PURCHASE ORDERS
RELEASE NOTES — MARCH 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PURCHASE ORDER system.
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1. PURCHASE ORDER ENTRY SCREEN [Fix]

Prior to the software update, users with Read Only access to an account could not display history on the entry
screen (this lookup is activated in the PO entry screen by right clicking on an account number):

Purchase Order Entry Correst Errers
PO # 3210852
Gata. .
Actions Vendor Code  [003926 | o2 Dept Code [1104 Department. OF P |Deliver To 150 PERSOMMEL DEPARTMEMT
HE MASOM CO INC ia Email [~ PO Date 1-Dec—2017 FY 2018 Invaice To [4En PERSOMNEL DEPARTMEMT
99 BALD HILL ROAD Type Code R Regular 1 Delivery Notes h J Internal Motes l
CRAMSTON Mo text available Mo text available
RI  02920-0000 Ship To Attn|
Ship Date |
Expected Amt
I 2Entry 5) | 3 tems | 4 GL Details | 5 Status History | Qattachments | | 125,00
Line ltem Oty UOM ltem Description FA Price  Freight Other GL Total Ext Amount
1 BO5E ITEM # "‘:—W == L m;' I 125,00 125,00
I7 I W 1: Wiew Trans History For FY 2018 Account 101-1106-52004-000000
2: Yiew POz in Entry For Account 101-1106-52004-000000
Split | U By Account [ 101-110  3: Wiew POs in Histary For Account 101-1106-52004-000000 EES
4: Budget Account Balances For FY 2018 Account 101-1106-52004-000000
5! Budget Detail Accounts for FY 2018 Budget Account 000-0000-00000-000000 —

Figure 1 Activating the lookup on the account

If the user had Read Only access, no records would appear and no message would be displayed.

. View Trans History for FY 2018 Account 02-4829-53407

TrxDate G Cod GLBatch UserBatch References  Encumbrance Debit Credit OpenBalance  OpenBalfd) Tof

Figure 2 Before - Users with Read Only access would see no data displayed

Now, if a user has read access to the account, the lookup will display the history:

TrxDate GL Cod GLBatch UserBatch Referencet  Encumbrance Dehit Credit  OpenBalance Opet

APOZ 11442 SP311

25-0ct-2017 POOZ 11442 SP311 96875 -11943.00

25-0ct.-2017 PO10 11442 5P311 56875 -2401,00

12-0ct-2017 APOZ 11410 58 566843 82.32
12-0ct-2017 APQZ 11410 SP307 96680 1850.,00
11-0ct.-2017 APO2 11427 EPE0G BE508 312,60
04-0ct.-2017 APOS 11384 V000732 52863 1500,00
15-5ep-2017 POOL 11257 11297 1008 1435000

Z1-Aug-2017 APOZ 11218 &dd 55517 5517 ,25
F1-Aug-2017 POO2 11218 &dd 55517 -5517,25

23-Aug-2017 POOL 11186 11186 388 5517.25

15-Aug-2017 APOZ 11177 837 95008 500,00
15-Aug-2017 POO2 11177 637 55008 =7500,00

01-Aug-2017 APO2 11104 633 54612 254 .68
01-Aug-2017 APOZ 11104 833 54615 1224450
01-Aug-2017 PO0Z 11104 &332 5di512 —264 68

01-Aug-2017 POO2 11104 633 54615 12244 ,50

24-Jul-2017 POOL 11068 11068 368 7500 .00

Figure 3 After - Users with Read Only access see the data

If there is no history to view, the “No records in range” message will appear:

TrxDate  GL Cod GLEatch UserBatch Referencet  Emcunbrance Debit Credit OperBalance  (OpenBalfd Tof

el -

Figure 4 Expected result if there were no records to display
[ADM-AUC-AP-463]
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2. APPROVALS FROM THE AP/PO DASHBOARD [FIX]

On the purchase order approvals screen, when clicking the [Lines] button, the full text of line one of the ltem
Description was not displayed in the lookup.

Needs Budget Override

1 Set Al Approve I 2 Set All Dizapprove I 3 Set Al lgnore I 4 Process Approvals I

Ele | 7 endar Mame | &Dept Code | aTatsl | Approve DisApprv Ignore

[DTSCOUNT SCHOOL SUPPLY FRESCHOOL | 8900,00 e & Nates | Lines

[N GL Accounts on Purchase Order 184,352 ¥endor 008693 SCHOOL SPECIALTY INC

Lin Oty ItemDss:mptwn GLL Account Anount. Acctlescription
1 010-300-5510-0500-24 00 26,20 MATH INST SUPPLIES

2 40 0000 ERRF‘H FHFEE 1 010-300-5510-0500-2430-022- 000 272,80 MATH INST SUPPLIES

Figure 5 Before
This was corrected. Now the first line of description for each line item will display up to 80 characters.

