ACCOUNTS PAYABLE

RELEASE NOTES—MARCH 2021

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 21.1

Accounts Payable

1 ENTER BILLS (VOUCHERS)

ADMINS added a column to the voucher posting selection screen and fixed the single voucher error

check.

1.1 #2011 Voucher Posting Selection Screen [Enhancement]

March 2021

Voucher batches are posted via the screen, which offers checkboxes to select the batches to be posted.
To provide more relevant information when posting, ADMINS added a “Batch Owner” column to the

screen.

Accounts Payable P Enter Bills (Vouchers) P Post

]

Goto..

Actions

Voucher Posting

1 SelectAll

2 DeselectAll

3 Post Vouchers

Sel S Entry User Department Batch Total|Vouchers A

[ HWENDY DM 150,00 Details

1 |LV10715 THERESA TOHN 19335.89 Details

O JLvi071e THERESA TOHN 19335.89 Details

1 |PR903439 MNOWLAN TREASURER 40681 ,24 Details

[ |PRI03443 MNOWLAN TREASURER 2055336 Details

v
Ready
Figure 1 Before — No Batch Owner column
Voucher Posting
1 Select Al 2 Deselect Al 3 Post Vouchers

Sel 5 Entry User Department [Batch Owner Batch Total|Vouchers
O WENDY ADM WENDY 150,00 Details
[ |LV10715 ITHERESA TOKN ITHERESA 19335.89 Details
1 |LVi0716 [THERESA TOKN MIKE 19335.89 Details
[1 |PRIO3439 MNOKLAN TREASURER MIKE 40681,24 Details
[0 [PR903443 MHOKWLAN TREASURER ILUANN 20553.36 Details

Ready

Figure 2 After — New Batch Owner column

1.2  Error Check [Fix]

[ADM-AUC-AP-1014]

ADMINS corrected the single voucher error check and patched the fix to all customer sites in December.
It is mentioned here to document the change.

Accounts Payable P Enter Bills (Vouchers) P Entry [9 Check Voucher]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 21.1

Accounts Payable

== [AUC] 2001-Voucher Entry

Batch # PR903456 Voucher Entry Entry Began
Voucher# 469109
Goto
et Invoice# 503456 018693 02 Print  OManual OACH Owire O No Chk
i E InvDate  [P2-Dec-2020 Check Date Bank [T
LIFE INSURANCE CO Customer# Separate Check []
YGoToBateh | ek v gos21 Dept. Code [TGH TOWN HoldCheck  []
PO BOX 650514 Vou Date  P2-Dec-2020 FY 2021 Type PR Payroll Payment
DALLAS TH 75265-0514 DueDate P2-Dec-2020 Terms R
Amount to Pay Vendor
3 tems. 4 GL Details S Status History Q Attachments 45,95
Line item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
[ [1.0000 Pagroll for checks dated 22-Dec-2020 [ 34,3500 34.39
Spit U By Account | [1000-000-0000-000-00-00-21520 DISABILITY WITHHOLDING PAYABLE
109 [ FA[
B~ [1.0000 Pagroll for checks dated 22-Dec-2020 [ 11,5600 11.56
Spit [1000-000-0000-000-00-00-21535 CANCER INSURANCE DEDUCTIONS
1099 [ FA[
6 Add Voucher 7 Add Line 8 ess Entered Amount 45,95

9 Check Voucher S

Figure 3 Voucher Entry Screen with [9 Check Voucher] button highlighted

2790-FMREP : APVOUERR . REP Printed 11-Jan-2021 at 14:26:42 by THERESA
City of ADMINS
Error Check Vouchers

UserBatch Expected Entered Batch Errors:

PRS03456 51,330.19 51,330.19

Voucher# Vendor Voucher Errors:
469115 028839-FIDELITY SECURITY LIFE INS CO

Line GL Line Error

Figure 4 Error Check a Single Voucher report

2 AP/PO DASHBOARD APPROVALS

March 2021

[ADM-AUC-AP-1058]

== [AUC] 2520-AP/PO Dashboard [theresa)
Fite :r 5@;: :ur:hn:()v::n é;:unuvm:: ;ed:;att::l Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help Pr| or tO th e SOftwa re update,
AP/PO Dashboard selecting an “in use” voucher
o Purchase Orders Accounts Payable oy
= e o from the Awaiting Approval
In Entry Began 13 | View In Entry Began 466 | Vew . .
o] ESCT * [ven screen sometimes resulted in
Disapproved Disapproved .
R Pt 2 (yew [|_ruao ocposog 124 (v a record lock that required
aiting Approv: few Fm
ool e : ADMINS to intervene.
In Error Status In Error Status.
Ready for Release 1 [View Ready for Release
Disapproved Drsapproved
Readyto Post Readyto Post 1 | Vew
Awaiting Approval Awaling Approval
81 Accounts Payable Awaiting Approval %
Youch# Batch Dept. Tupe Date Vendor Expected Amnt Status In Use?
lcoese 16643 SCHOOL Paument Vouc 27-Feb-2021 ADVANCED AUTO DETAILIN  200000,00 Needs Department Hea In-Use
i
Find Search  Cancel Help Eof |
— . . . . . .
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ADMINS Unified Community

Release Notes — Version 21.1

Accounts Payable

[AUC] 2520-AP/PO Dashboard

e Batch 16643 Voucher 469,658 Can only be edited by THERESA

3 ENTER/VIEW VENDORS [Fix]

March 2021

ADMINS added checking to prevent
record locking. Now, if the record is
in use, the system will present a
message indicating that the record
isin use.

[ADM-AUC-PO-555]

Accounts Payable P Vendors P Enter Vendors or View Vendors

Enter Vendors

Contadt \

Web Site
General Delivery E-mail |

PO E-mail Address [
Send POs to Vendor via E-mail

Certified Vendor?
Certified By
[ Vendor Date Certified
[ - 9 User Defined
Remittance 0 00  Address Type
1 Name Notes 1
2Name 2
SortName 3
4
Address 1 [ \
Address 2 [ X
Address 3 [ R
city [
State [ Zip Code Baoob-—osos\ [AUC] 2000-Enter Vendors X
Country [ N

Titte [
1Phone# [(000) 000-0000 Ext 000 Type [ g Vendor® 031115 does not exist
2Phone# [(000) 000-0000 Ext 000 Type [ |

ACH E-mail Address [

BID E-mail Address [

Status: Vendor

4 COMMODITY ITEMS [Enhancement]

ADMINS corrected an issue that
occurred when a non-existent
vendor number was entered in
the Enter or View Vendors
screen. Prior to this the display
would remain on the current
record with no message.

Now, a message is displayed
stating that the requested
“Vendor #xxxxxx does not exist”.

This will help to avoid confusion

when entering and viewing
vendors.

[ADM-AUC-AP-934]

Commodity Items may be used during Accounts Payable Voucher and Purchase Order data entry to
improve speed and accuracy. ADMINS improved using, listing, maintaining, and searching for

commodity items.

