ACCOUNTS PAYABLE

RELEASE NOTES - JUNE 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 20.2
Accounts Payable June 2020

1 ENTER BILLS - Edit List includes Total $$ per voucher

Vouchers may contain multiple lines. Prior to the software update, the site-specific voucher edit list
printed a grand total for the batch but did not provide a total for each voucher. ADMINS added a per

voucher total to the site-specific voucher edit list. If desired, contact support@admins.com to request that
the same be implemented on site.

& TedRE - AP_Voucher_Edit THERESA[4]lis

- 5] X
File Edit Format Options
Courier New - ~| B| 7 Hllv =| = 3| &
~
2710-APVOUEDT_BLG.REP Printed 08-Jun-2020 at 16:47:50 by THERESA Page 5
Town of Admins
Voucher Entry Edit List
Batch$ Bank Voucher# VoucherDate Vendor# Name and Address Invoice$ Invoice Date Check Details
15641 EAST 436810 23-Jan-2020 028070-01 CAB EAST LLC 504318-028070 23-Jan-2020 Check Type: Printed Separate Chk: No Hold Chk: No

975 BRCKNRDGE BLVD

Voucher Type: Refund Voucher
DULUTH, GA 30096-0000

208 Comm. Item line GL$# Account & Description Qvy Price Amount.
1 EX REFLND 156.7700
1 0100-000-0000-000-00-00-26500 DEFERRED REVENUE-TRASH CHARCES 156.7
2 0100-000-0000-000-00-00-42015 TRASH REVENUE 156.77
3 0100-000-0000-000-00-23 156.7
415189 Motor Vehicle Refunds £ 1.0000 100.0000
1 1000-000-0000-000-00-00-26300 DEFERRED REW
1000-000-0000-000-00-38-41500 2018 MOTOR V EXCISE REVENUE
3 1000-000-0000-000-00-38-12600 2018 MOTOR VEHICLE EXCISE RECEIVABLE

Voucher Total

[ADM-AUC-AP-1009]

1.1 Preventing Duplicate Payments [Enhancement]

User Profile Screen
o Evend  (7-Sep-2009 MUPIEVL
R [THERESA Cranged 08~ Jun-2020 THERESA
Name fTheresa Lastlogn 08-Jun-2020 17:16:22,53 Live

1 General 2 Account Security P 4 Human Resources S Budaet 6 Collections 7 Misc Biling Y Login Hist

Access for AP/PO Vendors OTown (O School @ Both AcceptNew VendorRequests (OYes  @No
Allow Add Vendors onthe Fly ~ @Yes  ONo
Purchase Order Defaults Accounts Payable Defaults
Default PO Type @ Blanket Default Type P~ Paynent Voucher
Print & Post POs Default Bank EAST  EASTERN BANK FOR A/P

Suppress PO#Restrict Entry Lkup (O Yes @®No No Ye
Allow Release during Entry @ Yes ONo Require Control Amounts on Batches @) Yes ONo
Allow Change Order Post @ Yes ONo Allow Release during Entry @ Yes ONo
Password Approvals O Yes ®No Allow Manual Checks @ Yes ONo

Allow Change Order Post @ves OnNo

Allow Tr; Salch
& Zlow Duplicate Invoice# override O Yes ®No >

Contract Defaults Skip Department Code on Entry @® Yes ONo

Error Check before Sending Batch @ Yes ONo

Allow Change Order Post @ Yes ONo Allow Create New Voucher Batch @ Yes ONo
Background Color LIGHT GRAY - DEFALLT COLOR ResetDefaultColor (Yes @No

8Add User 9 Change Password 0 Menu Listing for User

An “Allow Duplicate Invoice # overide” radio button on the User Profile Screen provides precise control
over who is allowed to enter vouchers with duplicate invoice numbers.