[l GL Accounts on Purchase Drder 11,472 Vendor 0045828 DISCOUNT SCHOOL SUPPLY [<]
Lin QLH Ttenlescription GLL Account Anount Acctlescription BudgetCheck BC Tof
11,0000 Lire one the guick brown fox jusped over the lazy doz. he quick brown fox junp [ 20 £ ELUTFMENT MATNTENANC =)
2 1. 0000 Furry Animals Cook Ex:ellent.lg My Very Excited Mother Just Served Us Nine Pies 2 1 1000-139-0000-001-00-00-52230 1UD 00 EQUIFMENT MAINTEMNANC =8905.70 »
31,0000 Bad Beer Rots Our Young Guts But Wodka Goes Well tin) Silver Goblets, Broccoli 1 1000-139-0000-001-00-00-52230 7910,00 EQUIPHMENT MAINTENANC —8905.70 *
ok | Find | Search| [Cancel] Help | Eof

Figure 6 After—the full 80 characters of text are shown on the lookup
[MDF-SUP-SAPLAUC-433]

3. VENDORS

3.1. Deleting Vendors [New]

Purchasing Help Reference Library A document was added to the Help
Reference Library describing how to

Reference Card delete a vendor or vendors. Find the
PO-100 Purchase Order User Help Documents Index Wiewy | Email document under the Vendors Section _
———————— VENDORS —----—-- .

PO-310 Verdor - Maintain Vendors View | _Emai PO-325 Deleting Vendors.

PO-320 Vendor - Mame Search Viewe | Email

ey Ermail

PO-325 Deleting Vendors View | _Emei

Do DGO S igw | Email [ADM-AUC-DOC-143]
PO-250 Vendor Classification Wiewy | Email
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3.2. W-9 Classifications [Update]

The IRS form W-9 categorizes vendors into seven classifications, one of which has three sub-classifications. See
https://www.irs.gov/pub/irs-pdf/fw9.pdf for detailed instruction for form W-9.

Request for Taxpayer
Identification Number and Certification

» Go to www.irs.gov/FormW9 for instructions and the latest information.
1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

Give Form to the
requester. Do not
send to the IRS.

Form W'g

(Rev. November 2017)

Department of the Treasury
Internal Revenue Service

| 2 Business name/disregarded entity name, if different from above

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the
following seven boxes.

T Individual/sole proprietor or J C Corporation J S Corporation L Partnership L Trust/estate

single-member LLC

Print or type.
ecific Instructions on page 3.

T Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) »
Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

T Other (see instructions) »

Exempt payee code (if any)

Exemption from FATCA reporting
code (if any)

(Applies to accounts maintained outside the U.S.)

Figure 7 IRS Form W-9

The Enter Vendors screen was updated with new
business types to more closely align with the

IRS WO.

Business Type

Cettified Vendor?
Certified By
Date Certified
Mote

Merge To YWendor

Enter Ve

Vendor 00041

CUMMINGS CONSTRUCT IO

-

FPayment Type
Separate Check?
1 Time Wendor?
State Bid List?
REAF Vendar?
Local Yendor?
Business Type

Certified Vendor?

Corporation (C}

Employse Reimbursement {E}
Governmental Entity {(Gi
Medical /Tental - ALL (M}
Mon—-Profit (M}

OnLine (L3

Other {00

Partrership (P!

Sole PropAlndividual (I3
Tax/Other Refunds <T?
Unidentified LLC (U3

Cerified By
Date Certified
Maote

Merge To Wendor

& Printed Ck " Wire  ACH o
ez O Mo
 Yes % Mo
 Yes % Mo
@ Yag O Mo
Mo

Tailing Wendor € Yes

 Yes &

Corporation

Employese Reimbursement
Govermment. Entity
LLC C Corporation
LLC Partrnership

LLC 5 Corporation
LLE Trust/Estate

LLC Unidentified
Medical /Dental — ALL
Hor—Frofit

OnLine

Other

Partnership
Sole Prop/Individual /Single-Member LLC
Tax/Other Refunds

Figure 8 Before

Figure 9 After

[MDF-SUP-SAPLAUC-855]
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4. QUERIES

4.1. Purchase Order Attachments Screen P Email [Fix]

Users were sometimes unable to email attachments from the screen. To prevent users from locking one another on
the purchase order attachment screen, changes were made to make the screen “read only”. To access the screen,
select Purchase Orders P Queries P View All Purchase Orders and click on [1 Select] for the desired purchase
order.

