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This guide describes the different types of purchase orders (POs) that may be processed in the ADMINS Unified Community 
for Windows (AUC). The Purchase Order module is a quantity-based system. Blanket, Emergency, Regular, and Zero 
Tolerance Purchase Orders are discussed. 
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1 Types of POs 
Use the table below to decide on which type of Purchase Order (PO) to use. The tolerance for POs is discussed in section 9 
below. 
 
Table 1 Determining the PO type to Use 

Is the PO based on a Contract?  Set PO Type to Enter Quantity on PO? Can I overpay? 

     

Yes Is it for a flat dollar amount?  
(e.g., annual maintenance)? 

Z equal to zero 
tolerance 

No No 

 Is it for a fixed # of Units? 
(e.g., 12 flu clinics)?  

Z equal to zero 
tolerance 

Yes No 

 Is it for a Fixed Unit Price  
(e.g., hourly rate)? 

Z equal to zero 
tolerance 

Yes, if purchasing a 
specific number of 
Units 

No 

     

No Is it a flat dollar amount? 
Conference fee 
Training service 

R equal to Regular or 
B equal to Blanket 

No Yes, within 
tolerance 

 Is it for a fixed # of Units but differing prices? 
e.g.,  

10 hours @ $100/hr 
10 hours @ $125/hr 

R equal to Regular Yes - either do one line 
for a lump sum and use 
the description field, or 
enter these as separate 
lines on the PO. 

Yes, within 
tolerance 

 Is it for a Fixed Unit Price but differing 
quantities? 

xx boxes of Pencils @ $2/ea 
xx boxes of Pen @ $3/ea 

 

R equal to Regular or 
B equal to Blanket 

Yes, but enter the 
anticipated maximum 
to be purchased such 
as “999” 

Yes, within 
tolerance 

 

2 Regular PO Type 
A regular PO is used to purchase a specific type of good from a specified vendor and can use a quantity or leave it blank. 
Examples include purchasing maintenance services, professional services, and goods from a single vendor. 

2.1 Maintenance PO 

If the contract is for annual maintenance services and there is a flat monthly charge that does not change: 

2.1.1 Specify a Quantity for the Regular PO 

• Enter a quantity (e.g., “12” for 12 monthly payments or “4” for quarterly payments) 

• Set the PO Type to “R” for Regular 
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2.1.2 When Paying Against the PO, Enter a Quantity on the Voucher 

 

2.2 Professional Services Purchase Order Without a Contract: 

• Set the PO Type to “R” for Regular 

• May choose to enter quantities on the PO or not; depends on individual needs 

 
 
Since this is a quantity-based system, leaving the Qty blank is often preferred, which will offer the greatest flexibility when 
paying multiple invoices against a purchase order. 

 

This is a 6 month maintenance 
contract where $79 is paid every 
month. 
 

Each month a voucher is entered for 1 
month at $79. On the 6th payment, the 
PO will be closed. 
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3 Blanket PO Type 
Blanket purchase orders are typically used to encumber funds for routine supplies that are ordered frequently from one or 
more vendors. For these cases, do not enter quantities on the PO. A vendor number is not required but may be used on a 
blanket purchase order. 

 
A PO used for routine supplies may be purchased from different vendors – so the vendor 
number is not required. Sites may turn off access to Blanket POs – see section 8.1. 

 
 
When paying against the PO, either pay for the number of items received by entering a quantity and price, or by lump sum: 

 

4 Emergency PO Type 
An emergency PO is used when a vendor requires a PO number to perform services or provide goods immediately without 
going through the usual approvals process.  
 
This should only be used in emergencies, as it allows the originator of the PO to bypass the budget / approval safeguards in 
the normal process.  

5 Zero Tolerance PO Type 
A “zero tolerance” type means that when paying against the purchase order, the unit price of the items cannot change nor 
can the quantity ordered be exceeded. 
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5.1 Contract PO 

If entering a purchase order from a contract, the purchase order type must be set to [Z] for “Zero Tolerance”.   
 
