Accounts Payable
Release Notes June 2024

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 24.2
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1 Merged Vendor History Query [Enhancement]

Accounts Payable
Enter Bills (Vouchers) >
Change Orders >
AP/PO Dashboard
Liquidate Vouchers

Vendors Enter Vendors

Commodity ftems. View Vendors

DA s (e Vendors by Classification

Bank Reconciliation

Queries.

Reports
Tables

Year-End Processing

Vendor Name Query
Vendor Name Search
Vendor History

Vendor Invoice Query

1009’5 N Merged Vendor History 5

The merged vendor history
query screen has been
enhanced to make it easier to
read and navigate.

1. You can now search by the
“From Vendor” and the “To
Vendor” number when you
look up on the Vendor
Number.

2. Changed the button
description for easier
navigation — now the button
label will toggle between
“Vendor Search” and “Date
Changed”.

== [AUC] 2585-Merqged Vendor History
File Edit Ledgers Purchase Orders AccountsPayable Ficed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B ESE me s @ o
Merged Vendor History
Goto 1: Merged From Vendors
e Date 2: Merged To Vendors
rged From Merged To
1-Vendor Search emvendm Remit  |Name 6 [To Vendor  [Remit Name ~
6108 01 AMERICAN FUNDS 017251 02 GREAT AMERICAN PLAN ADMIN

2 Print List 016135 o1 AMERTCAN FUNDS S o3 GREAT AMERICAN FLAN ADMIN
016207 01 AMERTCAN FLNDS 017251 od GREAT AMERTCAM PLAM ADMIN
016261 01 AMERICAN FUNDS 017251 05 GREAT AMERICAN PLAN ADMIN
1016200 01 AMERICAN FLNDS 017261 3 GREAT AMERICAM PLAM ADMIN
016346 01 AMERTCAN FLNDS 017251 o7 GREAT AMERTCAM PLAM ADMIN
016397 01 AMERICAN FUNDS 017251 ] GREAT AMERICAN PLAN ADMIN
1016425 01 AMERICAN FLNDS 017261 EE] GREAT AMERICAM PLAM ADMIN
1016445 01 AMERTCAN FLNDS 017251 10 GREAT AMERTCAM PLAM ADMIN
1016438 01 AMERICAN FUNDS 017251 11 GREAT AMERICAN PLAN ADMIN
1016624 01 AMERICAN FLNDS 017261 12 GREAT AMERICAM PLAM ADMIN
016563 01 AMERTCAN FLNDS 017251 13 GREAT AMERTCAM PLAM ADMIN
1016587 01 AMERICAN FUNDS 017251 14 GREAT AMERICAN PLAN ADMIN
1016624 01 AMERICAN FLNDS 017261 15 GREAT AMERICAM PLAM ADMIN
1016664 01 AMERTCAN FLNDS 017251 16 GREAT AMERTCAM PLAM ADMIN
016702 01 AMERICAN FUNDS 017251 17 GREAT AMERICAN PLAN ADMIN
016771 01 AMERICAN FLNDS 017261 18 GREAT AMERICAM PLAM ADMIN
016633 01 AMERTCAN FLNDS 017251 15 GREAT AMERTCAM PLAM ADMIN
1016864 01 AMERICAN FUNDS 017251 |20 GREAT AMERICAN PLAN ADMIN
1016946 01 AMERICAN FLNDS 017261 = GREAT AMERICAM PLAM ADMIN
1016933 01 AMERTCAN FLNDS 017251 22 GREAT AMERTCAM PLAM ADMIN
1017035 01 AMERICAN FUNDS 017251 =5 GREAT AMERICAN PLAN ADMIN
1017120 01 AMERICAN FLNDS 017261 = GREAT AMERICAM PLAM ADMIN
017134 01 AMERTCAN FLNDS 017251 = GREAT AMERTCAM PLAM ADMIN
017157 01 AMERICAN FUNDS 017251 =3 GREAT AMERICAN PLAN ADMIN
1017196 01 AMERICAN FLNDS 017261 |27 GREAT AMERICAM PLAM ADMIN

| v

3. The column labels cleary differentiate between the “From Vendor” and the
“To Vendor”. The “To Vendor” is the current vendor where all the data is

merged.

