Purchase Orders

Release Notes June 2024

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 24.2
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1 Merged Vendor History Query [Enhancement]

Accounts Payable
Enter Bills (Vouchers) >
Change Orders >
AP/PO Dashboard
Liquidate Vouchers

Vendors Enter Vendors

Commodity ltems. View Vendors

DA s (e Vendors by Classification
Bank Reconciliation

Vendor Name Query
T Vendor Name Search
Reports

bl Vendor History

Year-End Processing Vendor Invaice Query

The merged vendor history
query screen has been
enhanced to make it easier to
read and navigate.

Merged Vendor History &

1. You can now search by the

“From Vendor” and the “To

Vendor” number when you
look up on the Vendor
Number.

2. Changed the button
description for easier

navigation — now the button

label will toggle between

“Vendor Search” and “Date

Changed”.

June 2024

= [AUC] 2585-Merged Vendor History

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
& U o0

B S e+

Merged Vendor History

Goto,

et

1: Merged From Vendors
2 Merged To Vendors

Q)

rged From Merged To
1-Vendor Search emvannm Remit [Name 6 [fovendor _[Remit [Name ~
6108 joT [AMERICAN FUNDS 017251 oz [GREAT AMERICAN PLAN ADMIN
2-Print List 016135 01 [AMERICAN FUNDS 017251 o2 GREAT AMERICAN PLAN ADMIN
016207 oL [AFERTCAN FUNDS [oT725L o4 [GREAT AMERICAN PLAN ADMIN
016261 0T [AMERICAN FUNDS 017251 o5 [GREAT AMERICAN PLAN ADMIN
(016300 01 [AMERICAN FUNDS 017251 3 GREAT AMERICAN PLAN ADMIN
(016345 oL [FFERTCAN FUNDS [oT7 251 &7 [GREAT AMERICAN PLAN ADMIN
016357 0T [AMERICAN FUNDS 017251 o8 [GREAT AMERICAN PLAN ADMIN
(016435 01 [AMERICAN FUNDS 017251 & GREAT AMERICAN PLAN ADMIN
(015445 oL [FFERTCAN FUNDS [oT7 251 10 [GREAT AMERICAN PLAN ADMIN
016458 0T [AMERICAN FUNDS 017251 11 [GREAT AMERICAN PLAN ADMIN
(016524 01 [AMERICAN FUNDS 017251 2 GREAT AMERICAN PLAN ADMIN
(016563 oL [FFERTCAN FUNDS [oT7 251 = [GREAT AMERICAN PLAN ADMIN
016557 0T [AMERICAN FUNDS 017251 [1a [GREAT AMERICAN PLAN ADMIN
(016634 01 [AMERICAN FUNDS 017251 5 GREAT AMERICAN PLAN ADMIN
(016654 oL [FFERTCAN FUNDS [oT7 251 i3 [GREAT AMERICAN PLAN ADMIN
016702 0T [AMERICAN FUNDS 017251 7 [GREAT AMERICAN PLAN ADMIN
016771 01 [AMERLCAN FUNDS 617251 il [GREAT AMERICAN PLAN ADMIN
(016533 oL [FFERTCAN FUNDS [oT7 251 ] [GREAT AMERICAN PLAN ADMIN
016864 0T [AMERICAN FUNDS 017251 2o [GREAT AMERICAN PLAN ADMIN
(016346 01 [AMERLCAN FUNDS 617251 L [GREAT AMERICAN PLAN ADMIN
(EEEE] oL [FFERICAN FUNDS loT7 251 = [GREAT AMERICAN PLAN ADMIN
(017035 0T [AMERICAN FUNDS 017251 = [GREAT AMERICAN PLAN ADMIN
017120 01 [AMERLCAN FUNDS 617251 2] [GREAT AMERICAN PLAN ADMIN
017134 oL [FFERICAN FUNDS loT7 251 5 [GREAT AMERICAN PLAN ADMIN
017157 o1 [AMERCAN FUNDS loL7251 =3 [GREAT AMERICAN PLAN ADMIN
017156 01 [AMERLCAN FUNDS 617251 = [GREAT AMERICAN PLAN ADMIN
| v

3. The column labels cleary differentiate between the “From Vendor” and the
“To Vendor”. The “To Vendor” is the current vendor where all the data is

merged.

