ACCOUNTS PAYABLE
RELEASE NOTES - JUNE 2019

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

June 2019

ADMINS added a module control value to allow sites the ability to override budgets for credit card
vouchers, in the same manner as budget overrides available on regular accounts payable vouchers.

1.1 Credit Card Batches P Budget Overrides [Enhancement]

Accounts Payable Module Control
Gata.

Seq#|Descrption [Bnswer Buttons ~ MOdU|e
Actians TR Fiscel Vear S5
2 [ame of Community Tour of Fenins control value
3 [End Horf 3
T Jled to] #2160
80 [Cowncon § Force Hard Error on Credit Cards if Over Budget
EAE
o V;;% Enter Code R regulates the
001 [lles system
gggi gE‘tB"": " Force Hard Errar on Credit Cards if Over Budget x| y A
estric
e . will — behavior when
005 [1099 Bui ] .
S50 el Loskip | | OKRY l— credit card
5020 |lpdate EXFECTEN AMDLINT when adding s to Voucher C7A o
075 llpdate Voucher Tiate From Truoics Dats CVZH] vouchers are
3020 [Allew users to edit 1093 Code on Vouchers? VAN
T . over budget.
1 Edit
R 0K Find | Search | Cancel| | Hel Eof
=00 [Tolerance % for Vouchers uith Purchass Orders = — = =t 2 - .
2502 [Default PRICE from Purchase Order on Voucher when paging From \N I Pr|0|’ to the
210 JREFP Export File Location and Name fex: qivreapvreap.xls?  |dihauc_development adnhomestransfer ] v
software
update, the
Status Active Lkup up SyStem
Figure 1 Module Control #2160 accepts values of [Y] or [N i
g P [Y]or[N] displayed the
error check
report with a
[13 2
& TedRE - AP_Mult_Voucher_Error_THERESA[T].lis — O * hard error
File Edit Format Options (***) for
[cowwnew <] [2 -] B|7|ufw~] =| &=z =[5 & accounts over
2085-FIFEP : APVOUMULERE Printed 10-Apr-2019 at 11:50:07 by THERESA Fage 1 budget as
Town of Admins .
Voucher Error Check by Batch ShOWn |n
Woucher# Line GLLine Errors Flgure 2'
435863 1 1 ##% Account Owver Budget. Fix Account or Do Budget Transfer

Figure 2 Module Control set to Y — user sees hard error report with instructions to initiate a Budget Transfer

Errar Check Multiple Yauchers

[9} Insufficient Funds, Send request to override Budget for Voucher 435863

« yg ]

Setting module control #2160
to [N] will display a message
allowing the user to request
an override if an account is
over budget.

Figure 3 Module Control 2160 set to N — user may click [Yes] to request the budget override

[MDT-SUP-SAPLAUC-1818]
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1.2 Restrict Coversheet to Checked, Error-Free Batches [Enhancement]

ADMINS added a feature to prevent printing a coversheet for voucher batches that have not been checked,
or, have been checked but are not ready for submission. This is controlled by module control #2055. To
use this feature, select Accounts Payable P Module Maintenance P #2055 and click on [Edit] to set the

[AUC] 60-Voucher Batch Entry
P2133-Check Batch must be run & Vouchers not in Error before
Coversheet printed

value to “Y”. The default value will be set to
“N”, allowing users to continue in the same
manner as before the software update.

When the value is set to “Y”, if a user tries to
print a cover sheet for an un-checked batch,
this message will be displayed, instructing the
user to check the batch before printing a cover

sheet. The batch must be checked, and the batch and vouchers must be error-free and either “Ready to
Post” or in a “Needs Approval” status (either budget override or the first level of approvals) to print the

cover sheet.