This way, “super-users” with the radio button set to ® Yes can override duplicate invoice numbers, when

necessary, and the users with the radio button set to ® No will be prevented from processing a duplicate
payment.
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ADMINS Unified Community
Accounts Payable

Check Module Control
#2152

June 2020

If © Yes, present the
popup to ask for the

Compare the Invoice #
/ date to identify
duplicates

Check value of Allow override
Duplicate Invoice #
Override on User

If ® No, disallow the

payment with a
message

The system first checks if that invoice # has already been used; depending on the value of module control
# 2152, the system will either test for just the invoice number or the invoice number on the same date.

Include Invoice Date when checking forpa duplicate Invoice# o N
2160 |n¢clude Invoice Date when checking for a duplicate Invoice# on a vendor? i

Figure 1 Module control #2152 determines if the invoice daf;e is incladéd‘;/vhen checking for duplicates

Next, the system checks the Allow Duplicate Invoicet# override value on the user profile screen, and if set

to @ Yes, prompts the user if duplicate should be allowed.

[AUC] 2001-Voucher Entry

P2070-This Invoice* and Date have already been assigned to a different
o Voucher

Voucher 438,066 Batch PR903332

Allow this Voucher to have a duplicate Invoice®

[AUC] 2001-Voucher Entry

o P2086-This Invoice# has already been assigned to a different voucher.

Voucher 438,066 Batch PR903332
Allow this Voucher to have a duplicate Invoice®

Figure 2 The “allow a duplicate invoice #” messages — with or without the date

If the user profile Allow Duplicate Invoice# override value is set to ® No, one of the following error
messages will be displayed. Enter a correct invoice number or check to compare the vouchers.

P2070-This Invoice¥ and Date have already been assigned to a different
Voucher
Voucher 438,066 Batch PR303332

[AUC] 2001-Voucher Entry X

[AUC] 2001-Voucher Entry X

P2086-This Invoice® has already been assigned to a different voucher,
Voucher 438,066 Batch PR903332

Figure 3 The “duplicate invoice #” messages — with or without the date

2 QUERIES

[ADM-AUC-AP-1011]

There are many ways to view an image of the checks presented to a vendor for payment within AUC.
Several are described below to provide context on how the check images may be viewed. The Voucher
Query screen has two tabs that show attachments — the [6 Check Hist] tab and the [Q Attachments] tab.
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ADMINS Unified Community Release Notes — Version 20.2
Accounts Payable June 2020

2.1 Voucher History — Check History and Attachments Tabs [Fix]

Prior to the software update, the attachments screen only showed the check on a single voucher if a check
provided payment for multiple vouchers. Now, all vouchers on the check will include a link to the
attached check via the attachments tab of the voucher history screen.

For example, as shown in the below, check #342456 paid multiple vouchers:

two lines on voucher #437704, one line on voucher #437823, and
two lines on voucher #432807, one line on voucher 437860.
—
025689-01
ADMINS
— Town Of AD M I NS CAFETERIA PLAN ADVISORS, INC. gsl: Ersgntg: 3304612:(;56
219 LEWIS WHARF 420 WASHINGTON STREET, SUITE 100 Cnecuk Date: 05.08-2020
BOSTON MA 01742 BRAINTREE, MA 02184 Check Total $11,175.05
For questions regarding this payment, please contact Accounts Payable 617.494 5100
Voucher
Invoice # Date Description & Line # Amount
PR 903315 025689 01 04-24-2020 Payroll for checks dated 24-Apr-2020 4377041 4,002.11
Warrant: 903315 Payroll Batch: 2918
PR 903315 025689 01 04-24-2020 Payroll for checks dated 24-Apr-2020 437704-2 1,467.25
Warrant: 903315 Payroll Batch: 2918
PR 903318 025689 01 04-09-2020 Payroll for checks dated 09-Apr-2020 4378071 4,002.11
Warrant: 903318 Payroll Batch: 2924
PR 903318 025689 01 04-09-2020 Payroll for checks dated 09-Apr-2020 437807-2 1,467.25
Warrant: 903318 Payroll Batch: 2924
PR 903324 025689 01 04-28-2020 Payroll for checks dated 28-Apr-2020 4378231 167.35
Warrant: 903324 Payroll Batch: 2928
TEST AP 1007 WITH PAYROLL 05-08-2020 voucher created to test ap 1007 4378601 78.98
Warrant: 903324 Payroll Batch: 2928
Figure 4 Check # 342456 pays multiple lines on multiple vouchers
atch # ' RI03315 ‘oucher Check History Clossd
Goto. Voucher# 137704 THERESA
i - Invoice# PR 903315 025689 01 | Separate Check Bank EAST
- CAFETERIA PLAN ADVISORS, INC. - -
420 WASHINGTON STREET, SUITE 100 The Check Hist tab shows the link to the check for both
BRAINTREE lines of the voucher
MA 02184-0000
‘l Due Date erms DUR -]
= Amount to Pay Vendor
2 Details (2) 5 Status History 7 Changes Q Attachment (1) 5469,36
Line [Bank s L id Date [Type Total Check] Net Paid]View |
T o j0342456 [08-May—-2020  [006186 Printed 11175.05 400211 | 9 View Check
2 ERST IN3a7456 08-May-2020 006166 Printed 11175.05 146725 I I

