ACCOUNTS PAYABLE
RELEASE NOTES MARCH 2024

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows
ACCOUNTS PAYABLE system.
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1 Voucher Processing Site Specific Error Checks [Enhancement]

ADMINS added three new error checks to the Accounts Payable Site Specific Entry Error Check screen. To access the screen,

from the menu, select:

Accounts Payable » Module Maintenance P Accounts Payable Site-Specific Error Check

Accounts Payable

Select the AP Code and

Enter Bills (Vouchers) >

Change Orders 5

AP/PO Dashboard

click on
1 Goto Detail

Liquidate Vouchers

Vendors

Accounts Payable Site Specific Error Check

[code

Commodity ltems

[Description

Disbursements (Warrant) |71

Iepdor ARG Hopber Froor Thack

Bank Reconciliation

| 1 Goto Detail | |ﬂF"

|Accounts Payable Entry Error Checks |

Queries JERTT

L= n ) 1= w2 2 i

Reports
Tables
Year-End Processing

1099's

1 Goto Detail

[Vendor Bank Account Error Check

Wendor Bank Account Type Error Check

WHire Vencor

Module Maintenance Accounts Payable Madule Control

Interfaces/Imports Accounts Payable Check Form Maintenance

Site Specific Accounts Payable Check Form Maintenance By Bank

N

The new site-specific error checks are:

Help Reference Library Accounts Payable Site Specific Error Check

# 26 Vendor missing Federal ID # (Tax/SS#) Site Specific Error Checks
# 27 Vender Name Missing Ly o
. . . Actions. -
# 28 Vendor FIrSt Address mlSSlng Task Code Accounts Payable Entry Evror Check
T i o o1 %ﬁ!ﬁfﬁ; ST T . e
. . i Ef;xt cddr:ss ;vok. ﬂPd = - ‘Warning (O Hard Error () No Message!
These check for the missing data on the e S e
[FE__[1099 Wendor with no FID] Warning O Hard Erro]_® No Message]
Enter Vendors screen. [FO In DiFfemert Fiscal Vear Ewammg O Hard Error 6 Mesgage
[ J1093 Vendor with no FID| e R (® No Message| ™ e
142615 setto © Warning |t ot s by
or © Hard Error —set #6to | [z === R 3t Criamereas —
® No Message —to L_[26 [vendor missing Federal ID# (Tax/SS#) |® warning
. . 27 [Yendor Name Missing @Warning
prevent seeing dupllcate 28 |Vendor First Address missing |® Warning
messages.
The field checked by # 26 is on the Enter Vendors
Enter Vendors

[3 Classification] screen.
Site-Specific Error Check # 6 only checks vendors that are set as
1099 Vendors, while site Specific Error Check # 26 checks all

vendors in the batch for a Federal ID.

Set # 26 to ® Warning or ® Hard Error, to list any vendor that is

1 Name/fddress 2Addrat‘tacnment n J

|Resmcmccess To O Town

Federal ID# |

(") Schoal

(® Both

Oss®  OTaD

ABA#  0000-0000-0
Bank Account

Prenote [ Hot Active

Type [

Customer# |

.. . HRACH Tax P t T CTu Federal Stat il
missing a Federal ID# when running the AP Voucher Batch CTj:e:ﬁTﬂneﬁf; %33000%0 A e
CheCk. Terms [0UR  Due Upon Receipt

Class [INCL Unclassified

. . o e . Hold Cod
Since # 26 checks ALL vendors, it will identify non-1099 vendors [1099 Code pocese L
and 1099 Vendors, making it unnessary to also set # 6, which | ; - —— b

AR FampakTunen Bited Ck O Wite O Ag hegl,
checks only 1099 Vendors for Federal IDs. ——
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Accounts Payable

The fields checked by # 27 and # 28 are on the
Enter Vendors P [1 Name/Address] screen.

# 27 identifies a vendor in the batch that does not have
an entry in the 1 Name Field

# 28 identifies a vendor in the batch without an entry in
the Address 1 field

Each of the new error checks will be set to © No Message
when the software update is done.

