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PTP.3.4.5  Approve the reimbursement voucher (resubmitted)
Test Description:
 
In this script, you will approve a reimbursement voucher that was resubmitted by an employee.
 
Expected Results:
 
After the completion of this script, you will have successfully approved a reimbursement voucher.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log in as 'APPR001' and password 'wftest'.
NOTE:  Admin Services Team members will be assigned this role.
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	Step
	Action

	1. 
	Click the Worklist link.
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	2. 
	Under the column 'Link', select the voucher that was re-submitted in PTP.3.4.4 for re-approval. 
NOTE:  You will also receive an email notification with a link to the approval page for this voucher.  See the next screen for an example (for information purposes only)
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	3. 
	After the implementation of GEARS, you will receive an email notification for documents in 'pending approval status.  
Note:  This email notification merely serves to provide a sample screenshot and is not part of the test.  
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	Step
	Action

	4. 
	Clicking the hyperlink from your worklist item navigates you into the voucher approval page.  
Click the Attachments (1) link.
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	Step
	Action

	5. 
	Click the file link.
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	6. 
	Your attachment (soft copy of your hotel receipt, in this case) will open up in a separate window, depending on the type of document.  In this case, the attachment is a MS Word document.  
(depending on individual desktop configuration, you may be prompted to make a selection to 'open' the document)
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	Step
	Action

	7. 
	Click on the Explorer icon on your desktop to get back into PeopleSoft.
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	Step
	Action

	8. 
	Click the OK button to exit the attachment subpage.
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	Step
	Action

	9. 
	Click the Approve button.
[image: image13.png]Approve






[image: image14.png]Home | Workist | Muichannel Console | Addto Favortes | Sign out

Favortes  Main Menu > Workist > Workist
& New Window (& Personalize Page B http

LTI Line informa Gharge informt
Business Unit: ¥DJUD Invoice Number: test,aae

Voucher: 00000080 Vendor: v

Invoice Date: 021182013 : 0000000002
Voucher Details
Transaction Currency: usp Terms: Due Now
Total: 10000 Approval Status: Aoproved
Misc Amt: 000
Freight: 000 Added By: estherbounng
Sales Tax: 000 Bounng, Esther
Use Tax: 000 Atachments (0
Entered VAT: 000

Fersonaize | Find |

Remit  Remit o Scheduledto  Gross Payment  Payment
SetiD Vendor [Femitting Address Pay. Amount Currency [Hame 1

SHARE 0000000002 Remifing Address 0310172013 100.00USD VERIZON WIRELESS

P — v

Local Courts
© BUSINESS_UNIT=MDJUD, VOUCHER_ID=00000080:Approved (> View/Hide Comments|

[ somi [ pee [ bew [ rushoas | [ AddGomments | [ ol

&4 Return to Search

Approval | Line Information | Charge Information

T —





	Step
	Action

	10. 
	Your voucher has now been approved by Admin Services.  
Though not the actual screenshot, this is how your voucher approval page will appear.

	11. 
	End of Procedure.
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