ACCOUNTS PAYABLE

RELEASE NOTES JUNE 2021

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 21.2
Accounts Payable June 2021

1 VOUCHERS [ENHANCEMENT]

To make it easier to process voucher batches and incorporate new features requested by customers, ADMINS
streamlined voucher processing.

1.1 Voucher Entry Screen Changes

To reduce the time to check the vouchers within a batch, and minimize confusion about the status of vouchers
when doing approvals or collecting vouchers for disbursement, ADMINS removed the [Check Voucher] option
from the bottom of the Voucher Entry screen. Instead, use the [4 Check Batch] button on the Batch entry screen
to check all vouchers at one time

Also removed the Edit List, Release Voucher(s) and Post Voucher(s) commands found under the [GoTo] button on
the Voucher Entry screen, and the [Check Voucher] option from the [Actions] button. These features are available
from the menu and from the Batch Entry Screen.

Show In Progress
Go to Batch
Inquiry

AP/PO Dashboard

View Vendors

- V Add Vendor on Fly
#16713 Add Commaodity ltem Entry Began
Goto.. 4" Vioucher# 470087 Voucher Entry Batch not. Ready

Goto. Exit
- b5 Invoice# | Print Manual (ACH Wire No Chi
— Aclions SCH DIST Inv Date CheckDate  [p3-Jun-2021 Bank EAST
Y& :"T Bai - "\ Luctomart Separate Check
LEe 1o ATTN JAV BYER Add New Voucher UPT_OFF Superintents Of | Hold Check Certified Payroll
MENDON Erace Voucher 3-Jun-2021 FY 2021
MA  01756-0000 3-Jun-2021 Terms [DUR Type P Paument Voucher
Delete Voucher
New Line
X Amount to Pay Vendor
2 Entry (1 3 tems ES tus History Q Attachments 1850,00
S Delete Line
Line [tem Qty Uom Item Descri] Copy Line Price  Freight Other $ To Retain Ext Amount
. frvoice 21 I 1850,0000 [ | [ 185000
Spiit U By Account = 1000-300-1} ltems DUES/MEMBER-SCH COMM
1093 [ FA GL Details

Status History
T Add Voucher 7Add Line & Copy Line 4@ Entered Amount 1850.00

Ready
Figure 1 Changes to the Voucher Entry Screen

[ADM-AUC-AP-1077]

1.2 Batch Status on the Voucher Entry Screen [Enhancement]

ADMINS added text on the voucher entry screen to indicate the batch status. This will be helpful when the batch
has been checked, but it is not ready for procesing due to one or more vouchers in either “Entry Began”, “Error”,
or “Needs Approval” status. There are two vouchers in the same batch in Figure 2, showing that some vouchers in
a batch may be ready for posting while others are not.
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ADMINS Unified Community

Release Notes — Version 21.2

Accounts Payable June 2021
= [AUC] 2001-Voucher Entry] - 5 x|
Batch  # 16656 Voucher Ei eeds ervisor "
Voucher# 469933 mry LT fer
Goto. Batch not. Read
7o Vendor pnual OACH  OWire  ONo Chk
SOV ECTION. THC Top line indicates this voucherisin | Bank [ERST
Y Go To Batch .
WOBLR Needs Supervisor Approval status O  Certited Payrol
MA  01813-0000
Lment Voucher
- == [AUC] 2001-Voucher Entry] - 0 X H
] o Batch # 16656 Ready for Posti
Line ftem aty o Voucher Entry ]
L [Ue]  goto. Batch not R
Skt N Vendor bt Invoice# @Print  OManual OACH  LoWire () No Chk
F v I HEARTLAND invDate  [i-Har-2021 Check Date Bank [EAST
St ’ ¥ Go R HEARTLAND PAYMENT SYSTEMS, INC Customer# Separate Check []
e L GoTe Batch PO BOX 936565 Dept Code DISTRICT DISTRICT WIDE Hold Check [0 Certified Payroll
RILANTA GA  31139-6565 Vou Date [E1-Har—2021 FY 2021
6 Add Voucher DueDate [p1-Apr-2021 Terms DUR Type F Paument Voucher
to Pay Vendor
2 3 tems 4 GL Details S Status History Q Attachments 924,00
Line ltem Qty Uom Item Description . . . . . ptain Ext Amount
] |t EAE: WyschasiApes Driine 0500 54| Top line indicates this voucheris |— 543,00
Spit 2714-000-2250-404-03-00-52400 . . bTR1
— - i r [ e ready; 2nd line shows thatthe [
[1.0000 PSV: Install/Setup MySchoolfpps i H 375.00
Spit 2714-000-2250-404-09-00-52400 Entire Batch is not ready pTRI
1009 [ FA[ PO# 194441/2
6Add Voucher 7 Add Line & Copy Line P In Proaress Entered Amount 924,00
Lkup up

Figure 2 Voucher screen now shows additional information about the status of the batch

[ADM-AUC-AP-1093]

1.3 Voucher Selection Error Report [Enhancement]

== [AUC] 60-Voucher Batch Entry|

ADMINS added a check on the #2027
Voucher Selection Error Report to print an

error if the department on the voucher is
inactive. The report was enhanced to

include any batches that have progressed
beyond the “Entry Began” stage.

Run the report by selecting:

Voucher Batch Entry
= T  EASTERM BAMK FOR A/P
Acina Default Dept F INAMCE
DefaultType P Paywent Voucher © CheckWirg]
Lists the error on the report
Expected B P -
if department is invalid
1A lew Batch Price 51999.5700 P
. Freight [
2 Last Batc Other
Totals 51999.57 51999, 57
B e Submit Batch for Processing Yes

Accounts Payable P Enter Bills (Vouchers) P Voucher Selection Error Report

AP_Voucher_Ermors|pi e i esse b 5250
bi Haip

Toals AP Moucher_Errars_._ x

]

Home

w e B8 Q

2B ao "] LK UBCIC)

Printed 23-APE-2021 at 10:14:41 by

Voucher Selection Error Report.l

2027-FXREP :AFVOUESTERR . FEP

s noted.

| Listed pelow but 1

i

-

m

2

Page 1

ge why this imn

3 ADMINS INC

4Ger 00 c
468336 00014 VENDETTI MOTCRS

16604

*h+ FOTE: *#* You have accese to the batch(s) listed below but it i not ready to post for the reasons moted.

Insctive Department or Fo Access to Departmest Growp

Error Messas

Datchy  Batch By

TrERESA
THERESH

18819 £01274 FIRE EXTINGITSIE
L

463225 028641 385 SOLAR LLC

“re WOTE: ++v You have

-

twhy this ism*

Tnactive Department or T
Insctive Department or Fo hec

is isn't resdy for posting

LA 463660 ©O0DO 14 SUEPLY CONTE

Voucher in Datch net ready o Post

[ADM-AUC-AP-1094]
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ADMINS Unified Community

Release Notes — Version 21.2

Accounts Payable

1.4 Split Lines on Vouchers Created from Purchase Orders

June 2021

At the end of the Fiscal year departments are eager to spend appropriations down to the penny. Accounts Payable
vouchers can pay against Purchase Orders that have been set up with G/L Split lines (viewable via the [Split| More]

toggle button).

If a PO with G/L Split Lines was paid with multiple vouchers, very small amounts were being dropped to zero on the

== [AUC] 2001-Voucher Entry|
Batch # 16707 Voucher Entry Entry Began
ok Voucher# 470079 Batch not Ready
Vendor 0 pL Invoice#  EPLIT AGAIN @Print  OManual OACH OWire  ONo Chk
ol ADMINS INC InvDate  B6-Hag-2021 Check Date Bank EAST
Y Go To Batch 219 LEWIS WHARF Customer# | Separate Check []
ims BOSTON Dept Code FIRE Fire Department || HoldCheck [] Centified Payrol
MA 02110-3927 Vou Date P-Mag-2021  FY 2021
DueDate P7-May-2021 Terms DUR Type P~ Paument Voucher
Amount to Pay Vendor
2 Ent 3 tems 4 GL Detais S Status History Q Attachments 142500,00
Line Item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
il [testing split line with snall percentages 1500000000 =7500.00 142500.00
More, By Account | 0100-430-0000-004-00-00-52700 TRASH REMOVAL
1098 [ FA [T PO 194854/1 R % 5.00
Change the Price or $ To Retain fields here; the system
will calculate accurate percentages on the split lines
that may be viewed by clicking the [More] button Entered Amount 142500 ,00

Figure 3 Main Voucher Entry Screen

G/L Split Lines
screen. ADMINS
improved the
accuracy of the
process to
calculate the
original PO % split
into a field with
more decimal
places and
changed the build
of the voucher to
accurately
calculate the GL
line amounts and
retainage %.

To reduce errors, no amounts on the [Split] screen can be changed; nor can a line be added, deleted, or erased if
the voucher is paying on a Purchase Order. Instead, change the total dollar amount on the voucher entry screen.
The system will calculate the correct amounts to be split amongst the many G/L accounts. This allows spending

down the appropriations without leaving small amounts behind.

