PURCHASE ORDERS

RELEASE NOTES - JUNE 2021

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows PURCHASE ORDER system.
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1  CREATE NEW FROM POSTED [Fix]

June 2021

When creating a New Purchase Order (PO) from a posted PO, if there was retainage percentage % or a retainage
dollar $ amount set on the posted PO, it was not brought into the new PO. This has been corrected with the

software update.

PO » Purchase Order Entry P Create New from Posted PO P Select PO ) [4 Create PO]

Z= [AUC] 3103-Create New from Posted PO|

Create New from Posted PO Open
ANTHER
Vendor Code 001833 01 DeptCode FIRE Fire Department Deliver To CLARA MACY ELEMENTARY S
ADMINS INC Via Emai PODate  25-May-2021 FY 2021 Invoice To CLARA MACY ELEMENTARY S
219 LEWIS WHARF TypeCode Z Zero Tolerance erv Note: temal Notes
BOSTON No text available No text available
4Create PO )" 0o110-3027 Ship To Attn
Ship Date Prevailing Wage
Expected Amt
2 Detais 3 GL Detais 300000,00
Line Item Qty UOM Item Description FA Price  Freight Other GL Total Ext Amount
' testing split line with snall percentages 3000000000 30000000
Retain % 5,00
More | 0100-430-0000-004-00-00-52700 TRASH REMOVAL
Note: Any Line Closed via Change order will not be copied to new PO
o ot O o e - o~ ¢ - S SN -

-

Figure 1 PO #194846 shows

a Retainage of 5% in the Create New from Posted PO screen #3103

2

Create a new PO from a PO that has retainage; this screen has been enhanced to show the retainage on the
original “from” PO; usually retainage is only seen on the [3 Items] tab of the purchase order. The new PO will be

created with the retainage amount.

== [AUC] 3040-Purchase Order Itemsl

Purchase Order Items Ertry Begar)
PO # 194860
Goto.
Actions VendorCode 001833 01 Dept Code FIRE Fire Department |DeliverTo g CLARA MACY ELEMENTARY S
ADMINS INC PO Date 02-Jun-2021 FY 2021 Inwsios To g CLARA MACY ELEMENTARY S
219 LEWIS WHARF TypeCode Z Zero Tolerance 1 Delivery Notes -t Jlintern al Notes
BOSTON No text available No text available
MR 02110-3927 ship To Attn
Ship Date Prevailing Wage
Expected Amt
2Entry (1) ftems 4 GL Details S Status History Q Aftachments 300000,00
Line Item Item Description Qty UoMm FA Price  Freight Other Ext Amount
ltesting split line with small percentages 3000000000 30000000
Requisition# Contract # (MDT)
ol m— I
/7 Refainage % ainage Amt
. 5.00
The new PO # 194860 replicates the
retainage and all other data. Edit the
new PO as needed. e 30000000

Figure 2 The PO is created with the Retainage % visible on the [3 Items] tab

[ADM-AUC-PO-562]

2  PREVAILING WAGE & CERTIFIED PAYROLL [Enhancement]

ADMINS added a “Prevailing Wage” checkbox to several screens in the PO module. The following is excerpted

from the https://www.mass.gov/prevailing-wage-program web page:

“The Department of Labor Standards (DLS) issues prevailing wage information for

construction projects and other types of public work.
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DLS issues prevailing wage schedules to cities, towns, counties, districts, authorities, and state
agencies. Workers must receive these hourly wage rates when working on a public project.
Prevailing Wage rate schedules vary by region, type of work and other factors...”

The checkbox indicates that prevailing wage is required on the work and the contractor must submit a “Certified
Payroll” document at the time of invoicing. These boxes are checked on POs and / or Contracts. If the Contract has
the box checked, any POs created based on the contract will be checked. Vouchers that pay against the POs will
have extra error checking during processing. See the Accounts Payable June 2021 Release Notes for more
information about the Certified Payroll checkbox on the Voucher screens and how it works with the Prevailing
Wage checkbox on the PO module screens.

2.1  Site Specific Error Checks
System P Site Specific Error Checks P CONTRACT

The CONTRACT and CONTRCHG site specific error checks include an entry regarding the Prevailing Wage checkbox.
ADMINS also added the Require Insurance Certificate on File to the Error Check screen. The values are:

® Warning — Issue a message on the report, but allow the process to continue
® Hard Errors — Issue a ***message*** and stop the process until corrected
© No Message — Do not check for the box on the Contract during entry

Each of the Contract Entry Error Checks is used independently -- #4 could be set to Warning, and #5 to a Hard
Error.

== [AUC] 7-Site Specific Error Checkq
Site Specific Error Checks
Goto...
Actiops ey v
- Task Code Contract Entry Error Checks
Seq#|Description Action Code Value Buttons A
1 |[Vendor on Hold KO Waming (O Hard Error (@ No Message Edit 1
2  |[Remit Address Type not CO (O waming (O HardError  ® No Message
3 JAllow use of Vendors without FID# on fil [ Warning (U Hard Error (@ No Message
- —— = ®) Warning (O Hard Error () No Message
i equire lnsurance Lertiticate on File P WaringEE( ) A ErorliGINDMES a8
b Require Prevailing Wage Documentation
] 1

Figure 3 The CONTRACT Site Specific Error checks
The checks are available for Contract Change Orders Entry and work in a similar manner:

System P Site Specific Error Checks » CONTRCHG

Site Specific Error Checks
Goto...
Actions e e
= Task Code ONTRCHG Contract Change Order Entry Error
[seq#|Description [Action Code Value Buttons P
[l lRequirE Change Reason to be Entered DWammg (® Hard Error () No Message Edit

- — - ==
P [Require Insurance Lertificate on File | @Wamng OHardEmor O MNoMessage
[OWaming  OHardErmor @ No Message

3  |Require Prevailing Wage Documentation|]
Figure 4 The CONTRCHG Site Specific Error checks

These warnings are used during contract and change order entry. If not, the system will issue a warning as
specified in the Site-Specific Error check.
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2.2 #3000 PO Entry

Purchase Order Entry Carizet, [Errars
PO # 194814
Vendor Code pr DeptCode FIRE  Fire Department |DelverTo ™ ) gpq MACY ELEMENTARY SC
ADMINS INC Via Email PODate  pI-Mar-2021 FY 2021 Invoice To CLARA MACY ELEMENTARY SC
219 LEWIS WHARF Type Code 2 Zero Tolerance 1 Delivery Notes . J Internal Notes. .
BOSTON No text available No text available
MA 02110-3927 Ship To Attn|

Ship Date

Figure 5 Before — the PO Entry screen without a “Prevailing Wage” checkbox

== [AUC] 3000-Purchase Order Entry|

Purchase Order Entry Enteg Begad
PO # 194863
Goto,
o Vendor Code  REEAeIN 0 Dept Code |RDM TOWN ADMINISTRA | |DeliverTo [15 BELL PRESCHOOL - STALL B
s Via Email PODate  [i7-Jun-2021 FY 0000 Invoice To 10 BELL PRESCHOOL - STALL B

TypeCode B Blarket 1 Delivery Notes

No text available
—[brevaiing Viage TN
Prevailing Wage
Figure 6 After — the PO Entry screen with the Prevailing Wage Checkbox

2.2.1  Edit List

There is a field on the Edit list to show the value — if the box is checked, the “Prevailing Wage Yes” message is
displayed; if the box is unchecked, the “Prevailing Wage No” message is displayed.

4 Internal Notes.
No text available

Ship To Attn
Ship Date

iiOEG—CC-N’EHTE:‘T.REP Printed 07-Jun-2021 at 16:42:10 Page 1
City of ADMINS
Contract Edit List

Contract# Vendor
13 010816-01 BETAR GROUP, INC. Department DEW Advertised From
6 BLACKSTONE VALLEY PLACE Award Date To
Effective Insurance Cert No Expires
Ending Date ** Contract has Attachment
LINCOLN, RI 02865-0000 Teveiling wage Yes|
spent ] = alue 35,250.00
" TPrevailing Wage vYes| e
Contract Notes
Line Qty Item Deacription Price Freight Other Ext Amount
1 Bertine St Retaining Wall, Engineering Services including:

cross section study, prelim and final design, environmental notification,

public procurement & certain services during construction.

