ACCOUNTS PAYABLE

RELEASE NOTES — MARCH 2014

This document explains new product enhancements added to the ADMINS Unified Community for Windows
Accounts Payable system. The ADMINS Support staff installed these changes to your system on March 29, 2014.
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Release Notes — Version 5.0

9 ADMINS Unified Community
Accounts Payable

1. CASH DISBURSEMENTS

1.1. Processing Old Vouchers

March 2014

Sites sometimes hold a voucher for payment. This can be due to availability of funding, waiting for a Federal ID #,
a dispute with a vendor or some other reason. As such, two methods of additional error checking have been added

to notify sites when older vouchers are being processed.

1.1.1. Attempting to Post to a Closed Fiscal Period

Prior to the software update, users were not prevented from processing Accounts Payable VVouchers for a closed or
invalid or missing fiscal period. Now, if the Fiscal Year or Period is not open this error message will be displayed
on the Collect VVoucher report when running the Disbursement selection. This stops the collection completely.

Once the error identified in the report is corrected, restart the voucher collection process.

Z2140-APDISEDT.REP Printed l4-Jan-2014 at 13:55:30 by ANTHEL Page 1
Towm of ADMING
Collect Wouchers
The following Wouchers hawe Inactive or Inwalid
Fiscal Years based on Disbursement GL Effective Date 14-Tan-2014
UserBatch Voucher# FY VoucherDate Lin Account# Awount Error
lza527 337559 2013 30-Jun-2013 1 1 0105-006-0000-000-00-00-19004 100.00 I
w#*** Grand Total: 1 ¥ouchers's *%F*® 1loo.00
Gelection Legend:
Error Codes: I - Invalid or missing Fiscal Periods
c —| Fiscal Period Closed

1.1.2.  Stale Vouchers Report

[MDF-SUP-SAPLAUC-178]

To assist the user when processing, a report was added to the Collect Vouchers step (when you click the

| 3collect Vouchers | ot the hottom of the Collect Voucher Selection screen). This report is called the
Disbursement Stale VVouchers report and will list any voucher that is dated over 180 Days prior to the check date of
the warrant. The vouchers in the example are from November 2013 with a check date of June 30, 2014.

B AP_Dldvoucher  THERESA_004483[3].pdf - Adobe Reader
File Edit “iew Document Tools Window Help

2180-APDTSOLOVOT . REP Printed 31-Jan-2014 at 14:45.:20 by THERESA
Town of RDMINS
Disbursement Stale Voucher Report

should be reviewed prior to continuing with this warrant

WARNING: The following Vouchers are over 180 Days pricr to the Check Date of this warrant, this indicates the following vouchers maybe stals and

Page 1

Voucher$ Batchf Invoicef Vendor VoucherDate Voucher Amt Net Amt Bank CheckTyp Chacki f§ Check Date EEepChk?
337480 12518 TESTA HONMEYWELL INTERMATIONAL INC. §13-Neov-2013 20E.00 202.00 MELN Printed 30-Jun-2014
337481 12518 TESTT VERIZONW 13-Nov-2013 2E4.10 364.10 MELN Printed 30-Jun-2014
337484 12518 TESTE PERREON EDUCATION 13-Nov-2013 374.80 374.89 MELN Printed 30-Jun-2014
337485 12518 TEETS SCHCLASTIC INC 13-Nov-2013 383.08 383.08 MELN FPrinted 30-Jun-2014
337486 12518 TEET4 NEHTA ov- 210.00 210.00 MELN Frinted 30-Jun-2014
337487 12518 TEET3 NEW ENGLAND MATHEMATICE LEARGT) 20.00 Frinted 30-Jun-2014
337488 12518 TEET2Z MAML/MAEE RSECC COF MATH LEAG [ £0.00 Frinted 30-Jun-2014
337493 12510 TEETING ALLOCATION A C E ENSWERING EERVICE 14-Nowv-2013 1,287.40 1, Printed 30-Jun-2014
337515 12521 TEST ONE JRY ROWE MACOMRY 22-Nov-2013 E00.00 Erinted 30-Jun-2014

[MDF-SUP-SAPLAUC-178]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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9 ADMINS Unified Community Release Notes — Version 5.0
Accounts Payable March 2014