[ADM-AUC-P0O-650]

2 Disbursements — Why is a Negative Check in the Check Run?

When the Vendor # and the Vendor Remit # match and no vouchers have the separate checkbox checked, vouchers are
merged into one check. Negative checks result when the vendor's credits exceed the payments for that vendor and remit.
There are three situations that could result in a negative check after the disbursement check run.

2.1 Same Vendor #, Different Remit #

When the Vendor# matches but the Vendor Remit# does not, they are not merged and the voucher that has a different
Remit# will go on a separate check, because the Remit# might indicate a different address where the check should be

mailed to.

If there are any credit vouchers that exceed the payment amount for a vendor, then a negative check results.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Accounts Payable June 2024
Z118-APDISEDT.REF Pr. 1-2024 at 11:44: Page 1
For Warrant : 007403 05-Jun-2024

hert Batchi Net E k CheckIyp Checkt Check Date SepChk? HldChk?

523742 1853

o

Check the Disbursement Edit Report issued when the Collect Vouchers step is run. This report displays the Vendor # and the
Remit # so it can be checked.

2.2 Separate Checkbox Checked

One or more vouchers for the vendor has the “separate checkbox” checked.While all the vouchers have the same Vendor#
and Remit#, any voucher with the separate checkbox Mchecked will be issued a separate check.

By creating a separate check for that voucher, it could cause either the combined check to be negative or the separate
check to be negative if the payment amount is not greater than the credit amount.

Review the Disbursement Edit Report that is generated when the Collect Vouchers step is executed. This report shows the
Vendor# and the Remit# for verification purposes.

Z118-APDISEDT . REP Pr:

k& CheckTyp Check$ = SepChk? HldChk?

2.3 Site Issues Single Page Checks with a Vouchers Per Check Limit

Sites with checks that only print one page have a design limit on how many vouchers will fit on each
page. When the system combines Vouchers by Vendor # and Remit #, it does so in the order of entry.
Enter the payments vouchers first, enter credit vouchers as needed once you have entered sufficient
payments to cover the credit. This will help avoid negative checks.

]

acﬁce

Accounts Payable P Module Maintenance P AP Check Form Maintenance

= [AUC] 2840-Accounts Payable Check Form Maintenance [theresa
File Edit Ledgers PurchaseOrders AccountsPayable Fired Assets Human Resources Budget Collections Tax MotorExcise MiscBillng System Favorites Help

B ESE wmesm B8 Q@ @Y

Accounts Payable Check Form Maintenance
Goto.

Actions Seq#|Description Answer Button -
Mo of Lines on a Check [33] 20 Edit
2102 AP Check Stock [Bllark or [Plre—printed |E
2103 [Total # Item Description lines to Displag on Check g
2108 Humber of Lines for MomCheck File Copy [1-50] |23
2109 Print Multiple Pages per Non—Check File Copies [Y/NJ |‘f
2120 AP Checl: Name of Communitu |Toun of Admins

ZZ5 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 10
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2.3.1 #2273 Vendors with Multiple Checks for Disbursement

To help sites that issue single page checks determine why a negative check was calculated, a new report has been added to
the Cash Requirements step in the Disbursement process that identifies vendors with multiple checks/multiple vouchers
per check.

Page 1

This example shows a single
page check that allows up to 20
lines per check.

or Disbursement

Remove vouchers and resnter as nesded TO Create a positive check or

User Batch Invoice

It will combine all Vouchers in
the order they were entered
into the system and issue a

ChECk When the ||m|t Of ”nes There are four credit vouchers for this vendor, for a total of $27,500. Enter payments
ona single check iS reached . first, then the credit vouchers to avoid producing a negative check.

If there are not enough payments to cover the credit amounts, remove the vouchers
using the modify payment file step so that they may be collected on a future warrant.

The first check issued to this
vendor pays the vendor.

523878 1

#43 Check Total *%%

006803 01  CDW GOVERMMENT INC

However the second check
results in a negative check as
the credit amount exceeds the
payments to the vendor.

