PURCHASE ORDERS

RELEASE NOTES — MARCH 2019

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PURCHASE ORDER system.
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ADMINS Unified Community Release Notes — Version 19.1
Purchase Order March 2019

1. PURCHASE ORDER ) Entry & Reprints [Enhanced]

ADMINS made changes to the entry screen and added a message when posting, printing and re-printing purchase
orders.

1.1. Posting and Purchase Order Reprints

When posting & printing, or re-printing a posted purchase order, users will be alerted if a purchase order is already
open in the ADMINS Crystal Reports Viewer (ADMCRV). Since simultaneous viewing of more than one purchase
order in ADMCRYV is not permitted, this will instruct users to close the first instance of an open purchase order
before attempting to print & post or reprint another purchase order. These pop-up messages will be displayed:

Purchase Order Posting b4 Reprint Purchase Orders x

. . \ Please Close any Current Open Crystal Purchase Orders f . 1 Flease Close any Current Open Crystal Purchase Orders
Then try PO Posting again Then try Reprint PO again

[ADM-AUC-PO-499]
1.2. Fixed Asset Field for Sites Not Using the Fixed Asset Module

During Purchase Order entry, if a site did not use the Fixed Assets module, the Fixed Asset field was neither

accessible in the tab order nor via a mouse click. After the update, the Fixed Asset field may be accessed with a
mouse click, however tabbing to this field will not be enabled.

Purchase Order Entry MNeed= Supervizor Appro

PO# 191131

Gota...

Ations Vendor Code  [0000d4E 01 - Dept Code  [SCHOOL SCHOOL Deliver To [13 BELLIMGHAM MEMORIAL SCHO
POSTMASTER Via Email PODate [30-Jan-2013 FY 2019 Inusice To [14° BELLIMGHAM BUSINESS OFFI
111 MECHAMIC ST TypeCode R Regular 1 Delivery Motes J Internal Motes
BELLTHGHAM No text availahle Mo text available
Mo O2019-0000 Ship To Attn|

Ship Date

Expected Amt
2 Entry (13 3 tems 4 GL Details 5 Statuz History G Attachments 49,00

I N N I—
Line Hemn Oty UOM ftem Description Price  Freight Othe]  ex amount
BT [Ley, o0 Forever Stamps ) L4900 | | 43,00
[

[ | Enter F to indicate this is a Fized Asset
Splt UBy Account | [L000-300-2300-600-12-00-54160 k

6 Add Mew PO 7 Add Line & Copy Line 9 Check PO 0 Check Rance P In Progress Entered Amt 49,00

Figure 1 The Fixed Asset Field on the Purchase Order entry screen

[ADM-AUC-PO-501]
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2. AP/PO Approvals

Original Purchase Orders and Vouchers, as well as Change Orders to Purchase Orders and Vouchers that need
Budget Overrides, use the approval user from the Budget Override Line on the Approval Path table ().

2.1. Change Order Budget Overrides [Fix]

Maintain Approval Paths To set up approvers, select
Accounts Payable P Tables b
Maintain Approval Paths.

Goto

Actions Description PRIMAYERA CENTER_PO

Approval Path

U RERRE? Minimum Primary Secondary Tertiary

2Remove

Budget Override fHERESA L UANN

3 Edit List

Al Level 1 - Superdsor ANTHEA ENDY THERESA
Level 2 - Department Head [}
Lewel 3 - Purchasing Office [}
Lewel 4 - Finance Departrment [m}
Level 5 - Town Manager ]
PO Change Orders [ RNTHER JENDY [THERESA
AP Change Orders - | FNTHERA WENDY THERESA

Figure 2 Approval Path shows “Theresa” as the Primary Budget Override approver

In the example in Figure 2, user “Theresa” is the il Budget Override approver, and user “Anthea” is the
Change Order approver. Prior to the software update, when a change order needed a budget override, the
approvals lookup on the AP/PO Dashboard was incorrectly displaying “Anthea” instead of “Theresa”.

This was corrected. Now, the lookup screen will display the correct budget override approver.

AP/PO Dashboard

x|

B Purchase Change Orders Awaiting Approval
PO# Dept Date Expected Ant Changedl ‘ISt.Et.us In Use? Primary
191124 PRIMAVERA 06 =] 408
151121 PRIMAYERA 06 hange Nesds Budgetlll THERESA
i ANTHER

0K Find | Search Help | Eof

Figure 3 Approvals lookup showing the correct user for Budget overrides on a change order
[ADM-AUC-AP-939]
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2.1. Approvals Screen Shows Attachments [New]

== [AUC] 2521-Meeds Supenvsor Approval [theresa]

B ESS M+ +m &

] I

File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets HumanResources Budget Collections Tax MotorBxcise Misc Biling Systern  Favorites  Help

Needs Supervisor Approval

.

