PURCHASE ORDERS

RELEASE NOTES - SEPTEMBER 2020

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows PURCHASE ORDER system.
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1 USERS AND VENDOR ACCESS [Fix]

« | ADMINS fixed an issue with a user being unable to liquidate
their own purchase order because the Vendor had been set to a
different entity after the PO was opened.

Check Error

o E2902-Mo Access to Vendor. Check Vendor and User Entity Types

Each user in the system has an entry on the [3 PO/AP] tab of the
System P User Menu P User Profile screen defining A/P and PO
access to either the ® Town users, ® School users, or ® Both.

User Profile Screen

Entersd 07-Sep-2009 MUPDEVL

HERESA Changsd 29-Jun-2020 THERESA

Name fTheresa Lestlogin 14-Jul-2020 15:46357.56 Live

—
1 General 2 Account Security 4 Human Resources 5 Budget 6 Collections 7 Misc Biling Y Login Hist

Cess for AP/PO Vendors OTown (OSchool @ Both _Jead®Requests OYes  @No
Allow Add Vendors on e F1y T ™

Figure 1 This user is set to ® Both

Actions

The access to the vendor is set on the [3 Classification] tab of the Enter Vendors screen. The vendor is available to
either the ® Town users, the ® School users, or ® Both.

== [AUC] 2000-Enter Vendors [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System  Favorites Help
B E&E M+ +n LY Q @ F 48
Enter Vendors : :
o Certified Vendor? Yes No
Actions Vendor RBEEEE KROMINS INC Date Certified
1 2 Addr 3 Classification 4 (48) 8 tems 9 User Defined
ffM:IMZr < [[Restrict Access To (O Town (O8chool @Both % Authorized Representatives
EaeTaT T DT T IO T r@ﬁ_’
7 Reports BankCode [ Name Title
ABA#  0000-0000-0 Prenote [ Not Active [ [
BankAccount [ Type [ Phone# [(0003 000-0000 0000 [
ustomer#
HRCAC:-t Tax Paylrr\eanype OFederal () State @ None [ [
Phans# [Fonnsy_nnn_nnnn boon [T
Figure 2 This vendor is set to ® Both
Table 1 Vendor and User Access
User Access Vendor Access Result
Both Both No error — user has access to the vendor
Either Town or School | Both No error — user has access to the vendor
Town Town No error — user has access to the vendor
Town School Error — user will not have access to the vendor
School School No error — user has access to the vendor
School Town Error — user will not have access to the vendor
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Sites use this radio button to segregate activity for vendors that are used by both the town and school
users. The town may use Staples vendor #75, but the school uses Staples vendor #36. Users with access
0 to only the School will see only School POs; Town users will see only Town POs. This is in effect for
v entry, approvals, posting, change orders, and liquidations.

\.'i;’

[ADM-AUC-PO-538]

2 REPORTS

ADMINS fixed some vendor reports to filter the information properly when selecting on entity. These reports are
printed from either the Enter Vendors or the View Vendors screen. Select

Purchase Orders P Enter Vendors P [7 Reports].

The list of changed reports is below:

== [AUC] 2000-Enter Vendors [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collection] Report # Report name
B &S e EH Q@@ 3800 Address List
3805 Name List
Enter Vendors
Goto
e !
A Vendor [029152 RAPID TRADING INTL
1 Name/Address 2 Addresses 4 Attachments
5 Add Vendor
6 Add Address RestrictAccess To OTown  OSchool @ Both A
Federal ID# [B39993993 Type @ None (O SS# QOTaxiD
Bank Code N
ABAF  0000-0000-0 Prenote [ Not Active
pe [
Vendors on Hold
Vendors by Class -
B Task 3805: Vendor Name Listing X
Vendors by 1099
Vendor Name List
Vendors by Minority Codff |\ 1. FiDe? R
Vendors on State Bid List | Optional: Restrict to Address Type
Vendors with Duplicate Optional: Enter up to 9 Vendor Classes Edit |0 values:
28-Jul-2020 . Sort Order ? —
- Vendors w/City and Stat ® Vendor# O Sort Name O Vendor Class O Zip Code
THeRe elect Entity
Changed: () Town () School ® Both
Posted POs for this Vend . ’ - 1
Posted Vouchers for this
Aun as @ preview O Print - OPDF O CSV O Excel
If Printing use Duplex @ vyes (O No
Lookup OK E Cancel Clear All