Figure 5 The [2 Check Hist] tab shows the link to the check image on each line of the voucher
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ADMINS Unified Community Release Notes — Version 20.2

Accounts Payable June 2020

Pescipf@ heck Print Warrant 006186
€ o

| Vendd oice
CAFETERIA PLAN ADVISORS, INC. Inv Date
420 WASHINGTON STREET, SUITE 100 Customer#

BRAINTREE Dept Code TOWN

MA  02184-0000 Vou Date  09-Apr-2020 FY 2020
DueDate  09-Apr-2020 Terms DUR

09-Apr-2020

 2omm@ | tems | sclowss | ssuusweoy | cneccwsi@ | roes (7

Check Type Printed Bank ERST
Check#  See Check History
Separate Check

420 WASHINGTON STREET, SUITE 100

Type PR Pauroll Paynent

Venad
CAFETERIA PLAN ADVISORS, INC.
420 WASHINGTON STREET, SUITE 100

Check Type Printed
Check#  See Check History
Separate Check

Type PR Payroll Pauyment

Figure 6 Each of the four vouchers now has a link to the attached check

The Vendor History P [5 Disbursements] tab lists the most recent checks first:

Vendors REEEEEN Local Vendor (Yes (@ No

MName  CAFETERIA PLAN RDVISORS, INC, 1099 Code Entered 01-May-2017 CMANDILE
Class UNCL Unclassified Changed 01-Hawy-2017 CHANDILE

Beginning Date [ | tCearthevsies
Ending Date
4 Vouchers. | —
2020 Printed Ti175,06| 11175,
56 2020 Printed 5469.36 | 5369.36
T [F0-Far—2020 Tnted 5469.% 5329.3%
T 1005173 |7-Far 2020
T o 173 [16-Dec-2019
T Joa 173 [16-Dec-2019
2 2 2 ook ERN B FOR AP 5
8V 7 Dril Down o] Ackns Vendor 025689 101 CAFETERIA PLAN ADVISORS. INC. | Tipe P Printed
WASHINGTON STREET. SULTE 100 CheckDats 08-May-2020
Wamant 006186 Clear Date
" TotCheck Void Date Warrant 000000
5 By Warrant
Bateh Tate Besenption Tine
4002, 11 |
1 1 1 146725 |
B [PRS0T318 PR 903318 025659 01 _[05-Aer—2020 09211
[PRS0T318 PR 903318 025689 01 2020 1467.25
[PRS0TI24 PR 03324 025689 01 2020 15735
B [PRS0T324_|TEST AP 1007 WITH mwm 78.98
. 7vewpo | [l

Figure 7 The Vendor History Screen facilitates drilling down to the check History screen
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Accounts Payable

June 2020

The Vendor screen also has an attachments tab that shows each check, with the most recent checks at the

bottom of the list.

Enter Vendors

Certified Vendor?  Ves No

E [AFETERTA PLAN ADVISORS, INC,

.»

