PURCHASE ORDERS

RELEASE NOTES - JUNE 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 20.2

S

Purchase Order

1 CONTRACT REPORTS [ENHANCEMENT]

User defined fields are available on the [3 Addl Info] tab on the Contract Entry and Query

June 2020

Contract# Contract Query - Additional Information Sees
e Vendor Code 001630 01 Dept Code ADM TOWN ADMINIST || Advertised From  01-Aug-2019
A BLUE DIAMOND BUILDING CO AwardDate  01-Sep-2019 To  01-Jun-2020
14 GRANITE ST.
HALPOLE Contract # 6 Contract Additional Information Entry Eotry began
MA  02081-0000
e Vendor Code 003736 01 Dept Code FIRE Fire Departme Advertised From
e ADVANCED DISPOSAL SERVICE Award Date To
one 7 FEDERAL ST Effectve iedia 1
2020 CFY LD SUITE 26 Ending Date Media 2
Value 52500000 DANVERS Overspend% Media 3
Encumbered Ret| MA  01923-0000 Insurance Cert Expires. Media 4
Paid Ret
No text available
1 Lines (3) 2 Detais 3Addiinfo 45t
Special Dept Code  POLICE
User Defined #2 Contract Value
User Defned #3 2 Entry (5) I kems 5 Status History Q Attachments
User Defined #4
User Defined #5
User Defined #6 Special Dept Code System Profile
Location Code
User Defnea#1 Notes Q 1sources 4 Budaet S Collections 6 RE/PP 7 System
User Defned #2 User Defined £4 i
User Defined #5
User Defined 36 — Bids/Quotes/Contracts
Effective on
Expires on .
Unencumb
[Contracts User Defined 20 Characters Dates
— User Defined #1 [Special Dept Code Effective on
User Defined #2 | ocation Code Expires on =3
Assign Field labels on the System Profile Table User Defined #3 Notes ]
User Defined #4 User Defined #d —
User Defined #5 [iser Defined #5
User Defined #5 |User Defined #6

The first six fields are text fields that allow up to 20 alphanumeric places; the last two are date fields. The field
labels are set on the System P Administrator P System Profile b [2 PO/AP] tab.

AP/PO Report Library for Contracts

View

4610-In Progress Contracts — Summary

Run
4612-In Progress Contracts - Line Detail Run
------- Open Contracts ———=——--
4622-0pen Contracts - Summary z":

U
4620-0Open Contracts - Line Detail Run

-------- Posted Contracts ——————

= Run
14635-Posted Contracts - Summary Run
1d636-Posted Contracts - Detail Run

Run

Six reports were updated to include the eight user
defined fields when Run As ® Excel®.

The Summary and Line Detail Contracts in Progress,
Open Contracts, and Posted Contracts reports were all
enhanced to include columns for each of the User

Defined fields.

Before and after samples of the reports are shown below
in Figure 3 through Figure 10. The new fields are

highlighted.
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Purchase Order June 2020

1.1 Report 14610 In Progress Contracts — Summary

A B C D E | F [ G H
1 Contract# Effective Ending Date Vendor# Remit# Hame Department Contract Value
2 5 Bo3rs " ADVANCED DISPOSAL SERVICE  FIRE
3 Grand Total:
4

Figure 1 Before
M CON_Entry_Summary_THERESA[3].xml - Microsoft Excel
Home Insert  Pagelayout  Formulas Data Review  View
$9 - &
A B c D E F G H I K L M N o P Q

1 Contract# Effective Ending Date Vendor# Remit# Name Department Contract Value Special Dept Code Location Code Netes User Defined #4 User Defined #5 User Defined #6 Effective on Expires on
2 003736 01 ADVANCED DISPOSAL SERVICE FIRE DPW 6/17/2020 6/23/2020
3 Grand Total:
4

Figure 2 After

1.2 Report 14612 In Progress Contracts — Line Detail

A B = 1] E F G H | J K L

1 Contract# Effective Ending Date Vendor# Name Department Line Item Description Oty Price Ext Amount

2% 03736 ADVANCED DISPOSAL SERVICE FIRE 1

3k 03736 ADVANCED DISPOSAL SERVICE  FIRE 2

4B 03736 ADVANCED DISPOSAL SERVICE FIRE 3

s 6 03736 ADVANCED DISPOSAL SERVICE  FIRE 4

6 6 03736 ADVANCED DISPOSAL SERVICE FIRE 5

7 Total Contract# 6

8

9 ** Grand Total ==

10

Figure 3 Before

\i_—'.‘ H9- v CON_Entry_Detail_THERESA[1].xm| - Microsoft Excel —

Home Insert  Pagelayout Formulas  Data  Review  View
T4 - 7
D E F G H [ K L P Q s
Contract# Effective Ending Date Vendor# Name Department Line Item Description Qty Price Ext Amount Special Dept Code Location Code Notes User Defined #4 User Defined #5 User Defined #6 Effective on Expires on

