ADMINS Unified Community

QUICK REFERENCE CARD PO-15

Purchase Orders

1 OVERVIEW

PO-310 ADD AND MAINTAIN VENDORS

Purchase Orders This document explains how to add new vendors, search for vendors and how the

Purchase Order Entry »
Change Orders »
AP/PQ Dashboard

Liquidate Purchase Orders
Vendors » Enter Vendors

Commaodity ltems » View Vendors

ADMINS Unified Community (AUC) manages “Town” versus “School” vendors.

It also describes attaching electronic files to a vendor record, identifying
commodity items the vendor provides, and user-defined fields. In
addition, the available vendor reports are illustrated.

Access the Enter Vendors screen from the menu by selecting Vendors P Enter Vendors (from either the Accounts Payable
or Purchase Orders Module). There are six tabs on the screen; click on each one to access the features of that tab. The
screens are described here along with what data may be changed and what features are found on each. In addition to the

Tab Buttons that access each screen, there are three buttons on each screen:

The [5 Add Vendor] and [7 Reports] buttons may be used on all the screens; the [6 Add Address] button may only be

used on the ([1 Name/Address] and [2 Addresses] screens).

2 NAME/ADDRESS TAB

The numbered areas on the screen image in Figure 1 correspond to the numbers in the heading topics below. To access

the screen, from the menu, select:

Vendors P Enter Vendors

== [AUC] 2000-Enter Vendors

Enter Vendors
Certified Vendor? Ve No
s Certified By
Actions | Vendor [030572 FEDERAL EHPRESS n Date Certified
2 Addresses 3 Classification 4 Attachment (1) 8 tems § User Defined
5 Add Vendor Remmﬂnce pz— of 03 AddressType Purchase Orders

6 Add Address.

1Name FEDERAL EXPRESS

Motes 1 [Be sure to let them know every

7 Repors 2Name | E 2 fkine that we close at 4:30 =0
Snﬂ Mame [FEDERAL EWPRESS 3 Jthat we will not miss the

4 [ehipping window .

0 Change Tvpe Address 1 [1 FEDERAL DRIVE
¥ Copy Address Address 2 |
Address 3 |
City BOSTON
State MA | Zip Code 021100000 n
Country [

E Contact MARK ROBINSON

Title  [REMERAL MANAGER
1Phone# [(000) 000-0000 Exd 000 Type [
2Phone# [{000} 000-0000 Ed 000 Type [

uWeh Site JAkW FEDEX . COM
General Delivery E-mail  [GMEFEDEX .COM

Entered:

24-Jun-2022 PO E-mail Address [

THERESA Send POs to Vendor via E-mail No Yes
Changed:

24-Jun-2022 ACH E-mail Address I

THERESA BID E-mail Address |

There is “hover text”
available on fields
that serves as a
quick reminder of
what to do with a
given field. Place the
cursor over the field
to reveal the “hover
text”.

AUC allows an
unlimited number of
vendors and each
vendor may have up
to 99 remittance
addresses. Vendor
numbers are
sequentially
assigned by the
system and contain
only numeric values.

Figure 1 [1 Name/Address] Tab

A limitless amount
of history may be
retained per vendor.
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ADMINS Unified Community QUICK REFERENCE CARD PO-15
Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

2.1 Changing the Vendor Name

[AUC] 2000-Enter Vendars If a change is made to the vendor name here, the system will
prompt as to whether that name should be applied to all
P2403-endor Mame Changed - Do you want to Update all Vendaor .
Rermit Addresses? remittance addresses for the vendor.

If a vendor called “ABC Company” wants their PO’s issued to
“ABC Company Fulfillment Center” and their checks sent to
“ABC Company Payment Center” assign only one vendor
number to ABC Company.

=

2.2 Remittance Address

Indicates the number of the currently displayed remittance address and how many remittance addresses are on file for a
vendor. A vendor can have up to 99 remittance addresses.

2.3 HE Sort Name

This name will be created based on the name of the vendor. If the vendor name is changed as shown in Section 2.1, the
sort name will be updated if you select [Yes] to the “update all remittance addresses” prompt. The sort name field
consists, by default, of the first 16 characters entered in the Vendor name and may be changed by typing directly into the
field. Changing the sort name will not change the vendor name.

2.4 B Zip Code

Entering the zip code will save some time. The system will look up the city and state for a zip code when entered.

2.5 B Contact Information

While this data is optional; ADMINS recommends that all available data be included when setting up a vendor for the first
time.

2.6 B Notes

Notes are for each site’s internal use only. The notes do not appear on purchase orders or vouchers. The notes do appear
on the entry screen and on the “View Vendors” screen. There are four “notes” fields of 30 characters each, allowing a
maximum of 120 characters of notes for each vendor remit address.

