Purchase Orders
Release Notes MARCH 2026

This document explains new product enhancements added to the ADMINS Unified Community
(AUC) for Windows PURCHASE ORDER system.
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1 Open PO’s as of a Date Report [Fix]

Resolved an issue in the Open PQO’s as of a Date report where Journal Entries created with code
POO09 (used for PO Rollover Processing) were incorrectly included in the report results.

Navigation Path: Purchase Orders > Reports > Report Library > 3070 - Open POs as of a Date

[ADM-AUC-PO-677]

2 Purchase Order Rollover Emails [Fix]

An issue has been resolved in the Email Open PO Listing step of the PO Rollover process that
prevented emails from being sent when a department group was configured with a distribution
list. Emails are now correctly delivered to departments using distribution lists.

Navigation Path: Purchase Orders > Year End Processing > PO Rollover Process

PO Rollover Processing

Description Date Start End Success
Verify Tables
Re=start Process
Email Open PO Listings

Select Purchase Orders for Processing

[ADM-AUC-PO-679]

—
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3 Purchase Order Change Order... if Contract Qty is Zero
[Enhancement]

The Contract Change Order process has been updated so that when a contract line quantity is
reduced to zero and there are existing Purchase Orders referencing the contract that have not yet
been paid, the system will automatically process a PO change order to set the Purchase Order
quantity to zero.

If a Purchase Order has already been partially or fully paid, the Contract Change Order process will
not allow the contract quantity to be reduced below the quantity already paid, and Error 3116 will
be displayed.

Navigation Path: Purchase Orders > Contracts

BEFORE Contract Change Order

Contractd TG Contracts Query - Posted Change Order in Progro
Qoo Vendor 030487 01 Cept Group FIRE Fire Departme Advertsed From
A GIPPER MEDIA. INC Awrard Date 2-Feb—2026 To
s Ta3 20TH 5T Effective H0-Fab—2006 Media 1
SANTA HOMICA Ending Dute 02-Feb~2028 Meda 7
CA 90402-0000 Overspend Media 3
insurasce Cert Expires Uedia 4
Peavang Wage
2026 CFY LT CFY LTD | No text availsble
Value 15,000,100
[Encumbered 6.000,00 6,000,000 Retained
Pakd 1,000.00 1,000.00 Retain Paid
1 Lines (3) 2 Detais IAddlinfe 4 Status History 5 POs (2} 6 Vewchers (1) s @ Aftachments.
ine [Item Descrption 1 Oty Cty Bl Ext Amound]  Encumb FRetsined| Retain o Paf Paid| Balanc
1 [line 1 of contract 10 5 .,0000 4,0000 5,000.00 1,000 .00 4,000,.00 5,000.00
2 Line 2 of contract 0 50000 5.0000 5. 000,00 200000 3.000.00 100000 4.000.00
3 |line 3 of contract 10 5., 0000 ] 5,000, 00 3000 O 2,000 .00 5000, 00
Umencumbered 4,000,00  Relain To Pay Balance 14,000 00

Line 1 - Since there have been no payments against PO 240034. The contract change order will let you change the
guantity on this contract line to zero and will now automatically create a PO change order to change the PO
Quantity to zero as well.

Line 2 - When doing a change order to the Contract to change line 2 as the PO 240034 has a paid voucher against it,
it will not a change to the Quantity of less than the quantity paid on the PO. It will display error 3116 (see
below).

[AUC] 14202-Change Order Entry XK

P3116-Amount Entered same as Paid on Line. Use Close Line
under Action Button
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BEFORE PO# 240034

March 2026

== [AUC] 3014-PO Query - Posted [anthea] - X
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assete Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B &S me s+ By Q @ FU o
Open
PO# PO Query - Posted ANTHER
Goto...
o Vendor 0304287 01 Dept Group FIRE Fire Department DeliverTo THp | TOKWN OF ADMINS
Actions GIFPER MEDIA. INC Via Emai PODate  24-Feb-2026 FY 2026 Invoice To FIRE  ADMIMS FIRE DEPT
728 20TH 5T TypeCode Z Zesro Tolerance n J Internal Notes
SAMTA MOMICA No text available No text available
0 Line Balances CA  90d02-0000 Ship To Attn
Ship Date Prevailing Wage .
Expected Amt
3 tems 4 GL Details. 5 Status History 6 Vouchers (1) 7 Changes BAttachment (1} 3000 .00
Line Item Qty UOM Item Description FA Price Freight er Ext Amount Retained Balance
(T 1,0000 line 1 of contract 10 10000000 1000,00 1000,00
Ctr# 10/1 02-Feb-2028
Split 1000-210-0000-002-00-00-52020 POSTAGE
B 2.,0000 Lire 2 of contract 10 1000,0000 2000,00 1000.00
Ctr# 10/2 02-Feb-2028
Split 1000-210-0000-002-00-00-52020 FOSTAGE
Encumbered 3000.00  Liquidated Relieved 1000, 00 Paid 1000.00  Balance 200000
Retained Liquidated Relieved Paid

AFTER Contract Change Order - Contract 10

A Change Order was entered for the Contract to adjust the Qty to 0, which will also update the

Purchase Order.