1.2. Suppress Printing for ACH Vendors Notified by Email

Many ACH vendors are notified by email when invoices are paid. These ACH vendors do not need hard copy
advices. There is now a way to suppress these unneeded printouts. This is an optional feature controlled by:

1. The setting of Module Control #2138 and
2. The presence of an email address on the ACH field on the Vendor Screen.

1.2.1.  Setting Module Control #2138

Module Control # 2138 is available on the Accounts Payable Check Form Module Control screen. To access this
screen, select Accounts Payable P Module Maintenance P Accounts Payable Check Form Maintenance:

Arcounts Payable

Enter Bills (Wouchers) 3
Change Orders 3
AP/PO Dashboard

Liquidate YWouchers
Yendors

Commodity Items
Disbursements (Warrant)
Bank Reconciliation
Queries

Reports

Tables

‘Year-End Processing
1099's

Module Maintenance
Interfaces Amports

its Payable Module Contral

3
3
3
3
3
3
3
3
3
3
3

counts Payable Check Form Maintenance

Set the value to N for no - no advice shall be printed if the vendor will receive an email.

=a[ALC] 2940-Accounts Payable Check Form Maintenance [Theresa]
File Edit Ledgers Purchase Orders Accounts Payshble Fixed Assets Human Resources Budget Collections Tax  Motor Excise  System  Help

B|@| S| w|e| || | Qf =

Accounts Payable Check Form Maintenance

Description Answer

Mo of Lines on & Check [32] 20
Frint Multiple Pages per Printed Check# [Y /M1 M
AP Check Stock [Bllank or [Plre—printed B

ACH Mote to ALL Vendors Line 13 Funds will credit your account two business days
ACH Mote to ALL Vendors Line 23 advice date shown shove,. excluding bank holidays,

rint. ACH Advice if sending Email to Vendor CY/M] M Exiit
AP Check Bursting XML instruction File FORMSEPT :APCHECKS (XML
AP Checks Bursting Intermediate Mame/lLocation doc_mgmt FMMODYapcheck_<1_usrnam > ,PIF

1.2.2. Entering an E-mail Address for the ACH Vendor

To access the vendor screen to enter an e-mail address for an ACH vendor, select Accounts Payable P Vendors »
Enter Vendors. Select the vendor number (this example will use vendor #010872).

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 13
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=3 [AUC] 2000-Enter Vendors [Theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Systern Help

ol &) o]+ [] 2% Qf ) s

Goto...

Enter Vendors

Ceified Vendor? ¢ ez F o

Actions I

5 Add Wendor |

Certified By
Vendor [SRISERFE |RMAZON.COM CREDIT (LIERARY) Date Certified
A Emeriatress | 2 Addresses | | 3Classification | 4 Attachment (75) | 8 tems a User Defined |
51 of (3 Address Type Purchase Orders

& Add Address

This field must

Entered:

Changed:
13-Jan-2014
THERESA

<

contain a valid

Web Site

email address for

General Delivery E-mail |

PO E-mail Address [theresa@adning .con

the vendor.

ACH E-mail Address ftheresa@adnins con

——

Now that each of these criteria has been met, the Cash Disbursement process will produce a report notifying the
user that some ACH advices will not be printed. The example below shows three vendors for whom ACH advice

will only be sent via e-mail.

<t TedRE - AP_NoPrint_ACHAdvice_ THERESA[1].lis

File Edit Format Options
ICDurierNew jlg d B/ /| U|m~| i= I% Elfflél
le11s
Z159-APPRTACHEXCL. REP Printed 13-Jan-2Z014 at 15:54:04 by THERESL Page 1
Towm of ADMING
Print ACH Advices
The Following ACH Adwices hawe been excluded from PRINT ACH ADVICES step
Check# Vendor# Name Woucher# Line# Invoices# InvoiceDate
§000007 010872 AMAZON 337,582 1 Z 13-Jan-2014
§000009 010876 VANASSE HANGEN ERUSTLIN, INC. 337,583 1 1 13-Jan-2014
100010 010574 VILLAGE PAINT & DECORATING 337,580 1 4 13-Jan-2014

There will be a .pdf copy attached to the vendor record for each ACH that was e-mailed. To view this
attachment, select Vendors, enter the desired vendor number, and click on the Attachments tab. In the report
above, the “check #” I want to view is #8000007 —page down until you find the correct check number and

click on View.

