


PAZREQ0011 - PCard Release Requisition


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

	Date of Test
	
	Cycle/Pass #
	

	Author
	Theresa Green
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	TSR020: Create an end-to-end P-Card Enabled Requisition

	Test Cases
	TCR054: Create a Requisition Using P-Card as payment

	System Environment
	UAT

	Prerequisites
	A P-Card Enabled Contract

	Test IDs/passwords
	Department Access (DA) user:
Basic Purchaser (BP) user:  

	Comments:
	This script creates a requisition with P-Card enabled, converts to a PO and Receives. A Vendor with a P-Card enabled contract is required for adding items.




	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 Short Description* = <script number + tester initials>. 
Set Requisition Type to “Release”
Click Save & Continue. 
	Page refreshes as Release Requisition with automatically generated Requisition Number.
The field to select P-Card Enabled is not available at this time
	
	

	1.4. 
	
	Click Items tab.
	Items General tab displays with no items and the “Search Items” button.
	
	

	1.5. 
	
	Click “Search Item” button.
	Search Item page displays
	
	

	1.6. 
	
	Click Advance Search’s “+” icon
	Additional Search criteria options displays
	
	

	1.7. 
	
	Enter the criteria to search for items from a P-Card contract [ie, Contract/PO# and/or Vendor’s name]
Click the “Find It” button
	List of items that match the search criteria displays under the search options 
	
	

	1.8. 
	
	Click the checkbox(s) of the item(s) to be selected
Enter a Quantity for each item
	Checkbox(es) are checked and Quantity entered for each item.
	
	

	1.9. 
	
	Click “Add to Req & Exit” button
	Item page displays with item(s) selected
	
	

	1.10. 
	
	Click “Save & Continue”
	Changes saved successfully
	
	

	1.11. 
	
	Click the General tab 
Click the checkbox for P-Card Enabled
Click “Save & Continue”

	Changes saved successfully
P-Card Enabled box is checked.  This is a critical step – If you do not check this box, the transaction will not be flagged as a P-Card transaction and you will have inconsistent information in the accounting system. 
	
	

	1.12. 
	
	Click the upper “Vendors” tab 
Verify Vendor information is present
	Vendor of the P-Card contract information is available
	
	

	1.13. 
	
	Click Accounting tab. 
	Validation error that Accounting distribution is missing and required.
	
	

	1.14. 
	
	Provide required Accounting
Click Save Based on Percentages. Click Rebuild for All Items.
Click “OK” on the popup(s)
	Validation error goes away.

	
	

	1.15. 
	
	Click Summary tab. 
Validate P-Card Enabled field = “Yes”
	Summary page displays
P-Card Enabled field = Yes.
	
	

	1.16. 
	
	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.


	
	

	1.17. 
	
	Select Automatic approval.
 Click Save & Continue.
Click “OK” on the popup
	Release Requisition page displays
Status=Gone to PO
New Purchase Order message displays in System Warning with a link to the Purchase Order
	
	

	1.18. 
	
	Click the logout button
	Logout page displays
	
	

	1.19. 
	
	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 <User Name>
	
	

	1.20. 
	
	Select Requisitions   Gone to PO 
Click the link of the Requisition created above
	Release Requisition page displays
	
	

	1.21. 
	
	Click the PO number link in the System Warning section
Verify that P-Card Enabled = “Yes”
Make a note of the PO # _________________________
	PO page displays
Status = In Progress
P-Card Enabled = Yes
	
	

	1.22. 
	
	Click “Submit for Approval” at the bottom of the Summary page
Click “OK” on the confirmation popup
Select Automatic approval 
Click “Save & continue”
Click “OK” on the popup(s)
	Status = Ready to Send
	
	

	1.23. 
	
	Scroll down to the Vendors Notification Actions 
Select “Set to Printed Status”
Click “Save & Continue”
	Enter P-Card Information page displays
	
	

	1.24. 
	
	Enter P-card Information:
Card ID= < 12-digit #>
Card Holder Name = <testers choice>
Expiration Month/Year= <future date>
Click “Save & Continue”
Click OK on the popup(s)
	Enter P-card Information for Purchase Order page displays
Information displays as typed
Vendor Notification Result page displays

	
	

	1.25. 
	
	Release PO page displays 
	Status = Sent
	
	

	1.26. 
	
	Click logout
	Logout page displays
	
	

	1.27. 
	
	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>
	
	

	1.28. 
	
	Select Documents  Receipts  New
	PO Receipts – Search PO page displays
	
	

	1.29. 
	
	Enter the PO number in the PO# field (and/or Release Number in the Release Number field)
Click “Find It”
	Search results display under the Search Option area
	
	

	1.30. 
	
	Click the radio button for the PO# created above and click “Select”
	New Receipt page displays
	
	

	1.31. 
	
	Complete Receipt description <testers choice>
Click “Save & Continue”
	Auto generated receipt number displays
	
	

	1.32. 
	
	Click the Items tab
	Item page displays
	
	

	1.33. 
	
	Click “Add Receiving” button
	Receiving Summary page displays
	
	

	1.34. 
	
	Enter total quantity amount for Receiving Quantity
Enter a prior date for both Service To and Service From fields 
	Text displays as typed

	
	

	1.35. 
	
	Click “Save & Exit” 
(Repeat the Add Receiving steps for each item ordered)
	Item General page displays
Remaining Quantity=0
	
	

	1.36. 
	
	Click the Summary Tab
	Summary page displays
	
	

	1.37. 
	
	Click “Submit for Approval”
Click “OK” on the confirmation popup
	Approval page displays
	
	

	1.38. 
	
	Select “Automatic approval”
Click “Save & Continue”
	Receipt page displays
	
	

	1.39. 
	
	Click “Back to PO” link located next to the “Summary” tab
	PO page displays
Status = Complete Receipt
	
	

	1.40. 
	
	Click the logout button
	Logout page displays
	
	

	1.41. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
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