ACCOUNTS PAYABLE
RELEASE NOTES MARCH 2023

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows
ACCOUNTS PAYABLE system.
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1 Credit Card Upload Processing [Enhancement]

Accounts Payable

The Accounts Payable module provides a way to process

ET:;;IE::M] : purchasing card transactions that are downloaded from the bank
as a file.
1u99's >
?AtiI:/.m;m S Sometimes the banking institution’s Federal Identification Number
,

(Tax ID) for a vendor is incorrect in the download file. To help
purchasing card supervisors identify these errors, ADMINS added
three asterisks to the report to identify vendor name mismatches.

Site Specific Create Deduction Vouchers (3rd party payrall]

Help Reference Library Create Refund Vouchers

Credit Card Processing

anc

2
Upload Approval Path

Upload Vendors If the vendor is found by Tax ID, and the Vendor Name and the
plosd oschers - Spresdihest Merchant Name (from Bank upload files) are different, three
asterisks *** will show in the message column to draw attention to the Vendor Name mismatch.

2456-APCCLODEDT_MDT.REP Printed 01-Feb-2023 at 14:56:00 by MUPDEV4 Page 1
Payment Register [TRAINING]
#*% Transactions Selected for Processing ¥#%

Uploaded Activity posted From 01-Dec-2022 To 18-Jan-2023

Post Date Purch Date Transaction# Vendor Card Holder Amount Sales Tax

pen 16-Dec-2022 Close

For

2022 55500B02300726963565978 001415 INTEGRATED TECHNICAL SYSTEMS ROGER BELIVEAT 420.00 25.08
2022 2B-Dec-2022 55436872302133022259240 000060 COMMUNICATIONS, INC. ROGER BELIVEAU 390.71
Merchant Name: FASTSIGNS 420001

ound using Tax ID

Vendor Found using Tax ID@

** Card Supervisor Total # 2

The purchasing card supervisor can check these transactions and make corrections if needed. Since the AUC vendor Tax ID
is typically entered in the system based on the W9 provided by the vendor, an error in the bank file is the probable cause.
Or, the vendor name mismatch resulted from a subsidiary of a parent vendor operating under the same Tax ID.

The purchasing card supervisor can contact the bank to report the suspected error, and also remind the credit card
supervisor to compare the transactions against the credit card slips provided by the cardholder. This will help to prevent
errors when processing year-end 1099s, for example.

[ADM-AUC-AP-1203]

2 AP Voucher Posting Selection Default Module Control #2058

Accounts Payable Once an AP Voucher batch is posted, it cannot be

Enter Bills (Vouchers) Batches “unposted”. A user asked us to provide a way to
Entry control what batches were selected by default in the
Edit List AP Voucher posting screen to make it easier to not post

Release voucher batches by mistake.
Veucher Selection Error Report

Post

Change Orders
AP/PO Dashboard
Liquidate Vouchers
Vendors

Commedity ltems

ADMINS added a module control value that regulates
the Voucher Posting screen and process behavior. To
access module control to set the value, from the menu, select:
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Accounts Payable » Module Maintenance » Module Control P Sequence #2058

== [AUC] 2850-Accounts Payable Module Control - X

Accounts Payable Module Control
Goto.

Actions

Seq#|Description Answer Buttons ~
2058 [Pre-Select Batches owned by You in Voucher Posting [Yles [Mlo |Y

Status: Active Lkup EOF UP

Sequence #2058 has two options:

“y” — If you are the owner of the batch then it will pre-set the selection checkbox.
“N” — None of the batches will have the checkbox set.

This affects all users on a site — this is not set on a per-user basis. A supervisor with a security level of 6 or above
should evaluate this option and set it for all users. Most sites do not allow everyone who creates AP Batches to
post them; usually, the posting is done by a select few in the finance office. Here is what to expect depending on
the value of sequence #2058:

2.1 Sequence #2058 Set to “Y”

Any batch owned by the current user is pre-selected for posting (Sel is checked M)when the user runs the
Voucher Posting command and the Voucher Posting Selection screen is shown:

v Tm The user "THERESA" is posting the vouchers; only batches she
QUCHOL-OSHL] currently owns are marked for selection by default when Modctrl

#2058 is set to "Y"

Goto...

1 SelectAll 2 Deselect Al

Actions o~ } {
Sel 4 Batch S Entry User Department /" [Batch Owner'\
THERESA HI GHSCHUUL\ THERESA }
V10954 THERESA TORN \LHERESQ/
gll:Y10958 ITHERESQ (TOWN LOARM
Ready

2.2 Sequence #2058 Set to “N”

When sequence #2058 is set to “N”, none of the batches ready for posting will have the Sel box checked when
any user runs the Voucher Posting command:

= [‘hE"Efé]“\mH‘_
File Edit Ledgers Purchase Orders Accounts Payable Fore

B &EE wme s+ = I The user "THERESA" is posting the vouchers; when Modctrl #2058
is set to "N", none of the batches are pre-selected

Goto...

Actions 1 Select All 2 DeselectAll 3 Post Vouchers.

Sel 4 Batch 5 Entry User Department Batch Owner Batch Total[Vouchers "~
] THERESA HIGHSCHOOL ITHERESA 450,00 Details.
(1 |LY10954 THERESA T Ol ITHERESA \34(42 W31 Details.
1 |[LV10958 THERESA (T Ok ILUAHH 34159%@ Details.