2.7 Web Site and Email Addresses

These fields, each 80 characters maximum, are used by the system when needed for a particular function, such as
emailing a purchase order, sending ACH advice, or emailing a bid document. The General Delivery email address for the
vendor will be used for any of the functions for which no specific email address is supplied. Hover text is available on each
email address field explaining how it is used in the AUC system.

3 ADDING A VENDOR

When adding a vendor manually, the system checks to see if the vendor is already in the AUC vendor database.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 2 of 14



Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

Task Description

1. Before adding a new vendor, the system checks to see if it already exists.
2. Select Vendors P [5 Add Vendor]
3. The system displays the Add New Vendor screen:

6 ADMINS Unified Community QUICK REFERENCE CARD PO-15

Test For Duplicate
Vendors...

Add New Vendor
Gota,

i Step 1: Enter New Vendor Name: EIENSSISAT] Then press the ENTER key to search.
one Step 2 Enter Address Type: Then press the ENTER Key and Click YES to add ventlor.

1 Return Vendor Deteil ***Vendors with Similar Names ***
2 Goto Existing Vendor Vendor Remit Entity Narme Address Type

[oo00o0_Joo | | | [ T~
\ | | ]
 — | | |
4. Type in a string to locate all existing vendor names containing that string. For example,
when adding a vendor called “ABC Plumbing Inc.” search for “ABC” and/or “Plumb” to see
if the vendor already exists. In this example, the search term RUMPLESTILSKIN was
entered; as no vendor exists in the database, the enter address type field is available to add

the address type.

Add New Vendor Add New Vendor

Step 1: Enter New Vendor Name: RUMPLESTILSKIN Then press the ENTER key to search.
Step 2: Enter Address Type: Then press the ENTER Key and Click YES to add vendor.

_ B Address Types X
endor Remit  Entity M Type
Code Description Status Tof
000000 00 Py ~

1059 fAcldress
Accounts Paysble
HR HR Vendors
FO  Purchass Orders

10
P

v

[[ok || Find |Search| Cancel | Help | |Eof
|

The available address types are 1099, Accounts Payable, Human Resources and Purchase

Orders. Any of the address types may be used in the initial setup. The types are used by the

system when selecting a remittance address for a particular task. For example, 1099 processing

will use the remittance address with a type of 10, when available. If no type 10 address is

available, the system will use the AP type; if no AP type, PO, and if no PO type will use the HR

address type.

Vendor numbers are assigned sequentially by the system. In order to create and use a vendor
record, the following are needed: Vendor #, Name and Address Type. While all other data is
optional, some sites choose not to add a new vendor without a Federal ID or Social Security
Number, or W9 in hand.

5. Enter the name of the vendor (up to 30 characters)

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 3 of 14



Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

Task Description

6. Enter Address Type and click OK to confirm the addition.

e ADMINS Unified Community QUICK REFERENCE CARD PO-15

Address Types
P 10=1099
AP=Accounts Payable
CO=Contracts
PO=Purchasing
HR=Human Resources Vendor
Add New Vendor
Step 1: Enter New Vendor Name: RUMPLESTILSKIN Then press the ENTER key to search,
Step 2: Enter Address Type: Then press the ENTER key and Click YES to add vendor.
[AUC] 2046-Add Mew Yendor
***Vendors with Sim
Wendor Remit  Entity Marme A
Would you like to add wendar RUMPLESTILSKIN 7
000000 00 e 4 ‘ -~
T
Selecting [Yes] will display the [Name/Address] tab of the Vendor Maintenance screen.
Name/Address Tab g [Yes] play [ / ]

7. Complete the Name/Address tab.

8. Each user is assigned an Entity denoting whether they have access to “Town” vendors,
“School” vendors or “Both. The System Administrator manages this information:
Access for APIPO Vendors € Town € School & Both
Accept New Vendor Requests  Yes & No

9. Each vendor is assigned an Entity on the 2C1assH Classification| ..\ ¢ the Maintain Vendors
screen, Entity © Town @ School " Both

Town Vs. School
Vendors...

10. If a useris coded as a “School” user and a vendor is coded as a “Town” vendor then the
user won’t have access to that vendor. If a user is coded as a “School” user and a vendor is
coded as a “Both” vendor then the user will have access to that vendor.

11. When entering a PO, the system searches for the first vendor address coded as “PO”. If not
found, it will look for the first “AP” address. If not found, it will look for the first available
address to use on the PO.

12. When entering a Voucher, the system searches for the first vendor address coded as “AP”.
If not found, it will look for the first “PO” address. If not found, it will look for the first
available address to use on the Voucher.