= [AUC] 2002-Voucher G/L Line Entryl

Voucher G/L Line Entry Entry Began
Goto.
Ackoes Voucher# Line Item aty UOM  tem Description Allocation
470079 1 testing split line with small percentages
Line Retain Ext Amount
-7500.00 14250000
[View IA_((u\ml' [Description S To Retain Amount] %]
Ml - [°100-430-0000-004-00-00-52700 RASH REMOVAL —1647.44 31301.37 | 21.97
2 0100-430-0000-004-00-00-52701 TRASH INCINERATION 864,30 16421.75 | 11.52
3 0100-430-0000-004—-00-00-52702 [HOUSEHOLD HAZARDOUS WASTE DAY -274.09 5207.78 3,65
o 0100-430-0000-004-00-00-53010 [TRANSFER 10 GROUP INS TRUST ~29.93 568.57 40
5 0100-430-0000-004-00-00-59040 TRANSFER 10 GF - INDIRECT COSTS ~120,21 2283.99 | 1.60
3 0200-450-0000-004-00-00-52010 [FOVERTISING ~106.09 2016,71 | 1.41
7 0200-450-0000-004-00-00-52020 [POSTAGE -.05 56
g 0200-450-0000-004-00-00-52030 [TELEPHONE -150,38 2857,12| 2,01
i 0200-450-0000-004-00-00-52100 ECTRICITY -311,95 6927.06| 4.16
10 0200-450-0000-004-00-00-52110 iS-HEATIHG ~ -16.21 308.00 .22
i1 0200-450-0000-004-00-00-52240 UUIP MALNT CUSTS/CONT RGeS -3973,35 75607.70 | 53.06
I -
Fields are not editable; buttons to Add, Remove,
and Erase GL Lines are not clickable
~ I 1
P | |
= I ]
— —
< 1Go To Voucher 3Add GlLine 4 Delete GLLine SE ) Retain Amount
— Entered -7500.00, 100,00 % 142500001 100,00 %
Remaining F3 z

Figure 4 Split screen showing the dollars allocated to many G/L accounts

[ADM-AUC-AP-1095]
[ADM-AUC-AP-1104]
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ADMINS Unified Community Release Notes — Version 21.2
Accounts Payable June 2021

1.5 Multiple Manual Checks in a Voucher Batch [Enhancement]

Prior to the software update, only one manual check voucher could exist in a batch at at time. ADMINS now allows
multiple manual check vouchers to be entered in a manual batch and processed at the same time.

. Cannot add Manual checks to a batch with existing “non-manual” Vouchers.
. The system will check that all vouchers in the manual batch belong to the same bank.

1.5.1 Bank is Controlled on the Batch Entry Screen for Manual Checks

ADMINS added error checking so that only one bank can be used in a batch of manual check vouchers. If a batch is
setup for Manual Checks, no entry in the bank field will be allowed on the voucher screen. To change the bank,
first change the bank on the Batch Entry screen, and then the new bank will be displayed on the vouchers.

== [AUC] 2001-Voucher Entry]

Batch # 16713 Voucher Entry Entry Began
Goto.. Voucher# 470086 Batch not Ready
o . Prin | AC e No Chi
Actons “9  The Bank code for Manual Checks is ! Manual ' ACH Wir EﬂSTh h
TR "Read Only" on the Voucher Entry screen - [ checkDate 53‘Jun‘2_021 Bank
DMINISTRA Hold Check Certified Payroll

if the Bank must be changed, change iton |,
the BatCh screen [ Type P Paument Voucher

—d

If the voucher bank is not the same as the bank set on the batch entry screen, the Voucher Error Check by Batch
will flag it as a hard error, and processing cannot continue until the voucher bank matches the batch bank.

|
2085-FMREF : AFVOUMULERR Printed 27-Rpr-2021 at 13:53:01 by ANTHER Page 1
City of ADMINS
Voucher Error Check by Batch

Voucherg Line GLLine Errors

469992 %% Voucher Bank must be same as Batch Bank. Go to Batch and Type in Bank for All Manual Checks
Paid by Manual Check

[ADM-AUC-AP-1077]

1.6 Credit Vouchers Processed Against Purchase Orders [Enhancement]

Prior to the software update, there was an issue with processing vouchers and credit vouchers to the same
Purchase Order. When checking credits, it was only checking to see if there were posted payments against the PO;
it now checks for both posted and in-progress payments against the purchase order. Vouchers are processed in
the order they were entered; there must be a posted payment or in-progress payment vouchers prior to the credit
voucher to cover the amount of the credit to ensure that the correct amounts are re-encumbered to the PO.

Exception: If a credit that will be processed so that an additional payment
can be done. In this case at least one payment against the PO has to have been
entered (in-progress or posted) that is equal to or more than the credit being
issued.

4 The Order in which Vouchers are entered is very important.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 26



ADMINS Unified Community Release Notes — Version 21.2
Accounts Payable June 2021

If processing a credit against a PO that should re-encumber funds or the PO has quantities set, these credits should
always be done as a separate voucher so that the encumbrance and Quantity balances can be correctly calculated
when restoring them to the PO.

Exception: If an invoice is received for $400 and comes with a $50 discount,
and the PO does not have a quantity, enter the discount amount on the same
voucher in the “Other” field as a $-50.

If a credit is entered that is more than the payments against the PO, a warning message will warn that the available
encumbrance to restore is less than payments against PO.

(L, This is critically important for POs that have Quantities.

If a PO has a Quantity of 100, and voucher(s) are posted for a Quantity of 20, and a credit voucher is processed for
a Quantity of 30, a Quantity of 20 only will be restored & re-encumbered on the PO.

For Vouchers created from POs that have a QUANTITY specified:

e When creating the credit voucher, if the QUANTITY is left blank and the price is entered as a negative —
during the posting of the credit voucher — the process will calculate the quantity to reduce the expended
guantity on the PO.

e If the QUANTITY is entered, the process will use that QUANTITY on the credit voucher to reduce the
QUANTITY expended on the PO.

e Quantity can only be entered as a positive number.

For all credit vouchers processed against POs:
e If novouchers are posted or in-progress against a PO, a payment voucher must be entered before a credit
voucher is entered.
e If one or more vouchers are posted or in-progress against the PO but the amount and/or Quantity is less
than the credit, enter any payments first.

1.6.1 Example for Credit Vouchers and Purchase Orders with Quanties Specified

Consider the following example: A Purchase Order is created with a Quantity of 5,000 @ 45.60 = 228,000.00.
Voucher # 470083 pays for 320 items (totaling $14,592.00).

Open
PO Query - Posted ANTHER
Got
ote Vendor Code 001833 01 Dept Code FIRE Fire Departnent |DeliverTe g CLARA MACY ELEMENTARY S
Actions ADMINS IMC Via Email PO Date 01-Jun—2021  FY 2021 Invoice To g CLARA MACY ELEMENTARY S
219 LEWIS WHARF TypeCode R Regular 1 Delfivery Hotes J Internal Notes
BOSTON No text available No text available
MA - 02110-3927 Ship To Attn
Ship Date Prevaiing Wage
Expected Amt
2 Details (1) 3 tems 4 GL Details 5 Status Histary 6 Vouchers (1) 7 Changes 8 Attachment (1) 228000,00
Line ltem Item Description Qty QtyBalance Price  Freight Other Ext Amount
= road salt 5000,000 4680000 45,6000 228000,00
Requistion#  Contract # (MDT)
Retain % Retain Amt

Figure 5 Voucher #1 effect on the purchase order

In a subsequent voucher batch, a credit memo is received and entered as credit voucher #470084 for $7,980.00.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 26



ADMINS Unified Community Release Notes — Version 21.2

Accounts Payable June 2021
Batch #1671 Voucher Entry Entry Began
Voucher# 470084 Batch not Reacdy
Goto.
et Vendor 01833 JoL Invoice# REDIT VOUCHER Print (O Manual OACH (O wire (O No Chk
o RDMING INC InvDate  BI-Jur2021 Check Date Bank ERST
219 LEWIS WHARF Customer# Separate Check []
¥ GoToBateh | | pooroy Dept Code FIRE _ Fire Departwent | HoldGCheck [  Certified Payroll
MR 02110-3927 Vou Date  0I-Jun-2021 FY 2021
DueDate  p2-Jum—2021  Terms [OUR Type © Credit VYoucher n
Amount to Pay Vendor
1 3 tems. 4 GL Details 5 Status History QAttachments —7980,00
Line Item Qty Uom Item Description - Price  Freight Other $ To Retain Ext Amount
I [ froad salt ~7580.0000 | | | -7980.00
Spit U By Account | 0100-430-0000-004-00-00-52701 TRASH TNCINERATION

1099 [ FA [ PO# 194856/1

This restores the quantity of 175 (7980 + 45.60) to the Purchase Order, re-encumbering the funds. The system
calculated the change to the quantity balance based on the price per unit.