3DeptCode | | 4PODate | | SErtryliser | & Yendor Name | Year Vouchers ChgOrd Status PO Balance
POSTED N PRG

DISCOUNT SCHOOL SUPPLY .} [Closed
|05-Sep-2015 |[D0UBOIS JDOHIVERSAL ENVIROHMENT AL

KOBRIEN

Vendor Code oodazg 02 Dept Code PRESCHOOL FRESCHOOL FROGR [§|Deliver To 95 BELL PRESCHOOL - STALL
DISCOUNT SCHOOL SUPPLY Wia Email [ PO Date 05-Jun—-2017 FY 2017 Irecice To 14 BELLIMGHAM BUSIMESS OFF
F.0, BOX 6013 TypeCode B Regular 1 Delivery Motes h J Internal Motes }
CAROL STREAM Mo text availahle Mo text availahle
IL  60197-5013 Ship To Attn

Ship Date

1089, 00

THERESH

Vendor Code  00dg28 02 Dept Code FRESCHOOL — PRESCHOOL PROGR EELL PRESCHOOL - STALL
OISCOUNT SCHOOL SUPPLY viaEmal [© M PODate  05-Jun-2017 FY 2017 EELLIMGHAM EUUSIMESS OFF
~ F.0, BOY 6013 Type Code B Regular 1 Defvery Motes h Jnternal Motes }
CAROL STREAM No text availahle Mo text availahle
IL  E0197-6013 Ship To Attn
Ship Date

2 Details (1) 4 GL Details 5 Status History & Vouchers (1) 7 Chianes B attachment () | 1089, 00

Seq# Description Filename
|1 [riginal FO PO_9145252 ,FOF
zer Supplied Attachment reconl221181339 , dat. 7 Wiewy | 0 Ermail I 3 Remove I

Figure 10 Email an attachment from the PO Query—Attachments screen

The “Read Only” attribute applies to multiple users simultaneously accessing the screen.
Users can still change the description text for any attachment and can remove user created
(not system generated) attachments.

[ADM-AUC-PO-457]
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5.1. Vendors with Duplicate Federal Tax ID Numbers [New]

A report that identifies vendors with duplicate federal tax identification numbers was added to the Purchase Order

and Accounts Payable Report Libraries. Select Reports P Report Library and find the report under the
I 1 By Wendor

| button.

Report Hame

2800-Vendor Address Listing Sample
3B03-Vendors mi=sing City. State or Zipcode Sample
3B05-Vendor Mame Listing Sample
3B06-Vendors — by Hold Codes Sample
2565-Vendors - by Classification Sample
3B808-Vendors — by 1099 Codes Sample
3B07-Vendors - by Minority Codes Sample
3B0%-Vendors — on State Bid List Sample
20 209d-Vendors - Duplicate Federal Tax ID Mumbers [eE
2 o eI E WL LT DR LSS S CLS UL T
2690-Highe=st Paid Vendors Sample

[N Task 2094: Yendors - Duplicate Federal Tax ID Numbers [ %}

Yendor Listing

Run as & Preview (" Print

If Printing use Duplex & es

Active Yendors with Duplicate Federal Tax ID Numbers

Lookup | OK I

 PDF
" No

" Excel

Cancel | Clear All |

The report may be run to Preview/Print/PDF® or to Excel®. The Excel® format is shown below in Figure 11.
Duplicate vendors identified on this report may be merged using the Merge Duplicates process described in the

AP-370 Merge Vendors or PO-360 Merge Vendors Help Reference Document.

File Home

M11

A B
1 FID#
2 |00-0000000
3 |00-0000000
4 |00-0000000
5 | 00-0000000
6 |00-0000000
7 |00-0000000
& |00-0000000
2
10 |000-00-0000 B13476
11 |000-00-0000 14208
12 |000-00-0000 B18788
13 |000-00-0000 19zz0
14 |000-00-0000 19594
15 |000-00-0000 B22097
16 |000-00-0000 22099
17
15 |001-68-4045 19390
19 001-63-4045 M2E515
20
21 |005-48-5047 11743
22 |005-48-5047 B19009
23
24 \m-0287023 MoozTs
25 |01-0267023 D14896

B14435
B1Ea40
B1a0as
B20954
Troarz
B21081
Tz1ET1

Insert

Vendo

Page Layout Formulas Diata

- A

(€ 8]
r Class Hame
UMCL  GREAT AMERICAN PLAN ADMIM
UMCL  BCBS OF Ma LANDMARK CENTER
UMCL  BELLIMGHAM SUMMER PROGRAM
UMCL  KAESTLE BOOS ASSOCIATES, INC.
JAMUARY HOLDINGS LLC
MEGA PROPERTY &CASUALTY GRP INC
LOWWELL POLICE ACADEMY

