ACCOUNTS PAYABLE

RELEASE NOTES — DECEMBER 2019

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows ACCOUNTS PAYABLE system.
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ADMINS Unified Community

Release Notes — Version 19.4

Accounts Payable

1 ENTER BILLS (VOUCHERS) [Enhancements]

December 2019

ADMINS added a run as Excel® option to the Check Register, included error checking on the Voucher
Selection Error Report, fixed an error with retainage, and added columns to the Voucher Entry Edit List.

1.1 Check Register — Run as Excel® [Enhancement]

ADMINS enhanced the check register to run in Excel® format. This will allow sorting, filtering, and

computation using standard Excel® features.

Disbursement Process
Wamant 006155 P
Actons.

Description N

B Task 2111: Check Register *

Check Register

1 warrant

SortReport By: @) Checkt O Vendor Sort Name: 2.3

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

Cancel Clear All

DISBURSE-All Users w

1 warrant

Disbursement Process
Wamant 006155
Descripton Date Stan End  Success
SREITET PR TUEEEnTE )
W1 Task 2111: Check Register x
Check Register
o i o5
SortReport By: @ Checkdt O Vendor Sort Name 2,32
00
Run a5 ) preview O Print ~ OPDF @ Excel "':':
W Printing use Duplex @ ves :
Lookup Cancel | Clear All
DISBURSE-All Users [

Figure 1 Before & After — Check Register now available in Excel®

@ [= I s £ AP_Check_Register_2112_THERESA_006155[1].xml - Microsoft Excel - X
Home Insert Page Layout Formulas Data Review View = &
A2 hd £ | 0341562 hd
[ A B c D E F G H N
1 Check# Check-Type Sep-Ck? Vendor# Name Check-Date Check-Amount Message
98 0341673 Printed 027483 AMAZON CAPITAL SERVICES 2/15/2019 36.87
99 0341674 Printed 014174 AMY MCMAHON 2/15/2019 §10.00
100/0341675 Printed 027474  ANNE BENINGHOF 2/15/2019 6,000.00
1010341676 Printed 000412 BRIAN'S COUNTRY GREENERY 2/15/2019 100.00
1020341677 Prinied 001278 CENTRAL PAPER CO 2/15/2019 927 65
1030341678 Prinied 020734 DITUCCI. GLORIA M 2/16/2019 100.98
1040341679 Prinied 026858 EIUS, LLC. 2/15/2019 72.00
105
K arfhTatd G-, ]
118 Grand Totals Count Amount
119
120 Computer Printed (P) 32 173.551.60
121 Manuals(M)
122 Wire Transfers (W)
123 ACH (A)
124 Other (0)
125 No Check (N)
126 Voids (V)
127 Grand Total 32.00 173,551.60
128 =
129
130
131 DISCLAIMER
132
133 Check Date/GL effective date at top of this report apply to
134 printed checks & ACH payments.
135
136 Wires/No Checks and Manual checks use the Check Date manually =
137 entered on the Voucher.
138
139 Note: Void Reprints are not included in totals
140
141
142 Selection Legend:
143
144/Sort By : Check# E
W« » ¥ | Apchkreg /707 < il »
Ready | =2 =t 100% (—(+)

Figure 2 Check Register run as Excel®

[ADM-AUC-AP-983]
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Release Notes — Version 19.4

ADMINS Unified Community
Accounts Payable

1.2 Voucher Selection Error Report [Enhancement]

Accounts Payable

Enter Bills (Vouchers) Batches

Change Orders » Entry

AP/PO Dashboard Edit List

Liquidate Vouchers Release

Vendors > Voucher Selection Error Report

December 2019

When processing accounts payable vouchers, a
report is available to show vouchers with errors
that will prevent the batches from being posted.
Run the report by selecting Accounts Payable »
Enter Bills (Vouchers) » Voucher Selection Error
Report.

Prior to the software update, this report was getting “stuck” if it was run from the Voucher Posting
screen. Now the system will issue a notification if the report is selected from the VVoucher Posting screen:

Ready

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets
B S8 Me » 0 { Enter Bills (Vouchers) Batches
Vendors > Voucher Selection Error Report

Goto...