Open
PO Query - Posted AHTHER
Goto. Vendor Code 001833 01 Dept Code FIRE Fire Department |DeliverTo g CLARA MACY ELEMEMTARY S
e ADMINS INC Via Email PODate  (1-Jun-2021 FY 2021 Invoice Ta 4 CLARA MACY ELEMENTARY S
219 LEWIS WHARF TypeCode R Regular Delivery Notes J Internal Notes
BOSTON No text available No text available
MA 02110-3927 Ship To Attn
Ship Date Prevailing Wage
Expected Amt
2 Details (1) 3 4 GL Details 5 Status History 6 Vouchers (2) 7 Changes 8 Attachment (1) 228000.,00
Line Item Item Description Qty QtyBalance Price  Freight Other Ext Amount
g road salt 5000.000 4855,000 45,6000 228000.00
Requistion#  Contract # (MDT)
A third voucher, #470085 is entered for a payment of $13680.00.
Batch # 16712 Voucher Entry Entry Began
j— Voucher# 470085 Batch not Ready
et Vendor [001833 Pt Invoice#  PAVMENT VDOUCHER Print  OManual OACH  Owire  OMNo Chk
ons ADMINS INC InvDate  [pi-Jun—2021 Check Date Bank EnsT
v GoToBatch | | Lo WEWIS HHARF Customer# | Separate Check []
BOSTOM Dept. Code FIRE Fire Department Hold Check O Certified Payroll
MA 02110-3927 Vou Date  1-Jun-2021 FY 2021
DueDate [2-Jun-2021 Terms R Type F Paunent Youcher
- Amount to Pay Vendor
2Entry (1 3 tems 4 GL Details 5 Status History Q Attachments 1365
Line Item Qty Uom [tem Description Price  Freight Other $ To Retain Ext Amount
= 500,000 [l foad salt [ 45,6000 [ [ 13680.00
Split U By Account | 0100-430-0000-004-00-00-52701 TRASH IMNCIMERATION
1088 [ FA[ PO 19485641

The results of this activity can be seen on the PO Query screen:

Purchase Orders P Queries P View All Purchase Orders P [Select] P [6 Vouchers]

[AUC] 3054-Associated Vouchers|
Open
Associated Vouchers =
e .
Gato VendorCode 001833 01 Dept Code FIRE Fire Department |(DefiverTo g CLARA MACY ELEMENTARY S
Actions ADMINS INC Via Email PODate  01-Jun-2021 FY 2021 Invoice To 4 CLARA MACY ELEMENTARY S
219 LEWIS WHARF TypeCode R  Regular Deiivery Notes J internal Notes
BOSTON No text available No text available
MA  02110-3927 Ship To Attn
Excel Ship Date Prevaiing Wage
Expected Amt
2 Details (1) 3 tems. 4 GL Details S Status History 7 Chanaes 8Attachment (1) 228000, 00
Line [UserBatch_ [Voucher® VLN [Ty[item Description Invoice® [Vendor Paid__[Check® _[Check Date_[Status Ext Amount]
1 |16710 470082 |1 [P [road salt [EXAMPLE OF Open 14592.00
1T |671L 470084 |1 [C [road salt [CREDLT voU Open =7980,00
1 [16712) 470085 [1 P |road salt PAYMENT VO Open 13680.00
PO Balance wi-WIP 207708.00 Pay WIP Paid 20292.00 Total 20292.00
©  Keeoous  Encumbered 22800000  Liquidated Relieved 20282.00  Paid 20292.00  Balance 207708.00
Retained Liquidated Relieved Paid

Figure 6 Summary showing the 1. Payment Voucher, 2. Credit Voucher, and 3. Payment Voucher

[ADM-AUC-AP-1106]
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2 CERTIFIED PAYROLL CHECKBOX M [Enhancement]

The following is excerpted from the https://www.mass.gov/prevailing-wage-program web page:

“The Department of Labor Standards (DLS) issues prevailing wage information for
construction projects and other types of public work.

DLS issues prevailing wage schedules to cities, towns, counties, districts, authorities, and state
agencies. Workers must receive these hourly wage rates when working on a public project.
Prevailing Wage rate schedules vary by region, type of work and other factors...”

ADMINS added a “Prevailing Wage” checkbox to several screens in the PO module. The checkbox indicates that
prevailing wage is required on the work and the contractor must submit a “Certified Payroll” document at the
time of invoicing. These boxes are checked on POs and / or Contracts. If the Contract has the box checked, any POs
created based on the contract will be checked. Vouchers that pay against the POs will have extra error checking
during processing. See the June 2021 Purchase Order Release Notes for more information about the Prevailing
Wage checkbox on the PO module screens.

Certified payroll documents can be scanned in and attached to the voucher record using the [Q Attachments] tab
of the Voucher Entry screen; the user can check the flag once the certified payroll documents are in hand, either
during voucher entry or on the Voucher Query screen. Vouchers that pay against the POs will have extra error
checking during processing, depending on the value of the Site Specific Error check.

Batch # 16713 Voucher Entry Entry Began
e Voucher# 470093 Batch not Ready
e Vendor o1 Invoice# | Print Manual () ACH Wire No Ch
InvDate [ Check Date [08-Jun-2021 Bank EAST
Customer# | Separate Check
Y Go To Batch -
Dept Code RDM  TOWN ADMINISTRA Hold Check Certified Payroll D
Vou Date [03-Jun-2021  FY 2021
Due Date [03-Jun-2021 Terms [DUR Type P Payment Voucher
Amount to
2Entry (1 3 tems 4 GL Details S Status History Q Attachments 2000,00
Line item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
- | [T Bertine St Retaining Wall, Engineering Services i | 2000,0000 | | | 2000,00
Spiit U By Account  0200-450-0000~-004-00-00-54140 r—

1099 [T FA[ pow 194865/1  [tr# 13/1 Exp:01-Jul-2029 Prevail HWage: Yes|

6 Add Voucher 7 Add Line 8 Copy Line P In Proaress Entered Amount 2000,00

Ready
Figure 7 The contract refenced has the Prevail Wage M set to Yes

2.1 Error Checking

If the voucher is created from a Purchase Order (PO) that has the Prevailing Wage M box checked, the process will
evaluate the value of the Certified Payroll M checkbox based on the Site Specific Error Check Task AP Sequence
#25. As shown, the value can be set to:

® Warning — Issue a message on the error check, but allow the process to continue
® Hard Errors — Issue a ***message*** and stop the process until corrected
®© No Message — Ignore the value on the voucher

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 26
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System P Site Specific Error Checks P AP

== [AUC] 7-Site Specific Error Chechl

Site Specific Error Checks

Goto...
Actions
m Accounts Payable Entry E@
Seq#[Desaription [Action Code Value [Buttons ~
1 |vendor on Hold Waming @ Hard Error (O No Message 1Edit
2 [Remit Address not AP Waming  OHard Error () No Message 1
|3 |Allow Voucher Terms different to Vendor ‘Warmning @Ham Error () No Message
5 [Voucher Account Different to Item Acct [®@Waming  (OHardEror (O No Message
[E__[1093 Vendor with no FID Wamning O Hard Error O No Message
7 |PO In Different Fiscal Year [OWarming  (OHard Error @ No Message
B |Allow Personal Services Accounts [DWaming  (OHardEror (@ No Message

@ [ire Transfer to have Blank Check Date | Warning @ Hard Error (O No Message
10 |Allow No-Print Checks to have blank Date |O Waming (@ Hard Error (O No Message

11 |Allow Assets Account Types Warning  (OHardError (O No Message
12 |Allow Liability Rccount Tupes ‘Warning (O Hard Error @ No Message
13 |Allow Fund Equity Account Types [Owaming  OHardEmror _® No Message
14 |Allow Expenditure Account Types Warning  (OHardError @ No Message
15 |Allow Revenue Account Tupes @Warning  (OHardError (O No Message
16 [Allow Inv Date to differ from Vouch Date |0 Waming (O Hard Error (@) No Message

18 |Allow Retainage to be Liquid on "L" Type |® Wamning (OHard Error O No Message
19 |Allow Voucher Date less than Inwvoice Dt ‘Waming (OHardError (O No Message
20 [Check same Vendor, Inv Date & Amount Wamning (OHard Error (@) No Message
21 [Check for Missing Allocation Code (MDF) ‘Warning (O Hard Error (@ No Message
22 [P0 has Qty. Freight/Other is a Credit |® Waming (OHard Error (O No Message
[P PO has Qty. Continue from Previous Error [@ Waming (O HardError () No Message

(® No Message

0> Te Warning Hard Error () No Messaggl

|
[ [ |
[ [ ¥

17 |Allow 1099 Code different to Vendor Ewammg OHardError _® No Message

-- Added 24-Feb-2003 By ANTHEA Changed by Status: Site Check Active

Figure 8 The Site Specific Error Checks P AP screen with the new Sequence #25 for Certified Payroll Box

