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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 PO CHANGE ORDERS 

ADMINS made changes to PO Change Order processing. 

1.1 Account Access on PO Change Orders [Enhancement] 

Department Group Security regulates who can and cannot 
access POs. Users with access to a PO can initiate a change 
to the PO, despite not having access to accounts used on 
the PO. This is to allow a department user to make changes 

to accounts. Account access is not checked when creating a Change Order to a given PO. 

ADMINS enhanced the PO Change Order process to allow a user that created the PO change order to remove the 
change order. If a user with access to the PO Department Group initiates a change order on a PO but does not 
have access to the accounts used on the PO lines, the system prevents posting a change order and provides an 
error report (and will continue to do so). 
 
Prior to the software update, a user was prevented from removing their change if the PO had accounts to which 
the user did not have access. The PO was not shown on the selection screen when trying to remove the PO change 
order. 
 
The PO #195866 was in a department accessible to the user; but the account was not. When the user checked the 
PO Change order, it was reported on the error list: 

 
Figure 1 PO Change Order that a user creates will be available to the user for deletion in the remove change order screen. 

Since the user was not able to make the change, the user wanted to remove the change order. 

[ADM-AUC-PO-576] 
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1.2 Retainage Amounts from Bids [Fix] 

ADMINS corrected the change order process for POs that are based on a bid that has retainage. Prior to the 
software update, if a change order was made to a PO that brought in a new line from a bid, the retainage % or $ 
amount was not reflected on the PO Change Order. 
 

Now, the retainage will be 
brought into the PO on a 
change order made against 
a line with retainage 
specified, either as a % or 
as a $ amount. 
 

 
Figure 2 

[ADM-AUC-PO-568] 
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1.3 PO Change Order Selection Screen [Enhancement] 

ADMINS improved access to the PO change order entry 
screen by presenting open POs first. Accessing the screen 
is much faster now. 

 
 

[PEA-SUP-SAPLAUC-761] 

2 REPORTS [Enhancement] 

ADMINS enhanced several reports and created new reports. 
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2.1 [1 By Vendor] #3825 Vendors Added on the Fly [Enhancement] 

  
Figure 3 Allowing a user to Add Vendors on the Fly during Purchase Order Entry 

 
 
ADMINS added report #3825, Vendors Added on the Fly. Select the Entity and Vendor Status. There is also an 
optional Date Range filter. To run the report, select: 
 

Reports  Report Library  [1 By Vendor]  [#3825 Vendors – Added on the Fly 

 
In the example shown in Figure 4, a date range was used to limit the report to only Vendors Added on the Fly 

within the specified date range. 
When using a date range, either 
select the dates from the lookup 
or enter them directly without 
slashes or dashes – for example, 
January 1, 2021, is entered as 
01012021, and August 13, 2021 
is entered as 08132021. 
 
 

Figure 4 Running the new Vendor Added on the Fly report 

The report is shown “Run as” Excel®. The report legend indicates what selections were made. Columns include: 
 

[ADM-AUC-PO-567] 

Some users are allowed to Add Vendors on the Fly during Purchase 
Order Entry. This is controlled on the [3 PO/AP] tab of the User 
Profile screen. 
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2.2 [2 By Commodity Item] 

 

2.2.1 #3760 Items Used on Purchase Order [Enhancement] 

ADMINS received a customer request to track grant funded purchase orders by project number and recommended 
using Commodity Items on purchase orders. ADMINS enhanced the “Items used on POs” report to facilitate this 
reporting requirement. 

Reports  Report Library  [2 By Commodity Item]  #3760 Items Used on Purchase Order Report 

 

 

Prompt How Used 

Optional: Purchase Orders Dated 
(mmddyyyy) 

If dates are present, limit the report to just the POs dated within the 
specified range. Enter the dates in either MMDDYYYY format or select 
dates from the [Lookup]. If a “From:” date is entered, the “To:” date 
must be specified and be later than or equal to the “From:” date. 

Optional: Enter up to 9 Item Codes If item codes are present, limit the report to just the selected items 

Optional: Enter up to 9 Item Classes If item classes are specified, limit the report to just the selected classes 

Sort Report By: Default is to sort the report by  Item #; optionally set the radio 
button to sort and total the report by  Item Class,  Account #, or  
 PO #. The system will save this selection and it will be the radio 
button selected the next time the report is run.  