Multiple vendor numbers can be merged to a single vendor number. Once merged, there is no way to “unmerge”

vendors. Please see

[ADM-AUC-P0-650]
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At the request of a
Purchase Orders P Reports P Report Library P [7 By Contracts
customer, ADMINS P P y» [78y ]
updated reports on
Friday, May 3, 2024, == [AUC] 15910-AP/PO Report Library for Contracts [theresa]
by adding an Optlonal Selectlon File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources  Budget Collections Tax  Motog!
filter on “Department” Ll - o
AP/PO Report Library for Contracts
Goto
. . Ri rt M i Ri it |Las.
All other sites will get the new Actions — e e L
reports after the Software 1d610-In Progress Contracts — Summary Run [
14612-In Progress Contracts - Line Detail Run |0
update. The changes affected | = Tpen Contracts —————

Report Categories 14622-0pen Contracts — Summary Run [
three ContraCt Reports’ as 1 By Vendor 14620-0pen Cortracts — Line Detail Run |09
exp|ained in the Sections be'ow‘ 2 By Commodity tem 14851-0Open Contracts set to Expire betuween Run |09

3 By Purchase Order 14810-Contracts with Expiring Insurance Certificates Run |2
To access the reports, from the tvvouder - Posted Comfroots ——————v
. 5 By Disbursement 14630-Contracts w/ POs and Vouchers Run J03-
menu, Se|ECt' & By Bids L4635—Posted Contracts — Summarly Run |05
7 By Contracts 14636-FPosted Contracts — Detail \ Run
2 Audit Reports 1ded0-Contract History Age Report \ Run 0=
———————— Other ——————-
1d650-All Changes Orders for a Single Ehptract Run |O©
AN
14851-0pen Contracts set to Expire between
14810-Contracts with Expiring Insurance Certificates
--————-—- Posted Contracts ———————-

14630-Contracts w/ POs and Vouchers

2.1 Report 14851 Contract Expiration

Added an optional

Department Group selection
on the prompt.

57 Task 14851: Open Contracts set to 1
Contracts set to Expire between 3X and XX |0pl|onal. Enter up to 3 Department Groups Edit |
Required: Expiration Date Range [mmddW | To:
[Optional: Enter up to 8 Department Groups Edit |\u =S ‘
Sort: @ Exgpiration Date O Contractt O Vendor Name
Run as O) preview O Print__ O PDF___® Excel
oS g
Lookup Cancel Clear All
5
1 [Aovn ﬁ
20 | pSSESSMENT " Department Group Listing x
£ Departnent Status| Tof
@ o
5 l:l BS ABS RECREATION DEPT I
" IRDM TOWN ADMINISTRATOR A
5 l:l IADMIN TOWN ADMINISTRATOR A
u ADUSER TOWN ADMINISTRATOR A
7 | ‘ AFFORD FAFFORDABLE HOUSING A
H H H " IANIMAL ANIMAL CONTROL I
Click the Edit button and select up to nine & eCaD RRCEID e A
" | ARTS ARTS COUMCIL A
D t t f the looki 3 A
epartment groups from the lookup or : o o st H
. RSUSER. ASSESSORS A
ATHLETICS ATHLETICS A
enter them directly Lookup € 0K | | cal Abniee ABGLLERY pouree A
BLDMNT TOWN HALL MATNTENANC A
BUUSER BUILDING A
CAPINY CAPITAL INVEST TRUST A
CEMETERY CEMETERY A hd
Find | |Search |Cancel Help | Eof

Click the edit button to select
2 up to nine department
groups on which to report.

