PURCHASE ORDERS

RELEASE NOTES — DECEMBER 2020

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for

Windows PURCHASE ORDER system.
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ADMINS Unified Community Release Notes — Version 20.4

Purchase Orders December 2020

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

Open
PO# Change Orders for PO - Posted LA,
Goto... Vendor Code 009293 01 DeptCode TECHMOLOGY  TECHNOLOGY Duliver To 7 KEOUGH MEMORIAL ACADEMY
e OCKERS COMPANY Via Email PODate  10-Sep-2020 FY Invoice To 14 BELLINGHAM BUSINESS OFF
- PO BOX 610 TypeCode R Regular 1 Delivery Notes J Internal Notes
BROCKTOM Pleasze get this a |No text available
MA  02303-0000 Ship To Attn M, Garof ano PO to vendor
Ship Date asap. v
Expected Amt
2 Detais (1) 3 kems 4 GL Details 5 Status History 6 Vouchers 7 Changes (1 8 Attachment (2) 10124 .07
Chg#|Change Date ime |Change User |Change Reason rElf::lin endor Name Bafnrs {fhann D) LY.
1 [0d4=Dec=2020 09313 |[THERESA Ichange delivery note lpd-]hc-2020 KERS COMPANY [ . eport Change

Reprint PO

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

Purchase OrdersPChange OrdersPView Posted Change Orders

4

¥

b View Posted Change Orders \
Actions f
2POs 3 Cha Date ime | Chg®| 4 Deot SPODate |6

100\ & Chonidi iy 1 [TECHNOLOGY [10-Sep-2020
PO Query I 1
— eport Change ) C ¢
— P! 9 r
I | 1 L
3032-POCHGHISEDT.REP Page 1

City of ADMINS

Change Order History Report
Before
Change Seqé#: 1 Date: 04-Dec-2020 Time: 09:13:18.25 User: THERESA

PO#: 194671 Vendor: 009293-01 OCKERS COMPANY
PO Date: 10-Sep-2020 Dept: TECHNOLOGY
Line G/L Field Name 0ld Value New Value
Change Reason change delivery notes
Effective Date 04-Dec-2020
# Attachments 1 2
Please get this PO to vendor asap. Friday, 4 December, 2020

email jvelozofockers.com Delivery hours are now fam to 3pm at the rear loading dock
Transfer as follows: Please get this PO to vendor asap.
3032-POCHGHISEDT .REP Printed 04-Dec-2020 at 09:18:22 by THERESA Page 1

City of ADMINS
Change Order History Report

Change Seq#: 1 Date: 04-Dec-2020 Time: 09:13:18.25 User: THERESA

PO#: 194671 Vendor: 009293-01 OCKERS COMPANY
PO Date: 10-Sep-2020 Dept: TECHNOLOGY
Line G/L Field Name 0ld Value New Value
Change Reason change delivery notes
Effective Date 04-Dec-2020
¢ Attachments 1 2
b Please get this PO to vendor asap. riday, 4 December, 2020

ru Nores:

email jvelozo@ockers.com Delivery hours are now fam to 3pm at the rear loading dock
Transfer as follows: Please get this PO to vendor asap.

2250-441-03-00-52260 - $2400

2250-441-05-00-52260 - $2400 Transfer as follows:

2250-441-06-00-52260 - $2524.07
2250-441-03-00-52260 - $2400
2250-441 -52260 - $2400
2250-441-06-00-52260 - $2524.07

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

[ADM-AUC-PO-551]
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ADMINS Unified Community Release Notes — Version 20.4
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2 VENDORS [ENHANCEMENT]

Vendors b Enter Vendors
View Vendors
Venders by Classification ADMINS added features to the vendor maintenance
) screens available from the Accounts Payable and

Vendor Name Search

Purchase Orders menus.
Vendor History

Vendor Invoice Query

Merged Vendor History

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 P Enter Vendor

== [AUC] 2000-Enter Vendors [theresa] A .
File Edit Ledgers Purchase Orders Accqg S—pble Fixed Assets Human Resources Budget Col Type the Vendor number n the Vendor fleld
BB SE ke BHQ fa to display the first active remit address. If
A )
— T looking for a vendor but the vendor
I . . .
o L number is not known, enter the first six
Vendor | characters in the vendor name, click on the
Actions
lookup, and select one of the search
By Name and Address 3 Classificatior + Aliachments options. The system will display the first

1:

2 BySotleme active remit address.
3: By Overall Name

4: By 2nd Name and Address

— While working in the Enter Vendors or View Vendors Screens, return to
5: By Classification

6 By FID the [1_Name Address] tab from the [3_Classifications],
7: By Address (line 1) [4_Attachments], [5_Items], or [6_User_Defined] tabs and the first
& By Date Entered active remit address will be displayed.