Funding sources: 6585-52400 (Victory), 6580-52876 (Campanelli)

Retainage Amount % 35,250.0000 35,250.00
*** Contract Total *** 35,250.00

This “Prevailing Wage” checkbox appears on the following screens within the PO module:

2.3 #3006 PO Change Order Entry

Change Order Entry Entry Began

PO # 194862

Goto.

nctons Vendor Code pL DeptCode FIRE Fire Departnent |DeliverTo [ CLARA MACY ELEMENTARY S
ALGONQUIN PRODUCTS COMPANY Via Email PO Date 03-Jun-2021 Type Zero Toler | |lnvoiceTo E CLARA MACY ELEMENTARY S
P.0. BOX 87005 Ship To Attn 0 Delivery Notes T J Internal Notes.
DARTHMOUTH Ship Date [ PrevaiingWage T[N No text available No text available
MA 02748-0000 Chg Reason Prevailing Wage [ |

Effective =

Figure 7- The new “Prevailing Wage” checkbox appears on the #304 PO Query screen.
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2.4 #3014 PO Query

June 2021

== [AUC] 3014-PO Query - Posted|

Open
PO Query - Posted LA
&2 Vendor Code 000431 01 DeptCode FIRE Fire Department |DeliverTo 4 CLARA MACY ELEMENTARY S
Actioos ZEE MEDICAL, INC. Via Email PODate  03-Jun-2021 FY 2021 fnvoice To 4 CLARA MACY ELEMENTARY S
20 1ST AVENUE Type Code Z nternal Notes
CHICOPEE No text available
0 Line Balances MA  01020-4619

Zero Tolerance Deiivery Notes
No text available
Ship To Attn B _
Ship Date Prevailing Wage ),

Figure 8— The new “Prevailing Wage” checkbox appears on the #304 PO Query screen.

2.5 #14000 Contract Entry

== [AUC] 14000-Contract Entry|
Contract # 13 Contract Entl'y Entry Began
Goto Vendor Code DeptCode  [OPW DPH Advertised From —]
Award Date To
i Effective Media 1
Ending Date Media 2
K Overspend% Media 3
LEL Insurance Cert [] Expires Media 4
Prevailing Wage Special Dept Code
Prevailing Wage Location Code
1 Overalf Commecowes Notes
No text available User Defined #4
Effective on
Expires on
Contract Value
2Entry (1) 3tems 4 Addl Info S Status History Q Attachment (1) 35250, 00
Line Item Qty UOM Item Description Price Freight Other Ext Amount
| [Bertine St Retaining Wall, Engineering Services including: 352500000 35250,00
[ross section study, prelim and final design, envirormental notification, Retainage %
fpublic procurenent & certain services during construction, Retainage Amount
6 Add New Contract 7 Add Line 8 Copy Line 9 Check and Post Contract P In Proaress. 35250, 00
Ready

Figure 9— The new “Prevailing Wage” checkbox appears on the #14000 Contract Entry screen.

2.6 #14070 Contract Query

= [AUC] 14070-Contracts Query - Posled|

Contractr SN Contracts Query - Posted =
Lo Vendor Code 010816 01 Dept Code PH DPH Advertised From
e BETA GROUP, INC. AwardDate  21-Feb-2019 To

6 BLACKSTOMNE VALLEY PLACE Effective 21-Feb-2019 Media 1

LINCOLN EndngDate  31-Aug-2019 ledia 2

RI  02865-0000 QOverspend% Media 3

Insurance Cert Expires Media &
[ PrevaingWage T~

| Prevailing Wage |

Figure 10- The new “Prevailing Wage” checkbox appears on the #14070 Contract Query screen.

3

[MDF-SUP-SAPLAUC-1082]

MERGE VENDORS [Enhancement]

Merging vendors is a process where multiple instances of a single vendor can be combined to form one entity. This
can be necessary if the same vendor is entered into the system under slightly different names.

ADMINS enhanced the Merge Process with a warning that will be displayed if a vendor is set to merge with
another vendor, and the Taxpayer Information Numbers (TINs—either Federal Identification Numbers or Social

Security Numbers) for the vendors do not match.
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[AUC] 2000-Enter Vendors ‘l

Current Vendor 017252 has FEDERAL ID#
Merge to Vendor 017253 has FEDERAL ID# 04-3528325

Current and Merge to Vendor have different FEDERAL ID=,

Once the Merge process has been run, you cannot unmerge these
vendors

Contine to merge this vendor?

Figure 11 Example of the message that pops up if the “current” and “merge to” vendor TINs do not match

Click on [Yes] to continue; the vendor will be added to the work file of vendors to be merged. Click on [No] to stop
the merge for this vendor. Once the Merge Process is complete (it runs in the overnight job), it cannot be reversed.
See the instructions in PO-360 Duplicate Vendor Merge in the Help Reference Library for details on how to run
the entire process.

[ADM-AUC-AP-1082]

4  ATTACHMENTS TO VENDOR FILES [Enhancements]

Purchase order and check

== [AUC] 2044-View Vendors )
Vi copies are attached to
i : the vendor record and
o | vendor [NEMEE PoSTRRSTER R k
are available in the Enter
1 Name/Address 2 Addresses 3 Classification 4 Attachments. 0 kems U User Defined 9 Emails Vendors a nd vi ew
S-Reports. [Sea® [Description Filename [Buttons |
Saueres | |[T__original Check Prire FPCR_ERETO4E735 FIF W Vendors screens. Users
E [original FO Print P0_30123.FIF
7-Name Search [ [orieinal Check Print [FPCK_ERGT0243090 . FOF can also add attachments
Svendor Haiory | [Drizinal Check Print [FPCK_ERGT0243193 FIF
lGriginal Check Prim IAPCK_ERGT0243454  PIF H
E Sicral P Pu,zazaz.m; . in the Enter Vendors
T e S screen only. Attachments
g B L g >ck_Priph F, » Pl S T E TN R Se—— VW Y s . . .
are listed in the screen in
- e s Prane haran. 9058 o otk . ) .
5 heck Prant Harrant éo;wa iawx,m;mzm;amr f | ch ronologlcal Order,
More |27 [Eheck_Print Warrant 003843 [pPer_ERSTOR52731  PIF | | . A .
! starting with the earliest
Status: Vendor Active : Address Active attachments.

4.1 Added [X Goto Last] Button [Enhancement]

For vendors with many attachments, pressing page down repeatedly to get to the most recent attachment takes
time. ADMINS added a button to move the display to the most recent records.

Purchase Orders P Vendors P Enter Vendors P [4 Attachments]

Click on the [X Goto Last] button to view the ten most recent records. The cursor will be positioned on the last
record. This works on both the Enter Vendors and View Vendors screens.
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== [AUC] 2000-Enter Vendors]
Enter Vendors
Certified Vendor?  Yes N
Goto. Certified By
I Vendor [00046 POSTMASTER PTDETSE
1 Name/Address. 2A 3C 4 Attachments 8 ltems 9 User Defined
5 Add Vendor Seq# |Description Filename Buttons
& Add Address 242 [Check Print Warrant 006465 IAPCK _EAST0354406 , PDF
243 [Check Print Warrant 006470 IAPCK_EASTO354707 ,PDF
244 ICheck Print Harrant 006502 IRPCK_EASTO0355777 ,PDF
7 Add 245 [Check Print Warrant 006514 APCK_EASTO0356258 , PDF
246 [Check Print Warrant 006523 IAPCK_EASTO356683 .PDF
247 [Check Print MWarrant 006538 IAPCK_EARSTO357369 .,PDF
X Goto Last 248 [Check Print Warrant 006553 IAPCK_EARST03581%8 ,PDF
249 [Check Print Warrant 006593 APCK_EASTO359569 ,PDF
250 [Check Print Warrant 006611 RPCK_EAST0360241 ,PDF
ﬁcmk Print Harrant 006633 [APCK_ERST0360995 . PIF V View Z Email
)
Status: Vendor Active

Figure 12 Result of clicking the [X Goto Last] button
[ADM-AUC-AP-1089]

4.2  Multiple Purchase Orders Posted for the Same Vendor [Fix]

Purchase Orders P Enter Vendors P [4 Attachments]

ADMINS fixed the
= [AUC] 2000-Enter Vendors] -9 % attachment process
Enter Vendors =
— - [AUC] 2003-Vendor History - Purchase Orders] on the #2000 Enter
- Vendor REREER FRCON CRPITAL SERVICES Vendor Vendors P
Gato.
— 127483
[ Add 3 qo 1 — ‘ Name AMAZON CAPITAL SERVICES [Attachments]
e | Filename screen.
A [Briginal PO Print P0_194631,PDF
Original PO Print FO_134764 ,FDF ‘ Beginning Date I e
[Check Print Warrant 006645 [RPCK_EAST0361811,POF Ending Date
— [Change Order [COREVI] F0_154721_COREVL,PDF H
=S e Prink Harrask 0007 FPCK_EASTO361873.FIF — If mU|t|p|e purchase
S s orders for a vendor
[Original PO Print FO_194743,FIF [Sel [PO# PO Date i
Briginal PO Print PO_194821,PDF [T (154821 [30-Mar—2021 A 342,00 were pOSted and
Y [ [154820 [30-Mar—2021 [KMA 102,00 .
\ [] 159615 _[30-Har—2021 [0 75.00 prlnted as a group,
E— \ [] (154816 [30-Mar—2021 "R 135.00
e \ [ 194817 [30-Mar-2021 A 202,11 0n|y the last
THERESA \
Changed: \ purchase order for

Posted all at the same time the vendc?r was
(194818, 194819, 194820, 194821); attached in the

only the last one (#194821) is attached in the Enter Vendors screen. screen.

