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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 VOUCHER BATCHES [Fix] 

ADMINS corrected and enhanced voucher processing. 

1.1 Retainage Amounts from Bids [Fix] 

ADMINS corrected the change order 
process for POs that are based on a 
bid that has retainage. Prior to the 
software update, if a change order 
was made to a PO that brought in a 
new line from a bid, the retainage % 
or $ amount was not reflected on the 
PO Change Order. 
 
Now, the retainage will be brought 
into the PO on a change order made 
against a line with retainage specified, 
either as a % or as a $ amount. 
 
Vouchers created from the PO will 
inherit the retainage amounts or 
percentages when paying invoices. 

 

 

[ADM-AUC-PO-568] 
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1.2 Budget Check on Vouchers that Pay POs [Enhancement] 

ADMINS changed the batch checking process to always check the budget even if an overpayment is within 
tolerance. The tolerance for overpayments for vouchers that pay against a PO is set on Module Control sequence 
#2201. In this example, the tolerance is 5%, meaning that vouchers can pay up to 5% more than the amount on the 
purchase order line. (This does not apply to Zero tolerance purchase orders – overpayments are not allowed). 

Accounts Payable  Module Maintenance  Accounts Payable Module Control  #2201 

 

 
1. If the amount paid on the PO (including this voucher) is less than or equal to the PO encumbered amount 

- no budget check is performed 

2. If the amount paid on the PO (including this voucher) is more than the PO encumbered amount, the batch 

checking checks the budget  

 

***Hard errors are shown with the three asterisks; hard errors 
must be fixed before the batch can be processed. The image at 
left shows the 5% tolerance amounts. In the error checking 
reports shown in Figure 1, the system reports the hard error if 
the voucher is even a single penny greater than the tolerance. 

 
Figure 1 Voucher Error Check by Batch within the tolerance and in excess of the tolerance. 

[ADM-AUC-AP-1048] 
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1.3 Error Checking Report Messages [Fix] 

When checking a voucher batch, the error report shows all vouchers with errors and provides information on what 
needs to be corrected. ADMINS corrected the report that sometimes repeated the error from the first voucher on 
a subsequent voucher with errors, even if the error being reported was not the same error as that of the previous 
voucher. This was patched to sites mid-August and is mentioned here to document the change. 
 
 

 
 
 
 

 
Figure 2 Error Check by Batch Report fixed and patched to sites in August 

[ADM-AUC-AP-1112] 
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1.4 Credit Card Batch Emails [Fix] 

The system sends emails to remind Credit Card Batch supervisors that there are batches available for review. 
ADMINS corrected an error that caused Credit Card Batch “CC:” emails to be sent to the email address from a 
previous email if an alternate was not set for carbon copies. 

 

[ADM-AUC-AP-1128] 

2 AP/PO DASHBOARD APPROVALS [Fix] 

Occasionally, an approval process terminated abnormally because a value (“logical”) would not be available to the 
process. ADMINS corrected this, allowing approvals to complete without incident. 

[ADM-AUC-AP-1116] 

3 DISBURSEMENTS [Enhancement] 

By default, all warrants use the bank designated in module control #2010.  

Accounts Payable  Module Maintenance  Accounts Payable Module Control 

 
Figure 3 Default bank set by module control #2010 

Sites can use multiple Accounts Payable banks, and the default can be overridden when collecting vouchers for 
payment in a warrant. ADMINS added a column to the Warrants in Progress screen to show which Bank is used on 
the vouchers in the warrant. If no bank is listed, no vouchers have been collected yet for the warrant. This is 
helpful for sites that use multiple banks for Accounts Payable – to know at a glance which bank is in use for a given 
warrant. 
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Accounts Payable  Disbursements (Warrant)  Warrants 

 
Figure 4– The Warants in Progress screen with the new Bank column highlighted 

 
See also sections 4.1 and 4.2.2 below for voucher reports that were updated to provide the bank information. 