Certified By
Date Certified

1 ess 2 3Cl 8 tems.
T - A single attachment of the check on the
eq= ilename
170 [Check Print Warrant 006176 APCK_EASTO342109.PIF Enter Vendors > Attachments screen
171 [Check Print Warrant 006178 APCK_EAST0242271 ,PDF "
172 [Check Print Warrant 006179 APCK_EASTO342312 ,PDF
7.
> int Warrant J d
b —
1 int Warrant ————vew ZEmail

Figure 8 The Vendor screen [4 Attachments] tab shows all the links to checks paid to the vendor

[ADM-AUC-AP-1007]

2.2 Batch Query Screen — Direct Access to View Vouchers [Enhancement]

R && I«;.-O»I [ ]

437505 016516-01

437498 001823-01 COLONIAL S
437499 002443-01 TSA
437500 002928-01 TOWN OF BELL-GROUP INS CL T F
437501 013349-01 ALTUS DENTAL 7277-0002

Ready 437502 013545-01 BOSTON MUTUAL LIFE INS - W
437503 014435-01 TSA CONSULTING GROUP

437504 015757-01 TSA CONSULTING GROUP

CONSUL

UPPLEMENTAL  ITNSURANC
TING GROUP

Pauroll Pagnent
Payroll Pagnent
Pauroll Pagnent
Pauroll Pagnent
Payroll Pagnent
Pauroll Pagnent
Payroll Pagnent
GREAT-HEST RETIREM SVC - WELLS Payroll Paument
437506 016517-01 GREAT-WEST RETIREM SVC -
437507 01725101 TSA CONSULTING GROUP
437508 018593-02 AMERICAN HERTTAGE
437509 025683-01 CAFETERIA PLAN ADVISORS, INC.

WELLS Pauroll Paument
Pagroll Pagment
Pagroll Pagment
Pauroll Payment

‘ 0K ' Find

[ -
Batch Query
o (® ViewAll Oln-progress () PostedAll (OPostedOpen () Posted Closed
Actions
2 Batch 3 DeptCode 4 Trx Date 5 BatchOwner 6 Original |Post Date Expected Amt| Entered Amt|Batch Status
PRa03316_[T0WN 9-Rer—2020 [THERESA THERESA G-Mau-2020 | 137093.32 | 137093.32 [losed
PRa03LT_[ToAN §-Hau-2020 [THERESA THERESA 135009.74 | 13000974 [Entry Began
FRa03315 _ [ToAN [Pa-Rpr—2020 [TFERESA TFERESA B-May2020| 139196.31 | 139198,31 [[losed
FRa03314_ [T0AN 10-Rpr-2020 [THERESA THERESA 145352.00 | 145352.00 [Ertry Began
PRa0IILL_jADe [E0-ar—2020 RENDY WENDY 564034 640,34 [Ertry Began
RaGl0  IGHSCHOOL [16-Far-2020 [LUAFH AN 798,55 579883 [Erntry Began
1 View Batch v [13-Har-2020 JRENDY WENDY 8394.01 8394.01 [Entry Began
B507306 | 1 All Vouchers in Batch PROOHEE Owner WENDY x
303308 v o T
FRI03304 erdor _ Hane - g
—_— )00166-02 BOSTON MUTUAL LIFE NS, wro D ) ~
000684-01 NORFOLK CI7 RETIREMENT S ay it 2400, ra
FR303301 | | 437497 001820-01 AFLCTO AFSCHE LOCAL 747 Pauroll Paunent 410,00 Entry Began

25.77 Entry Began
50.00 Entry Began
416033 Entry Began
516.75 Entry Began
52.06 Entry Began

== [AUC] 2067-Batch Quef{theresal) - B X
File Edt Leoyers i vivers ~uucUNEPoyable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBiling System Favorites Help

