PURCHASE ORDERS

RELEASE NOTES - JUNE 2019

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows
PURCHASE ORDER system.
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Release Notes — Version 19.2

Purchase Order

1. PRINT & POST PO OPTIONS [Enhancement]

== [AUC] 3-User Profile Screen [theresa] —

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets HumanResources Budget Collections Tax Motor Excise Misc Billing  Systern  Favoril

B SE we s H Q@ @Ea g

User Profile Screen

Gt
° Ewered  07-Gep-2009 MUPDEVL
o Username: [THERESA changed  0g-Apr-2019 THERESA
Name [Theresa L3t Legin OB-Apr-2019 15114 106,23 Live

1 General 2 ccount Securty | 3POJAP 4 Human Resources 5 Budvet 6 Collections 7 hise Biling ¥ Login Hist

Access for APIFO Yendors OTown O SchoaW@ Both ActeptMewvendorRequests  OYes  @Na
Allow Add vendors onthe Fly  @Yes  OMo

Purchase Order Defaults Accounts Payable Defaults

Default PO Type Regular -t Ty0E P~ Paument VYoucher

Print & PostFOs  freank ERST EASTERN BAMK FOR A/P

(ONo @ Yes

Allow Release during Entry @ves  OMo
Allow Change Order Post
Password Approvals

re Control Amounts on Batches O 'Yes @Ho
Allow Release during Entry @es Ono
Allow Manual Checks @es Ono

Allow Change Order Post @es Ono
. ; Allow Transfer Batches @ 'res One
Only available for if Allow Duplicate Inveice# overiide  @Yes  ONo
Suppress PO# is set to Yes Password Approvals OYes  @No
Contract Defaults Skip Depariment Code on Entry @ves Omo
Error Check hefore Sending Batch @ Yes Ono
Allow Change Order Post @es Omo Allow Create New Voucher Batch @ es Ono
Background Color LIGHT STEEL ELUE - ResetDefaultColar  Oves  @MNo
& Ak Liser 4 Change Password | | benu Listin for User
Status: Active Lkup up

Figure 1 New Print & Post POs” [Yes/No] Radio button

1.1. Users with Print and Post Privilege

== [AUC] 3011-Purchase Order Posting Selection [theresa] - X
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motorf System Faverites Help
B GE e »m [ I
Purchase Order Posting Selection
Gato
1 Select A1 2Deselect All 3 Post Selected POs
Actions Sel] <roe = DeptCode & PO Date 7 EntryUser 3 Wendor Name PO Total] &
JIURCE TMSTITUTE 5d16d,88
E Recuest [SCHOOL 28-Jun-2018 [THERESH |pece IOTITTE|  Sdted. o
At Uit |1 |Request  [SCHOOL 28-Jan—2019 |[THERESA Jiv 420,00
H [Request [SCHOOL 50-Jan-2019 [THERESA 49.00
v
Ready up

June 2019

The [3 PO/AP] Tab on the User Profile
screen has a new “Print & Post POs”
[Yes/No] Radio button. This option is
only for users for whom Purchase
Order (PO) numbers are suppressed
during data entry and prior to printing.

PO numbers are revealed when the PO
is printed and posted. PO entry users
with the radio button set to “Y” may
print and post POs once they are
approved.

This feature allows sites to maintain
centralized control over spending, yet
use decentralized data entry and
printing, without requiring printing
and distribution by the central office.

Users with the privilege may select
Purchase Orders P Purchase Order
Entry P Print and Post. The
Purchase Order Posting Selection
screen will show the PO # as
“Request” and the user printing and
posting will not see the PO # until
the posting and printing are
complete.

Figure 2 Purchase Order Posting Selection Screen shows the PO # column as “Request” for restricted users

3710-FES5C: POPORPST_AUC Printed 09-Apr-2019 at 11:18:06 by THERESA Page L

Batch#: 8869691
Post Date: 09-Apr-2019

Date Type Department Vendor# and Name FO Total Entered by
05-Apr-2019 A — 000692 STAPLES 500.00 THERESA
Line Item$  Description / Contract / Bid§ Quantity GL# Account G/L Amount
L 1 0300-460-0000-004-00-00- 54030 500.00
shredder
00 Total e 500,00

