Accounts Payable
Release Notes June 2023

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows
ACCOUNTS PAYABLE system.
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ADMINS Unified Community Release Notes — Version 23.2
Accounts Payable June 2023

1 Voucher Batch Numbers [Enhancement]

Accounts Payabl
Enter Bills (Voulgers)
hgmeeuich

Now the assignment of batch numbers will depend on the value of module control #2015.
While some sites allow users to assign batch numbers when creating a voucher batch (e.g.,
if a site incorporates alpha characters in their voucher batch numbers), others prefer that
the system assigns all voucher batch numbers.

b

Year-kiia . rocessing
15 Accounts Payable » Module Maintenance P Accounts
Payable Module Control P Sequence # 2105

Module Maintenance Accounts Payable Module Control

Accounts Payable Module Control
Goto.

Seq#|Description Answer Buttons
Azsizgn AP Batch numbers [AJutomatically or [MJanually M 1 Edit

2029 [Update Voucher Date From Inwoice Date CY/M]
2028 B .

2020 |5l
2035 sign AP Batch numbers [AJutomatically or [M]anually

2040f]C;
005 Enter Code |4
2042 [Al
2050 [Dd
2055 (5t
20568 [P

Actiops

Ul

7 Assign AP Batch numbers [Alutomatically or [MJanually X

Tof

~

Since this is how the system worked before the software update,
all sites will be set to "M". Change this to "A" to ensure that the
system assigns sequential numbers Automatically for Accounts

Payable voucher batches

oo

Find = Search | Cancel Help Eof

\ [¥]

Figure 1 Setting the value of module control sequence # 2015

Accounts Payable P Enter Bills (Vouchers P Batches P [1 Add New Batch]

Accounts Payable When module control sequence # 2015 is set to “M”, creating a new batch

Enter Bills (Vouchers) 5 Batches will look like this:

Voucher Batch Entry

€ Batch M  DefaultBank
o Default Dept
lons VoucherDate [

Default Type [ Check/\Wire/ACH No Check Manual Check

1 Add New Batc

2 Last Batch

Expected Entered Balance

—
—

Price

Other #1 [AUC] 60-Voucher Batch Entry [anthea] X

ls Add Batch

) Optional: Enter Batch [Blank for System Number] l:l

Submit Batch for Processing Yes

Lookup Cancel Clear All
Figure 2 Before and if Module Control #2015 is set to “M”, users creating a voucher batch will see the above prompt

If entering a batch number, characters A through Z, 0
through 9, and the underscore are valid. Any other

characters will cause an error and the system will display

this popup: P128-Invalid Characters, Only AthruZ 0thru 9 and
Underscore _ are valid

[AUC] 60-Voucher Batch Entry *

If the user leaves the optional batch number prompt

blank, the system will assign the next sequential number

to the batch.
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ADMINS Unified Community
Accounts Payable

Accounts Payable P Enter Bills (Vouchers P Batches P [Add Batch]

When module control sequence # 2015 is set to “A”, creating a new batch will look like this:

Voucher Batch Entry

Goto... Batch N DefaultBank
T Default Dept
ons Youcher Date
Default Type l_ Check/Wire/ACH Mo Check Manual Check
1 Add New Batch Expected Entered Balance

[AUC] 60-Voucher Batch Entry

o Add new Batch?

Freight

Other

2 Last Batch

‘ Submit Batch for Processing Yes Mo

e

The popup requires clicking on [Yes] or [No].

[No] — will cancel the add batch

[Yes] — will create a new batch using the system assigned Batch#. Proceed as usual with the voucher batch.

[ADM-AUC-AP-1206]

2 How to Quickly Delete Vouchers in a Batch [Video]

A batch cannot be deleted if it has vouchers contained therein. Sometimes, a batch number is used incorrectly, or a
duplicate batch is created, and the vouchers must be deleted. ADMINS created a video to demonstrate How to Delete
Vouchers In a Batch.