== [AUC] 2011 Veucher Posting [theresa)

Voucher Posting

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

1 Select All 2 Deselect Al 3 Post Voucllers

Actions.

= [m] x

S Entry User Department

[Vouchers ~

THERESA [T OWN

Details.

[FRE0Z 189 WEMTDIY ADM

Batch Ttall
g7dd.
10618 3

Details.

[AUC] 2011-Voucher Posting

*

screen

@ Cannot run Voucher Selection Error Report from the Veucher Posting

Move to the home screen or another screen to run the report.

Task 2027: Voucher Selection Error Report

Voucher Posting Selection Error Report

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

Lookup Cancel

Clear All

[ADM-AUC-AP-979]

1.3 Liquidated Vouchers and Retainage [Fix]

ADMINS corrected an issue with Purchase Order balances being understated when a voucher was
liquidated that paid and referenced the purchase order with retainage.

[ADM-AUC-AP-978]
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1.4 Voucher Entry Edit List [Enhancement]

Voucher Edit List ADMINS added
the voucher type
1 Select All 2 Deselect All W to the Voucher
[ e8sich [ SenivUser JrEenl?enammm [ 7saws ! Batch TotalVouchers - . R B
7 PRo03197 lERecs o Eley oo ] rw 53,42 | Detals Edit List. This
g Ezggzgi ] Task 2710: Voucher Entry Edit List X ;igz;jg g:::: was done S0 that
O _PrS03153 Youcher Entry Edit List 6571,65 | Detais . P
Exinien P — S the user can quickly see if it was
FRT310 e designated as a Credit Voucher, a
m H”"Iﬂsl ® Preview O Print ~ OPDF O Excel iggiggg B:t::: F I P V h I
eooaiar| 'f Printing use Duplex ®ves O No e e inal Payment VVoucher or a regu ar
o IR G T T Payment Voucher. Run the edit list
N R ] TG00, EITRY Bece | 359602 |_ Detais by Selecting AP ) Enter Bills
(Vouchers) P [3 Print Edit List].

Select a batch or batches and click on the [3 Print Edit List] button. The report is available as
Print/Preview/PDF® format or in Excel® format.

2710-APVOUEDT_AUC.REP Printed 21-Nov-2019 at 10:04:52 by WENDY Page 1

I','cuche' E y Edic L;s\:l

Batcht Bank Voucherf VoucherDate Vendors Name and Address Invoices Invoice Date Check Details

Check Type: Manual Separate Check: Yes
Voucher Type: Payment Voucher

000166 02 25-Apr-2013 e —
w Check Type:

inted Separate Check: Yes
Voucher Type: (=)

ayroll Payment Voucher

Price Amount

LIFE, DISABILITY,CANCER INSURANCE 13.00

Figure 3 Voucher Entry Edit List with the Voucher Type information shown in Print/Preview/PDF® format

[COVENTRY-SUP-SAPLAUC-290]

2 EXCEL® REPORTS [Enhancement]

Users frequently ask for assistance to re-run an Excel® report — and provide an image or photocopy

sample

that was
2552-APPORTRM REP V;‘c;\:rnTc;frﬁerE:" duced

0 2 02 02 P P P PP PP LPLELPELELPSPPIPELPLPLPLPLIPILELSLPLSLS pro

around
the same
_ time last

Page 1 of 1 Printed 12/9/2019 at 3:05 PM By ANTHEA
year. To

help support@admins.com staff provide quicker answers, many AUC Excel® reports will now include the
report number and name in the upper left corner of the report, similar to what is shown on reports run as
Print/Preview/PDF®. ADMINS also now includes the username at the bottom right of the reports.

To see this information while working on the Excel® spreadsheet, select View P Page Layout view. This
information is also available on the preview or printed Excel® output.