10

1e% Check Total *%x

To fix this either:

1. remove the credit from this disbursement run via the modify payment file step by unchecking the vouchers, or

2. liquidate the vouchers and use the “Create New Vouchers from Accounts Payable
. Enter Bills (Vouchers) > Batches
Posted” feature to cover the amount of the credit. Change Orders 5| ey
AP/PQ Dashboard Edit List
Liquidate Vouchers Release
First do the payment vouchers that have enough $$ to cover the credit Vendors > Voucher Selction Eror Report
. Commadity ltems > Post
amounts, then enter the credit vouchers. O

Reprint Batch Cover Sheet for Posted Batch

EspiECos ety Reprint Voucher List for Posted Batch

Queres Reprint Voucher Edit List for Posted Batch
Reports
Tables Creste from Templates

Pay Open PO's

Year-End Processing
Create New Voucher from Posted

1099's
Module Maintenance Transfer Voucher Batches

Interfaces/Imports. Remove Unused AP Batches

Site Specific Add Attachments te Posted Batches.

[ADM-AUC-AP-1240]
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ADMINS Unified Community
Accounts Payable

3 Void Check Entry displays Vouchers on Check [Enhancement]

The Void Check Entry has been enhanced to display the list of vouchers that were combined together on the check to be
voided.

Before this update, clicking
on the [4 View Lines] button
in the Void check entry
screen would list vouchers
for this check.

Edit Void Check File

Check 354524 Check Date: [13-Sep-2023

Bank WEBSTER BAMNK

Vendor 018349 Remit 02 Check Details

RICOH USA. INC.

Amount: 204 .82
PO BOX 227577 Type P Printed
PHILADELFHIA Status:
PR 19182-7577 Warrant QOO00)

Lines 4 View Lines

Before — The voucher information was available only from the View Lines button
|Z TAUC] 2135-Edit Void Check File

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MoterExcise MiscBiling System Favorites Help

B SE e »m & Q 2 &4

A list of all vouchers
associated with this check
will be listed in the lower
portion of the screen.

Edit Void Check File

Goto.

Bank WEBSTER BANK Check 335149 Check Date: P1-Mar-2024

Actions

1 Add Check Vendor 001058 Remit 01 Check Details 1. The number Of
2Delete Check | | LAKESHORE LEARN MATERIAL
REMLT 1088-02 Amount 243,00
searisr ||| P, o0k c2s1 Tie AR vouchers assocated

Status

' with this check will be

#ouchers: 4 4 Vioucher List

CARSON
CA  90895-0000

Select Method below for Voiding Check

n-[ #Vouchers:
TAFar—20T

4 4 Voucher List ]_6
5 Clear Void Date

listed

1 @ Cancel check and replace with manual check . .
2 O Cancel check and vouchers 2. List of associated
3 () Cancel check and reopen vouchers for later payment
4 (O Tailing - Cancel check and replace with Manual Check
vouchers. If there are
S more than ten vouchers
ﬂVoucherﬁ Line Date Dept Group Invoice# Inv Date Amount| Discount|PO#
523774 |1 [23-Feb-2024 [SPED 111 [23-Feb-2024 87.25 57.25 [200966 the [Next] and [Prev]
523775 |1 [23-Feb-2024 |SPED 222 ] 23-Feb—-2024 43,63 43,63 [200966 K
623776 |L  [23-Feb-2024 [SPED 332 o3-Feb-2024 174.50 174,50 [200966 buttons will be
823777 |1 [23-Feb-2024 |SPED 444 23-Feb-2024 43.62 43.62 [200966 . )
available for scrolling
St through the list.
Ready
After The number of vouchers is shown, and a list of voucher appears in the lower
portion of the screen.
[ 9~ ¥ VoidChk VoucherList Jxm! - Bxcel £ search _ 3. The [4 Voucher LiSt]
File  Home Insert Pagelayout Formulas Data Review View Help bUtOﬂWi” produce an
P17 v i fe
. P . . . . , . . Excel report of all
1 |Bank EAST . . .
2 |Check 0395149 vouchers pald with this
3 |Vendor 001058 LAKE SHORE LEARN MAT h k
4 |Type Printed chec
5 Warrant 007404
6 |Clear Date
7
8 |Voucher Line  po#  Line UserBatch Invoice# Invoice Date 1099 Line Gross Line Net Paid_To Vendor
9 [623774 1200966 1718573 11 23-Fep-2024 87.25 87.25 87.25
10 (523775 1200968 178573 222 23-Feb-2024 4363 4363 4363
11523776 1'200986 17828 B33 23-Fen-2024 174.50 174.50 174.50
12 623777 1200956 178573 a4 23-Fep-2024 4362 4362 4362
13 Total Check Amount 349.00 349.00 349.00
14

