ACCOUNTS PAYABLE

RELEASE NOTES — SEPTEMBER 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
Accounts Payable system and installed on your site in September 2015.
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ADMINS Unified Community Release Notes — Version 6.2
Accounts Payable September 2015

1. PAYING BILLS

1.1. Pay Open Purchase Orders

The system offers the ability to pay a selection of open purchase orders. This feature requires that an Accounts
Payable Batch be available in “Entry Began” status. To pay open purchase orders, select Accounts Payable PEnter
Bills (Vouchers)PPay Open PO’s.

Accounts Payable
i Batches [N Task 2032: Pay Open PD's

Change Orders F  Entry Create from PO's
APIPO Dashboard Edit List )
Liquidate Youchers Release Required: Enter Entry Batch Il 305?'
Yendors »  Woucher Selection Error Optional: Enter up to 9 Vendorit's Edit “l] values:
Commodity Ttems 3 Post
Disbursements (Warrant) » i
., Reprint Batch Cover She
Bank Reconciliation 3
Woucher Entry Process
QuUEries L
Reparts »  Create from Templates
Tables e CE s 2 Lookup Cancel Clear All
. ﬁ ¥ Op ﬁ Ny
Select Open PO's to Create Vouchers
Batch# 13067
1 Selectal | 2DeselectAl |
4 POR 5 DeptCode: [32e 7 Ertrylser 8 Vendor Name | 1P DFY Balance
1-Feb-2014 FNTHER RADHINS INC 2014 13781.55 Lines
TODLE __ [30-Jul—201d [THERESA ETA ¥ 2015 220.00 _Lines
oW [11-Gep—201d [THERESA USTICE RESOURLE INSTITUTE 2015 2400,00 _Lines
FINANCE  [11-Sep-2014 WENDY ROAPTIVE DESIGN ASSOC, INC. ¥ 2015 500,00 _Lines
FINANCE 1-Jul-2015 MWENDY RAOVANTAGE FITNESS SERVICE ¥ 500.00 _Lines
LTUSER 1-Jul-2015 [THERESA A MISIC ETUCATOR ASSOC. INC. 350,00 _Lines
FINANCE 1-Jul-2015 WENDY RDVANCED DISPOSAL SERVICE 100,00 _Lines
TOOLE 8-Har—2015 THERESA ORTHERST COPIER SYSTEMS 2015 4406.,04  _Lines
[ETALLEROCK J08-Mar-2015 [THERESA TT _TECHNOLOGY FIN SERV.INC. 2015 1736.04 _Lines
[ETALLEROOK [05-Mar—2015 [THERESA ENDETTI_MOTORS INC 2015 1,00/ _Lines
JKEGOEH 9-Jul-2015 THERESA NIVERSAL ENVIRONMENTAL 992,50 _Lines
JKEDUGH 9-Jul—2015 THERESA NIVERSAL ENVIRONMENTAL 992,50 _Lines
KEQUGH 9-Jul-2015 THERESA UPREME_INDUSTRIAL PROD, INC. 679,40 _Lines
[ATGASCHOOL [09-Tul-2015 [THERESA P+ PLUS TIRE = AUTOCARE LIC 237,31 Lines

In the screen above, five purchase orders are selected for payment, then the Create VVouchers button is clicked,
resulting in five vouchers being added to the batch:

EM vouchers in Progress for Batch 13067

Youcher# Yendor# Vendor Mame Department.  Type CkTup You Date Invoice# Inv Date Amount Status Tof
3 A+ PLUS TIRE & AUTOCARE L HIGHSCHOOL 10-Jul-2015 2
352985 004885 SUPREME INDUSTRIAL PROD, KEOUGH P 10-Jul-2015 679,40 Entry Began
352984 021457 UNIVERSAL EMVIRONMENTAL — KEOUGH P 10-Jul-2015 992,50 Entry Began
352983 003736 ADVANCED DISPOSAL SERVICE FIMAMCE P 10-Jul-2015 100,00 Entry Began
352982 000420 MA MUSIC EDUCATOR ASSOC, LIUSER P 10-Jul-2015 280,00 Entry Began
EA R R A A A T o R O A A A A A A A A R R N R AR A
J N S R N N N NN

‘ New Youcher 0K I Find | Searchl Cancell Helpl Eof

Occasionally when using this feature some vouchers were created with a fiscal year of “0000”.

Invoices Invoice#
Inv Date I Date
Cugtomers# Custamers#

Dept. Code MIDDLE i oL Dept. Code HIGHSCHOOL o8 el
Wou Date  [Pd-Jun-2015 P 000 You Date  [10-Jul-2015
Terms o

Due Date  [Pd-Jun-2015 Due Date  J10-Jul-2015  Terrm=oos

Figure 1 Before Figure 2 After

This was corrected in the software update.
[ADM-AUC-AP-744]
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ADMINS Unified Community
Accounts Payable

Release Notes — Version 6.2
September 2015

S

1.2. Budget Check on Credit Vouchers

Prior to the update, the system did not budget check any voucher designated as a credit voucher, allowing credit
vouchers with positive amounts to circumvent the budget check. The example shows a credit voucher in the
amount of $25.00 total where line one is for $300.00 and line two is for $-275.00.

Batch # 13073 Voucher Entry Correct Errors
oo Voucher 353004
o vendor  [ENGFEEN T Invoice#  [TESTING BUDGET CHECK & Print Manual C ACH wire € Np Chk
= REFLACEMENT AUTO PARTS InvDate  {7-Pug—2015 Check Date Bank [ELN
veoTopeten | | STORE #2 Customer# fump out of approval status || | Separale Gheck [T
522 W. CENTRAL ST, Dept. Code [TOAN TORN
FRANKLIN MA 02038-0000 Vou Date  07-Pug—2015 FY 2016 Type £ Credit. Vousher
DueDale  [07-Aug-2015  Terms [iLR |
Amount to Pay Vendor
ZErTEI| Iltems | 40L Details | 5 Status History | QAttachments | 25,00
Line ftem aty Uom_ Item Description Price _Freight Other  § To Retain Ext Amount
= L0000 [ F7A I 300.0000 T 300,00
spit UByAccount_| [[006-114-0000-001-00-00-52010 ADVERTISING
109 [ Fa[
E- f.0000 [ FeA [ =275.0000 [ [ -275.,00
Spit [1000-114-0000-001-00-00-52010 ADVERTISING
1098 [~ Fa [

The account balance inquiry screen shows that this voucher will exceed the available funds.

Goto,

Account Balance Inquiry

Type

Actions

SubType  Posting
status Act.i:
FY_ Account Number Description Fund Status  fictive
016 [1000-114-0000-001-00-00-52010 ADVERTISING Last Trxin FY

Expenditure

Dehits Credis

Remaining Belance

Actuals |

ANl |

[ [
Work In Progress [ [ [ [ 300,00 | 275.00 [ —25.00

Renaining Balance Tof

3 1000-000-0000-001-00-00-50100 GEMERAL GOVERMMENT EXPENSES

[l
Find | Search| Cancel| Help | Eof|

2n Process
F-Sum Accts

~25,00

When the batch was checked the voucher was not sent to Budget approval due to the voucher being type “C” for

Credit.
Voucher Batch Entry Meeds Supervizor Appro
Gota...
= Batch Default Bank ELM BAME OF MEW YORK MELLON
X Default Dept (] TOkM
At
om Woucher Date_ i
Default Typ! ‘m * Checkiire/ACH © Mo Check " Manual Check Entry Began
Error Status
1 Akl New Batch ) Expected Entered Balance Rfaady for Releasze
Frice 25,0000 25,0000 Disapproved
Freight Ready for Posting
2 Last Batch Other Aowaiting Appraval 1
Totals 25,00 25,00 Change Crders
30dd Vouch Open
= ouener Submit Batch for Processing “ Yag & No Closed
4 Check Batch
Voucher# Vendor vpe Total Status ™
5 Batch List | 353004 000123-01 REPLACEMEMT AUTO PARTS Credit Vouche 25,00 Meeds Supervisor App Edit “/oucher I Lines I |

The budget checking is now performed on credit vouchers if any line on the voucher is positive.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Batch #1307 Voucher Entry Entry Besan
ot Voucher# 353031
Gota...
J— Vendor  pooizs Pl Invoice#  [TEST CREDLT VCH BOGT CHECK & Print C Manual C ACH € Wire € NoChk
= REPLACEMENT AUTO PARTS IvDate  p7-Aug-2015 Check Date Bank JELH
¥ 6o ToBatch | | STORE 42 Customer# Separate Chack
522 W, CENTRAL ST. Dept. Code [TOHN TOWN
FRANKLIN A 02038-0000 Vou Date  [p7-Pug—2015 FY 2016 vpe £ Credit Voucher
Due Date  [pB-Aug-2015  Terms [iR
Amount to Pay Vendor
ZEE Fftems | 4GLDeals | 5 Status History | QAttachmerts | 150.00
Line ltem aty Uom_ ttem Deseription Price Freight Other  § To Retain Ext Amount
[l [1.0000 [E) [ —300.0000 I [ ~300.00
Spit p100-430-0000-004-00-00-52010 ADVERTISING. MODIFYIMG DESCRIPTION TO SHOW M
1098 [~ FA [
B [10000 i 4500000 450,00
Spit Uy account | B PRINTING,BINDING AND COPYING

Figure 3 Credit Voucher with a positive amount

1.3. Paying Retainage

1.3.1.  Error Checking Added

[ADM-AUC-AP-748]

Vouchers may be created from a Purchase Order (PO) that has been set with a retainage % or amount. If a voucher
is created from a PO and the retainage amount is then removed from the voucher, a warning will show on the
voucher error check report that retainage was set from the PO but is not on the voucher.