[ADM-AUC-SY-8133]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 8


mailto:support@admins.com

ADMINS Unified Community Release Notes — Version 19.4
Accounts Payable December 2019

3 QUERIES [Enhancement]

The voucher

guery screen is

accessed via View All Vouchers (Bills)
Goto.
Accounts Payable o
> Queries > VieW 3 Vou# 2 Baich 4 DepiCode 5 VouchDate & Vendor Name [Year |Location Status Voucher Total| Balance|
1 Select :Eﬁl%lo [ELDMMT 15-Mow-2018 [W.B. MASOM CO, IMC. [2019 [Posted [Closed 13,31
All Vouchers 434565 [15510 EDMNT 15-Hov-2016 [W,B. MASON CO. INC, |2019 [Posted  [Closed 36,50
434566 19510 [BLDMHT 15-How—2018 4.5, MASOM CO. IMC. [2019 [Fos
(Bills). For users
Wlth Very Ilmlted 3 Vieuchers have been selected for Viewing
Continue searching?
departmental Clee [VES) o contmue searching
tO only a Click [NO] to stop searching and view Vouchers
access
few vouchers, the = N
system would

appear to not
respond, when, in
fact, the system was reading hundreds of thousands of records to find the vouchers the user could access.

ADMINS added messages to alert users when more than 5000 records have been read without a match.
The system will read 5000 records, and if the screen is still not full, will display a message with the
number of records currently selected and the options to [Yes] to continue searching or to [No] to view
the current selection.

If no records are found in the first 5000 records, the message “No Vouchers have been selected for
Viewing” will be displayed and the option will be to click [Yes] to continue searching or to [No] to view
the current selection. These messages will allow users with only a few records to access their data more
quickly, and not require them to wait until an entire screen of records is available.

[ADM-AUC-PO-514]

3.1 Querying Contract History [Enhancement]

= 14070-Contracts Query - Posted [MUPDEV5] - X A purchase Order IS Used tO
File Edit Ledgers PurchaseOrders AccountsPayable Budget System Favorites Help
BB Moo EW Q@S encumber funds from a contract.
Conacs Contracts Query - Posted That PO is then used to create and
o ‘Vendor Code 053856 01 ;D::H;w;:" zézgugizog city AdvemsﬁFTr:m pay accounts payable VOuCherS On
Effe 09-Aug-2017 Media 1
e, 2o e those Purchase Orders.
Insurance Cert Expires 01-Apr-2018 Media 4
Ve To view activity on contracts, select
Encumbered 2320823,53 Retained B5450,26
" e sy feanpa Purchase Orders P Contracts P
1 Lines (13) 2 Details 3Addlinfo 4 Status History 5P0s (17) & Vouchers (6) 7 Chanaes (9) Q Attachments View a" Contracts } [Select] the
ine n a] Gty Bal] Ext Amount] [ Retsined]  Retain to Fa)] Balance .
iﬁgggj?fs 1592005,56 2533646?2: £9245.33 63245 .33 2:5;41??43 Contract. Samples are ShOWn In
BT N EEEE aEE Figure 4 and Figure 5.
30170,00 14795.64 15374.36 754,25 754,25 16128.61
52360, 00 52360,00 55030,00
T T T ADMINS added a “Paid” column to
7380,43 7380.43 7380.43 . .
e o525 make it easier to understand
payment activity on contracts.
Unencumbered 1397270,16  Retain To Pay 82450,26. Balance 1994276.75
Lkup up

Figure 4 Before Contracts Query — Posted screen — no “Paid” column
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The Paid column is the voucher extended amount for both Posted and In-Progress vouchers for this
contract/line.

== [AUC] 14070-Contracts Query - Posted [theresa] - ®
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites Help
B EE M+ + 0 Q = OE M8
Contract# Contracts Query - Posted Hpen
Got
ol Vendor Code 001630 01 Dept Code ADM TOKWM ADMINIST Advertised From  01-Aug-2019
Actions BLUE DIAMOMD BUILDING CO Award Date 01-Sep-2019 To 01-Jun-2020
14 GRAMITE ST. Effective 10-Sep-2013 Media 1
WALPOLE EndngDate  10-Sep-2020 Wedia 2
MA  02081-0000 Overspend% Hedia 3
Insurance Cert Expires. Media 4
2020 CFY LTD CFY LTD No text available
Value 525000,00
Encumbered Retained
Paid Retain Paid
r
1 Lines (3) I 2 Details 3AddlInfo 4 Status History 5P0s 6 Vouchers 7 Chanaes (4} Q Attachments
Line [item Description ] Oty Bal Bt Amount|  Encumbered] Unencumbered Retained| Retain to Pay Paid Balance|
1 |line 1 chanze 250000, 00 250000, 00 250000, 00
£ |Jline 2 25000000 250000.00 25000000
F Jine 3 2500000 25000,00 2000000
Unencumbered 525000,00  Retain To Pay Balance 525000, 00
Lkup up