[ADM-AUC-DEMO-50]

3 Vendor Changes Field Logging [Enhancement]

ADMINS added field logging to the Enter Vendors screen. This means
that when changes are made to a vendor record, there is an audit trail.
To access the information, from the menu, select:

Module Maintenance >
Interfaces/Imports >

Site Specific >

Help Reference Library
Remave Vendors Flagged for Deletion
Remove ltems Flagged for Deletion

Accounts Payable » Module Maintenance P Field Logging — Vendors

Merge Vendors
Vendors with ne Activity Report (Dormant)

== [AUC] 2253-Field Logging - Vendors |

Fle Edt Ledgers PurchaseQrders Accounts Payable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Faverites Help

B & e »m Q B &4

Email Distribution Lists
Email Users

Field Logging - Accounts Payable Module Control
Field Logging - Vendors

Field Logging - Vendors
s
Vendor MEREEE] ADMINS IHC I

Goto,

Actions.

| Remit Change Date Time User
iexcel || DO 17-Apr-2023 17:00 THERESA
2ELSE | B0 17-Apr-2023 17100 THERESA

0 17-Apr-2023 17:00 THERESA

Po " 17-Apr-2023 16:59 THERESA

Field
Default Check Type

Default Check Type
Default Check Type

Tailing Yendor Flag

From/To

ZE =

=

Figure 3 The Field Logging — Vendors screen shows who, when, and what was changed

The changes made on the Enter Vendors screen will all be logged and available on this Field Logging screen. That includes all
changes to all the tabs with the exception that changes are not logged for the attachments tab. This will help answer

questions users may have about who changed vendor information.
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Enter Vendors - - Enter Vendors
Cartheaty Corited By
| vemor EE ETETT Dute Corfd Vendor QR FoNTE TE Date Ceted

s atachment (10) 5 tems 5 User Detned

Nameldddress | zacesses 3 Cusaifcason 4 Amachmest (70) 2ens 3 User Dafiosd 1 Nameagdress 2 assresnes|

Remitance 1  of 01 AddressType fccounts Paysble
Restictaccass To OTewn O Sehool @Bl buiharized Repres entaties
L — Noles 1 Felirezs change Fros 82 Federsl D# 11102721 Tipe ONone 0858 ®TaxiD
ZName [POCESS THERWTTOWL 2 Eolunbia St. per etter dated BankCode [ Hame T
Sodame FDAOG % 3 fiau 15, 2009 ABAR D000-0000-0 Fréngte [~ Mot fctive r
) — BamAoomt [ Twe [ Phones (10007 6060000 0000 [
Address 1 219 LEWTS WHERF Customers
Agress 2 HR ACH Tax Payment Type  (JCT Unem (JFederal (OState @ None T
Address 3 CT Unamplayment & [G00000000 Fhanes ({607 G0-0000 006 [
City [FOSTON
Ste i ZipCoce FBTI0-5907 Terms LR Dus Lpen Recsiet [
cowney [ Class [T Unclassified Fhanes ({607 G0-0000 006 [
winomy Coge [ Hala Coge [~
comsa A W0Cose [ Form [
LT e — Fhanes ({607 G0-0000 006 [
1Phones [TG17) S 5I00 Ext 00 Twwe B Business PymentTipe OPimeack @wwe  OACH CMacheck
2Pnones [(6177 494-8648 B 000 Type o Fax Separate Check? OYes @ N
1 Time Vendor? Tailing Vendor @Yes  ONo
smemiaLisr Oves ® O cantorPickup
wen st e Localvendor? OYes ® [
General Delivery E-mail [ Business Type [Other il
POEmal Address [ Cariea vender> O Yes @o lnsurance Certlicate Expires [
SendPOs 1o vendorviaE-mad 011 Cemied By
Dale Cerled [
ACH E-mail Address I Note I
BOEma Adoress [
Werge To Vendor [0 Addresses onFlle 1

Figure 4 Changes made on the above screens will be logged

Remit Change Date Time User Field FromTo There are two buttons on the left side of the Field
B0 17-Aer-2023 17:00 THERESA Default Check Tups i . .
1 Excel W Logging screen. The [1 Excel] button will display an
B0 17-Apr-2023 17:00 THERESA Default Check Tupe W i
i N Excel report of the currently selected vendor field
2EdtLst f 55 17-ppr-2003 17:00 THERESA Default Check Tupe
W changes.
0 17-Apr-2023 16:59 THERESA Tailimg Vendor Flag
¥
B1 01-May-2023 16:33 THERESA Second Mame
ACCESS INTERNATIONAL
B C D E E G H
1 Name Remit Change-Date Time User Field Old New
2 ADMINS INC il 17-Apr-2023  17:00 THERESA  Default Check Type M w
3 ADMINS INC "o 17-Apr-2023 1700 THERESA  Default Check Type w M
4 |ADMINS INC il 17-Apr-2023  17:00 THERESA  Default Check Type w
5 |ADMINS INC "o 17-Apr-2023  16:59 THERESA Tailing Vendor Flag Y
G |ADMINSG INC "4 01-May-2023  16:33 THERESA Second Mame ACCESS INTERMATIONAL
7
81 Task 2254: Field Logging Report - Vendors X

