PURCHASE ORDERS

RELEASE NOTES MARCH 2024

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 24.1
Purchase Orders March 2024

1 Site Specific Error Checks — PO Change Orders [Enhancement]

ADMINS enhanced the error checking for Purchase Order Change Orders. When a PO change order is error checked — it
now uses both the PO and POCHG site specific error check codes.

So for example it will recheck if a vendor is on hold when doing a change order; because Sequence # 1 on the PO site
specific error check has the radio button set to a © Hard Error. There are only two entries on the PO Change Order Error
Checks, #1 requires a Change Reason to be Entered, and #2 Sends Email depending on the $ amount of the change. By
including all the PO checks, the system will identify error conditions that ensued since the original PO was posted.

This feature was included during the September 2023 Software update and is mentioned here to document the change.

To set up the site specific error checks, from the menu, select:

Purchase Orders P Module Maintenance P Purchase Order Site Specific Error Checks

Purchase Orders |

Vear-End Processing

Medule Maintenance Purchase Order Module Control

Purchase Order Entry >
Change Orders >
AP/PO Dashboard == [AUC] 3007-Purchase Order Site Specific Error Checks [theresa]
Liquidate Purchase Orders File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBiling System Favorites Help
Vendors > B SE wme»n =
Receiver >
Ty e 5 Purchase Order Site Specific Error Checks
Bids > Goto
[Code [Description |

Contracts ’ Actions [FONTRACT _[Contract Entry Error Checks |
Queries > L Chares Oeder Fofrw B Check |
Reports > 1 Goto Detail Purchase Order Entry Error Checks |
Tables > POCHG PO Change Order Error Checks |

5

5

>

Interfaces/Imports PO Form Maintenance
Site Specific PO Form Maintenance By Department Group

Help Reference Library Purchase Order Site Specific Error Checks

Site Specific Error Checks
Goto
. . . Actions
ThIS ShOWS the 18 site SpelelC Po error Task Code ESB F.rchase Orcer Entru Error Checks
#|Descripti [Adtion Code [Value [Buttons
Checks, and the two POCHG PO Change 1 |Vendor On Hold [DWarning @ Hard Error () No Message £d ]
2 Renit Address Tupe not FO [@Warning _ OHard Eror ) No Message
4 JAcct Different Ttem Acct [® Warning (O Hard Error__(O) No Message
Order error CheCkS' E |Allow ship date to be blank [®warning O Hard Eror (O No Message
E [Bifls Resuired on PO over ¥ [OWaming O HardEmror_(® No Message 459999
[7 AIThu use of Vendors without FID® on il [®@waming  OHardEmor () No Message
. Y . . B |llou Personal Serwices Accounts |0 Waming ® Hard Emor O No Message
Site spec|f|c error checkmg allows each site T Pillos feset Aot Tapes DWarning @ Hard Emror_ () No Wessage
10 [Allow Liability Account Types Warning ® Hard Emor O No Message
H +1 11 [Allow Fund Equity Account Tupes Wamning (O HardEmor (O No Message
to decide how best to treat conditions 12 |Allou Expenditure Account Tupss Waming O HardErmor @ No Message
. ope . 12 [llou Re Fi it T Wi (O Hard Ei O No M
identified when checking a PO or a PO Pl Toaror 10 T O Wainy—Oiard Enor @ Hollecsase
15 |allow Ensrzency PO Tupe |O warning O Hard Error No Message
Cha nge Order. 16 Pllov Regular FO Tupe [OWaming O Hard Emor_(®) No Message
17 llow Zero Tolerance PO Type [0 warning () Hard Error No Message
15_|P0 not in Current Fiscal Year [OWarning @ Hard Eror () No Message
Now, when checking a PO Change Order, all
of the PO (Purchase Order Entry Error
Checks) site specific errors will be checked Site Specific Error Checks
as well as the POCHG (Purchase &
Actons JE—
Orderchange order Error Checks)' Task Code PO Change Order Error Eheck4
#Descripti [Adtion Code [Value [Buttens
1 Require Change Reason to be Ertered warning () Hard Error () No Message Ed
2 Fend Enzil when PO under # Jochg over * Warning O Hard Error_®) No Message 500000 | 1
[ [

[ADM-AUC-PO-641]
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2 Report #3675 POs Closed Via Liquidation [Enhancement]

ADMINS added the Original PO Date to this report to answer the user question:

“Can | run a report showing all the POs that have been liquidated this fiscal year? And - can | run a

report just showing FY23 POs that were liquidated in FY24?