See the AP-510 & P0O-610 Adding Commodity Items documents in the Help Reference Libraries for basic
information on setting up and using commodity items.

Accounts Payable P Commodity Items P Item Setup

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 21.1
Accounts Payable March 2021

4.1 Lookup on Commodity Item [Enhancement]

ADMINS added an “Active Items Only”option to the lookup menu. Restricting the search to “Active
Items Only” helps the user to select the correct item. The options are now:

Maintain Commodity Items

1: Items by Description
L tem S 2 | 2: Active Items Only
5 Before 1: Items by Description - 3: Non—ACtiVe |temS
1: ltems by Description [ 2: Active ltems On SVCS
2 Non Active tems lﬂ_mnm_'yl — 4: Sole Source Items only
3: Sole Source items only u & Sole Sotiica lbems only 5: 1099 ltems
. 10H s | 5 1099tems 6: ltems by Class
5: Items by Class i 6: Items by Class
Price . .
F,e,'gm ' After When selecting “3: Non-Active”
1099 Code [ items, the lookup will show th
ltem Class LIB  LIBRARY DEPT tems, t e,, Cf'o. UP . >ho t © .
CreditCarditem @No O Yes status as “D” indicating the item is
Account 4020-000-0000-000-00-00-52400 “ . ” v
PROFESSIONAL SERVICES Flagged for Deletlon or I
indicating the item is inactive.

{Non Active ltems | X
Tten# Itenlesc Class Unit Price Freight 10997 Vendor# Status Tof
~
phone Land Line Service phone 000000 )i}
BOARD LIBRARY : APPOIMTED BOARD SALARIES LIB 000000 I
AIDTECH LIBRARY : TECHHOLOGY EQUIPMENT LIB 000000 I
heepers pagers and beepers phone 000000 I
TS5_121CENTER T5: SHAH/121 CENTER ST Items show a3 status 000000 i}
of "D n o r "I" .
Find Search  Cancel Help Eof

4.2 Item Table Listing [Enhancement]

B | Task 2550 Item Table Listing

Item Table Listing

Optional: Enter up to 9 Item Codes Edit 0 values:
Optional: Enter up to 9 Item Classes Edit 0 values:

Run as @ preview O Print - OPDF Ocsy O Excel
If Printing use Duplex @ vyes (O No

Lookup 0K Cancel Clear All

Figure 5 Before — the only selections were on Item Code and Item Class

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 21



ADMINS Unified Community Release Notes — Version 21.1

Accounts Payable March 2021

ADMINS enhanced the Item Table Listing produced by clicking on the [2_Edit List] button. A Select
Status option, highlighted below, is now available, to filter the report.

== [AUC] 2511-Maintain Commodity Items [theresa] - X
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B SE me+m Y Q @ Fud
Maintain Commaeodity ltems
Goto..
| rem
Actions
1-Add kem Description Line 1 [LIBRARY: AID PROF SVCS
Line2 [
= Line3 |
2-Edit List
3-View temby W1 Task 2550: Item Table Listing )
Item Table Listing
Optional: Enter up to 9 ltem Codes Edit 0 values:
Optional: Enter up to 9 ltem Classes Edit 0 values:
elect Status: ® Only Active O Only Inactive C) Only Flagged Delete O Not Active O Al |
Run as @ preview O Print  OPDF O CSV O Excel
If Printing use Duplex @ ves () No
-- Added 09-Jul-2007 By MUPDE)| Lookup 0K Cancel Clear All P

Figure 6 After — the Select Status filter option was added — the default is ® Ony Active
Table 1 Description of Item Table Listing prompt

Prompt (Required are Bold) Description

Enter up to 9 Item Codes Click on the [Edit] button to select the codes to be reported
Enter up to 9 Item Classes Click on the [Edit] button to select the classes to be reported
Select Status ®© Only Active (default)

O Only Inactive
O Only Flagged Delete

O Not Active (includes both inactive and flagged for deletion-see
example in Figure 7)
O All

Run as ® Preview O Print O PDF® O CSV O Excel®
(either Preview or PDF® will be the default, depending on the site)

If Printing use Duplex ® Yes O No
(the default depends on the site)

& TedRE - AP_PO_ltems_Table_THERESA[3]lis
File Edit Format Options

[CourerNew <] [0 ] B|Z|ufm~] = BHEIN-]
2550-APPCRITM.REP Printed 19-Jan-2021 at 17:23:25 by THERESA Page 1
City of ADMINS
Item Table Listing

Item#é Description Vendor oM Unit Price Freight 1099 Class Account Status
AIDTECH LIBRARY: TECHNOLOGY EQUIPMENT LIB 4020-000-0000-000-00-00-54085 TECHNOLOGY EQUIPMENT Inactive
beepers pagers and beepers EA phone 1000-292-0000-002-00-00-52030 TELEPHONE (BEEPERS) Inactive
BOARD LIBRARY: APPOINIED BOARD SALARIES LIB 0-00-51180 APPOINTED BOARD SALARIES Inactive
CWI1702_01 DO NOT USE - INCORRECT LOAN$# - No access to Account Marked D
T5_121CENTER TS: SHAH/121 CENTER ST SEdd_ddd_teRe_tee_Sa_ss_sters No access to Account Marked D

Figure 7 Sample Item Table Listing using the @ Not Active selection status, Run as: @ Preview

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 21



ADMINS Unified Community Release Notes — Version 21.1

Accounts Payable

4.3 Inactivate an Item

March 2021

The inactivate option under the [Actions] button will set the status to inactive. When setting an item to
“Inactive” status, if the item currently has posted history on a purchase order or voucher, a message will
be displayed. Click [Yes] to continue and inactivate the item; click [No] to leave the item as is.

4.3.1 Inactivate an Item with Posted History

== [AUC] 2511-Maintain Commadity ltems. —

Maintain Commaodity Items

Goto.

ftem

Description Line 1 | IBRARY : GAS AND HEATING
Line2 |
Line3 |

Add ltem
Edit List

View Item By

Inactivate [tem

Sole Provider of e [AUC] 2511-Maintain Commodity ltems

Flag ltem for Deletion uom
Price

Freight o P3192-Item has posted History for AP/PO, Continue to Inactivate Item?

1099 Code

Item Class
Credit Card ltem

pccount e

-- Added 09-Jul-2007 By MUPDEV3 Changed 15-Jan-2021 by ANTHEA Status: ltem Active Lkup

up

Figure 8 Inactivating a Commodity item with Activity

4.3.2 Inactivate an Item with an In-Progress Purchase Order

Click [Yes] to continue and inactivate the item; click [No] to leave the item as is.

[AUC] 2511-Maintain Commodity ltems

e P3191-Iltem currently used on In-Progress PO. Continue to Inactivate

ltem?

. =]

Figure 9 Inactivating a Commodity item with an in-progress Purchase Order

4.3.3 Inactivate an Item with an In-Progress Voucher

Click [Yes] to continue and inactivate the item; click [No] to leave the item as is.