If attachments are
available, there will be
an [Attach] button for

Cote 1 St All Approve 2 Set Al Disapprove 3 Set All lnore 4 Process Approvals the Pu rchase o l'd er.
Actions 5POF 7 Vendor Name 8 Dent Code GTotal__[ApprovedDisapprove/ignore [fdd [view [iiew |~
[JUSTICE RESOURCE INSTITUTE SPED 7924.08 O ] ® Wotes | Lines
191129 [JUSTICE RESOURCE INGTITUTE SFED 54164.58 |0 O ® Woles | Lines | Afiach
151131 [’C5 PEARSON, THC. SPED 214,40 [0 O O] Wotes | Lines
. 51132 R SFED 700 O O ® Woles | Lines
DERLE? E EDUCATIONGL THST THE SCHOOL 245,00 [0 @] ® Notes | Lines
51141  [LERNING SPECIALISTS N 7100.00 [0 O ® Woles | Lres | Attach
TS0 COMPANT SCHOOL 556,00 |0 @] O] Wotes | Lines
151192 [FUSTRRSTER SCHOOC 55.00 O ® Woles | Lines | Atiach
[ |

B Attachments for PO 191,141

Seq# Description
1o =

Spr =t of uploscs
2 Fixed Assets spreadsheet
2 List of WYendors Used

If there are multiple attachments,
each will be shown in the lookup
showing the description as entered
by the user and the filename; select

Filename
o 0y

Upl oz PO_| ===
UpLoadFA.caw
APYenllsed_Deptlode_THERESAC1],Lis

fdo- ¥
Home  nset  fagelayout  Fomubs  Dats

1 - s

A B & 0 G H 1

2 VENDOR REMIT  POTYRE  DEPTCODIAIGILDAT LINE MACTNUN ITEM

13 a
14

N

7/20/2018 0100-430-0000-004-0 Folders

1 |1, AUCVe 2. Remit# 3, PO Type 4. Departr S, PO Date ( 6. PO Line 7, Accout . Commos, Itern De 10, Item D 11. Item D12, Quanti13, Price 14, Freigh
ITEMDESC 2TEMDES 3ITEMOES QTY

3 I 18 6/6/2018 0100-430-0000-004-0 Pens
a 6 18 6/10/2018 0100-430-0000-004-0 Paper
s 2268 1 6/10/2018 0200-450-0000-004-0 Planners
6| 1am1 1 6/28/2018 1 D200-450-0000-004-0 Blotters
7. 1@ 1 6/28/2018 2 0200-450-0000-004-0 Calendiars - Wall
3| 1am 1 6/28/2018 3 0200-450-0000-004-0 Pencils, Mechanical
E] 14431 1 6/26/2019 4 0200-450-0000-004-0 Paper Clips
10 1443 1 6/28/2018 5 0200-450-0000-004.0 Erasers
1 1aam 1 6/28/2018 6 0200-450-0000-004-0 POst-its
12 18305 2 7/10/2018 0100-430-0000-004-0 Flagtabs
1

the attachment and click on [OK]:

Uplead_PO_New.csv - Mictosoft Excel

B K L Y] R

0K Search  Cancel Eof

Find
m—

Help

PRICE  FREIGHT

The attachment will open in an appropriate viewer;
for example, Excel® will be used for .CSV and .XL*
files. Word will be used for .docx files; notepad for
.txt files. This may vary depending on what file
associations are established on each site.

100
200
300
a0

500

600

898

55

The records awaiting approval will only display an [Attach] button if there are any attachments available (which
would have been attached during the Purchase Order or Change Order entry:

== [&UC] 3043-Purchase Order Sttachment Entry [theresa] — *
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources  Budget Collections  Tax  Motor Excise  Misc Billing  Systern Favorites  Help
SE W s @ 4

