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PTP.3.4.2 Create and submit an employee reimbursement- expense Voucher.
Test Description:
 
In this script, you will create and submit an employee reimbursement- expense Voucher.
 
Expected Results:
 
After the completion of this script, you will have successfully created and submitted an employee reimbursement voucher for approval.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log in as user 'APUSER1' and password 'wftest'.
[image: image1.png]RACLE

Favorites  Mai Menu

Search:

®

b My Favorites
b Manytand Judiciary

b Employee Self-Senvice

b anager Self-Senvice

b Supplier Contracts.

b Customers.

 Products

b Catalog Management

© Promotions

> Customer Contracts

b Order Management

© Pricing Configuration

b Customer Retums

b tems

> Cost Accounting

b Vendors.

> Procurement Contracts
b Purchasing

b Inventory

b eProcurement

> Sevces Procurement

© Sourcing

b Engineering

b Manufacturing Definitions.
> Production Control

b Configuration Modeler

b Product Configurations

© Quality

 Inventory Policy Planning
b Supply Planning

b Grants

b Program Management

b Project Costing

> Proposal Management

> Maintenance Management
> Resource Management
b Real Estate Management
b Stafing

b Travel and Expenses

MuiChannel Console

AddtoFavores | Sign out

Personalize Content | Layout,

]





	Step
	Action

	1. 
	Click the Home link.
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	2. 
	Click the Accounts Payable link.
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	3. 
	Click the Vouchers link.
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	4. 
	Click the Regular Entry link.
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	Step
	Action

	5. 
	You will be selecting your 'vendor record' next. 
  
Click the Look up Vendor ID (Alt+5) button.
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	Step
	Action

	6. 
	Type in  your last name to optionally narrow your search. 
Enter the desired information into the Name 1 field. Enter a valid value e.g. "sitar".

	7. 
	Click the Look Up button.
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	8. 
	Select your 'vendor record'.  Click the 0000009492 link.
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	9. 
	Enter the desired information into the Invoice Number field. Enter a valid value e.g. "expreimb01".
Enter your Invoice Number - per established business procedures.

	10. 
	Click the Choose a date (Alt+5) button.
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	11. 
	Select the current date.

	12. 
	Enter the total reimbursible expense amount in the Gross Invoice Amount field. 
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	13. 
	Click the Add button.
[image: image13.png]Add






[image: image14.png]Favores  Man Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry.

[EGE T Payments ) ( Voucher Afiribules |

Auichannel Cons

& New Window & Personalize Page

Add to Favori

Business Unit: ¥DJUD Invoice No: epreimbot
Voucher ID: NEXT Invoice Date: 021192013 ®
Voucher Style: Regular Voucher Accounting Date: (031012013 B
/0000009492 QR Ty ‘Session Defautts
[215725453-000 Q509 ICTORIADR
Atachmens (©)
000 @ STEVENSVILLE, MD 21666-0000 Atachments (0
Comments(0
*Address: il Q
Advanced Vendor Search
Control Group: @ ~‘PayTerms: INETOD Q- pue Now
Invoice Lines: oo Basis Date Type: hcctDate
Non Merchandise Summary
“currency: s
Miscellaneous: =
Freight: =
Tota 30010
Copy From Source Document
Difference: 000 PO Unit: Q
Calculate PO Number: Q CopyPO.
Copy From: None - G
Invoice Lines
Line: 1 ltem: Q vom: Q
“Distribute by: Amount T Unitprice: Quantity:
Ship To: 89 Q. Line Amour 30010
SpeedChart: Q Description:

Calculate

- Distribution Lines

L Ghart

Exchange Rate | Statistics

sels

Personaize | Fnd |

n out





	Step
	Action

	14. 
	In this expense voucher test, you will enter lodging expenses.  Enter the per night lodging amount in the Unit Price field. 
Type a valid value e.g. "150.05" in the Unit Price field. 

	15. 
	You will enter lodging expenses for 2 nights.  
Type "2" in the Quantity field.

	16. 
	Note:  Line amount value has automatically defaulted from the initial voucher 'add' page. 

	17. 
	Click the Look up Account (Alt+5) button.
[image: image15.png]





[image: image16.png]Look Up Account

Seti SHARE
Account: begins ith +
Descripton: begiswin | |

[ LookUp | Glear || Gancel |gasic Lookun

Search Results
View 100 First [4] 1aor0 [3] Last

Bt Sl Routne Cpertons

_
_





	Step
	Action

	18. 
	Click Account 0404 - Out of State Conference link.
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	19. 
	Click the Look up Batch Agy (Alt+5) button.
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	Step
	Action

	20. 
	Click the C25 link.
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	21. 
	Click the Look up Fund (Alt+5) button.
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	Step
	Action

	22. 
	Click the 0001 link.


[image: image23.png]Favores  Man Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry.

