ACCOUNTS PAYABLE

RELEASE NOTES - SEPTEMBER 2014

This document explains new product enhancements added to the ADMINS Unified Community for Windows
Accounts Payable system.

The ADMINS Support staff installed these changes to your system on September 6, 2014.
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ADMINS Unified Community Release Notes — Version 5.2
Accounts Payable September 2014

1. VOUCHER PROCESSING

1.1. Add Check Type to Edit List

The voucher edit list has been changed to print the type of check and if the voucher is marked for a separate check.

2710-APVOUEDT_AUC.REP Printed 02-Sep-2014 at 08:44:08 by THERESA Page 1
Town of ADMINS

Voucher Entry Edit List

Batch# Voucher# VoucherDate Vendor§ HName and Address

12538 EAST 33764¢ 31-Jan-2014 004850-03 GOPHER SPORT
NWS634
PO BOX 1450
MINNEAPOLIS, MN 55485-5634

Check Type

POF line GL# Account & Description

Qv Price £ to Retain Amount

PO# 11251/1 1 PO$2037059
1 1000-300-2300-600-12-00-54160

1.0000 1.0000

12539 EAST 337645 31-Jan-2014 000184-01 VENDETII MCTCRS INC
211 WEST CENTRAL ST.
FRANKLIN, MA 02038-0000

Check Type

PO# line GL¥ Account & Description

Qcy Brice § to Retain amount

PO# 11452/1 1 PO $3037058  5/31/13
1 1000-300-2440-502-12-00-52030

1.0000 650.0000
650.00

12539 EAST 337646 31-Jan-2014 021633-01 DELTA BECKWITE ELEVATOR GO
115 SHAWMUT ROAD
CANTON, MA 02021-1438

Check Type

Figure 1 Before

2710-APVOUEDT_AUC. REP Printed 0Z-Sep-20l4 av 08:36:12 by THERESA Page §
Towm of ADMINS

Voucher Entry Edit List

Barchi

PROOZ5S0  EAST 351970 g-2014 018653-01 AMERICAN HERITAGE
LIFE INSURANCE CO
CASE § 89519
177¢ AMERICAN HERITAGE LIFE DR.
JACKSONVILLE, FL 22224-0000

Check: Wirpe: Princed  Separace Check: Yes i

rog line GL§ hocount & Descriprion

oy Price Anount

1 Payroll for checks dated Of-Aug-2Z01d
Uarrant: 902550 Payroll Batch: 1413
1 1000-000-0000-000-00-00-21520 DISABILITY WITHHOLDING PAYABLE

1.0000 3.8800

PRO0OZ5S0  EAST 351971 g-2014 018653-03 AMERICAN HERITAGE

LIFE INURANCE CO

CASE § 89524

177¢ AMERICAN HERITAGE LIFE DR
JACKSONVILLE, FL 32224-0000

Check: ITy'pe: No Check GSeparate Chack: Yes l

rog line GL§ hocount & Descriprion

oy Price Anount

1 Payroll for checks dated 06-Aug-201d
Uarrant: 902550 Payroll Batch: 1413
1 1000-000-0000-000-00-00-21520 DISABILITY WITHHOLDING PAYABLE

1.0000 696500

6965

PRO0Z550  BAST 351972 g-2014 022177-01 ECHC

FEO DONNA M DUBOIS
LOCKBOX 7036

PO BOX 16478

SRINT PAUL, MN S5116-0473

oe—
Check: ITy'pE. Wire Separate Check: Yes I

rog line GL§ hocount & Descriprion

oy Price Anount

1 Payroll for checks dated 06-Aug-2014
Uarrant: 902550 Payroll Batch: 1413
1 1000-000-0000-000-00-00-21310 OTHER PAYROLL ATTACHEMENTS WITHHOLDING

1.0000 967800

36.78

**% Grand Total ***

Figure 2 After

[ADM-AUC-AP-712]
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6 ADMINS Unified Community Release Notes — Version 5.2
Accounts Payable September 2014

1.2. Due Date Can Not be Older than Invoice Date

Error checking for vouchers was enhanced to test that the Due Date not be older than the Invoice Date.

[ADM-AUC-AP-697]

2. DISBURSEMENTS

2.1. ACH Processing

2.1.1. Emailing ACH Advice

The carbon copy email sent to the person running the disbursement warrant has been suppressed. The processing
will still allow the user to be notified if an ACH email bounces. The only email(s) the person running the warrant
may now receive during ACH processing is one similar to that below.

