Purchase Orders

Release Notes December 2024

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

Release Notes — Version 24.4

Purchase Orders

December 2024

1 Purchase Order Entry Error Check # 19 [Enhancement]

ADMINS added error check #19 to
Purchase Order Entry.

When creating a PO for "freight"
or "other" items, the system will
ask on the error report “Should
Qty be zero?” if a quantity is
entered but no price is specified.

E [AUC] 7-5ite Specific Error Checks
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets

B EE M+ s BYQ @ E L

Human Resources  Budget Collections  Tax  Motor Ex

Site Specific Error Checks

cise MiscBiling System Fevorites Help

Goto.
Actions
Task Code EENE F.rchose Order Entry Error Checks

[sea#[Description [Action Code [Value [Buttons ]
14 !i:‘dm‘/’t\n Hole I I Q\{\?iryinn @© fargFros, OipHigsmmoe i o o 1 .
fio pllov Regala o upe Dvraming _ dargEirer_@)no Messags -
[T7_|pLLou Zero Tolerance PO Tupe [Owarning O Hard Error @ No Message|

18 |PO rot in Current Fiscal Year Warning @ Hard Error () No Message

T5_|No Price but Freight/Dther and Oty Set Warnin Hard Error () No Message]
L

[19 No Price but Freight/Other and Oty Set @Warmng O Hard Error () No Message|

- Added By Changed by

When the value of PO #19 is
set to ® Warning, and the

Printed

error condition is met, the
Error Check PO Report #3690
will appear as shown.

This reminds the user that it
may be better to remove the
quantity.

[Farning: P3125-No Price Get, but Freight/Other & Qty set.

Should Oty be

zero?

1

[Warn;nq: P3125-No Price Set, but Freight/Other & Qty set.

Should Qty be zero?

Set PO #19 to ® Hard Error

Site Specific Error Checks

Goto.
to instruct the system to halt
. ) 3 Actions Task Code EEMEEEEN Furchese Order Entry Ervor Checks
processing until the error is
Seq#|Description [Action Code [Valuz Buttons

ic1 1 not in Current Fiscal Year amin ard Eror () No Message
corrected. This is required, P B P e T ] SV St Ers—(SNaMaseosd]
rather than a suggestion.

Mo Price but Freight/Other and Oty Set| DWarning

@ Hard Error (O No Message|

T

Three asterisks "***" in the report
indicate a "hard error" that must
be resolved before processing the
PO.

36 90 - FMREP: FOPORERE.. BEE

Eage

PO #19 set to ® Hard Error will stop further

processing until the error is corrected

** P3125-No Price Set, but

Freight/other & Qty set. Should gty be zere? ‘

**% P3125-No Price Set, but Freight/Other & Qty set.

Should Qty be zero?

er_until

tedwnd will be maz Erzoza.

ERROR and will

—————gaRD

stop any furtbei apprcn-f-a]: processinq'—
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Purchase Orders

Purchase Orders

Purchase Order Entry > Entry

Go to the PO entry screen, place the
cursor in the Qty field, and press
{spacebar and enter} to clear out the
quantity.

December 2024

== [AUC] 3000-Purchase Order Entry

Fie EOm Leagers kurcnase Urders Accountsayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

BEGE e+ g | OE L

Purchase Order Entry (Bt HEER
PO # 240003
Expected Amt
2 Entry (5) 3 tems 4 GL Details S Status History. QAttachments 500,00
Line ftem MOM ftem Description FA Price Freight  Other GL Total Ext Amount
[/ festing adn-auc—po-€58 L1 500,00 500.00 00,00
Qty D-064-06-00-52701 TRASH TMCIHERATION
Spacebar Enter

0000 =000=-0000-000-00-00-00000}

6Add New PO 7Add Line  Copy Line 8 Check PO 0 Check Ranae P I Proaress Entered Amt 500.00

Ready

[ADM-AUC-PO-658]

2 #3627 Posted POs — Balance by GL Account [Enhancement]

ADMINS added this PO report
showing accounts and entry
users, with sorting and filtering
available on all columns in

== [AUC] 2970-Report Library by Purchase Order
BER SGE me+m = OE L

Report Library by Purchase Order

File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets HumanResources Budget Collections Tax MotorExcise Misc Billing System  Favorites

Excel. To run the report, select
it from the menu:

Purchase Orders P Reports P Report Library b
#3627 Posted POs — Balance by GL Account #

Select up to nine Department Groups,
Funds, Account Departments, Entry Users,

or Vendors.