Figure 5 After—Contracts Query — Posted Screen with the new “Paid” column

The screen shows how much has been entered on a voucher, regardless of whether or not the voucher has
been paid. If the contract/PO line is overpaid (e.g. the PO line was for $500 but paid $600 on the
voucher), the Paid column will show the actual amount paid on the voucher, not the encumbered amount.

To see full details on the vouchers - click the [6 Vouchers] tab, then click on the [X Excel®] button. The
Excel spreadsheet will show columns for what was paid on the voucher, relieved on the PO, etc.

ARG I Contract_Vouchers THERESA[Z]xm - Microsoft Excel I

A B c D E F G H I M N o P Q R s
1 Contract# Line# UserBatch Voucher# V#Line Item Description VoucherDate Qty Price Paid Ctr Running Balance Relieved on Cir PO# Voucher Status Invoice# Invoice Date
2 19-0361 1715614 "436303 1 temporary lease for library 10/23/2019 3.00 7,699.00 23,097.00 161,679.00 23,097.00 191158/1 Open ADFAER 10/23/2019
3 19-0361 1715615 435304 1 temporary lease for library 10/23/2019 1.00 7,699.00 7,699.00 153.980.00 191158/1 Entry Began ADFAE  10/23/2019
4 19-0361 2"15614 '436303 2 temporary lease for library 10/23/2019 3.00 7,699.00 23,097.00 130,883.00 23,097.00 191158/2 Open ADFAER 10/23/2019
5 19-0361 2715615 435304 2 temporary lease for library 10/23/2019 2.00 7.,699.00 15.398.00 115.485.00 191158/2 Entry Began ADFAE  10/23/2019
[} 69,291.00 46,194.00
7

Figure 6 Excel® spreadsheet showing voucher details (some columns hidden)

[ADM-AUC-BID-7]

4 YEAR END PROCESSING » Quick 1099 Code Update on Vouchers [Fix]

E Select Viouchers for 1099 Code Update X
Quick 1099 Code Update on Vouchers

Description Date Start End Success Work File Not Empty
Restart Step Process

ﬂ Select Vouchers for 1099 Code Update 14-Jan-2019 17:38:03,64 17:38:09,70 O
Edit Selected Vouchers

Edi List of Changes

Figure 7 Steps Menu for 1099 Voucher Updates

Run Restart Step to remove selected vouchers

This process is used to review the codes used on vouchers and if necessary, assign new codes. The steps
menu was not resetting the success flag when the [Restart Step Process] was run. This was corrected and
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installed with the March 2019 software update and is included here to document the change and remind
users of the feature.

[ADM-AUC-AP-941]

5 DEPARTMENT GROUP SECURITY [Enhancement]

System
User Menu >
Department Group Menu > Department Group Profile
Menu Group Setup Department Group Security

The Department Group Security screen controls access to departments on a per-user basis.

Department Group Security

Goto.

