ACCOUNTS PAYABLE

RELEASE NOTES — SEPTEMBER 2019

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 19.3
Accounts Payable September 2019

1 ENTER BILLS/VOUCHERS

ADMINS enhanced the email subject line for manual checks requiring a budget override and added a new
feature to allow users to print a voucher edit list for their own closed batches.

1.1 Manual Check Email [Enhancement]

| lanual Check Voucher Printed required Budget Override - Message (HTML) = Manual CheCk prl ntl ng

EO| e ~ @ may only be done by
© click here to download pictures. To help pratect your privacy, Outlook prevented automatic download of some pictures in this message.
P — select users. If a manual
R e check requires a budget
ISubjec!: Manual Check Voucher Printed reqwrea Buaget Overrlael _ override an email iS

[~ ’
Fron: Iheresa sent notifying the

Department: TOWN

The following Manual Check required Budget override approval which has been bypassed and check printed budget Overrlde
UserBatch  Vouch# Vendor Department Vouch Date Check# Emount approvers On the
15610 436281 SMITH MEDICAL PARTNERS BDM 05-Sep-2019 0341805 50.00

approval table.

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

Figure 1 Subject line now shows that the manual voucher required budget override

T_‘ma\m»tmmm'@mu - —-a——*—nﬂgﬁ.g Prl_or to thls Update,
© @ while the body of the
Fou-r,n(k here ‘.:::;::;:i:m Ta help protect your privacy, Outlook prevented automatic download of some pictures in this message. S email Stated tha.t the
check required Budget
ISubJEd: Manual Check Voucher Prmtedl .
: override approval, the
bepartments ToM email subject line did
The following Manual Check has been printed bypassing the approval process not Specify ”budget
UserBatch WVouch# Vendor Department Vouch Date Check# Amount 0 ”
15610 436281 SMITH MEDICAL PARTNERS ADM 05-Sep-2019 0341805 50.00 Overrlde .

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

Figure 2 Email sent to approver saying that a manual check was printed

Now, the email subject line will include the words “budget override” when the email is sent to the
Budget Override approver. Based on the setup in the approval table, an email will also be sent to the
Level * approver(s), to say that a manual check was processed.

[ADM-AUC-AP-973]

1.2 Reprint Voucher Edit List for Posted Batch [Enhancment]

Users sometimes forget to run the Voucher Edit List when processing a batch. Some finance
departments require this edit list to be submitted with the invoices paid in the batch. Now, users may

reprint a Voucher Edit List for a posted batch.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 13
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Accounts Payable

Enter Bills (Vouchers) > Batches B Task 2711: Reprint Voucher Edit List for Posted Batch *
Change Orders Entry Reprint Youcher Edit List for Posted Batch
AP/PO Dashboard Edit List

Required: Enter Entry Batch || v1p464

Liquidate Vouchers Release

Vendors Voucher Selection Error Report

Commodity ltems Post Run as @) preview O Print = O PDF O Excel
TTERE s e Reprint Batch Cover Sheet for Posted Batch It Printing use Duplex @ ves O No
Bank Reconciliation Reprint Voucher List for Posted Batch Lookup Cancel Clear All

Lrais Reprint Voucher Edit List for Posted Batch

The reprinted voucher edit list may be run as ® Preview, ®Print, ©PDF®, or ®Excel®. A user must own
the batch to reprint the voucher edit list.

Task 2711: Reprint Voucher Edit List for Posted Batch X

The batch number may be entered directly, if known, or selected @ )
13573: Value does not exist

from a lookup. If a user tries to reprint a voucher edit list for a

batch owned by another user, the system will display an error

message that the value does not exist.

B Posted Batches X ||

Batch CreatedOn  PostedOn Entrylzer CurrentOwner Department VoucherDate Bank Status
19—Apr—-2019 10-Jul-2019 THERESA THERESA TORN 18-Apr-2019 EAST Closed
= == e e

To=H— 20 L BRSO

&
(019 ANTHER FANTHER FIRE
TEH EH

Search | Cancel Help Eof

Figure 3 Printing a voucher edit list for a closed batch

-8 TedRE - AP_Voucher History_Edit THERESA[ILlis
File Edit Format Options

oo 1 [ ] Blrjufme] &

2711-APVOUHISEDT AUC.RER Printed 23-Sep-2019 at 08:24:56 by THERESA Page 1
Town of Admins

Reprint Voucher Edit List for Posted Batch

Batchi Bank Voucherf VoucherDate Vendorf Name and Address Invoicef Invoice Date Check Details

Lvioae4 EAST 435936  18-Apr-2015 027776-01 EVANGELINE DIMOND REFUND FOR MOTOR V.TX 18-2pr-2019  Check: 0341790 Type: Printed Separate Check: No
155 MAIN STREET
LOWELL, MA 01850-0000

PO Comm. Item line GL§¥ Account & Description oty Price amount
41517 1 REFUND FOR MOTOR V.TX FROM SPREADSHEET 1.0000 25.1234
1 1000-000-0000-000-00-39-41500 2019 MOTOR EXCISE REVENUE 27.44
S a_anc_2015_faaaae e T T mr=2012 _ Cheate sy T P—
IV10464  EAST 435935 18-Apz-2015 027779-01 STEPHEN TOPAZ 18-2pz-2019 18-2pr-2015 Check: 0341796 Type: Printed Separate Check: No

