PURCHASE ORDERS

RELEASE NOTES - SEPTEMBER 2021

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]

Gl i Department Group Security regulates who can and cannot

i il 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.

Change Orders > Entry
AP/PQ Dashboard Remove Change Orders L

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:

3750-FMREP: POCHGERR . REP Printed 13-Sep-2021 at 11:23:01 by THERESA Page 1

- When change order is
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, e checked, the error list
reports that this user
has no access to the
account.

for posting

Select Change Orders to Remove

Goto...

The Change Order is available

Aciee 1 Select Al 2 Deselect Al 3 Remove Changes to the user for removal
S 4 PO# 5 DeptCode 6 PO Date 7 EntryUser 'endor Name | [email Removal Notes  |Notes 7
TECHNOLOGY  |01-Jul-2021 |[THERESA WVCONNECTION, INC 9 Edit Note
[[195897 |HIGHSCHOOL  [31-Aug-2021 [THERESA MeM MEDICAL SUPPLY 494,67 [Entry Began

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]

September 2021

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

. a B .
Bid Entry voried B brought into the POon a
Gote. Bid # Description  Forstruction - Mew Librarg .
actons change order made against
Bid Type [ONS Construction Bid Last Bid# 0000-000
Requested by MUNICIPAC BUILDING COMMITTEE a line with retainage
S Bid C)panm;!F Bid Effective Dates Individual
Date B2—Ju Stat [Ba-Jun Minorit i H [
gl T gl TR N g T s specified, either as a % or
 — as a $ amount.
1 Class Viendor: 3 Vendor Email 4 Category 5 Detail (S) £ Resoonses 7 Award Bid 8 Attachments.
Line QTY CAT  Awarded Vendor
[ [.03 Concrete 12,000,0000)[" " 024148 PETRUCCI CONSTRUCTION T
I Retainage %
[ [ 5.00|
3 .04 Masonry a,000,0000f 024148 PETRUCCI COMSTRUCTION I
I Retamage %
[ B 5.00]
B~ [.05n Miscellansous Metals Retainage is listed on the bid [ 6,000,000 c2ates pETRUCCT consTRUCTION T
[ for all lines 7] Retamage %
[ 5.00
B [.05s Structural Steel ] 25,000,0000f] 024148 PETRUCCI CONSTRUCTION I
I Retanage %
[ [ 5.00
B B.06 Architectural Woodwork 2,000,000 024148 PETRUCCI CONSTRUCTION I
[ Retanage %
[ 10,00}
9 Add Lines 1 insert Line L Delete Line W Transfer Line 0 Edit List Q Renumber Lines Bid Amount 3,277 .500,00
Open
PO Query - Posted LIERESH
to. "
Sl Vendor Code 024148 01 DeptCode ADM TOWN ADMINISTRA  |DeliverTo 10 TOWN OF ADMINS
Actions PETRUCCI CONSTRUCTION INC Via Email PO Date 30-Jul-2021 FY 2022 Invoice To 10 TOWN OF ADMINS
100 SHAWMUT RD TypeCode Z Zero Tolerance 1 Delivery Notes J internal Notes
CANTON No text available No text available
MA  02021-0000 Ship To Attn
Ship Date Prevailing Wage
Expected Amt
2 Details (2) 3 tems 4 GL Details S Status History 6 Vouchers 7 Chanaes (1) 8 Attachment (2) 9840.,00
Line ltem Item Description Qty QtyBalance Price  Freight Other Ext Amount
B 2.05m Miscellaneous Metals 2000,000 2000,000 3.7500 7500.00
Requisition#  Contract # (MDT)
Retain % Retain Amt
B 2,06 Architectural Woodwork 12,0000 12| 195_ »0000 2340,00
Requisition#  Contract # (MDT)
Line 2 was added via a change . ,
@ : Retain % Retain Amt
order to the PO to bring in a oion
. . . -
bid line; the retainage was
3 Relieved Paid Balance 9340,00
brought into the PO Relieved Paid
Figure 2

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

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

Purchase Order Entry >
Change Orders > Entry N

[E= 1AUC] 3005-Purchase Order Change Selection|

Purchase Order Change Selection
Goto.
Actions
2 PO% 3 DeptCode 4 PODate 6 WVendor [Vendor Name Status PO Total| PO Balance| InPrg Vou
1 Do Change WELEMENTRRY 28-Jul-2021 000475 _— [Open 75,00 75,00
195882  |ADM 14-Jul-2021 [000213 Open 2250.85 2250.85 1
195882  |ADM 14-Jul-2021 |001833 Open 16000 ,00 16000 ,00 1
195881  |SPED 08-Jul-2021 (024389 Open 4991,04 4991,04
195880  HIGHSCHOOL  |08-Jul-2021 [020911 Open 147 .00 147 .00
195879  HIGHSCHOOL  [08-Jul-2021 022328 Open 1802,50 1802,50
195877  [MIDDLE 08-Jul-2021 (027483 Open 171.99 171.99

[PEA-SUP-SAPLAUC-761]

2 REPORTS [Enhancement]

ADMINS enhanced several reports and created new reports.

