ACCOUNTS PAYABLE

RELEASE NOTES — MARCH 2018

This document explains new product enhancements added to the ADMINS Unified Community for
Windows ACCOUNTS PAYABLE system.
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March 2018

The IRS form W-9 categorizes vendors into seven classifications, one of which has three sub-
classifications. See https://www.irs.gov/pub/irs-pdf/fw9.pdf for detailed instruction for form W-9.

Form W'g

(Rev. November 2017)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer

Identification Number and Certification

» Go to www.irs.gov/FormW9 for instructions and the latest information.

Give Form to the
requester. Do not
send to the IRS.

r

Print or type.
ecific Instructions on page 3.

T Individual/sole proprietor or
single-member LLC

J C Corporation

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

| 2 Business name/disregarded entity name, if different from above

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the
following seven boxes.

J S Corporation L Partnership

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) »
Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

T Other (see instructions) »

L Trust/estate

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):

Exempt payee code (if any)

Exemption from FATCA reporting
code (if any)

(Applies to accounts maintained outside the U.S.)

Figure 1 IRS Form W-9

1.1.

The Enter Vendors screen was updated with new
business types to more closely align with the

IRS WO.

Enter Vendors [Updated Business Types]

Enter Ve]

| Vendor 00041

CUMMIMNGS COMSTRUCTION

bt

o

Fayment Type
Separate Check?
1 Time Yendaor?
State Bid List?
REAP Vendor?
Lacal Yendaor?
Business Type

Certified Vendor?

Business Type

Certified Wendor?
Cerified By
Date Certified
Mot

Merge To Vendor

Employse Reimburzement {E)
Govermmental Entity (Gi
Medical /Tental — ALL (M2
Mon-Profit (M}

Online (L3

Other <0}

Partrnership (P}

Sole Propd/Individual €I
Tax/Other Refunds {T)
Unidentified LLC ¢l

Cerdified By
Date Certified
Mote

Merge To Yendaor

@ Printed Ck  Wire  ACH (ol
 ves & Mo
i Yes Mo
ez O Mo
@ ves Mo
 Yes & MNo

ilfuly]

Tailing Yendar © Yes

Corporation

Enployee Reimbursement
Govermment Entity
LLC C Corporation
LLC Parthnership

LLC 5 Corporation
LLC Trust/Estate

LLC Unidentified
Medical /Dental - ALL
Hor-Profit

OnLine

Other

Figure 2 Before

Figure 3 After

Fartnership
Sole Prop/Individual ASingle—Member LLC
Tax/Other Refunds

[MDF-SUP-SAPLAUC-855]
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1.2. Deleting Vendors [New Document]

A document was added to the Help Reference Library describing how to delete a vendor or vendors. Find
the document here under Vendors » AP-325 Deleting Vendors:

Reference Card LastRun
AP-100 Accounts Payable User Help Documents Index Wiewy | Email 15-Feb-2018
———————— ENTER WOUCHERS —-——-—-—-
AP-195 Deleting / Copying Youchers Wiewy | Email
———————— DISEURSEMEMTS ————————
AP-210 Implementing a Mew Bank Account Wiewy | Email

YEMDORS
AP-310 Vendor - Maintain Vendors Wieww | Email 15-Feb-2018
AP-320 Vendor - Mame Search Wiew | - Email
I AP=325 Deleting Vendors Wiew | Email | 26-Feb-2018
AF=330"Vendor History i Ermail

[ADM-AUC-DOC-143]

2. PURCHASE ORDERS LIQUIDATED BY VOUCHER PAYMENTS
[FIX]

ADMINS corrected an error that caused encumbrances to remain on the purchase order when multiple

purchase orders were liquidated via a single voucher.
[MDT-SUP-SAPLAUC-1632]

3. REPORTS

3.1. Vendors with Duplicate Federal Tax ID Numbers [New]

A report that identifies vendors with duplicate federal tax identification numbers was added to the
Purchase Order and Accounts Payable Report Libraries. Select Reports P Report Library and find the

report under the | L Z Bl | button.