Should a bounce back occur, the Accounts Payable staffer may then print the deposit advice image from the
voucher query and send it on to the vendor with a request that the email address be verified and then make the
corrections to the vendor record.

From: Mail Delivery System <MAILER-DAEMON@gwo3.mbox.net> Sent: Thu 8/14/201
To: Theresa Campbell
Subject:  Undeliverable: ACH Advice 8000002 From Town of ADMINS

Delivery has failed to these recipients or groups:

badfakeemail @xyz.xyz

A problem occurred and this message couldn't be delivered. Check to be sure the e-mail address is correct. If the problem continues, please contact your
helpdesk.

[ADM-AUC-AP-710]

2.2. Voiding a Check
There was an issue with voiding a check if the:

e voucher had a purchase order attached

e purchase order was based on a contract

e voucher was from the prior fiscal year and

e the check and the void were dated in the current fiscal year.

This has been corrected and now the void processing is handled properly.

[ADM-AUC-AP-708]
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9 ADMINS Unified Community Release Notes — Version 5.2
Accounts Payable September 2014

2.3. Prevent the Collection of Vouchers Missing a Vendor Name
There was an issue with checks printing without a vendor name if the remit address field was null or equal to “00”.
Error checking was added to the collect voucher step to identify any such voucher. The voucher will be omitted
and the disbursement process will continue without that voucher.

The omitted voucher report produced during the selection process will now display the following message.

T
2132-APDISOMI.REP Printed 14-Aug-z014 at 10:08:56 by THERESA Page 1
Town of ADINING
Disbursement Omitted ¥ouchers

For Warrant: 004717 Check Date: l4-aug-2014 Bank: EAST

Status Voucher# Batch# Bank Vendor Department VoucherDate Due Date Invoice# Woucher Total Reason
op 351855 13002 EAST ADM 28-Jul-2014 29-Tul-2014 DFD
op 351887 13000 EAST S0UTH 24-Jul-2014 l&6-Jul-zZ0l4 10733506

***% Grand Total *+% #Vouchers 2

Figure 3 Vouchers Omitted from Disbursement Due to an Invalid Remit Number

To correct the error, create a change order for the voucher, select the correct remit address, and post the change
order. The voucher will then be available for collection in a subsequent disbursement warrant.

[ADM-AUC-AP-709]

3. REPORTS

3.1. Vendor Reports

3.1.1. Highest Paid Vendors

This is perhaps the best report to use when clients are trying to get a list of vendors paid over a certain $ amount.
Oftentimes this is a request from the local media or other organizations. This report was enhanced to allow running
the report with Excel output. To run this report, select Accounts Payable P By Vendor P #2690 Highest Paid
Vendors.

s Purchase Orders

i) &) el ol o] ) | il

ces Budget Colections Tax Motor Excise System  Help

LastRun Date Time

e Serple | _Run | 15-0ct-2012 09:16:35.94
ate or Zipeode Semple | _Run
Sl || Run

rs
Highest Paid Vendors Required: Enter Date Range From: [01012014 To: 04012014

M| Task 2690: Highest Paid Yendors
Highest Paid Vendors

Required: Enter Date Range From: [01012014  To:[12312014 Optional: Include payments over this § level [500.01) [1 o
Optional: Include payments over this § level (500.01) pq Optional: # of vendors to include in report 10
Optional: # of vendors to include in report Print Report as: € Detail © Summary
(FUI (LR " Detail & Summary One-Time Vendors © Include & Exclude
One-Time Vendors # Include| Exclude .

- Include only: " REAP Vendors (" Non-Reap Vendors = All Vendors
Include only:  REAP Vendors © Non-Reap Vendors = All Vendors
Runas & Preview ¢ Print ~ PDF Runas  Preview (" Print P @ 1
If Printing use Duplex & Yes ¢ No If Printing use Duplex & Yes ¢ No

Lookup. | OK_| cancel Clear All Lookup | oK | Cancel Clear All
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ADMINS Unified Community

Release Notes — Version 5.2
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Accounts Payable