Actions

Username  ERIIEEE Anthea Dimond

Department  |Description [Access Code Status On User
&y IRECT abol Read Only_(© Access Mo-Access [Active  [Default
IRECZ abcZ |O Read-Only @) Access (O MNo-Access [Active
FES ABS RECREATIOM DEFT Read-Only Access Mo-Access |[Inactive
IADM TOHN ADMIMISTRATOR O Read-Only @) Access () Mo-Access [Active
IRDOMIN TORN ADMINISTRATOR O Read-Only @) Access (O No-Access [Active
IROUSER TOKN ADMINISTRATOR |O Read-Only @) Access (O No-Access [Active
AFFORD AFFORDABLE HOUSIMNG |2 Read-Only @) Access (O No-Access [ictive
IANIMAL ANIMAL COMTROL Read-Only Access Mo-Access |[Inactive
[FRCAND ARCAND FARK [ Read-Only @ Access () Mo-Access [pctive
eE B DL [N Readon @ acce Mo Accece |5 =

Figure 8 Before — the Department Group Security Screen without the [2 Set Access] button

ADMINS added a [2 Set Access] button to the Department Group Security screen to allow changing
ACTIVE departments that are not the user's Default department. We do not allow the users default
department to be changed on this screen to prevent a situation where a user would have access to no
departments.

Note: if the User is inactive — the Set Access button will be
grayed out. The user security may be copied to another user,

USEIEITIS  put access cannot be changed on an inactive user.
== [AUC] 14-Department Group Security [theresa] - X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B &E we»m THQ @ F U
Department Group Security
Goto.
Actons | userame Theresa
Department  |Description [Access Code [status [onuser Ta
gy BCL laboc T D Read-Only @ Access (O No-Access [Active |
——— P -
2 Set Access 57% B! [AUC] 14-Department Group Security [theresa] X |—
B, o™ —" T ] |
. M TOWN ADMINISTRAT - Set Default Access for Department Groups
CEMETERY CRGIERY
ICLERK TOWN CLEr Access Code: () Read-Only ® Access O No-Access
ICOA SENIOR CENTER "
ICOLLECT COLLECTOR
ICRPCD CRPCD v
Lookup Cancel Clear All
Status: User Active Lkup up

Figure 9 Using the [2 Set Access] button for a user on the Department Group Security screen
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57 [AUC] 14-Department Group Security [theresal % Click on [2 Set Access] to set the access for
Set Default Access for Department Groups the user to Read Only, Access, or No-Access.
Access Code: () pead-Only O Access © No-Access Inactive departments will be ignored; the

user’s default department will be ignored.

Lookup Cancel  Clear Al This process will only change ACTIVE
departments that are not the users default
department. In Figure 10 the highlighted lines will not change:

0 because it is the selected user’s default record

9 because the department is inactive.

Department Group Security
Goto.
Actions Username Theresa
Department  |Description Access Code Status On User | A
WL SELECT EORRD OF SELECTMEN Read-Only @ Access () No-Access [Active
TR SEUSER SE Users (D Read-Only (® Access OMNo-Access [Active
SEMER SEWER-OPERATING () Read-Only (®) Access () No-Access |Active
SICKDAY SICKDAY [ ) Read-Only (® Access () No-Access |Active
TESTTCHEW  [New Test Department ) Read-Only (®) Access () Mo-Access [Active
o TOWN TOWN Read-Only AcCcess MNo-Access [Active Default
TRASH TRASH [D Read-Only (® Access (O No-Access [Active
TREAS TREASURER () Read-Only (®) Access () No-Access [Active
WORKCOMP WORKMEN™S COMPENSATI ) Read-Only (® Access () No-Access |[Active
e WHTP WOONSOCKET WASTEWATE Read-Only Access No-Access [Inactive
[ZONING ZONING BOARD (@) Read-Only () Access () No-Access |[Active
v
Status: User Active

Figure 10 Department Group Security screen examples of what will and will not change

To change access for a user for an inactive department, first activate the department, change the user’s
access, and inactivate the department again.

[ADM-AUC-SY-8123]

6 HELP REFERENCE LIBRARY

The following new or updated documents were added to the Help Reference Library.

6.1 New or Updated Documents

e SYSTEM AP—1110 System Administration Kit [Updated]
e YEAREND PROCESSING  AP-730 General Instructions for Forms 1099 [Updated]
AP-740 Application for Filing Information (FIRE System 4419) [Updated]
AP-750 Instructions for Form 1099—INT [Updated]
AP-770 Instructions for Form 1099-S [Updated]
e INTERFACES AP-970 Credit Card Processing [Updated]
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