ACCOUNTS PAYABLE

RELEASE NOTES MARCH 2022

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 22.1

Accounts Payable

March 2022

1 CHECKING BUDGET DURING ACCOUNTS PAYABLE PROCESSING

The system checks available balances to verify funding of a line item. There is an option in the General Ledger
Chart of Accounts screen to specify a summary “roll up” account as a budget check account for each expenditure

account. See Help Reference Library GL-230 Summary Accounts.

1.1 Account Using a Budget Check Account

== [AUC] 1000-Maintain Chart of Accountsl

Maintain Chart of Accounts Last Changed
Gote Last Trxin FY
Actons FY oz accont |L000-303-3300-501-06-00-52090
Description
1-Add Account
2 Edilet ‘ Account Type E Expenditure subType F Posting Entity [T TOKN OF ADMING
ErrorList Accounting Purpose Budgeting User Defined
#ZemAceounls || gpocialRevenus? O Yes @No Budget Group [TRANSPORT | TRAMSPORTATLON/SCHOOL DOE Line 1 fTRANSP
CashAccount?  OYes @MNo DOE Line 2 FeRT 2
SSUmmAyACEtS || |ntedund Transfer? ()Yes @MNo BudgetType @ Operating COAGode 3 o
e— SelectforintDist?  (OYes @No (O Personal Senvices COACode 4 i
FWACESICE | CopytaNedFY  @Yes OMNo Car COA Gode 5 B700
Pr—— O Not Budgeted gg:gggzs TRANS:
Human Resources Account Access (O Read Only OLimited @ Full COACode 8 REG
Perves Account OYes @ COACode 9
No COACode 10
[ Budget Check Account ] Concaae 1t —
" TEST
Budget Check Account  1000-303-3300-000-00-00-52000 8-Goto Acct
Description  TRANSPORTATION EXPENSES SUMMARY
Adj Debits Credits. Remaining Balance
Actuals | 21560,00 | | | | | 21560, 00
Work in Progress | [ 1830,00 [ | [ -1830,00
-- Added 05-Jun-2021 By Changed by

Figure 1 An account that uses a Budget Check Account

This account uses a
summary account.
Budget check accounts
are highlighted in green
at the bottom of the
chart of accounts
screen.

1.1.1 Voucher Expenditure Line Using a Summary Budget Check Account

= [AUC] 2001-Voucher Entry |

ATE BUSES - HS

[ [

Spit
[l [es00 [ kA I
Spit

U Bv Account

Batch # 17030 Voucher Entry Ertry Began
Voucher# 482103 Batch not. Ready
Goto.
oo Vendor 13402 1 Invoice#  AP-1150 Print  OManual OACH Owire  (ONoChk
o ADKING FRINTING CO. INC invDate  [18-Jan-2022 Check Date ~ Bank fos
v Goromaten | | P+De BN 24d0 Customers Separate Check []
° 10BN Wew BRITATN Dept Code COLLECT COLLECTOR HolaCheck [  Certified Payroll
O 08050-2440 Vou Date [16-Ja-2022  FY 2022
DueDate [13-Jan-2022 Terms fiIR Type P Payment Youcher
Amount to Pay Vendor
2Entry (S 3 tems. 4 GL Details. 5 Status History Q Aftachments. 2000, 00
Line Item Qty Uom Jtem Description I Price Freight Other $ To Retain Ext Amount
7 1,0000 [[tem with a budget check account 1550,0000 [ J 1950,00

fo000-000-0000-0 1: View Trans History for FY 2022 Account 1000-303-3300-501-06-00- 52090
1009 [ FA[
BT 1.6000 7R 2: View Vouchers in Entry for Account 1000-303-3300-501-06-00-52090
e o000-000-0000-0f 3: View Vouchers in History for Account 1000-303-3300-501-06-00-52090
1089 [ FA[
1.6000 A W' 4: Budget Account Balances for FV 2022 Account 1000-303-3300-501-06-00-52090
e o000-000-0000-0f 5: Budget Detail Accounts for FY 2022 Account 1000-303-3300-000-00-00-52000
1wee [ FA[
I- Budget Account Balances for FY 2022 Account 1000-303-3300-501-06-00-52090 %
Summary Account. osted Balance WIP Balance Ren Balance Tof
52000 = e
v
6 Add Voucher 7 Add Line 8 Copy Line

0K Find Se:

arch

Help | [Eof

Figure 2 Voucher with an expenditure account line that uses a Budget Check Account

“Right click” on the
account number to
see the budget for
the account. When
this voucher is
checked, the system
will check the budget
check account as
shown in Figure 2.
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ADMINS Unified Community

Release Notes — Version 22.1

Accounts Payable

1.2 Account Without a Budget Check Account

Accounts may exist without using a roll up or budget check account. The image in Figure 3 is an example of an
account that does not use a budget check account.