UMCL
UMCL

LIMCL
UMCL
UMCL
UMCL
UMCL
LIMCL
UMCL

CHARLOTTE L RABRITT
LAURA DEMATTIA

THERESA PELLAMND

RARY LANGLOIS

PAL . BARRY

EMILIO J. DICARLO, I, TRUSTEE
MELIZEA & CDABASHIAR

UMCL
UMCL

FRED HARRIS, JR
FREDERICK HARRIS, MD
UMCL  ROBERT JOHMSCON
JOHMZON, ROBERT WY

LIMCL
LIMCL

JWESTON WALCH PLBL
WAL CH PUBLISHING

Feview e

E [F G

H | J
Hold? Minor? 1099 Terms 1Time? LastCheckDate

DUR I 12652017
DUR I M 052013
DUR I Ti242017
CUR: M 92172015
DUR I Ti2amz
DUR I TH452014
DUR I SI2TI2013
CUR: M 9172007
DUR I 18207
DUR I Si2TR2MT
DUR I 1102002017
DUR I 1182013
CUR M 92312013
DUR I 902352013
DUR I 120552016
DUR 112727
DUR I SHMTR2010
CUR M 111302017
DUR I Si352002
CUR M §i18,2005

For vendors with no entry in the
FID# field, all zeros are shown if a
radio button indicating SS# or Tax ID
is selected on the vendor record.

These zero entries are grouped
either as a federal tax ID (lines 2-8)
or as a social security number (lines
10-16).

[ Fogera I8 | Tipe O hoe (3% CTad |

If the “None” radio button is
selected for a vendor with a blank
entry in the Federal ID# field, the
vendor will not appear as a duplicate
on the report.

Figure 11 Excel® Report of Vendors with Duplicate Federal Tax Identification Numbers

[ADM-AUC-AP-803]
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6. LEDGERS P REPORTS P REPORT LIBRARY [TRANSACTION HISTORY]

6.1. #1050 — PO Transactions [New]

This new report facilitates tracking all
activity for a purchase order from
Report Name inception to the current date.

1080-Tranzaction Report — PO Tranzactions SEmple Run
1050 Transaction Report - PO Transactions 1050 Transaction Report- PO Transactions
ReportTile PO Trarsaction Report ReportTile PO Transaction Report
Fr Fo18 Tofois | Start Date [01-Tul-2017 | EndDate [02-Feb-2018 F¥ 018 To 018 Start Date [01-1u1-2017 EndDate [z-Feb-2018
A e Crter, | 2 Totals By 1 Seleclion Crieria | ( ZTHHEEY | i
il ! 1
Element From To Group Type Category  Sub-Class Account Type Account Sub Type Element Order# |Group  Order# |Tupe Order# |Category Order# |Sub-Class Order# Order#
Fund [oos 000, I Asset ™ Cortrol Fund — — Account Type E -
Department oo oo I~ Liabity ¥ Fosting Dpanment Il Account Sub Type P -
Funetion 006! 006! T Fund Equity ™ Summary Funetion — | — — -
Frogram oo oo ¥ Expenciture Frogram - | [l - -
Location o o I~ Revenue Losation — — — — [~ | 1st Summary Acct -
ear o o Year - — - - [~ | 2nasummaryacet -
Object Bement 0000 0000 Oject Bement Il - Il - [~ | 3rd Summary Acct I
Select only accounts where % of Budget has been expended
Miscellaneous  Order# Miscellaneous  Orders User Defined Order# User Defined Order#
Posted Date - Batch - DOE Ling 1 - COA Code 7 -

Select Only Posted History Records With... Other Defined Fields From Chart of Accounts Screen Transaction Date l_ User Batch ,_ DOE Line 2 ,_ COA Code 8 ,_
Posted Dats Batch [DOE Line 1 COA Code 7 Joumal# Vendor # - GOA Code 3 — COA Code 8 -
Joumal# User Batch DOE Line 2 COA Code 8 Joumal Type N N s COA Code 4 - COA Code 10 -
Joumal Type Vendar# [poooco cOA Code 3 COB Code 3 Jm Subtype * PO# 1 COA Code 5 - COA Code 11 —
6L Code - —— 20 Code 4 [ coacede10 6L Code COA Code 6 - TEST -
Sub GLCode #PO# 1063 ‘COACmﬁei €08 Code 11 SuhGLCode wiarrant (]
Controk COM Code & [ st Control# Check Number [

Warrant 566500
Check Number  RSARN Page Break at Sort Order# | Print Individual AccountLines? & Yes € No

Figure 12 Setting Criteria for Running the New Report for a Single Purchase Order

On the “Totals By” screen, enter a number “1” in the PO# field to total by purchase order. Run the report for PO
1063 for fiscal year 2018, using the criteria shown and selecting the Print/Preview/PDF® option to yield this result:

1050-GLIRNDETPO. RER Printed 12-Mar-2016 at 13:03:11 by MUPDEVS Page 1
Town of
PO Transaction Report