=3[ AUCT 2000-Enter Vendors [Theresa]
File Edit Ledgers Purchase Orders Accounts Payable Ficed Assets Human Resources Budget Collections Tax Motor Bxcise System  Help

Sl &) ]« | |m] ]3] O m] ]

|_[=]x]

Enter Vendors 5
o Cerified Vendar? ez (7 [0
8 Certifiect By
I Vendor [TERE FMF{ZDNLDH CREDIT {LIBRARY } Date Certified
Actions

1 Namefadiiress 2 Addresses 3 Classsification L AHEERTEtS G fems 3 User Defined

Seq# Description

Filename
APCK_EASTBO00000T ,POF

5 Add Vendor
6 Add Address

7. Add Attachment

i Check Print Harrant 004452

ADM-AUC-AP-670]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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9 ADMINS Unified Community Release Notes — Version 5.0
Accounts Payable March 2014

1.3. Cash Requirements Report

The Year column label was changed from Year to Vou Year to clarify that the year used is the voucher date year,
not the fiscal year.

For Warrant: 004475 GL Effectiwve Date: 30-Dec-2013
Eank: E&3T EASTERN BANE FOE A/P
Agcount#: 0100-000-0000-000-00-00-10400 CASH, TRASH COLLECTION

oucher# Check Date Check# Ck Type SepCk Vendor Amount Discount Net

4 337476 30-Dec-2013 Frinted REED REFERENCE PUELISHING

Total Needed for this Bank:
0100-000-0000-000-00-00-10400 Balance: 452,705, 37

Figure 1 Before

Town of ADMING
Cash Rerquirements Report

For Warrant: 004483 GL Effective Date: 30-Tun-Z014
Bank: MELN EANK OF NEW YORK MELLON
Account#: 0Z00-000-0000-000-00-00-10400 CASH, UNRESTRICTED

You
Tear ucher# Check Date Check# Ck Type 3SepCk Vendor Amount Discount Net
2014 337493 F0-Tun-2014 Printed 4 C E ANSWERING 3ERVICE 514.893 514,893
Total Needed for this Bank: 514,93 514,93
0200-000-0000-000-00-00-10400 Balance: L68,884.05

Figure 2 After
[ADM-AUC-AP-676]

1.4. Paying Retainage from a PO

1.4.1. Partially Paid Retainage

Previously if retainage from a PO had been partially paid and a new voucher was entered to payoff the remaining
retainage an error was issued.

B B) ko] +]m] S Q @]
Open
POy TCEN PO Query - Posted =)
= Vemor Code 015218 01 Dept Code FINGHCE FINCE OFFICE | [DoiwrTe g Tos OF BELLINGH
ADCD SALES IMC visEmsd [T || PODate  D5-Feb-2014 FY 2014 frusica T g TOHH CF BELLINGH
I a DREPER 3T Type Code R Regular b
WOBLRH Mo text svailable P et avadlable
WA 01801-0000 Ship To Atn
Ship Date
Expected Amt
Zoasis) | 3hems | _ 4cioetsls | _SStewHeey | Evewhers® | | _sasschmertcny | 20000000
befem Oty UOM Rem Descrigtion A Price Freight  Othes  ExtAmourd  Retained Batance
N nare stufi’ 2000000000 20000000 4387.50 3387.50
Sp | 1000-300-1110-110-09-00-59990 CONTINGERCY
G — e e 3987 .50
Fetained 4557 .50 Liquidated Retieved 100000 Paid 100000 I

Figure 3 PO Showing partial retainage payment

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 13
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2790-FMREP: APVOUERR.REP Printed 2z6-Feb-2014 at 08:20:01 by WENDY
Town of ADMINS
Error Check Vouchers

Usereatch Expected Entered Batch Errors:
12566 3,987.50 === Please enter EXPECTED AMOUNTS in Batch screen
=== PRICE $ do not match - Edit Price in Batch screen

Voucher# vendor voucher Errors:

337763 ADCO SALES INC warning: Voucher Type H different to Batch Type P
Line GL Line Error
1 #=* Retained on GL 1ines $4,987.50 does not equal Amount entered on Line $3,987.
1 1

Figure 4 Error Report

This has been corrected.
[ADM-AUC-PO-362]

1.4.2. In Progress Vouchers

The error message has been updated for vouchers that Pay Retainage from PO when there are in-progress vouchers
for that PO already. The new message provides a more accurate description of the error and the steps needed to
correct the issue.