Vendor ID:
ShortName:

Location:

“Address:

Advanced Vendor Search

Invoice Lines:

“Currency:
Miscellaneous:
Freight:

Total:

Difference:

Invoice Li

Line:
“Distribute by:
ship To:
SpeedChart:

Calculate

10000009492 Q
[215725453-000 Q
oo Q
1 Q

30010
usblQ
=
=
300.10
000
Calculate

L
Amount -

83 Q

Q

SITAR, TAMMY

500 VICTORIADR
STEVENSVILLE, MD 21666-0000

“Pay Terms:

NETOD

Basis Date Type: AcctDate
Non Werchandise Summary

Copy From Source Document

Q' Due Now

Auichannel Cons

‘Session Defaults

Add to Favori

Attachments (0)
Comments (0

Preview.

0wl

‘Submit For Approval

PO Unit [
PO Number: [ o
Copy From: None - c
Find | 10f1
tem: Q vom: Q
Unit Price: 15005000 Quantiy:  [20000
Line Amour 30010
Description: (Openworld 2012 - ifton * 2nts

Personaize | Fnd |

B save Q RetumtoSearch | 1] Previous inList | [+ exin ot |

=) Notty | |2 Refresh |

‘Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary

n out





	Step
	Action

	23. 
	Click the Look up Program (Alt+5) button.
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	24. 
	Optionally type in 'b006' (in the Program Code search field), then click the Look Up button.
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	Step
	Action

	25. 
	Click the B006 link.
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	26. 
	Click the Look up Approp Number (Alt+5) button.
[image: image28.png]





[image: image29.png]Look Up Approp Number

Setd: SHARE
Appropriation Number: begins wih + [ |
Descripton: [T —

[ LookUp | Glear || Gancel |gasic Lookun

Search Results

Only the first 300 results can be displayed.
tow 100

ton mper pescrption
ICOURTOFAPPEALS |
|COURT OF SPECIALAPPEALS |

IMARYLAND JUDICIAL CONFERENCE |
\COURT RELATED AGENCIES |
'STATE LAW LIBRARY

ICLERKS OF THE CIRCUT COURT |
EAMILYLANDVSION |
IMAJOR IT DEVELOPMENT PROJECTS |
CLEARINGACCOUNT |
IMP FUND SURCHARGE |
CIGARETTE SPECRETALER |
[ROPERTY TRANSFER TAXREVACCT |
cl

I

|

A0003
A0004
A0005

siiigiiig

Eiii

FORECLOSURE VEDIATION
GENERAL FUND REVENUE

giﬁi

LEARING ACCOUNT
GENERAL FUND REVENUE
VP FUND SUR CHARGE

iﬁ

12

javascript:doUpdateParent(document.wi





	Step
	Action

	27. 
	Click the A0006 link.
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	28. 
	Click the Look up Approp Yr (Alt+5) button.
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	Step
	Action

	29. 
	Click the AY2013 link.
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	30. 
	Click the Look up PCA (Alt+5) button.
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	Step
	Action

	31. 
	Click the 00006 link.
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	32. 
	Click the Save button.
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	33. 
	Click the Submit for Approval button.
Doing so triggers the workflow approval routing process.
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	Step
	Action

	34. 
	Type in additional details about your reimbursible expense voucher in the Approval Comments - Additional Details subpage as shown.

	35. 
	Click the OK button.
[image: image40.png]oK






[image: image41.png]Home | Workist | Muichannel Console | Addto Favortes | Sign out

Favores  Man Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry.

(] Related Content & New Window  [& Personalize Page

Approval History

Business Unit MDJUD Total: 30010
Voucher ID 00000083
Approval Status Pending

Employee Reimbursement

~ BUSINESS_UNIT=MDJUD, VOUCHER_ID=00000083:Pending (> View/Hide Comments
Employee Reimbursement

Pending Reviewer
Bounng_Esther John Doe
O s | i

» Comments




	Step
	Action

	36. 
	View the approval routing information in the 'Approval History' page.  There should be 1 approver and 1 reviewer at this point.
1) Expense Reimbursement Approver - Admin Services team
2) DBF Reviewer
Next, click the Expand Comments arrow icon to view Comments.
Jot down the Voucher ID you just created for use in the following script, PTP.3.4.3
[image: image42.png]




	37. 
	End of Procedure.
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