ACCOUNTS PAYABLE

RELEASE NOTES — SEPTEMBER 2017

This document explains new product enhancements added to the ADMINS Unified Community for Windows
ACCOUNTS PAYABLE system.
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9 ADMINS Unified Community Release Notes — Version 17.3
Accounts Payable September 2017

1. ENTER BILLS (VOUCHER) [How To]

1.1. Delete a Voucher from a Batch

To delete a voucher from a batch, go to Accounts Payable P Enter Bills (Vouchers) PBatches and select the batch.
From the Voucher Batch Entry screen, right click on the voucher and select Delete Voucher. A voucher may be
copied in a similar fashion, by right clicking and selecting Copy Voucher.

Voucher Batch Entry Entry Began
Batch [3201 DefaultBank [EAST EASTERN BANK FOR A/P
Default Dept TOWN Price Amounts do not Match
vouther Date  [10-Jul-2017
DefaultType | Paument Youcher & ChecklirelACH ' No Check " Manual Check Ertry Began
Error Status
Expected Entered Balance Ready for Releass
Price 300.0000 100,0000 200, 0000 Disapproved
Freight Ready for Posting 1
Other Awaiting Appraval
Totals 300,00 100,00 200,00 Change Orders
Open
Submit Batch for Processing © Yes % Mo Closed
Vouchert | 1 copy Voucher Type Total Status ﬂ
354166 2 Delete Youcher | APPRALSAL SRY Paynent. Wouch 100,00 Ready For Posting Edt Youcher | _Lines
Right Click fo Copy or Delete this Voucher

Figure 1 Right Click on the Voucher # to either delete or copy the voucher

Another way to delete a voucher is from the voucher entry screen. Select Accounts Payable » Enter Bills (Vouchers)
» Entry; in the Voucher Entry screen on the voucher to be deleted, click on [Actions] P [Delete Voucher]. Only the
current owner of a batch may delete a voucher or do any data entry in the batch.

File Edit Ledgers Purchase COrders Accounts Payable Fixed Assets  Human Resources  Budget  Collections  Tax  Motor Excise
B|@| S| v« [+ &% Ql = - &

Batch # 13201 Voucher Entry

Goto., Voucher# 354166
DTS E Invoice® TEST DELETIMG WOUCHER BAD ACCT
= SRY Inv Date 10-Jul-2017
o | | 176 EDDIE DOMLING Hi, Customert
Add New voucher HMITHFIELD Dept Code [TOWN TOMWN
Erase Woucher 02835-0000 Wou Date  [10-Jul-2017 FY 2018
Celete Youcher Due Date  [11-Jul-2017  Terms I LR

1.2. Copy a Voucher

To copy an existing voucher, from the Voucher

Batch screen (as shown in Figure 1), right click the Copy Voucher 354,223
voucher to be copied and select Copy Voucher. A Optional: Enter # of copies to Create [1] |

prompt will provide the option to create one voucher,
or enter the number of copies to be created. The
account number, vendor, and Dept. Code will be
copied to the new voucher(s). The copied voucher(s) Lookup | [__OK ]| _Cancel [ Clearan
must be edited to enter the invoice number and date
as well as the dollar amount to be paid. The vouchers must be checked as usual.

This feature may save time when paying multiple invoices to the same vendor
and account numbers.

[ADM-AUC-AP-858]
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2. CHANGE ORDERS—{[Fix]

September 2017

Prior to the software update, if a Voucher Change Order was done to increase a payment to a fully paid, closed
Purchase Order, it could make the Purchase Order show as closed with a negative balance. The negative amount

was also reflected in the General Ledger account.

In the example, PO #17151 was fully paid with voucher #354159; prior to the voucher being disbursed, a change
order was processed to increase the payment by one cent. The effect on the purchase order was to relieve an

additional cent, and show a balance of negative one cent.

