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PTP.2.6.3  Enter PO and PO Doc Status Inquiry
Test Description:
In this script, you will enter and process a new PO.  You will then view the Doc Status Inquiry for your new PO.
 
Expected Result(s):
After completing this script, you will have successfully entered and processed a new PO.  You will have also navigated into the Doc Status Inquiry to view the PO.
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 Add/Update POs link.
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	Step
	Action

	5. 
	Allow the PO ID to be auto-numbered ('NEXT').
Click the Add button.
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	Step
	Action

	6. 
	Click the Vendor button.
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	Step
	Action

	7. 
	Click the ABCTESTCO-001 link.
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	8. 
	Click the Look Up Buyer (Alt+5) button.
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	Step
	Action

	9. 
	Click the KJONES link.
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	10. 
	Type in 'PTP.2.6.3' in the PO Reference field.

	11. 
	Click on the Item field and click the Look Up (Alt+5) icon.
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	Step
	Action

	12. 
	Click the SUP-555 link.
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	13. 
	Enter the desired information into the PO Qty field. Enter a valid value e.g. "1".

	14. 
	Type in '10' in the Price field.
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	15. 
	Click the Schedule button.
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	Step
	Action

	16. 
	Click the Distributions/ChartFields button.
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	17. 
	Enter the desired information into the Batch Agy field. Enter a valid value e.g. "c25".

	18. 
	Enter the desired information into the PCA field. Enter a valid value e.g. "60091".

	19. 
	Enter the desired information into the Fund field. Enter a valid value e.g. "0001".

	20. 
	Enter the desired information into the Program field. Enter a valid value e.g. "b006".

	21. 
	Enter the desired information into the Approp Number field. Enter a valid value e.g. "a0006".

	22. 
	Enter the desired information into the Approp Yr field. Enter a valid value e.g. "ay2013".

	23. 
	Click the OK button.
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	24. 
	Click the Return to Main Page link.
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	25. 
	Click the Save button.
After a successful Save, the PO ID will change from 'NEXT' to a PeopleSoft autonumbered PO ID.
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	Step
	Action

	26. 
	Note: the PO ID has been auto numbered = '00000021'. 
Note:  Your PO_ID will be different from what is shown on this page.

	27. 
	Click the Budget Check button to check for funds availability
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	28. 
	Verify that the Budget Status is now set to 'Valid'.

	29. 
	Next, click the Dispatch button.
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	Step
	Action

	30. 
	View your Dispatch Options (and update your options as shown if not already the same) and Click the OK button to kick off the Dispatch process.
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	Step
	Action

	31. 
	Click the Yes button to wait for the PO Dispatch process to complete.
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	Step
	Action

	32. 
	Once the Dispatch process is complete, verify the PO Status is set to 'Dispatched'. Take note of the PO ID you just created (PO ID = '0000000021').  
END of PO processing.  Next, we will navigate back to the HOME page. 

	33. 
	Click the Home link.
At this point, you will be navigating into the PO Doc Status Inquiry screen(s) to view the PO you just created and processed.
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	34. 
	Click the Purchasing link.
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	35. 
	Click the Purchase Orders link.
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	36. 
	Click the Review PO Information link.
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	37. 
	Click the Document Status link.
[image: image37.png]Document Status






[image: image38.png]Favorites  Main Menu > Purchasing > Purchase Orders > Review PO Jnformation > Document Status
ENewWindow 2 Help B htp

Purchase Order Document Status

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

- - WDJUD. Q
l
begins with + Q

Purchase Order Reference: begins with +

case Sensitive

- searen |- Clear.Jpasic searen (@ Save Searn crteria




	Step
	Action

	38. 
	Click the PO Number field drop down.
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	39. 
	Click the contains list item.
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	40. 
	NOTE:  The 'Contains' operand is useful for cases where only one or more values on a PO ID are known.  This helps to streamline the search.
NOTE:  The other operands can be equally useful - depending on the situation.
Enter the desired information into the PO Number field. Enter the last 2 digits of your PO_ID value.

	41. 
	Click the Search button.
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	42. 
	Click the 0000000021 link.
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	Step
	Action

	43. 
	From the Document Status page, click your PO_ID link to navigate into the PO Inquiry page.
Note:  Doing so should open up a new tab/page in your Internet Explorer.  This should allow you to toggle back and forth between the Document Status and the PO Inquiry pages.
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	Step
	Action

	44. 
	On the Purchase Order Inquiry screen, you can review your Purchase Order transaction detail as well as the PO status.
After you have reviewed your PO, click the Document Status tab to go back to the initial page from where you started.
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	Step
	Action

	45. 
	When one or more associated documents exist for your PO, then the documents are displayed in the 'Associated Document' group box (highlighted).  Associated Documents for POs:
e.g., Requisition, Voucher, Contract, RFQ, etc.
In this particular example, contract ID 0000000000000000000000001 is associated with PO ID 0000000021.  Click on the link of any of the associated documents to view additional related details.

	46. 
	Purchase Order Inquiry Page.
End of Procedure.
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