PURCHASE ORDERS

RELEASE NOTES — SEPTEMBER 2017

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PURCHASE ORDER system.
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1. AP/PO DASHBOARD [FIX]

Record locking occurred when a voucher or purchase order were in use but selected from the dashboard.

Now a message will be displayed and the user will be directed the query screen instead of the entry screen. If the
voucher is not editable, the message and branching to the query screen will also occur.

[MDF-SUP-SAPLAUC-719]

2. VENDORS-BID E-MAIL [New]

A new field has been added to the Enter Vendors and View Vendors screens to allow the entry / display of an E-
mail address used for bids. See section 2.4 of the PO-520 Bids Entry document in the PO P Help Reference Library
for details on how this E-mail address is used in the Bids process.

The Enter Vendors screen has been updated to include the Bid E-mail address field:

Enter Vendors
Enter Vendors Cerlifeet Vendor? (22 7 Cerlifisd Vendor? © vex & 10
ety - Cortified By
Vendor JEOFMTIGS CONSTRUCTION Dute Cerfied Vendor NEW NAFE_ CONSTRUCTION COMPRNY Dete Cerlfied
it desses | _3 Clssifcstion | _Aflchmert (17) | BMems | _gUser Detned | i Hmefédiress | | gAdiresses | _acessitoaion | _s tectment o1)_| dtens | _3UserDefned
Remittance [T of 02 AddessType  Accounts Pausble Remittance Bl of 04 AddressType Accounts Pausble
e [FUMRIFGS CORGTRUCTION Notes 1 [THIS IS A HEW VENDOR FOR THE T 1 Name NEN MNAME CONSTRUCTION COMPAMY Motes 1 [THIS IS A NEW VENDOR FOR THE T
2 e 2 2Name ETTENTIDN: STACY CUMMINGS 2
SortName FIRFITGS CONGTR 3 FEQULRERENTS OF CRAPTER 308 SortName NEW NAME CONSTR 3 [REQUTREFENTS OF CHAPTER 308
N 4
Adress | 0 BOK 172 Addhess 1 PO_BOR 172
[POCIT PLERSANT STREET Address 2 |
Address 3 [
[EELLTrGHAR city BECLINGRAM
. ELLINGHAN
Sil:: PR Zipcode [Enis-oooo State fA__ Zip Code [p2019-0000
Country [ Counry [
contact N/A
Title [
1 Phone# [(888) 123-d567  Ext 000 Type |5 Businsss
2Phones [(617) Go6-1212 | Ext 000 Type - Fax
Web Site I Web Site T
General Delvery E-mail  [[uannBadning oo General Delivery E-mail  [therssa@adhins .con
PO E-mail Address Eopport@sdning.con PO E-mail Address [EReresaBadnins .con
Send POs ndor via E-mail T No  Yes Send POs to Vendor via E-mail @ MNo O Yes
ACHE-mall Address  [LannBadnine,com ACH E-mail Address |
[ BIDE-mail Address [upport@ad ins con

Figure 1 Before Figure 2 After Enter Vendors — field for BID E-mail Address

The change also appears on the read-only View Vendors P [9 E-mails] tab:

1 Namefaddress 2Addresses 3 Classification 4 Attachment (31 Qftsims U Liser Defined GETEE

5-Reparts
E-Queries Wieh Site

General Delivery E-mail theresaBadnins .con

Z-Name Search
8-Vendor History PO E-mail Address theresaBadning .con

Send POs to Vendorvia E-mail & 15 € es

ACH E-mail Address  theresa@adnins .con

| Bid E-mail Address supportBadnins .com |

Figure 3 View Vendors P[9 E-mails] Tab shows Bid E-mail Address field
[ADM-AUC-AP-856]
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3. BIDS

Purchase Order

3.1. Tab for Vendor E-Mail [New]

September 2017

All the screens in the Bid Entry process have been changed to insert the new Vendor E-mail tab —a single screen is
shown here as an example; more comprehensive information is in the updated PO-520 Bids Entry document.

1. New Tab for [3 Vendor E-mail]

2. Changes to the shortcut number or letter (“accelerator keys”) on all tabs to accommodate the newly

inserted [3 Vendor E-mail] tab.