up

Search | Cancel Help Eof
Batch # PR203309 Voucher |n.pmg_rgss Entry Began
= Voucher# fi374%5 | WENDY
—— Vendor 000166 02 Invoice# PR 903309 000166 02 Check Type Printed Bank ERST
o BOSTON MUTURL LIFE INS, C0.-G InvDate  13-Mar-2020 Check #
DIVISION 2 Customer# Separate Check
PO BOX 55154 Dept. Code ADM Hold Check
BOSTON  MA 02205-0000 Vou Date  13-Mar-2020 FY 2020 Type PR Payroll Pagment
DueDate  13-Mar-2020 Terms DUR
Amount to Pay Vendor
2 Details (1) 3 tems 4 GL Detais. S Status History Q Attachments. 14,02
Line ltem aty Uom  Item Description Price  Freight Other  § To Retain Ext Amount
= 1,0000 Payroll for checks dated 13-Mar-2020 14,0200 14,02
SeRt 1000-000-0000-000-00-00-21518 100% LIFE, DISABILITY.CANCER INSURANCE
1099 | FA
Entered 14,02 Liquidated Retained Paid Balance 14,02
Ready Liup

Prior to

the

software

update,

users were

unable to view another
user’s voucher directly
from the batch query
screen.

ADMINS activated the
[OK] button on the
lookup to allow
viewing the voucher.

Select Accounts
Payable b Queries »
Batch Query P [1 View
Batch] and use the up
1 and down & arrows
on the keyboard to
select the desired
record. Click [OK] to go
to the Voucher Query
screen. The Voucher
Query Screen will open
to display the selected
voucher. In the

example shown, the batch is owned by the user WENDY; the user viewing the batch is THERESA. If the
user WENDY selected the batch, the button label would be [1 Select Batch] instead of [1 View Batch].

[ADM-AUC-AP-1008]
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S

Accounts Payable

3 REPORTS [Enhancement]

1] Task 2690: Highest Paid Vendors
Highest Paid Yendors

Required: Enter Date Range

VPUUIGL B Ul YLIIUUIS W INLIUUL W LUt
Print Report as:

One-Time Vendors

Include only:

Include FID# in Excel?

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

@® Excel

Optional: Include payments over this § level (500.01(|5 |]|]|] []1

Lookup

From: |01-Jul-2019 To! L Dadune2ll

cu

O Detail ® Summary
O Include @ Exclude
O REAP Yendors O Non-Reap Vendors @ All Vendors
®Yes O No

Cancel Clear All

June 2020

ADMINS updated the prompt
on the Highest Paid Vendors
report to allow entering a
comma in the dollar amount
threshold. Prior to the
software update, if a user
entered a comma in the
“Optional: Include payments
over this $ level” field, the
report would not run.

Select Accounts Payable P Reports P [1 By Vendor] P # 2690 Highest Paid Vendors to run the report.

3.1 Held Checks [Enhancement]

ADMINS added a checkbox to the voucher entry screen to identify checks that are to be
held. For example, the finance office may be asked to hold a check for pickup rather

than mailing the check to the vendor.

3.1.1 Voucher Entry

[ADM-AUC-AP-992]

Batch # 15664

Goto. Voucher# 438133

Voucher Entry

Needs Budget Override

Vendor

0775 il

Actions

Y Go To Batch

Invoice#  [TEST OF A HELD CHECK
Inv Date 15-Jun-2020

Customer# |

Dept Code TOWN  TOWN

Vou Date [15-Jun-2020 FY 2020
DueDate [16-Jun-2020 Terms DUR

@ Print (O Manual O ACH
Check Date
Separate Check

Owire  (ONo Chk
Bank EAST

Type P Payment Youcher

Figure 9 Before

Batch  # 15664

Voucher# 438133
Goto.

Voucher Entry

Vendor  IFEEHN 01
WILLIAM REINERTSON

3 LAUREL CANYON DRIVE
HOPKINTON

MA  01748-0000

Actions

Y Go To Batch

®) Print

Invoice#  [TEST OF A HELD CHECK

Inv Date [15-Jun-2020

Dept. Code [TOWN TOWN
Vou Date [15-Jun-2020 FY 2020

DueDate [16-Jun-2020 Terms [DUR

Figure 10 New checkbox for printed checks to be held in the finance office

Notes:

Check Date
Customer# | Separate

Omanual OACH Owire (O No Chk

Bank [EAST

e Hold Check M can only be used if the check type is printed

e When the Hold Check M is checked it will automatically set the check as a separate check
M, if the separate check box is unchecked O, the system will uncheck the Hold Check O

box.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Accounts Payable June 2020

