PURCHASE ORDERS

RELEASE NOTES - JUNE 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PURCHASE ORDER system installed on your site in June 2015.

TABLE OF CONTENTS
1. PURCHASE ORDER ENTRY ...cuuuuuereiiiiiiiisnsnnneniinisissssneessssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssss 2
1.1. Final Payment on a Purchase Order with Retainage FUlly Paid ..........ccoeiiiiiiiiiii et 2
2. REPORTS . iiiiiiitiiiiteiiiiteeiiitesiitesssiesesssettessossesssossessssssesssssssssssssensssssssssssssssssssssssssssssssssssssssssnssssssssssssensssssssssssssnsssssnnse 4
2.1. PUrchase Order BalanCes DY GL .........ueiei oottt e e et e e e e e e e e e ettt e e e e e eesasteeeaeeseessstaeeeeeeeesssanesreeaeas 4
3. HELP REFERENCE LIBRARY ...cuuiittutiiiitnniiiieniiiiessiiiiessiiimessissmessssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssnssssssnnss 4
3.1. TNV T W) T F- d=To I Do Yol ] g0 1= o - 1 o o PSP 4

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 1 of 4



ADMINS Unified Community Release Notes — Version 6.1
Purchase Order June 2015

1. PURCHASE ORDER ENTRY

1.1. Final Payment on a Purchase Order with Retainage Fully Paid

Prior to this software update, there was an issue with relieving encumbrances on a Final Payment against a PO with
retainage. Whenever a PO is established and it is set to withhold retainage, the system will always compute a
retainage amount for each and every payment — even the final payment.

Previously, the system was not fully relieving the encumbrance on the PO when a final payment was made and
retainage was fully paid. Rather it was relieving the amount of the last payment less the retainage being computed
on the last payment; even if retainage was not actually withheld on the final payment. This has been corrected.
Now, a final payment will relieve whatever balance remains on the PO assuming that retainage has been fully paid.

Let’s look at an example. Shown below is a purchase order established with retainage. In this example, the PO has
a balance of $3,334 to be paid — and the retainage has been fully paid.

5]
PO# PO Query - Posted [TRAINING] BURKEC
e Vendor Code 036176 01 Dept Coche  CITY ity Daliver To (g6
Actiogs Ve Emsd [T | PODate  01-Jul-2014 FY 2015 Frolce To 016
Type Code 7 Zero Tolerance i Ery IV Jitenaitotes |
Orignal PO (9= Jul-2013 Mo text availdble ii
Ship T Atin
Ship Date =
Expected Amt
2Detsiz (4) | 3 teme | 4GLDetais | | SSsusHistory | §Vouchers(3) | Zchanges (T) | §attachment () | 364240, 00
Line Mem Oty UOM Hem Description Fi Price  Freight Cther Ext Amount Ratained Balance
,l._ COLUMEUS PARK IMPROVEMENTS 309117, 0000 309117 .00 14284 ,90 3334,00
Cer# 13-0143/1 30-May-2014 Ctr Expired
Spit 122-181-5780-0000-0000-B00-0038-(0900 UMCLASSIFIED
E additional ADA Complisnce - paved area 51778, 0000 51778.00 2265,30
Cere 13-01d43/2 30-May-201d Ctr Expired
122181=-5780=0000=0000=800=-038=0300
Spit 122=181=-5780=0000=0000=E00=-00Z8=(1300 UMCLASSTIFIED
E ] Pnendnent 42, Additionsl work on battin 1405 ,0000 1405,00 70,25
Cere 13-0143/3 30-May=2014 Ctr Expired
Spit 122-181-5780-0000-0000-200-0038-0900 UNCLASSIFIED
B furnish and install light pole and Fix 2540, 0000 294000
Cere 13-0143/4 30-May-2014 Ctr Expired
Spit 122-181-5780-000C-C000-800-0038 0500 UNCLASSIFIED
Encumbered 354840,00  Liguidated Relieved 361506 ,00 Paid 351505,00 Qg Balance 3334,00
— Retained 16720,45 Liguidated Relieved 16720.45 Paid 16720 .45

Figure 1 PO with Retainage Paid in Full and a Remaining Balance

When processing the Final payment of $3,334 it is important to remember that the system will still try to withhold
retainage. All you need to do is erase the “$ to Retain” by using <spacebar> + <enter> in that field.

Amount to Pay Vendor

ZEntry 51| 3 tems | 4 GL Details | 5 Status History | G Attachments | | 167,30

Line ltem Oty Uom Item Description Price  Freight Other $ To Retain Ext Amount
[l Jr.o000 | FOLUMELS PARK IMPROVEMENTS | 3324, 0000 | [ 316730

\

Enter total amount to pay of
$3,334.

Spacebar return to
delete retainage amount
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ADMINS Unified Community Release Notes — Version 6.1
June 2015

Purchase Order

The resulting voucher should look like this:

— AmouptigBaskiaado

2 Dtz (17| 3 tems | 4Gl Detsilz | 5 Status History £ Chesk Histary. | Tchanoes | o sttachments |
Line tem Oty Uom Hem Description Price  Freight Othey i Ext Amount
2334 ,0000 2334 .00

|1 COLUMBEUS PARK IMPROVEMEMTS
UMCLRSSIFIED

Spit I 122-181-5730-0000-0000-300-0035-0900
1099 F& PO# 14406071 Ctr# 13-01437/1 Exp:30-May-2014 Retain % 5.00

And the payment type should be set to Final Pay:

' Print Manual & ACH
Check Date
Separate Check [

Type F Final Payment

The voucher will then post for the full amount, and the encumbrance is fully relieved.