Figure 3 The PO Posting report shows the PO #

Once the Purchase Orders are
posted and printed, the Purchase
Order number will be shown on
the Posting Report as shown in
Figure 3 and on the face of the
Purchase Order as shown

in Figure 4.
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Town of Admins | Purchase Order # 191154 |
219 Lewis Wharf
Boston, MA 02001
Phone: 617.494.5100 Fax: 617.494.5100 Page #1
Email PO Date: 05-Apr-2019

STAPLES

Ship To

Figure 4 The prihféd Purchase Order shows the PO #

1.2. Users without the Print and Post Privilege

Purchase Order Posting X
If the user has the “Print & Post POs” [Yes/No]
A Mo privilege to access PO¥ Radio button set to [No] on the User Profile

L | Y file sett PO# and Past POs set ta N . .
S Contoct Supenvisor o ALC Support screen, and tries to print and post, the system

Contact Supervisor or AUC Support

will display the error message shown in
Figure 5 indicating that the user may neither
access PO #s, nor print and post POs.

Figure 5 Error message notifying users that posting is not allowed
[ADM-AUC-PO-502]

2. CONTROLLING ATTACHMENTS TO PURCHASE ORDERS

Prior to the software

== [AUC] 2900-Purchase Order Module Contrel [theresa) - *
File Edit Ledgers Purchase Orders Accounts Paysble Fixed Assets Human Resaurces Budget Collections Tax Matar Excise Misc Biling  System  Favorites Help updatea any user
B BE mesm B Q@ E with access to a PO
Purchase Order Module Control via the query screen
— Seq#[Description [answer [Buttons [a COUId remove user-
Actions -
Hﬁ;?z?én:::;w Fooe o i supplied attachments.
3 [End .Month andeH 2 CJUMZ0] ADMINS added a neW
- . module control value to
'EE nsss ru LiSE ta Departnents during Prine ang PESE? v I allow sites to disable the
3030 |Is Expected Amount Required on PO Entry CV/NIT i
WLS putton on PUs Sfter Posting A [8 Remove] button on the
e ; attachments tab of the query
[14001 [Default Contract Ouantity to [1] H SCreen once a purchase order
is posted.
Status: Active Lkup up

Set the value of Module Control #3040 to “Y” to prevent the removal of attachments once a purchase order is
posted.

@ System generated attachments cannot be removed.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 10
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== [AUC] 3058-PO Query - Attachments [theresa] - o X

If after the PO has posted or in
the change order entry process,

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help

4 CLARA MACY ELEMENTARY S

attachment during any processing performed after the purchase order is posted.

2.1. Removing Attachments [Fix]

B SE wesm By Q@ EL g .
the finance department wants
PO# [THEFEN PO Query - Attachments THERESA )
to remove the document:
Vendor Code 000211 04 Dept Code FIRE Fire Department | DeliverTo g CLARA MACY ELEMENTARY S
ABC SCHOOL SUPPLY IMC Via Email PO Date 29-Jan-2019 FY 2019 I

Actins USE VENDOR 475-3 TypeCode R Regular
MILWALUKEE “" »
WL 53268-3106 Ship To Attn [8 Remove] is "ghosted" 1 Set MODCTR 3040 tO N
Ship Date and not available
2. Remove the attachment
2 Details (1) 3 tems. 4 GL Details S Status History
Seqs [Description Filename [Buttons 3 Set MODCTR 3040 back to
I .
1 Pttachment, for PO #191148 UPLOAD_TTEM_TEST ,cav ' 7 View 0 Email T RemOve l llYII
E |original FO Print PO_151145,FIF | — — .
[ |
9.Add Attachments Encumbered 200,00 Liquidated Relieved Paid Balance 200.00
Retained Liquidated Relieved Paid .
The method applies to
Ready

removing a user-created

[ADM-AUC-PO-503]

Prior to the software update, the original user was showing on the [5 Status History] screen instead of the actual
user who removed attachments. In this example, instead of “THERESA” showing as the user that removed the
attachment, the user “DDUBOIS” would be listed. ADMINS corrected this and now the user removing the
attachment will be shown accurately on the [5 Status History] screen. Click on Purchase Orders P Queries P View
All Purchase Orders P Select » [5 Status History] to view the screen:

In the example in Figure 6:

