Testing Process for TEAM-Web

New Close Out Process
Access:

1. Go to site http://webdev/teamweb//TeamLogin.asp

2. The logon screen will open.  Enter your user name and password, and select “Login”

3. TEAM-Web will open and default to the Main Menu 

4. Look to the left of the main menu and you will see a table of contents type list.

5. Click on the words ‘Project Management.  Query for a project with status = ‘Active’

Tests:  

	Click on the words ‘New Close Out Process’ under the Project Management submenu
	Close-Out Review is displayed
	Yes/No (if no, describe result)

	In Unliquidated Balance row, click on the Show Control Totals link.
	Control totals are displayed for Current and Close Out Amendments 
	Yes/No (if no, describe result)

	Enter state, local, and special condition amounts under the Close Out amendment column

(note: should not enter negative amounts > amounts entered in previous budget)
	Fields accept changes to control totals other than FTA amount
	Yes/No (if no, describe result)

	Accept deobligation and click on the Proceed to Close Out button.
	Close Out Review is closed and Project Close Out screen is displayed
	Yes/No (if no, describe result)

	Click on screen shot of Budget screen
	Budget Screen opens.

Project Control Totals reflect close-out balance.   
	Yes/No (if no, describe result)

	Change line items – leave balance not 0 in Difference line.  Click green ok.
	Budget row in Close Out screen retains message re: finalizing budget for close out  
	Yes/No (if no, describe result)

	Click on Budget Screen shot again.

Correct activity line item balances to reflect spending.
	Activity lines items allow correction of balances so that difference line = 0
	Yes/No (if no, describe result)

	Click on green ok checkmark to save changes and exit screen
	Red checkmark has replaced red X next to budget item and close out messages have been cleared
	Yes/No (if no, describe result)

	Click onto screen shot of Final FSR
	FSR screen opens.


	Yes/No (if no, describe result)

	If it has not been submitted, click on submit report radio button.  Click green ok button.
	If not marked final, message reading Financial Status Report is not marked "Final" should be displayed

If it was marked final, no message will be displayed and red checkmark has replaced red X next to budget item
	Yes/No (if no, describe result)

	Click on the screen shot of Final FSR.  Mark the report as final.

Click the green ok button.
	Messages have cleared and red checkmark has replaced red X next to budget item
	Yes/No (if no, describe result)

	Click to save the Closeout Procedures.
	Message displayed:  One of the requirements was not completed

Click Ok
	Yes/No (if no, describe result)

	Click on the screen shot of the Final Milestone / Progress report
	Milestone / Progress Report opens.


	Yes/No (if no, describe result)

	If the report has not been submitted, click the ‘Submit’ radio button.

Mark report as final 

Complete any actual completion dates that have not been filled in.
	Close Out screen is displayed.  Messages have cleared and red checkmark has replaced red X.
	Yes/No (if no, describe result)

	Click on the green Ok checkmark to save the Close Out screen
	Close out screen is closed.  Status in Project details = ‘Active / Close Out Required’
	Yes/No (if no, describe result)

	* Must be logged in as FTA staff for the following steps
	
	

	Click on New Close Out Procedure link
	Close out screen opens.
	Yes/No (if no, describe result)

	Click on the 3rd tab Close-Out / Deobligation

Click the Green OK checkmark to automatically deobligate funds
	Message is displayed ‘Would you like to close the project now?  Please note that all unliquidated funds will be deobligated.”
	Yes/No (if no, describe result)

	Click Green Ok.
	Message displayed ‘Are you ready to submit this project for close out?’
	Yes/No (if no, describe result)

	Click Ok
	User returns to Project Query Results screen. Project Details reflects the status ‘Closed’
	Yes/No (if no, describe result)

	Query for another active project.  

Repeat previous test steps for Close Out Reviewer, Finalize budget, FSR and Milestone report and save so that status = Ready for Close Out.  

Enter New Close Out Procedure.  Click on ‘Open Deobligations’ button at the bottom of the screen
	Deobligation screen is opened
	Yes/No (if no, describe result)

	Deobligate money from line items 

Click green ok checkmark to save deobligation
	Deobligation screen is closed and user is returned to Close Out screen
	Yes/No (if no, describe result)

	Click green ok checkmark to close project
	Message is displayed ‘Would you like to close the project now’? 
	Yes/No (if no, describe result)

	Click green ok
	User returns to Project Query Results page and status of grant  = closed
	Yes/No (if no, describe result)
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