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	Step #
	Step Description
	Test Execution/Data Entered 
	Expected Results
	Actual Results
	Pass/Fail
	Notes/Comments

	1 
	User Preferences
Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define User Preferences
	Enter User ID – Search
Click Overall Preference
Check Name – BU

Click Billing Tab

Job Run Type s/b No Load

Output Destination s/b Web

Click Receivables Data Entry 1

Check BU’s

Back – Click Rec Data Entry 2

For users – all zero’s
	
	
	
	

	2 
	Installation Options
Set Up financial/Supply Chain > Install > Installation Options > Billing - General Options
	View – Bill Entry Page Series s/b Bill Type
	
	
	
	

	3 
	Installation Options
Set Up financial/Supply Chain > Install > Installation Options > GL/AR Options
	GL Options – System
AR Options – System

AR Level – Header is AR Open Item

AR Option – Use Header for Distribution

Accounting Display Template - System
	
	
	
	

	4 
	Installation Options
Set Up financial/Supply Chain > Install > Installation Options > Receivables
	View – Max Number rows – 100
No Multi Pending Item Selection checked
	
	
	
	

	5 
	Bill By Identifier
Set Up Financials/Supply Chain > Product Related > Billing > Setup >Bill by Identifier
	Find Existing - EXT ICS
New Bill – New

Bill By Fields

BILL_TO_CUST_ID
BILL_TYPE_ID
BUSINESS_UNIT
PO_REF
	
	
	
	

	6 
	Invoice Number ID
Set Up Financials/Supply Chain > Product Related > Billing > Setup > Invoice Number ID
	Invoice ID: EXT_STD

Part 1 3 Static EXT
Part 2 7 Auto Sequence

Part 3 0 None
	
	
	
	

	7 
	Origin
Set Up Financials/Supply Chain > Product Related > Billing > Setup > Origin
	One Time Set Up
Check same as PRD
	
	
	
	

	8 
	Collector
Set Up Financials/Supply Chain > Product Related > Billing > Setup > Collector
	Collector  EXT

(Required but Don’t Use, Required Value
	
	
	
	

	9 
	Credit Analyst
Set Up Financials/Supply Chain >  Product Related > Billing > Setup > Credit Analyst
	Collector  EXT

(Required but Don’t Use, Required Value)
	
	
	
	

	
	
	
	
	
	
	

	10 
	Aging

Set Up Financials/Supply Chain > Product Related > Receivables > Credit/Collections >  Aging
	Aging ID STD
7 Aging Categories

Based on Due Date
	
	
	
	

	11 
	AR Specialist

Set Up Financials/Supply Chain > Product Related > Receivables > Credit/Collections >  AR Specialist
	Required but don’t use
AR Specialist:  UWEXT
	
	
	
	

	12 
	Collection Code

Set Up Financials/Supply Chain > Product Related > Receivables > Credit/Collections > Collection Code
	Collection Agencies

Select OSI

	
	
	
	If user sees code – then knows it’s off to a collection agency

	13 
	Collector

Set Up Financials/Supply Chain > Product Related > Receivables > Credit/Collections > Collector 
	Dummy Value EXT
	
	
	
	

	14 
	Credit Analyst

Set Up Financials/Supply Chain >  Product Related > Receivables > Credit/Collections > Credit Analyst
	Dummy Value EXT
	
	
	
	

	15 
	Payment Terms

Set Up Financials/Supply Chain >  Product Related > Receivables > Payments > Payment Terms
	Setup ID:  SHARE
DUE30  Basis Date: Acct Date

Net Terms 1 – 31 – 30

ONRCT

Net Terms 1 – 31 - 10
	
	
	
	

	16 
	Payment Terms Timing

Set Up Financials/Supply Chain >  Product Related > Receivables > Payments> Payment Terms Timing
	Setup ID:  SHARE
7 Options

Same as PRD
	
	
	
	

	17 
	Dispute Reason

Set Up Financials/Supply Chain >  Product Related > Receivables > Credit/Collections > Dispute Reason
	Set ID:  UWEXT
6 Options to Dispute


	
	
	
	

	18 
	Dunning Methods

Set Up Financials/Supply Chain > Product Related > Receivables > Credit/Collections > Dunning Methods
	Set ID :UWEXT

Dunning ID:  STDRD
3 Levels
	
	
	
	

	19 
	Follow Up Action

Set Up Financials/Supply Chain >  Product Related > Receivables > Credit/Collections > Follow up Action
	Don’t use
5 Options
	