Figure 13 Before — multiple purchase orders / same vendor not all attached to the Enter Vendors P [4 Attachments] screen
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IE= [AuQ) 2000-Enter Vendors|

Enter Vendors _ o
Certified Vendor?  ves No
Goto... Certified By
Pl Vendor FRAME KING Date Certified
1 Name/Address 2 Addresses. 3 Classification 4 Aftachments 8 items 9 User Defined
5 Add Vendor Seq# |Description Filename rButtnns
Add Address 1 Original PO Print PO_194825 ,PIF V View Z Email
2 Original PO Print PO_194826 .PIF
1= Original PO Print PO_194827 ,FOF
7 Add A aooe Dodor TCODEV1T IE0 1odo0c rooeyvt onc
ii Original PO Print PO_194835 . PDF] These four purchase
owin | |P__original PO Print PO_194836 , PDF] orders were posted
oto Las!
¥ Original PO Print PO_194837 .PD at the same time, and
| 2 Original PO Print P0_194838, PLF| each was attached.
Status: Vendor Active

Figure 14 After — all purchase order attachments are available on the Enter Vendors screen.

4.3

ADMINS added more

= TAUC] 2066-Posted - Attachments]

information to the hovertext
on attachments indicating
when the attachment was
made and by whom. If the

Goto.

Actions.

2 Detais (1)

Batch #
Voucher#

LV10725
j163809

Attachments Hovertext [Enhancement]

Posted - Attachments

[ADM-AUC-PO-560]

Closed
THERESA

Vendor 010543 01
ALBERT R, MASOH
145 SPRINGFTELD 5T,
CHICOPEE

MA 01013-0000

3 tems 4 GL Datals

Invoice¥  18-Feb-2021
Inv Date 18-Feb-2021

Customer#

Dept Code ToWN

Vou Dale  16-Mar—2021 FY 2021
DueDate  16-Mar-2021 Terms DUR

5 Status History 6 Check Hit (1)

Check Type Printed Bank ERST
Check#  See Check History

Separate Check

Hold Check

Type P Paunent Voucher

Amount to Pay Vendor
56,50

Special Note begins with

Fea= [Deserption

TFitename

Touttons ]

“BURST”, it identifies this as .

a System-Created

[Ereck Print Harrant 006677

2o FIF

JPLUT I o txt

7 View

0 Email w

attachment, which cannot

be removed by the user.

Attachments without a

“Special Note” are user-
supplied and may be
detached using the
[Remove] button (if the
button is not grayed out?).

9.Add Attach

56,55 Liquidal

File Location
D:AUC_|

Entry User: THERESA

Entry Date: 01-Apr-2021
Entry Time: 16:59:20.58
Special 2 -

\Transfer\iPLUTOInfo.txt

o

Additional hovertext shows the Entry User, Entry Date, Entry Time, and any special notes. If the
Special Note is "BURST", this is a system generated attachment and cannot be removed.

To see this feature, available on several screens in the Purchase Order Module, go to the following screens.

1 Setting Purchase Order Module Control 3040 to “Y” will prevent the removal of user-supplied attachments; in some inquiry screens, the
[Remove] button will be grayed out, preventing the removal of a user-supplied attachment.
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Purchase Orders June 2021

4.3.1 #2000 Enter Vendors Screen Attachments

Accounts Payable P Vendors P Enter Vendors P [4 Attachments]

Ev-- [AUC] 2000-Enter Vendorsl
Enter Vendors —
o Certified By
P | vendor poooEs EAVERK noRFOLK COUTY TR Oate Certed
1 Name/Address 2 Agdresses 3 Chumm tems 9 User Defined
r N =
S Add Vendor [seq® [Description i — [Buttons
gHQm—fmoimw-mc 109 EL_1_000044_1215.par VVew | ZEmst
| File Location ¢
d\auc_c ;_doc_i )_1099NEC_1_000044_1215.pd
7 Add Attachment i
Entry User: THERESA _
Entry Date: 15-Dec-2020 —
|Entry Time: 11:54:50.66 T
ial Note: BURST1099 | |
|
Status: Vendor Active

Figure 15 The Enter Vendors P Attachments screen will show the enhanced hovertext

4.3.2 #2044 View Vendors Attachments Screen

Accounts Payable » Vendors P Enter Vendors P [4 Attachments]

== [AUC] 2044-View Vendors|

View Vendors
Goto.
| Vendor 00045 [BOSTON SAFE DEPOSIT & TRUST
Actions
1 Name/Address 2 Addresses. Aftachments U User Defined 9 Emails
B
5-Reports |r5eq¢ jDescriplion Filename Buttons

Status: Vendor Active : Address Active

Figure 16 The View Vendors P [4 Attachments] screen will show the enhanced hovertext

4.3.3 #3043 - PO Entry [Q Attachments]

Purchase Orders P Purchase Order Entry P Entry

= [AUC] 3043-Purchase Order Attachment Entryl
Purchase Order Attachment Entry Entry Began
PO # 194812
Goto.
Act Vendor Code 000692 01 Dept Code SCHOOL SCHOOL (Dulivar Fo
ons STAPLES PODate  08-Mar-2021 FY 2021 Invoice To 10 BELL PRESCHOOL - STALL
DEPT 10-00712916 TypeCode B Blanket Delivery Notes. - ternal Notes
P.D. BOX 70255 No text available No text available
CHICAGOD Ship To Attn
IL  60673-0255 Ship Date
Amt
2 Entry (4) 3 ftems 4 GL Details S Status History ‘ Attachments 25,00
Seq# [Description Filename |But|oru
1 PLUTDINfo.txt I 7 View Attachment 8 Remove Attachment |
File Location
DAAUC_| \PLUTOInfo.txt
Entry User: THERESA
Entry Date: 13-Apr-2021
Entry Time: 15:29:23.09
Special Note:
6.Add Attachment Entered Amt 25,00
Ready

Figure 17 This user supplied attachment has no “Special Note” and may be removed by the user
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4.3.4 #3048 - PO Change Orders

Purchase Orders P Change Orders P Entry P [1 Do Change] P [Q Attachment]

== [AUC] 3048-Change Order Attachment Entry| - %
Change Order Attachment Entry Entry Bogan
PO # 194751
Goto.
Actions Vendor Code 019694 01 DeptCode ATHLETICS — ATHLETICS Deliver To 14 BELLINGHAM BUSINESS OFF
MARK"S EQUIPMENT REPAIR PODate  22-Sep-2020 Type Regular Invoice To 14 BELLINGHAM BUSINESS OFF
PO BOX 4703 Ship To Attn 1 Delivery Notes J Internal Notes.
180-R FRANKLIN STREET Ship Date No text available Tuesday, 13 A
FRAMINGHAM Chg Reason testing April, 2021
MA 01702-0000 Effective  13-Apr-2021 FY 2021 theresa .
Amt
2Entry 3 tems. 4 GL Details S Status History S5 Vouchers Q Attachment (4 475,00
Seq# |Description Filename [Buttons
T |test attachment on entry screen PLUTOINfo, txt.
2 Original PO Print PD_194751 .PDF
g PLOTOINfo. txt.
TEST, txt N 7 View er
ile Location h
DAl Transfert It I
User supplied attachments will
Entry User: THERESA not have a "Special Note"
Entry Date: 13-Apr-2021
Entry Time: 16:43:08.% i I
Special Note: | |
6 Exit Change W Add Attachment Retained Paid Entered Amt 475,00
EOF UP

June 2021

Figure 18 The Change Order Attachment Entry screen will show the enhanced hovertext and can be removed in this screen

4.3.5 #3057 - PO Inquiry Entry

Purchase Orders P Queries P [1 Select] P [8 Attachments]

E [AUC] 3057-PO Query - In-Progress - Attachmentsl = %
- Entry Began
PO #18194751 PO Query - In-Progress - Attachments THERESA
(e Vendor Code 019694 01 DeptCode ATHLETICS ATHLETICS Deliver To 14 BELLINGHAM BUSINESS OFF
Actions MARK”S EQUIPMENT REPAIR Via Email PO Date 22-Sep-2020 FY 2021 Invoice To 14 BELLINGHAM BUSINESS OFF
PO BOX 4703 TypeCode R Regular etvery Note J Internal Notes
180-R FRANKLIN STREET No text available No text available
FRAMINGHAM Ship To Attn
MA  01702-0000 Ship Date
Amt
2 Details (S) 3 tems 4 GL Details 5 Status History 4 e 500,00
[Sea® [Description [Filename [Buttons
PLUTOINnfo.txt N 7 View
ile Location |
D:AUC_L UTOInfo.txt |
User supplied attachments will not have a
Entry User: THERESA = A =
Entry Date: 13-Apr-2021 Special Note
Entry Time: 16:25:50.30 T T
Special Note: [ |
4 Attachments Encumbered 500,00 Liquidated Relieved Paid Balance 500,00
Retained Liquidated Relieved Paid
up

