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PTP.2.6.12 Cancel a PO that was invoiced.  Close the invoice, then return the money back to the PO.
Test Description:
In this script, you will 
1) Close an invoice that is tied to a PO, opting to return the money back to the PO/encumbrance balance
2) and then cancel the related PO.
 
Expected Result(s):
After completing this script, you will have successfully closed an invoice as well as its related PO.
 
 
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log in as a user having the role:           MDJ_AP_SR_ANALYST
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	Step
	Action

	1. 
	Click the Home link.

	2. 
	Click the Accounts Payable link.
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	3. 
	Click the Vouchers link.
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	4. 
	Click the Add/Update link.
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	5. 
	Click the Regular Entry link.
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	Step
	Action

	6. 
	Enter the desired information into the Invoice Number field. Enter a valid value e.g. "ptp".

	7. 
	Click the Search button.
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	8. 
	Click the PTP.2.6.12 link.
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	Step
	Action

	9. 
	Review the Summary page of your invoice.
Click the Invoice Information tab.
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	10. 
	Verify your Voucher ID and Invoice No.
NOTE:  Jot down the PO Number associated with your voucher.  In this case, it is PO = 0000000104 (however, may be different from     what is displayed on your screen)

	11. 
	Your PO Number ='PTP.2.6.12' 
NOTE:  Your PO Number may be different than the one displayed on your screen.  You will use the PO Number displayed on your PeopleSoft screen.

	12. 
	Click the Sign Out link to sign out as the current user.
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	13. 
	Log in as a user having a role of MDJ_AP_MGR
Click the 'Home' link.

	14. 
	Click the Accounts Payable link.
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	15. 
	Click the Vouchers link.
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	16. 
	Click the Close Voucher link.
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	Step
	Action

	17. 
	Enter the desired information into the Invoice Number field. Enter a valid value e.g. "ptp".

	18. 
	Click the Search button.
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	19. 
	Click the PT2.6.12 link.
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	Step
	Action

	20. 
	Click the Mark Voucher for Closure checkbox.
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	Step
	Action

	21. 
	The message indicates you are about to close your PO Voucher and that the encumbrance (i.e., the money will be placed back on the PO) will be restored.
 
Click the Yes button.
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	Step
	Action

	22. 
	Click the the 'Restore Encumbrance' checkbox to confirm.
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	Step
	Action

	23. 
	Click the OK button.
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	Step
	Action

	24. 
	Click the Save button.
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	25. 
	Click the Home link.
[image: image28.png]





[image: image29.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

	26. 
	Move the scrollbar downward.

	27. 
	Click the Accounts Payable link.
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	Step
	Action

	28. 
	Click the Batch Processes link.
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	29. 
	Click the Vouchers link.
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	30. 
	Click the Voucher Posting link.
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	Step
	Action

	31. 
	Click the Add a New Value tab.
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	Step
	Action

	32. 
	Enter the desired information into the Run Control ID field. Enter a valid value e.g. "vchrpost".

	33. 
	Click the Add button.
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	34. 
	Enter the following values:
Request ID = 1
Description = 1
Process Frequency = 'Always Process'
Post Voucher Option = 'Post Voucher'
Prepayment Application Method = 'Invoicing Vendor'
Business Unit = 'MDJUD'
Voucher ID = 'your Voucher ID'  (the voucher ID you see on this screen may differ from your Voucher ID)
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	Step
	Action

	35. 
	Click the Look Up Voucher ID button.
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	Step
	Action

	36. 
	Select your voucher ID (e.g., Invoice Number = PTP.2.6.12).
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	37. 
	Click the Run button.
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	38. 
	Click the OK button.
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	39. 
	Click the Process Monitor link.
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	Step
	Action

	40. 
	Run Status starts out as 'Queued'.    Click on the 'Refresh' button to obtain the latest Run Status.
Run Status will eventually change status from Queued, Processing, then to 'Success'.   See the next screen for the desired result.
 
Click the Refresh button.
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	41. 
	Voucher Posting has run successfully and the 'voucher close' action has posted.