March 2022

== [AUC] 1000-Maintain Chart of Accounts |

Goto...

Maintain Chart of Accounts

Last Changed THERESA
01-Mow-2021
LastTin FY

Actions.
ccount

J0096-430-0000-004-00-00-51800 |—

Description EDUCATION IMCENTIVE

1-Add Account

Vouchers using
this account will
check only this
expenditure
account balance
on any line where
the account is
used.

2 Eat Lt | Account Type - Expenditure SubType P Postirg Entity [T TOWN OF ADMINS
Error List Accounting Purpose Budgeting User Defined
dFerAccounts || gpocialRevenue? (OYes @ No Budget Group ETORFHATER STORMAATER MANAGEMENT DOE Line 1
CashAccount?  (OYes @ Mo DOE Line 2 PART &
SSummaryAets | nierfund Transfer? (OYes @MNo Budge! Type @ Operating COA Code 3 L
S New Acet SelectforIntDist?  (OYes @ No (O Personal Services COACode 4 110THR
ewAcESneE | copytonentFY  @Yes ONo OcP COACode 5 100
7 Copy to New FY O Not Budgeted ggt\g::zs ’71—
Human Resources Account Access () Read Only O Limited .
Per Sucs hccount O'Yes @ No No budget check account is set up
Exclude from Budget Mill Rate OYes f : P
or this expenditure account

e

Budget Check Account
Description

0000-000-0000-000-00-00-00000

‘Debi Credis Remaining Balance

Actuals. [ [ [

Workin Progress | | [

-- Added 01-Nov-2021 By THERESA Changed by

168000 [ [ [ -1680,00

Figure 3 Expense account that does not use a rollup — the balance of this account only will be checked

1.2.1 Voucher Expenditure Line Not Using a Summary Budget Check Account

== [AUC] 2001-Voucher Entry]
Batch #17030 Voucher Entry Entry Began
Voucher# 482103 Batch not Ready
Goto.
s Vendor 19302 1 Invoice#t  AP-1150 Print  OManual OACH Owire  (ONoChk
ons ADKING FRINTING CO. INC nvDate  [15-Jan-2022 Check Date Bank fTI05
\ omapaten | PeDs BOH 2040 Customer# Separate Check []
LEOTOBNEN ey BRITATH Dept. Code FOLLECT COLLECTOR HoldCheck [  Certified Payroll
CT 08050-2440 Vou Date [I5-Jar2022 FY 2022
DueDate [15-Jan-2022  Terms [lOR Type P Paument Voucher
Amount to Pay Vendor
2Entry (5 3 tems 4 GL Details 5 Status History Q Attachments 2000, 00
", H H 7
Lineltem  Qty  Uom fem i Price Freight  Other  §ToRetain Ext Amount nght click” on
= T.6600 ten wit ccount, | 50,0000 I I 50,00
Spii U By Account ATION INCENTIVE the account
number during
1: View Trans History for FY 2022 Account 0096-490-0000-004-00-00- 51800
2: View Vouchers in Entry for Account 0095-490-0000-004-00-00- 51800 voucher entry to
3: View Vouchers in History for Account 0096-430-0000-004-00-00-51200 :
Entered Amount 2000.00 see the options
4 Budget Account Balances for FY 2022 Account 0096-290-0000-004-00-00-51800 . .
5: Budget Detail Accounts for FY 2022 Account 0000-000-0000-000-00-00-00000 for lnformatlon
for the account.
) i Budget Account Balances for FV 2022 Account 0096-490-0000-004-00-00-51800 X
There is no ¢
summary budget ISummarg Fosount, Posted Balance WIP Balancs Ren_Balance] Tnf‘
check set up for this | |
account
0K Find  |Search Help | |Eof

Figure 4 This account is not set up with a summary budget check account, so no account is listed here

If there is no budget check account used for the expenditure account on the voucher, the system checks the
expenditure account; as shown in Figure 4, there is no summary budget account set up.

[ADM-AUC-AP-1150]
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ADMINS Unified Community Release Notes — Version 22.1

Accounts Payable March 2022

1.3 Voucher Edit List with “Hold on Vendor” Note

AP » Enter Bills (Vouchers) P Batches

ADMINS added a field to the Voucher Edit List that will indicate that a vendor is on hold. Help Reference Library
AP-350 Put a Hold on a Vendor describes how to use Hold Codes and their impact on processing.

1.3.1 In Process Batches

Click [7 Edit List] on the Voucher Batch Entry screen to produce the report.