158 MAIN STREET
LOWELL, MA 01850-0000

Pof Comm. # Account & Description oty Price amount

41518 1 REFUND FOR MOTOR V.TX FROM SPREADSHEET 1.0000 100.0000
1 1000-000-0000-000-00-39-41500 2019 MOTOR EXCISE REVENUE 100.00

Figure 4 Reprint Voucher Edit List for Posted Batch as run to Print/Preview/PDF®

AP Voucher_History_Edit THERESA[Tlaml - Micrasoft Excel - o X

Page Layout Formulas Data Review  View v @ o & =

% -
) e F G H i ] K L Wl N o " a [R[ s |

1 Bank Voucher# VoucherDate Vendor# HName Line GL# Comm.item Item Description Invoice # InvoiceDate Gty Price Accounts Description Retain Amount PO# Checks
2 02777601 EVANGELWEDMOND 1 1721517 REFUND FOR WOTOR V/.TX FROM SPREADSHEET  REFUND FORWOTORVTX 4182012  1.00 26.12 1000-000-0000-000-00-36-41500 2018 MOTOR EXCISE REVENUE 2744 ‘03s17e0
3 41872019 027777-01 EVANGELINE PEARL 1 1ms1e REFUND FOR MOTOR V.TX FROM SPREADSHEET  REFUND FOR MOTORV.TX 4/18/72013  1.00 50.00 1000-000-0000-0 500 2013 MOTOR EXCISE REVENUE 50.00 0341793
a 4MB2019 02777801 EVANGELINE RUBY 1 17se REFUND FOR WOTOR V/.TX FROM SPREADSHEET  REFUND FOR MOTORV.TX &/18/22012 .00 75.00 1000-000-0000- 2019 MOTOR EXCISE REVENUE 7500 'b3srres
5 9 41872019 02777901 STEPHEN TOPAZ 1 1msie REFUND FOR MOTOR V.TX FROM SPREADSHEET _ 18-Apr-2019 4/18/2019  1.00 100.00 1000-000-0000-000-00-39~ 2019 MOTOR EXCISE REVENUE 100.00 034179
6 |LVI0#6s EAST 35040 4182019 027780-01 WILLIAM DMOND [T REFUND FOR WOTOR V/.TX FROM SPREADSHEET _ 18-Apr-2019 41132019 1.00 125.00 1000-000-0000-000-00-36-41500 2019 MOTOR EXCISE REVENUE 12500 bas17es
7 LV10464 EAST 435541 41872019 027781-01 GJORAN EMERALD 1 171515 REFUND FOR MOTOR V.TX FROM SPREADSHEET  18-Apr-2018 4182019 1.00 150.00 1000-000-0000-000-00-35-41500 2018 MOTOR EXCISE REVENUE 150.00 0341795
& V10484 EAST™35042 4182019 (2773201 EVANGELWEDMOND 1 171518 REFUND FOR MOTOR \/TX FROM SPREADSHEET  18-4pr-2019 4132019 1.00 175.00 1000-000-0000-000-00-30-41500 2018 MOTOR EXCISE REVENUE 7m0 baerrer
9 V10464 EAST "435343 41872019 027783-01 EVANGELINE DIMOND 1 171515 REFUND FOR MOTOR V.TX FROM SPREADSHEET  18-Apr-2018 4182019 1.00 176.00 1000-000-0000-000-00-35-41500 2018 MOTOR EXCISE REVENUE 176.00 341801

10 =2+ Grand Total = 7844

1 | — -
€4 » | Apvouhisedt_auec /FJ « L ] B
Ready | [E@m 0m O 0 &

Figure 5 Reprint Voucher Edit List for Posted Batch as run to Excel®

[ADM-AUC-AP-977]
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ADMINS Unified Community
Accounts Payable

2 CHANGE ORDERS P Edit List [Enhancement]

ADMINS improved the Voucher Change Order History Edit List. Prior to the software update, if
the check type was changed from “W” for Wire to another value (for example, “P” for Printed),

September 2019

the default value “P” was not shown on the edit list. Now, the “P” will be shown instead of a blank

when the default check type is “P” for Printed for either the old or the new value.

2250-APCHGHISEDT .REP Printed 15-Jul-2019 at 17:07:38 by MUPDEV4 Page 1

Voucher Change Order History Edit List

Change Seg#: 1 Date: 15-Jul-2019 Time: 16:30:13.09 User:

0ld Value

Sep Check?
Check Date 30-Jun-2019
Check Type W

2250-APCHGHISEDT.REP Printed 23-Jul-2019 at 14:03:18 by ANTHEA Page 1
Town of Rdmina
Voucher Change Qrder History Edit List

Change Seg#: 1 Date: 23-Jul-2019 Time: 13:59:02.80 User: ANTHER

Voucherd: 436235 Wendor: 027546-01 TERRI M GRAHAM
Voucher Date: 23-Jul-201% Dept: TOWN
Line G/L Field Name 01d Value Hew Value
Sep Check? T
Check Date 01-Aug-201%
Check Type W P

Figure 7 After - Voucher Change Order History Edit List shows the default Check Type “P”

3 AP/PO DASHBOARD » Approvals [Enhancement]

Figure 6 Before - Voucher Change Order History Edit List did not show a Check Type “P” in the New Value column

[ADM-AUC-AP-971]

The AP/PO Dashboard provides a mechanism to approve the vouchers within a batch, for
budgetary as well as management approvals. Prior to the software update, if a voucher or

vouchers within a batch were disapproved at any level, and “owned” by a user other than

the original owner, the batch was not immediately available to the originator, and had to

be transferred to the originator for corrections.