2085-FMREF: AFVOUMULERR Printed 08-Jun-2021 at 10:19:09 by THERESA Page 1
City of ADMINS
Voucher Error Check by Batch

Voucher# Line GLLine Errors
470093 Paid by Manual Check from Bank EAST
Warning: P2129-Voucher Date cannot be less than Invoice Date

|Warm’.nq: P2151-PO Marked for Prevailing Wages. Certified Payrcll documents not checkedl

Figure 9 Voucher error check with PO marked for Prevailing Wages and Seq #25 marked as a “Warning”

2085-FMREP: AFVOUMULERR Printed 08-Jun-2021 at 10:28:40 by THERESA Page 1
City of ADMINS
Voucher Error Check by Batch

Voucher# Line GLLine Errors
470093 Paid by Manual Check from Bank EAST
Warning: P2129-Voucher Date cannot be less than Invoice Date

|*** P2151-PO Marked for Prevailing Wages. Certified Payroll documents not checked]

Figure 10 Voucher error check with PO marked for Prevailing Wages and Seq #25 marked as a “Warning”

2085-FMREF: AFVOUMULERR Printed 08-Jun-2021 at 11:01:07 by THERESA Page 1
City of ADMINS
Voucher Error Check by Batch

Voucher# Line GLLine Errors
470093 Paid by Manual Check from Bank EAST

Figure 11 Voucher error check with PO marked for Prevailing Wages and Seq #25 marked as a “Warning”

As shown in the figures above, the system will behave differently depending on how the site specific error check is
marked.

2.2 Changing the Certified Payroll Box on the Voucher Query Screen

Typically, query screens are “Read Only”. An exception was made to accommodate marking vouchers that are:
e paying against a PO with the Prevailing Wage box M checked

e inthe Posted, “Open” or “Closed” status (not in Entry, Approvals, Disbursements or Change Orders)

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 26
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This will allow quickly updating the voucher record if the Certification is received after the voucher is processed,
without requiring a change order.

= [AUC] 2014-Vouchers - Posted |

LEEL I32H] Vouchers - Posted G
Voucher# 0 THERESA
Goto.
P Vendor 010816 01 Invoice#  13-13-1 Check Type Printed Bank EAST
BETA GROUP, INC. InvDate  08-Jun-2021 Check #
6 BLACKSTONE VALLEY PLACE Customer# Separate Check
LINCOLN Dept. Code ADM Hold Check
RI  02865-0000 Vou Date  09-Jun-2021 FY 2021 Centified Payroll []
Due Date 09-Jun-2021 _Terms DUR Type P Paunent. Voucher
If th¢ Prevailing Wage box is Yes, the TS
2 Details (1) 3 tems 4 GL Details Certified Payroll Check & box on the Q Attachments 1000,00
Voucher Query Screen is editable
Line Item aty Uom Item Description bther  § To Retain Ext Amount
= Bertime St Retaining Wall 1000,00
Spit 0200-450-0000-004-00-00-54140 . N,
099 [/ FA [ POW 194865/1 ICtr# 13/1 Exp:01-Jul-2029 Prevail Hage: Yes|
Entered 1000.00 Liquidated Retained Paid Balance 100000

Figure 12 This voucher will allow the Certified Payroll box to be checked on the Voucher Query screen

Since the voucher shown in Figure 12 above is Posted and Open, the checkbox may be edited. Click with the mouse
to set the checkbox; click again to unset the checkbox.

|E= [AUC] 2014-Vouchers - Posted |
Batch # Vouchers - Posted Change Order in Progre
Voucher# ANTHEA
Goto.
s Vendor 019325 01 Invoice#  FROM PO WITH PREVAILING HAGE Check Type Printed Bank EAST
Inv Date 21-Apr-2021 Check #
Customer# Separate Check
Dept. Code FIRE Hold Check Certified Payroll
Vou Date  21-Apr-2021 FY 2021
DueDate  22-fpr-2021 Terms DUR Type P Paunent Voucher
Amount to Pay Vendor
2 Detais (1) 3 tems 4 GL Details 5 Status History & Check History 7 Changes QAttachments 2500.00
Line ltem Qty Uom Item Description Price  Freight Other  $To Retain Ext Amount
= checking PO prevailing wage no contract 2500, 0000 250000
Spit 0100-430-0000-004-00-00-52701 TRASH INCINERATION
1099 | FA | PO# 194844/1 PO Prevail Wage: Yes
Entered 2500.00 Liquidated Retained Paid Balance 250000

Figure 13 This voucher will not allow the Certified Payroll box to be checked on the Voucher Query screen

As shown in the Figure 13, the voucher is in Change Order status and the Certified Payroll box cannot be edited.

2.3 Weekly — #2614 Outstanding Certified Payroll Documentation

The CONRPT Distribution list will
receive a weekly report on any
vouchers where a PO is attached

= [AUC) 2975-Report Library by Voucher [theresa]

Report Library by Voucher

2 By Commodity Rem
3 By Purchase Order

5B

261d-Outstanding Certified Payroll Documentation

6 By Bids.
7 By Contracts
& Audit Reports.

APPOLIBAP

feters Paid Run that has the Prevailing Wage
[2097-Accounts Paid on Selected Warrants (by Fund) Run
[2679-Voucher Detail by Vendor for 1099 Codes Run checkbox checked but the Voucher
[F517-Posted Vouchers Tageed for Fixed Assets Run
Report Categorie: [PE09-Vendor with same Inwoice Date/Amoun un H= H
n1a..u.m,i am—oucsmml Tertified Pa rn;l Docuu:ntatmn  — :un Certified PayroII is not checked. See

SY-150 AUC Email Distribution Lists
for instructions on how to maintain
a distribution list.

The same report may be produced

on demand in the AP Reports menu:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Reports P Report Library P 4 By Voucher P {Page Down} P #2614 Outstanding Certified Payroll Documentation

B | Task 2614: Qutstanding Certified Payroll Documentation X

Vouchers with POs where Certified Payroll unchecked

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

Lookup Cancel Clear All

2614-AFVOUCERTPAY.REP Printed 08-Jun-2021 at 12:02:49 by THERESA Page 1
City of ADMINS
Outstanding Certified Payroll Documentation

Vouchers with Purchase Orders that have Prevailing Wage checked, but Voucher Certified Payroll unchecked

Voucher# VoucherDate Vendor PO# PO Date Contract#
469978 21-Apr-2021 019325/01 ABC OFFICE 194844 21-Apr-2021
470095 09-Jun-2021 01081&/01 BETA GROUP, INC. 194865 08-Jun-2021 13

-

Grand Total # Vouchers 2

Figure 14 #2614 Outstanding Certified Payroll documentation report lists vouchers that require a certification

[MDF-SUP-SAPLAUC-1082]

3 DISBURSEMENTS BANK ERROR REPORT #2155 [Enhancement]

ADMINS added the #2155 Disbursements Bank Error Report to trap errors. Each bank used in Accounts
Payable processing is associated with a cash account. This cash account is determined from the
Maintain Bank Codes screen setup, (which may use **** for @ account elements, which tells the
system to substitute any **** with the element from the expense account used on the vouchers).

3.1 Bank Code Table

To see this table, click on:

Accounts Payable P Tables » Bank Codes

[E1AUCI 2517-Maintain Bank Codes |

The ABA # must be present

Maintain Bank Codes

Goto. - »
P Bank Name EFSTERN BANC FOP AP BANumerator  E3-178
. ABA Denominator 113
1-Acd Bank
Address 1 [V, WASSACHIETTS Direct Deposit Only
2-E0e List Address 2 OYes @®No
Address 3 CashBookBank  Imprest Account
3Bank Search ciy State [ Zip Code [50000-0000 Yes  @No

2.Copy B
exbrs 4-Accounts Pavable S-Accounts Pavable-ACH 6-Muman Resources Human Resources-ACH 7-Collectons - S
| E [AUC] 1000-Maintain Chart of Accounts ]

[GL Accounts bex#%—-000-0000-000-00-00-10400 | Summarize Postng @No. O'es {

BankAccount?s 10067155 e £ Checking oo, Maintain Chart of Accounts |

LastCheckUsed 0362381 d

a F & < . FY BB Account 100 -00-00-10900 %

Using **** substitutes the fund from the voucher account. This Description [ASH, —
$-S0ns Enal can result in errors if the resulting account is not marked as a 1-AddAccouat 4
cash account in the General Ledger Chart of Accounts Accowst Type [ Aesst SubType ;;
WISTNE AR T <

Accounting Purpose P

L foved Special Revenue? @vYes ONo ¢

Cash Account? Yes (ONo 3
Interfund Transfer? Yes (®No P

Select for Int Dist? Yes @®No 4

Copy to Next FY @®@vYes ONo

Ledgers P Account Maintenance » Chart of Accounts s
B i g

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 26
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3.2 Module Control #2082

June 2021

Sites now have the option to stop the collection of vouchers in the disbursement process if there are any bank
errors. Module Control #2082 was added to control how the system will behave if a voucher being collected has an
error on the cash account. The process checks for two errors; depending on the value of #2082, the disbursement
process will either terminate or just produce report #2155 Disbursements Bank Error Report if:

@ the bank account used is missing the ABA # or

the account used as the Cash account for any voucher is not set as a cash account

Set the value by going to:

Accounts Payable » Module Maintenance P Accounts Payable Module Control ) #2082

3.2.1 Value Set to “Y”

= [AUC] 2950-Accounts Payable Module Cnntrnll

Goto..