[ADM-AUC-AP-959]

1.3 Transfer Voucher Batch Emails [Enhancement]

Accaunts Payable
Enter Bills (Vauchers) Batches

Change Orders >

BP0 Dashboard

Liquidate Vauchers

Wendors >

Entry
Edit List

Release

Woucher Selection Error Repart
Commodity Items Post
BT rEEma W Reprint Batch Cover Sheat for Posted Batch
Ctt FaomalEER Reprint Youcher List for Posted Batch
Queries
Reports

Tables

Woucher Entry Process

Create from Ternplates

Vear-End Pracessing ey Cppm (A

1099's

Transfer Woucher Batches

ADMINS added a Cc: email to the user initiating the
transfer of voucher batches between users. When doing a
batch transfer, three emails will be sent (as long as each
user has an email address set on the user profile tab):

1. “From:” is the original owner of the batch
2. “To:” is the new owner of the batch
3. “Cc:” is the user initiating the transfer

If the “From:” and “Cc:” are the same user, they will only receive the email once. If the “To:” and
the “Cc:” are the same user, they will only receive the email once.

H|&d * v |5

| | Message

The Following Voucher Batches have been transferred - Message (HTML)

: Wendy@admins.co m
To eThErEsa Campbell
Ce Anthea Dimond

Subject The Following Voucher Batches have been transferred

[ 14 1412 345, 1, 6 -

Transfer process run by ANTHEA
The following Voucher Batches have been transferred from WENDY to THERESA

User Batch Department Total Entered
10447 TOWN 4600.00

[1] Wendy Tarantola

*#* Do not reply to this email message as it was system generated via the ADMINS Unified Community (AUC) System **

=)
v @
In the sample shown in
i Figure 4, Wendy (From:)
R was the original batch
owner, the batch was
transferred (To:) Theresa
and Anthea (CC:) initiated
the transfer.
AN -

Figure 4 Sample email sent when transferring an accounts payable voucher batch

[MDT-SUP-SAPLAUC-1831]
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1.4 Transfer Batches [Fix]

ADMINS corrected an issue with the Transfer Voucher

Accounts Payatle Batches screen freezing if a search term was entered
Enter Bills (Youchers; > Batches -
i ot that: 1.) had no match, and 2.) was alphabeticall

o Y N
S - beyond the last valid value.
Wendars > Woucher Selection Error Report
emmasty e 4 Now the system will display the last record of the file.
Dish
ishursements (Warrant) Reprint Batch Caver Sheet for Posted Batch N N
Eank Reconcilistion D el R For example, users with batches on this screen are:
Queries 2 Woucher Entry Process
:::‘0:5 i Creste from Termplates A h |_
Year-End Processing > Py e Feh nthea UAnn
1009's > Transfer Youcher Batches Theresa Wendy

Searching for “Zelda” will display the screen shown in Figure 5. Searching for “Emily” will display the
next record, “LuAnn”. Searching for “Vanessa” will display the “Wendy” record.

I [AUC] 2002-Select Vaucher Batches to Transfer [theresa] - o

File Edit Ledgers Purchase Orders AccountsPaysble Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

BE S M+ s S 2 E L

Select Voucher Batches to Transfer
Goto

1 Selact A 2 Desslect Al 3 Transter Batches
actons
el 4 Batch 5 Lsar 6 Departmert  |Status ‘Trx Date [Bank Batch Total| A
1 [PrR303179 FIRE [Erntry Began [21-Feb—2019 [ERSTERN BANK FOR AP 4570, 16
[1 [008683 [ANTHER IUNCLASSIFIED [Closed 26-Jul—-2007
O [PrR3031Ed |LURNN HIGHSCHOOL  [Entry Began ‘11—Jul—2019 [EASTERN BANK FOR AP 8751,59
O [PrR303185 |LURNN,RDMIN FINANCE [Ertry Began \11*Ju1*2019 [EASTERN BAHK FOR AP 8751.59
[0 [PR303168  [THERECS, SEH00L Entry Bezan, eaz2018 EASTERN BANK FOR_ G4 A
Ready
Select Voucher Batches to Transfer
Gato.
- 1 Select All 2 Desalect All 3 Transter Batches
Actions:
Sel 4 Batch 6 Department  [Status [Trx Date Bank Batch Total| A
g o

