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This document explains new product enhancements added to the ADMINS Unified Community (AUC) for 
Windows PURCHASE ORDER system. 
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1 CHANGE ORDERS [FIX] 

To make it easier to see what changed, ADMINS added a description for delivery notes changes to the change 
order edit list and report. To see the change order report, go to: 

Purchase Orders  Queries  View All Purchase Orders  Select PO  PO Query  [7 Changes] 

 
The same report may be run from the PO Posted Change Orders screen. Go to: 

Purchase OrdersChange OrdersView Posted Change Orders 

 
Figure 1 Updated Change Order report and edit list with a delivery notes label 

[ADM-AUC-PO-551] 
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2 VENDORS [ENHANCEMENT] 

 
 
ADMINS added features to the vendor maintenance 
screens available from the Accounts Payable and 
Purchase Orders menus. 
 
 
 

2.1 Remit Addresses [Enhancement]  

This enhancement addresses a concern that if users want to find a vendor, and the first remit 
shown is inactive,  the user may think the entire vendor is not active and either request a new 
vendor number or create a new vendor. Prior to the software update, the first remit address 
was always displayed first, even it was an inactive remit address. 
 
ADMINS changed the vendor field to display the first active remit address for a selected vendor. If all remit 
addresses are inactive it will display the first remit for that vendor. Access the screen via: 
 

Accounts Payable  Vendors  Enter Vendor 

 
Type the vendor number in the vendor field 
to display the first active remit address. If 
looking for a vendor but the vendor 
number is not known, enter the first six 
characters in the vendor name, click on the 
lookup, and select one of the search 
options. The system will display the first 
active remit address. 

 
While working in the Enter Vendors or View Vendors Screens, return to 
the [1_Name Address] tab from the [3_Classifications], 
[4_Attachments], [5_Items], or [6_User_Defined] tabs and the first 
active remit address will be displayed. 
 

Figure 2 Using the lookup to find a vendor 

 
To return to the [1_Name Address] tab from the [2_Addresses] tab, first select an active remit address. 
If accessing the home screen and then returning to the [1 Name Address] screen – it will display the first remit 
(whether active or inactive).  
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Figure 3 Type a vendor number into the Vendor Field to display the first active remit address 

 

2.2  “Change Type” & “Copy Address” Buttons [Enhancement] 

There may be a need for additional remit addresses on some vendors. All the address information (including the 
address type) from one remit can be copied to another existing remit record.  

 

 

2.2.1 Copy a Remit Address 

To easily copy a Remit address, use the  button. If there is only one remit address for the 
vendor, use the [6 Add Address] button first to create a new address record to use for the “Copy To” address.  
 
If only one address exists for the vendor, this popup will be displayed: 
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If there are multiple remit address records for the vendor, 
the system will display the Copy Address prompt. Copy 
any existing remit address to another remit address. The 
“Copy To” address record will be updated with the address 
and the remit type. Once the address is copied, if desired, 
use the [0_Change Type] button to change the new remit 
address to the desired type.  

 
 
 

2.2.2 Change a Remit Address Type  

For any existing remit address, select [0 Change Type]  to display the Address Type Change 
prompt: 
 

Select the new address type from the lookup or 
enter it directly. Valid types are:  

• “10” for 1099 Address,  

• “AP” for Accounts Payable,  

• “HR” for Human Resources, and  

• “PO” for Purchase Orders. 
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Figure 4 The remittance 01 address was changed from Accounts Payable to 1099 

3 BIDS [Enhancement] 

ADMINS added a new [J Add 1 Line] button on the Bids screen to allow adding a line with a specific line number. 
This facilitates the changing, addition, and deletion of bid items and enables the assignment of a line number 
rather than have new lines added at the end of the bid. Bid documents and AUC bid records will be easier to 
coordinate with this enhancement. The [9 Add Lines] button will still allow the addition of a line or lines at the 
end of the bid.  

Purchase Orders  Bids  Bid Entry 

 

 

When using the [J Add 1 Line] button, if a line number already 
exists, the system will pop up a message that reads “P3160 

Line number already exists on Bid, use different Line number”.  

 

[MDT-SUP-SAPLAUC-1984] 
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4 QUERIES – Line Balances [Enhancement] 

ADMINS added a report to the PO query screen to provide lines balances on POs (particularly helpful in 
understanding activity for POs that have retainage). Go to: 

Purchase Orders  Queries  PO Query  Select PO 

 
Figure 5 Before – PO Query screen had no button for the Line Balances report 

 
Figure 6 After – the PO Line Balances report as run to Excel®  

The report is also available to Run as  Preview  Print or PDF®.  