3.1.2 Voucher Query (both in-progress and history)

Batch # 15664 Voucher |n-pr°gress Needs Budget Override
Voucher# THERESA
Vendor 000775 01 Invoice#  TEST OF A HELD CHECK Check Type Printed Bank EAST
Inv Date 15-Jun—2020 Check #
Customer# Separate Check
Dept. Code TOWN
Vou Date  15-Jun—-2020 FY 2020 Type P Paunent Voucher
Due Date  16-Jun—-2020 Terms DUR
Figure 11 Before — Voucher Query Screen
Batch # Voucher In-Progress
Voucher#
Vendor 000775 01 Invoice#  TEST OF A HELD CHECK Check Type Printed Bank EAS
InvDate  15-Jun-2020 Check #
Customer#
Dept. Code TOWN
Vou Date  15-Jun-2020 FY 2020
DueDate  16-Jun-2020 Terms DUR
Voucher
Figure 12 After — Voucher Query Screen
3.1.3 Voucher Change Order
Batch # 15634 Voucher Change Order Entry Began
Voucher# 436558
Goto...
e ] b1 Invoice#  RLSKDF.J1234 ® Print (O ACH O wire () NoCheck
ons W, R, DYER BOOKBINDING InvDate  [27-Dec-2019 Check Date Bank EAST
207 THATCHER ST, Customer# | Separate Check
WESTWOOT Dept. Code [TOWM Hold Check
MA 020900000 Vou Date  25-Dec—2019 FY 2020 Type P Payment Voucher

Due Date [P6-Feb—-2020 Terms BPCT
Figure 13 Voucher Change Order Screen shows the Hold Check

3.1.4 Disbursement Process

If the voucher was not marked for hold check during creation of the voucher or change order, the finance
office can mark the check to be held on the modify payment file screen.

Edit Payment Vouchers

Goto... Warrant 005128

Actions 1 SelectAll 2 Deselect All 3 Discount Taken Report 4 Cash Requirements Report 5 Edit and Omit Reports.
Sel [items 7 Batch 8 Invoice# | 3 Vendor Vv Date _|[Type [sepCk]  Vaoucher Total Voucher Net Selected Net| A
ttems 15659 TEST POSTMASTER (03-Jun—2020 Printed 20,00 20,00 20,00
tems 438104 15662 HLOCHK 17 [WILSON LAMGUAGE TRAIMIMG CORP |03-Jun—-2020 Printed [ 857,00 867,00 867,00
tems |428105 18662 HLOCHK1e  [WALMART COOMMUMITY /GECRE 03-Jun—-2020 |Printed F0.,98 70,98 70,98
tems 435106 15662 HLOCHK1S  [TIMOTHY THOHIG 03-Jun—2020 |Printed 150,00 150,00 150,00
tems 432107 15662 HLOCHK 14 |CACE 03-Jun—2020 |Printed 350,00 350,00 350,00
tems [d438108 15662 HLOCK 13 REEE (3-Jun—2020 [Printed 5,00 95,00 95,00
tems 438109 15662 HLOCHK 12 |PEARSOM EDUCATION (03— Jun—2020 Printed 1819,40 1819,40 1819,40
tems Jd428110 15662 HLOCHK11  |W.E, MASON CO, IMC, (03— Jun-2020 |Printed 255,96 259,96 259,96
=] [ FEETEE] RERD [N TP PR oy S =T TN =3 [ AToTT ) e p—— IR o1 B o1 Bo

