[image: cdx_graphic -mgb (2)]	

	Script Name
	TRI-MEweb RY 2016 User Acceptance Testing

	Script Synopsis
	The RY 2016 TRI-MEweb User Acceptance Testing script guides you through the key scenarios required when preparing and certifying a TRI form.

	Prerequisites
	The user has a CDX user ID and access to the TRI-MEweb data flow in CDX. The user has successfully logged into CDX and has access to at least one TRIFID.

	Tests Performed
	Page

	TRI-UAT 1.1 Adding a facility
	2-4

	TRI-UAT 1.2 Preparing a Form A
	5-7

	TRI-UAT 1.3 Preparing a Form R
	8-10

	TRI-UAT 1.4 Checking your forms for errors
	11-12

	TRI-UAT 1.5 Certifying your forms
	13-14

	Additional Tests for EPA Headquarters Only
	

	TRI-UAT 1.6 Uploading a Form R via XML Upload
	15-17

	TRI-UAT 1.7 Importing a prior year form
	18-20

	Introduction

	These test scripts are sample scenarios to get you started with common processes within TRI-MEweb. This UAT session will allow you to access the modernization TRI-MEweb application before it is made publicly available in January 2017. We highly encourage you to provide feedback on your experience via the JIRA issue collectors and if at any time you are in need of assistance with the application please contact Daniel Mayard (337-484-1745) or Val Nwokobia (703-227-5562) for help.
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Test Name
	Adding a facility

	Test ID
	TRI-UAT 1.1

	Synopsis
	The test will verify that the user can add a facility to their profile.

	Prerequisites
	The user has logged into CDX and the TRI-MEweb application is open.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “I need to:” drop-down and select the “add a facility” option from the drop-down menu. This will take you to the “Add Facility” page. Use the images provided for reference.
*Note: User experience may vary compared to images shown.
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	Navigation Steps
	Notes

	2. On the “Add Facility” page you will see 3 options for adding a facility. To begin, choose the third option of “I am not sure if my facility has previously reported to TRI.” This will launch the Facility Widget and allow you to perform a search for an existing facility. If you are unable to find your facility, you will be given the option to create one. Follow the on-screen instructions to add a facility to your profile.
	

	3. This test is complete when you arrive at the “Manage Facilities” page having successfully added a facility to your profile. You should see the newly added facility listed in the table. Feel free to return to the “Add Facility” page and perform the other two scenarios for adding a facility as well.
	





	
Test Name
	Preparing a Form A

	Test ID
	TRI-UAT 1.2

	Synopsis
	The test will verify that the user can create and prepare a Form A.

	Prerequisites
	The user has logged into CDX and the TRI-MEweb application is open.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “I need to:” drop-down and select the “prepare a form” option from the drop-down menu. This will take you to the “Form Home” page. Use the images provided for reference.
*Note: User experience may vary compared to images shown.
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	Navigation Steps
	Notes

	2. Click the “Add Form(s)” drop-down in the “Actions” column for the facility you would like to prepare a form for.
	

	3. Click the “Create new form(s)” option from the drop-down menu.
	

	4. Follow the on-screen instructions in the pop-up to select the chemical “Benzene”. Once it is chosen, click the “Add Form(s)” button. This will take you back to “Form Home” page.
*Note: Not all chemicals can be prepared as a Form A so to be sure you can successfully complete this test we recommend “Benzene” as your chemical.
	

	5. The chemical name that you’ve chosen will be shown beneath the applicable facility. Under the “Form Type” column click the “change” link.
	

	6. On the “Change Form Type” pop-up, select the “Form A” radio button and click “Save” to change the form to a Form A. This will take you back to the “Form Home” page.
	

	7. Click the “Continue” button under the “Actions” column to begin the form and follow the on-screen instructions to prepare your Form A.
	

	8. Fill out the applicable sections within the form and navigate through the form parts by using the “Prev” and “Next” buttons at the bottom of the. You may click “Save” at any time to save your changes.
	

	9. This test is complete when you click “Next (Check for Errors)” and arrive at the “Check For Errors” page.
	






	
Test Name	
	Preparing a Form R

	Test ID
	TRI-UAT 1.3

	Synopsis
	The test will verify that the user can create and prepare a Form R.

	Prerequisites
	The user has logged into CDX and the TRI-MEweb application is open.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “I need to:” drop-down and select the “prepare a form” option from the drop-down menu. This will take you to the “Form Home” page. Use the images provided for reference.
*Note: User experience may vary compared to images shown.
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	Navigation Steps
	Notes

	2. Click the “Add Form(s)” drop-down in the “Actions” column for the facility you would like to prepare a form for.
	

	3. Click the “Create new form(s)” option from the drop-down menu.
	

	4. Follow the on-screen instructions in the pop-up to select a chemical that you would like to create a form for. Once it is chosen, click the “Add Form(s)” button. This will take you back to “Form Home” page.
	

