ACCOUNTS PAYABLE
RELEASE NOTES — DECEMBER 2018

This document explains new product enhancements added to the ADMINS Unified Community for
Windows ACCOUNTS PAYABLE system.
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1. APPROVALS P CHANGE TO ERROR MESSAGE [ENHANCED]

AP/PQO Dashboard

Purchase Orders Accounts Payable
In-Progress In-Progress
In Entry Began 13 | View In Entry Began 155 | Wiew
In Error Status 2 | View In Error Status 2 | Wiew
Ready for Release Ready for Release
Disapproved Dizapproved
Ready for Posting Ready for Posting
Pwvaiting Approval 2 | wigwe Awvaiting Approval [
Change Orders Change Orders
In Entry Began In Entry Began 1| Wiew
B Accounts Payable Swaiting &pproval ‘ >
WVouch# Batch Dept. Tupe Date Vendor Expected Ant Status In Use? Locked By Tof
Payment Vouc 0% 15 PLUBLISHERS SERVILI 300,00 Needs Finance Depart -~
417017 15129 TOWN Payment Youc 09-Now—2018 WANT PUEBLISHIMG CO 333,33 Meeds Finance Depart
417016 15129 TOWN Payment Youc 09-Now-2018 PUELIC AGEMCY TRAIMIMNG 75,00 Meeds Supervisor App
417015 15129 TOKN Payment Youc 09-Noy-2018 LIFE SUPPORT SYSTEMS 85,00 Meeds Department Hea
417014 15129 TOWN Payment. Yous 09-MNow-2018 MASOM CREST PUBLISHERS 260,00 Meeds Purchasing OFF
417013 15128 SCHOOL Payment Vouc 09-Mow—-2018 STAPLES DIRECT 780,00 Meeds Supervisor App
]
Find Search | Cancel Help Eof
Approvals Approvals
Meeds Budget Budoet Meeds Budget Bucaet
Superyizar Lewel 1 Supervisor 2 Level 1
Departnert Hesad Lewel 2 Department Head 4 Level 2
Purchasing Office Level 3 Purchssing Office 4 Level 3
Finance Departmert 2 Level 4 Finance Department @ Level 4
Town Manager Lewel 5 Tovwen Manacier Level 5
Change Orders Change Orders
Meeds Budget Budget Meeds Budget Budcet
Change Approval Chanoe Change Approval Chance

Figure 1 [Level] buttons were clickable and showed the number of records waiting to be approved

In the example, there are six vouchers in “Awaiting Approval” status. The vouchers are all visible to the
user in the upper portion of the screen, as shown in Figure 1. If the user had READ only access, and
clicked on the approval button, in the lower portion of the screen, the following message was displayed:

2520-AP/PO Dashboard E3

Q P3055-No Records Selected. PO/Voucher/Batch maybe locked by
User

Figure 2 Before-message appeared when a user had READ access but no WRITE access to the department

This made users think action was required despite there being nothing to approve.

With the software update, ADMINS changed the dashboard. Now, if a user has “READ” only access, the
user will still be able to query the records in the top portion of the screen. The buttons on the bottom
portion where the approvals are selected will only be available to the user if:

e there are records awaiting approval,

e the user has “FULL WRITE” access to the department, and
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e the user is an approver for the department as defined in the approval path table or as an override
approver defined in module control

Purchase Orders

AP/PO Dashboard

Accounts Payable

In-Progress In-Progress
In Entry Began 13 | wiew In Entry Began 155 | Wiew H H
In Etror Status 2 | Wiew In Etror Status 2 | Wiew Six V_OUChers are listed
Ready for Release Ready for Release as thIS user has READ
Digappraved Digappraved
Ready for Posting Ready for Posting access to the TOWN
Puwaiting Approval 3 | view Puwaiting Approval 6 group and WRITE

Change Orders Change Orders access tO the SCHOOL
In Entry Began In Entry Began 1 | Wiew
s 4o s 4o

B Accounts Payable Awaiting Approval

417018 15129
417017 15129

Vouch# Batch

‘endor
B PLUELISHERS SERVICE

Tupe
Paunent, Vouc 03

Expected Ant Status

i X

In Use? Locked By Tof

THN Payment WVouc O*NDU*EOI HANT PUBLISHING CO 333.33 Meeds Finance Deart
417016 15129 TORN Paument Youc 09-Mow-2018 PUBLIC AGEMCY TRAIMIMG 75.00 Needs Supervisor App
417015 15129 TOHH Pagnent, Youc 09-How-2018 LIFE SUPPORT SYSTEMS 85,00 Mesds Departnent. Hea
417014 15129 TOMH Pagnent Youc 09-Hovw-2018 HASOM CREST PUBLISHERS 250,00 Needs Purchasing OFF
417013 16128 SCHOOL Paument Youc 09-Mow-2018 STAPLES DIRECT 750,00 Meeds Supervisor App
v
Find Search | Cancel Hel Eof
BOPTOvArs BOPTOvArs
Needs Budget Bucloet Needs Budget Bucloet H
Supervisor =T Supervisr 1 P Only one voucher is
Department Head Level 2 Department Head Lavel 2 available as this user has
Purchasing Cffice Level 3 Purchasing Cffice Level 3
Finance Department 2 Level 4 Finance Department Level 4 READ access to the
Towen Manager Lavel 5 Towen Manager Lavel 5 TOWN group and
Change Orders Change Orders
Meecls Budget Buaet Meecls Budget Buet WR!TE access to the
Change Approval Chanoe Change Approseal Chanae SCHOOL group_

Figure 3 After — the records are not available for selection, reducing confusion
[ADM-AUC-AP-913]

2. VENDORS

The vendor history screen was fixed to display correct data when using a filter on invoice number. The
Enter Vendors screen lookup was updated to more easily retrieve vendor numbers.

2.1. Vendor History P [4 Vouchers]

When using an Invoice Selection to filter vouchers on the vendor history screen, the system was
displaying the correct batch and voucher for “In Progress” vouchers but the data in the remaining
columns was incorrect. This was fixed.

View All Vouchers (Bills)

3 oL 2 Batch 4 DeptCode 5 WouchDate G “endor Mame Year [Location Status “foucher Total Balance
470735 15121 UNCLASSIFIED |12-Naw—2018 [POSTMASTER 2013 [[n-Prog |[Entry Began 78,00 78,00
470734 15130 UNCLASSIFIED |12-Nov—2018 [POSTMASTER 2013 [[n-Prog |[Entry Besan
470723 15130 UNCLASSIFIED |12-New—2018 [POSTMASTER 2013 [[n-Prog |[Entry Bezan 156,00 156, 00
Figure 4 There are three in progress vouchers for the vendor #46
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Vendor History - Vouchers Payable

Gota...
§ | Local vendor € ves & [o
Actions FOSTHASTER 1089 Code | |
Class UMCL Unclassified

Entered  12-Now-2012 THERESA
Changed

Beginning Date | 1 Ciearthe Dates) |
Ending Date | Invoice Selection | 2 Clear voice et |
3 Purchase Orders | JElCHErS | 5 Dishursements |
Sel |Batch “Woucher#  Woucher Date Department Trvoices# Invoice Date Aot Remaining Bal(Status Check Type
I~ 15130 470733 [12-Now—2018 |UMCLASSIFIE |STAMPS 12-Mow-20138 156,00 156,00 Entry Began Frinted
15130 470734 |12-Now-2018 [UMCLASSIFIE [STAMPS 20-Oct—2018 Entry Began Printed
I~ 15121 470725 [12-Now-2018 |UMCLASSIETE |STAMPS 2d-Oct-2018 78,00 78,00 Entry Began Frinted

Figure 5 The vendor history screen, without aﬁﬁvoice selection, shows the data correctly

On the Vendor History P [4 Vouchers] screen, a filter of STAMPS is added on the Invoice Selection.