If a Quantity is entered on the PO, when paying against it: 

Must pay by quantity; cannot pay using flat dollar amounts. 
 
If a Quantity is not entered on the PO when paying against it: 

May pay in full or make partial payments using a lump sum but cannot exceed the amount of the line.  
 

5.1.1 Does the Monthly/Periodic Payment Change? 

No.  If the contract is for goods/services and there is a flat monthly charge that does not change, then enter the PO with a 
quantity like this: 

 
 
Yes.  If the contract is for goods/services and there is a monthly charge but the amount of the charge may change from 
month to month then do not use quantity on the PO: 

 

5.2 PROFESSIONAL SERVICES 

For a contract for professional services where there is a fixed hourly rate and fixed # of hours purchased: 

• Set the PO Type to “Z” for zero tolerance 

• Enter the # of hours in the Qty field 

• Enter the fixed hourly rate in the PRICE field 
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For a contract for professional services where there is a fixed total contract amount: 

• Set the PO Type to “Z” for Zero Tolerance 

• Do not enter quantities on the PO → this allows payment by lump sum amounts 

 
 

5.3 Construction PO 

If entering a construction purchase order, set the purchase order type to “Z” for “Zero Tolerance”. A “zero tolerance” type 
means that when making a payment against the purchase order: 
 

• the unit price of the items cannot change, and  

• the maximum number of items paid for cannot exceed the number ordered 

5.3.1 Paying in Lump Sums? 

If yes, then do not enter quantities on the PO. This allows payments in full or partial payments by lump sums; the payments 
cannot exceed the amount of the line.  
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5.3.2 Pay by Quantity? 

If yes, this allows tracking the # of Items ordered versus the # of items paid for on the voucher. In this case, enter quantities 
on the PO. When paying, payment must be made using a quantity (cannot pay lump sums). 
 

 
 
 
 
 
 
 
 

6 “Special” Situations – Can Apply to Any PO Type 
Some amounts such as Freight, Discounts, and Sales Tax, will not be entered in the Price field and can be used on all of the 
PO types. 

6.1 Freight 

If the exact amount of Freight for the item being purchased is known, enter it in the Freight field on the line item: 

Lump sum payments are permitted but the sum of all those 
payments cannot exceed $3000 for this line. 

If the vendor submits an invoice for $58.05 against this PO, but does not specify the quantity, calculate 
how much Qty this represents. In other words, 

$58.05 ÷ $11.61 = 5 

Pay for a Qty of 5 on the voucher. 
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If estimating the shipping charges and keeping them separate from the item being purchased, enter freight on a separate 
line: 

 
 

6.2 Discounts 

Enter the “discounted” price in the Price field or enter the List Price and put the Discount in the “Other” field like this: 
 

 
 
 
To pay this PO, the payment would look like this: 
 

 
 

6.3 Trade-In Allowances 

Trade-Ins can be entered using a negative amount in the “Other” field on the same line as the item being purchased. See 
below:  

 

 

When a voucher is created that pays against the PO, it will show the Price and Other amounts as above. 

Leave the Qty = 0 to allow the partial payment of shipping charges as the goods are delivered. 
Note: If a Qty = 1 is entered on the Purchase Order, and a voucher pays for a Qty = 1 then the 
system will close that Line out on the Purchase Order. 
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6.4 Retainage 

Retainage is used when part of the payment on a purchase order is “Withheld” from being paid until an agreed-upon 
milestone has been reached. 
 
Retainage can be entered on a purchase order as a percentage of payments, or as a dollar figure. In this example, 2% of all 
payments on this purchase order will be “retained”. 
 

 
 
When Vouchers are processed against this purchase order, the calculated percentage amount will be “retained” and not 
paid. This retained amount will accumulate until the milestone has been reached; at that time a special pay retainage 
voucher will be processed against this PO to pay the Vendor the “retained” amount. 
 

7 How Payments are Processed 
AUC provides a “quantity-driven” purchasing system. This means that: 
 

• If a quantity of “1” is specified on the purchase order, and a quantity of “1” is paid on a voucher, then the purchase 
order will close automatically. A purchase order cannot be reopened once it has been closed. 