	
	
	

	20 
	Sub Customers

Set Up Financials/Supply Chain> Product Related > Receivables > Customers>Sub-Customer Qualifier 1
	UWEXT – 35 in List
Don’t intend to use going forward
	
	
	
	

	21 
	Options

Set Up Financials/Supply Chain >  Product Related > Receivables > Options
	For all options
Same As PRD
	
	
	
	

	22 
	Payments

Set Up Financials/Supply Chain >  Product Related > Receivables > Payments
	Check all
Same as PRD
	
	
	
	

	23 
	Update Year Open
Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Update
	AR & BI
UWEXT

Ledger ACTUALS

Check Dates


	
	
	
	

	24 
	Period Open

Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Update
	AR & BI

UWEXT

Ledger ACTUALS

Check Dates


	
	
	
	

	25 
	DSO Calculations

Set Up Financials/Supply Chain > Business Unit Related > Receivables > Receivables Options
	For Updating 

DSO Calculations
Year & Period
	
	
	
	

	26 
	Update in Sales/Use Tax

Set Up Financials/Supply Chain > Common Definitions > Sales and Use Tax > Authorities/Codes
	Set ID:  SHARE
144 Tax Codes
	
	
	
	

	27 
	Project Working End Dates

Commitment Control > Define Control Budgets > Budget Definitions > Control Chartfield Tab
	SET ID:  UWEXT (or SHARE?)
Select PRMST_EXP

	
	
	
	

	28 
	Verify Chartfield Values

Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values >Chartfield Values
	Select Project
Pick One

Check end Date
	
	
	
	

	29 
	Add Class Codes

Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > Chartfield Values > Class Field
	SET ID:  UWEXT
Class Field – Enter P & Search

151 in list
	
	
	
	

	30 
	Bill Cycle

Set Up Financials/Supply Chain > Product Related > Billing > Setup > Bill Cycle
	Search 
EXT Used for printer locations

49 in list

List of Printers on network

No longer used – now can print to local printer
	
	
	
	

	31 
	Billing Specialist

Set Up Financials/Supply Chain > Product Related > Billing > Setup > Billing Specialist
	81 in List
For Customer Calls
	
	
	
	

	32 
	Bill Inquiry Phone

Set Up Financials/Supply Chain > Product Related > Billing > Setup > Bill Inquiry Phone
	Set ID: UWEXT
71 in List


	
	
	
	

	33 
	Distribution Codes

Set Up Financials/Supply Chain > Common Definitions > Distribution Accounting > Distribution Code
	Click on example
Rev Coding Strings
	
	
	
	

	34 
	Entry Type

Set Up Financials/Supply Chain > Product Related > Receivables > Options > Entry Type

	Set ID:  UWEXT
7 in list


	
	
	
	

	35 
	Item Entry Type
Set Up Financials/Supply Chain > Product Related > Receivables > Payments > Item Entry Type
	SET ID: UWEXT
Entry Type:  IN

121 in List of Entry Reasons


	
	
	
	

	36 
	Bill Type

Set Up Financials/Supply Chain > Product Related > Billing > Setup > Bill Type
	Click on Example
Bill Type 1 – 2 – 3

Same as PRD


	
	
	
	

	37 
	Charge ID (code)

Set Up Financials/Supply Chain > Product Related > Billing > Setup > Charge Code
	Make sure list is there

One for each funding string

Click One – 133


	
	
	
	Populates coding via distribution code

	38 
	Sales Person Personal Data

Set Up Financials/Common Definitions > Employee Data > Create/Update Personal Data
	No Used
No Data after Names
	
	
	
	

	39 
	Sales Person Team Member Types

Set Up Financials/Common Definitions > Team Members > Team Member Types
	SET ID: UWEXT
TEAM Member Type Code:  ADMIN
	
	
	
	– check changes
Changed: Description to GRANT ADMIN,

Commissionable checked,

Commission Schedule checked, 

Basis:  Bookings



	40 
	Sales Person Team Member Personal Data

Set Up Financials/Common Definitions > Team Members > Team Member Personal Data
	FOR UWEXT

ID EXT

First Name:  SALESPERSON

Last Name: DEFAULT
	
	
	
	

	41 
	Sales Person Support Team Members

Set Up financials/Common Definitions > Team Members > Support Team Members
	SET ID:  UWEXT

Team Member EXT

Dummy Value
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