ACCOUNTS PAYABLE

RELEASE NOTES — DECEMBER 2017

This document explains new product enhancements added to the ADMINS Unified Community for
Windows ACCOUNTS PAYABLE system.
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ADMINS Unified Community Release Notes — Version 17.4
Accounts Payable December 2017

1. TIMEOUT ON POSTING & APPROVALS SCREENS [New]

The timeout on posting and approvals screens throughout AUC has been reduced to five minutes, to
relieve the locking issues users are having when people are on a posting or approval screen and step away

from the desk for long enough that the remote desktop session times out.
[ADM-AUC-SY-8034]

2. VENDORS P Search [Fix]

For vendors with multiple remit addresses, the Accounts Payable » Vendors » Vendor Name Search
Search for Existing Vendor screen was reporting inaccurate information when the [Active Only] radio
button was selected.

Prior to the software update, if the vendor was active, but had inactive address lines, it was displaying
both the active and inactive address lines.

Now, if [Active Only] is selected, it excludes both vendors and any remit addresses that are inactive.

Enter Vendors
|Address Inactive | Certified Wendor?  es 7 1o

Certifiedt By
RIBEEEN NEW NAME CONSTRUCTION Dste Certified

I Vendor

1 Hameitdress Zidiresses 3 Classification 4 Attachment (17) & tems 9 User Defined

Remit Mame on this Remit Address Adr Type

Fl MEW MAME COMSTRUCTION PO BOK 172 BELLIMGHAM. MA 02013-0000 AR
HELL_NAME_CONSTRUCTTON ANDRESE LAY CAMBRTIGE 1A 001410000 ae

FZ MEW MAME COMSTRUCTION 219 LEWIS WHARF BOSTOM. MA 02110-0000 AP I

Figure 1 Example of a vendor with an inactive remit address

In the example in Figure 1 the vendor has two active remit addresses and one inactive remit address. Prior
to the update, all three addresses would be displayed when the [Active Only] radio button was selected.

BB 5] (=[] &% 4] =] & ol

Search for Existing Vendors by Keyword

Gt

Keyword : [ ¢ Actie Only Al

Actions
Vendor Remit Entity Name Address Status
1 View Yendors
2 Erter Yendors [00004T_ 01 Both  NEW NAME COMSTRUCTION PO BOX 172 BELLINGHAM. MA 02019-0000 Active
3 vendor History. 00041 02 _Both _MEW MAME CONSTRUCTION 2 _ADORESS WAV CAMBRIDGE, MA 02141-0000 LESOERN  |nactive
Eooon 03 Both  NEW NAME CONSTRUCTION 215 LEWIS WHARF BOSTON, MA 02110-0000 RSO\  Remit
00044 01 EBoth  BAYBANK NORFOLK COUNTY TR PO BOM 5-0303 WOBURN, MA 01815-0903 fActive
00045 01 Both  BOSTOM SAFE DEPOSIT e TRUST . Active -
00046 01 Both  POSTHASTER 111 MECHANIC ST BELLINGHAM. MA 02013-0000 Active
PO00d7_ 01 Both  NYMEN PO BOKX 1 WORCESTER,. MA 01654-0000 fActive
00048 01 Both  MSTAR P.0. BOX 660359 DALLAS. TX 75266-0369 Active
00048 02 Both  BOSTON EDISOM P.0.BOX 970030 BOSTON. MA 02297-0030 Active
00045 01 Both  MASS ELECTRIC PROCESSING CENTER WOEURN. MA 01807-0005 Active
pO00d5_ 02 Both  MASSACHUSETTS ELECTRIC PO BOM 51038 WOBLRN, MA fActive
[POG0E1_ 01 Both  ATel CREDIT CORF P.0. BOX 86340 LOUISVILLE, KY 40285-5340 Active

Figure 2 Before

Search for Existing Vendors by Keyword

Keyword : EL NAME @ Active Only | © Al
Vendor Remit Entity MName Address Status
00041 01 Both  MEW MAME CONSTRUCTION COMPANY PO BOX 172 BELLIMGHAM. MA 02019-0000 Active
00041 02 Both  NEW MAME COWSTRUCTION COMPANY LITTLETON. MA 01460-0000 Active