ADMINS created an option to return the entire batch containing a disapproved voucher to the original

owner, if the site module control #2045 is set to “Y”.

The value will be set to “N” during the software update; to edit this setting, select Accounts Payable »
Module Maintenance P Accounts Payable Module Control P #2045. Click on the [1 Edit] button and

select “Y” to activate this feature.

Accounts Payable Module Control

| Seq#|Description |Answer

Buttons

isapproved Voucher, Transter Batch to Uriginal Owner it 1T+ VN

1 Edit

2050 Di_sai)prbvea Voucher. Transfer Batch to Original Owner if 1+ Voucher disappruv;r;

Status: Active

Lkup

up

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 ADMINS Unified Community Release Notes — Version 19.3

Accounts Payable September 2019
B Accounts Payable Awaiting Approval X
Dept Tupe In Use? Locked By Tof
il -~
1 Select All 2 Deselect All 3 Transfer Batches
5 User | § Department |Status |Trx Date |Bank | Batch Totall ~
FENDT [TORH [Diszpproved [E7-Aug—2019 [EASTERN EANK FOR A/ | 545,00 |
AN
Even though current user is WENDY, the batch \ v
will be returned to the originator if disapproved
arch | Cancel Help Eof

This is apparent on the [5 Status History] tab of the Voucher Query screen:

When a voucher is disapproved, the following occurs:

1. An email is sent to the original owner (who must have a valid email address and be setup to
receive emails in the user profile table).

Batch # PRI03201 In Progress - Status Dizapproved
& Voucher# 36251 | 9 THERESA
P Vendor 002328 01 Invoice# PR 303201 002928 01 Check Type Printed Bank ERST
TOWM OF BELL-GROUP TMS CL T F Inv Date 10-Jul-2013 Check #
(MOMTHLY TRAMSFER TO TRUST ¥ Customer# Separate Check
10 MECHANIC ST Dept Code TOMWN
BELLINGHAM MA  02019-0000 Vou Date  10-Jul-2019 FY 2020 Type PR Payroll Paynent
DueDate  10-Jul-2019 Terms DUR
Amount o Pay Vendor
2 Detais (2) 3tems £ GL Details Q Attachments 3525.89
Change Date _[Time User ﬁalus Notes [View
[B0-Fuz—2013 [10:45:38,53 [THERESA [Disapproved Transfer Fron WENDY to THERESA on 30-Auz—2f| View Hotes
[B0-Fuz—2013 [10:44:16.70 [THERESA [Needs Budget Override
[B0-Fuz—2013 [10:43:16.26 [THERESA [Bat.ch Subnitted o Subwitted to HENDY.
[F0—Fuz-2013 [10:42: 11,63 [THERESA Reachy for Relsass
[E5=TuI=2013 [15:27 100,92 [THERESA Entry Began w
Status History Notes for Voucher# 436,251 *** Read Only ™™~ m] X

File Edit View Insert Format Help
Dlzldl ik al =s-| B

[Courier New (Westem) = = B|s|u|@|[E =|= ﬂ
_5--\-‘-\2-\.;.‘.1.‘.5_

Transfer From WENDY to THERESA on 30-Bug-2018 at 10:45:38.59 Disapproved
Needs Budget Override Notes : 30-Aug-2019 10:45:38.59 By THERESA

Friday, 30 August, 2018 tc - this is disapproved due to budget. please
e change the account and resubmmit

-

o
o
"
(]
o
b

Ilrnr HE|E press F1 Ln2 Col 1 N
Entered 3525,89 Liquidated Retained Paid Balance
Text up

Figure 8 Voucher Query P [5 Status History] tab shows voucher owner, status, and allows viewing any notes

2. If the disapprover enters notes on the approval screen as to why the voucher is being disapproved,
the notes will be available from the status history screen on the voucher. .

3. If there was no note entered for that voucher on the approvals screen, then only the transfer
message will be shown (if the voucher is being transferred).

For example, Theresa created a batch, #PR903201. She then checked the batch and transferred it to
Wendy. At least one voucher in the batch was disapproved. The disapproval process transferred the entire
batch back to Theresa, with notes as shown in the voucher query screen in Figure 8.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 13



6 ADMINS Unified Community Release Notes — Version 19.3

Accounts Payable September 2019
=1hC e = Voucher(s) Disapproved - Message (HTML) e | 5 In the Sample emal I|
From: theresa@admins.com Sent: Fri 8/30/2019 10:46 AM - .

Theresa Campbel shown in Figure 9,
Subject: Voucher(s) Disapproved - -
[ ———————————— only the highlighted
text was typed by the
F : Th H
bepartaent. TOMN disapprover.
The following have been Disapproved
UserBatch Vouch# Vendor Department Vouch Date Amount A” Other teXt WaS
PR203201 436251 TOWN OF BELL-GROUF INS CL T F TOWN 10-Jul-2019 3525.89
Transfer From WENDY to THERESA on 30-Aug-2019 at 10:45:38.59 Disapproved Needs SyStem-generated. It
Budget Override Notes : 30-Rug-201% 10:45:38.59 By THERESA
Friday, 30 August, 2019 tc - this is disapproved due to budget. please change ShOWS tWO VOUCherS

the account and resubmmit

within the batch were
disapproved, and that
the batch was

transferred for review.