[ADM-AUC-AP-1029]

3 QUERIES

ADMINS changed the way the drilldown and subsequent lookup will work for checks with multiple vouchers and or
purchase orders for different departments.
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3.1 Vendor Check History [Enhancement]

Each user in AUC is assigned a default department group (and may be granted access to other department groups).
. Users are assigned Department

== [AUC] 2058-Vendor History - Disbursement Checks [theresa]

== [AUC) 14-Department Group Security [theresa] Group Security for each
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help H
B BE e om By Qs v ’ department, marked either
] ®Read-Only, ®Access, or
Separiment Group Securty ®No Access. In the
Goto... .
e Username Theresa example, the user “Theresa”
— T is assigned access to
st FIRE ire Department }’:‘Reaa-omy (?'Access -?‘;Na—m:cess Active j‘ .
rsrem | BT P e e B departments as follows: No
frers——fierueee P Rastony @ Acams—SRieseoses orivs Access to the FIRE
B X ]\EP"NTZ’ [ \iﬂm'—l : : Li"ReadOﬂl)l' @Access (O No-Access [ctive department, access to a" the
e —— other departments.
AR BE Moom SN G B v ' ' o The default access is
N Check History - All Vouchers Paid on this Check to “TOWN”.
e Bank: ERST ERSTERN BANK FOR A/P Check#: ©3a24dd

Vendor 014996 /01 JACKETS UNLIMITED PLUS
316 OLD WARREN ROAD

The vendor check

Actons [

) e r— . history screen was
changed to displa
SR s [ En— g play
%K:ﬂ" }l‘me- }vo- POLn ll%;:v:;tm Ilmou(t' ](Il:o:’erbn(e\ 1099[1099 Description u:-enm(:;‘s et] S‘(«llu meta'data On
e e drilldown and
enhanced with hover
e — <1 text to help users
‘ i with limited
0 Cannot View Voucher. No access to Department Group FIRE department access
| /' | understand how the
] system displays or
- ‘ restricts information.

8 View Voucher 9 Reports X Excel

Figure 3 Vendor History P [Disbursement Checks] P [Drill Down] to Check History screen

In AUC, multiple vouchers may be paid on a single vendor check. The vouchers may be created by any user from
any department. Users set as “No-Access” are restricted from viewing details of other department’s vouchers.
Prior to the software update, a user with limited access would drill down to a selected check, e.g., # 0342444
shown in Figure 3Error! Reference source not found., and instead of seeing check # 0342444, would be taken to
the next check in sequence belonging to a department for which the user had either “Read Access” or “Access”.

Purchase Orders P Queries P Vendor History P [Disbursements]

With the software update, the user will see a list of the voucher payments made on the selected check. If the
vouchers are not from a department for which the user has access, the system will now display an information
message “Cannot View Voucher. No access to Department Group FIRE”.
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File Edit Ledgers Purchase Orders AccountsPayable Fixed A Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help ) )
BEE wesm 5 0 omE g Similar controls were
Check History - All Vouchers Paid on this Check implemented for
sete- Bank: EAST EASTERN BANK FOR AP Check#: (1337498 Purchase Orders on the
Actions
Vendor 023263 /01 VAN POOL TRANSPORTATION Type P Printed [ ]
PO BOX 1000 CheckDate  15-fug-2016 2 By Check tab Of the
WILBRAHAM Warrant 006043 Clear Date H
MA  01095-0000 Total Check 38287 .00 Void Date Warrant 000000 CheCk HIStOI‘y Screen.
W View Check 0 Emai Check
1By Bank 3By Vendor Summary 4 By Vendor 5 By Warrant If the purchase Order |S
Voucher [Line# [PO# IPOLn  [User Batch Invoice# Invoice Date 1099[1099 Description Line Gross, Line Net Status|
429399 |4 |gre87 2 15388 61805108 OZ—Jm—EOlB‘ 650,00 650,00 Issued from a department for
GEEEEE] SFEI R JElmn - fmoiel 1 3310.00 2310.00 | Tssued H 7]
429399 [o @191 |2 15 [AUC) 2120-Check History - All Vouchers Paid on this Check X i 158400 1584.00 | TIssued WhICh the user has NO
429393 |7 |7132 1 15 ———=io.00 2310,00 I=sued -
EEECE I e “"%20\ Tosued Access”, the system will
4233% 12 - 1 Cannot View Purchase Order. No access to Department Group SPED y, _Issued | -
) A Tssued -
429393 [11 15 0 | Tssued now dlsplay a message'
a0 1 prie\jL__ |15 il 3700.00 | Tssued
)12‘3400 = [|7193 1 15 / oK 1820,00 1820,00 Tssued
423300 5 [r987 15 | EOCE| [ 390.00 390.00 | Tssued « i
429400 |4 [7987 2\ 1555 TEUE I, i =JIUFT=2U L5 325,00 325,00 Issued CannOt VIeW PurChase
423400 [ [7i91 [1\ [i538 1806107 /' Z2-Jur—2018 100,00 100,00 | Tssued Order. No access to
423400 |p___ 71912\ 15308 FEE Z2-Jun—2018 144000 1940.00 | Tssued
429400 |7 [g7192 1 115383 161808 7 22-Jun—-2018 1470,00 1470,00 Issued 24
@500 | fBris0 538 BTt 107 Z2-Jur—2018 147000 1970.00 | Tssued Department Group SPED”.
az9ac0 |5 [esss 1 =] 06107 Z2-Jun—2018 2480,00 2480,00 | Issued
429400 [10 pes39 P [l 88 / 1806107 |22*Jm*2013 1152,00 1152,00 Issued
& View Voucher 9 Reports X Excel

