Compare Invoice Amount and Permit to Pay Amount; note any Validation errors.
	Permit to Pay has increased to the Quantity received (3) * PO Unit Cost ($3.00, total $9.00); error remains that Invoice Amount ($9.30) exceeds Permit to Pay Amount
	
	

	1.53. 
	
	Logout as AP
	Logout page displays
	
	

	1.54. 
	
	Log in as BP to create a change order on the PO to modify the Items’ Unit Cost
Locate the PO by Document  POs  Partial Receipt  Click “Open Market” tab. 
Click on the PO created above PO #’s link

	Purchase Order displays on the Summary tab
Status=Partial Receipt
	
	

	1.55. 
	
	Click Change Order tab
Click “Create Change Order” button to raise Unit Cost.
	Error displays: Change Order cannot be created while an Invoice is in progress.
	
	

	1.56. 
	
	Click the logout button
	Logout page displays
	
	

	1.57. 
	
	Login as AP user to cancel the invoice so a change order can be created. 
Return to Invoice (#1)… Document  Invoice  In Progress … Click on Invoice number

	Invoice page displays
Status = In Progress
	
	

	1.58. 
	
	Scroll to the bottom of the invoice Summary page and click “Cancel Invoice”
Click “OK” on the popup(s)
	Invoice Status = 4IC – Canceled
	
	

	1.59. 
	
	Click the logout button
	Logout page displays
	
	

	1.60. 
	
	Log in as BP user to continue creating the Change Order. 
Locate the PO by Document  POs  Partial Receipt  Click “Open Market” tab.  
	Purchase Order page displays on the Summary tab
Status = Partial Receipt
	
	

	1.61. 
	
	Click the Change Order Tab.
Click “Create Change Order” button, 

	Change Order page displays
	
	

	1.62. 
	
	Click Item number to displays the line item details,
Change the Unit Cost to $3.10. 
Click “Save & Exit”

	Item page displays
Changes saved successfully
	
	

	1.63. 
	
	Click the Summary tab

	Change Order details shows that Unit Cost on Item 1 has changed from 3.0 to 3.1, and the Accounting Total has changed from 30 to 31.
	
	

	1.64. 
	
	Click “Submit for approval”, 
Click “OK” on the popup. 
Select “Automatic approval” option 
click the “Save & Continue” button
	Change Order page displays
Options are:
Apply Change Order
Delete Change order
	
	

	1.65. 
	
	Click “Apply Change Order”
Click “OK” on the popup(s)
	Open Market Purchase Order page displays
Status=Partial Receipt
	
	

	1.66. 
	
	Click Change Orders tab, 
Click Change Order #(1) to view details
Click “Cancel & Exit” as no changes were made
	Change Order page displays with 1 Change Order. Status = Sent
	
	

	1.67. 
	
	Log out as BP
	Logout page displays
	
	

	1.68. 
	
	Login as AP to recreate the invoice. 
Select Document  Invoice  New.
Enter the PO# noted above in the PO # field
Click “Find It”
Click the PO radio button and click Select

	New Invoice page displays
	
	

	1.69. 
	
	Enter the same Invoice number as before (#1); enter an invoice description, 
click “Save & Continue”
Note invoice number:
________________
	The Invoice number is the exact same as the 1st invoice.  Error that the Invoice Number is already in use does not display as cancelled invoice numbers can be reused
	
	

	1.70. 
	
	Still on the General tab, Click the Misc Amount link, complete COA info and add a Misc amount 
Misc = .50
Click “Save & Exit”
	Invoice page displays with Misc Amount added.
Note: Do not use Misc amount field for invoice differences when a change order is required
	
	

	1.71. 
	
	Click the Freight Amount link
Complete COA and add a freight amount 
Freight=2.00
Click “Save & Exit”
	Invoice page displays with Freight Amount added 
Note: Do not use Freight field when a change order is the required process
	
	

	1.72. 
	
	Click Items tab. 

	Item page displays
	
	

	1.73. 
	
	Click the + next to the Item Number to expand the additional fields.
Set Received by Quantity = Yes
Enter custom columns as follows:
Invoice Quantity=3
Unit Cost=3.10 
Invoice Amount=9.30
Click Save & Continue.
	Changes save successfully w/o error
	
	

	1.74. 
	
	Click the main Accounting tab.
	Freight & Misc are displays in the Misc/Freight Information section
	
	

	1.75. 
	
	Click “Save & Continue”
	Changes saved successfully
	
	

	1.76. 
	
	Click Summary tab.
Validate that Misc and Freight has been added. Click Submit for Approval. 
Confirm with OK.
	Approval page displays.
	
	

	1.77. 
	
	Select Automatic approval. 
Click Save & Continue. Click “OK” on the popup(s).
	Invoice page refreshes; Status = 4IR – Ready for Approval.
	
	

	1.78. 
	
	Click logout
	Logout page displays
	
	

	1.79. 
	
	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 <User Name>
	
	

	1.80. 
	
	Select Document  Invoice  Ready for Approval
Click on the invoice created above Invoice # link. 
	Invoice page displays
Status=Ready for Approval
	
	

	1.81. 
	
	Scroll to Approval Actions section and click “Save & Continue” to approve the invoice
Click “OK” on the popup(s)
	Invoice page refreshes; Status = 4IA – Approved for Payment
	
	

	1.82. 
	
