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

	Date of Test
	
	Cycle/Pass #
	

	Author
	Theresa Green
	Verifier
	

	Tester:
	
	Date Tested:
	



	Test Scenario(s)
	

	Test Cases
	

	System Environment
	

	Prerequisites
	Valid COA information 
DA user must have Department Buyer Enabled OR         a Basic Purchaser


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


	Comments:
	This scripts validate the COA & object code inference functionality.  It creates an OM Requisition with 3 items, 1 non-capital, 1 capital, & 1 user’s choice. The object field is blank on the Header Accounting.  The tester will validate the object code inference on Item Accounting, Submit the requisition, Convert to PO and send to vendor


	Or

	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 <BP’s Name>
	
	

	1.2. 
	
	Select Documents  Requisitions  New
	New  Requisition page displays
	
	

	1.3. 
	
	Complete all required information on General Tab – 
Short Description*: = <script ID, Open Market, Tester’s Initials>
	All required fields are completed.  Text is displayed as typed
	
	

	1.4. 
	
	Release Type=Direct Open Market
	Release Type = Direct Open Market
	
	

	1.5. 
	
	Click “Save & Continue” button at the bottom of the page
Make a note of the Requisition number 
__________________________
	Page is refreshed.  Requisition Number has been automatically assigned
	
	

	1.6. 
	
	Click the Items tab 
	Item page is displayed
	
	

	1.7. 
	
	Click the “Add Open Market Item” button
	Add Item Page is displayed to input first item being requested. 
Field “Print Sequence*:”  = “1”
	
	

	1.8. 
	
	NIGP Class = [Tester’s choice]
NIGP Class Item  = [Tester’s choice]
Complete the Description, Quantity, Unit Cost fields. Text typed and/or selected  is Tester’s choice 

	Text in the Description, Unit Cost, NIGP Class & NIGP Class Items fields are displayed as typed and/or selected. 

	
	

	1.9. 
	
	Click  “Save & Exit” button	
	Item Page displays 
	
	

	1.10. 
	
	Click the header Vendor Tab
	Vendor General page displays with error regarding no recommended vendor
	
	

	1.11. 
	
	Click the “Lookup & Add Vendor” button
	Lookup & Add Vendor Search page displays

	
	

	1.12. 
	
	Type  “Cottage” in the Vendor Name search field
Click “Find it” button
	List of Vendors with Cottage as part of their name displays below the search criteria box
	
	

	1.13. 
	
	Select “A & A Cottage” by clicking in the radio button and click the “Save & Exit” button at the bottom of the page
	Vendor selected is added to the Vendor General Page
	
	

	1.14. 
	
	Click the Vendor’s Recommend checkbox
Click the “Save & Continue” button
Click “OK” in the confirmation popup.
	Vendor General Page is refreshed

	
	

	1.15. 
	
	Click the header Accounting tab
	Accounting Page is displayed
	
	

	1.16. 
	
	Validate each  Account Field Length and order as Indicated in Appendix A at end of the script 
Note: the text entered in each field will not be saved.
	Tester locates Appendix A and confirms that more than the maximum # of characters cannot be entered in each field on the Account Line
	
	

	1.17. 
	
	Tester returns here to continue after completing Account Field Length validation in Appendix A
	Account Fields lengths and field order are validated without exception
	
	

	1.18. 
	
	Click the “Reset” button to delete all field entries
	All field entries are deleted  
Error message regarding missing Accounting Information displays
	
	

	1.19. 
	
	Add Accounting Information in the Following Fields 
· Budget Fiscal Year
· Function
Click “Save Based on Percentages”
Click the Rebuild for All Items
Click “OK” on the refreshing page popup
	Accounting field displays as typed without error message

	
	

	1.20. 
	
	Delete all field entries
	Text is deleted
	
	

	1.21. 
	
	Click “Save Based on Percentages”
Click the Rebuild for All Items Click “OK” on the refreshing page popup
	All field entries are deleted  
	
	

	1.22. 
	
	Add Accounting Information in the Following Fields 
· Budget Fiscal Year
· Template
Click “Save Based on Percentages”
Click the Rebuild for All Items
Click “OK” on the refreshing page popup
	Accounting field displays as typed without error message

	
	

	1.23. 
	
	Delete all field entries
	Text is deleted
	
	

	1.24. 
	
