PURCHASE ORDERS
RELEASE NOTES MARCH 2023

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

CONTENTS

1 PO #3016 QUERY SCREEN DEFAULT DISPLAY [ENHANCEMENT]......cccceiiiiiiiiinnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnes 2

2 #3600 ALL POS (IN PROGRESS & HISTORY) REPORT [ENHANCEMENT].......cccceeeteeeeeeeeeeeeeeeeeeeeeemssesesssssssssssssssssssssssssnnnnns 3

3 AP/PO DASHBOARD CHANGE ORDER APPROVALS LOOKUP [FIX]..eeetteeerrrrneeeerreessrssnneeeeressssssnnnseessssssssssnssesesssssssnnnnnes 4

4 FAVORITES SCREEN .......couueiiiiiiieeceeeeeeeeeeennnssseeeseeeennnsssssssseeesnnssssssssssssnnssssssssssssnnnssssssssssannnsssssssssesnnnssssssssssnnnnnssssssnsnns 4
4.1 L eTa & o To] o P TP PP T PP USSP PSP P PRTOUPPOTRPRTO 4
4.2 Favorites Video AVailable NOW........oo ettt e e e e e rrr e e e e e e e e e baaeeeeeeeseanstaeeeeeesensntaeseaaesennns 5

5 HELP REFERENCE LIBRARY & ADMINS WEBSITE UPDATES ......ccuuiiiiiiiiernneiieiiiieennnssssssssssannsssssssssssssnssssssssssssnnssssssssssaes 5
5.1 NeW Content 0N ADMINS.COM it e e e e e e e e e e e e e e e e e e e e e e e eeeeaeees 5
5.2 F N DY 11 YA To =T ] o -1 VUSSRt 5

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 1 of 5



ADMINS Unified Community Release Notes — Version 23.1

Purchase Orders March 2023

1 PO #3016 Query Screen Default Display [Enhancement]

Before the software update, the purchase orders were listed on this screen in descending order, with the largest PO
number at the top of the screen, regardless of the date of the PO. ADMINS now displays the most recent POs at the top of
the screen. The sort order will be primarily by the date of the PO, and within the date range, by PO number.

E= [AUC] 3016-View All Purchase Orders [wendy]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B EE wme++m g =
View All Purchase Orders
Goto.
Actons Vouchers
2 PO# 3 DeptCode: 4 PODate ‘ S5 EntrvUser ‘ 6 Wendor Hame [rear |D: Posted| InPrg| Chgs|status PQ Balance|

1 Select DISTRICT 30-Apr—2010 ‘EEU‘(RN VALLEY COMMUNICATIONS (2010 |8 ] z Closed
9145252 |PRESCHOOL 06-Jun-2017 KOBRIEN [OTSCOUNT SCHOOL SUPPLY 2017 |10 14 1 Closed
9128449 [DISTRICT 08-5ep-2015 [DOUBOTS UNIVERSAL EMVIROMMEMTAL 12016 |8 ] 1 [Closed
[5171602 |HIGHSCHOOL _|75-Jun-2011 [DIUBOLS OFFICE DEPOT L B T Closed
[F154%05 |PIGHGCHODL _[04—Hov—2009 [CBaTAN MR DOFN SVNDROME CONGRESS  [0l0 5 |8 T [losed
9123912 [DIPTETRO 10-5ep-2007 [JPIGNOLET OFFICE DEPOT 2008 |3 ] 2 Closed
9048132 HIGHSCHOOL  [22-May-2018 ’ﬁUEDIS MALLY ASSOCTIATES. TMC, 2018 |5 1 2 1 [Closed
3048084 HIGHSCHOOL  [2d-Apr-2018 [KOBRIEN TBS OF GREATER BOSTOM =REE) 1d 1 Closed
(5045057 _|HIGHGCHOOL |17 -Far—2018 }ms HENRY_SCHEIN IPEC. ESE] i T Closed
9047921 [DISTRICT 10-May-2018 [KOBRIEN WE MASON CO. THC, (2018 |14 14 1 Closed
9047877 KMA 27-Feb—-2018 [DDUBOTS HOME TEPOT CREDIT SVCS 2018 |7 1 1 Closed
5047653 HIGHSCHOOL  [0B-May-2018 [DDUBOTS [JESSICA KELLY 12018 |5 14 1 Closed
(5647614 |HIGHSCHOOL _[29-Jan-2010 [PrOWLER-RUGA [MLCAREL COMNOR ESE] i T Closed
9047613 |HIGHSCHOOL _ |24-Jan-2018 PFOWLER-RUSA [PRIME TIME SPORTS 12018 Jo 14 1 Clozed