9: By Name and Address - One Time Vendors

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).

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 17
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Enter Vendors _
Certified Vendor?  Yes No
Certified By
| Vendor GUERRIERE & HALNON, INC Date Certified
1 Name/Address 2 Addresses 4 Attachment (44) 8 ltems 9 User Defined

[ Remittance [52 of 04 Address Type h \

Enter a vendor number - the system will display the
first active remit address. Branch to the home
page, select Vendors > Enter or View Vendors and
the system will display the 1st remit address. Type
over the vendor number to see the first active remit
address.

Address Inactive

| Vendor [IAEE [GUERRIERE & HALNON, IN

1 Name/Address 2 Addresses 3 Classification 4 Attachment (44 8 tems 9 User Defined

I Remittance b1 of 04 AddressType Accounts Payable

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.

Enter Vendors
Cerfified Vendor?  Vec
Golo... Certified By
P | Vendor WENWEN WOZNIAK LAKW GROUP RS ATTORNEYS Date Certified
2 Addresses 3 Classification 4 Attachment (5) & ltems 9 User Defined
5 Add Vendor Remittance E]. of 02 Address Type 1099 Address
6 Add Address
1Name WOZNIAK LAW GROUF AS ATTORNEYS Notes 1
7 Reports 2Name | 2]
SortName WOZNIAK LAW GRO 3
4|
0 Change Type Address 1 5273 STATE ST
Address 2 |
Y Copy Address Adress 3 [
City MIDOLESEX
State NJ  Zip Code [08846-0000
P - LT R —— P P Y p o p— " g po P

2.2.1 Copy a Remit Address

I Y Copy 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:

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 17



Release Notes — Version 20.4

ADMINS Unified Community
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[AUC] 2000-Enter Vendors

December 2020

| Thereis only 1 remit for the Vendor. Create

new Address first

B | [AUC] 2000-Enter Vendoars [theresa]
Copy Address
Copy From Remit¥: |01

Copy To Remiti:

Lookup Cancel

Clear All

2.2.2 Change a Remit Address Type

For any existing remit address, select [0 Change Type] I

prompt:

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.

0 Change Type

to display the Address Type Change

Address Type Change

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

Required: Change Address Type To: |

Cancel

Clear All

B | Address Type Table

Type Description

0 109
AP Acc:
HR HR Vendors

ess
Payable

PO Purchase Orders

Status

DD oDk

X
Tof

Find

Search

Cancel

e “10” for 1099 Address,
e “AP” for Accounts Payable,

e “HR” for Human Resources, and
e “PO” for Purchase Orders.
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ADMINS Unified Community
Purchase Orders

Enter Vendors
Certified Vendor?
ol Certified By
TR Vendor HOZNIAK LAW GROUP AS ATTORNEYS Date Certified
N o 2Addresses 3 Classification 4 Attachment (5) 8 tems 9 User Defined

5 Add Vendor Remittance 1 of 0l Address Type Accounts Payable o
6Add Address - B

R 1 [AUC] 2000-Enter Vendors [theresa] gy I—

7 Reports.
Address Type Change
I 0 Change T -'_’ Required: Change Address Type To: 10| ‘
TCOTYROIESS
N
Lookup ‘m’ Cancel Clear All
et
Contact [
Title |
1Phone# [(000) 000-0000 Ext OO0 Type [
2Phone# [(000) 0C —
i Enter Vendors )
Certified Vendor?
Certified By
‘ Vendor HEIWEl WOZNIAK LAW GROUP AS ATTORMEYS Date Certified

ame/Address 2 Addresses 3 Classification 4 Attachment (5) 8 tems 9 User Defined
| Remtance  pr ot 02 @ype 1099 Address

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

1 Class 2 Vendors ndor E: 4 Category S Detal (56) &R e 7 Award B 8 Attachments

Line Description QTY CAT  Awarded Vendor
B2 BEMI-VOLATILE ORGANIC COMPOUND (SVOC'S) METHOD EPA 8270 C ANNUALLY 1.0000 000000

E REACTIVITY: CYANIDE METHOD 7,3,3.2 ANNUI
[ W1 [AUC] 15020-Bid Entry [theresal

Add Single Line

B4~ REACTIVITY: SULFIDE METHOD 7.3.d.2 ANNUY q : Enter Line Number: |||
I L
[
B P
[
] Lookup Cancel  Clear All
B&  [GNITABILITY METHOD EPA 1030 7 [ 1.0000 000000
[ e
[
MORE 9Add Lines. J Add 1 Line Y Erase Line 0 Ede List Q Renumber Lines Bid Amount
[AUC] 15020-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

e P3160-Line number already exists on Bid use different Line number
Line number already exists on Bid, use different Line number”.