[ADM-AUC-PO-548] 
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4.1 Vendor Name Query Screen [Enhancement] 

 
Figure 7 Before - the Vendor Name Query screen  

 
Figure 8 After – the Vendor Name Query Screen with three new fields 

ADMINS added three new fields to the vendor name query screen. The user knows immediately the remit 
number, the vendor address type, and the status of the remit address (“A”ctive or “I”nactive) for all remit 
addresses for the desired vendor. 

[ADM-AUC-AP-934] 

5 REPORTS [Enhancement] 

ADMINS added two new purchase 
order reports. Both allow 
selection based on any segment 
of an account used on a PO, a 
total by Fund or Department, and 
a sub-total by any of the 
remaining account segments of the account 
number. Select:  

Purchase Orders  Reports  By Purchase Order  

 
 

 
Use care when filtering the selections; if Program 405 is selected, and Object 54160, the result will report on only 
the purchase orders meeting both criteria. This allows for precise reporting. 
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5.1 #3601 Purchase Order Detail Select by Account Element [Enhancement] 

 

 

Enter a Date Range (required – can select dates from a 
drop-down calendar) 
 

PO Status – select one of: 
 Open/In-progress (not closed) 
 Closed – have been paid or liquidated 
 All –Any PO that is within the dates and match the 
rest of the selection criteria will be shown on the 
report 

 

Total Report By:  Total either by Fund or Department  
 
Sub-total: 

Within the Total Report By: selection, select the fund 
element to be used for subtotals  
 

Optional Filters: 
Select any element of the account number– enter the 
criteria to restrict the output. These use “and” logic, 
not “or” – each criteria must be met if multiple 
criteria are used. 

(these subtotal and filter options will vary by site) 
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The columns on the report are described in the table below. The report is available to run as Print/Preview/PDF® 
or Excel®. Excel® is shown. 

 
This reports on 
purchase orders and 
optionally filters on any 
account element. The 
prompt requires a date 
range. 
 
 
 
 
 

Figure 9 Sample #3601 Purchase Order Detail Select by Account Element 

 
Excel® 
Column Column Label Description 

A PO# Purchase Order number 

B Date Date of the Purchase Order 

C Vendor Name Vendor Name 

D Line Line # of the Purchase Order 

E GL-Lin Each line may be “split” to multiple accounts; if applicable, the General 
Ledger line # will be shown 

F Account Number The General Ledger Account Number 

G Qty Quantity, if specified on the purchase order 

H Beginning Balance The dollar amount encumbered on the Purchase Order  

I Relieved Dollar amounts relieved on the purchase order 

J Remaining Balance Remaining dollars encumbered on the purchase order 

K Retainage To-Be-Paid Retainage amount- yet unpaid 

 Status Status of the purchase order 

 

5.2 #3602 Purchase Order Summary with Vouchers [Enhancement] 

This reports on vouchers paid on the selected purchase orders, and shows only Open or Closed purchase orders, 
as vouchers cannot be created against purchase orders in entry began status. There are 24 columns of data 
provided and as such the report is available in spreadsheet format only. It requires a date range, allows filtering 
by status, and provides the option to select only certain account elements.  
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#3602 Purchase Order Summary with Vouchers Responses to prompt 

 

Enter a Date Range (required – can select dates 
from a drop-down calendar) 
 

PO Status – select one of: 
 Open/In-progress (not closed) 
 Closed – have been paid or liquidated 
 All –Any PO that is within the dates and 
match the rest of the selection criteria will 
be shown on the report 
 

Optional Filters: 
Select any element of the account number– 
enter the criteria to restrict the output. 
These use “and” logic, not “or” – each 
criteria must be met if multiple criteria are 
used. 

(these subtotal and filter options will vary by 
site) 

 

 
Figure 10 Sample #3602 Purchase Order Summary with Vouchers Report 
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The first line for each PO displays the PO status and the amount encumbered for the PO. The columns on the 
report are described below. 
 

Excel® 
Column 

 
Column Label 

 
Description of Contents 

A PO# The purchase order number 

B Line# The line from the purchase order (will not necessarily match the voucher line 
number) 

C PO_Vendor The Vendor number and vendor name from the purchase order 

D UserBatch The batch number in which the voucher was created  

E Voucher# The voucher number 

F V#Line The line number on the voucher (not necessarily the same as the PO line #) 

G Voucher-Type The type of voucher – valid types are:  
C–Credit Voucher 
F–Final Payment on these lines 
H–Pay Retainage 
L–Liquidate Remaining PO Balance 
P–Payment Voucher 
R–Refund Voucher 
T–Recurring Template 

 

H Item_Description The first line of the item description as entered on the purchase order and 
brought into the voucher 

