ACCOUNTS PAYABLE

RELEASE NOTES-DECEMBER 2020

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 20.4

Accounts Payable December 2020

1 DUPLICATE VOUCHER ERROR CHECKING [ENHANCEMENT]

Sites using decentralized data entry have reported that a user can pay an invoice that another
user has already paid — and the users may not key in the same invoice number. This can result in
duplicate payments requiring that a credit memo be issued by the vendor and processed as a
credit voucher.

Accounts Payable error checking includes the “Site Specific Error Checks” to allow sites to choose what
error conditions to flag as a warning or hard error, or to ignore. ADMINS added sequence number 20 to
the error checking for Accounts Payable. This checks for vouchers that are:

e paying the same dollar amount,
e for the same invoice date,
e andvendor.

This condition may be set to ® Warning, ® Hard Error, or ® No Message. To view or edit the setting go
to:

System) Site Specific Error ChecksP AP

== [AUC] 7-Site Specific Error Checks [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B SE me»m PN Q @ Fu
Site Specific Error Checks
Goto...
Actions =
Task Code Accounts Payable Entry Error Check
Seq#{Description Action Code Value |Buttons "
1 [vendor on Hold O Waming @ Hard Error (O No Message 1 Edit I
2 |Remit Address not AP (O Waming (O Hard Error (@) No Message
3 |Allow Voucher Terms different to Vendor |0 Waming ® Hard Error () No Message
5 |Voucher Account Different to Item Acct @Wammg (OHardError (O No Message
6 1099 Vendor with no FID ® Warning (OHard Eror (O No Message
7 |PO In Different Fiscal Year OwWaming  (OHardError (@) No Message
8 |Allow Personal Services Accounts |0 Waming (OHard Error  ® No Message
9  |Hire Transfer to have Blank Check Date | Waming (® Hard Error () No Message
10 [Allow No-Print Checks to have blank Date |0 Waming (® Hard Error () No Message
11 [Allow Assets Account Types [® Waming (O Hard Error () No Message
12 |Allow Liability Account Types O Warning (O Hard Error  (® No Message
13 |Allow Fund Equity Account Types () Warning (O Hard Error (@) No Message
14 |Allow Expenditure Account Tupes |0 Warning (OHard Error (@ No Message
15 |Allow Revenue Account Types [®Waming  OHardEmor () No Message
16 [Allow Inv Date to differ from Vouch Date [ )Waming (O HardError (® No Message
17 |Allow 1099 Code different to Vendor O Warning (O Hard Error (@ No Message
18 |Allow Retainage to be Liquid on "L" Type [® Waming (O Hard Error () No Message
19 JAllow Voucher Date less than Invoice Dt @) ) a2ge
|20 [Check same Vendor. Inv Date & Amount Warning (® Hard Error () No Message |
N 1 ! 1 T
-- Added 24-Feb-2003 By ANTHEA Changed by Status: Site Check Active

When the system checks the batch, if a voucher is found that meets the criteria the following error will
be listed on the report. To check a batch, go to:

Accounts Payable ) Enter Bills (Voucher) P Batches P [4—Check Batch]
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ADMINS Unified Community

Release Notes — Version 20.4

Accounts Payable December 2020
Voucher Batch Entry
ok Batch PRI03452 Default Bank [T CITIZENS BANK OF MA 211070:
o Default Dept Ol TOKN
ons oucher Date_[17-Nov—2020 >—
Ucher Date  [17-Nov-2020 .. ire/ACH (O No Check O Manual
e xpected Entered Balance
Price 64688 , 2600 64688,3600
 Baten Freight
2 Last Batcl Olher
Totals 64688.36 64698.36
Sl bmit Batch for Processing OYes @No
4 Check Batch
o \
Tota
40,00
Payroll Paume .
- 002436-01 T5A CONSULTING GROUF Pauroll Paune 50,00
VELALD [001630-01 NEW YORK LIFE INS €O Pagroll Pagne 155,19
00182901l ~———— = = =
8 Cover Sheet 469050 \|oo1g27-01| -8 TedRE - AP_Mult_Voucher_Error_THERESA[4].lis
469049 01824-02| re  Egit  Format Options
463048 1824-01 =
9 Send Batch to 465047 3-01 ‘ Courier New LI ‘9 LI B/ /|U l u :I' _=|
[65045__[p0\gez-0L =
469045 00182101} 2085-FMREP: APVOUMULERR Printed 08-Dec-2020 at 09:02:30 by THERESA Page 1
Report 26i 63044 00188001 City of ADMINS
469042 J000EEY-0! VOUCHET ELTOT CNECE DY Doten
469042 000684\01
463041 [000166N2
A Voucher#¢ Line GLLine Errors

A4

Warning: P2134-Duplicate Vendor,

Inv Date & Amount. Run Report 2609

Voucher#
469058

File Edit Format Options

@ TedRE - AP_VendorinvDateAmount_THERESA[1].lis

|(ourierNew j‘ﬂ j BlIJHI.' i=| & I EE'E'@
[
2609-FMREP: APDEUFVENDATAMT .REP Printed 08-Dec-2020 at 09:00:40 by THERESA Page 1
City of ADMINS
Vendor with same Invoice Date/Amount

Voucher# User Batch Vendor Vendor-Name Invoice# Invoice Date Amount Status Du:p

9058 PR903452 006195 TSA CONSULTING GROUP PR 903452 006195 011 17-Nov-2020 40, & _
B e e - e T TR TEE N T T

469058 PR903452 006195 TSA CONSULTING GROUF PR 903452 006195 011 17-Nowv-2020
] 469080 PR903452 006195 TSA CONSULTING GROUF 3 17-Nov-2020
Selected Vendor: 6195

Invoice Date: 1117

Figure 1 Using Report #2609 to identify duplicate payment amounts, vendor #s, and dates.

Return to the batch screen and make note of the vendor number and the voucher date, as each is
needed to run Report #2609. Run the new report from the [0_Report_2609] button on the screen as
shown above. The report will look like Figure 1; review the report and make changes as needed if
duplicates are found and vouchers should be removed. The report is also available in the report library:

Accounts Payable P Reports P #2609 Vendor with Same Invoice Date/Amount

Report Library by Voucher
Report Name [view  [Report
2609-Vendor with same Irnvoice Date/Amount Run

There may be legitimate cases where
the same vendor will be paid the
same dollar amount and invoice date;
this error checking helps prevent
inadvertant duplication.

[ADM-AUC-AP-1042]
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ADMINS Unified Community Release Notes — Version 20.4

Accounts Payable December 2020

2 RETAINAGE [Fix]

ADMIINS corrected an issue with vouchers paying against a purchase order using retainage.

2.1 Voucher Error Check

The voucher error check was not taking into consideration current in-progress retainage in addition to
open retainage on the Purchase Order (PO) balance to see if the amount to pay exceeded the PO
balance. Try these step-by-step instructions in the training account to fully understand how this works.