== [AUC] 60-Voucher Batch Entry] - X
Voucher Batch Entry Reacly for Posting
Gete Batch 7o Default Bank TOBANK
act Default Dept  COLLECT COLLECTOR
ons VoucherDate  [0d—Fek-2022
Default Type P Paynent. Voucher ® CheckiWire/ACH (O Mo Check (O Manual Check Entry Began
Error Status
1Add New Batch Expected Entered Balance Ready for Release
Price 2dE3, 2800 2469, 2800 Disapproved
Freight Ready for Posting 2
2 Last Batch Other Awating Approval
Totals 2469 .28 2469 .28 Change Orders
3 Add Vouch open
ueher Submit Batch for Processing OYes @®HMo Closed
4 Check Batch
® 7 Task 2710: Voucher Entry Edit List X K
[Vouchers [Vendor "
482116 |0L0852-01 VYoucher Entry Edit List Edit Voucher Lines "
9 Bateh List GEZIE _ [o00eoe-oL | ["Eat Voucher | [Lines
Optional: Enter Youch# l:l
& Voucher List H
7 Edit List Run as @ preview O Print OPDF (O Excel H
18 It Printing use Duplex @ vyes (O MNo H
8 Cover Sheet Lookup 0K Cancel Clear All H
T — T
A pan gl e et it P - = R o —— o

E TedRE - AP_Voucher_EditI
e T Tormar Dpton

Courier New -[s < Blz|ujm-] =|

HEIE]

2710-ABVOUEDT_AUG.REP

Printed 14-Feb-2022

ac 17:26:50

City of ADMINS
Voucher Entry Edit List

Page 1

Tnveicet Inveice Dave Check Details
1z Check Type: Printed Sepazate Chk: No  Hold Chk: No
Voucher Type: Paymens Voucher Cers Pay: No
@y price amount
1.0000 1000000
1 6-490-0000-004-00-00-52568 sEavIcEs - Ms4 = 100.00

T7ees To05 ss2lic  De-en-2022 61085201 GOUCONNECTION, INC ADM-AUC-AD-1154 | Check Type: Printed Sepazeve Chk: No  Held ks No
Voucher Type: Daymene Voucher Cese Tay: No
BOX 81018
WOBURN, MA 01813-0000
B Comm. Item line ciVendor Hold: Under Investigati ey Price $ to Retain Amount
ot 195866/1 1 Laptops - StallSrock Smareboard project 20000 234800
quote 25203434.01
1 1000-301-0000-000-00-00-52085 SGHOOL PRIOR YERR EXPENSZS 1,846.9¢
ot 185886/2 upgrades 2 0000 52 3000
25209494.01
1 1000-301-0000-000-00-00-52085 SCHOOL ERIOR YEAR EXPENSZS 185,50
20t 135866/3 s Memozy insvallation 2.0000 &.0000
25208453.01
1 1000-301-0000-000-00-00-52085 SCHOOL ERIOR YEAR EXPENSES 16.00
20; 13586674 1 Docking stasion 2.0000  160.2600
25208484.01
1 1000-30170000-000-00-00-52085 SCHOOL ERIOR YEAR EYPENSZS 20

[ADM-AUC-AP-1154]
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1.3.2 Posted Batches

March 2022

ADMINS made a similar change to the #2711 Reprint Voucher Edit List for Posted Batch report. From the menu,

select:
AP ) Enter Bills (Vouchers) P Reprint Voucher Edit List for Posted Batch
—“Tﬁ B|r|ufms] =| (€ 23] &

city of ADMINS
Reprint Voucher Edit List for Posted Batch

AIM-RUC-AF-1154

€ G-reb-202d GOVCONNECTION, INC ADM-AUC-AP-1154

WOBURN, MA 01813-0000
1| Vendor Hol

Under Investigation aty Price 5 to Retain

2 BATCH COVER SHEETS [Enhancement]

AP » Enter Bills (Vouchers) P Batches

Voucher Batch Entry I Needs Budget Override I

Goto.

Batch [OECEEMME  DefaultBank fTO0S  TDBANK
et DefaultDept  OLLECT COLLECTOR
o Voucher Date  [15-Jan-2022
DefaultType P Paunent Woucher @ CheckWireACH (ONo Check (O Manual Check Eniry Began
Ertor Status.
| A Now Bt Expected Entered Balance Ready for Release
Price 9000.0000 20000000 Disapproved
2 Lot aten Freignt [ Ready for Posting
esteatd Other Awatting Approval 1
Totals 200000 200000 Ghange Orders
Open
2Addoucher Submit Batch for Processing OYes @No Closed
4 Check Batch
o iy Ttalstatus
e Beten Lt [@E2103__|019902-01 ADKING PRINTING (0. INC _[Paunent Vouch 000,00 |Needs Budget Overrid | | EdtVoucher | | Lines | | °
atch Lis
& Voucher List
7 EdtList

8 Cover Sheet

9 Send Batch to

0 Report 2603

Dn

2.1 From the Batch Screen for In-Progress Batches

wid BATCH NOT READY &

Figure 5 The message used to just read “*** BATCH NOT READY***

[ADM-AUC-AP-1154]

ADMINS improved the batch status note
at the top left of the batch coversheet
report, so the specific status of the batch
is available “at a glance”.

