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Tessitura Daily Usage Testing

* Starred entries indicate configuration tests that need to have information passed on to other testers for end user testing.

VE Managers 
❑ Create a new Performance*
❑ Assign membership Entitlement ticket limits to new Performance*
❑ Create an Offer/Promotion for use with testing *
❑ Create/review a Pricing Rule for use with testing *
❑ Create a new Facility
❑ Review Quicksale setup
❑ Bring performances on/off sale using Season Maintenance
❑ Run a familiar report on a previous performance and compare results against v14 
❑ Schedule a report (one time run, 15 minutes from creation, email to self)
❑ Post Ticketing batches
❑ Verify with Finance that Ticketing GL import file generated as expected

VE Staff
❑ Add customer account
❑ Edit customer account
❑ Turn customer account into Household account
❑ Add affiliate to Household account
❑ Try to edit an account with RTE constituency
❑ Process GA single ticket order (e.g. MIX)
❑ Process single ticket order to timed event (e.g. special exhibition)
❑ Process Annual Fund Contribution
❑ Process Membership
❑ Process Gift Membership
❑ Process single ticket order with Contribution
❑ Process an order using new Offer created by Box Office
❑ Process an order that triggers a Pricing Rule
❑ Process an order that triggers membership Entitlement
❑ Test credit card readers
❑ Print tickets
❑ Print batch of tickets
❑ Use PAHT delivery for order
❑ Print email confirmation
❑ Look up and open an order
❑ Refund an order
❑ Exchange an order
❑ Create CSI
❑ Update CSI

Entitlements
❑ Review current Entitlements setup, compare against v14
❑ Review current Entitlements screen on constituent record, compare against v14
❑ Test positive Entitlement enforcement, e.g. access to Member ticket price type
❑ Test negative Entitlement enforcement, e.g. carting more tickets than allotted


Donor Records Team
❑ Add customer account
❑ Edit customer account
❑ Turn customer account into Household account
❑ Add affiliate to Household account
❑ Process a Contribution that generates a Membership
❑ Process a Contribution that does not generate a Membership
❑ Create a Pledge and then pay off the Pledge in a separate batch
❑ Check generation of a Membership from a Contribution
❑ Check generation of Constituency from a Membership
❑ Close and Post a Development Batch 
❑ Verify with Finance that Dev GL import file generated as expected
❑ Create CSI
❑ Update CSI
❑ Run some familiar reports
	❑ Run a standard report (green icon)
❑ Run an SSRS report (blue icon)
❑ Run a report and compare results against v14  
❑ Run all commonly used Custom reports
❑ Run a report and compare results against v14  
❑ Print a report
❑ Save a report as PDF
❑ Save a report as Excel
❑ Schedule a report (one time run, 15 minutes from creation, email to self)
❑ Create and generate a List
❑ Create and schedule an Extraction
❑ Create and execute an Output Set
❑ Custom Screens
	❑ Stock Gifts
		❑ Add a new Stock Gift and Save 
		❑ Compare some existing Stock Gifts against v14
	❑ Wealth Screen 
		❑ Make a change and Save  
		❑ Compare some existing Wealth Values against v14
	❑ Art/In-Kind Gift
❑ Add a new Art gift and Save
❑ Compare some existing Art gifts against v14
	❑ PG Detail/PG Summary
		❑ Add a new Planned Gift and Save
		❑ Compare some existing Planned Gifts against v14
❑ Verify the PG Summary tab is displaying as expected
❑ Corp Benefits
❑ Add a new Benefit Record and Save
❑ Compare some existing Benefits against v14




Research
❑ Compare some existing Plans to v14
❑ Create a new Plan
❑ Assign a Primary Worker and some other Workers to Plan
❑ Add a step to the Plan
❑ Change the Plan Status
❑ Run the Step Detail Report with familiar settings and compare against v14
❑ Run the Plan Summary Report with familiar settings and compare against v14 
❑ Compare an MGO’s Portfolio view against v14
❑ Add some new Columns to the Portfolio and Save
❑ Copy the Portfolio to Clipboard and Paste in Excel


Data Analyst
❑ Review custom List Manager criteria
	❑ Contribution with S/C
	❑ Membership
	❑ Wealth Screen
❑ Review custom Portfolio elements
❑ Review custom Output Set elements
	❑ A1/A2 Attributes
	❑ Latest, Previous Membership Views
	❑ Salutations
	❑ Wealth Screen


TNEW
❑ Update content on some Performances and review
❑ Update content for email confirmations and review *
❑ Update settings for Web MOS and review *
❑ Update Delivery Method restrictions for a select Performance *
❑ Update content for Contributions page and review
❑ Register customer account
	❑ Review customer account in Client
❑ Reset password
❑ Add Interest
❑ Change Interests
	❑ Review customer account in Client
❑ Confirm that performance times listed are accurate
❑ Purchase single tickets to GA event
❑ Purchase single tickets to timed event
❑ Put single ticket in cart, wait for cart to expire 
❑ Purchase single tickets to Performance with custom email content
	❑ Review Confirmation Email
❑ Purchase single tickets, choose PAH Delivery Method
	❑ Review PAH tickets
❑ Purchase single tickets to Performance with restricted Delivery from above
	❑ Review Delivery Method options
❑ Register new account for Contributions
❑ Make AF Contribution 
	❑ Review Confirmation Email
❑ Make Membership Contribution over a Membership minimum
❑ Check Constituency
❑ Make a number of purchases with multiple different items in cart
	❑ Review Confirmation Email
❑ Purchase single tickets to Performance with add-on donation
	❑ Review Confirmation Email
❑ Purchase Performance using Offer code from above
❑ Purchase Performance using Pricing Rule from above
❑ Purchase Tri-C membership using Promo Code to trigger discount
❑ verify student id# CSI
❑ Purchase Friends group membership using Promo Code to activate buttons
	❑ verify Member Name CSI
❑ Delete an item from a cart
❑ Change address on account
	❑ Review customer addresses on record
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Custom Reports
Data Management
	❑ 1CMA Identify Potential Dups
	❑ Batch Status Reset
	❑ Bulk Import Inkind Gift Items
	❑ Transaction Date Reset
Development
	❑ CMA: Attainment – Three Year by Purpose with Goals
	❑ CMA: Attainment 2yr by Constituent
	❑ CMA: Attainment 2yr by Purpose YTD
	❑ CMA: Attainment 2yr with Fund
	❑ CMA: Daily Gift Report
	❑ CMA: Membership Analysis by FY
	❑ CMA: Membership Analysis by Status
	❑ CMA: Membership Contributions
	❑ CMA: Membership Details_R1
	❑ CMA: Pledge Receivable by FY and Qtr
	❑ Corporate Benefits Report
	❑ Friends Groups Fund Acknowledgements
	❑ New Contributions Report (custom)			
	❑ Patron Activity Report (custom)
	❑ Philanthropy Activity Report
	❑ Planned Giving Annuity Report
	❑ Planned Giving Donors by Gift Type
	❑ Womens Council Daily Report
	❑ Womens Council Fund Acknowledgements
	❑ Year End Giving Letters
Finance
	❑ CMA Posting Export
Labels and Letters
	❑ CMA: Print Acknowledgement Letters
Membership
❑ Membership Commission Report
Miscellaneous
	❑ Reset User Password

