ACCOUNTS PAYABLE
RELEASE NOTES — MARCH 2019

This document explains new product enhancements added to the ADMINS Unified Community for Windows
ACCOUNTS PAYABLE system.
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Release Notes — Version 19.1

ADMINS Unified Community
Accounts Payable

1. VOUCHER ENTRY

March 2019

Prior to the software update, there was a restriction preventing entry into the Fixed Assets (FA) flag on the
voucher entry screen if the site does not use the Fixed Assets module. Sites not using the module may want to
mark vouchers as “F” for fixed asset and then report on them to maintain spreadsheets or other Fixed Assets

software.

1.1. Fixed Asset Flag [Enhancement]

== [AUC] 2001-Youcher Entry [theresa]
File Edit Ledgers Purchsse Orders AccountsPaysble Fixed Assets HumanResources Budget Collections Tsc MotorExcise MiscBiling System  Favorites Help
B GE we s g Q & &4
Batch # 15563 Voucher Entry Entry Bezan
Voucher! 435534
Goto.
ctions Vendor pzisvi b1 Inwvoice#  [TEST OF FA FLAG Print  OManual OAcH  Owire O MNo Chk
= ADVANCED BATTERY SYSTEMS InvDate  [18-Jan-2013 Check Date Bank EAST
516 BEDFORD STREET Customert Separate Check []
L0 ToBAEN ) pper BRTIGEWATER Dept. Gode [SCHOGL SEHOOL
MA 023330000 You Date  [I8-Jan—2012 FY 2019 Twpe P Payment. Voucher
DueDate  [19-Jan-2013  Terms R
— Amount to Pay Vendor
2Entry (51 3 tems 4 GL Details 5 Status History @ Attachments 29000, 00
Line ltem Oty Uom Htem Description Price  Freight Other $ To Retain Ext Amount
| 1.0000 Future Fixed asset — with site moduls turned of f |  #5000.0000 | [ 2500000
Spit [5100-430-0000-004-00-00-52701 TRASH THCIMERATION
109 [ FAF
B 1,0000 Ertry with FA module turned on [ 4000, 0000 I [ 4000,00
Spi [0100-430-0000-004-00-00-52701 TRASH INCINERATION
1098 [ FAF
E | 1.0000 A [ | [
Spit [o000-000-0000-000-00-00-00000
1093 [ FA
During voucher entry, the cursor tab order will skip over this field for sites
that do not use the Fixed Assets (FA)module. During voucher entry on sites
with the FA Module, the field will be accessed in the cursor tab order. The
6 Add Youcher 7 field is available to any site via a mouse click.

Figure 1 Fixed Asset field accessible to all sites via mouse click

After the software
update, for those sites
not using the Fixed
Assets module, the
fixed asset field can
now be accessed via
a mouse click. This
field will be skipped
over when tabbing
through the fields.

The field may be
accessed via a mouse
click by any site,
even sites not using
the Fixed Assets
module.

[ADM-AUC-AP-936]

1.2. Deleting Vouchers from the Batch Entry Screen [Helpful Tip]

[== 1AUCT 60-Vaucher Batch Entry [theresa] =
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B SE W+ + o Q = &N o

Voucher Batch Entry Ertry Began
G Batch [15565 Default Bank EASTERN BANK FOR A/F
actions Default Dept  SCHOOL SCHOOL Price Amounts do not Match
Voucher Date  BG-Jan 2013
Default Type P Paument Voucher @ CheckMireiACH (O Mo Check (O Manual Check Entry Began 4
Error Status
1 At R Expected Entered Balance Readdy for Relsase
Frice 72,3200 201,0000 ~128 6800 Disapproved
Freight [

2 Last Batch

Reacy for Pasting
Position the cursor on the T | s

Tof Change Orders
i a
3 a0 voucher Voucher # to be deleted, "right S
click" -- then click on Delete
4 Check Batch
Voucher. Click on [Yes].
L
I — Began Edit Youcher Lines J
o L S0d370-01 STAPLES CREDIT PLAN (LIBRA [Pagment Vouch 101,00 Entry Began Edit Youcher | | Lines
O] i;:kt‘aﬁ‘:ﬂ:aﬁ;arB‘el;tveﬂt?\‘i;;ln?cﬁ“e}v ot TN CL Pagment. Vouch 100,00 Entry Began Edit Youcher Lines

Rigl

[daondb U0/ 1b-UL KULKT 5 HHRUWHKE (HNLHAL € [Pagnent. Vouch [Entry Beg

[ i [AUC] 60-Voucher Batch Entry
1

o ouche
2 Delete Youcher o Delete Woucher 435,539

Active Thup up.

Figure 2 Deleting vouchers on the batch screen

Did you know that ADMINS
has a “right click” feature
that allows the deletion of
vouchers from the batch
screen? This is a faster
option than selecting each
voucher in the entry screen.
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1.3. Voucher Posting Error [Fix]

Accounts Payable

March 2019

There was a random issue with the voucher posting when attaching entries to the history files. Users would
occasionally receive an abnormal termination notice and ADMINS support had to complete the voucher posting
process. ADMINS corrected this issue with the software update.

[ADM-AUC-AP-951]

Added Invoice Information to the Voucher Edit List [Enhancement]

Actions

Voucher Batch Entry

Batch 5566 Default Bank EAST  EASTERN BANK FOR A/F
Default Dept Ok TOWM
Voucher Date  [08-Feb-2019

/

Default Type P Paument VYoucher @ CheckmireitCH (N0 Check O mianual
1 ekt o Bt Expected Entered Balance
e Betet Frice 169,5700 169,5700
2 Lot Dt Freight
s Batel Other
Totals 169.57 169,57
2 A veueher Submit Batch for Processing OYes @No
4 Check Batch
—
[Voucher# [vendor Type g ot
435662 [017454-01 BLACKSTONE PUELISHING F .
< oo Lis a0 PR 100,00
438661 [pOOI00-01 BAKER & TAYLOR e PRunent. Vouch 63,57
6 oucher List //
7 Edit List (
4 Send Baltch to

To make it easier to match up paper

invoices to the voucher edit list, the Invoice
Number and Invoice Date were added to the

output produced when clicking on the
\[7 Edit List] button.