Ficld Logging Report - Vendors

Optonat Ener up o Vendort's [ "G o vales: ‘ There is also an Edit List available from the Field Logging
O Cin Ces R oo | JTe:| screen. Run the [2 Edit List] as PDF or Excel, and optionally
ovtemak et i eer | | filter the edit list by specifying up to nine vendor numbers,
providing a date range, or restricting the edit list to a single
user. Sort the edit list by Vendor Number, Change User, or
Change Date.

Sort: @® Vendortt O Change User O Change Date
Runas@ppF O Excel

Lookup 0K Cancel Clear All

2254-APPORVENE

Fage 1

Town of Admins f

Fleld Logging Report - Vendors -

=

001833 17-apr P

001833 ADMINS INC 00 17-Apr-2023 17:00 THERESA Default Check Type Old: W /'
News N
001833 ADMINS NG 00 17-Apr-2023 17:00 THERESA Default Check Type Old
New: W 4
P
001833 ADMINS INC 00 17-Apr-2023 16:59 THERESA Tailing Ves >

001833 ADMINS INC o1 01-May-2023 1¢:33 THERESA Second Name o014
New: ACCESS INTERMATIONAL

Vendor, Remit, Change Date/Desc

-y e WA

Figure 5 Edit List shows vendor number, name, change date & time, change user, field, and “old” & “new” values

[ADM-AUC-AP-1202]
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4 Tailings (Uncashed Checks) Wire Option [Enhancement]

Definition of Tailings: “Unclaimed municipal funds, or a repository, referred to as a "tailings account," for
the retention, until eventual disposition, of unclaimed funds in the custody of a municipality. Tailings might
include unclaimed tax refunds, vendor payments yet to clear, overages on the community’s commitment,
etc. (MGL Ch. 200A).”

For uncashed vendor checks, AUC void processing has a method for recovering the unclaimed funds, described in “AP-280
Unclaimed Property — Tailings” in the Help Reference Library. Before the software update, tailings could only be handled
with a manual paper check. Now tailings may be done using a ® Wire option, eliminating the need to print the checks.

g‘?‘i If uploading a file of checks to be voided for tailings, be certain that there are no voids currently in progress. If
there are, first complete any voids in progress before uploading a spreadsheet of checks to be voided.

B Task 2198: Upload Checks from Spreadsheet X

Upload Checks from Spreadsheet

Required: Enter Bank Code ‘EAST ‘ |BANK OF AMERICA |

Required: Enter Import File Path and Name [ex: FMLIS:FILENAME.CSV) ‘D:\AUC_DEVELOPMENT\ADMHOME\FILESTOTESTUPLOADS\AF‘\UPLOADTAILINGS.CSV \
Optional: Default Yoided On Date (mmddyyyy] 12312022

Optional: Default Void Check Method (O Manual Replace O Cancel Youchers () Reopen Yo @ Tailing-Manual Replal:e

Lookup Cancel Clear All

The upload process produces a report of warning messages. When doing tailings, these errors are warnings, and the
process will continue.

1. Thevendor # and remit # should be entered before the void date.
2. The Void Date may be in a different fiscal year as the original issue.

3. Frequently, the void is processed more than 200 days after the original issue date.

2189-APVOIDCHEWARN . REP Page 1
Town of Admins
void cCheck Warning Report

Warning Message p==

0375473 05-Jan-2022 000000  FIDELITY SECURITY LIFE INS CO [ Enter Change to Vendorf and Remitf before Void Date
Void Date is different FY than Check
Void Date more than 200 Days after Check Date

0375474 05-Jan-2022 000000 GREAT-WEST RETIREM SVC - WELL

Void Date is differsnt FY than Check
Void Date more than 200 Days after Check Date

0375475 05-Jan-2022 000000 GREAT-WEST RETIREM SVC - WELLS 255.00 Enter Change to Vendorf and Remitf before Void Date
Void Date is differsnt FY than Check
Void Date more than 200 Days after Check Date

0375476~ Jar QRGeS A e, R, o mcns sab e, " g af™ i »omnate

Selection Legend:

select Bank : EAST
Select Checkf : 0375473 to 0375482
Default Void Date: 12312022
Default Method: T
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Soto.

