ACCOUNTS PAYABLE

RELEASE NOTES — SEPTEMBER 2020

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 20.3
Accounts Payable September 2020

1 ENTER BILLS

ADMINS fixed an issue with a user being unable to process a voucher because the Vendor had been set to
a different entity after the voucher was created. In addition, issues with vouchers marked as credit
vouchers were addressed.

1.1 Users and Vendor Access [Fix]

Check Error X

Each user in the system has an entry on the [3 PO/AP]
tab of the System P User Menu P User Profile screen
that defines Accounts Payable and Purchase Order
access as either the ® Town users, © School users, or

o E2802-Mo Access to Vendor. Check Vendor and User Entity Types

© Both.
User Profile Screen
o Emest  07-5ep-2009 MUPDEVL
7 THERESA Changst 29~ Jun-2020 THERESA
Name [Theresa Lastlogn 14— Jul-2020 15:46:57.56 Live

—
1 General 2 Account Security 4 Human Resources S Budget 6 Collections. 7 Misc Biling Y Login Hist

cess for AP/PO Vendors OTown (OSchool @Both __vem@Requests  OYes  @No
Allow Add Vendors on the r1y e gLy

Figure 1 This user is set to ® Both

The access to the vendor is set on the [3 Classification] tab of the Enter Vendors screen. The vendor is
available to either the ® Town users, the ® School users, or ® Both.

== [AUC] 2000-Enter Vendors [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B GE me»m EH Q@ Fu
Enter Vendors : :
Certified Vendor?  Ves No
Gato.
Vendor DMINS INC Date Certified
Actions
1 Name/Address 2Addresses Classification 4 Attachment (48} 8 tems. 9 User Defined
5 Add Vendor
6Add Address [ [[RestrictAccess To O Town O school iﬂgﬁ_/' Authorized Representatives
edefanonr. Pr-Iiozreo e o oon ax D
7 Reports Bank Code Name Title
ABA#  0000-0000-0 Prenote [ Mot Active [ [
Bank Account Type [ Phone# [(000> 000-0000 0000 [
Customer# |
HRACH Tax Payment Type (O Federal O State @ None [ I
Phanas [TAnns Ann—nnnn aon T

Figure 2 This vendor is set to ® Both

Table 1 Vendor and User Access

User Access Vendor Access Result

Both Both No error — user has access to the vendor
Either Town or School | Both No error — user has access to the vendor
Town Town No error — user has access to the vendor
Town School Error — user will not have access to the vendor
School School No error — user has access to the vendor
School Town Error — user will not have access to the vendor
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Accounts Payable September 2020

Sites use this radio button to segregate activity for vendors that are used by both the town
and school users. The town may use Staples vendor #75, but the school uses Staples vendor
#36. Users with access to only the School will see only School Vouchers; Town users will see
only Town Vouchers. This is in effect for entry, approvals, posting, change orders, and
liquidations.

[ADM-AUC-PO-538]

1.2 Credit Vouchers [Fix]

ADMINS addressed two issues affecting vouchers with credit amounts.

1.2.1 Payroll Processing — AP Voucher Batches

Some sites opt to create Accounts Payable vouchers for deductions from employee paychecks, such as
insurance, child support, taxes, that pay a third party. Users cannot change Payroll voucher types in the
Accounts Payable voucher entry screen. In the unusual circumstance that there was a negative on any line
of a voucher created from Payroll, ADMINS had to intervene to allow processing the voucher.

Now if there is a negative amount on any line on vouchers created via the payroll process, the voucher
type will be set to “PC” (for Payroll Credit). This will allow the vouchers to be processed with no
intervention by support@admins.com.

Batch # PR903345 Voucher Entry
Voucher# 438229
Goto...
Vendor 8 pt Invoice# PR 903345 026481 01 Print  OManual OACH OwWire (O No Chk
RHODE ISLAND FAMILY COURT InvDate  PO-Jul-2020 Check Date Bank EAST
v GoToBaten | | RI CHILD SUPPORT PAYMENT SERVC Customer# Separate Check
P.0. BOX 5073 Dept. Code ADM TOWN ADMINISTRA | HoldCheck  []
HARTFORD CT  06102-5073 Vou Date  P0-Jul-2020 FY 2021 Type PR Payroll Pagnent
DueDate [P0-Jul-2020 Terms OUR
Amount to Pay Vendor
3 tems. 4 GL Details S Status History Q Attachments 25,00
Line item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
[l [1.0000 [ Pauroll for checks dated 20-Jul-2020 | 50,0000 | | [ 50,00
Spit U By Account | [1000-000-0000-000-00-00-21830 PREPAID LEGAL SERVICES
1099 [ FA[
B [1.0000 | Payroll for checks dated 20-Jul-2020 | -25,0000 | -25,00
Spit [1600-000-0000-000-00-00-21300 CHILD SUPORT WITHHOLDING PAYABLE
1099 [ FA[

Figure 3 Before

Batch # Voucher In-Progress
Voucher#
Goto...
e Vendor 026481 01 Invoice# PR 903346 026481 01 Check Type Printed Bank EAST
RHODE ISLAND FAMILY COURT InvDate  30-Jul-2020 Check #
RI CHILD SUPPORT PAYMENT SERVC Customers# Separate Check