They can be chosen from a
lookup or typed directly.
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Contract#

selection Legend:

FIRE

Department Gi 1
Sorted By: Contract Ending Date

ADMINS INC

acts to Expire 1

@ 3~ ~  Contracts_Expire THERESA[1].xml - Excel Theresa Campbell e

File Home Insert  Page Layout Formulas Data Review View Help
F7 ~ i Ix b
A B C D E o
1 |Contract# Department_Group Vendor Ending Date
2|8 FIRE 001833/01 ADMINS INC 6/30/2025
3
4 Total # Contracts to Expire 1
5
6
7 |Selection Legend: |:
8
9 |Sorted By: Contract Ending Date v
< > Conhisexp -+ 4 »
Ready Scroll Lock %% Accessibility: Unavailable H Bl -——a—+ 140%

2.2 Report 14810 Expired Insurance Certificates

Added an optional Department
Group selection on the prompt.

Click the edit button to select up
to nine department groups on
which to report.

They can be chosen from a
lookup or typed directly.

J

une 2024

The selection legend shows
the department groups that
i were selected for the report.

Added ® Excel output to the
“Run as” selections.

B Task 14810: Contracts with Expiring Insurance Certificates

Active Contracts with Insurance Certificates
that will expire within 3¢ Days [Module Control 14002)
or have already expired

Optional: Enter up to 9 Department Groups I Edit |||] values:

Run as O preview O Print @ PDF O Excel
If Printing use Duplex @ ves (O Mo

Lookup 0K Cancel Clear All

Sort: (® Expiration Date O Contract¥ O Yendor Name

EH B 9 % Contracts_Insurance_Expire_ THERESA[2]xml - Excel £ Search

file  Home Inset Pagelayout Formulas Data Review View Help
1 ™ : i
A B c D E F G

1 Effective Ending Insurance
2 |Contract# Department_Group Vendor Date Date End-Date

Added @ Excel OUtpUt to the 3 |Insurance Certificates Expired

“ »” H 4

Run as SeleCtlons' 5|8 FIRE 001833/01 ADMINS INC 4/1/2024 6/30/2025 5/1/2024
6 Total # Contract 1
7
8
9
10
11 |Selection Legend
12
13 |Sorted By: Contract Ending Date
14
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June 2024

2.3 Report 14630 Contracts with PO & Vouchers (Summary & Detail)

B Task 14810: Contracts with Expiring Insurance Certificates X

Active Contracts with Insurance Centificates
that will expire within 3¢ Days (Madule Control 14002)
or have already expired

(ET T LTI ST IS Edit |1 values: FIRE, | ‘

Sort: jration Date O Contract? O ¥endor Name

[Optional: Enter up to 9 Department Groups Edit

Run as O preview O Print O PDF

plional’ Enier up 10

[1 values: FIRE, |

® Excel

I Printing use Duplex @ ves O No

i Optional: Enter up to 9 Department Groups Cancel CicagAll . .
. [rE T Click the Edit button
Lookup .
and select up to nine
| Department groups
i3 Department Group Listing x from the lookup or

Description

Status| Tof

enter them directly

ABS RECREATION DEPT

TOHN ADMINISTRATOR

X
|
[ | |
|
\
\
\
\
\
\

E e

TOWN ADMINISTRATOR
TOKN ADMINISTRATOR
AFFORDABLE HOUSING
ANTMAL CONTROL
ARCAND PARK

ARTS COUNCTL
ASSESSMENT
ASSESSORS

Clear All

ASSESSMENT
ASSESSORS

ASLISER ASSESSORS

ATHLETICS ATHLETICS

AUXPOLICE AUKTLIARY POLICE
BLIMNT TOWM HALL MATNTENANC

BUILDING
CAPTHY CAPITAL INVEST TRUST
CEMETERY CEMETERY

PEDPTTTDTHDDHD DD D DE

v

Find | Search| |Cancel | Help = |Eof

Added an optional Department
Group selection on the prompt.

Click the edit button to select up
to nine department groups on
which to report.