[ AUC] 3054-Associated Youchers [theresa] BEE
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billng  System  Help
2@ 3| w|el|+|m| % Qf =] =
Clozed
PO # Associated Vouchers FNTHER
Gota... n
=0 Vendor Code 013303 01 Dept Code FIRE Fire Department |DeliverTo q TOWH OF ANYWHERE
Actions DISMEY EDUCATIONAL PRODUCTION ViaEmail [T | PODate  20-Jun-2017 FY 2017 Invoice To 7 TOWM OF AMYWHERE
~ 108 TERRY DRIVE. SUITE 120 TypeCode R Regular 1 Diefivery Hotes N 5, ==
MEWT Ok Mo text availahle Mo text availahle
PA 18340-0000 Ship To Attn
Excel Ship Date
Expected Amt
2Detais (1) | 3 tems | 4GLDetails | | SStetusHistory || | Bvouchers (1) | 7Chenges | Béttachment (1) | 556,92
Lin UserBatch ‘oucher# VLN tem Description Imwice# Vendor Paid Check# CheckDate Status Ext Amount
1 13198 354159 1  testing change order to voucher TEST #1 Q289137 12-Jul-2017 Closed 556,89
PO Balance w)- WiP -.01 PaywiP Paid 556,89 Total 556,89
7 fare | k£ Previous Encumbered 556,32  Liguidated Relieved 556,89 Paid 556,39  Balance —-.,01
Retained Liguidated Relieved Paid
eady | Llaup ’E

Figure 2 Before - Closed Purchase Order (PO) with a negative balance

This was corrected—now if a Voucher Change Order is done to increase a payment to a fully paid, closed Purchase
Order, the purchase order will not be affected. The increased amount paid will behave as a direct pay and not be

associated with the purchase order.

sa[AUC] 3054-Associated Youchers [theresa] [_[=]x]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Maotor Excise  Misc Biling  System  Help

Bal@| S| w|«|+|m| & Qf = &

Closed
PO TG Associated Vouchers ANTHER:
Goto...
= Vendor Code 013303 01 Dept Code  FIRE Fire Department | [DeliverTo g TOWH OF ANTHHERE
Actions: DISHEY EDUCATIONAL PRODUCTION YiaEmail [© PO Date 30-Jun-2017  FY 2017 Invoice To 9 TOWH OF AMYHHERE
— 105 TERRY DRIVE, SUITE 120 TwecCode R Regular 1 Delivery Hates o= L =
MEHT WM Mo text available No text available
FA 18940-0000 Ship To Attn
Excel Ship Date
Expected Amt
2Detsits (1) | 3 tems | 4GLDetals | 5 Status History || & vouchers il | 7chanoes | @attachmentrl) | 556,55
Lin UserBatch Voucher# VLN em Description Invoice? Vendor Paid Check# CheckDate Status Ext Amount
1 13199 354164 1 testing change order to voucher TEST CHAMG 0289137 12-Jul-2017 Closed 556,89
PO Balance w/- WIP Pay WIP Paid 556,89 Total 556,89
# lore I« Frevious | Encumbered 556,82 Liguidated Relieved 556,55 Paid 556,39  Balance
Retained Liguidated Relieved Paid
|Ready | Lkup ’ﬁ

Figure 3 After—Identical PO, voucher and change order does not cause a negative balance in the closed PO

[ADM-AUC-AP-848]
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9 ADMINS Unified Community Release Notes — Version 17.3
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3. VENDORS-BID E-MAIL [New]

A new field has been added to the Enter Vendors and View Vendors screens to allow the entry / display of an E-mail
address used for bids. See section 2.4 of the PO-520 Bids Entry document in the PO P Help Reference Library for
details on how this E-mail address is used in the Bids process.

The Enter Vendors screen has been updated to include the Bid E-mail address field:

Enter Vendors iz Vmsters Cerlifisd Vendor? © vex & 10

Corlfd Vendor? (o2

Cotted By Certfied By
Vendar JEUFRINGS CONSTRUCTION Date Certited Vendor JNEW NAME CONSTRUCTION COMPRHT Dete Certied
Afiemeladdtess | | 2Addresses | lassification | 4 Attachmert 31)_| gtems | _3UserDefined

— édmesses | _3Chsstcation | _gAtachwent (1) | gtems | _guserCotred |

Remittance T of 02 AddressType  Accounts Pausble

Remittance BT of 04 AddressType Accounts Fausble

1 Name [FRFITGS CONGTRUCTION Notes 1 [FFIS 15 A NEW VENDOR FOF_THE T 1 Name [NEW NAME CONSTRUCTION COMPANY | Notes 1 [THIS IS A WEW VENDOR FOR THE T
Mame [————— 2 2Name FTTENTION: STACY CUMMINGS 2
BortName [URALNGS CONSTR 3 FEQUIREMENTS OF CHAPTER 308 SortName NEW NAME CONSTR 3 OF CHAPTER 30B
N 4
Address 1 0 BOR 172
Address 2 [
Address 3 [