Figure 19 Attachments cannot be removed when viewing them in the Inquiry screen

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.3.6 #3058 - PO Inquiry History
Purchase Orders P Queries P [1 Select] P [8 Attachments]
= [AUC] 3058-PO Query - Attachments [theresa] a X
Open
PO# [194812 PO Query - Attachments THERESA
=2 Vendor Code (000692 01 Dept Code SCHOOL SCHOOL Deliver To g SUPERINTENDENT *S OFFICE
Actions STAPLES Via Email PO Date 08-Mar-2021 FY 2021 wokos B0 4 BELL PRESCHOOL - STALL
DEPT 10-00712916 TypeCode B Blarket 1 Deliv te internal Notes
P.0. BOX 70255 No text available
CHICAGO Ship To Attn
IL 60673-0255 Ship Date
Expected Amt
2 Details (1) 3 Rems. 4 GL Details 5 Status History ers anges Attachme! 25,00/
Seq® [Description [Filename [Buttons
est of F t on at N 7 View 0 Email 8Remove |
Original PO Print i 1
User supplied attachments will not have a
Entry User: THERESA Spema_l Note" and may be rempved by 't‘he
Entry Date: 13-Apr-2021 user if module control #3040 is not "Y
Entry Time: 15:29:23.09 - |
Special Note:
1 |test of hovertext on attachments PLOTOTRFo.ExE i
] P0_194812.PDF N 7 View 0 Email
File Location "
dauc_g -_doc._ LS
System supplied attachments will have
Entry User: THERESA a "Special Note: BURST *" and cannot
Entry Date: 13-Apr-2021
Entry Time: 16:46:49.38 be removed by the user
Special Note: BURST | |
9 Add Attachments. Encumbered 25.00 Liquidated Relieved Paid Balance 25,00
Retained Liquidated Relieved Paid
Ready P
- a X
Purchase Order Medule Control
Seq#|Description [Answer Buttons a
— Fiscal Year 5021 J TEdt ]
i Lt of SIMIHE |
3040 [Disable Remove Attachments button on POs after Posting |Y | | |
Status: Active Lkup UP

Figure 20 Purchase Order Query Screen with enhanced hovertext — user supplied attachments can be removed if module

control # 3040 is not set to “Y”

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.3.7

#14008 - Contract Entry [Q Attachments] tab

June 2021

Purchase Orders P Contracts P Contract Entry ) [Q Attachments]

= [AUC] 14008-Contract Attachments]
SRR Contract Attachments Entry Began
iz VendorCode 010816 01 Dept Code DPH DPH Advertised From
BETA GROUP. IMC. Award Date To
Actions 6 BLACKSTONE VALLEY PLACE Effective Media 1
LINCOLN Ending Date Media 2
RI  02865-0000 Overspend% Media 3
Insurance Cert Expires Media 4
Special Dept Code
erall Contra ts Location Code
No text available Notes
User Defined #4
Effective on
Expires on
[— Contract Value
2 Entry (1) 3 tems. 4 Addl Info 5 Status History o 35250.00
Seq# |Description Filename [Buttons |
ML UTOInfo txt 7 View Attachment | 8 Remove Attachment
File Location
D:\AUC_Developmentladmhome!\TransferiPLUTOInfo.txt
Entry User: THERESA
Entry Date: 14-Apr-2021
Entry Time: 09:04:39.03
Special Note:
6 Add Attachment Entered Amount 3525000

Figure 21 Contract Entry screen allows adding and removing user-supplied attachments

4.3.8

#14063 - Contract Entry Inquiry [Q Attachments] tab

Purchase Orders P Contracts P View All Contracts P [Select] P [Q Attachments]

== [AUC] 14063-Contract Query - Anachmems|

Contract# |13 Contract Query - Attachments Entry Bogan
e Vendor Code 010816 01 Dept Code DPH DPH Advertised From
BETA GROUP, INC. Award Date To
Actons & BLACKSTONE VALLEY PLACE Effective Wedia 1
LINCOLN Ending Date Media 2
RI  02865-0000 Overspend% Media 3
Insurance Cert Expires Media 4
Prevailing Wage
2021 CFY LTD CFY LTD | No text available
Value 35250.00
Encumbered Retained
Paid Retain Paid
—
1 Lines (1) 2 Details 3 Addl info 4 Status History 1°
[Seq# [Desc Filename |
RULITIAESSERY s | & view Attachment / RemovShattachment
File Location |
D:AUC_ m UTOInfo.txt
Entry User: THERESA i
Entry Date: 14-Apr-2021 |
Entry Time: 09:04:39.03 4
Special Note:
Unencumbered 35250,00 Retain To Pay Balance 35250, 00

Figure 22 Contract Inquiry screen does not allow deleting or adding attachments to Contracts in “Entry Began” status

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.3.9 #14073 - Contract History Inquiry [Q Attachments] tab

Purchase Orders P Contracts P View All Contracts P [Select] P [Q Attachments]

== [AUC] 14073-Contract Query - Anachments|

Coutiacibigy10 Contract Query - Attachments ooy
— VendorCode 001833 01 DeptCode  FIRE Fire Departne || Advertised From
Actions ADMINS INC Award Date 01-Jul-2020 To
219 LEWIS WHARF Effective 02-Jul-2020 Media 1
BOSTON Ending Date 01-Jul-2025 Media 2
MA  02110-3927 Overspend% Media 3
Insurance Cert Expires  (1-Mar-2022 Wedia 4
0 Overall Contra e
2021 CFY LTD CFY LTD No text available
Value 50000,00
Encumbered 1600.00 1600,00 Retained
Paid 600,00 600,00 Retain Paid
[
1 Lines (1) 2 Detais 3 Addl Info 4 Status History S POs (1) & Vouchers (1) 7 Changes (1) 'o
Seq# [Description [Filename
PLUTOInfo,txt 8 View Attachment 'V Remove Attachment
File Location | |
DAUC_E T UTOlnfo.txt
Entry User: THERESA -
Entry Date: 14-Apr-2021 B
Entry Time: 09:08:14.71 7
Special Note:

9 Add Attachments Unencumbered 48400,00 Retain To Pay Balance 43400,00

Figure 23 Query screen for “Open” contracts allows adding and removing attachments

4.3.10 #14208 - Contract Change Orders [Q Attachments] Tab

Contracts P Change Entry P [Do Change]? [Q Attachments]

== [AUC) 14208-Change Order Attachments|

Contact il Change Order Attachments Entry Began
Goto- VendorCode 024220 01 DeptCode  FIRE Fire Departne || Advertised From
e ADRIAN NAME PLATES AwardDate  01-Aug-2020 To
= P.0. BOK 211 Effective 01-Aug-2020 Wedia 1
8 PINE RIDGE ROAD Ending Date 01-Aug-2026 Media 2
ESSEX Overspend% Media 3
MA  01923-0000 Insurance Cert Expires  01-Mar—2021 Wedia 4
Special Dept Code
Overall Coniract Notes Location Code
No text available Notes
User Defined #4
Change Reason

— Contract Value
1 Entry (1) 2 tems 3 Addlinfo 4 Status History 5P0s 6 Vouchers 12000000
r T

Seq# |Description Filename WButtans
est hovertext on Cont CO entry IPLUTOInfo.txt N 7 View 8 Remove
ile Location -

D:\AUC_Developmentladmhome\TransferiPLUTOlInfo.txt

Entry User: THERESA
Entry Date: 14-Apr-2021
Entry Time: 09:19:23.30
Special Note:

7 Exit Change < 6 Add Attachment P Encumbered Paid Entered 12000000

Figure 24 During Change Order entry, user supplied attachments can be added or removed
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4.3.11

#15090 - Bid Entry [8 Attachments]

Purchase Orders P Bids » Bid Entry P [8 Attachments]

June 2021

== [AUC] 15090-Bid Entry Attachments|

Bid Entry Attachments

Goto..

