


PAZREQ0001a G2B PUNCHOUT VALIDATION


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

	Date of Test
	
	Cycle/Pass #
	

	Author
	Theresa Green
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	TSR001: Validate that DA user can requisition an item from each G2B vendor, create a PO, send to vendor & receipt

	Test Cases
	TCP022: Create New Receipt off G2B item
TCP024: Validate that Receipt Description is required
TCR001: Validate that system can G2B punchout 
TCR014: Validate vendor information displays on Vendor tab
TCR025: Validate that Requisitions can be cancelled
TCR030: Validate system can punchout using shopping method
TCR031: Validate G2B Punchout Shopping Cart fields can be completed: Vendor(8)*, Department*, Location*, Ship-to Address*, Bill-to Address* (Test 3 vendor punchout sites)
TCR032: Options: Punchout, Reset, Cancel & Exit
TCR033: Validate Punchout Items can be returned to the requisitions - description, price & quantity
TCR034: Validate multiple items can be returned to the requisitions
TCR035: After punchout back in: must enter Fiscal Year in Procure AZ
TCR036: Validate items appear in Items General tab
TCR037: Options: Submit, Cancel Requisition, Print


	System Environment
	

	Prerequisites
	Pop-up blockers are off:
1. Click on Tools menu (gear icon for Windows 8);
2. Select Internet Options;
3. Click on Privacy tab;
4. Locate the line option that says "Turn on Pop-Up Blocker";
5. Verify that the box is not checked… If the box is checked…
Uncheck box to allow pop-ups;
Click the Apply button;
6. Click Ok.

	Test IDs/passwords
	Direct Access (DA) user
Accounts Payable user (AP)
Account Payable Supervisor (AP) 

	Comments:
	Punchout Supplier = Office Depot
This script will create a G2B requisition and validate a vendors’ punchout links, convert to PO and receive FOR Office Depot ONLY. 
Please use Internet Explore for this script




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

	1.1. 
	
	(Begin after confirming that Pop-up blockers are turned off – see Prerequisites) 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 <DA’s Name>
	
	

	1.2. 
	TCR032
	Click Document  Requisition  G2B Shopping 
3 Option buttons are:
“Punchout”; “Reset”; “Cancel & Exit”
	G2B Punchout Shopping page displays. 3 Option buttons are:
“Punchout”; “Reset”; 
“Cancel & Exit”
	
	

	1.3. 
	TCR025
	Click the “Cancel & Exit” button
	ProcureAZ Home page  displays with the greeting “Welcome back <DA’s Name>
	
	

	1.4. 
	TCR030
	Click the shopping cart in the upper right corner of the screen 

	G2B Punchout Shopping page displays.
	
	

	1.5. 
	
	Click the Vendor dropdown selection and verify that the vendors are present.

Select the vendor listed above in the comments section

	Punchout vendors are present

Vendor listed in the comment section is displays in the Vendor’s field
 
	
	

	1.6. 
	
	Click “Punchout” to access the vendor site. [CLICK CONTINUE IF PRESENTED WITH SECURITY CERTIFICATE MSG]

Add at least 2 items to your cart (total value <1,000) and Checkout [will return to ProcureAZ]

	Tester access the Vendor site, adds 2+ items to the cart and checkouts.  
Test clicks “Yes” to close window if prompted

General Page displays
	
	

	1.7. 
	
	Add your initials and today date at the end of the “Short Description” field
	Tester’s initials and todays date are added to the end of the text in Short Descript field
	
	

	1.8. 
	
	Click the P-Card Enabled check box to uncheck it.
Click “Save & Continue”
	The P-Card Enabled check box is NOT checked.

	
	

	1.9. 
	
	Click the Items tab and confirm items selected contain description, price & quantity

	Item’s description, price and quantity are the same as selected on the Punchout site
	
	

	1.10. 
	
	Click on the Vendor tab and confirm vendor information is present

	Vendor information is present and correct
	
	

	1.11. 
	
	Click on Address tab & confirm Ship to/Bill to is present
	Ship to/Bill to information is present
	
	

	1.12. 
	
	Click the upper Accounting Tab
	Accounting page displays with an Accounting distribution error
	
	

	1.13. 
	
	Enter the Account fields 
Click “Save Based on Percentages”
Click “Rebuild for all Items”

	Information displays as typed
Accounting distribution error no longer displays
	
	

	1.14. 
	
	Click the Summary tab. 
	Summary tab displays
	
	

	1.15. 
	
	Validate that the Summary tab fields match the General and Item tabs and Pcard Enabled field=No
	Values match.
	
	

	1.16. 
	