City [EELLIGHAR [ e —
. = ELLINGHAN
S«I: PR Zipcods FEnig-0000 atate 1| Zp Code [i2015-0000
Country [ Caunty [
Contazt iR
e | Gontact 7R
1 Phones [[030) 506000 Ex 030 Type [ e
zPnone# [(000) 000-0000  Ext oo Type [ 1 Phone# [(588) 173-do67_ Bxt 000 Type B Business
2Phones [(617) Go6-1212 | Ext 000 Type - Fax
Wb Site [
General Delivery E-mail  [Eheresa@adn L. con

PO E-mail Address [EReresaBadnins.con
Send POs to Vendorvia E-mall & No. € Ves
ACH E-nail Address |
[ BICE-mail Address [upportBadn ins. con

Figure 4 Before Figure 5 After Enter Vendors — field for BID E-mail Address

The change is also evident on the read-only View Vendors » [9 E-mails] tab:

1 Mame/&ddress 2Addresses 3 Clasgification 4 Attachment (31) | 0 ftems | L User Defined | 3 Emefls |
£ Reports
B-Gueries Weh Site

General Delivery E-mail  theresa@adning .com

7-Name Search
&-Yendor History FO E-mail Address theresaladmins .com

Send POs to Vendor via E-mail & Ho € ves

ACH E-mail Address theresalacnins .com

| Bid E-mail Address supportBadning com |

Figure 6 View Vendors P [9 E-mails] Tab shows Bid E-mail Address field
[ADM-AUC-AP-856]

4. DISBURSEMENTS [Fix]

4.1. E-mail ACH Deposit Advice [Fix]

Some municipalities provide vendors with E-mail advice of ACH payments in lieu of printed checks or ACH advice
via postal mail. Prior to July 25, 2017, this ACH E-mail advice was sent in the body of an E-mail. ADMINS was
notified that some vendors reported that the E-mail advice is garbled or printed in an unreadable font.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 13
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From:

Date: July 7, 2017 at 4:30:58 PM EDT

To: -

Subject: Vendor Deposit Advice 8006228 From

s-HEREERELH OB ERABENBZe00

Bt EReNERS I ERR B EINEEE - SR S it B R SR B RIS i MY SR EEQo RN BER TR s ¢
ORI E—fETeORIONEREFE-—#H<CeO0 BOEMeOMRE SHE-fR.CHaT IRt

SOEERBWS I HE RS HEADE trett R R BB

FETTHTHER T R AREE T E RS RS et T R R E R i Ret R R e

ttE T HEEEN SR E gt E R Er S et R R Srretr BRI R R R A R E
BB ENEEEGE e R SR RS MER LRI B E S E M B B RN R S e W EETE rrrrr S
et RN E RN MBS RN SR B R E R R S NEERES tee 00  BOERENOLHBEIBENE

Figure 7 Before - Sample of E-mail with unreadable font

To address the issue, ACH E-mail is now sent with an attached PDF® file of the information. As PDF® is a de facto
standard, now vendors receiving the E-mail ACH advice as a PDF® file attachment will be able to view it without
difficulty. Each of the images below is taken from a Gmail® client; similar results will be apparent in other E-mail

clients such as Outlook®.

Vendor Deposit Advice 8000045 From Town of ADMINS

., theresa@admins.com
T oomel-

Town of ADMINS

To: NEW NAME CONSTRUCTION COMPANY
Payment Advice 8000045

Date 12-Jul-2017

Funds will credit your account five business days from

advice date shown above, excluding bank nolidays

The Following Vouchars have been processed for Payment on this Advice

Invoice# | |Invoice Date][Description][Voucher#/Line#|[Amount]
|TES 537 8°

T EMAIL OF AGH |[12-Jul-2017 | [/A 3541681 [ =378t

Advice Total § 537.81

Accounts Payable

Town of ADMINS

1000 MAIN STREET

Anylown, USA MA 12345-1234
Tel: 555-555-5555

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

Vendor Deposit Advice 8000062 From Town

Inbox  x =

10:53 AM (1 minute ago) - - ? theresa@admins.com
tome [~

To: NEW NAME CONSTRUCTION COMPANY]

Please Note
advice date shown above, excluding bank holidays.

Thank you
Town of ADMINS

@0 APCK_EASTS000... '

Please find attached a copy of Payment Advice 8000062 Dated 25-Jul-2017

Funds will credit your account five business days from

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

of ADMINS Inbox

o1
]

= 10:53 AM (2 hours ago) -

“

The recipient will click on the
attachment to view the deposit
advice in their PDF viewer.