Accounts Payable Module Control

pemm Seq#|Description

Answer

pttons

2082

Stop Collection of Vouchers if Bank/Cash Account Evrrors [Y/NJ ¥

TOTEN Mars TF Vanrhar ThiaaFTFi fo 11T

Status: Active

v

Liup

EOF UP

If the value is set to [Y], and errors on the account or bank table exist, the process will stop, display the error
report and release any collected vouchers from the disbursement process. The system checks for these errors
during the [Collect Vouchers (Build Payment File)] step of the Disbursement Process:

== [AUC] 2130-Disbursement Procesq|

Disbursement Process
Warrant 006678

Description
Restart Disbursement Process

X

Collect Vouchers (Build Payment File)

i

DISBURSE-All Use UP

Warrant

Collect Voucher Selection

006678

Check Date
GL Effective Date
SelectDue Date From [

EESUNSEWAR  Bank ERGT EASTERN BANK FOR A/P
21

o |1

Select

- R -

0 Meny

™

User Batch =

1 V10731

Voucher =

and [ and 00000 and [ 6

Vendor=  Department = #Vouchers

-- Added By Changed %CHGDAT% by %CHGUSR%

2 Calculate I

Total # Vouchers Selectec 6

3 Collect Vouchers I

The system will display this message and an error report:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Collect Vouchers X

o

Bank Account Errors
Review Errors and Correct before Collecting Vouchers again
Process Terminated

June 2021

Figure 15 Error Message that will pop up if errors are present and module control #2082 is set to “Y”

& TedRE - AP_BankErr_ _006678[2].lis
File Edit Format Options
[CourierNew 3 IQ z| EJI Ql- = _5, EI EE E é’

Printed 30-Mar-2021 at 10:10:05 by
City of ADMINS

|Disbursements Bank Error Report |

2155-APDISBNKERR.REP

Page 1

Bank Name Account Message

EAST EASTERN BANK FOR A/P

2021 [0200-450-0000-000-00-00-10400 | ¥ot a Cash Account
Bank missing ABA

Figure 16 Example of #2155 Disbursements Bank Error Report

== [AUC] 1000-Maintain Chart of Accountsl P
Maintain Chart of Accounts

L]

r

=025l Account

10200-450-0000-000-00-00-10400 r_/'

Actions FY
S —
WATER--CASH, UNRESTRIC e
1-Add Account 4
S | Account Type i~ Asset subType B~ Posting Entity [1_;
S Accounting Purpose I&ldgenng <
Special Revenue? Yes (® No b
SEND oo P 9. S TRANCE  FINANCE f
S Cash Account? v, Q) é
lew Acct Since
Interfund Transfer? (OJYes ® No [%gve'aﬂnlﬂs p>
'ersonal Semvices
ssummaryAcets || Selectfor IntDist? (OYes @No Fep P
Copy to Next FY @®Yes (ONo ®NotBudgeted -
s P S RSP I ﬁruu

Figure 17 Set the Cash Account ® Yes Radio Button

To fix the "Not a Cash
Account” error, go to the
Maintain Chart of Accounts screen,
go to the cash account shown on
the error report, and select the Cash
Account? ®© Yes radio button.

Ledgers P Account Maintenance »
Chart of Accounts

To fix the “"Bank Missing ABA” error, go to the Bank Table screen, seiect une vank, anu encer e AbA #.

Accounts Payable P Tables » Bank Codes

== [AUC] 2517-Maintain Bank Codes |

Goto..

Maintain Bank Codes

Bank Name EASTERN BANK FOR A/F

Actions

| ! hl;\aw t E3-179
w ABAD:nm;:nZIw iz

3.2.2 Value Set to “N”

== [AUC] 2950-Accounts Payable Module Control|

Goto

Accounts Payable Module Control

Seq#|Description

NSWEr [[Buttons ~

Actions

2082

Stop Collection of Youchers if Bank/Cash Account Errors L[Y/NI N

Status: Active

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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E |

Disbursement Process

Warrant. 006678
Description
Restart Disbursement Process
Optional: Site Reports
Modify Payment File

’ Warrant Reo;n
| Build Check File (Asiiun Check¥'s) | If the value of Module Control #2082 is set to
e = [N], and errors are reported, the process will

CH Advices display the #2155 Disbursements Bank Error
— Report as shown in Figure 16 and continue to
collect vouchers.

These errors still must be corrected before the
[Build Check File (Assign Check #s)] step.

[ADM-AUC-AP-1088]

4 MERGE VENDORS [ENHANCEMENT]

Merging vendors is a process where multiple instances of a single vendor can be combined to form one vendor
record. This can be done if the same vendor is entered into the system under different names.

ADMINS enhanced the Merge Process with a warning that will be displayed if a vendor is set to merge with
another vendor, and the Taxpayer Information Numbers (TINs—either Federal Identification Numbers or Social
Security Numbers) for the vendors do not match.

[AUC] 2000-Enter Vendors ‘l

Current Vendor 017252 has FEDERAL ID#
Merge to Vendor 017253 has FEDERAL ID# 04-3528325

Current and Merge to Vendor have different FEDERAL D=,

Once the Merge process has been run, you cannot unmerge these
vendors

Contine to merge this vendor?

Figure 18 Example of the message that pops up if the current and merge to vendor TINs do not match

Click on [Yes] to continue; the vendor will be added to the work file of vendors to be merged. Click on [No] to stop
the merge for this vendor. Once the Merge Process is complete (it runs in the overnight job), it cannot be reversed.
See the instructions in AP=370 PO-360 Duplicate Vendor Merge in the Help Reference Library for details on how
to run the entire process.

[ADM-AUC-AP-1082]
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5 VOID PROCESSING [ENHANCEMENT]

ADMINS added a feature to Void Check processing to allow uploading a random series of checks via a spreadsheet.
There are two new steps in the menu, [Email Template to User], and [Upload Checks from Spreadsheet]. This will
help when recovering unclaimed property in the form of uncashed checks.

This process can be used to upload several checks, where the check numbers are not sequential. The first step is to
email the spreadsheet to create the list of checks to be created in the void process.

Once the spreadsheet has been populated, save the spreadsheet as a CSV file and upload it into the void check
process. The checks will then be available in the [Edit Void Check File] step for further processing.

== [AUC] 2184-AP Void Check Processingl -0 X
AP Void Check Processing

Description Date Start End Success
Restart Void Check Process

Goto.

Actions

Email Template to User
Upload Checks from Spreadsheet

Select Checks for Void Processing 11-Feb-2021 15:34:05,63 15:34:15,69
Edt Void Check File 11-Feb-2021 15:54:51,95 15:54:51,95
Voud Checks Edi List

Voids - Print Manual Checks
VOIDCHK-Single User up
. =
5.1 Email Template to User Emai Tempiate to User
_ The system will present
B Task 2199: Email Template to User *

a prompt, requiring that
an AUC username or
AUC Email Users
username be entered
directly or selected
Lookup Cancel Clear All from the looku p. (see
SY-155 Email Users).

Email Template to User

Required: Enter Username |THERESA| | I

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 15 of 26
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5.1.1 Enter Check Numbers to be Voided in the Spreadsheet

3 < P searcn
File ~ Home Send/Receive View Add-ins Help
& NewEmail ~ [ ~ B B« | € € = [ Unread/Read BF~ P+ [Fv | Ssearc

(i) TAKE YOUR OUTLOOK ANYWHERE Connect, organize and get things done
<
Unread Mail

2|0 [0 (o

v Favorites

Sent ltems
v Today

Download

Inbox

Drafts 2]

Wi

1 People

J) theresa@admyms.com [AUC] Void Check Template fpoz1 442 .. 71 ke

]

oid Check Template - Mesage (Plain Te...

T

1l = muave

File  Message Help Q  Tell me what you wr
-8 99> 828 kB B  Om
5
[AUC] Void Check Template
theresa@admins.com )
o Theresa Campbell
K 1 2 3 4 5.
1
File Attachment Included
** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
‘

File

1
2
3
4
5
6
7
8
9

10
11
12
13

a

B

Home Insert Page Lay Formula: Data | Review View | Help

A

heck# to Void | Check Date

REQUIRED:
C

359014
259014
359043
359394
359356
359365
359356
359371
359377
359386
359032
359019

J

B
OPTIONAL:

Arnnan
UploadvaidChecks | &)

B B M -

[

Open the email; and open the attached
spreadsheet template. Enter each
check number to be voided. Original
check dates may be entered but are
not required for this process.