Addresses And How
They Are Used...
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ADMINS Unified Community

Purchase Orders

QUICK REFERENCE CARD PO-15
PO-310 ADD AND MAINTAIN VENDORS

Description

. ile?
Frequently Asked Q: Who has access to the vendor file:

Questions... A: Any user that has been assigned access by the System Administrator may update the vendor

file. There are many “read-only” screens that will allow users to view vendor data but not
update that data. Those screens include:

Purchase Orders P Vendors P Vendor Name Query

= [AUC] 2816-Vendor Name QueryI
Vendor Name Query
Goto.
Actions.
- p— — -
— 2 Sort Name 31 Name ress = [Typ|Status|Class [1099 |FID* Holl A
B F 0 BoR oi] [T
. K 5 FO BO% 172 OLIF R [UNCL [T fewwewennn
E FHEIL GNE RENDALL SUUARE BLOG 1500 Nl R
| MHOA PO BOX 87 01 AP A IUNCL (EFEEXEEEE
01604 MARY  DUANE B9 BLITHEWOOD AVE ., 01 AP A JUMCL [ [ e 2k
100% EDUCATIONAL |100% EDUCATIONAL VIDEOS P.0,BOK 4440 01 AP A IUNCL [ e 2k
» 100% ETUCATTONAR (1607 EDTUE‘MI,DEN TEQR. _lan71 PORRRT T MATHEHSRAUY o [RIFEYA o O o |
15T Lo & OF MARC 1o, CLNE OF MNAME B - * Wik |ONLe T
15T WOALITY SCHD 157 QUALLTY SCHOOL SUPPLIES |05 SUMMER BREEZE DRIVE OLFF A oL EErrTrr—
15T RESPONDER IE 157 RESPUNDER NEWSFAFER 1 AROFORE STREET OLFF A oL EErrTrr—
5050 MEDIA IMC. |2090 WEDIA IRC. 7590 BRANOVAINE ROAD SULTE 300 L Eorr———
GIST CEWTORY  [Bi5T CENTLRY BO7 30 N i I Eorr——
GIST CEWTURY ELO [2157 CENTURY ELOGLENCE 7108 FALRWAY DR SULTE 101 Nl R
F—7 R T4 ErG F.0.50% 909200 N il R
Purchase Orders ) Vendors P Vendor Name Search
== [AUC] 2045-Search for Existing Vendors by Keyword|
Search for Existing Vendors by Keyword
Goto. - _— — - -
Actions
Enter string and press ENTER to locate possible duplicate vendors.
[Vendor [RemilEntity  |Name = |paaress - ~
1 View Vendors 030947 [02 [Bath |HORM. LAWRERCE J ~TITTAGE CIRCTE CHERTINE, WA Aotive
2 Enter Vendors 020348 [01 [Both |HOUDE, MARLE A 15 LAMOUREUR ELVD CAMERIOGE, MA Active
ey (030949 01 [path |HOULE, LYNN M 03 BARROWS &1 CAMERIDGE. PR Aotive
030950 01 [Both  [HOURLY. HAROLD 5. 17 BEACOM ALLSTON. MA Fctive
030951 01 [Both  [HOUSEHOLDER. LYHM B 16 DAVIS 5T CAMBRIDGE. MA Fctive
0309652 01 [Both  [HOUSTOM, MICHAEL 12 DRAPER RO CAMBRIDGE. MA Fctive
(030953 01 [Both  [HOWARD. KETTH J. {459 ZACHARY LANE CAMBRIDGE. MA Fctive
030954 01 [Both  [HOWARTH. KAREM P (98 DALTOM RO, CAMBRIDGE. MA Fctive
030955 01 [Both  [HUGHES. LAWREMNCE 5 |59 COTTAGE ST CAMBRIDGE. MA Fctive
> BN i T S RO _JF RO LTHEY 0005 CATRREas.. 1. - e N — S

Purchase Orders P Vendors P Vendors by Classification

Q: What if | forget to flag the vendor as a 1099 vendor and we’ve issued payments already?

A: Itis ok. Aslong as the vendor is flagged as a 1099 vendor prior to creating the 1099 work file
then all of their payments for the year will be included.
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ADMINS Unified Community QUICK REFERENCE CARD PO-15
Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

Task Description

Q: I know there is a vendor called “ACME Hardware” in the vendor database but | cannot find
it. What do I do?

A: First, select Purchase Orders P Vendors P Vendor Name Search and try searching for partial
strings of the vendor name. If the vendor is not found, but you are certain that the vendor is in
the database, ask the System Administrator or superuser to check to see if the ENTITY flag on
the vendor matches the ENTITY flag on your User Profile. Chances are you do not have access to
retrieve that vendor record.

Q: Where can I see all of the POs issued to a vendor?

