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PTP.2.6.1  Copy REQ to Create a PO
Test Description:
In this script, you will create a PO from copying an existing Requisition, then Review the PO Document Status.
 
Expected Result(s):
After completing this script, you will have successfully created a PO from copying an existing Requisition as well as view the PO via the PO Document Status Inquiry page(s).
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	Click the Home link.
NOTE: 
Use the Requisition processed in PTP.2.1.2 for executing this script.  
The requisition used in PTP.2.1.2 must have a Budget Status ='V'. 
If it does not have a Budget Status ='V' or does not show up as a valid requisition to copy onto your new PO, complete script PTP.2.1.2 to create a new budget checked requisition prior to performing this script.
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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. 
	Click the Add button.
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	Step
	Action

	6. 
	Click the Look Up Vendor ID (Alt+5) button.
[image: image9.png]





[image: image10.png]Look Up Vendor ID

SetiD:
Vendor ID:

‘Short Vendor Nams

LookUp

Search Res!
View 100

SHARE

begins with ~

Cancel

ults

begins with v

|Basic Lookup

First [ 10010 [3] Last

Vendor 1D

Short Vendor liame

Vendor lame 1

Vendor lame 2

our
Customer
Mumber

od
Vendor
D

BO0066666%

CROBERTS-001

Charles D. Roverts

(blank)

(blank)

(lan

10000000007

'SUZAN REED-001

‘Suzzanne Reed

(blank)

(blank)

(blank)

00000123

ABCTESTCO-001

'ABC TEST COMPANY

(blank)

(blank)

(blank)

526000095

HOWARDCTY-001

HOWARD COUNTY. MARYLAND

(blank)

(blank)

(blank)

526000065

BARLIBRARY-001

'BAR LIBRARY FOUNDATION HOWARD COUNTY,

'DIRECTOR OF FINANCE

(blank)

(blank)

5260000659

HCDIRFINAC-001

HOWARD COUNTY DIRECTOR OF FINANCE

(blank)

(blank)

(blank)

526002033

HWRDCNTYDC-001

OWARD COUNTY DISTRICT COURT

KELLY PARKS PETTY CASH CUSTODIA

(blank)

(blank)

5260020330

MDARCHIVES-001

D STATE ARCHIVES

(blank)

(blank)

(blank)

'SUBRECIP1

'SUBRECIP1-001

‘Subrecipient Vendor 1

(blank)

(blank)

(blank)

USBNKDUMMY

PROCARD-001

US BANK DUMY (TEST)

(blank)

(blank)

(blank)

javascript:doUpdateParent(documentwi





	Step
	Action

	7. 
	Click the ABCTESTCO-001 link.
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	8. 
	Click the Copy From list.
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	9. 
	Click the Requisition list item.
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	Step
	Action

	10. 
	Click the Requisition ID button.
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	Step
	Action

	11. 
	Click the 'RFQ_TEST' requisition ID link (not the one displayed).
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	12. 
	Click the Search button.
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	13. 
	Click the Select option.
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	14. 
	Click the Copy To PO button.
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	15. 
	The requisition should have  successfully copied onto your PO.  
Click the Save button. 
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	16. 
	End of Procedure.
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