[AUC] 2511-Maintain Commodity ltems

P3190-Item currently used on In-Progress Voucher., Continue to
Inactivate ltem?

-

Figure 10 Inactivating a Commodity item with an in-progress Voucher

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 21.1

Accounts Payable

4.4 Flag Item for Deletion

March 2021

To flag an item for deletion, select Actions P Flag Item for Deletion. If the item has no in-progress or
posted activity, the item will be flagged and deleted when the Remove Items Flagged for Deletion

process is run (see step 4.5 below).

Goto

Maintain Commodity ltems

It =
Actions | em ELL

1-Add tem Line 2

2-Edit List

Description Line 1 [Cell Phone Chay

Line 3

Items flagged for deletion -
the [3 View Iltem by] button

Cale Do

——

will be unavailable, and a

3-View ltem by

Freight
1009 Code [

UOM HR HOUR
Price 50,0000
m——

ltem Class Fell  Cell and MoBILE PRORE
Credit Card ltem No

message will be shown at
the bottom of the screen

TEes
Yes

- Added 18-Jan-2021 By THERESA Changed 20-Jan-2021 by THERESA

Account [1000-189-0000-001-00-00-52030
TELEPHONE

| Status: ltem Flagged for Deletion l Lkup

Figure 11 Item flagged for Deletion

up

4.4.1 Flag an Item for Deletion that is in use on an In-Progress Voucher

Check Error

o E3034-Item being used on In-Progress Voucher, Status not Changed

X

If the item is in use on an In-
Progress voucher, this message
will be displayed and the status
will remain unchanged. Mark the
item as inactive instead.

4.4.2 Flag an Item for Deletion that is in use on an In-Progress Purchase Order

Check Error

o E3039-ltem being used on In-Progress PO. Status not Changed

X

If the item is in use on an In-
Progress Purchase Order, this
message will be displayed and
the status will remain
unchanged. Mark the item as
inactive instead.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 21.1
Accounts Payable

March 2021

4.4.3 Flag an Item for Deletion that Has Posted History

Check Error X
Iltems with posted history cannot
be flagged for deletion. If an item
o E3035-Item has posted activity and cannot be flagged for deletion. with posted history is flagged,
this error message will be
displayed and the status will

remain unchanged.

4.5 Remove Items Flagged for Deletion

To access the Remove Items Flagged for Deletion step menu, select:

Accounts Payable P Module Maintenance P Remove Items Flagged for Deletion

Remove Items Flagged for Deletion

Description
Select tems Flagaed for Deletion
Maintain tems Flagaed for Deletion
Submit tems Flagaed for Deletion Process

Unsubmit kems Fiagaed for Deletion Process

Figure 12 “Select Items Flagged for Deletion step” identifies items flagged for deletion & produces two reports:

& TedRE - [tmFlgDel_2546_THERESA[2].lis - u] X
File Edit Format Options
[ Courier New ~|[e -] B|z|ufm] =| [£ =|z| 8|
k11s ~
2546-APPORREMITM.REP Printed 20-Jan-2021 at 10:15:50 by THERESA Page 1
City of ADMINS
Items Flagged for Deletion
Item # Description Entered By Entered On
beepers pagers and beepers THERESA 19-Jan-2021
phone Land Line Service THERESA 19-Jan-2021
TS5_121CENTER TS: SHAH/121 CENTER ST MMACKINNON 11-Aug-2020
#*+ Grand Total *** §Items: 3
v
Figure 13 Report of Items Flagged for Deletion
4% TedRE - tmFlgNoDel_2547_ANTHEA[1]lis
File Edit Format Options
|CuurierNew j|9 j Bl! ﬂl.' El EE'EE &
l11s
Printed 15-Jan-2021 at 11:52:45 by ANTHEA Page 1
NOTE:The Following Items will not be deleted a= activity exists
Item Description Activity
No Records Selected

Figure 14 Report of Items flagged that will not be deleted due to activity using the code

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 21



ADMINS Unified Community Release Notes — Version 21.1
Accounts Payable March 2021

Maintain tems Flagaed for Deletion . .
The next step I ke ” will become available. Select and deselect

items as desired using the “Sel” checkboxes on this screen; when finished, click on [4 Exit] to return to
the step menu.

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help

B S8 me»n & = I

Maintain Items Flagged for Deletion
Goto...

1 Select All 2 Deselect All 3 Edit List 4 Exit
Actions

Description Class  |Description A

pagers and beepers
ohone Land Line Service
TS_121CENTER TS: SHAH/121 CENTER ST

-- Added 19-Jan-2021 By THERESA Changed 20-Jan-2021 by THERESA uP

Next, click on the | Submi tems Fiaaged for Deletion Process |
7

Remove Items x
step. The first three steps on the menu will be grayed

out and unavailable; a message will popup with a
notification that the Process has been submitted to

0 Process has been submitted to run in End of Day job
run in the End of Day job:

The overnight process will remove the items.

-OK
The Unsubmit Items Flagged for Deletion Process
(the last step) will be the only available step. If any
items should not be deleted, click on the |- Unsubmt tems Flaced for Deleton Process | ¢ restart the process.

4.5.1 Confirm Results

Check the following work day to confirm the items were removed.

[ADM-AUC-AP-1062]

5 DISBURSEMENTS

ADMINS made changes to the Disbursement Posting process: 1.) fixed a delay in the AP post
disbursement process, 2.) the email confirming the disbursement posting includes the dollar amount, 3.)
Added sorting and totaling by user batch to the Disbursement Edit report.

5.1 Delay on Posting When Cancelling One-Time Vendors [Fix]

Accounts Payable P Vendors P Enter Vendors

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 21



ADMINS Unified Community Release Notes — Version 21.1
Accounts Payable March 2021

|== 1AUC1 2000-Enter Vendors [theresal
| File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

B &8 we > BEHQ @

Enter Vendors
Certified Vendor?
Lo : - Centfied By
e Vendor MENFEE BRRRETT S TRUCK & AUTO REPAIR, Date Certifed
1 NameiAddress 2 Ameun‘ ,4 Attachment (40) Stems 9 User Defined
§ Add Vendor
Restrict Access To O Town )School @ Both Authorized Representatives
Federal ID¥ 01005665  Type @None (Oss#  OTaxiD
7 Reports BankCode [ Name Title
ABAZ  0000-0000-0 Prenote [ Not Active I =
BankAccount [ Type | Phone# [(000) 000-0000 0000 [
Customer#
HRACH TaxPayment Type (O Federal O State @ None [
Phone# [(000) 000-0000 0000 [
Terms IR Due Upon Receipt.
Class [NCL Unclassified [
Minority Code [ Hold Code [ Phone# [(000) 000-0000 000 |
1099 Code [ Form
Payment Type @ Printed Ck (O Wire O ACH (O No Check Phone# [(000) 000-0000 000 |
Sococo on B
—~ —~ ®No
1Time Vendor? @ Yes () No SendBids Via
LCocal Vendor? OYes @ No [ usmail [ califor Pick Up
Business Type  |Sole Prop/Individual /Single-Menber LLC O Email [] Other
0 Fax
Cetified Vendor? () Yes @ No Insurance Certificate Expires
Certified By .
Date Certified [
Note I
Merge To Vendor BO0000 Addresses on File: 1

Figure 15 Classification Tab of the Enter Vendors screen showing the 1 Time Vendor ® Yes/No radiobutton

The disbursement posting was delayed if another user was on any vendor that was included in the
disbursement in the Enter Vendors screen.