PRS03201 436261 AMERICAN HERITAGE TOWN 10-Jul-2019 6.88

NOTE: Batch has been transferred for review

Figure 9 Sample email when a batch is disapproved with notes

4 VENDORS SCREEN [Fix] [ADM-AUC-AP-968]

ADMINS corrected the enter vendors screen — the Vendor Inactive flag was being carried over when
paging up or back to the next vendor while viewing the [4 Attachments] or [8 Items] screens.

Enter Vendors : Enter Vendors
Vendor Inactive Vendor Inactive
| Vendor E h.C. MOORE | Vendor RMEEEER [ROEERT YANKEE

1 Name/Address 2 Addresses 3 Classification 4 Attachment (4 3 ttems 1 Name/Address 2 Addresses 3 Classification I 4 Aftachments 8 ftems. ] 9

Figure 10 Before — The inactive vendor flag would persist on the next vendor on the Attachments and Items tab

Enter Vendors Enter Vendars
Wenaar nac!lva Cerstes Vensor? — Centad Venser?
CorthezBy Certimd By
- | veoor g goowwe Dot Cartes | e e e
THaneacaess | Zasoreses 3 Camicatin PUsee Damed Nameihcens | 2acoesses scuulmwl & e I 5 User Datioes
s vess Fierame TEwton: Sasavenger | (560 [Bemration Flename [Futions
FPCR_ERSTORESIE PO Temal
PO ERSTOS270%5 FIF
FEERSTORTE FIF T |
VPG TR P 7 it Aachment

Statis: Vervdor Inictive U w Status: Vendlor Active: Leup up

Figure 11 After — The next vendor is not improperly flagged as inactive on the Attachments and Items screens

[ADM-AUC-PO-520]
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5 REPORTS

September 2019

ADMINS enhanced the Highest Paid Vendors Report a report and added a new Posted Voucher Report.

5.1 #2690 Highest Paid Vendors Report with Optional FID #[Enhancement]

Report Library by Vendor Massachusetts requires sites to file an

= L m— —— annual report of vendors who were

o e S o P = paid $5,000 and over for goods and

o s = services. ADMINS provides a report of
Trcna e — = highest paid vendors. The Excel®
- cessasesmer — version now offers the optional inclusion of a
T e ==y column for Federal ID #s to be shown for each
vendor.

Run the report by clicking on Accounts Payable P Reports P Report Library ) [1 By Vendor] P #2690

Highest Paid Vendors.

B Task 2650: Highest Paid Vendors
Highest Paid Yendors
Required: Enter Date Range

From: |01-Jan-2018 To: 31-Dec-2018
Optional: Include payments over this § level (500.01) [50p0.0

Optional: & of vendors to include in report
Print Report as:

One-Time Yendors

@® Detail O Summary
O Include ® Exclude

1 Task 2690 Highest Paid Vendors x
Highest Paid Vendors
Required: Enter Date Range

From: [01-Jan2018 | To:[31-Dec-2018
Optional: Include payments over this $ level (500.01)

Optional: # of vendors to include in report
Print Report as:
One-Time Vendors

Include only:

]

@ Detail O Summary
O Include @ Exclude

() REAP Vendors O Non-Rean Vendors ® All Vendors

Include only: O REAP Vendors O Non-Reap Vendors ® All Vendors | Include FID# in Excel? Yes (O No
Run as O preview O Print. OPDF @ Excel Run as O PreviewO Print~ OPDF @ Excel
If Printing use Duplex @ vYes (O No If Printing use Duplex @ves O No

Lookup Cancel Clear All Lookup Cancel Clear All

Figure 12 Before and After — FID # available in Excel as an optional column

B T 0 E F G i} T 0
1 Vendor# Name FedID Addressi Address2 City State Zip Check# Total Paid CheckDate

71647018849 IKON OFFICE SOLUTIONS P.0.BOX 41564 PHILADELPHIA, PA 19101-1564 "0338811 155.35 02-Nov-2018
7165018849 IKON OFFICE SOLUTIONS PO BOX 827577 PHILADELPHIA, PA 19182-7577 5339812 106.19 02-Nov-2018
7166 Total # Checks 30 5,189.98

falii

7185023851 RICOM AWERICAS CORP CI0 RCOH PO 80X #1564 PHILADELPHIA, PA 19101-155¢ G337 126 84 13 Aug 2018
7188023851 RICOM AWERICAS CORP CI0 RCO PO 80X #1584 PHILADELPHIA, PA 191011554 T33s240 25593 07 sep20is
7187023851 RICOH AMERICAS CORP C/0 RICOH PO BOX 41564 PHILADELPHIA, PA 19101-1564 "0332060 250.49 12-Mar-2018
7188023851 RICOH AMERICAS CORP C/0 RICOH PO BOX 41564 PHILADELPHIA, PA 19101-1564 0340112 379.66 05-Nov-2018
7189023851 RICOH AMERICAS CORP C/0 RICOH PO BOX 41564 PHILADELPHIA, PA 19101-1564 0333742 159.35 30-Apr-2018
7190023851 RICOH AMERICAS CORP C/0 RICOH PO BOX 41564 PHILADELPHIA, PA 19101-1564 'b331489 159.65 26-Feb-2018
7191023851 RICOH AMERICAS CORP C/0 RICOH PO BOX 41564 PHILADELPHIA, PA 19101-1564 340344 126.84 12-Nov-2018

7192 Total # Checks 2 5,075.84

R — [ E— The image in Figure

453 WEST STREET AMHERST, MA 01002-0000 6338780 00 24 3ep-2018
7185 Total # Checks 1 5,050.00

3 [ E— 13 shows the report
7197'001138 CHILDREN:S HOSPITAL BOSTON MAIN 9 EAST MAILBOX #89/BCH 2001 BOSTON, MA UZME:WW 'U331UZE 1,000.00 WRFEEVZMB .
T e e AR Tt when selecting the “®
7200 Total # Checks 3 5,000.00
s Yes” radio button.
H [ ”
Selecting the “® No
radio button will leave
the FedID column
blank.