Vendor History - Vouchers Payable

Gt
° H00046 Local Vendor € Yes & [o
Actions POSTHASTER 1098 Code Entered  12-Mow-2018 THERESA
Class UMCL Unclassified Changed
Beginning Date | 1| Ciearthe Datesl |
Ending Date [ Invoice Selection ETAMPS 2 Clear Invaice Select |
3 Purchase Orders | 4 “ouchers | 5 Dishursements |
Sel [Batch ‘Voucher# [Woucher Date Department Trwvoice# Ihwoice Date Amount] Remaining Bal|Status Check Type
I~ [19130 h 12-Mow-2018 |UNCLASSIFIE [STAMPS 2d-0ct—-2013 78,00 78,00 [Entry Began Frinted
I~ [15130 & 12-Mow-2018  |UNCLASSIFIE |STAMPS 24-0ct-2018 78.00 78.00 [Entry Began Frinted
I~ [19121 h STAMPS Frinted

Figure 6 Before — using a filter on Invoice Selection misrepresented the data

Vendor History - Vouchers Payable

Geto... 3 Lacal Vendar fes Mo
Actions POSTMASTER 1088 Code Entered (1-Mar-1995
Class UMCL Unclassified Changed 06-Aug-2007 CONVERT
Beginning Date 1 Clear the Dates
Ending Date Invoice Selection ETQHPS 2 Clear Invoice Select
3 Purchase Orders 4 Wouchers 5 Disbursements
sel [Batch Woucher® [Woucher Date  [Department  [Invoice# Irwoice Date Amount]  Remaining Bal|Status Check Type
[][15130 417035 |12-Mov-2018  [SCHOOL STAMPS 12-Mow-2018 156,00 156.00 [Entry Began Printed
[][15130 417036 |12-Mov-2018  [SCHOOL STAMPS =0-0ct-2018 Entry Began Printed
[ 15121 416915  [24-Dct-2018  [FIRE STAMPS 2d4-0ct-2018 78,00 78,00 |Entry Began o Check P
[] 14925 412851  |05-Dct-2017  [FIMANCE STAMPS 05-0ct-2017 196,00 Closed Frinted
- *ET2 [31-Jul-201% L 0Z-Auza 50 "G Cla Printed

Figure 7 After — the vouchers payable screen with the invoice selection shows the correct data

2.2. Lookup a Vendor Number [Enhanced]

[ADM-AUC-AP-920]

ADMINS offers the option to create “one-time” vendors when processing refunds. After use, the system

stamps these vendors with a status of “Cancelled”. Over time, these vendors

can clutter the vendor

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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lookups. ADMINS changed the way that the vendor lookup works in the Enter Vendors and View
Vendors screens.

2.2.1. Lookups #1 through #8 Suppress Cancelled Vendors [Enhanced]

As shown, the first eight selections will list both Active and Inactive Vendors.

What is the difference between an “Inactive” vendor and a “Cancelled” vendor? Inactive

vendors are set to be inactive as a result of a merge process or if a vendor is no longer to be
b, used in processing purchase orders and vouchers. Cancelled vendors are assigned a vendor
i.' number during refund processing for a single use and marked as cancelled once the payment

is processed.

‘ LEINT T 0 0000]
1t By Name and Address

oy ourtriam stachments

: By Owerall Name
By 2nd Name and Address The lists for lookups one through
By Classfication eight exclude vendors with a status
Eii;‘jg g of "Cancelled"; both "Active" and
"Inactive™ Vendors are included

=

oo

=)

By Date Entered

5

By Narne and Address - One Tirme Yendors

57 By Mame and &ddress X
MName Vendor# Remit 1fddress City St Zip  Class Status Tof
WEST ACADEMIC 022779 01 444 CEDAR SIREET, SUITE 700 SAINT PAUL FN 55101 UNCL  Active ~
HEST ACADEMIC 022779 02 P,0, BOX 83373 CHICAGD IL E0651 LMCL  Active

HEST EAY COLLABORATIVE 015426 01 144 BIGNALL ST HARHICK RI 02885 UMCL  Active

WEST BAY RECOVERY, INC 021972 01  FILE #09-7879 CRANSTON RI 02910 UNCL  Active

HEST GROUP 004980 01  P,0, BOX 64833 SAINT PAUL MN 55164 UNCL  Active

HEST GROUR PAYMENT CTR 010466 01 PO BOX 6292 CAROL STREAM IL 60157 UNCL  Inactive

HEST INFORMATION PUEL 004345 01 P.0, BOK G187 CAROL STREAM IL 50157 LML Active

HEST MUSIC 005316 01 1212 STH STREET CORALVILLE IA 52241 UNCL  Active

HEST MEWTOM HEARING CENTER 011221 01 1298 WASHINGTOM STREET WEST NEWTON MA 02465 UNCL  Active

HEST PAYMENT CENTER 000117 02 P,0, BOX 6292 CAROL STREAM IL 50157 LML Active

WEST PUELISHING COMPAMY 000117 01 620 OPPERMAM IR. SATHT PAUL MM 55164 LML Active

HEST SUEURBAM IMAGING CEMTER 003163 01 366 WOSHINGTON ST WELLESLEY MA 02181 UNCL  Active

HEST VIRGINIA LNIVERSITY 007005 01 P O BOX 6064 MORGANTOMN Wy 26506 UNCL  Active

HEST WARWICK WELDING INC 024647 01 970 MAIN ST WEST WARMICK RI 02853 UNCL  Active
HESTEORD MOTORS 005366 01 271 TURMPIKE RD HESTBOROUGH MA 01681 LML Active
HESTBOROUGH POLICE DEPT. 012695 01  P.0, BOX 1123 HESTBOROUGH MQ 01681 UMCL  Active
WESTBOROUGH SCHODL DEPT, 003741 01 45 WEST MAIN STREET WESTBOROUGH MA 01581 UNCL  Active
HESTERN DATALYHH INC, 017310 01 2055 PROSPERITY LAME PLACERVILLE A 95667 UNCL  Active
HESTERM EMVIRONMENTAL SERY.IMC 004363 01  P.0. BOX 9035 SCOTTSDALE AZ 85252 UMCL  Active v

0K Find Search | Cancel Help
Figure 8 The enhanced lookup excludes Cancelled, One Time vendors

2.2.2. Lookup #9 Added for One-Time Vendors [New]

A ninth lookup option was added to the available lookup methods to present only vendors with a status of
“Cancelled”. As such, the same vendor name and address may appear in the “cancelled” list multiple
times, with a different vendor number each time.