Figure 3 After—only the active remit addresses will be displayed
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9 ADMINS Unified Community Release Notes — Version 17.4

Accounts Payable December 2017
Search for Existing Vendors by Keyword
Keyword : NEW NAME C Activs Only | & Al
Vendor Remit Entity Mame Address Status
00041 01 Both  HEW MAME CONSTRUCTION COMPANY PO BOX 172 BELLIMGHAM. MA 02019-0000 Active
00041 02 Both  HEW MAME CONSTRUCTION COMPANY LITTLETON,. MA 01460-0000 Active
00041 03 Both  HEW MAME CONSTRUCTION COMPANY . Inactive Address
00041 04 Both  MEW MAME COMSTRUCTION COMPAMY 1 MAIM ST CAMBRIDGE. MA 02141-0000 Active

Figure 4 After - if selecting [All] the remit address is shown as an Inactive Address

[ADM-AUC-AP-863]

3. DISBURSEMENTS P Warning At Point Of No Return [New]

To prevent the user from prematurely clicking on the [Build Check File (Assign Check#’s)] button, a
message box was added to remind the user that this is the point of no return.

Disbursement Process
Q04885

Description Date Start End Succes

Restatt Dishursement Process I

Collest Wauchers (Build Payment File) 08-Mov-2017 11:54:37,9% 11:54:51,84 [

Optional: Site Reports I

Iadify Payment File I

Dptional: Discounts Taken repart I

Cash Reg'mt Report (verity Cash on Hand) 08-Mow—2017 11:56135,18 11:56:44,19 &

Warrant Report 08-Hov—-2017 11:58:16,01 11:58:22,92  [@

Build Check File {As=ign Checki's) 1d-MNoy=-2017 11:02:38,84 11:03:07,16 [

When clicking [Build Check File (Assign Check#’s)], the message below pops up:

Build Check File - POINT OF NO RETURN

@™ % Once this STEP has been run you cannot Restart Disbursements
L ! Click Yes to Continue with Building Checks or
= Click Mo to exit this step

The default is no. If you enter no, you will return back to the prior step.
If you enter yes, it would build the check files, effectively reaching the “point of no return”.
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Accounts Payable

004866

Description
Restart Disbursement Process
Collest Woushers (Build Paymert FHiE)
Optional: Site Reports
Moty Payment File
Dptional: Discounts Taken report
Cash Regimt Report (Yerify. C2sh on Hanel)
Warrant Report
Build Check File (Assign Checki's])
Print Checks
Reprint Checks
Print ACH Advices
Generate ACH Fils
Check Register
Print File Copy Checks

Fost Dishursements

Disbursement Process

Date Start End Success
r
08-Noy-2017 11:54:37.96 11:54:51.84 ¥
r
r
r
08-Noy-2017 11:56:35.18 11:56:44.19 ¥
08-Noy-2017 11:58:16.01 11:58:22.92 |
14-Now=2017 11:17:28.13 11:18:07.29
r
r
r
r
r
r
r

December 2017

When completed, the [Build Check File (Assign Check#’s)] is greyed out and the [Success] flag checked.

Sites who do not wish to be warned should contact support@admins.com to turn off this feature.

[ADM-AUC-AP-870]

3.1. Void Check Processing P Create Folder for New Year [Fix]

Corrected an issue in the Void process that was not automatically creating a folder in the document
management area for the new calendar year when checks were posted.

4.

[ADM-AUC-AP-826]

QUERIES P WARRANT HISTORY SCREEN [Enhancement]

Prior to the software update, if a file was attached by a user in this screen, there was no way to remove it
if it was attached in error. There is now a [9 Remove] button in addition to the [7 View] and [8 Email]

buttons

2

o
1

@m[AUC] 2224-Warrant History [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets

(@] S| || [ g% Cf m| ] il

Human Resources Budget  Collections  Tax  Motor Excise  MiscBilling System  Help

Warrant History

Removing the attachment does not delete the file, just the link to the file.