 

ADMINS Unified Community Release Notes – Version 21.3 

Purchase Orders September 2021 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 16 

Prompt How Used 

Print Select summary to show one line for each of the “Sort By” selections: 

 

Select Detail to show the details, with subtotals and breaks between each of the “Sort By” selections; the 
examples are by Item #: 

 

 

 

Column Label Description 

Date Date of the Purchase Order (PO) 

Vendor# The Vendor number for the PO 

Vendor_Name The Vendor Name for the PO 

Line# The line number on the PO 

Item The Item number used on the PO 
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Column Label Description 

Description The Item description used on the PO 

Class The Class assigned to the Item used on the PO 

Qty The quantity of the item authorized for purchase on the PO 

Account_and_Description The general ledger account number and account description used on the line 

Unit Price The unit price for the item 

Unpaid_Balance The unpaid balance for the line on the PO; if blank, the line is fully exhausted 

 
Figure 5 The legend on Report #3760 Items Used on Purchase Order, sorted by Item #, in Detail  

[ADM-AUC-PO-572] 

 

2.2.2 #3765 Items Used on Vouchers [Enhancement] 

 
ADMINS updated the 
Items Used on Vouchers 
report to facilitate 
tracking funds.  
 
This report is useful if 
commodity items are 
used on vouchers. 
 
 
 
 

 

Prompt How Used 

Optional: Vouchers Dated 
(mmddyyyy) 

If dates are present, limit the report to vouchers dated within the 
specified range. Enter the dates in either MMDDYYYY format or select 
dates from the [Lookup]. If a “From:” date is entered, the “To:” date 
must be specified and be equal to or later than the “From:” date. 

Optional: Enter up to 9 Item Codes If item codes are specified, limit the report to just the selected items. 

Optional: Enter up to 9 Item Classes If item classes are specified, limit the report to just the selected 
classes. 

Sort Report By: Default is to sort the report by  Item #; optionally set the radio 
button to sort and total the report by  Item Class,  Account #, or  
 PO #. The system will save this selection and it will be the radio 
button selected the next time the report is run.  
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Prompt How Used 

Print Select summary to show one line for each of the “Sort By” selections 
made when running the report. 

Select Detail to show the details, with subtotals and breaks between each of the “Sort By” selections; the 
examples are by  Item #: 

 

The columns on the report are described in the table below. 

 

 

Column Label Description 

Date Date of the Voucher 

Vendor# The Vendor number for the voucher 

Vendor_Name The Vendor Name for the voucher 

Line# The line number on the voucher 

Item The Item number used on the voucher 

Description The Item description used on the voucher – the default item description is 
brought into the voucher; it may be overridden 

Class The Class assigned to the Item used on the voucher 

Qty The quantity of the item paid for on the voucher 

Account_and_Description The general ledger account number and account description used on the line 

Unit Price The unit price for the item 

Unpaid_Balance The unpaid balance for the line on the voucher; if blank, the line is fully exhausted 
on the purchase order if the voucher was created from a purchase order. 

 

[ADM-AUC-PO-572] 
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2.3 [3 By Purchase Order] 
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2.3.1 #3630 Open POs Against an Account [Enhancement] 

Prior to the software update, the report 
would only return results from the current 
fiscal year. This was misleading, as there could 
be, depending on the timing of the PO 
Rollover process and the site’s business rules, 
purchase orders open from prior fiscal years 
for a given account number. 
 

 

 
 
 

 
 
 
 
 
 
 
 
 

Figure 6 Before – running the report could yield no results 

Reports  Report Library by Purchase Order  Open POs   #3630 Open Purchase Orders Against an Account 

A Fiscal Year is now required on the prompt when running the report.  

 

 
Figure 7 #3630 PO Balances by Account Report “Run as” Excel®  

[ADM-AUC-PO-569] 
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2.3.2 #3623 Posted POs Detail [Enhancement] 

ADMINS added a commodity item column and fixed the requisition # column. The balance on the quantity 
columns will be shown on each line and if the PO does not use quantities will be either blank or show 0.001. To run 
the report, select:  

Reports  Report Library by Purchase Order  Posted POs   #3623 Posted POs Detail 

 
Figure 8 Before 

In the image in Figure 9:  

1. Columns E and F were suppressed to show more of the new features 

2. New Commodity Item column – if no item was used, this will be blank for the PO/Line 

3. Requisition # now shows the requisition # instead of repeating the PO # - if no requisition # was entered; 

this will be blank for the PO/Line 

4. The Quantity columns will show the original and remaining quantities if a quantity was used, for PO Lines 

that did not specify a quantity, it will show either 0.00 or be blank  

 
Figure 9 After – new report features on the #3623Open PO Details report “Run as” Excel®  

[ADM-AUC-PO-574] 

 
 
 
1 This depends on the server setup; some use a default of “0.00” for zero values; some use blank. 
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2.3.3 #3601 - Select POs by Account Elements [Fix] 

ADMINS fixed an issue with this report if the site had only three elements in the account structure. 

