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PTP.2.8.6 Add a Comment and Attach a Document to a Procurement Contract
Test Description:
 
In this script, you will add Comments to the Procurement Contract along with an attachment  
 
Expected Results:
 
After the completion of this script, you will have successfully added a Comment to the Procurement Contract at the header level.  You will have also attached a file to the contract. 
Test History
	Date
	Tester Name
	Results
(Pass/Fail/Retest Pass)

	
	
	


Notes:

Test Procedure
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	Step
	Action

	1. 
	There are many different ways available to add comments and attach files to Purchasing Contracts.  This test covers one of those.  Training sessions will cover others.
Click the Home link.
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	2. 
	Click the Procurement Contracts link.
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	3. 
	Click the Add/Update Contracts link.
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	4. 
	Click the Find an Existing Value tab.
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	5. 
	Click the Search button.
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	6. 
	Click the link for the Purchasing Contract that was created in PTP.2.8.2.
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	7. 
	Click the OK button on the bottom of the page.
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	8. 
	In this test, you are adding comments and attaching a file to an existing Purchasing Contract but you could also have done this at the time the Purchasing Contract was originally created.
Click the Add Comments link.
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	9. 
	Enter the desired information into the Comment field. 
For example, enter "Package the items covered under this contract in accordance with the guidelines in the attached document.".

	10. 
	Click the Show at Receipt option.
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	11. 
	The check boxes under the comment block allow you to control exactly how this comment will be treated by the system.  In this case, the comment will appear on the PO. It will appear on receiving documentation and it will be sent to the vendor.
Click the Attach button.
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	Step
	Action

	12. 
	The system will display this box that will allow you to select any file that you have access to within the system.
Use the Browse button to select find and select a file.  For the purposes of this test, you can select any file.
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	Step
	Action

	13. 
	Once you have selected a file, click on the Upload button.
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	Step
	Action

	14. 
	Verify that the system shows the comment that you created and also that the uploaded file is identified.
Click Save

	15. 
	You have successfully added a comment and attached a file to a Purchasing Contract.
End of Procedure.
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