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PTP.3.3.9 Creating Recurring Voucher Contracts
Test Description:
In this script, you will create a recurring voucher contract. 
Expected Results:
After the completion of this script, you will have successfully created a recurring voucher contract. 
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Security Note: This process requires the MDJ_AP_MGR security role.
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	Step
	Action

	1. 
	Begin by navigating to the Contract Entry - Contract page.
Click the Supplier Contracts link.
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	2. 
	Click the Create Contracts and Documents link.

	3. 
	Click the Contract Entry link.
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	Step
	Action

	4. 
	Select the Recurring Voucher list item in the Contract Process Option list.
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	5. 
	Click the Add button.
[image: image6.png]





[image: image7.png]Favortes _ Mai Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

ENewwindow  ? Help [ Personaiize Page B htp

Contract Entry
Contract
) i Comtrars
setn: Swre CoiFGRCEd
" e Ciemn) o
B —
ot Hoprovel Due Date:

“Vendor ID:

Recurring Voucher

12202012

[UsD|Q [CRRNT

pEEELL

Vendor Search

‘Add Comments Actity Log

Contract Adtivities: Document Status
Thresholds & Notifications

Primary Contact Info
Contract Header Agreement
Contract Releases

Maximum Amount: 000
Line ltem Released Amount: 000
Category Released Amount: 000
‘Open item Released Amount: 000
Total Released Amount: 000

usD

Invoice Number: Gross Amount: 0.00 usD
AP Business Unit: Q Freight Amount: 000
Accounting Template: Q Sales Tax Amount: 000
Payment Terms ID: Q VAT Amount: 000
Basis Date Type: e Misc Charge Amount: 000
ellaneous Charges
Retantion





	Step
	Action

	6. 
	Click the Look up Administrator/Buyer (Alt+5) button.
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	Step
	Action

	7. 
	Click the KJONES link.
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	8. 
	Type or select '0000009067' in the Vendor ID field.

	9. 
	Enter the desired information into the Begin Date field. Enter a valid value e.g. "12/20/2012".
NOTE:  Your Vendor ID may be different than what is displayed here.
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	10. 
	Enter the desired information into the Expire Date field. Enter a valid value e.g. "12/20/2013".
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	11. 
	Enter the desired information into the Renewal Date field. Enter a valid value e.g. "12/21/2012".

	12. 
	Use the Maximum Amount field to enter a value that specifies the total amount this contract should not exceed. The total released amount of all lines plus the amount released for open items must not exceed this amount. This value is expressed in the contract header currency. 
Enter the Maximum Amount of "5000".
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	13. 
	Enter the desired release amount information into the Gross Amount field. Enter a valid value e.g. "416.67".

	14. 
	Use the AP Business Unit field to enter the PeopleSoft Payables voucher contract business unit for the vouchers. Only lines with distributions defined on the Voucher Distribution Information page that match this business unit can be released.
Click the Look Up AP Business Unit (Alt+5) button.
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	Step
	Action

	15. 
	Click the MDJUD link.
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	16. 
	Click the Look Up Accounting Template (Alt+5) button.
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	Step
	Action

	17. 
	Click the STANDARD link.
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	18. 
	Click the Look Up Payment Terms ID (Alt+5) button.
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	Step
	Action

	19. 
	Use the Payment Terms ID field to enter or select the payment terms expected for the vouchers corresponding to any purchase orders or vouchers generated from this contract.
Select the NET00 payment terms link.
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	20. 
	Use the Basic Date Type list to select what date is used to calculate the voucher due date and discount due date, if applicable. This is a voucher-related field used in combination with payment terms. 
Select the Basis Date Type list.

	21. 
	Click the Acct Date list item.
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	Step
	Action

	22. 
	Select the appropriate Item ID.
Click the Look up Contract Line Type ID (Alt+5) button.
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	Step
	Action

	23. 
	Click the LEASE_YEARLY link.
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	24. 
	Click the Voucher Distrib button.
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	25. 
	You use the Contract Entry - Voucher Distribution Information for Line 1 page to set up one or more distribution lines for each contract line, based on the AP business unit. When you release a contract line to a voucher, the system copies distribution lines to the voucher line.
Enter "60091" into the PCA field.
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	26. 
	Enter the desired information into the Fund field. Enter a valid value e.g. "0001".

	27. 
	Enter the desired information into the Account field. Enter a valid value e.g. "0891" (not 0841 as displayed).

	28. 
	Enter the desired information into the Program field. Enter a valid value e.g. "B006".

	29. 
	Enter the desired information into the Approp Number field. Enter a valid value e.g. "A0006".

	30. 
	Enter the desired information into the Approp Yr field. Enter a valid value e.g. "AY2013".

	31. 
	Click the OK button.
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	Step
	Action

	32. 
	Enter the desired information into the Minimum Line Amount field. Enter a valid value e.g. "416.67".
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	Step
	Action

	33. 
	Enter the desired information into the Maximum Line Amount field. Enter a valid value e.g. "5000.00".

	34. 
	Click the Release Quantities tab.
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	Step
	Action

	35. 
	Enter the desired information into the Maximum Line Quantity field. Enter a valid value e.g. "12".

	36. 
	Click the Save button.
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	37. 
	Click the Status list.
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	38. 
	Click the Approved list item.
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	39. 
	Click to the Contract Releases link.
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	Step
	Action

	40. 
	Use the Create Releases page to generate a schedule for the series of purchase orders or vouchers, and create the releases of the purchase orders or vouchers.

	41. 
	Click the Interval list and select the Monthly list item.
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	42. 
	Click in the On The field.
If you select the intervals of Weekly or Monthly, use the On The field to indicate the day of the week or month on which the purchase order or voucher should be created.
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	43. 
	Use the Every field to define whether the purchase order or voucher should be created each  year, day, week, or month, or every two, three, four, and so on years, months, weeks, or days.
Click in the Every field.
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	44. 
	Click the Populate button.
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	45. 
	Notice that the Release Template grid displays the release you scheduled.

	46. 
	Click the Stage button to stage qualifying purchase orders or vouchers. A release can be staged for approved contracts only.
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	Step
	Action

	47. 
	Click the OK button.
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	48. 
	Click the Review Staged Releases link.
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	49. 
	The Review Staged Releases grid displays the details of the voucher release you scheduled.

	50. 
	You have successfully created a recurring voucher contract.
End of Procedure.
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