03736  ADVANCED DISPOSAL SERVICE FIRE 1 DPW 6/17/2020  6/23/2020
"003736  ADVANCED DISPOSAL SERVICE FIRE 2 DPW 6/17/2020  6/23/2020
’003736  ADVANCED DISPOSAL SERVICE FIRE 3 DPW 6/17/2020  6/23/2020
"03736  ADVANCED DISPOSAL SERVICE FIRE 4 DPW 6/17/2020  6/23/2020
"03736  ADVANCED DISPOSAL SERVICE FIRE 5 DPW 6/17/2020  6/23/2020

Total Contract#: &

*** Grand Total ***

Figure 4 After

1.3 Report 14622 Open Contracts — Summary

A B c 1] E F G H | J K
1 To_Encumber Retain_To_Pay Contract
2 Contract# Effective Ending Date Vendor# Remit¥ Hame Department Contract Value Balance Balance Balance
3 19-0281 TMI2018  700/2021 oz2es ™1 CUMMINS NORTHEAST, INC.  TOWN 184,776.00 138,582.00
4 |20-001 9102019 9M0/2020 o630 BLUE DIAMOND BUILDING CO ADM 525,000.00 525,000.00 525,000.00

5 Grand Total:
6
i
2
v CON_Open_Summary_THERESA[1].xml - Microsoft Excel
Home  Insert  Pagelayout  Formulas  Data  Review  View
AR44 - E
) B E D E F G H 1 J K L M M o P a A 5
1 To_Encumber Retain_Te_Pay Contract
2 Contractlh Effective Ending Date ¥endorli Hemitit Name Department  Contract_Value Location Code Notes User Defined 4 Liser Defined #5 User Defined #6 Effective on Expires on
3 BOB R0\ TR0 Moezes b1 CUMMINS NORTHEAST, INC TOWN 18477600 138.582.00 FIRE
4 20001 Y0201 HI2020 o b1 BLLE DIAMOND BUILDING C 4D 25,000.00 525,00000 525,000.00 POLICE
5 Grand Total: 76.00 __ 525,000.00 663,582.00
3
7

Figure 6 After
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1.4 Report 14620 Open Contracts — Line Detail

A B T D E F [ ] T J K T ] N
1 To_Encumber Retain_To_Pay Contract
2 |Contract# ffective  Ending Date Vendor# Name Department Line Item Description aty  Price Balance Balance Balance
3 [19-0361  01-JuF2019 30-Ju-2021 002298  CUMMINS NORTHEAST, NC. TOWN 1 temporary lease for forary 12,00 7,699.00 0.00 000 69,281.00
4 19-0381  01-Juk2019 30-Juk2021 002299  CUMMINS NORTHEAST, NC. TOWN 2 temporary lease for fibrary 12.00  7,699.00 0.00 000 69,281.00
5 Contract Total 19-0361 0.00 0.00_138,5632.00
6
7 |20-001  10-Sep-2013 10-Sep-2020 '001630  BLUE DIAMOND BUILDING CO  ADM 1 line 1 change 0.00 250,000.00 250,000.00 0.00 250,000.00
8 |20-001  10-Sep-2013 10-Sep-2020 001630  BLUE DIAMOND BUILDING CO  ADM 2inez 0.00 250,000.00 250,000.00 0.00 250,000.00
9 |20-001  10-5ep-2019 10-5ep-2020 "001630  BLUE DIAMOND BUILDING CO ADM 3ne3 0.00 2500000 00.00 000 25,000.00
10 Contract Total 20-001
1
12 = Grand Total ** 700,776.00 52500000 0.00_663,582.00
13

Figure 7 Before

& CON_Open_Detail_ THERESA[1]xml - Microsoft Excel -

Home  Insert  Pagelayout  Formulas  Data  Review  View
Y53 - A
B C D E F G H 1 J L M N [u] P a R S T u v
1 To_Encumber Retain_To_Pay Contract
2 Contractt Effective  Ending Date Yendor#t MName Department Line ltem Description O Price i Location Code Motes User Defined 14 User Defined #5 User Defined #6 Effective on Expires on
3 19-0381 Of-Jul-2018 30-Jul-2021 'D02233  CUMMING NORTHEAST, INC.  TOWN 1 ternporary lease for library 12,00 7639.00 92,388.00 0.00, 0.00, 69,291.00 FIRE
4 119-0361 Ol-Jul-2018 30-Jul-2021 'B02233  CUMMING NORTHEAST, INC.  TOWN 2 ternporary lease for library  12.00 7639.00, 18.00. 0.00. 0.00. 69,291.00 FIRE
5 Contract Total 19-0361 184.776.00 0.00 0.00 .582.00
]
7 20-001 0-Sep-2019  10-Sep-2020 00630 ELUE DIAMOND BUILDING €O ADM 1line 1 change 0,00 250,000.00 250,000.00 250,000.00 0.00  250,000.00 POLICE
8 20-001 0-Sep-2018  10-Sep-2020 'DOE30 BLUE DIAMOND BUILDING CO - ADM line 2 000 250,000.00 250,000.00 250,000.00 0.00, 250,000.00 POLICE
3 20-001 0-Sep-2019  10-Sep-2020 'DOE30 BLUE DIAMOND BUILDING CO 4D 3line3 000 25000.00, 25,000.00 26,000.00 0.00. 25,000.00 POLICE
0 Contract Total 20-001 525,
il
2 === Grand Total === 709,776.00 525,000.00