Figure 8 Before — ACH Advice in the body of the E-mail

Figure 9 After - ACH Advice in a PDF attachment

H H Town of ADMINS oo -0t ACH Advice# 8000062
The resulting attachment will resemble 1000 MAIN STREET N e COLSTRUTION LAY S
Anytown, USA MA 12345-1234 POBOX 172 e

the one shown here; each invoice will be

listed at the top.

No password is required to open the

attachment.

BELLINGHAM, MA (2019

Cheek Total: $122.22

For questions regarding this payment, please contact Accounts Payable 555-555-3555

Voucher

e
Town of ADMINS
1000 MAIN STREET
Anytown, USAMA 12345-1234
PAY

TOTHE  NEW NAME CONSTRUCTION COMPANY
ORDER  ATTENTION: STACY CUMMINGS
o POBOX 172
BELLINGHAM, MA 02019

Inwoice # Date _Description & Line # Amount
TEST 2 OF ACH 07-12:2017 2nd test of ach 3541881 12222

S T o Y i i TR, i, S T, i, S S e e

Funds will credit your account five business days from issue date shown above, excluding bank holidays.

et AT ARETT 3 8000062
07-25-2017
$*12222

NON-NEGOTIABLE

[ADM-AUC-AP-844]

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

Page 5 of 13



9 ADMINS Unified Community Release Notes — Version 17.3
Accounts Payable September 2017

4.2. Interrupted Posting

Prior to the software update, if during the posting a disbursement
warrant did not complete successfully, a user could attempt to post .- 0 Prior Disbursement Posting did ot complete successFully
the warrant again. If a user tries to post a warrant that was W Contact UPRORT

interrupted during posting, this message will be displayed and the
user will be advised to contact support. No further processing of
the warrant will be permitted without ADMINS intervention. This
will prevent unintended consequences such as double posting.

[ADM-AUC-AP-861]

5. QUERIES

5.1. Check History » Check Detail [New]

When available, the Void Warrant number will be listed adjacent to the void date on the Check History screen:

Check History - All Vouchers Paid on this Check

Bank: HEEEl EASTERM BAMK FOR A/P Check#: 283141 New Check: 0289334
Vendor Q02247 f01  EBURKE SPECIAL PRODUCTS Type Vo Woid Manual Check
Check Date  24-Jul-2017
Warrant 00d8de Clear Date
Total Check 81,00 void Date 24-Jul-2017
W iews Check | 0 Email Check |

Figure 10 Before

Check History - All Vouchers Paid on this Check

Bank: HEEEl EASTERM BAMK FOR A/P Check#: 283141 New Check: 0289334
Vendor 002247 01 BURKE SPECIAL PRODUCTS Type ¥ Void Manual Check
Check Date  2d-Jul-2017
‘Wiarrant 004846 Clear Date
Total Check 81,00 void Date 24-Jul-2017 Warrant 004851
W iewr Check | 0 Email Check |

Figure 11 After

Note: Checks issued prior to 2009 might not have a void warrant number — ADMINS began
f\{ ]'_ tracking the void warrant number history in 2009.

[ADM-AUC-AP-854]

6. AP/PO DASHBOARD [FIX]

Record locking occurred when a voucher or purchase order were in use but selected from the dashboard. Now a
message will be displayed and the user will be directed the query screen instead of the entry screen. If the voucher is
not editable, the message and branching to the query screen will also occur.

[MDF-SUP-SAPLAUC-719]
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Accounts Payable September 2017

6.1. Warrant History Screen

Warrant Histo }
. i Select Accounts Payable
= ‘Warrant# CheckDate  25-Jul-2017 karrant Closed . .
sctions Bank EASTERN BAMK FOR AP Fosted Date  25-Jul-2017 QuerleS } Warra nt HIStory tO
——— p— view the Warrant History screen
i [Disbursenent Approval List {Warrant? AP_Harrant_THERESA_004848 .PDF H H H
E s Fearemerts Fort which lists reports for a given
E heck Register Report AP_Check_Register_ 2112 THERESA_004848 .PDF H
Fl Disbursenent. GL Posting Report AP_karrant_Post_to_GL_THERESA_004348 ,PDF dleursement Warrant.
E [isbursement Posting Report AP_Marrant_Post ing_THERESA_004848 ,POF
E ficcount# on Vouchers Paid Repart AP_Accts_On_karr_0042848_THERESA_ . pdf
i FEH Acvices Emailed to Vendor AP_ACH_Email THERESA_004848,PDF 7 Wiew 8 Email
E ﬁlsbursemant Stale Woucher Report AP_DldVoucher _THERESA_004B4E, PDF

Figure 12 Updated ACH Advice Emails report available on the Warrant History Screen
6.1.1. Added Report of ACH Advice E-mails [New]

To allow ready access to summary information on ACH payments made to a vendor, along with the E-mail to where
each advice was sent, a report was added to the Warrant History screen. The ACH Advices E-mailed to Vendor report
includes the Check #, Vendor and Remit #, Vendor Name, the E-mail Address where the advice was sent, and the
dollar amount of the check. Detail information is available in the Check History screen for each check.