Fiscal Year: 2018 to 2018

Trans Date

Posted On  Rollover Amount Encumbrance Enc. Change Enc. Relief Enc. Liquidation Balance Payments Vendor

11743 5P352 52696 2 1 10-Jan-2018 5,497.00 003482-GRAYBAR ELECT
10-Jan-2018 11743 52352 1 {5,497.00) YBAR ELECT
03-Jan-2018 11716 11716 1 97.00 YBAR ELECT
27-Dec-2017 200 11700 11700 1 02-Jan-2018 5,400.00 003462-GREYBAR ELECT
Total 01-3101-52185 GENERAL SERVICE .00 5,400.00 97.00 {5,497.00) .00 .00 5,497.00
10-Jan-2018 AF0Z 11748 SP352 58696 1 1 10-Jan-2018 5,712.32 003482-GRAYBAR ELECT
10-Jan-2018 B00Z 11748 SP352 1063 1 1 10-Jan-2018 (5,712.38) 003482-GRAYBAR ELECT
03-Jan-2018 BO03 11716 11716 1063 1 1 03-Jan-2018 (27.00) 003482-GRAYBAR ELECT
27-Dec-2017 BOOL 11700 11700 1063 1 1 02-Jan-2018 5,809.38 003482-GRAYBAR ELECT
Total 02-4829-53084 TOWN CENIER LIGHTING PH IV .00 5,809.38 (27.00) (5,712.38) .00 .00 5,712.32

Total PO Ref.:l,063 .00 11,209.38 .00 (11,209.38) .00 .00 11,209.32

*** Grand Total *** 00 11,209.38 .00 (11,209.38) 00 .00 11,209.38

Selection Legend =

Account Type: E

Fy: 2018 to 2018

Trx. Date: 01-Jul-2017 to 12-Mar-2018
EO Ref.: 1,083

Account Sub Type: B

Figure 13 PO Transaction Report for a single purchase order run to Print/Preview/PDF®

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 12
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Select the “Run as” Excel® option to produce a report
similar to that shown in Figure 14. The Ref# column
shows the PO number for Purchase Order transactions

Run as ¢ Preview ¢ Print  PDF &+ Excel
If Printing use Duplex & Yes ( No (encumbrances, encumbrance changes, encumbrance

Loskup | ok | cancel | clearal relief and liquidation); for payments against the

purchase order, the voucher # is shown in the Ref#
column.
H ©- s GL_Trxn_Detail_PO_MUPDEVS[2] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
D23 M fr
A B C D E F G H 1 J K L M N o]

1 Trans Date Code GLPost# Ref# ine GLLn Posted On Rollover Amount Encumbrance Enc.Change Enc. Relief Enc. Li Balance Payments Vendor
2 10-Jan-2018 AP02 11748" 58696 2 1 10-Jan-2018 0.00 0.00 0.00 0.00 0.00 5,497.00 003482-GRAYBAR ELECT
3 10-Jan-2018 POO2 11743" 1063 2 1 10-Jan-2018 0.00 0.00 0.00 -5,497.00 0.00 0.00 003482-GRAYBAR ELECT
4 |03-Jan-2018 POO3 117167 1063 2 1 03-Jan-2018 0.00 0.00 97.00 0.00 0.00 0.00 003482-GRAYBAR ELECT
5 27-Dec-2017 POO1 117007 1063 2 1 02-Jan-2018 0.00 5,400.00 0.00 0.00 0.00 0.00 003482-GRAYBAR ELECT
& 01-3101-52185 GENERAL SERVICE 0.00 0.00 5,497.00 0.00 -5,497.00
7 10-Jan-2018 AP02 11?49’ 58696 1 1 10-Jan-2018 0.00 0.00 0.00 0.00 0.00 5,712.38 003482-GRAYBAR ELECT
8 10-Jan-2018 PO02 11748" 1063 1 1 10-Jan-2018 0.00 0.00 0.00 -5712.38 0.00 0.00 003482-GRAYBAR ELECT
S 03-Jan-2018 POO3 117187 1063 1 1 03-Jan-2018 0.00 0.00 -97.00 0.00 0.00 0.00 003482-GRAYBAR ELECT
10 |27-Dec-2017 POO1 117007 1063 1 1 02-Jan-2018 0.00 5,809.38 0.00 0.00 0.00 0.00 003482-GRAYBAR ELECT
11 02-4829-53084 TOVWN CENTER LIGHTING PH IV 0.00 0.00 571238 0.00 -5,712.38
12 |_Total_PO Ref.:1,063 0.00 11,209.38 0.00 -11,209.38 0.00 0.00 11,209.38
13
14 | *=Total** 0.00 11,209.38 0.00 -11,209.38 0.00 0.00 11,209.38
I

Figure 14 Excel® sample

To run the report for all purchase orders, leave the PO selection field blank.