2.1.1 Example of a PO with Retainage
This example uses PO #194785 created for $125,000 with 5% retainage.

. . . i $125,000.00
1. Make a payment of $25,000; $23,750 is paid and $1,250 is retained. The $ (25,000.00)
H . ’ .
balance available to a payment voucher is $100,000.00. PP
$100,000.00
Open
PO Query - Posted TLERESE
Vendor Code 014406 01 DeptCode TOWN TOWN DeliverTo 1 BELL PRESCHOOL - SOUTH
ADA ENGINEERING.INC. Via Email PODate  02-Dec-2020 FY 2021 Invoice To § BELL PRESCHOOL - SOUTH
271 MAIN ST, SUITE 205 Type Code R Regular 1 Delivery Notes f J Internal Notes
STONEHAM No text available No text available
0 Line Balances MR 02180-0000 Ship To Attn
Ship Date
Expected Amt
3 tems 4 GL Details S Status History € Vouchers (1) 7 Changes 8 Attachment (1) 125000,00
Ljpe item Qty UOM Item Description FA Price Freight Other Ext Amount Retained Balance
ﬁ_ Engineering for trash incineration fac 125000 ,0000 125000 ,00 1250 ,00 101250 ,00
Spiit 0100-430-0000-004-00-00-52701 TRASH INCIMERATION
Encumbered 125000,00 Liquidated Relieved 23750.00 Paid 23750,00  Balance 101250 ,00
Retained 1250,00 Liquidated Relieved Paid
3655-POHISLINBAL.REF Printed 02-Dec-2020 at 12:04:54 by THERESA Page 1
City of ADMINS
PO Line Balance Breakdown
PO: 194785 Vendor: 014406-ADA ENGINEERING, INC. Department: TOWN
Line 1
Line Amount Retainage Held 1,250.00 Line Balance 101,250.00
Relieved 0 Paid 23,750.00 Relieved .00 Paid .00 Retainage te Pay {1,250.00
Line Balance Retainage to Pay 1,250.00 Available to Payment Voucher 100,000.00
PO Balance Retainage 1,250.00 Available to Payment Voucher 100,000.00
Selection Legend:
Line Balance : This is the amount that shows on the PO Query screen as the line balance. Includes Retainage still to be paid

Retainage Balance : This is the amount of retainage that has been held back and still needs to be paid
Available to Payment Voucher : Total Line Balance : This is the amount that can be used on a regular payment voucher for this line (not pay retainage voucher)

Hote: These balances do NOT include any in-progress vouchers.

Figure 2 Line balance report for PO #194785
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ADMINS Unified Community Release Notes — Version 20.4

Accounts Payable December 2020
2. Make a payment to retainage of 1,000. Since retainage Retainage 5 1,250.00
has already been factored into the payment, the available |pay Retainage $ 1,000.00
amount to pay on a payment voucher remains at Balance Retainage 5 250.00

$100,000. It does, however, change the line balance on
the PO as the amount relieved and paid on the purchase order has increased by the amount of
the payment to retainage.

3655-POHISLINBAL.REP Printed 02-Dec-2020 at 12:07:28 by THERESA Page 1
City of ADMINS 2
PO Line Balance Breakdown

PO: 194785 Vendor: 014406-ADA ENGINEERING, INC. Department: TOWN

Line 1
Line Amount 125,000.00 Retainage Held 1,250.00 Line Balance 100,250.00

Relieved (24,750.00) Paid 24,750.00 Relieved (1,000.00) Paid 1,000.00 Retainage to Pay (250.00

Line Balance .00 Retainage to Pay 250.00 Available to Payment Voucher 100, 000.00
PO Balance 0.00 Retainage 250.00 Available to Payment Voucher 100,000.00

Selection Legend:

Line Balance : This is the amount that shows on the PO Query screen as the line balance.

Includes Retainage still tec be paid

Retainage Balance

Available to Payment Voucher :

: Thiz i= the amount of retainage that has been held back and still needs to be paid

Total Line Balance :

This is the amount that can be used on a regular payment voucher for this line (not pay retainage wvoucher)

Note: These balances do NOT include any in-progress vouchers.

Figure 3 Line balance report after paying the 2" voucher for retainage

3. Make a payment of $100,500; $95,475 is paid and $5,025 is retained. The new retainage
amount is added to the remaining retainage amount of $250 for a total remaining retainage of
$5,275. This current paid amount combined with the 1 payment and any current retained
amount totals $125,500.00
which is greater than the
$125,000 originally
encumbered but within the

30,025.00 (Retained $5275.00
Current Payment S 95,475.00 of the $100,500.00)
Total Paid S 125,500.00

1st Payment + Retainage S

tolerance percentage set on
module control 2201.

The balance on the PO line cannot go below the amount of retainage. So, in this case the PO Line
balance must be $5,275 or greater.

3655-POHISLINBAL.REP Printed 02-Dec-2020 at 12:10:36 by THERESA Page 1
City of ADMINS 3
PO Line Balance Breakdown

PO: 194785 Vendor: 014406-ADA ENGINEERING, INC. Department: TOWN

Line 1
Line Amount 125,000.00 Retainage Held Line Balance 5,275.00

Relieved (119,725.00) Paid 120,225.00 Relieved Retainage to Pay (5,275.00

Line Balance 5,275.00 Retainage to Pay 5,275.00 Available to Payment Voucher .00
PO Balance 5,275.00 Retainage 5,275.00 Available to Payment Voucher .00

Selection Legend:

: This is the amount that shows on the PO Query screen as the line balance. Includes Retainage still to be paid
: This is the amount of retainage that has been held back and still needs to be paid
Total Line Balance : This is the amount that can be used on a regular payment voucher for this line (not pay retainage woucher)

Line Balance
Retainage Balance
Available to Payment Voucher :

Note: These balances do NOT include any in-progress vouchers.

Figure 4 Line balance report after the third payment of $100,500 — note difference between “Relieved” & “Paid”
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ADMINS Unified Community Release Notes — Version 20.4
Accounts Payable December 2020

This overpayment triggers the voucher error check report:

85- : rinte -Dec-. at :09: v age
2085-FMREFP: AFVOUMULERR Pri d 02-Dec-2020 12:09:07 by THERESA B 1
City of ADMINS
Voucher Error Check by Batch

Voucher# Line GLLine Errors
469036 1 Warning: Pay $95,475.00 + Paid/Retain $30,025.00 exceeds PO Line 1 $£125,000.00 b

The full message indicates that the total exceeds the PO line but is within the tolerance.
4. Pay the retainage remaining on the purchase order - $5,275.

3655-POHISLINBAL.REP Printed 02-Dec-2020 at 12:14:35 by THERESA Page 1
City of ADMINS
PO Line Balance Breakdown a
PO: 194785 Vendor: 014406-ADA ENGINEERING, INC. Department: TOWN
Line 1
Line Amount 125,000.00 Retainage Held Line Balance .00
Relieved {125, Paid 125,500.00 Relieved Paid €,275.00 Retainage to Pay .00
Line Balance Retainage to Pay Available toc Payment Voucher .00
PO Balance .00 Retainage .00 Available to Payment Voucher .00
Selection Legend:
Line Balance i This is the amount that shows on the PO Query screen as the line balance. Includes Retainage still to be paid
Retainage Balance : Thiz is the amount of retainage that has been held back and still needa to be paid
Available to Payment Voucher : Total Line Balance : This is the amount that can be used on a regular payment voucher for this line (not pay retainage voucher)
Note: These balances do NOT include any in-progress vouchers.

Figure 5 Shows the line balances report when the PO is fully exhausted

This also triggers a voucher error check report:

2085-FMREF : AFVOUMULERR Printed 02-Dec-2020 at 12:11:59 by THERESA Page 1
City of ADMINS
WVoucher Error Check by Batch

Voucher# Line GLLine Errors

469037 Warning: Voucher Type H different to Batch Type P
1 Warning: Pay #5,275.00 + Paid $120,225.00 exceeds PO Line 1 £125,000.00 but with
1 Warning: Pay $£5,275.00 + Paid/Retain £125,500.00 exceeds PO Line 1 £125,000.00 b

Figure 6 This report is a warning only because it is within the tolerance % specified on module control 2201

Accounts Payable Module Control

Seq#|Description Answer [Buttons P
wTulwamx # for Vouchers with Purchase Orders 5.0 1 Edit

2202 [Default PRICE from Purchase Order on Voucher when paying from [N

2210 [REAP Export File Location and Name {(ex: q:i‘reap‘reap.xls) i \auc_development \adnhome\transfer

2460 [Directory location of Credit Card import files

2519 [# of Item prefix digits specifying Item Class [4] ]

[ADM-AUC-AP-1052]

2.2 Posting Vouchers

When calculating the balance to relieve on the PO, the system was overstating the amount to relieve.
ADMINS corrected this. See Figure 6 above for a sample of the corrected voucher error check report.

