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	Test Groups
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	4-6
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	Step #
	Step Description
	Test Execution/Data Entered 
	Expected Results
	Actual Results
	Pass/Fail
	Notes/Comments

	1 
	Add New Customer
Customers > Customer Information > General Information
	Click on Add a New Value tab
SetID:  UWEXT

Cust ID: TESTNEWCUS
(make up a different Cust ID each test)

Click ADD
Type a name in Name 1 field:  Tab
Check defaults for Roles
Address Locations:

Type a description

Check all 3 Primary boxes
Type in address data under Address Details
Click SAVE
	General Info tab appears

Short name populates

Top 6 Roles checked

New customer created


	
	
	

	2 
	Add Online Bill
Billing > Maintain Bills > Standard Billing
	Click on Add a New Value
BU:  UWEXT

Invoice:  NEXT

Bill Type ID:  MS1 (any valid)
Customer: (same as step 1)
Click ADD

Click AR Distribution link
Click NEXT link 2X
Type in PO Ref: filed
Click NEXT link

Type ID in Table field
Type EXTMS (or any valid) in Identifier field - tab
Type 1 in QTY:  field
Type 35 Unit Price:  field
Click SAVE

Go back to Header – Info 1 and change Status: NEW to RDY

Click Invoice or Pro Forma Icon

Go to Process Monitor

After Success, click on process name BIJOBP03 (performa) or BIJOB08 (Invoice)
Click on BIIVCPN>View Log/Trace>PDF File to view and print invoice
Note Invoice # 


	Header – Info1 tab appears

EXTMISCAR in Code field

Header – Order Info  tab appears

Line – Info1 tab appears

Description field should populate

Invoice should display and print
	
	
	

	3 
	Copy Bill
Billing > Maintain Bills > Copy Single Bill
	BU:  UWEXT
Invoice:  EXT0100000

Click SEARCH

Select Copy Bill
Click SAVE

Click GO To Bill Header – Gen. Info link to view

Note Invoice # 


	New Invoice # appears in Copy Bill field

Bill copied with Status:  New
	
	
	

	4 
	ICS Billing Load
Billing > Interface Transactions >ICS Billing Interface Process BIU600
Billing>Interface Transactions>Review Pending – get Interface ID

Billing>Interface transactions>Process Billing Interface  RUN Process BIIF0001
	Browse to upload file
Click RUN
Process BIU600

Enter Run Control ID

Selct Billing Interface

Click OK

Process BIIF0001


	Data (Bills) Upload

	
	
	

	5 
	Billing Interface
Billing > Interface Transactions > Process Billing Interface
	Enter Run Control  ID
Click Run

Process BIIF0001
	
	
	
	

	6 
	Review Interface Errors
Billing > Interface Transactions > Review Pending Transactions ???
	
	
	
	
	

	7 
	Bill Status Change
Billing > Maintain Bills > Change Status of Bills
	Enter Run Control ID
From Status: New

To Status:  Ready Bill

Business Unit:  UWEXT

Range Selection: Invoice ID

From Invoice: Type Inv # noted from step 3
To Invoice:  Type Inv # noted from step 3
Click RUN
Select  PSUNX server
Click OK

Go to Process Monitor

After Success, Click Details>View Log/Trace>PDF file to view
	Status is RDY
	
	
	

	8 
	Finalize & Print Invs (Nightly 1)
Billing > Generate Invoices > Non-Consolidated > Finalize and Print Invoices
	Enter Run Control ID
Select Processing Date

From BU:  UWEXT

To BU:  UWEXT

Range Selection: Invoice ID

From Inv: Type Inv # noted from step 3
Click RUN

Select server PSUNX

Select Finalize and Print

Click OK

Go to Process Monitor

Click on PDF file to view Invoice.


	To Invoice: field should populate

Run Status is Success
	
	
	

	9 
	Load GL Acct Entries (Nightly 2)
Billing > Generate Invoices > Non-Consolidated > Create Accounting Entries
	Enter Run Control ID
Unit:  UWEXT

Check Print Load GL Report

Range Selection:  All Invoiced Bills

Click RUN  
Select PSUNX server
Select  Curr Cnv, Preload, Load GL, KK

Click OK

Go to Process Monitor

Click on Process BIJOB06k Check Process BILDGL01


	Run Status is Success
	
	
	

	10 
	Load AR Pending Items (Nightly 3)
Billing > Generate Invoices > Non-Consolidated > Load Invoices to AR 
	Enter Run Control ID
Unit:  UWEXT

Posting Action: Batch Standard

Range Selection: All Invoiced Bills

Click RUN

Select PSUNX server

Select Load AR Pending Items

OK

Go to Process Monitor

Process BILDAR01

Click on Details>View Log/Trace>PDF file to view
	Invoices Loaded
	
	
	

	11 
	AR Update (Nightly 4)
Accounts Receivable > Receivables Update > Request Receivables Update
	Enter Run Control ID
Group Unit:  UWEXT
Accounting Date to: 07/01/2007 – (updated once per year)
Click RUN 
Select PSUNX Server