[ADM-AUC-AP-1210]
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4 Report of Legacy Amounts on 1099 Forms [Enhancement]

This is a notice of legacy amounts reported by the Year End 1099 process. Amounts paid to vendors outside the AUC
system can be included as Legacy amounts on the Vendor record. To enter a Legacy amount, from the menu, go to:

Accounts Payable P Enter Vendors P [9_User_Defined]

To enter a Legacy amount, the
vendor must be a 1099 Vendor.
Enter the dollar amount and the
entity (sites with a single entity will
have the Legacy 1099 Entity
automatically populated with the
entity).

[ [AUCI 2069-Enter Vendors [theresal

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing

System  Favorites Help

Cerffied Vendar?  Yes ) No

Certified By

User Defined #4
User Defined #5
User Defined #5

B SE me»m EH Q@ EF
Enter Vendors

Goto

Vendor
ey | -

T Nameladdress | 2Addresses 3 Classfeston 4 Aftachment
5 Add Vendor
avc

User Defined #2

7 Reports User Defined #3

User Defined #7
User Defined #8
User Defined #9
User Defined #10
User Defined #11
User Defined #12
User Defined #13
User Defined #14.

gl
g8

4.1 Edit 1099 Work File Summary Screen Notation

When the 1099 Work File is
built, the legacy amounts are
included (legacy amounts plus
AUC amounts must meet or
exceed the minimum dollar
amount criteria to generate a
1099).

Any Vendors with Legacy
Amounts will be identified on
the screen. To see the details
of the payments that
comprise the total, click on
the [Detail] button.

[E TAUC] 2202-1098 Work File Summary [theresa]

Legacy 1099 Amount
Legacy 1099 Entity

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise  MiscBilling

System  Favorites  Help

BB SE W+ Q@ EH
1099 Work File Summary Reportable 750,00
Goto.
* *
i Vendor ey 01 DAVID MALCOLM WOLF Entity i TOWN OF ADMINS vendor Legacy Amount
Address [150 TAYLOR ROAD Federal ID# 01-1127309
[ 1099 Flag
[ Address Type AP Accounts Payable
HARLEOROUGH ] fo1752-0000
Phone# (000} 000-0000 Total Paid 750,00 Reportable 750,00
* Vendor Legacy Amount *
Amounts Reportable Click Button to
Box [Code |Description [Form Check Amount| nt A
L N INOM-EMPLOYEE COMPENSATION NEC 750,00 750,00 Detail
4 Edit List
Detail
.
Additional Information for Form: NEC
1 Add Vendor/Check 2 Delete Vendor 3 Get Name/Addr from Vendor File 4 Verification Report. 5 Exit to Menu

4.2 Edit 1099 Work File Detail Screen Shows the Breakdown of Payments

Vendor payment amounts are
shown on the detail screen. In
the Batch column, the
amounts are identified either
as “LEGACY” or a batch
number (18572) is shown for
the payments made via AUC
Vouchers.

== [AUC] 2203-Edit 1099 Work Detail Jtheresa] = x
File Edit Ledgers\Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System  Favorites Help

B S8 W+ @

o= 2203-| A . .

