


PAZREQ0009 - REQ to Blanket Contract


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

	Date of Test
	
	Cycle/Pass #
	

	Author
	Theresa Green
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	TSB006: Create a Bid with and without required questions
TSB008: Open Bid, view quotes & attachment & request revision on 1 or multiple quotes then award Bid to multiple vendors then use the awarded contract to create a requisition, release PO, receipt and invoice
TSP008: Create a Release Order with multiple line item with multiple accounting. Validate that the Alt ID on General & Summary tab are populated after sending with "P" Card enabled


	Test Cases
	

	System Environment
	

	Prerequisites
	Will need Vendor login/password to respond to Bid

	Test IDs/passwords
	

	Comments:
	1. Create a Requisition
2. Create a Bid using the requisition
3. 2 Vendors submits quote on the bid




	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
	New Requisition page displays
	
	

	1.3. 
	
	Complete all required information on General Tab – 
Short Descript = <script ID, Open Market, Tester’s Initials>; 
Additional text is Testers choice
	All required fields are completed.  Text is displayed as typed
	
	

	1.4. 
	
	Click “Save & Continue” button at the bottom of the page
	Page is refreshed.  Requisition Number has been automatically assigned
	
	

	1.5. 
	
	Click the Items tab
	Item page is displayed
	
	

	1.6. 
	
	Click the “Add Open Market Item” button
	Add Open Market Page is displayed to input first item being requested. 
Field “”Print Sequence*:”  =”1”
	
	

	1.7. 
	
	(Tester, please add 2 items as you will be awarding each item to a different vendor –  testers choice on both items)
Complete the Description, Quantity, NIGP Class & NIGP Class Item fields. Text typed and/or selected  is Tester’s choice
Click “Save & Add New” button
Complete all required fields 
	Text in the Description, Quantity, NIGP Class & NIGP Class Items fields are displayed as typed and/or selected.
	
	

	1.8. 
	
	Click the “Save & Exit” button
	Open Market Item Page displays
	
	

	1.9. 
	
	Click the upper “Accounting” tab
	Accounting Page is displayed
	
	

	1.10. 
	
	Enter Accounting Information
Click “Save Based on Percentage button.
	Text is displayed as typed
	
	

	1.11. 
	
	Click the Rebuild for All Items
	Page is Refresh
	
	

	1.12. 
	
	Click on the “Summary Tab”
	Summary page is display.  Warning Msg: No vendor, and there is no recommended vendor at header level
	
	

	1.13. 
	
	Click the “Submit for Approval” button at the bottom of the page
	Confirmation message displays
	
	

	1.14. 
	
	Click the “OK” button on the confirmation message
	Approval options page displays
	
	

	1.15. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
Make a note of the Requisition Number _____________________
	Open Market page is displayed.  Status = Ready for Purchasing 
Tester notes Requisition Number
	
	

	1.16. 
	
	Click the Logout button
	Logout page displays
	
	

	1.17. 
	
	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>
	
	

	1.18. 
	
	Select Documents  Bids  New
	New Requisition page displays
	
	

	1.19. 
	
	Select the “Clone a bid from another document” radio button
Click the “Continue” button
	Search Document page displays
	
	

	1.20. 
	
	Enter Script ID in Description field
Click “Find It” button
	Requisition created above displays as a selection under the search options section
	
	

	1.21. 
	
	Select the Requisition create above
Click “Clone Bid & Exit” button
	Open Market Bid page displays
	
	

	1.22. 
	
	Complete all required fields as follows:  All REQUIRED date fields = today’s date; “Bid Method*” field= Request for Quotation (RFQ)
Note to tester: all dates can be todays date, but the “Opening Bid” time must be later than the time the bid is submitted to avoid errors but earlier than tomorrow so you can award the bid and complete the script ” [Opening Bid time is when the BP can review all quotes so no new quotes can be created after this time without an amendment to the bid].  Therefore, please be sure to give yourself enough time to complete quotes.
	Text appears as typed/selected.  
	
	

	1.23. 
	
	Click “Save & Continue” button
	Changes saved Successfully
	
	

	1.24. 
	
	Click the Items Tab
Verify 2 items are available

	Add Item page displays
2 items are available
	
	

	1.25. 
	
	Click the (upper)  Questions Tab
	Questions tab displays
	
	

	1.26. 
	
	Enter 2 Questions with the following text 
1. This questions is required 
Click the Required Checkbox for this question
2. This questions is not required
Please DO NOT click the Required Checkbox for this question
Response Type=Testers choice
Click “Save & Continue” after creating each question

	2 Questions are created. 
One question will require a response by the vendor.
The other question is optional
	
	

	1.27. 
	
	Click the “Summary” Tab
	Summary page is displayed
	
	

	1.28. 
	
	Click the “Submit for Approval” button
	Confirmation message displays
	
	

	1.29. 
	
	Click the “OK” button
	Click the Continue button
	
	

	1.30. 
	
	The approval page displays.
	Approval options page displays
	
	

	1.31. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
	Open Market Bid page is displayed.  Status = Ready to Send 
	
	

	1.32. 
	
	Scroll to the bottom of the Page and click the “Send Bid” button
Make a note of the Bid number
	Status = Sent
Tester notes bid number
	
	

	1.33. 
	
	Click the Home button… vendor quotes must take place after start time of available bid date/time but before the opening bid date/time
	Tester waits for date/time of available bid (if set to a future time) to complete the script
	
	

	1.34. 
	