P.D, BOX 5073
HARTFORD CT 06102-5073

Dept. Code ADM
Vou Date  30-Jul-2020 FY 2021
Due Date  30-Jul-2020 Terms DUR

Type PC Payroll Credit

Amount to Pay Vendor
2 Details (2) 3 ltems 4 GL Details S Status History Q Attachments 25,00
Line Item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
[ 1.0000 Payroll for checks dated 30-Jul-2020 50,0000 50.00
Spit 1000-000-0000-000-00-00-21830 PREPAID LEGAL SERVICES
1099 FA
r 1.0000 Payroll for checks dated 30-Jul-2020 -25,0000
Spiit 1000-000-0000-000-00-00-21900 CHILD SUPORT WITHHOLDING PAYABLE
1099 FA
Figure 4 After

[ADM-AUC-HR-1264]
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1.2.2 Change Orders [Fix]

An issue arose when changing a voucher to reduce the amount. If the voucher was a credit voucher with
no payments, the change process issued an error. ADMINS corrected this and patched to sites in August.
It is cited here to document the change.

[ADM-AUC-AP-1037]

2 CHECK PRINTING [Enhancement]

ADMINS optimized the Accounts Payable P Warrant [Print Checks] process to reduce the
time it takes to render the checks to the screen.

[ADM-AUC-AP-1045]

3 VOID PROCESSING [FIX]

Accounts Payable When selecting checks for void processing, a warrant number may be entered in
iht:n:e”;(:::m”) . the prompt, as highlighted in Figure 5. This caused the void warrant to use the
AB/PO Dashboard same warrant number as the original warrant, instead of being assigned a new
t"d“”" } warrant number.

Commodity Items >
Disbursements (Warrant] \Wa.,m ADMINS corrected this; each void warrant is assigned a
Bank Reconciliation > EERORITETIe S P new warrant number and marked as an exception
Queries > Create ACH File for All Prenote Vendors Warrant_
B | Task 2176: Select Checks for Void Processing X

Select Checks for Yoid Processing

Required: Enter Bank Code EAST | [EASTERN BANK FOR AP |
Required: Enter Range First Checki: '0343535 Last Checkﬂ:'ugﬂgsy
Optional: Yoid Only in Warrant# 006200

Optional: Default Voided On Date [nmddyyyy) 08272020

Optional: Default Yoid Check Method ® Manual Replace () Cancel Vouchers O Reopen Vouchers (O Tailing-Manual Replace

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

Cancel Clear All

Figure 5 Selecting Checks for Void Processing Prompt with a warrant # specified

[ADM-AUC-AP-1038]

4 QUERIES — Warrant History [Enhancement]

Acooues vaas The Queries » Warrant History screen now will

e Cttee include any optional reports that are run for a given
warrant. In Figure 6, reports on lines 6-14 were all run
from the Optional: Site Reports screen when the

Reports
Tables

Voucher Changes - Posted

Batch Query

v v v v

Year-End Processing
Check History - All Checks Listing

1099's PR e disbursement warrant was run. If the reports are not
Module Maintenance > eCE DR DCACTERLIeCS . . .
e X e run as part of warrant processing, they will not exist

and will not be available in this screen. Read AP-490
Warrant History in the Accounts Payable P Help Reference Library for more information.
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4.1 Warrant History [Enhancement]

Accounts Payable September 2020

== [AUC] 2224-Warrant History
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Mot

B SE wme»m i Q = &

nl

Optional: Site Reports

Warrant History Description
Goto. Account# on Vouchers Paid Report
biminral Check Date  30-Jul— Proiected Negative Expenditures Report
Actions Bank EAST  EASTERN BANK FOR A/P i

Disbursement Approval List City Warrant
Disbursement Approval List - School Warrant
Check Disbursements by Bank Accounts
Warrant Detail Report By Account
Invoice Numbers per Check
Checks to be Held until Collected

Posted Date 30—.7
Filename y 4

AP _Harrant _THERESA_006196 ,PDF
AP_Cash_Reqd_THERESA_006196 ,PDF
AP_Check_Register_2112_THERES H_OO%E .PDF
AP _karrant _Post _to_GL_THERESA_00g196 ,PDF

eq# [Description
Disbursenent Approval List {Warrant)
Cash Fequirements Report

Si
1
2
3 Check Register Report
a
5

IDisbursement GL Posting Report

Disbursenent Posting Report
ccts_On_Harr_|

FProjected MNegative Expenditures Report

AP_Pr.jBal _THERESA_006196 ,PDF

ICheck Disbursements By Fund

AP_Harrant_006196_THERESA ,PDF

Harrant Detail Report By Account

Warrant_Detail _006196_THERESA_ ,PDF

10  |Disbursement Approval List City Harrant [AP_Rpprovallist_THERESA_006196 ,POF

11 |Disbursement Approval List — School Harr |AP_ExpendedFunds_THERESA_006196 ,PDF
12 ICheck Disbursements by Bank Accounts AP _BankAccounts_THERESA_006196 ,PDF

13  |Invoice Numbers per Check Irvoices_On_Checks_006196_THERESA .PDF
14 IChecks to be Held until Collected Checks _To _Hold 006196 _THERESA . xml

Figure 6 Warrant History Screen shows Optional Reports run at the time of the disbursement

[ADM-AUC-AP-1026]
4.2 Vendor Check History [Enhancement]

Each user in AUC is assigned a default department group (and may be granted access to other department
groups). Users are assigned Department Group Security for each department, marked either ®Read-
Only, ®Access, or ®No Access. In the example, the user “Theresa” is assigned access to departments as
follows: No Access to the FIRE department, access to all the other departments. The default access is to
“TOWN”.