== [AUC] 3053-PO Query - Status History [theresa] - X 1 USBY DDU BOIS Creates,
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets HumanResources Budget Collections Tax Motor Excise Misc Billing  System  Favorites Help
B EE e em B Q@ EL S releases and posts the
Closed
PO+ IEEE PO Query - Status History purchase order.
Sot VendorCode 000835 o1 Dept Code  SOLTH SOUTH ELEMENTAR | [DeliverTo 3 SOUTH ELEMENTARY GCHOOL
STANDARD STATIONERY SUPPL  ViaEmai PODate  0B-Feb-2017 FY 2017 invoice To g KEDUGH ADMIHISTRATION B
Toecods & Feaular pral R 2.User KOBRIEN closes the
WHEELTNG No text available No text available -
i purchase order via a
Ship Date
E— payment.
2 Details (1) 3 tems 4 GL Details 6 Vouchers (1) 8 Attachment (1) 276,30
Change Date  [Time User Status Motes [Buttons d d
19-TLr—2019 |133393 [THERESA Attachment Renoved Remove Attachment to PO NewExempticm,csw l View Notes ‘ 3 User WENDY a S an
1d-Jum—2019 B . HEMDY Attackment Added [cil Attachment to PO MewExenption.csvyiFu
03—-Mar—2017 |0 210, [KOBRIEN Closed attach ment to the
[27—Fekb-2017 [08701:21.76 [DDUBOIS Open
[08-Fek—2017 [11:14:54 .01 [DDUBOIS Ready for Fosting purchase Order
[05-Feb-2017 |11:14:51.15 [TDUBOLS Ready for Release
05-Feb-2017 |fg])i1:31.23 [TDUB0IS Ertry Bezan
4.User THERESA removes
Encumbered 276.30 Liquidated Relieved 276.30 Paid 276.30  Balance
Retained Liquidated Relieved Paid the attachment
Ready Lkup up

Figure 6 Status History screen shows accurate user information when removing attachments

3. DISTRIBUTION LIST EMAILS [ENHANCEMENT]

hdodule Maintenan

CE »

Ermail Distribution Lists

Ermail Users

[ADM-AUC-PO-513]

ADMINS uses dozens of distribution lists to notify designated users of a variety

of system events. The lists are set up in the Module

each module.

Maintenance P Email Distribution Lists screen for

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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=10"] & @ |s NewVendor Added: 027768 AMAZON - Message (Plain Text) = | B e The Ef'na-ll L'_St Name and
I e PN Pescrlptlpn IS now
: . included in the body of the

© Extra line breaks in this message were removed. R R N L.
From: theresa@admins.com Sent: Fri 4/5/2019 11:06 AM emall tO |dent|fy the Orlgln
To: support; Theresa Campbell; Theresa Campbell; campbellt189@gmail.com; Wendy Tarantola of the emal I .

(e

Subject: New Vendor Added: 027768 AMAZON

_—

This will be helpful
information when users are
receiving emails but are
not sure where the email
originates or why a

Email List: [VENDFLY] New Vendor created on the Fly particular user is receiving
the information. In Figure
7, the Email Distribution

|‘-‘|---1-‘-|‘-‘2‘--\-‘-3’

Email sent via a
distribution list now shows
which list is in use

This Vendor was added on the fly by THERESA on Q,
to update any pertinent information for this

** Do not reply to this email message as it was system generated

via the ADMINS Unified Community (AUC) System ** List named “VENDFLY” was
b/ used by the system to
notify users that a new
Figure 7 System-generated email identifies the Email List [Name] & Description vendor was created.

If the distribution needs to change, the list may be edited. Detailed instructions are available in the Help Reference
Library for each module, for example, PO—960 Email Distribution Lists.

[ADM-AUC-SY-8102]

4. REPORTS

Euilding the Repart ADMINS reinstated the progress bar

EENEEEEEEEREEE feature that indicates a report is running.

[ADM-AUC-SY-8093]

4.1. Email Reports [Tip]

The support team frequently receives emails containing scanned images of ADMINS
reports (we love pictures!). Any ADMINS report may be emailed via the Reports »
Retrieve Output function. This saves time and paper (no need for printing) and ensures
accuracy when sending reports spanning multiple pages to support@admins.com. There is
a document, PO-950 | forgot to print my reports, that gives instructions on how to use the
Reports P Retrieve Output Files feature to email reports.