Figure 8 After

1.5 Report 14635 Posted Contracts — Summary

A B c D E F G H | J K L
1 Contract# Effective End Date Vendor# Name Department Value Encumbered Paid Retained Retained Paid Balance
2 19-0381 01-Juk2019  30-Juk2021 'D02299  CUMMINS NORTHEAST, INC.  TOWN 184,776.00 184,776.00 45,194.00 0.00 0.00 138,
3 20-001 10-5ep-2019 10-Sep-2020 V01630 BLUE DIAMOND BUILDING CO ADM 525,000.00 0.00 0.00 0.00 0.00 525,000.00
4 = Grand Total == 184,776.00 46,194.00 0.00 0.00 663,582.00
& Legend
T Sorted_By: By Contract#
i3

Figure 9 Before

H9- - Contract_History_Smry_THERESA[1].xml - Microsoft Excel —
Home  Insert  Page layout  Formulas Data  Review  View
U6 - e
A B C D E F G H I J K L M N o P Q R S T
1 Contract# Effective End_Date Vendor# Name Department Value Encumbered Paid Retained Retained Paid Balance Special DeptCode Location Code Notes User Defined #4 User Defined #5 User Defined #6 Effecti
2 19-0361 01-Jul-2019  30-Jul-2021 'D02299  CUMMINS NORTHEAST, INC. TOWM 184,776.00 184,776.00 46,194.00 0.00 0.00 138,582.00 FIRE
3 20-001 10-Sep-2019  10-Sep-2020 01630 BLUE DIAMOND BUILDING CO ADM 525,000.00 0.00 0.00 0.00 0.00 525.000.00 POLICE
4 *** Grand Total =" 184,776.00 46,194.00 0.00 0.00  663,582.00
5
s | Legend:
7 Sorted_By: By Contract#
8
1.6 4 —Li i
.6 Report 14636 Posted Contracts — Line Detail
atrs Lt Mame Department  Value Lings Mem Descriphon aty Oty Bal  Price Retained Retained Pgxd  Balance
150281 'b02298  CUMMINS NORTHI TowN 16477800 1 temporary lease for orary 1200 000 7698.00 000 000 8928100
§ 20001 10-Sep-2019 10-Sep-2020 BO1630  BLUE DIAMOND BULONG €O ADM 52500000 1 et change 000 000 25000000  250,00.00 000 000 om0 0,00 250,000 00
a9 - M Contract_HisDetails_THERESA[1].xml - Microsoft Excel -
Home Insert Page Layout Formulas Data Review View v
AB3 - 5
Effective End Date Yendod Name Depattmen  Value Lined ltem Description Oty Oy Bal  Price Est_Amount Encumbered Paid Betained Retained Pai Balance Speci: L tion Cod i H il
O1-Jub-2019  30-Jul-2021 02239 CUMMING NORTHEAST, INC.  TOWN 184.776.00 1 temporary lease forlibrary. 1200 000 7699.00 9238800 9238800 23097.00 0.00, 000 6929100 FIRE
R #0630 BLUE DIAMOND BULDINGCO  A0M R 1 line 1change 0.00 000 250,000.00 250,000.00 0.00 000 0.00 0.00 250,000.00 POLICE

Figure 12 After
[MDF-SUP-SAPLAUC-1036]
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2 COPY LIVE TO TRAINING [ENHANCEMENT]

’]‘ J/ <  [PLUTO-AUC] Update Training from Live has been COMPLETED - M...

File Message  Help Q@ Tell me what you want to do Th
€ process was
. . & Do ., . . ]
W-B0 9S> 388 K B |06 Q2o . enhanced to send an
(PLUTO-AUC] | — . email to the members of
Update Training from Live has been COMPLETED the SYUPDTRAIN
Theresa Campbell i i i Distribution List on
To Theresa Campbell Mon 4/6/2020 2:01 PM .
_ completion.
"' The Update Training from Live process has been completed on 06-Apr-2020
Email List: [SYUPDTRAIN] Submit Copy Live to Training to Batch Th|s Change was |nsta| Ied
** Do not reply to this email message as it was system generated on SlteS In April 2020 and
via the ADMINS Unified Community (AUC) System ** iS included here to
: D document the change.

Figure 13 Email notification that the update of the training area is complete

Anyone submitting the process should check the SYUPDTRAIN Distribution List to make sure their username is in
the SYUPDTRAIN list.

See SY-175 Copy Live to Training (Batch) for details on this feature.

[ADM-AUC-SY-8114]

3 HELP REFERENCE LIBRARY

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

3.1 New or Updated Documents

e FISCAL YEAR END PROCESSING  PO-780 PO Rollovers PowerPoint® Overview [Updated]
e OTHER P0O-923 Open, View, and Edit .CSV file for AUC Uploads [New]
PO—993 Pivot Tables—Analyze AUC data in Excel [New]
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