Accounts Payable
Release Notes December 2023

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 23.4
Accounts Payable December 2023

1 Void Processing [Enhancement]

ADMINS added error checking to turn off steps in the void processing menu (based on the status of the work files.) To
access the AP Void Check Processing Menu, from the main menu, select:

Accounts Payable P Disbursements (Warrant) PAP Void Check Processing

Accounts Payable . c
Enter Bills (Vouchers) > AP Void Check Processing

Change Orders > Description Date Start End Success
Restart Void Check Process
AP/PO Dashboard

Liquidate Vouchers Email Template to User
Upload Checks from Spreadsheet

Vendors >
Commodity ltems > Select Checks for Void Processing
Disbursements (Warrant) > Warrants S
Bank Reconciliation > AP Void Check Processing [s
- Reprint Manual
Pos s
The Upload Checks from Spreadsheet AP Void Check Processing
step will clear out all the steps below the A — e i sl
LN b O Pk Step Email Template to User
—_ requiring the edlt ||St Step be run again. Upload Checks from Spreadsheet 19-0ct-2023 16:32:07,71 16:32:24,74
Select Checks for Void Processing 19-0ct-2023 16:32:22,69 16:32:22.69
Edit Void Check File
The Void Checks Edit List Void Checks Ed List

also runs an error check on accounting and will
display an error report if there are issues with

accounts.
AP Void Check Processing Print Checks - POINT OF NO RETURN
Description Date Start End Success
Restart Void Check Process
,  Once this STEP has been run you cannot Restart Void Check
| | Process
Email Template to User . g . " o
b Click Yes to Continue with Printing Checks or
Upload Checks from Spreadsheet 10-0ct-2023 14:37:21,72 14137137 ,96 Click No to exit this step
Select Checks for Void Processing 10-0ct-2023 14:37:30.73 14:37:35.73
Edit Void Check File 10-0ct—2023 14:56:42,08 14:56:42,08
10-0ct-2023/ 14356159, 11/ 14167 105,30 Yes
10-0ct-2023 1415711275 14:57119,63

The system will pop up a
AP Void Check Processing notification that this is the “point
Description Date Start End Success Of no return”.

Restart Void Check Process

U[\:aSrzii:ir:l:zt:t:[f:;rm Once the print Step is run Click on ﬁ to continue
with printing the voided check
replacements.

Select Checks for Void Processing

ck File

these five steps are disabled

rint Manual Checks

Voids - Reprint Manual Checks Click on to exit the step

Post Void Checks
and return to the steps menu.

If there are any checks to physically print, once the print step is run the

revious five steps are disabled. The Restart Void Check Process ste .
P . . P . . P is the default.
will not be available until after the void checks are posted.

[ADM-AUC-AP-1213]
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2 Upload Vouchers from a Spreadsheet [Enhancement]

ADMINS improved the Upload Vouchers from a Spreadsheet function to make the process easier to use. To access the
Upload Vouchers from a Spreadsheet process, from the menu, select:

Accounts Payable P Interface/Imports P Upload Vouchers — Spreadsheet

Accounts Payable
Enter Bills (Vouchers) >
Crange Orders » Upload Vouchers - Spreadsheet
AP/PO Dashboard o
Pt Description Date Start End Success

Email Template to User

Upload Spreadsheet/Create Viouchers

Vendors
Commodity ftems

Disbursements (Warrant)

Bank Reconciliation

Queries
Reports
Tables

Begin by using the Email Template to User button to
send the template to an AUC user.

Vear-End Processing
1099's
Module Maintenance

Interfaces/Imports

VMS Voucher Batches

0 .
Site Specific Create Deduction Vouchers (3rd party payroll) Task 2339 Emall Template to User x
Help Reference Library Create Refund Vouchers Email Template to User

Crect Cord Processng Required: Enter Username ([TITETEE: | ‘therua@admins.:um

Replace Credit Card Vendor

Upload Approval Path
Upload Vendors
Upload Youchers - Spreadsheet

Lookup Cancel Clear All

2.1 Email Template Attachment

The e-mail will have an attachment that looks like the image in Figure 1; the required fields that are shown in red text for all
records and the fields in blue are required if no valid vendor number is entered in column “C”.

— If a Valid Vendor Number is supplied in column “C”, then columns “D” (Remit #) , “U” (Account #), and “AA”

(Price) are required.

— If no vendor number is entered in column “C”, then columns “A” (Vendor Name), “E” (Address 1), “H” (City), “1”
(State), “)” (Zip), “L” (FEDID), and “T” (One Time) are required.