A: In addition to reports, find the information in the following two screens:

Purchase Orders P Vendors P Vendor History

== [AUC] 2003-Vendor History - Purchase Orders{
Vendor History - Purchase Orders
Goto Vendor# 3 LocalVendor Yes (%No
e Hame  BOSTON RETC 1099 Code Entered
ions
Class UNEL Umclassifisd Changed 06-ALz-2007 CONVERT
Beginning Date [ 1 Clear the Dates
Ending Date
3 Purchase Orders 4 Vouchers 5 Disbursements.
Sel [PO= PO Date Department Encumbered Liquidated| Relieved| Vouchers| Remaining BallType [Status Orig PO Date
[J P53 |17-Har-2000 [IISTRICT £9.00 £9.00 £9.00 Rezular _ [Closed
[T p152__ |i7—Har—2000 [IISTRICT 53.00 §9.00 9,00 Resular _ [Closed
I o
oy — e e — (/— — L e e — e | —I’

Purchase Orders P Queries P View All Purchase Orders

(then use the vendor name sort column)
== [AUC] 3016-View All Purchase Ordersj

View All Purchase Orders

Goto.

=R Vouchers
D Posted| InPrg ChgsStatus PO Balance|
1 Select IROSTON AEYC o1 T Flosed
EOSTON AETC I T Elosed
[HTGHSCHOOL _|22-Aug-2007 |TPTGNOLET  |BOSTON AUTO TIFE CLOCK 0. [P0oa e g T [Elosed
ATGHSCHOOL _[21-Fug-2007 [JPIGNOLET _ [BOSTON ATO TIME CLOCK CO. [ovB |6 |8 T [Elosed
—— i 106 -Sep 2005 CEITA o~ [GSRT AUTC T, CLgii, R00STE T3 v T T T Blosed 1%
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ADMINS Unified Community QUICK REFERENCE CARD PO-15
Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

4 Appendix A — Comprehensive Description of Vendor Fields

Enter Vendors _
Certified WVendor?  ‘es Mo

o Certified By
‘ Vendor 000268 NATIOMAL GEOGRAPHIC SOCIETY Date Certified

2 Addresses 3 Classification 4 Attachment (25) & ltems 9 User Defined
1 of 05 AddressType fccounts Paushle e
1 MName MATIONAL GEOGRAPHIC HAFPS Notes 1 |
2 Mame | 2|
SortName NATIONAL GEOGRA o 3]
4]
Address 1 PO BOH 749406
Address 2 |
wddress 3 |

City 05 ANGELES o
tate TA_ Zip Code [‘500?4—9406¢
Country | o

m Contact H/A
Title | Q
o1F’h0ne# @kﬂ m Type E Business
2 Phone# ({000} 000-0 Ex jpooo  Type [l

Web Site httes:/ fuwe  national geographic .Eig feocietyl

General Delivery E-mail  [infor@ngs ,org

PO E-mail Address hebeeBngs ,org
Send POs to Vendor via E-mail ®No  (DYes

ACH E-mail Address [
BID E-mail Address [

4.1 The Vendor Fields

Each column is described in the table that follows. The columns A-R map to the image shown above.

Vendors P Enter Vendors P [1 Name/Address]

Column Label

1 Name Name of Vendor —a maximum of 30 characters may be entered for the vendor name

2 Name Second name of vendor, optional, a maximum of 30 characters may be entered for the second
vendor name

Sort Name Sort Name is optional; a maximum of 16 characters may be entered; if no sort name is supplied,
the system will create a sort name consisting of the first 16 characters of the 1Name field

Remittance # Remit # is required; generally, for a new vendor being added for first-time use, the remit #

would be 1; values between 1 and 99 are permitted. For each new vendor name, the remit
should start with 1. If multiple remit addresses are being uploaded for the same vendor,
number the remit addresses sequentially (1, 2, 3...).

Address Type Address type is set when the vendor is created; allowed values are any of the values found in
the PO P Tables P Vendor Address Types table. 10, AP, CO, HR, and PO are all valid. The
address type can be changed using the [0 Change Type] button on the left side of the
[1_Name/Address] screen.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 7 of 14



Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

e ADMINS Unified Community QUICK REFERENCE CARD PO-15

Column Label

Address 1
Address 2

Address 3
City

State

Zip Code
Country

Contact
Title
1 PHONE#

Ext

Type

Web Site
General Delivery
Email

Address # 1 — optional but recommended; a maximum of 50 characters may be supplied
Address # 2 — optional; a maximum of 50 characters may be supplied

Address # 3 — optional; a maximum of 50 characters may be supplied
City where the vendor address is located; a maximum of 30 characters

Enter the two-letter abbreviation for the state.