The one time vendor flag instructs the disbursement process to cancel a vendor after the checks are
posted.

Accounts Payable » Disbursements » Warrants » I Post Disbursements |

File Help

inactivate one-time Vendors A~
set all others to OPEN v
([ITTTT]

Figure 16 The Post Disbursements step progress bar shows the process inactivating one time vendors

ADMINS corrected this and now the process will continue without interruption. The delay will still occur
if another user is updating (in the Enter Vendors screen) a one-time vendor being paid and inactivated in

the current disbursement.
[ADM-AUC-AP-1057]

5.2 Posting Email Now includes Dollar Amount [Enhancement]

The [Post Disbursements] step sends an email to the members of the APCHKBST email
distribution list, to announce the completion of the attachment of vendor checks.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 21



ADMINS Unified Community

Release Notes — Version 21.1

Accounts Payable

9 T . = PW:IMDT] Create Vendor Check Attachments and

File ~ Message Help

om-Bm/m 9% > 5 5B . [E»r SO Fnd | Q Zoom

Q@ Tell me what you want to do
Create Vendor Check Attachments and Deposit Advices
' . 2 . 3 . 4 . s . B

The following Warrants have completed the Attachment of Vendor Checks

[AP Warrant 005946 has been completed ]

Email List: [APCHKBST] Accounts Payable Check Bursting

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

.

G G e
To Msupport Wed 1/6

b

IGIE
° 10:12 AM

March 2021

reate Vendor Check Attachments an...

T i % [PLUTO-A

File ~Message Help @ Tell me what you want to do

W-=8 /& |99 > 288 b B | O
[PLUTO-AUC] Create Vendor Check Attachments and Deposit Advices

: Vo2 . I e e I R
The following Warrants have completed the Attachment of Vendor Checks
|AP Warrant 006661 for $17,111.40 has been completed I

Email List: [APCHKBST] Accounts Payable Check Bursting

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

‘« »

Figure 17 Before & After - Create Vendor Check Attachments email sample with dollar amount for the warrant

The email now includes the dollar amount for the warrant.

[ADM-AUC-AP-1061]

5.3 Disbursement Edit List on Modify Payments Screen [Enhancement]

Accounts Payable P Disbursement Warrants P Warrant

Disbursement Process
Warrant 006667

Description Date
Restart Disbursement Process
Collect Vouchers (Buld Pavment File)
Optonal Ste Reports

26-Feb-2021
28-Feb-2021

.
Edit Payment V@
M 3 Discount Taken Report 4 Cash Requirements Report S Edit and Omit Reports
9 Vendor V inv Date _[Type [SepHidc] _VoucherTotall  Voucher Selected Net| o
[ CETT inted 821.31 1. 1.31
JANNELTSE BEALLIEU [23-Sep-2020 Printed [ | 435.44 a% Ja 436,44
MARY BIANCHIND [23-Sep-2020 Printed 433.00 a37.00 433,00
Rems |d6o624 16564 VETERAN __ |JOSEFH L, BOGAN [23-Sep-2020 [Printed 173.18 3.18 173.18
3| tems 468626 [16504 VETERAN _ JPIERRETIE CORRIVEAU [23-Sep-2020 [Printed [1 |1 660,19 19 660,19
3 | tems facoe2n VIN DAVIS [23-5ep—2020 Printed 1397.00 | JA397.00 1397.00
= tems |468634 AREN FRINK [23-Sep~2020 Printed [ [ 376.60 | J 376.60 376,60
=) tems 468635 ISEPT, 2020 [JACQUELINE GAGNON [23-Sep—2020 Printed [1 [ 538.21| J 538.21 538,21
=) tems 468637 - — — — —— — ya — 834.48
= ftems 468639 4 = Task 2131: Disbursement Edit and Omitted Lists X 837,00
3 | tems [acoed2 Froves i 687.76
T T 1 sbursement Edit List 110
[ | tems 465646 q Sort Edit ListBy: ~ _ 416.71
%] Ty 3 BY: O Voucher# O Vendor Name O Vendor Sort Name @ User Batch a5
[ | tems |aGE648 115,70
=] tems 468649 4 Run as p,.,!;“j’ggﬁm O PDF 289.20
= tems 468650 { !f Printing use Duplex @ ves (O No 58.22
[ | tems 468693 456,00
T Loakup Cancel  Clear All 551,03
[3 | tems |a68695 — - - 320,00
[ tems 468779 [213885405 F;Hasm 0. INC. [Is—Sep—mztn F’rxm.ed Ejij 109,33 103,38 109,38 | v
0 Return to Mens I Selocted Totals 77206.16  77206.16  77206.16
Ready

Figure 18 Modify Payment Screens

ADMINS added a “sort by User Batch” option to the Disbursement Edit List. When processing a
disbursement, ADMINS recommends balancing the total dollar amount of the voucher batches to the

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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total of the disbursements warrant. The new sort option on the report will allow a rapid comparison and
help to identify errors.

& TedRE - AP_DisbEdt_THERESA_006667[1]lis 4
File Edit Format Options 4
[ Courier New < [s -] Bl7|ufm~] = = 2|2| & <
2118-APDISEDT.REP Printed 28-Feb-2021 at 13:48:27 by THERESA y
City of ADMINS (
Disbursement Edit Report 4
For Warrant : 006667 GL Effectiwve Date : 26-Feb-2021 User Batch :
Voucher# Batch# bt Group Invoice# Vendor Line Voucher Amt Het Amt Bank C.
468697 T [HNOLOGY 5353765846 HP FINANCIAL SERVICES CO. 1 19,455.71 19,455.71 EAST P
a68700 16587 STRICT MAFT DUES FY2021 MAFT 1 225.00 225.00 EAST 2
468701 1658 IRICULUM 2021-041 MATSOL 1 40.00 40.00 EAST Pr;
468702  qgoag PT_OFF 7314318416 STAPLES BUSINESS ADVANTAGI 1 7.70 7.70 EAST y
;7 2 13.98 13.98 EAST ¢
1838 3 41.37 41.37 EAST F.
4 34.77 34.77 EAST HL
97.82 97.82 «
1
Batch 16587 21,340.56 21,340.56 (
1
469529 RE TEST ADMINS INC 1 47.45 47.45 EAST W
469530 fE TERST3 ADMINS INC 1 4,500.00 4,500,00 EAST B
Batch 16631 4,547.45 4,547.45
16631 /
16631 !
469574 i TESTING ADM-AUC-AP-1 AMAZON CAPITAL SERVICES 1 26.11 26.11 EAST Fr
2 16.26 16.26 EAST R
42.37 42.37 f
¥
16639 Batch 16639 42.37 42.37 o«

Figure 19 Disbursement Edit Report by User Batch shows a total for each user batch

If there is a single line on the voucher, the voucher total is suppressed to save space. If there are
multiple lines on the voucher, the voucher total is shown. A total for each batch is shown.

