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1. Script Organization

· Depending on if scripts are easy to produce and store, consider giving each test case it’s own script; This makes tracking and counting easier, at the cost of some extra copying and pasting

· Each script name should define what the test is for, not just “TC1” or “TC2”, but a title like “Rule1234_NewBusiness_Ohio.xml”; This makes finding individual test cases much quicker and without the use of a spreadsheet

· Reusing scripts for future projects is possible if they are organized and up to date. If the work was done sloppily the first time, it will most likely need to be done again; Rework can be reduced if the Test Cases are effortless to find, formatted both legibly and comprehensively, and in an order easily understandable to even the newest testers. Organizing does not need to be perfect, just practical.
· Multiple folders for each project are expected, but should not be excessive; Avoiding the use of extra folders to hold test artifacts reduces confusion and versioning issues. There does not need to be multiple copies of the same document in use, so an archiving folder can be made to hold all out-of-date versions of the test artifacts.

· Sharing a dashboard or tracking document can help monitor work flow and progress; Creating a quick matrix that traces all test cases in the project can be another good way to count and report results. 
2. Documentation

· When several team members are making changes to the same documents constantly, some overlap is likely to occur, usually in rework. If there is an extra column in the dashboard or traceability matrix for “Comments and Issues”, each person can take a few seconds to note any changes that were made to scripts or defects that were logged; This eliminates extra guessing and investigating that would have to occur if the last action was not reported. A date with the note can also act as an edition, so that earlier dated information can be considered appropriately. For difficult test cases, documenting good testing instructions could help when re-scripting is necessary.
· Writing good testing scenarios or “How to Test” notes is incredibly important if anyone other than the tester might need to see the document. Just having the minimal amount of information to test might be sufficient for the test team, but if a business person audits the document, they’ll need to understand what was executed and how; Getting into the habit of writing a few additional lines in the testing spreadsheets, or putting scenarios into English in a separate area from the actual ‘condition’, will be impressive to anyone attempting to follow the testing process. Though it’s not always value added, it makes the documents look neat and easy to read for non-technical associates.
· If part of the test case needed to be looked up in other reference data or by communicating with a developer/BA/other tester, this also merits a quick note; Saving the next person the time of redoing the same work is always helpful and appreciated. It is also useful for new employees attempting to track the process a tester took when executing a given test.
· For defects and issues noted in an extra spreadsheet column, it’s not necessary to completely remove the text when they are resolved. Instead, strike through the text that is no longer needed, but leave it available to access; If the resolution to the issue, or the defect number which would contain the resolution, is noted somewhere, don’t just discard it. It will probably be helpful if the issue arises again and needs to be revisited. 
3. Inter-team Involvement and Communication
· At the beginning of a project, consider requesting invitations from the Business Analysts to elaboration and development meetings; Although not required for testers to attend, these meetings can provide a greater understanding of the project from the eyes of the Business, and give insight into possible future test cases and their creation.
· Asking questions from a testing perspective is a good way to gauge how much test preparation is needed, as well as how to stage certain scenarios; Another benefit to this is catching potential holes in the elaboration by brainstorming possible test cases. If additional elaboration is needed, it’s better to have done it earlier than later.
· For communicating with team members who are not at the same location, make sure to include them by phone as much as possible and remember to keep them informed of any changes that occur in the project by email; Involving remotely working team members will keep the project on track and reduce confusion around changes. Email is good documentation that can be looked back at for reference.
· If the developers can spare an hour or two, ask them to look over your test scenarios/plan to make sure scripts were staged correctly; This small extra effort before testing begins can cut down on numerous “Test Case Error” defects that will need to be addressed later on. It also gives the tester a better idea of how information is implemented for future reference.
· Lack of communication between teams can cause for missed requirements, duplicate work, and most often, rework; If one team makes a change to a requirement, and does not go through the expected notification steps, then those requirements would be developed and tested incorrectly. They would then need to completely be recoded and retested, wasting countless hours of time. A similar situation might be if work is completed by one tester and not documented anywhere, who is to know if it is completed, in progress or not started?
