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

The system checks available balances to verify funding of a line item. There is an option in the General Ledger 
Chart of Accounts screen to specify a summary “roll up” account as a budget check account for each expenditure 
account. See Help Reference Library GL–230 Summary Accounts. 

1.1 Account Using a Budget Check Account 

 
Figure 1 An account that uses a Budget Check Account 

1.1.1 PO Expenditure Line Using a Summary Budget Check Account 

 
 
 
 
When entering a 
purchase order, right 
click on the account 
number to see the 
budget for the 
account.  

 
When this PO is 
checked, the system 
will check the budget 
check account as 
shown in Figure 2.  
 
 
 

Figure 2 PO with an expenditure account line that uses a Budget Check Account 

This account uses a 
summary account. 
Budget check accounts 
are highlighted in green 
at the bottom of the 
chart of accounts 
screen. 
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1.1.2 Account Without a Budget Check Account 

Accounts may exist without using a roll up or budget check account. The image in Figure 3 is an example of an 
account that does not use a budget check account. POs using this account will check only this expenditure account 
balance on any line of the PO where the account is used. 

 
Figure 3 Expense account that does not use a rollup – the balance of this account only will be checked 

If there is no budget check account used for the expenditure accounts on the PO, the system will check the 
individual expenditure account. 

1.1.3 PO Expenditure Line Not Using a Summary Budget Check Account 

 
When entering a purchase 
order, “right click” on the 
account number to see the 
options for the lookup for 
the account.  
 
If there is no budget check 
account used for the 
expenditure account on the 
PO, the system checks the 
expenditure account; as 

shown in Figure 4, 
there is no 
summary budget 
account set up to 
check. 

Figure 4 This account is not set up with a summary budget check account, so no account is listed here 

[ADM-AUC-PO-588] 
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2 CHANGE ORDERS 

PO Change orders to a price or quantity can affect the amount encumbered and available to pay on vouchers. 
 
ADMINS added hovertext to the “Qty” field on the Change Order Entry screen. When entering a quantity change, 
enter the entire quantity for that line – not what remains to be paid. Start with the original quantity and adjust 
plus or minus from that figure. 

 
Figure 5 Hovertext gives examples on quantity changes 

The process checks that the new Quantity on the change order cannot be less than the amount already paid for on 
vouchers. 

 
Figure 6 The system traps errors on quantity changes based on what has already been paid 
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2.1 Excel Report from PO Query Voucher tab  

 
ADMINS added a legend on why the Paid and Relieved on PO columns might be different. 

 

[ADM-AUC-PO-585] 

3 Deny a Purchase Order Cancellation Request  

The recipient(s) of a liquidation request email can honor the request, ignore the request, or deny the request. To 
liquidate the PO as requested, follow the instructions in the Help Reference Library PO–240 PO Liquidations. To 
deny or ignore the cancellation requests, access this screen from the menu via: 
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PO  Change Orders  Deny Purchase Order Cancellation Requests 

 
Figure 7 Screen #3087 Deny Purchase Order Cancellation Requests 

 [1 PO #] – The list is sorted by PO # on entering the screen 

Click the  [2 Vendor Name],  [3 Dept Code], or  [4 PO Total] button at the top of the column to sort 
cancellation requests by that column 

 [5 Process Denials]. This will add a record to the PO status history saying “cancellation request denied” 
(and send email to original requestor saying it was denied if the email denial was set to Yes – see #9). The PO 
will remain Open. 

 [6 Edit List] provides a detail report of the currently selected PO – to allow checking the PO before making 
a decision. Select a PO by clicking on the PO #. 

 Set the radiobutton to “ Deny” the liquidation cancellation request or “ Ignore” and leave the PO 
Open. This allows more than one user to make decisions regarding liquidation requests. Once denied, the 
cancellation request will no longer be listed in the screen. 

Click the   button to open a text editor and enter notes to explain why the request was denied. This 
will be stored on the PO Status history and displayed at the bottom of the screen to be “seen at a glance”.  