	Scroll to bottom of the summary page and verify the Cancel Invoice is available as an option
	Cancel Invoice button is available as an option as AP Supervisors can cancel an invoice that is in the Approved for Payment status
	
	

	1.83. 
	
	Logout
	Logout page displays
	
	

	1.84. 
	
	Login as AP to view the invoice. 
Select Document  Invoice  Approved for payment 
Select Invoice 

	Invoice displays on the summary page
	
	

	1.85. 
	
	Scroll to the bottom of the Summary page and verify the Cancel Invoice button is NOT available as an option
	The Cancel Invoice button is NOT available as an option as ONLY AP Supervisors can cancel an invoice that is in the Approved for Payment status
	
	

	1.86. 
	
	Log out as AP.
	Logout page displays
	
	

	1.87. 
	
	Log in as BP user to create Receipt for additional items to invoice against. 
Locate the PO by Document  POs  Partial Receipt  Open Market tab.  
	Purchase Order page displays
Status = Partial Receipt
	
	

	1.88. 
	
	Click Create Receipt
At General tab, add Description. 
Click Save & Continue

	Changes saved successfully
	
	

	1.89. 
	
	Click “Items” tab
Click “Add Receiving” button. Receive Quantity=5; 
Click “Save & Exit”. 

	Changes saved successfully
	
	

	1.90. 
	
	Click “Submit for approval”, Click “OK” on the popup. 
Select “Automatic approval” option and click the “Save & Continue” button

	Receipt status is 5CA – Approved for Invoice. PO Status = Partial Receipt
	
	

	1.91. 
	
	Click the “Back to PO” link 
Click Change Orders tab. Click Create Change Order. Expand Item #1.
	Information/Error (at bottom) displays that Item Status is Partial Receipt but has been invoiced; no change orders are allowed.
	
	

	1.92. 
	
	Click Summary tab of Change Order; click Delete Change Order. Click OK on the popup(s).
	Change Order deleted.
	
	

	1.93. 
	
	Click Create Receipt to create a receipt that will cancel the remaining 2 items
At General tab, add Description. 
Click Save & Continue

	Changes saved successfully
	
	

	1.94. 
	
	Click “Items” tab
Click “Cancel Item” button. Quantity Cancel=2
Enter a comment (tester’s choice)
Click “Save & Exit”. 

	Changes saved successfully
	
	

	1.95. 
	
	Click “Submit for approval”, Click “OK” on the popup. 
Select “Automatic approval” option and click the “Save & Continue” button
Click the “Back to PO” link 

	Receipt status is 5CA – Approved for Invoice. PO Status = Complete Receipt
	
	

	1.96. 
	
	Click the logout button
	Logout page displays
	
	

	1.97. 
	
	Log out as BP
	Logout page displays
	
	

	1.98. 
	
	Log in as AP to invoice and final pay against the receipt just created. 
Select Document  New  Invoice
Enter PO number in the PO # field

	Welcome page displays
New Invoice – PO Search page displays
New Invoice page displays
	
	

	1.99. 
	
	Enter  Invoice Number and Invoice Description – Testers choice
Click Save & Continue.
Make a note of the invoice number  _______________
	Invoice Number and Invoice Description displays as typed.
Tester notes last Invoice number
	
	

	1.100. 
	
	Click the Items tab.	
	Error displays requiring at least one Item to pay.
	
	

	1.101. 
	
	Click the + next to the Item Number to expand the additional fields.
Set Received by Quantity = Yes
Enter custom columns as follows:
Invoice Quantity=5
Unit Cost=3.10
Invoice Amount=15.50
	Text displays as typed

	
	

	1.102. 
	
	Check the box for Final Pay.
Click “OK” on popup
Click Save & Continue.
	Validation warning of Final Pay for the item.
Changes saved successfully
	
	

	1.103. 
	
	Click Summary tab
Click Submit for Approval
Confirm with OK.
	Approval page displays.
	
	

	1.104. 
	
	Select Automatic approval. 
Click Save & Continue. Click “OK” on the popup(s).
	Invoice page refreshes; Status = 4IR – Ready for Approval.
	
	

	1.105. 
	
	Click logout
	Logout page displays
	
	

	1.106. 
	
	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 <User Name>
	
	

	1.107. 
	
	Select Document  Invoice  Ready for Approval
Click on the last invoice created above Invoice # link. 
	Invoice page displays
Status=Ready for Approval
	
	

	1.108. 
	
	Scroll to Approval Actions section and click “Save & Continue” to approve the invoice
Click “OK” on the popup(s)
	Invoice page refreshes; Status = 4IA – Approved for Payment
	
	

	1.109. 
	
	Scroll to bottom of the summary page and verify the Cancel Invoice is available as an option
	Cancel Invoice button is available as an option as AP Supervisors can cancel an invoice that is in the Approved for Payment status
	
	

	1.110. 
	
	Click “Back to PO” link. On Summary, verify Status, Quantity, and Amount.
	Status = 3PCO – Closed; Quantity = 8; Amount = $24.80.
	
	

	1.111. 
	
	Click Change Orders tab. Verify that Final Pay generated a Change Order.
	Two (2) Change orders displayed, including Final Pay PO Item Adjustment Revision.
	
	

	1.112. 
	
	Logout
	Logout page displays
	
	

	1.113. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
	
	

	1.114. 
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