2780 -FMREF : AFVOUEER . REF PFrinted 31-Aug-2015 at 14:19:33
Tow
Error

TUserBatch
130B%

1.4. Printing a Voucher List

[ADM-AUC-AP-756]

Users may now print a voucher list (also known as a “receiving report”) after a voucher batch is posted. Select
Accounts PayablePEnter Bills (Vouchers) » Reprint Voucher List for Posted Batch. This is useful when using the

voucher list as a receiving report. Users may reprint any batch

Erker Bills {Youchers) Batches
Change Orders b Enkry [N Task 2636: Reprint Youcher List for Posted Batch B
APPO Dashboard Edit: List Reprint Youcher List for Posted Batch
e i LG Az Required: Restrict to this User Batch |1 3016|
‘Yendors 3 ‘Woucher Selection Error Report
Commadity Items b Post i

. Run view  Print " PDF
Disbursements (\Warrant) » . b —
Bank Reconciliation &Lﬂ&(h - . ; If Printing use Duplex & wes ¢ No

) Reprink Youcher List For Posted Eakcl ﬁ

LEries I
Q B dookup oK Cancel Clear All
Reparts .4

for which they have department group access.

You may enter the batch # directly or select it from a lookup.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Release Notes — Version 6.2
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ADMINS Unified Community
Accounts Payable

2836-APECHVOULSTPST_AUC.REP Printed Z1l-Aug-2015 at 17:15:08 by THERESA Page 1
Town of ADMINS
Reprint ¥oucher List for Posted Batch
13016

Wouch# Wouch Date Wendor Remit Name Invoice # Department Woucher Total Voucher Status Entered By
352,071 22-3ep-2014 000085 01 F E MORSE ENTERPRISES INC 7785 TOWN 123.45 Cash Diszhursements THERESA
352,072 22-5ep-2014 000514 01 JUSTICE RESOURCE INSTITUTE 1786 TOWN 32.70 Cash Diszhursements THERESA
352,073 22-3ep-2014 000528 01 DAVE BROWM 7787 TOWNT 14.55 Cash Dizhursements THERESA
352,074 22-3ep-2014 000656 01 COOK'S GENERAL COMNTRACTING THC 77488 TOWNT 451.85 Cash Dizhursements THERESA
352,075 22-3ep-2014 000312 01 DAIGLE FLOOR COVERINGS 7789 TOWNT 315.23 Cash Dizhursements THERESA
352,076 22-3ep-2014 001167 01 PHIL'S LANDSCAPE & EXCAV 7790 TOWNT 178.61 Cash Dizhursements THERESA
352,077 22-3ep-2014 001245 01 MEHA 7791 TOWNT 41.89 Caszh Dizhursements THERESA
352,078 22-3ep-2014 006282 01 OFFICE OF INSPECTOR GENERAL 7792 TOWNT 34.50 Cash Dizhursements THERESA
352,080 22-3ep-2014 006454 01 ELATNE D'ALFONSO 7794 TOWNT 16.35 Cash Dizhursements THERESA
352,082 22-3ep-2014 006602 01 WORLD BOOK, INC. 7796 TOWNT 225.82 Cash Diszhursements THERESA
352,083 22-3ep-2014 006735 01 MARY FEDERLEIN 7797 TOWNT 157.61 Cash Dishursements THERESA
352,084 22-3ep-2014 007435 01 HARWARD PILGRIM HEALTH CARE 7798 TOWNT §9.30 Cash Dizhursements THERESA
352,085 22-Fep-2014 007542 01 MPLC 7739 TOWN 20,99 Cash Disbursements THEREGA
352,086 22-Fep-2014 007740 01 DEFT OF VETERANS' SERVICES 7500 TOWN 327.16 Cash Disbursements THEREGA
352,083 2z-Fep-2014 007848 01 KHOWEUDDY RESOURCES 7503 TOWH 621.53 Closed THERESA
352,080 Z2z-Fep-2014 0082zl 01 EUTACTICS, INC. 7504 TOWH 740,45 Closed THERESA
352,082 Z2z-Fep-2014 009077 01 IDEAL PROPERTY MAINT CORF & 7506 TOWH 878.31 Closed THERESA
352,085 22-Sep-2014 009239 01 JEFFERYT 5 EROWN 7509 TOWH 1,335.09 Clozed THERESA
352,086 22-Sep-2014 009334 01 POVERPHONE, INC. 7510 TOWH 139.49 Cash Disbursements THERESA
352,087 22-%ep-2014 009512 01 ANDREWS SURVEY & ENGINEERING, 7511 TOWH 115.9% Cash Disbursements THERESA

[ADM-AUC-AP-753]
1.5. Printing a Batch Cover Sheet for a Posted Batch

Prior to the software update, the lookup was not enabled when printing a batch cover sheet for a posted batch.
Select Accounts PayablePEnter Bills (Vouchers) P Reprint Batch Cover Sheet for Posted Batch.

N Task 2761: Reprint Batch Cover Sheet for Posted Batch
Re - print Batch Cover Sheet for Posted Batch

Required: Restrict to this User Batch [SERTPLYE]

Runas & Preview ( Print  PDF

If Printing use Duplex @& Yes (" No

Lopkup OK I
Figure 4 Before

Cancel Clear All

M Task 2761: Reprint Batch Cover Sheet for Posted Batch
Re - print Batch Cover Sheet for Posted Batch

Required: Restrict o this User Batch |13021|

Runas & Preview ¢ Print

If Printing use D_uplex & Yes
(Luukup ”
Figure 5 After

 PDF
" No
oK I

Cancel Clear All

2761-APBCHCOVERSHEET_POSTED_AUC.RE Printed D2-5ep-2015 at 08:57:4l by THERESA
Town of ADMINS
Reprint Batch Cover $heet for Posted Batch

Page 1

Bank Inv Date

Batch#: 130Z1 Expected Entered Variance
Dept: $0UTH SOUTH ELEMENTARY Price 840.0000 £00. 0000 240.0000
User: THERESA Freight
Other
Total 640,00 600.00 240.00
Invoice# Amount.

352459  15-0ct-2014 ADDITION NETWORKS

60 CARLISLE STREET

EAST 15-0ct-2014 TEST
GL# Accountd and Description

0286200

CHELMSFORD, M 01524-0000

Wend# 022864-01 POF 3987171 1 1000-300-4230-441-03-00-52240 GENL EQ MAINT

w#% Grand Total #+%

REVIEUED AND APPROVED BY

Approved by Date
Approved by Date
Approved by Date

SERVICES-50

[ADM-AUC-AP-754]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2. APPROVALS

Purchase Orders

AP/PO Dashboard

Accounts Payable

Release Notes — Version 6.2
September 2015

In-Progress In-Progress
In Entry Began 2 Miew In Entry Began 350 “iew
In Error Status 4 iew | In Error Status 3 Miew |
Ready for Release Ready for Release
Disapproved 1 Miew Disapproved
Ready for Pasting Ready for Posting 3 Wiew
Awvaiting Approval 11 Miew Awvaiting Approval 2 Wiew
Change Orders Change Orders
In Entry Began 3 Wiew In Entry Began
In Errar Status In Errar Status
Ready for Release Ready for Release
Disappraved Disappraved
Ready ta Post Readyta Post 2 wiew
Aweaiting Approval Awvaiting Approval
In Progress Warrants 5 Wiew
Open Purchase Orders 101 Wiew Qpenouchers 334 Wiew
Clased Purchase Orders ey | Clased Vouchers Wigw |
Approvals Approvals G
Meeds Budget 11 Buiiget | Meeds Budget 1 Budoet

The budget override approvals screen offers a report to display the budget available for a given voucher. The
report is run by selecting Accounts PayablePAP/PO Dashboard PApprovals P Budget.

2.1. Budget Check Report

Once the screen is displayed, select Budget Check to display the following report.