Youchers Posted On Z0-Apr-zOlS

CL Posting Batchf: 38683145
PO\ Line \GLLn Encumb Relief

User Batch Voucher Vendorg and Neme
zo1s 2,334.00 P 1440607171 3,334.00

122-181-5720-0000-0000-800-0038-0900

28363 370874 036176 GREEN ACPES LANDSSCA 1 1

*** Gramnd Total *** . .

The closed purchase order accurately reflects the transaction.

Fie Edt Ledgers Purchase Orders Accounts Paysble Budget System Favortes Help
BI@| & w|«|+|w] 2 Q| 2
Closed
PO PO Query - Posted [TRAINING] BURED
Erie Vendor Code 036176 0L Dept Code CITY ity Deliver To (16
ViaEmal [T | PODate  01-Jul-2014 FY 2015 Ivolee Fo 016
Ackag: Type Code 7 Zero Tolerance Efiviery hiot fr___dimternainotes |
Criginal PO 03-Jul-2013 Mo text available 3
Ship To Attn
Ship Date =l
[ —— Expected Amt
2Detsis (@) | IMems | 461 Detals 5 Stitus History § Vouchers (10) 7.changes (7). 8 Attactnent (8) 364840..00
Line fem oty UOM Item Description FA Price  Freight Other Ext Amoust  Retained Balance
o COLUMBUS PRRE. TMPROVEMENTS 309117 0000 309117 .00 1438490
Ctr# 13-0143/1 30-Hau-2014 Ctr Expired
Spit 122-181-5780-0000=0000-800-0038~0900 UNCLASSIFIED
B additional ADA Complisnce - paved area 51778,0000 51778,00 225,30
Ctre 13-0143/2 30-Hay=2014 Ctr Expired
122181-5780-0000-0000-800-038-0900
Spit 122-181-5780-0000~(000-800-0035-0900 UNCLASSIFIED
B fnercnent2, Additional work on battin 14050000 140500 70.25
Ctr# 13-0143/3 30-May-2014 Ctr Expired
Spit 122-181-5780-0000-0000-B00-0038-0200 UNCLASSIFIED
E_J furnish and install light pole and fix 2540, 0000 254000
Ctr# 13-0143/4 30-May—2014 Ctr Expired
Spit 122-181-5780- 0000~ (00-S00-0035-0900 LHCLASSIFIED
Encumbered 264840,00  Liquidated Relieved 364840 .00 Paid 364840.00  Balance
P Arr e s St E— e e

Users should pay close attention to the final payment of the purchase order and be sure to remove
any retainage the system attempts to withhold.

[ADM-AUC-PO-379]
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ADMINS Unified Community

Release Notes — Version 6.1
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2. REPORTS

Purchase Order

2.1. Purchase Order Balances by GL

June 2015

The Purchase Order Balances by General Ledger number report was enhanced to include filtering by fund and
retain the dates each user entered. These values may be cleared by clicking on the “clear all” button. This report
may be used during the Purchase Order Year End Rollover to compare purchase order balances to the Expenditure
Summary and Trial Balance encumbrance amounts. Run this report by selecting Purchase Orders P Reports »

Report Library P 3624 PO Balances by GL #.

Report Library by Purchase Order

Report Hame

******** P0"s In Progress ———————

3650-In Progress POs — Summary

3640-In Progress POs — by Status/Approval Code
******** Open POz —————

3610-0pen POs — Summary

3611-0pen POs — Line Detail

3612-0pen POs — GL Line Detail

3614-0pen POs with Vendors on Hold

3070-0pen POs az of s Date

Sample
Sample Run
Sample Run
Sample Run
Sample Run
Sample Run
Sample Run
Sample Run
Sample Run

3624-P0 Balances by GL# Sample Run

[ Task 3624: PO Balances by GL#

PO Balances by GL#

Required: Purchase Orders Dated [nmddyyyy] From: I‘ Tn:l

Optional: Enter Department Group | |

Edit__|[0 values:
—

& Account © PO¥ © Fund then Account?

Optional: Enter up to 9 Vendor#'s
Optional: Enter Department
Sort Report By:

Print Report as: " Detail # Summary

Runas & Preview (" Print < PDF
If Printing use Duplex & Yes  No

Lookup | 0K I

" Excel

Cancel Clear All

M Task 3624: PO Balances by GL#
PO Balances by GL#

Optional: Enter Department Group

Optional: Enter up to 9 Vendori's

Required: Purchase Orders Dated (mmddyyyy] Froml§ll TFEMEAGRE| To: (30-Jun-2015
|

Edi

Optional: Enter Fund

Edit |[1 values: 0100, [

Optional: Enter Department
Sort Report By:
Print Report as:

Runas & Preview  Print

If Printing use Duplex @& ves

 No

&+ Account? © PO# © Fund then Account#
= Detail © Summary

 PDF  Excel

Cancel Clear All

Lookup oK

Figure 2 Before

3. HELP REFERENCE LIBRARY

3.1. New or Updated Documentation

Figure 3 After

Not applicable for this software update.

[ADM-AUC-PO-381]
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