Figure 1 Before—the PO with the highest number was at the top of the screen, even if it was not recent

== [AUC] 3016-View All Purchase Orders
View All Purchase Orders
- o e e
Actions Vouchers
2 3 DepiCode 4 PODate 5 EntryUser 6 Vendor Name [fear_[o: | Posted] InPrg]  Chgs[Status [ PO Ealance]
1 Select [ T1-Jan-2023 [ENDT AARE [FOZZ 1010 | 1] [open [ 4.5 ——
128886 |ADM 11-Jan-2023 |ENDT [ SIFON & SONS. INC EOZ3 [0 |10 gt L L L L
11-Jan-2023 [WENDT [B15T CEMTURY ELDGUENCE 025 (10 |10 2 PO# 3 DeptCode 4 PODate 5 EntrylUse )
11-Jan-2023 WENDY [B15T CENTURY ELDHUENCE [Eozz (10 |10 e FI‘?
T1-Jan-2022 [RENDT [2080 FEDIA INC. poz o 292759 |DISTRICT 19-Sep—2003 [T
11-Jan—2023 [HENDT |REDD PUBLISHING [2023 [10 10 [P8578 DISTRICT 04-0ct—2006 [TRISH
158881 |qDM 11-Jan-2022 |RENDT |ACORN RECORDING SOLUTIONS, [2023 10 |10 |= Se———
158680 T1-Jan-2023 [ENDT 145 SUPPLY CENTER TMC A ] DISTRICT 14-Dec-2006 [TRISH
158879 T1-Jan-2023 |RENDT [215T CENTURY ELOWUENCE EozE[l0 |10 [P222] DISTRICT 14-Dec-2006 [TRISH
58678 FERDY [P16T CENTURY ELDWUENCE 2023 |1 D |5 ——
158877 [THERESA FEH FORTZ0N CORFUNICATIONS [202% i iAo oeel) DISTRICT 14-Dec-2006 [TRISH
58676 15 [FNTHER [ADMING_INC ] =] DISTRICT 14-Dec—2006 [TRISH
158875 VA 19/ S=p-2022 [THERESA [NER HORTZON COMMUNICATIONS [2023 VMR [HVPRES ——
58874 PR —Sep-2022 [THERESA [STAFLES, ozs e w22 18 4 [DISTRICT 14-Dec-2006 [TRISH
198873 STRLL‘?DDK ﬁlE*Sep*EOZZ [JBURCHILL ‘LDHE'S COMPAMIES. INC, [2023 5 14 1 [Open 665,22
FITAL SERVICES  [2023 |5 4 [Feeds Supervi 461,21
. . - TRE ] i Feeds Gupervi | 339504
The screen opens in descending order by date, and within 15000 |3 [} Ertrg Bogan
the date by PO number order in descending order. 0C OF SPED TEACHER 202312 |14 Needs Superui 700,00
CTRIC INC 2023 3 4 [Entry Began 1550.58
€0, IRC. B i T [Closed
198865 |DIPIETRO 16-5ep-2022 |LDRFKE [RMAZON CAPITAL SERVICES _ [2023 |3 4 Ready For Fos 95.72
158864 [SFED T6-Sep-2022 [JCOLRNOVER _|LEARNIK, LLC [F023 B i T [Open 660,59
198853 [STALLBRODK 16-Sep—2022 | JBURCHILL [AMAZON CAPITAL SERVICES [2023 |5 14 1 [Closed
198862 [TECHNOLOGY |16-Sep—2022 MGARCFAND _ |AMAZON CAPITAL SERVICES  [2023 6 4 [Open 394.00
150661 [STALLBRODK _|16-Sep-2022 [JEURCHILL _ |HONDER WORKSHOP, TRC, ] i Feeds Supervi 755,00
198860 |CURRICULUM _|15-Sep-2022 [CHALETHIGGIN [RAREN DWYER [B023 2 i [Gpen 1000.00
158655 [DIPIETROD T5-Gep-2022]
158858 |[CURRICULLN _|15-Sep-—2022 o . . .
58057 ETALLDRO0K  |15—Gep—2023 Sort by Entry user to see all POs entered by the specified user, with the PO #s in descending order
| within each date range; sorting by Vendor name or Department code yields similar results

Figure 2 the POs with the NEWEST dates will be displayed at the top of the screen

This means that POs will not necessarily be precisely in descending order. If, for example:
— PO #123is dated February 1, 2023
— PO #124is dated January 20, 2023

then PO #123 will be listed before PO #124, because the default order is to sort by the most recent date. February 1, 2023 is
more recent than January 20, 2023.

