PURCHASE ORDERS

RELEASE NOTES — MARCH 2021

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows PURCHASE ORDER system.
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ADMINS Unified Community

Release Notes — Version 21.1

Purchase Orders

1  PURCHASE ORDER ENTRY DELIVERY NOTES

March 2021

ADMINS fixed an issue with delivery notes when posting a PO change order. The posting change order process was
losing some of the delivery notes if there were many (over 20 lines) on the original PO. This has been fixed and was

patched to sites in December 2020. It is mentioned here to document the change.

== [AUC] 3055-Change Orders for PO - Posted [theresz)
File Edit Ledgers PurchaseOrders AccountsPayable Fined Assets HumanResources Budget

B S8 me»m BEHQ @ EF N

Collections  Tax Motor Excise Misc Billng  System Favorites Help

Open
PO [EXETE Change Orders for PO - Posted THERESA
B Vendor Code 000287 01 Dept Code  SCHOOL. SCHOOL |D-‘M”" FIREL ADMING INC
peas SAN ARTS & CRAFTS via Emai PODate  24-Feb-2021 FY S TH
USE VENDOR 475-3 Type Code Z  Zero Talerance
MILWALKEE n
WL 53268-9830 Ship To Attn )
Ship Date "
2 Detals (§) 3 tems 4 GL Detals 5 Status History 7 8 attnchmend 2) The original and subsequent
"Delivery Notes" remain
Chg*[Change Date _[Time _[Change User [Change Reason [Effective. endor Hame |_Betore Change] Difference]  §iter Change[Buttons ]
1 Pa—Feb-2021 14106 [THERESA [testing delivery ot Pa-Feo-2021 RIS & CRAF 304,55 9.5 9 Revort intact after the change order.
18] Delivery Notes for PO# 194808 *** Read Only
File Edt View Insert Format Help
Da| S|R) s «|o@-| R
[Courer New (Westem) ~l[0 =] m|lr|u|B|[= =5 =
z 0 ] T 3 0 T v T T L
ry notes that will print on /
¥, 24 February
Flease deliver to ©
These are also notes from e change der §
[Encumbered 384,25 I
Retained |
For Help, press F1 Ln1, Col 1 NUM

2  CHANGE ORDERS [FIX]

[ADM-AUC-PO-550]

If additional GL Account lines were added to a PO via a Change order but were left blank, under some conditions
those blank GL account lines were posted back to the PO which prevented creating a new voucher from this PO.

ADMINS corrected the issue.

3  AP/PO DASHBOARD APPROVALS

[ADM-AUC-PO-554]

== [AUC] 2520-AP/PO Dashboard [theresa]

AP/PO Dashboard
Goto
Purchase Orders Accounts Payable
aches In-Progress In-Progress
In Entry Began 13 [View In Entry Began 466 | View
In Error Status 4 | View In Error Status 4 | View
Ready for Release Ready for Release
Disapproved Disapproved
Ready for Posting 2 [View Ready for Posting 124 [View
- - Awaiting Approval
| Awaiting Approval 8 | view || 0P 2 [Vew
Change Orders Change Orders
In Entry Began 7 | View In Entry Began 3 | View
In Error Status In Error Status
Ready for Release 1 | View Ready for Release
Disapproved Disapproved
Ready to Post Ready to Post 1 | View
Awaiting Approval Awaiting Approval
g e A P— ks g e

Prior to the
software update,
selecting an “in
use” purchase
orders from the
Awaiting Approval
screen resulted in
a record lock.

L
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March 2021

B ' Purchase Orders Awaiting Approval

X

PO# Dept Ture Date Vendor Expected Ant Status In Use? Prinary Approve Tof
[i94774  SCHMAINT  Regular 25-Sep-2020 FM GENERATOR 408,95 Needs Supervisor App In-Use |
Toaven TIOILE Regular 2o-sep—2ul) PILE H TIFE 405,00 Neecls Supervisor Hpp TCUTLER
194751 ATHLETICS Regular 22-5ep-2020 MARK”S EQUIPMENT REPRIR .01 Hesds Supervisor App MCOMHOR
194738 DIFIETRO  Regular 22-5ep-2020 WBJ CIRCLLATION 60,00 Meecs Superviser App MFRIEDMEN
134735 DIFIETRO  Regular 21-5ep-2020 AMAZON CAPTTAL SERVICES Supervisor Fpp MFRIEDMEN
DIPIETRO i o MFRIEDMAH

DIPIETRO

CAPITAL SERVICES
HES MFRIEDMEH

v

Find Search | Cancel Help Eof

[AUC] 2520-AP/PO Dashboard

6 PO in use. Branching to Query

4

ADMINS added checking to prevent record locking.
Now, if the record is in use, the system will present
a message indicating that the record is in use and
will bring the user to a query screen.

[ADM-AUC-PO-555]

ENTER/VIEW VENDORS [Fix]

Accounts Payable P Vendors P Enter Vendors or View Vendors

Kl

Enter Vendors

Country [

AN
Ttle [ \

1Phone# [(000) 000-0000 Ext 000 Type [
2Phone# [(000) 000-0000 Ext 3000 Type ||

Contact

Web Site
General DelveryE-mail [ |

PO E-mail Address

@ Vendor® 031115 does not exist

Certified Vendor? ¢ N
Certiied By .
Date Certied ADMINS corrected an issue that
occurred when a non-existent
9 User Defined
e e T vendor number was entered in the
AName O — Enter or View Vendors screen. Prior
2Name 2 . . .
Sort Name ] — to this the display would remain on
4 .
Address 1 [ L the current record with no message.
Address 2 [ SN
Address 3 [ N
S?a’lt”_ Zip Code  [p0000-0000 [AUC] 2000-Enter Vendors X

Now, a message is displayed stating
that the requested “Vendor #xxxxxx
does not exist”.

This will help to avoid confusion
when entering and viewing vendors.

Send POs to Vendor via E-mail

ACH E-mail Address
BID E-mail Address

[
[

Status: Vendor

5 COMMODITY ITEMS [ENHANCEMENT]

[ADM-AUC-AP-934]

Commaodity Items may be used during Accounts Payable Voucher and Purchase Order data entry to improve
speed and accuracy. ADMINS improved using, listing, maintaining, and searching for commodity items.

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

March 2021

See the PO-610 Adding Commodity Items document in the Help Reference Libraries for basic information on

setting up and using commodity items.

Purchase Orders P Commodity Items P Item Setup

5.1

Lookup on Commodity Item [Enhancement]

ADMINS added an “Active Items Only” option to the lookup menu. Restricting the search to “Active Items Only”

helps the user to select the correct item. The options are now:

Maintain Commodity Items

e ] % |

Before

1: Items by Description

: Items by Description
: Active Items Only
: Non-Active Items

: ltems by Description o SVCS

2: Active ltems Only

: Non Active ltems R

[

VE ltems
: Sole Source Items only
: 1099 ltems

: Items by Class

4: Sole Source ltems only
5: 1099 ltems
6: Items by Class

oW

w

Price | After
Freight
1099 Code [

Item Class 1B LIBRARY DEPT

: Sole Source Items only
: 1099 Items
: Items by Class

O U WN R

When selecting “3: Non-Active” items,
the lookup will show the status as “D”
indicating the item is “Flagged for
Deletion” or “I” indicating the item is

Credit Card Item (@ No OYes
Account K020-000-0000-000-00-00-52400 inactive
PROFESSIONAL SERVICES '
iNon Active ltems | P
Iten# ItenDesc Class Unit Price Freight 10997 Vendor# Status Tof
~
phone Land Line Service phone 000000 )i}
BOARD LIBRARY : APPOINTED BOARD SALARIES LIB 000000 I
AIDTECH LIBRARY : TECHNOLOGY EQUIPMENT LIE 000000 I
beepers pagers and beepers phone Q00000 I
TO_121CENTER T5: SHAH/121 CENTER ST Items ShOW a StatUS 000000 i}
of I'Dl' or "Ill v
Find Search Cancel Help Eof
5.2 Item Table Listing [Enhancement]
B | Task 2550: Item Table Listing X
Item Table Listing
Optional: Enter up to 9 ltem Codes Edit |u values: |
Optional: Enter up to 9 Item Classes | Edjt |u values: l
Run as @ preview O Print  OPDF O CSV O Excel
If Printing use Duplex @ ves (O No
Lookup 0K Cancel Clear All
Figure 1 Before — the only selections were on Item Code and Item Class
== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 26
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ADMINS enhanced the Item Table Listing produced by clicking on the [2_Edit List] button. A Select Status option,

highlighted below, is now available, to filter the report.