Save the file as a .csv file in a
folder that is accessible from
the server. ADMINS
recommends using the
common transfer directory.
See example in section 5.2
below.

Figure 19 Populating the spreadsheet with non-contiguous check numbers to be voided.

5.2 Edit and Save the Data in a .csv file Accessible from the Server

EH save As x
1T ‘ Z\Transfer ~ ‘ O 2 Search Transfer
Organize ~ New folder = v 0
sx InternalSystems | Name Date modified Type Size ~
s attach (ceres.a ACA 2/25/20211147 AM  File folder
= Netserve (\adhy APCheckDownload 3/26/2019 11:38 AM File folder v
w»~ admhome (\\plu v < >
File name: | UpVoidChecks o
Save as type: @E\I (Comma delimited) (*.csv) > ~
Authors: Theresa Campbell Tags: Add atag
A Hide Folders Tools  ~ Cancel
Microsoft Excel >

Some features in your workbook might be lost if you save it as CSV (Comma delimited).
Do you want to keep using that format?
Mo

Yes Help

The system will prompt to
confirm when saving an Excel®
sheet as CSV; click on [Yes] to
save the file as CSV and then
close the file to make it
available for the upload.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.3 Upload Checks from the Spreadsheet

Upload Checks from Spreadsheet

W1 Task 2190 Upload Checks from Spreadshest
Upload Checks from Spreadsheet
Required: Enter Bank Code

Optional: Default Voided On Date (mmddyyyy]
Optional: Default Void Check Method

Required: Enter Import File Path and Name [ex: FMLIS:FILENAME.CSV] |D:AAUC_DEVELS

o EAST | EASTERN BANK FOR AP

2 )

ERIUPL

15-Mar-2021

O Manual Replace O Cancel Youchers O Reopen Youchers © Tailing-Manual Replace

Cancel Clear All

=

\

== Select File to Load

o T Delmauentcov
‘& Local Disk (C)
4m plto_data (D)

45 PP_Delinquent.csy

File name:

« 4 [ praucipevelopment\admhome\Transted
Organize ~  New felder
b - Date mod Type

KE
10KB
KB
KB

| | csvfiles

Canc:

June 2021

The next step uploads
the checks from the
spreadsheet. Duplicates
are discarded; invalid
check numbers will be
displayed on the error
report; duplicates &
invalid numbers will not
prevent the upload of
the remaining valid
checks for voiding.

1. The bank code must be entered; if checks to be voided were issued from more than

one bank, create an upload spreadsheet for each bank.
2. Use the lookup to select the spreadsheet.

Enter a default “Voided On Date” (optional but recommended if there are many
checks, as this date will be applied to all checks as the Void default date ).

4. If these are tailing checks, select ® Tailing — Manual Replace (see also AP-280 in the AP Help Reference

Library)

5.3.1 Edit the Void Check File for Each Check

LE; [AUC] 2135-Edit Void Check File]

Goto...

Edit Void Check File

Bank [EEE]
—— nl EASTERN BANK

FOR A/P Check [353014

Check Date: [01-Jul-2020

Vendor 020001 Remit 01
CHUBB & SOH

1 Add Check
2 Delete Check
3 Edit List DEPT, CH10394

PALATINE
IL  60055-0394

DIVISION OF FEDERAL INS.

Check Details

co, Amount
Type P
Status
Warrant:

52927 ,00

Printed

000000

Lines: 4 View Lines

Ready

Select Method below for Voiding Check

1 (O Cancel check and replace with manual check

2 (O cancel check and vouchers

3 (O Cancel check and reapen vouchers for later payment
4 (@ Tailing - Cancel check and replace with Manual Check

Enter Void Date
15-Mar-2021

5 Clear Void Date

I Change to Vendor [022820 Remit 1 I

¢ _ 6 Return to Steps Menu >

J

Are these tailings?

If these are tailings, the tailing vendor must exist as a valid vendor in the

Run an edit list from this
screen to identify errors
and match the edit list
with the source
documents.

vendor database. Enter the tailing vendor number on the first record in the
“Change to Vendor” field; page down to the next record; click in the “Change
to Vendor” field and use Ctrl|C to add the same tailing vendor to each void.

Continue with the void process as described in the AP-250 Void Processing Document Section 4.6.

[ADM-AUC-AP-1084]
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6 REPORTS P [2 COMMODITY ITEMS] [Enhancement]

Commaodity Items may be used during Accounts Payable Voucher and Purchase Order data entry to improve speed
and accuracy. ADMINS added a report of how items are used (or not used) to answer the question, “Is there any
way to run a report or identify commodity codes with no posted history?” To generate a report of used and not

used items, select:

Reports P Report Library P [2 By Commodity Item] P #2626 Commodity Item Last Used Report

E’“ [AUC] 2965-Report Library by Commadity Item]
Report Library by Commodity Item

Goto.

[Report Name [View  [Report |Last Run Date [Run Time ~
Actions -

g Run

[3770-Ttems that Differ from PO to Youcher Run

[5765-Ttems Used On Vouchers Report Run

[5559-Ttewm History Run_[09-Nov—2018 [16:59:26. 32

Run_[08-Jun-2021 [13:23:29,68

[2626-Commodity Item Last Used chort!

4 By Voucher
5By

6 By Bids.
7 By Contracts
8 Audit Reports

APPOLIBITM

The report lists the Commaodity Item Code, the Code Description, a Voucher Number,

Number, a PO Number, the PO Date, and the PO Vendor.

W7 Task 2626: Commodity Item Last Used Report x |

Commodity Item Last Used Report
Leave Date Blank for all records

Optional: Enter Minimum Last Used Date

Include ltems not used? O'Yes ®No O Only Not used

a Voucher Date, the Vendor

Date

o4

\\ oece

Vendor

Run 28 @ Preview O Print - OPDF O Excel
If Printing use Duplex @ ves () No
Laokup Cancel  CledfAll I
‘ZEZEAME?:A?FCITKUSi:.iEF Printed 08-Jun-2021 at 13:35:35 by THERESA : Page 1
Commodity Teem last Used Report \

X

Leave Date blank and select the "®@No"
Radio button to list only commodity items that
have been used on a voucher or purchase
order (items with any posted history).

03-0ct-2013

B Task 2626 Commodity Item Last Used Report

Commadity lem Last Used Report
Leave Date Blank for all records

Optional: Enter Minimum Last Used Date
Include items not used?

g TedRE - hem LastlUsad 2676 THERESA[I]NT
File Edit Format Options
[Coerlien <] [s -] Bl7|ufm-] | || [ 23| &

| Run as @ preview () Print
2626-PMRER 1 AREOI TMUSED. RER Printed 08-Jun-2021 at 13:56158 by THERESA

O Yes O No @ Only Not used

O PDF
If Printing use Duplex @ ves () No

Commodity

Lookup Clear All

Vouchers  Date 08 Dare

vendgd

/

Leave Minimum Last Used Date blank and select
the "® Only Not Used" Radio button to list only
commodity items that have NEVER been used on a
Purchase Order or Voucher (No Posted History)

Copler and Frinter Paper

1x r and copier paper
c Blowing Services

£ LA

OTYFE .7

B
B
¥

Selection Legend:

Type: Only ot Used Items

Figure 20 Items with No Posted History

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2626-FMREP: APPOITMUSED. RER Printed 08-Jun-2021 at 14:02:50 by THERESA
City of ADMIES

commodity Ttem LaSt | w1 fask 2626: Commodily tem Last Used Report *

Commodity ltem Last Used Report
Leave Date Blank far all records

Tten Description Voucher#

234281

0 E| Opfional: Enter Minimum Last Used Date 14-Dec-2017
298461 E

Include ltems not used? Oes ONo ® Only Notused

Run 85 @ Preview O Print  OPDF O Excel
If Printing use Duplex @ yes () No

Lookup Cangfl | Clear All

Selection Legend:

Enter a date and select the "® Only Not Used" Radio button to

Select Min Last Date: 14-Dec-2017 list commodity items that have not been used on a Purchase
Type: (Rl pitemy Order or Voucher since that date. The report will show

information on when the item was last used on a voucher or PO.

See the AP-510 & PO-610 Adding Commodity Items documents in the Help Reference Libraries for basic
information on setting up and using commodity items.