• If a quantity of “5” is specified on the purchase order and a quantity of “2” is paid on a voucher then the purchase 
order will stay open until the remaining items are paid – or – the PO is closed out by: 

o Liquidating the PO, or 

o Using the “F for Final Pay” flag on the voucher to close the PO with the last payment. 

• Purchase orders may have Qty equal to “0” or Qty equal to or greater than “1” 

• Vouchers must have Qty equal to or greater than “1”. A voucher cannot have a quantity of 0, because at least “one” of 
something was received and is being paid for. 
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7.1 Examples of Voucher Price Different from the PO Price 

Here are some examples of what happens when: 

7.1.1 Voucher Price is Lower than on the PO  

PO Price $10 for Qty 5  10 * 5 = $50 
Voucher Price $8 for Qty   8 * 5 = $40 

 
When the voucher is posted it hits the expense Account for: 

Voucher Price * Voucher Qty   8 * 5 = $40 

and relieves the encumbrance of  

PO Price * Voucher Qty   10 * 5 = $50 

This increases the available (unencumbered) balance in this account by $10 because it relieved the encumbrance at the 
higher price. 
 

7.1.2 Voucher Price Higher than on the PO  

PO Price $10 for Qty 5  10 * 5 = $50 
Voucher Price $12 for Qty   12 * 5 = $60 

When the Voucher is posted it hits the expense account for:  

Voucher Price * Voucher Qty   12 * 5 = $60 

And relieves the encumbrance of  

PO Price * Voucher Qty   10 * 5 = $50 

Since the Voucher price is higher the overall balance on this account is reduced by $10 because it took the extra $10 as an 
expense that was not encumbered. 

7.2 Why Not Just Relieve the Amount Paid? 

This is a quantity-based system. The premise is that “a certain number of goods are purchased” and “payment is made for 
the number of goods received”. The system needs to know how many of the items ordered need to be paid for and how 
many are still due to be received. 
 
Consider a PO for $2,500; one payment is made of $561.80 – the system may not process the payment as anticipated.  The 
system is behaving the way it was designed. 

 
Figure 1 Purchase Order issued with a Qty of 1 

 

This PO had a Qty of “1” even though it was for $2,500. The Department anticipated making multiple 
payments against it. 
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Figure 2  Payment  

 
 
 
 
 
PO01 is the original PO Encumbrance; PO02 shows the encumbrance relief. AP02 shows the debit to an expense account. 

 
Figure 3  Impact on the Line Item 

 
 
 
 
 

7.3 Can a PO Be “Overpaid”? 

Sometimes! There can be a tolerance threshold for overpayments on Regular, Blanket, and Emergency purchase orders.   

7.3.1 Zero Tolerance POs Cannot be Overpaid 

If the PO is a “zero tolerance PO” then under no circumstances may the Qty, PRICE, or LINE AMOUNT exceed the values 
specified on the PO. 

 
Figure 4  Zero Tolerance PO 

 
 
 
 
 
 
 

The payment was entered for $561.80 but because the department ordered “1” item and paid for “1” item, the PO 
was automatically closed out.   

 
 

In this case, the encumbrance was fully relieved but the line item was only ever “charged” $561.80. Relieving 
the entire encumbrance and paying the $561.80 results in $1,938.20 being restored to the overall balance of 
the expense account. 

The total of the payments on this PO cannot exceed: 
Qty of  390 
Price of  $1.15 
Total for Line of  $ 448.50 

 Additional quantities or Price changes require a change order for a zero tolerance PO. 



PURCHASE ORDERS 

PO–105 Encumbrances, How Payments are Processed, & PO Types  

 Property of ADMINS. Inc.  No unauthorized reproduction, distribution or use permitted.  Updated 10 March 2023 tc  Page 12 of 15 

7.3.2 POs That are Overpaid  

If the PO is not a zero-tolerance PO, and the threshold is set at 10%, then the system will allow overpayment on lines on a 
PO up to but not exceeding the 10% tolerance per line. 
 
