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PTP.3.4.4 Correct the  reimbursement voucher and re-submit
Test Description:
 
In this test script, you will correct the reimbursement voucher that was previously denied and re-submit for approval.
Expected Results:
 
After the completion of this script, you will have successfully completed the correction of a reimbursement voucher and re-submission for approval
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log in as 'APUSER1' and password 'wftest'
	Step
	Action

	1. 
	After the implementation of GEARS, you will receive an email notification when your expense voucher has been 'denied' by an Admin Services team member.  (this is a sample screenshot and not part of this test)
The body of the email will contain information as displayed.
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	Step
	Action

	2. 
	Navigate into your expense voucher to review the details of your voucher and update as necessary. 
Click the Home link.
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	3. 
	Click the Accounts Payable 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. 
	Click the Find an Existing Value tab.
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	Step
	Action

	7. 
	Type in the value 'expreimb01'  into the Invoice Number search field. 
  You can type in any of the available search field value(s) to search for your invoice.
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	Step
	Action

	8. 
	Click the Search button.
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	Step
	Action

	9. 
	Click the Approval History link to view approver's comments.
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	Step
	Action

	10. 
	Click the Expand button to view related comments (side arrow).
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	11. 
	Note the reviewer's comments.
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	Step
	Action

	12. 
	Click the Invoice Information tab.
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	Step
	Action

	13. 
	You will now upload the hotel receipt.
Click the Attachments (0) link.
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	Step
	Action

	14. 
	Click the 'Add Attachment' button.
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	Step
	Action

	15. 
	For test purposes, select a sample attachment file (as directed by your UAT test lead), then click the Open button.
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	or Press [Alt+O].
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	Step
	Action

	16. 
	Click the Upload button.
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	17. 
	Enter the desired information into the Description field.  For example, enter a valid value e.g. "Hilton Hotel Receipt 9/2013".

	18. 
	Click the OK button.
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	19. 
	Click the Save button.
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	20. 
	After viewing your hotel receipt, you notice the unit price is incorrect.  Update the unit price of the nightly hotel rate and total price.  
Enter a valid value e.g. "150" into the Unit Price field.

	21. 
	Update theLine Amount field. Enter a valid value e.g. "300".

	22. 
	Enter the desired information into the Total field. Enter a valid value e.g. "300".

	23. 
	Click the Save button.
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	24. 
	Click the Submit For Approval button.
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	Step
	Action

	25. 
	Type in additional information pertaining to the updates made to your expense voucher (e.g. new attachment, rate information, etc.).

	26. 
	Click the OK button.
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	Step
	Action

	27. 
	View the approval routing information. 

	28. 
	End of Procedure.
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