Figure 2 After — the Select Status filter option was added — the default is © Ony Active

Table 1 Description of Item Table Listing prompt

== [AUC] 2511-Maintain Commodity Items [theresa] - X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B S E e+ & Q & &8 n
Maintain Commaodity ltems
Goto..
| tem
Actions
1Ak Description Line 1 [LTBRARY : ALD PROF SVCS
Line2 |
= Line3 |
2-Edit List
3 View tem by W1 Task 2550: Item Table Listing X
Item Table Listing
Optional: Enter up to 9 ltem Codes Edit 0 values:
Optional: Enter up to 9 ltem Classes Edit 0 values:
elect Status: ® Only Active O Only Inactive O Only Flagged Delete () Not Active O All |
Run as @ preview O Print OPDF O CSY O Excel
If Printing use Duplex @ vyes () No
-- Added 09-Jul-2007 By MUPDE\, Lookup 0K Cancel Clear All P

Prompt (Required are Bold)
Enter up to 9 Item Codes

Enter up to 9 Item Classes

Select Status

Run as

If Printing use Duplex

Description \
Click on the [Edit] button to select the codes to be reported

Click on the [Edit] button to select the classes to be reported

@®© Only Active (default)
O Only Inactive
O Only Flagged Delete

O Not Active (includes both inactive and flagged for deletion-see
example in Figure 3)
O All

®© Preview O Print O PDF® O CSV O Excel®
(either Preview or PDF® will be the default, depending on the site)

® Yes O No
(the default depends on the site)

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

[ <17l Blz[ufws] =| e v =[] &
|

2550-APPORITM.REP

Printed 19-Jan-2021 at 17:23:25 by THERESA

Item# Description

Vendor

AIDIECH LIBRARY: TECHNOLOGY EQUIEMENT

beepers pagers and beepers
BOARD LIBRARY: APPOINTED BOARD SALARIES
CWT1702_01 DO NOT USE - INCORRECT LOAN#

TS_121CENTER  TS: SHAH/121 CENIER ST

H #ltems

Page 1
City of ADMINS
Item Table Listing
Unit Price Account Status
4020-000-0000-000-00-00-54085 TECHNOLOGY EQUIPMENT Inactive
B 1000-292-0000-002-00-00-52030 TELEPHONE (BEEPERS) Tnactive
1000-610-0000-006-00-00-51180 APPOINTED BOARD SALARIES Inactive
FEAA_RRF_¥ARR_FH4_#x_v4_axx++ No access to Account Marked D
#HEA_BREoAAREotRAoseota-sewss No access to Account Marked D

Figure 3 Sample Item Table Listing using the @ Not Active selection status, Run as: @ Preview

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.3 Inactivate an Item

The inactivate option under the [Actions] button will set the status to inactive. When setting an item to “Inactive”
status, if the item currently has posted history on a purchase order or voucher, a message will be displayed. Click
[Yes] to continue and inactivate the item; click [No] to leave the item as is.

5.3.1 Inactivate an Item with Posted History

== [AUC] 2511-Maintain Commodity Items - x

Maintain Commodity Items

Goto..

ftem  EEET—

Description Line 1 [IBRARY: GAS AND HEATING
Line2 |
Line3 |

Add ltem
Edit List

View Item By

Inactivate Item

Sole Provider of e [AUC] 2511-Maintain Commuodity ltems

Flag ltem for Deletion uomMm
Price

Freight o P3192-Item has posted History for AP/PO. Continue to Inactivate [tem?

1099 Code
ltem Class
Credit Card Iltem

-- Added 09-Jul-2007 By MUPDEV3 Changed 15-Jan-2021 by ANTHEA Status: ltem Active Lkup up
Figure 4 Inactivating a Commodity item with Activity

5.3.2 Inactivate an Item with an In-Progress Purchase Order

Click [Yes] to continue and inactivate the item; click [No] to leave the item as is.

[AUC] 2511-Maintain Commodity ltems

o P3191-Iltem currently used on In-Progress PO, Continue to Inactivate
Item?

S

Figure 5 Inactivating a Commodity item with an in-progress Purchase Order

5.3.3 Inactivate an Item with an In-Progress Voucher

Click [Yes] to continue and inactivate the item; click [No] to leave the item as is.

[AUC] 2511-Maintain Commodity ltems

P3190-Item currently used on In-Progress Voucher. Continue to
Inactivate ltem?

-

Figure 6 Inactivating a Commodity item with an in-progress Voucher

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 26
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5.4  Flag Iltem for Deletion

March 2021

To flag an item for deletion, select Actions P Flag Item for Deletion. If the item has no In Progress activity, the item
will be flagged and deleted when the Remove Items Flagged for Deletion process is run (see step 5.5 below).

Maintain Commeodity Items
Goto.

It =
Actions em ELL

Description Line 1 [Cell Phone Chaj
Line 2

ez [ | ltems flagged for deletion -
the [3 View Item by] button

1-Add tem

2-Edit List

2 View fem by e will be unavailable, and a
‘ pon pr_k_ | message will be shown at
Freight [ the bottom of the screen

1099 Code [

ltem Class [ell Cell and Mobile Phore rees
Credit Card ltem No Yes
Account  [1000-189-0000-001-00-00-52030
TELEPHONE

- Added 19-Jan-2021 By THERESA Changed 20-Jan-2021 by THERESA Status: ltem Flagged for Deletion| |,

Figure 7 Item flagged for Deletion

up

5.4.1 Flag an Item for Deletion that is in use on an In-Progress Voucher

Check Error X

o E3034-Item being used on In-Progress Voucher, Status not Changed

If the item is in use on an In-
Progress voucher, this
message will be displayed,
and the status will remain
unchanged. Mark the item
as inactive instead.

5.4.2  Flag an Item for Deletion that is in use on an In-Progress Purchase

Check Error s

0 E3039-Item being used on In-Progress PO. Status not Changed

Order

If the item is in use on an In-
Progress Purchase Order,
this message will be
displayed, and the status
will remain unchanged.
Mark the item as inactive
instead.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.4.3  Flag an Item for Deletion that Has Posted History

0 E3035-Item has posted activity and cannot be flagged for deletion.

Check Error K

5.5 Remove Items Flagged for Deletion

To access the Remove Items Flagged for Deletion step menu, select:

March 2021

Items with posted history
cannot be flagged for
deletion. If an item with
posted history is flagged,
this error message will be
displayed and the status will
remain unchanged.

Accounts Payable P Module Maintenance P Remove Items Flagged for Deletion

Remove Items Flagged for Deletion

Description
Select tems Flagaed for Deletion
Maintain tems Flagaed for Deletion
Submit tems Flagaed for Deletion Process

Unsubmit tems Fiagaed for Deletion Process

Figure 8 Select Items Flagged for Deletion step identifies items flagged for deletion and produces two reports:

TS_121CENTER T5: SHAH/121 CENTER ST

*** Grand Total *** #Items: 3

& TedRE - ItmFigDel_2546_THERESA[2]lis - O X
File Edit Format Options
‘CourierNew j‘g j BlI‘HI.' iz| iE EE EElé
k11s -
2546-APPORREMITM.REP Printed 20-Jan-2021 at 10:15:50 by THERESA Page 1
City of ADMINS
Items Flagged for Deletion

Item # Descripticn Entered By Entered On
beepers pagers and beepers THERESA 19-Jan-2021
phone Land Line Service THERESA 19-Jan-2021

MMACKINNON 11-Aug-2020

Figure 9 Report of Items Flagged for Deletion

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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& TedRE - ltmFIgNoDel_2547_ANTHEA[11lis

Printed 15-Jan-2021 at

File Edit Format Options
|CourierNew LJ|9 LJ BlI QI.' il‘;f EE'EE él
ls11s

11:52:45 by ANTHEA

NOTE:The Fellowing Items will not be deleted as activity exists

Page 1

Item Description Activity

No Records Selected

Figure 10 Report of Items flagged that will not be deleted due to activity using the code

The next step

Maintain tems Flagged for Deletion

will become available. Select and deselect

items as desired using the “Sel” checkboxes on this screen; when finished, click on [4 Exit] to return to the step

menu.

[E== [AUC] 2267-Maintain Items Flagged for Deletion [theresa

B S8 wm e »m

S oai -
) .
. 4 mi

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

Maintain Items Flagged for Deletion

x

Goto.
Actions 1 Select All 2 Deselect All 3 Edit List 4 Exit
[sei]item [Description Class A
el |ltem escription
azers and beepers
1 |phone Land Line Service .
I [TS_121CENTER TS5: SHAH/121 CENTER ST

-- Added 19-Jan-2021 By THERESA Changed 20-Jan-2021 by THERESA

up

Next, click on the
Submit kems Flagged for Deletion Process

step. The first three steps on the menu will be grayed
out and unavailable; a message will popup with a
notification that the Process has been submitted to
run in the End of Day job:

The overnight process will remove the items.