March 2024
Enter Vendors
| Vendor [32754 [PAL FLOYD
1 Name/Address 3 Classification 4 Attachment (1) 8 ftems
Remittance p1 " of 01  AddressType Accounts Paushle
Motes|

f Name DPAL FLOYD | —
ZName |
SortName DPAL FLOYD

[Address 1 B BEACON STREET|

T
Address 3 |
City [BOSTON
State M4 Zip Code 21100000
Country |

PR ey S e W = st

1.1 Example of Voucher Batch with Vendor Missing a Federal ID

In this example, Site Specific Error
Check # 26 is set to © Hard Error. Site Specific Error Checks
Goto...
Actions =
Task Code Accounts Paysble Entry Error Check
Seq#|Description Action Code
26 |VWendor missing Federal ID# (Tax/SS#) |- Warning ® Hard Error () No Message
27 |[Vendor Mame Missing |- Warning ® Hard Error () No Message
258 |Vendor First Address missing I Warning (® Hard Error () No Message
Enter Vendors
A | Vendor EEl OPAL FLOYD
This vendor #032794 has no Federal ID # set on
the Classification Tab of the Enter Vendors screen. T Ry —— =TT =

i oth
|FederaIID# | |e QOss# OTaxiD

Authorized Repn

TAR CUTE Name

ABA#  Q000-0000-0

Prenote [ ot fActive

Batch # 18572 Voucher Entry Entry Began
Voucher# 523772 Batch rot Ready
Invoice#  f{OFEDLD VENDUR Pint  OManual OACH OwWire O No Chk
InvDate 3 Fek 2024 Check Date Bank FRST
\ Gotopstc || 56 BEACON STREET Customers Separate Check []
i 2 Dept Code HIGHSCHOOL  HIGH SCHOOL HoldCheck [  Certified Payroll
. BOSTON Vou Date PaFeb 2024 FY 2024
This batch has a voucher for MA 02110-0000 DueDate  [10-Feb-2024  Terms AR Type F Paynent. Voucher
Vendor #032794' Amount to Pay Vendor
2 Entry (5 3 ftems. 4 GL Details 5 Status History Q Attachments 316,95
Line Item Qty Uom Item Description Price Freight Other $ To Retain Ext Amount
= [1.0000 Bervices I 316.9500 [ ] 316.95
spit UBy Account | [B761-000-2356-404-06-00-52400 419 PROFESSIONAL DEVELOPMENT COMTRACTED SERV
1099 [ FA[T
g | L0000 NA [ [ I
e . etribg b . .
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H - FMREP : APVOUMULERR nted 09-Feb-2 a :15: THERES. a
When the voucher batch is |0B5-FMREP : APVOUMULERR printed 03-Feb-2024 at 16 15ré:_nugf gdﬁn);. Page 1
. . oucher Error Check by atch
checked, the missing Federal ID # v Frror check by ®
is flagged as a hard error for UserBatch Expected Amount Entered Amount Batch Errors:

Voucher # 523772. Note the SRR e

Voucher# Line GLLine Errors

Voucher number and C|OS€ the 523772 . R ;;;:fi;w;slgggﬁg g‘li_];iDEL{lggiE’TaxID) blank. Check Vendor
error check by batch report.

Voucher Batch Entry Cormect Errors
Batch DefaultBank ERST  WEBSTER BANK
Default Dept GHSCH HIGH SCHOOL
VoucherDate [09-Feb-2024
Default Type B Paunent Youcher @ Check/Wire/ACH (O No Check (O Manual Check Entry Began
Error Status 2
Return to the Voucher Batch Expected entered Balance Ready for elease
Price 327.9400 2279400 Disapproved
Entry screen. The Vendor number e Ready fo Posting
. . Other Awaiting Approval
for the voucher is shown in the Totals 22794 32794 Changs Orders
Open
gr|d Submit Batch for Processing OYes @®No Closed
[Voucher# [Vendor | fype Total[Status
5235772 0327594-01 Veﬂdor Pagyment. Youch 216,95 [Correct_Errors | | ["Edit Voucher Lines u
| 032794-01 Status