Meeds Superviszor Appro

Purchase Order Attachment Entry

— PO # 191143
Actions Vendor Code 0000de 01 Dept Code  SCHOOL SCHOOL Deliver To g KEOUGH ADMINISTRATION B
POSTMASTER PO Date 10-Jan-2013 FY 2019 Irucice To g KEOUGH ADMINISTRATION B
111 MECHAMIC ST TypeCode 7 Zero Tolerance 1 Delivery Motes JInternal Motes
BELLIMGHAM Mo text available Mo text available
MA  0R019-0000 Ship To Attn
Ship Date
Expected Amt
2 Entry (17 3 tems 4 GL Details 5 Status History G &ttachment (3) 55,00
|Seq# |Descripti0n Filename |Butt0ns
1 =preadshest to upload purchase orders Uplosd_PO_Hew ,csv |
Wendor Bids document EIDVEMDOR , DOC 7 “iewy Attachment 3 Remove Attachment

2 1099 vendor address list

AP_PO_Vendor_Addresses_BILLLZ2].lis

Figure 4 Attach files using the [Q Attachment] tab on the Purchase Order Entry screen

More information is available in the Help Reference Library under PO-235 AUC View Attachments from the

Approvals Screen.

[ADM-AUC-PO-498]
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3. VENDORS

ADMINS changed the Purchase Order numbers display on the
Vendor History screen. The change affects users who are set up
to create requisitions, and are therefore restricted from seeing a
purchase order number prior to the purchase order being
approved and posted. This restriction is set on the

System P User Menu P User Profile screen.

Purchase Order Entry

Goto.

Dept Code  [5CHOOL SCHOOL
PODate  [3-Jan-2015 FY 2019

TypeCode R Regular

Actions Via Emi

BOECAT OF WORCESTER
6 WESTEC DRIVE
ALIBURN

MA Ship To Attn|

Ship Date

01501-0000

March 2019

== [AUC] 3-User Profile Screen [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Hurman Resources Budget Collections Tax  Motor.

B S wme s B Q @ FE L

User Profile Screen
Gota,

HERESR

fTheresa

2 Aecount Security 3PCJAP 4 Human Resources

OTown O Schoal @ Both

Actions:

Hame

1 General 5 Budoet

Actess for APIPO Vendars Accept New Vendor Regueg

Allow AddVendors onthe Fly  @Yes (Mo
Purchase Order Defaults Accounts Payab.
Default PO Type Bl Resular Default Type
Default Bank

Suppress PO#Restrict Entry Lkup @Yes () No

quuire Control A

— —
‘Allow Change Order Post ATl Allow Release durin
Password Approvals Oves  @No Allow Manual Ched

- |

Figure 5 Purchase Order number not visible on the entry screen for restricted users

When a requisition-only user initiates a purchase order, the purchase order entry screen does not display a
Purchase Order number, instead showing it as a request (see Figure 5). The Vendor History screen was allowing
requisition-only restricted users to view the number before the purchase order was approved. This was corrected.

3.1. Vendor History [Fix]

Purchase Orders

Purchase Order Entry

Select Purchase

Change Orders

Vendor History - Purchase Orders

Orders » Vendors )
Vendor History to

AP/PO Dashboard
Liquidate Purchase Crders

LocalVendor es Mo
1099 Code

Class

Entered 01-Har-1395

UNCL. Unelassified Changed 06-Aug-2007

Wendars VieW the Vendor

Commodity ltems

Purchase order numbers remain hidden until after the requisition is approved.
Only the "Open™ and "Closed" Purchase Orders will have the PO # displayed.

History — Purchase

Bids \ soorders +vouchers r—
Contracts > Order screen B 3 /i EEZSST"’ En(u;v;zé;d Tiquidated Refizved Voucherd] nmam;;gggw;fgum lls_tag_‘ Date
TS N Recquest 4 —oors frerecion 592.00 592.00 Re:ular ii""-“’ Sipe
P e o e T LI
Reparts > Request | oo o 756.00 75000 fesular_|Re2dy for
Yendor History 190230 Jun—2016 [scHo0C 500,00 500,00 Rezular_[[Closed
Tables > Recucst 422017 JMIDILE EERT 49,00 49,00 Fegular e &=
X Wendar lmvoice Query [1L-2016 MITOLE 7,00 47.00 7.0 Rezular || =59
Year-End Processing ¥ 151138 Open
: o Ve B
Module Maintenance ¥
Figure 6 Vendor History screen Bl now shows “Request” for unposted purchase orders with any Ea status other than
“Open” or “Closed”
- - PO_Vendor_History_THERES&[3]xml - Microsoft Excel - o
h Home  Insert  Pagelayout  Formulas . Data  Review  View @&
113 - b3
A B [o] D E F G H | J K L
1 Vendor Vendor Name |PO# PoDate Dept Group Encumbered Liguidated Relieved Paid Rem Balance Type
2 000046 POSTMASTER [0039395 [14-Jul-2014 MACY 49.00 49.00 49.00 Regular
3 000046 POSTMASTER [0038981 [15-Jul-2014 HIGHSCHOOL 480.00 490.00 490.00 Regular
4 000046 POSTMASTER |Request [30-Jan-2019 SCHOOL 49.00 49.00 Regular Needs Supervisor Approv
5 ‘000046 POSTMASTER |Request J30-Jan-2019 HIGHSCHOOL 392.00 392.00 Regular |Disapproved
6 000046 POSTMASTER |Request [30-Jan-2019 SCHOOL 49.00 49.00 Regular JReady for Posting
7 (000046 POSTMASTER Request {10-Jun-2018 SCHOOL 750.00 750.00 Regular Needs Budget Override
8 000046 POSTMASTER [191138 |06-Jun-2018 SCHOOL 500.00 500.00 Regular fOpen
9 000046 POSTMASTER [190230 |07-Aug-2018 SCHOOL 49.00 49.00 49.00 Regular [Closed
TMASTER 46615 0e®? = 49.00 g, 49.00 N .