7. YEAR END PROCESSING

[AVON-SUP-SAPLAUC-384]

7.1. PO Rollover Processing P Alternate Department Email Address [Fix]

The PO Rollover Process emails the list of open purchase order for each department to the email address associated
with the department. This address is found on the System » Department Group Menu P Department Group

Profile screen.

Syskem

User Menu 3 I
Department Group Profile
e

Drepartment Group Menu

Menu Group Setup

1 General 2P0 /AP 3 Collections

# Send Test Email

| Department Email Address  [assessorBadnins,com

Use Alternate Email
| Alternate Depatment Emall

Figure 15 Select an alternate email address on the Department Group Profile screen
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If there is an alternate email address specified, and the [Use Alternate Email] radio button is set to Yes, the
alternate email address will be used when sending the notice of open Purchase Orders during the rollover process.
Department groups without an email address will not be affected.

o= | AUC | 5-Department Group Protile | alex |
File Edit Ledgers | Purchase Orders Accounts Payable Fixed Assets  Human Resources Budget  Collect
|ﬁ| é M+ Purchase Order Enfry L] Ir|'||
~  thange Orders ' [ma[AUC] 3176-PO Rollover Processing [alex]
APJPO Dashboard Depa rtrent Grou Fle Edit Ledgers Purchase Grders Accounts Pavable Fized Asssts Human Resources Budget Collections Tax Mot
Liquidate Purchase Orders 1 .
(@ & w«|»|m| &85 O m| o
ot v . D@ S| wle|e|n| % Al @ @ il
Commodity Tkems 3 h o .
Description |
Actions Fids y [MIIDLE pt T0DLY PO Rollover Processing
Got
Contracts 3 oo Description Date
s » . ) Verify Tahles 13-Mar-2015
Reports » 2O I 3 Collections I Aetons Restart Process 13-Mar-2018|
Email Open PO Listings 13-Mar—2018]

4 Acid D —_——

& SEL | Tables D Select Purchase Orders for Processing
“fear-End Processing ¥ PO Rollover Processing Edt UVoriie
Module Maintenance 3 Pre - Pogting Verificstion

3 Edit List Interfaces/Imports 3 ?:t start;:g ch: i I\Lewp\fg.la;r trvich - Post Roflovers
Site SpEEiﬁE » ange IMlenu ACCess for Ery) \ange Lrders

B User List
Help Reference Library

Figure 16 Select PO Rollover Processing Figure 17 [Email Open PO Listings]

When selecting Email Open PO Listings, the alternate email address will be used if the [Use Alternate Email] radio button in
the Department Group profile is set to Yes.

[ADM-AUC-PO-443]

7.2. Change Menu Access for PO Entry/Change Orders [New]

A new menu item was added to allow the super user on a site to turn off access to purchase order and purchase
change order entry. This change may only be initiated by a user with a security level of 20 or above. Select the
feature by clicking on Purchase Orders » Year End Processing P Change Menu Access for PO Entry/Change
Orders.

EN Task 3980: Change Menu Access for PO Entry,/Change Orders

Change Menu Access for PO Entry/Change Orders
Turn Menu Access to & Grey  Display

‘fear-End Processing 3 PO Rollover Processing

Module Maintenance 3 TP

Interfaces/Impaorts 4 __ S - ! ar = = Lookup | 0K I Cancel | Clear All |
" - Change Menu Access For PO Entry/Change Orders

Site Soecific 2

7.3. What Will Users See When Purchase & Change Orders are Disabled?

Purrhase Nrders

Purchase Order Entry When set to “Grey”, the Purchase Order Entry and Change Orders menu options
Change Orders will be unavailable to the users.

Liquidate Purchase Orders

Wendors 3 R . .

Commodty Trems , When the Rollover processing or testing is complete, the Menu Access may be

o e , turned back on. This may be done as frequently as necessary during the year—end
Queries » processing.

In addition, ADMINS modified the lookup from the AP/PO Dashboard to check if the menus have been disabled.
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7.3.1. Purchase Orders on the AP/PO Dashboard

AP/PO Dashboard In the example below, the access has
Purchase Orders Accounts Payable been disabled to allow for PO
In-Progress In-Progress RO“OveI’ pI‘OCGSSing.
In Entry Began In Entry Began 313 Wiew |
In Errar Status 3 Wiew In Error Status 1 Migw
Ready far Release Readyfor Release If a user attempts to access a Purchase
Disapproved Disapproved
Rea;ypforPosting 1 Wiew ReatﬁfpforPosting 1 Wiew | Order from the IOOkup (under the
Awvaiting Approval 3 Wiew Auwaiting Approval [VleW] button) on the daShboard, '[hIS
message will be displayed alerting the
Ml Purchase Orders Awaiing Approval user that PO Entry is currently
Tept. Yendor -
AT ST — disabled.
11463 ARTS R:::l::: 08-Mar—-2018 ADMINS THC 2000,00 Meeds SHFEFVLSDip:;; ANTHEA