2710~ APVOUEDT_AUC. R

» Printed 08-Feb-2019 av 09:39:12 by THERESA
Tovm of Aduins

Voucher Butry Bdit List

ane and hddress

1 EIXER & TAYLORL
0 BOX 277930
ATLANTR, GA 30384-7930

P line GLy Account & Descripmion @y 3 Amouns
1 LIERARY: BOOKS AND PERIODICALE 1.0000 &9. 5700
1 1000-610-0000-006-00-00-54100 BODKS LND PERIODICALS 3,57
B UBLIEHING, T Type: Prim: = Chaon:
0 BOX 780962
PHILADELPHIA, PA 19178-0962
rog line 6L Aecowns & D prion wy Price Amount
1 LIERARY: BOORS AND PERIODICALE 10000 100. 0000
1 1000-610-0000-00£-00-00-54100 BODRE AND PERIODICALE 100,00

*% Brand Toral *e+

Figure 3 Before — the edit list when run to Print/Preview/PDF®

Voucher Entry
Invoice#  [1086338 /CUST 1D 100486
InvDate  F1-Jan—2013
LTS G =T
Dept. Code ﬁDHN TOWN
vou Date  [P8-Feb-2019 F 2019
Due Date  [2-Jan-2019  Terms [DUR

Figure 4 After — the edit list when run to Print/Preview/PDF® shows the Invoice number and date
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Accounts Payable March 2019
IR A = AP Vaucher_Edit_THERESA[]xrml - Micrasoft Excel
Home Insert Page Layout Formulas Data ——
o010 - I New Invoice # and
AM(ME e E] E Invoice Date columns J %
1 Batch# Bank Voucher# VoucherDate Yendor#? Namebe, n
2 "5566 EAST 435661 2/6/2019 000100-01 BAKER & TAYLOR 1 1 LIBRARY. BOOKS AND PERIODICAY INV Oice # InvoiceDate
2 15566 EAST 435662 2¢8/2019 017454-01 BLACKSTONE PUBLISHING 1 1 LIBRARY: BOOKS AND PERIODICA r30225|]5835 1',25’,2019
5 1086338 /CUST ID 100< 1/21/2019

Figure 5 The Excel® version also includes the Invoice # and Invoice date
[ADM-AUC-AP-935]

2. AP/PO Approvals P Change Order Budget Overrides [Fix]

Maintain Approval Paths Or|g|na| Purchase

Orders and Vouchers, as

P approvlPath TG Description. PRTFEVERA CETER_P0 well as Change Orders

| - Po—— E— to Purchase Orders and

2Renave (oo —_ — Vouchers that_ need

Budget Overrides use

Lo 1wt the approval user from
EEEWhMDESOT‘m‘ E the Budget Override

Line on the Approval

o I RS = e Path table.

Figure 6 Approval Path shows “Theresa” as the Primary Budget Override approver

To set this, select Accounts Payable P Tables » Maintain Approval Paths. In the example in Figure 6, user
“Theresa” is the Budget Override approver, and user “Anthea” is the Change Order approver. When a change
order needed a budget override, the approvals lookup was displaying the wrong approver. User “Anthea” was
erroneously listed as the Primary for a Change Order needing Budget approval, instead of user “Theresa”.

Now, the lookup will display the correct budget override approver on the screen.

AP/PO Dashboard

B ' Purchase Change Orders Aweaiting &pproval s |

PO# Dept Date Yendor Expected Fnt Charged dStatus In Use? Pr‘imar‘u I
191124 PRIMAYERA 0B-Dec-2018 AMAZON CAPITAL SERVICES a7 95 40
191121 PRIMAYERA OB-Tec-2018 STOP & SHOP SUPERMARKET L 500,00 hange MHeeds Budet. THERESA

Needs Change Order A ANTHEA

0K Find | Search Help | |Eof

Figure 7 Approvals lookup showing the correct user for Budget overrides on a change order.
[ADM-AUC-AP-939]
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3. DISBURSEMENTS

March 2019

3.1. Build Check File (Assign Check #s) — Disbursement Count Report [New]

Disbursement Process

Warrant: 006155

Cescription Date Success
Restart Dishursemert Process
Collect Yvouchers (Build Pavment Fils)
Optionalk Site Reports

Modify Pavment File

15-Feh—2019

Ontional: Discourts Taken report
Cash Rea'mt Report (Yerify Cash on Hancl) 15-Feh—2019

—Feh—2019
I Build Check File (Assian Check#'s) i

Reprint Checks
Print ACH Adlvices
Generate ACH File

Check Reaister

Prirt Fils Copy Checks

Post Dishursements

Check numbers are assigned on the
[Build Check File (Assign Check #s)] step.
Once the check numbers are assigned the
step produces a report with a count of the
number of checks to be printed.

This will indicate the number of checks that
are expected to be printed.

e Actobat Reader O

2173 -APDISCHKCNT.REP

173,551.

Page 1

Report is produced when the [Build Check Fil
(Assign Check Numbers)] step is run

)

Grand Total:

M\

= o

Remember, multiple
vouchers for a single
vendor may appear on
the same check; as such
the number of vouchers
listed on reports
generated earlier in the
process may not
necessarily equal the
number of checks.

4. VOID PROCESSING [Fix]

[ADM-AUC-AP-950]

This issue was found when a Purchase Order was rolled forward to a new account number and a void was
processed that cancelled a voucher. Voiding a check that cancels the voucher will:

1.