[ADM-AUC-AP-1078]

6 BANK ACCOUNT MANAGEMENT [Enhancement]

The Bank Account Management screen is used to view checks and to remove cleared dates. The AP
Disbursement posting sets the Cleared Date to the posting date for “No Checks”, “ACH” and “Wires” as
it is assumed that these payment types should be cleared automatically. If a “wire” or “no check” needs
to be voided, the cleared date must be removed before the void can be processed.

Accounts Payable » Bank Reconciliation PBank Account Management by Check Date

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 21
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== [AUC] 2840-Bank Account Management - By Check Date |

Bank Account Management - By Check Date

= Bank: AST
g EASTERN BANK FOR A/P LastCk# 0362072 View Restrict View to Check Date
LYNN, MASSACHUSETTS @) All Checks From To
3 Listing ) Outstanding Checks | ]
4 Clear Checks (O Cleared Checks
S To Bank 00000-0000 2 Voided Checks

Bank Account Management - By Check#

1 Bank:  Erl
E ERSTERN BANK FOR A/P LastCk# 0362072 View Restrict View to Check Number
oA s LYNN, MASSACHUSETTS (@ All Checks From To

ooe O Outstanding Checks 000000 5000000

(O Cleared Checks

00000-0000 (O Voided Checks
Switch between
Check and
CheckDate by Wi [Payable To Amount] Status V Cleared|Details ]
clicking on the N 13- Jan-2021 d 1 RT R. MASON 750,75 |  Issued & View Detal
button at the top of PO6661 ER & AMBELER, PC, ATTYS 625,35 Issued
the column. DI52050 021 Printed PO6661 TMAN, BOBROWSKI & MEAD, LLC 825,00 Issued
21 Printed DO6661 UTSCH WILLIAMS BROOKS 601.00 Issued
D 21 Printed P06661 |GERALD M MOODY. ESQ $99.00 Issued
0362( rinted PO6661 HOMAN & SULLIVAN, P.C, 1215,00 Issued
0362054 |13-Jan—2021 Printed D061 KENNETH W GURGE 125.00 Issued

Figure 20 The Bank Account Management screen may be sorted by either Check Number or Check Date

(Hint — if the button is “clickable”, the other column is active; if the column header button is
gray and therefore not available to be clicked, that is the active column

6.1 Removing a Cleared Date for a “No Check”, “ACH”, or “Wire”
Enter the bank code; the checks are displayed on the screen in order by the most recent date first.

Enter a date in the [2 Check Date] column to view checks created on that date.

To erase the Cleared date for a “wire” or “no check”, click on the date and hit {spacebar|enter}.

Bank Account Management - By Check Date

Goto..
Actions EASTERN BANK FOR A/P Click once on the field to turn it blue; hit
T LY, MASSACHUSETTS {spacebar}|{enter} to remove the date

4 Clear Checks

00000-0000 OVDIdeﬂ Checks

S5To Fl-_—____-"

—
1 Check | 2 CheckDate m

7\
A

000001 [09-0ct-2020 e SERTCE
EENDERG
200 RUCTION, INC

[2000004 \OB*Dct:EOZO IACH Adly p06647 |P‘RHE C/0 TEAMWORK OCC HEALTH
Figure 21 Remove the cleared date from a check to allow void processing
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6.2 Bank Account Management by Check Number [Enhancement]

== [AUC) 2840-Bank Account Management - By Check Date ‘

Goto.

Bank Account Management(; By Check Date

0362051 [13-Jan-202
0362052 [13-Jan-2021
1362053 |13-Jan-2021 |
0362054 [13-Jan-2021
1362055 [13-Jan-2021 |
0362056 [13-Jan-2021 H
362067 |13-Jan-2021

5

58 |13-Jan-2021 {
59 |13-Jan-2021 H
B0 |13-Jan-2021
61 |13-Jan-2021 |
62

0362063 [13-TJan-2021 P

Bank:  EasT
rcm ERSTERN BANK FOR A/F LastCk# 0362072 View Restrict View to Check Date
LYNN, MASSACHUSETTS @® Al Checks From To
3Lstng O Outstanding Checks
4 Clear Checks O Cleared Checks
S To Bank 000000000 O Voided Checks
1 Check Type Warrant[Payable To I Amount] Status] Voided| Cleared[Detail ]
21 P, PT Y 750,75 | Issued 6 View Detail
021 35 | Issued
d Check Error X FooT Teswed

00 | Tssued

.00 Tssued

.00 Issued

00 Issued
o E3070-Click Column button to sort... 00| Tssued
00 Issuad
.29 Tssued
75| Tssued

35 | Issued

400 Tssued
i 00 | Tssued

00 | Tssued

T 8 00 | Tssued

To search or sort by check
number, first click on the
[1_Check] column header, to
switch the screen to sort and
select by check number
(making the Check number
the “active” column).

If the screen is not sorted by
check number, a message
will popup with a reminder
to click the column button to
sort. Click the [1_Check]

column and type in a check number to select a check to be voided or viewed.

shown in Figure 21 to remove the cleared date.

Use the same action as

[ADM-AUC-AP-1059]

7 YEAR END PROCESSING - 1099-G [Enhancement]

ADMINS added 1099-G forms to the 1099 Processing Steps menu. This form is used to report monies
paid from grants, for example, the Rhode Island “Take It Outside” program administered by local

governments to provide restaurants with federal or state grant funds.

About Form 1099-G, Certain Government Payments | Internal Revenue Service (irs.gov)

Federal, state, or local governments file this form if they made payments of:

The 1099 Processing
document and step
menu were updated to
incorporate the
process. When
disbursing funds using
Accounts Payable
vouchers, mark the
voucher with a 1099

o Unemployment compensation.

° State or local income tax refunds, credits, or offsets.

®  Reemployment trade adjustment assistance (RTAA) payments.

®  Taxable grants.

®  Agricultural payments.

They also file this form if they received payments on a Commodlity Credit Corporation
(CCC) loan.
Accounts Payable P 1099’s P 1099 Codes
Maintain 1099 Codes
Pre 2020 Current
Code [Description Form Box#| Reported MinimumFunn Box#
G [GRANTS G 6 |G 6
M m 3 T SO0 H':L T B0y m

M MEDICAL PAYMENTS MISC 6 800,00 MISC & 600,00 jActive
MR MEDICAL REIMBURSEMENT MISC 7 99999.,00 NEC 1 99999.00 ctive
N INON-EMPLOYEE COMPENSATION MISC 7 600,00 NEC 1 600,00 JActive
0 IOTHER MISC 3 1,00 MISC 3 1,00 JActive
3 ROYALTY MISC 2 10,00 MISC 2 10,00 JActive
g 0CEEDS FROM REAL ESTATE TRAN |5 2 200,00 [S 2 600,00 jActive
v WETERAN CH115 - ASSISTANCE MISC 7 99993.,00 NEC 1 99999.00 JActive
d NON-EMPLOYEE COMPENSATION MISC 7 600,00 NEC 1 600,00 Active

code that uses Form

Figure 22 The 1099G Form Code highlighted on the Maintain 1099 Codes screen

IIG"
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An example of how that looks in the Maintain 1099 Codes screen is shown in Figure 22.

