

Testing Process for TEAM-Web, BETA, Version 1.0

Review/Approval:  FTA Comments
Access:

1. Click Review/Approval on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Active (Executed).

6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

Tests:  

	Click FTA Comments under the Review/Approval menu item on the Main Menu.
	The FTA Comments page should open for the selected project.  .
	Yes/No (if no, describe result)

	Check the FTA Internal Box under Select Comment Type 
	Should populate the comment text in the lower right under comment text and should populate the comments under the comment heading
	Yes/No (if no, describe result)

	Click on the second comment if there is one
	Should populate the next comment in the right corner under comment text
	Yes/No (if no, describe result)

	If there are no comments
	There should be no text populated on the right hand side under comment text
	Yes/No (if no, describe result)

	Click on the first field to the right of Recipient:
	Should have no effect.  This is a read-only field.  This field should contain your recipient ID.
	Yes/No (if no, describe result)

	Click on the second field to the right of Recipient:
	Should have no effect. This is a read-only field.  This field should contain your recipient ID name.
	

	Click on the first field to the right of Project:
	Should have no effect.  This is a read-only field.  This field should contain your project number.
	Yes/No (if no, describe result)

	Click on the second field to the right of Project:
	Should have no effect.  This is a read-only field.  This field should contain you project Description
	Yes/No (if no, describe result)

	Click on the field to the right of Amendment:
	Should have no effect.  This is a read-only field.  This field should contain your amendment reason and if this is not an amendment, it should be blank.
	Yes/No (if no, describe result)

	Click On the field to the right of Brief Desc:
	Should have no effect.  This is a read-only field.  This field should contain a brief description of your project.
	Yes/No (if no, describe result)

	Click on the field to the right of Comment By:
	Should have no effect.  This is a read only field.  This field should contain who the comment was made by that is selected in the Select comment type box
	Yes/No (if no, describe result)

	Click on the field to the right of Comment on:
	Should have no effect.  This is a read only filed.  This field should contain what subject the comment is on.
	Yes/No (if no, describe result)

	Click on the field to the right of Activity:
	Should have no effect. This is a read only field.  
	Yes/No (if no, describe result)

	Click on the field to the right of the entered field 
	Should have no effect.  This is a read only field.  This field should contain the date the comment was entered.
	Yes/No (if no, describe result)

	Click on the field to the right of the updated field 
	This should have no effect.  This is a read only field.  This field should contain the date the comment was modified.
	Yes/No (if no, describe result)

	Click on a comment, click in the text box, and add additional comments to your comment.  Click the save diskette at the top of the screen
	Your information should be saved and the new date should populate in the updated box.
	Yes/No (if no, describe result)

	Click on the box next to Return to recipient.
	A check mark should appear in the box and a pop-up should appear asking if you would like to send an e-mail notification about the status change.
	Yes/No (if no, describe result)

	Click yes on the pop–up menu about the e-mail notification
	An e-mail form should appear
	Yes/No (if no, describe result)

	Click on the field next to add e-mail and type in the e-mail address and click add e-mail
	The E-mail address you typed in should now appear below the box.
	Yes/No (if no, describe result)

	Click in the box next to e-mail subject
	This is an editable field but should be populated with the project # and the remark should state what the project status has changed to
	Yes/No (if no, describe result)

	Click in the box underneath of Email Body
	This field is editable and this is where you would type any text explaining your reasons.
	Yes/No (if no, describe result)

	Click send e-mail 
	The e-mail box should disappear and an email should be sent to the individuals you selected
	Yes/No (if no, describe result)

	Click on the Box next to ready for FTA Review
	A check mark should appear and a pop-up should appear asking if you would like to send an e-mail notification.  You should then follow the above instructions on sending an e-mail
	Yes/No (if no, describe result)

	Click on the box next to Application complete
	A check mark should appear in the box next to application Complete and a pop-up should appear asking if you would like to send an e-mail notification.  Follow the instructions above on sending an e-mail notification.  If a message appears stating that you application has failed the application reviewer then you must click Ok and fix your application before it can be marked complete
	Yes/No (if no, describe result)

	Click on the Paperclip Icon at the top of the screen
	This will bring up an attachments menu.

Click on the screen you would like to add the attachment to.  This will bring up an upload file box.
	

	Click on the box underneath of description
	Type in a description name
	

	Click in the box next to file name.
	Type in were your file name is located on your computer or click the browse button.
	