The prompt requires
range, with other filters
optional. The report can
include either All POs or only
Rolled POs, and it can be
sorted by Account number or
PO #. The report can be run
with Details or using the
available Summary option.
Examples are shown below:

Goto.

Actions.

Report Categories.
1By Vendor

2By Commodty tem

3 By Purchase Order
4By Voucher

5By

[Report Name [View

[Report

Last Run Date [Run Time ~

———————— F0"s In Progress ———

[3650-In Progress FOs - Sunwary Sample | Run

[3641-In Progress POs - u/ GL Budget Detail Run

[F640-In Progress POs - by Status/Approval Code Sample | Run_[08-Jan-2010 [16:16:47,36
———————— Tpen Fls ————

[FE10-Open POs - Suwnarg Sample | Run_[09-Jun-2023 [11:30:41,03

[3611-Open POs - Line Detail

i
[EB-Har-2023 2,32

[3612-Open POs - GL Line Detail

12-Aug—2022 |16:56:28,72

[61d-Open PO= with Vendors on Hold

[2070-Open POs as of a Date

11-Apr-2022

6By Bids.
7 By Contracts
8 Audit Reports.

[3624-P0 Balarces by GL#

[E7-Arr-2023

[3630-Open Purchase Orders against this Ascount

13-Aug-2021 |17:13:02,23

[676-PUs Awaiting Liquidation (Cancellstion Request?

[F8-Jun-2022 [14:4540,54

[2677-P0s Denied Liguidation redquest

|28-Jun-2022 [14344:53,15

[3620-Open Pos with Retairage to Pag

[3672-Open POs with Bids

Posted POs

[3622-Posted POs - Summary

14-5ep—2023 |10148:33,57

[E9-Jul-2022 15127 141,47

[2623-Posted POs - Detail
[3626-Export all POs [Items not Accounts]

Run_[28-Mar—2023 |16:41;00,89

Run

[3627-Posted POs - Balances by GL# I

024 [17:44 133,47
Run F

625-Open and Closed Purchase Order Balances

[2811-Purchase Orders By Vendor (1 lire per PO}
3

[301-Purchase Order Detail Select by Account Element

|03-Dec-2020 16133109 ,40
13-Gep—2021 [11:54:

[Fe07Anthase Order Symnary with vouchers

E0-Fap=7022

B Task 3627: Posted POs - Balances by GL#

Posted POs - Balances by GL#

Required: Purchase Orders Dated ([nmddyyyy] From: |[FJiiEEL To: 10312024

Optional: Enter up to 9 Department Groups
ptional: Enter up to 9 Vendor#'s

tional: Enter up to 9 Users

Optional: Enter Fund

Optional: Enter up to 9 Acct Departments
Include

Sort Report By:

Print Report as:

Run as O preview O Print
If Printing use Duplex @) ves

OPDF
O No

@® Excel

Edit 1 values: ATHLETICS, !

Edit 0 values: \

Edit 0 values: \

Edit 0 values: \
Edit__| |1 values: 300, Wiy N\

® All Purchase Orders O Onlywchase Orligrs

@® Accounttt O POR
O Detail ® Summary

Notice that Dept Groups are not
the same as Acct Departments

Lookup 0K Cancel Clear All
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2.1 PDF Detail

Running the report this way details each line on the PO and the individual encumbrance, relief and balance.