[AUC] 2520-AP,/PO Dashboard

'e' PO Entry currently Disabled

I |
Find | Search| Cancel| Help | Eof

7.3.2.  Purchase Change Orders on the AP/PO Dashboard

AP/PO Dashboard

Purchase Orders Accounts Payable
In-Progress In-Progress
In Entry Began In Entry Began 313 Wiew
In Error Status 3 Miew | In Error Status 1 Wiew
Ready for Release Ready for Release
Disapproved Disapproved
Ready for Posting 1 Wiew Ready for Posting 1 Wiew
Awraiting Approval 3 Wiew Pwvaiting Appraval
Change Orders Change Orders
In Entry Began In Entry Began 1 Wiew
In Error Status In Error Status
Ready for Release Ready for Release
Disapproved Disapproved
Readyto Post 1 Wiew | Ready to Post . . - .
Awaiting Approval Pawaiting Approval Slmllarly, |f a user '[I’IeS '[0 SEIeCt a Change
Order from the lookup (under the [View]
[ Purchase Change Order Reatly for Posting B button) on the dashboard, this message
PO# Dept. Vendor Date Expected Amt Changed Ant Last Changerd In Use? Tof - -
5047115 HIGHSCHOOL 01-Dec—2017 AMY REMY 319.00 0.00 THERESA W|“ appeal’ alertlng the user that Change

Orders are currently disabled.

[AUC] 2520-AP/PD Dashboard E

'0‘ Purchase Change Orders currently Disabled

=
oK | Find | Scarch| Cancel| Help | Eof

[ADM-AUC-PO-444]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 12



ADMINS Unified Community

Release Notes — Version 18.1

Purchase Order

8.

March 2018

REPORTS “DROPPING OUT OF SIGHT” [FIX]-V92 SITES ONLY

Reports were hidden behind the AUC application, requiring users to minimize the AUC application to view or print

reports.

1. Adobe PDF®
2. Excel®
3. Preview/LIS format

= [CRT] 205 ouchers Payable [theresa] - - =%
Fle Edt Ledgers PurchaseOrders Accounts Payable Ficed Assets HumanResources Budget Colections Tax Motor Exclse Misc il !E] m @5 x
0@ o
@] B8] o]~ |m| ] Qf = Fa ol e
Sensertr X v A? }3
i Delete - [§]~ Z
Vendor History - Vouchers Payable e 4 e Finaa
oot tyles - omst ™ 27 Filter~ Select -
- LocalVendor 725 15 e ceiting
actions OMNI HOTELS & RESORTS 1009 Code Enlered  09-Nov-2017 BLYNCH
Class UNCL Unclassified Changed &
J K =
br Paid  Liquidated Re
Beginning Date I Cigat the Dates 45300/ 45300 000
Ending Date Invaice Selection ZCarinyace Seect 45300, 45300 0.00
906.00___006.00
3 Purchase Orders | LVBlChErS. | 5 Dishursements
el [Batch [Vouchere [vaucher Date [Department [invaice® firvoice Date Amaunt]  Remaining Bal[status Check Type
pdEz 465868 |16-Mov-2017 [1202 A5 1701 [05-Mov-2017 453.00 [Flosed Printed
Az 4E5EEs_|16-Mov-2017 [1202 a5 1702 [05=Hav=2017 53,00 [Flosed Frinted
B en Ssarch 70l Do | 8 Excel OFrey) Ol | |
L1l
- Added 03-iav-2017 By ELYNCH Changed by [Seatus: Vendor Active | | /ﬂﬁ =] RO Y S

Figure 18 Before — Report “hiding” behind the AUC application

The user could use
Alt|Tab or Insert|Tab
keystroke combinations
to toggle between the
AUC Application and the
hidden report.

Clicking on this resize
button would allow the user
to reduce the size of the

application window to find
the hidden reports.

With the software update, the reports will now remain the focal point until the user closes or minimizes the report.