6,410 52,266,418.00

7205 Fiters:
7206| Begin:
7207|End
7208/ Overs:
7209 #Vendors:  All

7210/ Format:  Detail
7211/ One-Time?: Excluded
7212 Entiy: Both
7213|REAP?:  Both
7214/ FID?: ¥

Figure 13 Highest Paid Vendors detail showing new FID# column (data redacted)

01-Jan-2018
31-Dec-2018
5,000.00

B Task 2690: Highest Paid Vendors X

Highest Paid Yendors

Select the ® Summary radio button to run a
concise list such as the one shown in Figure
14 with one record per vendor.

Required: Enter Date Range

From: (TRETRAGE] | To'|31-Dec2018

Optional: Include payments over this $ level (500.01) |5[|[|[|_|]

LI

O Detail ® Summary
L Ok | T e

Optional: # of vendors to include in report

Print Report as:

x K X & K 'y & Kkl

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 13
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D16 A J< | POBOX 4106

A B c D F G H
1 _Vendor# Name FedID Address1 City State Zip #Checks Total Paid Class
6 001425 HARVARD PILGRIM HEALTH CARE PO BOX 970050 BOSTON, MA 02297-0000 45 3,026,381.74 Unclg

7 '02828  TOWYN OF BELL-GROUPINSCLTF 10 MECHANIC ST BELLINGHAM, MA 02018-0000 123 1,578,917.28 Uncis
8 1000184 VEWDETTI MOTORS INC 411 WEST CENTRAL ST. FRANKLIN, MA 02038-0000 21 1,301,479.89 Uncla;
9 "23085 REPUBLIC SERVICES #097 [ PO BOX 9001089 LOUISVILLE, K 40290-1099 13 1,205,720.37 Unclg
10 000374 BLACKST WAL SUPT.COLLAB, 85 PLEASANT ST. UPTON, MA 01588-1499 4 957,705.00 Unclas
11 009769 MCWT 3 CENTER PLAZA, SUITE 430 BOSTON, MA 02108-0000 4 893,275.88 Uncla
12 020988 STOP LOSS INSURANCE BROKERS I 20 PARK PLAZA, SUITE 628 BOSTON, WA 02116-4303 13 730,197.89 Uncl
13 001205 LEARMING CTR FOR THE DEAF 848 CENTRAL STREET FRAMINGHAM, MA 01701-4830 8  £35,249.99 Unclas
14 t0001 a9 BiCO 397 EAST CENTRAL STREET FRANKLIN, MA 02038-0000 13| 593,893.32 Unclg

Figure 14 The Highest Paid Vendors summary report

[ADM-AUC-AP-974]

5.2 #2649 Posted Vouchers (Open and Closed) — Line Detail [New]

= [AUC] 2975-Report Library by Voucher [theresa] -
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Moh  Fa
B o] 3 N H
DR efneon & O & @ ADMINS added this new Excel® report
Report Library by Voucher of posted vouchers, to assist in
Gote !
e RS - analyzing voucher payments.
Adons L Vouchers In Progress ————-——
[605-In Progress VYouchsrs - Sumnary Run
2606-In Progress Youchers — Detail Run
[9606-Tn Progress Wouchers - by Status/Approual Run TO run the report Select Accounts
Report Categories 5607 —In Progress Youcher - w/ GL Budget Dstail Run !
1ByVendor | [~~~ Open Wouchers ——— H
_— %mpgn o et Payable P Reports P Report Library »
3 By Purchase Ord e1l-Open Vouchers — Lire Detail Run
e [oEietpen Vouwhers — Recarring Tenplates Tl R #2649 Posted Vouchers (Open and
5 By Disbursement 2800-0pen Youchers with Vendors on Hold Run
5By Bid [2613-Tpen Youchers showing Account Detail Run ) i i
T e ey Closed) Line Detail.
8Audit Reports BFE0-Voucher Batch — Summary Run
[2630—Voucher Batch — Detail Run
———————— Posted Vouchers —--——-——-
2650—Posted Vouchers (Open and Closed) - bu Vendor Run
2660-Posted Vouchers (Open and Closed) - by Owner Run
[E70-Fosted Voushers (Open and Closed? - by Dept Run
FE4‘3-F‘Dsted Vouchers (Open and Closed? — Line Detail I
APPOLIBAP

File Edit Ledgers PurchaseOrders Accounts Payable Human Resources dget Collections Tax Motor Excise Misc Billing  System  Favorites Help
BRE S8 e Y -]
Report Library by Voucher
Gote.
[Report Name [View [Report [iastRunbate [RunTime ~
Actions. —1 ——
ouchers In Progress
[2605-In Progress Vouchers - Summary Run @*May*ZOlB 12:05110,13
[2608-In Progress Vouchers - Detail Run |
Report Categories
1By Vendor Posted Vouchers (Open and Closed) - Line Detail
2By Ce dity i
¥ Commed tem Required: Vouchers Dated [nmddyyyy]l  From: [g7012018 | To: [31-4ut2018