< TedRE - AP_ACH_Email_THERESA_004848[11is
Fle Edt Format Options

|CourierNew j |9 j B| 7 QI- - _EI E == é‘
ki1g
2157-AFDIGACHEML. REP Printed 25-Jul-2017 at 10:36:55 by THERESA Page 1

Town of ADMINS
ACH ddvices Emailed to Wendor

for Warrant: 004548

The Following ¥endors were emailed A4CH Adwices

Check# ¥endor Remit Vendor Name Email Address Check Amount
8000058 000553 0L ADVANCE PLACEMENT PROGRAM theresaBaduins. com 343.05
8000060 000514 0L JUSTICE RES0URCE INSTITUTE antheafadmins. com 5l.14
8000061 000049 0L MASS ELECTRIC theresaBaduins. com 150.74
5000062 000041 Ol NEW NAME CONSTRUCTION COMPANY canpbelltlfiBymail. con lzz.zz
000063 000043 01 H3TAR theresafaduins. con 500.00
5000064 000705 0L TRI WALLEY LEAGUE boofadnins. com 750.00

[ADM-AUC-AP-849]

7. REPORTS

7.1. Report # 2083—Accounts Paid on Selected Warrants [Fix]
The 2083—Accounts Paid on Selected Warrants report will now list ALL checks that were issued with a warrant — and
will indicate which checks, if any, have since been voided. Select the report from Accounts Payable P Reports »
Other P 2083 Accounts Paid on Selected Warrants.

If there are no amounts in the Collected and Total Paid columns, the Warrant is a Void Check warrant.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 13
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Report Library by Voucher

| Report Hame Last Run Date Tirne
W Task 2083: Accounts Paid on Selected Warrants :59:38.65
Accounts Paid on Selected Warrants $13:05.78
Optional: Enter up to 9 Warranti's ||] values: 117308.88
. +24117 63
Optional: Enter up to 9 Department Group Edit |||] values: 15014639
+25:10.897
Runas & Preview  Print (" F " Excel +25321,05
I Printing use Duplex & Yes N 4610753
Lookup OK Cancel |  Clearall | 127 112,49

2650-Posted Vouchers (Open
2660-Posted VYouchers (Open
2670-Posted Vouchers (Open
2691-Posted Vouchers (Open
Other
2640-Vouchers Paid on Prior
2695-Checks Paid on Prior ¥
2642-Vouchers Chgd to Mon —
2170-A/F Moucher Aging Repo
2172-A/F Voucher Aging Repo
2764-Credit Card Summary Re
2766-Batch Summary For Card
2765-Credit Card Activity (
2078-Accounts Payable as of
2083-Accounts Paid on Selec
917 -Fosted Vouchers Tagged

and Mosed? - by Vendor
T ' stional: Enter up to 9 Warrant#'s

@ % N moa oA w

THITH]

Lookup

Sample | Run | 22-Jul-2016 15:05:53,03

ul-2010 16:04:57.85

2112 15 E0-GR 07

Warrant. CheckDate Posted Bank Collected TotalPaid EntrylUser Tof
04862 25-Aug-2017 25-Aug-2017 EAST THERESA
OARA1__25-—fue=2017 25-00—2017 FAST THERESA