Figure 5 Select Voucher Batches to Transfer Screen showing no matches to the search term

[ADM-AUC-AP-957]

1.5 Long Batch Numbers [Fix]

5 [AUC] 80-Voucher Batch Entry [theress] % Some sites choose to use custom batch numbers, for
Add Batch example, “PFY1945B01” means a P for Payment batch,
it St D (e et (e FY19 for fiscal year 2019, 45 for the 45" week of the

year, and B01 for Batch
Voucher Batch Entry #01
Lookup 0K Batch FFY¥1945B01 Default Bank EAST EASTERM BAMK FOR A/F )
Default Dept TOHH
VoucherDate [PF-May-2015 .
DefaultType P Paument Voucher ® Checkiire/ACH (O No Check () Manual Check ThIS |Ong batCh number
Expected Enterec/— TAUC] 2001 Voucher £ ™ | WaS belng
Pri — = “Voucher Entry [theresa
Frerwlssl — File Edit Ledgers PurchaseOrders AccountsPayable Fir truncated on
e EED e 0w G screens that
Submit Batch for Processing OYes @ No Batch # PFY1945B0 dISp|ay the
we | | Voucher# 436022 A batch

number.
Figure 6 Before — the ten place batch number was truncating the last character on the display field

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 11
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[== [AUC] 2001-Voucher Entry [theresa] ]
file Edit Ledgers PurchoseOrders AccountsPayable Fixed Asscts Human Resources Budget Collections Tex MotorExcise MiscBillng System Favorites Help
B GE Wesm EH Q@ FU N

Batch # PFY1945B04

Entry Began

Voucher Entry

Goto Voucher# 436030
s e Invoice# - Print  OManual OACH Owire O MNo Chk
ons Inv Date Check Date Bank EAST
+ GoroBaten Customer# Separate Gheck []
© Topa Dept. Code TGN TOHN
Vou Date  [&-May-2019 FY 0000 Type P Paunent Voucher
Due Date Terms
Amount to Pay Vendor
3tems. 4 GL Detais 5 Status History Q Attachments
Line Item Qty  Uom Item Description Price Freight  Other  $ToRetain ExtAmount
= fT.0000 Iz
Spit 18y Account | [0000-000-0000-000-00-00-G0000
1009 [~ FA[
B [T.0000 Iz
spit J5006-000-0000-000-00-G0-00600
1009 [~ FA[
B [T.0000 7
spit J5006-000-0000-000-00-G0-00600
1009 [ FA[
B [T.0000 7
spit J5006-000-0000-000-00-G0-00600
1009 [ FA[
5 [T.0000 7
Spit JA006-00D-0000-000-00-A0-00000
1009 [~ FA[
6 Add Voucher 7Add Line 4 Copy Line 5 Check Voucher P In Proaress Entered Amount

Lkup

ADMINS corrected
this issue on all
screens that display a
Batch number — all
ten characters will be
shown.

Figure 7 After — ten character batch # appears in the Batch # display field

[ADM-AUC-AP-964]

2 DISBURSEMENTS P VOID PROCESSING [Enhancement/Fix]

Checks are voided using the Accounts Payable P Disbursements P AP Check Void Processing menu.

7 Task 2176: Select Checks for Void Processing X

Select Checks for Yoid Processing

Required: Enter Bank Code

|EASTERN BANK FOR AP ]
First Check®: [g341270 |Last Checkit:[0341276

Optional: Void Only in Warrantlt

Optional: Default Voided On Date (mmddyyyy) |:|

Optional: Default Void Check Method O Manual Replace O Cancel Vouchers ® Reopen Youchers O Tailing-Manual Replace

Required: Enter Range

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

Lookup Cancel Clear All

Figure 8 Void Processing Selection Prompt

ADMINS corrected an issue with
the Default Void Check Method
not being set as requested if a
Default Voided on Date was not
entered.