The batch owner can run the report for
their own batches by selecting
[8_Cover_Sheet] from the Voucher Batch
screen for any checked, error-free batch.

The message used to provide less
information; now the actual status is
based on the vouchers within the batch
(Needs Budget Override, Level Approval,
Ready for Release, etc.,) will be provided.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2760-APBCHCOVERSHEET AUC Printed 04-Feb-2022 at 15:10:14 by THERESR

Entered by: THERESA

Batch$: 17030
Department: COLLECT
Expected
¥wd BATCH NOT READY *¥%* Price 2,000.0000
. Freight
Needs Budget Override other
Total 2,000.00

Figure 6 Message now shows more detail on batch status

City of ADMINS
Batch Cover Sheet

Batch Date:
# Vouchers:

Entered
2,000.0000

2,000.00

Fage 1

18-Jan-2022
1

Variance

2.2 From the Menu for Posted Batches

Accounts Payable
Enter Bills (Vouchers) »
Change Orders
AP/PO Dashboard
Liquidate Vouchers

Batches
Entry

Edit List
Release

Vendors Voucher Selection Error Report

Commodity ltems Post

D=l (eniy Reprint Batch Cover Sheet for Posted Batch

To generate the Batch Cover Sheet for a
Posted Batch, from the menu select AP p
Enter Bills (Vouchers) P Reprint Batch
Cover Sheet for a Posted Batch.

Posted batch status can be Open, Closed, Change Order in Progress, or Cash Disbursements.

(2761-APBCHCCVERSEEET FOSTED J

City of ADMINS
Reprint Batch

Batch#: 17029

Cover Sheet for Posted Batch

Page 1

Expected
500.0000

Dept: ADMIN
User: WENDY

Batch Status
Closed

TOWN ADMINISTRATOR Price

Freight
Other

Total 500.00

Entered
500.0000

500.00

Variance

Voucher# VoucherDate Name and Address

nv Date Invoice#

Emount

482102 17-Jan-2022 EAST 17-Jan-2022 IEST
GL# RAccount# and Description

1 0096-490-0000-004-00-00-52030 TELEPHONE

500.00

Figure 7 Example of a Reprinted Batch Cover Sheet for a Posted Batch

3 VOUCHER CHANGE ORDERS [Fix]

There was an issue when doing a voucher change order that was attached to a PO. Prior to the update, the
encumbrance relief transactions were missing a header record, which prevented posting to the GL. This has been

corrected.

4 VOUCHER EDIT LIST CHANGES

[MDT-SUP-SAPLAUC-2054]

[ADM-AUC-AP-1157]

ADMINS enhanced the edit list reports for vouchers in the approvals process and when selecting the edit list from

the menu. Each process produces the same report.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.1 APPROVALS EDIT LIST [Enhancement]

March 2022

E [AUC] 2521-Ne_eds SupewisorApprovﬂ

Needs Supervisor Approval

Gato..
1 Set All Approve 2 Set All Disapprove 3 SetAlllgnore.

Actions

4 Process Approvals

S Usrat_ ][ 6 voueh | 7 Vendor iame [ soesicode STom

[pprove/Disapprove/ignare

17031 482110 |OCKERS COMPANY FIRE 63805,23 @) ®
17038 482150 FIRE 5000000 (@) ]

W7 Task 2712: Voucher Entry Edit List
Vendor # 00775
Message

Notes Print

Voucher Entry Edit List

Optional: Restrict to this User Batch

O All Vouchers @ This Voucher Only

Optional: Enter up to 9 Youcher#'s Edit_ [0 values:

Ready

Run as @ preview O Print~ OPDF O Excel
If Printing use Duplex ®‘es (O No

To view details for all
the vouchers at once,
the edit list offers an
option to print “All
Vouchers” or “This
Voucher Only”. If
opting to “restrict to
this User Batch”, first
select the ® “All

Lookup Cancel Clear All

Figure 8 Options to print the edit list for multiple vouchers

In the example below, the edit list was restricted to a single batch LV10814.

Vouchers” radio
button.

