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User Acceptance Testing Guide
Scope and Purpose
This document serves as a checklist for Acumin functionality. Completing the testing results and providing test information beneath each test serves two purposes:
It provides a logical and structured order to ensure that the tester considers each all relevant areas of a version upgrade;
It provides a clear audit trail so that any subsequent issues that were not revealed in test can be reviewed against the test matrix for the purpose of improving the matrix.
The firm must confirm that testing has been completed in the following areas:
	Areas to be tested
	Signature

	Client and Matter Opening 
	

	Time Entries
	

	Billing Management Tool (based on license type)
	

	Invoicing
	



Additional sections may be tested if relevant to the firm’s needs.
Once testing is complete, please print, sign the first page, and submit it to the project manager overseeing your upgrade.
For any questions or issues encountered during testing, please email support@dexco.com with the subject line starting with "AcuminTest – [Short Description]" to ensure proper prioritization and response.




Detailed Testing Requirements

Client and Matter Opening
Search Tool
· Ability to search by:
Quick Person Search enabled and disabled
Example: 	construction___ _______________________
Successful: Yes  ☐      No  ☐
· Multiple Words
Example:	construction – const- constance____
Successful: Yes  ☐      No  ☐
· Multiple words with special characters (ie. “&”)
Example:	Bar & Grill________________
Successful: Yes  ☐      No  ☐
· Whole Phrase
Example:	___________
Successful: Yes  ☐      No  ☐
· By Phone Number
Example:	_________________
Successful: Yes  ☐      No  ☐
· By Email
Example:	old@bargrill.ca___________________________
Successful: Yes  ☐      No  ☐
· By Address
Example:	26 Beaconsfield__ ____________________________
Successful: Yes  ☐      No  ☐

Client Wizard
· Ability to create and activate a client
Client # 	____________Contact #__ ______
Successful: Yes  ☐      No  ☐
· Ability to add a contact
Successful: Yes  ☐      No  ☐
· Ability to execute a client request through the Client/Matter request form (Subject to licensing)
Client # ___________Contact #______
Successful: Yes  ☐      No  ☐

Matter Wizard
· Ability to create and activate a matter
Client # 	___________Matter #___________
Successful: Yes  ☐      No  ☐
· File Activation Charge (if relevant)
Client # 	_________Matter #_________
Successful: Yes  ☐      No  ☐
· Ability to add a contact
Contact # __________
Successful: Yes  ☐      No  ☐
Conflict Search 
· Ability to launch the conflict search & proceed with the activation
Client # 	____________
Successful: Yes  ☐      No  ☐

Client Properties
· Ability to change the status of a client to close
Client # 	__________
Successful:	    Yes	_ _ No ____
· Ability to change a team/ownership
Successful: Yes  ☐      No  ☐
· Ability to add a contact
Client # ______________Contact # __
Successful: Yes  ☐      No  ☐
Matter Properties
· Ability to change the status of a matter to close
Client # 	______Matter #_____
Successful: Yes  ☐      No  ☐
· Ability to change a team/ownership
Successful: Yes  ☐      No  ☐
· Ability to add a contact
Contact #	_ ____
Successful: Yes  ☐      No  ☐

Time Entries
Time Sheet

· Enter a valid Member, Client and a Matter by entering the numbers in the fields
Member# ___ Client # __  Matter #____ 
Successful: Yes  ☐      No  ☐
· Enter a client and a matter by launching the search person and matter search (using the ellipsis button) 
Client #____Matter #___
Successful: Yes  ☐      No  ☐
· Ability to launch the Spell Checker – Press text-edit bottom right – to spell check the content of the timesheet before posting.
Successful: Yes  ☐      No  ☐
· Have the ability to post an entry
Client # 	_______Matter #____
Successful: Yes  ☐      No  ☐
· Ability to change the date filter
Successful: Yes  ☐      No  ☐
· Ability to submit to another member
Successful: Yes  ☐      No  ☐
· Ability to start a timer from the icon in the Icon bar at the top
· Successful: Yes  ☐      No  ☐

· Ability to restart/stop a timer from the Hourglass icon
Successful: Yes  ☐      No  ☐

