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Day In The Life (DITL) is our final due diligence testing and not another full blown UAT cycle. DITL testing will provide an opportunity for college users to execute supplemental tests of their primary functions in the UAT environment prior to go-live. 
This workbook has been created to help the FirstLink colleges prepare for and complete DITL activities. Each primary function identified by the colleges has a separate workbook that provides a checklist for progressing through the activities associated with DITL. 
A Primary Function Lead (PF Lead) will be identified for each function at each college who will take ownership of this workbook and complete all grey shaded areas contained within. This workbook will assist the PF Lead in determining who (roles/testers), what (conditions/data), when (schedule), where (logistics) and how (test scripts) to execute DITL. PF Leads will report progress to their College PMs.
Testers will begin by activating their account and are encouraged to use the test scripts as a guide but should interact with the system as if they are doing their jobs. When stringing business processes together, testers may need to partner with another tester to complete the function (i.e. testing buddy).
Datasheets will not be created as the data will come from real examples, either converted from legacy or from newly created data (i.e. a paper admissions app, a purchase requisition, a new hire, a transcript request).
DITL will occur in the QA2 environment with gold configuration and conversion cycle 8 data.Converted data will not be masked or altered to facilitate testing functionality such as search/match. Privacy and compliance with the Health Insurance Portability and Accountability Act (HIPPA) and Family Education Rights and Privacy Act (FERPA) restrictions are expected to be honored. 

The SBCTC Service Desk has been set up to provide online support for DITL activities.  Issues with activating your account (AYA) should be emailed to the service desk at servicedesk@ctclink.us.  Once you have successfully activated your account, all other requests should be submitted through the service desk web application at https://servicedesk.ctclink.us.  You will use your DITL ctcLink EMPLID and password as your login.

Note: End user training, data validation, performance testing and payroll parallel testing are all separate activities and outside the scope of DITL.
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This workbook will help you work through the following DITL activities for each primary function identified by the colleges: 

	#
	Task
	Owner
	Due Date
	Status

	1.
	Identify Primary Function Lead
	College PM
	
	

	2.
	Identify Testers
	PF Lead
	
	

	3.
	Identify Conditions to be Tested
	PF Lead
	
	

	4.
	Create Schedule
	PF Lead/ PM
	
	

	5.
	Identify Testing Location
	College PM
	
	

	6.
	Notify Testers
	PF Lead
	
	

	7.
	Hold Kick-Off Meeting
	PF Lead
	
	

	8.
	Execute Testing
	Testers
	
	

	9.
	Report Progress
	PF Lead
	
	

	10.
	Close-out DITL
	College PM
	
	



[bookmark: _Toc421960539]Primary Function

	Creating Online Payments to Reviewing Pending Receivables



[bookmark: _Toc421960540]College
This workbook outlines the DITL activities for the following college:
	
College
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The following person will be the lead contact for this function during DITL and will act as the liaison between the testers and the college PM. This person is responsible for identifying the testers, conditions to be tested and reporting progress. This person will also work with the College PM to set the schedule so all activities can be completed within the DITL window.

	PF Lead Name
	

	PF Lead email
	

	PF Lead Phone Number
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· Billing Specialist
· AR Specialist
· Cashier
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The following testers are dedicated to DITL for this primary function:

	Role
	Tester Name
	Tester email
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Test Conditions

Some tests will need to be executed more than once if you wish to cover different conditions. 
For example, Create a one time standard bill to a specific customer for a specific amount for various quantities and line info.
Source of Test Data
For some tests you will be creating new data while others will require you to find existing cases from data converted from legacy. For each condition, determine the source of your data. 

The following conditions will be tested during DITL for this primary function:

	Condition
	Description of Condition
	Converted Data?
(Y/N)
	New Data?
(Y/N)

	A
	
	



	

	B
	
	




	

	C
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Dependencies
 
There are no dependencies outside this primary function.
Schedule and Location
 
Testers are expected to co-locate when testing integrated business processes.
		
	Milestone
	Start
	Finish
	Location

	Print an Invoice
	
	
	

	Produce GL Accounting
	
	
	

	Enter a Deposit
	
	
	

	View Customer Info
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Test scripts are available to help guide the tester through the primary function. See Appendix A (ctcLink DITL Guide to Test Scripts by Primary Function). 
PF Leads are asked to report progress weekly and to escalate issues to their College PMs as needed.
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	Pillar
	Module
	Security Role Listed on BPD
	CEMLI 
	DITL Predecessor Script ID
	DITL Script ID
	Test Script Name
	Check when Complete

	FIN
	BI
	Billing Specialist
	 
	No Predecessor
	17.001
	Entering a Bill_Test Script.xlsx
	 

	FIN
	BI
	Billing Specialist
	 
	17.001
	17.002
	Changing Bill Status for a Group of Bills_Test Script.xlsx
	 

	FIN
	BI
	Billing Specialist
	 
	17.002
	17.003
	Finalizing and Printing an invoice_ Testscripts.xlsx
	 

	FIN
	BI
	Billing Specialist
	R-120
	17.003
	17.004
	R-120 Entering a Multiple Line Bill and Verify Remittance Address_Test Script.xlsx 
	 

	FIN
	AR
	AR Specialist
	 
	17.004
	17.005
	Processing Receivables Update_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
	 
	17.005
	17.006
	Processing an Aging Request_Test Script.xls
	 

	FIN
	BI
	Billing Specialist
	 
	17.006
	17.007
	Running the Pre-Load Processing_Test Script.xlsx
	 

	FIN
	BI
	Billing Specialist
	 
	17.007
	17.008
	Running the Load GL Accounting Entries Process_Test Script.xlsx
	 

	FIN
	BI
	Billing Specialist
	 
	17.008
	17.009
	Running the Load AR Pending Items Process_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
Cashier
	 
	17.009
	17.010
	Entering a Deposit and Applying Using a Worksheet_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
	 
	17.010
	17.011
	Viewing Posting Results for Single Pending Items_Test Script_NEW.xlsx
	 

	FIN
	AR
	AR Specialist
Billing Specialist
Cashier
	 
	17.011
	17.012
	Viewing Customer Aging_Test Script.xlsx
	 

	Pillar
	Module
	Security Role Listed on BPD
	CEMLI 
	DITL Predecessor Script ID
	DITL Script ID
	Test Script Name
	Check when Complete

	FIN
	AR
	AR Specialist
Billing Specialist
Cashier
	 
	17.012
	17.013
	Viewing Customer Balances_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
Billing Specialist
Cashier
	 
	17.013
	17.014
	Viewing Customer History_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
Billing Specialist
Cashier
	 
	17.014
	17.015
	Viewing Customer Inquiry Items_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
Billing Specialist
Cashier
	 
	17.015
	17.016
	Viewing Customer Payment History_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
Billing Specialist
Cashier
	 
	17.016
	17.017
	Viewing Customer Payments_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
Cashier
	 
	17.017
	17.018
	Viewing All Deposits_Test Script.xlsx
	 

	FIN
	AR
	AR Specialist
	R-271
	17.018
	17.019
	R-271 Processing and Printing Customer Statements_Test Script.xlsx
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