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PTP.3.2.2 Entering Regular Vouchers - Non PO
Test Description:
 
In this script, you wil enter a regular direct voucher.
 
 
Expected Results:
 
After the completion of this script, you will have successfully entered a regular direct voucher.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	Click the 'Home' link.
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	Step
	Action

	2. 
	Click the Accounts Payable link.

	3. 
	Click the Vouchers 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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	6. 
	Type 'AOC12345' in the Voucher ID field.
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	7. 
	Click the Look up Vendor ID (Alt+5) button.
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	8. 
	Enter the desired information into the Short Vendor Name field. Enter a valid value e.g. "staples".

	9. 
	Click the Look Up button.
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	10. 
	Click the 0000010429 link.
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	11. 
	Type 'INV-123' in the Invoice Number field.
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	12. 
	Click the Choose a date (Alt+5) button.
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	13. 
	Click today's date.
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	14. 
	Click the Add button.
[image: image14.png]Add





	15. 
	Enter the Total Amount of your invoice. 

	16. 
	Type in or select 
'204-53COMP01' in the Item field.
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	17. 
	Type in or select 'EA' in the Unit Of Measure field. 


	18. 
	Type 175 in the Unit Price field.
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	19. 
	Type 2 in the Quantity field.
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	20. 
	Type 350 in the Line Amount field.
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	21. 
	Type 0301 in the Account field. 

	22. 
	Type C25 in the Batch Agy field. 

	23. 
	Type '0001' in the Fund field. 

	24. 
	Type 'B006' in the Program field. 

	25. 
	Type 'A0006' in the Approp Number field. 

	26. 
	Type '60183' in the PCA field. 

	27. 
	Click the Save button.

	28. 
	Your voucher has been successfully saved, and your Voucher ID now noted on your voucher header.
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	29. 
	Click the Action list.
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	30. 
	Select the Match, Doc Tol, Bdgt list item to finalize processing.

	31. 
	Click the Run button to begin processing your voucher.
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	32. 
	Once the process has completed, the Approval is status Approved.
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	33. 
	Once the process has completed, the Budget Status is status Valid.
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	34. 
	End of Procedure.
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