[ADM-AUC-AP-953]

2.1 “No Records Selected” Reports Suppressed [Enhancement]

Reports are produced when selecting checks for void processing. The first is a report of checks not
selected with a legend describing why the check(s) were not included. The second is a Void Check
Warning Report, listing checks that are included in the set to be voided but may require further scrutiny.

8 TedRE - AP_Void_Checks_NoSelect ANTHEA[T]fis
File Edit Format Options

Courier New - -] B|7|ulm~] =] == [= 2|2 &
Fiis
2166~ APVOIDCHKNOSEL . REP Printed 13-Mar-2018 s 14:45:25 by ANTHEA Page 1
Tom of Aduins
Void Check o Selection Report

Error Hessage Augunt

Figure 9 Before — The Void Check No Selection report

= Warning WENDYT2] is

o TesRE -2

File Edt Formst Options

i
S1es-arvTbcaAEY. PP

Page 1
Adnins

Printed O7-Mer-2018 at 11:08:22 by VENDT

Tovn
Woid Check Varming Report

OUING CHECES WERE SELECTED IN VOID CHECK PROCESSING BUT WARNING OF POSSIBLE ISSUES TD BE ADDRESSED +wwwt

Figure 10 Before — The Void Check Warning Report

ndor Anount Varning Message

If no checks met the criteria,
reports were produced with the
note “No Records Selected”.

To simplify the process, if there
are no errors and no records
selected, the reports will not be
displayed on the screen.

The process will still produce the

reports if errors exist for the
selected checks.

[ADM-AUC-AP-947]
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3 CREATE AP CHECK DOWNLOAD FILE [Enhancement]

—— ”;T'ﬂ; - The Create AP Check Download File may be run by different users. Every user

nter Bills (Wouchers) > . . - . -

- ; responsible for creating the file must have reliable access to the file folder
LS specified in the reconciliation setup. If the user creating the file cannot access

Liquidate Wouchers . -
bl folder, the file will not be created.
Comrmodity ltems

Disburserments (Warrant)

b feearlatin Bk Account Managamant To assist sites in understanding how this file location is
B \ Clear Checks set, ADMINS changed the format of the screen where the
Reports Create &P Check Download File file folder iS Set up.

S R )

v

5 Maintsn Bank Codes The AP Check Download File (also knows as a positive

o R GT—  ETTE pay or “recon” file) location is identified in the

e et o Ledgers » Bank Codes P [9 Reconciliation Layout]

e | e e i screen. ADMINS changed the format of the screen to
e accommodate viewing long file names. This will make

L Azcourns

Q000-000-00-00- 10400

file locations more clear when setting up the system for
creating the AP Check Download File.

Bank Reconciliation Setup

eeto Bank: File Download Layout for Accounts Payable
Astions CITIZENS BANK Record Length B File Type & ASCIC cav
170 WESTMINSTER ST Cancel Date if Void & Yes ¢ Mo Orig Ck Amt if Void © Yes & No
PROVIDEMCE RI 02903-0000 Full File Path & Name [E:\Accts Pag Reconsclt weltid. xt
1 Bank Table Date Format & MMDDYY € MMDDYYYY O vrMMDD ¥y MMDD
2 Acid Bank Processing File @ Check Summary File ¢ Check Detail File

Figure 11 Before - Full File Path & Name sometimes required scrolling in the field to view the entire entry

Bank Reconciliation Setup

Bank:  ErsT File Download Layout for Accounts Payable

Actions ERSTERN BANK FOR A/F Record Length B7 File Type @ Ascll O cav
LYHMN,. MASSACHUSETTS Cancel Date if Void @ Yes (O No Orig Ck Amt if Void () Yes @ No
Full File Path & Name [D:\RUC_DeuelopmBnt\admhame\FilesTaTBstUplaads\LDngFileXda
1 Bank Table QOOQO-0000 Date Format COMMDDYY  (® MMDDYYYY O YYMMDD (O YYYYMMDD
2 Add Bank Processing File (® Check Summary File () Check Detail File
2 AAA Bam
HDR_1HEADER (A80) uUp

Figure 12 After — more room for the Full File Path & Name (up to 80 characters)

When setting up the Full File Path & Name, if an invalid entry is made, the system will display an error
message:

Exercise care if editing the file name. Enlist the
Check Error X support@admins.com team to assist.