Auarded Bid

Bid Entry
Got
o Bid# Eoi7—ooL Desetiption STRUCTION OF RIDGE. ERST RIDGE. AND RYAN STREET
Actions " .
. Bid Type [IFEC  CONSTRUCTION/CONTRACTS Last Bid# 2015-001
Requested by FUELIE WORKS
X Bid Opening Bidl Effective Dates Individual [ni
e Date pE-Aug-2017 Start Minority Il
Time [11:00:00,00 End Non-Profit r
1 Class. | 2 Vendor (31| 3Category | 4 Detail (54) | 5Responses | B Auvard Bid

| 7 Attachments |

Line  Description

i FLEARING AND GRUBEING
[COMP SUM IH THE AMOUNT OF #30.000.00
!

E [EARTH EHCAVATION
BTV OF 8,400 & 15.00 PER C.V.
[

E [EUT BITUMINOUS COMCRETE PAVEMENT
BTV OF 715 @ 3.00 PER L.F.
[

[ [TRENCH EXCRAVATION (0" d&° DEEP)
[TV OF 400 @ 1.00 FER C.7.
[
[~ [ROCK_IN TRENCH EXCAWATION (0" — 4° DEEP}
[TV OF 40 @ L.00 PER L.V,
!

MORE

004240

004240

004240

004240

004240

BAddline | gposketeline | Erase Line | OEdtList | @Renumber Lines | Bid Amount

QTY CAT  Awarded Vendor

DERITA & S0MS COMSTRUCT

TERITA & SOMS COMSTRUCT

DERITA & SONS COMSTRUCT

DERITA & SONS COMSTRUCT

DERITA & SONS COMSTRUCT

1.423,572,00

=R[AUC] 15020-Bid Entry [theresa]
Fle Edt Ledgers Purchase Orders AccountsPavable FixedAssets HumanResources Budget Collctions Tax MotorExciss MiscBiing System Help

Dl S e ||| 509] Qf =] £ il

Figure 4 Before — Bid Entry screen without the Vendor E-mail tab

Bid Entry Opsn
Got
& Bid # Description  |RECOMSTRUCTION OF RIDGE. EFST RIDGE. AND RYAN STREET
Actions
BidType [IFBC | COMSTRUCTION/CONTRACTS Last Bid# 2015-001
Reguested by FLIELIE WORKS
Bid Opening Bidl Effective Dates Indlividual -
¥ Last Used Bid
e Date BZ-Apr-2017 Start  [i-Aug—2017 Minarity Il
Time |11:00:00.00 End 11-Aug—2018 MNon-Profit r

2 Vendor (119) |! 3 Vendor Email ‘ 4 Category || 5Detal (773 | GResponses | 7 &ward Bid
1 |

| sattachment (13| |

1 Class. |

Line _ Description QTY CAT _ Awarded Yendor

il [ROCK_ EXCAVATION,. DISPOSAL & SCREENED GRAVEL BACKFILL ALL DEFTH $1.00 PER C.Y. OT | 000000
fr7s
I

B~ [ECREEMED GRAVEL 60 PER C.Y Q1Y OF 400 000000
[

E EST PITS $250 PER C.Y QTV OF 20 000000
[
f

P [ECAVATION/SURF ACE_TMPROVEMENT 24 PER C.v Q17 OF 2700 000000
[

F [TEMPORFRY_PAVEMENT REPAIR §20 PER .Y, Q1Y OF 663 [ 000000
[
[

MORE | 9AddLine | L Delete Line Y EraseLine | OFdiList | G Renumber Lines | P Bid Amount

Figure 5 Bid Entry screen with Vendor E-Mail tab and re-numbered accelerator keys

[ADM-AUC-BID-6]
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3.2. Maximum of 400 Lines for a Bid

There is a maximum of 400 lines per bid. If adding a If the bid is at the 400 line maximum, and the
number of lines will cause the number of lines to exceed [9 Add Line] button is used, this message box will be
400, this message box will be displayed. displayed.