	5. The chemical name that you’ve chosen will be shown beneath the applicable facility. Click the “Begin Form” button under the “Actions” column to begin the form and follow the on-screen instructions to prepare your Form R.
	

	6. Fill out the applicable sections within the form and navigate through the form parts by using the “Prev” and “Next” buttons at the bottom of the screen or by using the navigation bar at the top of the form header (Form R only). You may click “Save” at any time to save your changes.
	

	7. This test is complete when you click “Next (Check for Errors)” and arrive at the “Check For Errors” page.
	






	
Test Name
	Checking your forms for errors

	Test ID
	TRI-UAT 1.4

	Synopsis
	The test will verify that the user can check their form for errors.

	Prerequisites
	The user is logged into the TRI-MEweb application and has prepared at least one form.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “Forms” drop-down in the navigation bar and select the “Check for Errors” option from the drop-down menu. Use the image provided for reference. This will take you to the “Check for Errors” page.
*Note: User experience may vary compared to images shown.
	

	2. Make sure that the appropriate facility is chosen in the “Select a Facility:” drop-down and follow the on-screen instructions to check your form(s) for errors.

In this section you can:
· View an Error List in the event a form has failed the error check by clicking “View/Fix Errors” in the “Failed Form(s)” table. This list will allow you to review the errors found and enter “Error Navigation Mode” where you can return to the form and fix the errors in their respective section of the form.
· View “Summary Reports” in the event the form has passed after being checked for errors and is listed in the “Passed Form(s)” table.
	

	3. This test is complete when you have successfully moved your form to the “Passed Form(s) table” and any critical errors (if applicable) have been addressed.
	






	
Test Name
	Certifying your forms

	Test ID
	TRI-UAT 1.5

	Synopsis
	The test will verify that the user can certify and submit a form.

	Prerequisites
	The user has logged into TRI-MEweb application and has at least one form that has passed the error check.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “Forms” drop-down in the navigation bar and select the “Check for Errors” option from the drop-down menu. Use the image provided for reference. This will take you to the “Check for Errors” page.
*Note: User experience may vary compared to images shown.
	

	2. In the “Passed Form(s)” section select the form(s) you would like to certify and follow the on-screen instructions to certify and submit your form to EPA. 

In this section you can:
· View “Summary Reports” in the event the form has passed after being checked for errors and is listed in the “Passed Form(s)” table.
· Choose to “Select other Certifying Official” and add a new Certifying Official.
· View the status of passed forms and whether their Certifying Official has been notified.
· Certify and submit forms to EPA.
	

	3. This test is complete when you arrive at the “Submission Confirmation” page where you can view the details of your successful submission.
	




	
Test Name
	Uploading a Form R via XML Upload (EPA Only Test)

	Test ID
	TRI-UAT 1.6

	Synopsis
	The test will verify that the user can upload a Form R as an XML.

	Prerequisites
	The user has logged into CDX and the TRI-MEweb application is open.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “Forms” drop-down in the navigation bar and select the “Upload Forms” option from the drop-down menu. This will take you to the “Upload Forms” page. Use the images provided for reference.
*Note: User experience may vary compared to images shown.
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	Navigation Steps
	Notes

	2. Use the XML file provided to you through email and either drag and drop it into the box or browse to the file once it is saved on your computer by clicking “click here to select an XML file to upload”. Once the XML file has loaded, follow the on-screen instructions to save the form to your profile.
	

	3. This test is complete when you have successfully saved an uploaded form and returned to the “Form Home” page where you can see it listed in the table under the appropriate facility.
	




	
Test Name
	Importing a prior year form (EPA Only Test)

	Test ID
	TRI 1.7

	Synopsis
	The test will verify that the user can import a prior year form. 

	Prerequisites
	The user has logged into CDX and the TRI-MEweb application is open.
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	Navigation Steps
	Notes

	1. From the My TRI page, click the “I need to:” drop-down and select the “prepare a form” option from the drop-down menu. This will take you to the “Form Home” page. Use the images provided for reference.
*Note: User experience may vary compared to images shown.
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	Navigation Steps
	Notes

	2. Click the “Add Form(s)” drop-down in the “Actions” column for the facility you would like to prepare a form for.
	

	3. Click the “Import prior year form(s)” option from the drop-down menu.
	

	4. Follow the on-screen instructions in the pop-up to select a chemical that you would like to import a prior year form for. Once it is chosen, click the “Import Form(s)” button. This will take you back to “Form Home” page.
	

	5. The chemical name that you’ve chosen will be shown beneath the applicable facility. Click the “Begin Form” button under the “Actions” column if you would like to begin the form and follow the on-screen instructions to prepare your prior year form.
	

	6. This test is complete when the prior year form is available on the “Form Home” page where you can see it listed in the table under the appropriate facility.
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