Report Name EN Task 2094: vendors - Duplicate Federal Tax ID Numbers [ x|
3B00-Vendor Address Listing SEmple Vendor Listing

3803-Vendors missing Citu. Stste or Zipcode Sample . N &

3805-Verdor Mame Listing S Active Yendors with Duplicate Federal Tax ID Numbers

3806-¥endors — by Hold Codss Sample

2565-Vendors — by Clas=sification SEMpE

3808-Vendors - by 1099 Codes Seitile Run as & Preview ¢ Print ~ PDF  Excel

3B07-Vendors — by Minority Codes SEMRIE

2809-¥erdors — on State Bid List Sample If Printing use Duplex & Yes " No

20 2094-Vendors - Duplicate Federal Tax ID Mumbsrs :"ﬁ
2 L ST WA L DU TS TR LA AT f

i
2690-Highest Paid Vendors Semple

Lookup | 0K I Cancel | CIearAIIl

The report may be run to Preview/Print/PDF® or to Excel®. The Excel® format is shown below in Figure
4. Duplicate vendors identified on this report may be merged using the Merge Duplicates process
described in the AP-370 Merge Vendors or PO-360 Merge Vendors Help Reference Document.
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Home  Insert  Page layout  Formulas | Data | Review  Wiew
M1l - % For vendors with no entry in the FID#
field, all zeros are shown if a radio
A B c D EIF ®] O | J e -

1 FID# Vendor Class Hame Hold? Minor? 1093 Terms 1Time? LastCheckDate | pytton |nd|cat|ng SS# or Tax ID IS

2 (000000000 %4435 UNCL GREAT AMERICAN PLAN ADMIN DR N 12802017

3 |00-0000000 16340 UNCL BCBS OF MA LANDMARK CENTER DR N 61072013 selected on the vendor record.

4 000000000 19035 UNCL  EELLINGHAM SUMMER PROGRAM DUR N 7407

5 000000000 20954 UNCL KAESTLE BOOS ASSOCIATES, INC. DR N 82172015

& |oo-oooooon %20s7 JBNUARY HOLDINGS LLG DUR N 730z . .

7 000000000 21081 UNCL MEGA PROPERTYECASLALTY GRP INC DUR M 742014 These zero entries are grouped either
6 000000000 21671 UNCL LOWELL POLICE ACADEMY DUR N S7/2013 as a federal tax ID (lines 2-8) or as a
5

10 |000-00-0000 13476 UNCL  CHARLOTTE L RABEITT DUR N A 7007 ; ; ;

11 |000.00-0000 14208 UNCL  LAURA DEMATTIA DR N 1802017 social security number (lines 10-16).
12 |000-00-0000 6786 UNCL  THERESA PELLAND DUR N 3707

13 |D00-00-0000 19220 UNCL  MARY LANGLOIS DUR N 11202017

14 |000-00-0000 19584 UNCL  PAUL R. BARRY DUR N 11A8203 | Foteral D2 | Tioe ¥ hore (5% [ TalD “
15 |000.00-0000 Frz2087 UNCL  EMILIO J. DICARLC, I, TRUSTEE S DR N 82303

16 000-00-0000 Frz2088 UNCL MELISSA &, ODABASHIAN s DR N 872302013

17 . .

15 001-65-4045 19390 UNCL FRED HARRIS, JR ¥ DUR M 12082015 If the “None” radio button is selected
19 |001-63-4045 TES1S UNCL  FREDERICK HARRIS, MD DUR N 1272017 . .

20 for a vendor with a blank entry in the
21 005.45-5047 11748 UNCL  ROBERT JOHRSON ¥ DR N sA7E00 . .

22 005.45-5047 19003 JOHNSON, ROBERT ¥ ¥ DR N 1130017 Federal ID# field, the vendor will not
2 :

2¢ [01-0267023 00273 UNCL  JWESTONWALCH PUBL DUR N 9532002 appear as a duplicate on the report.

25 01.0267023 714886 UNCL WALCH PUBLISHING DUR N s82003

Figure 4 Excel® Report of Vendors with Duplicate FID Numbers
[ADM-AUC-AP-803]

4. 1099 PROCESSING [Fix]

An issue with the merging of vendors during 1099 processing was corrected and patched to sites in late

January. It is noted here to document the change.
[ADM-AUC-AP-880]

5. INTERFACES/IMPORTS P CREDIT CARD PROCESSING

Manual transactions with dates outside of the current in-process cycle may now be processed as part of
credit card processing. This will result in separate reports and voucher batches for transactions that do not
fall within the current in-process cycle.

o Transactioni I
. SDOL Trans ID

2 Edit List

e Cycle Date fooo

Transaction Date

Amount [ Type OChage O Credit
Ry ense Description I

00 0000-0000
Merch qgReference [

00000 Remit oo

Credit Card Upload History
Maintzin Cycle Dates
Azsign Credit Cards

Enter Tax ID with no DASHES

Address Line
Address Line 2
City, State, Zip

| m—

Bl [AUC] 2462-Add Manual Transaction [theresa]

1 ndemumed Bneovumadt il
Add Manual Transaction = |
Process Export File
Review Transactions
Payment Register
Creste Payments:

Add Manual Transaction

Required: Enter Transaction No |‘

Lookup | [ OK | cancel | Clearal
Figure 5 Adding a Manual Transaction that is not in the same cycle as the in process batch
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5.1. Reports & Voucher Batches Segregated by Cycle [New]

March 2018

Town of Adwins
Payment; Register

#%% Transactions Selected for Processing 7s7

Uploaded Activity posted From 0l-Jan-2018 To 31-TJan-2018

Post Date Purch Date Transactiond Vendor Card Holder Amount sales Tax Message
For Cycle Open Ol-Jan-2018 Close 31-Jan-2018
Card Supervisor : Theresa
31-Jan-2016 15-Jan-2018 951 016611 ADVANCED AUTO DETAILING -75.00
Debits: Credits: 75.00 #% Card Supervisor Total # 1 wE -75.00
For Cycle Open O1-Dec-2017 Close 31-Dec-2017
Card Supervisor : Theresa
1§-Dec-2017 15-Dec-2017 GABRIELLT TRUCK HARTFO 329,40
18-Dec-2017 15-Dec-2017 FLEETFRIDE 626 375,56 15.02
16-Dec-2017 15-Dec-2017 MUTMEG INTL TRUCKS-2/R 94,11
19-Dec-2017 18-Dec-2017 TRACTOR SUPPLY COMPANY 37.44
19-Dec-2017 18-Dec-2017 MIDSTATE TRACTOR & EQU 631,59
19-Dec-2017 13-Dec-2017 FREIGHTLINER OF HARTFO 237.72
20-Dec-2017 18-Dec-2017 JACK YOUNG COMPANY INC 411,47
20-Dec-2017 1§-Dec-2017 SUBUREAN STATIONERS, I -36.668

Figure 6 Transactions are segregated by cycle on the payment register for each card supervisor

Town of Aduins
Create Payments

Uploaded dctivity posted From 01-Jan-2018 To 31-Jan-2018

[Voucher# Department WoucherDate Due Date Transaction Invoice# Vendor Card Holder Amount

For Cycle Open 0l-Jan-Z015 Close 31-Jan-Z015

[Batch : CC15052 Card Jupervisor : Theresa

4156548 TOWN 31-Jan-2018 15-Feb-Z015 951 016611 ADVANCED AUTO DETAILING -75.00
Debits: Credits: 75.00 w%% Card 3upervisor Total # 1 LA L] =75.00

For Cycle Open 0l1-Dec-2017 Close 31-Dec-2017

[Batch : CCl5053 Card Supervisor : Theresa

416577 TOWN 15-Dec-2017 20-Har-z0ls 026659 GAERIELLI TRUCKE HARTFO 329.40

416579 TOWN 15-Dec-2017 20-Har-z0ls 026705 FLEETPRIDE 623 375.56

416597 TOWN 18-Dec-2017 20-Har-z2018 0266594 NUTMEG INTL TRUCKS-A/R 94,11

416549 TOWN 19-Dec-2017 20-Har-z2018 026700 TRACTOE SUPPLY COMPANY 37.44

416550 TOWN 19-Dec-2017 20-Har-z2018 026697 MIDSTATE TRACTOR & EQU 631.59

416562 TOWN 19-Dec-2017 20-Har-z2018 026693 FREIGHTLINER OF HARTFO 237.72

416580 TOWH 20-Dec-2017 20-Mar-2018 026704 JACK ¥OUNG COMPANY INC 411.47

416584 TOWH 20-Dec-2017 20-Mar-2018 026696 SUBUREAN STATIONERS, T -38.88

416568 TOWH 20-Dec-2017 20-Mar-2018 026695 MUNICIPAL TRUCE PARTS 914.79

Figure 7 Transactions are segregated by cycle on the create payments report for each card supervisor

EN Your Batches In-progress (All)

Voullate Amount Status Original Own Created
14051,95 Entry Besoa THER

=75,00 Entry Bega THERESA

#Vouchers Department  Bank
52 TOW ;
1 TOWM EAST  31-Jar—2018
Figure 8 A different voucher batch is created for each cycle

16-Mar—2018

[ADM-AUC-AP-886]

6. REPORTS “DROPPING OUT OF SIGHT” [FIX]-V92 SITES ONLY

Reports were hidden behind the AUC application, requiring users to minimize the AUC application to
view or print reports.