[MDT-SUP-SAPLAUC-1984]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 17



ADMINS Unified Community Release Notes — Version 20.4

Purchase Orders December 2020

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 P Queries P PO Query P Select PO

File Edit Ledgers Purchase Orders AccountsPayable Collections Tax MotorExcise MiscBilling System Favorites Help
B SGE me»m Q & 4

Change Order in Progre

PO # PO Query - Posted
coto Vendor Code 135729 01 Dept Code 631 HUNT RECREATION |PeliverTe REC  RECREATION DEPARTMENT
) ENCUMBRANCE Via Email PODate  01-Jul-2020 FY 2021 Inwoice To REC  RECREATION DEPARTMENT
Actions =
TypeCode R Regular 1 Delivery Note:
Original PO 30~ Jun—-2020 No text available A
Ship To Attn
Ship Date -
Expected Amt
) [ 3 ftems | [4CLpetals | [ 5StatusHistory | 6 Vouchers [ 7 Chances (1) | [[8Attachment(2) | 9122.38

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

== [AUC] 3014-PO Query - Posted [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B &E we»n EHQmFL g
Closed
PO Query - Posted THERESH
Goto. -
& Vendor Code N DeliverTo | BELL PRESCHOOL - SOUTH
WESTON = SAMPS i 2021 Invoice To BELL PRESCHOOL - SOUTH
Actons ATTN: ACCOUNTS Use the new [0 Line B?Iances] Deivery Notes J Internal Notes
HALKERS button to generate a quick report No text avalable No textavailable
| B
Expected Amt
4 GL Details 5 Status History 6 Vouchers (4) 7 Changes (1) 8 Attachment (2) 125000,00
Line ltem Qty u FA Price Freight Other Ext Amount Retained Balance
| 125000,00 6275,00
81 Task 3655: PO Line Balance Breakdown X
Spiit 0100-430~1 PO Line Balance Breakdown
Enc] d 125500,00  Balance
ret] FUM 28 O PreviewOPrint OPDF @ Excel la 627500
If Printing use Duplex @ yes O No
Lookup ( QK ) Cancel Clear All

PO_LineBalance_3655 THERESA[5]xml - Excel

Home Insert Pagelayout Formulas Data  Review  View

K29 M fr
A B © D E F G H
1 PO 194784
2
3 Line Line Balances Paid On Vouchers Retainage Balances Paid on Refainage Total Line balances
4 1 Line Amount 125,000.00 Retainage Held 6,275.00 Line Balance 0.00
5 Relieved -125,000.00 125,500.00 Relieved -6,275.00 6,275.00 Retainage to Pay 0.00
6 Line Balance 0.00 Retainage to Pay 0.00 Available to Payment Voucher 0.00
7
8 PO Balance 0.00 Retainage to Pay 0.00 Available to Payment Voucher  0.00
9
10
11
12 Selection Legend:
13
14 Line Balance : This is the amount that shows on the PO Query screen as the line balance. Includes Retainage still to be paid
15 |Retainage Balance : This is the amount of retainage that has been held back and still needs to be paid
16 |Available to Payment Voucher : This is the amount that can be used on a regular payment voucher for this line (not pay retainage voucher)
17
18 |Note: These balances do NOT include any in-progress vouchers.
19

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

The report is also available to Run as O Preview O Print or OPDF®,

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

Vendor Name Query

Goto...
Actions
2 Sort Matme 31 Name Acddress Class 10949 (FID# HolHa
4 Goto Wendar I GUERRIERE & HALMOM. INC F.0, BOX 235 LIMCL [0 0 0
GUERRIERE & HALN [GUERRIERE 2 HALMHOM. IHC PO BOX 235 LINCL Ikl 2
GUERRIERE = HALM [GUERRIERE s HALMOM. IMC 15 STEVEMN RD LHCL e w
GUERRIERE = HALN [GUERRIERE = HALMOM. IMC C/0 PELOGLUIN LIMCL il o
GUERTIM. JESSICA [GUERTIM. JESSICA M 40 CEDARHILL RO FEF

Figure 7 Before - the Vendor Name Query screen

Goto.