 Click OK

Process ARUPDATE

Make sure Invs went to AR

AR>Customer Accounts>Item Information>View/Update Item Details


	No report to view

Invoices are in AR
	
	
	

	12 
	AR Aging (Nightly 5)
Accounts Receivable > Receivables Analysis > Aging > Request Aging Process
	Enter Run Control ID
Unit:  UWEXT

Click RUN  
Select PSUNX Server  
Click OK

Process ARAGE


	Run Status is Success
	
	
	

	13 
	Reprint Invoices
Billing > Generate Invoices > Non-Consolidated > Reprint Invoices
	Enter Run Control ID
BU:  UWEXT

Range Selection: Invoice ID

Enter Invoice data to reprint

Click RUN

Select PSUNX server

Select Print Invoice w/SQR

Click OK

Go to Process Monitor


	Run Status is Success

	
	
	

	14 
	Adjust Entire Bill

AR>Customer Accounts>Item Information>View/Update Item Details

Billing > Maintain Bills > Adjust Entire Bill
	Find Invoice with open balance to adjust:
BU:  UWEXT

Item ID:  EXT

Item Status:  Open

Click Search
Note an Item ID
BU:  UWEXT

Enter Invoice noted
Click SEARCH

Select Credit Entire Bill

Click SAVE
Change EXT to ADJ in invoice number

Click Header Info 1

Change any data
Click SAVE


	Bill Adjusted
	
	
	

	15 
	Adjust Selected Bill Lines
Billing > Maintain Bills > Adjust Selected Bill Lines
	BU:  UWEXT

Enter Invoice from step 14
Click SEARCH

Select Adjust Selected Lines

Line Opt: Credit Line

Select a line

Change New Status to RDY

Click Save


	Invoice Adjusted
	
	
	

	16 
	Maintenance Worksheets
Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet
	
	
	
	
	

	17 
	Write Offs 
Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

	Find Invoice with open balance to adjust:

BU:  UWEXT

Item ID:  EXT

Item Status:  Open

Click Search

Note an Item ID

Click on Add a New Value tab

BU:  UWEXT

Click ADD

Select a Customer ID
Click Build

Entry Type: Write-off a Debit

Select invoice to write off

Type: WR

Enter a Reason: REFUS

Click SAVE

Click Worksheet Action

Action: Batch Standard

Click OK

Run ARUPDATE

To verify

AR>Customer Accounts>Item Information>View/Update

Enter Inv

Item Activity Tab


	Amount written off
	
	
	

	
	Write Offs (for Refunds)

Accounts Receivable > Receivables Maintenance > Automatic Maintenance >Write-Offs by Chartfield

Susan Uses:
Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

	Find Invoice with open balance to adjust:

BU:  UWEXT

Item ID:  EXT

Item Status:  Open

Click Search

Note an Item ID


	
	
	
	

	18 
	Express Deposit

Accounts Receivable > Payments > Online Payments > Express Deposit
	Find Invoice with open balance to adjust:

BU:  UWEXT

Item ID:  EXT

Item Status:  Open

Click Search

Note an Item ID
Click Add a New Value

Deposit Unit:  UWEXT

Deposit ID:  NEXT

Click ADD
Acct Date: (today)

Bank:  FRSTR

Account:  DEP

Deposit Type:  L

Control:  enter amount ($10) & number of checks (2)
Click on Payments tab
Payment ID: (enter a check number)

Amount:  $10
Item ID:  type Inv #

Click + in Payment Information to enter more checks
Click on Action Tab 

Click on Batch Standard

Verify Payments to Post

Run AR Update

Accounts Receivable>Receivables Update>Request Receivables Update


	Deposit Entered


	
	
	

	
	
	
	
	
	
	

	19 
	Posting Error Correction

Accounts Receivable > Receivables Update > Correct Posting Errors > Online Items
	Click SEARCH to check for items
	
	
	
	

	20 
	Payment Unpost

Accounts Receivable > Receivables Update > Correct Posting Errors > Unpost
	Click SEARCH to check for items
	
	
	
	

	21 
	Journal Generator

General Ledger > Journals > Subsystem Journals > Generate Journals

General Ledger>Journals>Process Journals>AR/BI Journal Update

General Ledger>Journals>Journal Entry>Create/Update Journal Entry
	Enter Run Control ID
Select Edit & Post

AR & BI at same time

SetID: UWEXT

Acct Def Name:  ARDEFN
Click RUN

Select PSUNX server

Click OK

Go to Process Monitor

Process FS_JGEN

Enter Run Control ID

BU:  UWEXT

Click RUN

Select PSUNX server

Click OK

Go to Process Monitor

Enter data to view journal.
Click on Journal

Process:  Edit Journal 
Click Process

Process: Post Journal 
Click Process
	Run Status is Success

Run Status is Success

Journal Posted
	
	
	