Ruarded Bid

Bid # po11-601 Description

Actions

Bid Type IFB IFB Last Bid#

Requested by
Individual
Minority
Non-Profit

Bid Opening Bid Effective Dates
Date 03-Mar-2011 Start
Time 11:00:00.00 End

X Last Used Bid

1 Class 2 Vendor (115) 3 Vendor Email 4 Category S Detail (49)

8 Responses

WESTFIELD WATER MATN EXTENSION

0000-000
WATER & SEHER

5

Filename
lPLUTOINfo, txt

Buttons ]

[s

V View

File Location
D:\AUC_Developmentladmhome!TransferlPLUTOInfo.txt

Entry User: THERESA
Entry Date: 14-Apr-2021
Entry Time: 09:25:14.34
Special Note:

LEmai | | WRemove

C 0 Add Attachments }

Bid Amount 117,237,195.00

Figure 25 During Bid entry, user supplied attachments can be added or removed

4.3.12 #15210 - Bid History [8 Attachments]

Purchase Orders P Bids P Open and Awarded Bids P [8 Attachments]

== [AUC] 15210-Open and Awarded Bid Attachments

Entry User: THERESA
Entry Date: 14-Apr-2021
Entry Time: 09:30:10.58
Special Note:

D:A\AUC_DevelopmentladmhomeiTransferiTEST. txt

Open and Awarded Bid Attachments Auarded Bid
Goto..
o Bid # po11-001 Description  WESTFIELD WATER MAIN EXTENSION
Actons BidType IFE IFB Last Bid# 0000~000
Requested by WATER & SEWER
Bid Opening Bid Effective Dates Individual
Date 03-Mar-2011 Start Minority
Time 11;00:00,00 End Non-Profit
1 Summary 2 Detail (48} ‘o 4 Purch Orders
Seq= |Description JFiIename Buttons I
1 hovertext on Bid Entry attachment screen PLUTOInfo,txt ]
12 TEST . txt m 7 View 0 Email 8 Remove
File Location &

( 9 Add Attachments b

Figure 26 Open and Awarded Bid Attachments can be added or removed; enhanced hovertext is shown

[ADM-AUC-SY-8171]
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5 BIDS [Enhancement]

Bids are subject to changes, with lines added, deleted, and re-ordered during the Bid process.

June 2021

ADMINS added features to the BIDS module to allow the AUC Bids to match line for line with a

printed bid. Lines cannot be deleted or re-ordered for Awarded bids; however, lines can be

added to an awarded bid.

[ 1auc 15020-8id Entry

Bid Entry TR
Gete Bid# Description  RE-BID SOUTH FIRE DISTRICT BUILDING RENOVATIONS
Actions Bid Type [FBC IFBC LastBiaw 2018-005
Requested by Fo
Sp—— Bid Opening Bid Effective Dates Individual O
ast s Date pa-Sep-2020 Start Minority I
Time [11:00;00,00 End Non-Profit O

1Class 2 Vendor 3 Vendor Ema 4 Cateqory S Detail (17) 8 Responses 7 Award Bid 8 Attachments

Line  Description QTY CAT  Awarded Vendor
il fTOTAL LUMP SUM COST FOR DIVISIONS 1-10. 24, 22, 23, 2. 31. 32. 33 I 000000

[ Retainage %

I I
3 FADD ALTERNATE #4 - INTERIOR PAINTING [ 000000

r Retainage %

MORE sAddLines ] Jinsertiine [\ LDelete Line ] WTranster Line [ 0 Eck List Q Renumber Lines  Bid Amount
J Insert Line W Transfer Line

Figure 27 New buttons on the bid entry screen allow inserting lines and transferring lines

These are simple
examples; bids with
hundreds of lines should
be scrutinized prior to
inserting or transferring
lines, if using

[Q Renumber Lines] to
eliminate gaps in
sequence prior to making
changes. If the gaps
should remain, do not use
[Q Renumber Lines].

The [Add 1 Line] button was changed to [J Insert Line], allowing the insertion of a blank line at a specific line

number. If the line number already exists, the system will renumber all the subsequent lines.

15022-BIDENTEDT.REF Printed 30-Apr-2021 at 09:54:21 Page 1

City of ADMINS

| Bid Entry Edit List]

Bid# Descripticn Bid Type

2020-004 RE-BID SOUTH FIRE DISTRICT BUILDING RENOVATIONS IFBC IFBC
Bid Opening : 24-Sep-2020 at 11:00:00.00 Last Bid: 2018-005
Bid Effective: to Regquested By: ECD

Line Item Description

Quantity Price Ext Amount Vendor

1 TOTAL LUMP SUM COST FOR DIVISIONS 1-10, 21, 22, 23, 26, 31, 32, 33

2 ADD ALTERNATE 41 - EXTERIOR PARKING IMPROVEMENTS

3 ADD ALTERWATE 42 - EXISTING MEETING ROOM IMPROVEMENTS This hid as Originally entered

4 ADD ALTERWATE #3 - KITCHEN \ has lines one through seven

used, with line 8 through 17

blank. The [J Insert Line]
and [W Transfer Line]
buttons will be used to

demonstrate the new
features.

5 ADD ALTERNATE #4 - INTERIOR FAINTING
6 ADD ALTERNATE #5 - EQUIPMENT LAUNDRY/DISINFECTION RM ADD'L PLUMBING

7 ADD ALTERNATE #6 - TELECOMMUNICAITONS/NETWORK SETUP

*«* Bid Amount

Figure 28 The bid as originally entered with lines 1 through 7 populated; lines 8 through 17 are blank

For example, this bid has line 1 through 7, and a line is inserted at position 5, the original lines 5 through 7 will be

renumbered to lines 6 through 8 as shown in Figure 29 below.

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

Release Notes — Version 21.2

Purchase Orders

Insert a Line

Ready

Bid Entry Open
Sote-- CUPR o0 00: ] Desd
e Bid Type [(FEC IFBC This bid as originally entered has seven
tovunsng | BRSNS Bl Effectve Dates lines populated; I|nef.s 8 through 17 are
Date Pd4-Sep-2020 Start
Date [_m v H— blank. The. [J Insert Line] is gseq to insert
a line at line #5. The remaining lines are
1 Class 2 Vendors 3 Vendor Email 4 Calegory ’J renumbered'
Line Description ary
[~ FOTAL_I1MP M rNoT PR TTVTGTIONG 1-1n_ o159 93 oR =139 =< I
— B! [AUC] 15020-Bid Entry [theresa] w® ”: 'm
Insert Line |
E Required: Enter Line Number: E — 000000
- -
B '@ - 000000
[ Lookup Cancel Clear All I
i |ADD ALTERNATE #3 - KITCHEN [T oooooo
[
f
&mnngz% 00000
I
MORE smmma W Transfer Line 0 Edi List Q Renumber Lines  Bid Amount

|  JisertLine |

June 2021

File

& TedRE - Bid_Entry_THERESA[2).lis

Edit Format Options

| Courier New

b

1502

2-BIDENTEDT.REP Printed 30-Apr-2021 ac 10:00

it

:21 by THERESA
v of ADMINS

|Bid Entry Edit List |

Page 1

ADD ALTERNATE #6 - TELECOMMUNICAITONS/NETWORK SETUP

Bid# Description Bid Type
2020-004 RE-BID SOUTH FIRE DISTRICT BUILDING RENOVATIONS IFBC IFBC
Bid Opening : 24-Sep-2020 at 11:00:00.00 Last Bid: 2018-005
Bid Effective: To Requested By: PCD
Line Item Description Quantity Price Ext Amount Vendor
1 TOTAL LUMP SUM COST FOR DIVISIONS 1-10, 21, 22, 23, 26, 31, 32, 33
2 ADD ALTERNRTE #1 - EXTERIOR PARKING IMFROVEMENIS
3 ADD ALTERNATE #2 - EXISTING MEETING ROOM IMPROVEMENIS This bid was originally entered with seven
4 ADD ALTERNATE #3 - KITCHEN lines. The [J Insert Line] was used to
5 ——— insert a line at line #5; the new line 5 is
blank and the system renumbered the
& ADD ALTERNARTE #4 - INTERIOR PAINTING original |ineS 5_7 as 6-8
7 ADD ALTERNATE #5 - EQUIPMENT LAUNDRY/DISINFECTION RM ADD'L PLUMBING

Figure 29 The edit list shows the new line 5 and the renumbered lines 6 through 8

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.2 Transfer a Line

== [AUC] 15020-Bid Entry| v
Bid Entry

Bid¢ IR

Bid Type FBC IFBC

F

<
Bid Effective Dates §
Start
End

Add Line

Delete Line

Renumber Lines

[
4
f
9Add Lines Insert Line L Delete Line W
4
r

Ready

June 2021

The [W Transfer Line] button replaces the [Y Erase Line]. To erase
a line, select Actions P Erase Line. Once the bid has been awarded,
transferring a line is not allowed.

In the example in Figure 30 below, original line #2 is transferred to
line #15. This results in renumbering lines 3 through 8 to lines 2
through 7.

Use [L Delete Line] to delete unneeded lines. After deleting the
blank lines, renumbering the lines will change line 15 to line 8; do
not use the renumber button if line 15 must remain as line 15. Use
care when renumbering lines.