Actions

Vendor Name Query

Three new Fields - (#, Typ, Status) #=remit #, Typ=Address Type
(AP, 10, PO, HR), and Status (A=Active, I=Inactive)

N

31 Name [Rddress 1099 [FID® Holfi~
4 Goto Vendor UERRIERE & HALNON, INC .0, BOX 235 Typ |Status P
GLERRTERE & HALM [GUERRIERE & HALNON, INC PO BOH 235 1JAP |I Erree——
GUERRIERE & HALN [GUERRIERE & HALNON, INC 15 STEVEN RD o2 P B e
GUERRIERE & HALN [GUERRIERE & HALNON, IMC C/0 PELOGUIN prrre———
GUERTIN, JESSICA |GUERTIN, JESSICA M 40 CEDARHILL RD 03 |AP A
0d AP 1A

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

addresses for the desire

5 REPORTS [Enhancement]

d vendor.

Report Library by Purchase Order

Report Name

View Report

P0"s In Progress ————————

-------- Open POs ————————

-------- Posted POs ==—==-—=

Other

3600-ALL POs {in progress + history)

2171-Purchase Order Aging Report

Run

2811-Purchase Orders By Vendor

(1 line per PO)

Run

—

e R W =
[3601-Purchase Urder Detall Select by Account Element

3602-Purchase Order Summary with Vouchers

3616-P0"s with Amount at least

Foxx

sed Via Ligquidation

3917-Posted Purchase Orders Tagged for Fixed Assets

llI”

nactive) for all remit

[ADM-AUC-AP-934]

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 P Reports P 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.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 17
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W1 Task 3601: Purchase Order Detail Select by Account Element x

Purchase Order selection by Account Elements

Required: Purchase Orders Dated [mmddyyyy] From: gj-Jan-2020 To: 03-Dec-2020

Purchase Order Status O Openfin-Progress O Closed ® All
Total Report By: ® Department O Fund
Sub-Total By ® Function O Program O Location O Year () Object

Optional: Enter Fund
Optional: Enter Department

Optional: Enter Function ) Selection Legend:
Optional: Enter Program 35 O B T T
Optional: Enter Lacation [ PO Dates: 01-Jan-2020 to 03-Dec-2020
Optional: Enter Year Status: All
Optional: Enter Object m‘ Select Program: 405
Select Object: 54160

Run as @ preyiew O Print O PDF () Excel

If Printing use Duplex (@) O P i &
@Yes Obo Note: Remaining Balance Includes any retainage to be paid
Lookup Cancel  Clear All

Function 3200-MEDICAL/HEALTH SERVICES

194580 02-Sep-2020 WB MASON CO. INC. 1 1 2714-000-3200-405-09-00-54160
194756 23-Sep-2020 BUCKEYE CLEANING CENTER-BOSTON 2714-000-3200-405-09-00-54160
194757 23-Sep-2020 WB MASON CO. INC. 1 2714-000-3200-405-09-00-54160

I
o

Total Function: 3200

Function 3520-OTHER STUDENT ACTIVITIES

194384 06-Aug-2020 LOWE'S COMPANIES, INC. 2 1 8160-000-3520-405-12-00-54160

Total Function: 3520

Function 4220-MAINTENANCE OF BUILDINGS

194583 02-Sep-2020 KLEIN ELECTRONICS
194641 08-Sep-2020 AMAZON CAPITAL SERVICES
194646 08-Sep-2020 AMAZON CAPITAL SERVICES

2714-000-4220-405-05-00-54160
2714-000-4220-405-10-00-54160
2714-000-4220-405-12-00-54160
2714-000-4220-405-12-00-54160
2714-000-4220-405-12-00-54160

WM
R e e

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)

1 Task 3601: Purchase Order Detail select by Account Element X
Purchase Order selection by Account Elements @ Closed - have been pald or IIqUIdated
Required: Purchase Orders Dated (mmddyyyy) From: [01-Jul-2020 | To:[03-Dec-2020 ® All —Any PO that is within the dates and match the
Purchase Order Status © Open/im-Progress O Closed O Al rest of the selection criteria will be shown on the
Total Report By: ® Department O Fund
Eubslatallby O Function O Program O Location O Year ® Object report

Optional: Enter Fund
Optional: Enter Department Total Report By: Total either by Fund or Department

Optional: Enter Function

Optional: Enter Program

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

Optional: Enter Location
Optional: Enter Year
Optional: Enter Object

AR

Run a8 @ preview O Print. - OPDF O Excel

If Printing use Duplex @ ves () No 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)

Lookup OK Cancel Clear All

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 17
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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.

