PURCHASE ORDERS

RELEASE NOTES — MARCH 2016

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PURCHASE ORDER system installed on your site.
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ADMINS Unified Community Release Notes — Version 7.0
Purchase Orders March 2016

1. APPROVALS

Users now have the ability to see ALL purchase orders at the approval level (to which you have security access)
even if the vouchers are not currently available to be approved. Previously, some purchase orders might not be
selected in the approval process because the purchase order was locked by the user working on the purchase orders,
or the purchase orders had been picked up in another user’s approval process.

Any Purchase order that is being locked by a user or process will now be displayed in the approval screen, but you
will be unable to approve this purchase order until the condition causing the lock is resolved. It will not show the
radio button to approve/disapprove the purchase order and will display a message at the bottom of the screen on
why it is unavailable for approval.

1.1. Purchase Order Locked By Another User

If there is a PO to be approved but someone else is currently using that PO [in the Purchase Order Entry screen]
then it will appear here but is not available for you to approve yet. You will now see it listed and a message
displayed at the bottom of the screen.

Prior to this update, the record would simply not display in the approval screen.

Needs Budget Override

1 Set All Apprave 2 Set &l Disapprove 3 Set Al lgnore 4 Process Approvals
g | 7 Vendor hame | & Dept Code 4 Total Approve  DisApprv lgnore

FIRE [ &000.00 | Notes: I e

Vendor # 000345  Remit 01 Date 04-Tec—2015 Entered DTMOND
Message User DIMOND is =itting on the Purchase Order

Notes

Some POs cannot he approved as they currently locked by other processes

[ADM-AUC-AP-773]

2. DEPARTMENT GROUP SECURITY

2.1. “Power User” Department Access for AP/PO

The account security process has been enhanced to allow for one or more “power users” who need to have access
to ALL Department Groups without manually managing the security tables each time a new one is added.
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Currently, if a new Department Group is needed, the record is added to the Department Group table:

Department Group Profile
Dept Group  FRESCHOOL Description |PRESCHOOL PROGRAM
1 General 2P0 I AP 3 Collsctions
Purchase QOrder Defaults Accounts Payable Defaults
PO Type [l Resular AP Type F~ Paynent. Youcher
Hel Approval Path  [FRESCHO_PO PRESCHOOL FROGRAM_FO Approval Path  FRESCHO_AP. PRESCHOOL PROGRAM_AP
Syskem  Help CCard Approval [FRESCHO_AF PRESCHDOL PROGRAM_AF
| Invoice Address [ KEOUEH ADMINISTRATION BLDG
User Menu 4 Delivery Address [io BELL .EARLY CHILDHOOD PROGRAM
rment Group Menu ) trment Group Prafile Print PR Prem [

And then access to that group is individually granted to each applicable user account:

Department Group Security

Username HHRY Mary MackKinnon
Hel
iz | laEE Department Description Access Codes Status On User
User Menu » JPOUSER POLICE " Read-Only @ Accese 7 No-Access Aotive

Department Group Menu Department Group Profile 5 WMl FPRESCHOOL PROGRAM  Read-Only + Access  Mo-Access Active
Man G ek Y ———— FRIMAVERA | PRIMAVERA CEWTER " Read-Only % Access " No-Access Fctive
L=l Sy S=l YepTianl=ns EE(s) SNl FEED | RFED CENTER  Read-Only & Access  ( Mo-Access Active

With this update, now, any user names specified in Module Control #45 will be added to All Department groups
automatically. However, this will only happen during the “weekly rebuild” of the account security features. For
most sites, the weekly rebuild runs on Sunday.

This means that if you add new Department Groups to the system on Tuesday and Wednesday, they will not be
automatically added to the “power users” until the weekly process runs on Sunday. If you need immediate access
to those groups then you may continue to set the access manually.