BYGL.REP Page 1

Town of Admins

Fosted POs - Balances by GLE

Include only 20's dated between: 07012024 and 1031202%

Format: Detail

Order: By Accountc#

Vendort Name Encumbered Retained

& Description 20¢

REMOVAL

REMOVAL

Account Total

| Account Total

1 PRIOR YEAR

PRIOR YERR 200900 1
PRIOR YEAR 200901

1000-3

1000-30

000-000-00-00-!

ez

AMRZON

200901

2 ATHLETICS
200801 3

ATHLETICS
PRIOR YEAR
PRIOR YEAR

Account Total 317,435.77 .00 .00 317,435.77

44 Fund Total 317,435.77

2.2 Summary Run as PDF

The summary selection totals to the PO for that account. Individual lines are not printed out.

ovn of =

0= - Balances by GL#

Closed

Bccouns Total

317,435.77 .00

2.3 Excel Detail

Run the report as Excel in Detail to include breakdown of each element of the account structure, showing amount by PO
line # for each account.

A 5 c D £ F G W I 1 3 T " [ B 3 a R s
1 Encumbered Encumbered Original
2 | Account Number Account Deseription Vendor# Vendor Name Amount Refained  Relief PO Balance PO!  Line# PO Date PO Date  Department Eniry User Status Fund Department_ Function _ Program __ Location
3 | 0100-430-0000-004-00-00-52700 TRASH RENOVAL 019325 ABC OFFICE 42635 000 720 41915260005 1 30-0ct2024 FRE ANTHEA  Open 0100 0
4| D100-430-0000-004-00-00-52700 TRASH RENOVAL 019325 ABC OFFICE 4635 om0 000 42635 200005 1 30-0ct2024 FRE ANTHEA  Open 0100 e 0000 004 00
s Account_Total 55270 0.00 720 545,50
7 Total Fund 0100
]
9 | 1000-301-0000-000-00 SCHOOL PRIOR YEAR EXPENSES 023331 TRI STATE TRUCK CENTER NG 30860000 000 000 30860000 198310 1 01-Jul202¢ 18-Nov-2022 DPW PSALBA  Open 1000 a1 0000 000 [}
10 |1000-301-0000-000-¢ SCHOOL PRIOR YEAR EXPENSES 027483 AMAZON CAPTAL SERVICES 35880 0.00 000 35980 200900 1 01Jul2024 11-Sep-2023 TECHNOLOGY DCONROY Open 1000 301 0000 000 )
11 |1000-301-0000-000- SCHOOL PRIOR YEAR EXPENSES 027483 AMAZON CAPTAL SERVICES 114800 000 1,148.00 200901 101-Jul202¢ 11-Sep-2023 ATHLETCS ~ DDUBOKS  Open 1000 301 0000 000 o0
12 |1000-301-0000-000-¢ SCHOOL PRIOR YEAR EXPENSES 027483 AMAZON CAPITAL SERVICES 399 000 399200901 2 01Jul2024 11-Sep-2023 ATHLETCS ~ DDUBOIS  Open 1000 301 0000 000 )
13 |1000-301-0000-000-¢ SCHOOL PRIOR YEAR EXPENSES 027483 AMAZON CAPTAL SERVICES 52000 000 5299200801 3 01Jul2024 11-Sep-2023 ATHLETICS ~ DDUBOIS  Open 1000 301t 0000 000 00
14| 1000-301-0000-000- SCHOOL PRIOR YEAR EXPENSES 031859 DOVE TRANSPORTATION, LLC 675000 000 675000 200303 1 01-Juk2024 11-Sep-2023 TRANSP DDUBOIS  Open 1000 a0t 0000 000 )
15 | 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 027483 AMAZON CAPTAL SERVICES 1099 000 10.99 200951 1 01Jul2024 18-8ep-2023 MIDDLE KFORTER  Open 1000 30t 0000 000 )
16 Account_Total
17
18 Total Fund 1000
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2.4 Excel Summary

