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PTP.2.6.7 Reopening Purchase Orders / Modify Distrib Line
Test Description:
 
In this script, you will be reopening a Purchase Order that was previously in 'Closed' status, then modify the distribution line data.
 
Expected Results:
 
After the completion of the script, you will have successfully reopened a Purchase Order and have modified the distribution line on the PO document.
 
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	Click the HOME link.
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	2. 
	Click the Purchasing link.
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	3. 
	Click the Purchase Orders link.
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	4. 
	Click the Reconcile POs link.
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	5. 
	Click the Reopen POs link.
[image: image6.png]Reopen POs






[image: image7.png]i
Favgrites Main Menu > Purchasing > Purchasg Orders > Recongle POs > Reopen POs

ENewWindow DHelp [ http
Reopen Closed Purchase Orders

Enter any information you have and click Search. Leave fields blank for a list of all values.

[“Find an Existing Value [ EXTELUACTTIN

aimum number ot owe o et (up o 200y 308
Run Control 0 ozgne i
I™ case Sensitive

[E-Seareh [ Clear pasic searen

‘Save Search Criteria

Find an Exsting Value | Add 2 New Vaiue




	Step
	Action

	6. 
	A Run Control ID is an identifier that, when paired with your user ID, uniquely identifies the process that you are running. The run control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.
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	Step
	Action

	7. 
	You can run this process by searching for an existing run control ID or you can add a new value. Creating a run control ID that is relevant to the process may help you remember it for future use.
Click the Add a New Value tab.
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	Step
	Action

	8. 
	Enter the desired information into the Run Control ID field. Enter a valid value e.g. "REOPEN_PO".

	9. 
	Click the Add button.
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	Step
	Action

	10. 
	Use the Reopen POs page to initiate the Purchase Order Reopen process. This process undoes changes made by the PO Reconcile and Close process.
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	Step
	Action

	11. 
	Click the Reopen Request list.
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	12. 
	Select the Specific Document list item.
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	13. 
	Click the Look up Business Unit (Alt+5) button.
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	Step
	Action

	14. 
	Select the Administrative Office of Court link.
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	15. 
	Click the Look up Purchase Order (Alt+5) button.
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	Step
	Action

	16. 
	Select PO Number = 'CLOSED_PO' from the list (not the PO as shown).
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	17. 
	Click the 'Open with Specified Accounting Date' radio button.

	18. 
	Select today's date.

	19. 
	Click the Save button.

	20. 
	Click the Run button.
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	21. 
	Select the PSNT list item within the Server Name field.
You must select a server name to identify the server on which the process will run. If you use the same run control ID for subsequent processes, the server name that you last used will be the default in this field.
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	22. 
	Click the OK button.
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	Step
	Action

	23. 
	Notice that the Process Instance number appears. This number helps you identify the process you have run when you check the status.

	24. 
	Click the Process Monitor link.
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	Step
	Action

	25. 
	Click the Refresh button periodically to check on the 'Run Status' of your process (in this case, Process Instance 14613).
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	26. 
	The Run Status is now Success.
You have successfully run the Purchase Order Reopen process to reverse the effects of the PO Reconciliation process on the most recently processed groups of POs.

	27. 
	Click the Home link.
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	28. 
	Click the Purchasing link.
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	29. 
	Click the Add/Update POs link.
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	Step
	Action

	30. 
	Click the Find an Existing Value tab.
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	Step
	Action

	31. 
	Type 'CLOSED_PO' in the PO ID field.

	32. 
	Click the Search button.
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	33. 
	Click PO_ID = 'CLOSED_PO' (not the PO ID shown).
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	34. 
	Click the Schedule button.
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	35. 
	Click the Distributions/ChartFields button.
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	36. 
	We will now modify the distribution line on this PO.
Replace the current PCA value with "60091".

	37. 
	Replace the current Account value with "0891".

	38. 
	Click the OK button.
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	39. 
	Click the Return to Main Page link.
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	40. 
	Click the Budget Check button.
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	Step
	Action

	41. 
	End of Procedure.
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