04860 31-Mau-2017 25-Aug—=2017 EAST 750,00 750,00 THERESA

04858 25-Aug-2017 25-Aug—=201Y ERST THERESA

04857 16-Aug-2017 16-Aug-2017 EAST LUANH

04856 16—-Aug-2017 16-Aug—2017 EAST LUANN

04062 Oo-ME—2017 Ua-Mug—2017 Efs T G5, 00 TG0, 00 ANTHER

04852 O1-Aug-2017 10-Aug-2017 EAST 6252 53 6292,53 THERESA

04848 25-Jul-2017 25-Jul-2017 EAST 3077 .37 3076, 14 THERESA

04847 2d-Jul-2017 24-Jul-2017 ERST 3785,59 3785,59 ANTHEA

04846 24-Jul-2017 24-Jul-2017 ERST 1079,58 1079,58 ANTHEA

04845 12-Jul-2017 12-Jul-2017 EAST 1100,00 1100,00 ANTHEA

048dd  12-Jul-2017 12-Jul-2017 EAST 14002 ,02 13996 ,59 THERESA

04543 20-Jun-2017 20-Jun—-2017 ERST THERESA

04842 28-Apr—2017 28-Apr—2017 EAST WENDY | x|

Cox |

Find | Searchl Cancell Help | ﬂl

Figure 13 Accessing Report 2083—-Accounts Paid on Selected Warrant s

2083-APWARACCTPAY . REP Printed 05-Sep-2017 at 13:34:08 by THERESA

Tow of ADMINS
Accounts Paid on $elected Warrants

Account. Number Vendor

Item Description

Invoice InvoiceDate  PO/Line

Enount

Warr# 003892 CkDate 20-Jun-2012

Dept FINMICE FINMNCE OFFICE

0059-000-0000-000-00-30-63034 000990 146 SUPELY CENTER INC 292,822

Total for Account 0058-000-0000-000-00-30-63034 $CHOOL TECHNOLOGY 300.00
0059-154-0000-001-00-00-52010 011286 AIRWAVES LICENSING ASSISTANCE 292,821 stuff b 07-Jun-2012 0252553 200,00
Total for Account 0059-154-0000-001-00-00-52010 ADVERTISING 200.00
Total for Dept FINANCE FINANCE OFFICE 500.00

Dept TOWN TOWN
0001-430-0000-004-00-00-52010 003460 IR 292,856 /A TEST 14-Tun-2012 0252556 1,165,866.30
Total for Account 0001-430-0000-004-00-00-52010 ADVERTISING 1,165,866.30
Total for Dept TOWN TOWN 1,165,866.30
Total for Warrant 003892 1,166,366.30
#%% Grand Total #3% 1,166,366, 30

Selection Legend:

Selected warrants: 003892

stufe

D 07-Tun-2012

0252554

Figure 14 Before-the void amounts are not displayed

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2083-APUARACCTRAY, FEP Printed 0&-Aug-2017 at 16:15:29 by ANTHEA
Town of ADMINS
Accounts Paid on Selected Uarrants

Account Number Vendor scription TInvoice, 4 InvoiceDate  PO§/Line Anount

Warc# 004853 CkDate 08-Aug-2017

Dept FIRE Fire Department

1000-138-0000-001-00-00-54090 014795 QUABDAG HIGHLANDERS 354,213 tsadfagt WR53456T 08-Aug-2017 0289351 300.00 ¥oid
Total for Aecount 1000-135-0000-001-00-00-54080 OFFICE SUPPLIES 300.00

1000-163-0000-001-00-00-52010 019505 BRTAN COOK 354,212 testing void gld file RT4345 08-Aug-2017 0289350 250.00

Total for Account 1000-163-0000-001-00-00-52010 ADVERTISING

Total for Dept FIRE Fire Department £50.00

Total for Warrant 004853

#% Grand Total +#%

Selection Legend:

Selected warrants: 4853

Figure 15 After—Preview/Print/PDF® format with a column indicating any Void checks

A B c D E F G H I J K L

1

Z_Account Humber Vendor Vendor Hame Voucher# ttem Description Invoice InvoiceDate PO#Line Check# Original-Amount Exclude-Void Void

%

42 Warr# 004553 ChDats 08-Aug-2017

43

44 Dept FIRE Fire Departmert

45

46 1000-138-0000-001-00-00-54090 14795  QUABOAG HGHLANDERS 354,213 tsadfagt WRSISGY  BERMT Tizagas 30000 woid

47 1000-138-0000-001-00-00-54090 OFFICE SUPPLIES 300.00

48

49 1000-163-0000-001-00-00-52010 19505 BRIAN COOK 354,212 testing void gl file RT4345 SB2017 Tizagaso 25000 25000

50 1000-163-0000-001-00-00-52010 ADVERTISING 260.00 260.00
Total Dept FIRE Fire Department 550.00
Total Warr# 004863 CkDate 08-Aug-2017 560.00 260.00

Grand Total 3,626.14 3,326.14

62 Selected warrants: 004648

Figure 16 After—Excel® Format with column showing the Void
[ADM-AUC-AP-853]

8. QUICK REPORT SELECTOR [NEW]

ADMINS is pleased to announce a new system-wide feature available across all AUC modules.