Enter VVendors View Vendors
‘ Vendor SRR | ‘ Vendor  EIRE
1t By Mame and Address 1: By Mame and Address
1 Mar 2: By Sart Name ftachments 1 Mar 2 By Sort Name tftachments
Re 3 By Owerall Narme 3 By Owerall Marne
4: By 2nd Mame and Sddress Re 4 By Znd Mame and Address
i By Classification 5; By Classification
6 By FID# & By Address (line 1)
Tt By Address {line 1) T By Address (line 2)
9; By Narne and Address - One Time Wendors 2: By Mame and &ddress - One Time Yendors

Figure 9 New lookup available on both the Enter Vendors and View Vendors screen
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B By Mame and Address - One Time Vendors X

Mame Vendor# Remit 1Address City St Zip  Class Status Tof

RUSSEL D 023424 DOM STREET BELLIMGHAM MA 02019 REF Cancelled -~
VYIMCEMT C 025540 M COURT EBELLIMGHAM MA 02019 REF Cancelled
OHH M 020402 AVEMUE BELLIMGHAM MA 02019 REF Cancelled
‘AL T 020094 HA RD BELLIMGHAM MA 02019 REF Cancelled
LA 022673 =1 EBELLIMGHAM MA 02019 UMCL  Cancelled
- HAMCY M 016802 FLE 5T Eellingham MA 02019 Cancelled
DIAME T 017919 ASAMT ST Bellingham MA 02019 Cancelled
DIAME T 017975 ASAMT ST Eellinghan MA 02019 Cancelled
DIANE T 020727 ASANT ST BELLIMGHAM MA 02019 REF Cancelled
PHILIP ™ 017923 ASAMT ST Bellingham MA 02019 Cancelled
FHILIP ™ 020728 ASAMT ST EBELLIMGHAM MA 02019 REF Cancelled
IRENE 025015 PER BLYD BELLINGHAM MA 02019 REF Cancelled
RUSSELL L JR 019717 AWK ST BELLIMGHAM MA 02019 REF Cancelled
RFUSSELL L SR 021629 AkE ST EBELLIMGHAM MA 02019 REF Cancelled
RUSSELL L SR 022667 Ak ST BELLINGHAM MA 02019 REF Cancelled
RFUSSELL L SR 023396 AkE. 5T EBELLIMGHAM MA 02019 REF Cancelled
RFUSSELL L SR 0245065 AlE. ST EBELLIMGHAM MA 02019 REF Cancelled
RYAN R 024448 Ak ST BELLINGHAM MA 02019 REF Cancelled

ALTY TRUST 025716 CHE RD EBELLIMGHAM MA 02019 REF Cancelled hd

0K Find Search | Cancel Help Eof

Figure 10 Choosing this lookup shows only vendor numbers used for a “one-time” vendor

2.2.3.

Activate a Cancelled Vendor [Instructions]

If a “one-time” cancelled vendor is needed for voucher processing, activate the vendor in the Enter
Vendors screen by selecting [Actions] P Activate Cancelled Vendor. Only users with access to the Enter
Vendors screen may activate a Cancelled vendor.

Batch # 15131 \oucher Entry
Vouchert 417037
Vendor Invoice# [
wDate [
Custormer [
Dept Code BCHODL ~ SCHI
Check Errar x [Hovote R If a "one time" vendor
is needed for voucher
Shems o E2005-Vendor Inactive = History @ processing, Activate
Gy Uom temDe the vendor
Toooo [ WA !_
Uy oot | POO0-01
1089 [ Enter Vendors
Wendor Canceled
Goto
Actions 232424 ﬁNDEENS, RUSSEL D Collections Ref
£dd Vendor 2 Adcresses 3 Classification 4 Attachmert (11
fdd Rermittance B1 of 01 AddressType Fccounts Paysble
Inactivate Wendor
1 PMOREWS, RUSSEL D
Flag for Deletion he |
ERERETEE] e DREWS. RUSSEL
I Activate Cancelled Vendor
. MEMDOM STREET
gugis TSl
Enter Vendors After activating a cancelled vendor, the vendor
venvor FEEE WSS, (A [Collections Refund Vencorf will still be classified as a “Refund” vendor.
[ Change the “Class” to be something other than
1 2 Addh 3Cl 4 Attachments 8 tems

Restrict Access To (O Tawn (O School @ Bath
FederallD# [ Type @MNone
BankCode [

ABAE  0000-D000-0 Prenote [ Mot Active
BankAccount [ Type
Customer# ECreated via REFUNDS by AMTHEA
HR ACH Tax Payment Type (O Federal (O State

Osst OTaxID

@® Mone

lass REF  Refund Vendor IF
=

Minorit,
1094 Code

Form

Payment Type @ Printed Gk O'Wire
paala Chacko I

' Time Yendor? @Yes (O MNo

Local vendar? ()Yes (@ No
Business Type |nme.-

O ACH (O Mo Check

I Oes @ No

Authaorized Repres

MName

—
Phones [(000) 0
——
Phones# [(000) O

—
Fhones [(000) O
— use.
Phone# [(000) 0

Send Bids Via
[0 Us Mail
[ EMail
[] Fax

“REF” for refund vendor. Select the value from
the lookup; classes are maintained in the Tables
P Vendor Classification screen.

Change the “One Time Vendor Flag” to “No” to
ensure that the vendor will be available for future

The vendor will remain an “Active” vendor.

[ADM-AUC-AP-930]
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3. DISBURSEMENTS » Void an Entire Warrant [Enhanced]

Click Accounts Payable » Disbursements » AP Void Check Processing to access the steps menu.

AP Void Check Processing

Description Date
Restart Woid Check Process
Select Checks for Woid Processing 02—Mow-2018 13
Edt “ioid Check File 02—MHow-2018 13

Woid Checks Edit List
“ioidz - Print Manual Checks
Yioids - Reprint Manual Checks
Piost Woid Checks

3.1. Select Check(s) to Void

Click “Select Checks for Void Processing” to start

AP Void Check Processing the cycle. The following prompt will be

Desctiption Date Start End Success

e displayed. The required bank and check
|_Select Checks for Void Processing Je is:aitss.20 152118, numbers may be entered directly or selected
“oid Checks Erft List from the IOOkUp.

“Woidls - Prirt Manual Checks
Woids - Reprint Manual Checks
Pzt Yoid Checks

3.2. Enter the Bank Code (Required Field)

The required bank code may be entered directly or selected using the lookup.

B Task 2176 Select Checks for Void Processing X

Select Checks for Void Processing

Required: Enter Bank Code |BANK |

Required: Enter Range First Check#: |:| Last Checki: l:l

Optional: Yoid Only in YWarrantf I:l

Optional: Default Voided On Date [mmddyyyy] |:|

CpticnaliDetaultiVoldiCheckiMetiod @ Manual Replace O Cancel Youchers O Reopen Youchers O Tailing-Manual Replace

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

3.3. Enter Range (Required Field)

Enter the check numbers to be voided. The numbers may be entered directly or selected using the lookup.
Wire, ACH, and No-Check numbers are in a different number range than printed checks. Review these to
see what the check dates were. If these types of checks are to be voided, remove the cleared date in the
Task 2840, Bank Account Management Screen. Run the [Select Checks for Void Processing] step again
to include them in void processing. Refer to the AP—250 Voiding Checks document for details.

3.4. Voiding an Entire Warrant (Optional Field)

To efficiently void an entire warrant, with an audit trail and without intervention from ADMINS, a warrant
number may be specified in the prompt. Only checks within the specified check number range will be
collected for void processing if they are part of the selected warrant.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 21



ADMINS Unified Community

Release Notes — Version 18.4

Accounts Payable

S

December 2018

(Enter the warrant # to be voided. |
the warrant # is unknown, use the
[Lookup] button to select from the
warrants available to void for the
selected bank.