Month tab (Calendar)
· Enter a valid client and a matter by entering the Number in the field
Client #_________Matter #_______
Successful: Yes  ☐      No  ☐
· Enter a client and a matter by launching the search person and matter search 
Client # 	__________Matter #_________
Successful: Yes  ☐      No  ☐
· Ability to move to different months
Successful: Yes  ☐      No  ☐
· Ability to search with description containing
Search Criteria:	_____
Successful: Yes  ☐      No  ☐
· Ability to search by Creation Date
Successful: Yes  ☐      No  ☐
· Ability to create a new time entry using the New Entry option
Client #	__________Matter#	___________
Successful: Yes  ☐      No  ☐
· Ability to post an entry
Client #	__________Matter #___________
· Ability to launch Show Time Entries form and apply an additional filter (ie. Date)
Successful: Yes  ☐      No  ☐

Entries Transfer
· Ability to transfer time and disbursements from one client to another
Client #	___________Matter #_________
Successful: Yes  ☐      No  ☐
· Ability to transfer time and disbursements from one member to another
Member # _ _
Successful: Yes  ☐      No  ☐
· Ability to transfer time and disbursements from one date to another
Client # _____Matter #____ from: ___to ____
Successful: Yes  ☐      No  ☐


Billing Management Tool (based on license type)
Billing Mangement under Dashboards side bar)
· Ability to execute the Billing Management Tool
Example:	_ __ ______________________
Successful: Yes  ☐      No  ☐

To Bill Tab 
· Ability to Classify a matter (To Bill; To W/O; Defer)
Example:	_________________
Successful: Yes  ☐      No  ☐
· Ability to print a DDI and a matter draft
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to generate a matter Invoice
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to generate a Client Invoice (If relevant)
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to generate a Multiple Matter Invoice
Example:	_______________
Successful: Yes  ☐      No  ☐
· Ability to generate a WIP List
Example:	________________
Successful: Yes  ☐      No  ☐

Details Tab
· Ability filter by Client and Matter
Example:	_________________________
Successful: Yes  ☐      No  ☐
· Ability to Filter by member role
Example:	____________
Successful: Yes  ☐      No  ☐

Results Tab
· Ability to print a DDI and a matter draft
Example:	_____________ 
Successful: Yes  ☐      No  ☐
· Ability to generate a matter Invoice
Example:	_______________________
Successful: Yes  ☐      No  ☐
· Ability to generate a Client Invoice (If relevant)
Example:	___________________
Successful: Yes  ☐      No  ☐
· Ability to generate a Multiple Matter Invoice
Example:	__________________
Successful: Yes  ☐      No  ☐
Invoicing
Show Invoice Detail
· Ability to filter by Status
Example:	_____________
Successful: Yes  ☐      No  ☐
· Ability to filter by Date
Example:	__ __________
Successful: Yes  ☐      No  ☐
· Ability to filter by Client
Example:	_____________
Successful: Yes  ☐      No  ☐

· Search for single matter invoice
Example:	___________________
Successful: Yes  ☐      No  ☐
· Search for client invoice number
Example:	_________________________
Successful: Yes  ☐      No  ☐
· Search for multiple matter invoice number (batch number)
Example:	__________
Successful: Yes  ☐      No  ☐
· Ability to cancel an existing posted invoice
Example:	__________________________________
Successful: Yes  ☐      No  ☐

 Invoice Properties
· Ability to create, print and post an invoice for every type (matter, client, no time, multiple matter, interim and a shared invoice)
Example:	__________
Successful: Yes  ☐      No  ☐
· Ability to change the billing contact
Example:	______________________________
Successful: Yes  ☐      No  ☐
· Ability to change the Invoice/GL date
Example:	___________________________________
Successful: Yes  ☐      No  ☐
· Ability to Modify Chargeability of a WIP Entry
Example:	_from non-chargeable to chargeable and vice-versa__
Successful: Yes  ☐      No  ☐
· Modify Hours of a WIP Entry
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to make billing changes - Select an entry to Hide
Example:	__________________________
Successful: Yes  ☐      No  ☐
· Ability to make billing changes - Select an entry to Restore hidden 
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to make billing changes - Create an Anticipated  Disbursement
Example:	___ _____________________________
Successful: Yes  ☐      No  ☐
· Ability to override in grouped entries
Example:	______________________________
Successful: Yes  ☐      No  ☐
· Ability to override Fees
Example:	____________
Successful: Yes  ☐      No  ☐
· Ability to apply a discount
Example:	____________________________________  
Successful: Yes  ☐      No  ☐
· Ability to apply a payment from Trust
Example:	____________________________________
Successful: Yes  ☐      No  ☐
· Ability to make a Manual Allocation
Example:	_____________________________
Successful: Yes  ☐      No  ☐
· Ability to Submit to 
Example:	______________
Successful: Yes  ☐      No  ☐
· Ability to generate the invoice, e-file, print and post ebilling specific matters for every unique combination of task set (If relevant)
Example:	__________
Successful: Yes  ☐      No  ☐