2. reduce the expenditure.

restore the encumbrance (if the voucher was based on a purchase order), and

If the Purchase Order account number has been changed during the Purchase Order rollover process, the void
was re-establishing the encumbrance and reducing the expense on the original account, instead of the new
account. ADMINS corrected this and the new account will be used.

[MDT-SUP-SAPLAUC-1783]
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4.1. Void P Missing Fiscal Year and Account Numbers [Fix]

AP Void Check Processing

Description Date Start End
Restart ‘oidl Check Process
Select Cheoks for Void Processing
Edlt Yoid Check File
voidl Checks Edit List

Buccess

The fiscal year and account
number was not being set on
checks voided using a

B Task 2176 Select Checks for Vioid Processing

Select Checks for Void Processing

Required: Enter Bank Code

EAST | [EASTERN BANK FOR AP ]
First Check#: Last Checkn:
Optional: Yoid Only in Warrant¥

Optional: Default Voided On Date (mmddyyyy) |01262019

Optional: Default YVoid Check Method

Required: Enter Range

O Manual Replace O Cancel Youchers ® Reopen Youchers O Tailing-Manual Replace

Run as @ preview O Print O PDF
If Printing use Duplex @ vyes () MNo

(o] [ o

Cancel Clear All

default date and the
“ReOpen Vouchers” option
as shown at left in Figure 8.
APO6 transactions were
written to the General
Ledger unposted file without
a fiscal year or account

number, making them
invalid for posting.

Figure 8 Entering the default void date sets fiscal year and account number

This was corrected and patched to sites in late January and is included here to document the change.

[ADM-AUC-AP-946]

5. BANK RECONCILIATION P Create AP Check Download File [Fix]

TMUPDEV3 's Support Help [TRAINING]

LastRan [reate AP Check Dounload File N on Pd-Jan—2019 [10:03:47

resutte |FAILED TO COMPLETE . DO NOT RERUN - NOTIFY | __SendReport_|
SUltS | 4 DMIINS SUPPORT! =

Figure 9 Before —user sees an abnormal termination message

In some cases, users would see an
abnormal termination due to the

system being unable to access the
folder to create the download file.

Now, if the process is run by a new user or from a new device, without access to the file location, the user will
see an informative message that the file location is unavailable, with instructions to review the bank

reconciliation setup.

Accounts Payable
Enter Bills {vouchers) ¥
Change Orders »
AP/POD Dashboard
Liquidate Youchers

Yendors »

Camrnodity [tems »

Disbursernents (Wfarrant) ¥

Bank Reconciliation » Bank Account Managernent
Quraifzz Clear Checks

Reports »

Create &P Check Download File

Figure 10 After—the system displays an informative popup with instructions

AP Check Downlaad b4

. | Unable to Access folder
LV qeasternt
Review Bank Reconcillation Setup

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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= [AUCI 2517 Maintain Bank Cortes [theresa]

]

Flle £t Ledgers Bu 11 Accounts Bayable Fired Assets Human Resources Motor Brcise Favortas Help

B S e +om g Q @

Budger Codectons Tax MiscBiling  Systemn

Maintain Bank Codes

Bank Mame EASTERN BAK FOR AP AEIA NUmarstos
ABa Denominator 113

1Akt Bk
Agaess1 I, WSSAOEETTS
Admress2 |
Adgress 3 [
ciy [

2Lt
Cash Baok Bank
s @ho

mprest Azcount
3Bank Search

8-Servd e

Phone

9 Reconciliation Layout

Srauz: Bank Artive

March 2019

To change where the file
will be stored, go to the
Maintain Bank Codes
table (available only to
“Super-Users”), and click
on the

I 9 Reconcilistion Layout

[9 Reconciliation Layout]
button at the bottom of the
screen for the bank in use
as shown in Figure 11.

Figure 11 The filename and location are set on the Bank Reconciliation screen

Bank Reconciliation Setup
Gata...

Bank: File Download Layout for Accounts Payable

pctians ERSTERM BANK FOR A/F

LYMN. MASSACHUSETTS

Record Length
Cancel Date if Void,
Full File Path & Nal
Date Format () M|
Processing File

E7 File Type

00000-0000 heastern‘eastern.dat
1 Bank Table
2 Add Bank

3 Add e

@ Check Summary File () Check Detall File

@AsCl OCsy
i @Ho

MMDD

4 Remowe fem Header Line 1 [

5 Copy Line 2 [
- Line 3 Test using this button
7 Download File

On the Bank
Reconciliation Setup
screen, set the file
name, and be sure to
test by using the [7
Download File]

Figure 12 Test the file location before going “live”

button before
attempting to run the
process as part of

B Task 2831: Create AP Check Download File

Create AP Check File to Bank

Required: Enter Bank Code

[EASTERN BANK FOR 4P |

Required: Check Date Range [nmddyyyy] From: |l]1—Sep—2l]13 |To: |]1152|]13 ‘

Optional: Warrant¥ Range From: l:ITu: l:l
Run as @ preview O Print O PDF
If Printing use Duplex @vyes (O No
Lookup Cancel Clear All

regular operations.

Figure 13 Enter the bank code and beginning and ending dates for the transactions

consequences.

6.

2 Addresses

3 Clazsification 4 Attachment (34

1 Mame/address

’ Remittance

01 of 02 Address Type  Accounts Payshle

If in doubt, please contact support@admins.com for assistance. Do not change
any other values on this screen, as doing so may have unintended and undesired

[ADM-AUC-AP-944]

VENDORS-To Merge or not to Merge? [Helpful Tip]

If a single vendor has been assigned
multiple vendor numbers, consider the
cause. Do different departments within
the municipality use unique vendor
numbers to help distinguish between
invoices? Did it just happen over time?
Depending on why the multiple entries
exist can help determine how they should
be managed going forward.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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What happens if the finance department merges all the vendors under one number? If an “inactivated” vendor
number is entered on a purchase order or accounts payable voucher, a message will be displayed with the
information that “No active or valid addresses exist for this Vendor”. Most users may access the View Vendors
screen, type in the inactivated vendor number, and see a message “Vendor Inactive — Set to merge to ##” above

the vendor number.