For example, a PO is cut for $500.00, with a 10% tolerance threshold specified on Module Control Sequence # 2201. 

 
Figure 5 Regular PO that allows overpayment of up to 10% per line 

 

 
Figure 6  Overpay a Line on a PO within 10% tolerance, and a second line exceeds the tolerance 

 
Figure 7 The error check shows that line 2 exceeds the 10% tolerance and will not be paid  

The PO must be adjusted to allow the payment of $614.00. Each line is considered independently, and even though the 
entire PO is still within the encumbered amount plus the tolerance, this line is not within the 10% tolerance. 

Line 1 for $1,340.00 will 
allow a $134.00 overage, 
which comes to a 
maximum of $1,444.00 
for the line within the 
10% tolerance. 
 
Line 2 for $552.00 will 
allow a $55.20 overage, 
which comes to a 
maximum of $607.20 for 
the line within tolerance. 
 
Line 1 will relieve the 
$1340.00 encumbrance, 
and reduce the overall 
balance of the expense 
account by the 
additional $134.00 
overage. 
 
Line 2 cannot exceed 
$607.20, and will have to 
be adjusted per the 
instructions on the error 
report when the batch is 
checked. 
 
The line for $1104.00 
voucher payment is 
equal to the PO price. 
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7.4 Can a PO Be Re-Opened that Was Closed by Mistake? 

No. Once a PO is closed; it is done. Instead, create a new PO 
from a posted one. This is quicker than creating the new PO 
from scratch. Find the option on the menu here: 

See PO–140 Create New From A Posted PO for details on 
how to use this feature. 
 
 
 
 

8 Controlling PO Types Used via Site Specific Error Checks  
ADMINS offers a series of site-specific error checks to allow managers control over the types of Purchase Orders (POs) 
users may create. Select System  Site Specific Error Checks  PO to access the feature. The default values are set to  No 
Message. Leave the value as is to allow all types of purchase orders to be used.   

• Change the value to  Warning if users should exercise caution when creating a purchase order of a given type.   

• Change the value to  Hard Error to prevent users from creating purchase orders of a given type. These controls 
are in effect for all users. 

• Specify the purchase order types allowed for use via the System  Site Specific Error Checks  PO Table. By default, 
all types (sequence #14, 15, 16, &– 17) are set to “ No Message”. 

 
Figure 8 Sequence #s 14 – 17 Control the Type of Purchase Order Available to Users  

Examples of the use of the warning and hard error selections for Sequence # 14, Blanket PO types are shown in sections 8.1 
and 8.2. The other purchase order types (Sequence #s 15, 16, & 17) work the same way. 
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8.1 Sequence Set to  Hard Error 

 

With the value set to  Hard Error, the user must change the Purchase Order type to an available type before processing 
the purchase order. Anytime an error report shows three asterisks *** denotes that a “Hard” error exists which must be 
corrected before proceeding. 

8.2 Sequence Set to  Warning 

 
 
With the value set to  Warning, the error check will display a warning message but the user may continue with processing 
the purchase order. 

9 Tolerance Percentage on Regular POs 
The tolerance % for vouchers that pay against purchase orders is set on the Accounts Payable Module Control table 
sequence #2201. To access it, from the menu, select: 

Accounts Payable  Module Maintenance  Module Control  #2201 

 
 
To set the tolerance % for vouchers with Purchase Orders, click on the [1 Edit] button to the right of the screen and set the 
value on the ensuing prompt by entering a new value; using up to two decimal places (at least one decimal place is 
required.) Click on [OK] to confirm the value. These module controls are in effect for all users. 
 
Finance can make the tolerance 0.00, which will prevent any purchase orders being overpaid. 
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9.1 Module Control Sequence #2202  

 
 

 
The other AP module control that impacts vouchers paid on POs is # 2202, which is a Yes/No switch to default the price 
from the PO when paying from a regular PO. To change the setting, select [1 Edit] and set the value to “Y” or “N” as 
needed.  
 