Figure 14 Before — The Modify Payment File screen from the Disbursements menu

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 11
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Edit Payment Vouchers New HIdC column on the Modify
Goto. g — Payment screen
Actions - .
1 Select All 2 Deselect All 3 Discount Taken Report 4 Cash Requirements Report 5 Edit and Omit Reports
Sel [items 6 Vouch# 7 Batch 8 Invoice# | 9 Vendor VinvDate [Type SepjffHI Voucher Total Voucher Net| Selected Net| ~
ftems R903319 903319 OTSA CONSULTING GROUP 2-May-2020 Printed [ 530,00 530,00 530.00
tems |437768 |PR903319 PR 903319 OAMERICAN HERITAGE [22-May-2020 [Printed [ §I 54,32 54,32 54,32
tems [437769 [PR903319 |PR 903319 OAMERICAN HERITAGE [22-May-2020 [Printed ] 475,70 475.70 475,70
tems [437770 |PR903319 PR 903319 OLEGALSHIELD [22-May-2020 [Printed [ 52.45 52.45 52.45
tems [437771 |PR903319 PR 903319 OSOLOMON e SOLOMON [22-May-2020 [Printed [J |2 100,00 100,00 100,00
tems |d37772 [PR903319 PR 903319 OGREAT-HEST RETIREM SVC-WELLS [22-May-2020 |Printed [ 638,29 638.29 638.29
tems [d37773 |PRI03319 PR 903319 OCAFETERIA PLAN ADVISORS, INC, [22-May-2020 Printed = 546936 5469, 26 546936
Selected Totals 136053.01 136053.01 136053.01
0 Return to Menu

Figure 15 After — The Disbursements menu » Modify Payment File with the new column highlighted

& TedRE - AP_DisbEdt_ ANTHEA_006188[1).lis
File Edit Format Options
‘(nunerNew jl? j B|7 gl.' =| E HEIN=]
k11s
2118-APDISEDT .REF Printed 03-Jun-2020 at 14:55:13 by ANTHEA HIdChk?
Town of Admins
Disbursement Edit Report column
For Warrant : 006188 GL Effective Date : 03-Jun-2020 Voucher#
Voucher# Batch# Dept Group Invoice# Vendor Line Voucher Amt CheckIyp Check# Check Date SepChk2fH1dChk?
438026 15659 FIRE TEST POSTMASTER 1 20.00 Printed 03-Jun-2020 Yes Yes
438104 15662 SCHOOL HLDCHK17 WILSON LANGUAGE TRAINING CORP 1 289.00 289.00 EAST Printed 03-Jun-2020
2 289.00 289.00 EAST Printed 03-Jun-2020
3 289.00 289.00 EAST Printed 03-Jun-2020

67.00 867.00
438105 15662 SCHOOL HLDCHK16 WALMART COOMMUNITY/GECRB 1 70.98 70.98 EAST Printed 03-Jun-2020 Yes

70.98 70.98
438106 15662 SCHOOL HLDCHK1S TIMOTHY TWOHIG 1 150.00 150.00 EAST Printed 03-Jun-2020 Yes

150.00 1s50.00
438107 15662 SCHOOL HLDCHK14 CRCE 1 350.00 350.00 EAST Printed 03-Jun-2020 Yes Yes

350.00 350.00

Figure 16 New HIdChk? Column on the Disbursement Edit Report

3.1.5 Optional Reports

This report should be run AFTER the Build Check# step has been run. For sites that elect to do so, during
the DISBURSEMENT posting, this report will be run as part of the posting and will display on the screen
for them to review.

To include this report as part of the disbursement posting, contact support@admins.com and request that
change. Otherwise, run it interactively via the optional site reports

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 11
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Optional: Site Reports
This report requires that check
#s are already assigned. Run descipton Date st i Seccess
the report of Checks to be Held | . .un on vouchers paid Report
after the Build Check # step ON | Proiected Neaative Expenditures Report
- - Check Disbursements By Fund
the Maln Menu' Runnlng the DshursementADnrnva\LsttvrtvWarranl
report before that will yield no  fsoursement Avoroval List- School Warrant

Check Disbursements by Bank Accounts

records selected. Vendors with combined Checks over S0K

Warrant Detail Report By Account

Checks to be Held until Collected §un—-2020 11:45:47,94 11:45:47,94

137 - Fal
A B c D E F G H I J
1 Check# Check-Date Vendor-Name Voucher# Vouch-Date Check-Amount lnveice# Invoice-Date Bank
2 0342510 6/16/2020  AMERICAN HERITAGE 37768 52212020 5432 PR 003310 018603 02 5/22/2020  EAST
3 0342511 6/16/2020  AMERICAN HERITAGE 3TTE 52212020 47570 PR 903310 018693 04 5/22/2020  EAST
4 10342515 6/16/2020  CAFETERIA PLAN ADVISORS, INC. 437773 5/22/2020 5.460.36 PR 003310 025680 01 5/22/2020  EAST
5 0342527 6/16/2020  SOLOMON & SOLOMON TATITA 52212020 10000 PR 003310 021154 01 5/22/2020  EAST