A new toolbar button has been added to AUC. This feature will allow a user to run any report in AUC quickly from
any module rather than having to go to the report library for each module.

(8] @8] wlel=|m 5 G = pEk Ll

From any screen, click the toolbar button and type in the report# as displayed on the top left hand corner of
the report and click Run Report. For example, the 2171 report shown below was run in August.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 13
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Z171-POPORAGERPT. REP Seag-2017 =t 1Z:46:%4 by THEREZL Page 1
Purchase Order Aging Report
Detail Purchase Order Aging Report Sorved by Vendsr Number
P08 Department  Under 30 Days 31-60 Days £1-50 Days Over 50 Days Total
3202731 1400 1e0_00 180_00
Vendor Toval 180.00 180.00
3204969 15-Mar-2016 000272 ANDERSON MOTORS 1307 7941 79.41
Vendor Toval 78.41 79.41
3204038 16-Nov-2015 000306 ADMINS IHG 1118 42,500_00 4z,500_00
3204451 12-Jan-2016 000306 ADMINS IHG 1116 29,160_00 29,160 00
3204432 12-Jan-2016 000306 ADMINS INC 1118 23,280.00 23,280.00
3204493 12-Jan-2016 000206 ADMINS INC 1118 43,260.00 43,260.00
Vendor Toual 138,200 00 138,200 00

To re-run the report, use the new button on the toolbar and type in 2171. If you do not know the report #, open a
report lookup window by either a right—click of the mouse on the Enter Report/Task # field or by clicking on the
magnifying glass lookup button to select a report. The name of the report will also be displayed to allow the user to
confirm the selection. Click on the report and then click on the [OK] button.

File Edit Ledgers Purchase Orders Account "= ' Fixed Assets

2@ & we|w] B4 Q| &

Geto,

Actions

Enter ort/Task#

Human Resources  Budget  Collections  Tax  Motor Excise  Misc Blling System  Help

Quick Task Selection

Right click on the field or use the
lookup button to see alist of
available Quick Task Reports

I B Furchase Order Aging Report
1 Run Process |

Task# Title

1270 Journal Audit

1552 Accounts with
1610 Trial Balance

1612 Trial Balance

1622 Cash Activity

1148 Chart. of Accounts - Dormant Accounts
1350 Account Security By Fund and Departnent

1840 Transactions affecting a prior periad. ..

1611 Expenditure Summary (w/ Legacy Rocounts)

1613 Expenditure Sunnary

1614 Projected Expenditure Sunnary
1620 Encunbrance Sunnary

1621 Revenue and Expenditure Sunmary

1624 Revenue Sumnary
1626 Transaction Detail - Debits/Credits w/ Check# _I

[l Available Quick Tasks [ x]

Tof

Report.

Missing Summary Accounts

w/HIP

u/ Rurming Balance

Find | Search| cancel| Help | Eof

2553 -APPORHLD . REP

wk% G

Printed 07-Aug-2017 at 08:06:51 by ANTHEA

Hold Codes Table Listing

Description Status
No Address on File Active
No Federal ID# on file RActive
Needs Finance Approval Active
No invoice received Active
COWES TAXES/FINES Active
Project Not Complete Active
No Social Security # on file Active
Under Investigation Active

and Total *** § of Hold Codes: 8

Page 1

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

This process checks if you have permission
to run the report. If you don’t have
permission you will see the following
message:

You dont have permission to run this process

Contact your system admin to grant you sccess
or supportEadning , con

In some cases, the report will not be
available for the Quick Select button.
Follow the instructions to request adding a
report.
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Enter Report/Task#

Quick Task Selection

Hold Codes Table Listing

1 Run Process

Task not Available for Quick Select

Contact supportBadning.com if wou want to add this process
to the Quick select process

[ADM-AUC-SY-8020]

9. NEW BUTTON TO SHOW “HIDDEN” REPORTS [NEW-V9.2]

Some users notified ADMINS that reports become “hidden” behind the screen. Other users reported that they are
trying to do a bill re-print and get an error because they already have a bill re-print open. To show all reports open in
AUC and maintain the security of a restricted desktop, a new button is introduced with this update.

The new Toolbar button will | S| | v e+ m] sl al =| ' ,,:!3' il

display a View Open Windows

screen, and allow the user to
select or close a report(s) or

window.