[AUC] 15020-Bid Entry E

[AUC] 15020-Bid Entry E3

W5 There are already 77 lines on Bid, Trying to add 400 lines will take —

! the total number of lines on the Bid aver the maximum of 400 ; 1 . ) ) )

= allowed | | Cannot Add Line, Max 400 Lines on a single bid has been reached
Reduce number of lines your are kryving to add ="

x|

[ADM-AUC-PO-450]

4. CHANGE ORDERS —CHECKING ACCESS TO GL ACCOUNT [FIX]

mm[AUC] 3006-Change Order Entry [theresa] [_[&]x]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget  Collections Tax  Motor Excise  Misc Biling  Swstem  Help
28] & ][] ¥4 Q sl
Change Order Entry Entry Began
PO # 39632
Goto...
P endor Code ) b1 Dept Code [ETALLBROOK | STALLEROOK ELEM | [Deliver To |5 STALLEROOK ELEMEMTARY S
~ CASCADE SCHOOL SUPPLIES im Email [ PO Date  01-Jul-2017 Type Regular Irwsice To E KEOUGH ADMIMISTRATION B
1 BROWM STREET Ship To 40 [Fette Davis 0 Dilivery Motes e Jinternal Motes |
PO EOX 780 Ship Date S-Sep-2017 Added a ship tnﬂ PO rolled over on i’
MORTH ADAMS Chg Reason and ship date 21-Jul- 2015 by
MA 01247-0000 Effective Fv 2018 to force a j THERESA Date LI
e me A fae 10
Expected Amt
I A Eritry, | 2 tems | 3 GL Detalls 4 Status History | swouchers | @ sttachmert (51| | 185,62
Line ftem Oty UOM Htemn Description FA Price  Freight Other  Ext Amount Paid Balance
|1 | J1.,0000 | FO#39632 |_| 185,6200 | | 185,62 185.62
Spiit I U By Account I 1000-300-2300-£00-05-00-54160 GEMERAL SUPPLIES-STALL
6 Exit Change | 7 Add Line | & Capy Line | 9 Check po | Paid Entered Amt 185,62
Ready [ Lkup e

Figure 6 Check PO in the Change Order Entry produces an Error List identifying security access preventing posting

Error checking was added to the [Check PO] button in the Change Order screen that will issue a Warning Report
when a user attempts to enter a change order without having security access to the posting account. The error is
only a Warning because there may be someone else in the organization with access to the account who will
subsequently post the change order.

3750-FMREP:POCHGERR.REP Printed 06-3ep-2017 at 13:09:5% by THERESH
Town of ADMINS
PO Change Order Error List

PO# Vendor PO Errorg:
39632 CASCADE SCHOOL SUPPLIES
Line GL Line Error
1
1 1 Warning: User THERESA has no security access to this Account for posting
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The system will next prompt the user to release the change order. If the user referenced on this error list tries to
Post the change order, a No Purchase Orders selected to Post at this time—Check User has access to Vendors,
Departments and all GL Accounts on Change Orders at Ready to Post will be displayed.

Purchase Change Order Posting ot PO Change Order Posting E

o Mo Purchase Change Orders bo Post at this time '.6.' Mo Change Orders selecked to Post at this time
|

_— = Check User has access ko Vendors, Departments
and All GL Accounts on Change orders at Ready to Post

Figure 7 Before—no advice on why posting not offered Figure 8 After—Advice offered if posting not available

[ADM-AUC-PO-451]

5. QUICK REPORT SELECTOR [NEW]

ADMINS is pleased to announce a new system-wide feature available across all AUC modules.

A new toolbar button has been added to AUC. This feature will allow a user to run any report in AUC quickly
from any module rather than having to go to the report library for each module.

w18l &l ol wel« [+ |m] @] 2 = gk il

d

From any screen, click the toolbar button and type in the report# as displayed on the top left hand corner
of the report and click Run Report. For example, the 2171 report shown below was run in August.