Needs Budget Override

Goto.... .
1 Set Al spprove. | 2 Set Al Disapprove | 3 Setallignore |
Actions
| 5UsrBat | 6 vouch# | 7 endar Mame | & Dept Code | 9 Tatal
1
EREZIM 552001  [CDW GOYERNMENT INC fTOWN [ ¥5000.0
[ Eciit List

0 Budget Check

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 23
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2080-APBUDCHE. REP

Batch: 13072
Vouchg: 353,001

Printed 07-Aug-2015 at 14:10:39 by THERESA Page 3
Towm of ADMINS
Voucher Budget Check Report
Date: 06-Aug-2015
Vendor: 006803 CDU GOVERNMENT INC
Voucher Availahle

line GL§ Account§ ¢ Description

Amount Sumuary Account# & Description

Account Balance

1 1  0058-123-0000-001-00-00-54090 OFFICE SUPPLIES
2 1 0000-000-0000-000-00-00-00000
3 1 0000-000-0000-000-00-00-00000
4 1 0000-000-0000-000-00-00-00000
5 1 0000-000-0000-000-00-00-00000

Batch: 13073
Vouch#: 353,004

Date: 07-Aug-2015
Vendor: 000123 REPLACEMENT AUTO PARTS

75,000.00  0059-123-0000-001-00-00-52000 EXPENSES

Voucher Total: 75,000.00

Note: This available balance includes hoth
work in progress and entries posted
to the General and Subsidiary Ledgers.

-475,000.00

Line GL# Account§  Description

Woucher
Anount Sunmary Accountd o Description

Availahle
Account Balance

1 1 1000-114-0000-001-00-00-5Z010 ADYERTISING
Z 1 1000-114-0000-001-00-00-5Z010 ADYERTISING
3 1 0000-000-0000-000-00-00-00000
4 1 0000-000-0000-000-00-00-00000
5 1 0000-000-0000-000-00-00-00000

300,00 1000-114-0000-001-00-00-52000 EXPENSES
-275.00  1000-114-0000-001-00-00-52000 EXPENSES

Voucher Total:

Hote: This available balance includes hoth
work in progress and entries posted
to the General and Subsidiary Ledgers.

-§25.00
-425.00

Figure 6 Before

Prior to the software update, this report showed an invalid total on the Available Balance column. In addition, the

report showed all vouchers in the approval process. It now shows only records in “Needs Budget Override” status.

Blank account lines are suppressed in the new version of the report.

¥
2080-APBUDCHK. REP

Batch: 13073
Vouch#: 353,004

Date: 03-Aug-2015
Vendor: 001234 FIRE EXTINGUISHER SRV

Line GL# Accountd ¢ Description

Printed 01-Sep-2015 &t 11:15:19 by THERESA

Towm of ADMINS
Voucher Budger Check Report

Voucher  Available
Amount Account Balance

1 1 1000-135-0000-001-00-00-52020 POSTAGE

Batch: 13074
Wouch#: 353,005
Date: 03-kug=2015
Wendor: 000234 QUALITONE INDUSTRIES

Line GL§ Accounth & Description

1,500.00 -§1,500.00

Voucher Total:

Note: Thiz awailable balance includes both
work in progress and entries posted
£o the General and Subsidiary Ledgers.

Youcher
Anount Susmary Accountd & Description

Page 1

This indicatesthe
Available Balance after
the voucher istaken into
consideration.

hvailshle
Account Balance

11 1000-123-0000-001-00-00-52040 PRINTING/COPYING

15,000.00  1000-123-0000-001-00-00-52000 EXPENSES

Woucher Total: 1 0

Note: This available balance includes both
work in progress and entries posted
to the Gemeral and Subsidiary Ledgers.

-515,026. 66

Figure 7 After

2.2. Lines Button Query

[ADM-AUC-AP-749 & 752]

The Needs Budget Override screen offers a Lines button query to allow the approver to see the individual lines on
the voucher. Prior to the software update, this query was showing the account # for the expense account but the
description for the budget check account. The Lines button now shows the following columns of data:

1. Voucher Line Number

2. Quantity

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 ADMINS Unified Community Release Notes — Version 6.2
Accounts Payable September 2015

3. Item Description
4. PO Number (when applicable)
5. GL Line Number
6. Account (charged on the line)
7. Expense Account Description
8. Budget Check
9. BC (* signifies that a budget check account other than the account charged is used for Budget Check)
Needs Budget Override
geto... 1 Set Al Approve I 2 Set All Dizapprove | 3 Set Al lgnore: | 4 Process Approvals |
Ations | 5 UstBat | & Vouchi | 7 “endor Name |~ @Dept Code | gTctal | Approve DisApprv Ignore
1
13073 (53004 FIRE ENTINGUISHER SRY INCLASSIFIED 1500,00 - o Netes || Lines
12074 F5z005  FUALITOME THOUSTRIES  FIRE 15000,00 O C g MNotes | | Lines
b et List 13077 F53031 | REFLACEMENT ALTO PRARTS i 350,00 - o Motes | | Lines
I [N GL Accounts on Youcher 353,004 Yendor 001234 FIRE EXTINGUISHER SRY
© Lin Oty Itemlescription PO# GLL Account Amount AcctDeszcription BudgetCheck BC Tof

1 11,0000 NAA 1000-135 01-00-0 ] 1500, 00 POSTAGE —1500, 00 -

Figure 8 Example with no Budget Check account used

Needs Budget Override

Gota...
e 1 Set Al Approve | 2 Set Al Dizapprove | 3 Set Al lgnore: | 4 Process Approvals |
Actions _
susBat | 6 vouch# | 7 Wendor Name |  @Dept code | 37otal | Approve DisApprv Ignore
|
13073 l353004 FIRE EXTIMGUISHER SRY LMCLASSIFIED 1500,00 O « o Motes | Lines
13074 l353005 FUALITOME IMDUSTRIES FIRE 15000,00 € i« o Motes | Lines
REG S | 13077 IZ53031 REPLACEMEMT AUTO PARTS IT Ok 350,00 - « Motes || Lines
I8 N GL Accounts on Youcher 353,031 Yendor 000123 REPLACEMENT AUTO PARTS E
Lin FPO# GLL Account Amount. AcctDescription BudgetCheck BC Tof
3 4] 5 PRINTING,. BINDIMNG AND —1' el -
1 0100-430-0000-004-00-00-52700 —100,00 TRASH REMOVAL —-11540,00 =

Figure 9 An example with Budget Check accounts in use

[ADM-AUC-AP-749]

3. VENDORS

3.1. Federal ID #s (FID#s) and Social Security Numbers (SS#s)

Controls were added to ensure that FID #s are formatted properly for 1099 processing.

3.1.1. Enter / Update a Vendor Record

Fields were added on the Accounts Payable P Vendors P Enter Vendors P Classification Tab.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 23
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I Vendor RREMl FOMMINGS CONSTRUCTION Vendor 000041 |EUMINGS CONSTRUCTION
1 Nameifcidress | | 2Addresses || 3 Ckssification | |_aAttachment (17)_| | 1 MamefAddress | | 2éddresses || 2 Ckssifioation | || dAftachment(® |
Restrict Access To ) Town " School & Bath Restrict Access To € Town " School & Both
Federal ID# [1234578 h\l 1 Federal ID# | I [ai [
Bank Code  [BOAG or FTERIEn O Bank Code [JEN@ ROCKLAND TRUST
ABA%  0210-0032-2 Prenote [ LIVE ABA# 2113-7105-2 Prenote ol LIVE
Bank Account  [[234567890 Type £ Checking Bank Account 12345675 Type £ Checking
Customer# | Customer# |
HR ACH Tax Payment Type € Federal ¢ State & Mone HR ACH Tax Payment Type © Federal { State & None
Figure 10 Before Figure 11 After

When entering the FID# there is now a Type radio button; the default is none; the other options are SS# and Tax
ID. If the default is used, then no error checking is performed and no formatting will be applied to any data entered
in the [Federal ID# | | field. First enter the Federal 1D or Social Security number with or without dashes for
the vendor in the Federal ID field, then select the corresponding type.

Users must have the enter vendors privilege to access this feature. This privilege is normally reserved for the
purchasing / accounting department and is set up by your system manager or ADMINS support staff.

When selecting the SS# radio button, the format will
be applied as shown with dashes in the fourth and
seventh positions. You need only enter the numbers,

the system will insert the dashes based on the

selected radio button.

Restrict Access To € Town " School & Both ‘

Federal ID# 537:65—4321 Type None‘f;‘ 55# > " TaxID

When selecting the Tax ID radio button, the format :
. . . . . Restrict Access To © Town " School % Both

will be applied as shown with a single dash in the Federal ID# 87654351  Type O None ( S5# Csﬁ . |D>

third position. You need only enter the numbers, the

system will insert the dash based on the selected

radio button.

If no data is entered in the field and a type other than None is selected, an informational message will appear
instructing the user to enter the Federal ID prior to selecting SS# or Tax ID types.

Resttict Access Ta © Taown " Sehool & Both Check Error
FederallD# [ Type { Mone @ 55% € TaxlD

lol EZ451-Federal ID must be entered before setting tvpe

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 23
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If non-numeric characters are entered and a type other than None is selected, an informational message will
appear instructing the user that only the numeric values 0-9 or spaces are valid entries.

Check Error

Restrict Accass To ) Town " School & Both
Federal ID# [p1—d56789111 Type © Mone 0 85# & TaxlD

lol Ez452-Invalid Federal ID. Musk contain only 0-9, - aor spaces,

C During the software update, a process will run to set the new Radio button to Tax ID or

. SS#, depending on the existing data. If the data contains a dash or space in the third

\( I position, the radio button will be set to “Tax ID”. If the data contains a dash or space in
B ’ the fourth position, the radio button will be set to SS#. If the data does not conform to

one of those specifications, the radio button will be set to “None”.
[ADM-AUC-AP-729]

3.1.2. Viewing Vendors

For users who have access to view Vendors, the Social Security and Federal Identification numbers will still be
partially masked with asterisks and now the type will be shown.