Select Process

OK
Close
Close All

Cancel

View Open Windows
AP_Void_Checks_MoSelect _THERESAL1],pdf Adoke Acrobat Reader DC
AP_Woid_Checks_THERESAL1],pdf Adobe Acrobat Reader OC
GL_Trial_Balance_THERESAL1],=ml Microsoft Excel
Payroll _Register_Void 6207 _THERESALL],pdf Adokbe Acrobat Resder OC
AP_PO_HoldCodes_ANTHEAL1] ,pdf Adobe Acrobat Reader OC Pr(]_][an] names
ALC_PD Acl Crw Used 10 View .the
CRI_Bill AdmCrw
GL_Trial_Balance_THERESAL1],pdf Adobe Acrobat. Reader OC files
GL_Trial_Balance_THERESAL1],lis TedRE
AFChecks_CITZ Acdn Crw

[ ok | [ clse | [closean]  cancel |

Use your mouse to select the report/process you want to View/Close

Click [OK] to bring that process to the front & closes the View Open Windows screen
Click [Close] to close the selected process & close the View Open Windows screen
Click [Close All] to close all open processes (the AUC application will remain open)
Click [Cancel] to exit the View Open Windows screen and do nothing

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 13
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Once any selection is made, the View Open Windows screen will no longer be displayed. To re-display the View
3
Open Windows list, click again on the new button. |+ Note: This is only available to our ADMINS V9.2 Sites

[ADM-AUC-5Y-8022]

10. CRYSTAL REPORT TITLES UPDATED [NEW]

To allow users to identify which crystal report is listed in the View Open Windows screen described in section 9,
titles were added to all crystal reports. This change may be noticed when displaying checks, bills and other reports in
the ADMINS Crystal Reports Viewer (AdmCrv) window prior to printing. The upper right corner of the window will
now show the report title and the AdmCrv text.

gAderv E ME_Bill_2_ Reprint - AdmCry
File  Help File  Help
Figure 17 Before Figure 18 After

[ADM-AUC-CRYSTAL-104]

11. EMAIL USERS [NEW]

From any module, select Module Maintenance P Email Users. This screen allows the entry of non-AUC user email
addresses so that persons with a valid email address may receive reports from AUC.

Email Users

Goto...

Actions
Username Hame Email Address Alternate Email Address Use Alternate Email

Tl Yas & No

RECDEFG test user Coves % No
[TCATHOME Theresa at hone canphell£189@zmail ,com  Yas & Np
TEST ltest testing LestEadnins,con " Yes & Mo
_ 1 Add User Jelete lzar | 3 Eelt List | 4 EendTestemal ]

The [1 Add User] button presents a prompt. Prior to the software update, the prompt asked for neither an email
address nor an alternate email address.

M [BLG] 58-Email Users [TRAINING] [mupdevi]

Add New Email User (L= TS
5 Required: Enter Username —
Required: Enter Username | Required: Enter Full Name T
Required: Enter Full Name | Optional: Enter Email Address [
Optional: Enter Alternate Email Address ‘
Lookup | 0K I Cancel Clear All Lookup | ok | cancel | clearan |
Figure 19 Before Figure 20 After—Optional Email Address Entry

Now, users may enter the email address via the new prompt, or enter the email addresses directly on the screen once
the Username and Name have been added via the prompt.

= Note: if entering an alternate email address in the prompt, the alternate will be selected for use. That may be
(‘fi changed by selecting the “No” radio button on the Email Users screen for that entry.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 13
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More information regarding this screen is available in the Accounts Payable P Help Reference Library P AP-865
External E-mail Addresses.

[ADM-AUC-SY-8028]

12. SCREEN DELAY [Fix]

Some sites with large data sets experienced a delay when viewing screens using scroll bars. The scroll bars were
removed from multi-record screens to improve performance.

Paid| Refund]| Adjust] ‘Balance| Penaln-q
7000

Refund| Adjust] Balance] Pending

T

| i !
| | :
Figure 21 Before Figure 22 After

[ADM-AUC-RC-8369]

13. HELP REFERENCE LIBRARY

13.1. New or Updated Documentation

° AP-100 Accounts Payable User Help Documents Index [Updated]
e ENTER VOUCHERS AP-195 Delete / Copy Vouchers within a Batch [New]
e QUERIES AP-490 Warrant History [Updated]
e DISBURSEMENTS  AP-265 ACH Advice E-mails [New]
AP-255 Voiding a Check Across Fiscal Years [New) [ADM-AUC-DOC-830]
e OTHER AP-865 External E-mail Addresses [New]
AP-885 Change AUC Screen Size [New]

AP-890 The Most Effective Way to Contact Support ~ [New]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 13