Report Library by Vendor
Goto.
View Report
Actions e Run
2523-Vendors missing City,. State or Zip Run
[3817-VYendors Mame Listing Run
13818-Vendors - by Hold Codes Run
[2565-Yendors — by Classification Run
13819-Yendors - by 1099 Codes Run
[3820-Vendors — by Minority Codes Run
3 By Purchase Order (3821-Vendors - on State g.d List Run
4 By Voucher 225-Vendors - Added on the Fly | Run
S By Disbursement T —— Run
& By Bids [3822-Vendors with Duplicate Name Listing Run
7 By Contracts 2690-Highest Paid Vendors Run
8 Audit Reports [2621-Vendors — REAP Reporting Run
[216d-Yendor Discounts About to Expire Run
2600-Merged Vendor History List Run
3810-VYendor Labels - CSVY Output File Run
2616-Yendor Used Report Run
2617-0ne Time Vendors paid during a specified time period Run
2161-Check History by Vendor Run
2285-Vendors with no Activity Report {(Dormant) Run
[2603-Yendor ACH Setup Run
[2618-Vendor Assigned Commodity Items Run
APPOLIBVEN up
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2.1 [1ByVendor] #3825 Vendors Added on the Fly [Enhancement]

== [AUC] 3000-Purchase Order Entry [theresa]

Some users are allowed to Add Vendors on the Fly during Purchase e é
o s urchase er 4
Order Entry. This is controlled on the [3 PO/AP] tab of the User W ey P
Profile screen. scs || Voriercose WDS L e B
Type Code [ﬁ;
Show In Progrilss
User Profile Screen 2 s Tore 5
Goto. 3 Edit List Ship Date
P
e y Release PO(s) N i
fictons Name ffheresa ; Post PO(s) 3tem 4L Detais
</ AP/PQ Dashboar
{ View Vendors 2m Description . 4
1 General 2 Account Security PO /AP 4 Human, . o
Add Vendor r)
Add Venddr on F
Access for AP/PO Vendors OTown (O School @ Both P Cnmm::m“'ww“’oww 4
[Allow Add Vendors onthe Fly ___@Yes  ONo | =y p

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 P Report Library P [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.

57 Task 3825: Vendors - Added on the Fly x When using a date range, either
Vendors - added on the fly select the dates from the lookup
Select Entity O Town O School ® Both or enter them directly without

Select Vendor Status: O All ® Only Active O Only Inactive
Optional: Entry Date Range [(nmddyyyy] From: |g1-Jan-2021 ITn: |1 3-Aug-2021

slashes or dashes — for example,
January 1, 2021, is entered as
Run as () preview O Prict. O PDF @ Excel 01012021, and August 13, 2021

1f Printing use Duplex @ ves O No is entered as 08132021
Lookup Cancel Clear All

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:

Fly 3625 THERE:

123 £

A B c D E F G H |
1 Vendor# Name Entity Class 1-Time Entry-User Entry Date Entry-Time Status
2 030286 © Both UNCL N 1/5/2021 13:24:10.25 Active
3 (030271 Both UNCL N 1/11/2021 15:44:16.56 Active
4 (030272 Both UNCL N 1/11/2021 15:54:13.58 Active
5 030273 Both UNCL N 11172021 15:57:24 26 Active
& (030300 Both UNCL N 21372021 08:34:13.86 Active
7 030326 Both UNCL N 2111/2021 14:52:46.74 Active
8 030327 Both UNCL N 21172021 14:56:07.09 Active
9 (030332 Both UNCL N 2/24/2021 08:09:47.39 Active
10 030495 Both UNCL N 4/28/2021 10:10:14.07 Active
11 030584 Both UNCL N 6/9/2021 16:52:16.76 Active
12 Grand Total_#Vendors: 10
13
14 | Selection Legend:
15 Entity: Both-Town & School
16 Status:  Active Only
17 Date Range: 01-Jan-2021 and 13-Aug-2021
18

[ADM-AUC-PO-567]
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2.2 [2 By Commodity Item]

: [AUC) 2965-Report Library by Commodity Item |

Report Library by Commaodity Item

Goto,

Report Name [View Report

fctens 760-Itens Used on Purchase Order Report ] Run

5/ /U0-1ltems That Uifter trom PU Lo VOuCher il Run

3765-Ttems Used On Vouchers Report | Sample | Run

—Ltenm History Run

Report Categories Run

4 By Voucher
5 By Disbursement
6 By Bids
7 By Contracts
8 Audit Reports

APPOLIBITM

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 Commaodity Items on purchase orders. ADMINS enhanced the “Items used on POs” report to facilitate this
reporting requirement.

