


PAZREQ0002 RELEASE REQUISITION TO PO


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

	Date of Test
	
	Cycle/Pass #
	

	Author
	Ted Spencer
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	TSR002: Create a Release requisition (contract) and validate standard functionality
TSR007: Create a requisition with a single item with multiple accounting lines

	Test Cases
	TCR002: Validate that all required fields on General Tab are required (Department*, Location*, Print Format*, Short Description) and cannot be left blank
TCR003: Confirm that the following fields can be entered and saved: Required by date, Requisition type*, Requestor, Contact, Alternate ID, Project Number, Building Code, Cost Code, Special Purchase Type*; PIJ Number; Fiscal Year*, Solicitation Enabled, Type Code, Contact Phone, Tax Rate*
TCR004: Validate that the General Tab  can be Saved & Continued (Automatic Requisition Number)
TCR005: Validate that an automatic Requisition Number is presented once the General page is saved & Continue
TCR007: Validate That Items can be returned using Advance Search by All of the criteria 
TCR009: Validate the Advanced Search Fields: Contract/PO #; Description; Item Description; Vendor Name; Item Type*; NIGP Class*; NIGP Class Item*; Cooperative Purchasing (checkbox)
TCR011: Validate that the  Required  fields  populated & Saved are presented in Summary page
TCR015: Ship to address*; Bill-to Address* for each item 
TCR019: Validate attachments can be added (10MB)
TCR021: Validate Notes: Should they appear on PO? Yes.
TCR023: Validate all information created in Requisition appear on Summary page
TCR028: Validate Approvers can be manually added after Submitted
TCR029: Validate No Approvers are required (Automatic Approval)
TCR041: Validate the PO# is on the requisition summary page after submitting.  
TCR046: If you select Release as the Requisition Type, the Item page will only show a Search Item button. If you select Open Market, the Item page will also show an Add Open Market Item button.
TCR051: Validate that an item cannot be added with a quantity of zero

	System Environment
	

	Prerequisites
	Verify that test User has multiple Departments and Locations in their User Profile.
Verify that any Custom Columns have been set up to be Required or Optional as needed, and account for those settings in your results.
Verify some contract items that can be searched by Vendor Number, Vendor Name, Item Description, and various other fields listed in the test.
Verify that there is a Contract Item from the Test Vendor available for ordering by the DA user.
DA User must have Department Buyer role with Direct Open Market Limit of $10,000 (Purchasing Rules). 
DA User must have the BP User set up as the Default Purchaser (User Defaults).

	Test IDs/passwords
	DA:
Vendor:

	Comments:
	This script tests for a variety of field types and values to validate that they can be entered when needed, required in some cases, left optional in others, and often populated with pick lists.




	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 <DA’s Name>
	
	

	1.2. 
	
	Select Documents  Requisitions  New
	Create a New Requisition page displays
	
	

	1.3. 
	TCR046
	At the General tab, Enter Description on General Tab – 
Short Descript = <script ID, Tester’s Initials>. Set Requisition Type to Open Market.
	Page refreshes. Some fields may show or hide from display, or the Type Code drop-down may re-populate.
	
	

	1.4. 
	TCR002
	Try to empty the Department, Location, and Print Format fields.
	Fields cannot be emptied.
	
	

	1.5. 
	TCR003
TCR004
TCR005
	Enter or verify the following fields are populated: Required by date, Requestor, Contact, Alternate ID, Project No., Building Code, Cost Code, Special Purchase Type*; PIJ Number; Fiscal Year*, Solicitation Enabled, Type Code, Contact Phone, Tax Rate*. Click Save & Continue.
	Requestor is an inferred field and can’t be changed. Type Code is populated after Requisition Type selection. Contact Phone must be numeric and have all 3 fields, or left blank. 
After a successful Save, Requisition Number is populated.
	
	

	1.6. 
	TCR046
	Click the Items tab. Verify the buttons available.
	Open Market Requisition page displays with Buttons = Search Items, Add Open Market Item
	
	

	1.7. 
	TCR046
	Click the General tab. Change Requisition Type to Release. 
	Confirmation message appears.
	
	

	1.8. 
	TCR046
	Confirm change to Release.
	Page refreshes as Release Requisition.
	
	

	1.9. 
	TCR046
	Click the items tab. 
	Release Requisition page displays with only a Search Items button.
	
	

	1.10. 
	
	Click Search Items button.
	Search Items displays a Search Using box and a collapsed Advanced Search toggle.
	
	

	1.11. 
	
	Enter a valid search term in the Search Using box. Click Find It.
	All items displayed in Release Results have the Searched term in the Item Description.
	
	

	1.12. 
	
	Expand the Advanced Search toggle. Click Clear.
	A larger set of search fields is displayed under Advanced Search, with the search term in the Item Description field. Search Using is set to ALL of the Criteria.
	