Figure 4 Attempting to view a purchase order for which the user has no access

R Vendor 014995 /01 JACKETS UNLIMIT

316 OLD WARREN ROAD
SWANSER
MA 02777-0000

18y Bank 2 By Check 3 By Ver

[Voucher Jtines [po*® [POLn [User Batch  [invoices

Hover over each voucher number to
display the voucher department
e group and purchase order
—'IH;WM o yor vt department group (if a purchase
R o order was used). The hover text is
available on the [4 By Vendor] tab
e as well.
[Voucher [lines [pO" POLn

37846 |1
37847 [L

Voucher Dept Group FIRE
PO Dept Group

== (AUC) 2122-Check History - by Vendor in Check Date Order [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B &SGE wme+m Py @
Check History - by Vendor in Check Date Order

- Vendor:  [123263

Actions

VAN POOL TRANSPORTATION
PO BOX 1000

WILERAHAM

MA 01095-0000

—
28y Check 3 By Vendor Summary 4 By Vendor S Bv Warrant

frype [Warra u Line 1 Check] Line Gross] Line Netinvoice Inv Date]View
nted 3 T 7189 |1 0| 2195.00|  3145,00 pIB06108 Jur2018 W Check
Printed i 2860.00 | 2860.00 61805108 -Jur2018
Printed NO6043 youeher D;pt (,Fo;a; o M 520,00 520.00 51805108 - Jun-2018
Printed prse SPED 200 650.00 650.00 [61805108 =Jun-2018
Printed [006043 Jr= pt Group 87.00 | 2310.00 | 2310.00 [p1805108 ~Jur-2018
Piatof00pe Jopamle [97191, R BoSeh=87 S0 1 1584 DAL 00188400 08 oo 2-1me®018 | poed
337800 |5 ~2005 Pracced Wb0sT @2sd00 [10 3309 je  pre " 3Bewr00) Sk aewe.bJ [puB0BIL p2-dun-a J
!
6 View Voucher 7 View PO 8 Maintain Vendors 9 Report X Excel

[ADM-AUC-AP-1039]
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4 QUICK REPORT SELECTOR [ENHANCEMENT]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B S E e M 8 7] J

\

‘

The Quick Report/Task Selector button is in the toolbar on all
AUC screens. This feature allows a user to run any report in AUC
quickly from any module instead of going to the report library
for each module. Read SY-117 Quick Report Selector in the
Help Reference Library for details on how to use this feature.

[ADM-AUC-DOC-183]

5 YEAR END PROCESSING - PO Rollovers [Enhancements]

ADMINS made changes affecting the PO Rollover process.

PO Rollover Processing

Description
Verify Tables
Restart Process
Email Open PO Listings
Select Purchase Orders for Processing
Edit Workfile
Pre - Posting Verification
Post Rollovers

5.1 Turn Off Access to Purchase Orders [Fix]

ADMINS closed a loophole that allowed users to circumvent the year end access restrictions from purchase orders.