[AUC] 2001-Youcher Entry [} [AUC] 2001-¥oucher Entry (<]
R?/ P2066-All Lines on PO have been selected on other Youchers, Continue with PO? @ P2250-In-Progress Youcher(s) for this PO. Past In-Progress Wouchers first. ..
Figure 5 Before Figure 6 After

[ADM-AUC-PO-362]

2. MANUAL CHECKS

Prior to the update, if a user was not allowed to process a manual check, it was possible to transfer a manual check
to that user; once transferred the user was prevented from error checking or any further processing of the batch.
This has been corrected and this transfer will no longer be allowed.

If a transfer of a manual check batch is attempted to a user without permission to process manual checks, an error
message will appear notifying the user attempting the transfer that the user has No access to enter Manual Checks.

There are two places in the system where a batch can be transferred.

2.1.1. Voucher Batch Entry screen — Send Batch To button

This send to button now checks if it’s a manual batch that the send to user has the ability to process manual checks.
If they do not then this message is displayed:

[aAUC] 60-¥oucher Batch Entry >

@ Batch not Transferred, User DIMOMD doesnt have access to Manual Checks

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 13
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S

2.1.2.

When Transfer Batches button is clicked it checks all batches selected to be transferred. If any batch (or voucher) is
a manual check and the TO user doesn’t have access to process manual checks — then this message will be
displayed.

Transfer Batch Process

Transfer Youcher Batches

\lw) Batch 12529 is Manual Check Batch and cannot be transferrad to User

[ADM-AUC-AP-677]
3. REPORTS

3.1. Check History - Account Detail - By Warrant with User Defined Fields

We added a new report to the Accounts Payable>Disbursement option of the Reports Library. This new report
will allow the user to select up to 9 warrants and issue a report of the expense accounts used on the vouchers paid
in a given warrant. It also links in the 12 user defined fields from the Chart of Accounts. This will allow sites to
develop custom analysis based upon the accounts numbers used on paid vouchers. Issue this report by selecting
Accounts Payable P Reports P Report Library P Disbursement P Check History - Account Detail by Warrant.

The user is required to specify at least 1 but up to 9 warrants. This allows the system to limit the scope of the
report and therefore the data to be searched. If a site issues 6 warrants in a single month then all 6 warrants may be
entered for filtering purposes.

To locate the warrants issued in a given month, issue the warrant listing report. To do this, select
Accounts Payable P Reports P Report Library » By Disbursement and click Run on the Warrant Listing
report. Enter the check date range for the month, in this example, January 1 through 31, 2014 is
selected.

TET-APWARLIST. RET Trinted U3-Mar-Z01% at I4:52: 1T by TR

Town of ADMINS
Varrant Listing

Tage T

B Task 2168: Warrant Listing

Warrant Listing

Varrant Total

Start Date Check Date GL Effective Posted Total Paid
I .

Optional: Check Date Range [mmddyyyy] From: Iu]u]zm F] To: |[|]31 2014

Optional: Start Date Range (mmddyyyy] ~ From: | To: |

Edit 0 values:

Runas @ Preview  Print " PDF
If Printing use Duplex & Yes " No

Lookup | oK |

T 31-Tan-2014 31-Tan-2014 31-Jan-2014 3l-Jan-2014
004482 EAST 13-Jan-2014 13-Jan-2014 13-Jan-2014 L13-Jan-2014

,824.09 C1.
19,144.37 Cloged

6,624.08
18,144.87

Optional: Enter up to 9 Bank Codes #%% Grand Total ++% 2 3

" Excel

selection Legend:

Cancel Clear All Check Date: 01012014 to 01312014

M Task 2693: Check History - Account Detail by Warrant B

Now that you know which warrant is to be
selected, run the new report, using Warrant #s
004485 and 004482 from the list generated
above:

Posted Vouchers Account Detail - By YWarrant

Required: Enter up to 8 Warrantit's | Edit | [2 values: 004405, 004482,

Runas & Preview (" Print  PDF
If Printing use Duplex & Yes ¢ No

" Excel

Lookup OK Cancel Clear All

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Towm of ADMING N
Check History - Account Detail by Warrant }

Bank Check# Voucher Vendor# and Hame Status Type Lin GLL Ck imount Account# DOE Li DOE

Warrant : 004452 Check date: 13-Jan-z0l4 ERegqular

EAST 0279200 337585 0Z1633-DELTA BECEWITH ELEV Issued Printe Z,3l6.66 1000-300-4220-440-03-00-52200
1,158.33 1000-300-4220-440-04-00-52200
1,158.33 1000-300-4220-440-05-00-52200 AECD
3,475.02  1000-300-4220-440-06-00-52200
Z,3l6.66 1000-300-4220-440-12-00-52200
Z24.00 1000-300-4230-441-03-00-52240
1000-300-4110-660-05-00-54030
170,37 1000-300-2300-602-05-00-54160
900.00  1000-517-0000-000-00-00-592595
200,00  1000-650-0000-006-00-00-54150
3,000.00 1000-422-0000-004-00-00-54130
100,00 0200-450-0000-004-00-00-52040
4,000.00 1000-300-4220-660-06-00-54120

Total Warrant 004432 19,144, 87

EAST 0279201 337588 000695-NORTHEAST COPIER 5Y Issued Printe
EAST 0279202 337586 012549-3IMPLEX PRODUCTS Izzued Printe
EAST 0279203 3375687 007847-UNITED ART AND EDUC Issued Printe
EAST 0279204 337589 021457-UNIVERSAL ENVIRONME Issued Printe
EAST 8000007 337582 010872-AMAZON Iszued ACH Ad
EAST 5000008 337581 000041-CUMMINGS CONSTRUCTI Issued ACH Ad
EAST &000009 3375683 010876-VANASSE HANGEN ERUS Issued ACH Ad
EAST 8000010 337580 O010874-VILLAGE PAINT & DEC Issued ACH Ad

S e e el = IR L. B S N ARy
S e el = =T T ST
-
¥
-1
wn
=

Warrant : 0044385 Check date: 31-Jan-z2014 Regular

EAST 0279205 337557 0Z21633-DELTA BECKWITH ELEV Issued Printe

1,158.33 1000-300-4220-440-05-00-52200
3,475.02  1000-300-4220-440-06-00-52200
4,3l6.66 1000-300-4220-440-12-00-52200
1,158.33 1000-300-4220-440-04-00-52200
1000-300-4220-440-04-00-52200

127.50 1000-300-4110-660-05-00-54030
(11.75) 1000-300-4220-440-058-00-52200
600,00  1l000-300-4220-440-05-00-52200

EAST 0279206 337558 012549-3IMPLEX PRODUCTS Issued Printe

L = B = =

Total Warrant 004485 5,524.09

User Defined Fields (all 12
appear on the report)

Warrants: 004455
Warrants: 004482

Figure 7 New Account Detail by Warrant Report Excerpt

[ADM-AUC-AP 682]

4. VOUCHERS

4.1. Local Vendors

The ability to report on local vendors has been added. To identify a vendor as local, select Accounts Payable b
Vendors P Enter Vendors P Classification Tab. Set the Local Vendor? radio button to Yes. To run a report of
payments to local vendors, select Accounts Payable P Reports P Report Library and run report #2650, Posted
Vouchers (Open and Closed) by Vendor.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 13
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[AUC] 200!

nter Yendors [Theresa]