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

B Task 3760: Items Used on Purchase Order Report X

Items Used on Purchase Order Report

Optional: Purchase Orders Dated (mmddyyyy] From: g1-Jul-2021 JTn: hll—Sep—Zl]m ‘

Optional: Enter up to 9 ltem Codes Edit 0 values: ]
Optional: Enter up to 9 ltem Classes Edit 0 values: ‘
Sort Report By: ® ltem# O Iltem Class O Account?? O PO#

Print O Summary ® Detail

Run as O preview O Print. = O PDF @ Excel
If Printing use Duplex @ vyes (O No

0K Cancel Clear All

Prompt How Used

Optional: Purchase Orders Dated If dates are present, limit the report to just the POs dated within the
(mmddyyyy) 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.
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How Used
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- . “« 27 . .
Print Select summary to show one line for each of the “Sort By” selections:
H ©- : Items_on_POs_THERESA[2].xml - Excel = = [m]
File Home Insert Page Layout Formulas Data Review  View Tellme Theresa Cam... Qr Share
D2 - S v
| A | B | © D
1 | Summary_by Price Unpaid_Balance
2 |ltem# 1030647-Economy creped exam paper 115.95 115.95]
3 |ltem# 1034505-Diphenhydramine 2% cream 22.86 22.86
4 |ltem# 21013-3.5 oz pleated paper cups tubes 69.30 69.30
5 |ftem# 21014-1 oz plastic medicine cup 36.90 36.90
6 | ltem# 21043-Disposable Wash Cloths 12870 85.80
7 |ltem# 21431-Disposable Probe Covers 3785 3795
281550l AQIRNS Qigimert pun. 0 48 s ghon 4300 s gemeet 40300 g g
23 [ienn, 201 ce-vyeci-ei ch , _ief Zrid Zia
24 |ltem# 53021-Kleenspec Disposable Specula size 2.75 500/box 11.28 11.28
25 |ltem# 90246-Toothsaver Necklace 1349 13.49
26 |tem# 90561-Eye Cups 6 pk 2826 2826
27 |ltem# 90781-MightyLight Blue 58.50 39.00
28 |ltem# 91152-Handwashiing Stickers 3396 33.96
29 |ltem# PROTO4-PROTOTYPE .1 THRU .4 500.00 500.00 L |
30 |*** Grand Total 2,032.06 1,950.43
31 A
Pocomitmpo @ < ] »
Ready 2 M -+ 116%

Select Detail to show the details, with subtotals and breaks between each of the
examples are by Iltem #:

“Sort By” selections; the

1145 fr
B | c | D E F G H (| J | K L

Date Vendor# Vendor Name Line# ltem  Description Class Oty Account and Description Unit Price Unpaid_Balance
112/8/30/2021 000288 SCHOOL HEALTH CORPORATION 1553021 Kleenspec Disposable Sp 200 1000-300-3200-600-05-00-54160 NURSE SUPPLY-STALL 76 376
113 83112021 014183  M&M MEDICAL SUPPLY 1553021  Kleenspec Disposable Sp 2.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS 376 376
114 8312021 014183  M&M MEDICAL SUPPLY 153021  Kieenspec Disposable Sp 2.00 1000-300-3200-600-08-00-54160 NURSE SUPPLY-HS 3.6 376
115 *** Total for Item# 53021-Kleenspec Disposable Specula size 2.75 500/box 11.28 11.28
118!
117 8/30/2021 000288  SCHOOL HEALTH CORPORATION 23700246 Toothsaver Necklace 1.00 1000-300-3200-600-03-00-54160 NURSE SUPPLY-SOUTH 13.49 1349
118 ** Total for Item# 90246-Toothsaver Necklace 13.49 13.49
119
120 8/30/2021 000288  SCHOOL HEALTH CORPORATION 60561  Eye Cups 6 pk 300 1000-300-3200-600-05-00-54160 NURSE SUPPLY-STALL 942
121/8/3112021 014183 MAM MEDICAL SUPPLY 6780561  Eye Cups 6 pk 3.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS 942
122 83172021 014183 M&M MEDICAL SUPPLY 690561  Eye Cups 6 pk 3.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS 942
123 *** Total for Item# 90661-Eye Cups 6 pk 28.26
124
125 8/30/2021 000288  SCHOOL HEALTH CORPORATION 24700781  MightyLight Blue 1.00 1000-300-3200-600-05-00-54160 NURSE SUPPLY-STALL 19.50 19.50
126(8/3112021 014183 M&M MEDICAL SUPPLY 23790781  MightyLight Blue 1.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS 1950
127 83172021 014183  M&M MEDICAL SUPPLY 23700781  MightyLight Blue 1.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS 19.50 1950
128 ** Total for Item# 90781-MightyLight Blue 58.50 39.00
129
130 8/30/2021 000288  SCHOOL HEALTH CORPORATION 25791152 Handwashiing Stickers 4.00 1000-300-3200-600-05-00-54160 NURSE SUPPLY-STALL 3396 3396
131 *** Total for Item# 91152-Handwashiing Stickers 33.96 33.96
132
1339/92021 001833 ADMINS INC 1 PROTO4 PROTOTYPE .1 THRU 4  SCHPRO 0100-430-0000-004-00-00-52700 TRASH REMOVAL 100.00 100.00
134 0100-430-0000-004-00-00-52701 TRASH INCINERATION 200.00 200,00
135/ 0100-430-0000-004-00-00-52702 HOUSEHOLD HAZARDOUS
138 Total for Item# PROTO4-PROTOTYPE .1 THRU .4
137
138 " Grand Total ™
139

