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This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows 
PURCHASE ORDER system. 
 

CONTENTS 
1 VENDOR ENTRY  REPORT #3800 ADDRESS LIST [ENHANCEMENT] ............................................................................. 2 
2 SITE SPECIFIC – BIDS SCREEN ....................................................................................................................................... 3 

2.1 Associated Purchase Orders Screen  ................................................................................................... 3 
2.2 Associated Vouchers Screen  .............................................................................................................. 4 

3 SITE SPECIFIC REPORT #15610 BIDS WITH POS & VOUCHERS ...................................................................................... 4 
4 HELP REFERENCE LIBRARY & ADMINS WEBSITE UPDATES ........................................................................................... 7 

4.1 New or Updated Documents ...................................................................................................................................... 7 
4.2 New Documents on ADMINS.com ............................................................................................................................. 7 

 

 
 
 
 
 
  



 

ADMINS Unified Community Release Notes – Version 22.4 

Purchase Orders December 2022 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 7 

1 Vendor Entry  Report #3800 Address List [Enhancement] 

Purchase Orders  Vendors  Vendor Entry  [Reports]  Address List 

 

 
ADMINS redesigned the report so that 
the Excel® version has one vendor 
record per line, instead of using four 
lines per address. 

 
Figure 1 Before – the report used four lines per vendor, and a blank line before the next vendor 

 

 
Figure 2 New format for Excel® version of the #3800 Address List Report uses one line per vendor 

[ADM-AUC-AP-1180] 
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2 Site Specific – Bids Screen  

For sites using the Bids sub-module found in the Purchase Order module, there are some handy ways to see purchase 
orders and vouchers for each bid, as well as methods to produce Excel® spreadsheets of the purchase orders and vouchers 
for each bid. 

Purchase Orders  Bids  Open and Awarded Bids 

 
Figure 3 Select a bid by typing the bid # in the field or selecting it from a lookup 

2.1 Associated Purchase Orders Screen  

Click on the [4 Purch Orders] button to see the Associated Purchase Orders and their status for this bid: 

 
Figure 4 The Associated Purchase Orders screen 

Click the [0 Excel] button to produce a spreadsheet of the data displayed on this screen. 
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Figure 5 The Excel® spreadsheet shows the PO activity and a total for each bid line, along with a grand total for the bid 

The above has been added to the PO–520 Bids Entry document in the Help Reference Library. 

[ADM-AUC-PO-622] 

2.2 Associated Vouchers Screen  

 
Figure 6 The Associated Vouchers screen  

Click the [0 Excel] button to produce a spreadsheet of the data displayed on this screen. 

 
Figure 7 The spreadsheet shows all the vouchers for the bid and their status 

The above has been added to the PO–520 Bids Entry document in the Help Reference Library. 

[ADM-AUC-PO-623] 

3 Site Specific Report #15610 Bids with POs & Vouchers 

Some sites use AUC to track bids, which are then used to create POs, and the POs are subsequently paid against with 
vouchers. ADMINS created a report that lists all POs and vouchers for a Bid with totals by bid line number. The report may 
be run as PDF® or Excel®; a sample of each is shown. To run the report, from the menu, select:  
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Purchase Orders  Reports  Report Library  [Bids]  #15610 

 
Run the report for a single bid number, or all bids.  
Further restrict the report by vendor number. If the 
report is run with a vendor specified, but no bid # 
specified, it will list all vouchers and POs associated 
with bids for that vendor number. 
 
The output is available in detail or summary. 
 

 

 

The summary report lists a 
single line for each bid line 
number. 
 

 
Figure 8 The #15610 Bids with POs & Vouchers report run as PDF® in summary for a single bid 

 

The detail report shows a 
line for each PO and voucher 
that pays on the PO. 
 

Figure 9 The #15610 Bids with POs & Voucher report run as Excel® in detail for a single bid 

 
The columns on the report are described in the table below: 

Column Description 

Start-Date The start date of the bid 

End-Date The end date of the bid 
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Column Description 

Bid-Type The type of bid – as specified in the bid type table – examples are: IFB, IFBC, IFBT, 
RFB, RFP, RFQ 

Bid-Description The bid description, as set when the bid was established 

Line The line number of the bid 

Description The description for the line number of the bid 

Retain% The retainage percentage that will be withheld from the payments to the vendor 

Price The price of the item on the PO or Voucher 

Quantity The quantity of the item on the PO or Voucher 

Ext-Amount The extended amount – price times quantity 

PO# / Voucher# The PO or Voucher number 

Vendor/From PO# The vendor number and name on the Voucher or PO 

Encumbered The amount encumbered on the line by the PO 

Paid The amount paid on the line by the Voucher 

Retained The amount retained, based on the retainage percentage 

Retain-Paid The retainage paid 

PO-Line-Balance The balance of the line on the PO 

Status The status of the voucher or Purchase Order 

 

 
Figure 10 The report run for a specified Vendor – multiple bids can be listed 

The above has been added to the PO–520 Bids Entry document in the Help Reference Library. 

[ADM-AUC-PO-620] 
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4 Help Reference Library & ADMINS Website Updates 

Added the following new or updated documents to the Help Reference Library. 

4.1 New or Updated Documents 

Contract/Bids PO-520 Bids Entry [Updated] 
Site Specific PO-850 HVMA Receiving [New] 
 PO-860 HVMA Department [New] 
 PO-870 HVMA Finance Reports [New] 
System SY–170 System Administration Kit  [Updated] 

4.2 New Documents on ADMINS.com 

SY–170 System Administration Kit  [Updated] 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit-0001.pdf?ver=1669743696321
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit-0001.pdf?ver=1669743696321