[ADM-AUC-DOC-166

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 10
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4.2. #3665 POs Charged to Non-Expenditure Accounts [Enhancement]

Report Library by Purchase Order

[Report Name:

[View

Report [~

ffffffff Other ————
[FE00-ALL POs (in progress + historg)

Run

217 1-Purchase Order Aging Report

Run

[3811-Purchase Orders By Vendor (1 line per POY

Run

APPOLIBPO

B Task 3665: Purchase Orders Chgd to Non - Expenditure Accounts.

Purchase Orders Chgd to Non - Expenditure Accounts

Optional: Enter up to 9 Department Groups

[3625-0pen and Closed Purchase Order Balances Run Optional: Purchase Orders Dated [mmddyyyy] From: | ‘Tn:‘
[575-POs Closed Vis Liquidstion Run i
= Optional: Enter up to 9 PO Types Edit ‘u values: ‘
[3616-P0"s with Anount at least % xox Run
[F917-Pasted Purchase Orders Tagzed For Fixed Rssets Run
3532 Deleted P05 Run Run as @ preview O Print OPDF | O Excel
hd If Printing use Duplex @ ves (O No
Lookup 0K Cancel Clear All

Edit ‘I] values: ‘

ADMINS added a PO Status column to the Purchase Orders Charged to Non-Expenditure Accounts report and also

added the ability to create the report in Excel® format.

= - = PO_Vou_Non_Expend_THERESA[S]xml - Microsoft Excel - [u] X
Home Insert Page Layout Formulas Data Review iew v@=F =
L15 - F -
A B c D E F G H | J K E
1 PO# PO Date Vendor# Name Type Department GL# Account Amount Type PO Status
2 4,827 4/27/1999 001203  TOWN OF ADMINS-ALT PRINT R SCHOOL 1 1000-300-2200-550-06-00-52040 42475 Closed
3 9,066 12/14/2001 'D06641 MESPEF R SCHOOL 1 0000-000-0000-000-00-00-00000 Closed -
4 19049 10/27/2005 014251 SUZAN CULLEN R SCHOOL 1 2900-000-0000-000-00-00-20115 SCHOOL ENCUMBRAMCES-EXP 500.00 Liability Closed
5 19117 7/27/2005  'D14016 TOWN OF LITTLETON R SCHOOL 1 1000-000-0000-000-00-00-20115 SCHOOL ENCUMBRANCES-EXP 2,716.50 Liability Closed
6 25913 1/14/2009 000220 BALFOUR R SCHOOL 1 1000-000-0000-000-00-00-20115 SCHOOL ENCUMBRAMCES-EXP 8.95 Liability Closed
7 27975 9/3/2009 008947 TRAVELERS TRANSIT, INC. R KEOUGH 1 1000-000-0000-000-00-00-20115 SCHOOL ENCUMBRAMCES-EXP 1.00 Liability Closed
8 46,599 8/30/2017 010852 GOVCONNECTION, INC R HIGHSCHOOL 1 2310-000-2250-406-10-00-54085 NON INSTRUCTIOMAL TECHMOL 5.499.18 Revenue Closed
9 *** Grand Total *** 9,150.38
1
11 >
H 4 » ¥ | Popornonexp / ¥J »[]
Ready | |[EEm 1z (o) V] (+)

Figure 8 Purchase Orders Charged to Non-Expenditure Accounts report in Excel® format

[ADM-AUC-PO-511]

5. TABLES P Approval Path Setup P Edit List [Enhancement]

Goo,

Actiong.

Approval Path

Maintain Approval Paths

— Description |

1Add New ‘

Budg
3 Edit List =

8 Task 2501: Approval Path Edit Report

Approval Path Edit List

Optional: Enter Path Code D

= | Tt

Optional: Enter Username ‘ | |

ADMINS enhanced the
Approval Path Table » Edit
List by adding the option to
filter by approval path
status. This allows sites
with many unused approval

Run as ) preview O Print -~ @ PDF O Excel .
roning e Duplex O ves o paths to only view the
Lookup Cancel Clear All

-- Added By Changed by

PO Change Orders [ [ [

AP Change Orders [ ] [

Status: Path Inactive

Lkup

TOF UP

active paths. This status
filter works in conjunction
with the optional Path Code

Figure 9 Before — Edit List reported on all approval paths, whether inactive or active

and Username filters.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Hantain Approval Faihs The default selection will report
QEED Approval Path | Description | on ”A"" Approval Paths. OnCe the
e = . report is run, the selection will be
Approvl Path Edit Lis [ saved for the next time. Users
[ R o e ' I may override the default or saved