Required: Enter Range
Oplinnal Void Only in Warrant#

Optional: Default Void Check Method

Run as @ preview O Prim O PDF

B Warrants

13-Sep-2018 12-0ct-20
18-Jul-2018 18-Jul-2018

15-Jun-2018 15-Jun-2018 ERST
13-Jun-2018 13-Jun-2018 ERST
07=Jun-2018 07-Jun-2018 EAST
07-Jun-2018 07-Jun-2018 ERST
20-Tec-2017 06—Jun-2018 EAST

Collected

780.00
14875,00
1131,18
207685
2899,52
667482, 12
175,00
30812, 70
11664857 .63
708475.70
100,00
6300000

65798,11
14061,95

14875,00 THERESA
1131,18 THERESA
207665 THERESA
2899,52 THERESA
667482 12 ;HERESH

30812 70 THERESA_ADMIN
11664857 .63 LUANN

708475.70 THERESA

GI000,00 THERESA

66793,11 THERESA
14061,95 THERESA o

ald Entryllser

36 THERESA
THERESA
750,00 LUAHH

HERESA

100,00 THERESA

THERESA

0K

Find

Search | Cancel Help Eof

If Printing use Duplex @ ves O No

2]

0K

Cancel

Clear All

Figure 11 Entering the warrant number directly or using the lookup to select it

3.5. Default Voided on Date (mmddyyyy) [Optional Field]

Enter a date directly or select it from the lookup. This date will be used on all the checks to be voided.

3.6. Default Void Check Method [Optional Field]

Select the radio button for the default void check method. The methods are described in detail in AP-250
Void Processing.. The method may be overridden for any checks in the Edit Void Check File entry screen.

screen if required.

When voiding an entire warrant, fill in the optional fields on the prompt. The default
date and methods will be used for all the checks selected for void processing,
eliminating the need to enter a date and void method on Edit Void Check File screen.
The defaults may be overridden for individual checks in the Edit Void Check File

Once all of the parameters are entered, click the [OK] button to run the selection process. The system will
display a notice when the selection process has been completed: Complete instructions are available in
AP-250 Voiding Checks in the Accounts Payable Help Reference Library.

4. REPORTS [NEW & ENHANCED]

[ADM-AUC-AP-868]

ADMINS added a new report and enhanced the access method for an existing report.

4.1. Access Methods for Item History by Item Edit List [Enhanced]

Goto...

Report Library by Commodity ltem

Actions

Report

Run

Run

2559—I tem Historyf

Run

Run

Report Categories

1 By Wendor

2 By Commodity Bem

3 By Purchasze Craer

Previously the Item History by
Item report was available as an
edit list from the Item History
screen. The report may now be
run from the Accounts Payable
P Reports P Report Library by
Commodity Item screen as well.

Figure 12 Before — the Item History report was only available from the Item History by Item screen

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Accounts Payable December 2018

4.1.1. Using Quick Task Selection to Run a Report [Instructions]

File Edit Ledgers Purchase Orders Accounts Payable  Fixed Assets  Human Resources  Budget Collections Tax  MotorExcise  Misc Billing  Systern Favorites  Help
B S mesm Y Q;_.‘.n"

Quick Task Selection
Enter Report/Task#

Item History

1 Run Process

Figure 13 Running the Item History report from the Quick Task Selection screen

To make it easier to identify and retrieve the report, the task # was added to the output filename. This
report is also available now as a Quick Task selection. Select #2559, Item History to run the report. The
September 2017 Release Notes, section 8, provides a detailed description of the Quick Task Selection
feature.

[ADM-AUC-AP-914]

4.2. Vendors P Items [New]

BIDS module users assign commaodity items to vendors to identify candidate vendors that
supply the commodity items. These assignments are made on the Enter Vendors P [8 Items]
tab.

Enter VVendors y
Cerfified Vendor?  ‘es Mo

Gata... Certified By

‘ Vendor [D000SE HARTFORD OFFICE SUPPLY Date Certified

1 Mame/&ddress 2 Addresses 3 Classification 4 Attachments g ftems 9 User Defined

5 Add Wendor [tem# Description
6 &dd Address LIBRARY : TECHMOLOGY EQUIPMENT 0 Delete ttem
GIFT LIERARY : OTHER SUPPLIES AMD MATERIALS

[TANTT LIBRARY : JANITORIAL SUPPLIES
LIBRARY : OFFICE SUPPLIES

Actions

9 4dd tem

Figure 14 Assigning a commodity item to a vendor

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 21



ADMINS Unified Community

Release Notes — Version 18.4

Accounts Payable December 2018
Report Library by Vendor
Goto...
Report
Actions
Run
[3803-Yendors missing City. State or Zipcode Fun
[3805—Yendor Hame Listing Run
[F806—Vendors — by Hold Codes Run
Report Categories [2565-Vendors - by Classification Run
1 By “endaor [F20E-Vendors - by 1093 Codes Fun
2 By Commadity tem [F207-Vendors — by Minority Codes Run
3 By Purchase Order [209-Vendors — on State Bid List Run
4 By Woucher 209d-Vendors — Duplicate Federal Tax ID Humbers Fun
5 By Dishursement @0 15—Vendors with Duplicate Mame Listing Fun .
6 Bv Bids FE90-Highest Faid vendors R ADMINS added a report to list
7 By Contracts 2521-Yendors - REAP Reporting Run -
5 Audt Reports 216d-Yendor Discounts About to Expire Run these Vendor aSSIgned
[F600—Merged Yendor History List Feun Commodity items. The report
[F810-Vendor Labels — CSY Dutput File Run . .
h16-Vendor Used Report Run OUtpUt IS aVaIIabIe as
2617—0ne Time Vendors paid during a specified time period Run - H ® ®
16 -Check History by Verdor Print/Preview/PDF " and Excel
2285:Vendnr‘s with nzpﬁctiuitg Report. (Dormant.» :E: formats Excerpts are Shown N
2618-Nendor Assigred Commodity Ttems| 0 Figure 15 and Figure 16.
B Task 2618: Vendor Assigned Cormrodity [tems X

¥endor assigned Commodity hems

Four optional filters may be applied

to the report:

Optional: Enter up to 9 Vendor#'s Edit 0 values:
Optional: Enter up to 9 ltem Codes Edit 0 values:
Optional: Vendor Class ] 1. Up to nine vendor numbers
Optional: Enter ltem Class | ‘ | 2. Up to nine item Codes
3. A Vendor Class
Run as O Preview O Print - OPDF @ Excel
If Printing use Duplex @ ves (O MNo 4 An Item CIaSS
Lookup Cancel Clear All
% Vendor_items_2618_THERESA[1).pdf - Adobe Reader g X
File Edit View Window Help x
Do | B2 ESH| 3 ru | (= o [wsx [ [H] B 2 | 2 Tools | Fill &Sign | Comment
Printed 1. Page 1
70w  LovEER 1
— o — -