orrect Errors

Enter Vendors :
Certified Vendor? Yes No
Goto... Certified By
Date Certified
P Vendor 32794 [OFAL FLOYD te i
1 Name/Address 2 Addresses 3 Classification 4 Attachment (1) 8 tems 9 User Defined
Go to the Enter Vendors »
5Add Vendor
. ge . 6 Add Address Restrict Access To (O Town (O School @ Both Authorized Representatives
Classification screen to Fadars D8 [ Typs ®Nons | 0884 OTaxid
. . 7 Reports Bank Code Name Title
enter the missing Federal K84 0300-0000-0 Prencte [ hot. ActLve | \
BankAccount [ Type [ Phone# [(000) 000-0000 000 [
1D #. Customer#t
HR ACH Tax Payment Type (O CT Unem () Federal () State @ None [ [
CT Unemployment # iOODODOODO Phone# [{000} 0000000 fODO ’_
. Terms DUR D ] R t
If no Federal ID # is known, IR ] Due Lron Rocoi '

[
Class UNCL Unclassified Phane# [(000) 000-0000 0000 [

mark the vendor with a e

1009 Code [ orm

B Hold Codes x

Shown here, | am marking Local Vendor? [ IVeRIIHTo

Business Type [Sole Prop/Irdivichal /Sinele—Hemdkr LLC |
%

hold code. AP Payment Type @ Printed Ck O Wire Oad O No Check Coce Description Status| Tof
AP Separate Check? O Yes @ No | EEE File ] ~

1Time Vendor?(lYes @ No Tailing Vendor OYes @ No CP CERTIFIED PAYR NEED g

State BidList> O Yes @ No [ No_Federal ID# on file A

A

A

A

F) )
Under Invesbigation

H Entered: k=9 NOT ON F
the vendor with a Hold 25.Aug.2023 Certfed Vendor O¥es ONo
DDUBOIS Certified B:
Code of “ID” for No Federal == ﬂiicem;ﬂd — Hold Code |l [ID  No Federal ID# on file ]
ID # on file. THERESA

Merge To Vendor POOC00 Addresses

v

Find | Search| Cancel Help |Eof

The current and any subsequent vouchers for this ——y—
atcl
vendor will be marked with the notation “ID” in red ot Voucher# 523773
to the right of the Ven.dor _nu.mber, alerting the data » Vendor Pizor -
entry user that the ID is missing. ons OFAL FLOYD BN
. _ B e Vendor 032794 ID
Sites can choose to set Site Specific Error Check #1 to BOSTTH
“Hard Error” to prevent processing a voucher MR 0aL10m0000
payment to a vendor for whom a hold code is set.

[ADM-AUC-AP-1231]
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2 Error Checking Vouchers (Enhancement)

Additional error checking ensures that the calculated line EXT amount on a voucher is correct. If this error is encountered,
please type in the Quantity again to recalculate the line EXT amount.

During the [2085- FMREP : APVOUMULERR Printed 23-Feb-2024 at 13:32:06 by ANTHEA Page 1
. Town of Admins
calculation of the Voucher Error Check by Batch
extended amount, if A — S
. . UserBatch Expected Amount Entered Amount Batch Errors:
thereis an error it 18574 57,900.45 57,900.45
will be flagged on the Voucher# Lime GliweErvers

523778 1 |*** Ext Amount incorrect. Type in Quantity again to recalculate
Voucher Error Check | e L |

by Batch report.

The error will advise them to type in the quantity on the voucher to force the recalculation.
[ADM-AUC-AP-1234]

3 Help Reference Library New & Updated Content

Disbursements AP-230 Process a Warrant [Updated]
System SY-170 System Administration Requirements Kit [Updated]

3.1 New & Updated Content on ADMINS.com

SY=170 System Administration Requirements Kit [Updated]

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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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit.pdf?ver=1707769068704
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit.pdf?ver=1707769068704