To run this report, from the menu, select:

Purchase Orders P Reports P Report Library P [3 By Purchase Order] P {Page Down} #3675 POs Closed Via Liquidation

Runnlng the report prOVIdes a == [AUC] 2970-Report Library by Purchase Orderl Human Resources  Budget Collections Tox Motor Excise Misc Billing System  Favorites  Help
list of the POs liquidated within B 0 meomn ¢ @A
the fiscal year, and adding the Report Library by Purchase Or/der\
Goto.
Original PO Date column, e [Report Name [ el [Report_[untate fntine -
. . |3675-P0s Closed Via Liquidation Ii_\ Run /"
prOVIdes an easy to fllter [BEU3PO Statistics Report Run_Hiegm022 [0 L1
Column to isolate On |y the Repor Categories [3286-Purchase Order Receiver Work In Progress Z:: 11:22::2222
FY2023 Purchase Orders. Ll
3 By Purchase O D
5By
6 By Bids.
7 By Contracts.
8 Audit Reports
Running this report to Excel® B Task 3675 POs Closed Via Liquidation X
provides an easy way to further (s (e U L o
restrict the list by Using the Optional: Purchase Orders Dated [mrnddyyb] From: ‘ ‘Tu:|
E |® ”F'It ” f t Optional: Enter up to 9 Department Groups Edit |[| values:
xce liter” Teature. Optional: Liquidated By User | |
Run as O preview O Print
If Printing use Duplex @ vesg
Cancel Clear All
If the date of the original PO is ] D= S PO_Closed Via Liquidation THERESA[2Jaml - Excel £ search
not the same as the current File  Home Insert Pagelayout Formulas Data Review View Help
date, the Original PO date will ows vE ok D
. i~ A 8 C_|Original E F G H
be shown in column “D”. If the ! PO Dat . .
2 PO# Dept_Group PO_Date ate hdor# Name Liquidated_on Liquidated By
ioi 3 198403 DISTRICT 71312022 p41 385 S0LARLLC 711312022 LUANN
dates matCh’ the Orlglnal Po 4 197671 SPED 7/1/2022 3/2212022 014 N.E. CTR FOR CHILDREN 8/2/2022 ANTHEA
i i 5 197867  SUPT_OFF 71112022 46 A
Date WI” nOt be repeatEd In 6 196456 SFED_ 7/1/2022 734  GLORIA .
5/3/2022 If the PO Date is not the same as
Column D. 8 ez DPETRO ez (81912021 oo eect o o
] [ s = »===1 the Original PO Date, the Original
, e Moo DPETRO oz e e PO Date column will show the
This helps to highlight POs that B oo o o original PO date.
were rolled over, which is the 14197933 CURRICULUM 7172022 333 MHE RECENABLES LLC 72022 ANTHEA
15 198133 DIPIETRO 7/1/2022 393 PATHS PROGRAM, LLC 9/7/2022 LUANN
Only way a date on a PO can be 16198223 HIGHSCHOOL 7112022 483 AMAZON CAPITAL SERVICES 97712022 LUANN
17 198790 FIRE 9/6/2022 437  MAFIREFIGHTING ACADEMY TRUST  9/8/2022 THERESA
Changed. 18 198565  ATHLETICS 8/2/2022 241 EZFLEXLLC 9/13/2022 LUANN
19197932 CURRICULUM 7112022 388 MHE RECENVABLES LLC 9/14/2022 THERESA
20 198012 CURRICULUM 71/2022 5/19/2022 888 MHE RECEIVABLES LLC 9/14/2022 THERESA
21198561 SCHMAINT 712012022 677 QUINN PLUMBING & HEATING 9/14/2022 LUANN
22 198131 SPED 7/1/2022 T 11 ADAPTIVEMALL.COM 9/23/2022 LUANN
23 198268 ATHLETICS 7132022 027312 TRI.VALLEY LEAGUE 9/26/2022 LUANN
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Once the data is displayed in

Excel®, select all the data, then A B D
sort by the Original PO Date 1 - - Driginal
column. 2 |PO# Dept Group
3 |23156 NSTRICT
4 | 22582 DMPIETR.O 32007 235
5123382 MIDDLE 8/27/2007 000430
The report can also be Run As PDF® and
sos crcmua via Laguication will show the Original PO Date column
i but will not provide the filtering
i options.

DIPIETRO
MIDDLE
MIDDLE
CURRICULUM
FIRE

FIRE 01
TOWN
TOWN

008141
000434

22-Jun-2023 0
26-Jun-2023 0

032868 DROP SUPPORT LLC

*+ # Liquidated PO's: 3,512

ion Legend:

[ADM-AUC-PO-646]

3 Help Reference Library New & Updated Content

System SY-170 System Administration Requirements Kit [Updated]

3.1 New & Updated Content on ADMINS.com

SY=170 System Administration Requirements Kit [Updated]

We are adding content all the time so check back often; we also send out a “Featured Video of the Month” email.
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit.pdf?ver=1707769068704
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit.pdf?ver=1707769068704