[ADM-AUC-AP-1085]

7 ATTACHMENTS TO VENDOR FILES [ENHANCEMENTS]

Purchase order and check

|E [AUC] 2044-View Vendorsl X
copies are attached to

View Vendors
- [ s — the vendor record and
P endor [EEREE PFOSTMRSTER R .
e are available in the Enter
1 Name/Address 2Addresses 3 Classification 0 kems U User Defined 9 Emails Vendors a nd vi ew
s [Se |[Filename Buttons
tomres | [T priginl mesk P R TR ] Vendors screens. Users
= Driginal PO Print IP0_30123 ,PDF
7-Name Search FJoriginal Check Print IAPCK_ERGT0243090 ,FIF can a|so add
8Vendor History | |4 [Original Check Print [APCK_EAST0243193 ,PDF
e = attachments.
l:::x T Fece retcowagy T Attachments are listed in
D R e T F ™ T T e — T o R | T the screen in
e e < Prane harian. 9058 o 8ot . ) | , .
iIP, heck Print Warrant ;03325 iapcx_zp;mzslgs.w | | ch ronologlcal order,
More |E7_[oheck Print Warrant coz643 [Pk ErGTOR52731.FIF, I | sta rting with the earliest
Status: Vendor Active : Address Active atta Ch ments.

7.1 Added [X Goto Last] Button [Enhancement]

For vendors with many attachments, pressing page down repeatedly to get to the most recent attachment takes
time. ADMINS added a button to move the display to the most recent records.

Purchase Orders P Vendors P Enter Vendors P [4 Attachments]

Click on the [X Goto Last] button to view the ten most recent records. The cursor will be positioned on the last
record. This works on both the Enter Vendors and View Vendors screens.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 19 of 26



Release Notes — Version 21.2
June 2021

ADMINS Unified Community
Accounts Payable

== [AUC] 2000-Enter Vendors]
Enter Vendors _
Certified Vendor?  Yes No
Goto. Certified By
Vend: Date Certified
Aciions endor 000046 |POSTMASTER
1 Name/Address. 2A Sl 4 Attachmen 8 tems 9 User Defined
5 Add Vendor Seq# |Description Filename Buttons
6 Add Address 242 |Check Print Warrant 006465 APCK_EASTOZ54406 ,PTF
243 ICheck Print Warrant 006470 IAPCK _EASTO354707 ,PDF
244 [Check Print Warrant 006502 APCK_EASTO355777 ,PTF
7 Add 245 [Check Print Harrant 006514 IAPCK_EASTO356258 , PDF
246 ICheck Print Warrant 006523 IAPCK_EASTO0356683, PDF
247 ICheck Print Warrant 006538 IRPCK_EASTO357369,PDF
X Goto Last 248 [Check Print Warrant 006559 |APCK_EAST0358158 ,FOF
249 [Check Print Warrant 006593 APCK_EASTO3259569 ,PDF
290 ICheck Print Warrant 006611 APCK_EAST0360241,PDF
ﬁthack Print Warrant 006633 [APCK_ERST0350995, PIF VView | ZEmai
J
Status: Vendor Active

Figure 21 Result of clicking the [X Goto Last] button
[ADM-AUC-AP-1089]

7.2 Multiple Checks, Same Vendor [Fix]

Prior to the software update, if multiple checks to the same vendor were produced within a single disbursement
warrant, the check copies were created and available in the Check History screen, but the link was not established
to the Vendor records.

== [AUC] 2000-Enter Vendors|

Enter Vendors
Certified Vendor? e P
S Certified By
Vendor RMERTCAN HERITAGE —
Actions .
Multiple checks to the same
1 Name/Address 2Addresses 3 Classification vendor within the same warrant -
5 Add Vendor Seq# |Description Filename a" are attaChed
6 Add Address 660 [Check Print Marrant 006624 [APCK_EAST0360687 ,FOF
661 [Check Print Marrant 006630 [APCK_EAST0360855 . POF —_— 7
662 [Check Print Marrant 006634 [FPCK_EAST0361044 ,PDF _— 7
7 Add E63  [Check Print Harrant 006638 |F|PCK,EHST0361303.PDF / I
664 [Check Print Marrant 00GGd4 FPCK_EASTO361779,007— 7
665 [Check Print MWarrant 006671 IRPCK_EARST 2 PDF | 3
bbb [Check Print HWarrant APCK_EAST0362302 ,PDF
667 |Check Print Warrant 006677 APCK_EAST0362303 ,POF
668 [Check Print HWarrant 006677 APCK_ERST0362304 ,PDF

The check copies were attached neither to the #2000 Enter Vendors P [4_Attachments] screen nor to the #2058
Vendor History — [5_Disbursements]. ADMINS corrected this and now all checks will be attached in these screens.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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|== [AUC) 2058-Vendor History - Disbursement Checks| b
Vendor History - Disbursement Checks
S Vendors RYEEER Local Vendor | Ve N
Name  AMERICAN HERITAGE 1099 Code Entered 24-Dec-2009 GDEVITT
e Class Changed 23-Jul-2013 CMANDILE
Beginning Date — iear the Dates
Ending Date
3 Purchase Orders 4 Vouchers
Sel [Bank |[Check# |Warrant |[Check Date [Void Date Check | Type Total Check| Paid Discount|
| | [EAST (0362302 [006677 [19-Mar-2021 Printed 193,51 193,51
[ | [EAST |0362303 006677 [19-Mar-2021 Printed 66.00 66,00
EAST (0362304 (006677 |19-Mar-2021 Printed 44,65 44,65
AST [0362150 an&n [08-Mar-2021 Printed 1082 | 102,72
[T [ERST [0362151 [006671 [0B—Har—2021 | [Printed | 6.09 | 6.8

[ADM-AUC-AP-1083]

8 ATTACHMENTS HOVERTEXT [Enhancement]

ADMINS added more
information to the hovertext
on attachments indicating
when the attachment was
made and by whom. If the
Special Note begins with
“BURST”, it identifies this as
a System-Created
attachment, which cannot
be removed by the user.
Attachments without a
“Special Note” are user-
supplied and may be
detached using the

[E= [AUC] 2066-Posted - Attachments]

Batch #

o Voucher#

LV10725
j169809

Closed
THERESA

Posted - Attachments

Vendor 010549 01
ALBERT R. MASON
145 SPRINGFIELD ST,

Actions

CHICOFEE

HA 01013-0000

Invoice#  18-Feh-2021
InvDate  18-Feb-2021

Customer#

Dept Code ToHY

Vou Dale 16-Mar-2021  FY 2021
DueDate 16-Mar-2021 Terms DUR

Check Type Printed Bank  EAST
Check#  See Check History

Separate Check

Hold Check

Type P Paument Voucher

Amount to Pay Vendor

2 Detals (1) 3 Rems 4 GL Details. S Status History 8 Check Hist (1) Q Attachmer 56,58
[Sea= [pescription [Fitename [Buttons ]
. ! —_—
7 View 0 Email w
D:\AUC | \Transfer\iPLUTOInfo.txt
Entry User: THERESA
Entry Date: 01-Apr-2021
— fre Entry Time: 16:59:20.58
At N 56,58 1]
s Special Note:
o

[Remove] button. To see this
feature, available on several

Additional hovertext shows the Entry User, Entry Date, Entry Time, and any special notes. If the
Special Note is "BURST", this is a system generated attachment and cannot be removed.

screens in the Accounts Payable Module, go to the following screens.

8.1 #2059 Voucher In Progress Attachments Screen

Accounts Payable » Queries P View All Vouchers (Bills) » Select In-Progress Voucher P [Attachments]

E= [AUC] 2059-In Progress - Attachments|
Batch & In Progress - Atachments Entry Degan
Voucher#
Goto
Actions Vendor 030114 01 Invoice#  REF 000140-00 MB 2021 168 Check Type Printed Bank EAST
InvDate  19-Feb-2021 Check #
Customer# Separate Check
- Dept. Code SCHOOL Hold Check
MA  02019-0000 Vou Date  19-Feb-2021 FY 2021 Type R Refund Voucher
DueDate 20-Feb-2021 Terms DUR
amount to Pay Vendor
2 Details (1) 3 tems 4 GL Details S Status History o 5.00
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8.2 #2066 Posted Vouchers Attachments Screen

Accounts Payable P Queries P View All Vouchers (Bills) » Select Posted Voucher [Q Attachment]

= [AUC] 2066-Posted - Attachments)
Batch # LY10717 Posted - Attachments Closed
Voucher# 3686
Goto.
Ao Vendor 030103 01 Invoice#  11-Jan-2021 Check Type Printed Bank EAST
WOZNIAK LAW GROUP AS ATTORMEYS InvDate  11-Jan-2021 Check#  See Check History
3273 STATE ST Customer# Separate Check
88460000 Dept. Code TOWN Hold Check
MIDDLESEX Vou Date  08-Mar-2021 FY 2021 Type P Pagnent Voucher
NJ  08846-0000 DueDate  08-Mar-2021 Terms DUR
e Amount to Pay Vendor
2 Details (1) 3 kems 4 GL Detais 5 Status History 6 Check Hist (2) 7 Change a
| [Seq# [Description Filename

8.3 #2192 Add Attachments to Posted Batches

Accounts Payable P Enter Bills (Vouchers) P Add Attachments to Posted Batches
== [AUC] 2192-Add Attachments to Posted Batches[