Figure 7 Excel® report was also updated to reflect the change

[ADM-AUC-PO-500]
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4. REPORTS

March 2019

Building the Report

A change was made for all reports. In the
past, this progress bar image was
displayed as reports were running. This

was causing an issue with some Excel®

reports; ADMINS turned this feature off for now and will reinstate it at a later time.

[ADM-AUC-SY-8093]

4.1. Retrieve Output Files Customized Subject Line [Enhancement]

BSE me+m BHQ

Retrieve Output Files

Actons

1 Seiectmpose Sl Accounts Pausble

2skcifl | GL_Dewartaent_Ele_Change THERESAL1).11s

3 View fieport 4 Eol Freport S Savelview POF 6 Dowricad Report

ADMINS offers the
Retrieve Output file
feature on every module,
allowing all AUC users to
send a report to any valid
email address. With this
software update, ADMINS
is pleased to announce a

%1 Task 360: Emil Repore
Email Reports
Required: Enter Email Address [campbelitl 89@gmail.com

Optional: Enter Emall Sublect [Custamized Subject Line available an emailed reports
Optional: Enter Note 1
Optional: Enter Note 2
Optional: Enter Note 3
Optional: Enter Note 4

Here's the new report | mentioned
yesterday when we spoke on the phone.

Please let me know if

Comments are welcol

customized subject line
for email reports.

Select the file and click on

Cancel Clear All

[4 Email Report]. Fill in
the prompts as shown in

eady

Figure 8.

Figure 8 New Subject Line field is an optional field on the Email Reports form

| -

Message

- .

Customized Subject Line available on emailed reports - Message (Plain Text)

(=[O -

- The result is shown in

From:
To:
Ce:

theresa@admins.com

campbellt183@gmail.com

Theresa Campbell

Subject: o Customized Subject Line available on emailed reports

Figure 9. Most output
formats (.lis, .xml, .xIs)
are converted to PDF

Sent: Mon 2/25/2019 3:20 PM

=| Message | “n] GL_Fund_Element_THERESA.c5V (4 KB)

[ - 1 - 1 -2 TS

prior to emailing. If

Please find attached the report requested to be emailed |
These sections are
part of every e-mailed
report. ltems
numbered o - e
are customizable.

Here's the new report | mentioned
yesterday when we spoke on the phone.
Please let me know if this works for your.
Comments are welcome. Have afi

Thank you
Theresa

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

mailing a .csv file, the
.csv format is retained.

Figure 9 Email with attached file

[ADM-AUC-SY-8084]
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5. YEAR END PROCESSING P PO Rollover Processing [Fix]

This issue was found when a Purchase Order was rolled forward to a new account number and a void was
processed that cancelled a voucher. Voiding a check that cancels the voucher will:

1. restore the encumbrance (if the voucher was based on a purchase order), and
2. reduce the expenditure.

If the Purchase Order account number has been changed during the Purchase Order rollover process, the void was

re-establishing the encumbrance and reducing the expense on the original account, instead of the new account.
ADMINS corrected this and the new account will be used.

[MDT-SUP-SAPLAUC-1783]

6. HELP REFERENCE LIBRARY
The following new or updated documentation was added to the Help Reference Library.
6.1. New or Updated Documents

e PURCHASE ORDER PROCESSING PO-235 View Attachments from the Approvals Screen [New]
e OTHER PO-915 Favorites Screen [New]
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