% TedRE - AP_Voucher_Edit_THERESA[12].lis

File Edit Format Options

[ Courier New Sz~ B|7|ulm-] |

BOETE]

2710-APVOUEDT_AUC.RED

Printed 08-Mar-2022 at 18:10:36 by THERESA

Dage 1
City of ADMINS
Voucher Entry Edit List
Batch§ Bank Voucherg VoucherDate Vendorf Name and Address Invoice§ Check Details
LVL0B14  EZAST 482176 08-Mar-2022 030668-01 MURRAY, KELLY & BERTRAND, EC 315 Check Type: Erinted Separate Chk: Ne  Hold Chk: Ne
322 NEW HORIZON BLVD Voucher Type: Payment Voucher Cert Pay: No
MILWAUKEE, WI $3207-0000
FO% Comm. Item line GL# Account & Descripticn Qty Price Amcunt
1 Grant Payment 1.0000 50,750.0000
1 0200-450-0000-004-00-00-52500 DUES/MEMBERSHIPS 50,750.00
LVL0B14  EZAST 482182 08-Mar-202Z 030674-01 WILLIAM AUGUST, I5Q. 315 Check Type: Erinted Separate Chk: Ne  Hold Chk: Ne
74 § WESTGATE ST Voucher Type: Payment Voucher Cert Pay: No
ALBENY, NY 12204-0000
EO Comm. Item line GL# Account & Description Qry Price Amount
1 Grant Payment 1.0000 &0,000.0000
1 0200-450-0000-004-00-00-52400 PROFESSICNAL SERVICES €0,000.00
LVL0B14  ZAST 482183 08-Mar-2022 030675-01 WOZNIAK LAW GROUF AS ATTORNEYS 315 Check Type: Erinted Separate Chk: Ne  Hold Chk: Ne
3273 STATE ST Voucher Type: Payment Voucher Cert Pay: No
MIDDLESEX, NJ 08846-0000
EO Comm. Item line GL# Account & Description Qry Price Amount
1 Grant Payment 1.0000 75,000.0000
1 0200-450-0000-004-00-00-52400 PROFESSIONAL SERVICES

75,000.00

#%% Crand Total *+%

4.2 Voucher Edit List [Enhancement]

Another way to produce an edit list of selected vouchers is via the Voucher Edit List screen. From the menu, select:

[ADM-AUC-AP-1155]
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AP » Enter Bills (Vouchers) Edit List

Voucher Edit List Prior to the
Goto... f d
o 1 Select All 2 Deselect All 3 Print Edit List software up ate’
Sel| 4Batch 5 Entry User [ &Depariment | 7 Slatus P Bt ch Total]VOLICh TS ~ the prompt had
F90Z5E0_ [THERESA [COCLECT [ENTRY BEGAN . 1630.25 | Detais an Option al:
E1 57 Task 2710: Voucher Entry Edit List X 348,44 |[Detde
i 717 .62 Details Enter Vouchit
H Voucher Entry Edit List 886,78 Details ) K §
A 13560189
ii] Optional: Enlchuuch#D 131649, 16 g:::i fleld' Thls fleld
H 1015.46 | Detais was not
G 1015,46 | Detais
{4 Run as @ preview O Print - OPDF O Excel -
H -213,22 Details
E If Printing use Duplex @ ves (O No EENET D:t:\s neces.sary/ as the
E Lookup Cancel Clear All 1;31222 getﬂ‘z SEIECtlonS are
S B eta .
FRI03E33  [HNOWLAN I I 40055,18 | Detals made via the
17037 [AHTHER [FIRE [NEEDS DEPARTMENT HERD APPROV 465040.21 | Detais .
- - checkboxes in the
Figure 9 Before — the prompt had an unnecessary option first column
== [AUC] 2010-Voucher Edit List| - o X
Voucher Edit List
Goto.
I riens 1 Select All 2 Deselect All 3 Print Edit List
sel dBaich  [Fre & Depariment 7 Status Batch Total[Vouchers | ~
[ [PRO0Z539 | 40055, 16 | Detals
FIRE MEEDS SUPERVISOR APPROVAL 50000, 00 Details
4] |17038 FIRE EFTRY BeaAn F5080.,57 | Detals
[ [17033 FIRE
3 (17031 1 EOCCY| 1) Task 2710: Voucher Entry Edit List %
‘ EE;; Youcher Entry Edit List
CoLL
[1 [17025 FTeE]
[1 [17024 FIe|| FUn 98 @ Preview O Print - OPDF O Excel
0 (17019 FIrE|| M Printing use Duplex @ ves (O No
1 (17018 ;EEE Lookup Cancel Clear All
ADM m— —— m—
D 17016 ‘\ ADM ENTRY BEGAM Details
1 (17014 FIRE ENTRY BEGAN Detais
D 17011 FIRE CORRECT ERRORS 36d,12 Details v
7 zaen !

