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PTP.3.5.2 Generating Positive Payment Files (Working Fund and Escrow)
Test Description:
 
In this script, you will create positive payment files.
 
 
Expected Results:
 
After the completion of this script, you will have successfully created positive payment files.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	Click the Home link.

	2. 
	Click the Accounts Payable link.

	3. 
	Click the Payments link.
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	4. 
	Click the Pay Cycle Processing link.
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	5. 
	Click the Payment Selection Criteria link.
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	6. 
	Click the Look up Pay Cycle (Alt+5) button.
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	7. 
	Select the EXPPAY option.

	8. 
	Click the Search button.
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	9. 
	Verify your appropriate Pay dates.

	10. 
	Verify and/or update the Pay Through Date field.
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	11. 
	Verify and/or update the Payment Date field.
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	12. 
	Verify and/or update the Accounting Date field.
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	13. 
	Verify and/or update the Withholding Date field.
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	14. 
	Click the Save button.
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	15. 
	Click the Pay Cycle Manager link.
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	16. 
	Click the Server list.
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	17. 
	Select the PSNT list item.
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	18. 
	Click the Process button.
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	19. 
	The Process Status is now "Running", click the Refresh button to update the page with a current status.
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	20. 
	The Process Status is now Selected.  The number of payments selected for this Pay Cycle is now displayed. 
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	21. 
	Click the Server list, and select the PSNT list item.

	22. 
	Point to the Process button.

	23. 
	The Process Status is now "Running", click the Refresh button to update the page with a current status.
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	24. 
	Click the Approved object.

	25. 
	The Process Status is now Approved.  The payments selected for this Pay Cycle is now ready to prepare the checks for printing. 
Point to the Server Name list.

	26. 
	You can view the payments that have been prepared for printing. 
Click the Details hyperlink to display.

	27. 
	This page details all of the payments that have been processed  via this Pay Cycle process.
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	28. 
	Under the Server Name list, select the PSNT list item.
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	29. 
	Select the Web list item, as your Output type.
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	30. 
	Click the Process button.

	31. 
	Click the Process button.
[image: image22.png]Process.





	32. 
	The Process Status is now Confirmed.  The Pay Cycle is now ready to format the Positve Pay file.

	33. 
	Click the Process button.
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	34. 
	The Process Status is now Formatted.  The Pay Cycle is now ready to produce the Positve Pay file.
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	35. 
	Enter the desired information into the Output Destination field. Enter a valid value e.g. "D:\temp\filetest".

	36. 
	Click the Process button.

	37. 
	The Process Status is now Completed.  Your Positve Pay file is now ready.

	38. 
	From Main Menu - scroll to the  Reporting Tools menu option.

	39. 
	Click the Reporting Console link.
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	40. 
	Click the Expand button, under My Reports folder.

	41. 
	Select the View link to view the file.

	42. 
	Selct the the .TXT file.
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	43. 
	Your browser will open a new window.  Your Positive Pay file is now ready for submission to your bank.  You can save the link directly from your Reporting Console.
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	44. 
	End of Procedure.
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