[ADM-AUC-AP-1052]
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ADMINS Unified Community Release Notes — Version 20.4

Accounts Payable December 2020

2.3 Line Balance Report

ADMINS added the Voucher Paid amount and Retainage Paid amounts to the Line Balance report to
make the impact on the purchase order easier to follow when making payments to retainage and
regular payments. See Figure 2 through Figure 5 above. To run this report, go to the:

Purchase Order Query Screen P [0 Line Balances].

Open
PO Query - Posted THERESH
Goto.. "
oo Vendor Code 000078 02 Dept Code  TOKN TOWN Deliver To 1 BELL PRESCHOOL - SOUTH
Actims GUERRIERE & HALMNOM. INC Via Email PODate  02-Dec-2020 FY 2021 Invoice To 3 BELL PRESCHOOL - SOUTH
2 RONALD PELOQUIN Type Code R  Regular 1 Delivery Note J Internal Note:
No text available No text available

0x 235
0 Line Balances MA  01757-0000 Ship To Attn
Ship Date

The report may be run to Preview/Print/PDF® or Excel®

B | Task 3655: PO Line Balance Breakdown X

PO Line Balance Breakdown

Run as @ preview O Print - OPDF O Excel
It Printing use Duplex @ ves (O No

Lookup Cancel Clear All

[ADM-AUC-AP-1052]
3 VENDORS [Enhancement]

Vendors » Enter Vendors

View Vendors

ADMINS added features to the vendor

Vendors by Classification

Vendor Name Query maintenance screens available from the
Vendor Name Search Accounts Payable and Purchase Orders
Vendor History menus.

Vendor Invoice Query

Merged Vendor History

3.1 Remit Addresses [Enhancement]

This enhancement addresses a concern that if users want to find a vendor, and the first remit shown is
inactive, the user may think the entire vendor is not active and either request a new vendor number or
create a new vendor. Prior to the software update, the first remit address was always displayed first,
even it was an inactive remit address.

ADMINS changed the vendor field to display the first active remit address for a selected vendor. If all
remit addresses are inactive it will display the first remit for that vendor. Access the screen via:

Accounts Payable ) Vendors ) Enter Vendor

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 24



ADMINS Unified Community Release Notes — Version 20.4

Accounts Payable December 2020

Type the vendor number in the
vendor field to display the first

== [AUC] 2000-Enter Vendors [theresa]

File Edit Ledgers PurchaseOrders Accg S—mble Fixed Assets Human Resources Budget Col . . .
B ESE e+ ¥ u P active remit address. If looking
for a vendor but the vendor
Enter Vendors number is not known, enter the
Goto.. . . .
° , first six characters in the vendor
Vendor I .
Actions name, click on the lookup, and
T A R — — select one of search options.
2: By Sort Name k The system will display the first
3 Ly active remit address.
4: By 2nd Name and Address

5: By Classificati . . . .
. B’ FI;Z" reation While working in the Enter Vendors or View Vendors
3 y L

7: By Address (line 1) Screens, return to the [1_Name Address] tab from the
[3_Classifications], [4_Attachments], [5_Items], or
[6_User_Defined] tabs and the first active remit address will
be displayed.

8: By Date Entered

9: By Name and Address - One Time Vendors

Figure 7 Using the lookup to find a vendor

To return to the [1_Name Address] tab from the [2_Addresses] tab, first select an active remit address.
If accessing the home screen and then returning to the [1 Name Address] screen — it will display the first remit
(whether active or inactive).

Enter Vendors _
Certified Vendor?  es No
Certified By
| Vendor [WliAeNE [GUERRIERE & HALNON, INC Date Certified
2 Addresses 4 Attachment (44) & ftems 9 User Defined

I Remittance P2 of 04 Address Type

Enter a vendor number - the system will display the
first active remit address. Branch to the home
page, select Vendors > Enter or View Vendors and
the system will display the 1st remit address. Type
over the vendor number to see the first active remit
address.

Address Inactive

1 Name/Address 2 Addresses 3 Classification 4 Attachment (44 8 tems 9 User Defined

l Remittance 01 of 04 AddressType Accounts Payable

Figure 8 Type a vendor number into the Vendor Field to display the first active remit address
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3.2 “Change Type” & “Copy Address” Buttons [Enhancement]

There may be a need for additional remit addresses on some vendors. All the address information
(including the address type) from one remit can be copied to another existing remit record.

Enter Vendors
Certified Vendor?
Goto... Certified By
e Vendor NERESI HOZNIAK LAH GROUP AS ATTORMEYS Date Certified
2Addresses 3 Classification 4 Attachment (S) 8 tems 9 User Defined
5 Add Vendor Remittance 1 of 02 AddressType 1099 Address
6 Add Address
1Name WOZNIAK LAW GROUP AS ATTORNEYS Notes 1]
7 Reports 2MName | 2]
SortName WOZNIAK LAR GRO 3
4]
0 Change Type Address 1 5273 STATE ST
Address 2 |
Y Copy Address Address 3 [
City MIDDLESEX
State NJ Zip Code [08346-0000
— o aGaunty [a ™ o e P y , » » * .

3.2.1 Copy a Remit Address

I Y Copy Address

To easily copy a Remit address, use the button. If there is only one remit address for

the vendor, use the [6 Add Address]

button first to create a new address [AUC] 2000-Enter Vendors X
record to use for the “Copy To”
address. |  Thereis only 1 remit for the Vendor. Create new Address first

If only one address exists for the

vendor, this popup will be displayed:

If there are multiple remit address records for
the vendor, the system will display the Copy Copy Address
Address prompt. Copy any existing remit Copy From Remitt (g7 |
address to another remit address. The “Copy Copy To Remitt:
To” address record will be updated with the
address and the remit type. Once the address is
copied, if desired, use the [0_Change Type] Lookup Cancel | Clear All
button to change the new remit address to the
desired type.

B | [AUC] 2000-Enter Vendors [theresal %

3.2.2 Change a Remit Address Type

0 Change Type

For any existing remit address, select [0 Change Type] I to display the Address Type

Change prompt:

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 24
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Select the new address type from the
- | lookup or enter it directly. Valid types are:
thess Type Chanae e “10” for 1099 Address,

e “AP” for Accounts Payable,

Required: Change Address Type To: |

e “HR” for Human Resources, and

@ oK Cancel | Clear Al
L = L «“« ”
q e “PO” for Purchase Orders.
7 Address Type Table X
Type Description Status Tof
0 ess A -
AP Rccounts Payable A
HR HR Vendors A
PO Purchaze Orders A
v
Find Search  Cancel Help Eof
Enter Vendors
Certified Vendor? Yes No
s Certified By
HOZNIAK LAW GROUP AS ATTORNEYS Date Certified
Actions
1 Name/Address 2 Add 3c { 4 (5) 8 tems 9 User Defined
5 Add Vendor Remittance 1T of o0x” Address Type Accounts Pauable?o
6 Add Address
B | [AUC] 2000-Enter Vendars [theresa] o E—
7 Reports
Address Type Change
I 0 Chanae Tvoe I 3| Required: Change Address Type To: ‘
o~
Lookup 'm' Cancel Clear All
—
Contact |
Tite |
1Phone# [(000? 000-0000 Ext 0000 Type [
2Phene# [(000) OCpT T T
Enter Vendors
Certified Vendor? es No
Certified By
l Vendor WEWEEI WOZNIAK LAH GROUF AS ATTORMNEYS Date Certified

8 tems 9 User Defined

1 Name/Address 2 3c j s @)
[ Remittance pL  of 02 @YW 1099 ﬂd@

Figure 9 The remittance 01 address was changed from Accounts Payable to 1099

3.3 Vendor Name Query Screen [Enhancement]

Vendor Name Query
Goto...
Actions
2 Sort Name 31 Name Acddress Class 10949 (FID# HolHa
4 Goto Yendor | GUERRIERE & HALMON. IMC P.0, BOH 235 LMCL renennnng
GUERRIERE = HALM [GUERRIERE = HALMOM. IMC PO BOX 235 LHCL exm e nwnh
GUERRIERE = HALM [GUERRIERE s HALMOM. IMC 15 STEVEMN RD LHCL rxxxmxnef
GUERRIERE = HALM [GUERRIERE 2 HALMOM. IMC C/0 PELOOUIN LIHCL exxnnnnf,
GUERTIM, JESSICA [GUERTIM, JESSICA M 40 CEDARHILL RD FEF