== [AUC] 2195-1099 Menu

1099 Menu
Description . .
Redte 100 Poces If funds were disbursed prior to
1009 Veadoe roofiid Hepot the feature being available, use
Create 1099 Work File .
Edit 1099 Work File the “Quick 1099 Code Update
Optional 1099 Error Checking - All Errors ”
1099 Error Checking - Hard Errors on Forms to be Printed on VOUCherS proceSS tO
List of 1099s to be Printed update the voucher(s) prior to
Print 1099-G 1099 processing.
Print 1099-INT
Print 1099-MISC
Print 1099-NEC This was installed on sites in
i January and is mentioned here
Create 1099 Electronic File to document the change.

1093-All Users

Figure 23 The 1099 Menu now included 1099-G forms
[ADM-AUC-AP-1063]

8 EMAIL DISTRIBUTION LISTS [ENHANCEMENT]

The email distribution lists described below are provided for use in the Accounts Payable module.
Table 2 Accounts Payable Distribution Lists

List Name Description Frequency Notifies recipients that:
APCHKBST Accounts Payable Check Once or twice = Check images are attached and available to view. Each site
Bursting daily can vary.
APCLOTMP Closed Recurring Vouchers Weekly A recurring voucher is closed due to the “end date” being
reached
APINPRO In-Progress Vouchers Weekly Vouchers are in progress prior to being posted. In-progress
can mean any status prior to posting —in entry began or in
approvals.
APOLDCHG Voucher Change Order > 4 Weekly Voucher change orders have been in progress for more
days than four days
APPOAUDIT AP/PO Audit Reports Monthly Audit reports of accounts payable or purchase orders that
have errors
BROKENATT Broken Attachments List Weekly Some attachment files are missing. If user-supplied

attachments are missing it is usually due to an invalid
location being used when the attachments are made. The
site system administrator should provide guidance to the
users. System generated attachments (check copies, tax
forms) reported as missing should be reviewed by
ADMINS.

CHKOVRBUD Recheck Budget Override Daily Purchase orders or Accounts Payable vouchers that
needed override are re-checked. If there is now money
available, it will move the PO/Voucher from Budget
override to the next approval level.

DISBURSE Email Vendor Discount Daily The vendor discount is expiring on an accounts payable
Expired disbursement

DISCOUNTS AP Warrants about to expire = Daily AP Warrants expire four days after they are created.

ERROR_AP Check AP Form Daily There is an error or omission on the Accounts Payable
Maintenance Table check form table
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List Name Description Frequency Notifies recipients that:
REFUNDS Voucher Refund Upload As needed
P AP D Interface/Imports P Create Refund Vouchers
Lists the new AP batch and all the vouchers created in that
batch when the process is complete.
VENDFLY New Vendor created on the | As needed A user created a vendor on the fly (sent to users who
Fly manage the vendor file)
SWDONE Software Update Complete Quarterly The software update is completed on each site.
SYUPDTRAIN Submit Copy Live to Training | As needed The request to copy live to training was submitted and will
in Batch be run; also works to notify if the copy live to training was

cancelled and / or completed

8.1 New Buttons on the Email Distribution Lists Screen [Enhancement]

== [AUC] 20-Email Distribution Lists [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed A:

B &S&E e »rm Y Q @ F 4

Email Distribution Lists ADMINS added three new buttons to the screen to
[T help manage the lists and added a “System Default”
column to the edit list.

7 Add User-All Lists

8 Remove User-All Lists

9 Copy User-Same Lists

8.1.1 Add User — All Lists

File

Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBiling System Favorites He

Egém«»m:‘.’ﬁ Q & FuU o

Email Distribution Lists A user may need to
Goto B .
Ao Distribution Code FCHKEST [Rccounts Pagable Check Bursting System Default Distribution List recelve a” emalls
[User Name Full Name [Email Address [status ~ |ssued from the
[MOFTEVS. [Mupdevd [Antheal lsupportBadnins .com Pictive . .
. Y Hends Tarantola Fendu@adeins .con ctive System; typ|ca||y, this
"
2Rere emad would be a “Super
2
Sasimie l—— : User” or a local system
W' Active Email Addresses X
et e ot administrator.
MIKE Mike Tuthill nike@adnins .con -
f————— MOORE Lufnn Moore luannBadming .com
5 Edi List | MOPDEV ADMINS, Inc. aucautoBadnins ,com
ng%aé gmmg. %n:. EE@PG;L] suppurtgsmmﬁ com
- Inc, LA support@adnins ,com
[ MUPDEV3 ADMINS, Inc, [Paull sug;nrt@adﬂns Jcom TO add the User at
6 Send Test Email L MUPDEVS MUPDEVS [THERESA CAMPBELL] supportBaduins .com
MUPDEVE MUPDEVE tBadh K H H
HETEL WETEVS Cherya e oine on once to all existing
7Add User-Al Lists —ll>) Fax ey Pal Pedre B Rahine on
PR, AIPMIN Pal Fadre - Adninistrator Pl faing con email lists, click the
PRINTSERVICE Bill Printing Service billprinting@service.con |
& Homove User-Al st ?gbgimm %Lénm{ Rumple vl onde feid rimplesél.\';un@uﬁms.cum ’7
——— resa Testing an Email only Iress theresaBadnins ,.com 7 Add User-All Lists
\ TEST test test testBad o
9 Copy User-Same Lists TEST2 test 2% tost2adnins con - [Add
[TESTUSR1 1 T M
e a N H
— — User-All Lists] button.
’ Find Search Cancel Help  Eof
— ; ; — ; e p— Select the user from
the pick list.
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8.1.2 Remove a Name from All Email Lists

March 2021

To remove a user

Email Distribution Lists

Goto.
P [ Distribution Code APBATCCEN | Eredit Card Batches not Completed by Due System Default Distribution List
User Hame [Full Name Email Address [status ~
MTEST_4 DMINS TRAINING RCCOUNT #4 ther com Pctive
MPLESTILSKIN Stilskin. Rumple [rumplest.ilskin@admins .com Fctive
Ll THERESA [Theresa [theresaBadnins .com Fotive
JHENDY Wendy Tarantola HendyBadmins .com Fctive
2 Remove Emal
| W [AUC] 20-Email Distribution Lists [theresa] X
3Add New List —
— Delete User From All Distribution Lists
4 Remove List —
|— Required: Enter Username | RUMPLESTILSKIN 1L @ pr—
S Edit List -
& Send Test Email — =

T ok, 1) | cancel | |Clearan
—

7 Ad aar 40 inte

8 Remove User-All Lists

from all email
distribution lists (for
example, due to
termination of
employment), click on

8 Remove User-All Lists.

[8_Remove User All
Lists].