Remove Items =

0 Process has been submitted to run in End of Day job

The Unsubmit Items Flagged for Deletion Process (the last step) will be the only available step. If any items should

not be deleted, click on the I

Unsubmit tems Flagged for Deletion Process

5.5.1 Confirm Results

to restart the process.

Check the following workday to confirm the items were removed.

[ADM-AUC-AP-1062]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6  BIDS [ENHANCEMENT]

ADMINS added a retainage field in the AUC BID module during Bid entry. When entering the vendor responses,
the retainage % field can be entered at that time as well. When a new purchase order (PO) is created from a Bid or
a line is added to a PO from a Bid, if that Bid line has retainage set — the retainage % will be brought into the PO.
Set up is required in the Bid Type table and the Bid Entry screen as shown in sections 6.1 and 6.2.

This will minimize the opportunity for errors during purchase order entry.

6.1 Bid Type Table

Added an option on the screen “Enter Retainage on Bid ®Yes O No”. Set to ® Yes to enter retainage on that Bid
Type.

Bid Types == [AUC] 15300-Bid Types - X
Bid Types
Type Description
T Description -
& I:(F'-eL - FE | fFe
Al Bartial Bids = Vendor Requirements Allow Partial Bids Vendor Requirements
Al Afermate N Bids =] Allow Alternate Iltem Bids
Bid Band o - Bid Bond O
May exceed each lhem price OYes  @Ho Insurance (] May exceed each ltem price wi] Yes  @No Insurance O
May exceed each ftem Gty i¥es ® No Prevaling Wage [m} May exceed each tem Qty OYes (g)- No Prevailing Wage O
Bring Bid Gty PO Oives @ MNo Tax Bong m] Bring Bid Qty to PO OYes @No TaxBond O
Workers Comp ] - " — O
MBEMWEE Cotscaton (] [Enter Retainage on Bid @Yes ONo b O
State Prequalification L Allow Entry of Retainage on Bid Items an O
Cmer 1 0O Otner 1 O
Cmer 2 [m] Other 2 O
Omer 3 o Other3 O
Cmer 4 m] Other 4 O

Figure 11 Before and After- the Bid Type Table with new Radio Button set to allow entering retainage on a bid
6.2 Bid Entry

A value may be entered in the Retainage field only if “Enter Retainage on Bid” is set to ® Yes on the Bid Type
table. Otherwise, during data entry, the field will be skipped and will not be editable.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 26
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6.2.1 Detail Tab

Bid# T Description  RECONGTRUCTION OF RIDGE, EAST RIDGE, AND RYAN STREET

Bid Type [TFEC COMSTRUCTION/CONTRACTS Last Bid# 2015-001
Requestedby  PUBLIC WORKs
Bid Opening Bid Effective Dates Individual O
Date Minority [~
Time [11:00:00,00 Non-Profit

i QTY CAT  Awarded Vendor
EXCAVATION, DISPOSAL & SCREENED GRAVEL BACKFILL ALL DEPTH $1.00 PER C.¥. a1 | | 000000

E [ECREENED GRAVEL #60 PER C,V QTY OF 400 I 000000
[
[

R I e e N _Rr_ RSy S
Figure 12 Before — no retainage % field on Bid Entry Detail tab

Bid # po17-001 Description  RECONSTRUCTION OF RIDGE. EAST RIDGE, AND RYAN STREET

Bid Type [igisll 1FBC Last Bid# 2015-001
Requestedby  PUBLIC WORKS

Bid Opening Bid Effective Dates Individual O
Date [03-Aug-2017 stat  [01-Oct-2017 Minority |_
Time [11:00:00,00 End [30-Sep-2018 Non-Profit O

~

7 ITYPE “C” CATCH BASIN
0Ty OF 13 @ 3,500,00 EACH

Figure 13 After—Bid Entry Detail Tab has an editable Retainage % field

6.2.2 Award Bid Tab

If a Bid was set up with retainage amounts, the amounts will be shown on a column in the Awarded Bid tab of the
Enter Award Vendors screen.

Bid#  EE— TRANSPORTATION SERVICES FOR PROGRAMS

Bid Type IFBT Irwitation for Bid Term Bids Last Bid# 2015-000
Requested by VARIOUS
Bid Opening Bid Effective Dates Individual
Date 22-Mar-2017 Start  01-Apr-2017 Minority
Time 11:00:00,00 End  30-Nov-2018 Non-Profit

Figure 14 Before—no retainage % column on the [7 Awarded Bid] tab
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If the retainage % changes after the bid has been awarded, enter the new Retain% on this screen and click the
[Y Update Award Bid] button to update the bid and allow the new retain% to be used on a PO.

NOTE: if PO using this Bid has already been created and the retainage changes,

do a change order to the PO to update the retainage on the PO. Updating the
awarded bid will not automatically update existing Purchase Orders. Use the

[7 Award Bid] tab of the Bid Entry screen to add retainage to lines once the bid

has been awarded.

Enter Award Vendors Auarded Bid
Gote. Bid # Description  PRINTING OF CITY LETTERHEAD, BUSINESS CARDS = ENVELOPES
Actions Bid Type IFET IFBT Last Bic# 2018-006
Requested by VARIOUS DEPARTMENTS
X Bid Opening Bid Effective Dates Individual
e —— Date 27-Jul-2020 Stat  01-Aug-2020 Minority
Time 11:00300,00 End 31-Jul-2022 Mon-Profit
1 Class 2 Vendor (25} 3 Vendor Email 4 Cateqory S Detail (22} 6 Responses ‘ 8 Attachment (1)

Line  [Description Vendor [Vendor Name Retai Price] Quantity] Ext Amount[E
1 [ETTERHEAD: ELACK INK, ©.5x11 STRATH. WRITING [000ZE7 [5AH ARTS & CRAFTS 4€.0000 5 .0000 Z.990.00
z ELANK STATIONARY FOR MAYOR'S OFFICE, B.5x11, 5 [000287 [5AX ARTS & CRAFTS 5.00 38.5000 5.0000 192.50,
B LETTERHEAD: COLOR INK. 8.5x11 STRATH.WRITING W [000287 [5AH ARTS & CRAFTS 5.00 46,0000 30,0000 1,380,00
q LETTERHEAD: MAYOR'S OFFICE B,5x11, ASTROPARCHE [000287 [SA ARTS & CRAFTS 52,2500 10,0000 522.50
& BLUSINESS CARDG: ELACK INK 0% WHITE COVER STOC 000257 [5AH ARTS & CRAFTS 5.00 73,0000 40,0000 580,00
g BUSINESS CARDS: COLOR INK 0% WHITE COVER STOC 000287 [5AH ARTS & CRAFTS 5.00 22.0000 5.0000 110.00,
7 DOUBLE SIDED EUSINESS CARDS WITH ELACK INK, 80 000257 [5AM ARTS & CRAFTS 28,0000 0000 140.00
g DOUELE SIDED EUSINESS CARDS WITH COLOR INK, 80 000257 [5AH ARTS & CRAFTS 5,00 26,0000 50000 140.00
g REC. BUSINESS CARDS: ELACK INK B0% RECYCLED CO [000Z57 [5AX ARTS & CRAFTS 5.00 72,5000 10,0000 575,00
10 |REC. BUSINESS CARDS: COLOR INK B0#% RECYCLED CO [000287 [SAH ARTS & CRAFTS 22.5000 5.0000 112,50
11 |REC, DEL SIDED BUSINESS CARDS WITH BLACK INK, [000ZB7 [SAH ARTS & CRAFTS 5.00 28,0000 50000 130,00
12 [REC. DEL SIDED BUSINESS CARDS WITH COLOR INK, [000ZE7 [5AM ARTS & CRAFTS 5 00 26,0000 50000 140.00
12 [R.0.V.: #9 CUSTOM RETURN BUS. ENVLFE W/ BLACK 000 197,50
14 [TAW COLLECTOR: #9 CUSTOM RTRN BUS, ENVLPE R/ B |{ - - 000 300,00
15 [FEALTH TEPT; #10 REG ENVELOPE W/ BLACK INK, ST Add retainage and then click on 0600 355,00
16 |#10 REG. ENVELOPE: BLACK INK 24% HHITE WOVE, S [Y Update Award Bid] - future purchase 000 3,555.00
17 #10 REG. ENVELOPE: COLOR INK 2d# WHITE WOVE. SH orders will include the retainage % 000 1.777.50
18 [#10 REG, ENVELOPE; COLOR INK 24% STRATH, BOND, 000 447 50|
15 [TAX COLLECTOR: #10 REG, ENV. W/ BLACK INK, 24% ho00 193,75
MORE 0 Edit List W Apply Single Vendor P Replace Vendor I Y Update Award Bid l Bid Amount 18,808.75

