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This document explains new product enhancements added to the ADMINS Unified Community (AUC) for 
Windows PURCHASE ORDER system. 
 

Contents 
1 USING THE SPLIT BUTTON TO APPORTION COSTS [FIX] ............................................................................2 
2 REPORTS ................................................................................................................................................2 

2.1 Report #3600 All POs Identifies POs that were Rolled .............................................................................3 
2.2 Report #3672 “Open POs with Bids” changes...........................................................................................4 
2.3 Report #3674 “Open POs with Contracts” changes ..................................................................................5 
2.4 A legend has been included in the PO error check reports ......................................................................8 

2.4.1 PO Entry – Error Check PO ....................................................................................................................8 
2.4.2 PO Entry – Check Range: .......................................................................................................................9 
2.4.3 PO Change Order – Check PO: ..............................................................................................................9 

3 USER ACCOUNT SECURITY QUERY ......................................................................................................... 10 
4 UPDATES TO THE CONTENT ON ADMINS.COM ....................................................................................... 11 
 
 
  



 

ADMINS Unified Community Release Notes – Version 24.3 

Purchase Orders September 2024 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 11 

1 Using the Split Button to Apportion Costs [Fix] 

 

AUC allows cost-sharing 
among several account 
numbers. Some sites use 
this feature to pay their 
electricity bills by listing 
each invoice with the 
relevant department's 
account number.  
 
 

Using the  button 
opens a sub-screen where 
you can enter amounts as 
percentages or dollar values 
to allocate costs across 
multiple accounts.  
 
 
Previously, if all split entries 
were deleted, returning to 
the main screen showed the 
account number as all 
zeroes, preventing further 
entry. This issue has been 
fixed, and the account 
number will be available 
after clearing split lines. 

Figure 1 Using the split button to access the sub screen and enter multiple GL Accounts for a single PO line 

 
Users are restricted from entering data in the Account Number field on the main screen if there are multiple GL 

Accounts for that PO line. In such cases, the  button will be labeled  to indicate the use of several GL 
Accounts. 

[ADM-AUC-PO-626] 

2 Reports 

This section describes the changes made to several reports in the PO Module. 
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2.1 Report #3600 All POs Identifies POs that were Rolled 

How can I obtain a list of POs that were 
rolled over, or specifically those rolled 
over in FY 23? 
 
ADMINS has enhanced the 3600-All POs 
(in progress + history) report run as Excel® 
format by adding a column for the original 
PO date.  
 

 
 
Access the report from the Report Library 
by Purchase Order screen. 

 

To identify the rolled-over PO's, run the 
report for the date 07/01/XXXX, and those 
with an original PO date are the ones that 
were rolled over. 
 
Additionally, there is now a selection filter 
available on this report to choose only the 
rolled-over PO's. 

 

As shown, the 
Original PO Date is 
in Column C. This 
example was run 
for only POs that 
were rolled. 

 

[ADM-AUC-PO-651] 
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2.2 Report #3672 “Open POs with Bids” changes 

Report #3672 has been renamed from “Open POs with Expired Bids” to “Open POs with Bids”. 
To view a report, select: 

Purchase Orders  Reports  Reports Library 

 

 
Figure 2 – Screenshot before 

 
Figure 2 – Screenshot after 
In the screenshot above, “Include” means: 

All bids – any open purchase order with an attached bid 

Only expired – all open POs with expired bids 
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The report format now includes additional details:  

Figure 3 – Screenshot before 

Figure 4 – Screenshot after 
 
The report has now been included under the “By Bids” tab: 

 

[ADM-AUC-PO-653] 

2.3 Report #3674 “Open POs with Contracts” changes  

Report #3674 has been renamed from “Open POs with Expired Contract” to “Open POs with Contracts”. 
Additionally, the report layout has been updated to include more detailed information. To view a report, select: 
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Purchase Orders  Reports  Reports Library 

 
 

 
Figure 5 – Screenshot before 
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Figure 6 – Screenshot after 
 
In the screenshot above, “Include” means: 

All Contract – all open purchase orders that have a contract 
Only Expired – only open pos with expired contracts 

 
The report format now includes additional details:  

 
Figure 7 – Report layout before 
 

 
Figure 8 – Report layout after 
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The report has now been included under the “By Contracts” tab: 

 

[ADM-AUC-PO-652] 

2.4 A legend has been included in the PO error check reports 

A legend has been added at the bottom of reports to clarify the meaning of warnings and errors on check 
reports. 

2.4.1 PO Entry – Error Check PO 

 
Figure 9 – error check PO before 
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Figure 10 – error check PO after (Legend added at the bottom of the report) 

2.4.2 PO Entry – Check Range: 

 

2.4.3 PO Change Order – Check PO: 

 

[ADM-AUC-PO-654] 
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3 User Account Security Query  

Users often ask why they cannot access a specific GL account. To clarify their access rights, ADMINS has included 
the account user security inquiry in all modules. 

 

Find the information from the menu by selecting the module then: 

Queries  User Account Security Inquiry 

 

1. The username is shown at the 
top of the screen 
 

 

The account Number is shown, with the description within the grid. The Access Type will be either “Write” or 
“Read” – if there is no access, the account will not appear in the user’s list.  

 

When the screen is displayed by “Account #”, users and their permissions are listed. 

2. Click on the [2 Account#] to 
re-display the screen, 
displaying the account number 
at the top of the screen, with a 
list of users and their 
respective access shown in the 
grid. 
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3. The [3 Edit List ] button will 
produce a listing; the 
username and fiscal year 
range are required fields. The 
list can be run as Excel® or 
PDF®.  

 

 
With this feature all users will be able to see a precise list of the accounts to which they have access. 

[ADM-AUC-SY-8350] 

 

4 Updates to the content on ADMINS.com 

Merge Vendor Process (5:28) [New] 
 

https://youtu.be/0ORt5OKFeOI