This will remove the
username from the
email distribution lists
only; it will not
remove or inactivate
the user’s AUC

8.1.3 Copy a User to the Same Lists as an Existing User

Email Distribution Lists

Goto.
A | Distribution Code FFEATCLEN | [Eredit Card Batches not Completed by Due [ System Default Distribution List
[User Name Full Name [Email Address Status. A
] [BLll Davis lpdBadnins .con tive
IDAGF THN [Dagfinn Saether dagf innBacinins ,com Active
o AL Faul Fedro FaulBadnins .com lActive
[THERESA [Theresa [theresaiadnins , con Pctive
d WENDY Herdy Tarantola [HendyBadn ins .com Active
3Add New List
. 8 [AUC) 20-Email Distribution Lists [theresa] x
4 Remove List

Copy New User to Lists of Current User

SEMLst Required: Enter FROM Username Bill Davis |

Required: Enter TO Username | UANN | ‘LuAnn Moore ]

& Send Test Email

7 Acd User-All Lists. P
. OK x _ Cancel Clear All

8 Remove User-Al Lists - —

R—
8 Copy User-Same Lists

credentials.

If a user, LuUAnn, is
replacing another user,
BD, the new user LUAnn
may be added to all the
lists on which BD is
currently included. Click

9 Copy User-Same Lists [9 copy

User-Same Lists].

The existing user is the
FROM username and
the new user is the TO
username.

‘ Email Distribution Lists

Distribution Code FPBATCCEN | Eredit Card Batches not Completed by Due A System Default Distribution List

User Name [Full Name [Email Address Status ~
COpy BD to % lﬁn Tavis Jodad irs , con tive
LuA b [DAGETSN. [DagFinn Sasther [GaeF 1nnBadnins .con Potive
LA WuAnn Moore [Luanr@adnins .con Fctive
uAnn bejore e Faul Pedro a1 Badn s con ctive
. [TREFESA [Theresa [theresa@adnins .con Fotive
removing BD ey erds Tarantals Forsidiadire .con Fetive

This feature may also be
used to add new hires
to all lists for a given
department.

from all lists.

[ADM-AUC-SY-8176]
[ADM-AUC-SY-8181]
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9 INTERFACES/IMPORTS

March 2021

The Upload Vouchers from a Spreadsheet process was not marking vouchers with a 1099 code when
the code was supplied in the spreadsheet. ADMINS corrected this, and now if the spreadsheet includes

a 1099 code, it will be shown on the voucher.

Batch_# Vouchers - Posted Eloserd
Voucher# THERESA
Goto
S
P Vendor 030085 01 Check Type Printed Bank EAST
HOZNIAK LAW GROUP AS ATTORMEYS Vouchers uploaded from a Check#  See Check History
3273 STATE ST spreadsheet always have a Separate Check
88460000 batch number that begins with Hold Check
MIDDLESEX "L 021 Type P Pauynent Voucher
NJ  08846-0000 UR
) |
Amount to Pay Vendor
2 Details (1) 3 tems. 4 GL D S Status History 6 Check Hist (1) 7 Changes Q Attachments 679.74
Line ltem Qty Uom Item Descripjd Price  Freight Other $ To Retain Ext Amount
B 1,0000 Grant. Bauent. 679,7400 679.74
Split 0200-450-0000-004£00-00-53610 WELL REHAB
Entered 679,74 Liquidated Retained Paid 679.74 Balance

Figure 24 Voucher created via the voucher upload process with the 1099 code

10 SITE SPECIFIC ERROR CHECKS

System P Site Specific Error Checks P AP

== [AUC] 7-Site Specific Error Checks

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help

R &SE we»m Y Q@ EFu

Site Specific Error Checks
Goto.
Actions
Task Code ESEE ccounts Pauable Entry Error Check
[seq#[Description [Action Code [value [Buttons [~ I
L TR N g Rpve— o S Wamie @ Hard Emor O NaMessaoh JURIIID S [ S >
o (heck u.ns cowor, 1 Jate & Hac.nc s wraniiyg

& _ rare Etvos tgﬂ?l ..... age, N |
21 [Check for Missing Allocation Code (MDF) ) Waming () Hard Eor (® No Message | | |

22 |PO has Uty, Freight/Other is a Credit ) Warmning (® Hard Error
23 |PO has Oty, Continue from Previous Error )Waﬂi.ng (®) Hard Error

() No Message
() No Message

-- Added 11-Feb-2021 By ANTHEA Changed by Status: Site Check Active

[ADM-AUC-AP-1064]

ADMINS added two
site specific error
checks to the AP
processing of
vouchers that pay
against purchase
orders that have a
quantity specified.
The recommended
setting is © Hard
Error. The intent is to
prevent credit

amounts in the “Freight” and “Other” columns from impacting the encumbrance of the purchase order.
These two checks work together — and should be set the same way — if 22 is a Hard Error, 23 should be

as well, and so on.
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10.1 Example — PO #194515 With Quantity Specified

== [AUC] 3014-PO Query - Posted H H
File Edit Ledgers Purchase Orders AccountsPayable Fied Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System  Favorites Help Th IS PO has 2 Ilnes eaCh
BEBE wesm E%Q@Es ; ;
ik line has a quantity of
Open
PO Query - Posted ifi
= 2 three specified.
Vendor Code 027483 01 DeptCode KMA KA Oeliver To 7 KEOUGH MEMORTAL ACADEMY
Adoie AMAZON CAPITAL SERVICES Via Emal PO Date 01-Jul-2020 FY 2021 invoice To 14 BELLINGHAM BUSINESS OFF
PO BOX 035184 TypeCode R  Regular Detve: ote ernal Note:
SERTTLE No text available No text available .
otnecances | W S012¢-5164 stip ToAtn No freight or other
Ship Date
i A charges are encumbered
Detas 2 3 tems 4 GL Detais S Status History 8 Vouchers (1 7 Changes (1) 8 Attachment (2) 202,11 .
Price on this PO.
Line Item Item Description FA Freight Other Ext Amount Retained Balance
i L0000 | Post It Dry Ersse Whitsboard Filn Surf 41.1100 123,33 123.33
roll (DEF4X3)
Spit = ~07-00-54160 GENGRS LES000Y SUPPLIES - KMA
B wute 18038612 Flip Top Clear, 12 P | 26.2600 78.78 78.78
7,63 x 6,5 x 4.5
Spit 1000~-300-2430-602-07-00-54160 ART SUPPLIES - KMA
Encumbered 202,11 Liquidated Relieved Paid Balance 202,11
Retained Liquidated Relieved Paid