Purchase Orders
Tables

v iv v

v

Year-End Processing PO Rollover Processing
Module Maintenance \ Set starting PO# for New Year end
T Change Menu Access for PO Entry/Change Orders

Users will no longer be able to click on the
[Actions] button to work on purchase orders
when the access is temporarily restricted at year

Goto...

Voucher Entny

The options to select the PO
Entry or PO Release from the

Actions button will not be
® _'1 available
- J
R

Awaiting Approval

Voucher Release

Approval Paths Change Orders
In Entry Began
Exit In Error Status

Readu for Releace

[ADM-AUC-AP-1021]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 15



Purchase Orders

September 2020

6 ADMINS Unified Community Release Notes — Version 20.3

5.2 Email Open PO Listings [Enhancement]

The [Email Open Po Listings] step now includes the message text in the body of the email and
offers a third format option (PDF®) for the Open Purchase Order Listing attachment. This was
a customer requested enhancement to allow those working remotely to access the information
more readily. Here is an example for purchase orders rolling at year end:

B Task 3178: Email Open PO Listings
Email Open PO Listings

Required: FY to Roll POs From: |EIRE]

" Required: Enter Note |ahcdeig

" Optional: Enter Note |

" Optional: Enter Note |

' Optional: Enter Note |

CC message to Sender: @®ves O No
Brintiepoiasy ® Summary O Detail Before - two
Report Layout: (O Standard Format @® Excel Options for the

report layout

Lookup Cancel Clear All
Figure 5 Before — Report Layout options for “Standard Format” or “Excel®”

B! Task 3178: Email Open PO Listings X
Email Open PO Listings
Required: FY to Roll POs From: |2p920

Required: Enter Note IF‘Iease review the purchase orders listed in the attached.

Optional: Enter Note |vaide a request for disposition to Jane Smith no later than June 30.
Optional: Enter Note |L-Liquidale; A-Roll Foward wf Appropriation; N-Roll Forward with no

Optional: Enter Note |appropriation. Non-responses will result in liquidation of the Purchase Orders.

CC message to Sender: @Yes O No

Print Report as: Be . Dotail New PDF
Send Report Attachment as: I'H:) Web Browser '::) Excel Lé) PDF 0ption

Lookup Cancel Clear All

Figure 6 Added a new option to send the report attachment as PDF® format
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1 Task 3178: Email Open PO Listings X
, ¥ [AUCIOpen Purchase Orders available for R... B - ) X
Email Open PO Listings
Required: FY to Roll POs From: |2020 BElr @ Tell me what you want to do
Required: Enter Note ‘F‘Iease review the purchase orders listed in the attached. e) <€) -2 ('Z| EE M Ft' v FIBV . /O Find b .
Optional: Enter Note levidc a request for disposition to Jane Smith no later than June 30.
Optional: Enter Note L-Liquidate; A-Roll Foward wf Appropriation; N-Roll Forward with no rchase Orders available for Rollover or Cancellation
Optional: Enter Note \ pprop Non-resp will result in liquidation of the Purchase Orders. . Sl G| |-
CC message to Sender: ns-com
9 : ®Yes O No Tarantola 5:03 PM
Print Report as: T O Detail B Campbell
Send Report Attachment as: Y e breaks from this message.
WN.pdf
Lookup Cancel Clear All
“2- 11 Note text now also included in the
From: Thergga body of the email
Departmentf TOWN

Ik |¥L Gio o Lot of L Oedarc tbot /4,4 Uable foc Dol or

Please review the purchase orders listed in the attached.

Provide a request for disposition to Jane Smith no later than June 30.

L-Liquidate; A-Roll Foward w/ Appropriation; N-Roll Forward with no appropriation. Non-
responses will result in liquidation of the Purchase Qrders.

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
4 »

Figure 7 The body of the email now contains the four notes fields as entered on the prompt