& TedRE - Rid_Fntry_THERESA[3]lis
File Edit Format Options

[ Courier New < [e =] Blz|ufw] E=| ‘:,!]i.!HEi]Eng

15022-BIDENTEDT.REF Printed 30-Apr-2021 at

10:20:31 by THERESA Fage 1
C. of ADMINS
Bid Entry Edit List

Bid# Description Bid Type

2020-004 RE-BID SOUTH FIRE DISTRICT BUILDING RENOVATIONS IFBC IFBC N - o R ~ —
Bid Opening : 24-5ep-2020 at 11:00:00.00 Last Bid: 2018-005 2 ADD ALTERFATE #1 - EXTERIOR FARKING IMPROVEMENIS
Bid Effective: to Requested By: PCD

Line Item Deacription

Quantity / Price Ext Amount Vendor

1 TOTAL LUMP SOM COST FOR DIVISIONS 1-10, 21, 22, 23, 2
2 ADD RLTERMRTE #2 - EXISTING MEETING ROOM IMPROVEMENTS
3 ADD ALTERNATE #3 - KITCHEN

4 New line 5 for the Conference Room Improvements

&, 31, 32, 33

B

15 ADD ALTERNATE #1 - EXTERIOR PARKING IMPFROVEMENIS

Use the [W Transfer Line] button to move line
aormmems | #2 to line #15; leaving lines 8 through 14 blank.

¥ 4

B [AUC] 15020-Bid Entry [theresa] x

Move Line
Required: Enter FROM Line Number: |2
Required: Enter TO Line Number:

Lookup Cancel | Clear Al

Figure 30 The results of the Transfer Line feature are shown on the edit list

[MDT-SUP-SAPLAUC-2009]
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6 QUERIES P PO LINE BALANCES REPORT BUTTON

The PO Line balances report on the PO Query screen was not showing the Paid balance correctly when there was
only a single line on the PO. This has been fixed.

Purchase Orders P Queries P Select PO P [0 Line Balances]

== [AUC] 3014-PO Query - Posted|
Open
PO# PO Query - Posted BTHER
e Vendor Code 001833 01 DeptCode FIRE Fire Department | |DeliverTo ¢ CLARA MACY ELEMENTARY S
Ackons ADMINS INC Via Email PODate  25-May-2021 FY 2021 Invoice To ¢4 CLARA MACY ELEMENTARY S
219 LEWIS WHARF TypeCode Z Zero Tolerance 1 Deiivery Notes Jinternal Notes
BOSTON No text available No text available
I 0 Line Balances I WA 02110-3927 Ship To Attn
Ship Date Prevaiing Wage
Expected Amt
2 Details (1 3 tems 4 GL Detais S Status History 6 Vouchers (2) 7 Changes 8 Attachment (1) 30000000
Line item Qty UOM Item Description FA Price Freight Other Ext Amount Retained Balance
i testing split line with small percenta 300000, 0000 300000 ,00 15000,00 15000 ,00
More 0100-430-0000-004-00-00-52700 TRASH REMOVAL
Encumbered 300000,00  Liquidated Relieved 285000 ,00/ Paid 285000,00  Balance 15000,00
Retained 15000,00  Liquidated Relieved

Note: when there is a relieved amount there should be a paid amount as well

3655-POHISLINBAL.REP Printed 25-May-2021 at 14:00:38 by ANTHEA

Page 1
City of ADMINS
PO Line Balance Breakdown
20: 194846 Vendor: 001833-ADMINS INC Department: FIRE
Line 1
Line Amount 300,000.00 Retainage Held Line Balance 15,000.0!
Relieved Paid Relieved

Retainage to Pay
Line Balance

Retainage to Pay

available to Payment Voucher

Available to Payment Voucher .05

Line Balance
Retainage Balance

: This is the amount that shows on the PO Query screen as the line balance. Includes Retainage still to be paid
: This is the amount

of retainage that has been held back and still needs to be paid

Available to Payment Voucher : Total Line Balance : This is the amount that can be used on a regular payment voucher for this line (not pay retainage voucher)
Note: These balances do NOT include any in-progress vouchers.

Figure 31 Before — the report did not accurately reflect the Paid amount for POs with a single line

'3655- POHISLINBAL.REE Printed 25-May-2021 at 14:05:38 by ANTHEA Page 1

city of ADMINS
PO Line Balance Breakdown

Vendor: 001833-ADMINS INC

Department: FIRE

Line Amount 300,000.00 Retainage Held 15,000.00
Relieved -284,999.95 Paid 285,000.00 Relieved

Line Balance

Paid Retainage to Pay

Balanc: Retain:

FO Balance

Selection Legend:

Line Balance : This is the amount that shows on the PO Query screen as the line balance. Includes Retainage still te be paid

Retainage Balance : This is the amount of retainage that has been held back and still needs to be paid

available to Payment Voucher : Total Line Balance : This is the amount that can be used on a regular payment voucher for this line (not pay retainage voucher)

Note: These balances do NOT include any in-progress wouchers.

Figure 32 After — the report accurately reflects the amounts paid and relieved for POs with a single line

If the Relieved Amount is not equal to the Paid Amount, investigate the PO and Voucher. The PO may have been
overpaid (which is OK) or it could be an issue with the relief of the PO. The latter requires further investigation; if
needed, contact support@admins.com for assistance investigating the discrepancy.

[ADM-AUC-PO-563]
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7  REPORTS [Enhancement]

ADMINS enhanced several reports in the Purchase Order Reports Library.

7.1  Reports P [2 Commodity Items] [Enhancement]

Commodity Items are used during Accounts Payable Voucher and Purchase Order data entry to
improve speed and accuracy. ADMINS added a report of how items are used (or not used) to
answer the question, “Is there any way to run a report to identify commodity codes with no
posted history?” To generate a report of used and not used items, select:

Reports P Report Library P [2 By Commodity Item] P #2626 Commodity Item Last Used Report

E"" [AUC] 2965-Report Library by Commaodity Item]
Report Library by Commodity Item

Report Name [View Report [Last Run Date [Run Time ~
Actions. Run
[2770-Itens that Differ from PO to Voucher Run
[3765-Ttens Used On Youchers Report Run
[2559-Ttem History Run  J09-Nov-2018 [15:59:26.32
Report Categories [G626-Conmodity ltem Last Used Report] Run_|08-Jun-2021 [13:23:29.68
4 By Voucher
5 By Disbursement
6 By Bids
7 By Contracts
& Audit Reports

APPOLIBITM

The report lists the Commaodity Item Code, the Code Description, a Voucher Number, a Voucher Date, the Vendor
Number, a PO Number, the PO Date, and the PO Vendor.

W7 Task 2626: Commodity Item Last Used Report X

Commodity ltem Last Used Report
Leave Date Blank for all records

Optional: Enter Minimum Last Used Date

Include ltems not used? OYes ® No O Only Not used
Run as @ preview O Print -~ OPDF O Excel
It Printing use Duplex @ yes (O No

Laokup Cancel Cledy All

|
2626-1 Printed 08-Jun-2021 at 13:35:35 by Page 1
City of s
dity Item Last Used Report

Leave Date blank and select the "®@No"
Radio button to list only commodity items that
have been used on a voucher or purchase

order (items with any posted history).
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B Task 2626 Commodity ltem Last Used Report

Commadity ltem Last Used Report
Leave Date Blank for all records

8 TedRE - Hem Lastlsed_2626 THERESA3]is
File Edit Format Options

[comier =1 [ =] Bl [ufu=] &] ¥ [& (3] &)

Optional: Enter Minimum Last Used Date

Include ems not used? Oves ONo ® Only Not used

2626-PMREP: APPOITMUSED, RER Printed 02-Jun-2021 at 13:56:39 by THERESA

Commods

Run a5 @ Preview O Print O PDF O Excel

I Printing use Duplex & Yes () No

City ef ADMINS

ty Item Last Used Report Lookup ncel Clear All

Descripricn Vouchers  Date ven

Date

venagf

aor

LIBRARY: SEMINARS/TRAINING
LIBRARY: APPOINTED BOARD SALARIES
cn

Item net used

© used
used

/

nd Printer Paper
printer and copier paper
Blowing Services

E .5a

Copier as
1 x1

Selection Legend:

Leave Minimum Last Used Date blank and select
the "® Only Not Used" Radio button to list only
commaodity items that have NEVER been used on a
Purchase Order or Voucher (No Posted History)