Figure 15 Vendor Assigned Commodity Items

; i
Report run to Preview/Print/PDF®

\mﬂ 9 . ‘endor_Items_2618_THERESA[1].xml icrosoft Excel

Home Inzert Page Layout Formulas Data Review View Add-Inz v {
128 - I
A B c D E F G H
1 Vendor Name Vendor-Class  Item Description Description-2 Description-3 Item-Class
2 "0o0053 COLUMBIA GAS UNCL-Unclassified GAS LIBRARY: GAS AND HEATING LIB-LIBRARY DEPT
3
4 'boooss HARTFQORD OFFICE SUPPLY UNCL-Unclassified AIDTECH LIBRARY: TECHNOLOGY EQUIPMENT LIB-LIBRARY DEPT
5 GIFT LIBRARY: OTHER SUPPLIES AND MATERIALS LIB-LIBRARY DEPT
6 JANIT LIBRARY: JANITORIAL SUPPLIES LIB-LIBRARY DEPT
7 Qos LIBRARY: OFFICE SUPPLIES LIB-LIBRARY DEPT
8
9 'Dooo70 BELLINGHAM LUMBER UNCL-Unclassified AIDSUPPL LIBRARY: SUPPLIES AND MATERIALS LIB-LIBRARY DEPT
10
11 (0000 BRODART INC -Unclassified OS LIBRARY OFFICE S| S LIB-LIBRARY DEPT
EVFND LIBRARY,, DEPT

Figure 16 Vendor Assigned Commodity Items Report run to Excel®

This report is also available from the Quick Task selection screen described in section 4.1.1.

[ADM-AUC-AP-915]
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4.3. By Disbursement ) #2168 Warrant Listing

There was an error with the warrant listing report when it included an exception warrant. The system was
not calculating the totals correctly for a void warrant if there were multiple vouchers on the voided check
when a void and replace with manual check was done. As a result, when the warrant listing was printed,
the void warrants were showing incorrect amounts. This issue has been corrected during the posting of
void warrants.

Report Library by Disbursement
Goto...
i e Repart [ A
Actionz
Run
PSP T TP e Run
21e2-Check History - List of Checks by kHarrant J] Run
DT g e e e R e e e Run
Report Categories |2161—Ehec:k History by Vendor Run
1 By “endor = i T e Run
2 By Commodity ftem 2168-kHarrant Listing | Run
3 By Purchase Order Checks Run
4y vaucher 2693-Check History - Account Detail by Check Date Run
l 5 By Dishursement I
& By Bid=
7 By Contracts
8 Audit Reports

Figure 17 The two reports are found in the Accounts Payable P Reports P [5 By Disbursement]

The #2168 Warrant Listing report amounts will now match the detail shown on #2162 Check History—List
of Checks by Warrant.

e For an exception warrant (voids—the report will show the total of any physical (manual) check
issued.

e For regular disbursement warrants the warrant total on the report will include all checks (printed,
wire, ach and no checks) that have not been voided as part of the disbursement process (for
example, if the reprint checks step was used during regular processing).

=156 §PWARLIST.REP Printed Z6-Now-2Z0l& at 16:37:07 by THERESA Page 1

Warrant Dank Start Date Check Date GL Effective Posted Warrant Total Total Paid Status Type
0055847 EAST 26-Nov-2018 26-Now-2015 26-Nov-201% 26-Now-201% g§9.52 Closed Exception
005846 EAST 26-Nov-2018 26-Now-2018 26-Now-2015 26-Now-2015 1,230.15 1,230.15 Closed
Ll 7 e e e e e e e L et g PR L e a2 ) 1

*%* Grand Total *+% 1,344.67 1,230.15

Felection Legend:

Check Date: 11262018 to 11262018

Figure 18 The 2168 Warrant List report shows two warrants with a Warrant Total and the Total Paid.
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Town of Adwins
Check History - List of Checks by Warrant

Warrant# Eank Check# Check_Date Type Vendor Amount Status Cleared Canceled

IEIEISEIGI? EAST 02Z9239 Ze-Nov=Z01l8 Mawnual EBOSTON MOTUAL LIFE INS. CO_-0 29_LZ Issuedl

Total This Bank: #Cks: 1 53,52

N
I]Ianual 1 89.5z I

ACH

No Check
Woid
Other

Total This Warrant: #Cks: 1 8952

Figure 19 #2162, List of Checks by Warrant # for warrant 5847, exception warrant total matches Figure 18

Z216Z-APCHFHISWAR. RED Printed EZ&-Now-Z0l2 at 1&6:50:00 by THERESA Page 1
Towvn of Admins
Check History - List of Checks by Warrant

Check# Check Date Type Vendor Amount gtatus Cleared Canceled
03z5286 E6-Now-2Z018 Woid BOSTON MUTUAL LIFE INZ. CO.-G 89._5z Voided z26-Now-Z018
0229387 Z6-Now-2018 Printed BOSTON MUTUAL LIFE INS. CO.-G ZE. 20 Issued
onga4e EAST (03229388 E6-Now-2018 Printed BOSTON MUTUAL LIFE INZ. CO.-G ZZ.00 Issued
onga4e EAST (03225389 E6-Now-2018 Printed BOSTON MUTUAL LIFE INZ. CO.-G 10.00 Issued
005846  EAST 0329390 Z6-Now-2018 Printed BEOSTON MUTUAL LIFE INS. CO.-G 10.00 Issued
onga4e EAST 03225391 E6-Now-2018 Printed BOSTON MUTUAL LIFE INZ. CO.-G 10.00 Issued
onga4e EAST (03229392 E6-Now-2018 Printed BOSTON MUTUALL LIFE INZ. CO.-G 10.00 Issued
onga4e EAST (03229393 E6-Now-2018 Printed BOSTON MUTUAL LIFE INZ. CO.-G 10.00 Issued
onga4e EAST (032593594 E6-Now-2Z018 Printed LIFE SUPPORT STSTEME 8500 Issued
ooss46  EAST 0329395 Z6-Now-Z018 Printed MASON CREST PUBLISHERS z50.00 Issued
onga4e EAST (03229396 E6-Now-2Z018 Printed PUBLIC AGENCY TRAINING COUNCIL 7500 Issued
onga4e EAST 032593597 E6-Now-2Z018 Printed PUBLISHERS SERVICE 200,00 Issued
005546  EAST 0329393 Z6-Now-2018 Printed WANT PUBLISHING CO 333.33 Issued
Total This Bank: | Primted 1z 1,140.63
Marmaal
Wire
ACH
Mo Check
Toid 1 89_5E
Other
Total This Warramcl] BoBS: 1z 1,220.15

Figure 20 #2162, List of Checks by Warrant for the original warrant, #5846, warrant total matches Figure 18
[BLG-SUP-SAPLAUC-1134]
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6 ADMINS Unified Community Release Notes — Version 18.4

5. TABLES P Approval Path Table P Lookups

Prior to the software update, using the lookup presented all of the approval paths. ADMINS modified the

lookup so that users could restrict the view to only active records.