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

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

Selection Legend:

PO0s dated between: 01-Jul-2021 and 10-Sep-2021
Vendor Entity: Both
Sorted By: Item#
Report Type: Detail

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]

B | Task 3765: Items Used On Vouchers Report x
ADMINS updated the

Items Used On Youchers Report
Items Used on Vouchers

Optional: Youchers Dated [mmddyyyy] From: ||

|Tu:|

Optional: Enter up to 9 Item Codes
Optional: Enter up to 9 Item Classes
Sort Report By:

Print

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

Edit |[l values:

Edit |[l values:

® ltem# O Item Class O Account#t O Voucher#
O Summary @® Detail

O Excel

Lookup

Cancel Clear All

Prompt
Optional: Vouchers Dated

(mmddyyyy)

How Used

report to facilitate
tracking funds.

This report is useful if
commodity items are
used on vouchers.

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.

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.

Sort Report By:

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 16
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Print

September 2021

How Used
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 #:

H -

File Home Insert  Page Layout Formulas

P29 - f

A | B | c D

Data

Items_on_Vouchers_THERESA[4].xml - Excel

Review  View

Q Tell me what you want to do..

Voucher# Vouch_Date Vendor# Name

81900 &/31/2021 014183 W&M MEDICAL SUPPLY

481048 9110/2021 008141
*** Toftal for

f481950  9/10/2021 14183

*** Total for

M&M MEDICAL SUPPLY
Item# 50035-Bactine

© @ N oo s N

481950 9/10/2021 14183

*** Total for

M&M MEDICAL SUPPLY
10
11
12
13

*** Grand Tetal =

SCHOOL NURSE SUPPLY. INC.
Item# 21043-Disposable Wash Cloths

Item# 90561-Eye Cups 6 pk

F | G L H |1 3 | K | L |
em# Description Class Qty Account and_Description Amount Unpaid Balance
2721043 Disposable Wash Cloths NURSE 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS 42.90

"21043 Disposable Wash Cloths 500/box NURSE 2.00 1000-300-3200-600-05-00-54160 NURSE SUPPLY-STALL 85.80
128.70

42.90
85.80
128.70

911
9.11

911
9.11

150035 Bactine 1.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS

314
3.14

314
3.14

200561 Eye Cups 6 pk 1.00 1000-300-3200-600-06-00-54160 NURSE SUPPLY-HS

140.85 140.95

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

Column Label Description

Date

Vendor#
Vendor_Name
Line#

Item

Description

Class

Qty
Account_and_Description
Unit Price

Unpaid_Balance

Date of the Voucher

The Vendor number for the voucher
The Vendor Name for the voucher
The line number on the voucher

The Item number used on the voucher

The Item description used on the voucher — the default item description is
brought into the voucher; it may be overridden
The Class assigned to the Item used on the voucher

The quantity of the item paid for on the voucher
The general ledger account number and account description used on the line
The unit price for the item

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]

Goto.

Actions

eport Categories
1 By Vendor

6 By Bids

7 By Contracts I3630

8 Audit Reports

Report Library by Purchase Order

& By Disbursement 13070-0pen POs as of a Date

Report Name View Report
-------- P0*=s In Progress ———————-
2650-In Progress POs - Summary Sample Run
36d41-In Progress POs - w/ GL Budget Detail Run
13640-In Progress Pls - by Status/Approval Code Sample Run
-------- Open POs ======—=
13610-0pen POs - Summary Sample Run
13611-0pen POs - Line Detail I Run
2612-0pen POs - GL Line Detail Run
2614-0pen POs with Vendors on Hold Run
Run
2624-P0 Balances by EL_# Run
—-Open Purchase Orders against this Account | :""
= - un
3620-0pen Pos with Retainage to Pay Run
3672-0pen POs with Expired Bids Run
2674-0pen POs with Expired Contracts Run
-------- Posted Pls =—=--=--=
13622-Posted PDs — Summary Run
623—-Posted POs - Detail | -
13600-All POs {in progress + history) Run
217 1-Purchase Order Aging Report Run
2811-Purchase Orders By Vendor (1 line per PO} Run
12629-0pen and Closed Purchase Order Balances Run