7. REPORTS

Building the Report

[ADM-AUC-AP-948]

A change was made for all reports. In
the past, this progress bar image was
displayed as reports were running.

This was causing an issue with some

Excel® reports; ADMINS turned this feature off for now and will reinstate it at a later time.

[ADM-AUC-SY-8093]

In addition, ADMINS enhanced several reports. The feature described in section 7.1 affects all reports and all

modules.

7.1. Retrieve Output Files Customized Subject Line [Enhancement]

BESE e+ ES Q@ E

Retrieve Output Files

Gato..

Actons

1 Seiectmpose Sl Accounts Pausble

2skcifl | GL_Dewartaent_Ele_Change THERESAL1).11s

3 View Repart 4 Eol Freport S Savelview POF

%1 Task 360: Emil Repore
Email Reports
Required: Enter Email Address [campbelitl 89@gmail.com

Optional: Enter Emall Sublect [Custamized Subject Line available an emailed reports
Option

nter Note 1 Here's the new report | mentioned
Optional: Enter Note 2

Optional: Enter Note 3

Optional: Enter Note 4

Figure 14 New Subject Line field is an optional field on the Email Reports form

ADMINS offers the
Retrieve Output file
feature on every module,
allowing all AUC users to
send a report to any valid
email address. With this
software update, ADMINS
is pleased to announce a
customized subject line
for email reports.

Select the file and click on
[4 Email Report]. Fill in
the prompts as shown in
Figure 14.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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== * v |5 Customized Subject Line available on emailed reports - Message (Plain Text) ‘_‘_J‘:' |5 S
| | Message v @
From: theresa@admins.com

To: campbellt189@gmail.com

ca Theresa Campbell

Subject: o Customized Subject Line available on emailed reports
I Message | 4] GL_Fund_Element THERESA.csv (4 KE)

Sent: Mon 2/25/2019 2:20 PM

Please find attached the report requested to be emailed (—

These sections are
part of every e-mailed
report. ltems
numbered @) -

vl:) are customizable.

Here's the new report | mentioned
'yesterday when we spoke on the phone.
Please let me know if this works for your.
Comments are welcome. Have a fi

Thank you
Theresa

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 15 Email with attached file

March 2019

The result is shown in
Figure 15. Most output
formats (.lis, .xml, .xIs)
are converted to PDF
prior to emailing. If
mailing a .csv file, the
.csv format is retained.

[ADM-AUC-SY-8084]

7.2. [By Vendor] P #2094 Duplicate Federal Tax ID Numbers [Enhancement]

Report Library by Vendor
Gota...
iew Report | &
Actions -
=4 Fun
. State or Zipcode Run
SB0B-Vendor Mame Listing Run
3BOA-Vendors - by Hold Codes Run
Report Categories 2565-Yendors - by Classification Run
1 By Vendor 108*Vendors = by 1099 Codes Run
7-Vendors — by Minority Codes Run
Sy P A T ) Eup
4 By Voucher 209d-Vendors - Duplicate Federal Tax ID MHumbers
5 By Dishursement
& By Bids 2690-Highest Paid Vendors Run
7 By Contracts 2621-Vendors - REAP Reporting Run
& Audit Reports 216d-Vendor Discounts About to Ewpirve Run
2600-Merged Vendor History List Run
3810-Vendor Lsbels — CSY Output File Run
2616-Vendor Uzed Report Run
2617-0One Time Vendors paid during a specified time period Run
2161-Check History by Vendor Fun
2285-Vendors with no Activity Report {(Dormant) Run
2e03-Vendor ACH Setup Run
2618-Vendor Aszsigned Commodity Items Run
v
B Task 203 Vendors - Duplicate Federal Tax [D Murmbers ¥

Vendor Listing
Active Yendors with Duplicate Federal Tax ID Numbers

ptional: Select Only Yendors Paid On or After This Date: 10102

Run as ) preview O Print O PDF ®) Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

018

Figure 16 New Optional filter on report of Vendors with Duplicate Federal Tax ID #s

ADMINS advises sites
to run this report in
advance of 1099
processing.

To make the report
more useful, ADMINS
added an optional filter
to the prompt to
include only vendors
paid on or after a given
date. This lets sites
focus on vendors with
activity in the year
being reported.

In the example shown
in Figure 16, vendors
are restricted to those
paid on or after
January 1, 2018 to
identify vendors with
current year activity
that may require a
form 1099.

In addition, the matching will now identify duplicates even if the FID# formats differ in the vendor file.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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In the example shown

& 9 = AP_PO_Vendors_Dup_FID_2084_THERESA[1]xml - Microsoft Excel - o x R
vome [(meem | igelwow  romums  Dws  Revew  view c@o® there are five vendor
k4l - £ - - ge
7 5T & 5 g 5 T@r T [ T numbers identified as
1 |FID# Vendor Class Name Hold? Minor? 1099 Terms 1Time? .astCheckDate H
29 04-2896127 '003845 UNCL STAPLES BUSINESS ADVANTAGE DUR N 12/3/2018 dupllcates, even
30 04-2896127 ‘004654 UNCL STAPLES CREDIT PLAN DUR N 12/3/2018 though not all the
31 (042896127 '004870 UNCL STAPLES CREDIT PLAN (LIBRARY) DUR N 11/212018
32 |042-89-6127 006509 UNCL STAPLES CREDIT PLAN (TN CLERK) DUR N 11/12/2018 numbers use the same
33 04-2896127 006567 UNCL STAPLES CFO DUR N 124312018
a4 format — some have a
nd - -
dash after the 2™ digit
(Federal Tax

Identification number format) , some are formatted like a Social Security number, and some of the numbers have
no dashes. Use the merge vendor process, described in the Help Reference Library, #AP-370 Merge Vendors, to
assign a single vendor number for this vendor, or the data for each matched number will be merged during the
1099 process.