	

	1.13. 
	
	Click Clear.
	Search term clears from the Item Description field and the Search Using box.
	
	

	1.14. 
	TCR007
TCR009
	Search for items using the other Advanced Search Fields: Contract/PO #; Description; Vendor Name; Item Type*; NIGP Class*; NIGP Class Item*; Cooperative Purchasing (checkbox). Combine multiple terms or selections to test the ALL of the criteria option. Click Find It to execute the search.
	Items are returned that match all search terms, and are not returned if they do not match ALL search terms used.
	
	

	1.15. 
	TCR007
	Change Search Using: to ANY of the Criteria. Search with two or more terms or selections.
	Items are returned that match ANY of the search criteria. (One keyword may be in the Item Description, but another may be missing.)
	
	

	1.16. 
	
	Select an Item from the Test Vendor and enter a Quantity. Click the “Add to Req & Exit” button.
	Item page is displayed with selected item showing the Quantity and calculating a Total Cost. Information message says to save changes before leaving tab.
	
	

	1.17. 
	TCR051
	Change the Quantity to 0. Click Save & Continue.
	Pop-up error message says Quantity must be > 0.
	
	

	1.18. 
	
	Dismiss error message. Change Quantity back to original number. Click Save & Continue.
	Page refreshes with amounts restored. 
	
	

	1.19. 
	TCR015
	Click the Address tab. Use the search buttons for Ship-to and Bill-to Addresses and select different values. 
	Changed values appear on Item line.
	
	

	1.20. 
	TCR015
	Click the Select box on the Item line and click a Reset Selected to Header button.
	Values return to the original values that are also on the General tab.
	
	

	1.21. 
	TCR015
	Use the search buttons below the Item lines to pick new values and use the Apply to All Items button.
	Values change on the Item line as selected on the Apply line.
	
	

	1.22. 
	TCR019
	Click the Attachments tab. Click the Add Attachment button. Follow the instructions onscreen to add an Attachment, observing file type and size restrictions (up to 10MB) as required. Enter a Description. Click Save & Continue.
	Attachment is listed with Name, Description, Size, Uploaded date/time, and Uploaded By.
	
	

	1.23. 
	
	Click Save and Exit.
	Attachment tab lists the new attachment along with any default attachments that were loaded with the original Release Requisition.
	
	

	1.24. 
	TCR021
	Click the Notes tab. Add 2 Notes: “Show this Note to the Vendor.” and “Do not show this Note to the Vendor.” Click Save & Continue after entering each.
	Notes page refreshes with new Note added, and a new blank Note line is displayed.
	
	

	1.25. 
	
	Click the main Accounting tab.
	Error says that Accounting distribution is missing and required. (Ignore any message about Fixed Asset items.)
	
	

	1.26. 
	TSR007
	Provide required Accounting values for one line; Click Save Based on Percentages. Add Accounting for a second line; set Percentages so that the two add to 100.0. Click Save Based on Percentages. Click Rebuild for All Items.
	Error for missing Accounting goes away.
	
	

	1.27. 
	
	Click the Summary tab. Review the Accounting amount.
	Item Amounts are split across two lines using the Percentage entered.
	
	

	1.28. 
	TCR023
	Validate that the Summary tab fields match the General and Item tabs.
	Values match.
	
	

	1.29. 
	
	Click the “Submit for Approval” button at the bottom of the page.
	Confirmation message displays
	
	

	1.30. 
	
	Click the “OK” button on the “Are you sure” confirmation message.
	Approval options page displays
	
	

	1.31. 
	
	Select an Approver from the dropdown. Click Add Approver.
	Approval page displays with added Approver and a Delete button for the Approver.
	
	

	1.32. 
	TCR028
	Click the Delete button for the Added Approver.
	Approver is removed; Approval options page displays with Automatic approval option.
	
	

	1.33. 
	TCR029
TCR041
	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.
	
	

	1.34. 
	
	Click on the PO link.
	PO page displays at Summary tab.
	
	

	1.35. 
	TCR021
	Click on Notes tab.
	Two Notes display from Requisition. “Show Vendor” checkboxes are unchecked.
	
	

	1.36. 
	TCR021
	Check the Show Vendor box for the Note that reads “Show this Note to the Vendor.” Click Save & Continue.
	Notes page refreshes with Show Vendor checked for one Note but not the other.
	
	

	1.37. 
	TCR021
	Click on Summary tab. Under Vendor Notification Actions, click Set to Printed Status. Click Save & Continue.
	Status = Sent.
	
	

	1.38. 
	TCR021
	Log in as Vendor. Find PO. View Notes. Validate that only one Note is displayed.
	Only “Show this Note to the Vendor” is displayed under Notes.
	
	

	1.39. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
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