Figure 10 After — selections are made in the first column via the checkbox

TLO-LEVOUSDL BUC.HEE | Primsed 17-Feb-2022 av 14:21:27
City of ADMINS
Voucher Entry Edit List

Dage 1 |

See quote for projest list

1 1000-301-0000-000-00-00-52085 SCHOGL BRIOR VEAR EXPENSES

Batchs Bank Voucherg 9 HH
The resulting edit list
— only shows vouchers in
17030 TDOS 482103
015402-01 ADRINS PRINTING CO. INC AD-1150 18-Jan-2022 Check Type: Printed Sepay
e i =2 the batches that are
MNEW BRITAIN, CT 0&050-2440 I d . h f'
im line CL§ Account & Description Qty Pried se eCte In t € IrSt
POE @ | f h
________________ 1 Item without & budget check account 1.0000 50.000 co umn O t e Screen
1 0086-450-0000-004-00-00-51800 EDUCATION INCENTIVE
: Toem wioh o budgen chack sceouns Lomo e Vid the checkboxes.
1 1000-303-3300-501-06-00-52090 LATE BUSES - HS
05253701 GoER CouEANT T SmsTsTeTS e S T s 5w IN this example, only
DO BOX 810 Voucher Type: Payment Vouc!
SROCKTON, A 03203-0000 batches 17030, 17031,
___________ and 17038 were
17031 EAST 482110 1 PA system and Bell system upgrade for High School 1.0000 &2,805.230

selected; they are the
only batches shown on

007788-01 ABC CLIG ADFRFCF
P.0. BOX 1911

SANTA BARBERA, CA 53116-1511

01-Feb-202

2  Check Type: Princed Separste THE— WD

Voucher Type: Bayment Voucher

Cert Bay: No

17038 EAST 482150

m line EL¢ Account & Description qey Price Amount
wa 1.0000 0,000.0000
0100-430-0000-004-00-00-52702 HOUSEHOLD HAZARDOUS WASTE DAY 50,000_00

“+* Grand Total “**

[ADM-AUC-AP-1155]
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ADMINS Unified Community

Release Notes — Version 22.1

Accounts Payable

March 2022

5 VOID PROCESSING — VENDORS ON HOLD [Enhancement]

AP » Disbursements P Void Processing P Void/Replace with Manual

Edit Void Check File

Goto.

fET Bank [TDOS TDBANK Check [00Z3054 Check Date: [17-Jan-2022
1Add Check Vendor 010852 Remit 0 Check Details

2 Delete Check GOYCONNECTION, INC

Under In

Amount: 1176.,01
3 Edi List BOX 81018 Type: P Printed
HOBURN Status:
MA 01813-0000 Warrant: Q00000
Lines: 4 View Lines.
Select Method below for Voiding Check nter Void Date

1 @ Cancel check and replace with manual check

3 (O Cancel check and reopen vouchers for later payment
4 (O Tailing - Cancel check and replace with Manual Check

5 CIearVnD

8 Return to Steps Menu

Check Error

E2803-Vendor is on Hold. Manual check cannot be issued. Review
Vendor

Ready Lkup up

Figure 11 Attempting to Void Check/ replace with manual when the vendor is on hold

Why are the other methods available for vendors on hold?

If a vendor has been
put on hold, and a void
with Method 1 is
selected, when the
void date is entered,
the system will display
a message that the
vendor is on hold and
will not issue a manual
check.

If the manual check
should be issued, first
remove the hold from
the vendor.

Methods 2, 3, and 4
will still be available for
voids.

Method 2 cancels the voucher, method 3 re-opens the voucher making it subject to the normal
processing checks and restrictions, and method 4 changes the vendor on the check so the original

vendor being on hold is not an issue.

[ADM-AUC-AP-1156]
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ADMINS Unified Community

Release Notes — Version 22.1

Accounts Payable

6 REPORTS

== [AUC] 2975-Report Library by Voucher |

Goto.

Report Library by Voucher

Report Name

Actions

[View Report _[Last Run Date

[Run Time

——————— hers In —————
[2605-In Progress Wouchers — Sumwary Run_[30-Aug-2021 [10:45:07,74
[2608-In Progress Wouchers — Detail Run
[BB06-In Progress Wouchers — by Status/fperoval Run
Report Categories. [2607—In Progress Voucher - w/ GL Budget Detail Run
1 By Vendor [BB09Wendor_with sane Irwoice Date/fnount Run_[05-How—2020 [11300310,68

2By Commodity tem |~~~ Open Vouchers ——————

3 By Purchase Order 2610-0pen Youchers - Sumkary

Run [31-Aug-2021

11:00:16.68

2611-Open Wouchers - Line Detail

Run [0e—Feb-2018

16:45:40.39

SBy Z512-Open Vouchers - Recurring Tenplates

Tnly Run

o8y B [E00 Gpen Vouchers with Vendors on Held Run
7 By Contracts T3 Open Vouchers shoving Acoount, etail Fon
8AudtReports | [T Youchers by hatch ————
FE50-Woucher Batch - Summary Run_[18-Tar—o019 [16113:95,.95
0 iy Eatob _ Tletai] Run [26-Feb-2021 [11:01147,43
—————— Posted Vouchers ———— |
d Run  |06-Dec—2018 [14118329,96
560-Fosted Vouchers (Dpen and Clossd - by Durer Run
FE70Foster Vouchers (pen and Closedy — by Tept Ron
31 Fosted Vouchers (Dpen and Clossd) = Resurring Tenplates Run
T Foared Voo Tlean o Tloacdt — Loz Toiai] T A W ) S FREEEEE Jch)

