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This document explains new product enhancements added to the ADMINS Unified Community (AUC) for 

Windows ACCOUNTS PAYABLE system. 
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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] 

Manual check printing 

may only be done by 

select users. If a manual 

check requires a budget 
override, an email is 

sent notifying the 

budget override 

approvers on the 

approval table.   

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

Prior to this update, 

while the body of the 

email stated that the 

check required Budget 
override approval, the 

email subject line did 

not specify “budget 
override”.  

 
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. 
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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. 

 

The batch number may be entered directly, if known, or selected 

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.  

 
Figure 3 Printing a voucher edit list for a closed batch 

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

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

[ADM-AUC-AP-977] 
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2 CHANGE ORDERS  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), 

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. 

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

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

[ADM-AUC-AP-971] 

3 AP/PO DASHBOARD  Approvals [Enhancement] 
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  Accounts Payable Module Control  #2045. Click on the [1 Edit] button and 

select “Y” to activate this feature. 
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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).  

 
Figure 8 Voucher Query  [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. 
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Figure 9 Sample email when a batch is disapproved with notes 

4 VENDORS SCREEN [Fix] 

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.   

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

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

[ADM-AUC-PO-520] 

In the sample email, 

shown in Figure 9, 

only the highlighted 

text was typed by the 

disapprover.  

 

All other text was 

system-generated. It 

shows two vouchers 

within the batch were 

disapproved, and that 

the batch was 

transferred for review. 

 

[ADM-AUC-AP-968] 
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5 REPORTS  
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] 

Massachusetts requires sites to file an 

annual report of vendors who were 

paid $5,000 and over for goods and 

services.  ADMINS provides a report of 

highest paid vendors.  The Excel® 

version now offers the optional inclusion of a 

column for Federal ID #s to be shown for each 

vendor.   

 

Run the report by clicking on Accounts Payable  Reports  Report Library  [1 By Vendor]  #2690 
Highest Paid Vendors.   

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

 

 

 

 

 

The image in Figure 
13 shows the report 

when selecting the “ 
Yes” radio button. 

Selecting the “ No” 

radio button will leave 

the FedID column 

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

 

Select the  Summary radio button to run a 

concise list such as the one shown in Figure 
14 with one record per vendor. 
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Figure 14 The Highest Paid Vendors summary report 

[ADM-AUC-AP-974] 

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

 

 

 
Figure 15 Example of how to run the new report with a filter on departments 

ADMINS added this new Excel® report 

of posted vouchers, to assist in 

analyzing voucher payments.  

 

To run the report, select Accounts 
Payable  Reports  Report Library  
#2649 Posted Vouchers (Open and 
Closed) Line Detail. 
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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 

Vouchers Dated (mmddyyyy) 
Enter the beginning date: 
From: 

Enter the ending date: 
To: 

 

The dates entered are shown In the legend at the bottom of the 

report   
 

Enter up to 9 Department Groups 

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

at the bottom of the report.   
 

Enter up to 9 Vendor #s 

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 
lookup. The vendor number selections will be shown in the legend at 

the bottom of the report.  
 

Enter up to 9 Users 

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 
lookup. The specified user(s) will appear in the selection legend at 

the bottom of the report.  
 

 

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

Excel 
Column   

Column Header Description of the data 

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 
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Excel 
Column   

Column Header Description of the data 

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 Item-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 

O 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 

The 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  

 

[MBE-SUP-SAPLAUC-1026] 
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6 TABLES  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 

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. 

 
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.   

 

Be sure to edit the field labeled Bank Account # to use the new 
account number. 
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6.1.2 Populate the Reconciliation Layout Table 

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.  

 

 

 

6.1.3 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  

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  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.   

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 

process. 

 

 

 

 

 

 

 

 

 

 

 

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. 
 

[ADM-AUC-FM-8125] 

8 HELP REFERENCE LIBRARY 

8.1 New or Updated Documents 

 DISBURSEMENTS AP–210 Implementing a New Bank Account [Updated] 
  AP–217 Same Bank, New Account [New] 
  AP–805 Training Mode [New] 

 SYSTEM AP–1110 System Administration Kit [Updated] 