[bookmark: _Hlk173476640] Email Invoice in Draft and/or Final form (Menu options) *
**Note: To test the Email, make sure to modify first the email address of the invoice billing contact to “Your own email” and then test. Otherwise, you can send by accident an email to a billing contact 
· Ability to email in draft form 
Example:	________
Successful: Yes  ☐      No  ☐
· Ability to email in final form 
· Example:	___ ____________________________
Successful: Yes  ☐      No  ☐
· Ability to flag the Printed or Email or e-bill invoices as “Sent by post”, “Sent by email” or “Sent the Ebill”. 
Example:	________________________
Successful: Yes  ☐      No  ☐



 Print an Invoice in Draft and/or Final form (Menu options) *

· Ability to print in draft form 
Example:	________
Successful: Yes  ☐      No  ☐
· Ability to print in final form 
Example:	___ ____________________________
Successful: Yes  ☐      No  ☐

Payment Inquiry
· Ability to filter by Status
Successful: Yes  ☐      No  ☐
· Ability to filter by Cheque Type
Successful: Yes  ☐      No  ☐
· Ability to filter by Dates
Successful: Yes  ☐      No  ☐
· Ability to filter by Cheque/Debit Memo
Successful: Yes  ☐      No  ☐
· Ability to cancel an object
Successful: Yes  ☐      No  ☐
GL Inquiry
· Ability to filter by GL
Successful: Yes  ☐      No  ☐
· Ability to view the properties of a GL transaction
Transaction: ____
Successful: Yes  ☐      No  ☐

Disbursement(entry and uploads)
Quick Disbursement Entry
· Enter a valid client and a matter by entering the Number in the field
Client # 	________Matter #_____________
Successful: Yes  ☐      No  ☐
· Enter a client and a matter by launching the search person and matter search 
Client # 	______________Matter #_____________
Successful: Yes  ☐      No  ☐
· Ability to post an entry
Client # 	_____________Matter #____________
Successful: Yes  ☐      No  ☐
· Ability to proceed and post entries that have been uploaded (based on Disbursement Upload License)
Tested unique matter and Client-matter for Fax and Copies. If those 2 work all will work
Client # 	__________________Matter#__________________
Successful: Yes  ☐      No  ☐
Trust Deposits
Trust Receipt Properties
· Ability to enter a complete Trust Receipt and click OK
Example:	_________________
Successful: Yes  ☐      No  ☐
· Ability to enter a complete Trust Receipt and use New button
Example: 	Trust #4582_________________________
Successful: Yes  ☐      No  ☐
· Ability to override the number of days in the Hold Funds For field
Successful: Yes  ☐      No  ☐

Show Trust Receipts
· Ability to Print a Bank Deposit Slip
Example:	___________________________________
Successful: Yes  ☐      No  ☐
· Trust Administrative Fee (TAF) (if relevant)
Example:	______
Successful: Yes  ☐      No  ☐

Show Trust Deposit Slips
· Ability to Make a Deposit Slip (Green Book)
Example:	#14418__ ____________________________________
Successful: Yes  ☐      No  ☐
· Ability to Post
Example:	_#14418_ ____________________________________
Successful: Yes  ☐      No  ☐
· Ability to change the Transaction Date
Example:	__ __________________
Successful: Yes  ☐      No  ☐

	
Show Deposits (Trust)
Ability to Filter by:
· Status
Example:	Deleted, Cancelled, Unposted ________________________
Successful: Yes  ☐      No  ☐
· Transaction date
Example:	______________
Successful: Yes  ☐      No  ☐
· Description Contains
Example:	_____________________________________
Successful: Yes  ☐      No  ☐
· Reference
Example:	_ __________________________________
Successful: Yes  ☐      No  ☐
· Batch Number
Example:	_______________________________________
Successful: Yes  ☐      No  ☐
Trust Payment	
Payment (new)
· Ability to create and submit a Trust Cheque to another user
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to create, print and post a Trust Debit Memo
Example:	_______________________________
Successful: Yes  ☐      No  ☐
· Ability to create, print and post a Trust Cheque
Example:	_________________________________
Successful: Yes  ☐      No  ☐