== [AUC] 14-Department Group Security [theresa]
File Edit Ledgers PurchaseOrders AccountsPaysble Fixed Assets

B SE we»m Y Q @ F U g

Human Resources Budget Collections Tex Motor Excise Misc Billing System Favorites Help

Department Group Security

Goto

Actions
Username

THERESA Theresa

[Department  [Description

JAccess Code Status  [On User [

Y RE [Fire Department [ORead-Only OAccess @ No-Access [Active

2 SetAccess TOWN TOWN Read-Only Access MNo-Access |Active  [Default
TRASH TRASH [ORead-Only (® Access (O No-Access [Active
TREAS TREASURER D Read-Only (®) Access OMNo-Access |Active
ATz JscHoOL [OReadOnly @Access O MNoAccess JActive

Figure 7 System P Department Group Menu P Department Group Security

In AUC, multiple vouchers may be paid on a single vendor check. The vouchers may be created by any
user from any department. Users set as “No-Access” are restricted from viewing details of other
department’s vouchers.

The vendor check history screen was changed to display meta-data on drilldown and enhanced with hover
text to help users with limited department access understand how the system displays or restricts
information.

Accounts Payable P Queries P Vendor History P [Disbursements]
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Prior to the software update, a user with limited access might be researching a payment to a vendor. The
user would drill down to a selected check, for example # 0342444 shown in Figure 1, and instead of
seeing check # 0342444, would be taken to the next check in sequence belonging to a department for
which the user had either “Read Access” or “Access”.

ADMINS changed the way the drilldown and subsequent lookup will work for checks with multiple
vouchers for different departments.

= [AUC] 2058-Vendor History - Disbursement Checks [theresa
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

B EGE e »m ERQ @ U o
Vendor History - Disbursement Checks

- Vendor# Local Vendor ~ Ye N
Actons Name  JACKETS UNLIMITED PLUS 1099 Code Entered 10-Aug-2006 TRISH
Class UNCL Unclassified Changed 06-Aug-2007 CONVERT
Beginning Date
Ending Date

3 Purchase Orders 4 Vouchers sbursements
[Sel[Bank [Check# [Warrant [Check Date__ [Void Date___[Check Type Total Chec] Paid Discount]
-2020 Printed £01.00 601,00
!“—_;] ERS] (0342444 I:—zozo Printed 500,00 500,00
20Naa
01980Ka

[BSOT 002712 |19-Mar-2007 Printed 507 .77 507 .77
[BSDT 002569 [21-Aug-2006 Printed 753.13 753.13
EE
6 Ven Search 7 Drill Down 8E|=
B ESE e »m EH I <
Check History - All Vouchers Paid on this Check
o Bank: ERST EASTERN BANK FOR A/P Check#: 0342444
fee Vendor 014995 /01 JACKETS UNLIMITED PLUS Type P Printed
316 OLD WARREN ROAD Check Date 08-May-2020
SWANSER Warrant 006184 Clear Date
MA  02777-0000 Total Check 601,00 Void Date Warrant 000000
W View Check 0 Email Check
1 By Bank 2By Check 3 By Vendor Summary 4 By Vendor S By Warrant
[Voucher [line# [PO®  [POLn [User Batch _[invoices Invoice Date | 1099[1099 Desaription Line Gross Line Nef Status]
37842 |1 | 15653 It [05-Apr-2020 200,00 200.00 | Issued
37 15653 0415 15-Rpr-2020 100,00 100,00 Issued
15653 L:Tsrm [01-Mag-2020 301.00 301,00 | Issued
!
[AUC] 2120-Check History - All Vouchers Paid on this Check X ‘

n Cannot View Voucher. No access to Department Group FIRE

a—

6 View Voucher 7 View PO 9 Reports X Excel

Figure 8 Vendor History P [Disbursement Checks] P [Drill Down] to Check History screen

With the software update, the user will see a list of the voucher payments made on the selected check. If
the vouchers are not from a department for which the user has access, the system will now display an
information message “Cannot View Voucher. No access to Department Group FIRE”.
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= 24 i

Human Resources

Budget Co

Tax MotorExcise MiscBilling System Favorites Help

Check History - All Vouchers Paid on this Check

Bank: EAST EASTERN BANK FOR AP Check#: 0337498
Actions Vendor 023263 101 VAN POOL TRANSPORTATION Type P Printed