If you use one of the alternate sorts, and then want to see the POs in descending date order, click on the PO # button and
use the double left arrow in the toolbar at the top of the page to return to the top of the file.
[ADM-AUC-PO-619]
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2 #3600 All POs (in progress & history) Report [Enhancement]

The report now allows selecting on Delivery Addresses and includes the Delivery Address Code and
Delivery Address Name on the Excel® version of the report.

Purchase Orders P Reports P Report Library P [3 By Purchase Order] #3600 All POs

== [AUC] 2370-Report Library by Purchase Order [theresa] - a
Report Library by Purchase Order
Gosa
[Report Name [View Repart
e [F=———-—- FO"s In Progress ————-—
50-In Progress P0s - Cummary Somple | Run
[241-Tn Progress POs — o/ GL Budget Detall Run
[336-Tn Frogress PO~ by Status/Appraval Code Sampie | _Fum
[F=———"ter POz ————
[3510-Open FOs - Summary Sample | Fun
[#E11-Gpen FOs = Line fetail Fun
12-Open POz — GL Lire Detail wn
[514-Open POs with Verdors on Hold Run
5By Dispursensnt [#673-Open FO= as of a Date =
8By Bids [P524-P0 Balarces by GL¥ o
7 By Contracts. [30-Open Furchase Drders against this Account Run
& Audi Reports. [2676-P0s Auaiting Liguication (Cancellation Recuest) Run
77—P0s Derued LLauidation request -
[3E20-Open Poz with Retainage to Pag i
[3672-Tpen FOs with Expired Bids un
[P574-Open FOs with Expired un
22—Posted FOs — Sunmary Run
Fun
™ R
Other —
00-All POs {in progress + history) _J Fun
urcrase uraer Kging Keport T
Fun
[%525-Open ard Closed Purchase Order Balances Run
P i [BOTPuchace Ggdor Tl Selegt by fecours, Eloet__ i L S

*

1 values: 5>

7 Task 3600 Al POs G progress « histary)
All Purchase Orders [in progress + history)
Optional: Enter up 1o 9 Department Groups Edit | [0 values:
Optional: Purchase Orders Dated [mmddyyyy] From: g1.Jul-2022 To! 21-Feb-2023
Optional: Enter up o 9 Status Codes Edit | 0 values:
Optional: Enter up to 9 PO Types Edit | 0 values:
Optional: Enter up 19 9 Users Edit | 0 values:
Optional: Enter up to 9 Vendor's
C._Eﬁ'i;‘__ni“\'ﬂy Address Code Edit
Sort and Tolaroy: Caa T ST T TERT
Run a5 ) preview OPrivt.~ COPDF () Excel
Wf Printing use Duplex @ yes O No
Lookup Cancel  Clear All

The delivery code and address name are available on the Excel® version of the Report; the PDF® version does
not include the data due to page size restrictions.

[} PO_Surnmary_THERESA[T]xml - Excel $ Search Theresa Campbell 2 45—
File  Home Insert Pagelayout Formulas Data Review View Help
041 - fi| ADMINS HIGH SCHOOL
A B c D E F G H | J K L M N 0

1 po# PO Date  Location PQ_Type Vendor# Vendor Name Department Encumbered Retained Relieved Balance  Status Entry_User DCode Delivery-Address:Name
2 "96123  01-Ju-2022  History Regular 10852 GOVCONNECTION, INC TECHNOLOGY 8.200.80 6,834.00 1.366.80 Open DCONROY % ADMINS HIGH SCHOOL
3 F96275  01Jul-2022  History Regular 30676 ADORAMA, INC HIGHSCHOOL 1.108.07 0.00 1,108.07 0.00 Closed MFORTE % ADMINS HIGH SCHOOL
4 F96907  01-u-2022  History Regular "31666  NATIONAL EQUIP & FACILITY ATHLETICS 3.630.00 0.00 0.00 3.630.00 Open DDUBOIS % ADMINS HIGH SCHOOL
5 F97080  01-ul-2022  History Regular 31051 JOHNSON STRING INSTRUMENT HIGHSCHOOL 2.750.28 0.00 0.00 2.750.28 Open MFORTE % ADMINS HIGH SCHOOL
6 F97087  01-Jul-2022  History Regular 31050 MACK BRASS OF VIRGINIA LLC HIGHSCHOOL 5,037.00 0.00 0.00 5,037.00 Open MFORTE % ADMINS HIGH SCHOOL
7 Fi97147  01ul-2022  History Regular 10852 GOVCONNECTION, ING TECHNOLOGY 875.00 0.00 0.00 875.00 Open DCONROY % ADMINS HIGH SCHOOL
8 F97505  01-ul-2022  History Regular 11349 TOWN OF MILLIS TRANSP 212.00 0.00 212.00 0.00 Closed MROCHE % ADMINS HIGH SCHOOL
9 Fi97517  01Jul-2022  History Regular "09293  OCKERS COMPANY TECHNOLOGY 139,893.00 0.00 139,893.00 0.00 Closed MGARQFANQ % ADMINS HIGH SCHOOL
10 M97564  01Jul-2022  History Regular 23345  MAKERBOT INDUSTRIES LLC TECHNOLOGY 7273 0.00 7273 0.00 Closed MGAROFANO % ADMINS HIGH SCHOOL
11797632 01-Jul-2022  History 10852 GOVCONNECTION, INC TECHNOLOGY 817.81 0.00 817.81 0.00 Closed MGAROFANO % ADMINS HIGH SCHOOL
12 F97637 __ 01-Jul-2022 _History M‘( SAFETY SERVICES TRANSP 2.754.00 0.00 2,754.00 0.00 Closed MROCHE % ADMINS HIGH SCHOOL