Payment of Invoice 
· Ability to enter an invoice # directly
Example: _____________________________________
Successful: Yes  ☐      No  ☐
· Ability to enter an invoice by using the Show Invoice Search
· Ability to search by client
· Ability to search by invoice date
· Ability to search by Invoice total range
Example:	____________
Successful: Yes  ☐      No  ☐

Show Trust Payments
· Ability to filter by own work On/Off
Successful: Yes  ☐      No  ☐
General Deposit
	General Receipt Properties
· Ability to process a deposit for an Invoice (with overpayment)
Successful: Yes  ☐      No  ☐
· Ability to select multiple invoices to pay from the Show Invoice Form
Example: ____________________
Successful: Yes  ☐      No  ☐
· Ability to process a deposit directly to a GL
Example:	_____________________________________
Successful: Yes  ☐      No  ☐
· Ability to process a foreign currency deposit (Based on Foreign currency licensing)
Example:	___________________
Successful: Yes  ☐      No  ☐

Show Receipts
· Ability to Print a Bank Deposit Slip
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to transfer an entry deposit to a New Deposit Slip
Example:	____________________
Successful: Yes  ☐      No  ☐
· Ability to transfer an entry deposit to a New Trust Slip
Example:	____________________
Successful: Yes  ☐      No  ☐

Show Deposit Slips
· Ability to Make a Deposit Slip (Green Book)
Example:	_______________________________
Successful: Yes  ☐      No  ☐


· Ability to delete
Example:	______________________________________
Successful: Yes  ☐      No  ☐
· Ability to Post
Example:	____________________________________
Successful: Yes  ☐      No  ☐

Show Deposit (General)
Ability to Filter by:
· Status
Example:	Deleted, Cancelled, Unposted ________________________
Successful: Yes  ☐      No  ☐
· Transaction date
Example:	______________
Successful: Yes  ☐      No  ☐
· Description Contains
Example:	_____________________________________
Successful: Yes  ☐      No  ☐
· Reference
Example:	_ __________________________________
Successful: Yes  ☐      No  ☐
· Batch Number
Example:	_______________________________________
Successful: Yes  ☐      No  ☐
General Payment (Quick Cheque)
Show General Payments
· Ability to create and submit a General Cheque to another user
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to create, print and post a Debit Memo
Example:	__________________________________
Successful: Yes  ☐      No  ☐
· Ability to create, print and post a General Cheque
Example:	_________________________________
Successful: Yes  ☐      No  ☐
· Ability to use the Clone & Delete Feature
Example:	___________________________
Successful: Yes  ☐      No  ☐

General Cheque Properties
· Ability to create a Debit Memo and a General Quick Cheque
Example:	________________________
Successful: Yes  ☐      No  ☐
· Ability to select a GL
Example:	___________________
Successful: Yes  ☐      No  ☐
· Ability to select a Disbursement on a client and matter
Example:	________________
Successful: Yes  ☐      No  ☐

General Cheque Template Properties
· Ability to Create, Save and Load a template (top right) 
Example:	____________________________
Successful: Yes  ☐      No  ☐
Trust Transfer	
Trust Transfer Properties
· Ability to execute a Matter-to-Matter Transfer
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to execute an Account-to-Account Transfer (if allowed)
Example:	_________________
Successful: Yes  ☐      No  ☐
· Ability to execute a Client-to-Client Transfer
Example:	_________
Successful: Yes  ☐      No  ☐
Investment & Redemption
· Ability to process and post Trust Investment Properties
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to process a Trust Redemption 
Example:	_________________________
Successful: Yes  ☐      No  ☐

Statement of Accounts
· Ability to send a SOA by email
Example:	___________________________________
Successful: Yes  ☐      No  ☐
· Ability to generate the SOA run
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to Print and flag the SOA as “Sent by post”, “Sent by email”
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
WIP and Collection Note Management
· Ability to create and WIP note
Example:	__________________________________
Successful: Yes  ☐      No  ☐
· Ability to create a collection note
Example:	_________________________________
Successful: Yes  ☐      No  ☐
· Ability to create a post-dated collection note
Example:	_____________________________
Successful: Yes  ☐      No  ☐