Figure 15 After-retainage % column on the [7 Awarded Bid] tab

6.3

Open and Award Bids (Query Screen)

If a Bid was set up with retainage amounts, the amounts will be shown in a column in the Open and Awarded Bids
[1 Summary] tab.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.3.1 Summary Tab
Open and Awarded Bids Open
= Bid # o17-000 | Description  RECOMSTRUCTION OF REIDGE. EAST RIDGE. AMD RYAN STREET
Actions . N
Bid Type IFBC CONSTRUCTION/CONTRACTS Last Bid# 2015-001
Requested by PUBLIC MWORKS
X Excel Bid Opening Bid Effective Dates Individual
V by Vendor Date Start Minority
Time 11:00:00,00 End MNon-Profit
< 1 Summary 2 Detail (77) & Attachments 4 Purch Orders S Vouchers
Line  |Description [vendor Qty| Prics Ext Amt Purchase Purchase A
1 EXCAVATION, DISPOSAL &
g SCREENED GRAVEL
g TEST PITS
4 EXCAVAT ION/SURFACE IMPROVEMENT
15 TEMPORARY PAVEMEMT REPAIR
8 1-172 INCH TEMPORARY PAVEMENT
T oL T T s i L e R I TR S e— T P Y e r
T
Figure 16 Before — Open and Awarded Bids [1 Summary] tab has no Retainage % column
Open and Awarded Bids Closed
Bid# G Description  RECONSTRUCTION OF RIDGE, EAST RIDGE, AND RYAN STREET
e Bid Type IFEC IFEC Last Big# 2015-001
Requested by PUBLIC WORKS
X Excel Bid Opening Bid Effective Dates Individual
V by Vendor Date 03-Aug-2017 Start  01-Oct-2017 Minority
Time 11:00:00,00 End  30-Sep-2018 Non-Profit
_ —
lm 2 Detail (77) B Attachments 4 Purch Orders 5 Vouchers
Line  [Description Vendor Retain) Price| Ext Amt| Purchase Qty]  Purchase Amt| ~
i CLEARING AND GRUBEING 004240-01 30,000,0000 30,000,00 30,000,00
E EARTH EXCAVATION 004240-01 161,200.0000 | 151,200,00 151,200,00
E CUT BITUMINOUS CONCRETE PAVEMENT 004240-01 2,145,0000 2,145.00 2.145,00
7 TRENCH EXCAVATION (0°— 4 DEEP) l00d4240-01 4000000 400,00 400,00
3 [ROCK IN TRENCH EXCAVATION (0° - 4° DEEF) 004240-01 40,0000 40,00 40,00
E TRENCH EXCAVATION (0 - 107 DEEP) [004240-01 300, 0000 300,00 300,00
W7 PO TRERCH OXCAYRTION F 100 TREE, e 00224001 1 35,0000 | om0 Lo o L .00) | S

Figure 17 After-Open and Awarded Bids [1 Summary] tab has Retainage % column

6.3.2 Detail Tab

If a Bid was set up with retainage amounts, the amounts will be shown in a field in the Open and Awarded Bids [2

Detail] tab.

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

Page 13 of 26



ADMINS Unified Community Release Notes — Version 21.1

Purchase Orders March 2021
== [MDT] 15200-Open and Awarded Bids g m] X
File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Other Favorites Help
B &E Wwe»m &Y Q @ @F U
Open and Awarded Bids Open
S Bid # Description  RECONSTRUCTION OF REIDGE, EAST RIDGE, AND RYAN STREET
Actions
Bid Type IFBC CONSTRUCTION/CONTRACTS Last Bid# 2015-001
Requested by PUBLIC WORKS
X Excel Bid Opening Bid Effective Dates Individual
V by Vendor Date Start Minority
Time 11:00:00,00 End Non-Profit
1 Summary 8 Attachments 4 Purch Orders 5 Vouchers
Line Description Qry Price  Awarded Vendor
1 ROCK EXCAVATION, DISPOSAL & 000000

SCREENED GRAVEL BACKFILL ALL

DEPTH $1.00 PER C.Y, QTY 75

Model

7 SCREENED GRAVEL 000000
$60 PER C.Y QTY OF 400
oramd® oo dP i matmd T I ol rnnd N L AP e P e abanccssaD

Figure 18 Before — Open and Awarded Bids [2 Detail] tab has no Retainage % field

= [AUC] 15200-Open and Awarded Bids
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B SGE we +m By Q @ a4
Open and Awarded Bids fuarded Bid
Bid # pozo~o10 ] Description  TREE TRIMMING AND STUMP REMOVAL
Ak
EaR Bid Type IFET IFET Last Bid# 2019-013
Requested by PUBLIC WORKS
X Excel Bid Opening Bid Effective Dates Individual
V by Vendor Date 2d4=Jun=2020 Start  01-Jul=-2020 Minority
Time 11:00;00,00 End  30-Jun-2021 Non-Profit
1 Summary 55 8 Attachment (1) 4 Purch Orders 5 Vouchers
Line Description ary Price Awarded Vendor
12 440 MIDDLEFIELD STREET 1,0000 §47,2700 006599 SUCCESFUL IMAGES IN
Model R 2
etainage %
19 OPPOSITE OF 540 MIDOLEFIELD STREET ag SUCCESFUL IMAGES IN
o OPPOSITE OF 1 BRETTON PLACE 1,0000 985,0800 006539 SUCCESFUL IMAGES IN
NPT Sy L SUSL y yr e D I O P e e N

Figure 19 After — Open and Awarded Bids [2 Detail] tab has Retainage % field

6.4 Entering a PO from a Bid with Retainage

The retainage amounts are not retroactive to existing purchase orders — if purchase orders exist that are missing a
required retainage amount, do a change order to the purchase orders.

This illustrates creating a new purchase order from a bid that has lines with retainage. This simple example uses
five lines from the bid. Lines 1 and 2 are set to retain 5%; line 3 has no retainage set.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 26
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== [AUC] 15200-Open and Awarded Bids
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B ESE me+m EH Q@ Fua
———_ Open and Awarded Bids Fwarded Bid
e Bid # P020-001 Description  PURCHASE OF TRAFFIC SIGN MATERIALS
Acti '
ik BidType IFBT IFET Last Big# 2017-022
Requested by PUBLIC WORKS
X Excel Bid Opening Bid Effective Dates Individual
V by Vendor Date 29-Jan-2020 Start  01-Feb-2020 Minority
Time 11:00:00,00 End  31-Jan-2022 Non-Profit
1 Summary 2 Detail (77) 8 Attachmagt (2) 4 Purch Orders (1) 5 Vouchers
e £
Line  [Description Vendor Retain® Qty| Price] ExtAmt]  Purchase Qty]  Purchase Amt] A
" ¥ 12" ALUMINUM SIGN BLANKS MINIMUM ,0B0 GAUGE [007683-01f 5,00 50,0000 2,5200 126,00
2 12" X 6" ALUMINUM SIGH BLANKS MINIMUM ,080 GAUGE 007683-01| 5,00 50,0000 1.,8000 90.00
3 12" ¥ 12" ALUMINUM SIGN BLANKS MINIMUM ,0B0 GAUGE |007683-01 50,0000 3.,4000 170.00
4 12" ¥ 18" ALUMINUM SIGN BLAMKS MINIMUM ,0B0 GAUGE |007683-01 200 ,0000 5,0400 1.008,00
5 12" X 36" ALUMINUM SIGN BLANKS MINIMUM .0BO GAUGE [007683-01 20,0000 10.0800 201.60
6 18" X 18" ALUMINUM SIGM BLANKS MINIMUM ,0B0O GAUGE [007683-01 50,0000 7 .5600 378.00 .
Y = T 2 e T AL QO e J0TEF RO =
Figure 20 Bid 2020-01 has retainage set on lines 1 and 2; no retainage on line 3
4 &
S — { Srtny Josmn PO # 192802 Purchase Order Items Frir Fesen
—— / Expected Amt J _ J Expected Amt
‘w } Q Attachments [ 1562.00 ! l Q Atiachments 1562 ,00
reight Other GL Total Ext Amount 7 Price  Freight Other Ext Amount
9 | 126,00 126.00 @E —és‘jm BLATKG MINIMUM 080 2.5200 126,00

1/1 31-Jan-2022

" Requséiond _ Coniract # (WDT)
[

Bid#"2020-001/2 31-Jan-2022

170,00

170,00

2’

90.00

Lines 1 and 3

Bid# 2020-001/3 31-Jan-2022

: ) /. M SIGN BLANKS MINIMUM 080 j

have retainage;

Figure 21 PO created using bid lines 1, 2, and 3 - lines 1 and 2 have retainage, line 3 does not

Spit @O—OOO? o —] Requumorw Contract#]
B 06,000 [ 127 % 187 r 1008,00 1008.00 .| line 3 does not
G S— | — =2 m
Bide 2020-001/4 31-Jan—2022 /
spit [poco-550-gf o { ¥ STEN BLAWE FIRTFON L0801, 00 1008.00
B Bo.oooo [T Bor x 127¢ 168.00 168.00 T} Requston# Coniract# (MDT)
D = l 4 — ,
T Bid# 2020-001/12 31-Jan-2022 / ] Retanage% Retanage Amt
Spit m LA
6Add New PO u.oauj Oroaress Entered Amt 156200 I / Entered Amt 1562.00
1 1
1

In Figure 21, the [2 Entry] tab of the purchase order shows the bid lines used to create the purchase order. The [3
Items] tab on the right side of the screen shows the retainage percentages.