 

[ADM-AUC-PO-577] 

2.4  [7 Contracts]  

 

2.4.1 #14636 Posted Contracts – Detail [Enhancement] 

ADMINS made two enhancements to the #14636 Posted Contracts – Detail Report:  
 

1. Run the report for up to nine contracts instead of for all contracts.  

2. In addition, a Status column was added to the report, since this report shows Posted contracts that can 

have different statuses (Open, Change Order in Progress, Closed, etc.,). 

The report legend shows the selection criteria for sorting and contract selection. The Vendor Entity is shown in the 
legend in case the user is restricted to only school or only city contracts. In this case the user running the report 
has access to both entities – school and city. 
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Figure 10 Before – No selection on contract number 

 
Figure 11 After – Added a filter to optionally limit the report to up to nine contracts 

 

 
Figure 12 Posted Contracts – Detail Report Run as Print/Preview/PDF®  

[ADM-AUC-PO-571] 
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3 ATTACHMENTS [ENHANCEMENT] 

Users occasionally find that an attachment listed on one of the many attachment screens is not available. ADMINS 
found that this frequently is due to the attached file residing on a local client workstation or location that is not 
available to all users. 

3.1 Prevent Attaching Files Residing on Local Workstations 

ADMINS made a change to prevent users attaching files from local workstations: 
 

On the Attachment 
entry screens, if the file 
being attached has 
“TSCLIENT” in the path 
(or even the filename), 
the system will reject it 
and display this 
message: 
 
 

 

 
Users still need access to the TSCLIENT area to be able to download 
files to their local workstations, such as files to be transmitted to 3rd 
parties. 

3.1.1 Screens Using the New Feature 

Table 1 The following screens will use the new feature: 

Task# Description Access the screen using the menu path: 

2000 Enter Vendors Vendors  Enter Vendors  [4 Attachments] 

3034 PO Query - In Progress Queries  View All POs  [Select]  [8 Attachments] 

3048 Change Order Attachment Entry Change Order  Entry  [Q Attachments] 

3057 PO Query - In-Progress - Attachments Queries  View All POs  [Select]  [8 Attachments] 

3058 PO Query - Attachments Queries  View All POs  [Select]  [8 Attachments] 

14008 Contract Entry Contract  Entry  [Q Attachments] 
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Task# Description Access the screen using the menu path: 

14063 Contract Query - Attachments Contracts  Queries  View All Contracts  [Select]  [Q 
Attachments] 

14073 Contract Query - Attachments Contracts  View All Contracts  [Select a Contract in 
Change Entry]  [Q Attachments] 

14208 Change Order Attachments Contracts  Change Order  [1 Do Change]  [Q 
Attachments] 

15090 Bid Entry Attachments Bids  Bid Entry  [8 Attachments] 

15210 Open and Awarded Bid Attachments Bids  Open and Awarded Bids  [8 Attachments] 

[ADM-AUC-SY-8206] 

3.2 Weekly Error Check Report 

ADMINS changed the weekly error check on attachments to report only selected broken attachments: 

1. If attachments are system generated, or 

2. If “TSCLIENT” is present in the file name 

Note: Attachments from network common areas will not be error checked since each site establishes a network 
common area to which the ADMINS account running the process does not necessarily have access.  
 
The weekly error check report is sent to the members of the BROKENATT email distribution list. To add users to 
the list, follow the instructions found in SY-150 AUC Email Distribution Lists in each Help Reference Library. If the 
weekly process identifies missing TSCLIENT attachments, contact the owner of the source document; if the missing 
attachments are system generated, contact support@admins.com. 

 

[ADM-AUC-SY-8206] 

4 HELP REFERENCE LIBRARY 

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

4.1 New or Updated Documents 

• CONTRACTS/BIDS PO–510 Contracts [Updated] 

4.2 Contracts 

ADMINS updated the contracts document to include information about the prevailing wage and insurance 
certificate enhancements.  

[ADM-AUC-PO-571] 

support@admins.com