HEE

i warrantt 004853
Bank EAST  EASTERN BANK
Actions

CheckDate  08-Aug-2017
Posted Date  0B8-ALg-2017

Harrant Closed
FOR AP

w

eq# Description

Filename

Disbursensnt Approval List tHarrant?

AP_Harrant. _ANTHEA_004853,POF

Fash Requirements Repert

AP_Cash_Reccl_ANTHER_004853 ,POF

[Fheck Register Repart

AP_Check_Register_2112 ANTHEAR_004853 . FIF

Disbursensnt GL Posting Report

AP_Harrant_Post_to_GL_ANTHEA_004853 ,PDF

[isbursensnt Posting Report

AP_Harrant._Posting_ANTHEA_004853 . PTF

Fccount® on Vouchers Paid Report

Dishursemsnt. Stale Voucher Report

AP_0L dfoucher_ANTHEA_004853  PIF

Foocounts Paid on this Harrant

AP_HarrPay_ANTHEALE].lis

o

o

Fcocounts Paid on this Marrant (old)

AP_HarrPay_ANTHEALS].lis

AP_Accts_On_Warr_004853_ANTHEA_ . pdf
AP_HarrPay_ANTHEAC11.lis

I Wiew & Emai

Figure 5 Before
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Warrant History
olo... Warrant# CheckDate  15-Mar-2016 Harrant. Closed
Betions Bank IEESTER BANK Posted Date  15-Mar-2016

eq# [Description Filename Buttons =
Dishursenent fpproval List (Harrant? FF_Harrant_VHALSH_008928 .paf
Cash Requirements Report FF_Cash_Read_WHRLEH_00B928 , pdf

g

1

g K

Iz Check Register Report RP_Check _Register_2112_VWALSH_008328, pdf
4 Disbursement GL Posting Report AP_Harrant_Post_to_GL_VHALSH_008928 . pof
5 -}
g i
B

AP _Warrant_Posting WWALSH_008928, pdf
AP_DishEct_ANTHEA_004716017 , pdf

Disbursenent Posting Repert

User supplied attachnent

A second User—supplicd attachment [AP_PO_¥endarTerms_ANTHEAL2] pof Twiew | BEmal | 9Remove |

[
Figure 6 After - the [9 Remove] button is available only for user supplied attachments.

Click the button for the file to be detached. A prompt will appear to confirm the removal.
Click on [Yes] to confirm the removal of the attachment. If [No] is selected, an information box will be

displayed to confirm that nothing was removed.

[CRI] 2224-Warrant History

[CRI] 2224-Warrant History

.:e:. Remove Seqd 7 For & second User-supplied attachment '0' PS54-Operation has been canceled and nothing has been done!

v | ]

Why is there no [9 Remove] button on the first five attachments?
",.L The first five are system-created attachments and may not be removed by the user.

[ADM-AUC-AP-859]

5. REPORTS

5.1. 2679 Voucher Detail by Vendor for 1099 Codes [New]

Some vendors provide services as well as supplies. A new report is available to list all vouchers that are
paid to vendors coded for 1099s. Run this report by selecting Accounts Payable » Reports P Report
Library » 2679 Voucher Detail by Vendor for 1099 Codes.

This report will also select vouchers that have been coded with a 1099 code but the vendor does not have
a 1099 code on their record.

= [AUC] 2975-Report Library by Youcher [theresa]
Fie Edt Ledgers PurchaseOrders Accounts Payable FixedAssets HumanResources Budget Colections Tax MotorExcise Misf

Bl S o] o]~ |m| w5 4] 2] &

Report Library by Voucher M Task 2679 Youcher Detail by ¥endor for 1099 Codes
R Voucher Detail by Yendor for 1099 Codes

Report Name L i i
Actions L tuchers In Frogress ———— Sz Required: Check Date Range [mmddyyyy) From: |[|1.Jan_2[|17 To:|31-Dec-2017

2605-In Progress Vouchers — Sunmary Optional: Enter up to 9 Vendori's Edit g

2608-In Progress Youchers — Detail g e —“D iz

2806-Tn Progress Youchers = by Status/Approval

“— Other ——— Runas  Preview  Print ¢ PDF Excel

2078-Accounts Payable as of a Date
2083-Accounts Paid on Selected Warrants
2679-%Youcher Detail by Vendor for 1099 Codes

If Printing use Duplex & Yes " No

Lookup I 0K Cancel Clear All

Figure 7 New Voucher Detail by Vendor for 1099 Codes report

The report lists each voucher and provides a column for both the Vendor 1099 code and the VVoucher
1099 code along with the description of the line item to allow for easy identification of payments to 1099
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vendors that are coded differently from the default. This report identifies both a different code or no

code being used on a voucher for a 1099 vendor.