Maintain Approval Paths

h Description Triple A Purchsse Order Approvals

Approval Path
1Al X Secondary
Path Description Status Tof

— .
AARA_AF Triple A Voucher Approvals I LEMDY

ARA_PO Triple A Purchaze Order Approvals
AF COMPEMSATED ABS FUMD_AP

| [ABS_PO COMPEMSATED ABS FUMD_PO

AOM_AP TOWN ADMIMISTRATOR_AP

ADM_F0 TOWH ADMIMISTRATOR_FO
AOMIM_AP  TOWM ADMINISTRATOR_AP

ADMIM_FO  TOWM ADMIMISTRATOR_FO

ADUSER_PO  TOWM ADMINISTRATOR_FO

ADUSER_AP  TOWM ADMINISTRATOR_AP
AFFORD_AP  AFFORDABELE HOUSIMG_AP

AFFORD_PO AFFORDABLE HOUSIMG_FO

AMIMAL_PO  AMIMAL CONTROL_PO

ARCAMD_AP  ARCAMD PARK_AP
ARCAMD_PO  ARCAMD PARK_PO
ARTS_AP ARTS COUMCIL_AP
ARTS_PO ARTS COUMCIL_PO

— |ANIMAL_AP  ANIMAL CONTROL_AP

oI D DD HH
T

Find Search |Cancel Help Eof

Figure 21 Before — only the “All” lookup was available, and included inactive and active paths

Maintain Approval Paths

Approval Path Description COMPEMSATED ABS FLUMD_AP
1o Active
2 Al Minimum Primary Secondary
3t Inactive
Budget Override BNTHEA |

Figure 22 After — Filtering allows selection of only “Active” paths, “All” paths or only “Inactive” paths

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Accounts Payable December 2018
Maintain Approval Paths
Approval Path Description Triple A Purchsse Order Approvals
B Inactive ot Secondary
Path Description Status Tof
FEH_ Triple A Youcher App = w| =
ARA_PO Triple A Purchaze Order Approvals I LEMDY
TEST_AP Test. approval path for accounts payable I
TEST_FO testing inactive paths I
W
Find Search |Cancel Help Eof
Figure 23 Selecting only Inactive paths
[ADM-AUC-PO-495]
Accounts Payable Prior to the software update, the “super user”
Enter Bills (ouchers) ’ could disable access to Accounts Payable

Change Orders >
APSPO Dashboard
Liquidate Wouchers

voucher and change order processing by
restricting each group on the menu
maintenance screen. To automate the task,
ADMINS now adds the same ability via a
command run from the Accounts Payable
menu. This will prevent users from processing
data while the Year End close is underway.

e Thime Wi (The per-menu option is still available.)

Change henu Access for AP Entry/Change Orders

Wendors
Commodity ltems
Disbursements (Mfarrant)

Bank Reconciliation

Reports
Tables

3
)
?
?
Queries 3
13
E3
Year-End Processing >
1009's H

Select Accounts Payable P Year End Processing P Change Menu Access for AP Entry/Change Orders to
access the feature. Select the “Grey” radio button.

This will not stop users from approving in-progress vouchers on the dashboard—it will just prevent users
from creating new vouchers.
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Accounts Payable December 2018
" Task 2996 Change Menu Access for AP Entry/Change Orders >
Change Menu Access for AP EntryfChange Orders ThlS W|" nOt affect users Wlth a
Turn Menu Accessto () Grey @ Display SeCUrity level of 20 (SyStem
administrator). If required, the
restriction for those users may
Lookup [ 0K ] Cancel Clear All Stl“ be made Vla menu
maintenance.
File  Help Users with any security level

Starting step 3 ~]  (who have the privilege) will be

Starting step 4 able to liquidate existing
NNANNRNARRNRR RN ANANNNNRRRRR NN R ANANNNREE vouchers

Change Menu Access for &P EntryfChange Orders X

f i | Menu Change has been done
Y Userwill see impact next time they login

o< |

Figure 24 Notice of change to menu with instructions on when users will notice the impact

Accounts Payable  Fixed Assets  Hurman Resources  Budget  Collections  Tax  Motor Excise Accounts Payable | Fixed Assets  Hu

Enter Bills (Vouchers) > Batches ! Enter Bills {Youchers)

Change Orders > Entry Change Orders
LP/PO Dashboard Edit List AP/PQ Dashboard
Users with security level of 6 or below will
Users with security be prevented from voucher or change order
level of 20 or above processing-menu items will be gray and
will not be impacted may neither be expanded nor "clicked”
B Accounts Payable Entry Began X
Vouch# Batch Tept Bank Type Date Vendor Expected Amt Original Own Current Owne In Use® Locked By Tof
=l = +
416998 PRO0O3082  FIMAMCE EAST Payroll Pay 09-Aug-2018 AFL-CIO AFSCME LOCAL 7 230,00 LUANH LUANN Batch not Re
4169597 PRO0OZ2082  FIMAMCE EAST Pagroll Pay 09-Aug-2018 MASS TEACHERS RETIRE S 325,94 LUANM LUANN Batch not Re
416996 PRO0Z082  FIMAMCE EAST Payroll Pay 09-Aug-2018 NORFOLK CTY RETIREMENT 6029 .20 LUAMM LUAMM Batch not Re
416995 PROOZ082  FINAMCE EAST Payroll F‘a 03—fu=—2018 BOSTON MUTLUAL LIFE INS 32,00 LUANH LLIAHN Batch not Re
41 PR 21 kIt EAST Payroll AFETERIA FLAN ADVISOR 24 THERESA PES
4169593 PROOZ0EL  TOWN EAST Payroll F'ag 26-Jul-2018 GREP«T WEST RETIREM SVC 193,00 THERESH THERESA Batch not Re ¥

Find Search | |Cancel Help Eof

If a user tries to select a [AUC] 2520-AP/PO Dashboard X
voucher for editing from
the AP}JPO Dash board’ a @ Accounts Payable Entry currently Disabled

pop message will notify
them that entry is currently) -

disabled.

To turn access back on, run the same command, selecting the “Turn Menu Access to Display” radio
button.
[ADM-AUC-AP-904]
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S

7. 1099 PROCESSING

Accounts Payable

The 1099 process was enhanced to help users identify the forms in use via the vendor lookup. The 1099

Work File Summary entry screen Sale Tax Closing date field was changed.

7.1. Work File Summary Screen Vendor Lookup [Enhanced]

The work file summary screen lookup on vendor now has an additional column that shows the form in

use for each vendor.