	Click on the browse button if you do not wish to type in the location of your Attachment
	A choose file box should appear.  Choose the file from the box that you would like to attach and click open.

This will take you back to the Upload box and your file location should now appear in the File name box.
	

	Click the upload button
	The upload box will disappear and you will then have an icon located underneath of the section in the attachments screen where you chose to put the attachment.
	

	Click on another section in the Attachments screen 
	This will take you to the upload box
	

	Click on cancel in the upload box
	This will take you back to the Attachments screen
	

	Click on the add button at the top of the screen
	This will add a comment to the comment category that you have selected underneath of select comment type.
	

	Select a comment under select comment type and select a comment that you would like to delete under the comments box.

Click on the delete Icon
	The comment that you selected will disappear.  If there are no comments, this icon will not perform a function.
	

	Click on the diskette icon with a red circle around it.
	You will be asked by a pop-up if you would like to discard your changes.  If you click ok your changes will be deleted and your screen will appear as if you had not made any changes.  If you click cancel you will be returned to your screen.
	

	Click on the blue diskette.
	This will save any changes you made.  If no changes were made then you will get a message that says “There have been no data changes”.
	

	Click on the Red X that says Cancel
	You will be asked if you are sure you would like to exit.  Clicking Ok will take you back to the Query Project screen and clicking cancel will take you back to the FTA Comments page.
	

	Click on the green Check mark 
	This will take you back the Query project screen and will save your information
	


Review/Approval:  Review/Concur. Dates
Access:

1. Click Review/Approval on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Active(Executed).

6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Review/Concur. Dates under the Review/Approval menu item on the Main Menu.
	The Review/ Concur. Page should open for the desired project.  The background/Award tab should be the default tab.
	Yes/No (if no, describe result)

	Click on Estimated Obligation Date
	Put your estimated obligation date here.

Press the tab key and your date should populate
	Yes/No (if no, describe result)

	Click on the Obligation/Award tab
	Type in your Obligation/Award date. Press the tab key and your date should populate
	Yes/No (if no, describe result)

	Click on the Review/Concurrence tab
	This will display the Review/Concurrence dates.
	Yes/No (if no, describe result)

	Click on any of the fields with a black border and type in your date.
	Your date will populate when you press the tab key.
	Yes/No (if no, describe result)

	Click on the DOL Certification Tab
	This will display The DOL Certification dates.
	Yes/No (if no, describe result)

	Click on Submit for certification, Submit for information or the N/A Radio Button.
	Submit for Certification should be the default
	Yes/No (if no, describe result)

	Click in the date field and type in your date.
	When you press the tab key your date will populate
	Yes/No (if no, describe result)

	Click on the Blue Diskette with the Red circle.
	You will get a message that states “All changes will be lost. Do you wish to proceed?
	Yes/No (if no, describe result)

	Click OK or click Cancel
	You will lose all changes and be returned to the Background/Award tab if you click OK.  If you click cancel you will be returned to the same screen you were in.
	Yes/No (if no, describe result)

	Click the Blue Diskette
	Your information will be saved and you will be returned to the Background/Award tab
	Yes/No (if no, describe result)

	Click on the Red X cancel icon or the green check mark
	You will be returned to the Project Query Results Screen
	Yes/No (if no, describe result)


Review/Approval:  Reservations
Access:

1. Click Review/Approval on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Funds Reservation Required
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Reservations under the Review/Approval menu item on the Main Menu.
	The Reservations Page should open for the desired project.  The Reserve Funds tab should be the default tab.
	Yes/No (if no, describe result)

	Under the reserve funds tab click on the funding cost center drop down menu 
	A list of funding cost should be displayed to choose from
	Yes/No (if no, describe result)

	Click in the UZA field and type in your UZA and press the tab key

The other option to display your UZA is to click on the Magnifying Glass at the top of the screen.
	The information should display in the UZA Description field, your money should populate in the Total FTA Amount and the Unreserved fields.  Your UZA should also populate under the UZA/Account FPC field.
	

	If you choose to pick your UZA and Account Class code by using the magnifying glass then click on the magnifying glass
	When you click on the magnifying glass select UZA/Account FPC box should appear.
	Yes/No (if no, describe result)

	Scroll down the list by using the bar on the side of the box and click in the box next to the UZA and account you would like to choose
	A check mark should appear in the box next to the account you choose and the option should be highlighted in blue.
	