I Tips |

Bid# 2020-001/3 31-Jan-2022

170t

Note: PO line numbers can but do not necessarily correspond to bid line numbers. The Bid Number

and Line numbers are shown on the [2 Entry] tab of the Purchase Order Entry screen.
170,00

[ADM-AUC-BID-9]
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7  CONTRACTS [ENHANCEMENT]

Contract Entry
Contracts can require an insurance certificate, and certificates Dept Code
have expiration dates. The Insurance Cert checkbox is set, and Award Date

the expiration date is supplied during Contract Entry. Ef:’_”""; t
nding Date

Overspend%

Insurance Cert @ Expires  P8—Feb-2021

7.1  Report of Expiring Insurance Certificates

== [AUC] 14070-Contracts Query - Posted ADMINS created a hew
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help “ .
B EGE i« » 0w & Q& 48 A report Of eXpIred or
H ”n
Contractt T Contracts Query - Posted Open due to expire soon
Goko Vendor Code (01833 01 Dept Code FIRE Fire Departme | Advertised From Insurance Certlflcates
ADMINS INC AwardDete  01-Jul-2020 T
Actions 219 LEWIS WHARF Effective 02-Jul-2020 Wedia 1 that may be run on
BOSTON Ending Date  01-Jul-2025 Media 2 .
WA 02110-3927 b Wedia 3 demand. The report is
nsurance Cert Expres  31-Jan-2021 )| Media 4 . .
e also included in the
2021 CFY LD CcFY D [Notewmaitble weekly job that runs on
Value 5000000
Encumbered Retained
s Rt a Sunday or Monday
night.
1 Lines (1) 2 Detaiis 3Addinfo 4 Status History 5 POs & Vouchers 7 Changes Q Attachments
!I?n: I:::;D::vi:::nhrn . | Qﬂl Qty Bl\l 55;1033?31 En:umbrledi Umﬁg&e&dl R:Iuin:dl Retain to PMI Paldl 500::8(‘)' Th ere pO rt W| ” be sent
= ' : : ' : W : : ' ' to members of the
Unencumbered 50000.00  Retain To Pay Balance 50000.00 .
CONRPT email

distribution list.

7.1.1 Module Control 14002

Use module control 14002 to set the number of days before the expiration date to use when selecting insurance
certificates to list on the report.

Purchase Orders » Module Maintenance P #14002

= [AUC] 3900-Purchase Order Module Control
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help

B SE me+m Yy Q @ F Y

Purchase Order Module Control
Seq#|Description [Answer Buttons -
Actions H:L Fiscal Vear 021

2 Name of Community City of ADMINS

3 End Month and Day of Fiscal Year [JUN30] JUNZ0

8 |Used to Validate How Mary Years from current FY a user can ad |1

80 [Common Transfer Directory id: ‘vauc_development. vadmnhome\transfer

91 [Screen Timeout for Posting/Approvals screens 1200

e gR00 Fenoqr Reguirgs AAgresp L/l ol o o o e e e o] SN

3600 |L0a11yT & Days prior to TODAY to report on New PO Attachments 5

14000 [Generate Contract# via [Clomputer or [Mlanual M
4001 MNefaglt Contract Ousntitu to [1]
14002 |[Contracts] Report ## Days before Insurance Expiration 14 1Edt

Status: Active

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 16 of 26
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B | [AUC] 3900-Purchase Order Module Control [theresa) *

[Contracts] Report ## Days before Insurance Expiration

Optional: Enter Yalue [Range: From 0 To 365

Lookup Cancel Clear All

7.1.2 CONRPT Email Distribution List

Add users to the CONRPT email distribution list to receive this report each week. The report will only be produced
if there are insurance certificates that are expired or due to expire. This report has been added to the WEEKLY
process in addition to the report library:

7.1.3  Run Report #14810 from the Purchase Order [7 By Contracts] Library

== [AUC] 15910-AP/PO Report Library for Contracts
AP/PO Report Library for Contracts
Goto...
_ Report Name View Report [Last Run Date | A
Actions = T s T oo, ———
14610-In Progress Contracts - Summary Run [17-Jun-2020
14612-In Progress Contracts - Line Detail Run |17-Jun—2020
—————--- Open Contracts —-——-—---
Report Categories 14622-0pen Contracts — Summary Run [17-Jun-2020
1 By Vendor 14620-0Open Contracts — Line Detail Run [17-Jun-2020
2 Bv Commodity em 4001 (een Contracte set to Pxpire Detusen Bun
3 By Purchase Order d4810-Contracts with Expiring Insurance Certificates |
4 By Voucher TOSCED Coneracre T
5 By Disbursement 14630-Contracts w/ POs and Vouchers Run
& By Bids 14635-Posted Contracts — Summary Run |17-Jun-2020
7 By Contracts 14636-Posted Contracts — Detail Run [17-Jun-2020
— =a E@Q—V “=cy Age Repor
| Task 14810: Contracts with Expiring Insurance Certificates X

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

Sort: (® Expiration Date O Contract? O Vendor Name

Run as @ preview O Print - OPDF O Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All
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e@ TedRE - Contracts_Insurance_Expire_THERESA[2]lis
File Edit Format Options

‘CuurierNew LJ ‘g LI M _EI == [E == @

)

14810-CONHISINSEXE.REP Printed 24-Feb-2021)at 14:30:14 by THERESA Page 1
y of ADMINS

Contracts with Expiring Insurance Certificates

Open Contracts with Insurance Certificates expired or will expire on or before 10-Mar-2021

Effective== Contract=== Insurance==
Contract# Vendor Date Ending Date Expiration
-Ensurance Certificates Expired |
10 001833701 ADMINS INC 02-Jul-2020 01-Jul-2025 3]-Jan-2021

Total # Contracts 1

Ilnsurance Certificates about to Expire]

024220/01 ADRIAN NRME PLATES

11 01-Aug-2020

-Rug-2026_01-Mar-2021

This report shows

1.) insurance certificates that are expired,
and

2.) certificates that are about to expire.

Total # Contracts 1

Grand Total # Contracts 2

Selection Legend:

Sorted By: Contract Ending Date

7.1.4 Weekend Job Sends the Report

Example of email from Weekly:

aucdev@admins.com
To Anthea Dimond

Contract_lnsurance_Expirexml o
10 KB

File Attachment Included

Email List: [CONRPT] Contract Reports for Daily/\Weekly

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

[PLUTO-AUC] Weekly: Open Contracts with Expiring Insurance Certificates

March 2021

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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H ©- = Contracts_Insurance_Expire_THERESA[1].xml - Excel — |
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do..  Theresa Campbell Q_ Share
A2 - Jfr | Contract# v
A B C D E F -
2 [Contract# |vendor Date Date End-Date
3 |Insurance Certificates Expired
4 _'10 001833/01 ADMINS INC 71212020 7/1/2025 1/31/2021
5
6 Total # Contract 1
7 —
8 Insurance Certificates about to Expire
9 _'11 024220/01 ADRIAN NAME PLATES 8/1/2020 8/1/2026 3/1/2021
10
1 Total # Contract 1
12
13 |
14 Grand Total # Contract 2
15 |
Conhisinsexp @ P »
Ready il mo- 1 + 120%

7.1.5 Enter a New Expiration Date via Change Order

Once the vendor supplies an up-to-date insurance certificate set the new expiration date via a Contract Change
order. Remember to enter a change reason.

[MDF-SUP-SAPLAUC-1072]

8  QUERIES [Enhancement]

Purchase Orders P Queries

== [AUC] 3016-View All Purchase Orders
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B ESE e »m W O @ @Fa

View All Purchase Orders

Goto...