3 By Purchase Order

4 By Voucher Optional: Enter up to 9 Department Groups Edit 0 values:
5 By Disbursement N "
& By Bids Optional: Enter up to 9 Vendori's ERit 0 values:
7 By Contracts. Optional: Enter up to 9 Users ERit 0 values:
8 Audit Reports

Run as @ Excel

i Optional: Enter up to 9 Department Groups X

LIBRARY

i
G|

[09:11:30.91

Fire Department

[FB40-Vouchers Paid on Prior T
[2E95-Thecks Paid on Prior Yea
[FEd2—Vouchers Chgd to Mon - E
[2170-A/F Voucher Azing Report
[E172-A/F Voucher zing Report
[E76dCredit Card Sunnary Repo
[£766-Batch Summary For Card S
[E765Credit Card Activity fou
[2078-Ficoounts Fawahle as of 2
[F0B3-Accounts Paid on Selecte

18 [12:03336.70
18 [14:45:19,12 | v

L A

Lookup I 0K I Cancel Clear All

Figure 15 Example of how to run the new report with a filter on departments
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The prompt requires a date range. The remaining prompts are optional; all fields are described in the
table that follows.

Prompt (required is in BOLD) Values/How used

Enter the beginning date: Enter the ending date:
From: To:
The dates entered are shown In the legend at the bottom of the

report 0

The report may be limited to up to nine department groups,
specified by clicking on the [Edit] button. Enter the data directly or
Enter up to 9 Department Groups select it from the lookup. The selections will be shown in the legend

at the bottom of the report. 9

Vouchers Dated (mmddyyyy)

The report may be limited to up to nine vendors, specified by clicking
on the [Edit] button. Enter the data directly or select it from the
Enter up to 9 Vendor #s lookup. The vendor number selections will be shown in the legend at

the bottom of the report. e

The report may be limited to up to nine users, specified by clicking
on the [Edit] button. Enter the data directly or select it from the
Enter up to 9 Users lookup. The specified user(s) will appear in the selection legend at

the bottom of the report. 9

(] 9~ = AP _VouchHist_LineDetail THERESA[28].xml - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
Va2 - 5
A B c o E F G H I J K L M N o P Q R s
1 Voucher# Batch# Invoice# Vendor# dor-N: Line Ite Quantity Price Freight Other-Amt Retain-To-Pay Line-Amount Line-Balance Entry-User Current-Status
2 [s35907 LV10460 REFUND FORANTH 16-Apr-2019 17-Apr-2019  027769-01 ANTHEA DIMOND FIRE 1 NA 1.00 75.00 0.00 0.00 0 75.00 0.00 ANTHEA Closed
3 Voucher# 435907 Total 75.00 0.00 0.00 0.00 75.00 0.00
7]
5 435508 LV10460 REFUND FORMOTO 17-Apr-2018 17-Apr-2018  027770-01 ANTHEA PEARL FIRE 1 NiA 1.00 75.00 0.00 0.00 0.00 75.00 0.00 ANTHEA Closed
6 Voucher¥ 435908 Total 75.00 0.00 0.00 0.00 75.00
7
8 435909 LV10450 REFUND FORMOTO 18-Apr-2018 17-Apr-2018  027771-01 ANTHEA RUBY FIRE 1 NA 1.00 75.00 0.00 0.00 0.00 75.00 0.00 ANTHEA Closed
9 Vouchers# 435908 Total 75.00 0.00 0.00 0.00 75.00
10
11735910 LV10480  REFUND FORWOTO 19-Apr-2010 17-Apr2018  027772-01 ANTHONY TOPAZ FIRE 1 s 100 7500 000 0.00 0.00 75.00 0.00 ANTHEA  Closed
12 Voucher# 435910 Total 75.00 0.00 0.00 0.00 75.00
14 235911 LV10480 REFUND FORMOTO 20-Apr-2018 17-Apr-2019  027773-01 ANDREAS DMOND FIRE 1 NiA 1.00 75.00 0.00 0.00 0.00 75.00 75.00 ANTHEA Change Order in Progress
Voucher# 435911 Total 7500 __0.00 000 0.00 75.00 75.00
17 Ma3se1z LV10460 REFUND FORMOTQ 21-Apr-2019 17-Apr-2019  027774-01 ANTONIO EMERALD FIRE 1 NA 1.00 75.00 0.00 0.00 0.00 75.00 0.00 ANTHEA Closed
18 Voucher# 435912 Total 75.00 0.00 0.00 0.00 75.00 0.00
19
20 435913 LV10460 REFUND FORMOTO 22-Apr-2018 17-Apr-2018  027775-01 ANTHEA DIMOND FIRE 1 Motor Vehicle Refunds for 2018 1.00 75.00 0.00 0.00 0.00 75.00 0.00 ANTHEA Closed
Just Curious about where this will appear
22 And line 3 as well
2 Voucher# 435913 Total 7500 __0.00 000 0.00 7500 000
24
25 i Department FIRE Total 526.00 0.00 0.00 0.00 526.00 75.00
S
27 136233 75592 S6456ADF 10-Jul-2019  10-Jul-2019 000262-02 NASCO SCHOOL 2 Constant Velocity Car (page 272) - SB48381M881 7.00 835 250 0.00 0.00 60.95 60.95 THERESA  Open
28 Less 58058 (minimum order $50) 15% discount on order = (13.84)
2 PO# 1900225
30 1 Radish Seeds for Germination - SA0S732M 3.00 170 0.00 0.00 0.00 510 510
3 PO# 18002212
32 Voucher# 436233 Total 10.05 250 0.00 0.00 66.05 66.05
33
34 == Department SCHOOL Total 10.05 250 0.00 0.00 66.05 66.05