I VoucherDate The date of the voucher 

J Qty The quantity paid on the voucher if a quantity-based purchase order 

K Price The price per item on the voucher (may differ from the price on the voucher) 

L Freight Any freight charges paid on the voucher 

M Other Any other charges paid on the voucher 

N Retain If the purchase order is specified as retaining an amount or percentage, the 
retainage amount will be shown here 

O Paid The amount paid on the voucher 

P PO_Running_Balance The running balance showing available dollars remaining encumbered on the 
purchase order – shows the starting amount and the gradual reduction of 
the balance 

Q Relieved_on_PO The dollar amounts relieved on the purchase order 

R Voucher_Status The status of the voucher 

S Invoice# The invoice number as entered on the voucher 
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Excel® 
Column 

 
Column Label 

 
Description of Contents 

T Invoice_Date The invoice date as entered on the voucher 

U Vendor_Paid The vendor that was paid, if different from the purchase order vendor 

V Check# The check number for the payment 

W Check_Date The check date for the payment 

X Liquidated_On The liquidation date of voucher 

[MDF-SUP-SAPLAUC-1046] 

5.3 #1296 PO Balance vs. GL Encumbrance Balance Report [Enhancement] 

ADMINS added a new report available in the Audit Report section that compares the PO balances to the GL 

Encumbrance balances for a fiscal year. Both the GL posted and unposted files are compared against the open 

purchase orders. The report shows any differences so that issues are immediately identified.  

 

 

To run the report, click on the [Run] button, and enter 

the required Fiscal Year. The report is sorted by fund, 

then account #, and within the fund and account number, 

a Purchase Order number with a subtotal for each PO 

number. There is a total for each fund and a report grand 

total. The Encumbered minus the Retained and Relieved 

columns equals the Balance for the purchase orders.  
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Figure 11 Sample of the new #1296 report 

The table describes each of the report columns. 

Excel® 

Column Column Header Description/How Used 

A Account & 

Description 

The account number and description are concatenated in this field 

B PO# The purchase order number; this is repeated for each line of the purchase order  
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Excel® 

Column Column Header Description/How Used 

C Line# The line number of the purchase order – a single purchase order may have 

multiple lines, and the lines may be for the same general ledger account 

number or they may differ 

 

D GLLine# PO Lines can be split among multiple general ledger accounts; if there is a split 

line, this indicates the GL line number of the purchase order line number – as 

shown, PO #194622 has multiple GL line #s for Line #1 

 

E PO Date The purchase order date 

F Department The purchase order department 

G Vendor# The vendor number to whom the purchase order was issued 

H Name The vendor name to whom the purchase order was issued 

I Encumbered Original dollar amount encumbered by the purchase order 

J Retained The dollar amount encumbered as retainage 

K Relieved The dollar amount relieved thus far on the purchase order 
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Excel® 

Column Column Header Description/How Used 

L Balance The balance remaining encumbered on the purchase order – derived by 

subtracting the retained and relieved amounts from the encumbered amount  

M GLEnc.Balance The encumbrance balance as shown in the general ledger – the Balance dollars 

should equal GLEnc.Balance dollars. If not, check the subtotals for differences 

to isolate the issue 

[ADM-AUC-PO-526] 

6 YEAR END → PO ROLLOVER PROCESSING [Fix] 

Purchase Orders  Year End Processing  PO Rollover Processing  [Email Open PO Listings] 

The [Email Open PO Listings] step was enhanced with more helpful error messaging.  

 
 
Prior to the software update, if there were no Purchase Orders available to roll, the error message would read no 
users added for email distribution list POROLOVR; Process Terminated: 

  
Figure 12 Before and After popup message when no POs are available to roll 

Now, if no purchase orders are available to roll, the message notifies the user that there are no Purchase Orders 
found to roll for the year and advises the user to check for open purchase orders for the selected year and 
terminates the process. 

[ADM-AUC-PO-547] 
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7 EMAILING FROM AUC  

ADMINS allows emailing a report or document to multiple addresses simultaneously. Separate each email 
address with a comma, as shown below. Currently, there is a maximum of eighty characters available in the email 
address field.  
 
Do not use spaces between the email addresses. 

 
Figure 13 Enter multiple email addresses, separated by a comma, with no spaces between the addresses 

[ADM-AUC-SY-8164] 

8 HELP REFERENCE LIBRARY 

ADMINS added the following new or updated documents to the Help Reference Library. 

8.1 New or Updated Documents 

• -------TOP LEVEL------- PO–100 Help Documents Index [Updated] 

• PURCHASE ORDER PROCESSING PO–245 Paying a Purchase Order that uses Retainage [New] 

• CONTRACTS/BIDS PO–520 Bids [Updated] 

• SYSTEM SY–101 Quick Start Videos [Updated] 