They can be chosen from a
lookup or typed directly.

|L4630-FMREP : CONEISFOVOU . REF Page
Contract Status
The selection legend shows the
department groups that were
selected for the report.
The PDF output is shown at left;
the Excel output is below.
Department Group: FIRE
P P seore |
Theresa
File  Home Insert Pagelayout Formulas Data Review View Help
H16 v fe
A B c D E F G H | J K L M N (0] P Q
1 Contract Contract
2 |Contract# Effective Ending Date Vendor# Remit# Name Department Contract Value Balance Contract Status Line PO#/ Voucher# Encumbered Paid Retained Retain_Paid Status
3 01-Apr-2024 30-Jun-2025 01833 1 ADMINS INC FIRE 100,000.00 100,000.00 Open
4 1 PO# 2009701 28,000.00 Ready for Posting
] Contract Line 28,000.00 1
&
7 Contract Total 28,000.00
8
9
10
11 |Selection Legend:
12
13 |Department Group: FIRE
14
15

[ADM-AUC-PO-647]
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3 Added Invoice Address to Report #3600 [Enhancement]

ADMINS added an invoice code column and an address column to report # 3600 All POs (in progress + history). To run the
report, from the menu, select:

Purchase Orders P Reports P [3 By Purchase Orders] P # 3600 All POs (in progress + history)

Report Library by Purchase Order
Goto
|View Report
Actions -
[F650-In Progress Pls — Summary Sample Run
[3641-In Progress POs - w/ GL Budget Detail Run
[3640-In Progress Pls — by Status/Approval Cods Sample Run
Report C. ([ Open POs
1 By Vendor [2610—-0pen PO — Summary Sample Run
2 By Commodity tem [F811-Open FOs - Line Detail Run
3 By Purchase Order [3612—0pen POz — GL Line Detail Run
4 By Voucher [3E14-Open POs with Vendors on Hold Run
S By Disbursement [3070—0pen POs as of a Date Run
6 By Bids. [2624—F0 Balances ky GL# Run
7 By Contracis. [3630—-0pen Purchase Orders against this Account Run
8 Audit Reports [F676—P0= Awaiting Liguidstion {(Cancellation Request) Run
[F677—PO= Denied Liquidation resuest Run
[3520—0pen Pos with Retainage to Pay Run
[F672—0pen POz with Expired Bids Run
[F67d—0pen POz with Expired Contracts Run
ffffffff Posted Pls ————————
l3622—Fosted Pls — Sumnary Run
[2622—Posted Pls - Detail Run
bt oll POs [Ttens not Accounts] Run
ffffffff Other ———————
[5500-AL1 POs (in progress + history) ) Run
[2171-Purchase Orcer Rgln‘é\&eport Run
FELfF 3 Run
I;E:L Other —] ==
#s0f2600-All POs (in progress + history)  Jane Lgoa e »
A B © D E F G H 1 4 K L M N o P
PO# PO Date  Location PO_Type Vendor# Vendor Name Department  Encumbered Retained Relieved Balance  Status Entry_User DCode Delivery-Address-Name
(200967 1 /i J)an-2024 In Progress Regular 'booooo ADM 0.00 0.00 0.00 0.00 Entry Began WENDY <) PRESCHOOL - STALL BROOK
#POs: 1 0.00 0.00 0.00 0.00
200068  23-Feb-2024 History Regular 12360 GRIZZLY INDUSTR FIRE 356,200.00 0.00 0.00 356,200.00 Open ANTHEA THALL TOWN OF ADMINS
#POs: 1 356,200.00 0.00 0.00 356,200.00
Total: 2 356,200.00 0.00 0.00 356,200.00
) Sorted-by - Vendor# then PO#
1 POs-dated-between: 01012024 and 03012024
2 Vendors: Both
3
4
5
3
T

Figure 1 Before — only the delivery address was shown

A2 v Jx 200067 I
A B G D E F G H 1 J K L M N o P Q
1 POF_ PO Date Location PO _Type vendor# vendor Name Deparment  Encumbered Retained Relieved Balance  Status  Entry_UserDCode Delivery-ddress InvCode|
2 [200967 ] i Jan-2024 In Progress  Reguiar fooooo ADM 0.00 000 0.00 0.00 Entry Began WENDY 10 PRESCHOOL - STALL BROOK "0
3 wPOs: 1 0.00 0.00 0.00 0.00 PRESCHOOL - STALL BROOK
4
5 00068  23-Fen-2024 History Regular B12360  GRIZZLY INDUSTRFIRE 386.200.00 0.00 000 3856.200.00 Open ANTHEA  THALL TOWN OF ADMINS FIRE
6 #POs: 1 366,200.00 0.00 0.00_ 366,200.00
7
o Total: 2 386.200.00 0.00 0.00 _ 356.200.00 DMINS FIRE DEPT
a
10 Sorted-by Vendors then PO#
11 POs-daled-between: 01012024 and 03012024
12 Vendors: Both

