Accounts Payable

Release Notes December 2024

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows ACCOUNTS PAYABLE system, focusing on paying freight or other costs from purchase orders,
duplicate invoice error checking, year-end IRS credential links, and updates to the Help Reference Library &
ADMINS website.
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ADMINS Unified Community Release Notes — Version 24.4

Accounts Payable December 2024

1 Paying “Freight” or “Other” from a PO with a Quantity [Fix]

[== [AUC] 3014-P0 Query - Posted

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B SE e s B Q o@mE L

. . PO # IS PO Query - Posted F‘N?::;
Purchase orders are typically issued - - Ty——
with a price (and Quantity x Price + Actons. E:ESEEEEEQB This PO was issued for a quantity of "1" and nothing in INS:‘E‘:;EPT‘&E

the Price field. The only §$ are in the Freight field.
0 Line Balances. ur B40Z7-0000

Freight *+ Other = Extended Amount,). 1 m
Expected Amt
2 Detais. (1 3 tems 4 GL Details SSM 6 Vouchers (2) \ 8 Attachment (2) 426,35

Occasionally, a user may issue a TN e
purchase order solely for “Freight” or s
“Other” and include a quantity.

UOM Item Description
testing just Freight

0100-430-5Q00=004-00-00-5270() TRASH REMOVAL

Price Freight Other
426,35

.35 Liquidated Relieved
Liquidated Relieved 3 4

Prior to the software update, if a user

paying against such a purchase order T ptte Fusthnes o enirc S Coleciors T it WicBling Sy et
(PO) t d h d I d B SE e ¥ O L
entered a voucher and placed a s s Voucher ey e
dollar amount in the “Price” field :
o Vendor 15325 BT Jlnvome# [ TEST AV A AP 1255 J@an OManual OACH  O'Wire @cnk
. o . v/ {o", ) ABC OFFICE Bank EAST
IhStea.d Of the FrEIght F)r Other veotosaen | LIl e The voucher was issued for a quantity of "1" and all the Gerifisd Payroll
field, it would close the line even if the Y 69 in the Price field and zero $5 in the Freight field
amount entered on the voucher was ) : ———
less than the amount on the PO. This EQ., 3 wmosscian [N\t cm —srotenn  oxsmm
= 1.0000 ftesting just freicht L1500 [ 308.15
occurred because the system is e S / LU
guantity-based, and the quantity was Qa4 N\ Prics™\Freight
sagsvoucher |1, 0000 & Copy Line P Progress | 308, 1500 | 308,15

setto 1.

[Read:

Now, an error report

will be issued if a price

is entered on a voucher ERROR!
with a PO that has no

price but has a quantity.

from PQ|

Remove the voucher (because a Change order cannot be done to a PO with a voucher in progress) post a
change order for the purchase order to remove the Quantity on the line, and then enter the voucher.
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ADMINS Unified Community Release Notes — Version 24.4

Accounts Payable December 2024
If the invoice is Charging for fre|ght 2Em 1 Stems 4L oo S Stas Hstory a tachmens o —
. « . ” Line ltem ay Uom  Item Description Price  Freight Other $ To Retain
Only’ enter azeroin the Prlce fleld to FM — ’Tgi)%lamz%odgggorogjggo 00-52700 308.1500 [ | I
. 1099 [ FA [T PO# 24000871 S, ini
clear it out and enter the amount to be bt ity b0 Eaees
paid into the “Freight” field. Enter 0 (Zero) to set price to Zero
Amount to Pay Vendor
. . “« ” niry (1 3 tems 4 GL Details 5 Status History QAftachments [ sm.8
Thls Works the same Way If the Other Line tem Uom Item Description Price[ Freight |  Other  $ToRetain Ext Amount
field is used instead of “Freight”. " O°°i: a0 oo et oo 200 —r ] .15
Freight

308,15

If no quantity is set on the original

purchase order, this error will not = {
be reported When Checking the BI-Q & woe e <H -Q ;u Eﬁ’;-' n ’ ‘ - h This voucher will clase the PO if it is
Voucher batch . : 3:::"2;%] Voucher Entry a voucher type "F" or "L"
N Vendor 13325 Pl FoAIC AP 1255 @Pat  OManual OACH  (JWire  (ONo Chi
e AEC OFFICE Check Dats Bank ERST
The purchase order stays open e ; r
until all funds are used or the
H auen oy n H 3 rems 4 GL Desats. 83 Voucher T)’DES X
VOUCher type is “F" or “L". ThIS Fuuam ’uu_’LIﬂlmnDsscnptmu Ty Description Status Tof
H L0000 [esting Just Freignt for = T o i ~
enables payment of multiple = o oo aavsol (£ 1ot Dl thoce 1ines Aetive
7 AT posza0e/t | | jquiciate Remaining PO Balance Active

invoices for "freight" or "other"
over time.