[T I (] | = GL_Monthly_TH_Bal_THERESARZ]xml - Microsaft Excel EIEES
Fie Edi Ledgers Purchase Orders  Accounts Payal @ =
o] @B @] we| [ | o] &[S T rone | st Pagelwout  Fomus  Dan  Revew  View Tean c@o@
] & Ces - A A B SiwepTet General B ;[ St T A9
1643 ol b I Evegeacone-| $ - 9+ |58 55| coraons o ¥ o @ !ﬁ F{?&
Goto - - o . 7% Fomatting - a3 Table ~ Styles < | (£ Format s 27 Filter- Select -
PRI oo Font: Aligrment Mumber Styles cells Eciting
Actions a2 - 7 v
P ol A B < o E =
4 Fiscal Year: 2018 for Dates from 01.Dec2017 to 31.Dec2017
2] 1
 Eelecir Criere|| 3 Aecount and Deseripfion Beq Balance Pri Balance Curr Debits Curr Credits
4 101-0000-11200-000000 CASH 674054745 768320820 542428286 1,457 216,68
Element From || 5 101-0000-11201-000000 VVEBSTER BANK 101,902,710 532,171 34 T8 A15T4 18115
3RunReport From Fund G5 || 101-0000-11202-000000 GITIZENS-370 PARTY RESCUE 24852125 246,931 56 248 531 56
Oepartmart o || 7 101-0000-11370-000000 CASH -CTY HOSFTAUZATION 533067 693535 000 000
oot St g C110000-11320-11101 CASH ITY HOSPTALIZATION 0 238143313 000 237 55226
4 Clear Al §_101-0000-11320-111302 CASH -CITY HOSPITALIZATION 0m 1,284, 000 125,108.07
Preject IO0(| 10 101-0000-11320-111304 CASH -CITY HOSPITALIZATION 000 3617 58 000 126858
1 101-0000-11320.111305 CASH -CIT¥ HOSPITALIZATION 0 -259,308.57 000 28,683 32
12 101-0000-11320.111305 CASH -CITY HOSPITALIZATION 0 2,447 70651 000
13 101-0000-11320111307 CASH -CITY HOSPITALIZATION 0 1541 75718 000 000
13 101-0000-11320.111308 CASH -CITY HOSPITALIZATION 0 2818471 000 000
Reports will remai 15 101-0000-11320111308 CASH -CITY HOSPITALIZATION .00 1301600 0.00 0.00
15 101-0000-11400-000000 PETTY CASH - CITY TREAS 150000 150000 000 000
front of the AUC 17 101-0000-11491-000000 PETTY CASH - PLRCH DEPT 10000 50000 000 000
application until 15 /101-0000-11402-000D00 PETTY GASH - PURGH ROT FD 50000 50000 000 000
= 19 /101-0000-11403.000000 PETTY CASH - CITY CLERK 25000 25000 000 000
minimized or closed. 20 101-0000-11404.000000 PETTY CASH - LIBRARES 42000 42000 000 000
21/101-0000-114D5.000000 PETTY CASH - DEPT SR SER 20000 20000 000 000
22 101-0000-11405-000000 FETTY CASH - MLNICIPAL COLRT 50,00 5000 000 000
23 101-0000-12200.000000 INVESTMENT - CITIZENS 3:252 39252 000
el Onty Postea H| 2 | 1-0000-1 2201-000010 EBSTER INVESTHENT 1035,086.04 507879776 4,000,000 00 000
25 1(01-0000-12204-000000 INVESTMENT-WASHINGTON TRUST 63922.40 12,076,421 71 000
Posted Date 26 1(01-0000-12205.000000 IVESTMENT-BAHK RI 10,75,169.11 0,201 34852 10217 54492 10,20 848.52
Joumaté 27 101-0000-12208-000000 INVESTMENT-OSP 201183921 2021 59433
Joumnal Type 23 [104-0000-12203-000000 INYESTMENT-CENTREVILLE SAVNGS 2,091,19062 713257283 0.00 0.00
oL Gode [~ |22 101-0000-13103-000000 e AsSEM. REC. 2008 FY2009 588,124.10 58489503 000 Fi087
SubGLCode [ || 30 101-0000-13110-000000 Tix ASSEM. REC. 2009F Y2010 539,089.79 537 25277 000 40448
Cortral [ a1 101-0000-13111-000000 T ASSEM. REC. 2010 F Y2011 938,662.50 330,464 7 000 228827
32 101-0000-13112.000000 TA% ASSEM. REC. 2011 F2012 840,931.70 827 48485 000 108774
33 101-0000-13113.000000 TAX ASSEM. REC. 2012F2013 851,140.67 83499233 000 0503 v
44 » | Gltrimedrpt T Ikl 1|
_~ hdded 02-Jan-2016 By THERESA Changed by Ready | |[EEE 1006 O U O

Figure 19 After
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If a small window like this appears at the top corner of the AUC application screen
after running a report, minimize it using the "minus" sign, NOT the "X" in RED--
this will only need to be done once per AUC session

[ADM-AUC-V90-78]
9. HELP REFERENCE LIBRARY

9.1. New or Updated Documentation

o VENDORS PO-325 Deleting Vendors [New]
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