Actions

Accounts Payable

Edit Void Check File

Bank [EAST BAMC OF AMERICA

Check [0375473

Check Date: [05-Jan-2022

June 2023

1Add Check Vendor 028839 Remit 02 Check Details
2 Delete Check FIDELITY SECURITY LIFE INS CO
Amount 358,11
3 Edit List PO BOK £32530 Type: P Printed
CINCIMMATI Status:
OH  45263-2530 Warrant Q00000
Lines: 4 View Lines
Select Method below for Voiding Check Enter Void Date
1 (O Cancel check and replace with manual check [31-Dec-2022 5 Clear Void Date
2 (O Cancel check and vouchers Woid Date in different PV than Check
3 (O Cancel check and reopen vouchers for later p _
4 @ Tailing - Gancel check andreplace with anu ~ CNange to Vendor Remit [00
Check Type f (O Manual O wire () No Chk
8 Return to Steps Men/
&1 By Mame and Address X
Hane Vendor# Renit 1Address City St Zip  Class | Tof

MA 02110 UNCL ~

219 LEHIS WHARF

Find Search | | Cancel Help Eof

Check Type — this will be set from the vendor as a default but can be changed.
If the vendor is set to No Check and a manual check is desired, select ® Manual.
If the vendor is set to Manual and a no check is desired, select ® No Chk.

® Manual will issue a manual check during the void process.

® Wire will assign check# but no physical check will be issued.

® No Chk will assign check# but no physical check will be issued.
** Note —ACH is not an option because the Void process does not currently build ACH files. If the vendor default is ACH, it
will default to a ©® Manual Check, but can be set to ® Wire/No Check if preferred.

Once the tailing process is complete, use the Treasury Receipts module to create a transaction to receive the monies. If no
Treasury receipt is available, use a Journal Entry to book the receipt of the monies.
[ADM-AUC-AP-840]

5 Voucher Query Screen [Fix]

Before the software update, the vendor lookup on the view vouchers inquiry screen showed only cancelled or inactive
vendors. This was corrected and the lookup now shows the Active vendors. To access the screen, from the menu, select:

Accounts Payable P Queries P View All Vouchers (Bills)

View All Vouchers (Bills) View All Vouchers (Bills)

i G T
TR LIV TG 0 ey
0 I R T 503 T

F DB
] FO B¢ BT

e e B3 7LD e

1007 EDLCATICNI 10 P08 4340

i “an i s v

STREET BEAL 18 STOE 51
TREET REFLTY 17 00 FLN
EFTCE. FEFL 3701
AL 5

i o T T i i i s T
[ _[rors  PISTRICT [1o-sep-aes [ BUSTHESs TECHL s Poated i T o] e

I;igure 6 View all Vouchers Query Screen — before and after

[ADM-AUC-AP-1209]
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ets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help A Site aSked that ADMINS
' provide a report of Vendor

R rt Libi by Disb it
Name, Check Date, Check

Facad  Bark Run_[17-Gep-2021 [11316:44. 13 Number, Check Amou nt,
—Check History Voucher Details by Check Run_|07—Feb-2018 [10:04:40.00
[2162-Check History — List of Checks by Warrant Run  [26-Mov-2018 [16:49:49,51 H H
e T Invoice Number, and any memo on the line
Report Categories [2161-Check History by Vendor Run  [07-Feb-2018 [10:04:56,56 . . . . .
1 By Vendor |2688—Rezister of 0/5 Uncleared Checks Run
2 By Commodity tem [2168—Warrant Listing Run _|25-Feb-2019 [09:23:38,92 to a SS ISt I n M Ed I Ca I d COSt Re po rtl ng .

T Tioal =

i26‘33—Check History — Account Detail by Check Date [Ra

5By Disbursement

T S ADMINS added a new report #2693 Check
History — Account Detail by Checkdate.

BAudt Reporis

6.1 # 2693 Check History — Account Detail by Check Date [Enhancement]

The new report is available from the menu by selecting:

Accounts Payable P Reports P Report Library P [5 By Disbursement]

1 T4 2693 Check History - Account Detail by Check Date x Enter the required Check Date Range and select “Run as”
Posted Youchers Account Detail - By Warrant Excel. C0|umn AF ShOWS the |tem Description.
Required: Check Date Range [nmddyyyy] From: ||]1 012022 ‘Tu: |1231 2022

n ) ] S Use the Excel filter capability to limit the
un as O preview O Print - OPDF @ Excel .
It Printing use Duplex @ ves O No report by Fund, Object, or any other
Lookup Cancel | | Clear a1 account element. The report includes the
user-defined fields which can be used for
filtering the output. (Excel offers filtering on any column in the report.)

