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PTP.2.6.6 PCard Stmt Review Trans and Approve
Test Description
In this script, you will use the Procurement Card Transactions page to review and manually approve procurement card transactions loaded by the Load Statement process.  You can view all of the procurement card transactions that you have been granted authority to access on the Cardholder Profile - Card Data: Assign Proxies page.
 
Expected Result
Approve a procurement card transaction loaded by the Load Statement process. You can view all of the procurement card transactions that you have been granted authority to access on the Cardholder Profile - Card Data: Assign Proxies page.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
In this test, you will reconcile the statement received from the bank against the purchases that were made with a P Card.
The Logon to be used for this test will be provided at test time.
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	Step
	Action

	1. 
	Begin by navigating to the Procurement Card Transactions page.
Click on the Purchasing link.

	2. 
	Click on the Procurement Cards link.

	3. 
	Click on the Reconcile link.

	4. 
	Click the Reconcile Statement link.
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	Step
	Action

	5. 
	Click the Search button.
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	Step
	Action

	6. 
	Click the Distribution button to  see the chartfield values for a line and to make any changes that might be necessary.
Click the Distribution button.
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	7. 
	Use the Account Distribution page to  see the chartfields that will be charged.  You can over-ride the chartfields at this point.  We are not going to change any chartfield values in this test but it is important for the tester to see where it could be done.
 
Click the OK button.
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	Step
	Action

	8. 
	Click the Statuses tab.
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	9. 
	Click the OK button.
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	Step
	Action

	10. 
	Once you have reviewed the transaction details, you are ready to update the status.
Select Approved in the Status list. 
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	11. 
	Click the Save button.
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	12. 
	You have successfully reconciled a procurement card transaction.
End of Procedure.
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