AP Vouchers
Show Accounts Payable
· Ability to search by date
Example:	___________
Successful: Yes  ☐      No  ☐
· Ability to search by status
     Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to search by payments held (If relevant)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to create and submit a voucher to another user
Example:	_submitted to 531 and 521_ ________________
Successful: Yes  ☐      No  ☐
· Ability to create, and post a Voucher
Example:	_Voucher 12759 and 12760____________________
Successful: Yes  ☐      No  ☐
· Ability to delete a voucher
Example:	_ Voucher 12759 and 12760____________________
Successful: Yes  ☐      No  ☐

Accounts Payable Properties
· Ability to select a GL
Example:	_____________________________
Successful: Yes  ☐      No  ☐

· Ability to select a Disbursement on a client and matter
Example:	__ ___________________________
Successful: Yes  ☐      No  ☐

Accounts Payable Template Properties
· Ability to Create, Save and Load a template (Icon in the top right)
Example:	________________________
Successful: Yes  ☐      No  ☐
AP Payment
Payable Invoice Filter (Proposed Payment)
· Ability to create a Proposed Payment Batch
Example:	_____________________________
Successful: Yes  ☐      No  ☐
· Ability to filter based on date
Example:	___________
Successful: Yes  ☐      No  ☐
· Ability to exclude a voucher
Example:	_____________________________
Successful: Yes  ☐      No  ☐
· Ability to add a new voucher
Example:	_____________________________
Successful: Yes  ☐      No  ☐
· Ability to modify the Payment Method (Cheque vs Debit Memo)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to “Generate Batch”
Example:	___ _________________________________
Successful: Yes  ☐      No  ☐
· Ability to view, print and post a Payment in Progress Batch
Example:	__________________
Successful: Yes  ☐      No  ☐
Payable Invoice Filter (Payment in Progress)
· Ability to Print the List of Payments
Successful: Yes  ☐      No  ☐
· Ability to multiple select and print the debit memo/cheque
Successful: Yes  ☐      No  ☐
· Ability to select and delete a debit memo and a cheque
Successful: Yes  ☐      No  ☐
· Ability to multiple select and post the debit memo/cheque
Successful: Yes  ☐      No  ☐
Dashboards
Client/Matter
· Ability to filter for a specific client and matter
Example:	________________________
Successful: Yes  ☐      No  ☐
· Ability to generate client matter reports (second icon on the far right)
Example:	_____________________________
Successful: Yes  ☐      No  ☐
· Ability to view and modify client matter level contacts from the Contacts tab
Example:	________________________________________
Successful: Yes  ☐      No  ☐

· Ability to generate a SOA from the Exposure & Collection tab (icon in the Collection section) 
Example:	_____________________
Successful: Yes  ☐      No  ☐
· Ability to launch the Outstanding Balance (second icon below the Hours Worked button)
Example:	_____________________________
Successful: Yes  ☐      No  ☐

Member Activity 

· Ability to set the Member Activity and Financial Inquiry Overnight Process* 
Example:	_______________________________
Successful: Yes  ☐      No  ☐
· Ability to launch the dashboard
Example:	_______________________________
Successful: Yes  ☐      No  ☐
· Ability to launch 1 report
Report:	________________________
Successful: Yes  ☐      No  ☐

Productivity
· Ability to filter for Monthly, Weekly and Daily
Example:	__________________
Successful: Yes  ☐      No  ☐

WIP Inquiry
· Ability to filter by Client and or matter
Example:	___________________
Successful: Yes  ☐      No  ☐
· Ability to filter by Member
Example:	_________________
Successful: Yes  ☐      No  ☐

· Ability to Copy to Timesheet*
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to Change chargeability
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to make modifications:
· Reverse time entry*
Example:	__________________________
Successful: Yes  ☐      No  ☐
· Split
Example:	_____________________
Successful: Yes  ☐      No  ☐
· Write Off
Example: _____________________
Successful: Yes  ☐      No  ☐
· Execute a Spell Check
Example:	___________________________
Successful: Yes  ☐      No  ☐
· Ability to execute 1 report
Example:	_ _______________Report:	_______________________________
Successful: Yes  ☐      No  ☐

Account Receivables Dashboard
· Ability to filter by client and or matter
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to filter by client group (If relevant)*
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to double click to launch the next level of detail
Example:	_______________________
Successful: Yes  ☐      No  ☐
· Ability to click on the tab (client/Participant or matter or invoice) to see next level of detail
Example:	__________________________________________
Successful: Yes  ☐      No  ☐
· Ability to launch the properties of an invoice
Example:	__________________________________
Successful: Yes  ☐      No  ☐
· Ability to search by invoice #
Example:	__________________________________
Successful: Yes  ☐      No  ☐
· Ability to launch the Billing History Report
Example:	______________________________
Successful: Yes  ☐      No  ☐