Figure 10 Before - the Vendor Name Query screen

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Three new Fields - (#, Typ, Status) #=remit #, Typ=Address Type
(AP, 10, PO, HR), and Status (A=Active, I=Inactive)

Vendor Name Query

1/

3 1 Name |Address 1099 |FID# Holda
4 Goto Vendor UERRIERE & HALMON, INC .0, BOX 235 | Typ [Status PEr——
GUERRIERE & HALM |GUERRIERE & HALMOM, INC PO BOX 235 1AP [T FrTrTerre
GUERRIERE & HALN |GUERRIERE & HALNON, INC 15 STEVEN RD o2 WP R T
GUERRIERE & HALN |GUERRIERE & HALNON, INC C/0 PELOGUIN PrE—
GUERTIN, JEGGICA |GUERTIN, JEGSICA M 40 CEDARHILL FD 02 |AP A
0d AP A

Figure 11 After — the Vendor Name Query Screen with three new fields

ADMINS added three new fields to the vendor name query screen. The user knows immediately the
remit number, the vendor address type, and the status of the remit address (“A”ctive or “I”nactive) for
all remit addresses for the desired vendor.

[ADM-AUC-AP-934]

4 MAINTAIN BANK CODES

ADMINS added new features to the Maintain Bank Codes screen. The search is enhanced with lookups
available on the ABA number, and a bank may be copied. These features are described in detail below.

Accounts Payable P Tables P Bank Codes

4.1 Searching for a Bank [Enhancement]

Prior to the software update, searching for a bank was limited to searching on the bank name. ADMINS
added the ability to search on Address and ABA number. There are two ways to do so.

4.1.1 Lookup on Bank Code Field

== [AUC] 2517-Maintain Bank Codes [theresa] L
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Mct'?.
B E 8 m e +n &53'5 [l
2 -
Maintain Bank Codes '
Goto... k
STON SAFE DEPOSIT & TRUST ABA# [0113-0292-0 Al
Actions A
-
1-Add Bank F
Address 1 1: By Bank Code
2-Edit List Address 2 1
Address 3 2: By Bank Name —— -
3-Bank Search City Bt ode D0000-9966
Z-Copy Bank
4-Accounts Payable S-Accounts Payable-ACH 6-Human Resources Human Resourcev//
L TN o W o R S— S

The first uses the lookup on the Bank code field. Click on the Bank field to activate the field, and then

either right click or use the magnifying glass Elto bring up the search selection.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 24
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The three options are 1: By Bank Code, 2: By Bank Name, and 3: By ABA.

Use the [Find] or [Search] buttons to locate the desired bank.

¥ | By Bank Code x
Address ABA Status Tof
2115 3 A ~
2113-8178-3 A
TS 2111-7422-0 A
1C FEDERAL CREDIT UNION 2113-8285-0 A
FIRST NIAGARA BANK 2223-7044-0 A
FIFTH T —
AFFINIT| M By Bank Name X
i
¥
AVERICE Nme Bank Address BQ _ r.at.us T:f
QEEEEE; 2219-5§351-2 A
ASPTRAT 2113-8718-5 A
AUBURNI] (ALY BAM ALLY 1240-0311-6 A
AVIDIA | [AMERICAN EXPRESS A 0919-0149-3 A
B¢ OF ¢ [APCO_EMPLOYEE [~ —
BAK of| [PPLE FEDERAL | 1By ABA (e X
ASPIRATION
BANK OF
BANK OF :5?%?20255}(50 ABA lame Address Status Tof
Q) 4 NOR MA. H
BANK OF AMERIC| Bog By ABA UHL ChE (R e ~
BANK OF AMERIC| 0000 TATE STREET BANK & TRUST A
BANK OF AMERIC| l0110-00T2==E0R9 BOA 011000138 A
BANK OF AMERT(| '0110-0013-8 FB BANK OF AMERICA MASS A
BANK OF AMERILC| 10110-0020-6 MA  MASSACHUSETTS DOR - TAXES A
BANK OF AMERI(| 10110-0020-6 SH  SHAWMUT (MAD A
BANK OF AMERIC| 0110-0039-0 B0  BANKEOSTON A
BANK OF AMERI(| 10110-0433-1 US  USTRUST A
BANK OF AMERI(| i0110-0174-2 BY  BAY-BOSTON A
0110-7515-0 S0  SANTANDER (SOVERTGN BAMK) A
0111-0303-3 BKNO BANKNORTH A
0112-0060-8 KEY KEY BANK MATL ASSOC A
0113-0013-9 FT  FLEET A
0113-0014-2 CO  COMMERCE BANK A
0113-0133-0 CN  CENTURY -MTA CR, UM, A
0113-0179-8 EAST EASTERN BAMK FOR A/P LYMN, MASSACHUSETTS A
0113-0179-8 EASY ERSTERN BANK FOR A/P LYNN, MASSACHUSETTS A
0113-0179-8 EASZ EASTERM BAMK FOR A/P LYNN, MASSACHUSETTS A v
Find  Search ) Cancel Help Eof

4.1.2 Bank Search Screen

Maintain Bank Codes <

The second method uses the [3-Bank
Search] button to display the Bank

Goto.
=l Bank Name [STON GAFE TEFUSIT & TRUST  ABAR P113-0292-0" Search screen. The Bank Search screen
4 has three “clickable” columns —the
1-Add Bank
Address 1 [1 BOSTON PLACE “ [1_COC|E] column, the [2_Name]
2-Edit List Address 2 |POBOX 2145 .
) address 3 | i column, or the [4_ABA] column. Click
[\zBanksearch | T—_ City [BOSTON 02106 State [ Zip Code [50000-3 .
=S b on the desired column and enter a
3_Bank seard‘ ayable S-Accounts Pavable-ACH €-Human Resources Hl, sea rCh term In the Keyword Sea rCh
field.
Bank Search
Goto...
Actns Keyword Search o\
1 Code | 2 Name 3 Address 1 City State|Zip 4ABA
i 000
ICF ICENTRAL FALLS \\ (00000-0000 [2115-8982-8
MAY INAVIGANT CREDIT UMION \ \ j00000-0000 [2115-8982-8
YR Tl Y Vol Vi Al = o7 A Vi AT YT Ta s W ~L T | T el ST e =]

Click on the [1 Code], [2 Name], or [4 ABA] buttons at the top their respective columns to activate the field.
The keyword search will search for a string in the active field. In this image, the ABA column is selected.

0 Return to Previous

[ADM-AUC-AP-1056]
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4.2 Copying a Bank Code [Enhancement]

ADMINS added a [Z Copy Bank] button on the Bank Codes maintenance screen. Sites can use the
button when staying with the same bank but adding an account or using a new account number.

