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PTP.3.2.8 Creating Voucher Control Groups, Selecting Vouchers for a Control Group, Reviewing updates on Report APY 1011 (Control Group Register), and Post
Test Description:
 
In this script, you will:
 
1. create a voucher control group, 
2. select vouchers for your control group, 
3. review your updates by running the Control Group Register Report (APY 1011), 
4. then Post your voucher control group.
 
Expected Results
 
After the completion of this script, you will have successfully: 
5. created a voucher control group, 
6. selected vouchers for your control group, 
7. reviewed your updates by running the Control Group Register Report (APY 1011), 
8. then Posted your voucher control group.
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
Log in as a user having a role of MDJ_AP_SUPVSR
(USER010)
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	Step
	Action

	1. 
	Click the Home link.

	2. 
	Click the Accounts Payable link.
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	3. 
	Click the Control Groups link.
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	4. 
	Click the Group Information link.
[image: image4.png]Group Information





	5. 
	Click the Add a New Value tab.
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	6. 
	Type 'P328' in the Control Group ID field.
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	7. 
	Click the 'Add' button.
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	8. 
	Enter the desired information into the Nbr of Vouchers field. Enter a valid value e.g. "3".
NOTE: After the implementation of GEARS, the number of vouchers per Control Group will be much greater than the number chosen in this script.

	9. 
	Click the Document Prefix Type list.
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	10. 
	Select 'Vendor Pay' from the list.
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	11. 
	Click the lookup icon for the Assigned to: field.
[image: image10.png]




	12. 
	Click the USER001 link.
   
The 'assignee' is the AP Analyst who will add the vouchers to the Control Group.
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	13. 
	Click the Save button.
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	Step
	Action

	14. 
	Click the 'Save' button.
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	Step
	Action

	15. 
	Click the Yes button.
You have just created a Control Group.
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	16. 
	Sign out as the current user by clicking the Sign out link.
NOTE:  The contents of your page may not appear exactly as displayed here.
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	17. 
	Sign in as a user having a role of MDJ_AP_ANALYST
(USER001)
Click the Home link.

	18. 
	Click the Accounts Payable link.
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	19. 
	Click the Control Groups link.
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	20. 
	Click the Add Vouchers to Control Group link.
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	Step
	Action

	21. 
	Type 'P328' in the Control Group ID field, then click the 'Search' button.
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	Step
	Action

	22. 
	Click the View All link.

	23. 
	Click the scrollbar and drag it downwards until you see Voucher ID PO126 - PO128.  


	24. 
	Select the following Voucher ID's by clicking the checkbox next to each one:
1) PO126
2) PO127
3) PO128


	25. 
	Click the Assign Selected Vouchers hyperlink.
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	26. 
	Click the Yes button.
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	27. 
	Click the OK button.
[image: image26.png]0K






[image: image27.png]Favarites

Main Meru > Accounts Payable > Control Groups > Add Vouchers ta Control Group.

B Newwindow [&f Personalize Page Bty *

Select Vouchers for Control Group

Business Unit MDJUD
Control Voucher Number

Control Group ID A0D4

3 Control Gross Amount 6600.000

Voucher ID

Voucher Source

Final Voucher Approval Date From

Final Voucher Approval Date To

[ seann | |

Selectal | |

Deselestll |

i BRI VaUthers
‘Voucher Selection

Process  Voucher ID

00000023
00000024
00000025
00000025
00000036
00000045
0000007
0000008
0000008
00000080
00000081
00000052
00000083
00000085
00000085

Invoice Humber
Jorgro01
Jorgreot
Jptestichrt
A1

nv-g89
Jap-2013-FER
JP-TESTSCRIPTI
Jor0122131
6701853412
PR332
Pt

it

teast

Jane Test Serint
Janedest

Gross Invoice

oicsen Invoice Date  Vendor ID
25000000 12182012 00000123
40000000 12182012 00000123

100000000 01072013 00000123
5000001012013 00000123
125000 01092013 00000123
102331500 01152013 0000000014
10000000 017162013 00000123
100000 017222013 00000123
5000000 01182013 0000000011
1500000 01262013 0000000008
1000000 01262013 0000000008
125000 017282013 00000123
1000000 01202013 00000123
20000000 017292013 0000000002