Trust Inquiry
· Ability to filter by client and or matter
Example:	____________ _________________
Successful: Yes  ☐      No  ☐
· Ability to double click to launch the next level of detail
Example:	_ ________________________
Successful: Yes  ☐      No  ☐
· Ability to click on the tab (client/Participant or matter or invoice) to see next level of detail
Example:	____________________________________
Successful: Yes  ☐      No  ☐
· Ability to launch the properties of a transaction
Example:	_ ________________________
Successful: Yes  ☐      No  ☐
· Ability to launch the Trust History Report
Example:	_ ___________________________
Successful: Yes  ☐      No  ☐
· Ability to launch the Statement of Trust for a client/mattert
Example:	_ ___________________________
Successful: Yes  ☐      No  ☐

Important Date List
· Ability to filter by Client and or matter
Example:	____________________ ____________
Successful: Yes  ☐      No  ☐
· Ability to create a new important date
Example:	____________________
Successful: Yes  ☐      No  ☐
· Ability to view the properties of an existing important date
Example:	____________________________
Successful: Yes  ☐      No  ☐
· Ability to use the Bring Forward Feature
Example:	_ ____________________________
Successful: Yes  ☐      No  ☐
Client/Matter Count Report
· Ability to launch the filter for the Client/Matter Count
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
Potential Conflict
· Ability to launch a potential conflict based on an existing client and matter
Example:	_____________________
Successful: Yes  ☐      No  ☐

Personnalized Reports*
· Ability to launch at least one personnalized report
Example:	_Aged WIP Report____________________________
Successful: Yes  ☐      No  ☐

My Package 
· Ability to launch at least one customized package 
Example:	_Test Package_______________________________
Successful: Yes  ☐      No  ☐
User Defaults
· Ability to make a change and save the properties
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
Favourites
Clients
· Ability to add and remove a favourite client
Example:	__________
Successful: Yes  ☐      No  ☐

Matter	
· Ability to add and remove a favourite matter
Example:	______________________________
Successful: Yes  ☐      No  ☐

Contact 
· Ability to add and remove a favourite contact
Example:	______________________________
Successful: Yes  ☐      No  ☒

View Person
· Ability to search for a client only
Example:	__________________________
Successful: Yes  ☐      No  ☐
· Ability to search for a client and member only
Example:	______________
Successful: Yes  ☐      No  ☐
WIP WO requests 
· Ability to write off a WO generated from the To Bill tab
Example:	_________________________
Successful: Yes  ☐      No  ☐

Request for Credit Note and AR WO
Credit Note
· Ability to create and post a regular credit note
Example:	_______________
Successful: Yes  ☐      No  ☐

· Ability to create and post a detailed credit note
Example:	___________________________________
Successful: Yes  ☐      No  ☐

AR WO
· Ability to create and post an AR Write off
Example:	_______________
Successful: Yes  ☐      No  ☐

Journal Entry 
· Ability to create and post a Journal Entry
Example:	___________________________________
Successful: Yes  ☐      No  ☐
· Ability to Create, Save and Load a recurring template
Example:	___________________
Successful: Yes  ☐      No  ☐


Reporting, Big Filter – Report Generation
· Client/Matter – Client and Matter List )
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Account Receivable - Aged Account Receivable 
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Work In Progress - Aged WIP
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Accounting – Registers - Billing Register
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Productivity - Hours Worked and Disbursements Charged
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Management – Receipts and Account Receivable Write-offs – 
Receipts or AR Write-Off (with Allocation)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Productivity - Delegation Report (Work Delegated-to or Received-from)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Financial Management - GL Supporting Details
Example:	__ __________________________________
Successful: Yes  ☐      No  ☐
· Financial Statement (Trial Balance and Balance Sheet)
Example:	__ ___________________________________
Successful: Yes  ☐      No  ☐
Member creation, member properties
· Ability to create a new member
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to assign them to an Acumin User
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to assign a Rate to the new member
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

· Ability to access the properties of an existing member
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

Rate management
 Rate Categories (Icon under the Dashboard side bar)* 
· Ability to create a new member rate category
Example:	__________________
Successful: Yes  ☐      No  ☐
· Ability to change a rate on an existing base rate
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to add a member to an exsiting rate category
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to View Rate
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to Proceed with Gloabal Billing Rate Change
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