]| = 9 - |= AP vendarl099History THERESA[Z]=ml - Microsoft Excel
m Home Insert Page Layout Farmulas Data Rewigans iewr
P53 - Jx
A =] C: D E E G H

1 Vendor Yendor-Hame Ven-1099 Description Voucher Line Hem Description Voul099
2 00041 WEW NAME CONSTRUCTION COMPARY Y MON-EMPLOYEE COMPENSATION 354,168 1 WA b

3 DO00041  MEWW NAME CONSTRUCTION COMPANY MOR-EMPLOYEE COMPENSATION 354,169 1 2ndtest of ach

4 00041 NEW NAME CONSTRUCTION COMPARY Y MON-EMPLOYEE COMPENSATION 354 686 1 WA

a5

L]

7 00443 AMBLER & AMELER, PC, ATTYS A ATTORMEY 354,562 1 retainer for town counsel

& 00443 AMBLER & AMBLER, PC, ATTYS A ATTORMEY 354 667 1 supplies rather than atormeys fees

9

10

11 02165 COLLINS, LOUGHRAN & PELOGUIN, A ATTORMEY 354,563 1 Biling for September 2017 A
12

13

14 DOBEE3  ACADEMIC AUDIO VISUAL W MON-EMPLOYEE COMPENSATION 354,576 1 WA ki

15 /D0SEE3  ACADEMIC AUDIO VISUAL A MOR-EMPLOYEE COMPENSATION 354 688 1 media

16

=
2@ =
| J i L M ] o
Description Bank Check# Check Date Remit Paid Status
NON-EMPLOYEE COMPENSATION EAST BO0DMMS 7122017 T 543.24 kssued
NON-EMPLOYEE COMPENSATION EAST Bo000E2 77252017 T 12345 Issued
EAST il 500.00
Vendor-Total 1,166.69
ATTORNEY EAST T2eases 1022017 ™1 300000 kssued
EAST o 50.00
Vendor-Total 3,050.00
ATTORNEY ST D289373 107222017 ™1 500000 kssued
Vendor-Total 5,000.00
NON-EMPLOYEE COMPENSATION EAST B289363 1020017 T 788.95 kssued
EAST ] 37.50
Vendor-Total 826,45

Figure 8 Excel® output sample — Column H labeled Vou1099 shows vouchers not coded for 1099 payments

5.2. 2078 Accounts Payable as of a Date [Fix]

[ADM-AUC-AP-864]

This report was updated to exclude summary postings and instead uses detail transactions to reflect
activity as of a date accurately. This was required due to the changes introduced with the new
Transaction DETAIL History screen updates (as described in the December 2017 General Ledger Release

Notes).

Run the report by selecting Accounts Payable P Reports P Report Library P 2078 Accounts Payable as of

a Date.

wn _of ADMINS
Accounts payable as of a Date - voucher summary

2s of 06302017

y After  current Balance
1017 5

voucher# voucher Date Vendor# vendor Name Balance 21-Nov-2017

Report Total: 8,879.62

object (s) : 20200

2079-APVOUSELDATES . REP Printed 21-Nov-2017 at 13:14:41 by ANTHEA Page 5

Figure 9 Before

As of 08302017

30-Jun-2017 hevivity After Current Balance
Voucherf Voucher Date Vendorf§  Vendor Name Balance 30-Jun-2017 z1-Nov-2017
Report Total: 8,379.62 4,829.35 3,549.67

Figure 10 After

6. 1099 PROCESSING

[ADM-AUC-AP-873]

All 1099 forms (MISC, INT and S) were updated to reflect 2017 IRS specifications. Most changes were

to the wording on the backers of the forms.
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6.1.