Sel 2 Batch £ Entry User Department [Batch Owner

Ready THERESA HIGHSCHOOL  |THERESA
O (V10954 THERESA TOWN THERESA
O JCV10958 THERESA TOWN E

[ADM-AUC-AP-1197]
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3 Favorites Screen [Enhancement]

ADMINS added a button on the Favorites screen to set it as your home screen so that when you click on the home button
in the toolbar, you will return to the Favorites screen. To access the Favorites screen, from the menu, select:

Favorites P User Favorites

= [AUC] 1025-Maintain Allocation Codes [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing em || Favorites  Help
B ESE me»m Q B S N User Favorites

Favorites Help

User Favorites [

Once you are on the favorites screen, there will be an [H] icon next to the home button. If you want to make the Favorites
screen your home screen, click on the [H] icon. If you want to retain your current home screen, do not click on the [H] icon.
If you click on the [H] icon and change your mind, ask your local super user or support@admins.com to reset your home
screen.

== [AUC] 73-Users Favorite Selection [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B SE merm G @ 3(H)

®)

From anywhere in the AUC system, click on the [Home] button M to return to your home screen. If you have clicked on
the [H] icon, the Favorites screen is now your home screen.

[ADM-AUC-SY-8278]

3.1 Workshop

To get started with the favorites screen, ADMINS is hosting an interactive workshop, and everyone is invited. Sign up by
replying to the email invitation that will be sent out on March 6th, 2023. If you want to participate, include a list of the
screens and reports you use most when you accept the invitation. The workshop will be held on Thursday, March 23, 2023,
from 2:00 PM - 2:30 PM.

To join us, accept the invitation in the email and mark your calendars.

[ADM-AUC-SY-8278]

3.2 Favorites Video Available Now

The Favorites video is a 2 %2 minute look at how the favorites screen works. Access it and scores of other Videos & Quick
Tips (admins.com) from the ADMINS website.

4 Help Reference Library & ADMINS Website

The following new content was added to ADMINS.com.

4.1 Content on ADMINS.com

Voucher Selection Error Report (2:59) [New]

ZZ5 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 5


mailto:support@admins.com
https://youtu.be/6lEIDjjutB8
https://admins.com/videos-%26-quick-tips
https://admins.com/videos-%26-quick-tips
https://youtu.be/XjkjfFl5dG8

ADMINS Unified Community
Accounts Payable

Release Notes — Version 23.1
March 2023

4.2 ADMINS Video Library

Don’t forget to check out all these other Videos & Quick Tips (admins.com). These videos are a valuable resource for a first
look at many of the features available in ADMINS, as well as a refresher for “once in a while” tasks. The videos provide
“just-in-time” training when new staff is coming aboard as well.

I
ADMINS
|

Home  Whats Mew  Videos & Quick Tips  Library = Maore » 3

ACMINE.CaM

AUC Video Launchpad

Below is a list of training videos for new users to get acquainted with AUC, and for current

users to take a desper dive into a process or get a refresher for "once a year” tasks.

Getting Started

Logging In to AUC & Basics (7:00)
Logging_out of AUC (1:54)

Reset AUC Password (2:00)

Use the Training Area (2:04)

Clear Data From A Field (1:17)

Favorites Screen (2:23)

Index Of Help Documents (0:51)

Reprinting A Report (4:20)
Optimize the PDF Viewer (3:37)
Email Signatures (1:36)

Quick Task & Report Button (2:12)
Check for Record Locks (2:14)

Collections & Tax

Enter Bill Payment Receipts (7:14)
Enter Treasury/ Departrmental Receipts
(10:57)

Reprint a Bill (4:01)

Bill Inquiry Screen (7:26)

Bill Locator Screen (3:30)

GL Training

Add a New GL Account (4:07)
Budget Transfers via a JE (2:55)

Drill Down on Account (4:51)
Transaction History Queries (7:07))
General Ledger Reports (10:09)
Expenditure Summary Report (4:04)
Set Up A New Fund (9:17)

Automate Reports using Job Stream
(24:28)

How to Upload a Journal Entry (5:57)

How to Reverse a Journal Entry (4:08)

Fixed Assets Module (1 hour 21 minutes)

User Account Security (6:32)
Budget Transfers via a Journal Entry
(HVIMA) (3:00]

HR Training

Create A Payroll Warrant (3:31)
Timeshest Entry (7:34)

How To "Uncalculate” A Warrant (2:14)
Create A Recon File After Warrant 1
Posted (1:10)

Add Histerical Salary Change Record
(2:47)

AP/PO Training

Approvals - The AP/PO Dashboard (3:49)
Purchase Order Entry (7:28)

Reprint Purchase Order (3:17)

PO Change Orders (5:43)

Request A PO Liguidation (2:34)
Liguidate a PO (3:11)

Create a Direct Payment Voucher (5:35)
Create 3 Voucher from a PO (6:20)
Woucher Change Orders (4:22)
Liguidate a Voucher (4:16)

PO Queries (7:14)

PO & Voucher Reports (2:47)

Querying Vouchers (5:29)

Add a New Vendor (2:54)

Vendor Attachrments (2:50)

Add a Vendor Remit Address (3:20)
Voucher Selection Error Report (2:59)

AP Disbursement Process (10:45)

Webinar Links

Fiscal Year End

PO Rollovers (24:31)

Split Labor Distribution (21:18)

Calendar Year End

AP 1099 Processing (G, Int, MISC, NEC, S)
(26:27)

HRE W2 Processing (28:01)

We are adding content all the time so check back often; we also send out a “Featured Video of the Month” email.
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