PO BOK 1000 CheckDate 15-ALg-2018

HILBRAHAM Warrant 006043 Clear Date

MA  01095-0000 Total Check 38287 .00 Void Date Warrant 000000

W View Check 0 Email Check
1 By Bank 3 By Vendor Summary 4By Vendor 5 By Warrant

Voucher [line= [pO= Oln [UserBatch _[invoice= invoice Date | 1099[1099 Description Line Gross| Line Nef Status]
429399 147987 15388 1805108 02-Jun-2018 650,00 650,00 Issued
429399 47191 1%332 l61805108 105=Tun=20181 I . 2310,00 2310,00 Tssued
425355 TAUC] 2120-Check History - All Vouchers Paid on this Chek X_| 1584,00 584,00 | Tssued

—==G 00| 2310.00 | Tssued

429399 47559
429399

&
4 2
5 1
g [|7191 |2 1!
429393 7 @¥7192 |1 1
B 1
El 1
i 1

"‘4&{ Tssued
: Tssued
Cannot View Purchase Order. No access to Department Group SPED /[-m

4833
425399 [11 00 | Tssued
429400 |1 47189 \ - 3700.00 | TIssued
423400 |2 47193 oK [ 1520.00 1820.00 | Issued
423400 |3 47987 ;I [ 330,00 330,00 | Issued
429400 [ 47987 2\ |15= ToUBT 7/ ~JureuTs ’ 325,00 325.00 | Issued
429400 |5 47151 [T\ 15388 61806107 / [22-Jun-2018 2100,00 2100,00 Issued
425400 |6 471512\ |15208 180610 22— Jun-2018 1440,00 1440,00 | Tssued
425400 |7 792 |t 6180687 22-Jun-2018 1470.00 1470.00 | Issued
425400 [ 47130 |t 107 22-Jun-2018 1470.00 1470.00 | Issued
429400 |9 48333 |1 06107 22-Jun-2018 2480,00 2480.00 Issued
429400 [10 48339 |2 /51806107 [22-Jun-2018 1152,00 1152,00 Issued

& View Voucher 9 Reports X Excel

Similar controls were implemented for Purchase Orders on the [2 By Check] tab of the Ch

September 2020

eck History

screen. If the purchase order is from a department for which the user has “No Access”, the system will

now display a message “Cannot View Purchase Order. No access to Department Group SPED”.

e Vendor 014395 /01 JACKETS UNLIMIT

316 OLD WARREN ROAD
SHANSEA
MR 02777-0000

Hover over each voucher number to
120 2o 26y Cret 200 ve display the voucher department

[Voucher Jlines [PO* POLn _[User Batch _[Invoice® group and purchase Ol’der
i Tie oo department group (if a purchase
I "o order was used). The hover text is

available on the [4 By Vendor] tab
= as well.

Voucher |Line# (PO# POLn
37846 |1
37847 |1

Voucher Dept Group FIRE
PO Dept Group
I | |

== (AUC) 2122-Check History - by Vendor in Check Date Order [theresa)
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B ESE e+ By O o@Fu
Check History - by Vendor in Check Date Order

Vendor:

st VAN POOL TRANSPORTATION

PO BOX 1000
WILERAHAM
M 01095-0000

—
18y Bank 28y Check 38y Vendor Summary 5 By Warrant

mm Line Gross] Line Netfinvoices
3145,00 | 3145,00
7189 '1 N | 2060.00 | 2860.00

[Checks _[Check Date

Printed NO6043 HD;ptGr;upsPED I3 520,00 520,00 51805108
Printed Dept G SPED 200 £50.00 650.00 [61805108 =Jur-2018
§ Printed [006043 = pt P 87.00 | 2310.00 | 231000 [p1805108 g—]w—?@lﬂ
Fntar 00gpes Jaziasale 7191, oS30 S0 L, 1584 D01 003854.00 BIAOGI8 e [P June18 | paed 0
3FTau0 [(5-Fu 2005 Pricced JWE0sd a0 [10 3309 e pre " 3Bewr00) WSk aevedbd [puB0BI p2-dun-z |
6 View Voucher 7 View PO & Maintan Vendors 9 Report X Excel

[ADM-AUC-AP-1039]
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5 REPORTS

ADMINS fixed some vendor reports to filter the information properly when selecting on entity. These
reports are printed from either the Enter Vendors or the View Vendors screen. Select Purchase Orders »
Enter Vendors P [7 Reports]. The list of changed reports is below:

== [AUC] 2000-Enter Vendors [theresa]
e e e Report # Report name
Q&G me s ERQE T / 3800 Address List
Enter Vendors 3805 Name List

Goto.

vendor 23152 RAFID TRADING INTL

Actions

1 Name/Address 2Addresses. 4 Attachments

\
Restrict Access To O Town (O School (@ Both A
Feceral ID¥ B59599999 Type ®None (OSs#  OTaiD

Bank Code n
7 Reportsx ABAZE  OO00-0000-0 Prenote [ Not Active !
M eddiress List pe
Address List