The 1099 S (Proceeds from Real Estate Transactions) had changes affecting the front of the form. The
Buyer’s part of real estate tax was moved from box 5 to a new box, #6. Box 5 is now used to indicate if
the transferor is a foreign person (non-resident alien, foreign partnership, foreign estate, or foreign trust.)

1099S [Updated]

O CORRECTED (f checked)

e e, ey b, s pron iy 1o e

2

 smon

oe-6001872

oo e, st e, oy, vt 28 e ot e

o0

Form 1088-5 (keep for your records)

r2018

000,00

woerw 1S getorm1098s.

[ oMB o, 1E4s AT

2016

10996

Praceeds From Real
Estate Transactions

P———— Copy B
For Transferar

Department of the Treasury - Intermal Revenus Service

O GCORREGTED (if checked)

TowW
1 MAIN

OME Ho, 1545-097
Proceeds From Real
Estate Transactions|

dohin Jaceb Anglshermerschmict (110} 0000000

FIET wimw TRARGTERGRE

112488780

TRANGTERGRS mane

441 PULASK L
GRANITE CIT

Copy B
For Transferor

ines thal ¢ has

gl
ok been repertsd

Fom 10995 (kep tor your records)

e s gowtorm 1089

Department of the Tressury - Intemal Revenue Service

Figure 11 Before Front of 1

099S

Figure 12 After Front of 1099S

Instructions for Transferor

L& a8 & o o ol o o & o o oF o

w0l arto..feu rale atge,esu sy all. < fo. win,

2pply.

+You reseived a loan provided fiam the proceeds of a qualiied
marigage band o you received a martgage credit cartificate
+our ariginal martgage loan was provided after 1230,

+Yousold o dispesed of your hame ata gain during the first 8
Years afteryau reseived the faderal martgage subsidy.
Yourincome forthe yearyousold o1 dispesad of your home was
over a spesified amount

g e e Tamaz g rs, o

tre fer s

Box 4. if marked. shows that you received or will receive
Services or property (ather than sash or notes) a5 partofthe
onsideration for the property transferred. The vakis of any
ssrvices o property (other than cash or notes)is notineluded
inBox2

Box 5. if checked. shows that you are a foreign person
(monresident alien forsign partnership, foraign estate, ot

foreign trust).

Instructions for Filer

To complate Form 1099-8, use
o the 2017 General Instructions for Certain Information

Retumns, and
o the 2017 Instructions for Form 1099-5

To order these instructions and additional forms, go 1o
WWiTs. GO ormi 0995

Caution: Because paper forms are scanned during
processing, you cannot file Forms 1096, 1097, 1098, 1098,
3921, 3922, 0 5498 that you piint fram the IRS website

Due dates. Furmish Gopy B of this form to the transferor by
February 15, 2018

B EERFDFFFED

Fle Edt Ledgers

D@ @] w|e|~|m| BH Q= F

Budget Colectiors Tax MotorEvcse MscBling System Help

File Copy A of this form with the IRS by February 23,
2018, Ifyou file electronically, the due date is April 2,
2018, To file electronically, you must have software that
generates a file according to the specifications in Pub.
1220. The IRS does not provide a filkin form option.

Foreign transferors. Sales or exchanges invalving
foreign transferars are reportable on Form 1099-5. For
information an the transferee's responsibiity to withhold
income tax when a U.S. real praperty interest is
acquired from a foreign person, see Pub. 515

Need help? If you have questions about reporting on
Form 1098-8, call the information reporting customer
service site toll free at 1-866-465-7438 or 304-263-8700
(ot toll free). Fersons with a hearing or speech disability
with accessto TTY/TDD equiprment can call
304-678-4827 (not toll free)