10.1.1 Voucher Pays an Invoice with “Freight”

and “Other” Charges

A voucher is processed against the purchase order, for a quantity of one on each line; in addition, the

invoice includes a

.E [AUC] 2001 -Voucher Entry H
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumenResources Budget Collections Tax MotorExcise MiscBiling System Favorites Help Cred it for a
al i " H 7
B EE me+m EHQ @ &F freight” amount
Batch #1639 Voucher E: m “ ”
| Nouthers sara ntry and an “other
At Vendor 27483 1 Invoice#  [TESTING AOM-ALC-AP-1075 W2 @ Print O Manual OACH #OWire O Mo Chi amount.
- AMZON CAPLTAL SERVICES invDate  [Pa-Feo-202L Check Date Bank [ERST
PO BOX 035184 Cuslomer# [w1 Separate Check []
¥ Go Ta Bateh SEATTLE Depl.Coge A KMA Hold Check O
Wi 98124-5184 Vou Date [Pa—Feb-2021 FY 2021 Type £ Credit H
Oue Date ES—fec-2021 Terms R SI nce the error
i it to Pay Vendor check is set to
2Enl 3 hems 4 GL Detaile £ Status Htory a Frelgh‘ 42 37 “ ”
, - [6-15.00 | - Hard Error”, the
Line Item Qty Uom Item Description Price booM SUPPLIES - mnm Ext Amount
1.0000 Post Tt Dry Erase Rhiteboard Film Surface for Hal [ 41,1100 o 26.11 t ” t
Som 5 ot 1000-300-2430-600-07-00-54 160 GENERAL (LRSS system will no
1099 [ FA [ PO8 194515/1 [ [e -10.00
B T.0000 Bterilte 18038612 Flip Top Clear, 12 Pacl I 26,2600 8 ~10,00— 16,26 allow the voucher
Solt 1000~300-2430-602-07-00-56 160 ART SUPPLIES - KMA i K
1088 [ FA[ POw 194515/2 to be pald Wlth
B /Add Voucher 7AddLne 9 Check Voucher P h Prooress Entarad Amount 42,37 the credits in the
« . »”
— Freight” and/or

“Other” columns.

2790-FMREP: APVOUERR .REP Printed 23-Feb-2021 at 15:36:34 by THERESA
City of ADMINS

Error Check Vouchers

Page 1

UserBatch Expected Entered Batch Errors:
16639 42.37 42.37
Voucher# Vendor Voucher Errors:

469574 027483-AMAZON CAPITAL SERVICES

Line GL Line Error
I Warning: Payment $26.11 less than PO Line 1 Balance $82.22 [No wI®l 7

*** P2147-A Credit in Freight or Other will NOT increase Amount/Qty on PO.
1 1 **+ DP2148-Enter Credits on Separate Credit Voucher to Increase Amount/Qty on PO
2 Warning: Payment $16.26 less than PO Line 2 Balance §52.52 INo wrl

**% P2147-A Credit in Freight or Other will NOT increase Amount/Qty on PO. |
2 1 PO

*x%x D2148-Enter Credits on Separate Credit Voucher to Increase Amount/Qty on
T

The hard error instructs the user to process the credits on a separate Credit Voucher.

[ADM-AUC-AP-1075]
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10.2 Accounts Payable Error Check — Credit Card Sites [Enhancement]

The voucher entry screen checking report will no longer include warnings on Credit Card batch vouchers
with duplicate invoice numbers/amounts when module control 2152 is set to “Y” and Site Specific
Error Check #20 is set to “Hard Error” or “Warning”.

Accounts Payable Module Control
Goto
Seqe|Description |Answer Buttons ~
(o GL Fiscal Vear 021
2 Hame of Comnunity City of ADMINS
__} End Month and Day of Fiscal Year CJUN30] JUNSO
8 Msed to Validate How Many Years from current FY ausercanadll =~~~ o
B0 [Common Transfer Directory H:\auc_developrent \aduhome \transfer
91 Bereen Tineout for Post{ng/fpprovals screens 1200
T rom— ravwr
nclude Irvoice Date when checking for a duplicate Invoice® oY | TeR
z : . r | |
2201 [Tolerance % for Vouchers vwith Purchase Orders 5.0 | |v
Status: Active
Site Specific Error Checks
. ADMINS provides error
o TaskCode  FGNEMEMM Focounts Pausble Entry Error Check checking to prevent
Seapeiaiption [Rcion Code processing duplicate
1 lendor on Hold ) Waming (Euam Emror () No Message
2 Reait RAddress rot AP ) Waming () Hard Error (@) No Message paymentS for Vendor
3  Rllow Voucher Terns different to Vendor [ ) Waming (@ Hard Error () No Message . .
5 ioucher Account Different to Item Acct o) Waming () Hard Emor () No Message Involices.
a8 1099 Vendor with no FID o) Waming (_Hard Error () No Message
7 PO In Different Fiscal Year _) Waming () Hard Error (@) No Message
8 Jllow Personal Services Rccounts ) Waming () HardEmror (@ No Message . .
9  Mire Transfer to have Blank Check Date | )Waming (® Hard Error () No Message The error CheCkIng IS
10 Rllow No—Print Checks to have blark Date | ) Waming @ Hard Eror () No k . . .
11 Jllow Rssets Account Tupes [®Waming () HardEmor () No Message controlled via a combination
12 Rllow Liability Account Tupes _) Waming () Hard Error (@ No Message
13 Jllow Fund Equity Account Tupes (OWaming __C)HardEror _(® No Message of the Accounts Payable
14 RAllow Expenditure Account Tupes JWaming () Hard Emor (@ No Message
15 Rllow Revenue Account Tupes [®Waming O HardEmor () No Message MOdUIe contrOI #2152 and
16 Rllow Irwv Date to differ fFrom Vouch Date | ) Warning (_Hard Error (@) No Message . o peo
17 JAlTow 1099 Code difFerent to Vendor SWarming C)HardErtor O No Wessage the Site Specific Error Check
18 Rllow Retainage to be Liquid on "L" Tupe [ Waming (O HardEmor () No Message
—— e — - — — Emor () No Message # 20
ck same Vendor, Inv Date & Amount @ No Message].
C . “YHard Emor (®) No Message |
has Qty. Freight/Other is a Credit o) Waming () Hard Error () No Message
23 PO has Qty. Continue From Previous Error [@ Waming ) HardEmor () No Message . .
24 [Voucher date cannot be after today ) Waming () Hard Error (@) No Message Per SIteS that use Credlt Card
batches:

“The credit card batches are not an issue because they download correctly. Manual entries (are) ... a problem and this hard error
is a welcome check.”

[ADM-AUC-AP-1060]

11 HELP REFERENCE LIBRARY

The following new or updated documents were installed in the Help Reference Library.

11.1 New or Updated Documents

e COMMODITY ITEMS AP-510 Adding Commodity Items [Updated]
e YEAR END PROCESSING AP—720 1099 Processing [Updated]
e SYSTEM SY-150 Email Distribution Lists [Updated]

SY-170 System Administration Kit [Updated]
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