Z171-POPORAGERPT. BEP  Avc-2007 ac 12:46:34 by THEREZA oae 1

Durchase Order Aging Report

Detail Purchase Order Aging Report Sorted by Vendor Number

Dog 20 Date Ve Hame Department  Under 30 Days 31-60 Days 61-90 Days Over S0 Days Total

3z02731 02-7ul-2015 000133 ARA MOBILE WAREHOUSING 1400 180.00 180.00

Vendor Toual 180.00 180.00

3204969 15-Mar-2016 000222 ANDERSON MOTORS 1307 7941 79.41

Vendor Toual 73.41 73.41

3204038 16-Nov-2015 000306 ADMINS ING 1116 42z,500.00 4z, 500,00
3204491 12-Jan-2016 000306 ADMINS ING 1116 29,160.00 29,160.00
3204452 12-Jan-2016 000306 ADMINS INC 1116 23,280.00 £%,280.00
3204433 12-Jan-2016 000306 ADMINS INC 1116 43,260.00 4%,260.00

Wendor Tetal 138,200.00 138,z00.00

To re-run the report, use the new button on the toolbar and type in 2171. If you do not know the report #, open a
report lookup window by either a right—click of the mouse on the Enter Report/Task # field or by clicking on the
magnifying glass lookup button to select a report. The name of the report will also be displayed to allow the user to
confirm the selection. Click on the report and then click on the [OK] button.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 9
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Purchase Order

File Edit Ledgers Purchase Orders Account ™ M- Fived Assebs Human Resources Budget Collections Tax  Motor Excise  Misc Biling  System  Help
S| S| e[| Q|

Quick Task Selection
Goto...

Right click on the field or use the
lookup button to see alist of
Sl e available Quick Task Reports

I EE | Furchase Order Azing Report
1 Run Process |

Actions

[N Available Quick Tasks

rt

wunts — Dormant Accounts
1350 Account Security By Fund and Departnent

1370 Journal Audit Report

1540 Transactions affecting a prior period...

1552 Accounts with Missing Sumnary Accounts

1610 Trial Balance

1611 Expenditure Sunnary (u/ Legacy Accounts}

1612 Trial Balance u/WIF

1613 Expenditure Suwkary

1614 Projected Expenditure Sunnary

1620 Encunbrance Summary

1621 Reverue and Expenditure Sunnary

1622 Cash Activity w/ Running Balance

1624 Revenue Summary

1626 Transaction Dstail - Debits/Credits u/ Check# |

Find | Search| Cancel| Help | Eof

2553 -APPORHLD.REP Printed 07-Aug-2017 at 08:06:51 by ANTHEA

Held Codes Table Listing

AD No Address on File Active
ID No Federal ID# on file Active
NA Needs Finance Approval Active
NI No invoice received Active
oW OWES TAXES/FINES Active
PJ Project Not Complete Active
sSs No Social Security # on file Active
U1 Under Investigation Active

*** Grand Total *** # of Hold Codes: 8

Page 1

Quick Task Selection

Enter ReportiTask#

Hold Codes Table Listing

1 Run Process

Task not Available for Quick Select

Contact supportBadmnins,con if you want to add this process
to the Huick select process

September 2017

This process checks if you have
permission to run the report. If you don’t
have permission you will see the
following message:

fou dont have permizsion to run thiz process

Contact your system admin to grant you access
or supportE@adning , con

In some cases, the report will not be
available for the Quick Select button.
Follow the instructions to request adding a
report.

[ADM-AUC-SY-8020]

6. NEW BUTTON TO SHOW “HIDDEN” REPORTS [NEW-V9.2]

Some users notified ADMINS that reports become “hidden” behind the screen. Other users reported that they are
trying to do a bill re-print and get an error because they already have a bill re-print open. To show all reports open
in AUC and maintain the security of a restricted desktop, a new button is introduced with this update.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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display a View Open Windows
screen, and allow the user to
select or close a report(s) or
window.