ALABAMA AL LOUISIANA LA OHIO OH
ALASKA AK MAINE ME OKLAHOMA OK
ARIZONA AZ MARYLAND MD OREGON OR
ARKANSAS AR MASSACHUSETTS MA PENNSYLVANIA PA
CALIFORNIA CA MICHIGAN MI RHODE ISLAND RI

COLORADO Cco MINNESOTA MN SOUTH CAROLINA SC
CONNECTICUT  CT MISSISSIPPI MS SOUTH DAKOTA  SD
DELAWARE DE MISSOURI MO TENNESSEE TN
FLORIDA FL MONTANA MT TEXAS T
GEORGIA GA NEBRASKA NE UTAH uT
HAWAIIL HI NEVADA NV VERMONT VT
IDAHO ID NEW HAMPSHIRE NH VIRGINIA VA
ILLINOIS IL NEW JERSEY NJ WASHINGTON WA
INDIANA IN NEW MEXICO NM WEST VIRGINIA WV
IOWA IA NEW YORK NY WISCONSIN WI
KANSAS KS NORTH CAROLINA  NC WYOMING WY
KENTUCKY KY NORTH DAKOTA ND

Postal Zipcode, either 5 or 9 digits

Enter the country name, a maximum of 40 characters — if this a US vendor, leave the country
name blank

Enter the name of the primary contact, if available, up to a maximum of 30 characters

The title of the contact

The contact phone number, entered without dashes or spaces — so 617-494-5100 for ADMINS
would be entered as 6174945100. Maximum of 40 characters.

An extension for the phone number may be supplied here

Choose from Business, Cell, Fax, Home, Pager [B, C, F, H, P]

The web address for the vendor, up to a maximum of 80 characters

The email address for the vendor, up to a maximum of 80 characters

. . . ) Restrict Access To (O Town  (OSchool (8 Both 0
ThIS.SeCtIOFI describes the fields Federal ID% 10000375 Type @None () SS¥ S0 TaxiD
available on the uppermost BankCode [ @
section of the classification tab ABAS  OOCO-0000-0 Prenote [ Hot ﬁ:uuea

ank Aceount Type [
Customers |
R ACH Tax Payment Type (T Unem ) Federal () (®) Mone
CT Unemployment #

Restrict Access to

Federal ID

Bank Code

Bank Account
Type

Restrict Access To [Tlown [S]chool or [B]oth

Federal ID as shown on the W9 provided by Accounts Payable vendors or the Social Security
number for other vendors.
Bank Code — the value must be found in the Bank Code Table.

Accounts Payable P Tables P Bank Codes

Bank Account Number—provided by the vendor when enrolling for ACH payments
Bank Account Type [C] for Checking, or [S] for Savings

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 8 of 14



ADMINS Unified Community QUICK REFERENCE CARD PO-15
Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

Column Label

Pre Note Pre Note for ACH [Blank, 0,1,2].
Leave the code blank if this is not an active ACH vendor.

Use the value “0” if your Accounts Payable Bank does not require that a prenote be sent prior
to enrolling a vendor in ACH payments.

Use “1” or “2” if the bank requires prenote testing (the ability to send a payment via ACH to a
vendor).

Set the value to “1” if the bank requires a single prenote test. The vendor will receive a printed
check for the first payment; if the prenote is accepted, subsequent payments will be made by
default as ACH payments.

If “2” is entered, the vendor will receive a printed check for the first two payments made; the
number will decrement with each payment until it reaches zero, at which time the payments
will be made via ACH for the vendor.

Customer # Customer # This is a customer number assigned by the vendor to the municipality. This may be
printed on the check advice if the check was set up to do so at installation. It can be added to
the check stub at a later time by contacting support@admnis.com

HR ACH Tax HR ACH Tax Payment Type — valid values are [C/F/S/N] — as shown above.
Payment Type [C] is Connecticut Unemployment

[F] is for Federal Tax payments

[S] is for State Tax payments

[N] is None

Tahles b3
This section —~

describes thefie/ds Terms DUR  Due Upon Receipt E"* Ivl&ndcherm?_ _
abl b Class JONCL Unclassified Vendor Classification
available on the Minority Code [ Hold Code [ Hold Codes
second se'c't/or? of 1099 Code [ Form Minority Code
the Classification
tab — These fields
are dependent on
underlying tables.
Terms Terms - if payment is made within a certain time frame a discount might apply. “2/10 Net 30” is

one example. A term such as “Net 30” requires making a payment within 30 days. However, if
payment is made within ten days, a 2% discount is applied. These terms are defined in the
Vendor Terms table. From the menu, select:

Tables P Vendor Terms

Vendor Terms Listing

INS CERT REQUIERED
Ho Terms

BEctive
Active

| | | | | |

| | Net | High High | Low Low | Pen Fen | |

Code | Description | Days | Daya Pct | Days Pct | Days Pct | Status |
=====| | | | | | | | | |
2 10 2% discount if paid within 10 | 30 | 10 | 2.00 | | | | | Rctive |
CR CONTRACT REQUIRED | | | | | | | | Rctive |
Due Upon Receipt 11 | | | | | | | Rctive |

| | | | | | | | |

| | | | | | | | |

g2

Only terms that exist in the Vendor Terms table can be entered.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 9 of 14
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Purchase Orders

Column Label

Class

Minority Code

Hold Code

1099 Code

PO-310 ADD AND MAINTAIN VENDORS

Tables P Vendor Classification

Maintain Vendor Classification Codes

Class Description

FEF Fefund Yendor

Ihactive

LUMCL  [Unclassified

Active

Tables » Minority Code

Minority Code identifies if is this a
minority-owned business. This table
is managed by each site. Here is a
sample; more codes are available at
the Industry Council for Small

Business Development (ICSBD):

Classify vendors to allow for more
detailed reporting; some sites use the
Status REF classification code to identify
Inactive| vendors that are used primarily for
refunds of overpaid or abated taxes.