View Vendors View Vendors
I Vendar m SWEPCO Vendor pleERl CUMMINGS COMSTRUCTION
1 Mamerdddress | 2 Addresses || 3 Classification | 4 Atachiments | 1 Mamelsddress I 2 Addresses I 3 Classification I 4 Attachment (3) I
Entity ¥ Tawn € Sehool = Both Entity € Town clll=Tatia
Faderal ID# sxxsxxsss) Federal ID# ssxxxesxxd Type £ Mone € 58% & TaxlD I
Bank Code Bank Code BEMNF =
ABAF OOOC-0000-0 ABA# 2113-7105-2
Bank Account Type Bank Account sssssssed Type Checking
Customer Customers
HR ACH Tax Payment Type € Federal € State * hone HR ACH Tax Payment Type € Federal € State & hone
Figure 12 Before Figure 13 After

[ADM-AUC-AP-729]

3.1.3. Credit Card Automated Uploads

When processing a credit card transactions upload, any new vendors created via the upload process are now set as
type “Tax ID”. The purchasing department should verify the data when new vendors are added via the automated
upload. If a number needs to be changed to a SS#, see section 3.1.1 for instructions on how to update the number.

Credit Card Processing
Interfaces/Imports VM3 Youcher Batches Description Date
Site Specific » - Credi Card Upload History
Create Deduction Vouchers (3rd party payroll) Mainkain Cycle Dates
Help Reference Library Create Refund Youchers Assign Credi Cards
Credit Card Processing Upkoad Export File

[ADM-AUC-AP-729]
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4. WARRANT HISTORY

A new screen exists to gather and maintain the required reports issued during a check run and make it easier for
historical analysis. Access the screen by selecting Accounts PayableP QueriesPWarrant History. The reports
available on this screen include:

This will apply to disbursement warrants completed after the software update. Disbursement warrants completed
prior to the update will not provide data on this screen.

Disbursement Approval List (Warrant) e Check Disbursement by Check — by Account
Check Register (Avon & Coventry CT)*
Disbursement Omitted Vouchers e Check Disbursement by Check — by Check#
Disbursement Posting Report (Avon & Coventry CT)*

Disbursement Stale Voucher Report City Fund Check report (Middletown BoE)*
Cash Requirements Report e Bank Recon Report (Middletown BoE)*
Disbursement GL Posting Report

\Warrant History Warrant History
(2 Iwmm — hack Date = ek Date
? Lvew i Enai l:mw - e ant ;“Iw« Jview | geesi |
— rr—T
Figure 14 Sample Disbursement Warrant Figure 15 Sample Exception Warrant (Voids)

4.1. What Reports are Included?
Some site specific* reports, as part of the normal check run, will be included. Any Optional Site Reports are not

included. The optional site reports are available for attaching only if they were created via the Optional Site
Reports process at the time the disbursement warrant was run.

4.2. How May | Add Other Attachments?

To attach Optional Site Reports, select the Add Attachment button from the lower left corner of the Warrant
History screen.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 23



ADMINS Unified Community

Release Notes — Version 6.2

S

Warrant: 004730

Accounts Payable

Disbursement Process

Cescription Date
Restart Dishursement Process
06—-Aug-2015
Optional: Site Reparts 06-Aug-2015

Optional: Site Reports

Description Date
Accourt# on Vouchers Paid Report
Projected MNegative Expenditures Report
Check Disbursements By Fundd
Disbursement Appraval List City VWarrant
Disbursement Approval List - School YWarrant
Check Dishursements by Bank Accounts
Wendars with combined Checks over S0k
Warrant Detail Report By Account
Invaoice Mumbers per Check

The reports will be located in

admhome\auc\fmmod\mis\lis and will be

September 2015

Warrant History
Warrant# 004716 CheckDate  0d4-Aug-2015 Warrant Closed
Bank ERST EASTERN BANK FOR A/FP Posted Date  04-Aug-2015

Seq# Description Filename

6 Add Attachment

L [Disbursement Approval List (Harrant) AP_Warrant_THERESA_0047 16 .PDF I View 8E

3 Cash Resuirenents Report. AP_Cash_Read_THERESA_004716 .PDF

B Eheck Register Report AP_Check_Register_2112_THERESA_004716 .PDF

E Exsbursement GL Posting Report AP_MWarrant_Post_to_GL_THERESA_004716 ,PDF

3 [Disbursement Onitted Vouchers AP_Omi tVouchTHERESA_004716 .PDF

3 [Disbursement Posting Report. AP_Warrant_Posting_THERESA_004716 .PDF

P st on rrert

(?\7' )5 ||~ admhome + auc - FMMOD ~ pis ~ Lis ~ 2 [ searchiis (2]
Organize v New Folder = v [0l @

ent Places 2l hame | Date modified - | sl

s AOMINS_36 (E:)

<] Documents
& Music &) AP_Warrant_OverSOK_004716[1].is 8/6/2015 2:50 PM us
New Library & AP_BankAccounts_THERESA_004716[1].lis 8]6/20152:49 PM s
= Pictures & AP_ExpendedFunds_THERESA_D04716[1].lis 8/6/2015 2:49 PM s
B videos @ AP_Approvallist_THERESA_004716[1].lis 8[6j2015 2:49 PM us
W Computer & AP_Warrant_004716_THERESA[1].ls 8/6/2015 2:49 PM
; IRIS_C (C) & AP_PriBal_THERESA_004716{1].lis 8]6/20152:49 PM
o IRIS_Data (D:) & AP_Accts_On_Warr_004716_THERESA [1]).lis 8/6/20152:49 PM
/1

e RIS Backup (1) x| 4] |

8/6/20152:50 PM

8/6/2015 2:50 PM Ls

VoI 04716_THERESA[1] lis
®) Warrant_Detail_004716_THERESA_[1]is

®| Create_CC_Bils_THERESA[1].lis 8/6/2015 1:43 PM

s
s
Ls
s
»
|

File name: [Invoices_On_Checks 104716 THERE = Al files: **

visible only to the user who ran the process.

[/

foPBu0

5. VOIDS

5.1. Voids in Vendor History

Other relevant documents may be added in a similar manner. Documents should reside on a
network drive specified by your IT department so that attachments remain available.

[ADM-AUC-AP-746]

Changed the Excel® button on the Vendor History disbursements screen to set any voided checks to zero so that the
total shown on the report as paid to the vendor is correct. To access the screen select Accounts

PayablePVendorsPVendor History.

Void amounts were already excluded the from the totals, so the totals were correct, but the amounts listed on the
screen and the report did not add up to the totals. An additional column was added for clarification.

o, B C O E F e H |

1 JYendor Vendor Hame Bank Check Check Date Check Vendor Hame

2 Mooode POSTMASTER  EAST 285229 06-Aug-2015 POSTMASTER Waidd Manual Check 100.00 100.00
3 Mooods POSTMASTER  EAST 285230 06-Aug-2015 POSTMASTER Printed 103.00 103.00
4 Mooode POSTMASTER  EAST 288231 06-Aug-2015 POSTMASTER Printed 110.00 110.00
5 o004 POSTMASTER  EAST 0286233 06-&ug-2015 POSTMASTER tanual 100.00 100.00
g Total 3500 3500
7

Figure 16 Before

Check Amount — Total of checks issued to vendor (prior to any discount)
Discount — Total amount issued to vendor after any discounts are applied
Paid to Vendor — Amount vendor received (this excludes Voids)

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Accounts Payable

September 2015

A B c D E F €] H | il
1 |Wendor Vendor Hame Bank Check Check Date Check VWendor Hame Type Check Amount Discounts Paid To Wendor
2 Mooo4s POSTMASTER  EasST T288229 06-8ug-2015 POSTMASTER Waid: Manual Check 100.00 100.00 .00
3 Moo04s POSTMASTER  EAST T288230 06-8ug-2015 POSTMASTER Printec 105.00 105.00 105.00
¢ o00s6 POSTMASTER  EAST T288231 0DB-Luy-2015 POSTMASTER Printed 110.00 110.00 110.00
5 Moo04e POSTMASTER  EAST T288233 06-8ug-2015 POSTMASTER hdanual 100.00 100.00 100.00
& Total 415.00 415.00 315.00
7
Figure 17

5.2. Voids on the Voucher Check History Screen

[ADM-AUC-AP-750]

For voids, the Voucher Check History screen was displaying a net paid amount, resulting in some confusion. After
the software update, if a check is voided, the net paid amount will not show a value. Now the Net Paid column

adds up to the PAID amount shown at the bottom of the screen.