The new Toolbar button will H S| | w|«| || || o = ' :!3' ™

[N ¥iew Dpen Windows

View Open Windows

AP_Void_Checks_MoSelect _THERESAL1],pdf Adobe Acrobat Reader DC
AP_Woid_Check=_THERESAL1] ,pdf Adobe Acrobat Reader OC
GL_Trial_Balance_THERESAL1],=ml Microsoft Excel

Payroll _Register_Void 6207 _THERESALL],pdf Adokbe Acrobat Resder OC
AP_PO_HoldCodes_ANTHEAL1] ,pdf Adobe Acrobat Reader OC Pr(]_][an] names
ALC_PD Acl Crw Used 10 View .the
CRI_Bill AdmCrw

GL_Trial_Balance_THERESAL1],pdf Adobe Acrobat Reader OC files
GL_Trial_Balance_THEFESAL1],lis TedRFE

AFChecks_CITZ Acdn Crw

[ ok | [ close | [cClosean]  cancel |

Select Process  Use your mouse to select the report/process you want to View/Close

oK Click [OK] to bring that process to the front & closes the View Open Windows screen
Close Click [Close] to close the selected process & close the View Open Windows screen
Close All Click [Close All] to close all open processes (the AUC application will remain open)
Cancel Click [Cancel] to exit the View Open Windows screen and do nothing

Once any selection is made, the View Open Windows screen will no longer be displayed. To re-display the View

. . . . I
Open Windows list, click again on the new button. |+ Note: This is only available to our ADMINS V9.2 Sites
[ADM-AUC-SY-8022]

7. CRYSTAL REPORT TITLES UPDATED [NEW]

To allow users to identify which crystal report is listed in the View Open Windows screen described in section 6,
titles were added to all crystal reports. This change may be noticed when displaying checks, bills and other reports
in the ADMINS Crystal Reports Viewer (AdmCrv) window prior to printing. The upper right corner of the window
will now show the report title and the AdmCrv text.

EAdmCrv E ME_Bill_Z Reprint - AdmCry
File  Help File  Help
Figure 9 Before Figure 10 After

[ADM-AUC-CRYSTAL-104]
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8. EMAIL USERS [NEW]

From any module, select Module Maintenance » Email Users. This screen allows the entry of non-AUC user
email addresses so that persons with a valid email address may receive reports from AUC.

Email Users

Goto...

sctions
Username Name Email Address Alternate Email Address Use Alternate Email

Cives @ po

FECDEFG est user " Yas & No
T CATHOME Theresa at home izampbel 1t 189Eamail ,com  Yag  No
TEST test testing testRadnins , com  Yes @ No
1 Add User 2 Delete User | 3 Edit List | 4 Send TestEmail |

The [1 Add User] button presents a prompt. Prior to the software update, the prompt asked for neither an email
address nor an alternate email address.

M [BLG] 58-Email Users [TRAINING] [mupdev1] [0 [AUC] 55-Email Users [theresa]
Add New Email User

Required: Enter Usemame [

Required: Enter Full Name I

Optional: Enter Email Address. [

Optional: Enter Alternate Email Address |

Lookup | 0K |  Cancel Clear All Lookup | [ 0K | cancel | Cloarsu |

Figure 11 Before Figure 12 After—Optional Email Address Entry

Now, users may enter the email address via the new prompt, or enter the email addresses directly on the screen
once the Username and Name have been added via the prompt.

[

o Note: if entering an alternate email address in the prompt, the alternate will be selected for use. That may be
f‘f - changed by selecting the “No” radio button on the Email Users screen for that entry.

More information regarding this screen is available in the Accounts Payable P Help Reference Library P AP-865
External E-mail Addresses.

[ADM-AUC-SY-8028]

9. SCREEN DELAY [Fix]

Some sites with large data sets experienced a delay when viewing screens using scroll bars. The scroll bars were
removed from multi-record screens to improve performance.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 9
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Faid Refund| Adjust] Balance] Pending

Refund Adjust] Balance] Pending|

| 4

Figure 13 Before Figure 14 After

mp———
]
I

[ADM-AUC-RC-8369]

10. HELP REFERENCE LIBRARY

10.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

PO-100 User Help Documents Index [Updated]
e CONTRACTS/BIDS PO-420 Bids Entry [Updated] [ADM-AUC-BID-6]
e OTHER PO-965 External E-mail Addresses [New]

PO-995 Change AUC Screen Size [New]

PO-1000 The Most Effective Way to Contact Support [New]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 9
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