Figure 2 After — the Invoice code and Address are shown in columns P and Q

[ADM-AUC-P0O-649]

4 Screen Labels Changed from Department “Code” to “Group”

ADMINS changed "Dept Code" to "Dept Group" on the Entry screens to match the PO entry screen and the prompt. This
affected Contract, PO, AP, and GL Report Selection (and job stream) entry screens. Anywhere it had “Dept Code” or
“Department Code” became “Dept Group” or “Department Group”.
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This distinguishes a
“department code” from a
“department group”. A
department code is part of
the chart of accounts.
Department Codes are
defined in the Account
Elements table and used as a
segment of the account.

A department group, as set
up in the Department Group
Profile screen, is a way to
group users by department
and set default values for
addresses, approval paths,
and so on.

The image shows the PO
Query screen before and
after.

Notice that only the label for
the field is changed, not the
data.

The example illustrates the
change; this change
impacted all the screens that
previously used “Code” as a
label instead of “Group”.

June 2024

[Z= [AUC] 1000-Maintain Chart of Accounts
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBiling System Favorites Help

B S E e + 0 B =B O A

Maintain Chart of Accounts LastChanged 'ALCEATCH
ot 20-0ct-2023
B Last Trin FY

Actions

Account  [1000~135-0000-001-00-00-51000
Description [SALARTES 1000 GENERAL FUND

1-Add Account 435 CHIEF FINANCIAL OFFICER ‘ In this Chart, the
0000
£1GENEHALGOVEIINMEIIT SECOnd element
"135" is the

Department Code.

0
51000 SALARIES

[= [AUC] 5-Department Group Profile
Hle Edit Ledgers Purchase Urders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help

B SE e+ m & Q o= Lo

Department Group Profile

Goto...

T
o DeptGroup FINANCE

Description  FINANCE OFFICE

1 General 2P0 /AP 3 Collections. 4 Misc. Bil

7 Add Dept
Purchase Order Defaults Accounts Payable Defaults
‘B Edit List
; PO Type Bl Reeulor AP Type F_ Paunent. Youcher
Approval Path  FINANCE_PO FINANCE OFFICE_PO Approval Path  FINANCE_AP FIMANCE OFFICE_AP
9 User List
CCard Approval FINANCE_AP FIMANCE OFFICE_AP
Invaice Address [id BILLING DEPT
Delivery Address [14 BILLING DEPT

Print PO# Prefix [FIN- FIN-1234%6

Module Control 3015
Email FOs to Departments during Print & Post  Email PO PDF

5 Go o Inv/Delivery Address
6 Go to Approval Path

0 Go to Approval Path

== [AUC] 3014-PO Query - Posted [TRAINING] [theresa]

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

B ESE WM+ +m & Q B g8

Op=n
PO Query - Posted [TRAINING] KPORTIER)
Got N
ol VendorCode (27483 01 Dept Code MIDDLE] MIDDLE SCHOOL DeliverTo. 13 AOMING MEMORIAL SCHOOL
Actions, AMAZON CAPITAL SERVICES Via Email PO Date 1-Jul-2024 FY 2025 Invoice To {4 BILLING DEPT
PO BOX 035184 1 Delivery Notes J Internal Notes
SEATTLE | Dept Code HIDDLE| BMS will order PO rolled over  ~
0Line Balances || HA  98124-5184 online on 30-0ct-2023
-‘ Ship Date 18-Sep—-2023  Prevailng Wage v THERFSA v