Type: Only Hot Used Items

Figure 33 Items with No Posted History

2626-FMREP: APPOITMUSED. REP Frinted 02-Jun-2021 at 14:02:50 by TEERESA Fage 1
Ciey of ADMIS
Commodity Ttem Last | i fask 2626: Commodity Item Last Used Report b4
Item Last Used Report ——
Iten Deacription Voucher§ Date Vendor e Dt B Sk NN estae s
AoV LISRARY: ADVERTISING 23281 3191-TECEFRO F| Optional: Enter Minimum Last Used Date [14Desza17 |
AIDBOCKS LIERARY: BOOKS AND PERICDIC] 206461 13-Jul-2011 017700-INGRAM LI| _—
AIDTRAIN LIBRARY: SEMINARS/TRAIN Item not usea | Include ltems not used? O Yes O No ® Only Not used
BOARD LIBRARY: APPOINTED BOARD SALARIES Item not used
oL Ce1 Pncne Cnarges Icen not usea
cusToD LIBRARY: EXTRA WORK DETATL Item not used o . .
Diesel Diesel Item not used | FUN 35 @ Preview O Print OPDF O Excel
EARLY¥VOTE EARLY G (ADDL EXPENSES) item nov used | M Printing use Luplex @ves () No
Elect Electric Ien not used
Gasaline Gasol Item not used Lookup Can Clear All
Hgas Fetural Gas Item not used
BAFER Copier and Frinter Faper Item not used
PAPER11. 11 x 17 printer and COpPLer paper Item not used
Flowing Contract Flowing Services Item not used
PRI LIBRARY: PRINTING AND COPYING 250420 003191-TECAFRO PUBLICATIONS
PROTOSA PROTOTYPE .SA Item not used
poTor rRoToTYRE (7 Ien not used
PRoTOA FROTOTYPE LA 236698 0L4598-HAND Tif MAND CHILOREN'S CENTER 24262 24-oafl-2007 0L4985-7aKES RIST
PRoTO9 FROTOTYPE |3 3es167 00E947-TRAVELERS TRANSIT, INC. iss o 008947-TRAVELERS TRANSIT, TNC
PROTOE EPROTOTYPE EVALUATIONS 45241 3981-BOSTON NEUROPSYCHOLOGICAL
14-1
06-54
Selection Legend: " " .
Enter a date and select the "® Only Not Used" Radio button to
Select Min Last Date: 14-Dec-2017 list commoedity items that have not been used on a Purchase
Type: Only Not Used Items 0 i
¥ Order or Veucher since that date. The report will show

information on when the item was last used on a voucher or PO.

See the AP-510 & PO-610 Adding Commodity Items documents in the Help Reference Libraries for basic

information on setting up and using co

7.2 Reports by Purcha

mmodity items.

se Order [Enhancement]

[ADM-AUC-AP-1085]

ADMINS made changes to three reports in the Report Library by Purchase Order screen. Click on:

Purchase Orders P Reports P Report Library P [3 By Purchase Order]

|E [AUC] 2970-Report Library by Purchase Orderl
= Report Library by Purchase Order
Report Name View Report A
e — FO"s In Progress —————
[3650-In Progress POs - Gunnary Sample | Run
3641-In Progress POs - w/ GL Budget Detail Run
[3640-In Progress POs - by Status/Approval Code Sample Run
Report Categories
1 By Vendor |3610-0Open POs - Summary Sample Run
2612-Open POs — GL Line Detail ——
3614-0Open POs with Vendors on Hold Run
2070-Open POs as of a Date :::
3624-P0 Balances by GL# Run
8 Audit Reports [5676-POs Awalting Liquidation Rm
[3620-Open Fos uith Retainage to Pay Run
[3672-Open FOs uith Expired Bids Run
[3674=0pen POs with Expired Contracts Run
B e Bt e POS oo E— - L - E—
P v = — Qs - - T — -l , =

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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7.2.1 #3070 - Open POs as of a Date [Enhancement]

ADMINS updated this report to include Journal Entry (JE) Encumbrance transactions done to fix an issue with a PO.
Prior to the software update it only included a JE if it was processed after the report “as of date” to change the
balance as of today. To associate the JE transaction with the PO, use a Code of PO## and the PO number in the
Ref# field of the JE.

== [AUC] 1146-Create New from Posted JE|

Create New from Posted JE
Goto..
e Journal# Transaction Date [01-Jur—2021 Entered by THERESA
i Type EN Encumbrance GL Post# 3882774
Category Regular Posted Date  03-Jun-2021 Allocation
1 Create JE 1 View Notes
Line Code FY Ref# Account®# hount  Encumbrances Debits Credits
[ TP002 2021 | 134796 J0200-d50-0000-004-00-00-52300 L —
10002 r2021 194796 |0200-000-0000-000-00-00-38200 -10,00

Figure 34 Journal entry references a PO## GL code and the PO number

After posting the journal, the transaction will appear on the PO Balance as of a Date report, as shown in Figure 35.

H 9f . PO_Balance AsOf 03-Jun-2021_2lxmi - Excel

File Home Insert Pagelayout Formulas Data  Review View Q Tellmew

A B © D E F G I J K

1 Original 03-Jun-2021 Activity After Current Balance
|2 PO# Line GL Line PO Date PO Date Vendor# Vendor Name Account Trans Date Balance 03-Jun-2021 03-Jun-2021

20

21 194796 3-01 ADMIN 200-450-0000-004-00-00-52900 6/1/2021 -10.00 -10.00

22 194796 1 | Encumbrance Journal Entry TINS INC -450-0000-004-00-00-52900 3,892.50 3,892.50

23 194796 that used the PO02 code  |3.01 ADMINS INC 3,882.50 .

24 and Purchase order number
Figure 35 The journal entry transaction is included on the report

[ADM-AUC-PO-565]

7.2.2 #3612 -0Open POs GL Line Detail

W Task 3612 Open POs - GL Line Detail ADMINS added an

Open POs - GL Line Detail additional optional

Optional: Enter up to 9 Department Groups Edit |||] values® filter on this report.

Optional: Purchase Orders Dated (mmddyyyy] From: | |Tu:| | Now, up to nine

Optional: Enter up to 9 PO Types Edit ||] values: Purchase Order

Sort Report By: ® POy O Department O Vendor Sort Mame O Vendor Name numbers may be

selected for the
Flun.as. ® Preview O Print OPDF O Excel report.
If Printing use Duplex @ ves (O No
Lookup 0K Cancel Clear all

Figure 36 Before — The prompt did not offer an option to select on PO #s
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B 1 Task 2612: Open POs - GL Line Detail

Open POs - GL Line Detail

< Optional: Enter up to 9 PO#'s Edi(leﬂ;
Optional: Enter up to epartiment Groups Edit 0 values:

Optional: Purchase Orders Dated ([mmddyyyy] From: }Tn:l
Optional: Enter up to 9 PO Types Edit 0 values:
Sort Report By: @ Po# O Department O Vendor Sort Name O Vendor Name

Run as @ preview O Print. O PDF O Excel
If Printing use Duplex @ ves (O No

Lookup OK Cancel Clear All

Figure 37 After — Up to nine PO#s may be selected for reporting

7.2.3 #3624 - PO Balances by GL#

W' Task 3624 PO Balances by GL#

PO Balances by GL#

Required: Purchase Orders Dated [mmddywyy] From: |[[FAEENE) To: (pg302021

Optional: Enter Department Group ‘ | | |

Optional: Enter up to 9 Vendor's Edit 0 values:

Optional: Enter Fund Edit 0 values:

Optional: Enter Department |:|

Sort Report By: @® Account# O PO# O Fund then Account
Print Report as: O Detail ® Summary

Run as @ preview O Print O PDF O Excel

If Printing use Duplex @ ves (O MNo
Lookup Cancel Clear All

B | Task 3624: PO Balances by GL#
PO Balances by GL#

Required: Purchase Orders Dated (mmddyyyy] From: [EPTSIF] 105|31—May2021
Optional: Enter Department Group

Optional: Enter up to 9 Vendoril's Edit 0 values:
Optional: Enter Fund Edit 0 values:
Optional: Enter Department

Sort Report By: ® Account? O POR
Print Report as: ®) Detail ) Summary
Run as @ preview O Print ) PDF () Excel

If Printing use Duplex @ vyes () No

Lookup Cancel Clear All

[ADM-AUC-PO-564]