[E= [AUC) 2203-Edit 1099 Work Detail Edit 1099 Work Detail

Goto | Vendor (032217 DAYID MALCOLM WOLF Entity 1 TOWN OF ADMINS

HETE Bank |Ref= Line=[Ck Vend| Remit] Batch|  Check#|Check Date Check Amount| 1099 Report Ami] New] »

2 032217 0L LEGACY | 0000000 [31-Dec-2024 750,00 N
1 Return to 1099 Summary | |ERST [FE3T92 13ty | oL 16572 | 0395147 [Z1-Mar—202d 360,00 N 300,00
L
Batc

- Added 22-Mar-2024 By Changed by up

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.3 1099 Edit List Flags Vendors for Whom Legacy Amounts are Included

r I [ AQdress VP AP Accou
! Edit List Task 2206: 1099 Edit List X

1099 Edit List

Run the edit list from the / )
Amoun| L

pushbutton on the left side

Box [Codd Run as O preview O Print - @ PDF O Excel ]
of the screen. T 1 N | Printing use Duplex @ves ONo P |
Lookup Cancel Clear All B
| | |
2206-AP1099
: 2024
If there are Legacy
Amounts, there will be an
IILAII nOtatlon tO the right of Entity: 1 TOWN OF ADMINS
the 1099 Reportable .
amount signifying that the B
. LA
vendor record includes ta
a LA
some legacy amounts. - | LA
LA
LA
The legend will provide a 3
description of the “LA” G LA
code.
o |LA - Amount includes Legacy amount from Vendor]
LA - Amount includes Legacy amount from Vendor]
1099 Menu
Description Date Start End Success
Restart 1099 Process
1098 Vendor Proofing Report
Create 1098 Work File 22-Mar-2024 10:56:30,89 10:56:49,73
Edit 1 le
H Optional 1099 Error Checking - All Errors
The laSt Step n 1099 Error Checking - Hard Errors on Forms to be Printed  22-Mar-20241 10:58:51,22 10:58:54,16
the process List of 1099s to be Printed 22-Mar-2024 11:05:08.67 11:05:21.84
clears out legacy rint 22-Mar-2024. 11:05:19,65 11:05:19,65
amounts for' all Print 1 0 22-Mar-2024 11:05:15,67 11:05:15.67
. Print 1099-MISC 22-Mar-2024 11:05:27,29 11:05:36,34
vendors with a Print 1099-NEC 22-Mar-2024 11:07:08.26 11:07:17.29
legacy amount set so that they are Print 1098-5 22-Mar-2024 11:05:17,65 11:05:17 .65
ready for next year’s 1099 process. Create 1099 Electronic Fil - Federal 22-Mar-2024 11:07:29.75 11:08:02.,15
Create 1099 Electronic File - CT - MDT On!
I Save 1099 Forms as Vendor Attachments/Archive I

Save 1099 Forms as Vendor Attachments/Archive

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 10
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4.4 Year End 1099 Process Error Checking [Fix]

Before the software update, if a significant
amount of time passed before completing the
final three steps, the process could fail.

To minimize errors, ADMINS has relocated the
work files.

The two steps that create electronic files and the
last save step have been modified to verify the

existence of the work files before proceeding.

This applies to the Year End 1099 Process steps

June 2024

[ADM-AUC-AP-1230]

1099 Menu

Description Date Start End Success

Restart 1098 Process
1088 Vendor Proofing Report
k File

Optional 1099 Error Checking - All Errors.

1093 Error Checking - Hard Errors on Forms to be Printed|  0B-Apr—202d 16:27 144,93 16127147 ,B7
08-Apr-2024/ 16:27353,26 16:28:09,38

List of 1099s to be Printed

Print
Print 1
Print 10
Print 1098-NEC.