	Click logout
	Logout page displays
	
	

	1.35. 
	
	LOGIN AS VENDOR 
	Home page displays
	
	

	1.36. 
	
	Click the Bids tab and look for the just-published Bid under Open Bid.
	Note: Bid will not be visible until after the Bid Available time.
	
	

	1.37. 
	
	Locate for the Bid created above (by the Short Description and/or Bid number noted above) and click on the Number
	Acknowledge Receipt and View Solicitation page displays.
	
	

	1.38. 
	
	Click Yes to acknowledge receipt.
	Bid displays.
	
	

	1.39. 
	
	Review the Bid details to see that they match what was entered, including the Item(s) and Questions. Confirm that the Required question is so noted
	Page displays information as entered.
	
	

	1.40. 
	
	Click the Create Quote button. (Must be before Bid Available Date)
Click “Save & Continue”
	Quote page displays.
	
	

	1.41. 
	
	Click the Items tab. Provide pricing (Unit Cost) for each item. Click Save and Continue.
	Pricing calculates Extended Amount for multiple quantities. “No Bid” boxes are unselected. Validation errors remain.
	
	

	1.42. 
	
	Click the Questions tab.
	Questions page displays.
	
	

	1.43. 
	
	Answer the Required question. Do not answer the optional questions. Click “Save and Continue”.
	Validation error goes away. . Terms & Conditions error remains
	
	

	1.44. 
	
	Click on Terms and Conditions tab.
	Terms and Conditions display.
	
	

	1.45. 
	
	Click “Yes” for “Do you accept T&Cs?” Click Save and Continue.
	Page refreshes with no validation error.
	
	

	1.46. 
	
	Click Summary tab.
	Summary page displays with Submit Quote button (if before Bid Opening Date).
	
	

	1.47. 
	
	Click Submit Quote.
	Pop-up requests confirmation.
	
	

	1.48. 
	
	Accept the “Are you sure” confirmation.
	Quote status= Submitted
	
	

	1.49. 
	
	Log out as the first vendor and log in as a second vendor. 
	Bid page displays.
	
	

	1.50. 
	
	Click the Bids tab and look for the just-published Bid under Open Bid.
	Note: Bid will not be visible until after the Bid Available time.
	
	

	1.51. 
	
	Locate for the Bid created above (by the Short Description and/or Bid number noted above) and click on the Number
	Acknowledge Receipt and View Solicitation page displays.
	
	

	1.52. 
	
	Click Yes to acknowledge receipt.
	Bid displays.
	
	

	1.53. 
	
	Click the Create Quote button. (Must be before Bid Available Date)
Click “Save & Continue”
	Quote page displays.
	
	

	1.54. 
	
	Click the Items tab. Provide pricing (Unit Cost) for each item. Click Save and Continue.
	Pricing calculates Extended Amount for multiple quantities. “No Bid” boxes are unselected. Validation errors remain.
	
	

	1.55. 
	
	Click the Questions tab.
	Questions page displays.
	
	

	1.56. 
	
	Answer both questions. Click “Save and Continue”.
	Terms & Conditions error remains
	
	

	1.57. 
	
	Click on Terms and Conditions tab.
	Terms and Conditions display.
	
	

	1.58. 
	
	Click “Yes” for “Do you accept T&Cs?” Click Save and Continue.
	Page refreshes with no validation error.
	
	

	1.59. 
	
	Click Attachments Tab. Follow prompts to add attachment. Add attachments – testers choice
	Attachment is added
	
	

	1.60. 
	
	Click Summary tab.
	Summary page displays with Submit Quote button (if before Bid Opening Date).
	
	

	1.61. 
	
	Click Submit Quote.
	Pop-up requests confirmation.
	
	

	1.62. 
	
	Accept the “Are you sure” confirmation.
	Quote status= Submitted
	
	

	1.63. 
	
	Logout out
	Logout page displays
	
	

	1.64. 
	
	Tester: Continue after the Opening Bid date/time
	Tester waits until Opening Bid date/time
	
	

	1.65. 
	
	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>
	
	

	1.66. 
	
	Locate the Bid created above and click on the Bid # to open
	Open Bid Page displays
	
	

	1.67. 
	
	Click the Summary Tab
	Summary page displays
	
	

	1.68. 
	
	Scroll to the bottom of the page and click the “Open Bid” button
	Bid page refreshes
Status = Opened
	
	

	1.69. 
	
	Click the Bid Tab button located on the bottom of the Summary page
	Bid Tabulation page displays with Quote from Vendors
	
	

	1.70. 
	
	Click on the Quote number for each vendor to verify it for accuracy 
Close window after verifying
	Each Vendor Quote opens in a new window and matches what their responses – questions, pricing, etc.
	
	

	1.71. 
	
	Click the Items tab
	Vendor pricing displays 
	
	

	1.72. 
	
	Award to Vendors - An item to each vendor
Tester notes which item they awarded to each vendor
Click “Save & Continue”
	Testers notes Vendor/Item awarded
	
	

	1.73. 
	
	Click the Summary tab
Click Submit for Approval
Click OK on Confirmation popup

	
	
	

	1.74. 
	
	Optional: Create/submit the PO(s) from the bid 
Make a note of the PO numbers

	Testers make a note of the PO numbers
	
	

	1.75. 
	
	Logout
	Logout page displays
	
	

	1.76. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been reported
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