	Click the “Submit for Approval” button at the bottom of the page
	Confirmation message displays
	
	

	1.17. 
	
	Click the “OK” button on the “Are you sure” confirmation message
	Approval options page displays
	
	

	1.18. 
	
	Select “Automatic approval” option and click the “Save & Continue” button. Confirm message with OK.
	Purchase Order(s) Created page displays with a link for the Purchase Order created.
	
	

	1.19. 
	
	Click on the PO link.
	PO page displays at Summary tab.
	
	

	1.20. 
	
	Scroll down to the Vendor Notification Actions on the Summary page
	Requisition page displays
	
	

	1.21. 
	
	Click “Save & Continue”
Click “OK” on the refresh popup
	Status = Sent.
	
	

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

	1.23. 
	TCP024
	Click the “Save & Continue” button
Click “OK” on the msg popup
	Error message “Please enter a description” 
	
	

	1.24. 
	TCP022
	Enter a Receipt Description… <script ID> <testers initials> <todays date>
	Text is displayed as typed
	
	

	1.25. 
	
	Click the “Save & Continue” button
	New Receipt page is refreshed
	
	

	1.26. 
	
	Click the “Items” tab
	Item page is displayed
	
	

	1.27. 
	
	Click “Receive All” button

	Receiving sections are displayed on the Item  General tab
	
	

	1.28. 
	
	Click the Summary tab
	Summary page displays
	
	

	1.29. 
	
	Click the “Submit for Approval” button 
	Receipt is submitted
	
	

	1.30. 
	
	Click the “OK” button
	Approval page displays
	
	

	1.31. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
Click “OK” on Page Refresh popups
	Receipt page displays 
Status=Approved for Invoice
	
	

	1.32. 
	
	Click the “Back to PO” link
Note of the PO no. to invoice against
__________________________
	PO page displays
Status=Complete Receipt
Tester notes PO number
	
	

	1.33. 
	
	Click the Logout button
	Logout page displays
	
	

	1.34. 
	
	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>
	
	

	1.35. 
	
	Select Document  Invoice  New
	New Invoice – Search PO page displays
	
	

	1.36. 
	
	Type in the PO number created above  in the “PO Number” field and 
Click “Find It” at the bottom of the page
	Search results displays under the Search Options box
	
	

	1.37. 
	
	Select the radio button next to the PO created above and click the “Select” button
	New Invoice page displays
	
	

	1.38. 
	
	Input Invoice number* = <Script No>, <Testers Initials>, <date&time now> 
	Invoice number is displayed as type
	
	

	1.39. 
	
	Input Invoice Description=<Script No> AND <Testers Initials>
Click “Save & Continue”
	Invoice Description is displayed as typed
	
	

	1.40. 
	
	Click Items Tab
	Item tab displays
	
	

	1.41. 
	
	Click the “Pay All Items”
Click “OK” on confirmation popup
	Invoice amount is set to Permit to Pay amount
	
	

	1.42. 
	
	Click the “Save & Continue” button
	Page is refreshed
	
	

	1.43. 
	
	Click the “Summary” tab
	Summary page is displayed
	
	

	1.44. 
	
	Click the “Submit for Approval” button. 
Click “OK” on the confirmation pop-up
Click “Continue” on Final Pay warning message
	Approval page displays
	
	

	1.45. 
	
	Select the “Automatic approval” radio button & Click “Save & Continue” button
Make a note of the Invoice #
_____________________________
	Invoice page displays
Status = Ready for Approval
	
	

	1.46. 
	
	Click Logout 
	Logout Page displays
	
	

	1.47. 
	
	Login as AP Supervisor by entering the Login ID & password  provided above in the Login Box
	ProcureAZ Home page  displays with the greeting “Welcome back <AP Supervisor’s Name>
	
	

	1.48. 
	
	Click the Advance Search icon (magnifying glass) in the upper right 
	Advance Search page displays
	
	

	1.49. 
	
	Select Invoice for the Document Type
	Invoice Search page displays
	
	

	1.50. 
	
	Enter Invoice Number noted above in the Invoice Number field
Click “Find It” button
	Search results displays beneath the Invoice Search criteria section
	
	

	1.51. 
	
	Click the invoice number link (of the invoice created above)
	Invoice page displays on the summary tab
	
	

	1.52. 
	
	Click the “Save & Continue” button at the bottom of the page in the “Approval Actions” section
Click “OK” on the confirmation pop-up
	Page is refreshed.
Status = Approved for Payment
	
	

	1.53. 
	
	Click the Logout button
	Logout page displays
	
	

	1.54. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
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