Note: When creating a PO only for “freight” or “other”, when the PO is checked, the system will
print a note on the error checking report asking if the user wants to set the Qty to zero if a Qty is set
with no price. See the December 2024 PO Release notes for more information.

[ADM-AUC-AP-1255]

2 Duplicate Invoice Error Checking [Enhancement]

Some sites use a combination of the invoice number and invoice date to identify duplicate invoices and prevent
overpayments. Users have been altering the invoice date on the voucher to bypass this error check.

ile Screen
s scounts Payable Fixed Assefs  Human Resources Budget Collections Tax Motor Bxcise  Misc Billing  System  Favorites Help

H Q = e
A superuser sets the
User Profile Screen . . .
Duplicate Invoice override
Purchase Order Defaults Accounts Payable Defaults
Default PO Type [ Blarket Default Type F~ Paunent Youcher permISSIon In the User PrOfI|e
Print & Post POs Default Bank ERST BANK OF AMERICA
Suppress PO#Restrict Entry Lkup O Yes ®No No Yes
Allow Release during Entry ®Yes ONo Require Control Amounts on Batches @ Yes OMo ta ble for eaCh user.
Allow Change Order Post ®Yes ONo Allow Release during Entry @ Yes OMo
Password Approvals Oves ®No Allow Manual Checks @ Yes OMNo
Allow Change Order Post @ Yes OMNo
llow Transter Batche: @ e Qo .
Allow Duplicate Invoices override @ Yes ONo |
Password Approvals OYes ®No
Contract Defaults
|Al|ow Dupllcale lnvmce# override @ Yes O No

Allow Change Order Post ®ves ONo ‘ TBath [OACH ONo

Background Color LIGHT GRAY - DEFAULT COLOR |  ResetDefaultColor (OYes @No

8 Add User 9 Change Password 0 Menu Listing for User

M
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Accounts Payable December 2024
When the duplicate is detected, (on entry of [AUC] 2001-Voucher Entry %
the same invoice number and date in the
voucher entry screen), thiS message is @ P2070-This Invaice# and Date have already been assigned to a
displayed. Some users without the permission different Voucher

. . . . Vioucher 523,955 Batch 12603
to override the duplicate invoice check were

entering different dates for the same invoice

. e E Ok ]
to bypass this verification. 2K
For sites Where module == [AUC] 2930-Accounts Payable Module Control

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tex Motor Excise Misc Billing System Favorites Help
control sequence number BSE wrem EH Q= Fua
2152 is set to “Y” to include Accounts Payable Module Control
the date in the duplicate e [ o] o~
. . ) Trclude Trwoice Date uhen checking For & duplicate Irwolce® o |V | 1 Edt
invoice check, potential e T R
duplicate invoices will be | Seq#[Description -Anmni
. . Include Invoice Date when checking for a duplicate Invoice# o |
Identlfled by the batCh and T519 [# of Item prefix digits specifying Item Class €8] 0
Voucher number during the 2950 |Sales Tax Percentage 0,00
voucher error check.

Any duplicates will be
displayed on the Voucher
Error Check report #2085
produced when checking
the batch. This is a
warning, and the batch can
be processed.

cedé for

equired and th

18603 Voucher 523,995

Also consider site-specific

error check #20. This Site Specific Error Checks
Goto
enables defining the
. (FERD Task Code fccounts Paysble Entry Error Check
presence of a duplicate
Seq|Description [Action Code [[value [uttons
0 [Check same ¥endor, Inv Date & Amount [O waming @ HardError () No WMessag| 1 Edit
Vendor and date T [heck for Missine fllocation Lode (HOT Warning OHW 1
H H 22 PO has Qtu, Freight/Other is 2 Credit ming O HardFror (O Nolessage I
combination to be l2|Seq#|Description Action Code
Classified as either a 520 [Check same Vendor, Inv Date & Amount IO Warning (@ Hard Error (O No Messaage|
@ @ ZE Nendor mizeing Focdoral IDF (Taxroo®) T Warning  (® Hard Error () No Message
i 27 Wendor Name Missing [Dwaming @ Hard Eror () No Message
Warnlng’ a Hard Error' 28 [endor First Address missing [OWaming @ HardEror (O No Message:

or ®No Message.
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Accounts Payable

With module control #
2152 set to “Y” to include

December 2024

the date in the duplicate
invoice check, and Site-
Specific Error check #20 set

Printed 11-Nsw-2024 at

page 1

to © Hard Error, the error

98 for puplicates

check report will look like

this: (showing the warning

523,995

18603 Voucher
for Duplicates

on the duplicate invoice
number, and the hard error

that there is a duplicate

—
1 Site Specific error check AP 20 set to hard error

Vendor, Inv Date and
Amount).