Vendors on Hold

Vendors by Class
Vendors by 1099
Vendors by Minority Cod|

! Task 3805: Vendor Name Listing X
Vendor Name List

Include FIDR? O Yes ® No

Vendors on State Bid List | optional: Restrict to Address Type

Entered: Vendors with Duplicate N Optional: Enter up to 9 Vendor Classes Edit 1[0 values:
e Sont Order ® Vendord O Sort Name O Vendor Class O) Zip Code

THERESA Vendors w/City and Stat - = =
b 1 elect Enﬂ'ty () Town () School ® Both
Posted POs for this Vend: g - o

Posted Vouchers for this

Run as @) preview O Print ) PDF Ocsv O Excel

If Printing use Duplex @ ves () No
Lookup oK ¥ Cancel Clear All

[ADM-AUC-AP-1029]

6 QUICK REPORT SELECTOR [ENHANCEMENT]

The Quick Report/Task Selector button is in the toolbar on all Auc screens. This feature allows a user to
run any report in Auc quickly from any module instead of going to the report library for each module.
Read SY-117 Quick Report Selector in the Help Reference Library for details on how to use this feature.

@] @8] |« =[] 5] s gk il
[ADM-AUC-DOC-183]

7 INTERFACES/IMPORTS » Upload Vouchers — Spreadsheet

The €cOVID19 pandemic forced school closures, resulting in the cancellation of field trips and other
activities. Finance offices needed an efficient and rapid method for creating hundreds of refund vouchers
for payees that were not already “vendors” set up in the system. To expedite the refunds, ADMINS made

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 16



ADMINS Unified Community Release Notes — Version 20.3

S

several enhancements to the Interfaces/Imports » Upload Vouchers from a Spreadsheet process. Read
about uploading vouchers in the Help Reference Library » AP—980 Upload Vouchers — Spreadsheet.

Accounts Payable September 2020

7.1 Use “999999999” Fed ID for Refund Vouchers [Enhancement]

This change enables refunds to be handled without requiring a social security number for each “vendor”
created via the upload. Federal Identification numbers (in “Column L”) are a required field and cannot be
left blank. Using the “999999999” number tells the system that the vendor will not require a Fed ID or
Social Security Number and the system will not attempt to match the vendor to an existing vendor in the
database.

While this change was made to
address student refunds, the same
process may be used for other similar

K L M

11. Country - Full Name

(Optional) 12. Federal ID 13. Federal ID Type ) ; i
1 [Max 40] (Required) [T=Tax ID/S=SS#/Blank=None] | Situations, for example, recreation fees
2 |COUNTRY FEDID FIDTYP or summer camp tuition.
3 999999999

Figure 9 Federal ID specified as nine “9s” will not be compared to Federal IDs in the Vendor Database

[ADM-AUC-AP-1016]

7.2 Upload Vouchers Edit List [Enhancement]

4 TedRE - AP_Voucher_Upload_Edit THERESA 2343[9).lis

File Edit Format Options
[Cowetor I[s_=] BlZz|ufw] =] || [¥ 3|3] &)
k11s

343-APVOULODEDT . REP Printed 28-Jul-2020 at 09:44:56 by THERESA

Town of Admins
Voucher Load Edit List

Prior to the software update, all
vendors on the Voucher Load Edit
List were listed with a Vendor /
Remit number of 000000 00; now
the edit list designates one-time
vendors as “1-Time”.

Line Vendor Remit Spreadsi t

3 000000 00

4 000000 00

S 000000 00

6 000000 00

Federal ID

999999999

One time vendors will show on
the edit list as "1-Time"; new
regular vendors will not show a
vendor number until after the
upload is complete.

939999333

Figure 11 After — one-time vendors are designated “1-Time

New regular vendors will not be
assigned a vendor number until the
upload is complete.

[ADM-AUC-AP-1033]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Release Notes — Version 20.3

S

7.3 Column Headers [Enhancement]

Accounts Payable

September 2020

The spreadsheet template column headers for the Vendor names were retitled. Prior to the software
update, columns A and B were both titled “Name”. Column A (Full Name) is required; column B (Second

Name) is optional.

(Cpti

7. Name 2. Name [01-
2} (Required) (Optional)

Y iMax 30 [Max 30]

4

5

A B
1. Full Name
(Required) 2. Second Name
[Max 30] (Optional)
1 |e.g Staples, Mary Smith [Max 30]
2 |1NAME 2NAME

Figure 12 Before Columns A & B

Figure 13 After Columns A & B

The name columns are used by the system when creating accounts payable checks. As such, enter the
name in the first column the way that it should appear on the check. For companies, (and less frequently
for individuals), if the name exceeds 30 characters, use the second column to complete the name. The
check will “stack” the first name above the second name on the face and address of the check.

Upload_Voucher_Templatexls - Read-Only

AutoSave (@ Off) 5« B

For example, in Figure 14, on line four,
a company named “Cosmopolitan ....
Restaurant — Best Lunch in Town” is
entered; on line 12, an individual named
“Mick Jagger” is entered.