EEOi—Purchase Order Detail Select by Account Element J_

2665-Purchase Orders Chgd to Non - Expenditure Accounts Run
[3616-P0"s with Amount at least # xx Run
[3917-Posted Purchase Orders Tagged for Fixed Assets S Run
2675-Pls Closed Via Liguidation Run

APPOLIBPO

September 2021

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2.3.1 #3630 Open POs Against an Account [Enhancement]

Prior to the software update, the report

Report Library by Purchase Order would only return results from the current
fiscal year. This was misleading, as there could
R . L

R =aw e T be, depending on the timing of the PO
3650-In Progress POs - Sumary Sample | Run Rollover process and the site’s business rules,
36d1-In Progress POs = w/ GL Budget Detail Run h d f . f |
3640-In Progress PDs — by Status/Approval Code Sample Run pUrC ase oraers Open rom prlor Isca years
-------- Open POs ———— for a given account number.
2610-0Open POs - Summary Sample Run
3611-0Open POs = Line Detail ] Run
3612-0pen POs — GL Line Detail Run
261d-0pen POs with Vendors on Hold Run
3070-0Open POz as of a Date Run
3624-P0 Balances by GL# J Run

630-0pen Purchase Orders against this Account 2"“

— AR 42z an ” — T un
2620-0pen Po -
3672-Open PO B | Task 3630: Open Purchase Orders against this Account x
3674-0pen PU Purchase Orders for a GL Account#

Required: Enter Account# [10004220000004000053400)

W] REPORT g
Run as @ preview O Printt - OPDF O Excel
If Printing use Duplex @ ves () No

Lookup Cancel Clear All §i, No Records Selected

Figure 6 Before — running the report could yield no results
Reports P 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.

W/ Task 3630: Open Purchase Orders against this Account X
Purchase Orders for a GL Account#

Required: Enter Fiscal Year

Required: Enter Account?  (1000-422-0000-004-00-00-53400

Run as O preview O Primt. O PDF @ Excel
If Printing use Duplex @ vyes (O No

Lookup 0K Cancel Clear All

PO_Balances_BY_Account_THERESA[1]xml - Excel

Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

P18 - I v
A B (o3 D E F G H | J L M s

1 |Fiscal Year: 2022

2 |Account :1000-422-0000-004-00-00-53400

3 |Description: CONTRACTED HWY CONSTRUCTION

4

5 Account Balance

6 |PO# PO_Date Dept_Code Vendor# Vendor ed i i Balance on_PO

7 195871  7/30/2021 ADM 024148  PETRUCCI CONSTRUCTION INC 7.500.00 7.500.00 7.500.00

8 7,500.00 7.500.00 7.500.00

9

10 * Indicates multiple Accounts charged on this PO

11 -

Pobalbyact @ [ »
Ready = B - 1 + 100%

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 0.00%. To run
the report, select:

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

[= e Boanl - Excel | -
File  Home Insert  Page Layout' Tell me what you want to do. Theresa Campbell 2. Share
R14 - fe v
A B [} D G H 1 J K L M N P Q -
1 PO# PO_Date PO_Type Vendor# Line GL# Item_Description GL_Account Number Original_Amount Retained Balance Requisition# Orig_Qty Bal_Qty Vendor Addr
2 195439 01-Mar-2021 Regular "026978 1 1 (36) Customizable Whiteboards wtih 1000-300-2420-619-03-00-54160 500.00 0.00 000195439 200 0.00 PO BOX 4796
3 Total for PO: 500.00 0.00 0.00
4 | D
5 195442 01-Mar-2021 Regular 018341 1 1 Safety Care Trainer Recert 2690-000-2356-406-12-00-52900 42500 0.00 0007195442 1.00 0.00 49 PLAIN STR
6 Total for PO: 425.00 0.00
7
8 195444 01-Mar-2021 Regular 010852 1 1 SAMSUNG 21.5" 522E450D LED'LCD MON 6470-000-2451-405-10-00-54080 40254 0.00 0007195444 3.00 0.00 DBA CONNEGC
9 105444 01-Mar-2021 Regular "b10852 2 1 HO 8GB PC4-21300 288-PIN DDR4 6470-000-2451-405-10-00-54080 397.80 0.00 0007195444 3.00 '0.00 DBA CONNEC
10 | 195444 01-Mar-2021 Regular "o10852 3 1 HP ELITEDESK 80 G4 3 2GHz CORE 17 6470-000-2451-405-10-00-54080 0.00 0007195444 3.00 0.00 DBA CONNEC
11 Total for PO: 0.00 0.00
12 |
13 | 195445 01-Mar-2021 Regular "o02382 1 1 invoice # 13714 1000-300-3510-619-06-00-54160 268.00 0.00 0007195445 0.00 0.00 363 NORTH
14 Total for PO: 268.00 0.00 0.00