Maintain Minority Codes

Minor|Description Status -
H Inactive

AE  |[Asian Owned FActive

HE Hispanic Owned Active

ME  [MIMORITY BUSIMESS FActive

WE  [Women Owned Active

Maintain Hold Codes

Status

Code |Description

Inactive

A0 [Mo Address on File

FActive

CF  [CERTIFIED PAYR MEED

Active

IA  [IMSURANCE TYPE A

FActive

LD [Mo Federal ID¥ on File

Active

05 [045 Balance due to Collector

Fctive

T Uncler Investigation

Fctive

W [W-2 NOT OM FILE

FActive

Accounts Payable P 1099s P 1099 Codes

Tables b Hold Codes

Hold Code - hold payments to the vendor until the
issue specified in the hold code has been resolved.

1099 Code - 1099 Code - specify the type of 1099 vendor — valid codes are found in the 1099
Codes table, which each site maintains. Here is an example of the valid codes in the first
column; these may be different than the codes on each site; from the menu, select:

-

[AUC] 2522-Maintain 1099 Codes

Maintain 1099 Codes

Pre 2020 Current
Code |Description Form Box#| Reported Minimum|Form Box#| Reported Minimum|Status A
H Inactive
o ATTORNEY MISC 14 600,00 MISC 10 600,00 Active
FF |Gross Proceeds Paid to an Attorn MISC HEC 1 500,00 Active
ig BOAT MISC 5 MISC 5 Active
ii] DIRECT SALES MISC 9 10,00 MISC 7 10,00 |Active
E EHCESS MISC 13 MISC 13 Active
F FEDERAL TAX MISC 4 MISC 4 Active
FI | CROP MISC 10 600,00 MISC El 600,00 Active
G TAMABLE GRANTS G 5 G 3 Active
L INTEREST ILHT 1 10,00 [INT 1 10,00 Active
L RENT MISC 1 600,00 MISC 1 600,00 Active
M MEDICAL PAYMENTS MISC & 600,00 MISC & 600,00 Active
MR MEDICAL REIMBURSEMENT MISC 7 93933,00 [NEC 1 99395,00 |Active
N NON-EMPLOYEE COMPENSATION MISC 7 600,00 NEC 1 600,00 Active
o OTHER MISC 3 1,00 MISC 3 1,00 Active
F ROYALTY MISC 2 10,00 MISC 2 10,00 Active
IS PROCEEDS FROM REAL ESTATE TRAM |S 2 600,00 |5 2 600,00 Active
I WETERAN CH115 - ASSISTANCE MISC 7 99999, 00 [NEC 1 99995, 00 |Active
i HON-EMPLOYEE COMPEMSATION MISC 7 600,00 NEC 1 600,00 Active
2 EXEMPT {MNOT REPORTAELE ) Active
Status: 1099 Inactive Lkup

1

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

S

Column Label

This Sf?CtIOn . Payment Type (@) Printed Ck (O Wire (O ACH (2 No Check
desc'rlbes the fields Separate Check? (()Yes (@ Mo

available on the 1Time Vendor? (CYes @ Mo TailingVendor (OYes @ Mo
third section of the State Bid List? (OYes @ Mo

Classification tab Local Vendor? ()Yes (@ Mo

which sets defaults Business Type  [Other v|

for the vendor

Payment Type Each vendor is assigned a default payment type.

®© Printed checks are just that — a physical check will be printed for the vendor.

® Wire If the vendor is marked for a Wire check, no physical check will be printed.
Wire checks are stamped as cleared with a cleared date as soon as the disbursement is
complete.

®© ACH is for vendors who will receive payments via ACH by default. This must be set
up with the AP banking institution and other fields (T, U, V, and W described above)
must be filled in.

® No Check is used if this vendor by default will not receive a check. Common uses are
when processing PCARD or Credit Card batches, where the payment is made to a
vendor with a credit card, and AUC keeps track of it with a voucher, but the actual
check is issued to the Credit Card institution.

© Separate Check?
® 1 Time Vendor

If © Yes is selected, each voucher created for this vendor will be paid with a separate check.

If this is a one-time vendor, for example, refunds are being processed for a canceled event,
mark the vendor with a “Y”. The vendor will be marked as inactive after a voucher is processed
for the vendor.