PO_ByElement_THERESA[2].xmI - Excel

This reports on

Formulas  Data  Review  View

Q Tell me what you want to do..

Home Insert Page Layout

mat . % purchase orders and
A B © D| E F G H I J K L i i

1] Beginning Remaining Retainage Optlona“y fllters on any

2 PO# PO Date Vendor Name Line GL-Lin Account Number Qty Balance Relieved Balance To-Be-Paid Status

3 (194405 13-Aug2020  AMAZON CAPITAL SERVICES 1 1 6472.000-2300-602-12-00-54160  5.00 60.95 0.00 60.95 0.00 OP account element. The

4 794700 15Sep2020  CURRICULUM ASSOCIATES INC. 1 1 2510.000-2300-405.12.00.54160 4800 1,152.00 000 115200 000 OP . d

5 2 1 2510.000-2300.405.12.00.54160 4800 _1.15200 000 115200 000 OP

6| 2,304.00 000 2,304.00 0.00 prompt requires a ate

7]

8 194768 25.5ep2020  PICKATIME 1 1 6472-000-2300-600-12-00-54160  0.00___ 40800 000 40800 000 EN range.

9| Total Function: 2300 277295 000 2,772.95 0.00

10

11194341 04 Aug2020  AMAZON CAPITAL SERVICES 1 1 2900.000-2356406-09-38. 54160 100 799 799 000 000 CL

12 2 1 2000.000-2356406.09.38 54160 100 606 606 000 000 CL

13 3 1 2900-000-2356-406-09-38-54160  1.00 0.09 099 0.00 0.00 CL

14 4 1 2000-000-2356-406-09-38-54160  1.00 1099 1099 0.00 0.00 CL

15| 5 1 2900-000-2356-406-09-38-54160 100 433 433 000 000 CL

16 3036 3036 0.00 0.00

17

18| Total Function: 2356 3936 3936 0.00 0.00

19

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
(o 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
1 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.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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#3602 Purchase Order Summary with Responses to prompt
Enter a Date Range (required — can select dates
from a drop-down calendar)

B Task 3602: Purchase Order summary with Vouchers X
Purchase Order summary with Youchers PO Status — select one of:
Required: Purchase Orders Dated [mmddyyyy] From: Im _Jul-2020 JTn: I3|]-Nuvuzl]2|] | ® Open/ln-pr‘ogress (not ClOSed)
(R e ® Open O Closed O Al @ Closed — have been paid or liquidated

Optional: Enter Fund

® All —Any PO that is within the dates and
match the rest of the selection criteria will
be shown on the report

Optional: Enter Department
Optional: Enter Function
Optional: Enter Program

Optional: Enter Location

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

(3 Cancel | | Clear All used.