March 2014

ort Library by Voucher [Theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed dssets  Human Resources  Budget hase Orclers Accounts Payabls  Fived Asssts  Human Resources Budget Collections T4
ol ] vl |m] &3] Q) =] ] :
| gl o =]
Enter Vendors
& Report Library by Voucher
I Vendor EEHRFER GARDEN CENTER
Actions
Report Name
1 NameiAddress | | 2 Addresses || 2 Classification | 4 Attachments |
\V =1 || —m Vouchers In Progress ———-———— SaEmple Run
5 Al Yendor 2605-In Progress Vouchers — Summary Sample Run
Bidd Address) RestrictAccess To © Town € School & Both 2608-In Progress Vouchers — Detail Sample | Run
Federal ID# [4-3136833 =gl
7 Reports B:nirgude — 2606-In Progress Vouchers - by Status/Approval Sample | Run
ABERE O000-0000-0 prenote [” Mot. Active | || —m————m Open Wouchers —————-—- Sample || Run
Bank Account Type 2610-Open Youchers — Summary Sample | _Run
Customers# i N
-~ - Sampl: R
HR ACH Tax Payment Type © Federal O State & hone 2611-Open Wouchers - Line Dstail el
2612-0Open Youchers — Recurring Templates Only Samplz | Run
Terms fiUR | Due Upon Recsipt 2800-0pen Youchers with Vendors on Hold Sample | Run
i w%‘a? ,_EN iCL Unclassified — 2612-0Open Youchers showing Account Detail Sample || Run
inority Code old Code b
1099 Code [ ol || Vouchers by batch —————- Sample | | Rum
2620-Voucher Batch - Summary SamplE Run
PaymentType & Printed Ck C Wire CACH Mo Check 2630-Youcher Batch — Detail Sample | Run
Separate Check? T Yes & Mo Lo e
1TimeVendar? s & Mo Talingvendor € ¥es &N Posted Vaushers =
State Bid List?  Yes & Mo 2650-Posted Vouchers {Open and Closed) - by Vendor _Sample | Run
or? Te e 2660-Posted Vouchers (Open and Closed) - by Owner Sample Run
Local Vendor? @ Yes ' No 2570-Posted Youchers (Open and Closed) — by Dept Semple | Run
Fntecad: e e = 2891-Posted Wouchers (Open and Clozed) — Recurring Templates  Sanple | Run

Posted Youchers - by Vendor

Task 2650: Posted Vouchers (Open and Closed)

by Vendor

Required: Youchers Dated [mmddyyyy] From: ||]‘|__J|_||-2|]‘|3

To: [01-Feb-2014

Optional: Enter Department Group

Optional: Enter Vendor#

Optional: Enter up to 9 Users
Restrict Yendors to:

Runas & Preview ¢ Print

If Printing use Duplex & ves

" PDF

" Excel
" No

Lookup | oK I

Cancel | Clear All |

You will have the option to select Local Vendors only. The report will look like this:

File Edit Format Options

Selection Legend:

dg:l““: Vendors narked as Local Vendors onli
From Dal

To Date: 0l-Feb-201l4¢

ICDur\er New d |8 j B/ Hll x| =
2650-APVOUHIS_BYVEN. REP Printed 31-Jan-2014 st 16:13:57 by THERESA Page
Town of ADMINS
Posted Vouchers (Open and Closed) - by Vendor
For Vouchers dated between 01-Jul-Z013 and 01-Feb-Z014
VWendor: 00Z5Z8-01 LEARNING PREP SCHOOL
Voucher§ UserBatch§ GL_Batch# Department Invoice$ Invoicelate VoucherDate EnteredBy Status Amount.
33EEB0 17438 8841837 KEOUGH 38617 01-Zep-2013 0&-Sep-Z012 EOERIEN Closed 4,630.92
337263 12493 2342306 KEOUGH 38318 01-0ct-2013 04-0ct-2013 DDUBOIS Closed 4,851.44
#** Toral for Vendor *+% 5,482.36
Vendor: 015271-01 Ak THRIFTY SERVICE, INC
Voucher§ UserBatch§ GL_Batch# Department Invoice$ Invoicelate VoucherDate EnteredBy Status Amount.
337530 1zE32 8842788 FIRE ADFERUER 15-Jan-2014 1&-Jan-2014 ANTHEA Open
337531 17833 8842730 FIRE 24345614545 15-Jan-2014 1&-Jan-2014 ANTHEA Open
337832 1z534 8842794 FIRE 23462346 15-Jan-zZ0l4 15-Jan-z014 ANTHER Open