Add Attachments to Posted Batches

Goto. Batch 16556 7 Add Batch Closed
Aot Batch Owner CMANDILE 8 Delete Batch
Voucher Date 23-Sgp-2020 Department FINANCE
Seq# |Description Filename Buttons ~
1 AUC_Function_Table_01157919.csv 7 View 8 Email 9 Remove
File Location
D:AUC._I T _Function_Table_01152019.csv
Entry User: THERESA
Entry Date: 04-Nov-2020
Entry Time: 15:51:46.83
Special Note:
| |
6 Add Attachment 0 Post Attachments to Batch
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8.4 #2081 Voucher Entry Screen Attachments

Accounts Payable P Enter Bills (Vouchers) P Voucher Entry P [Q Attachments]

Z= [AUC] 2081-Voucher Entry Attachments | - o X
Batch _# PR903445 Voucher Entry Attachments Entry Began
Voucher# 468951
Goto.
e Vendor 015584 01 Invoice# PR 903445 015584 01 Print Manua H v No Chk
ons AMERICAN HERITAGE 89519 InvDate  1d-0ct-2020 Check Date Bank CI
LIFE INSURANCE CD Customer# Separate Check
1776 AMERICAN HERTTAGE LIFE IR Dept Code TOWN Hold Check
JACKSONVILLE FL 32224-00 Vou Date 14-0ct-2020  FY 2021 Type PR Payroll Pagnent

DueDate  14-0ct-2020 Terms DUR

Amount to Pay Vendor
2Entry (1) 3 tems 4 GL Detaiis S Status History QAta 158,75
Seqv [Description e S ]
ool of i usk lied attachnent P 7 View Aftachment & Remove Attachment _ |
File Location
6 Add Attachment DAAUC_Developmentiadmhome!Transfer|PLUTOInfo.txt Entered Amount 158.75
Entry User: THERESA EOF UP
Entry Date: 02-Apr-2021
Entry Time: 09:59:30.72
Special Note:

8.5 #2000 Enter Vendors Screen Attachments

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

== [AUC] 2000-Enter Vendors|
Enter Vendors _
Certified Vendor? Ye: N
Goto. Certified By
Date Certified
Actions
- 1ac 9 User Defined
[ -
5 Add Vendor Seq# |Description Filel |Buttons
6 Ad 2020 1099-NEC _1099NEC_1_000044_1215, pdf V View Z Email
File Location ' = !
d:\auc_c :_doc_t )_1099NEC_1_000044_1215.pd
7 Add Attachment g
IEntry User: THERESA —
Entry Date: 15-Dec-2020 —
Entry Time: 11:54:50.66 |
| Special Note: BURST1099 | —
[
Status: Vendor Active

8.6 #2044 View Vendors Attachments Screen

Accounts Payable P Vendors P View Vendors P [4 Attachments]

== [AUC] 2044-View Vendors]
View Vendors
Goto...
Actions ‘ vendor [000045 [BOSTON SAFE DEPOSIT & TRUST
1 Name/Address 2 Addresses ftems. U User Defined 9 Emails.
r ~
5 Reports |[Sea* Description Filename [Buttons
Status: Vendor Active : Address Active
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8.7 #2054 Voucher Change Order Attachments Screen

Accounts Payable P Change Orders ) Entry

== [AUC] 2054-Change Order Attachments|
Batch #16650 Change Order Attachments Entry Began
Voucher# 469816
Goto.
Achen Vendor 000514 01 Invoice#  CHANGED PRICE BY -.10 EACH Print ACH Wire NoCheck
JUSTICE RESOURCE INSTITUTE InvDate  19-Mar-2021 Check Date Bank EAST
160 GOULD STREET, SUITE 300 Customer# Separate Check
ATTN: ACCTS REC Dept. Code SPED Hold Check
NEEDHAM HEIGHTS Vou Date  19-Mar-2021 FY 2021 Type P Paynent Voucher
MA  02494-2300 DueDate  20-Mar-2021 Terms DUR
= Amount to Pay Vendor
2Entry (2) 3 tems 4 GL Details S Status History ‘0 1849,74
[Seq# [Description Filename [Buttons
lues agreement PLUTOINnfo.txt 7 View Attachment 8 Remove Attachment | |
ile Location
D:AAUC_| UTOlnfo.txt
Entry User: THERESA
Entry Date: 12-Apr-2021
Entry Time: 15:33:22.34
Special Note:
S Exit Change 6 Add Attachment Entered Amount 1849.74

8.8 #2224 Warrant History Screen

Accounts Payable P Queries » Warrant History Screen

== [AUC] 2224-Warrant History | - X
Warrant History
— Warrant# 006677 CheckDate  19-Mar-2021 Harrant Closed
Bank ERST  EASTERM BANK FOR A/P Posted Date  19-Mar-2021
Actions
[Sea* [Description Filename [Buttons ~
1 Disbursement Approval List (Warrant) AP _Warrant _THERESA_006677 ,PDF
2 Cash Recuirements Report AP_Cash_Reqd _THERESA_006677 ,PIF
g Check Register Report AP_Check_Register_2112_THERESA_006677 .xml
14 Disbursement GL Posting Report AP_Warrant_Post_to_GL_THERESA_006677 . PDF
5 Disbursement Posting Report AP_Harrant_Posting_THERESA_006677 .PDF
g AP_Accts_On_Warr_006677_THERESA_.pdf
PLUTOInfo, txt N 7 View 8 Email 9 Remove
File Location i
D:\AUC_DevelopmentiadmhomeTransfer\PLUTOlnfo.txt
Entry User: THERESA
Entry Date: 13-Apr-2021
Entry Time: 14:43:14.69
ial Note:
|
6 Add Attachment
up

Figure 22 Warrant History screen also shows the additional hovertext
[ADM-AUC-SY-8171]

9 INTERFACES P CREATE REFUND VOUCHERS

VMS Voucher Batches This process imports refund vouchers from 3" party
software. ADMINS enhanced the error checking on the

process, and included an Allocation Code column and

Interfaces/Imports >

Create Deduction Vouchers (3rd party payroll)
Create Refund Vouchers

expanded legend on the error report.
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Interfaces/Imports P Create Refund Vouchers

= 2876-Create Refund Vouchers [TRAINING] [MUPDEVS5]| - X

Create Refund Vouchers

Acticns

Press the Select File button to locate the file to be imported.

Once a file has been selected the Run and Yiew buttons will become in focus.
Press the View File button to view the contents of the file to be imported,
Press the Run button to process the selected file,

A file from a 3rd party vendor is

Sl FleN BTREFLND71677. THT], selected; then the process is [2 Run]

4 View File

TOF UP

9.1 Error Report [Enhancement]

Now, if an Allocation Code, Account Number, or Vendor is not found in the file supplied by the 3™ party software,
the ADMINS system will identify the errors so that they may be corrected and the process re-run.

2878-APELLIGERR.REF Printed 24-May-2021 at 12:25:26 by MUPDEVS Fage 2

Refund Voucher Error Listing [TRAINING]

110caticf Account

one-time vendor fozfuer| 1

010-000-2641. E
010-145-4160-0000-0000-000-2020-0000-BORT
010-000-1270-0000-0000-000-2020-0000-BOAT EXCT

Vendor will be created as one-time vender lBThEr V-BOAT EXCISE 24-May-2021 -38.00
0

andor will be created as cme-time vendsr  fozreger 2 100,00 2
100 00
[*=— 1. Allocation code column added 1400.00
J-Vendor will be created as ones-time vendor 02 ZEZREF | : 2 Errors are Identlﬂed |n the Error C0|Umn: - 1 f'ﬂ:ia A
LI | | 3. Legend gives instructions on how to fix; 37.50
4. System displays a pop up error message
. @ | oysemaspeapopupemormessie | -
Error Cods Description/Action Create Refund Vouchers X

0 Errors Exist in Import File -- Make Corrections and Rerun
Process Ending

Current users of the process will benefit immediately from this change. Contact support@admins.com to request
more information (file layouts, advice on allocation code setup, accounts, etc.,) to begin using this process to
import refund vouchers from a 3™ party software. See also AP-960 Create Refund Vouchers in the Help Reference
Library.

[ADM-AUC-AP-1100-

10 ADMINS.COM TRAINING VIDEOS

The ADMINS training videos were converted to benefit from 2 YouTube features, such as pause, rewind, fast
forward, closed captions, and playing at a faster speed. This training is restricted to “Customers Only”. Need
credentials? Go to: Contact Us | ADMINS, Inc. and follow the instructions in the quick start guide. Then, use the
link to access the Videos | ADMINS, Inc.

[ADM-AUC-WEB-2]
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11 HELP REFERENCE LIBRARY

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

11.1 New or Updated Documents

e DISBURSEMENTS AP-250 Voiding Checks [Updated]
e VENDORS AP-370 Merge Vendors [Updated]
e INTERFACES/IMPORTS AP-960 Create Refund Vouchers [Updated]
e SYSTEM SY-170 System Administration Kit [Updated]
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