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

H - s PO_HisDetails yA61xm! - Excel m -

File Home Insert Pagelayout Formulas Data Review View O Tell me what you wan 0. Theresa Campl

L. 9 e
A 8 c olllilc | u 1 3 L M N o P Q R s

1 PO# PO Date PO _Type Vendor# Line GL# Commodity Item Item Description GL_Account_Number Original_ Amount Retained Balance Requisition#  Contract Bids Orig_Qty Bal Qty Vendor Address
19195807 31-Aug-2021 Reguiar 014183 18 1/49010 Super Sani-cloth Gemicidal Cioths 1000-300-3200-600-06-00-54160 4040 000 40.40 400 400 107 UXBRIDGE RD
20195807 31-Aug-2021 Reguiar 014183 19 132020 Sheer Bandages 1000-300-3200-600-06-00-54160 6384 000 4788 2400 18.00 107 UXBRIDGE RD
21195807 31-Aug-2021 Reguiar 014183 20 132120 Extra Large 2" x 4° Bandages 1000-300-3200-600-06-00-54160 3786 000 3786 6.00 600 107 UXBRIDGE RD
22195897 31-Aug-2021 Reguiar 014183 = 21 1732231 Fingertip 1 3/4° 2" bandage 1000-300-3200-600-06-00-54160 2127 000 2127 3 2,00 107 UXBRIDGE RD
23105807 31-Aug-2021 Reguiar 014183 22 137208 Jack Frost gel packs 1000-300-3200-600-06-00-54160 1320 000 1320 5 5,00 107 UXBRIDGE RD
24 195897 31-Aug-2021 Reguiar 14183 23 10781 MightyLight Blue 1000-300-3200-600-06-00-54160 19.50 0.00 000 1.00 0.00 107 UXBRIDGE RD!
25195807 31-Aug-2021 Reguiar 014183 24 121013 3.5 02 pleated paper cups tubes  1000-300-3200-600-06-00-54160 2310 000 2310 500 500 107 UXBRIDGE RD
26105807 31-Aug-2021 Reguiar 014183 25 1721014 10z piastic medicine cup 1000-300-3200-600-06-00-54160 1230 000 1230 600 600 107 UXBRIDGE RD
21 Total for PO: 43487 0.00 41324
28
20 195808 31-Aug-2021 Reguiar 14183 1 1746014 Wash Basins 1000-300-3200-600-06-00-54160 13.26 0.00 13.26 Regisition#: HS12345 200 200 107 UXBRIDGE RD'
30 105808 31-Aug-2021 Reguiar 014183 2 1740251 Alcohol wipes 1000-300-3200-600-06-00-54160 1962 000 1962 Reqisitions HS12345 600 600 107 UXBRIDGE RD
31195808 31-Aug-2021 Reguiar 014183 3 150035 Bactine 1000-300-3200-500-06-00-54160 1822 000 18.22 Regisiion#: HS12345 200 200 107 UXBRIDGE RD
32195698 31-Aug-2021 Reguiar 014183 4 1734858 Benadryl Cherry 1000-300-3200-600-06-00-54160 1220 000 1220 Regisition#t HS12345 100 100 107 UXBRIDGE RD
33 195898 31-Aug-2021 Regular 14183 5 1734873 Motnin (Dye Free) 1000-300-3200-600-06-00-54160 21.70 0.00 21.70 Reqisition#: HS45678 200 2.00 107 UXBRIDGE RD'
34105808 31-Aug-2021 Reguiar 014183 6 190861 Eye Cups 6 pk 1000-300-3200-600-06-00-54160 942 000 942 Reqsition# HS45678 300 300 107 UXBRIDGE RD
35195808 31-Aug-2021 Reguiar 014183 7 1134105 Eye Wash 1000-300-3200-600-06-00-54160 1173 000 1173 Reqisition#: HS45678 300 300 107 UXBRIDGE RD
36195898 31-Aug-2021 Reguiar 014183 8 1721043 Disposable Wash Cloths 1000-300-3200-600-06-00-54160 4200 000 4290 000 000 107 UXBRIDGE RD
37 195898 31-Aug-2021 Reguiar 14183 9 12815 Tripie Antibiotic Ointment 1000-300-3200-600-06-00-54160 1464 0.00 1464 3.00 3.00 107 UXBRIDGE RD
38105808 31-Aug-2021 Reguiar 014183 10 1550122 Water-jel itch resel 1000-300-3200-600-06-00-54160 914 000 9014 200 200 107 UXBRIDGE RD
30| 105808 31-Aug-2021 Reguiar 014183 11 11034505 Diphenhydramine 2% cream 1000-300-3200-600-06-00-54160 762 000 762 200 200 107 UXBRIDGE RD
40 105808 31-Aug-2021 Reguiar 014183 12 134041 Hydrgen peroxide 3% solution 1000-300-3200-600-06-00-54160 244 000 244 2 2,00 107 UXBRIDGE RD
41105608 31-Aug-2021 Reguiar 014183 13 172817 First A Paper Tape 1000-300-3200-600-06-00-54160 1380 000 1380 0 %o 00 107 UXBRIDGE RD!
42105808 31-Aug-2021 Reguiar 014183 14 130005 Absorbent Cotton Balis 500/box  1000-300-3200-500-06-00-54160 1165 000 1165 0 0.00 107 UXBRIDGE RD
43195898 31-Aug-2021 Reguiar 014183 15 1’53021 Kieenspec Disposable Specuia sz 1000-300-3200-600-06-00-54160 376 000 376 200 200 107 UXBRIDGE RD
44105808 31-Aug-2021 Reguiar 014183 16 121431 Disposable Probe Covers 1000-300-3200-600-06-00-54160 1265 000 1265 000 000 107 UXBRIDGE RD
45105808 31-Aug-2021 Reguiar 014183 17 11030647 Economy creped exam paper 1000-300-3200-600-06-00-54160 3865 000 3865 000 000 107 UXBRIDGE RD
45195808 31-Aug-2021 Reguiar 014183 18 1749010 Super Sani-cloth Germicidal Cloths 1000-300-3200-600-06-00-54160 4040 000 4040 400 400 107 UXBRIDGE RD
P LMEFT 00 DG B G S D . RIPGIAORRI it YN D o p o B TP