 Select  Yes in the Email Denial column, to send an email to the person requesting the PO cancellation to 
inform them that the request is denied. Notes entered on this screen will be included in the email. Select  
No to process the request without sending an email to the requestor. 

The   button will show all lines and accounts on the PO and remaining balances for each line. 

 

 This is the remaining balance on the entire PO 

 Any notes entered via the  button on this screen for the PO will display here to be seen at a glance. 



 

ADMINS Unified Community Release Notes – Version 22.1 

Purchase Orders March 2022 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 10 

3.1 #3088 Edit List  

The edit list will show the detail for the selected purchase order, indicating if it has been selected for denial or 
ignored, and if the requestor will or will not receive an email that the request was denied. 

3.1.1 Ignored; No Action 

The edit list will look like this if the PO is set to  Ignore: 

 
 

3.1.2 Denied; Requestor Emailed 

If the PO was selected for  Deny, and the user who requested the cancellation will be notified that it was denied, 
the edit list will look like this:  

 
The requestor will receive an email that looks like this: 

 
Figure 8 Sample email to requester informing them that the cancellation was denied  

3.1.3 Denied; No Email to Requestor 

If a PO was set to  Deny the cancellation request, but the user who requested the cancellation will NOT be 
notified that the request was denied, the edit list will look like this: 
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3.2 [5 Process Denials] 

If one or more records is set to “ Deny” when the [5 Process Denials] button is clicked, then this message will be 
displayed; click [Yes] or [No]: 

 
 

 
When the process has finished the system will pop up this message; click on [OK]. 
 
If the email denial is set to “ Yes” then the person requesting the cancellation and the person running the 
process will receive an email (as long as the requestor is setup for email) that would look like the sample shown in 
Figure 8 above and the Status History on the PO will be updated with a denial record. 

3.2.1 Process Denials When All POs are set to  Ignore 

 
More detailed information is available in Help Reference Library PO–242 Purchase Order Liquidation Requests / 
Denials. 

[ADM-AUC-PO-418] 

[No] – cancel and do nothing with the denial 
[Yes] – to continue and deny those cancellation requests – if 
selecting [Yes], the system will display a confirmation notice to post 
the denial; click [OK]; then click on [OK] on the pop up indicating 
that the posting is complete. 

 

If the [Process Denials] button is clicked, and no 
records are set to “ Deny” (all records are set to 
“( Ignore”), the user will see this message: 
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4 SELECT ALL POS ON APPROVALS EDIT LIST [ENHANCEMENT] 

When approving POs, is there a way to select multiple POs and scroll through the edit list?  
 
To make it easier to view the details for all POs awaiting approval at the current level, ADMINS added 
an option to the [D|Edit|List] on the PO Approvals screens. Run the edit list either for  All POs, or 
just for  This PO Only.  
 

 
 

[ADM-AUC-PO-583] 

 

5 BIDS – Item Descriptions with unpaired “double quotes” [Fix] 

The Bid Entry screen has three 80-character description lines per item. The descriptions were not displaying as 
entered when the “Quote Summary Report” was generated, due to an unpaired double quote entered on a line.  
 
ADMINS now checks that double quotes always be paired within the line (open and close quote contained within 
the line). If the system detects an unpaired double quote, the system will display an error message and clear the 
line of text. 
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PO  Bids  Bid Entry  [5 Detail] 

 
Figure 9 Error message when entering text that contains an unpaired double quote 

If this error message appears, enter the text for the line so that any double quotes are paired within the line. The 
descriptions will appear as entered on the PO  Bids  Quote Summary Report.  

[MDT-SUP-SAPLAUC-2089] 

6 HELP REFERENCE LIBRARY 

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

6.1 New or Updated Documents 

 Purchase Order Entry PO–155 Budget Checking [New] 

 Purchase Order Processing PO–240 Liquidate Purchase Orders [Updated] 
  PO–242 Purchase Order Liquidation Requests / Denials [New] 
 