[AUC]Open Purchase Orders available for Rollover or Cancellation
) z porolmail_TOWN.pdf - Adobe Acrobat Reader DC
auc@admins.com
To Wendy Tarantola File Edit View Window Help
Ce Theresa Campbell Home  Tools porolmail_TOWN.pdf
(&) e removed exira line breaks from this
J
porolmail TOWNpdf e ® B E Q T/ A MO @ - B T B 7 & &
m] S5KB
o
i | 2L
3 l PDF Option #’-
Printed 25-Jun-2020 at 17:02:29
Town of Admins
From: Theresa
Department: TOWN The following is a list of your Purchase Orders that are OPEN and available for
Rollover or Cancellation. Included are any In-Progress.
The email attachment is a list of your| Please review the purchase orders listed in the attached.
Provide a request for disposition to Jane Smith no later than June 30.
. | L-Liquidate; A-Roll Foward w/ Appropriation; N-Roll Forward with no
Please review the purchase orders lis| appropriation. Non-responses will result in liquidation of the Purchase Orders.
Provide a request for disposition to J;
L-Liquidate; A-Roll Foward w/ Approg po# Vendor Department DO Date PO Amount Relief Balance Status
Posted Purchase Orders
** Do not reply to this email message 191158  CUMMINS NORTHEAST, INC. TOWN 01-Jul-201% 184776.00 46194.00 138582.00 Open
via the ADMINS Unified Community 191178 ADMINS TOWN 12-Sep-2019 100.00 100.00 Open
191179 STAPLES TOWN 12-5ep-2019 500.00 500.00 Open
191182  DEMOULAS SUPERMARKETS, INC TOWN 30-0ct-2018 300.00 300.00 Open
191187 STAPLES TOWN 18-Mar-2020 150.00 150.00 Open
191188  RDRIEN MARCET TOWN 18-Mar-2020 25.00 25.00 Open
191192 TONI MARINE INC. TOWN 18-Mar-2020 22.00 22.00 Open
191193 DIANA SANDINI TOWN 18-Mar-2020 65.00 65.00 Open
191196  EVIDENT, INC. TOWN 18-Mar-2020 25.64 25.64 Open

Figure 8 PDF® option selected

Each of the three formats will include the notes in the body of the email; open the attachment to view the list of
purchase orders.
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€ Backto message

Last changed:  Thursday, June 25, 2020

O] poromallowtam -, | Web Browser Option '

Town of Admins

From: Theresa
Department. TOWN

The following is a list of your Purchase Orders that are OPEN and available for

Rollover or Cancellation. Included are any In-Progress. .
Excel Option
Please review the purchase orders listed in the attached. Town of Admins
Provide a request for disposition to Jane Smith no later than June 30. List of your Purchase Orders that are OPEN and available for Rollover or Cancellation. Included are any In-Progress POS
L-Liquidate; A-Roll Foward w/ Appropriation; N-Roll Forward with no
appropriation. Non-responses wil result in liquidation of the Purchase Orders SO TVandor Depanme T 56 Aol R Bancs TSRS
Type: Posted Purchass Orders H
Type: Posted Purchase Orders i H
191158 CUMMINS NORTHEAST, INC, OWN 112019 184,776.00; 46,194.00; 13858200:008”
- 1 ADMINS OWN )112/2019 100.00: 100.00: Open
PO# Vendor Department PO Date PO Amount Relief Balance Status 197170 ISTAPLES oW 175019 50000 50000:0pen
191,168 CUMMINS NORTHEAST, INC. Town 01ul-2019 184,776.00 [ 46,194.00| 138.582.00(Open - SRR S I3 NG R oo S ﬁggjggzz
191,176 |ADMINS TowN 12-Sep-2019 100.00 10000 Open i ADRIEN UARCET it AE5020 65 S51006:0pen
191,179 [STAPLES TOWN 12-8ep-2019 500 00 500.00|Open HHZ. e e 2 e o ggggggz:
191,182 |[DEMOULAS SUPERMARKETS, INC [TOWN 30-0ct-2019 300,00 300,00 (Open 151198 EVIDENT, ING. i 82020 64 564 0pen
197,187 |STAPLES [TOWN 16-Mar2020 1000 150.00/0pen Pleass fevie e purchise orders sed i he atiached
191,188 /ADRIEN MARCET TOWN 18-Mar-2020 25.00 25.00(Open Frouide a reque st for 0isposiion {o Jang SN no ater than Juné 30
191,192 [TONI MARINE INC. TOWN 18-Mar-2020 2200 22.00 Open Liiquidate, A-Roll Foward wi Appropriation; NRoll Fowardwithno
appropriation. MNon-responses will result in iquidation of the Purchase Orders.
191193 | DIANA SANDINI TOWN 18-Mar-2020 65.00 65.00 (Open
191,196 |EVIDENT, INC TOWN 18-Mar-2020 2564 25 64|Open
Page 1 of 1 Printed 6/25/2020 at 459 PM

Figure 9 The original Web Browser (used to be called “Standard Format”) and Excel® options are shown above

[ADM-AUC-PO-536]
5.3 Attachment Step Run as a Scheduled Task Overnight [Enhancement]

The [Post Rollovers] attachment step will trigger a scheduled task to run overnight. This will free up the user and

session for other tasks. On completion of the task, an email will be sent to the members of the POROLBST Email
Distribution List.