	Click the OK icon 
	You should be returned to the reservations screen
	

	Type on your Account FPC in the  UZA/Account FPC box
	This should populate the information from your Account/FPC to the table in the lower right corner
	

	Click in Supplemental Agreement either yes or no
	A black dot will appear in the Radio Button.  
	

	Click in Reservations to reserve the funds
	This is an editable field, where you will put in the value of the funds to reserve.  
	

	Type in the value of your funds to reserve in the Reservations field and click tab
	If the funds exceed your funds available then you will receive an error message stating “Total Reservations exceed FTA Amount”.  If the funds to not exceed the amount press the tab key and a total reserved amount will appear in the box beside the total reserved field.  Your amount that is still unreserved will appear in the box beside the Unreserved field.
	

	Click the Blue diskette to save your changes
	The screen should go blank for a second and then return to the Reserve funds tab
	

	Click the Project Funding tab
	The project funding screen should appear
	

	Click in any of the fields under pending reservations
	Type in an amount.  If the amount exceeds the FTA amount you will receive the error message “Total Reservations exceed Total FTA amount”.  If it does not exceed the amount you cursor will appear in the field below the field you typed your amount into.

NOTE:  by reserving funds in this manner you will not be able to identify how much money is left to reserve.
	

	Click the OK icon
	Your screen will disappear and you will receive a message stating “Adjustments have been made to your reservations.  The available amount on one or more of your accounts has decreased or it has been modified by the budget office.  The reservations amount has been decreased accordingly” If you have reduced the reserved funds then you will be returned back to the Project Query results screen. You will be returned back the the query project results page.
	

	Click Reservations under the Review/Approval menu item on the Main Menu.
	The Reservations Page should open for the desired project.  The Reserve Funds tab should be the default tab.
	

	Click on the Change log tab
	There are no editable fields under this tab.  This tab will display any changes to your funds reservations.
	

	Click the green check that says OK
	You will be returned to the Project Query Results page
	


Review/Approval:  Access: Obligation/Award

1. Click Review/Approval on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Ready for Award
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Obligation/Award under the Review and Approval menu item on the Main Menu.
	You will receive a message stating “DOL certification has been marked N/A for this Amendment.  If this is correct press OK to continue.  IF not please go to review/concur dates window and update the DOL information prior to obligation”
	Yes/No (if no, describe result)

	Click OK on the message
	You Obligation screen will open and there will be three tabs.  The screen will be defaulted to the Summary tab

NOTE:  There are no editable fields on this tab
	

	Click the Obligations tab
	The obligations screen will appear
	

	Click on the drop down menu next to the Project field and choose amendment
	The obligation information for your amendment should appear
	

	Click on the drop down menu next to the Project field and choose amendment
	The obligation information for your project should appear

NOTE: there are no other editable fields on this tab
	

	Click the award tab
	The Agreement will appear and your name will be populated at the bottom of the screen in the box beside officials name and your title should populate in the box beside the title field.

NOTE:  If your type in the wrong pin number you will receive an error message stating “invalid pin” Click the x and you will be returned to the Project Query Results page
	

	Click in the box beside the Pin field and type in your pin number and press the tab key
	The Award button will be selected
	

	Press the Award button
	You will receive a message stating “Project Number…….. has been successfully Obligated and awarded.  This project is now ready for execution.”
	

	Click OK
	You will be returned to Project Query results screen
	


Review/Approval:  Access: Deobligation

1. Click Deobligation on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Deobligation Required
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Deobligation under the Review and Approval menu item on the Main Menu.
	The deobligation page will appear
	Yes/No (if no, describe result)

	Click the radio button underneath of Type of funding
	This will allow you to choose which type of funding the grant falls under.
	

	Click the highlighted box underneath of the Acct Class Code-FPC field
	This will allows you  to choose the ACC-FPC you would like to deobligate from.
	

	Click the Account Class codes –FPC 
	This will populate an amount in the table to the bottom right

NOTE: scroll through to find the Account Class Code-FPc that has an amount in the Acct-FPC total Unliq. Balance field.
	

	Click in current deobligations
	The zeros will disappear and the box will indent
	

	Type in the amount you would like to deobligate and press the tab key
	An amount will appear in the box beside Current deobligation amount and the amount will change in the box under current Deobligations.

NOTE: If the amount you are trying to deobligate then you will receive an error message stating “Deobligation amount may not exceed the Acct-FPC unliquidated balance. Resetting to prior value.  Clcik the ok button and you will be returned to the deobligation screen and your values will be reset.
	

	Click the OK button
	You will be returned to the Project Query Results page
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