0112972013

0000000002

= =

Short Vendor Hame

ABCTESTCO
ABCTESTCO
ABCTESTCO
ABCTESTCO
ABCTESTCO
133221739
ABCTESTCO
ABCTESTCO
131968872
STAPLESD!
STAPLESD!
ABCTESTCO
ABCTESTCO
25646750
25646750

Vendor Hame

ABCTEST COMPANY
ABCTEST COMPANY
ABCTEST COMPANY
ABCTEST COMPANY
ABCTEST COMPANY

J4P ASSOCIATES
ABCTEST COMPANY
ABCTEST COMPANY
SHARP BUSINESS SYSTEM
STAPLES

STAPLES

ABCTEST COMPANY
ABCTEST COMPANY
VERIZONWIRELESS
VERIZONWIRELESS





	Step
	Action

	28. 
	You have just selected vouchers for your batch control group.  
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	Step
	Action

	29. 
	Next, you will update the Control Group status to 'Set Aside'. 
Click the Control Groups button.
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	30. 
	Click the Update Status menu.
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	31. 
	NOTE:  Select your Control Group ID (not the one displayed on your screen).
Click the Entry Set Aside radio button.
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	32. 
	Click the Save button.
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	33. 
	Next, you will run the Control Group Register report (APY1011).
Click the Accounts Payable link
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	34. 
	Click the Reports menu.
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	35. 
	Click the Vouchers menu.
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	36. 
	Click the Control Group Register menu.
[image: image36.png]Control Group Register





	37. 
	Click the Add a New Value tab.
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	38. 
	Type 'APY1011' in the Run Control ID field.
Press [F11].

	39. 
	Click the Add button.
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	40. 
	Click the Look up Group (Alt+5) button.
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	41. 
	Click the P328 link (This is the Control Group ID you created earlier in the script).
NOTE: Your Control Group ID may be different from what is displayed on your screen. 
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	42. 
	Click the 'Print Voucher Line' and 'Print Distribution Line' checkboxes.
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	43. 
	Click the Run button.
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	44. 
	Click the Server Name list.
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	45. 
	Click the PSNT list item.
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	46. 
	Click the OK button.
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	47. 
	Click the Process Monitor link.
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	48. 
	Click the Refresh button several times until the Run Status changes from 'Queued' to 'Success' for your Process (Process Name = APY1011')
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	49. 
	When the Run Status = 'Success, click the Details link.
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	50. 
	Click the View Log/Trace link.
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	51. 
	Click the APY1011-_16759.PDF link.
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	Step
	Action

	52. 
	You have successfully run the Control Group Register report.
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	Step
	Action

	53. 
	Log out by clicking the 'Sign out' link.
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	54. 
	Log in as 'USER010'.
Click the Home link.


	55. 
	Click the Accounts Payable link.
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	56. 
	Click the Control Groups link.
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	57. 
	Click the Group Information link.
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	58. 
	Click the Search button.
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	59. 
	Select P328, your Control Group ID link.
NOTE:  Your Control Group ID may be different than what is displayed here.
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	60. 
	Click the Status pull down and select 'Verified'.
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	61. 
	Click the Save button.
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	62. 
	You will now post the control group.
Click the Accounts Payable button.
[image: image62.png]Accounts Payable





	63. 
	Click the Batch Processes menu.
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	64. 
	Click the Vouchers menu.
[image: image64.png]3 Vouchers





	65. 
	Click the Voucher Posting menu.
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	66. 
	Click the 'Add a New Value' tab.

	67. 
	Enter the desired information into the Run Control ID field. Enter a valid value e.g. "vchrpost".

	68. 
	Select 'Always Process' for the Process Frequency field. 
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	69. 
	Select 'Post Group' for the Post Voucher Option field.
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	70. 
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "mdjud".

	71. 
	Click the Look up Control Group ID (Alt+5) button.
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	72. 
	Click 'P328', your Control Group ID (not what is displayed here).
NOTE:  Your Control Group ID may be different than what is displayed on your screen.
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	73. 
	Click the Run button.
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	74. 
	Click the OK button.
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	75. 
	Click the Process Monitor link.
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	76. 
	Click the Refresh button until Distribution Status ='Posted'
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	77. 
	End of Procedure.
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