Syskem
User Menu 3
Department Group Menu 3

Menu Group Setup
In-UseError Flags

Batch Job Maintenance
Site Specific Error Checks

Menu Maintenance 4

System Module Control

Administrator » System Module Control

Prinker Setup 3

Snapshot Table Seq# Description Answer

Reports 3

AUC Support D [~ 40 fP/PO feerovals Ouerride Users (Separate sach rams bu #) AMTHEA#MARY #THERESA#HENDY #MUPDEY 1 $LUAHN#

e e s i’ I Department Group Security Override {Separate each name by #)  MUPDEV#ANTHEA

Site Specific » | ———— e —— —_—
) | 52 Does site use HML extension for EXCEL files M

Help Reference Library [ 55 Hetwork Location of Validstor Printer “\\gol \epsonpos

Figure 1 New Module Control Table parameter #45

[ADM-AUC-SY-7987]
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3. REPORTS

3.1. Export all POs [Items not Accounts]

Added a new export of Posted Purchase Orders showing the Vendor to whom the Purchase Order was issued and
the Items purchased. You may run this for a date range and produce an Excel file.

This export can be used to supply data to 3™ party agencies requesting data regarding your community’s
purchasing history. To access this option, go to the Purchase Order Reports Library and select #3626, Export all
POs [Items not Accounts]:

Report Library by Purchase Order
Report Name i
———————— PO"= In Progress ————— Sample
3650-In Progress POs - Summary Sample Run 4
36d41-In Progress POs - w/ GL Budget Detail SEMmplE Run
36d0-In Progress POz - by Status/Approval Code Sample | Run | 3
———————— Open POz ——————— Sarmple | | Rum
3610-0Open POz - Summary Satmple Run 4
3611-0Open POs - Line Detail Sample Run 4
3612-0Open POs — GL Line Detail Sample Run
361d-0Open POs with Vendors on Hold SEMmplE Run 3
3070-0Open POz az of a Date Sample | Run
3624-P0 Balances by GL# Sample | Run
3630-0pen Purchase Orders against this Account Sample Run 4
3676-P0s Awaiting Ligquidation Sample Run
3620-0pen Pos with Retainsge to Pay Sample Run
3672-0pen POs with Expired Bids SEMmplE Run 3
367d-0Open POz with Expired Contracts Sample | Run
———————— Pozted POz ——————— Sarmple | | Rum
3622-Posted POz - Summary Sample Run 4
3eZ3-Pocted Pls — Detail SErmple Fun
3626-Export all POz [Items not Accounts]

[N Task 3626: Export all POs [Ttems not Accounts]
Export all POs [ltems not Accounts]
Required: Purchase Orders Dated [mmddyyyy] From: [p7p12015 To: [12312015
ol
Run as xcel
Lookup 0 Cancel Clear All
A B < 8] E E =] H I o K L 3] 0
1 PO# PO _Date Vendor# Vendor Hame Address 1 Address 2 Address 3 City State Zipcode Country Vendor Contaci Vendor Email Line Hem i
2 71458 O1-Ju-2015 00553 ADVANCE PLACEMENT PROGR DEPT. EOB PO BOX 6670 PRINCETON I 06541 -0000 i 1 miore stuft
3 1461 01-Jul-2015 TOB085  UTRECHT ART SUPPLES & CORPORATE DRIVE CRANMBURY M 08512-0000 i 1 eazels
4 M1461 01-ul-2015 B08085  UTRECHT ART SUPFLEES f CORPORATE DRIVE CRANMBLRY I 06512-0000 i 2 #3 Brushes
5 M1461 01-ul-2015 'B08085  UTRECHT ART SUPFLEES f CORPORATE DRIVE CRANMBLRY I 06512-0000 i 3 gessn'd masonite 5.5 %11
& 1461 01-Jul-2015 TOB085  UTRECHT ART SUPPLES & CORPORATE DRIVE CRANMBURY M 08512-0000 i 4 Cacmium Blue
7 M1481 01-Ju-2015 B03085  UTRECHT ART SUPFLES & CORPORATE DRIVE CRAMBURY hJ 08512-0000 i 5 Cacmium whits
& 71464 O1-Ju-2015 1985 ADVANTAGE FITNESS SERWI 365 BOSTON POST ROAD, #101 SLDBURY MA  01776-0000 h ayola@eomeast ne 1 Advertising Posters
9 1465  01-Jul-2015 DO1B33 ADMINS INC 1035 CAMBRIDGE STREET CAMBRIDGE ~— MA  02141-0000 i 1 stuff
5 s