[ADM-AUC-PO-542]
5.3.1 PORLBST Email Distribution List [Enhancement]

To notify user(s) that the attachments step is complete, add the email address to the POROLBST Email Distribution

List. Learn about Email Distribution Lists in the Help Reference Library in document PO-960 Email Distribution
Lists

== [AUC] 20-Email Distribution Lists [theresa] - X

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help

B ESE me»nm EH Q @ FU

Email Distribution Lists

Goto
e ‘ Distribution Code NN PO Rollover Form Attachments System Default Distribution List
User Name Full Name Email Address Status ~
MUPDEVA Mupdevd CAntheal supportBadnins ,com ictive
< 1 Add Email >THERESQ_RDHIN Theresa Canpbell — secondary ad |canpbellt189@gmail .con Fctive
2 Remove Email

Figure 10 The POROLBST Email Distribution List

An example of the email is shown in Figure 11:

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 15



ADMINS Unified Community

Release Notes — Version 20.3

Purchase Orders

[PLUTO-AUC] Create PO Rollover Attachments - Message (Plain Te...

T

File Message  Help Q  Tell me what you want to do
-3B89 6> @8 B B O Qzom
~
[PLUTO-AUC] Create PO Rollover Attachments
&
aucdev@admins.com © Reply © Reply Al 7 Forvard
To Hsupport Tue 8/18/2020 11:23 AM
L R R S B I B SR S SN BN S SRR TR N S

3“"“ o

The following Batches have completed the Attachment of PO Rollover Forms]

PO Rollover Batch 000013 has been completed

Email List: [POROLBST] PO Rollover Form Attachments

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

4

Figure 11 Sample Email Notification that the Attachments step is complete

3

September 2020

[ADM-AUC-PO-542]

5.4 Retainage in Change Order History for POs that are Rolled [Fix]

ADMINS corrected the PO Rollover process to include the Retainage % or Retainage Amount fields in the Rollover
selection files. This did not affect the PO itself but did affect the Change order history records used for reporting.

Change seqf: 1 Date: 01-Jul-2019 Time: 19:10:12.02 Usar:

vendor: 051421-01 AMBIENT TEMPERATURE CORP
Dept: CITY

[ PO Rollover affected retainage

-May-2019

Field Name old value v wETie

i

/Eetre;ae -5.00%

Date changed from
anged from 2012 te 2020

Change Rreason mollover to New Fiscal Year

e Date

Intarnal Notes

00
-0000 At rollover po
used mellever Methed N

Figure 12 Before — the retainage percentage was not carried to the new purchase order and showed as a change

& TedRE - PO_Change_Order_History_ THERESA[1]lis

File Edit Format Options

oo =1[+ =] Blz[ufaz] =| oloe| (¥ 5(3] &)

3032-POCHGHISEDT . REP Printed 17-Aug-2020 at 12:46:11 by THERESA

City of ADMINS

Change Order History Report

Change Segé: 2 Date: 01-Jul-2021 Time: 12:45:23.08 User: THERESA

Page 1

Vendor:
Depr:

1 NEW CONCEPT SUPPLY

(

PO Rollover did not affect retainage

&/L

Field Hame 014 Value Hew Value

|/

Change Reason Rollover to New Fiscal Year v
17-Aug-2020
1 200-750-0000-007-00-00-58222 222

Internal Notes: by THERES]

FY changed from 202

Figure 13 The rollover does not change the retainage %

[ADM-AUC-PO-519]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 CHANGE / SET AUC PASSWORDS [ENHANCEMENT]

ADMINS added a [Reset Password] button on the login screen that allows users to reset their own AUC passwords.
The feature requires an email address on the user profile for the user account.