— Sl setectstatus: O All O Only Active @ Only Inactive ——— SeleCtlon

t::z Run as @ preview O Print - OPDF O Excel

If Printing use Duplex @ves () No
F Lookup Cancel Clear All
AP Change Orders I I I

Figure 10 After — Edit List allows filtering by status —“All” is the default
[ADM-AUC-PO-510]

6. OVERNIGHT Report of New Attachments to OPEN POs [Enhancement]
ADMINS added a new report to the overnight job to notify selected users that new files have been attached to open

purchase orders. This is managed via a new module control, #3600, and a new Email Distribution List,
PONEWATT.

6.1. Module Control #3600

Select Purchase Order » Module Maintenance P Module Control 3600:

(== [AUC] 3900-Purchase Order Module Control [theresa] - X h d f I I f "
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help T € aefau t value 10r a
Lo meon B8 O IE o sites will be set to 5 days
Purchase Order Module Control when this feature is
Goto.
. S peanton = Bt [ installed with the June
oL Fizcal Year 2019 1 Edit
2 [eame of Communitg Toun of Adnins d
2 End Month and Day of Fiscal Year  [JUN30] AIE) SOftWare up ate'
8 JUzed to Validate How Many Years from current FY a user can ad |l
B0 [Common Transfer Directory d1%auc_devel opnent \adnhone\transfer
51 [Screen Timeout for Posting/Approvals screens 1300
2050 [fendor Reauires flired The value may be changed

2519 |# of Iten prefix digi

B SSERENEEERSED  Controls the number of days prior to the current by anyone W|th access to

3007 |Default. Purchase Ordes

3008 [Print Requisitions da date to report on New PO Attachments the MOduIe Maintenance

3009 [Bkip to Acocount#

screen.

i
7 i
050 [Pl oy chase Order with Allocations less tham 1007 L7/ [F

g [Llopeuter o TH1om o] L

3600 [[Dailyl # Days prior to TODAY to report on Mew PO Attachments |5 |

T T
{14001 |DeFault Contract Uuantity to [1] ‘N

Status: Active Liup up

Figure 11 New module control #3600

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 10
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6.2. Email Distribution List PONEWATT L
The list will be empty

— when installed with
E= [AUC] 20-Email Distribution Lists [theresa] — [m] kS

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  MiscBilling  System  Favorites  Help the SOﬂW&re update.
B &S& me+m Q = & u o

Email Distribution Lists
Select Purchase
etore Distribution Code Fitachnents sdded to Open Pz € # dage System Default Distribution List Order P Module
[user Name Full Name [Email Address Status ~ H H
IoNTHER Anthea Dimond IANTHEARADMING , COM Active M a I nte na nce } E ma I I
LUFDEVS MUPDEVS [THERESA CAMPBELL] [supportladnins , con Active - . . .
1 Add EITIﬂI' HERESA_AT _HOME Theresa Campbell at Hone Icanpbel 1+189@zmail ,com Active Dlstrlbutlon Llsts ’

= W7 Active Email Addresses x PONEWATT; click
ser — Description Enail Tof [l Add Ema"] and

ADMINS TRAINING ACCOUNT #d
auchatch ACCOUNT

o
theresaladning .com

theressdainscor choose the users to be

Bill Davi=s boRadnins , com
R e Dagfinn Saeth dagFinrBaduine . :
DTHOND frthea Dinand <alternate) rtheaGadnire oon added to the new list.
G | | vorRoW TJefF Morrou morrouBadnins .con

LuAnn Moore luarn@acming .com
LuAnn Moore - Adeinistrator LUANNEADMINS , COM

LUANM
LUANM_ADMIM
MOORE

HORE | luanm@agméns.:um R R R

. It .
T— ety Detailed instructions
mgggé suppur:gagmns ==y . .
SpportSsins- oo on managing Email
QH?SE@ MOFDEV? CHendyl suppurtgagmns,:um 1 1 1 1
e T Distributions Lists
PAUL_ADMIM Paul Pedro - Administratol paulBacming . com v

are found in PO-960
Add New Emall Address \m Find | |Search| Cancel | Help | |Eof .