Always check that all users who will create the
o E83-Directory Location Does ot Bxist file have consistent access to the specified
folder, particularly if this file location is located
somewhere other than the AUC server.

[ADM-AUC-AP-955]
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4 REPORTS P PROGRESS BAR

4.1 Email Reports [Tip]

June 2019

ADMINS reinstated the progress bar
feature that indicates a report is
running.

[ADM-AUC-SY-8093]

The support team frequently receives emails containing scanned images of
ADMINS reports (we love pictures!). Any ADMINS report may be emailed via
the Reports P Retrieve Output function. This saves time and paper (no need
for printing) and ensures accuracy when sending reports spanning multiple
pages to support@admins.com. There is a document, AP—850 I forgot to

print my reports, that gives instructions on how to use the Reports P Retrieve

Output Files feature to email reports.

[ADM-AUC-SY-8093]

5 TABLES > APPROVAL PATH SETUP P EDIT LIST [ENHANCEMENT]

Maintain Approval Paths

Goo,

Actions.

Approval Path | Description |

1Add New ‘

# Task 2501: Approval Path Edit Report

Approval Path Edit List

u
Optional: Enter Path Code D

Optional: Enter Username ‘ | |

Run as ) preview O Print -~ @ PDF O Excel
If Printing use Duplex (Oyes ® No

Lookup Cancel Clear All

Tertiary

PO Change Orders [ [ [

AP Change Orders [ ] [

-- Added By Changed by Status: Path Inactive

Liup

TOF UP

Figure 13 Before — Edit List reported on all approval paths, whether inacti

ve or active

Maintain Approval Paths

Goto.

Actions.

Approval Path | Description |

1 Add New
8 Tesk 2501: Approval Path Edit Report

Approval Path Edit List

ue
Optional: Enter Path Code D

Optional: Enter Username ‘ | |

Select Status: OAll O Only Active @ Only Inactive

Level

Lovd PR 28 @ Preview O Print  OPDF O Excel

If Printing use Duplex @ves O No

od Lookup Cancel Clear All
apci

Tertiary

ange Orders T T T

-- Added By Changed by Status: Path Inactive

Lkup

TOF UP

Figure 14 After — Edit List allows filtering by status —“All” is the default

ADMINS enhanced the
Approval Path Table »
Edit List by adding the
option to filter by
approval path status.
This allows sites with
many unused approval
paths to only view the
active paths.

This status filter works
in conjunction with the
optional Path Code and
Username filters. The
default selection will
report on “All”
Approval Paths.

The Select Status value
will be saved for the
next time the edit list is
run.

[ADM-AUC-PO-510]
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6 DISTRIBUTION LIST EMAILS [Enhancement]

Module Maintenance > ADMINS uses dozens of distribution lists to notify designated users
\ T of a variety of system events. The lists are
Ernail Distribution Lists . . .
: set up in the Module Maintenance P Email
Ermail Users N . R
Distribution Lists for each module.
= | o o |= NewVendor Added: 027768 AMAZON - Message (Plain Text) L | O S The Email List Name and

Message @ @

© Extra line breaks in this message were removed.

Description is now
included in the body of the
email to identify the origin

From: theresa@admins.com Sent:  Fri 4/5/2019 11:06 AM
To: support; Theresa Campbell; Theresa Campbell; campbellt189@gmail.com; Wendy Tarantola Of the emall
(=
Subject: New Vendor Added: 027768 AMAZON
I S S R I Y 4 18 This will help when users

Email sent via a

This Vendor was added on the fly by THERESAon Q)  distribution list now shows
to update any pertinent information for this which list is in use

»

are receiving emails but are
not sure where the email
originates or why a
particular user is receiving
the email. In Figure 15, the
Email Distribution List
named “VENDFLY” was
used by the system to

= notify users that a new
vendor was created.