Voucher Batch Entry

Correct Errors

Up

Batch hocoz | Default Bank EAST  BAMK OF AMERICA
. .. Default Dept  HIGHSCHOOL  HIGH SCHOOL

The batch will remain in Voucher Dats  [1i-Mov—2024
Default Type ' Paument Voucher ® Check/WirefACH (O No Check () Manual Check nirv Beoan

error status and cannot be

. Expected Entered Balance Ready for Release
processed until the error Pics [ 08,1500 208,150
. . . Freight [ 208,15 309,15 Error Status

(in this case the duplicate omer [ 1—m—;—y—| g ApproTE 2

. . . Totals 616,30 £16.30 Change Orders

invoice number & date) is Open
Submit Batch for Processing CiYes @ MNo Closed

resolved.
Voucher# [vendor IType Total|Status
523995 013325-01 ABC OFFICE Paument Vouch 308,15 [Correct Errors Edit WVoucher Lines
523995 013325-01 ABC OFFICE Paument Vouch 308,15 [Correct Errors Edit WVoucher Lines

For maximum security, if the module control #2152 is “Y”:

set the user profile “Allow Duplicate Invoice Override” to “©No”,
the site-specific error check AP #20 to “®@Hard Error”

to ensure that any duplicates detected are detected.

This will not prevent a user without override privileges from entering a date to circumvent the controls, but it
will provide notice of the duplicate on the error checking report.

[ADM-AUC-AP-1256]
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Accounts Payable

3 Year End IRS Credential Links

Here is an excerpt from LuAnn's November letter with links for government websites used for filing information

returns.

IRS IRIS* — Forms 1099 (G, Int, MISC, NEC, S, and R).
If you have credentials, Sign in to validate your account

December 2024

If you don’t have credentials, complete the IRIS application for TCC | Internal Revenue Service

(PDF Instructions)

More information can be found here: E-file information returns with IRIS | Internal Revenue Service

OR

IRS FIRE — Forms 1099 (G, Int, MISC, NEC, S, and R):
If you have filed in past years, validate your login credentials here

*If you are new to filing the above forms for your organization, file on the IRIS platform.

[ADM-AUC-AP-1257]

4 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:

[E= [AUC] 3-User Profile Screen
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets

Golo

User Name:

Act
poin Name heresa

2 Account Security 3POIAP

[HERESA

Human Resources  Budget Collections Tax  Motor Excise  Misc Billing

User Profile Screen

System  Favorites  Help

4 Human Resourd

SecurtyLevel 33
FI GHSCHOOL
EVSTER

Dept Group
Wenu Group
Account Security @ Yes  ONo

CashierD  flT

fdnins Suppart
HIGH SCHOOL

Default Menu For Sustem AdninistratoOverride U

[] System Defaut User

Restricted Deskiop Us

A

rnam: Qo

7-5ep-2003 MUPDEW1

9-Dec-2024 08:40:22,80 Live

Lestlogn 09-Dec-2024 08:40:22.80 Live

fr Oves  @No

®

Allow access to GL Accounts

JobTile  Pagroll Starf

StartScreen 73 Users Favarite

Phone# [(617) 454-5100 Extension

Selection

This user account
is currently

active.

~

mail Address

&

<Email Address |

Background Color

8Add User

LIGHT GRAY - DEFAULT COLOR v

9 Change Password

Oves

Receive Approval Email @ Yes O ]
Use Alternate Email

[theresa@adnins, com @No

ResetDefault Color  OYes  @No

0 Menu Listing for User

Two emails are sent to allow for users on vacation, etc., to have

time to respond.

The emails include expiration dates, steps to prevent suspension,
and instructions for requesting reactivation after suspension.
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https://sa.www4.irs.gov/sso/?resumePath=%2Fas%2FO39OXOmIfn%2Fresume%2Fas%2Fauthorization.ping&allowInteraction=true&reauth=false&connectionId=SADIPACLIENT&REF=B17B4FD2CF88964E6DD0EB065E5A5C17287714776D94A004D0AF00000076&vnd_pi_requested_resource=https%3A%2F%2Fla.www4.irs.gov%2Firportal%2F&vnd_pi_application_name=IRMOD
https://www.irs.gov/tax-professionals/iris-application-for-tcc
https://www.irs.gov/pub/irs-pdf/p5903.pdf
https://www.irs.gov/filing/e-file-information-returns-with-iris
https://fire.irs.gov/Logon.aspx
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dmins.com <auc donotreply@gmail com>

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

To Anthea Dimond

() We removed extra line breaks from this message.

Good Morning,
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

\%UC User Account will expire within the next 5 days|

anthea@admins.com <auc.do.notreply@gmail.com>
To Anthea Dimond

T) We removed extra line breaks from this message.

Good Morning,
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 not 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]

5 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.

5.1 New & Updated Documentation in the Help Reference Library

Enter Vouchers/Process Payments AP-145 Preventing Duplicate Payments [Updated]

5.2 New Content on ADMINS.com

User Account Security Inquiry Screen (2:38)
Create New Voucher from Posted Voucher Video (3:08)
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https://youtu.be/DDJgVn7uZmE
https://www.youtube.com/watch?v=EKV8qEC30lY