5211056ws s _ Mzt eyt 14183 24 1ziwid 450 paper .. s woes . 00-32,0-L0-u -541 .. v 2310 500 50010/ v st RD
53195808 31-Aug-2021 Reguiar 014183 25 1721014 10z piastc medicine cup 1000-300-3200-600-06-00-54160 000 1230 600 600 107 UXBRIDGE RD.
54 Total for PO: 0.00 _494.87

5]

5 Total: 2__#pos 98974 0.00 90811

57

Figure 9 After — new report features on the #36230pen 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.

B! Task 3601: Purchase Order Detail Select by Account Element x

Purchase Order selection by Account Elements

Required: Purchase Orders Dated [mmddyyyy) From: || To:

Purchase Order Status ) Openfin-Progress O Closed ® All

Total Repont By: ® Department O Fund

ey @ Function O Program () Location () Year () Object
Optional: Enter Fund

Optional: Enter Department _|

(L LT : i‘\ If the site only used three

LR elements in the account structure,
the report would not work
properly. This was fixed and
installed with the software update

Optional: Enter Location
Optional: Enter Year
Optional: Enter Object

Aun a5 @ Preview O Print O PDF O Excel
If Printing use Duplex @ ves (O No

Lookup Cancel  Clear All

[ADM-AUC-PO-577]

2.4 [7 Contracts]

o AP/PO Report Library for Contracts
IReport Name View Report A
Actions CEFTRANCE
14610-In Progress Contracts - Summary Run
14612-In Progress Contracts - Line Detail Run
—-—-—— DOpen Contracts -————
Report C; 14622-Open Contracts - Summary Run
1 By Vendor 14620-Open Contracts - Line Detail Run
2 By Commodity tem 14851-Open Contracts set to Expire between Run
3 By Purchase Order 14810-Contracts with Expiring Insurance Certificates Run
4ByVoucher |- Posted Contracts ———-——--
5 By Disbursement 14630-Contracts w/ POs and Vouchers Run
£ AuAids =Posted Coptracts — Sopary R
rffi%ﬁ-PDsted Contracts - Detail | Run
8 Audll Reports TODO LTI See TN S HEE epaT e Run
-------- Other ———————-
14650-Al1 Changes Orders for a Single Contract Run
APPOLIBCONT

2.4.1 #14636 Posted Contracts — Detail [Enhancement]

