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This document explains new product enhancements added to the ADMINS Unified Community for 

Windows ACCOUNTS PAYABLE system. 

 

TABLE OF CONTENTS 
1. VENDORS ...................................................................................................................................................................2 

1.1. Enter Vendors [Updated Business Types] .................................................................................................................. 2 
1.2. Deleting Vendors [New Document] ........................................................................................................................... 3 

2. PURCHASE ORDERS LIQUIDATED BY VOUCHER PAYMENTS [FIX] ...............................................................................3 
3. REPORTS ....................................................................................................................................................................3 

3.1. Vendors with Duplicate Federal Tax ID Numbers [New] ............................................................................................ 3 
4. 1099 PROCESSING [FIX] ..............................................................................................................................................4 
5. INTERFACES/IMPORTS  CREDIT CARD PROCESSING .................................................................................................4 

5.1. Reports & Voucher Batches Segregated by Cycle [New]............................................................................................ 5 
6. REPORTS “DROPPING OUT OF SIGHT” [FIX]–V92 SITES ONLY .....................................................................................5 
7. HELP REFERENCE LIBRARY ..........................................................................................................................................6 

7.1. New or Updated Documentation ............................................................................................................................... 6 
 



 

ADMINS Unified Community Release Notes – Version 18.1 

Accounts Payable March 2018 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 6 

 

1. VENDORS  
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. 

 
Figure 1 IRS Form W–9 

1.1. Enter Vendors [Updated Business Types] 

   
Figure 2 Before Figure 3 After 

 
[MDF-SUP-SAPLAUC-855] 

The Enter Vendors screen was updated with new 

business types to more closely align with the 

IRS W9. 

https://www.irs.gov/pub/irs-pdf/fw9.pdf
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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: 

 
[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  Report Library and find the 

report under the  button.  

  
 

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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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  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. 

  
Figure 5 Adding a Manual Transaction that is not in the same cycle as the in process batch 

For vendors with no entry in the FID# 

field, all zeros are shown if a radio 

button indicating SS# or Tax ID is 

selected on the vendor record. 

 

These zero entries are grouped either 

as a federal tax ID (lines 2-8) or as a 

social security number (lines 10-16). 

 

 
 

If the “None” radio button is selected 

for a vendor with a blank entry in the 

Federal ID# field, the vendor will not 

appear as a duplicate on the report. 
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5.1. Reports & Voucher Batches Segregated by Cycle [New] 

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

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

 
Figure 8 A different voucher batch is created for each cycle 

[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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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.  

 
Figure 10 After 

 

 [ADM-AUC-V90-78] 

7. HELP REFERENCE LIBRARY 

7.1. New or Updated Documentation 

 VENDORS AP–325 Deleting Vendors [New] 

The user could use 

Alt|Tab or Insert|Tab 

keystroke combinations 

to toggle between the 

AUC Application and the 

hidden report. 

 

 