If the vendor is an approved vendor on the “State Bid List”, mark them here.

Some municipalities prefer to use local vendors; local suppliers are typically more reactive than
suppliers who are farther away. They can deliver products quicker, and it is much easier for a
supplier to coordinate a shipment across the neighborhood than around the world.

© State Bid List?
®© Local Vendor?

Business Type % /0bher Refunds [~] Business Type [C/I/L/N/O/S] - the spreadsheet will
Construction accept any of the above; if using the Enter Vendors
Corporation

Employes Reimbursement screen, select from any of those in the table.

Goverrment Entity
LLC C Corporation
LLC Partrership

LLC S Corporation
LLC Trust/Estate

LLC Unidentified
Medical /Dental - ALL
Mon—Profit

OnLine

Other

Parthership

Sole Prop/Tndividual /S
Tax/Mther Refunds

2] =—Member LLC

The next section

describes the fields | Certhea vendor? O Yes @ No Insurance Certificate Expires [

in the fourth section Dote Cotted [————

from the top of the Note '

[3_Classification] Merge To Vendor [50G000 Addresses on Fils: 1

tab

Certified Vendor? The certification section allows the vendor to be designated as a certified vendor by whatever
criteria are established within the municipality. This is usually used to qualify vendors who can
reply to bids.

Certified By Certified By — this field only allows a username that exists in the AUC system.

Date Certified

Date Certified — enter the date the vendor was certified

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community QUICK REFERENCE CARD PO-15

Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

Column Label

Insurance
Certificate Expires
Note

The lowest portion
of the

[3 Classification] tab
has two fields
Merge To Vendor

Addresses on File

Enter information on
Authorized
Representatives on
the rightmost
section of the
classification tab

Name
Title
Phone #

A certificate of insurance can be part of the vendor certification process; enter the expiration
date here.
Up to 80 characters can be entered to further describe the certification for the vendor

Merge To Vendor 00000 Addresses on File: 3

Enter a vendor number in this field if the current vendor is a duplicate or the vendor history
should be merged with another vendor for any reason (companies can acquire other companies
outright and this allows consolidating the vouchers, purchase orders, and disbursements for
multiple vendors.)

This is an information field and cannot be changed here. To add a remit address, go to the

[2 Addressses] tab as described in section 2.2 above.

Authorized Representatives

Name Title
|
Phone# [{0003 000-0000 0000 [
[

[
Phone# (000} 000-0000  pood [

I [
Phane# [c0003 000-0000  [o00 [

I [
Phone# [(000} 000-0000  f0od [

Send Bids Via

0 us Mail [ callfor Pick Up
] EMail [] Other

[] Fax

Authorize Rep 1 Name — Up to 30 characters
Title of the 1%t Authorized Representative
Phone number of the 1%t Authorized Representative

The remaining fields are available to input information for up to three more company contacts.

Use the

[4 Attachments]
tab to view
documents and
attach documents.
Some sites attach a
W9 for each vendor
here.

Attachments may
be Viewed,
Emailed, or
Removed using the

corresponding
buttons.
Buttons

V View Z Email D Remove |_

Enter Vendors
Certified Vendor? Ve No
Geto Certfied By
Vendor FEDERAL EXPRESS ] Date Cartiied
Actions
1 Name/Address 2Addresses. 3 Classification 4 Attachments Blems 9 User Defined
5 Add Vendor [5eq® [Description [Filename [Buttons |
6Add Address |
I I 1
= Open X
7 Add A
4 [ > ThisPC » pluto_dsta (D3 > AUC Development > admhome > Transfer > v & | Search Transfer »
X Goto Last | Organize + New folder = O @
Lis A Name Date modiied Type Size -~
Obj {15 ME_Delinquent.csv Microsoft Excel C.. 18KB
8 This PC %) PP_Delinquent.csv Microsoft Excel C... 28
= Con THERESA20S 4] toxdeling.csv Microsoft Excel C... 9Ke
1 AUC_Development - Shortcut Shortcut 1KE
I Deskiop X y
38 DEPOSIT_060320221142.dat DAT File 1KE
& Documents 3 DEPOSIT 060220221716 dlat DAT File 1KE
Select the ¥ Downloads 22 DEPOSIT 060220221435, dat DAT File 1Ke
desired B Music 3 DEPOSIT 060220221414.dat DAT File 1K8B
=) pict DEPOSIT_060220221350.dat DAT File 5KE
attachment e 2 . .
B Videos 32 DEPOSIT_060220221200.dat DAT File 1KE
from the file S Locel Disk (€ 38 DEPOSIT_060220221138.dat DAT File 1KE
explorer [] 1221234567 File 1478
s pluto_data (D7 - P
window and v 5 File 1918 v
click on Open File name: “ —— v‘ Al files: ** -
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ADMINS Unified Community

QUICK REFERENCE CARD PO-15

Purchase Orders

PO-310 ADD AND MAINTAIN VENDORS

Column Label

Use the

[ 8 Items] tab to
add items from the
Items table — this
identifies
commodity items
that are available
from the vendor.