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

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

B SE e »m & Q B &g

Open
[ROE PO Query - Posted KFORTIER
‘Got -
ol Vendor 027483 01 Dept Group MIDDLE MIDDLE SCHOOL DeliverTo 10 ADMINS MEMORIAL SCHOOL
Actions, AMAZON CAPITAL SERVICES Via Email PUDATE W Jul-2024  FY 2025 Invoice To {4 BILLING DEPT
PO BOH 035184 TunaCoda 0 S Decul

1 Delivery Notes.
BMS will order
online

J Internal Notes
PO rolled over  ~
on 30-Oct-2023
hv THERESA b

SEATTLE
0 Line Balances WA 9B8124-5184 [hpt Grou p HI DDLE
L!_UEV_WD T S TVETNG Wage

[ADM-AUC-PO-648]

5 Login to the Training Area [Enhancement]

ADMINS provides a training area, which is a replica of the modules available on the live AUC application. (The data in the
training mode is refreshed on demand overnight by the superuser or on a reqgular basis, determined by each site.)

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

June 2024

See SY-175 Copy Live to Training in the Help Reference Library for details.

= ADMINS Unified Community - Please Sign In
File Edit Help

ADMINS changed the
location of the Training

Mode option to be above the
Password field, to help users
select it before entering the
password.

To access the Training area,

Before

Please Sign In:

Username THERESA
Password

Theresa

Training Mode

select the ®© Yes option
before typing in the

password. After entering the
password, you cannot switch
the radio button for this
session.

(The default is @ No; typing
the password and {Enter} will

Login Exit
Reset Password
Now
Please Sign In:
Username THERESA Theresa
raining Mode @®MNo (O Yes
password |
Login Exit
Reset Password

go to Live).

To proceed to Training mode, click on . The
prompt will default to if the Training mode
radio button is ® Yes, and will go straight to training
by pressing {Enter} (without clicking on any button).

No

Press to login to live.

ADMINS Unified Community - Please Sign In

You are about to enter TRAINING mode. do you wish to
continue?

[ADM-AUC-SY-8323]
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6 Email Address Checking [Enhancement]

When a prompt requires an
Email or a button triggers a

June 2024

prompt that requires for an

Ledgers Help Reference Library

email address (which is

[Rererence Card [View (a3t Run Date_[RunTime
. . [GL-100 Finance User Help Documents Incex Viey Email j4-Sep-2023 09347 350,87
mandatory, not optional), it = |E= RECOLT IeEE e ———
L-120 Account Elements View Email Emal| 4,46
will verify if it follows a valid . Jc£
. Sending Reference via Email
email format. Optlnal: Enter Contact ame. |

Optional: Enter Note ‘

Optional: Enter Not
FOr example, equired: Enter Email Address [Laura_D

" H—
xxx@cccc.domain”. ;
equired: Enter Email Address || aura — e

(260 Bank Table

View |_Emai [T Jul_2021 [14:55:46 5] |

Here is an example of the

View | Emal_[15-Jul

error that will appear if an

ew | _Emal_|15-Feb

[AUC] 27000-Ledgers Help Reference Library [theresal

[EL-280 Budget Transfer Journals iew mai [ 165=-Jul
) . ] . e s e ] @) manassiess om sameonesamepice gomain
invalid email address is [EL-300 Jourral Entry Notes T R
[EL=310 Upload Journal Entry iew mail__|05-Dec:
. [FL-320 Add Attachments to Onetime Journal Entries View Email_[15-Jul.
detected . [GL-325 Reversing a Posted Journal Entry View Email__[21-A
[EL=330 How to Transfer a Jourmal Entry to another User View Email_[15-Jul-2021 ‘14123240403 | l

———————— FOSTING ———

Click on the

prompt and enter a valid
email address on the
Required field.

The system does not check if an Optional
field contains a valid email address. In this
example, there is no error message even
though the email address is invalid. No
email will be sent.

Invalid Email address format someone@someplace.domain

B Task 4366: Statement of Account

@:::Entcr Email Address |Laura|
Optionar:

P)

Optional: Enter Email Note 2

Optional: Enter Email Note 3

—
|
|
Optional: Enter Email Note 4 |

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

Lookup

Cancel Clear All

[ADM-AUC-SY-8331]
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