General Ledger PAccount Maintenance PBank Codes P[Copy Bank]

IMaintain Bank Codes Maintain Bank Codes
oot ook
Bank FRYC  Name PAVROLL - CITIZENG BANK HEW ABag EI10-7017-5 ABANumerator  [B-7017 Bank  CHSIM Mame FATROLL - CITIZENS BAK MEW ABA B110-7017-5 ABA Numd
Actions | ABADenominztor BI10 fstems “
[Ty 1-Azasans
Aoaress 1 [ Oirect Depos oy Aoaress 1
2Ede List Asoress2 [ OYes  ®No Asaress 2
Address 3 [ Cash Bock Bank Imprest Account Address 3
Bank Search o State [ 2ip Cade [005-0000 Oves  ®MNo s N LA o scarcn ey [ sms[ " 2wCode faoo-com Mo o
Z-Copy Bank =) 2 caoy bars.
S Accounis Fayacie-ACH | | | BHuman Resowrces Human Rasources-ACH 7-Cotactons ctacbamg T-Cotectina &inc Bne
L D000 e (010400 Summarcze Fastng ®MNo OYes court [Fr=-000-0000-300-00-00~ 10400 Summarzs Fostng @ e OYes

faccaizess Twpe £ Checking

Sed 0001115  LastDirect Deposi Used 001586
ey

Verficason Repert [ Vericalion Repott

HRReconRepot [ e HRRecon Repon

Check Form FRGEE Hunan Resources Check +-Send Ema Check Form [REFETE Human Resources Check

M Rk Cote - PAYC ®

Bankhcoouns  [HRTER " Twe E O
LasiCheckUsed 0001115 Last Dwect Deposit Used 09015086

ContactHame [ Phone_[(G003 0000000 Contact Type [ I Prsne [7300) 505-000 Contact Type [

E-malAosress | Em: I
Website Address | Website Address |

8 Racanciaton Layout 9 Reconcltion Layaut

Figure 12 Copy PAYC to new account named PYCY

In the example shown in Figure 12, the existing bank “PAYC” is copied to a new bank named “PYCY”.
Click on [Z Copy Bank], enter the new code, click on [OK], and the system will display the new bank. The
reconciliation layout and any ACH data is copied to the new bank as well.

e Edit the account number, and descriptions, etc., on the new bank code.

o If ACH and Reconciliation files are to be used, test the new account and settings with the bank
prior to going live.

o If the new account number is a different length or includes a hyphen, a test set of checks will be
required for MICR acceptance testing with the bank.

Ask support@admins.com for assistance in making any changes to ACH and Reconciliation layouts and
to coordinate any changes needed to the check form if the new account number is longer than the
original. See AP-210 Implementing a New Bank Account and AP-217 New Bank Account Number in
the Help Reference Library for detailed instructions.

[ADM-AUC-AP-972]

5 VOUCHER ATTACHMENTS [ENHANCEMENT]

An enhancement request was made to add documentation to vouchers en-masse rather than scanning
and attaching invoices and documentation to each individual voucher. Source documents can now be
scanned into a single document and attached to all vouchers in the batch at the same time. This process
will link specified attachments to ALL vouchers associated with the batch.

Add the batch that contains
the vouchers that need the

Add all attachments to be Run the Post Attachments

applied on this screen

step

attachments
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If the desired batch number is unknown, go to the voucher query screen to find the voucher and make
note of the batch number. To add attachments to all the vouchers in a batch, select:

Accounts Payable ) Enter Bills (Vouchers)»Add Attachments to Posted Batch

== [AUC] 2192-Add Attachments to Posted Batches [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help

B &8 m+« » 0 & Q & B8 0
Add Attachments to Posted Batches

S Batch ; g 7AddBaich Closed
Actions Batch Owner DDUBOIS ' 3\, 8Dekete Batch
Voucher Date 23-Sep-2020 Department DISTRICT
Seq# |Description Filename b Y [Buttons ~
1 [Sample attachment for vouchers [BLG_UPLOAD .csv " 7 View a 8 Email a 9 Remove |
2 2nd attachment |t.=st02 1915, dat. '!
| t
B | [AUC] 2192-Add Attachments to Posted Batches [theresa)
Add Batch for Attachments
‘{ I i Required: Enter Entry Batch l:l
6 Add Attachment 0 Post Attachments to Batch
e G Lookup Cancel Clear All

Figure 13 Screen 2192 — Add Attachments to Posted Baches

n Type in the batch number or use the LKUP to find a batch number that is in process.

Click [7 Add Batch] to add a batch to this process. Only batches belonging to a department
group to which the user has access will be available to enter directly or from the lookup.

Use [8 Delete Batch] to remove a batch added in error that is no longer needed for attaching.
a Indicates the batch status — attachments may only be added to posted batches (Closed).

G [6 Add Attachment] —opens the default location is specified in module control #80, the
common transfer directory. To attach a file from a different location —navigate to that location, find the
file, click on the filename, and click [OK].

Accounts Payable Module Control

Seq#|Description [Answer [Buttons [~
Fiscal Year 2021 1 Edit
|

e Ioie of 1

2 e — - e

SE 80 |Common Transter Directory | d:‘\auc_development\adwhome'\transfer
80 |Common Transfer Directory id:\auc_devel opment. \adnhone\transfer

91 [Screen Timeout for Posting/Rpprovals screens [1200 | |

Figure 14 Module Control #80 specifies the location of the Common Transfer directory
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== Open
Mt « admhome > Transfer >
Organize v New folder

Hip # A Name
Reports » || foo041120171557.bxt
Hip @ | fo0071220170946.txt
Style > | foo071220171437.t¢
20203 ] f00072420171520.b¢
550 |=] fo0072420171658.b¢

4 5

= |=] fo0072520161153.txt
Obj

v <

File name: | foo041120171557.6

4/1172017 3:57 PM

All files: *.*

Date modified

Cancel

Use caution when using an
alternate location for
attachments; consult the local
system administrator for a file
location that will be available
for all users. ADMINS does not
recommend attaching files
from a local PC.

Figure 15 Choose the attachment via the standard Windows file explorer window

Once all files to be attached to the batch have been added, click the [0 Post Attachments to

Batch] button. This will only be available after at least one file has been added to the list for this batch.
This process will link each file to each voucher associated with that batch. The system will display the
following message when the attachments have been added:

ent

10 Fosted ne

Attachments have been added to Vouchers in Batch
Batch has now been removed from this screen

oK

The attachments will be available for viewing or emailing by going to the:

Voucher Query P Attachments screen

== [AUC] 2066-Posted - Attachments | 1

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B E&E wme+nm Y Q @a@FLd o
e e Posted - Attachments et
Voucher# 8
Goto.
Actions Vendor 029507 01 Invoice# 21416 Check Type Printed Bank EAST
- Inv Date 14-5ep-2020 Check#  See Check History

Customer# Separate Check

Dept. Code SCHMAINT Hold Check

Vou Date  23-Sep-2020 FY 2021 Type P Payment Youcher

DueDate  15-Sep-2020 Terms DUR

Amount to Pay Vendor
2 Details (1) 3 tems 4 GL Details 5 Status History 6 Check Hist (1) 7 Changes Q Attachment (4 10750 ,00
[Seq# [Description [Fitename Buttons
1 [Check Print Harrant 006645 APCK_EAST0361856 . PIF p————————
2 [Sanple attachment for wouchers BLG_UPLOAD . csv 7 View 0 Email 8 Remove
E R second attachment Upload50Vouchers, csv
4 A zip archive attachment ME_Bank_Export_201601A,zip [
[
9 Add Attach Entered 10750.00 Liquidated Retained Paid 10750.00 Balance
_kup up

Figure 16 Shows the Attachments tab of the Voucher Query screen

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Note: Add and remove files to/from individual vouchers as needed; this is just
a way to quickly apply an attachment to all vouchers in a batch. If after
running the process, an attachment is on a voucher that does not belong
there, remove attachments from the voucher via the VOUCHER QUERY
screen using the [8 Remove] button.

If after posting, more attachments are to be added, run the process again, as many times as needed.

[ADM-AUC-AP-1034]

6 REPORTS

ADMINS added a new report of accounts paid on selected warrants by fund, enhanced the existing
accounts paid on selected warrants with a more descriptive name that specifies “by department”, and
removed the Federal ID field from reports for users with “View Vendors” only access.

6.1 #2083 Accounts Paid on Warrants (by Dept Group) [Enhancement]

Accounts Payable P Reports P [By Voucher] b #2083

ADMINS changed the title of this report to clarify how it is used and to differentiate it from report #
2097.