December 2018

1099 Work File Summary

Vendor [GI¥PE 01 AMELER e AMBLER. PC. ATTYS
Address |5 MENDON ST,

[

|

[BELLINGHAM
Phone# (508} 966-1951

MA 02019-0000

B Wendors in 1099 Work File x

Entity 1 TOWM OF ADMIMS

Federal ID# 0d4-3268081

1098 Flag A ATTORMEY

Address Type AP Accounts Payable

Total Paid 1850, 00 Reportable 185000

[cd Wendor Enti St | Tof

~

BLACKSTONE GRS COMPAMY

AL WHEELER

BUREAL OF EDUCATION & RESEARCH

CDW GOVERMMEMT IMC
DEUTSCH WILLIAMS BROOKS
ALBERT R, MASOM

AMY MCMAHON

PIXIE REALTY TRUST

WATERTOWM EMGINEERIMNG CORP.
BLATMAN. BOBROWSKT = MERD. LLC

ROBERT GIMGRAS = JEANME

JESSICA CURRAN

SELECT DOOR BOSTOM

ELEMENTS MANAGEMEMT
SOUTHEAST RAILIMNG COMPANY

AKURATE SOLUTIONS

i e e i e e el e
T DT DD DD D Dk

026642 BALLARD SPAHR ANDREWS
| 026666 AMBELANG. JESSICA M MD b
Addit
| 0K | Find Search  Cancel HeIE Eof

1 &dd VendarfCheck 2 Delete Wendor

283
O3
g=1=0]
L0029

B Wendors in 1099 \Wark File X
Wendaor Mam Erti St 1099 Form | Tof
A A
G 1 A
001658 AL WHEELER 1 A
01833 ADMINS INC 1 A
BUREAU OF EDUCATIOM & RESEARCH 1 A
CDW GOVERMMENT IHC 1 A
AGGREGATE IMOUSTRIES 1 A
DEUTSCH WILLIAMS BROOKS 1 A MISC
010549 ALBERT R, MASOH 1 A MISC
014174 AMY MCMAHOM 1 A MISC
015921 PIXIE REALTY TRUST 1 A S
016544 WATERTOMWN EMGINEERIMNG CORP. 1 A 5
017347 BLATMAM,. BOEROWSKI = MEAD. LLC 1 A MISC
(018458 ROBERT GIMGRAS & JEAMME 1 A 5
020723 ADVANCE AUTO PARTS 1 A MISC
021877 JESSICA CURRAN 1 A S
(024085 SELECT DOOR BOSTOM 1 A MISC
(024596 ELEMENTS MAMRGEMENT 1 A INT
024598 SOUTHEARST RAILIMG COMPAMY 1 A MISC v
Find Search | Cancel Help Eof

3 Get Mameffddr from Yendor File

4 Verification Repaort

3 Exit to Menu

Figure 25 Vendor lookup enhanced with a column for forms

This makes it easier to select vendors using forms that require additional information be entered in each

form, for example, 1099S, Proceeds from Real Estate Transactions.
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December 2018

1099 Work File Summary

Vendor [EFEEERl 01 PINIE REALTY TRUST # ROLAND R CARRIER-T | | Entity [L™ TOWN OF ADMINS
Address [1211 PULASKI BLVD, Federal ID#  27-6274065
[ 1099 Flag S PROCEEDS FROM REAL ESTATE TRAN
[ Address Type AP Accounts Payable
BELLINGHAM WA p2015-0000
Phone# (508 561-6883 Total Paid 2500,00 Repotable  2500,00
Amounts Reportable Click Button to
Eox [Code |Description Form | Check Amount) Amount Reportable|Edit A
2[5 |PROCEEDS FROM REAL ESTATE TRAN 5 I 250000 2500,00 | Detal
—

=+  +—  —

Additional Information for Form: §
Box 1: Date of Closing

Box 3: Address or Legal Cescription of Property {incl city, state and ZIP code)

Box §: Transferar is a Foreign Person (O 'Yes @ Mo

Box 4: Property or Senices Received? Oes @ho
Box 6: Buyers Part of Real Estate Tax §
1 Acld VendaniCheck 2 Delete Vendor 3 Get Name/addr from vendor File 4 Werification Repart 5 Exit to Menu

Figure 26 Forms 1099S require additional information

[ADM-AUC-AP-924]

7.2. 1099 Work File Summary Screen

When editing the work file, if an existing date was cleared without supplying a new date in the Box 1:

Date of Closing field, the system was displaying an error message that the “Closing Date must be within
the tax year”.

Additional Information for Form: § n
Box 1: Date of Closing

Box 3 Address or Legal Description of Property (ncl eity, state and ZIP code)

Box 5 Transferar is a Foreign Person © Yes & Mo

[
Box 4: Property or Services Received? © Yes 4 Mo
Box &: Buyers Part of Real Estate Tax

Additional Information for Form: §

Box 1 Date of Closing
Box 3 Address or Legal Description of Property (incl city, state and ZIP code)

1 Add WendoriCheck | 2 Dele

Bt &: Transferar is a Forejgg

Bax 4 Property or Services Received? i Yes & Mo —— Dt + be within the
Box 6 Buyers Part of Real Estate Tax ¥ sing Diake must e within the Lax year
1 Add VendoriCheck | 2 Delete Vendor | 3 Get Namesaddr from Vendor File | 4 Verification | -

Figure 27 Before — the error message was displayed when clearing out the field using {spacebar|enter}

[ 140C] 22021009 Work File Surnmary [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B ESE me»m &5 Q @

Human Resources  Buddget Collections  Tax  Motor Excise  Misc Billing  System  Favorites  Help

inl

1089 Work File Summary
Gt
actions vendor [016434 01 AL MARSHALL Entity [T TOWN OF ADMINS
Adiiress [116 BUMBLE BEE CIRCLE Federal D¥  014-64-1507
1099 Flag
Address Type AP Accounts Pagable
HREHSBLURY WA D1545-0000
Phone# (508} 845-3022 Total Paid 3500,00 Reportable  3500,00
Onitted
Amounts Reportable Click Button to
Box [Code |Description Formm Check Amount]| Amount Repartable Edit ~
et L [ |PROCEEDS FROM REAL ESTATE TRAN 8 350000 300,00 |_etal
i

Additional Information for Form: §
Box 1: Date of Closing _ oris a Foreign Persan () Yes @ No

Bix 4: Praperty of Setvices Received? OYes @ No
Box B Buyers Fart of Real Estate Tax ]

1 Add Vendor/Check 2 Delete Yendor 3 Get NameJAddr from Vencior File 4 Verification Report & Evit to benu

Figure 28 After — the error message is not displayed if the field is cleared without supplying a new date
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This change allows the field to be cleared, for example, while researching other information. A date must
ultimately be supplied in the field to produce a valid 1099S Proceeds from a Real Estate Transaction.

[ADM-AUC-AP-929]

7.3. Quick 1099 Code Update on Vouchers

The select quick update for 1099 codes screen had an error when entering new 1099 codes. This was
corrected and patched to sites November 2, 2018 and is mentioned here to document the change.

[ADM-AUC-AP-927]

8. REPLACING A BANK/Inactivating A Bank Code [Instructions]

To inactivate a bank code, for example when changing to a new bank, go to Ledgers » Account
Maintenance P Bank Codes, select the code for the bank to inactivate, and select Actions P Inactivate Bank.

8.1. Bank Codes Table

[ [AUC] 2517-Maintain Bank Codes [theresa] — I3
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise  MiscBilling System Favorites Help

B E2& we+m W Q @&

Maintain Bank Codes

Goto

Bank MM Name FANK OF AMERICA 1 AB## BE31-0027—7 ABA Numerator
ABADenominator [

Actions

Add Bank

dress1 PO BOR 630175 Direct Depasit Only
Edit List. dress 2 @ves  ONo
dress 3 CashBookBank  Imprest Account
Inactivate Bank city  [DALLAS State (X Zip Gode [75283-0000 OYes  @MNo Yes (@ No
,

4-Accounts Payable S-Accounts Payable-ACH 6-Human Resources Human Resources-ACH 7-Collections 8-isc Biling

Figure 29 Inactivate a bank on the Bank Code table

8.2. User Profile Screen (Multiple Tabs per User)

Go to the System P User Menu P User Profile P to set the Default Bank for users to something other than
the old bank: (If there is no bank on the user, leave it blank so that it will “fall through” and use the
system default).