File Home Insert Page Layout Formulas Data Review  View
H18 - S
A B C
1. Full Name
(Required) 2. Second Name 3. AUC Vendor Number
[Max 30] (Optional) (Optional)
1 eg Staples, Mary Smith [Max 30] HHHHHH
2 1NAME 2NAME VENDOR
3 James Montgomery
4 Cosmopolitan |Caterers| [ Restaurant - Best Lunch in Town
12 Mick Jagger
13
14

The format of the data in the
spreadsheet is reflected on the printed

checks as shown in Figure 15:

Figure 14 Sample file with individual and company names

EASTERN BANK FORA/P &
LYNN, MASSACHUSETTS

Town of ADMINS
219 LEWIS WHARF

BOSTON MA 01742 4

s
ADMINS

PAY ™ Seventy Five and xx/100** DOLLARS

TOTHE MICK JAGGER
ORDER 60 LOCUST STREET é
OF: BALDWINVILLE, ME 04047-0009

f

shae , - F

Town of ADMINS DY, MASAGHUSE T
219 LEWIS WHARF 3

BOSTON MA 01742

c—————
ADMINS

PAY *Seventy Five and xx/100** DOLLARS

TO THE COSMOPOLITAN |CATERERS | DINER
ORDER RESTAURANT - BEST LUNCH IN TOW
OF: 20 LOCUST STREET
BALDWINVILLE, ME 04047-0001

Figure 15 How the names will appear on the printed checks

[ADM-AUC-AP-1032]
[ADM-AUC-AP-1044]

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

September 2020

7.4 Blank Lines in the Spreadsheet are Discarded [Enhancement]

A B C D E

1. Full Name 2. Second Name 3. AUC Vendor Number 4. Remit # 5. Address 1

(Required) (Optional) (Optional) (Optional) {01 (Required)
1 |[Max 30] [Max 30] B - 99 [Max 50]
2 1INAME 2NAME VENDOR REMIT LO1ADDR
3 Benton, John B Ir 6649 N Blue Gum St
4 |Chanay, Jeffrey A Esq 4 B Blue Ridge Blvd
5 |Chemel, James L Cpa 8 W Cerritos Ave #54
6 |Feltz Printing Service 639 Main 5t
7 | Printing Dimensions 34 Center St
8 |Chapman, Ross E Esq 3 Mcauley Dr
9 |Morlong Associates 7 Eads 5t
10 | Commercial Press 7 W Jackson Blvd
11 |Truhlar And Truhlar Attys 5 Boston Ave #88
12 |King, Christopher A Esq 228 Runamuck Pl #2808
13| h
14 |Dorl, James J Esg 2371 Jerrold Ave
15 |Rangoni Of Florence 37275 St Rt17m M
16 |Feiner Bros 25 E 75th St #69
17 |Buckley Miller & Wright 98 Connecticut Ave Nw
18 Rousseaux, Michael Esg 56 E Morehead St
19 |Century Communications 73 State Road 434 E
20 |Bolton, Wilbur Esq 69734 E Carrillo 5t
21 T M Byxbee Company Pc 322 New Horizon Blvd
22 |Farmers Insurance Group 1 State Route 27
23 Post Box Services Plus 394 Manchester Blvd
24 |Sport En Art 6533rd St
25|
26 |C 4 Network Inc 6 Greenleaf Ave

Figure 16 Spreadsheet with blank lines
.
7.5 Zip Codes [Enhancement]

10. 9 Digit Zip Code

K

11. Country - Full Name

(Required) (Optional)

[no dashes] [Max 40]

ZIPCODE COUNTRY
014602203

Prior to the software
update, if a spreadsheet
to be uploaded had blank
lines, the system would
reject the upload.

ADMINS added a feature
to discard unused blank
lines within the
spreadsheet so that the
process may continue
uninterrupted.

[ADM-AUC-AP-1015]

Nine digits are required for zip codes in column J. If
the spreadsheet is saved in Excel® and strips the
leading zero, the process will now pad the zip code
to restore the leading zero.

Figure 17 Zip Code will now be padded to restore leading zero

8 YEAR END [Fix]

ADMINS closed a loophole that allowed users to circumvent the year end access restrictions to vouchers.

[ADM-AUC-AP-1031]

AP/PO Dashboard

PO Entry

PO Release

The options to select the
Voucher Entry or Voucher

Release from the Actions
button will not be available

Approval Paths

Exit

Change Orders

In Entry Began
In Error Status

_ Readyfor Rrglea‘gar

Accounts Payable

In-Progress
In Entry Began
In Error Status
Ready for Release
Disapproved
Ready for Posting
Awaiting Approval

Change Orders
In Entry Began
In Error Status
. Readyfor Release

A g anabans

105 | View

127 | View

3 | View

< 4 5

Users will no
longer be able to
click on the
[Actions] button to
work on vouchers
when the access is
temporarily
restricted at year
end.

[ADM-AUC-AP-1021]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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9 1099 PROCESSING - FORM 1099-NEC [Enhancement]

Due to the creation of Form 1099-NEC (please see AP-710 1099 Processing for a full description), the IRS
revised Form 1099-MISC and rearranged box numbers for reporting certain income. Changes in the
reporting of income and the form’s box numbers are listed below.

o Payer made direct sales of $5,000 or more (checkbox) in box 7.

e Crop insurance proceeds are reported in box 9.

e Gross proceeds to an attorney are reported in box 10.

o Section 409A deferrals are reported in box 12.

e Nonqualified deferred compensation income is reported in box 14.

o Boxes 15, 16, and 17 report state taxes withheld, state identification number, and amount of
income earned in the state, respectively.