If the Sort by PO# is selected, the report will list each PO; if sorted by vendor, a subtotal will be shown for each vendor

AN

[} PO_Summary_THERESA[2] xml - Excel £ search
Fle Home Insert Pagelayout Formulas Data Review View Help
G10 v Jr HIGHSCHOOL
A 5 c o E F H | 3 3 L u
1[poi PO Dste Location PO Type Vendor# Vendor Name Department Retained Relieved Balance  Status Entry User
5367196907 01-Juk2022  History Reguiar 7531666 NATIONAL EQUIF & FACITY ATHLETICS 363000 0 3,630.00 Open DDUBOIS
3677198625 08-Aug-2022 History Regular "531686  NATIONAL EQUIP & FACLITY ATHLETICS. 15,510.00 0.00 0.00 1551000 Open DDUBOIS
388 #POs: 2 19,140.00 0.00 0.00 ‘ 19,140.00
389
00oasi0  260ul2022  History Reguiar 31675 STEPHANEE GODINO TECHNOLOGY 5000 0.00 0.00 550.00 Open DDUBOIS
91 #P0s: 1 550,00 0.00 0.00 55000
392|
3937198322 07-Juk2022  History Regular 31725 ACHEVE3000, NC TECHNOLOGY 2.845.00 0.00 2.845.00 0.00 Closed DCONROY
394 #POs: 1 2,845.00 0.00 2,845.00
395
396"158756  31-Aug-2022 In Progress. Regular 31762 MARGARET FTZGERALD HIGHSCHOOL 22003 0.00 0.00 220.03 Entry Began DDUBOIS
397 #POs: 1 220.03 0.00 0.00 22003
02
100708768 06-Sep-2022 History Reguiar %3172 ARBTERSPORTS LLC ATHLETICS 427500 0.00 0.00 4275.00 Open DDUBOIS
400 #POs: 1 4,275.00 0.00 0.00 427500
401
4021198805 08-Sep-2022  History Regular 31773 DRAMATIC PUBLISHING HIGHSCHOOL 403.90 0.00 0.00 403.90 Open KMARDEROSIAN
403 #POs: 1 403.90 0.00 0.00 403.90
404
4057158806 08-Sep-2022 History Regular 31774  ELDRIDGE PLAYS HIGHSCHOOL 33415 0.00 0.00 334.15 Open KMARDEROSIAN
406 #POs: 1 334.15 0.00 0.00 33415
407
403 Total 192 3,576,636.17 000 512,224.01 __ 2,00641276
409,
410 Sorted-by Vendor# then PO*
411 POs-dated-between: 01-Jul-2022 and 21-Feb-2023
412| Vendors: Both
413|

DCode Delivery-Address-Name
%

%5

N

0

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

ADMINS HIGH SCHOOL.

Theres;

[ADM-AUC-PO-624]
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3 AP/PO Dashboard Change Order Approvals Lookup [Fix]

Before the software update, the labels for the Vendor and Date columns on the Change Orders lookup were reversed.
ADMINS corrected the labeling error.