3.2. Vendor History — Purchase Orders Listing to Excel

[ADM-AUC-P0O-410]

Corrected an issue with the Excel output from the Vendor History — Purchase Orders Query screen. The relief

column was not displaying correctly on the first line of the PO.
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Vendor History - Purchase Orders
. vendory NN Local vendar £ ¥es % o
J Name  STAPLES CREDIT PLAM 1088 Code Entered 29-Mar-1995 MARILYM
= Class UMCL Unclassified Changed 0&-Aug-2007 CONVERT
Beginning Date | R e = e |
Ending Date |
FPurchase Orders I 4 Vouchers I 5 Dishursements

Sel PO# PO Date Department  E Li Vouchers Remaining Bal Type Status Orig PO Date

T 11638 29-Dec-2015 PRESCHOOL 79,99 79.99 Regular Meeds Budgz

T 11633 29-Dec-2015 SOUTH 62,99 52,99 Regular Meeds Budgz

[T 11570 28-Aug-2015 SOUTH 219.% 219.96 Regular Open

M 115632 28-Aug-2015 MACY 109.98 109,98 109.98 Regular Closed

[T 11568 28-Aug-2015 REED 128,97 128,97 Regular Open

[T 11485  08-Jul-2015 UMCLASSIFT 1.77 1.77 Regular Entry Bega

T 29604 01-Jul-2015 HIGHSCHOOL 249,29 249,29 Regular Open 15-Jul-2014

[T 39404  01-Jul-2015 MACY 33.63 33.63 Regular Open 14-Jul-2014

M 39403 01-Jul-2015 MACY 143,99 143.99 Regular Open 14-Jul-201d

T 39398 01-Jul-2015 MACY 18.39 18,39 Regular Open 14-Jul-201d

T 29312 01-Jul-2015 SOUTH 67,92 67.92 Regular Open 15-Jul-2014

[T 38730 20-Jun-2014 MACY 38,97 38,97 38,97 Regular  Closed

[T 38588 03-Jun—2014 MIDDLE 222,60 222 .60 222,60 Regular Closed

T 39274 19-May-2014 KEOUGH 8.54 8.54 8.54 Regular Closed

T 38706 13-May-2014 KEOUGH 89,52 82,52 82,52 Regular Closed

[T 38405 13-May-2014 KEOUGH 4,99 4,99 4.99 Rezular Closed

[T 388584  14-Apr-2014 MIDDLE 13,49 13,49 13,49 Regular  Closed

I 38699  24-Mar-2014 KEOUGH 10.58 10.58 10.58 Regular Closed

T 38695  0d-Mar-2014 KEOUGH 247,97 247,97 247,97 Regular Closed

& Yen Search | Torilbown | & Excel | OFrey. | 9 Mext |

A B € D F G H | J 3

Vendor Yendor Hame PO# PoDate Dept Group Encumbered Liguidated Relieved Paid Rem Balance  Type Status
P 'Boosa2  STAPLES CREDIT PLAN 035976 0M-Oct-2012  STALLBROOK 93.00 93.00 99.99 Reguiar  Closed

DO0E92  STAPLES CREDIT PLAN 032668 08-Feb-2012  HIGHSCHOOL 549.99 549.99 549.93 Reguier  Closed
b 'Dooss2  STAPLES CREDIT PLAN 032314 21-Sep-2011  SOUTH 6293 6293 6299 Reguier  Closed
|5 ooes2  STAPLES CREDIT PLAN %030743  10-May-2012 PRESCHOOL 79.99 79.99 79.99 Reguiar  Closed
F o0ss2  STAPLES CREDIT PLAN 024248 07-May-2008 SOUTH 219.96 219.96 219.98 Reguiar  Closed
[ o0ss2  STAPLES CREDIT PLAN %029248  07-May-2008 MACY 109.98 109.98 109.98 Reguiar  Closed