	Click “Save Based on Percentages” button
Click the Rebuild for All Items button
Click “OK” on the refreshing page popup
	All field entries are deleted  
	
	

	1.25. 
	
	Note to Tester: The following 4 Account fields are required if Function & Template are blank
· Fund
· Appropriation
· Task
· Unit
See Appending B at the end of the script to validate these Conditions
	
	
	

	1.26. 
	
	Tester Performs steps in Appendix B and Returns Here
	All Pass/Fails have been noted in Appendix B
	
	

	1.27. 
	
	Click the Items tab 
	Item page is displayed
	
	

	1.28. 
	
	Click the Delete All checkbox for the current line item
	Line Item #1 Delete All checkbox is checked
	
	

	1.29. 
	
	Click “Save & Continue”
Click “OK” on the confirmation popup
	Page is refreshed. There are no line items.
	
	

	1.30. 
	
	Click the “Add Open Market Item” button
	Add Item Page is displayed to input first item being requested. 
Field “Print Sequence*:”  = “1”
	
	

	1.31. 
	
	Description = “Object Code 7599”
Quantity =1
Unit Cost = $500
NIGP Class = 040
NIGP Class Item  = 07 
Click the “Save & Exit” button
	Item 1: Text in the Description, Unit Cost, NIGP Class & NIGP Class Items fields are displayed as typed and/or selected. 

	
	

	1.32. 
	
	Click the “Add Open Market Item” button 
Description = Object Code 8411
Quantity = 1
Unit Cost=$5000
NIGP Class = 120
NIGP Class Item = 90
Click the “Save & Exit” button
	Item 2: Text in the Description, Unit Cost, NIGP Class & NIGP Class Items fields are displayed as typed and/or selected. 

	
	

	1.33. 
	
	Click the “Add Open Market Item” button
NIGP Class = [Tester’s choice]
NIGP Class Item  = [Tester’s choice]
Complete the Description, Quantity, Unit Cost fields. Text typed and/or selected  is Tester’s choice 

	Item 3: Text in the Description, Unit Cost, NIGP Class & NIGP Class Items fields are displayed as typed and/or selected. 
Item total less than 4,999.99
Tester will make note of object code, if any.  If blank, write blank
	
	

	1.34. 
	
	Click  “Save & Exit” button	
	Item Page displays. 3 Items are on the Items  General Page
	
	

	1.35. 
	
	Click the Header Accounting Tab
	Accounting tab displays 
	
	

	1.36. 
	
	Enter Valid Account Information
DO Not Enter an Object Code
	Accounting Information displays as typed
	
	

	1.37. 
	
	Click “Saved based on Percentages”
Click “Rebuild for all Items”
Click “OK” on the page refresh popup
	Changes saved successfully
	
	

	1.38. 
	
	Click on the Items tab
Click on the Items’ Accounting tab
	Items Accounting page displays
	
	

	1.39. 
	
	Click on EACH items’ account line and confirm the Object Code for each Item is included in the accounting string and matches the Object code for Items 1 and Items 2.  Make a note of Item 3 object code (if any) in the space provided above
	Item 1 and Item 2 “Object Code” matches the object codes provide.
Tester has noted Item 3 code in the space provided
	
	

	1.40. 
	
	If Line Item 3 object code is Blank, please enter a valid object code for this item
	Line Item 3 contains a valid object code 
	
	

	1.41. 
	
	Click on the “Summary Tab”
	Summary page is display.  
	
	

	1.42. 
	
	Click the “Submit for Approval” button at the bottom of the page
	Confirmation message displays
	
	

	1.43. 
	
	Click the “OK” button on the confirmation message
	Approval options page displays
	
	

	1.44. 
	
	Select “Automatic approval” option and click the “Save & Continue” button
Click “OK” on the system popup
	Open Market page is displayed.  Status = Ready for Purchasing
	
	

	1.45. 
	
	Scroll to the bottom of the page 
Click the “Convert to PO” button
Click “OK” on the confirmation popup
	Convert to PO options page displays
	
	

	1.46. 
	
	Select “Single PO using header recommended vendor”
Click the “Convert to PO” button
Click “OK” on the PO processing confirmation
	Requisition page displays with a link to the PO in System Warning
Status= Gone to PO
	
	

	1.47. 
	
	Click the PO link
	Purchase Order page displays
Status=Ready to Send
	
	

	1.48. 
	
	Scroll to the bottom of the page and under Vendor Notification Actions
Select Set to Printed Status  
Click the “Save & Continue” button
	Vendor Notification Result page displays
	
	

	1.49. 
	