[MDF-SUP-SAPLAUC-981]

7.3. [By Voucher] P #2650 Posted Vouchers [Enhancement]

ADMINS added new
7108 BT 7 selections to the 2650
Goto...
act Report Name e Report | & Posted VOUCherS
ions
******** Vouchers In Progress ——————
Report Categories [2607-In Progress Youcher — w/ GL Budget Detail Run Report (open and
1Byvendot | [ Open Vouchers ———————— -
2 By Commadty tem [P610-Open Vouchers - Summary o C|OSEd) by Vendor
3 By Purchase Order [#611-Open Vouchers - Line Detail Run report
4 By “oucher [2612-0Open Vouchers - Recurring Templates Only Run .
5 By Dishursement [2800-0pen Vouchers with Vendors on Hold Run
& By Bids 2613-0pen Vouchers showing Pccount Detail Run
7By Cortracts | [ Vouchers by batch ———————
8 Audt Reports E20-Voucher Batch - Summary Run
BE30-Woucher Batch - Detail Fun Users may now
———————— Posted Vouchers ————— H .
— optionally specify up
[2660-Fosted Vouchers {(Open and Clozed) - by Owner Fun 1
[2670-Posted Vouchers {Open and Closed) - by Dept Fun to nlne department_
[2691-Posted Vouchers (Open and Closed) - Recurring Templates Run grOUpS and up to nine
******** Other ———————
Eers-Voucher Detail by Vendor for 1099 Codes Fun || v Vendors

Figure 17 Report Library screen showing the 2650 Posted Vouchers report

B Task 2630; Posted Wouchers (Open and Closed) - by Vendor *

Posted Youchers - by Yendor

Required: Youchers Dated (mmddyyyy) From: To:
Optional: Enter up to 9 Department Groups Edit 0 values: E

The vouchers must
meet both the
vendor and the

Optional: Enter up to 3 Vendor#'s

Edit 0 values:

Restrict Yendors to:

@ All Vendors O Local Vendors only

Run as @ preview O Print O PDF O Excel
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All

Figure 18 New Optional Filters by Department Group and Vendor

department group
criteria to be
included on the
report.

Select Accounts Payable P Reports P Report Library [By Voucher] - #2650 - Posted Vouchers (Open and
Closed) - by Vendor to run the report. The report is available in Preview/Print/PDF® and Excel® formats.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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& TedRE - AP Vauch_Hist_By Vrdr_THERESA[1].lis
File Edit Format OQptions
Courier Hew e - Bl7|ulm-] = HIE]
2650-APVOUHIS_BYVEN. REP Princed 06-Dec-Z018 at 14:12:03 by THERESA Page 1
A ———————— Town of Aduins
Posted Vouchers {Open and Closed) - by Vendor
epartment
Wouchers dated between 07012012 and 03302018
IVamJax: 000046-01 lrmsﬂm TRE
Sy
Woucherf UssrBatchf GL_Batchf et InvoiceDate VoucherDsts EntersdBy Seatus imermt
- - frre
416769 lg0sz 8862674 FIRE CTFADG 01-Jul-z0l8 01-Tul-Z018 ANTHER Closed 0. 00
416786 15105 8862795 ¥ 23-Aug-2018 23-Aug-2012 ANTHEA Closed 10.00
416789 15108 8862754 15-Aug-2018 15-Aug-2018 THERESA Closed 55.00
416730 15108 8862754 25-hug-2018 20-iug-2018 THERESA Closed s5.00
#**% Toral for Wendor *+*% Fz0.00
Vendor: 001658-01 fmmenry
oo Pepartoent
Wouchers UserBatch§ GL_Batchs ces InvoiceDate Voucherbate EntersdBy status Anount
== fIRe
416780 15100 8a62751 hrpg 1 16-hug-2018 16-Aug-2018 ANTHEA Closed a1,600.00
416781 15101 8862752 A 16-hug-2018 16-iug-2018 ANTHEL Closed 18,360.00
**+ Toval fox Vemdor +=+ 43,960.00
Ivehdor: 002276-02 I msonfl oo The
# UserBasch# GL_Bavchs a5 InveizeDate Voucherbate EntersdBy Seacus -
416792 15108 8862754 28-Tun-2018 17-iug-2018 THERESA Closed 337. 66
ppomavERZ T
#**% Toral for Wendor *+*% FET. 66

Figure 19 The Posted Voucher report with vendor and department selections run to Print/Preview/PDF®

[EIR= i AP_Wouch_Hist_By_Wndr_THERESA[3]xml - Micrasoft Excel
Home Insert Page Layout Formulas Data Rewiew View

528 - 5
5 B o E F B H J [ L W n

1 JVendor¥ frs dated between 07012018 and 09302018 Department
2 fhnooas FIRE
3hnones et Yendor Hame UserBateh# Vouchert GLBatchil - bices InvoiceDate VoucherDate EnteredBy Status Amount
4 POSTMASTER 75093 TeTEY "BEE2ETS FAGTFADG 7H2018 TH2018 ANTHES Clozed 200.00
5 [ooooas POSTMASTER: fis105 Werss  eszres TIRE DoF 8232018 &232018  ANTHEM  Clased 1000
& [ononae POSTMASTER: 5108 Werss  esares JFIRE SSC018  SMSR01E  THERESA Closed 5500
7 POSTMASTER 5108 feTa0 "BEE2764 Bi2s2ma 802018 THERESS  Clozed 5500
] 320
F]
10 ﬁ01 838 AL WWHEELER 5100 TeTE0 "BaE2751 FIRE I 1 BHER2ME BMER2018 ANTHES Clozed  31,600.00
11 001558 AL WHEELER A0 Werm esarsz FIRE 2 GMEC0ME  BMER0IE  ANTHEM  Clased 1836000
12 49960
13
14 W MASON CO. Iz, 5108 etz TBesarod 6292018 GM7R01E  THERESA Clased 33766
1= fboz276 PRIMAAWER & Tes
168
7 50617.66
18
18

Figure 20 The Posted Voucher report with vendor and department selections run to Excel®

[ADM-AUC-AP-932]
7.4. [By Disbursement]

ADMINS enhanced two of the Disbursement reports.