(these subtotal and filter options will vary by

Optional: Enter Year

1RSI

Optional: Enter Object

Run as @ Excel

site)
H ©- hd POs_with_Vouchers_THERESA[1].xml - Excel
File Home Insert Page Layout Formulas Data Review View ; Tell me what you want to do...
Print_Titles ~ Jr PO#
A B (o3 D E F G H |
1 |PO# Line# PO Vendor UserBatch Voucher# V#Line Voucher-Type Item Description VoucherDate
51 [193737 Open
852 1 000230/03-BLICK ART MATERIALS M6547 167372 1 Payment Voucher BO0082-1012 Kwik Stix set of 12, red, g 02-Sep-2020
53 2 000230/03-BLICK ART MATERIALS "6547 "167372 2 Payment Voucher B58472-1001 Peta Easi-Grip Scissors 5" 02-Sep-2020
54 3 000230/03-BLICK ART MATERIALS "e547 167372 3 Payment Voucher B03406-5062 Blick Kids' Aprons- royal b 02-Sep-2020
95 PO 193737 Open Balance
56
57 193740 Open
58 1 012837/01-NATIONAL ART & SCHOOL SUPPLY 6580 "168540 1 Payment Voucher crayons, giue, glue sticks, skin tone ma 22-Sep-2020
59 PO 193740 Open Balance
60
61 193776 Open
62 1 004348/01-CURRICULUM ASSOCIATES INC_ "B497 "166128 1 Payment Voucher QUICK-WORD Handbooks: Everyday Writers 04-Aug-2020
63 PO 193776 Open Balance
64
65 (193787 Open
66 1 006073/01-REALLY GOOD STUFF, INC. 16491 "165831 1 Payment Voucher Store More Medium Book Pouches, 4/set 29-Jul-2020
67 2/006073/01-REALLY GOOD STUFF, INC. "6491 165831 2 Payment Voucher Store More Medium Book Pouches, 4/set 29-Jul-2020
68 3 006073/01-REALLY GOOD STUFF, INC. "6491 "455831 3 Payment Voucher Store More Medium Book Pouches, 4/set 29-Jul-2020
69 4/006073/01-REALLY GOOD STUFF, INC. 6491 "465831 4 Payment Voucher Store More Medium Book Pouches, 4/set 29-Jul-2020
70 PO 193787 Open Balance
il
J K L M N o P Q R S T V] v W X
1 Qty Price  Freight Other Retain Paid PO Running Balance Relieved on PO Voucher Status Invoice# Invoice Date Vendor Paid Check# Check Date Liquidated On
&1 16142
52 1.00 951 000 000 000 9.51 14023 11.19 Closed 1183238 22-Jul-2020 0360908 07-Sep-2020
53| 4.00 6.79 000 000 000 27.16 108.27 31.96 Closed 1183238 22-Jul-2020 0260008 07-Sep-2020
54| 12.00 7.64 0.00 0.00_ 000 91.68 11.19 97.08 Closed 4183238 22-Jul-2020 "0360908 07-3ep-2020
55 0.00 128.35 140.23
56
57 392.72
58 0.00 359.84 0.00 0.00_ 000 359.84 32.88 359.84 Closed 5637 08-Sep-2020 02361853 28-Sep-2020
59 0.00 359.84 359.84
60
61 120.39
62| 70.00 149 1252 0.00_ 000 116.82 3.57 116.82 Closed 00655661 21-Jul-2020 0360118 10-Aug-2020
63 0.00 116.82 116.82
64
65 578.63
66 3.00 23.96 000 000 000 71.88 506.75 71.88 Closed "7285137 15-Jul-2020 0350034 03-Aug-2020
67| 6.00 2396 17.25 000 000 161.01 345.74 161.01 Closed 7285137 15-Jul-2020 0359934 03-Aug-2020
68 6.00 2396 2156 000 000 165.32 180.42 165.32 Closed 7285137 15-Jul-2020 0350034 03-Aug-2020
69 6.00 2396 2157 000_ 000 165.33 15.09 165.33 Closed 7285137 15-Jul-2020 0359934 03-Aug-2020
70 0.00 563.54 563.54
71

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

B

PO#

Line#

PO_Vendor
UserBatch
Voucher#
VitLine

Voucher-Type

Item_Description

VoucherDate
Qty

Price

Freight
Other

Retain

Paid

PO_Running_Balance

Relieved_on_PO
Voucher_Status

Invoice#

The purchase order number

The line from the purchase order (will not necessarily match the voucher line
number)
The Vendor number and vendor name from the purchase order

The batch number in which the voucher was created
The voucher number
The line number on the voucher (not necessarily the same as the PO line #)

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

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

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

The price per item on the voucher (may differ from the price on the voucher)
Any freight charges paid on the voucher

Any other charges paid on the voucher

If the purchase order is specified as retaining an amount or percentage, the
retainage amount will be shown here
The amount paid on the voucher

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

The dollar amounts relieved on the purchase order

The status of the voucher

The invoice number as entered on the voucher

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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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
Vv 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.

< Report Library for Audit Reports >
Goto...
Report Name View Report |Last Run Date |Run Time ~
S 2700-Vendor Audit Reports E Run
2701-Delivery/Invoice Audit Report Sample Run
= ort. samole | 01-Jul-2020 |13:38:22 .69
1296-P0 Balance vs, GL Encumbrance Balance Report
Report Categories
1 By Vendor Sample Run
2By C ity ftem
3 By Purchase Order
4 By Voucher
S By Disbursement
6 By Bids
7 By Ctracls

B Task 1296: PO Balance vs. GL Encumbrance Balance Report X TO run the report, C“Ck on the [Run] button, and enter
PO Balance vs. GL Encumbrance Balance Report the required Fiscal Year. The report is sorted by fund,
Required: Enter Fiscal Year ] | then account #, and within the fund and account number,
a Purchase Order number with a subtotal for each PO
Run as @ preview O Print. O PDF O Excel .
If Printing use Duplex @ vyes O No number. There is a total for each fund and a report grand
Lookup Cancel  Clear All total. The Encumbered minus the Retained and Relieved

columns equals the Balance for the purchase orders.
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A l B [ ¢ (¥ | [ N S R ¥ M