#*% Toral for Vemdor **+

**% Grand Toral *+*

[ADM-AUC-AP-680]
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ADMINS Unified Community

Release Notes — Version 5.0

S

5. 1099 PROCESSING

Accounts Payable

5.1. Negative Amounts

March 2014

Prior to the software update, negative amounts were not able to be coded for 1099 processing. The process was
changed to accommodate vouchers with negative amounts, and negative amounts will now be allowed as long as
the total paid to the vendor / entity / 1099 code is greater than zero. The process will not allow a negative overall
balance for a 1099. On the voucher screen, if the vendor is set up as a 1099 vendor, the code will automatically be
populated with the code shown on the vendor record. A 1099 code may also be added if this vendor is not

normally a 1099 vendor but the voucher is an exception.

Actions

*f Go To Batch

SIMPLEX PRODUCTS

6 COMMERCIAL STREET
SHARDH

MR 02067-0000

Inv Date 113-Jan—2014

Check Date

Customers
Dept. Code |STALLEROOK
Wou Date  [13-Jan-2014

Separate Check [~

STALLBROOK ELEMEM
FY 2014

Tyme P Paunert

Due Date  [14-Jan-2014  Terms [DUR

Batch # 12526 Voucher Entry Entry Began
Voucher# 337558

Golo
vendor 12545 o1 Iwoice# i = Print ¢ Manual © AGH " Wire ¢ NoChk

Bank MELN

Woucher

—— Amount to Pay
JETty ) 3 ltems 4 6L Details £ Stetus History & Attachments ]%
Line ftem Qty Uonf item DArimiun Price  Freight Other % To Retain Amount
[l [1.0000 PO #302:449 [ 1275000 [ [ [ 127,50
Split [1000-300-§1 10-660-05—00-54030 CUSTODIAL SUPPLIES-SE
1098 FR [ Pos 9037649/1
E [ [1.0000 Eredit folf work not performed -11,7500 [ -11.,75
Spit [1000-300-§20-440-0B-00-52200 BLDG MAINT SERVICES-KEOUGH
1099 FA[
B 10000 Bervices [ £00,0000 [ £00,00
St UBy Accollt | [1000-300H220-440-08-00-52200 BLDG MAINT SERVICES-KEOUGH
1w JJAT
4 4

All three lines of the voucher now appear on the 1099 Detail screen and reports. The net amount of the 1099 will

match the reports.

Edit 1029 Work Detail

. Vendor 012549 SIMPLEX PRODUCTS Entity 1 TOWH OF AMYHHERE
Actions . .
B Bank Ref# Line# Ck‘endar Remit Batch Check#  Check Date CheckAmt 1098 Code Report Amt Mew Code
EAST 337552 1 012549 01 12526 0279206 31-Jan-2014 127.50 ) I_
1 Return to 1099 Summary | ERST 337553 2 012549 01 12526 0279206 31-Jan—2014 -11.75 ) I_
ERST 337553 3 012549 01 12526 0279206 31-Jan—2014 00,00 ) I_

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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9 ADMINS Unified Community Release Notes — Version 5.0

Accounts Payable

March 2014

<t TedRE - 1099Listing_2858_THERESA[ 1 ].lis

File Edit Format Options
ICDurierNew jIEI d Blflgll "I El*;? =S Elfflél
kiis
Z852-APLOSOEDTEUM4 . EED FPrinted 21-Jan-z2014 at 1&:55:05 by THERESA Page 1

Totm of ADMINS

List of 1099z to be Printed

Vendor Pavment
Vendorf Name 1099 Code Form 109%% Code Amount. Paid 1093 Beportable
Entity: 1 TOWN OF ANYWHELE
000041  CUMMINGS CONSTREUCTION T MISC T 3,000_00 3,000 00
012549 SIMPLEX PRODUCTS MIEC T 715.75
Total for form: MISC # 2,718 7k 32,7187k

Entity 1 TOWM OF ANYITHERE 2,718 7k 32,7157k

1099 ¢ Forms:
1099 Int Forms:
1093 Misc Forms: z
1099 = Forms:

O CORRECTED {if checked)

PAYER'S name, street address, city ortown, provinee or state, coonry, 2P or foreign 1 Rents
postal code, and telephone no