Actions

2 PO% 3 DeptCode 4 PODate S5 EntryUser | 6 Vendor Name Year |DelvAdqinvAddr| Posted| InPrg| Chgs|Status PO Balance|
1 Select ECHNOLOGY  [31-Aug-2020 [ ERATION GENIUS 2021 |6 14 1 Open 795,00
194566 |MIDDLE 31-Aug-2020 | AMAZON CAPITAL SERVICES [eo21 [12 14 1 Open 319.92

Figure 22 View All Purchase Orders Query Screen — Select the Purchase Order using the [1 Select] button

8.1  Status History Tab Shows Additional Information

If a voided check / voucher cancellation re-opens a Purchase Order— the system stamps a note on the
[5 Status History] tab of the Purchase Order Query screen to explain why the PO was re-opened. The note will
include that the PO was re-opened, the check number that was voided, and a note that the voucher was cancelled.

Select PO P Click On [5 Status History]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 19 of 26
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== [AUC] 3053-PO Query - Status History
File Edit Ledgers Purchase Orders AccountsPayable Ficed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B &E We+m Y Q& Fu
Open
PO# | PO Query - Status History ICOROT
— VendorCode 027876 01 DeptCode TECHNOLOGY ~ TECHNOLOGY Deliver To g BELLINGHAM HIGH SCHOOL
Actons GENERATION GENIUS Via Emai PODate  31-Aug-2020 FY 2021 Invoice To 14 BELLINGHAM BUSINESS OFF
. 14622 VENTURA BLVD #2026 TypeCode R Regular 1 Delivery Notes J internal Notes
SHERMAN OAKS D Conroy to order |per Carclyn,
CA  91403-0000 Ship ToAttn ) Conroy once PO# is transfer from
+ assigned COVID funds
5 Status History Expacied At
2 Details (1) 3tems ichers (1) 7 Changes B Aftachment (1) 795,00
Ehange Date |Time User Status Notes
EG—Jan-EOQl 12:16:27 .15 |THERESA Epen e-Open PO, Void Ck 0361533 , Cancel Vouc
—Sep— 134133, pen
02-5ep—-2020 [15:59:25.08 [JREBELD [Reacky for Posting
02-Gep-2020 [15:55:12.67 [MGARDFAND jeedls Departnent Head Appr
[02-Sep-2020 |14:54:03.41 [JREBELD [Needs Supervisor Approval
[31-Aug-2020 |19 [Needs Budget Overrice
Ready For Release
ntrd Began ew Notes
{ ] ] | J
i
Encumbered 795,00  Liquidated Relieved Paid Balance 795..00
Retained Liquidated Relieved Paid

Figure 23 Status History tab with informative notes when a check is voided and the voucher is cancelled

Select the [6 Vouchers] tab for more information.

Open
Associated Vouchers
Goto... "
i Vendor Code 027876 01 DeptCode TECHNOLOGY — TECHNOLOGY Deliver To g
m Via Email PO Date 31-Aug-2020 FY 2021 Invoice To. 14
TypeCode R Regular 1 Delivery Notes J Internal Notes.
to order |per
Ship To Attn once PO# is transfer § from
Excel Ship Date assigned COVID funds
Expected Amt
2 Details (1) 3 tems 4 GL Details 5 Status History 6Vo 1 7 Changes 8 Attachment (1) 795.00
Line [UserBatch [Voucher= y|ltem Description Invoices \Vendor Paid Check#® |Check Date Status Ext Amount|
1 16565 465145 P |BMS School License GGO044814 Closed 795,00
PO Balance w/-WIP 795,00 PayWIP Paid Total
X More K Previovs  Encumbered 795,00 Liquidated Relieved Paid Balance 795,00
Retained Liquidated Relieved Paid

Figure 24 The [6 Vouchers] tab provides more information about the voucher and invoice number

8.2  Quantity Balance on Purchase Orders

[ADM-AUC-PO-545]

ADMINS added a Quantity Balance field on the [3 Items] tab of the PO Query screen that shows the Quantity

Balance is for

Expected Amt
2 Details (1) 3 tems 4 GL Details S Status History & Wouchers (1) 7 Changes & Attachment (1) 5090, 00
posted Vouchers
Line ltem Item Description Qty UOM FA Price  Freight Other Ext Amount .
L testing 123 100,0000 45,5000 500,00 5090.00 only. Any n-
Requistion#  Contract # (MDT)
progress vouchers
Retain % Retain Amt .
will not be
reflected.

Figure 25 Before — the Items tab of the PO Query screen
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== [AUC) 3035-PO Query - Posted [theresa)
Open
PO Query - Posted ANTHEA
S Vendor Code 001833 01 Dept Code FIRE Fire Department |DeliverTo 4 CLARA MACY ELEMENTARY S
At ADMINS INC Via Email PO Date 11-Feb-2021 FY 2021 Invoice To ¢ CLARA MACY ELEMENTARY S
219 LEWIS WHARF Type Code R Regular 1 Delivery Notes J Internal Notes
BOSTON No text available No text available
MA  02110-3927 Ship To Attn
Ship Date
— Expected Amt
2 Details (1) ° 4 GL Details S Status History 6 Vouchers (2) 7 Chanaes 8 Attachment (1) 229500.00
Line ltem Item Description Qty QtyBalance Price | Freight  Other Ext Amount
Il_ testing new error message 229500 ,00
5000,000 4785,850 45,9000 ortract # MoT)
Requisition#
o etain Amt
Retain %
Encumbered 229500,00  Liquidated [F42.55  Balance 219670.51
Retained Liqui
Figure 26 After - PO Query screen [3 Items] tab with remaining Qty Balance field
Open
Associated Vouchers Suitn
e VendorCode 001833 01 Dept Code FIRE Fire Departnent |[DeiverTo 4 CLARA MACY ELEMENTARY S Use the [EXCEI] button on the
A ADHINS THC Via Emal PODate  11-Feb-2021 FY 2021 imsice To 4 CLARA MACY ELEMENTARY S )
219 LENTS WHARF TypeCode R Regular eivery Notes 1 nternai otes vouchers tab to see in progress
BOSTON No text available No text available
[ e |”“ cetto-3327 o oA quantity expenditures and see the
= Expected Amt balance.
2 Details (1) 3kems 4 GL Details 5 Status History hanoes 8 Attachment (1) 229500, 00
line [UserBatch _[voucher® g [invoices__[vendor Paid__[Checks _[Check Date __[Status & Amoun]
T [166a3 [E9659 |1 [testing new error message [TEST ADM A Ready For Fost 559,62 H Y H
[T J1e631 [689629 |1 |testing new error message EST [Cash Disbursem 47.45 Credlt quantltles WI" now ShOW as
[[_[i6634 69533 [I__|C [testing new error_nessage DF ADFLADF [Cash Disbursen —4530.00 . ®
negative on the Excel
PO Balance wi- WIP 219080.69 Pay Wi 589.82 Paid 4542 .55 Total -3952.73
spreadsheet
Previ Encumbered 229500,00  Liquidated Relieved 9629,49  Paid -4542,55  Balance 219670.51
Retained Liquidated Relieved Paid

H 9-

File Home  Insert

(=1 Credit quantities now
show as negative

Page Layout

ahat you want to do.

S

PO_Vouchers_THERESA[3Lxm! - Excel

In progress vouchers are

Theresa Campbell 5 Share}

[ listed on the Excel output
8 < D £ 3 Qty Price L M N ==
1 PO# Line# UserBatch Voucher# V#line Voucher-Type |tem Description jght Other Retain Paid PO RIIHIHHQ Ehlam:e Relieved PO Voucher Status Invoice# Invoice_Date Vend
2 figarat 176631 489520 1 Payment Voucher testing new eror message 211 31415 4590 1437204 4745 12473 40 Cash Disbursements TEST 2112021
3 fioaTat  171eEa sesas 1 Gredit Voucher testing new error message 2/1120M _100.00 -45.00 459000 Sloeras: -3 560%9 Cash Disbursements ADFADFQADF 21112021
4 Foaret  17ee4s  Teoeso 1 Payment Voucher testing new ermor message 2/27/202 s80.62 21008089 M ReacyforPosting  TEST ADMAUC PO 557 212712021
12.85 4590 3.052.73 _ oema

Figure 27 In progress vouchers

9

Ledger Transaction History Reports

Goto.
) [Report Name Tview Report | ~
e 1630-Transaction Detail Report u/Notes l Run
2 Run
153}Trmsacum Detail Report w/Notes & Vendor Run
1629-Transaction Detail - Debits/Credits Only Run
Report C. 1631-Transaction Detail - Debit/Credit - No Approp Roll Txns Run
1 Veario Dat [16Z6-Transaction Detail - Debits/Credits (v/ Check®) Run
W [1633-Transaction Detail Report - Interfund Transfers Run
Loluna 1634-Transaction Detail w/ Running Balances Run
4 Other 1635-Transaction History (Summary) Run
SRR s ZaT rpsaatigo Symnary JNogRrgropk RoLL Kud), o o o oL LaRi L ST
1265 (PeuiSactivg Lutawis of _umhary Poscing - ate kunge [ L
[1655-Transactions Current vs Prior for Date Range Run
1050-Transaction Report — PO Transactions | Run
= Run
|

GLRPTLIBTRX

[ADM-AUC-PO-557]

REPORTS — #1050 Transaction Report — Po Transactions [Fix]

Prior to the software update, this report
was missing PO transactions done by
liquidating a voucher via voucher type “L”
— liguidate remaining balance of PO.
(Transaction type = PO10).