2690-APTOPPAY.REP Printed 17-Jul-2014 at 07:45:30 by MARY Page 6
& TedRE - AP_PD_Highest_Paid_Yendors_MARY[1].lis . Town of ADNINZ
Highest Paid Vendors
Fle Edt Format Options
Courler Hew ==l Bl[ | Hl-j' _I:: = = _I_Ig = _Ié Vi # Name and Address Check Date Anount
le11s = =
2690-APTOPPAY. REP Printed 17-Jul-2014 at 07:44:14 by MARY Page 1 00085 ADANSON INDUSTRIES CORP.
Towm of ADMINS 314 5. BROADUAY (ROUTE 28)
LAURENCE, MA 01843-0000
Highest Paid Vendors 4000026 27-Jun-2014 S00.00
7777777 4000027 27-Jun-2014 350,00

i

012155

Anome

September 2014

GREAT AMERICAN PLAN ADMIN §,888,888.00
017169 ACORN RECORDING SOLUTIONS, INC 600,000, 00 012645 SINPLEX PRODUCTS
015218 ADCO SALES INC 196,012.50 6 COMMERCIAL STREET
010933 ALAN L CLARKE 174,993.54 SHARON, MA 02067-0000
000655 MASS TEACHERS RETIRE SVS 58,624, 43 0279202 13-Jan-2014 127.50
010743 AETHER STHTEMS , INC. 49,200.00 0279206 31-Jan-2014 715,75
000184 VENDETTI MOTORS INC 44,850.00 -
000188 BICO 36,902. 84 **% Total **7 #Chks: 2
002928 TOWM OF BELL-GROUF INS CL T F 24,318.21
001302 ALUMINUM & GLASS CONCEPTS 13,000.00
021633 DELTA BECEWITH ELEVATOR CO 18,533, 34 001827 COMMONWEALTH DOR/CSE
002431 EBELLINGHAM TEACHERS AS30C 5,958.25 POST OFFICE BOX 55140
012589 KARIN MUELLER 5,000.00 BOSTON, MA 02205-5140
014668 ALLYN & BACON 4,847.60 0279234 23-Hay-2014 720.00
010874 VILLAGE PAINT s DECORATING 4,000.00
013349  ALTUS DENTAL 7277-000Z 3,521.44 rn Total Tre #chis: 1
000684 WORFOLK CTV RETIREMENT Y 3,425.97

=5 Total TTT §Chks: 2

Figure 6 Before

The existing print style layout has not been modified. The new Excel version includes new fields (columns) in the
output for additional filtering capabilities.

A B € D E E G H I J K L i

1 Vendor# Hame Address1 Address2 City State Zip #Checks Total Paid Cl Minority On _Hold? 1099 Code? Business Type Local?
500 hDEIE[I‘\ BRIAN BORLU PIPE BAND,INC 22 BATES ROAD SUITE313 MASHPEE, MA 02649-0000 1 1,000.00 Unclassitied Other (O) Mo
501 D14795 QUABCAG HIGHLANDERS 170 MAIN ST CiO BARBARA WELDON MONSOM, MA 01057-0000 1 1,000.00 Unclassified Other (O) Mo
502 16995 BLACKSTONE-MLLVILLE MUSIC 179 LINCOLM STREET BLACKSTORE, MA 01504-0000 1 1,000.00 Unclassified Sole Propineivic Mo
503 18584 COMMOMNAEALTH OF M2, OFFICE OF EMERGENCY MEDICAL SERWICES 99 CHALNCY STREET BOSTON, M4 02111-0000 1 1,000.00 Unclassified Sole PropAneivicu Mo
504 22376 MICOLE REMY 315 BLACKSTOMNE STREET BELLINGHAM, A 02019-0000 1 1,000.00 Unclassified Sole Propineivic Mo
505 22377 AVERY KRESS 70 MAPLE STREET BELLINGHAM, hid 0201 3-0000 1 1,000.00 Unclassified Sole Propineivicu Mo
506 22382 CELING COLLINS 16 FARM STREET BELLINGHAM, WA 02018-0000 1 1,000.00 Unclassified Sole PropAneivicu Mo
607 522353 MICHAELA BLISS 44 IRENE COURT BELLINGHAM, hA& 02013-0000
508 22437 COREY UMLALF 34 FLAGG DRIVE BELLINGHAM, M2 02019-0000 1 H 4
509 22438 EMILY BRADLEY 890 PINE GROYE BELLINGHAM, A 02019-0000 1 NeW COIumnS H thru M (ClaSSIflcatlonl
&0 Grand Total 8,594} . . . .
- Minority Business, On Hold, 1099, Business
812
513 Fiters:
T — Type, Local, are now in Excel output only.
515 Endt 30-dun-2014
516 Overf: 1,000.00