1. Adobe PDF®
2. Excel®
3. Preview/LIS format
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= [CRI] 2057-Vendor History - Youchers Payable [theresa] - =@ s
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax  Motor Excise  Misc Biling  Sysl !E]m @ @ -
c@=
|| Sl w5 Q = E] nl
‘-’lnsert - E -
: me AT @ The user could use
Vendor History - Vouchers Payable —— 3 ot Find &
Goto Loeal vendor € ves € [l e pJ::atv < Fg:;;;glgm Alt I Tab or Insert I Tab
Actions OMNI HOTELS & RESORTS 1099 Code Entered  09-Now-2017 BLYNCH
Class UNCL Unclassified Changed i H H
i ; — keystroke combinations
1 Paid Liguidated Re,
i ,— 1 Clear the Detes | 45300 453.00 o0n ggl b h
Ending Date I Imvoice Selection % Cleat Invoice Select | 45300 45300 0 000 | to to e etween t e
AUC Application and the
3 Purchase Orders | £ auchers | 5 Distursements .
hidden report.
I~ 2952 459268 Le-Mov-2017 [1202 [45 1701 [05-MNov-2017 453,00 [Closed Printed
[2452 469869 16-Mov-2017 [1202 [a5 1702 [05-MNov-2017 453.00 [losed Printed
Clicking on this resize
button would allow the user
to reduce the size of the
application window to find
the hidden reports.
& ven Search AT | 8 Excal ey, G i
: L
~ Added 03-Now-2017 By BLYNCH Changed by [Seatus: Vendor Active T 2 0 100% (o U )

Figure 9 Before — Report “hiding” behind the AUC application

With the software update, the reports will now remain the focal point until the user closes or minimizes
the report.

[ A T U (]| = GL_tMonthly_Tr_Bal THERESALZ]ml - Microsoft Excel EIEE
File Edit Ledgers Purchase Orders Accounts Payal =
] 5 ] v Lo ] el MR ore | et nortmes foms ous feses i tm c@o®
A . Sowente amen N - g e ZoAy g
1643 e e o2, B g R
oot g |BLU-|E Bwverge sconter~ | $ ~ % » | W8 5B Formatting - a3 Table ~ Styles - | Lid FOMMat™ | (27 Filter~ Select -
- Report Title m Clipboard Font. Alignment Mumber Styles Cells Editing
fons A2 - = &
P pol A B 5 D E B
1_Fiscal Year: 2018 for Dates from 01.Dec2017 to 31.Dec 2017 =
2 1
3RunReport From Fond 03 || © 101-0000-11202.000000 CIIZENS.SRD PARTY RESCUE 248.521.25 25331 58 000 248531 56
Object Bament W 8 104-0000-11320-111301 CASH -CITY HOSPITALIZATION 0.00 238149313 0.00 23755226
Froject 00 10 101-D000-11320-111304 GASH -CITY HOSPITALIZATION 0.00 RELTE] 000 1,266 56
Reports will remain in 1000011520115 ST oS AL AT om
fro nt of the AUC 17 101-0000-11401-000000 PETTY CASH - PURCHDEPT 100.00 50000 om om
ed or closed. 20 [104-D000-11404-000000 PETTY CASH - LIERARES 420.00 42000 000 000
21 101-0000-11405-000000 PETTY CASH - DEPT SR SER 200,00 20000 0.00 0.00
Posted Date 26 101-0000-12205-000000 INYESTMENT -BANK RI 10,175,169.11 10,201,948 52 10,217,544 92 10,201,948 52
Joumal# 27 101-D000-12206-000000 INVESTMENT-OSIP 201169921 202159033 000 000
Journal Type 28 101-0000-12209-000000 MNYESTMENT-CENTREVILLE SAVINGS 2,091,190.62 713257283 0.00 0.00
GL Code [~ |22 101-0000-13108.000000 T2 ASSEM. REC. 2008 Fv2008 59,124.10 584,836.03 om0 a087
Sub GLCode | |20 101-0000-13110.000000 TAX ASSEM. REC. 2009 F/2010 539,000.79 53725277 000 40445
33 101-0000-13113-000000 TAX ASSEM. REC, 2012FY2013 851,140.67 #34,802.33 0.00 BOB03 W
A v Gltrimtdrpt <7 1 »
— Added 02-3an-2018 By THERESA Changed by Resdy | @ we% v
Figure 10 After
: If a small window like this appears at the top corner of the AUC application screen
ogin.tro
after running a report, minimize it using the "minus" sign, NOT the "X" in RED--

this will only need to be done once per AUC session

[ADM-AUC-V90-78]
7. HELP REFERENCE LIBRARY

7.1. New or Updated Documentation

o VENDORS AP-325 Deleting Vendors [New]
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