Email List: [VENDFLY] New Vendor created on the Fly

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 15 System generated email identifies the Email List [Name] & Description

If the distribution needs to change, the list may be edited. Detailed instructions are available in the Help
Reference Library for each module, for example, AP—860 Email Distribution Lists.

[ADM-AUC-SY-8102]
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7 1099 PROCESSING » Merged Vendor Reports [Enhancement]

< TedRE - AP_1099 Payees THERESA[1]is
File Edit Faormat  Options

[ Courier Hew <7 < B|Zz|u[m=] =| == [ 2|2 &) Vendor “Melanie”
brinved Ll-pr-2013 e 10115517 by THENESA has two different
1099 Temar apwern Bepare vendor numbers
Sort Orasr: meivy, Vendors and Fora assigned #016895
& #025349 — and

Vendor Vendor  Vendor
Entity 1035 Vendor HNaue Federal ID 1095 Code 1099 Form 1055 Box Address Line 1 needs a Slngle 1099
1 016895 MELANIE T MISC 7 Wlth the merged
Check [fCheck '
Vendor Reniv Sorv Hame Check  Voucher Check Amount Reportable Amowt 1053 Code J
016895 o1 MELANIE 0339987 433,590 1z3.20 1z3.20 Y
01e35E oL MELANIE 0332035 421,418 115.00 119.00 Y !
o1g35E oL MELANIE 0338215 430,376 115.00 119.00 ¥ m
0zs349 o1 MELANIE 0340317 434,136 291.12 zol.1z ¥ mI
0z&34s o1 MELANIE 0334015 424,265 115.00 119.00 Y nIs
Total for form: MISC 771,352 771,32

Total for Wendor: MELANIE | 77132 771.32 I

Figure 16 1099 Vendor Payment Report shows “Melanie” has payments for vendor #016895 & #025349

Prior to the software update, when merging vendor records for 1099 reporting, the 1099 Verification
Report — Detail presented data by the original vendor number for each check, requiring manual
calculation to verify the new amounts under the merged vendor.

ADMINS added a
“Check Vendor”
column to the
1099 Verification
Report show in
Figure 18 t0
. indicate the vendor
i Eskee number used when
— the check was
issued. Now all

: amounts are listed
Figure 17 Before — the 1099 Verification Report—Detail showed separate totals under the single

merged vendor.

Calculation
done manually
to verify totals

& TedRE - 1009 Verification_THERESA[2]is - a x
File Edit Format Options R
Courier New = < Blz|ufm=] = == [E =[] & The total is
Bk available at a
Tamy oF spms glance to be
R compared with the
016895 MELANIE Vendor 1039 r;:: ]:ISD CUsIP 1099 Vendor
e Q== Payment Report
T ke [ e P
cree : mer 7% c1cess [oszezs 11o.00 115,00 as shown in Figure
msc 7Y 0zs343 [oszan1s 11900 113 00 16

e
Figure 18 After — 1099 Verification Report-Detail with added column and combined totals for merged vendors

[ADM-AUC-AP-954]
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8 MODULE MAINTENANCE » Module Control Values [Enhancement]

Azsauts Pyl ADMINS added two new module control values with this software update.
juter Bills (ol 4 Select Accounts Payable P Module Maintenance P Accounts Payable

Ard - -
Module Control to view and edit the values.

1099's
Module Maintenance ? Accounts Payable Module Contral

The two new values are “#2055 Stop Print
Coversheet before all Vouchers have been checked?” and “#2160 Force Hard Error on Credit Cards if
Over Budget”. #2055 is described in section 1.1; #2160 is described in section 1.2. Each accepts either a
“¥Y”or “N” value.

Accounts Payable Module Control
Goto...

Seq#|Description |Answer |Butt0ns |A

Actions

2055 |Stop Print Coversheet before all Vouchers have been checked? |N
2160 Force Hard Error on Credit Cards if Over Budget s
Status: Active Lkup p

[ADM-AUC-AP-959] & [MDT-SUP-SAPLAUC-1818]

9 EXCEL® TEMPLATES [Fix]

ADMINS provides Excel® spreadsheets used for a variety of upload purposes. Prior to the software update,
when accessing a template, if a user tried to open a second copy of the template, the process terminated,
bringing the user to the support page.