Figure 7 After

[ADM-AUC-AP-706]

3.2. REAP Reporting Format Change (Massachusetts Sites Only)

The REAP (Annual Provider Information Form — APIF) report was restructured to adhere to the current standards
as provided by the Massachusetts Department of Revenue. The format is:

Column #

Data Required

Business Name

Mail Address Line 1

Mail Address City

Mail Address State

Mail Address Zip Code

Identification Type

Identification

Provider Amount

O |IN(O|LN[_RIW[IN|F-

Individual Last Name

[uny
o

Individual First Name

=
=

Business DBA

[any
N

Individual middle Name

[Eny
w

Provider Account

[Eny
S

Mail Address Line 2

[any
(6]

Mail Address Country

[BLG-SUP-SAPLAUC-488]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community
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3.3. Voucher Reports

Accounts Payable

3.3.1.

Report Library by Voucher

Report Name

———————— Other ————-— Sample
26d0-Vouchers Paid on Prior Year POs Sample
2695-Checks Paid on Prior Year Vouchers Sample
2642-Vouchers Chgd to Mon - Expenditure Accounts Sample

2170-A/F Voucher Aging Report aged by Voucher Date
2172-A/P Voucher Aging Report aged by Inwoice Date

Sample
Sample

276d-Credit Card Summary Report Sample
2766-Batch Summary for Card Supervisors Sample
== o= = nan s

e

U7 8-Accounts Payshble a= of a Date Sample
208 =RCC0oe h Lrmbsal Ll i

2917-Posted Vouchers Tagged for Fixed Pssets

September 2014

Accounts Payable as of a Date

This report was changed to suppress open recurring
templates from appearing on the report. To run this
report, select Accounts Payable P Reports P By Voucher
P 2078 Accounts Payable as of a Date.

This prompt will appear; note that A/P Object code is a
required field:

[EMl Task 2078: Accounts Payable as of a Date

Accounts Payable as of a Date

Optional: Enter Fund

Edit__|[0 values:

Required: Enter Accounts Payable Object Code(s) Edit |2 values: 54090, 54100,
Required: As of Date [mmddyyyy] 01012014
Runas @ Preview C Print C PDF C Excel
If Printing use Duplex & Yes  No
Lookup | oK Cancel | Clear all |

The resulting report now will suppress any open recurring templates, as these do not impact the general ledger.

3.3.2.

[ADM-AUC-AP-707]

A/P Voids — Vouchers Re-Opened Report

Modified the Vouchers Re-Opened report to format the batch# without commas. This change was made for

consistency and legibility purposes.

Z183-APCEVOIDYVOU.REF

F22079 15-Naw-2012 000046-01 POSTHASTER
111 MECHANIC 5T

BELLINGHAM, MA 02019-0000

Printed 19-Dec-2Z012 at 11:33:2Z6 by THERESA
Town of ADMINSG
AP Voids - Vouchers Re-opened

Page 1

,838,330

Figure 8 Before

T
2183 -APCEVOIDVOU. REF

Printed 07-Jul-2014 at 12:41:55 hy MARY
Town of ADMINS
AP Woids - Wouchers Re-opened

Page 1

Voucher# Vou Date Vendor# Name and Address

Department Batch#

335148 30-Jun-2014 012585-01 KALRIN MUELLER
C/0 ICHOOL DEPT.

N Qo000-0000

**% Total wouchers reopened 1

FIRE

S5432589

Figure 9 After

[ADM-AUC-AP-615]

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

Page 6 of 7



6 ADMINS Unified Community Release Notes — Version 5.2
Accounts Payable September 2014

4. INTERFACES/IMPORTS

4.1. Upload Credit Cards

Interfaces,Tmports YIS Youcher Batches
Site Specifi L4
18 =pecic Create Deduction Youchers {3rd party payroll)
Help Reference Library Create Refund “ouchers
AP Help

Credit Card Processing

The upload credit card process has been enhanced to set the Separate check flag on all vouchers in a credit card
batch.

[ADM-AUC-AP-699]

5. HELP REFERENCE LIBRARY

5.1. New or Updated Documentation
The following new or updated documentation was added to the Accounts Payable Help Reference Library.

o ENTER VOUCHERS Entering a Credit Voucher

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 7