Run the report as Excel, using the summary radio button summarizes by account# by PO#. Notice there are five
POs for this one account.

et P e el 2 ) _
File  Home Insert Pagelayout Formulas Data Review View Help
P31 v fx
A B ® D E F G H | il K L W N o
1 Encumbered Encumbered Original
2 Account Number Account Description Vendor# Vendor Name Amount Retained Relief PO Balance PO# PO Date PO Date Entry User Status Closed On
3 | 0100-430-0000-004-00-00-52700 TRASH REMOVAL VUWSZS ABC OFFICE 42635 0.00 720 41915 '240005 30-Oct-2024 FIRE ANTHEA Open
4 | 0100-430-0000-004-00-00-52700 TRASH REMOVAL '019325 ABC OFFICE 426.35 0.00 0.00 426.35 '240005 30-Oct-2024 FIRE ANTHEA Open
5 Account_Total 852.70 0.00 720 845.50
]
7 Total Fund 0100 852.70 0.00 7.20 845.50
8
9 |1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 023331 TRI STATE TRUCK CENTER INC 308,600.00  0.00 0.00 308,600.00199310 01-Jul-2024 18-Nov-2022 DPW LUANN  Open
10 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES ~ '027483 AMAZON CAPITAL SERVICES 359.80  0.00 0.00  359.80"200900 01-Jul-2024 11-Sep-2023 TECHNOLOGWENDY  Open
11]1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES ~ '027483 AMAZON CAPITAL SERVICES 171498  0.00 000 1,714.98"200901 01-Jul-2024 11-Sep-2023 ATHLETICS THERESA Open
12 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 031869 DOVE TRANSPORTATION, LLC 675000  0.00 000  6,750.00200903 01-Jul-2024 11-5ep-2023 TRANSP  SHELLI  Open
132 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 027483 AMAZON CAPITAL SERVICES 1099  0.00 0.00 10.99"200951 01-Jul-2024 18-Sep-2023 MIDDLE  LUANN  Open
14 Account_Total 317,435.77 0.00 0.00 31743577
15
16 Total Fund 1000 317,435.77 0.00 0.00 31743577
7
18 | 3833-000-0000-000-00-00-52400 PROFESSIONAL SERVICES, BHS ROOF! R'031 204  FOLAN WATERPROOFING & CONST CO 79,500.00 0.00 77,700.00 1,500.00 '197&50 01-Jul-2024  27-Jan-2022 DISTRICT JREBELO  Open
19 Account_Total 79,500.00 0.00 77,700.00 1,800.00
20
21 3833-000-0000-000-00-00-59030 TRANSFER TO CAPITAL PROJECTS, BHS VUEH 833 ADMINS INC 6,000.00 0.00 0.00 6,000.00 '200971 01-Jul-2024  10-May-2024 FIRE ANTHEA Open
22 Account_Total 6,000.00 0.00 0.00 6,000.00
23
24 Total Fund 3833 85,500.00 0.00 77,700.00 7,800.00
25
26 | 6560-000-0000-000-00-00-54150 OTHER SUPPLIES AND MATERIALS ’023357 SAFEWARE, INC. 522,65 0.00 475.15 47.50 '198915 01-Jul-2024  23-Sep-2022 ADM MPAQUETTE Open
27 Account_Total 522.65 0.00 475.15 47.50
28
29 Total Fund 6560 522.65 0.00 475.15 47.50
30
2| Grand_Total 404,311.12 0.00 78,182.35 326,128.77 [
32 Selection Legend
33 ® 1 Task 3627 Posted POs - Balances by GL= X
34
35 . Posted POs - Balances by GLY
= Sorted by: By Account# - ! i
7 Print Format: Summary Required: Purchage Orders Dated (mmddyyyy] From: (07012024 | To: [10312024
4PO's dated between: 07012024 and 10312024 Optional: Enter up to § Depament Groups AT 0ivalues?
2d All or Rolled POs: A Optional: Enter up to 8 Vendord's Edit | |0 values:
= Optional: Enter up to 9 Users Edit 0 values:
Optional: Enter Fund Edit | |0 values:
Optional: Enter up to 8 Acct Departments Edit | |0 values:

Include ® All Purchase Orders O Only Rolled Purchase Orders

@® Accountt O POX
O Detail @ Summary

Sort Report By:
Print Report as:

Run as O preview O Print
If Printing use Duplex @ yes

O PDF
ONe

® Excel

Lookup Cancel | | Clear All

There is a legend at the bottom of each report showing which selections were made.