THERESA's Support Help

Goto..

Last Ran on [17-Jun—; 2291,
Actions. 1 [17-Jur—2019 [15:29:43

~
Resulis

v

-- Added 07-5ep-2009 By MUPDEV1 Changed 03-May-2019 by THERESA up

Figure 19 Before - if the template was already open, process brought the user to the support page

tp ||

,
— This was corrected and users will
@ Tou already have the Template Open _ instead be informed that the template
@ Close Current Template to run this process again is already open.

Figure 20 After — message instructing the user to close the open template prior to running the process again
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Changes affected templates available by selecting Accounts Payable P Help Reference Library:

Accounts Payable Help Reference Library

[ﬂP—910 Upload VYouchers Excel Template

[Wiew

Send Last Run Date

PP—‘BQO Upload Approval Paths Template

Run

21-Mar—2019

Run

20-Jan—-2019

[FIF"—930 Upload Commodity Items Template

Run

20-Jan—-2019

lﬂF“—940 Upload Yendors Template

Fun

30-Jan-2019

AP-910 Upload Vouchers Excel Template
AP-920 Approval Paths Template
AP-930 Commodity Items Template
AP-940 Vendors Template

[TOC-SUP-SAPLAUC-2966]

10 INTERFACES/IMPORTS » Upload Vouchers — Spreadsheet

& TedRE - Voucher_Load_Posting_ THERESA_2345[6] I

File Edit Format Options

) Interface/Imports PUpload Vouchers — Spreadsheet

Voucher Batch Entry

O

Default Dept | Ll ]

Youcher Date  [17-Apr-2019
Default Type

Courier New = -] Bls|u[m-] | === 22| &
2345~ APVOULODPST. RER Printed L6-Apr-2019 at 1l:$3:22 by THERESA (
Toun of Adwing \
Voucher Upload Posting Report
# VoucherDate Dept Greup Entry User Vendor
LV10458 |35895  17-Apr-2019 TOWN THERESA 027769 ANTHEA DIMOND 1 1 \
_Ilasasq 17-Apr-2019 TOWN THERESA 027770 ANTHEA PEARL 1 1 7
435895  17-Apr-2019 TOWN THERESA 027771 ANTHEA RUEY 11 1
435896  17-Apr-2019 TOWN THERESA 027772 ANTHONT TOPAZ 1o
= 1o
1

=298

435897 17-ApLa@ THERE S 7773 ANDREAS DIMONDN
13 THFRES ANTONI

fault Bank EAST  EASTERM BAMK FOR AP

F Pagment Voucher @ CheckiireiaCH (Mo Check O

ADMINS corrected an issue with the numbering of uploaded voucher batches. Now, all voucher batches
created via upload will begin with the prefix “LV” signifying that this batch was created via the “Load
Vouchers” process. In addition, the documentation “AP-980 Upload Vouchers — Spreadsheet” was
updated to address using Commodity Items in the upload spreadsheet.

10.1 Voucher Upload Error Report [Fix]

[ADM-AUC-AP-956]

Prior to the software update, if there was an error found in the upload file, the line with the error was
being reported incorrectly. ADMINS corrected the error report in the Upload Vouchers — Spreadsheet
process and now the line with the error will be identified properly.

11 HELP REFERENCE LIBRARY

11.1 New or Updated Documents

e OTHER
e TEMPLATES
e INTERFACES/IMPORTS

SYSTEM

AP-850 | forgot to print my reports
AP-867 Favorites Screen

AP-910 Upload Vouchers Excel Template
AP-920 Approval Paths Template
AP-930 Commodity Items Template
AP-940 Vendors Template

AP-980 Upload Vouchers — Spreadsheet
AP-1110 System Administration Kit

[ADM-AUC-AP-962]

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