Figure 16 Sample #2649 Posted Vouchers (Open and Closed) — Line Detail report

Excel

Column Header Description of the data
Column

A Voucher # The voucher number assigned by the system on creation of the voucher
B Batch # The batch number in which the voucher is contained

C Invoice # The invoice number on the invoice presented for payment by the vendor

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 13
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Excel
xce Column Header Description of the data

Column

D Invoice Date The invoice date on the invoice presented for payment by the vendor

E Voucher Date The date of the voucher as entered when creating/editing the voucher

F Vendor # The Vendor number and remit number

G Vendor-Name The name of the vendor

H Department The department paying the invoice with this voucher

I Line The line number of the voucher

J ltem-Description  The description of the item as entered on the voucher or as entered in
either the purchase order, if a purchase order was referenced

K Quantity The quantity as paid on the line of the voucher

L Price The price as shown on the voucher

M Freight Any freight amounts entered on the voucher

N Other-Amt Any other amounts (handling, etc.,) as entered on the voucher

(0] Retain to Pay For vouchers referencing a purchase order, a retainage amount as
prescribed on the purchase order

P Line Amount Line amount is the amount entered on the Voucher to pay for that line

Q Line Balance The amount remaining to pay on the line. For example, a voucher for a
total of $150 that paid $75: (an example is shown on voucher #435911 in
the image in Figure 16 which has a change order in progress):

Line Amount = $75
Line Balance = $75

eThe line balance does NOT include any retainage that has already been
earmarked for payment.

R Entry-User The user who entered the voucher

S Status The status of the voucher at the time the report was run

Selection Legend

29 | Selection Legend:
30
31 From Date: 01-Apr-2015
32 To Date: 22-Jul-201%

33 Department Group: FIRE

34 Department Group: SCHOOL

35 | Department Group: COA

36 Vendor: 27769

37 Vendor: 27771

38 Vendor: 27772 e
39 Vendor: 27773

40 Vendor: 262

41 Entered By: ANTHEA

42 Entered By: THERESA e
43 Entered By: WENDY

QEOTE: Line Balance does NOT include Retainage to Pay

[MBE-SUP-SAPLAUC-1026]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 TABLES P Adding a New Bank Account [Enhancement]

Some sites retain their current bank but need to use a new account number. ADMINS recommends

following this procedure.

6.1 Same Bank, New Account #, Create New Bank Code

This will allow for a clear delineation for audit purposes between the two bank accounts. Create a new

Maintain Bank Codes

Goto,

Bank [l Name EASTERN BANK FOR A/P ABA# BBEE-7777-9

Actions.

ABA Mumerator
ABA Denominator

Ez-173
113

1-Add Bank

2-Edit List

8 Add Bank

3-Bank Search

Bank Code

Bank Name |NEW EASTERN BANK CODE|

Cancel

Status: Bank Active

Lkup

Up

bank account code
following the instructions
in AP-210 Implementing
a New Bank Account. It
will be easier to replicate
the data if the new bank
account code follows the
old bank account code
alphabetically, for
example, if the current

bank code is EAST, the new bank coded could be EASU, ensuring that the new code will be just after the
old. (Bank codes are limited to four alphanumeric characters).

6.1.1

Copy the Data from the Old to the New

Take a screen shot of the old bank code record to help replicate the entries manually.

J= 14C) 2517-Maiewain Bank Code: [theresa]
o Fired Asets Human Resources  Dudget Collecbons Tax Motor Excise

counts Peyatle Fired
Q= F L

0ld Bank Maintain Bank Codes

A RIS

Stats [~ 2ip Code f3569-0000

taccouts Payate £ dccounis Pavabie ATH | E Human Rescurces Hunen Ressurces ACH

Cldccourt  fren-000-0000-000-00-00- 10400 Summarze Fosting @ No (O)es

5-5an Enaa

9 fseancato Lavou

Status: Bonk At Leup

£ ccousts Payasie-ATH

State [~ Zip Code Poo0-0000

E-tuman Resources Humen Resvarces A 7-Cotectens &tisc Bang

[ =000-B000- (000000~ 100

o FERTPER TITTAR
s [

Summarza Posting ®INo (Vs

Prons [(606) 0o0-0000_ conscr Typs [l

8 Rnesnchaton Laveut

Status: Bank Active Liup. u

Figure 17 Old bank code and new bank code

Save time by using {CTRL|C} on each field to copy the data from the old bank code to
the new bank code. This timesaver will only work if the new code is the next record.
{CTRL|C} copies whatever is in the same field on the prior record into the current record.

account number.