	42. 
	Sign out as the current user by clicking the 'Sign out' link.
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	Step
	Action

	43. 
	Log back in as a user having the role of MDJ_PROCUREMENT_MGR
Click the 'Home' link.
Next, we will cancel the PO associated with this voucher.
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	44. 
	Click the Purchasing link.
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	45. 
	Click the Receipts link.
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	46. 
	Click the Add/Update Receipts link.
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	Step
	Action

	47. 
	Click the Find an Existing Value link.
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	Step
	Action

	48. 
	Enter the desired information into the PO Number field. Enter a valid value e.g. "PTP".

	49. 
	Click the Search button.
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	50. 
	Click the PTP.2.6.12 link.
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	51. 
	Click the Cancel Receipt button.
NOTE:  Your Receipt ID is 'PTP.2.6.12' (not what is displayed here).
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	52. 
	Click the Yes button.

	53. 
	Your Receipt is now 'Canceled'.  
NOTE  The receipt associated with the PO must first be canceled in order for the PO to be canceled.

	54. 
	Click the Return to Search button.
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	55. 
	Next, you will navigate into the Buyers Workbench to Cancel your PO.
Click the Purchasing button.
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	56. 
	Click the Purchase Orders menu.
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	57. 
	Click the Buyer's Workbench menu.
[image: image63.png]Buyer's Workbench





	58. 
	Click the Add a New Value tab.
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	59. 
	Enter the desired information into the WorkBench ID field. Enter a valid value e.g. "ptp".

	60. 
	Click the Add button.
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	Step
	Action

	61. 
	Click the Look up Purchase Order (Alt+5) button.
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	Step
	Action

	62. 
	Scroll down on the list of available POs. Click PO ID 'PTP.2.6.12' (not what is displayed here).


	63. 
	Scroll down to the bottom of the Buyer's Workbench.

	64. 
	Click the Search button.
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	Step
	Action

	65. 
	Enter the desired information into the Description field. Enter a valid value e.g. "PTP.2.6.12".

	66. 
	Click the checkbox for PO ID 'PTP.2.6.12'.
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	Step
	Action

	67. 
	Click the Cancel button.
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	Step
	Action

	68. 
	Click the 'Update Budget Date Equal to Accounting Date' checkbox.
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	69. 
	Click the 'Yes' button.
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	Step
	Action

	70. 
	Click the Yes button.
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	71. 
	Click the Budget Check button.
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	72. 
	Click the Yes button.
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	Step
	Action

	73. 
	Click the Yes button.
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	Step
	Action

	74. 
	Note the PO Status = 'Pending Cancel'.
You must now run the PO Dispatch Process to update from 'Pending Cancel' to 'Cancel' status.

	75. 
	Click the Set filter options link.
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	Step
	Action

	76. 
	Click the Purchase Orders button.
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	77. 
	Click the Dispatch POs menu.
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	Step
	Action

	78. 
	Click the Add a New Value tab.
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	Step
	Action

	79. 
	Enter the desired information into the Run Control ID field. Enter a valid value e.g. "dispatch".

	80. 
	Click the Add button.
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	Step
	Action

	81. 
	Enter the desired information into the To field. Enter a valid value e.g. "mdjud".

	82. 
	Click the Look up PO ID (Alt+5) button.
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	Step
	Action

	83. 
	Scroll down and select your PO ID, 'PTP.2.6.12'
Note:  PO Status = 'Pend Cncl' (pending cancellation)

	84. 
	Click the 'Run' button to run the PO Dispatch process.
NOTE:  PO Status of 'Pending Cancel' changes to 'Cancel' when the PO Dispatch process has been run successfully.
Click the Run button.
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	85. 
	Select the PO Dispatch/Print checkbox.
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	86. 
	Click the OK button.
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	87. 
	Click the Process Monitor link.
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	Step
	Action

	88. 
	Click the Refresh button periodically until your Run Status is a 'Success' as shown.
Click the Refresh button and then scroll down.
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	89. 
	Click the 'Go back to Dispatch Purchase Orders' hyperlink.
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	Step
	Action

	90. 
	The PO Status for your PO should be Canceled.

	91. 
	End of Procedure.
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