 Special Rate (Icon under the Dashboard side bar)* 
· Access rrom the Environment – Time & Disbursement and/or
· Access from the Client /Matter Dashboard, icons beside the client/matter fields

· Ability to set up a special client/matter rate
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to set up a special time code rate
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to set up a special disbursement rate
Example:	____________________________________________
Successful: Yes  ☐      No  ☐


Billing and Cash Allocation Modification (after posting)	
· Ability to modify the fee allocation on a posted invoice from the option in the Show Invoice Detail form
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

· Ability to modify the cash allocation on a posted and paid invoice from the Cash/WO Allocation icon under the Accounting side bar
Example:	__________________________________
Successful: Yes  ☐      No  ☐

Member Budget (If relevant)
· Ability to create a new member budget and “commit”
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

Financial Budget (If relevant)
· Ability to create new Financial budget and “commit’
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

File Closing Process
· Ability to close a matter
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to create a destruction note (if relevant)
Example:	____________________________________
Successful: Yes  ☐      No  ☐

· Ability to close a client
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
Bank Reconciliation (new feature – read the documentation)*
· Ability to create a new Bank Reconciliation for a GL bank account
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Make Bank adjustments and GL deposit /Payment adjustments
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to clear cheques in bulk
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to reconcile and un reconcile a cheque
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to run an outstanding cheque list
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

Review of Permissions
· Ability to modify and save permissions at the user group level and individual level
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

Month End and Year End Process
· Ability to close a month and year
Example:	____________________________________________
Successful: Yes  ☐      No  ☐



Practice Management (If relevant)
Task List 
· Ability to access the Practice Management Task List from Tasks main menu option 
Successful: Yes  ☐      No  ☐

· Enter a valid Client and a Matter by entering the codes in the fields
Client # ____  Matter #____ 
Successful: Yes  ☐      No  ☐
· Enter a Client and a Matter by launching the search person and matter search (using the ellipsis button) 
Client #____Matter #___
Successful: Yes  ☐      No  ☐
· Ability to filter results, select In Progress Status, select an Activity Group and an Activity Type, update the From – To dates and click on Apply Filter 
Successful: Yes  ☐      No  ☐
· Ability to access right-hand click contextual menu
Successful: Yes  ☐      No  ☐
· Ability to access the Properties of a case note, click on Properties from right-click contextual menu
Successful: Yes  ☐      No  ☐
· Ability to Make a Time entry from right-click contextual menu
Successful: Yes  ☐      No  ☐
· Ability to Bring Forward a case note from right-click contextual menu
Successful: Yes  ☐      No  ☐
· Ability to Mark as Complete from the right-click contextual menu
Successful: Yes  ☐      No  ☐
· Ability to Print List View from right-click contextual menu
Successful: Yes  ☐      No  ☐

Practice Management Note 
· Enter a valid Client and a Matter by entering the numbers in the fields
Client # ____  Matter #____ 
Successful: Yes  ☐      No  ☐
· Enter a Client and a Matter by launching the search person and matter search (using the ellipsis button) 
Client #____Matter #______
Successful: Yes  ☐      No  ☐
· Select an Activity and Type by clicking on the ellipsis button on the right-hand side of the fields.
Activity _______ Type ________
Successful: Yes  ☐      No  ☐
· Ability to change the Action Date and Due Date
Successful: Yes  ☐      No  ☐
· Ability to change Status from In Progress to Complete
Successful: Yes  ☐      No  ☐
· Ability to relate a Time Entry by clicking on the “Time Entry” checkbox 
[bookmark: _Hlk72138412]Successful: Yes  ☐      No  ☐