Batch # Voucher Check History Elosed
Voucher? ANTHER
Goto..
Actions Vendor 000046 01 Invoicest TEST YOID Separate Check [ Bank ERST
— POSTMASTER Inv Date 06-Aug-2015
111 MECHAMIC ST Customer#
BELLINGHAM Dept. Code FIRE
MA  02019-0000 Wou Date  0F-Aug-2015 Y 2016 Type F Pagment. Voucher
Due Date  07-Aug-2015  Terms TUR
Amount to Pay Vendor
2 Details (1) 3 tems 4 GL Details I 5 Status History 5 Check Hist (2) I 7 CHanoEs: @ Attachmert (2) I 100,00
Line Bank Check# Check Date Warrant Clear Date Cancel Date Type Total Check Het Paid
i EAST 0288229 06-Aug-2015 004754 06-Aug-2015 SVoid-Manual Check 100,00 100,00 9 Wiew Check |
i EAST 0288233 06-Aug-2015 004755 EVE] 00, 00 0,00
Figure 18 Before
[ AUC] 2064-Youcher Check History [theresa] [_ [T
File Edit Ledgers Purchase Orders Accounts Payable | Fixed Assets HumanResources Budget Collections Tax Motor Excise  Misc Biling System  Help
Bl@| & wlv|~|n % Qf @ g
kD Tefirks Voucher Check History ez
Voucher? AWTHEA
Grto
o Vendor Q00046 01 Invoice®  TEST vOID Separate Check @ Bank ERST
— POSTHMASTER I Date 06-Aug-2015
111 MECHANIC ST Customer
BELLIMGHAM Dept Code FIRE
MA  02019-0000 vou Date  O6-Auz-2015 FY 2016 Twpe P Pagment Voucher
Due Date  07-Aug-2015  Terms OUR
Amount to Pay Vendor
100,00/

2 Details (1) 3 ftems 4 GL Details 5 Status History BCheck Histia) 7 Changes @ Attachmert (2)
Line Bank Check# Check Date Warrant Clear Date Cancel Date Type gl p
L EAST 0288229 06-Aug-2015 06-Aug-2015 Yoid-Manual Check
Marual
L

Total Check Het Paid

100.00
100,00

Paid 100,00 Bgance

Resdy [ il

004754
il ERST 0288233 06-Aug-2015 004755

Figure 19 After

5.3. Check History Screen Excel® Reports

The Excel® buttons on all tabs were changed to correctly reflect Voids.

[ADM-AUC-AP-750]
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5.3.1. ByBank

| [AUC] 2151-Check History - All checks for this Bank by Date [theresa] [Z10[=]
File Edit Ledgers Purchase Orders Accounts Paysble Fixed Assets HumanResources Budget Colections Tax Motor Excise MiscBiling System Help

D@ S| we|+|n| | Qf =]
Check History - All checks for this Bank by Date

Goto...
Bank:
Acliogs Optional: Enter check date range to restrict to.
_ EARSTERN BANK FOR A/P Beginning Date le—Du;—QOiS
LYHH, MASSACHUSETTS Ending Date pa-Fug—2015

00000-0000

Check# Check Date  Type Payable To Gross Discount Net Status Click to View
0288205 04-Aug-2015 Void AD PRINT 368000 3880,00 Voided _Z View Detal I
0288206 04-Aug-2015 Printed AFL-CID AFSCME LOCAL 747 6000 60,00 Tssusd

0288207 04-Aug-2015 Printed AUCOIN ANGELA 110.00 110,00 Tssusd

0288208 04-Aug-2015 Printed BOSTON MUTUAL LIFE INS. CO.-G 38.48 38.48 Tssued

0288209 04-Aug-2015 Printed COLONIAL SUPPLEMENTAL INSURANC 71.49 71.49 Tssued

0288210 04-Aug-2015 Printed COMMONWEALTH DOR/CSE 620,00 620,00 Tssusd

0288211 04-Aug-2015 Printed NORFOLK CTY RETIREHENT SY 2991.70 2991.70 Tssued

0288212 04-Aug-2015 Printed AD PRINT 3880.00 3880,00 Issued

& B C [ E F G H |
1 Bank Check# Check Date Warrant Type Payable To Gross Discount Het
2 |EAST D206205 02015 04716 Woid Misprinted Check  AD PRINT -3,860.00 -3,860.00
3 |[EAST 266200 o/32015 Bo4753  Manusl TOWN OF BELLINGHAM EARLY CHILDHOOD PROGRAM £00.00 £00.00
4 |[EAST D2as01 8ise015 04753 Manusl AMABTON 396 40 396 40
5 |EAST D2asz02 852015 04753 Manusl EXPLORES PRECUSSION 23265 23265
& [E4ST D288203 8502015 04753 Manusl TOWN OF BELLINGHAM EARLY CHILDHOOD PROGR AM 2500 2500
7 |EAST 288204 232015 B04753  Manusl TOWN OF BELLINGHAM EARLY CHILDHOOD PROGRAM £50.00 £50.00
5
9
10 CompLter Printed (P):
11 Manuals (M): a 1,904 .05
12 Wire Transfers (A
13 ACH (&)
14 Cther (0]
15 Mo Checks (M):
16 Woids (V) 1 -3,830.00
17
: e Changed Gross/Net
Figure 20 Before & ) /
column to display
TTE 5 5 T F = m . ] positive numbers and
Bank Check? Check Date Warrant Type Payable To Gross Di Het Check Paid To Vendor .
E4ST T285205 04-Aug2015 DO4TIE  Void Misprinted Check  AD PRINT 3,580.00 000 3580.00 000 added new Paid To
EasT T285200 03-Aug-2015 04753 Manual TOWM OF BELLINGHAM EARLY CHILDHOOD PROGRAM  £00.00 0.00 £00.00 00,00
EAST Ti28201 03-4ug-2015 DO4753  Manual AMATORN 39640 0.00 39640 396 .40 Vendor C0|U mn that
EasT Ti285202 03-Aug-2015 04753 Manual EXPLORES PRECUSSION 23265 0.00 23265 23265 .
EasT T288203 03-Aug-2015 04753 Manual TOWN OF BELLINGHAM EARLY CHILDHOOD PROGRAM 25.00 0.00 25.00 25.00 shows $O for void
EasT T288204 03-Aug-2015 04753 Manual TOWN OF BELLINGHAM EARLY CHILDHOOD PROGRAM _ 650.00 0.00 £50.00 650.00
5,784.05 000 578405 1,904.05 checks
Computer Printed (P a 0.00 .
Wiz (W): 5 1,804.08 < e Changed Total section
I I Wire Transfers (W) a 0.00
ACH (4 o om to add totals for each
Gther (OF a 000
Mo Checks (M) [ 0.00 column
Vaids (V) 1 3,680.00
Total & 5,784.05
Figure 21 After e Changed Void (V) total
to be positive
e Added total to bottom
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Accounts Payable

5.3.2. By Check

September 2015

=m[AUC] 2120-Check History - All Youchers Paid on this Check [theresa] M[=] E3
File Edé Ledgers Purchase Orders Mccounts Paysble Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBiling System Help
BB B w e ||| 5 Q @
Check History - All Vouchers Paid on this Check
B Bank: HEIS EASTERN BANK FOR A/P Check#: 0285205
Adtiope Vendor 014308 /01 AD PRINT Tyne Y Void  Misprinted Check
96 MAIN ST Check Date  0d-Aug-2015
HEDHAY Warrant 004715 Clear Date
MA  02053-0000 Total Check  3880,00 VoidDate  0d-Aug-2015
: | T |
1By Bank |< 2By Check | > 3 By Verdor Summary | 4 By Vendor | 5 By Warrant |
Voucher Line# PO# POLn User Batch Invoice Number Iy Date 1099 Code Line Gross Line Net Status
362866 1 11479 1 13049 GHIZ22 16-Apr-2015 3880.00 3890.00  Voided
6 View Voucher | 7 View PO | 9 Reports ¥ Excel J
Ready
A B 5 ) E F e H J
1 Bank EAST
2 Check 028822
3 |VWendor 000046 POSTMASTER
4 | Type Void Manual Check
5 Warrant 004754
6 Clear Date Hew Check 0288233
7
& Woucher Line PO# Line UserBatch Invoice# Invoice Date m Line Gross Line Het
3 353006 1 Ra07s TEST woID B52013 -100.00 -100.00
10 Total Check Amount -100.00 -100.00
11
Figure 22 Before
To properly reflect the activity,
changed the Gross and Net columns
A B = Bl E F G H . s
to display positive numbers and
1 Bank EAST .
> chock 120828 added a new Paid To Vendor column
e .
that shows $0 for void checks.
3 Vendor 014308 AD PRINT
4 Type Yoid Misprinted Check
5 Warrant 004716
& Clear Date Hew Check 0000000
7
& Voucher Ling PO# Line UserBatch Invoice# Invoice Date 71099 Line Grogs Line Het Paid To YWendor
9 352066 191479 1 3049 GHIZZ2  1B-Apr-2015 3,850.00  3,550.00 0.00
10 Total Check Amount 3,480.00 3,4880.00 0.00
11
Figure 23 After

