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PTP.2.6.5 Creating Express PO against a Blanket Contract
Test Description:
In this script, you will create a new PO for an item covered under a contract.
 
Expected Result(s):
After completing this script, you will have successfully created a new PO for an item on a contract.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log into the system as a user who has Purchasing responsibilities.
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	Step
	Action

	1. 
	Click the Purchasing link.
[image: image2.png]> Purchasing





	2. 
	Click the Purchase Orders link.
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	3. 
	Click the Add/Update Express POs link.
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	Step
	Action

	4. 
	Click the Add button.
[image: image6.png]





[image: image7.png]Fevories  Main Menu » Purchasng » Purchase Orders . Ade|Update Express POs

[ F—— Y,

Express Purchase Order
Purchase Order

A

o o

- -

roome [ —" . oo o s
“Vendor: Q" vendor Detaits

*Vendor ID: Q

*Buyer: Q

e —

e peEE—

ey

20 Acivities ‘Aca ShipTo Comments

an Colizpsz
Visw Printable Vession view. o Goto:

=




	Step
	Action

	5. 
	Click the Copy From list and select the Contract list item.
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	Step
	Action

	6. 
	Click the Contract ID button.
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	Step
	Action

	7. 
	Select the contract you wish to use as the basis for the new PO from the list of available Contracts.
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	8. 
	Clicking on the Search button will cause the system to display all the items that are covered under the contract.
Click the Search button.
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	9. 
	Once the system displays all the elegible items that are on the contract, you use the check box to select items to include on the new PO.
Click the Select option.
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	10. 
	Click the OK button.
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	Step
	Action

	11. 
	If a Buyer is not defined by the contract, you will get this message.  If you do not get this message, it means that the contract specifies the Buyer who will be associated with the PO.
Click the OK button.
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	12. 
	Since the Buyer was not assigned by the Contract, on this particular Contract, you have to assign the Buyer here.
Click the Look Up Buyer (Alt+5) button.
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	Step
	Action

	13. 
	Select a Buyer from the list.
Click the KJONES link.
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	14. 
	You can adjust the PO Quantity and make other changes like you would on any PO.  Once you have made all of the necessary adjustments, then you are ready to save the PO.
Click the Save button.
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	Step
	Action

	15. 
	The system will assign a PO number to the new PO and it will be ready to enter the PO approval process just like any other PO.

	16. 
	End of Procedure.
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