1 |Fiscal Year 2021 Open Purchase Orders vs GL Encumbrances j

5 i

3 |Account & Description PO# Line# G Encumbered Retained Relieved Balance GLEnc.Balance
2423 "93846 1 P 225.00 225.00 225.00
2424 103846 2 225.00 225.00 225.00
2425 1193846 3 J 22500 225.00 225.00
2426| "93846 4 22500 22500 22500
2427 "193846 5 ( 225.00 225.00 225.00
2428 "03846 7 225.00 225.00 225.00
2429 1193846 B 225.00 225.00 225.00
2430/ 5100-000-3510-000-08-00-52400 ATHLETIC SERVICES ~ "193846 y 2,250.00 2,250.00 2,250.00
245175105 . 7,450.00 7,450.00 7,450.00
2452|6472-000-2300-602-12-00-54160 ART SUPPLIES/MAT - 104405 1 a 60.95 60.95 60.95
2453/ 6472-000-2300-602-12-00-54160 ART SUPPLIES/MAT - "194405 £ 50.95 50.95 80.95
2454| 4
2455)8472-000-2300-802-12-00-54160 ART SUPPLIES/MAT - ‘ 50.95 50.95 80.95
2456 N
24576472 { 50.95 50.95 80.95
2458/ 8160-000-3520-405-12-00-54160 BMMS STUDENT ACTIV 104384 1 2,871.06 2.871.06 2,871.06
2450/ 8160-000-3520-405-12-00-54160 BMMS STUDENT ACTIV "194384 4 2,871.08 2,871.06 2,871.08
2480 -t ]
2461|8160-000-3520-405-12-00-54160 BMMS STUDENT ACTIV 1 2,871.08 2,871.06 2,871.06
2462, o
24638160 2,871.08 2,871.06 2,871.06
2464, } 3,776,027.79 6,562.50 354,422.85 3,421,604.94  3,421,604.94

H - = ‘GL_Encumbrances_1296_THERESA[1].xml - Excel
File Home Insert Page Layout Formulas Data Review View .. Tell me what you want to do...
M2464 = S 3421604.94
A B c D E F G H J K L M N

1 | Fiscal Year 2021 Open Purchase Orders vs GL Encumbrances

2

3 |Account & Description PO# Line# GLLine# PO Date Department Vendor# Name Encumbered Retained Relieved Balance GLEnc.Balance
24445100 Fund Total 41,740.00 41,740.00 41,740.00
2445/5105-000-0000-000-00-00-42500 RENTAL RECEIPTS "194752 1 19/23/2020 ATHLETICS 023126  FIELD TURF 6.900.00 6.900.00 65,900.00
2446 94752 2 19/23/2020 ATHLETICS 023126  FIELD TURF 550.00 550.00 55000
2447/5105-000-0000-000-00-00-42500 RENTAL RECEIPTS "184752 PO Total 7,450.00 7,450.00 7,450.00
2448
2449/5105-000-0000-000-00-00-42500 RENTAL RECEIPTS Account Total 7.450.00 7.450.00 7,450.00
2450 | | | R |
2451'51 05 Fund Total 7.,450.00 7.,450.00 7,450.00
2452|6472-000-2300-602-12-00-54160 ART SUPPLIES/MAT - "194405 1 18/13/2020 MIDDLE 027483  AMAZON CAPITAL SERVICES 60.95 60.95 60.95
2453 8472-000-2300-802-12-00-54160 ART SUPFLIES/MAT - "184405 PO Total 60.95 60.95 60.95
2454
2455/6472-000-2300-602-12-00-54160 ART SUPPLIES/MAT - Account Total 60.95 60.95 60.95
2456 | |
2451'5472 Fund Total 60.95
2458 |8160-000-3520-405-12-00-54160 BMMS STUDENT ACTIV 194384 1 18/6/2020 MIDDLE 010070  LOWE'S COMPANIES, INC 2.871.06
2459 8160-000-3520-405-12-00-54160 BMMS STUDENT ACTIV 194384 PO Total ,871.06
2460
2461/8160-000-3520-405-12-00-54160 BMMS STUDENT ACTIV Account Total 2,871.06 2,871.06 2,871.08
2462 | | | R |
24638160 Fund Total 2,871.06 2,871.06 2,871.06
2464 Report Total 3,776,027.79 6,562.50 354,422.85 3,421,604.94]  3,421,604.94
2465

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 & The account number and description are concatenated in this field
Description
B PO# The purchase order number; this is repeated for each line of the purchase order

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 17
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Excel®
Column Column Header

C Line#

D GlLLine#

E PO Date

F Department
G Vendor#

H Name

| Encumbered
J Retained

K Relieved

December 2020

Description/How Used

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

Fiscal Year 2021 Open Purchase Orders vs GL Encumbrance?