AP/PO Dashboard
Accounts Payable

AP/PO Dashboard

Accounts Paysble Purchase Orders

Purchase Orders

In-Pr
& [¥ow 1 [Vew in
In

Change Orders
In Entry Began
In Emor Status

Change Orders
In Entry Began
In Error Status
Ready for Release
Disapproved

3 [View

Purchase Chal

2 [View

2 H B MAS
22 2 EATON CORP! -
01-Jul-2022 TRC ENVIRO 433 [View

Opn Purchase Orders
s view

Closed Purchase Orders

RTR DIRECT.

Liun ToF UP

Figure 3 Before and After - Fixed labels on the Change Order Approvals lookup
[ADM-AUC-P0-605]

4 Favorites Screen [Enhancement]

ADMINS added a button on the Favorites screen to set it as your home screen so that when you click on the home button
in the toolbar, you will return to the Favorites screen. To access the Favorites screen, from the menu, select:

Favorites P User Favorites

== [AUC] 1025-Maintain Allocation Codes [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B S e« 0w 84 Q =3 &N

Human Resources  Budget Collections  Tax

Motor Excise  Misc Billing

Em

Favorites | Help

User Favorites

Favorites

Help

User Favorites

Ls

Once you are on the favorites screen, there will be an [H] icon next to the home button. If you want to make the Favorites
screen your home screen, click on the [H] icon. If you want to retain your current home screen, do not click on the [H] icon.
If you click on the [H] icon and change your mind, ask your local super user or support@admins.com to reset your home
screen.

== [AUC] 73-Users Favorite Selection [theresa]

File Edit

Ledgers Purchase Orders  Accounts Payable Fixed Assets  Human Resources Motor Excise  Misc Billing  System  Favorites  Help

G E M oe o B ] }_:/® It

&)

From anywhere in the AUC system, click on the [Home] button ™ lto return to your home screen. If you have clicked on
the [H] icon, the Favorites screen is now your home screen.

Budget Collections Tax

[ADM-AUC-SY-8278]

4.1 Favorites Screen Interactive Workshop

To get started with the favorites screen, ADMINS is hosting an interactive workshop, and everyone is invited. Sign up by
replying to the email invitation that will be sent out on March 6th, 2023. If you want to participate, include a list of the
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screens and reports you use most when you accept the invitation. The workshop will be held on Thursday, March 23, 2023,
from 2:00 PM - 2:30 PM.

To join us, accept the invitation in the email and mark your calendars.

[ADM-AUC-SY-8278]

4.2 Favorites Video Available Now

The Favorites video is a 2 % minute look at how the favorites screen works. Access it and scores of other Videos & Quick
Tips (admins.com) from the ADMINS website.

5 Help Reference Library & ADMINS Website Updates

Added the following new or updated content to the Help Reference Library and the ADMINS.com website.

5.1 New Content on ADMINS.com

Reprint Purchase Order (3:17) [New]
PO Queries (7:13) [New]

5.2 ADMINS Video Library

Don’t forget to check out all these

w Home  WhatsNew  Videos & QuickTips  Library v  More » 2 Other VldeOS & QU|Ck TIpS
(admins.com).
AUC Video Launchpad .
These videos are a valuable resource
Below is a list of training videos for new users to get acquainted with AUC, and for current .
users to take a deeper dive into a process or get a refresher for “once a year” tasks for a fl rSt IOOk at many Of the featu res
available in ADMINS, as well as a
“ H H ”
Getting Started GL Training AP/PO Training refresher for “once in a while” tasks.

Approvals - The AP, board (3:49)

The videos provide “just-in-time”
training when new staff is coming
aboard as well.

Burchase Order En
Reprint Purchase Orde:

PO Change

Automate Reports using Job Stream
Optimize thy F (: (24:28)
Email Signa:

Quick Task & R

We are adding content all the time so
check back often; we also send out a
“Featured Video of the Month” email.

6) How to Upload a Journal
rt Button (2:12)

How to Reverse a Journal

Check for Record Locks (2:14)
Budget Transfers via a Journal Entry
(HVMA) (3:00)
Voucher Selection Error Ry
AP Disbursement Process (10:
Collections & Tax HR Training Webinar Links
Enter Bill Payment Receipts (7:14) Create & Pa Narrant (3:31) Fiscal Year End
Enter Treasury/ Deparimental Receipts Timeshe: PO Rollovers (24:31)
(10:57) How To "Uncalcula Warrant (2:14) Split Labor Distribution (21:18)
Reprint a Bill (4:01) Create A Recon File After Warrant |s Calendar Year End
Posted (1:10) AP 1099 Processing (G, Int, MISC, NEC, S)
Bill Locator n (3: Add Historical Salary Change Record (26:21)
(2:47) HR W2 Processing (28:01)
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