Report Library by Voucher

Tview [Report |Last Run Date |Run Time =

Report Library by Voucher

chers Paid on Prior Vear PUs Run

S N - S5-Checks Paid on Prior Vear Vouchers Run
= 4 s Ched to Non - Expenditure Accounts Run
[P170-A/F Voucher Aging Report aged by Woucher Tate Run

172-A/F Voucher Aging Report aged by Invoice Date Run
Run
Run

Run

2083-APWARACCTPAY .REP City of ADMINS
Accounts Paid on Selected Warrants (by Dept Group)

Account Number Vendor Vendor Name Voucher#
Warr# 006640 CkDate 21-Sep-2020

Dept FINANCE FINANCE OFFICE

@NO R ®N

1000-000-0000-000-00-39-41500 029872 KNOX, BRIAN RUSSELL 468,012
1000-000-0000-000-00-39-41500 029871 HYUNDAI LEASETITLING TRUST 468,011
9 1000-000-0000-000-00-39-41500 2019 MV EXCISE REVENUE
10
1 1000-000-0000-000-00-40-41500 020875 CABEAST LLC 468,015
12 1000-000-0000-000-00-40-41500 029876 CAB EAST LLC 468,016
13 1000-000-0000-000-00-40-41500 029877 CHABOT, GEORGE W 468,017
14 1000-000-0000-000-00-40-41500 029878 DUNSEATH. JENNIFER L 468,018

Figure 18 Report #2083 as run to Excel®
[ADM-AUC-AP-1027]
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6.2 #2097 Accounts Paid on Selected Warrants (by Fund) [Enhancement]

Accounts Payable P Reports P [By Voucher] P {Page Down}) #2097

| for Fixed Assets

Report Library by Voucher
e 12097 -Accounts Paid on Selected Warrants«by Fund
E917-FPosted Vouchers Ta

Run

The new report may be filtered by up to nine warrant numbers, nine department groups, nine vendor
numbers, and a date range may be specified. Run as Print/Preview/PDF® or Excel® format. This report is

sometimes requested for the year end audit.

B | Task 2097: Accounts Paid on Selected Warrants (by Fund) X
Accounts Paid on Selected Warrants (by Fund)
Optional: Enter up to 9 Warranti's Edit |||] values: |
Optional: Enter up to 9 Department Groups Edit ||] values: |
Optional: Enter up to 3 Vendor#'s Edit ||] values: |
Optional: Check Date Range [mmddyyyy] From: ‘ ‘Tn:|
Run as @ preview O Print O PDF O Excel
If Printing use Duplex @ ves (O No
Lookup oK Cancel Clear All
— o
® sign
RDNONQ=E *» DO O RBE@AR T - & =

== Accounts Paid on Selected Warrants (by Fund)

Figure 19 Report #2097 run as PDF®

[ADM-AUC-AP-1027]
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6.3 Federal ID on Reports [Enhancement]

Some AUC users need access to the vendor’s Federal ID (FID), but many do not. To secure this
information, ADMINS created a set of reports without this sensitive data. Users with access to the
“Enter Vendors” screen will be able to print reports with the FID; users with “View Vendors” access will
not.

The reports with the FID are available by going to:
Accounts Payable P Vendors » Enter Vendors P [7 Reports]
The reports without the FID are available by going to:
Accounts PayablePVendors PView Vendors P[5 Reports]
The reports available from the reports library will not include the FID (see noted exceptions). Go to:
Accounts Payable P Reports P Report Library [1 By Vendor]

If these reports require further safeguarding, please contact support@admins.com. The affected reports
from the Enter Vendors, View Vendors, and Report Library screens are:

Address List # 3816 Vendors Address Listing

Name List # 3823 Vendors missing City, State or Zip
FEondaston Fo # 3817 Vendors Name Listing

# 3818 Vendors by Hold Codes

Vendors by Class
Vendors by 1099

Vendors by Minority Code #3819 Vendors by 1099 Codes
Vendors on State Bid List # 3820 Vendors by Minority Codes
Vendors with Duplicate Names # 3821 Vendors on State Bid List

Vendors w/City and State but no Zipcode

# 3822 Vendors with Duplicate Name Listing
Exceptions are listed in the following sections.

6.3.1 Year End Processing of 1099s

1099 processing has multiple reports that include the FID. 1099 processing can be restricted, and each
site should control which users can access this feature via the menu security. Please contact
support@admins.com for assistance in restricting 1099 processing.

[ADM-AUC-AP-1051]

6.3.2 #2690 Highest Paid Vendors

ADMINS added security to this report so it will not provide the FID if the user cannot access the
Accounts Payable P Enter Vendors screen.
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Report Library by Vendor

Onti 1 taelod
Ly pay

Onti
P

Print Report as:

I: # of vendors to include in report

One-Time Yendors

i [Report Name [View  |Report |Last Run Date |Run Time A
= 5816-Vendors Address Listing i Run J18-Now=2020 [13:12:37 ,89
3823-Vendor=s mizszing City,. State or Zip Run |18-Now-2020 [13:14:09,74
5817-Vendors Hame Listing v Run |1B8-Nowv=2020 [13:15:48,22
3818-Vendors - by Hold Codes 3 Run |18-How-2020 [11:10:05.77
Report Categories 2565-Vendors - by Classification 1 Run [19-NHow-2020 [10:01:32,47
1 By Viendor 3819-Vendors - by 1099 Codes 1 Run_|17-Hov-2020 [12:05:37,01
2 By Commodity kem 3820-Vendors - by Minority Codes ample Run |17-Now-2020 [12:05:49,19
3 By Purchase Order 3821-Vendors - on State Bid List i Run |17-NHow=-2020 [13:04:16,18
4 By Voucher 2094-Vendors - Duplicate Federal Tax ID Humbers Run J17-Now-2020 [13:05:51,17
5 By Disbursement - —- 17-Hov=-2020 |13:06:01,66
€ By Bids 2690-Highest Paid Vendors | : Rn [P1-Dec-2020 [15:54:01.75
7 By Contracts 1 AT 01-Dec-2020 [14:31:22,46
BAudt Reports 2164-Vendor Discounts About to Expire i Rin |16-Nov=2020 [16:46:42,56

B | Task 2690: Highest Paid Viendors x
Highest Paid ¥endors
Required: Enter Date Range From: [p1-Jan-2020 | T0:[30-Nov-2020

nts over this § level (500.01) [5,|]|]|;|‘|]1

20 _
) Detail ® Summary
O Include ® Exclude

Include anly:
rnclude FID# in Excel?