Il:l'l

7Y
Sort &
Filter ~

(Bl [E AP_CheckDate AccountDetail Theress Compbel ) &2 o
e Review  View  Help
x| B B | E = = 8 - 5%
A $ ’ ool Good Sort & [4%
~ e Filter ~
5 grment toumt 5 . "
AF AG AH Al A AX AL

item Description Fund Function _ Program __ Location _ Year
Dec 2021 Disbetes program 7010 00 0 oo 5o %o
Dental Group-Division 7277-0001 "i000 "ooo %oo %o %o

< e premums %010 %000 %00 %o %o 6ot s

focust St. Project # 23314,18 %se0 B142 oo "o "o

Locust st Projects 23314.18. %sa0 B1e2 oo %o %o
30 Locust St Project # 23314.18 %sao 142 oo o %o
40-8 Curts Apartments %se0 %140 %00 %o o & Whorctons FORD
Lakeview Estates at Siver lake Rosd %ss0 %oss oo o o .
Dec 2021 FSA Pian base fee *7010 "o00 oo o %o

PCs for BPD Dispatch (Replace Aged-out PCs) 1000 "booo %ot %o %o
Addtional RAM for PD Dispatch PCs "io00 "Booo %ot %o %o
Nov 2021 occ heath services "i000 "o00 %o1 %o o
ACH payments and retums "io00 %booo %ot o %o
Envelopes "i000 "booo o1 o o >
Ileage Bank and Post Office "iooo %000 %01 %o %o
Jan 3rd party claims admin & labor relstions FOPD 7040 "000 %00 %o "o
Redemption Doc 981668 "io00 "baco %ot o o
DISA membership set up "iooo "ooo %ot %o %o
tide pods, Detergent "io00 5000 o2 o "Bo
Toner "io00 *000 %ot "o %o
Office supples "io00 "booo o1 5o o
Sec 2021 mirs contributions "i000 oo %ooo Yoo o o %1410

For assistance, see the Microsoft instructions on using Auto Filter in Excel.

[MBE-SUP-SAPLAUC-1236]

7 Bank Table Field Logging [Enhancement]

Rechinbencs > ADMINS added field logging to the bank table. This means that when changes are made to the bank

Interfaces/Imports

Site Specific : table, they are tracked and reportable. To access the field logging table, from the menu, select:

Help Reference Library
Field Logging - Bank Table N

_w Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 8
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Field Logging - Bank Table

Goto...

Bank
- HR DIRECT DEPOSIT
Change Date Time User Field From/To
22-May-2023 17126 THERESA Address 1
. 1 ROCK ROAD
28-May-2023 17126 THERESA MHumerator ABA Mumber
1234
2 Edit List
ot 22-May-2023 17:26 THERESA Denominator ABA#
fl=Fga)
28-May—2023 17126 THERESA ABA% 2115-7483-3
1224-8678-0

The table will show the Change Date and Time, the Field that was Changed, the username of the person making the change,

and the “From” (before) and “To” (after) values. The Edit List can be run as PDF or Excel.

the screen.)

Note: The screen is sorted by date, with the most recent date at the top. Within each
date, the sort is in ascending order by time (so if a change was made in the morning,
and another in the afternoon, the change made in the morning will appear first on

2542-SYBANKFLG.REP Printed 22-May-2023 at 17:28:36 by THERESA
Town of Admins
Field Logging Report - Bank Table

Page 1

0001 HR OURECT DEPOSIT 22-May-2023 17:26 THERESA ABA# 0ld: 2115-7483-3
New: 1234-5678-0
000l HR DIRECT DEPOSIT 22-May-2023 17:26 THERESA Denominator ABA# 0ld:
New: 5675
000l HR DIRECT DEPOSIT 22-May-2023 17:26 THERESA Numerator ABA Number 0ld:
New: 1234
0001 HR DIRECT DEPOSIT 22-May-2023 17:26 THERESA Address 1 0ld:
New: 1 ROCK ROAD

Figure 7 Bank Table Field Logging Edit List showing “old” (before) and “new” (after) values

8 Help Reference Library & ADMINS Website

The following new content was added to ADMINS.com.

[ADM-AUC-SY-8286]

How to Transfer a Voucher Batch [New]
How to Delete Vouchers In a Batch [New]
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