ADMINS corrected this and the report
now includes all Purchase Order
Transaction types.

Ledgers P Reports P Transaction History P #1050 Transaction Report — PO Transaction
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1050 Transaction Report - PO Transactions

e TN —— GL Transaction Codes
FY £021 Tel2i  StariDefe  [i-Jul-2000  EndDale [14-Dec-2020

fe

Code |Description
Disbursement. Posting

"j":i;"" “CE"E"”S:_"""" AP02 [Noucher Posting
[Jumstey A Pesing APO3  Noucher Change Order {rewverse)
) Fund Ecuty [ Surmmary
) txpenature APO4  Noucher Change Order {new?
fevemee APOS  [Voucher Liguidation
APOS  |Void Check Transaction
W1 Task 1050: Transaction Report - PO Transactions %
APO7  [Credit Card Payments
PO Transaction Report
Wrchﬂse Order Original Encumbrance
Run 85 O PreviewO Print OPDF @ Excel PO02  [Encumbrance Relief
I Printing use Duplex & v, ) Ne [ % of Budget has been expended POO3 |PO Change Order (reverse)
Lonkup Cancel | Cleai — F004 P Change Order (new’
Posted Date ) Batch — POOS  |PO Liguidation
SoeraiTion e I PO06  |Opened via Voucher Liguidation
:fgf'cm Oupl Grovp FOOE |PO Liquidation from Roll Over
Controis Vouctar FOO9 PO Roll Over to Mew FY

::;Zﬂr‘aumw 5 PO10 |PD Ligquidation via Final Pay on Voucher

PO11 |Open via Voucher Liguidation w/ Ligidate

Figure 28 This report is run from the Ledgers menu

& TedRE - GL_Trxn_Detail_PO_THERESA[2].lis - X

File Edit Format Options
[Courier New S [e =] Blz|ufw~] =| z| &

1050-GLTRNDETPO.REP Printed 07-Jan-2021 at 17:18:48 by THERESA Page 102|
Transacticn Report - PO Transacticns

Fiscal Year: 2021 to 2021

Trans Date Code GLPosté# User Batch Ref#  Line GLLn Posted On  Rollover Amount Encumbrance Enc. Change Enc. Relief Enc. Liquidation Balance Payments Vendor
16-0ct-2020 AP02 8882369 16594 468886 1 1 19-0ct-2020 8.89 027483-AMAZON CAPIT
16-0ct-2020 AP02 8882369 16594 468886 2 1 19-0c5-2020 93.99 027483-AMAZON CAPIT
16-0ct-2020 PO02 8882369 16594 194715 1 1 19-0ct-2020 (8.89) 027483-RMAZON CAPIT
. L E L 1 19-Oct-2020 (93.99) 027483-RMAZON CAPTT
16-0Oct-2020 m BE22360 EBHIS 601 1 19-Oct-2020 (8.89) 027483-AMAZON CAPTT,
68605 1 1 25-5ep-2020 93.98  027483-AMAZON CAPIT
23-Sep-2020 AP02 8882339 16582 468607 1 1 25-Sep-2020 434.85 027483-AMAZON CAPIT
23-Sep-2020 POO1 8882346 BB82346 194759 1 1 25-Sep-2020 1,571.00 029683-I1.D.SIGN GRC|
23-Sep-2020 PO01 8882346 B882346 194759 2 1 25-Sep-2020 785.00 029683-I.D.SIGN GRC
23-Sep-2020 P02 8882339 16582 194697 1 1 25-Sep-2020 (93.99) 027483-AMAZON CAPIT]
23-Sep-2020 PO02 8882339 16582 194701 1 1 25-Sep-2020 (449.85) 027483-AMAZON CAPIT]
21-Sep-2020 POOS 8882270 882270 194720 1 1 25-Sep-2020 (118.00) 027483-RMAZON CAPIT]

Figure 29 Transaction Report — PO Transactions run as Print/Preview/PDF®

H ©- i GL_Trxn_Detail_PO_THERESA[1].xml - Excel
File Home Insert Page Layout Formulas Data Review  View ‘1;7' Tell me what you want to do.
Q125 - N P
A B c D E F G H | J K L M N (9] L
1 |Trans_Date Code GLPost# Ref# Line GLLn Posted On llover Amotncumbranc:nc. Change Enc. Relief Enc. Liquid Balance Payments Vendor L,
73 | 1000-300-4220-442-06-00-52200 BLDG MAINT-HS-ATHLETIC DEPT 0.00 0.00 0.00 8.28 198.28 0.00 0.00 4
74 |08-Jan-2021  AP02 88824707 469132 2 1 08-Jan-2021 0.00 0.00 0.00 0.00 0.00 97.21 000580-SCOREBOARD EN <
75 |08-Jan-2021  APO06 88824727 469132 2 1 02-Feb-2021 0.00 0.00 0.00 0.00 0.00 -97.21 000580-SCOREBOARD EN o
76 |08-Jan-2021  PO02 88824707 194750 2 1 08-Jan-2021 0.00 0.00 0.00 -97.21 0.00 0.00 000580-SCOREBOARD EN «
77 108-Jan-2021 __ PO06 8882472 194750 2 1 02-Feb-2021 0.00 0.00 0.00 0.00 97.21 0.00 000580-SCOREBOARD EN 4
78 g08-Jan-2021 PO10 8882470 194750 1 08-Jan-2021 5 4 . 4 A 0.00 000580-SCOREBOARD EN /
79 p08-Jan-2021 PO11 8882472 194750 2 9,999 02-Feb-2021 0.00 0.00 0.00 0.00 0.98 0.00 000580-SCOREBOARD EN
80 T 5:00 0:00 000 Sret o2l 5:00 0:00 b
113**Total™* 0.00 0.00 0.00 -8,391.49 2,991.49 -5,400.00 -15,500.17 /
114
115

Figure 30 Transaction Report — PO Transactions run as Excel®

[ADM-AUC-GL-8407]

9.1 #3623 Posted POs Detail [Enhancement]

Sites sometimes receive requests for information under the Freedom of Information Act (FOIA). To satisfy the FOIA
requests, ADMINS added columns R-W to the report.
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PO_HisDetails_ nami - bxcel

Inset  Pagelayout Formulas Data Review View  Q Tell mewhatyouwant to do.

D 6 3 5 4
1849 - T
Al B E i K L M N P Q R s T u
1 po# Vendor_Name Item_Description Original_Amount Retained Balance _Requisition# Ori Vendor Address Code Contact
804/ 103505/01-Jul-2020  BARNES & NOBLE INC 1SBN: 0781550744255 19.08 0.00'193505 300  0.00 POBOX 951610 DALLAS TX 753051610
805 193595 01-Jul-2020  BARNES & NOBLE INC 1SBN: 9761912920013 63.96 0.00 0.00"193595 400 0.00POBOX 951610 DALLAS TX 75395-1610
806| 103505 01-Jul-2020  BARNES & NOBLE INC. 1SBN: 0781433823336 2552 0.00 0.00193505 200 0.0 POBOX 951610 DALLAS TX 753051610
807| 103505 01-Jul-2020 BARNES & NOBLE INC 1SBN: 0781433823336 000 0.00 0.00"193595 200 0.0 POBOX 951610 DALLAS TX 75395-1610
808 108.56 0.00 0.00
824) 103820/13-Jul-2020  BERRY INSURANCE AGY INC  ATHLETIC INSURANCE school ye 15,410.00 0.00 0.007193829 000 0.00 31 HAYWARD STREET FRANKLIN MA 020380000 N/A
825 = —= —
826 The specific information requested from your record keeping system is:
627/ 103725/07-Jul-2020  BEST BUY BUSINESS ADVAN  Insignia fixed TV wa 1. Purch d beor. 1 " e d bl DALLAS TX 75373-1247 NA
828| 193725/07-Jul-2020 BEST BUY BUSINESS ADVAN Insignia 32" TV . Purchase order number. If purchase orders are not used a comparable DALLAS TX 75373-1247 NA
829 substitute is acceptable, i.e., invoice, encumbrance, or check number
830
831 104285/27-Jul-2020 BEST BUY BUSINESS ADVAN TCL-85" Class LED 2. Purchase dare DALLAS TX 763731247 NA
:jé 3. Line item details (Detailed description of the purchase)
834) 104443/21-AUg-2020 BEST BUY BUSINESS ADVAN  TCL-55" Class LED 4. Line item quantity DALLAS TX 753731247 NA
835 = h
836 . 5. Line item price
837| 104643/08-Sep-2020 BEST BUY BUSINESS ADVAN 70" Class HES Serie, DALLAS TX 75373-1247 NA
838 - 6. Vendor ID number, name, address, contact person and their email address
830
840| 193716/06-Jul-2020  BEST BUY GOV/ED LLG TV bracket 199.99 0.00 000193716 100 0.00 POBOX 5232 CAROL STREAM IL 60197-6232
841 199.99 0.00 0.00
842