) REAP Vendors

® Yes () No

Run as () preview O Print ® Excel

If Printing use Duplex & yes

) PDF
O No

Lookup Cancel Clear All

A2 - fr | 011599

A B o E F G H L}
1 é; Ef HName Addressi Address2 City_State_Zip #Checks fotal_Paid Classification Mi
2 [011599 BANK - Na PO BOX 2054 SCHUTZ PARK STE 300 MILWAUKEE, W1 53201-0000 12 10,463,570 32 Unclassified
3 0165 BLUE CROSS/BLUE SHELD PO BOX 4184 BOSTON, MA 02211-4184 18 5,064,300 00 Unclassified
4 'booesa NORFOLK CTY RETIREMENT SY 480 NEPONSET ST BLDG #15 CANTON, MA 02021-0000 39 4,529,411 62 Unclassified
& 'oooess MASS TEACHERS RETIRE 5YS 500 RUTHERFORD AVENUE SUITE 210 CHARLESTOWN, MA 02129-1628 27 2,547,046 60 Unclassiied
6 001425 HARVARD PILGRIM HEALTH CARE PO BOX 970050 BOSTON, MA 02297-0000 34 2,194,950 40 Unclassified
7 oozozs TOWN OF BELL-GROUPINS CL TF 10 MECHANIC ST BELLINGHAM, MA 02018-0000 38 1,280,660 69 Unclassified
& 00184 VENDETTI MOTORS INC 411 WEST CENTRAL ST FRANKLIN, MA 02038-0000 10 1,160,582 12 Unclassified
a f27616 E L HARVEY & SONS, INC. 68 HOPKINTON ROAD WESTBOROUGH, MA 01581-0000 9 1.004 554 14 Unclassified
10 ooatea MCWT 3 CENTER PLAZA, SUITE 430 12TH FLOOR BOSTON, MA 02108-0000 3 918,330 02 Unclassified
11 ooo1sg. BICO 307 EAST CENTRAL STREET FRANKLIN, MA 02038-0000 1 722,486 02 Unclassified
12 'booaza BLACKST VAL SUPT COLLAB. B85 PLEASANT ST UPTON, MA 01568-1409 4 698 280 50 Unclassified
13 020003 J D'AMICO INC 10 YORK AVE RANDOLPH, MA 022368-0000 6 570,354.68 Unclassified
14 27606 T MIOZZI INC 80 COMPASS CIRCLE NORTH KINGSTOWN, RI 02852-0000 3 541,238.39 Unclassified
15 [b01205 LEARNING CTR FOR THE DEAF b | 848 CENTRAL STREET FRAMINGHAM. MA 01701-4580 12 538,620.43 Unclassified
16 13224 PRIDE ENV. & CONSTRUCTION INC s '] P.O.BOX 547 EAST TAUNTON, MA 02718-0000 5 481,174.52 Unclassified
17 20000 STOP LOSS INSURANCE BROKERS IN *******§ 20 PARK PLAZA, SUITE 628 BOSTON, MA 02116-4303 El 450,057.88 Unclassified
18 24016 MBA PROPERTYSCASUALTY GROUP | *==g PO BOX 4106 'WOBURN, MA 01885-4106 2 447,958.00 Unclassified
19 28887 TERRAFORM POWERLLC 200 UBERTY STREET 1.NEW YORK, NY 10261-0000 10 421,360 64 Unclassified
20 "o04299 CITY TREASURER 169 MAIN ST WOONSOCKET, RI 02895-0000 4 317,899.10 Unclassified
21 023263 VAN POOL TRANSPORTATION PO BOX 1000 WILBRAHAM, MA 01095-0000 7 314,001 00 Unclassified
22 016516 GREAT-WEST RETIREM SVC - WELLS MA DEF COMP SMART PLAN FULL TIME VATTN. ACCOUNTING DE DENVER, CO 80256-0889 7 257,376.15 Unclassified
23 07911 MHQ MUNICIPAL VEHICLES 401 ELM STREET MARLBOROUGH, MA 01752-0000 20 248,356 28 Unclassified
24 1025147 CHA CONSULTING INC 111 WINNERS CIRCLE PO BOX 5269 ALBANY, NY 12205-0269 9 231,116 68 Unclassified
25 002184 TOWN OF BELLINGHAM-POLICE 30 BLACKSTONE STREET BELLINGHAM, MA 02018-0000 124 206,992 65 Unclassified
26 015014 M E CTR FOR CHILDREN PO BOX 845108 BOSTON, MA 02284-5108 12 8 62 Unclassified
27 Grand Total 525 X
28
29
30 |Fmers:
31 |Begin 01-Jan-2020
32 Eng 31-Dec-2020
] L00 The FID will be truncated for users running the report who do
flromat____ Susrry not have access to the Enter Vendors screen (same as the View
37 [Entity Both Vendors screen)
38 REAP? Both
39 |[FID? Y
40
bt

Aptoppay (0] ‘ »

[ADM-AUC-AP-1051]

6.3.3 #2621 REAP Reports (Massachusetts APIF)

ADMINS added checking that this report will not run if the user does not have access to the Accounts
Payable P Enter Vendors screen.
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Report Library by Vendor

Report Name

>

View Report

3816-Vendors Address Listing

Run

3823-Vendors missing City, State or Zip

Run

3817-Vendors Name Listing

Run

3818-Vendors - by Hold Codes

Run

2565-Vendors - by Classification

Run

3819-Vendors - by 1099 Codes

Run

3820-Vendors - by Minority Codes

Run

3821-Vendors - on State Bid List

Run

2094-Vendors - Duplicate Federal Tax ID Humbers

Run

3822-Vendors with Duplicate Name Listing

Run

Run J

12800-Highest Pajd Yendor
P621-Vendors - REAP Reportlng!

=TT T i

Rung Ml
Run|

December 2020

2600-Merged Vendor History

2616-Vendor Used Report

2617-0ne Time Vendors paic
2161-Check History by Vend Required: Enter Year
03-Vendor ACH Setup

d Comi

REAP Reporting

Run as @) preview O Print
It Printing use Duplex @) ves

3810-Vendor Labels - LSV ( # | Task 2621: Vendors - REAP Reporting ¢

2020

= Required: Include Total Payments of at least this $ level [5000.00) ‘5|]|]|]

O PDF
O Ne

Lookup ( 0K, ) Cancel Clear All

REAP file cannot be generated v X

You dont have access to Enter/Update Vendor information
Contact your Supervisor or AUC Support

Press OK to Bxt

Figure 20 Users who attempt to run the report without the proper access will see the message above

7 1099 PROCESSING

[ADM-AUC-AP-1051]

Due to the creation of Form 1099-NEC, the IRS revised Form 1099-MISC and rearranged box numbers
for reporting certain income. ADMINS made other changes are described in the sections below.

7.1 Form 1099-NEC [Enhancement]

See https://www.irs.gov/instructions/i1099msc for detailed information from the IRS. More information

will be provided during the annual 1099 Webinar. Updated slides for the webinar will be installed with
the software update. Please see AP=710 1099 Processing for detailed instructions for 1099 Processing.

[ADM-AUC-AP-991]
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7.2 TIN Truncation (Mask SSN & Fed ID Numbers) [Enhancement]

PAYER'S name, street address, city or town , state or province,, country, ZIP
or foreign postal code, and telephone no.

TOWN OF ADMINS
219 LEWIS WHARF
BOSTON, MA 02110 {

Federal ID number
masking sample

LuAnn Moore (617) 494-5100 \/

|

PAYER'S name, street address , city or town , state or province , country, ZIP
orforeign postal code, and telephone no

TOWN OF ADMINS
219 LEWIS WHARF

Social Security number

BOSTON, MA 02110
masking sample

|

LuAnn Moore (617) 494-5100

\|

PAYER'S TIN

RECIPIENT 'S TIN v
04-1234567

w*_=*6960)

PAYER'S TIN

RECIPIENT 'S TIN
04-1234567 e Ba7g

Figure 21 Sites may elect to have TINs masked on printed forms

Control the masking of Taxpayer Identification Numbers (TINs) on the AP 1099 Entity table. Go to:

Accounts Payable P 1099’s ) Entity Table

Maintain Entity Codes

1AP 1099

Entity Description Regional School of ADMINS
Name Regional School District
Address1 219 LEWIS WHARF
Address 2 |
Address 3 |
City ALLSTON Phone (6171 494-5100
State MR Zip Code [D2134-0000 Fed TaxID  [5E3852741
Country | State TaxID  BE3852741

Transmitter Control Code [31005
Combined Filing State Number PBS
Payer Control Name RDMI

Contact Employee Name
Contact Phone Number

LuAnn Moore

(617} 434-5100

Contact E-mail ksupport@admins .com
Export Directory for IRS file |\ “teclient\ch\Folderls
[Mask TINg as == -##a# @®No (OYes on printed 1099 Forms|

Figure 22 AP 1099 Entity Table

The default is set to ®No and will continue to print the entire unmasked TIN on the printed forms. Set
the radio button to ®Yes to mask the TIN with asterisks on the printed form. In either case, the full TIN
will be supplied to the IRS in the electronic filing.