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Accounts Payable

5.3.3. By Vendor Summary

=m[AUC] 2150-Check History Vendor Summary [theresa] [-O[=]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise Misc Biling System Help
B|@| 8| k|| [w] &% Q @
Check History Vendor Summary
(i Vendor: " Financial YTD Summary O Total for Date Range I |
Actions
POSTMASTER
111 MECHAMIC ST
BELLINGHAM
MA 02019-0000
- Beginning Date 6-Auz-2015
1 By Bank | 2 By Check | 48y vendor | 5By Warrant | EndingDate  [E-fuz-2015
Check Date  Check # Bank Type Gross Discount Net Status
06-Aug-2015 0288229 ERST Void 100.00 100.00 Yoided _6 View Defal Z\fiewcmar.kl
06-Aug-2015 0289230 ERST Printed 105.00 105,00 Issued
06-Aug-2015 0289231 ERST Printed 110.00 110,00 Issued
06-Aug-2015 0285233 ERST Marwial 100.00 100,00 Issued
guartonversre € yece 1Y
——
Ready Lkup ur
& B & 8] E IF G H
1 |Vendor 000046 POSTMASTER
2
3 Check Date .Check# Bank ‘Warrant Type Gross Discount Het
4 8BRS Teaazz EAST 04754 “oid Manual Check -100.00 -100.00
5 BER201S 28823 EAST 04754 Prirtec 10500 105.00
B 8EL2015 28823 EAST 04754 Prirtec 110,00 110,00
T GMmR2015 f28823 EAST 04755 [EE 100.00 100.00
i
&
10 Computer Prirted (P 2 21500
11 Manuals (M) 1 100,00
12 ‘Wire Transfers (W)
13 ACH (A
14 Ciker (0
15 Mo Check (M)
16 Woids (W 1 -100.00
17
Figure 24 Before
To properly reflect the activity, the following changes were made:
A B © D E [E G H
1 Vendor 000046 POSTMASTER
2
3 Check_Date Check# Bank Warrant !me Gross Discount Net Check Paid_To_Vendor
4 06-Aug-2015 028822 EAST D04754  void Manual Check  100.00 0.00 100.00 0.00
5 06-Aug-2015 028823 EAST 004754 Printed 105.00 0.00 105.00 105.00
6 06-Aug-2015 028823 EAST 004754 Printed 110.00 0.00 110.00 110.00
7 06-Aug-2015 028823 EAST 004755 Manual 100.00 0.00 100.00 100.00
g 415.00 0.00 415.00 315.00
9
10
11 Computer Printed (P): 2 215.00
12 Manuals (b 1 100.00
13 Wire Transfers (W) 0 0.00
14 ACH (A) 0 0.00
15 Other (O 0 0.00
16 Mo Check (N): 0 0.00
17 Yoids (W) 1 100.00
18 Total 4 415.00
Figure 25 After

September 2015

e Changed Gross,
Discount and Net
column to display
positive numbers and
added new Paid To
Vendor column that
shows $0 for void
checks

Changed Total section

to add totals for each
column

e Changed Void (V) total
to be positive

e Added total to bottom
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5.3.4. By Vendor in Check Date Order

e AL ] 2822-Check Mestory - by Vendor in Chex & Order [theress]

e [dt Ledgers Purchase Crders sccounts Paysble Fioed Aasets HumanResources Dudget Colections Tax  Moborifncse Masciling Syshem Help
Ro@y @ wele|+|m) 2% O =) i
Check History - by Vendor in Check Date Order

cda
= Vendor: REEDER
b FOSTHETER

111 MECHAIC ST

e
1 By Bark | 3 By Chack | 3 By Verior Sumeary " By Warrnt
Check®  Check Dale  Typs Waran Vouscherlios P08  Line Bank Tolal Check  Line Gross Limie Mt Irvoniced Irmenac e Dot
CEEECTI DE-fug-Z015 Void  O0NTSA 353006 1 EFET 100,00 TEST VOID QE=Fug=2015 Y Check
o sy -4 vl Prinved 00975 3E3007 1 ERST 105 00 TST vOID 2
11000 1

1 ERET
i ERST

100 00 T

Feady
& B © 5] E [F G H | J [ [ 1 I

1 |Check# Check Date Type Warrant Youcher Line POX Line Bank Total Check Line Grogs Line Het Invoice# Invoice Date
2 M288229 06-Aug-2015 “oid Manual Check  D04754 353,006 1 1} 0 EAST -100.00 -10000 10000 TEST %OID 06-Aug-2015
3 288230 O6-Aug-2015 Printed Ting7se 393,007 1 o 0 EAST 105.00 105.00 105.00 TST WOID 2 06-Aug-2015
4 M28823 0B-Aug-2015 Printed 04754 353,008 1 1} 0 EAST 11000 11000 11000 TEST YCID 3 06-Aug-2015
5 288233 O6-2ug-2015 Manual Tingrss 393,006 1 a 0 EAST 100.00 100.00 100.00 TEST WoID O6-Aug-2015
£ 288143 15-0ct-2014  Printed Tina726 352458 1 9,038,931 1 EAST 400.00 400.00 400.00 TRY LIQUIDATING PO 15-Cct-2014
7 M287267 30-Jun-2014  Printed Tin4a7s Fa0,622 1 a 0 EAST 22000 220,00 22000 PERMIT FEE HISTORICAL SOCIETY 24-Jun-2014
g 287268 30-Jun-2014  Printed finae7s 350,635 1 o 0 EAST 24500 245.00 24500 STAMPS 26-Jun-2014
9 "M2as7a0 19-May-2014 Printed 04643 345,413 1 1] 0 EAST 170,00 170,00 17000 POSTAGE 15-hay-2014
Figure 26 Before

Changed total check/line gross/line net to positive for voids and added a new Paid To Vendor column.

A B L 5] E F G i) o]
1 Check# Check Date Type Warrant Youcher Line PO# Invoice Date
2 208229 0B-Aug-2015 ‘oid Manusl Check Bo4rse 353,006 1 0 EST %00 06-Aug-2015
3 208230 0B-Aug-2015 Printed Bo4rs4 353,007 1 0 STYOID 2 06-Aug-2015
4 208231 06-Aug-2015 Printed Bo4rs4 353,005 1 0 | | EST %0ID 3 06-Aug-2015
5 Tzas2as 0B-8ug-2015  Manual Tin4ras 353,006 1 o EST oI 06-Aug-2015
6 288143 15-0ct-2014  Printed Bo4726 352,458 1 9,0353951 L X R LIGUIDATIMNG PO 15-0ct-2014
7 287267 30-Jun-2014  Printed Bo4e7s 350,622 1 1) PERMIT FEE HISTORICAL SOCIETY 24-Jun-2014
5 287268 30-Jun-2014  Printed Bo467s 350,635 1 1) ETAMPS 26-Jun-2014
g Thzas7an 1 9-May-2014  Printed Bo4643 348,415 1 1) FOSTAGE 15-May-2014
10 M285213 25-Apr-2014  Printed Tode24 347 245 1 1] ETAMPS A7-Apr-2014

If the check# is listed more than once (since there can be multiple vouchers per check and multiple lines per
voucher) then it will only list the total check amount once. This ensures that the total at the bottom is the correct
amount and not distorted.

A B © 8] Ef R e} H J K 1 ] il Lo}
1 Check# Check Date Type Warrant Youcher Line PO# Line nk Total Check Lil Gross Line Het Paid To Vendor Invoice# Invoice Date

T4 0251885 09-May-2011 Prirted 03825 292,432 1 0 0 ERsT 0.00 E12.47 E12.47 E12.47 POSTAGE-JUME 11 NEWSLETTER  02-May-2011
75 251885 09-May-2011 Prirted Tioagzs 292,432 2 0 OE 71593 10346 103.46 10346 POSTAGE-JUME 11 NEWSLETTER  02-May-2011
Added totals at the bottom.
A B & [5) E F =] H ] il K C [ 1] o
1 Check# Check Date Type Warrant Youcher Line PO# Line Bank Total Check Line Gross Line Het Paid To Vendor Invoice# Invoice Date

997 0080337 17-Jul-1995  Printed 00007 385 1 o 0 BsDT 100.00 100.00 100.00 100.00 COMVERT 11-Jul-1995
993 os03za 17-Ju-1995  Printed "Boooo? 393 1 o 0 BsDT 131.05 131.05 131.05 131.05 COMVERT 11-Jul-1995
239 P Total 231,904.06 231,904.06 231,904.06 231,108.66

Figure 27 After
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ADMINS Unified Community

Release Notes — Version 6.2

Accounts Payable

5.3.5.