174-FPosted Vouchers {(Open and Closed) - By Account |

T
Run_[22-Jul-2021

[2640—Youchers Paid on Prior Vear Fs 13:28:25.46
[ZE%EChecks Paid on Prior Year Vouchers Run
2642 —Vouchers Ched to Non — Expenditurs Accounts Run
[BIF0-A/P Woucher fzing Report aged by Voucher Date Run
2172-A/P Woucher Aging Report sged bu Invoice Date Run

276d4—Credit Card Summary Repart

Run

276e-Batch Sunmary for Card Supervisors

Run

G7EB—Credit Card Potivity tsunmarized by

Cucler Run

APPOLIBAP

6.1 #2174 Posted Vouchers (Open and Closed)

March 2022

ADMINS added a new report of posted vouchers that lists all accounts for each line of open and closed vouchers.

To run the report, select:

Reports P Report Library P [By Voucher] P Posted Vouchers P #2174 Posted Vouchers (Open and Closed)

B Task 2174: Posted Vouchers (Open and Closed) - By Account

Posted Youchers [Open and Closed) - By Account

Required: Vouchers Dated (mmddyyyy] From: |[|],Ju|,z|]z1

| To:[19-Jan-2022

Optional: Enter Youcher#f

x

Optional: Enter up to 9 Users Edit 0 values:
Optional: Enter up to 9 Fund Edit 0 values:
Optional: Enter up to 9 Department Groups Edit 0 values:

Run as O preview O Print
It Printing use Duplex @) yes

O PDF
O No

@® Excel

Lookup

Cancel Clear All

The only required entry is a date
range. Leave the remaining
options blank to generate the
report for all vouchers within the
range. The filtering options are
described below.

Posted Vouchers (Open and Closed) — By Account (required entries are in bold)

Vouchers Dated (mmddyyyy)
Enter Voucher #

Enter up to 9 Users

Enter up to 9 Fund(s)
Enter up to 9 Department
Groups

Run as

If Printing use Duplex

report

Restrict the report to only vouchers date within the specified date range
Report on all vouchers or enter a single voucher number to restrict the

Report only on vouchers entered by the specified users
Report only on vouchers within the specified fund(s)
Restrict the report to the specified department group(s)

The report is available to be run as Preview, Print, PDF®, or Excel®
The report may be run as duplex (printed on both sides) or single sided

When run as Excel®, the report will have all the columns listed here; when run as Preview/Print/PDF®, the rows in
italics will not be included due to page width limitations:

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

Release Notes — Version 22.1

Accounts Payable

Column Header

March 2022

Description

Batchi#
Voucher#
Invoice#
InvoiceDate
VoucherDate
Vendor#
Vendor_Name
Department
VouStat

Item_Description
uov
Voucher_Qty
Voucher_Price
Vouch_Freight
Voucher_Other
Account
Description
Amount

Balance

The batch number in which each voucher was created
Voucher number

The invoice number as entered on the voucher

The invoice date as entered on the voucher

The voucher date as entered on the voucher

The vendor number for this voucher

The vendor name for this voucher

The department code of the voucher

The status of the voucher. Posted vouchers can have a status of:
Open
Closed
Cash Disbursements
Change Order in Progress

The description for each item as entered on the voucher

Unit of Measure

Quantity

Price

Freight Amount

Other amount

The Account number

Account Description as identified in the Chart of Accounts

Amount of each line on the voucher (multiline vouchers will have a total for the
voucher)

The remaining balance, if any, on any Open voucher. Closed vouchers should always
have a remaining balance of zero.

When run as Print/Preview/PDF®, the report will look like this:

& TedRE - AP_All_Voucher_Accounts_2174_THERESA[1].lis
File Edit Format Optiens
[CourerNew <] [¢ -] B|Z7|u[m-] = E [ == &
2174-AFVOUALLGLD.REP Printed 19-Jan-2022 at 11:35:51 by THERESA Page 1
City of ADMINS
Posted Vouchers (Open and Closed) - By Account
Batch# Vouch# Invoice# Invoice Dt Voucher Dt Vendor# and Name Department RAccount and Description
le9sge 481455 TEST AP-1048 08-Jul-2021 08-Jul-2021 006837-01 BORDEN & REMINGION CORE. DEW 0200-450-0000-004-00-00-54140
Voucher# 481455 Total:
16992 481481 TESTING [ADM-AUC-AP- 14-Jul-2021 14-Jul-2021 001833-01 ADMINS INC ADM 1000-301-0000-000-00-00-52085 14,400.00 .00
1000-301-0000-000-00-00-52085 1,600.00 0o
Voucher# 481461 Total:
16992 481482 TESTING [ADM-AUC-AF- 14-Jul-2021 14-Jul-2021 000213-01 SCHOLASTIC INC ADM 2707-000-2410-405-10-00-54160 1,150.00 .00
2707 2410-405-10-00-54160 690.00 .00
10-405-10-00-54160
2707-000-2410-405-10-00-54160
Voucher# 481462 Total:
16993 481484 AFDAEQEGTFQRG 20-Jul-2021 20-Jul-2021 023263-01 VAN POOL TRANSPORTATION SPED 1000-301-0000-000-00-00-52085 2,945.00 0o
1000-301-0000-000-00-00-5.
1000-301-0000-000-00-00-5:
1000-301-0000-000-00-00-5:
1000-301-0000-000-00-00-5!
Voucher# 481464 Total:
16994 481487 CW KGJELKGJ 21-Jul-2021 21-Jul-2021 023126-01 FIELD TURF ATHLETICS 5105-000-3510-590-06-00-52400
5105-000-3510-590-06-00-52400 550.00 .00
5105-000-0000-000-00-00-42500
5105-000-0000-000-00-00-42500
5105-000-0000-000-00-00-42500
Voucher# 421467 Total:

Figure 12 Report #2174 run as Preview/Print/PDF

When run as Excel®, the report will look like this:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 22.1

Accounts Payable March 2022

a1 N Je Batch#

A B c D |- F G H I J
1 |Batch# Voucher# Invoice# iceDate  VoucherDate  Vendor# Vendor Department  VouStat Iltem Description
2 |16988 481,455 TEST AP-1048 08-Jul-2021 08-Jul-2021 006837 BORDEN & REMINGTON CORP. DPW Closed 4086.1423 13 SODIUM HYDROXIDE L
3
4
5 16992 481,461 TESTING [ADM-AUC-AP-  14-Jul-2021 14-Jul-2021 ‘001833 ADMINS INC ADM Closed Licence fees for Misc. Billing medul
6 (16992 481,461 TESTING [ADM-AUC-AP-  14-Jul-2021 14-Jul-2021 ‘001833 ADMINS INC ADM Closed Installation & training fees for Mis
7
8
9 (16992 481,462 TESTING [ADM-AUC-AP- 14-Jul-2021 14-Jul-2021 000213 SCHOLASTIC INC ADM Closed Scholar Zone: Reading & Math Gr K (1
10 [16992 481,462 TESTING [ADM-AUC-AP-  14-Jul-2021 14-Jul-2021 ‘000213 SCHOLASTIC INC ADM Closed Schelar Zone: Reading & Math Gr K (2
11 [16992 481,462 TESTING [ADM-AUC-AP-  14-Jul-2021 14-Jul-2021 ‘000213 SCHOLASTIC INC ADM Closed Star Assessment
12 18992 481,462 TESTING [ADM-AUC-AP- 14-Jul-2021 14-Jul-2021 000213 SCHOLASTIC INC ADM Closed 9% Shipping & Handling
13

K L M N Q E Q R ]

1 UOM  Voucher Qty Vouch Freight  Voucher Other  Account Description Amount mj
2 0.00 9.138.00 0.00 0.00 0200-450-0000-004-00-00-54140 CHEMICALS 9.138.00 0.00
=) Total Voucher 9,138.00 0.00
4
5 0.00 14,400.00 0.00 0.00 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 14,400.00 0.00
(] 0.00 1,600.00 0.00 0.00 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 1,600.00 0.00
7 Total Voucher 16,000.00 0.00
8
9 1.00 1,150.00 0.00 0.00 2707-000-2410-405-10-00-54160 ESSER TEXTBOOKS - PREK 1,150.00
10 3.00 230.00 0.00 0.00 2707-000-2410-405-10-00-54160 ESSER TEXTBOOKS - PREK 690.00
1 15.00 15.00 0.00 0.00 2707-000-2410-405-10-00-54160 ESSER TEXTBOOKS - PREK 225.00
12 1.00 185.85 0.00 0.00 2707-000-2410-405-10-00-54160 ESSER TEXTBOOKS - PREK 185.85
13 Total Voucher 2,250.85
14

Figure 13 Report #2174 run to Excel®
[ADM-AUC-AP-1149]

7 HELP REFERENCE LIBRARY

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

7.1 New or Updated Documents

e  Enter Vouchers/Process Payments AP-160 Budget Checking [New]
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