A B D F G H 1 J K
1. Full Name
Required if Vendor 8 city 9. State
Vumber not entered) 12. Second Name AUC Vendor Number | 4. Remit # ‘Required if vendor number |6. Address 2 7.Address 3 (Required if vendor number  (Required if 11. Country - Full Name
Max 30] (Optional) ot entered) (Optional) (Optional) vendor number (Optional)
g Staples, Mary Smith {01 - 99] fiviax 50] [Max 50] [Max 50] not entered) [Max 40]
REMIT 1ADDR L02ADDR LO3ADDR STAT‘ COUNTRY
M N o P a R S T u \ w X
4
18. Payment Type 20. One Time Vendor
3. Federal ID Type 16. Bank Account Type (Optional) 19. Separate Gheck |(Required if Vendor number §21. Accounté 24 Invoice Date g
_i=Tax ID/S=SS#/Blank=None] 14. AGH Bank Gode 15 Bank Account (Optional) [P=CheckAW=Wire/  (Optional) not entered) (Required) 22 Gommodity ftem  23. Invoice Mumber (Optional)
“Optional) (Optional) (Optional) [G=Checking/S=Savings] ~ 17. 1099 Code (Optional) ~ A=ACH/N=No Gheclk]  [Y/N] Yy (e.g. 100-000-666-000-00-52010) | (Optional) (Optional) MMDDIYY) 4
IDTYP BANK BANKACT BATYPE 1099CD WIRCHK SEPCHK NETIM * CTNUM * ITEM INVNUM INVDAT
|
x v 2 a8 ac W Columns U (Account #) and AA (Price) are always required
28. Freight 29. Other
24 Invoice Date 26 Quantity (Optional) (Optional)
(Optional) 25_Item Description (Optional) 8 8 #a# R .
(UMIDDIYY)  (Optional) 2o (oS sign) (oS sign) W Column A (full name), E (Address1), H-J, (City, State, Zip), L (Federal ID #), &
INVDAT ITEMDESC ary FREIGHT OTHER

T (One Time Vendor) values in blue are optional if the Vendor number is entered;
if a vendor number is used, FEDID values must match existing vendor data

Figure 1 New Spreadsheet Template for uploading vouchers
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Enter data in the spreadsheet for each voucher to be uploaded. Do not remove any columns; the spreadsheet is
locked to prevent changes to the format (which will prevent a successful upload). Save the spreadsheet as a .CSV
file in a folder that is accessible from the server.

2.2 Upload Spreadsheet

Next select the S — x
Upload Spreadshest/Create Vouchers Required: E:pl‘:d:':d e THERESA Theress
button and fill in the fields on the prompt. et e e
USG the LDDkUp button tO Select the ﬁle ::::::::’:I-:::Té:’:::::lunmelm FMLIS:FILENAME.CSV] :J:::i::!ELHPMENmDMHUME\FILESTUTESruPLB&DSWHU&HAD,WUCHEFLNEWIEST[C.ESV
via File Explorer instead of typing in the FpaamaKENet ek ke S e oSk stosts iemtaom]
file name. W nies o Do s o
Cancel | | Clear All

The starred items (for illustration) below correspond to the stars on the upload spreadsheet image shown in Figure 1. Red
stars identify the vendor numbers that were found in the vendor database. The blue stars identify a record that did not
have a vendor number and therefore the match will be made either on the federal ID or a new vendor will be created.

Home  Tools AP_Voucher_Upioa. X

b
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oy
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Spreadsheet Name/Address Federal ID SepChk  CkType oTY Price Freight Other Amount

From Vendor File

.2s00 34.0400 .51

o & oozers 02 From vendor File

o oo .00 1113522 27,80
Uplosa Vaucher Spreaines
@
[ER—— R0 TE3 1o continun and e vouener
Hote: Vendor Ciick NO to cance el
sp 01945-0000
w w1
W o oovee o -00-s2s00 .as00  a0z.z300 75,58

If errors are found the process will stop and a report will be displayed detailing the errors.

2342-APVOULODERR.REP Printed 12-Oct-2023 at 15:52:28 by THERESA Page 2
Town of Admins
Voucher Load - Error Report

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

4 2 GUARANTEED WRONG VENDOR NAME 002613 02 1 MAIN STREET
Error: Entered Vendor number and tax ID does not match the vendor table

If no errors are found, click on the ﬁ button to continue and create the voucher batch.

[ADM-AUC-AP-1219]
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3 Check File Copies [Enhancement]

When creating the PDF® file copies that are stored as attachments, in addition to not including the MICR line, the check
copies are stamped with “NON-NEGOTIABLE” instead of a signature, or with “TRAINING”, “VOID”, or “THIS IS NOT A CHECK”
displayed across the check, based on which type of copy is being produced. ADMINS standardized these watermarks so that
they would not obscure address information on the PDF® file copies.

[ADM-AUC-AP-1228]

4 Year End Processing

All the year-end reporting forms (1099G, 1099INT, 1099MISC, 1099NEC, 1099S) were compared to the new versions from
the IRS and updated as needed. These updates affected the backers on the forms.

[ADM-AUC-AP-1225]

5 Help Reference Library & ADMINS Website

ADMINS added content to the Help Reference Library and to the website.

5.1 Help Reference Library

Disbursements AP-250 Voiding Checks [New]

5.2 New Content on ADMINS.com

The following new content was added to ADMINS.com.
Reprint an AP Check Run before Posting [3:42] [New]

—
ADMINS
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https://youtu.be/TMIE-V-06lE