00892 STAPLES CREDIT PLAN 024247 07-May-2008 HIGHSCHOOL 254.87 254.87 254 97 Reguiar  Closed
B To0oes2 STAPLES CREDIT PLAN 029245 07-May-2008 MIDDLE 558.52 358.52 565.90 Reguiar  Closed
0 BO0Eg2  STAPLES CREDIT PLAN 024230 1-0ct-2007  REED 1269 1269 12849 Reousr  Closed

[ADM-AUC-PO-413]

3.3. Pagination on automatically displayed Reports

Pagination of reports that are automatically displayed to the screen when rendered in PDF format was not printing
correctly to the printer. This has been corrected and these reports now print with the correct page breaks.

PO Budget Check report issued from within the Approvals screen
PO Change Order Budget Check report issued from within the Approvals screen

PO Change Order Error report

POs needing approval listing

PO Change Orders needing approval listing
PO Rollover posting report

[ADM-AUC-PO-414]
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4. TABLES

4.1. Approval Path — Replace Username across All Paths

Enhanced the approval path table to allow the changing of a username en mass. If you have an “Approver” who is
no longer employed by the Town and you want to replace that name across all approval paths, you would
previously have to do it manually path by path. This update introduces the ability of making that change across all

approval paths.
To utilize this feature,

e (Click Purchase Orders » Tables » Approval path setup
®  (lick the Actions button

¢  (lick Replace User

e Complete the parameters and click OK

Maintain Approval Paths

Goto...
M ApprovalPath  JDMIN_PO Description [T0WN ADMLNLSTRATOR_PD
|
1 Add New I Minimum Primany Secondary F This Appruval Pa‘th c""l'ylI
2Remove
et Overre P o This will update only the path you are
3 Edit List Viewing in the baCkground.
Level 1 - Supenisor ARY [

=
s Level 2 - Department Head r F I
Level 3 - Purchasing Office r
r f & All Approval Paths

Level 4 - Finance Department
(34 Bl [AUC] 2500-Maintain Approval Paths [mary]

Replace User in Approval Path This will update all paths in the table.
FO O Required: Enter FROM Username |MARY |Maly MacKinnon
AR
Required: Enter TO Username  [MARY_ADMIN |Mary MacKinnon Admin Acg
Replace User from " This Approval Path Only & All Approval Paths
Lookup | SRR Cancel | Clear All |

Note: You may only specify usernames that have been established in the User Profile table. In other words, they
must be valid users of the AUC application — otherwise they will not be able to access the approval function.

[ADM-AUC-PO-409]

5. YEAR END PROCESSING
5.1. Purchase Orders Liquidated During Po Rollover

5.1.1. Stamping PO Rollover Method on Purchase Order
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Modified the PO Rollover process to store a description on liquidated entries. Prior to this update, if a purchase
order was selected to be liquidated during the Purchase Order rollover process, the internal notes on the purchase
order were not updated with the selected method.

Deliver T 4 TOWH OF AMYWHER!
Invoice Ta 4 TOWH O . =
1 Delivery Motes JIrtermal Motes:

No texi availabhle Enc. relieved wia PO

Follower Liguidation.

[ADM-AUC-PO-411]

5.1.2. Relieving Encumbrance on Contract when PO Liquidated

Modified the PO Rollover process to address an issue where a PO is linked to a Contract. Prior to this update, if a
purchase order was selected to be liquidated but it referenced a contract then the encumbrance was not removed
from the contract. This has been corrected.

[ADM-AUC-PO-411]

6. HELP REFERENCE LIBRARY

6.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

e SYSTEM System Administration Kit
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