Please Sign In: Please Sign In:
E2 S0

& Vi Username  THERESA_ADMIN Theresa Canpbell - s Username THERESA_ADMIN Theresa Canpbell - s

) \'; Password Password

Hl k-

T =] Py

T Mod
¥ d Login Exit raining “ Login Exit Training Mode
Reset Password

MPORTANT lll * our pmdm:ls L ~art Info _r-» tatter mm“ m 5 *our producls L ~t Info e - war

Figure 14 Before and After — the new Reset Password button on the Iogln screen

Please Sign In:

Username
Password

THERESA_ADMIN Theresa Campbell - s

Training Mode

Login Exit

. Reset Pg
1

IMPORTANT NEWS

swordx

About our products E-newsletter

—

Support Info

ATTENTION! ADMINS Unified Community - Please Sigo 1o

A Quarterly software upd

dick on the links below to 0 You have elected to Reset your password do you want to C
June 3 é
« |
AP RE” BUT
PO PP MB
HR 1T FA

Use this feature if the password is
forgotten.

1. Click the |_Reset Password |

button to initiate setting a new password.

2.

Click [Yes] to the “You have
elected to Reset your password
do you want to Continue?”

prompt.

ontinue?

3. Click
[OK] to the
popup
showing
where the
email has

Send Password Reset Email

Email has been sent to
campbellt189@gmail.com

Gow, e 30-Jul-2014 THERESA
g Username HERESA_ADMIN # 23-Jun-2020 THERESA
[Theresa Canpbell - secondary adain accou Lastlogn 93~ Jun2020 11:45:45.37 Live
G 2 Ac it S ity 3PO/AP 4 Human Resources S Budget € Collections T Misc Biling 'Y Loqin Hist

User Profile Screen

‘mail Address
Alternate N

X Send Test Emai

Eampbellt189@gmail ,com ’P

Use Altemate Email
Oves @no

Background Color LIGHT STEEL BLUE ResetDefault Color  OYes @ Mo

8.Add User 9 Chanae Password 0 Menu Listing for User

Status: Active uP

Figure 15 Set up email addresses for AUC users

been sent.

The email will be sent to the email
address on the contact tab of the
user profile table. The prompt will
show which email address will be
used. Check the email account for
the new password for AUC.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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M AUC Password Reset - campbell: x | 4 — [m] x
< O A8 https//mail.google.com/mail/u/0/ ® = @ @ 2

= M Gmail Q, Search mail - ® @ i o

€« o o 8 o ¢ D ®

|— Compose

O inbox AUC Password Reset © lnbaxx ! If the email is not in the Inbox, check

%  Starred . the Junk or Spam folder. Mark the

ds | .com 011 AM (12 minutes ago) Y& 4
& tome * M Spam @2 - campbelltiao@gmal X +| email as “Not spam” or “Not Junk” <
A temporary velcome661 ) &« O 4 https//mail.google.com/j ® . [) ¥~ [3

password will be sent
to the email address

Emporary Password exaclly as displayed

= M Gmail

Please log into AUC using this temporary password
and you will be asked to change it

1-20f 2

Meet
) | compose
™ Startameeting Messages that have been in Spam more than 30 days will be
Join a meeting * Do not reply to this email message as it was system generated automatically deleted
via the ADMINS Unified Community (AUC) System = © spam
Chat & Trash Delete all spam messages now
L + . -. Caleglones aucdev 9:11 AM
&% Soclal " AUC Password Reset
.  Reply % Forward © updates 2062 You have been assigned a temporary password welco...
Figure 16 Sample email sent with temporary password
If the email is not found in the inbox,
Please Sign In: check the spam or junk folder. Use
Username FHERESAADNIN | Theress Canpbell - = the password in the email exactly as
Password  IXTEEE -
e shown (case sensitive). The system
Training Modo

will immediately prompt for a new

When entering the password.

new password, the

) Cnhqzrsak‘ggr:n";"t'hie Type a new password and confirm

the new password.

A Quarterly software update was installed on your site. Please Iength may IOOK p

click on the links below to review the different from what |
is typed. Click on

[OK]

B Please Enter Password

New Password ‘ e000eReesRRRERRRRRRS

Confirm Password

Figure 17 Entering a new password

i User Profile Login History The super-user on the site
——_ — ‘21‘.'-'1 e may view the User Profile »
— Name Theresa Canpbell - secondary admin accou Last Logn 93- Jun-2020 11:45:d5.37 Live [Y Login History] tab to see
1 General 2 Account Security 3POJ/AP 4 Human Resources 5 Budaet & Colections 7 u«@‘ Iogon and password reset
o T T T T b P ot ‘ aCthlty