	Click the “OK” button
	PO Vendor Notification Result page displays page displays. Status = Sent
	
	

	1.50. 
	
	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.
	
	

	1.51. 
	
	Click the Logout button
	Logout page displays
	
	

	1.52. 
	
	End of Test
	Pass/Fails and unexpected results has been noted for each step and any issues have been  reported
	
	





Appendix A – COA – ProcureAZ Fields

	Order #
	Caption
	Min Size
	Max Size

	1
	BudgetFY
	4
	4

	2
	Accounting Template
	No min size
	10

	3
	Function
	No min size
	10

	4
	Sub Function
	No min size
	4

	5
	Unit
	No min size
	4

	6
	Sub Unit
	No min size
	4

	7
	Fund
	No min size
	8

	8
	Sub Fund
	No min size
	6

	9
	Appr Unit
	No min size
	9

	10
	Object
	No min size
	4

	11
	Sub Object
	No min size
	4

	12
	Dept Object
	No min size
	6

	13
	Task
	No min size
	6

	14
	Sub Task
	No min size
	6

	15
	Program
	No min size
	10

	16
	Phase
	No min size
	5

	17
	Program Period
	No min size
	5

	18
	Activity
	No min size
	6

	19
	Sub Activity
	No min size
	4

	20
	Location
	No min size
	6

	21
	Sub Location
	No min size
	4

	22
	Task Order
	No min size
	6

	23
	Reporting
	No min size
	10

	24
	Sub Reporting
	No min size
	4

	25
	Debt ID
	No min size
	20

	26
	Department
	Uneditable/Prefilled 4-characters
	4



End of Appendix A
Return to Script above 

Appendix B – Verify Conditionally Required Fields


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

	1.1. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year 
· Unit 
· Fund
· Appropriation
· Task
	Text displays as typed
	
	

	1.2. 
	
	Click “Save Based on Percentage”
Click “Rebuild for All Items
Click “OK” on the refreshing page popup
	Page is save successfully without Error
	
	

	1.3. 
	
	Delete all fields
	Text is deleted 
	
	

	1.4. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Fund
· Appropriation
· Task

	Text displays as typed
	
	

	1.5. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.6. 
	
	Delete all fields
	Text is deleted 
	
	

	1.7. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Fund
· Appropriation

	Text displays as typed
	
	

	1.8. 
	
	Click “Save Based on Percentage”

	Error message regarding missing accounting information displays 
	
	

	1.9. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.10. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Fund
	Text displays as typed
	
	

	1.11. 
	
	Click “Save Based on Percentage”

	Error message regarding missing accounting information displays 
	
	

	1.12. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.13. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Unit 
· Fund
· Task
	Text displays as typed
	
	

	1.14. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.15. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.16. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Unit 
· Appropriation
· Task
	Text displays as typed
	
	

	1.17. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.18. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.19. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Unit 
· Fund
· Appropriation
	Text displays as typed
	
	

	1.20. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.21. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is 
	
	

	1.22. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Appropriation

	Text displays as typed
	
	

	1.23. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.24. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.25. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Unit 
· Task
	Text displays as typed
	
	

	1.26. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.27. 
	
	Delete all Fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.28. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Task
	Text displays as typed
	
	

	1.29. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.30. 
	
	Delete all fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.31. 
	
	Enter Account Information in the following fields
· Budget fiscal year
· Unit
	Text displays as typed
	
	

	1.32. 
	
	Click “Save Based on Percentage”
	Error message regarding missing accounting information displays 
	
	

	1.33. 
	
	Delete all Fields
Click “Save Based on Percentage”
	Text is deleted 
	
	

	1.34. 
	
	Enter Account Information in the following fields
· Budget Fiscal Year
· Fund
· Appropriation
· Task
· Unit
Scroll to the right and Set Percentage to 50%
	Text displays as typed
	
	

	1.35. 
	
	Enter 2nd line Account Information in the following fields
· Budget Fiscal Year
· Function
Scroll to the right and Set Percentage to 50%
	Text displays as typed
	
	

	1.36. 
	
	Click “Save Based on Percentage”
Click “Rebuild for All Items
	Page is saved successfully without error  
	
	

	1.37. 
	
	Delete all fields

	Text is deleted

	
	

	1.38. 
	
	End of Appendix B
Return to Script above
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