7.4.1. #2685 Check History-List of Checks by Bank [Enhancement]

== [AUC] 2980-Report Library by Disbursement [theresa] - X

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets HumanResources  Budget Collections Tax Mot Favorites  Help ADMINS added an Optional
BRSE e @ date range filter to the report to
Report Library by Disbursement allow for ready Comparison of

the report to the bank
Actions - - L Report [
2655—-Check History - List of Checks by Bank | ;:g management screen. Select
T Chonk T st~ Voshars paid o cherts by = Accounts Payable P Reports b
i Z161-Check History by Vendor i .
Repnn: By Vendor S6B5-Rezister ;F E/Sul_lnclaav-ad Thecks ;ur\ Report lerary } By
2 By Commodity kem 2168-Marrant. Listing Run .
3 By Furchase Order BEE5-Tailing Feport — Unolained Checks o Disbursement to access the

[ report.

7 By Contracts
8 Audit Reports

Figure 21 Report Library by Disbursement
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87 Task 2685: Check History - List of Checks by Bank % W1 Task 2685 Check History - List of Checks by Bank X
Check History - Summary Check History - Summary
Optional: Enter up to 9 Bank Codes Edit | [0values: Optional: Enter up to 9 Bank Codes Edit | [0values:
Optional: Enter up to 9 Check Types Edit | |0values: Optional: Enter up to 9 Check Types Edit | |0values:
Optional: Enter up to 9 Check Status Edit 1 values: X, Optional: Enter up to 9 Check Status Edit 1 values: X,
Optional: Enter up to 9 Warrant#'s Edit | |0values: Optional: Enter up to 9 Warranti's Edit | |0values:
Optional: Yoid Date Range (mmddyyyy) From: | | To: | | Optional: Vaid Datc Range (mmddyyyy)  From: | [ To: | ]
Optional: Cleared Date Range (mmddyyyy] From: ‘ ‘Tn:‘ ‘ Optional: Cleared Date Range [nmddyyyy] From: ‘ ‘Tn:‘ ‘
Optional: Select Check Amounts between  From: | | To: | | Optional: Select Check Amounts between  From: | [ To: | |
r)plional: Check Date Range (mmddyyyy]  From: ‘m 012018 |To: ‘0131 2018 ‘I
Run as O preview(O Print. - OPDF @]
If Printing use Duplex .
0= @b RuN 38 O Preview O Print OPDF @ Excek
Lookup Cancel Clear All If Printing use Duplex @ ves O No
Ei 27 Bef No Check Date R Filt Lookup Cancel Clear All
= AP_Check_History_by_Bank_2685_theresa[1]oanl - Microsoft Excel
Insert  Pagelayout  Formulas  Data  Review  View
- I
A B c D E F 5 H 1 J K
1 |Bank Check# Check Date Type Vendor# Vendor Hame Status Warrant Canceled On Cleared On Check Amount
2 [EAST Dazssas 112008 v D115 o X Tosenz 172018 110.00
3 EasT Dazssso 1sote v Bitizs o X osenz 1472019 110.00
4 EasT Baossst anpme v Bivios o X Tosenz 1472019 110,00
5 EasT Baosesz 112008 v BIB4T1 COMMOMWEALTH OF MASSACHUSETTS X Tosenz 14502019 21308
6 EasT Baogess 1nems v Bisses  cosTa X Tosenz 14502019 241357
7 EasT Bazsdse 1r2018 v 19334 DUVA DISTRBUTORS X Tosenz 152019 42347
& EasT Ta2sdss 112018 v 883 ECOLABFOOD SAFETY SPECIALTES X Tosenz 152019 57.96
9 EasT Ta2odse 1208 v D2S008 FORD'S HOMETOWMN SERVICES b Tossoz  1us2019 117000
10 EasST Tszods7 112ms v B24958  GOODFELLAS TRUCKING, INC b Tossoz  1us2019 408.25
11 EasST Tszodss 112ms v 24494 HERSHEY CREAMERY CO. b Tossoz  1us2019 211,08
12 EasT Tszodse 11ems v D234z JEN'S TRANSPORTATION, INC. b Tossoz 172019 574000
13 EaST 29545 1828 v 04248 BHS STUDENT ACTRITY FLRD b Tosens  1A02018 500880
14 EaST Ts2orss 1nsmes v 21422 CAROLYNRAFFERTY b Tose1  1m2e01e 30,00
15 EAST 320754 1M52018 v 26873 CATHERINE GALLO x Tosetl  1e2e0is 30,00
18 16,036 49
17
18 16,036,439
Figure 24 Excel® output
&
File Edit Format Options
Courier Hew S5 <] Blz|ufm~] |
T ®
2685-APCHEHIS SUM.REP Printed 17-Jan-2019 at 17:15:59 by THERESA Page 1 Excel or