6

H 4 » ¥ Apdishldchk /73 <] u ‘

Ready | ||EE | 100% (=) {}

\A_TI H 9 - - * Checks_To_Hold_006187_THERESA[1].xml - Microsoft Excel - O
Heme Insert Page Layout Formulas Data Review View v @ =@ =

If the report is run, and has records, it will be attached to the warrant history screen.

3.1.6 Warrant History

Warrant History
€ Warrant# Check Date  03-Jun—2020 HWarrant. Closed
) Bank EAST  EASTERN BAMK FOR AP Posted Date  03-Jun—2020
Actions
Seq# |Description Filename Buttons ~
1 Di=zhbursenent. Approval List {Warrant ) AP _karrant _ANTHEA_0OE188 , POF
= Cazh Reguirementz Report AP _Cash_Regd_ANTHEA_OOG188.FPDF
K Check Fegister Report AP _Check_Register_2112 ANMTHEA_00G1288 .PTF
| Dizbursemnent. GL Posting Report AP _Harrant_Post_to_GL_ANTHEA_0OO0G188 . PIF
i} Dizbursenent. Posting Report AP_karrant _Posting_ANTHEA_00G188 ,FOF
5 Foccount# on Vouchers Paid Report AP _Accta_0On_kWarr_006188_ANTHEA_ , pdf
7 Checks to be Held until Collected Checks_To_Hold_00&188_ANTHEA ,=m1 7 View 2 Email

[MDF-SUP-SAPLAUC-1024]

4 INTERFACES/IMPORTS P Upload Vouchers — Spreadsheet

[Enhancement]

ADMINS added error checking to the Upload Vouchers process.

This error checking will be evident in the Upload Spreadsheet command if errors are made when

specifying Username, Department Group, Bank Code, or Voucher Date.

See AP-980 Upload Vouchers — Spreadsheet for details on the process.

[ADM-AUC-AP-1013]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5 COPY LIVE TO TRAINING [ENHANCEMENT]

1‘ J, ¥  [PLUTO-AUC] Update Training from Live has been COMPLETED - M...

File Message Help @ Tell me what you want to do

@l @ = Dv G) <€) — 8 EE" FD" FIE" “ /OFind O\Zoom

~

PLUTO-AYS Update Training from Live has been COMPLETED

d

[Ty ToTWOTS

Theresa Campbell
To Theresa Campbell Mon 4/6/2020 2:01 PM

-

The Update Training from Live process has been completed on 06-Apr-2020

Email List: [SYUPDTRAIN] Submit Copy Live to Training to Batch

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

4 »

Figure 17 Email notification that the update of the training area is complete

The process was
enhanced to send
an email to the
members of the
SYUPDTRAIN
Distribution List
on completion.

This change was
installed on sites
in April 2020 and
is included here
to document the
change.

Anyone submitting the process should check the SYUPDTRAIN Distribution List to make sure their

username is in the SYUPDTRAIN list.

See SY-175 Copy Live to Training (Batch) for details on this feature.

6 HELP REFERENCE LIBRARY

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

6.1 New or Updated Documents

[ADM-AUC-SY-8114]

e DISBURSEMENTS AP-145 Preventing Duplicate Payments [New]
AP-175 Report of Held Checks [New]
e YEAREND AP—705 Restrict Access to Accounts Payable for Fiscal Year End [New]
e OTHER AP—-825 Open, View, and Edit .CSV files for AUC Uploads [New]
AP-875 Pivot Tables - Analyze AUC Data in Excel® [New]
AP-980 Upload Vouchers — Spreadsheet [Updated]
SY-175 Copy Live to Training (Batch) [Updated]
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