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

1. Runthe 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.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 16



ADMINS Unified Community Release Notes — Version 21.3

Purchase Orders September 2021
B | Task 14636: Posted Contracts - Detail X
Posted Contracts - Detail
Optional: Effective Date Range [mmddyyyy) From: || Tu:| |
Optional: Ending Date Range [mmddyyyy]  From: I To: |
Optional: Enter up to 9 Department Groups Edit 0 values:
Optional: Enter up to 9 Vendor#'s Edit 0 values:
Sort Report By: @® Contract# O Department () Vendor Sort Name () Vendor Name
Run as ) preview O Print. - @ PDF (O Excel
If Printing use Duplex & ves () No
Lookup Cancel Clear All
Figure 10 Before — No selection on contract number
B Task 14636: Posted Contracts - Detail *®
Posted Contracts - Detail
Optional: Effective Date Range [mmddyyyy] From: To: |
Optional: Ending Date Range (mmddyyyy]  From: | [ To:| |
Optional: Enter up to 9 Department Groups Edit 0 values:
Optional: Enter up to 9 Vendorlt's Edit 0 values:
| Optional: Enter up to 9 Contract #'s | Edit [0 values:
Sort Report By: @®) Contract? O Department () Vendor Sort Name O Vendor Name
Run as ) preview O Print - OPDF ® Excel
If Printing use Duplex @ vyes (O No
Lookup Cancel Clear All
Figure 11 After — Added a filter to optionally limit the report to up to nine contracts
A TedRE - Contract_HisDetails_THERESA[2)is
File Edit Format Options
[CnunerNew j‘g j B‘Ilgl- 'Iil iEiE I_E! ilél
|
JI5_DET.REP Printed 16-Aug-2021 at 17:27:58 by THERESA Page 1
< City of ADMINS
C Eosted Contracts - Detei_I_ :> ------------------------
Status 0 b
Contract# Effective End Date Vendor4 and Hame Department Value| o o e
7 01-Jun-2021 30-Jun-2030 006586 VERIZON ADM soo,000.00 [Change Order in Progress
Lin¢ Item Description Quy Quy Bal Price Ext Amount Encumbered Paid Retained Retained Paid Balance
1 Wiring (FI0S) for municipal network 20000.0000 20000.0000 20.0000 400000.00 .00 .00 .00 .00 400000.00
2 Consulting 500.0000 500.0000 200.0000 100000.00 .00 .00 .00 .00 100000.00
+s+ Total for Concracts 7 Teecove0n oo e . 00 .00 sooooo.00
_________________________________ w4+ Grand Total ##+ 500000.00 .00 .00 .00 .00 500000.00
Selection Legend:
Sorted by: By Contract# |-————-
Contracté#: 7
Vendor Entity: Both

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

[ADM-AUC-PO-571]
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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:

== Open x On the Attachment
< . 4 > Network » tsclient > \\tsclient\C > WRK > Dv & Searchwiai p entry screens, if the file
Organize Newfolder - m © being attached has
[ MKETABI-SURFACE A Name - Date modified Type Size “TSCLIENT” in the path
» oo = rEpaYPITs_MALMULUVAR.Mas e ssEM RS Fie us ke §
I PHOENIX = repayprt3_MUPDEV5.mas MAS File 107 KB (or even the f|lename),
= repayprt3_THERESA.mas MAS File 107KB the system will reject it
& pLuTo = repayprt4_CRHINHART.mas MAS File 170KB d displav thi
53 SEDNA = repayprt4_ MALMODOVAR.mas 7 MAS File 0KB an Isplay this
[ THERESA-2019 = repayprt4 MUPDEVS.mas 5 MAS File 122KB message:
> [ tsclient = repayprt4 THERESA.mas 1 8 MAS File 122K8
v \;‘ TextFiles.tt 5/ 021 11:57 AM  Text Document 3KB v
File naime: | TextFiles.txt ~ | |Allfiles: ** ~
[AUCE 1330-Journal Entry Attachments ot

The selected file is located on your Local PC and cannot be attached
as other users cannot see attachments located on your local PC.
First move the file to a Network Common area and attach the file from

<

N

there
Add Cancelled

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 3™

- parties.

3.1.1 Screens Using the New Feature

Table 1 The following screens will use the new feature:
Taski# Description Access the screen using the menu path:
2000 Enter Vendors Vendors P Enter Vendors P [4 Attachments]
3034 PO Query - In Progress Queries P View All POs P [Select] P [8 Attachments]
3048 Change Order Attachment Entry Change Order ) Entry P [Q Attachments]
3057 PO Query - In-Progress - Attachments Queries P View All POs P [Select] P [8 Attachments]
3058 PO Query - Attachments Queries P View All POs P [Select] P [8 Attachments]
14008 | Contract Entry Contract P Entry P [Q Attachments]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Taski# Description Access the screen using the menu path:

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

14073 | Contract Query - Attachments Contracts P View All Contracts ) [Select a Contract in

Change Entry] P [Q Attachments]

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

15090  Bid Entry Attachments Bids P Bid Entry ) [8 Attachments]

15210 Open and Awarded Bid Attachments Bids P 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.

== [AUC] 20-Email Distribution Lists

Email Distribution Lists
‘Goto.

Actons. i pistribution Code [EROKENATT | [Broken Attachments List oot Distibutontist

User Name [r - e— e w23 Status ~
MUPDEW2 ADMINS, Inc, [LuAnnd [sUpportBacnins  com Active
THERESA Theresa [theresaladning .con Active
WEMDY Wendy Tarantola HendyBacn i ns , con Active

1 Add Email

2 Remove Email

[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

e 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]
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