[23-Jun-2020 K
[23-Jun-2020 :14:17.10
23— Jun-2020 104131, 12 |User Requested Passuord Reset
[23-Jun-2020 09:28:36.45 [Live
[23-Jun-2020 1281 7 Live
23— Jun-2020 User Requested Passuord Reset
[23-Jun-2020 Live
[23-Jun-2020 : .77 Live
18-Mar-2020 [13:51:17.02 Live
10-Dec-2019 [17:16:07,36 Live

Figure 18 Login History Screen for super-users

Live
User Requested Passvord Reset
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6 ADMINS Unified Community Release Notes — Version 20.3

ADMINS Unified Community - Please Sign In

If the user profile does not have an email set up, the system will
display this message. Contact the super user on your site or Q o
ADMINS to add an email address to the user profile.

If no email should be associated with the username, contact

Password cannot be reset as your user profile doesnt have an email

Contact Support to reset your password and update your email address

support@admins.com to reset the password.

6.1 New Message on Password Errors [Enhancement]

[ADM-AUC-SY-8130]

ADMINS changed the invalid password message to reflect the availability of the Reset Password button and to let

users know that they may try again after five minutes.

ADMINS Unified Community - Please Sign In X

Q Incorrect Password entered more than 3 times

Close the screen, wait 5 mins and try logging in again

If that doesnt work, use the Reset Password button te change your
password

Figure 19 New Incorrect Password message

7 LOGIN SCREEN SUPPORT INFO TAB [ENHANCEMENT]

[ADM-AUC-SY-8159]

Many users only use this screen to log in — but there are other features available. Click on the [Support Info] tab.
There are 3 buttons on this screen to easily join a Go To Meeting, access the ADMINS website or email ADMINS

support.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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7.1 [Join Go To Meeting]

= ADMINS Uinified Community - Please

File Edit Help

Sign in

5200

&

Reset Password

ne
ME Y,
Tt

IMPORTANT NEWS Al
Support

Please Sign In:

Username  [THERESA
rd

Training Mode
Login Exit

bout our produ E-newsletter

September 2020

The first button, [Join Go To Meeting],
brings up the GoToMeeting website, to
allow joining a GoToMeeting from the
AUC server. Enter the nine-digit meeting
number to be joined to the meeting.

Click the Button to start your brovser

Join Go To Meeting

ADMINS Website
i ?
Send E-Mail to Support Ready to meet on GoToMeeting?

To connect t

enter the GoToMeeting

7.2 [ADMINS Website]

The second button will bring up the ADMINS website home screen. Access news, release notes, webinars, and

Please Sign In:

selected help documents here.

E2L0,

&

Reset Password

,

<HE g,
ATmat

Support

IMPORTANT NEWS  About our products.

Username THERESA
Password

Login

Click the Button t

Join Go To Meeting

ADMINS Website

Send E-Mail to Support

=ity o
o start your brovser

T Training Mode

m O -+ @ O 52 ADMINS Inc - Municipa

How can ADMINS products and serviceshelp you today.

IDEAS, RELATIONSHIPS, RESULTS

7.3 [Send E-Mail to Support]

The third button opens the ADMINS “Contact Us” page to instantly send an email to ADMINS support. Every

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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page on the website has the button to allow emailing support instantly.

\,‘19 Lo,

v Training Mode

e,

@c

Tt

sz

i

= a

2 a

£
o
-

F

Reset Password

P IR

IMPORTANT NEWS  About our producti_  Support Info
Support
Click the Button to start your

Join Go To Meeting

browser

ADMINS Website

# Send E-mail to suppoﬂ\_ e

7

I I“

Hil Let us know how we can help and

we'll respond shortly, For the best
response, include a phone number in

the message.

Name*

A simple, quick form
will pop up - be sure to
include a phone
number and email
address so that we
may reply

Email*

8 HELP REFERENCE LIBRARY

Use this button to send
support@admins.com

e a quick email from the
. AUC server.

[ADM-AUC-SY-8154]

In addition to the following new or updated documents added to the Help Reference Library, the “SYSTEM”
sections of each library were standardized for the help documents that are not specific to the module. See the

“SYSTEM” bullet below for an example.

8.1 New or Updated Documents

I TOP LEVEL------- PO-100 Help Documents Index [Updated]
e YEAR END PROCESSING  PO-790 Turn off Access to Purchase Orders [Updated]
e SYSTEM SY-117 Quick Report Selector [New]

SY-145 Reset Password [New]
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