VAN

Be sure to edit the field labeled Bank Account # to use the new

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.1.2 Populate the Reconciliation Layout Table

Goto. v
Bank: EAST]

Bank Reconciliation Setup

File Download Layout for Accounts Payable

Actons EASTERN BANK FOR AP

LYHN. MASSACHUSETTS

Record Length 57
Cancel Date if Void @ Yes ONo

File Type @ascl Oesy
Orig Ck Amt if Void O Yes @ No

1 Bank Table
2Add Bank

3Add tem Copy Layout to Anather Bank

heck Detail File

Full File Path & Name [ \ALC_TieveLopnent \adnhone'F i Les ol estUploacs \LongFi LeAds
O YyMoD  OYYYMuDD

[Check Date

ﬁh—rm_m T

[Woid=V /Tssusd=1 a1 AL
a3

Fane
[Bark_Accoun it T 1T i a

&

Bark Description

P - B

g Toja| [EENF ROCKLAND TRUST
S EAST EASTERN BANK FOR A/P
ASUNEW EASTERN BANK COLE
MELN BANK OF NEW YORK MELLOM
PAYR PAYROLL - CITIZENS BANK

Search| Cancel| | Help

4 Fina

— Required: Enter Bank Code |:| [ ]
Copy this Bank layout to"
7 Download File -
item 5 3 ~
[Fheck Munber o T
ook Cancel Clear All
T -

B items Available

Ttem# Ttem name

Tof

27 Entry Uszername

28 Entry Date

29 Entry Time

20 Change Username

31 Chg Date

32 Chz Time

22 Status

24 Bank Account

25 Address Line 1

26 Address Line 2

27 Address Line 3

28 City

29 State

di) Zip Code

41 City State Zip Code
42 Payee Line 1

43 Payee Line 2

44 Payee Line 3

45 Izsued Check Amount

Find Search

Cancel Help Eof

6.1.3

September 2019

There is a [5 Copy] button on
the Bank Reconciliation Setup
screen to allow copying the
setup from an old account to a
new account.

Start on the old bank code
screen and select [5 Copy].
Select the new bank and click
on [OK].

If the Bank Account number on this screen is
entered as a literal, first note the characteristics
(start, end, zero fill, and justification), and then
remove the literal entry.

Replace it with field #34 Bank Account available
from the lookup by using [3 Add Item] to add a
field. Use the same values for start, end, zero fill,
and justification.

Ask ADMINS to Set the Beginning Check Number & Refresh Training

The check number can only be set by ADMINS staff. When setup is complete, notify ADMINS and ask
that LIVE be copied to training so that the reconciliation file may be tested with the bank using the new

account number.

6.1.4

When New Bank is LIVE

When the new bank code is ready for use, inactivate the old code following the steps in AP-210
Implementing a New Bank Account.

[ADM-AUC-DOC-169]
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7 YEAR END PROCESSING

September 2019

A “super-user” may restrict voucher entry and voucher change order entry at year end. ADMINS made a
change to prevent the command from being run from the Menu Group/User Maintenance Screen. This
feature is available by selecting Accounts Payable P Year End Processing » Change Menu Access for AP

Entry/Change Orders.

7.1 Change Menu Access for AP Entry/Change Orders [Fix]

There was an issue with record locking when the process was run from the System » Menu Group/User

Maintenance screen.

= [AUC] 11-Menu Group/User Menu Maintenance [theresa]

File Edit Ledgers PurchaseOrders AccountsPayable = Fixed Assets Human Resources

B SE e+t

Goto... Liquidate Vouchers

Actions

1 Menu List

- o x
Budget Collections Tax Motor Excise Misc Billing System Favorites Help

Enter Bills (Vouchers) >

Change Orders >

AP/PO oar Sroup/User Menu Maintenance

che

8 Vendors >
_ Commodityltems >
M Dish a " 5 Display Hide Gray [Task Menu Action | »
7 isbursements (Warrant) ® o) 5

Bank Reconciliation > o [®) D
| Queries > ® (] (@]

O [®] O

L >

Reports e ) e} o}
™ Tables > 5 re) re)
N Vear-End Processing > Goeliooioio D
L 10995 > Change Menu Access for AP Entry/Change Orders

Modul I - HSE I [Fdden
- >
[ odue O [®] [0]

Interfaces/Imports > ® o) o)
[ SiteSpeciic > ® [} o} process.

[Graged
[ Help Reference Library @ [@] [®)
[ Maintain Lrossualk = = =
Budget_Groups
Reverus Topes [AUC] 11-Menu Group/User Menu Maintenance X

Elenent Category 1

Element. Category 2

Elenent Category 3

Elenent Category d

Element Category O

Elenent Category 6

Elenent. Catezory 7

Elenent Category 8

Bark Codes

Journal Entry Processing

Erter One-Time Journals

e Cannot Run Change Menu Access from this screen

Edit List

To address the record
locking issue, ADMINS
added a check to prevent
the process from being run
from the User Menu
Maintenance screen.

Click on [OK]; move to
another screen and run the

Note: The record locking will persist if there are one or more “super-users” accessing
the Menu Maintenance screen when the process is run. Communicate with other
“super-users” to ensure that no one else is on the Menu Maintenance screen when
running the Change Menu Access process.

8 HELP REFERENCE LIBRARY

8.1 New or Updated Documents

e DISBURSEMENTS

e SYSTEM

AP-210 Implementing a New Bank Account
AP-217 Same Bank, New Account

AP—-805 Training Mode

AP-1110 System Administration Kit

[ADM-AUC-FM-8125]

[Updated]
[New]
[New]

[Updated]
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