Towm of Admins
Check History - List of Checks by Bamk

Bank Check# Check Date Wendor# and Name Status Warrant
EAST 0329449 01-Jan-2013 ¥ 011125 CIT 4 005502
EAST 0329450 01-Jan-2018 ¥ 011125 CIT X 005802
EAST 0329451 01-Jan-2018 ¥ 011125 CIT % 005802
EAST 0329452 01-Jan-2018 ¥ 026471 COMMONWEALTH OF MASSACHUSETTS X 005802
EAST 0329453 01-Jan-2013 ¥ 018355 COSTA 4 005502
EAST 0329454 01-Tan-2018 ¥ 019394 DUVA DISTRIBUTORS X 005802
EAST 0329455 01-Jan-2018 ¥ 018831 ECOLAB FOOD SAFETY SPECIALTIES X 005802
EAST 0329456 01-Jan-2018 ¥ 025008 FORD'S HOMETOWN SERVICES 4 005802
EAST 0329457 01-Jan-2013 ¥ 024958 GOODFELLAS TRUCKING, INC. 4 005502
EAST 0329458 01-Tan-2018 ¥ 024494 HERSHEY CREAMERY CO. X 005802
EAST 0329459 01-Jan-2018 ¥ 023142 JEN'S TRANSPORTATION, INC. % 005802
EAST 0329545 08-Jan-2018 ¥ 004248 BHS STUDENT ACTIVITY FUND 4 005804
EAST 0329753 15-Jan-2013 ¥ 021422 CAROLYN RAFFERTY 4 005511
EAST 0329754 15-Tan-2018 ¥ 026673 CATHERINE GALLO X 005811

#7% Total for Bank ©57

#7% Grand Total 7o

selection Legend:

Vendor Entity: Both
Check Status: X

Canceled On Cleared On

Check Amount

07-Jan-2019
07-Jan-2019
07-Jan-2018
05-Jan-2019
05-Jan-2019
05-Jan-2019
05-Jan-2018
05-Jan-2019
05-Jan-2019
05-Jan-2019
07-Jan-2018
10-Jan-2018
z2-Jan-2018
z2-dan-2018

110.00
li0.00
110.00
213.06

2,413.87
423.47

57.86

1,170.00
408.25
211.08

Figure 25 Print/Preview/PDF® format

7.4.2. #2168 Warrant Listing [Enhancement]

Print/Preview/PDF®
report output formats
are available for this
report.

[ADM-AUC-AP-940]
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ADMINS added columns to the warrant listing report to provide more information on Void check exception
warrants. During the software update, a process will be run to update the data for existing void warrants so that
the historical data will appear on the reports

== [AUC] 2980-Repart Library by Disbursement [theresa] — [m] X There are tWO types Of
F\e Edit Ledgers Purchase Orders Accounts Payable Fed A‘xsets. Human Resources  Budget Collections Tax Matn  Favorites Help exception warrants —
BB SE e I . . .
this pertains to Void
Report Library by Disbursement P .
-~ P s exception warrants;
: Fapor Rams View et - there are also credit
FEEs 2685-Check History - List of Checks by Bank Fun
2686-Check History - Voucher Details by Check Fun card voucher warrants
2162-Check History - List of Checks by Harrant Run e . 99
2160-Check History - Vouchers paid on checks by Bank Fun that aI’e exceptlon
Report Categories 2161-Check History by Vendor Run
1 By Yendor 2688-Register of 0/5 Uncleared Checks Run Warrants.
2 By Commodity tem - — 1 Run
3 By Purchase Order 168—karrant Listing fos Fun
4 By Voucher Fun 1ot
= Run the warrant listing
B By Bids: 1
oo report by selecting
& Audit Report
e Repors Accounts Payable »
APPOLIBDSE Reportsi Report
Library b [5 By
2168-APUARLIST.REF Printed 1§-Feb-2019 at 11:49:23 by ANTHEA Page 1 Dlsbursement] and
Town of Aduins
Tarrant Listing M
selecting #2168
Warrant Bank Start Date Check Date GL Effective Posted Warrant Total Total Paid  Status Type Warrant Listing.
006150 EAST 13-Feb-2019 13-Feb-2013 13-Feb-2019 1,342.57 1,342.57 Open
006149 EAST 25-Jan-2019 28-Jan-2018 28-Jan-2019 2§-Jan-2019 Closed Exception Tarrent
006148 EAST 25-Jan-2019 28-Jan-2018 28-Jan-2019 2§-Jan-2019 Closed Exception Tarrent
006147 EAST 28-Jan-2019 28-Jan-2019 28-Jan-2019  28-Jan-2019 Closed  Exception Varrent The report Output may
006146 EAST 28-Jan-2019 28-Jan-2019 28-Jan-2019 2&-Jan-2019 Closed Exception Tarrant
006145 EAST 25-Jan-2019 25-Jan-2019 25-Jan-2019 Z5-Jan-2019 Closed Exception Warrant be run as
006144 EAST 13-Feb-2019 13-Feb-2019 13-Feb-2019 1,300.87 1,300.87 Open R R ®
006143 EAST 14-Jan-2019 31-Dec-2018 31-Dec-2018 14-Jan-2019 5,310.50 5,310.50 Closed
006142 EAST 14-Jan-201% 14-Jan-2018 14-Jan-2013 14-Jan-2019 215,928.40 215,925.40 Closed Prlnt/PreVIeW/PDF or
006141 EAST 07-Jan-201% 07-Jan-2018 07-Jan-2013 07-Jan-2019 3z,349.71 Clozed Exception Warrant t E |®
006140 EAST 20-Dec-2018 20-Dec-2018 20-Dec-2018 24-Jan-2019 964,580.70 964,580.70 Closed 0 EXcel .
006139 EAST 06-Dec-201§ 10-Dec-2018 10-Dec-201% 06-Dec-2018 193,218,682 193,218.82 Closed
006136 EAST 06-Dec-201§ 05-Dec-2018 05-Dec-201% 06-Dec-2018 15,550.00 15,550.00 Closed
Figure 26 Before — no amounts were shown for voids on the Warrant Listing
2168-AFWARLIST.REP Printed 15-Feb-2018 at 14:12:33 by ANTHEA
Town of Aduins l New Columns show type and amount of void I
Warrant Listing
Warrant Bank Start Date Check Date GLEffective Posted Warrant Total Total Paid Void-Manual Void-Cancel WVoid-Tailing
006154 EAST 15-Feb-2015 15-Feb-2019 15-Feb-2019 15-Feh-2013 693,59 50.00 602,50 [losed Exception Warrant
006153 EAST 15-Feb-2013 15-Feb-2019 15-Feb-2019 15-Feb-2019 3,485.90 131.93 152.08 3,201.91 [Flosed Exception Warrant
006152 EAST 15-Feb-Z0159 15-Feb-2019 15-Feb-2019 15-Feb-Z019 537.00 537.00 [losed Exception Warrant
006151 EAST 15-Feb-2013 15-Feb-2019 15-Feb-2019 15-Feb-2019 266.10 266.10 [losed Exception Warrant
006150 EAST l3-Feb-2015 13-Feb-2019 13-Feb-2019 1,342.57 1,342.57 pen
006148 EAST 28-Jan-2018 28-Tan-2019 20-Jan-2019 Z8-Jan-2019 §4.00 54.00 [losed Exception Warrant
006145 EAST 28-Jan-2013 28-Jan-2019 28-Jan-2019 28-Jan-2019 735. 50 735.50 [losed Exception Uarrant
006147 EAST 28-Jan-Z0159 2Z8-Jan-2Z019 28-Jan-2019 Z&-Jan-Z019 40.00 40.00 [losed Exception Warrant
006146 EAST 28-Jan-2018 28-Jan-2019 28-Jan-2019 28-Jan-2019 38.70 38.70 [losed Exception Warrant
006145 EAST &5-Jan-2019 25-Jan-2019 25-Jan-2019 Z5-Jan-Z019 z0.00 z0.00 [losed Exception Warrant
006144 EAST 13-Feb-2018 13-Feb-2019 13-Feb-2019 1,300.87 1,300.87 pen