[MDF-SUP-SAPLAUC-1281]
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3 Email Notice of Intent to Suspend an Account [Enhancement]

Users are inactivated if they have
not logged in before their expiration
date.

For instance, on sites with a six
month expiration window, users
who haven't logged in since 20-May-
2024 would be “suspended” or
“marked inactive” on 20-November-
2024.

The notification period is 14 days
from the suspension date, in this
example, from 05-November-2024
through 20-November-2024.

Up to two reminder emails are sent:
the first ~14 days before account
expiration, and the second ~5 days
before. If users do not log in when
reminded, their accounts will be
deactivated.

The notification is sent if there is an email address present on the
User Profile screen:

[ [AUC] 3-User Profile Screen
File Edit Ledgers Purchase Orders AccountsPaysble Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billng System  Favorites  Help
B &SE we»m Y Q@@L
User Profile Screen
Goto Enerss  (7-Sep-2009 MUPDEW
FaE User Name: Hon—E0Re—HHERESH:
Name fTheresa €| ==t o9 09-Teo-2024 083402280 Live
1 Geners 2 Acoount Securty sposme himanraso Last Lagin (9-Dec-2024 08:40322,80 Live
A
Security Level 53 Adnins Support ] system Defautt User.
DeptGroup  HTGHGCHOOL HIGH SCHOOL Resticted Desktop Uer OYes @ No
Menu Group  BYSTEN Default Menu for Systen AdninistratoOverride Usemame ONo_@)Ye
Account Securiy @ Yes O No Allow access to GL Accounts This user account
CashieriD  fiC is currently
JobTitle Pagroll Stafr Phone# [(617) 494-5100 Extension active.
StartScreen 73 Users Favorite Selection
Receive Approval Email @ Yes () =]
Use Atemate Email
mail Address ftheresa@adnins.con 4% OYes ®MNo
< Email Address [
Background Golor ResetDefault Golor  OYes ~ @No
8Add User 8 Chanae Password | | 0 Menu Listin for User

Two emails are sent to allow for users on vacation, etc., to
have time to respond. Log in before the expiration date to
prevent the suspension.

The emails include expiration dates, steps to prevent suspension,
and instructions for requesting reactivation after suspension.

To Anthes Dimond

(@) We removed extra line breaks from this message.

Good Morning,

\%JC User Account will expire within the next 13 days|

Your AUC user account was last used on 03-Jun-2024.

Please login to your AUC account within the next 13 days, to prevent your account being inactivated.

If no login detected by 03-Dec-2024, your account will be inactived and you will need to contact your IT dept or AUC Support to get your account activated again.

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 1 Email example sent two weeks before the username expiration date

To Anthea Dimond

(@) We removed extra line breaks from this message.

Good Morning,

AUC User Account will expire within the next 5 days|
anthea@admins.com <auc.do.notreply@gmail.com>

Your AUC user account was last used on 25-May-2024.

Please login to your AUC account within the next 5 days, to prevent your account being inactivated.

If no login detected by 25-Nov-2024, your account will be inactived and you will need to contact your IT dept or AUC Support to get your account activated again.

** Do ot reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 2 Email example sent the following week

[ADM-AUC-SY-8356]
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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

Site Specific PO-850 HVMA Receiver [Updated]
PO-860 HVMA Department Action

4.2 New Content on ADMINS.com

User Account Security Inquiry Screen (2:38)
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