== [AUC] 14070-Contracts Query - Posted [anthea] - X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B SE me»m & Q =\ &N
Contract? I Contracts Query - Posted Ogen
Goto... Vendor 020487 01 DeptGroup  FIRE Fire Departne || Advertised From
Actions GIPPER HEDIA. IMC Award Date 02-Feb—-2026 To
728 20TH 5T Effective 20-Feb—-2026 Media 1
SANTA MOMICA Ending Date 02-Feb-2028 Media 2
CA A0A0Z-0000 Overspend% Media 3
Insurance Cert Expires Media 4
Prevailing Wage
2026 CFY LTD CFY LTD | No text available
Value 15,.000.00
Encumbered 8,000,00 8,000,00 Retained
Paid 1,000.00 1,000,00 Retain Paid
1 Lines (3) 2 Details 3 Addl Info 4 Status History 5 POs (2) 6 Vouchers (1) 7 Changes (1) Q Attachments.
Line (item Description QOty| Qty Bal Ext Amount| Encumbered| Unencumbered Retained| Retain to Pay| Paid| Balance|
1 [lirne 1 of contract 10 5.000,00 1,000.00 4.000.00 5.000,00
2 |Line 2 of contract 10 5.0000 3.0000 5.000,00 2.000.00 3,000,00 1,000.00 4.000.00
2 [line 3 of contract 10 5.0000 5.000,00 5.000.00 5.000.00
Unencumbered 7.000,00 Retain To Pay Balance 14.000,00
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AFTER PO 240034 (after Contract 10 Change Order)
¢ When a PO line quantity is reduced to zero, the Extended Amount remains

maintain the original extended amount (Qty x Price).

Example:

March 2026

unchanged. If the original quantity was greater than one, the Price field is adjusted to

Qty 1, Price 500 - Extended Amount 500 (Price remains unchanged)
Qty 2, Price 500 - Extended Amount 1000 (Price is updated to 1,000 when quantity

becomes zero)

== [AUC] 3014-PO Query - Posted [anthea]

- X

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help

gggl««»mﬁfﬁ Qﬁﬂg..‘:m.l

Open
PO# KT PO Query - Posted ANTHER
Goto... "
o Vendor 030487 01 Dept Group FIRE Fire Department | [DeliverTe Thal | TOWN OF ADMINS
Actions GIPPER MEDIA. IMNC Via Email PO Date 24-Feb-2026  FY 2026 ivoice T FTRE ADMIMS FIRE DEPT

728 20TH 5T Type Code 7 Zero Tolerance Delivery Notes J Internal Notes.

SANTA MONICA No text available Contract 10 Line ~
0 Line Balances CA  90402-0000 i::p';:‘:“" v iace 1 Changed
P 8 iag Omantity to Zera ¥
Expected Amt
3 tems 4 GL Details 5 Status History 6 Vouchers (1} 7 Changes (1) BAttachment (1} 3000, 00
Line Item Qty UOM Item Description FA Price Freight Other Ext Amount Retained Balance
L lire 1 of contract 10 1000,0000 1000,00 1000,00
Ctr# 10/1 02-Feb-2028
Split 1000-210-0000-002-00-00-52020 POSTAGE
B 2,0000 Lire 2 of contract 10 1000,0000 2000,00 1000,00
Ctr# 10/2 02-Feb-2028
Split 1000-210-0000-002-00-00-52020 POSTAGE
Encumbered 3000,00  Liquidated Relieved 1000, 00 Paid 1000,00  Balance 2000, 00
Retained Liquidated Relieved Paid
Lkup up

[ADM-AUC-PO-678]
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4 Help Reference Library & ADMINS Website

This section lists the new and updated documents that are available in the Help Reference Library
and the ADMINS website.

4.1 New & Updated Documentation in the Help Reference Library

e FA —200 Acquiring Fixed Assets (Help Reference Document)

e GL —322 Reversing Duplicate Batch (Quick Reference Card)

e MB — 280 Transfer Credits to Pre-Payments (Help Reference Document)
e MB — 285 Apply Pre-Payments to Invoices (Help Reference Document)
e PO — 135 Quantity Based Purchase Orders (Quick Reference Card)

e PO - 215 Purchase Order Approvals (Quick Reference Card)

e PO —510 Contract Entry (Help Reference Document)

e RC - 320 Adjustment Processing (Help Reference Document)

e RC-450 Original Tax Taking (Help Reference Document)

e RC- 1370 Statement of Account (Quick Reference Card)

4.2 New Content on ADMINS.com
Links below will be helpful and are available on the ADMINS.COM website.
Site Link: Videos & Quick Tips
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