User-defined fields
are fields set up by
each site to hold
information
relevant to that
municipality.

Each field can be
named for a
specific function.

Click on

[9_User Defined]
to enter data on
this table.

Enter Vendors
Certified Vendor? | Yes = No
Goto... Certified By
‘ vendor g EDERAL EWPRESS Date Certified
Actions.
1 Name/Address 2Addresses 3 Classification 4 Attachment (1) 8 tems 9 User Defined
5 Add Vendor ltem= ® 7 [AUC] 2000-Enter Vendors [theresa] *
e Add ltem to Vendor
Enter Item Code ” ‘ ‘
9 Add ttem
Lookup Cancel Clear All
5 ltem Table x
Iten Description St Tof
A
1030647 Ecorony creped exam papsr A
1024505 Diphenhydramine 2% cream A
21013 3.5 oz plested paper cups  tubes A
21014 10z, plastic medicine oup 0
21043 Disgpossble Wash Cloths A
21431 Disposable Probe Covers A
2815 Triple Antibiotic Ointment A
2617 dukal ygpo-pore pgpsr taps A
30005 Absorbent Cotton PAls G00/box A
32029 Sheer Bandages A
32120 Extra Large 2" x 4" E¥gdages A
32231 Firgertip 1 3/4" 2" baMaze A
34041 Hydrgen peroxide 3% soludNon A
34105 Eue Hash A
34055 Benachryl Cherry A
34573 Motrin (Dye Free} A
37208 Jack Frost gel packs A
46014 Hash Basins A v
Find Search | Cancel Help Eof

S —

To access the commodity items table, from the menu, select:

Commodity Items P Item Setup

Z= [AUC] 2511-Maintain Commiodity ltems |

Maintain Commodity Items
Goto.

ttem
Actions

Description Line 1
o ot Econony creped exan_paper

Line2 [

Line3 |
2-£ditList

Sale Provider of tem

3-View ftem by uoM RO ROLL
Price 35.6500
Freight

1099 Code [

ltem Class JRSE  Supplies used in the schoal nurse’s office
CreditCardtem @No O 'Yes
Account  [[600-300-7200-600-05-00-54160
MURSE SUPPLY-STALL

-- Added 30-Aug-2021 Changed 31-Aug-2021

Enter Vendors

Certified Vendor? e No

Certified By
| Vendor WEBERE FEDERAL EXPRESS Date Certified
1 Name/&ddress. 2 Addresses 3 Classification 4 Attachment (1} 8 tems. S User Defined

abc RAMDOM TEHT Legacy 1099 Amount —
User Defined #2 MORE Legacy 1099 Entity —
User Defined #3 MORE
User Defined #4 FEN
User Defined #5 R
User Defined #5 oo
User Defined #7 [
User Defined #3 —
User Defined #9 —
User Defined #10 —
User Defined #11 —
User Defined #12 —
User Defined #13 —
User Defined #14 —
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ADMINS Unified Community QUICK REFERENCE CARD PO-15

Purchase Orders PO-310 ADD AND MAINTAIN VENDORS

Column Label

The labels are defined on the System Profile P [2 PO/AP] table.
System Profile

Goto..

Actions.

1 General Ledger 2POIAP 3 Human Resources 4 Budget S Collections 6 RE/PP 7 System

Purchase Order Defaults Bids/Quotes/Contracts
PO Type Bl Recular
Approval Path EFAULT Default Approvals Path
Invoice Address g TOWM OF ADMING TAX COLLECTOR
Delivery Address |5 TOWM OF ADMING COUNCIL AGING
User Defined 'Dntract # {MDT}
Contracts User Defined 20 Characters Dates
Accounts Payable Defaults UserDefined #1 Special Dept Code Effective on
User Defined #2 Location Code Expires on
AP Type P Pament Voucher User Defined #3 Hotes
Approval Path W Defay
CCardApproval  DEFAULT  Defau  Vendor User Defined
User Defined #1 labc #3 zer Defined #8
User Defined #2 |ser Defined #2 #9 ser Defined #3
Aj I L I " n
PRrOValLeVele et Leveres] USET Defined #3 lser Defined #3 #10 ser Defined #10
Level 1 Bupervis| User Defined #4 User Defined #4 #11 User Defined #11
Level 2 Lerrenc) | )ser Defined #5 User Defined #5 #12 [Jzer Defined #12
Level 3 FCARD Ap) ser Uer 1ne zer Uerlne
Level 4 Finance | User Defined #6 User Defined #6 #13 User Defired #13
Levels "esn ¥l User Defined #7 User Defined #7 #14 Jlser Defined #14
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