Town of Anywhere 3 0.00
AGAWAM, MATIO]  fova
' ] 0.0a
3 Otherincome
1234567309012345678901234567350 (110} O00-0C ] 0.00
PAYER'S federal identification rumbsr  |[RECIPIENT 5 identification rumbsr 5 Fishing boat proceeds
123456789 04-2668224 § 0.00

RECIPIENT % rame 7 Monemployes compersaion

SIMFLEXFRODUCTS
(s 715.75

5.2. Edit Work File

[ADM-AUC-AP-678]

Previously if a vendor had a second name it did not appear on the Edit Work File Summary screen. This has been

enhanced to show both the first and second names.
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9 ADMINS Unified Community Release Notes — Version 5.0
Accounts Payable March 2014

Vendor RIEEEE 01 |FELIX PERRIELLO M,D, Vendor RREERE oMl FELIX PERRIELLO M,D, / MILFORD PEDIATRI
Address 27 WEST STRe Address 27 WEST Iimad

ILFORD iR pI7E7-0000 TLFORD pr pi7E7-0000
Phane# (508} 473-0231 Phone# (508} d73-0231
Figure 5 Before Figure 6 After

[ADM-AUC-AP-642]

6. APPROVALS SCREEN LOOKUP

The lookup in the approvals screen was enhanced to include a computed remaining balance, which will include
posted remaining balances plus any work in progress. In addition the lookup screen will also show if a Budget
Check account is being used. To access the lookup screen, go to the AP/PO Dashboard and Click on the buttons
in the APPROVALS section of the AP/PO dashboard. Once in the approval selection screen click the
button on each line to see these LKUPS.

Line Uty ItemDescription PO# GLLn Account Anount AcctDescription Tof
1 Paper 050 100,00 OFFICE 2 SUPPLIES

Figure 8 Before

Oty TtemDescription PO# GLL Account. Anount AcctDescription GL RemBalance BC Tof
o3| 100,00 EXPENSES 4543.11 = [N

papeT 1 1000-251-0000-002-00-00-54090

Figure 9 After
[ADM-AUC-AP-679]

7. MODULE MAINTENANCE

7.1. Field Logging — Accounts Payable Module Control

Field logging for Module Control changes has been added. To access this information, select Accounts Payable p
Module Maintenance P Field Logging — Accounts Payable Module Control.

Module Maintenance Arcounts Payable Module Control
Interfaces,/Imparts b fwocounts Payable Check Farm Maintenance

Site Specific b Accounts Payable Check Farm Maintenance By Bank
Help Reference Library Rermove Yendors Flagged for Deletion

AF Help Remave Items Flagged for Deletion

Merge Vendars
Wendors with no Activity (Dormant)

Email Distribution Lists

Field Logging - Accounts ble Module Control

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 13



9 ADMINS Unified Community Release Notes — Version 5.0
Accounts Payable March 2014

Field Logging - Accounts Payable Module Control

Vendor Regquires Address [Y /NI

Change Date  Time User From/To
03-Feb-2014 10:06:33 ANTHER i
N

he Seq# corresponds to the Seq# in the Accounts Payable Module Control screen.

Accounts Payable Module Control

Seq#‘ 'Descr\mmn Answer

EONY  Vendor Requires Address [Y/N] ¥ I 1 Edit

LA Ak

T
| 2002 Set Batch Entry to allow users to Submit Batches for Transfer ¥

[ADM-AUC-SY-7891]

8. HELP REFERENCE LIBRARY

8.1. New or Updated Documentation

e System: System Administration Toolkit

9. SYSTEM ADMINISTRATION

9.1. Overnight Job Will Disable the System

Overnight maintenance procedures were modified to disable access to the system while these procedures are
running. Logins will be re-enabled upon successful completion. This will prevent users from accessing the system

while the overnight maintenance procedures execute. If you attempt to login at the start of the day and you see this
message:

System Currently Unavailable

T Then...
gins have been temporarily disabled
@ while works being done enthe System | Plegse contact ADMINS Support so that we may

e L Sl check on the status of your maintenance
procedures and provide access to the application.

[ADM-AUC-SY-7881]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 13