· Ability to relate a Time Entry by pressing on the “Related Time Entry” option at the bottom of the form. This option will launch the time entry properties form
Successful: Yes  ☐      No  ☐
· Ability to remove Time Entry checkmark, if the time entry is un-posted, the removal of the checkmark will delete the time entry and enable the status options “in-progress or complete” for user changes (if any)
Successful: Yes  ☐      No  ☐
· Ability to type in the Time Entry and Note Content section, modify it at any time before the Time Entry is posted
Successful: Yes  ☐      No  ☐
· Ability to select Multiple occurrences option, this action will automatically open the Recurring Info section
Successful: Yes  ☐      No  ☐
· Ability to select Type of Recurrence
Successful: Yes  ☐      No  ☐
· Ability to Link Documents
Successful: Yes  ☐      No  ☐
· Ability to Delete the note and the related time entry (if any)
Successful: Yes  ☐      No  ☐
· Ability to Bring Forward, on execution the user will be prompted with a “To Date” selection. When OK is clicked, the object content will be saved as a new note. The original note content is also saved with the status of completed
Successful: Yes  ☐      No  ☐
· Ability to create an Important Day, the note Action Date will pre-populate the important date Warning Date field and the final Due Date will pre-populate the actual Important Date. These are defaults that the user can override
Successful: Yes  ☐      No  ☐
· Ability to print-preview or print the content of the case note, press on printer icon
Successful: Yes  ☐      No  ☐

Practice Management Journal
· Ability to access the Practice Management Journal, click on the Journal button that appears in the bottom right of the form.
Successful: Yes  ☐      No  ☐
· Enter a valid Client and a Matter by entering the numbers in the fields
Client # ____ Matter #______
Successful: Yes  ☐      No  ☐
· Enter a Client and a Matter by launching the search person and matter search (using the ellipsis button) 
Client #____Matter #___
Successful: Yes  ☐      No  ☐
· Ability to filter results, select In Progress Status, select User as Creator, update the From – To dates and click on Apply Filter
Successful: Yes  ☐      No  ☐
· Ability to access right-hand click contextual menu
[bookmark: _Hlk72138750]Successful: Yes  ☐      No  ☐
· Ability to create a new case note, click on New from right-click contextual menu
Successful: Yes  ☐      No  ☐
· Ability delete case note, click on Delete from right-click contextual menu
Successful: Yes  ☐      No  ☐
· Ability to activate the spellchecker to the list of notes by clicking Spell Check from the right-click contextual menu
Successful: Yes  ☐      No  ☐

Business Process Rule Functionality (if licensed)
· Effective generation of the BPR functionality for all licensed templates
Example:	___ ________________________
Successful: Yes  ☐      No  ☐

Petty Cash (if licensed)
· Ability to create and process a petty cash (complete process)
Example:	___ ________________________
Successful: Yes  ☐      No  ☐

Expense Reports (if licensed)
· Ability to create and process an expense report (complete process)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
Agenda (if licensed)
· Access to the agenda and ability to create and maintain appointments. (complete process)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
Enhanced Client and Matter forms (if licensed)
· Ability to complete a new client and/or matter request. (complete process)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to submit the request for validation and correction to the data steward. (complete process)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

Marketing Functionality (if licensed)

Referrals

· Ability to search referral by person and by matter
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Contact management - Ability to create basic persons and basic persons that are contacts without the person having to be a client
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to classify persons as leads and/or prospects within the person’s marketing tab (basic person, client, vendor) for all new persons.
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to report non-individuals by industry
Example:	___________________________________________
Successful: Yes  ☐      No  ☐
· Ability to classify matters as matter type “Marketing”
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to group persons under a firm-defined grouping for individuals (professional title) or for non-individuals (industry)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
· Ability to access the marketing person filter and results tab with the ability to export the results to Excel in order to trigger mass mailings
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

· Create events and have access to a comprehensive person filter for prospect management where results can be exported to Excel as well as group-emails can be executed (complete process)
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

Marketing Tags and Subscriptions
· Have access to Marketing tags and subscriptions from within the person filter and list management tools.
Example:	____________________________________________
Successful: Yes  ☐      No  ☐

· Ability to identify the member that has the role of initiator as well as other associated members from marketing perspective.
Example: ____________________________________________
Successful: Yes  ☐      No  ☐

· Ability to classify a contact as defined “also marketing contact”
Example:	____________________________________________
Successful: Yes  ☐      No  ☐
Person View
· Ability to launch the person quick view
Successful: Yes  ☐      No  ☐

2.43 Relationship Management (if licensed)
· Ability to create tasks, notes, to do’s and/or important dates in relation to persons for purposes of managing client and or contact relationships.
Example: ____________________________________________
Successful: Yes  ☐      No  ☐
1. Test Results 
Tests executed by: ___________________________  Date: ___________
Use this section to elaborate on any Unsuccessful Results.  Please be as detailed as possible, including specific examples for every test where you responded “No” to whether it was successful.  
Conclusion: Issues found.
[bookmark: _MailOriginal]
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