Account & Description PO# Line# &
"93846 1
193846 2(
193846 31
"193846 a9
"193846 5
"193846 7
"193846 6/

5100-000-3510-000-08-00-52400 ATHLETIC SERVICES 193846

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

1 |Fiscal Year 2021 Open Purchase Orders vs GL Encumbrances b

2
3 |Account & Description PO# Line# GLLine# PO
1102|1000-300-4230-519-03-00-54081 FURN/NON-INSTRUCT
1104| 4
1105/1000-300-4230-619-05-00-54081 FURN/NON-NSTRUCT 194622 1 3 /a4
1106/ 1000-300-4230-619-05-00-54081 FURN/NON-INSTRUCT 194622
1107 -
1108|1000-300-4230-519-05-00-54081 FURN/NON-INSTRUCT i
1109
1110/1000-300-4230-619-05-00-54160 GENL EQUIPMENT SUP 194582 1 19
1111/1000-300-4230-619-05-00-54160 GENL EQUIPMENT SUP 194582
1112|
1113/1000-300-4230-619-05-00-54160 GENL EQUIPMENT SUP
1114|
1115/1000-300-4230-619-06-00-54081 FURN/NON-NSTRUCT 194622 1 49
1116/1000-300-4230-519-06-00-54081 FURN/NON-INSTRUCT 194622
1117,
1118/1000-300-4230-519-06-00-54081 FURN/NON-INSTRUCT
1119
1120/1000-300-4230-619-12-00-54081 FURN/NON-NSTRUCT 194622 1 5
1121/1000-300-4230-519-12-00-54081 FURN/NON-INSTRUCT 194622

LW LY

=

L

—

S5 s

The purchase order date

The purchase order department

The vendor number to whom the purchase order was issued
The vendor name to whom the purchase order was issued
Original dollar amount encumbered by the purchase order
The dollar amount encumbered as retainage

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 YEAREND - PO ROLLOVER PROCESSING [Fix]

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

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

== [AUC] 3176-PO Rollover Processing [theresa] - —
’ W | Task 3178 Email Open PO Listings X

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Bud{'

. Email Open PO Listings
BESE mesm Y QomFd y 9

4
( Regquired: FY to Roll POs From:
£

PO Rollover Pfoc’ssing Required: Enter Note ‘Pleusn review the purchase orders listed in the attached. ‘
o Description ( Optional: Enter Note [Provide a request for disposition to Janc Smith no later than June 30. ]
Al Verify Tables Optional: Enter Note |L-Liquidate; A-Roll Foward w{ Appropriation; N-Roll Forward with no |
— Optional: Enter Note [ iation. Non will result in liquidation of the Purchase Orders. ‘
—
s mail Open PO List as CC message to Sender: @ vYes O No
n Print Report as: O Summary ® Detail

Send Report Attachment as: O Web Browser O Excel ® PDF

Lookup Cancel Clear All

AN

POROLOVR-All Users

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:

Email Open PO Listing X Email Open PO Listing >
No Users added for Email Distribution List POROLOVR & MNo Purchase Orders found to roll for 2020
Process Terminated Check for Open Purchase orders for the year selected

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.

B | Task 360: Email Reports >
Email Reports
Required: Enter Email Address wendy@admins.com,LuAnn@admins.com,anthea@admins.com,campbelit] 83 @gmail.com

Optional: Enter Email Subject |test ejmailing to multiple users
Optional: Enter Note 1

Optional: Enter Note 2
Optional: Enter Note 3
Optional: Enter Note 4

Lookup Cancel Clear All

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

I TOP LEVEL------- PO-100 Help Documents Index [Updated]
e PURCHASE ORDER PROCESSING PO-245 Paying a Purchase Order that uses Retainage [New]
e CONTRACTS/BIDS PO-520 Bids [Updated]
e SYSTEM SY-101 Quick Start Videos [Updated]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 17



