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PTP.2.9.1 Submitting Contract Agreements for Approval
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Test Procedure
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	Step
	Action

	1. 
	Click the Main Menu button.
[image: image2.png]Main Menu





	2. 
	Click the Procurement Contracts menu.
[image: image3.png]3 Procurement Contracts.





	3. 
	Click the Add/Update Contracts menu.
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	4. 
	Click the Add button.
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	5. 
	Click the Vendor button.
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	6. 
	Enter the desired information into the Vendor ID field. Enter a valid value e.g. "0000000005".

	7. 
	Click the Look Up button.
[image: image7.png]Look Up





	8. 
	Click the PRICE WATERHOUSE COOPERS LLP (PWC) link.
[image: image8.png]PRICE WATERHOUSE COOPERS LLP (PWC)





	9. 
	Enter the desired information into the Expire Date field. Enter a valid value e.g. "5/30/13".

	10. 
	Enter the desired information into the Renewal Date field. Enter a valid value e.g. "5/30/13".

	11. 
	Enter the desired information into the Maximum Amount field. Enter a valid value e.g. "25000".

	12. 
	Scroll the scrollbar with the mouse wheel.

	13. 
	Click the Look up Contract Line Type ID (Alt+5) button.
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	14. 
	Click the CONSULTING SERVICES link.
[image: image10.png]CONSULTING SERVICES





	15. 
	Enter the desired information into the Merchandise Amt field. Enter a valid value e.g. "12500".

	16. 
	Click the Save button.
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	17. 
	Click the Add a Document button.
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	18. 
	Enter Consulting Services Contract in the Description field.
[image: image13.png]Consulting Services Contrac{





	19. 
	Click the Import Document button.
[image: image14.png]Import Document





	20. 
	Enter the desired information into the Version field. Enter a valid value e.g. "1".

	21. 
	Click the Status list.
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	22. 
	Click the Draft list item.
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	23. 
	Enter the desired information into the Status Date field. Enter a valid value e.g. "t".

	24. 
	Click the Upload button.
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	25. 
	Press the left mouse button on the Browse... button.

	26. 
	Select your document.
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	Step
	Action

	27. 
	Click the Open button.
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	or Press [Alt+O].


[image: image21.png]" Upload Contract Document

Export xlsx

3
w»

605 PM
4172013

=i




	Step
	Action

	28. 
	Click the Upload button.
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	29. 
	Click the Done with Import button.
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	30. 
	Click the Yes button.
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	31. 
	Click the Route Internally button.
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	32. 
	Click the Look up User (Alt+5) button.
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	33. 
	Select the User ID of the point of contact to which the approval should be routed. 

	34. 
	Click the Collaborator option.
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	35. 
	Click the Can Edit During Collaboration option.
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	36. 
	Enter the desired information into the Collaboration Instructions field. Enter a valid value e.g. "Enter comments for approval if needed.".

	37. 
	Click the Route Internally button.
[image: image29.png]Route Internally





	38. 
	Click the Sign out link. For testing purposes, we will need to sign into the User ID to which the approval was routed for approval. 
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	39. 
	Enter the User ID and Password to which the approval was routed. 

	40. 
	Click the Sign In button.
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	41. 
	Click the Worklist link.
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	42. 
	Click the Set ID: "SHARE" PO Contract ID: "0000000000000000000000047" VERSI link.

	43. 
	Enter the desired information into the Add Collaboration Comments field. Enter a valid value e.g. "Reviewed and approved. ".

	44. 
	Click the Mark as Reviewed button.
[image: image33.png]Mark as Reviewed





	45. 
	Click the Save button.
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	46. 
	Click the Finalize Collaboration button.
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	47. 
	Click the 0000000000000000000000047 link.
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	48. 
	Click the Status list.
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	49. 
	Click the Approved list item.
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	50. 
	Click the OK button.
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	51. 
	Scroll the Active object with the mouse wheel.

	52. 
	Click the Save button.
[image: image40.png]




	53. 
	Click the OK button.
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	54. 
	End of Procedure.


	Page 6
	Last changed on: 4/10/2013 12:41:00 PM


	Last changed on: 4/10/2013 12:41:00 PM
	Page 6



[image: image42.png][image: image43.png]