Email Distribution
Figure 12 Updating the PONEWATT Email Distribution List Lists in the Help

6.2.1. Sample Report Sent Via Email Reference Library.

Co . .
Subject: [PLUTO-AUC] Daily: PO with New Attachments within the last  days The report will be emailed to the members
GRS | 55 PO-Newhttach Withindoy=.wm! (10 V| of the PONEWATT distribution list. The
File Attachment Included report will be contained in an attachment to
the email, to be opened with Microsoft
- Excel®.

Email List: [PONEWATT] Attachments added to Open POs < 5 days
A sample of the report attached to the email
is shown in Figure 14; the columns are

** Do not reply to this email message as it was system generated H H
via the ADMINS Unified Community (AUC) System ** descrlbed in the table beIOW'

Figure 13 Sample email sent via the overnight job

- . - o Withindays sl [Read-Only] = Microsoft Excel

Home Insert Page Layout Formulas Data Review View Add-Ins

024 v £

A B [o3 D E F G H | J K L
1 #  Vendor# Remit Vendor_Name Seq# Description Entry_Date Entry Time Entry User Filename_1 Filename_2
2 "91110 012365 b1 A CUSTOM PLUMB & HEAT 2 5/10/2019 11:16:19.07 THERESA D\AUC_Developmentiadmhome\Transfer\‘ACA\Bad_Dates csv
3 91148 Do0211 04 ABC SCHOOL SUPPLY INC 3 test adding attachment to an open PO 5/10/2019 11:00:29.00 THERESA D\AUC_Developmentiadmhome\Transfer\AT TACH\BID-2017001-contract docx
4 91154 ooee2 b2 STAPLES 2 Test adding an attachment to an Open PO 5/10/2019  10:59:20.17 THERESA D:\AUC_Developmentiadmhome\Transferirecon0530181607.dat
5 191155010852 03 GOVCONNECTION, INC 2 testing new daily report 5/8/2019 16:47:13.76 ANTHEA DAUC_Developmentiadmhome\Transfer\ME_Delinquent.csv
6
7 # Days prior to Today to check 5
8
9

Figure 14 Sample file attachment listing the new attachments to purchase orders for the past “x” days

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 10
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Excel® PO# Purchase order #

Column

A Vendor# Vendor# assigned to PO

B Remit Vendor Address Remit #

C Vendor Name Vendor Name

D Seq# Attachment Sequence #

E Description Description entered by the user at the time the attachment is
added

F Entry Date Date attachment was added

G Entry Time Time attachment was added

H Entry User User that added the attachment

| Filename_1 Location and Name of attachment

J Filename_2 Location and Name of attachment continued (if filename is
long)

K Legend Number of days specified in Module Control #3600

7. EXCEL® TEMPLATES [FIX]

[ADM-AUC-PO-508]

ADMINS provides Excel® spreadsheets used for a variety of upload purposes. Prior to the software update, when
accessing a template, if a user tried to open a second copy of the template, the process terminated, bringing the user
to the support page.

Goto..

Actions.

THERESA's Support Help

LastRan *

1/ on [17-Jur-2019 [15:29:49

Resulis

~

v

-- Added 07-5ep-2009 By MUPDEV1 Changed 03-May-2019 by THERESA

up

Figure 15 Before - if the template was already open, process brought the user to the support page

Vilelats

1 fou already hawve the Template Open
' Close Current Ternplate to run this process again

This was corrected and users will
instead be informed that the template
is already open.

Figure 16 After — message instructing the user to close the open template prior to running the process again
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Changes affected these Excel® templates, available by selecting Purchase Orders P Help Reference Library:

Purchasing Help Reference Library

-------- TEMPLATES ——-————-

PO-810 Upload Approval Paths Template

PO-B20 Upload Commodity Items Template

Run

PO0-830 Upload Vendors Template

Run

Run

8. HELP REFERENCE LIBRARY

The following new or updated documentation was added to the Help Reference Library.

8.1. New or Updated Documents

e PURCHASE ORDER ENTRY
e TEMPLATES

e OTHER
OTHER
e SYSTEM

PO-105 Purchase Order Types
PO—-810 Approval Paths Template
PO-820 Commaodity Items Template
PO-830 Vendors Template

PO-915 Favorites Screen

PO-950 | forgot to print my reports
PO-1010 System Administration Kit

PO-810 Approval Paths Template
PO—-820 Commodity Items Template
— PO-830 Vendors Template

[TOC-SUP-SAPLAUC-2966]

[New]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]
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