1089 Work File Summary
goto,
. vendor SIFERS 01 AL BOTELHD Erity. 1 TOHH OF FHYHHERE
i Agdriss [[9 LAWESHORE DRIVE Foderal DF  (33-54-9252
I~ 1095 Flag
| Address Type  @P faccourts Pagable
[FELLTrG P =000
Fhone# {508} B3-3912 Total Paid 250000 Roportable 260000
Amounts Reportable
46 Ust | Box Code Descripton Fom Chack Amount Amount Repofable Chk Button b Edit
2 [ PROCEEDS FROM REAL ESTATE TRAtd s 2500,00 2500,00 _Detw |
Additional Information for Form: §
Bon 1: Drate of Caasing -t
Box 3 Addeess of Legal Descriplion of Propary (incl ciy, stal d JIF code)
E LEWIS WHEFY
B & Property or Serdices Receied?  Yes & o
Bon & Buyirs Fart of Real Estate Tax $
1 A VendorCheck 2 Deletn Vendor 1 Gt Namesihiice from Vendor Fle | 4 Verfication Report | § B b Menus
= Suutus; Vendor Active (12

Figure 14 Before

Figure 13 After — Instructions added for the Transferor (recipient) and the Filer (municipality)
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1099 Work File Summary

Goto...
actions vendor REEEEE 01 441 PULASKI LLC / GRANITE CITY ELECTR § | Entity [ TOWN OF ANYWHERE

Address 41 PULASKT BLVD Federal D# 041384230
I 1089 Flag S PROCEEDS FROM REAL ESTATE TRAN
Address Type AP Accounts Paysble

[
[BELLTNGHAM FR | p2oig-0000
Phane# (617} 769-d692 Total Paid 1700.00 Reportable  1700.00

Amounts Reportable

o Eolt List Box Code Description Farm Check Amount Amaunt Reportable Click Buttan to Edit

2 [ PROCEEDS FROM REAL ESTATE TRAN 5 1700,00 1700,00 Detail

Additional Information for Form: S

Box 1: Date of Clasing F 1=-Jul=2017

Box 3 Address or Legal Description of Property {incl city, state and ZIF code)

Boy 5: Trangferor is a Foreigh Person & Yeg © Mo

AMBRIDGE MA 02141

Box 4: Property or Services Received? " Yes = No
Bl B: Buyers Part of Real Estate Tax § 1225.00
1 Add YendorfCheck | 20eleteVendor | 5 Get Namedader from Vendor File 4 Verification Repart & Exitto Menu |

Figure 15 After

6.2. FIRE System Requires “Secret Phrase” [New]

December 2017

[ADM-AUC-AP-866&871]

All AUC communities are registered with the IRS FIRE system. In November of 2017, the IRS issued new
guidelines that include the requirement for a “Secret Phrase” to assist filers in resetting passwords for the

FIRE systems.

FIRE accounts will be required to establish a secret phrase to assist in resetting passwords for FIRE Systems (Production
and Test).

First time FIRE account user: If you are establishing a FIRE System account for the first time (Production and Test), the
system will prompt you to create the secret phrase in addition to User ID, Password, and PIN.

Established FIRE account: If you already have an account on FIRE Systems (Production and Test), you will be required
to establish a secret phrase the first time that you log into the system.

+ Atthe ‘Create FIRE System Account Secret Phrase screen’, all fields with an asterisk (*) are required fields.

+ Your secret phrase must be 8 to 20 characters with one uppercase, one lowercase, one numeric, and one special
character with no spaces. The following special characters are allowed: #21@3%$%"&., -

+ Secret phrase cannot contain the User ID or User name.

+ Enter the validation code (CAPTCHA) exactly as shown in the text box and click ‘Create’.

+ If all data entered was valid, you will receive the message, Your Secret Phrase has been successfully created!

Sec. 3 Secret Phrase

Figure 16 Fire System Secret Phrase Advice from IRS

7. HELP REFERENCE LIBRARY

7.1. New or Updated Documentation

[ADM-AUC-AP-874]

e YEAR END PROCESSING

e OTHER

AP-730 General Instructions for Forms 1099
AP-750 IRS Instructions for Form 1099-INT
AP-760 IRS Instructions for Form 1099-MISC
AP-770 IRS Instructions for Form 1099-S
AP-880 Menu and Toolbar Tips

[Updated]
[Updated]
[Updated]
[Updated]
[Updated]
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