[ADM-AUC-AP-991]
7.3 Create /Maintain 1099 Codes [Enhancement]

This table was updated to accommodate the new 1099 NEC forms. The reported minimums may change
each year; check the values in this field annually against the IRS regulations. To access this screen, go to:

Accounts Payable » 1099’s » 1099 Codes
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== [AUC] 2522-Maintain 1099 Codes [theresal
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
B SE me+m BH Q@ L -
Cod_e. Ifa .code_\n Description: The text Maintain 1099 Codes The screen
use is missing click description identifying the handles Pre-2020 and
[1 Add New] to £ Current reporting
. Actions type of payment
add it to the table of
- AN/ Pre 2020 Current ————
available codes Code [pescrption \/ Form Box=| Reported Minmun]Form Reporied Minmun[tatus | ~
[[nactive
e A TTORMEY FISC 14 10 £00.00 fictive
B BOAT MISC 5 [ Fctive
cEad D |DIRECT SALES MISC El 7 5000,00 fctive
E JEXCESS MISC 13 13 Fctive
F EDERAL TAK ISC 4 4 Fctive
FI |F CROP MISC 10 9 600,00 Petive
i [Interest [LNT 1 1 10,00 ctive
L MISC 1 1 600,00 [Active
M MISC 3 3 600,00 Fctive
MR MISC 7 1 99999.00 Fctive
il ISC 7 1 600.00 Pctive
0 MISC 3 3 1.00 Pctive
R MISC 2 2 10,00 Fctive
5 OCEEDS FROM REAL ESTATE TRAN [S 2 2 600,00 Active
v TERAN CH115 - ASSISTANCE MISC 7 1 99999,00 Fctive
i N-EMPLOYEE COMPENSATION MISC 7 N 1 600,00 Pctive
! I ﬂ a
Pre 2020 Form: | /1 %
Identifies the 1099

form to which this

code applies

Pre 2020 Box #:

= /]
=/

Current Form:
Identifies the 1099
form to which this

code applies

Current Reported Minimum: The
dollar threshold required to be
reported; payments over this
amount are reportable

Identifies on which
box of the form the
amount will be shown

Pre 2020 Reported Minimum:

The dollar threshold required to

be reported; payments over this
amount are reportable

Current Box #: |dentifies on
which box of the form the
amount will be shown

More information will be available at the December 15 Webinar.

7.3.1 1099 Codes Edit List [Enhancement]

B Task 2554: 1099 Codes List X

1099 Codes List
Restrict to Current Form as: () Mis¢ O INT © 1099-5 O NEC @ All

Run 25 @ preyiew O Print
If Printing use Duplex @ Yes

O PDF
O Ne

O Excel

&

Lookup Cancel | Clear All
2554-RPPOR1099.REP Printed 12-Nov-2020 at 11:46:09 by THERESA Page 1
City of ADMINS
1099 Cedes List
Form: ALL
Pre 2020 Current
Code Description Form Box Report Over Form Box Report Over Status
A ATTORNEY MISC 14 600.00 MISC 10 600.00 Active
B BOAT MISC 5 MISC 5 Active
D DIRECT SALES MISC 9 5,000.00 MISC 7 5,000.00 Active
E EXCESS MISC 13 MISC 13 Active
F FEDERAL TAX MISC 4 MISC 4 Active
FI F CROP MISC 10 600.00 MISC 9 €00.00 Active
I Interest INT 1 10.00 INT 1 10.00 Active
L RENT MISC 1 600.00 MISC 1 600.00 Active
M MEDICAL PAYMENIS MIsSC [ 600.00 MISC & 600.00 Active
MR MEDICAL REIMBURSEMENT MISC 7 99,999.00 NEC 1 99,999.00 Active
N NON-EMPLOYEE COMPENSATION MISC 7 600.00 REC 1 600.00 Active
0 OTHER MISC 3 1.00 MISC 3 1.00 Active
R ROYALTY MIsC 2 10.00 MISC 2 10.00 Active
] PROCEEDS FROM RERL ESTATE TRAN ] 2 600.00 S 2 600.00 Active
v VETERAN CH115 - ASSISTANCE MISC 7 99,999.00 NEC 1 99,999.00 Active
Y NON-EMPLOYEE COMPENSATION MISC 7 600.00 NEC 1 €00.00 Active
*#% Grand Total *** § of Codes: 16

The changes for codes are highlighted on the image above.

[ADM-AUC-AP-991]
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7.4 Emailing 1099* Attachments

[Enhancement]

December 2020

ADMIINS provides password protection for securely emailing 1099-1, 1099-MISC, 1099-NEC, and 1099-S

attachments. Go to:

Accounts Payable P Vendors P Enter Vendors P [4 Attachments] P [Email]

Enter Vendors ;
Certified Vendor?  Yes - No
Certified By
Vendor WOZNIAK LAW GROUP AS ATTORNEYS Date Certified
1 2 3cl 4 Attachments 8 tems 9 User Defined
[Seq# [Description Filename [Buttons

[Check Print Warrant 006650

JAPCK_EAST 0362025 ,PDF
0_10995_1_030061_119 ,pdf
2020_10395_1_030061_1110 ,pdf

2020_1099INT_1_030061_1110.pdf

|2020_10995_1_030061_1110 . pdf
+

Enter an optional
Contact Name and up to
two lines of notes to
provide context to the
requestor. Enter the
email address (the

B ' [AUC] 2000-Enter Vendors [theresa)
Sending Attachment via Email

Optional: Enter Contact Name | Theresa Campbell
Optional: Enter Note
Optional: Enter Note

Please see the attached 1099 per your email request dated 1 November 2020.

only required
field). The
requestor will
receive an email

Req Enter Email Add|

The h is dviaap d. See below for instructions. .
oport@admins.com that looks like
Lookup Cancel Clear All thls Wlth
instructions;

when the recipient clicks on the attachment, their email system will prompt for a password. An example
from Office365® is shown; other email clients will present a similar prompt.

Attachment Tools

T o=

Tax Form 1099 From Town of Admins...

File

Message

Help

= g X | B saenss

Attachments

&

Q@ Tell me what you want to do

& Upload » & G2 show Message

Tax Form 1099 From Town of Admins

2

theresa@admins.com
To Esupport

&>

253 AM

Password

o
>

030067 taxform.pdf
or

147 KB 3
g‘-‘\"-1"-\“‘2“‘I“‘3“‘\-“ I

Dear Theresa Campbell,

Please see the attached 1099 per your email request dated 1 N

'030061taxform.pdf’ is protected. Please enter a Document Open Password.

Enter Password: |F¥H5%

Cancel

The attachment is secured via a password. See below for instructom:

Attachment 030061TAXFORM.PDF is password protected

Your password is the 9 digits of the Vendor Federal ID# (SS# or TaxID#)
without any dashes. Include Leading Zeros.

If Social Security# then

Example: JANE SMITH SS# 001-01-1001

Password: 001011001
If Tax ID# (TIN#)
T Example: JOE SMOE COMPANY TIN# 01-01-10021

1| Password: 010110021

Town of Admins

219 Lewis Wharf
Boston, MA 02001
Tal: R17 404 8100
4

[ADM-AUC-AP-1054]
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8 EMAILING FROM AUC

ADMINS allows emailing a report or document to multiple addresses simultaneously. Separate each
email address with a comma, as shown below. Currently, there is a maximum of eighty characters
available in the email address field.

Do not use spaces between the email addresses.

B | Task 360: Email Reports X
Email Reports
Required: Enter Email Address wendy@admins.com,LuAnn@admins.com,anthea@admins.com,campbellt1 89@gmail.com

Optional: Enter Email Subject test ejnailing to multiple users
Optional: Enter Note 1

Optional: Enter Note 2
Optional: Enter Note 3
Optional: Enter Note 4

Lookup Cancel Clear All

Figure 23 Enter multiple email addresses, separated by a comma, with no spaces between the addresses

[ADM-AUC-SY-8164]

9 HELP REFERENCE LIBRARY

The following new or updated documents were installed in the Help Reference Library.

9.1 New or Updated Documents

* Top Level ----- AP—100 Help Documents Index [Updated]
e ENTER VOUCHERS/PROCESS PAYMENTS AP-147 Paying a PO that uses Retainage [New]
e DISBURSEMENTS AP-210 Implementing a New Bank Account [Updated]

AP-217 New Bank Account Number [Updated]
o MAINTENANCE AP-290 Voucher Attachments en masse [New]
e YEAREND AP—710 AP 1099 Processing [Updated]

AP—720 1099 Training Slides [Updated]
e SYSTEM SY-101 Quick Start Videos [Updated]
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