Figure 27 After as run to Print/Preview/PDF®

D <
Home  Insert

Page layout  Formula

M2z - S
A B c D E 7

1 Warrant Bank Start Date Check Date GL_Effective Posted Wari
2 006161 EAST 2/21/2019 2/21/2019  2/21/2019 2/21/2019
3 ‘006160 EAST 2/21/2019 2/21/2019  2/21/2019 2/21/2019
4 '006159 EAST 2/21/2019 2/21/2019  2/21/2019 2/21/2019
5 ‘006158 EAST 2/21/2019 2/21/2019  2/21/2019 2/21/2019
6 006157 EAST 2/21/2019 2/21/2019  2/21/2019 2/21/2019
7 006156 EAST 2/21/2019 2/21/2019  2/21/2019 2/21/2019
8 ‘006155 EAST 2/15/2019 2/15/2019  2/15/2019

9 ‘006154 EAST 2/15/2019 2/15/2019  2/15/2019 2/15/2019
10 006153 EAST 2/15/2019 2/15/2019  2/15/2019 2/15/2019
11 '006152 EAST 2/15/2019 2/15/2019  2/15/2019 2/15/2019
12 006151 EAST 2/15/2019 2/15/2019  2/15/2019 2/15/2019
13 006150 EAST 2/13/2019 2/13/2019  2/13/2019

Warrant. Listing THERESA[T Lol -

G

rant_Total

26,663.87
26,663.87
203.50
357.20
297.20
911.50
173,551.60
693.59
3,485.90
537.00
268.10
134257

rosoft Escel
| New Columns show type and amount of void '
D

K | L M
Void-Manual Void-Cancel Void-Tailing|Status Type

H | J
Total_Paid
26,663.87
26,663.87
20350
357.20
350.80
911.50
173,551.60
50.00 602.50
131.93 152.06
537.00
268.10
134257

Closed
Closed

Exception Warrant

Closed
Closed
Closed
Closed
Open

Closed
Closed
Closed
Closed
Open

41.09)
3,201.91

Exception Warrant
Exception Warrant
Exception Warrant

Exception Warrant
Exception Warrant
Exception Warrant
Exception Warrant
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Figure 28 After as run to Excel®

[ADM-AUC-AP-952]

8. YEAR END PROCESSING P Add Vendor to 1099 File [Enhancement]

‘Add Vendor/Check 7 [ALIC] 2202-1099 Wark File Summary [theresa] pe
Required: Enter Vendorii I | addlVendor/Gheck
Required: Entity Code l_ l— Renuledbnienendon [ I
Required: 1098 Code — Required: Enilty Code I | I
) Required: 1099 Code ]
Required: Check Amount for Non-Cancelled Form
) Required: Check Amount for Non-Cancelled Form | |
Required: Enter Tax Year Required: Enter Tax Year |:|
Required: 1099 Type @ Omitted C Correction ired: Updated
(RerpriiaE I0ER g © New/Omitted O Correction Options
Lookup | OK | Cancel | Clearall | Lookup Cancel | | Clearall

Figure 29 Before and After Prompt for Adding a Vendor — Now shows “New/Omitted” instead of just “Omitted”

The 1099 process allows a vendor to be added after building the work file, and before printing the forms. The
prompt was updated to more clearly describe forms being added as “New/Omitted”.

[ADM-AUC-AP-949]

9. HELP REFERENCE LIBRARY

The following new or updated material was added to the Help Reference Library:

9.1. New or Updated Documentation

e ENTER/PROCESS PAYMENTS AP-167 View Attachments in the Approvals Screen [New]
e OTHER AP-867 Favorites Screen [New]
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