See https://www.irs.gov/instructions/i1099msc for detailed information from the IRS. More information
will be provided in the December 2020 Software Release Notes and during the annual 1099 Webinar.

[ADM-AUC-AP-991]
9.1 Prior Year Electronic file [Fix]

When creating a submission for a prior year, the electronic file did not have a “P” in position six of the
“T” record at the top of the file. ADMINS corrected this for any prior year submissions going forward.

~ | irstax_1_2017_202091610525.dat - Notepad — O X
File Edit Format View Help

—
T2®17P®412 05 TOWN OF ADMINS

67ADMI 6 14 TOWN OF ADMINS

B2017 1011104324004116 000PERA75000000000000P0V0RRLERARABRK
CPe0eeRa1 0000PEREPRERAT750000PPRARRRLERARANRRLERERVRLRLERARERARBRLRLERARBRREA!
Keeeeeeol 0000PEREPRERAT750000PPRARRRLERARANRRLERERVRLRLERARERARBRLRLERARBRREA!
FEOPOR001000000000000000000000 00000001

[ADM-AUC-AP-1036]

10 CHANGE / SET AUC PASSWORDS [ENHANCEMENT]

ADMINS added a [Reset Password] button on the login screen that allows users to reset their own AUC
passwords. The feature requires an email address on the user profile for the user account.

2
o

Please Sign In: Please Sign In:
280
> Username THERESA_ADMIN Theresa Campbell - =
Password

¥, Username THERESA_ADMIN Theresa Canpbell - s
Password | I
Training Mod: o 57
Login  Exit raining Mode
Reset Password

*MPORTANT NEWS, “= = our products ~art Info Ea “stter “OORTANT NE VS *aur products. ~t Info - oy

Figure 18 Before and After — the new Reset Password button on the login screen

<HE y
AGwe

T ing M
e raining Mode
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Accounts Payable

September 2020

Please Sign In:

Username Theresa Campbell - =

Password

THERESA_ADMIN

Training Mode

Login Exit

_ Reset Pgsswordx
1

IMPORTANT NEWS

About our products Support Info E-newsletter

Use this feature if the password is forgotten.

1. Click the | ResetPassword | hytton to
initiate setting a new password.

2. Click [Yes] to the “You have elected

ADMINS Unified Community - Please Sign.lo

ATTENTION!

A Quarterly software upd
click on the links below to

— 1

o You have elected to Resetycaasswurddoy@ want to Continue?” prompt

June 3

. |

to Reset your password do you

3. Click [OK] to the

AP RE BU
PO PP MB
HR T FA

Send Password Reset Email

popup showing
where the email has
been sent.

Email has been sent to
campbellt189@gmail.com

User Frofis Screen 7 The email will be sent to the email
e . mm e address on the contact tab of the
— : : user profile table. The prompt will
e — — e | show which email address will be
used. Check the email account for
‘ the new password for AUC.
@ campbellt189@gmail ,con A Use Atemate Emal
‘ Background Color LIGHT STEEL BLLUE v ResetDefautColor (OYes @ No
Status: Active Lkup up

Figure 19 Set up email addresses for AUC users

M AUC Password Reset - campbell x| =+

& O A https//mail.googlecom/mail/u/0/.. ® Yz @ ¥ 3
= M Gmail Q searchmail ) ©
<« o 0 & o € B ®»
| compose
O mbox AUC Password Reset D inboxx i
% Starred
com  911AM(12minutesago) Tr 4
l W tome - /—n\
A temporary welcome661

password will be sent
to the email address

Bmporary Password exactly as displayed

Please log into AUC using this temporary password
and you will be asked to change it

Meet

B Starta meeting

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

Chat
& +
-

« Reply ®» Forward

Figure 20 Sample email sent with temporary password

| If the email is not in the Inbox, check
the Junk or Spam folder. Mark the

M Spam () - campbeltiB9@gmail X +| email as “Not spam” or “Not Junk” *
¢« O A hitps//mailgoogle.com ® [ 2

= M Gmail

c

| compose
Messages that have been in Spam more than 30 days will be
© spam automatically deleted.
B Tresh Delete all spam messages now
- B Categories
g. aucdev 9:11 AM
4% Social N AUC Password Reset
© Updates 2062 You have been assigned a temporary password welco...

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

Please Sign In:

Username THERESA_ADMIN
Password

Theresa Campbell - s

Teaining Modo

R Please Enter Password

When entering the
new password, the

Confirm Password .
\M‘{ characters will be
5”"“' masked and the

length may look

New Password ‘ 0000000000000 000000

A Quarterly software update was installed on your site. Please
dick on the links below to review the

is typed. Click on

different from what | |

September 2020

If the email is not found in the inbox,
check the spam or junk folder. Use
the password in the email exactly as
shown (case sensitive). The system
will immediately prompt for a new
password.