8.2.1.  User Profile Screen » [3 PO/AP] Tab

User Profile Screen

Got
° Ertered (7 -Gep-2009 MUPDEVL
Username [THERESA Changed  26-Gep-2018 THERESA

Actions

Name [Theresa Last Login 020t -2018 08:38:58.66 Live
1 General 2 Anﬁm Security 3POJAP 4 Human Resources 5 Bucet 6 Collactions 7 Misc: Billing ' Login Hist
Access for APJPO Vendors OTown O School @ Both Accept New Vendor Requests  OYes @ MNo

Allow Add Vendors on the Fly @ ves ) No

Purchase Order Defaults Accounts Payable Defaults

Defautt PO Type Bl Reeular Default Type P Pawnent Youcher
Defautt Bank ERST  BANK
Sinnrecs Pr#iRectrict Frtme | kain () Viea (@ hin

Figure 30 Accounts Payable default bank for each user on the User Profile screen
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8.3. Module Control #2010 for AP Voucher Batches

5

seq#[Description Jtnswer [Edit Buttan ALJ
WEF ault Bank for Voucher Batches EAST

Figure 31 Accounts Payable » Module Maintenance » Module Control

[ADM-AUC-DOC-156]

9. INTERFACES/IMPORTS » Upload Vouchers [Enhanced]

ADMINS enhanced the process for uploading vouchers from a spreadsheet to provide
the user with an error report when uploading data. Select Accounts Payable »
Interfaces/Imports P Upload Vouchers — Spreadsheet to access the process steps
menu.

Upload Vouchers - Spreadsheet

Descriptian Date Start End Success
Etmail Template to User
Upload Spreadshest/Create Wouchers 16—Moy—-2018 09:10:50,47

Figure 32 Upload Vouchers from a Spreadsheet steps menu

The process checks the “Zipcode”, “Vendor #”, “Remit #”, “Invoice Date”, “Quantity”, “Price”,
“Freight” and “Other” fields. If the type of data being uploaded does not match the field type, the process
will stop, issue a report of the error(s), and display a message that errors were found and no records were
uploaded. The numbered items in Figure 32 are described below:

1. Field error “Zipcode must be numeric” — the system found alpha characters in the zipcode field.

2. At the top of each page of the report will be the text: “Correct all errors in spreadsheet, export to
.CSV file, and restart upload process”.

3. Popup message notifying the user that errors were found and no records were uploaded.
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2342-APVOULODERR. REP Printed 16-Now-2018 at 09:10:53 by THERESA Page 1

Town of Admins
Youcher Load - Errer Report Upload Woucher Spreadsheet X
Correct all errors in spreadsheet, export to .CSV file, and resctart upload process. -_

fow rendos Penic y \ Errors found in upload file

Row Vendor Name Vendor Remit Address Line 1
_____________________________________________ W Mo records were loaded

“Error: Ziprode must be numeric [° AN STR

Z JANE DOE aooooo 00 455 ELM T
Error: Vendor# wust be numeric and between 1 and 599933

2342-APVOULODERR.REP Printed 16-Now-2018 at 09:10:53 by THERESL Page 2
Town of Admins

Woucher Load - Error Report

Correct all errors in spreadsheet, export to C3V file, and restart upload process. I

Row  Vendor Name Vendor Fenit address Line 1

3 TOMMY TWOTONE oooooo 00 10 PINE 5T
Error: Freight must be numeric
Error: Other must be numeric

2342-APVOULODERR. REF Printed 16-Now-Z2018 at 09:10:53 by THERESA Page 3
Town of Adwins
Voucher Load - Error Report

Correct all errors in spreadsheet, export to .C3V file, and restart upload process
Row Vendor Name Vendor Renit Address Line 1
4 LYNRL SEYNED aooooo 00 3 WILDWOOD CIR

Error: Remit# wmust be numeric and between 1 and 99
Error: Price must be numeric

Figure 33 Voucher Load-Error report

Review the report, make the necessary changes, save the file as a .csv file, and try again.
[ADM-AUC-AP-926]

10. PREVIEW OF COMING ATTRACTIONS

ADMINS conducts annual customer site visits. These visits provide the opportunity to solicit customer
recommendations on new features. As a result, the ADMINS team is enthusiastically working on a “User
Favorites” feature to be implemented in the coming months.

10.1. Favorites Screen [New]

AUC has hundreds of processes and screens and thousands of reports. To provide ease of use for
infrequent users and to allow regular users to customize working with AUC, a “Favorites” screen is in
development. This screen may be set as the user’s home screen that is displayed when accessing AUC.

== [AUC] 13-Task Maintenance [theresa] - X
File Edit Ledgers Purchase Orders Accounts Payable Fixed Bssets  Hurnan Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern Favurites

B S & M+ + W U O N

Figure 34 Select Favorites P User Favorites to access the screen and make selections.

The screen will allow the selection of up to 45 items to be available on the Favorites screen.The available
screens will be limited to those to which each user is allowed access. All menu, department, and account
security will remain in effect. Users will make selections from menus.
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Users Favorite Selection ;
- UC] 73-Users Favorite Selection [theresa] X
[ooress Add Favorite

Actions

Enter Slot#

1 B Awvailable Menu Items for Human Resources X

Task# Description Tof

6439 Employee Maintenance A
6771 Employee Maintenance — Read Only
6550 Position Maintenance

Lookup Cancel Clear All

1 Add Favorite

— 509 Emplouee Leave Balance Update Screen 3
70 Employee Name Search
Ledgers 6179 Employee Email Update Screen
6471 Empl Deduction/Benefit Delete Lo H 0
aciecloses G473 Emploges Additional Hoges Deiete Log: 1. Click the [1 Add Favorite] button
Accounts Payabl 6671 Emplogee Salary Delete Log R .
Fixed st €593 Eaplogos Lowva Chorgo Log 2. Make a selection from the list
6160 FLSA Processing
2 6215 Release Timesheets by Grous 3. Select the task “Employee Name Search”
Budget 6011 Release Timesheets by HWarrant
6006 Process Pauchecks -
Collections 6010 Select and Caloulate Warrants 4. Click [OK]
T t‘;gsg gu.e Péﬁmltl Reports = OPTIONA R R
it
Metor b 72ia Prire. Dopasit fovices v 5. Assign aslot for the selection
Mizc Billing

Find = Search Cancel = Help Eof

]

System

1

Figure 35 Steps to create a favorites screen

In the example shown a user has chosen the AP/PO Dashboard and also the PO Query screen.

o~

5
S M:
Figure 36 A user’s selections

A second favorite task in slot #3

) . 4 .
- LereiisEiaesemm 1. The [1 Add Favorite] button displays a
finthea Dinond 4 menu of available tasks
Actons ) - 4 2. The [2 Del Favorite] button allows the
: : AP0 Dashboard : removal of a favorite from a slot
[ 1] z 17: ) 3. The user’s name as entered in the
1 Add Favorite 3 Ve 8 Purehase Orders 18: 4 user prOflle SCI’e_en
2 Del Favorite & 19: ‘ A favorlte taSk In Slot #1
4
4
4

[ADM-AUC-SY-8067]

11. HELP REFERENCE LIBRARY

The following new or updated documentation was added to the Help Reference Library.

11.1. New or Updated Documentation

e DISBURSEMENTS AP-210 Implementing a New Bank Account [Updated]
AP-250 Void Processing [Updated]
e YEAR END PROCESSING AP-710 1099 Processing [Updated]
AP-720 Year End Processing Slides [Updated]
e INTERFACES AP-980 Upload Vouchers—Spreadsheet [Updated]
e SYSTEM AP-1110 System Administration Kit [Updated]
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