ADMINS changed the sort options
on the prompt. The report
selection screen has been updated
to sort on Account # and PO# only,
since sorting by Account # or Fund
then Account # produced the same
results. This will make it easier for
users to know what to expect
when the report is run.
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4 TedRE - PO Balances byGL | -
3624-FMREP: POPCRBALBYGL_DETAIL.REP City of ADMINS
PO Balances by GL#
Format: Detail Include only PO's dated between: 01-Jan-2021 and 31-May-2021
Ozdez: By Accounté
Account & Description 08 Lined PO Date  Department Vendozd Name Encusbered Retained Relieved Balance
1000-251-0000-002-00-00-54090 OFFICE & SUPFLIES 194808 2 24-Feb-2021 SCHOOL 000287 SAX ARTS & CRAFIS 79.00
1000-251-0000-002-00-00-54090 OFFICE & SUPFLIES 194812 1 08-Mar-2021 SCHOOL 000692 STAPLES 2s5.00
Account Total 104.00 00 .00 104.00
1000-300-1220-620-09-00-54090 ASSISTANT SUFT STU 134808 1 24-Feb-2021 SCHOOL 000287 SRAX ARTS & CRAFTS 79.00 79.00
Account Total 79.00 .00 «00 79.00
1800 200 2 LL1A0 CENRON ISR Saiail S 30-ar-2621 KA 027483_ANAZON CAPTTAL SERVICES 123.33 123.33
lL000-300-2430-600-07-00-54160 GENERAL CLASSROOM 194818 1 Sjiar-2021 KA 02748: 15.00 15.00
T SU-eUU-07-00-23100 GENERAL CLADSKOUHM 194cly Y 30-MaT= 02748 30.00 30.00
1000-300-2430-600-07-00-54160 GENERAL CIASSROCM 194820 1  30-Mar-2021 KA 0274€! PO #194818 uses 63.00 63.00
multiple account 231.33 .00 .00 231.33
numbers; sorted by
s800 30 2430 con a7 n saien any ennoives e sosens » . Account number 7878
|1000-300-2430-602-0?-00-54160 ART SUFPLIES - KMA 194818 2 = =y 02748! 120.00
SUFFLIES = KR L7901 E3 1 KA 0274¢: 45.00
1000-300-2430-602-07-00-54160 ART SUPPLIES - KMA 194820 2 30-Mar-2021 KMA 027 39.00
Account Toral 282,78 .00 .00 282,78
1000-300-4110-601-09-00-54090 MAINT DEPFT OFFICE 194808 3 24-Feb-2021 SCHOOL 000287 SAX ARTS & CRAFTS £9.50 89.50
Account Total £89.50 .00 .00 £29.50
Selection Legend:
Serted by: By Account#
Print Format: Detail
Includes: Posted PO's with a status code of Open
FO's dated between: 01-Jan-2021 and 31-May-2021

Figure 38 #3624 PO Balances by GL # Run as Preview/Print/PDF®

- J = o
H PO_Balances_byGL_WENDY[3].xml - Excel
File Home Insert  Pagelayout Formulas Data  Review View O Te 8 share
1222 - fr v
A | B c D = | | [<] | H |1 J K L -
1 Account Number Account Description Vendor# Vendor Name Encumb_Amount Retained Encumb_Relief PO _Balance PO# PO_Date Department
185
186 1000-251-0000-002-00-00-54090 OFFICE & SUPPLIES ‘000287  SAX ARTS & CRAFTS 79.00 0.00 0.00 79.00194808 24-Feb-2021 SCHOOL
187 1000-251-0000-002-00-00-54090 OFFICE & SUPPLIES ‘o069z STAPLES 2500 0.00 0.00 25007194812 08-Mar-2021  SCHOOL
188 Account Total 104.00 0.00 0.00 104.00
189
190 1000-300-1220-620-09-00-54090 ASSISTANT SUPT STUDENT 000287 SAX ARTS & CRAFTS 79.00 0.00 0.00 79.00 194808 24-Feb-2021 SCHOOL
191 Account Total 79.00 0.00 0.00 79.00
192
193 1000-300-1410-601-09-00-54090 OFFICE SUPPLY-BUS OFFICEQ09753  ALFAX WHOLESALE FURNITURE 644.50 0.00 0.00 644.50194840 21-Apr-2021  ADMIN
194 Account Total 644.50 0.00 0.00 644.50
195
196 1000-300-2430-600-07-00-54160 GENERAL CLASSROOM SUPF027483  AMAZON CAPITAL SERVICES 12333 0.00 0.00 12333194817 30-Mar-2021 KMA
197 1000-300-2430-600-07-00-54160 GENERAL CLASSROOM SUPF027483  AMAZON CAPITAL SERVICES 15.00 0.00 0.00 15.00 7194818 30-Mar-2021  KMA
198 1000-300-2430-600-07-00-54160 GENERAL CLASSROOM SUPF027483  AMAZON CAPITAL SERVICES 30.00 0.00 0.00 30007194819 30-Mar-2021  KMA
199 1000-300-2430-600-07-00-54160 GENERAL CLASSROOM SUPF027483  AMAZON CAPITAL SERVICES 63.00 0.00 0.00 63.00 194820 30-Mar-2021  KMA
200 Account Total 23133 0.00 0.00 231.33
201
202 1000-300-2430-602-07-00-54160 ART SUPPLIES - KMA ‘027483  AMAZON CAPITAL SERVICES 78.78 0.00 0.00 78.78"194817 30-Mar-2021  KMA
203 1000-300-2430-602-07-00-54160 ART SUPPLIES - KMA 027483  AMAZON CAPITAL SERVICES 120.00 0.00 0.00 120007194818 30-Mar-2021  KMA
204 1000-300-2430-602-07-00-54160 ART SUPPLIES - KMA '027483  AMAZON CAPITAL SERVICES 4500 0.00 0.00 45.007194819 30-Mar-2021  KMA
205 1000-300-2430-602-07-00-54160 ART SUPPLIES - KMA 027483 AMAZON CAPITAL SERVICES 39.00 0.00 0.00 39.00 194820 30-Mar-2021  KMA
206 Account Total 282.78 0.00 0.00 282.78
207
208 1000-300-4110-601-09-00-54090 MAINT DEPT OFFICE SUPPLIMD00287  SAX ARTS & CRAFTS 89.50 0.00 0.00 89.50 194808 24-Feb-2021 SCHOOL
209 Account Total 89.50 0.00 0.00 89.50
210
211 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPEN029805  ROBIN LEATE 30.00 0.00 0.00 30.00"194792 11-Feb-2021 DISTRICT
212 Account Total 30.00 0.00 0.00 30.00
213
214 Total Fund 1000 4,554.36 0.00 600.00 3,854.36
215
216 2712-300-0000-000-00-00-54150 SCHOOL - MISC SUPPLIES/M002423  UNITED SITE SERVICES, INC 1,899 20 0.00 303.20 1,596.00 194815 22-Mar-2021 HIGHSCHOOL
217 Account Total 1,899.20 0.00 303.20 1,596.00
218
219 Total Fund 2712 1,899.20 0.00 303.20 1,596.00
220
221 Grand Total 3,062,434.46_75,000.01 1,468,883.80 1,593,550.66
annl 1~

Figure 39 #3624 PO Balances by GL # Run as Excel®, sorted by Account number
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The same report can be run, with the same format and date criteria, but sorted by PO #.

3624-FMREP: POPORBALBYGL_DETAIL.REP Printed 02-Jun-2021 at 16:04:19 by THERESA

Include only PO'

Retained Relieved

1000-300-2430-600-07-00-54160 GENERAL CLASSROOM 194818 1]
1000-300-2430-602-07-00-54160 ART SUPPLIES - KMA 194818 2]

Selection legend:

Sorted by: By PO#

[ADM-AUC-PO-561]

7.2.4  Purchase Order Audit Reports [Enhancement]
Purchase Orders P Reports P [8 Audit Reports] P #2702 Purchase Order Audit Reports

=== [AUC] 2985-Report Library for Audit Reports|

ot Report Library for Audit Reports
X Report | A
Actions = s Run
2701-Delivery/Irvoice Audit Report Run
2702-Purchase Order Audit Reports ! Run
. - Run
Report Categori 2703-Voucher Audit Reports Run
1 By Vendor 14800-Contracts Audit Report Run
2 By Commodity kem
3 By Purchase Order
4 By Voucher
5 By Disbursement
€ By Bids
7 By Contracts
8 Audit Reports

Figure 40 Reduced the time it takes to run the Purchase Order Audit Reports
Prior to the software update, the report included purchase orders that were closed, and on sites with many years
of history it took a long time to process the history files. ADMINS changed the report to include only in-progress

and open purchase orders.
[ADM-AUC-PO-541]
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8 ADMINS.COM TRAINING VIDEOS

The ADMINS training videos were converted to provide 23 YouTube features, such as pause, rewind, fast forward,
closed captions, and playing at faster speed. This training is restricted to “Customers Only”. Need credentials? Go
to: Contact Us | ADMINS, Inc. and follow the instructions in the quick start guide. Then, use the link to access the
Videos | ADMINS, Inc.

[ADM-AUC-WEB-2]

9 HELP REFERENCE LIBRARY

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

9.1 New or Updated Documents

e VENDORS PO-360 Merged Vendor Process [Updated]
e CONTRACTS/BIDS PO-520 BID Entry [Updated]
e SYSTEM SY-170 System Administration Kit [Updated]
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