Print 1099-5 OB-Apr—2024 16:28:05,15 16:28:05,15

Create 1099 Electronic File - Federal
Create 1099 Electronic File - CT - MDT Only.
Save 1099 Forms as Vendor AttachmentsiArchive

N

0B-Apr—2024/ 16:19317,35 16:20308,96
0B-Apr—2024 16:21319,54 16:21337,37
File 0B-Apr-2024| 16:127129,56 161273131,56

08-Apr—2024/ 16:28207 .21/ 16:28207 .21
08-Apr—2024/ 16:268:03.13 16:28:03.13
= OB-Apr—2024 16:28:00,36 16:28:00,36

0B-Apr-2024 16:30310,25 16:32156,90

- -

menu, which can be accessed by selecting: Creala (O EBCoTE FIa™Eaacal

Create 1099 Electronic File - CT - MDT Only

Accounts Payable b 10995 1099 Menu Save 1099 Forms as Vendor Attachments/Archive

If the files are missing, an error message will be
displayed when running the step:

reate 1099 Electronic File - Federal 3>

Issue finding the work files h‘*"--.;

)| Contact ADMINS Suppart CWQ Electronic File@
-"--.__-___

Create 1099 Electronic File - Federal

ate 1099 Electronic File - CL—> X

& Issue finding the work file
J/ Contact ADMINS Support M~

<Create 1099 Electronic File - CT_—

Create 1099 Electronic File - CT - MOT Onby

ave 1099 Forms as Vendor Attachments/Archive X

ZFm  Issue finding the work files
y' Contact ADMINS Support
ave 1099 Forms as Vendor Attachments/Archivi

Save 1099 Forms as Vendor Attachments/Archive

If any of the error messages above pop up, email support@admins.com for help.

[ADM-AUC-AP-1237]
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5 Login to the Training Area [Enhancement]

ADMINS provides a training area, which is a replica of the modules available on the live AUC application. (The data in the
training mode is refreshed on demand overnight by the superuser or on a regular basis, determined by each site.)
See SY-175 Copy Live to Training in the Help Reference Library for details.

= ADMINS Unified Community - Please Sign In = O X
File Edit Help

ADMINS changed the location
of the Training Mode option
to be above the Password Please Sign In:
field, to help users select it
before entering the
password.

Before

Username THERESA Theresa
Password

. . Training Mode
Login Exit

Reset Password

To access the Training area,
select the ® Yes option
before typing in the Now
password. After entering the
password, you cannot switch
the radio button for this
session.

Please Sign In:

Username THERESA Theresa
raining Mode ®MNo () Yes
Password |

Login Exit
(The default is @ No; typing
the password and {Enter} will
go to Live).

Reset Password

ADMING Unified Community - Please Sign In

To proceed to Training mode, click on . The
prompt will default to if the Training mode
radio button is © Yes, and will go straight to training

e You are about to enter TRAINING mode. do you wish to
by pressing {Enter} (without clicking on any button).

continue?

Press| Mo [tologin to live. Yes Mo

[ADM-AUC-SY-8323]
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6 Email Address Checking [Enhancement]

When a prompt requires an

Email or a button triggers a

prompt that requires for an

email address (which is = e T

mandatory, not optional), it = |== CCCUNT FANTESFHEE ————
. . . . . L-120 Account Elements View Email EI’T18I| 4,46
will verify if it follows a valid . :le:

. Sending Reference via Email
email format. Optional: Ente Contact ame. | |

Optional: Enter Note ‘ ‘

Ledgers Help Reference Library

Optios Enter Not ‘
equired: Enter Email Address | aura
For example, [Lowrs D |
«“ d s r
xxx@cccc.domain”. - ]
equired: Enter Email Address ILaura
L ncel Clear All
B [GL-260 Bank Table View Email [15-Jul-2021 [1d:25:46.65 |
Here is an example of the i i e T N N LT} g re—r— =
1 1 [GL=270 Enter One - Tine Journal Entries View | _Emai_|15-Feb:
e rro r th at WI | | a p pea r If a n [GL-280 Budgzet Tramsfer Journals View Email [15-Jul’
. . . . [FL-230 Enter Recurring Journal Entries View |_Emal_|16-Jul
invalid email address is ;=300 Jourral Entry Notes Vew | et [ 15Tl
[GL-310 Upload Jourmal Emtry View Email  [05-Dec-
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7 Help Reference Library New & Updated Content

Disbursements AP-230 Process a Warrant [Updated]

7.1 New & Updated Content on ADMINS.com
[Updated]

We keep updating our site with new content, so visit us regularly; we also have a monthly email that showcases a featured
video.
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