Type a new password and confirm
the new password.

The super-user on the site

Figure 21 Entering a new password
User Profile Login History
s Emend  30-Ju1-2014
P Username Changed  23- Jun—2020
Name Theresa Canpbell - secondary admin accou Last Logn 23— Jun-2020 11:45:45.37 Live
1 General 2 Account Security IPO/AP 4 Human Resources S Budaet 6 Collections 7 Mmc@ ‘
Last Date JLast Time Login Type

-Jun-2020 p:dﬁ 145,37 |User Requested Passuord Resst

20 10:17:09.16 |Live

14:17,10 [User Recquested Passuord Reset
.12 [User Requested Passuord Reset
6,95 Live
37 Live

User Requested Passvord Reset
2020 j09:10:38.80 Live
0931033777 [Live

18-Mar-2020 [13:51:17.02 Live
10-Dec-2019 [17:16:07 .36 Live

\ may view the User Profile »
[Y Login History] tab to see
logon and password reset
activity.

Figure 22 Login History Screen for super-users

If the user profile does not have an email set up, the system will
display this message. Contact the super user on your site or
ADMINS to add an email address to the user profile.

If no email should be associated with the username, contact
support@admins.com to reset the password.

ADMINS Unified Community - Please Sign In X

e Password cannot be reset as your user profile doesnt have an email

address setup

Contact Support to reset your password and update your email address

[ADM-AUC-SY-8130]

10.1 New Message on Password Errors [Enhancement]

ADMINS Unified Community - Please Sign In X

g Incorrect Password entered more than 3 times

Close the screen, wait 5 mins and try logging in again

If that doesnt work, use the Reset Password button te change your
password

Figure 23 New Incorrect Password message

ADMINS changed the invalid
password message to reflect
the availability of the Reset
Password button and to let
users know that they may try
again after five minutes.

[ADM-AUC-SY-8159]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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11 LOGIN SCREEN SUPPORT INFO TAB [ENHANCEMENT]

Many users only use this screen to log in — but there are other features available. Click on the [Support
Info] tab. There are 3 buttons on this screen to easily join a Go To Meeting, access the ADMINS website
or email ADMINS support.

11.1[Join Go To Meeting]

e Ll = The first button, [Join Go To
Meeting], brings up the
=y Please Sign In: GoToMeeting website, to allow
@ o — joining a GoToMeeting from
= o & Tt the AUC server. Enter the nine-

Reset Password

digit meeting
IMPORTANT NEWS  About our producty E-newsletter
‘ : number to

be joined
to the

Click the Button to start your brovser

Join Go To Meeting

ADMINS Website

» a y 0 meet on GoToMeeting? meetl ng

onnect to an online: ter the GoToMeeting

Send E-Mail to Support

11.2 [ADMINS Website]

The second button will bring up the ADMINS website home screen. Access news, release notes,
webinars, and selected help documents here.

Please Sign In:
\E2 0o

& S Username  THERESA Theresa

3 < Password I

u z

I 3

Training Mode
¥ x Login  Exit -
o x
Reset Password —
e == https//adminscom/ £ ~ @ & == ADMINS, Inc. - Municipal S.

IMPORTANT NEWS  About our products  Support 1nfo [r— =
Support

[
ADMINS
[

Click the Button to start your browser

Join Go To Meeting

ADMINS Website

Send E-Mail to Support

v
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11.3 [Send E-Mail to Support]

Please Sign In:
OE2 "h*‘
£ ' Username THEFESA Theresa
3 © Password
H g
¥ < e = Training Mode
Reset Password &= https//admins.com L-ad B Contact Us | ADMINS, Inc
e ——
IMPORTANT NEWS  About our products Support Info
N— =
Support m—
ADMINS ) e e o |4
Ve
Click the Button to start your browser —
Join Go To Meeting - 4
R o oo |
ADMINS Website
- — Use this button to send
Send £-Mall to Support Lo o support@admins.com
~ p Hil Let us know how we can help and L a quick email from the
we'll respond shortly. For the best o AUC server

response, include a phone number in

the message. . = nn
- o
Name* en
A simple, quick form e Fioascia Mogues Hursan Rescusces Mode o
Email* . i
will pop up - be sure to 4 o

include a phone
number and email
address so that we
may reply

[ 1
The third button opens the ADMINS “Contact Us” page to instantly send an email to ADMINS support.
Every page on the website has the button to allow emailing support instantly.

[ADM-AUC-SY-8154]

12 HELP REFERENCE LIBRARY

In addition to the following new or updated documents added to the Help Reference Library, the
“SYSTEM” sections of each library were standardized for the help documents that are not specific to the
module. See the “System” bullet below for an example.

12.1 New or Updated Documents

* - Top Level ----- AP-100 Help Documents Index [Updated]
e QUERIES AP—490 Warrant History [Updated]
e YEAR END PROCESSING AP—710 1099 Processing [Updated]
e INTERFACES/IMPORTS AP-980 Upload Vouchers—Spreadsheet [Updated]
e SYSTEM SY—117 Quick Report Selector [New]

SY-145 Reset Password [New]
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