By Warrant

September 2015

s [AUC] 2124-Check History of Checks by Warrant [theresa] M=
File Edt Ledgers Purchase Orders AccountsPayable Ficed Assets HumanResources Budget Colections Tax MotorExcise MiscBiing System Help
8] 8| | ele|mf % g = o
Check History - List of Checks by Warrant
Golo.
— Warrant:
Actions
Totals by Check Type Posted On
ACH Advice ! 3 8214.,20 HR Deduction Che © Warrant Total OE-Aug-2015 To properly reerCt the
Deposit Advice ! Marwal * 34665,10 F
Mo chock Pagmenn, * — s Net (loss vaids) activity, changed the Gross
Printed 19 26450.20 : 3466510 H
and Net columns to display
1By Bark | 2By Check | 3 By Vendor Summary | 4By vendor | SByWarart | pOSltIVE numbers and added a
Bank Check# CheckDate Type Payable To Net Paid new Paid To Vendor column
EAST 0288229 06-Aug-2015 Yoid Manual Check POSTMASTER 100,00 Z Wiew Details 8 Viewr Check .
EAST 0268230 0B-Aug-2015 Printed POSTMASTER 105,00 that shows SO for void checks.
EAST 0283231 0b-Aug-2015 Printed POSTMASTER 110,00
EAST 0288232 06-Aug-2015 Printed TOWH OF BELL-GROLP INS CL T F 1.50 Also added totals to the
EAST 8000007 06—-Aug-2015 ACH Advice CUMMINGS COMSTRUCTION 9.90
EAST B00008 06-Aug-2015 ACH Advice CUMMINGS COMSTRUCTION 800000 columns.
EAST 8000009 06-Aug-2015 ACH Advice HSTAR 205,00
2 Report ¥ Excel |
Ready
] I 14 E F 3 H
1 Warrant Bank Check# Check Date Ivpe Payable To Amount BT E & B 5 B E
2 oarss  EasT 288213 06-Aug-2015 Printed - TAPE SERVICE 513500  \War-ant (Daskc |Che ke |Check Date [Tyne Payable To Amount | Pald To Vender
3 Toarsa  EAST 286214 0B-Aug-2015 Printed 4D PRINT 1412000 2 To47se  EAST 268213 06-Aup-2015 Printed A-Y TAPE SERVICE 513500 513500
4 oarsa  EAsT 288215 0B-Aug-2015 Printed AFL-CIO AFSCME LOCAL T47 60,00 3 Moarse EAST 288214 06-Au2015 Privted A0 BRINT 1412000 1412000
5 Doarss  EAST 288216 0B-Aug-2015 Printed AFLAC- DISDENTAL G& 4018 4 bos7se EaST B285215 06-Aug-2015 Primted AFL-CIO AFSCHE LOCAL 747 50.00 5000
6 Doa7ss  EAST 288217 06-Aug-2015 Printed ASPHALT ENGINEERING 3270 5 4754 EAST 288216 08-Aug-2015 Printed AFLAC- DISDENTAL G, 40.18 4018
7 Doa7se  EAST 288218 06-Aug-2015 Printed BOSTON MUTUAL LIFE INS. CO.-G 38.48 6 oarss  EAST 288217 0-Aug-2015 Primted ASPHALT ENGINEERING 3270 270
5 Tioa7se EAST 268219 06-Aug-2015 Printed BOULANGER & SONS £5.00 7 Mosrss  EAST T2BE218 0-Aug-2015 Printed BOSTON MUTUAL LIFE INS. CO.-G 38.48 38.48
a2 Tid4Tsd  EAST 288220 06-Aug-2015 Printed COLOMIAL SUPPLEMENTAL INSURANC 7143 8 2”4754 EAST EZBEZ‘E 08-Aug-2015  Printed BOULANGER & SONS 68.00 6300
o St D Iy T e T
1 204754 EasT 2285222 05-Augr 2015 Printed GREATANEST RETREM Sviz -WELLS  2,004.23 11 Toa7sd  EAST 268222 0-Aug-2015 Printed GREATMEST RETIREM SVC-WELLS  2,004.89 200489
2 [004754 |EAST 0260223 06-Aug-2013 Printed INFORMATION MANAGEMENT CORF: 5085 12 04754 EAST 266223 05-Aug-2015 Printed! INFORMATION MARAGEMENT CORP 5085 5085
3 04754 EAST D288224 0B-Aug-2015 Printed MANSFIELD PAPER CO £00.00 13 nazsd  EAST 288224 0B-Aug-2015 Printed MANSFIELD PAPER CO 00.00 80000
4 04754 EAST 0288225 08-Aug-2015 Printed MASS ELECTRIC 21000 14 Binarse  EAST 288228 06-Aug-2015 Printed MASS ELECTRIC 210.00 21000
5 o475 EAST 288226 05-Aug-2015 Printed MUTUAL OF OMAHA CO 1143 15 boazss  EasST 11288225 08-Aug-2015 Prinedt MUTUAL OF OMAHA CO 11.43 1143
g fona7se  EasT 288227 0B-4ug-2015 Printed NORFOLK CTY RETIREMENT S 330253 16 oazsa  EAST 1268227 05-Aug-2015 Prined NORFOLK CTY RETIREMENT S 330253 330253
7 n4tss  EAST 289225 UB-Aug-2015 Printed NYHEX 20000 17 ooazsa  EAST 11268228 05-Aug-2015 Primed NYNEX 20000 20000
5 TaTss  EmST 288229 0-Aug-2015 void Manusl Check  POSTMASTER 10000 18 Ewsa EAST %mm 06-AUZ-2015 Voir Manusl Check  POSTMASTER 10000 om0
T S e s v e e e e onues T
RO finarse |ast fhasazst |o-Aug-2015 |Priried POSTMASTER 11000 21 hosrse  EAST boge2i2 UE:A:g:ZMS Pt TOWN OF BELL-GROUP INS CL TF 150 150
1 foarse  East fioss2s2 06.Aug-2015 Frinted TOWM OF BELL-GROLP INS CL TF 150 22 04754 EAST 'BODOOOT 06-Aug-2015 ACH Advice CLMMINGS CONSTRUCTION 240 asn
P2 To47ss  EST BODDOOY 0B-Aug-2015 ACH Advics CUMMINGS CONSTRUCTION 8.80 23 04754 EAST 'BOOOODS 08-Aug-2015 ACH Advice CUMMINGS CONSTRUCTION 8,000.00 000,00
b3 Boa7se  EAST BOODO0S 0B-Aug-2015 ACH Advice CUMMINGS CONSTRUCTION 5,000.00 24 04786 EAST 'B00008 06-Aug-2015 ACH Advice NETAR 205,00 20500
b4 Boa7se  EAST ‘BOODODS 0B-Aug-2015 ACH Advice NSTAR 20500 25 34,765.10 31,865.10
b5 E
b5 Fid Computer Printed (P 19 26,450.20
BT Camputer Frinted () 19 26,450.20 2 Maruais (M) 0 oo
Es Marusls (M 0 0.00 2 Wire Transfers () o oo
] Wire Transfers (W) 0 0.00 30 ACH (A) 3 821490
0 ACH (4] 3 821490 ;; ﬁ‘u";:’; o g EEE
i Cther (OX o oo = oids (V) 1 10000
2 No Checi (N) o 0.00 34 Tatal 23 3476510
Woids (W) 1 -100.00 !

Figure 28 Before

6. REPORTS

Figure 29 After

6.1. GL Details Showing Budget Check Amounts

A new voucher report is available that shows the original GL account and the budget check account (if any) and the
available balance. To run the new report, go to Accounts PayablePReportsPReport Library and select 2607 — In
Progress VVoucher —w/ GL Budget Detail. The prompt will allow filtering the report for up to nine status codes,
chosen from a lookup. Optional filtering is also available on Department Group.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Report Library by Voucher

Report Hame

———————— Vouchers In Progress ——————— Sample Run
2605-In Progress Youchers — Summary Sample Run
2608-In Progress Vouchers — Detail Sample Run
2606-In Progress Vouchers — by Status/Ppproval Sample | Run
2607-In Progress Voucher — w/ GL Budget Detail Sample Run

FH Optional: Enter up to 9 Status Codes

-

M Record Status

Code Description

Attachment Added
Attachment. Removed

Add Other Transaction
Add Statement

% Batch Submitted

T Batch Transfer

I Cash Disburszements

H Change Order in Progress
L Closed

Deleted

Dizapproved

Delete Other Transaction
Ready for Felease

Entry Began

[N Task 2607: In Progress Youcher - w/ GL Budget Detail

T T e )

In Progress Youcher - wf GL Budget Detail

WO = M MmN

AT

Optional: Enter up to 9 Status Codes
Optional: Enter up to 9 Department Gro

Run as & Preview ¢ Print  PDF

If Printing use Duplex & wes  No PO has been Erased =l
Lookup 0K Cancel CIearAIIl 0K I Find | Searchl Cancell Help | Eof

[X optional: Enter up to 9 Department Groups | x|

: [ASSESSORS |assESSORS

ENl Department Group Listing
Department Dezcription Status TOfJ

ABS RECREATION DEPT j

TOWN ADMINISTRATOR
TOWN ADMINISTRATOR
TOWN ADMINISTRATOR
AFFORDABLE HOUSIMG
AMIMAL COMTROL
ARCAND PARK

ARTS COUNCIL
ASSESSMENT
ASSESSORS

ASSESSORS

AUXILIARY POLICE
TOWM HALL MATHTEMANC
BUILDING

CAPITAL IMVEST TRUST
CEMETERY

1

25
3
4:
5
6:
T
g:
9:

BT DD TTDDDDHT DD D H

Bl
0K I Find | Sean:hl Cancell Help | ﬂl

In the example that follows, the report was run with no filtering applied:
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2607-APVOUENT_GLD.REP Printed 07-Aug-2015 st 15:00:11 by THERESA Page 3
Town of ADNINS
In Progress Voucher - w/ GL Budget Detail
il Balance
Batchy Vouchers Dept Group Date Vendor Name Line GL# Accountd ¢ Description Voucher Amoun w/ ALL WIP
13014 352020 FEOUGH 09=5ep~2014 UNIVERSAL ENVIRONMENTAL 1 1 1000-521-0000-000-00-33-69295 SCHOOL - ASBESTOS STUDY 250,004 §16,994.00
13014 352020  KEOUGH 09-5ep-2014 UNIVERSAL ENVIRONMENTAL z 1 i . §16,994.00
13014 352020 KEOUGH 09-5ep-2014 UNIVERSAL ENVIRONMENTAL 31 §16,994.00
13014 352020 KEQUGH 09-Sep-2014 UNIVERSAL ENVIRONMENTAL a1 . . §16,994.00
13014 352020  REOUGH 09-5ep-2014 UNIVERSAL ENVIROMMENTAL 51 The balance shown in the Avail 416,994.00
Balance w/ All WIP column includes
- Lo the voucher shown in this line. 0,00
4 kkkk ¢ H H ¢
ol The indicate that this roll I 3, 400.00
up account is used to check the

13015 balance on ||ne 1 Of the 1 1 0Z00-450-0000-004-00-00-52010 ADVE 255,47
rrrr (200-450-0000-004-00-00-52000 EXFER &7,629,739.69

VOUCher‘ ¥oucher Total: 255.47

13007 352036 UNCLASSIFIED 23-Sep-2014 LOIS TURCOTTE L1 0100-430-0000-004-00-00-52700 TRASH REMOVAL 100.00
*T%r 0L0D-430-0000-004-00-00-52000 EXFENSES 42,254,394.07

Voucher Toral: 100.00

A selection legend is included on the last page of the report listing the criteria entered when the report was run and

the meaning of the **** and * signs.

Gelection Legend:

Includes: In progress (entered but not posted] Woucher's
Dept: TOWH

Vendors: Both
Note: The awailabhle balance includes ALL work in progress and entries posted

to the General and Subsidiary Ledgers.

#%%% WIndicates Budget checked at a Rollup Lewel
* Indicates no funds available

The report is also available in Excel® format. The Budget Account and Description are located in a column next to

the Expense Account & Description.

A E] E 3 E Fl& H u J K L
1_User Batch Vouchers Dept Code Date Vendor_Hame Line GL# Accounts & Deseription Voucher Amount Aceount Balance HB
44 1299 351594 COA 7RIS CARAVAN COFFEE & FOOD SERVICE 17 1 6340-000-0000-000-00-00-52400 PROFESSIONAL SERVICES 6:340-000-0000-000-00-00-52000 EXPENSES 5500 53129 1
45 [voucher_Total: 65.00
45
47 A28 351,695 CO4 7222014 DEMOULAS SUPERMARKETS, NG 1 1 6520-000-0000-000-00-00-52400 PROFESSIONAL SERVICES 6520-000-0000-000-00-00-52000 EXPENSES 253.80
48 [voucher_Total: 259.89
43
50 3014 352,19 FIRE 982014 MA ASSOC OF HEALTH BOARDS 1 1 0100-430-0000-004-00-00-52701 TRASH INCINERATION 011 00-430-0000-004-00-00-52000 EXPENSES 10,00 225439407
51 [voucher_Total: 10.00
52
53 3014 352,020 KEOUGH 982014 UNVERSAL ENVIRONMENT AL 1 1 1000-921-0000-000-00-33-63295 SCHOOL - ASBESTOS STUDY [1000-521-0000-000-00-33-69295 SCHOOL - ASBESTOS STUDY 25000 16,994.00
EENENT] 352,020 KEOUGH S/92014 UNIVERSAL ENVIRONMENTAL 2 1 1000-921-0000-000-00-33-69295 SCHOOL - ASBESTOS STUDY [1000-521-0000-000-00-33-69285 SCHOOL - ASBESTOS STUDY 200,00 16,994.00
55 3014 352,020 KEOUGH S/92014 UNIVERSAL ENVIRONMENTAL 3 1 1000-921-0000-000-00-33-69295 SCHOOL - ASBESTOS STUDY [1000-521-0000-000-00-33-69285 SCHOOL - ASBESTOS STUDY 200,00 16,994.00
56 3014 352,020 KEOUGH 282014 UNIVERSAL ENVIRONMENTAL 4 1 1000-921-0000-000-00-33-63295 SCHOOL - ASBESTOS STUDY 1000-521-0000-000-00-33-65285 SCHOOL - ASBESTOS STUDY 200.00 16,394.00
57 Aa0td 352,020 KEOUGH 282014 UNIVERSAL ENVIRONMENTAL 5 1 1000-921-0000-000-00-33-69295 SCHOOL - ASBESTOS STUDY [1000-521-0000-000-00-33-65285 SCHOOL - ASBESTOS STUDY 150.00 16,394.00
8 voucher_Total: 1,01
58
60 3014 352,021 KEOUGH 282014 MA ASSOC SCHOOL COMM 1 1 1000-300-1110-810-09-00-52500 DUESMEMBER-SCH COMM [1000-300-1110-610-08-00-52500 DUESMEMBER-SCH COMM 100.00 -60.00 *
1 3014 352,021 KEOUGH 92014 MA ASSOC SCHOOL COMM 2 1 1000-300-1210-810-09-00-52500 SUPT DUES & MEMBERSHIPS [1000-300-1210-810-09-00-52500 SUPT DUES & MEMBERSHIPS 100.00 340000
62 [voucher_Total: 200.00

[ADM-AUC-AP-749]
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6.2. Retrieve Output Files Email Option Added

Prior to the software update, the Retrieve Output Files function offered options to:

View a Report Save & View a Report as a PDF
Print a Report Download a Report
1 Select Mosle ficcounts Pagsble _Lseiecibodie | KEM Reverve Collections
2 Select File. AP_Invalid FY_ANTHEACL].lis 2 Select File PartialPay Edit_THERESAL4].lis
Figure 30 Before Figure 31 After

Now existing reports may be emailed as a PDF file to anyone with a valid email address (within the system or
external to the system). To use this feature, select Reports P Retrieve Output Files from the menu.

OTHER
I forgot to print my reports,, .

See the instructions in the Help Reference Library titled:

Click on Email Report and fill in the blanks (only the email address is required; the four notes fields are optional):

[ Task 360: Email Reports <]
Email Reports

Required: Enter Email Address Isuppoﬂ@admins_com

Optional: Enter Note 1 [This note field is optional and will appear in the body of the email sent|
Optional: Enter Note 2 |

Optional: Enter Note 3 |

Optional: Enter Note 4 |

g N
Lookup | Cancel | CIearAIIl

In the example above, the report will be sent as a pdf file to the email address support@admins.com. A message
will appear confirming that the report was emailed. The body of the email message will include the text “Please
find attached the report requested to be emailed” followed by any optional note text entered by the user.

In addition, the body of the email will include the complimentary close “Thank you” and the name of the user
sending the report as specified in the User Profile table in the AUC system. Finally, there will be a message
instructing the recipient not to reply to the message as it was automatically genrated from the system.
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From: aucdev@admins.com Sent:  Tue 8/11/2015 12:51 PM
To: support
Cc
Subject: Sending Report from AUC

- Message | 7 PartialPay_Edit_THERESA[1],PDF (6 KE)
Please find attached the report requested to be emailed

This note field is optional and will appear in the body of the email sent.

Retrieve Output file E3

o Repart has been Emailed
1 |

Thank you
Theresa Campbell

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

Figure 32 Example of email with an attached report

If you wish to print a retrieved report, you may do so by first clicking and then selecting

@ File| Print from the menu. This allows you to preview and confirm that you have selected the correct report
prior to printing.

[ADM-AUC-SY-7966]

6.3. Default Report Format

The default format for reports generated from commands is now PDF. This will make it easier for users to email
reports and allow for printing to any available printer.

[ADM-AUC-FM-8115]

7. TABLES

7.1. Approval Path Tables

7.1.1.  Edit List

The Edit List was updated to include all ten characters in the approval path code. Prior to the software update, only
the first 8 characters of the code were printing on the edit list. In the example below, the Approval Path Code is
“AUXPOLI_AP”. In the “before” image, only “AUXPOLI ” printed on the report. In the after image, the entire
code appears.
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[l Task 2501: Approval Path Edit Report
Approwval Path Edit List

Optional: Enter Path Code |suxPOLI_AP

Optional: Enter Username I‘

Runas & Preview © Print  PDF ' Excel
If Printing use Duplex & Yes  No

Lookup | 0K I Cancel Clear All

Town of ADMING
Approwal Path Edit Report

Jelect Approval Path : AUXPOLI AP

Approval Path@Q AUXPOLI APPATXILIARY POLICE AP
Approval Path: AUXILIARY ol | e
Minimum Primary Secondary

Description
Description Minimm Py Budget Owerride Mary MacKinnon Anthea Dimond
Figure 33 Before Figure 34 After

[ADM-AUC-FM-8114]

8. HELP REFERENCE LIBRARY

8.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

. OTHER I forgot to print my reports...
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