Figure 31 PO Details report with Vendor Address, City, State, Zip & Contac in columns R — W
[ADM-AUC-PO-558]

10 EMAIL DISTRIBUTION LISTS [ENHANCEMENT]

The email distribution lists described below are provided for use in the Purchasing module. To add, remove, and
view users on the lists, go to:

Purchase Orders » Module Maintenance P Email Distribution Lists

Table 2 Purchase Order Distribution Lists

How used ‘

List Name Description

ERROR_PO Check PO Form Daily There is an error or omission on the Purchase Order
Maintenance Table form table

CHKOVRBUD Recheck Budget Daily Purchase orders that needed override are re-checked.
Override If there is now money available, it will move the PO

from Budget override to the next approval level.

CONRPT Contract Reports for = Weekly Provides notices regarding insurance certificate
Daily/Weekly expiration dates.

POINPRO In-Progress POs Weekly List of in progress purchase orders

POLIQUID Request Cancellation = As needed A user initiated a request for liquidation. (Mostly
of PO used at year end to cancel POs that will not be used.)

PONEWATT Attachments added As needed Purchase Order attachments were added to open
to Open POs < # days purchase orders after a stated number of days

POOLDCHG PO Change Order >4 = Weekly Purchase Order change orders have been in entry
days began for more than four days

POROLBST PO Rollover Form Annually Purchase Orders that were rolled over are now
Attachments available as attachments

POROLOVR Year End PO Annually The Purchase Order rollover process was run
Rollovers

BROKENATT Broken Attachments Weekly Some attachment files are missing. If user-supplied
List attachments are missing it is usually due to an invalid

location being used when the attachments are made. The
site system administrator should provide guidance to the
users. System generated attachments (check copies, tax
forms) reported as missing should be reviewed by ADMINS
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List Name Description How used ‘

CHKOVRBUD Recheck Budget Daily Purchase orders or Accounts Payable vouchers that needed
Override override are re-checked. If there is now money available, it
will move the PO/Voucher from Budget override to the next
approval level.
SWDONE Software Update Quarterly The software update is completed on each site.
Complete
SYUPDTRAIN Submit Copy Live to As needed The request to copy live to training was submitted and will

Training in Batch

10.1 New Buttons

be run; also works to notify if the copy live to training was
cancelled and / or completed

ADMINS added three new buttons to the screen to help manage the lists and added a “System Default” column to

the edit list.

== [AUC] 20-Email Distribution Lists [theresa)
File Edit Ledgers Purchase Orders AccountsPayable Fixed A:

ER S E e s EH Q B A
Email Distribution Lists

oo BN et o W

7 Add User-All Lists

8 Remove User-All Lists

9 Copy User-Same Lists

E—

10.1.1 Add User — All Lists

F

e Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B S8 e % Q@ EFL
A user may need to
Email Distribution Lists H il i
-~ receive all emails issued
rctons Distribution Code FFCAKEST | Piccounts Fagable Check Burstirg System Defaull Distribution List from the system;
[User Name. Full Name [Email Address [status R i i
2= ot — e — = typically, this would be a
P ENDY Hendy Tarantola endyBadnins , con Pictive ”SUper USer” Or a Iocal
2Remove Emal system administrator.
b W Active Email Addresses 3 T dd th t
4 Rémava Uist [ User Description Enail Tot oa € useratonce
M Mike Tuthill keBadnins. feti R
L o Lifir Hoore it com . to all existing email lists,
5 et Lt | MPIEV AIMING, Inc. aucautoaduins .con f
[ MUPDEVL ADMINS, Inc, [Support) support@adning .com B
MUPTEV2 ADMINS, Inc, [Lufnn) supportBadnins .com 7 Add User-All Lists
[——— MpPDEVZ ADMINS, Inc, [Paull support@adnins .com C"Ck the
8 Send Test Email — MPIEVE MUPDEVS [THERESA CAMPEELL] suppoTtBadhing .con -
MUPDEVE MUPDEVE supportBadnins ,.com .
— 1 Pl fara S Sanira ook [Add User-All Lists]
7 Add User-All Lists P:Pﬁml aﬂg‘g? ;aui ;edv‘n 4 pauigedluns.:cl b I h
_f N edro - Administrat. lack N
RS L |- ey e BTl LErintingeegrytce.con utton. Select the user
& Romove User-Al Lsls RUMPLESTTLSKTN Stilskin, Rumple rumplestilskinBadins .com . .
|———— TCATHOME Theresa Testing an Email only Address  theresa@adwins.com from the p|ck list.
| st t test: testBadnins.
9 Copy User-Sams Lists TEST2 tost B Lot Dot com
TESTUSR1 test user 1 TESTUSR1BADMINS . COM
— Th =5 S  COM v
I — This feature does not
\ Find  Search Cancel Help Eof
— : = e offer the [Add New Email
Address] option.
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10.1.2 Remove a Name from All Email Lists

e T To remove a user from

Goto. all email distribution
e ‘ Distribution Code APBATCCEN | [Credit Card Batches not Completed by Dus System Default Distribution List |iStS (for example’ due
User Name [Full Name [Email Address [status - . .

FTEST 4 DHING TRATNING ACCOUNT W [theresaliadnins scom frctive to termination of
FPLESTILSKIN Stilskin, Rusple [FunpLestilskin@adnins . con Betive .
1 4ad Emal THERESA Theresa [theress@adnins con [ctive employment), click on
o JHENDY Hendy Tarantola HendyBadmins ,com Pctive
8 Remove User-All Lists
e [ # [AUC) 20-Email Distribution Lists [theresa] 'Y S ——
— Delete User From All Distribution Lists [8—Rem°ve User A"
s [ Required: Enter Userame [RUMPLESTILSKIN | [rumplestilskin@admins.com LiStS].
5 Edit List :
[ This will remove the
il B OK ) | Cancel | | Clear Al username from the
T PP TP email distribution lists
& Remove User-AllLists only; it will not remove
or inactivate the user’s
v AUC credentials.

10.1.3 Copy a User to the Same Lists as an Existing User

Emeil Distribution Lists If a user, LuAnn, is

= Distribution Code FFBATCCEN | [Eredit Card Batches not Completed by Due 4 System Default Distribution List repIaCIng anOther user,
Aetens BD, the new user LUAnn
User Name Full Name |Email Address ml\:us ~
. s Frmrssstaiine Ferivs lists on which BD is
WERDY Werdy Tarantola Hendij@adnLns .com Fctive currently included. Click

3Add New List
®° [AUC) 20-Email Distribution Lists (theresa] x| 9 Copy User-Same Lists
4Remove Lt [9 Copy

Copy New User to Lists of Current User

S Edit List Required: Enter FROM Username Bill Davis | USEr-Same LiStS] .
Required: Enter TO Username: LUANN J LuAnn Moore ]
& Send Test Email
Thosteraties _Lonkup /;J;\ Cancel Clear All The eXIStlng useris the
8 Remove sera1 Lot L S— FROM username and the
 E— .
9 Copy User-Same Lists new user is the TO
username.
| PEE This feature may also be
Email Distribution Lists )
used to add new hires to
‘ Distribution Code FiFBATCLEN | Eredit Card Batches not Completed by Due [ System Default Distribution List a” “StS for a given
Copy BD to o I:"L" s Sy oo department.
DAGE T efinn Gasther [HazfinmBadnine .con Fctive
] R ore uannBadnLns .con ve
LuAnn before 1o Sy e T
removing BD e e s o e

from all lists.
[ADM-AUC-SY-8176]

[ADM-AUC-SY-8181]
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11 HELP REFERENCE LIBRARY

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

11.1 New or Updated Documents

e CONTRACTS/BIDS PO-510 Contracts [Updated]
PO-520 Bid Entry [Updated]
e COMMODITY ITEMS PO-610 Adding Commodity Items [Updated]
e SYSTEM SY-150 Email Distribution Lists [Updated]
SY-170 System Administration Kit [Updated]
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