	22 
	Customer Statements
Accounts Receivable > Customer Interactions > Statements>Create Customer Statements

Accounts Receivable/Customer Interactions>Statements>Print Statements


	Enter Run Control ID
Select a Customer

Click RUN

Select PSUNX server

Select PS/AR Statements-Preprocessor

Click OK

Go to Process Monitor

Process ARSTMT

Enter Run Control ID

Click Run

Select SFSNT1 server
Select Customer Statement Print

Click OK

Go to Process Monitor

Process AR32000-

Click Details>View Log/Trace>PDF file to

view statement
	Run Status is Success

Run Status is Success

Statement generated
	
	
	

	23 
	Aging Reports

Accounts Receivable > Receivables Analysis > Aging>Request Aging Process
Accounts Receivable > Receivables Analysis > Aging>Aging(UWEX)
	Enter Run Control ID
Unit:  UWEXT

Click RUN

Select PSUNX server

Click OK

Go to Process Monitor

Process ARAGE

Enter Run Control ID

Click RUN

Select SFSNT1 server

Click OK

Go to Process Monitor

Process AGING-

Click Details>View Log/Trace>PDF file to

view statement


	Run Status is Success

(Updates Dates)

Run Status is Success

Statement generated


	
	
	

	24 
	Customer Dunning Letters

Accounts Receivable > Customer Interactions > Dunning Letters>Extract Dunning Letter Info
Accounts Receivable > Customer Interactions > Dunning Letters>Print Letter


	Enter Run Control ID
Set ID & Unit:  UWEXT

Customer ID:  %

Click RUN

Select PSUNX server

Select AR Dunning

Click OK

Go to Process Monitor

Process AR_DUNNING

Enter Run Control ID

Click Dunning Number lookup icon 

Click on Dunning Number with Print Completed status “N”

Click RUN

Click OK (Warning)

Select SFSNT1 server

Select Level One Dunning Letter, Level Two Dunning Letter, Level Three Dunning Letter

Click OK

Go to Process Monitor

Click Details>View Log/Trace>PDF file to

View or Print statement

	Run Status is Success

Run Status is Success

Dunning Letters Generated
	
	
	

	25 
	Place Items in Dispute

Accounts Receivable > Customer Accounts > Item Information > View/Update Item Details 
	BU:  UWEXT
Item ID:  EXT

Item Status:  Open

Click SEARCH

Select an Invoice

Check Dispute box in Customer Relations
Reason:  06

Click SAVE
	Inv Saved with Dispute checked
	
	
	

	26 
	Customer Inquiry

Customers > Customer Information > General Information
	Set ID:  UWEXT

Enter Customer
Search data
Select customer

View data
	Customer data can be viewed
	
	
	

	27 
	Bill Inquiry – Not Invoiced

Billing > Locate Bills > Bills Not Invoiced 
	Unit:  UWEXT

ID:  Select Customer
Click SEARCH

View data
	Bill data can be viewed
	
	
	

	28 
	Bill Inquiry – Invoiced

Billing > Locate Bills > Bills Invoiced
	Unit:  UWEXT

ID:  Select Customer

Click SEARCH

Select line

Click Header Info 1 link


	Bill data can be viewed
	
	
	

	29 
	Inquire AR Pending Items

Billing > Review Billing Information > AR Pending Items 
	Group Unit:  UWEXT
Click SEARCH
Select a line


	AR data can be viewed
	
	
	

	30 
	Inquire GL Acct Entries

Billing > Review Billing Information > Review Entries by Invoice 

	BU:  UWEXT

Enter Invoice

Click SEARCH
	Accounting Entries can be viewed
	
	
	

	31 
	Inquire Bill Adjustments

Billing > Review Billing Information > Adjustment History or Review Line History 
	BU:  UWEXT

Enter Invoice
Click SEARCH
	Adjustment History can be viewed
	
	
	

	32 
	Item Inquiry

Accounts Receivable > Customer Accounts > Item Information > Item list
	Set ID & Unit:  UWEXT

Enter Customer
Click SEARCH
Choose an Item Action for data
	Item data can be viewed
	
	
	

	33 
	Customer Item Inquiry

Accounts Receivable > Customer Accounts > Customer Information > Customer Pending Items
	Set ID & Unit:  UWEXT

Enter Customer

Click SEARCH


	Outstanding Customer Items can be viewed
	
	
	

	34 
	Aging Inquiry

Accounts Receivable > Customer Accounts > Customer Information > Customer Aging 


	Set ID & Unit:  UWEXT

Enter Customer

Click SEARCH


	Customer Aging data can be viewed
	
	
	

	35 
	Statement Inquiry

Accounts Receivable > Customer Interactions > Statements > Review Statements
	Set ID:  UWEXT

Enter Correspondence Customer

Click SEARCH


	Customer Statements can be viewed
	
	
	

	36 
	Payment Inquiry

Accounts Receivable > Customer Accounts > Customer Information > Payments 
	Set ID & Unit:  UWEXT

Enter Customer

Click SEARCH


	Customer Payments data can be viewed
	
	
	

	37 
	
	
	
	
	
	

	38 
	
	
	
	
	
	

	39 
	
	
	
	
	
	

	40 
	
	
	
	
	
	

	41 
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