[ADM-AUC-AP-1121] 

3.1 Check Printing Reminder  

All checks are previewed and printed from the AdmCrv viewer; when printing checks, 
keep the viewer open and the checks available for printing until every check is printed, in 
hand, and verified (no torn checks, no misprints or toner issues, all checks printed.)  
 

 
Figure 5 Keep the checks visible in the AdmCrv window until they are all printed, in-hand, and verified 
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3.1.1 [Reprint Checks] 

If the reprint 
step is used, 
here is what 
will happen: 

The original 
check 
numbers are 
voided, and 
new numbers 
are assigned.  

The check 
register must 
be re-run to 
reflect the 
new numbers 
and the voids.  

The new 
check register 
will show all 
voids and the 
most recent 
valid check 
numbers. 

 

 

 

 
Figure 6 The check register reflects the use of the Reprint Checks step 

[ADM-AUC-AP-1123] 
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3.2 Use a Different Remit Address on a Voided Check [Enhancement] 

Occasionally a check is created with an incorrect address. To change the address on a check and reissue the check 
to the same vendor for the same amount, but with a new address, do one of the following:    
 
1) If the REMIT address that is currently used on the Voucher, for example, 30653 Remit# 1 is currently “8 W 

CERRITOS AVE #54” and the check should instead be sent to “PO BOX 8104”: 

a) Go to Vendors  Enter Vendor and update the Remit #1 address to the correct address 

b) Do a Void and choose Method #1, Cancel check and replace with manual check: 

  
 
The new address from the vendor will be displayed on the check: 

 

 
2) Or, if the check is to be issued to the same vendor, but to a different remit address #, 

a) Select Method #3 to void the check and re-open the voucher: 

 
b) Process a change order to the voucher updating the remit 

c) Error check voucher and post the change order 

d) Create a new disbursement and print the check 

[ADM-AUC-DOC-202] 
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4 REPORTS  

ADMINS enhanced several Accounts Payable reports and added two new reports. See below for details. 

4.1 [1 By Vendor]  

 

4.1.1 #3825 Vendors on the Fly Report [Enhancement] 

Some users are allowed to “Add Vendors on the Fly” during Voucher Entry. This is controlled on the [3 PO/AP] tab 
of the User Profile screen. 
 

  
Figure 7 Allowing a user to Add Vendors on the Fly during Voucher Entry 

ADMINS added report #3825, Vendors Added on the Fly, to provide a list of vendors added this way. Select the 
Entity and User Status. There is also an optional Date Range filter. 

 
In the example shown 
in Figure 8, a date range 
was used to limit the 
report to only Vendors 
Added on the Fly 
between 1 January 
2021 and 13 August 
2021.  
 

Figure 8 Running the new Vendor Added on the Fly report 
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To run the report, select: 

Reports  Report Library  [1 By Vendor]  #3825 Vendors on the Fly 

The report is shown “Run as” Excel®. The report includes a legend indicating what selections were made.  

 

 

4.2 [4 By Voucher] 

 

4.2.1 #2605 In Progress Vouchers Summary [Enhancement] 

Since multiple banks can be used when processing accounts payable, ADMINS added a Bank column to the #2605 
In Progress Vouchers Summary report in the Excel® version only. This is helpful to know at a glance which bank is 
in use for a given voucher. To run the report, select: 

Reports  Report Library  [4 By Voucher]  #2605 In Progress Vouchers – Summary 

 
Figure 9 Before 

Columns include: 
 
Vendor #  
Vendor Name  
Entity  
Classification  
1-Time (Y or N)  
Entry Username  
Entry Date  
Entry Time 
Status of the Vendor 
 

[ADM-AUC-PO-567] 
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Figure 10 After 

This change is available in Excel® but not in the Preview/Print/PDF® “Run as” options due to page size limitations. 

[ADM-AUC-AP-1125] 

 
 

4.2.2 #2610 Open Vouchers Summary [Enhancement] 

Since multiple banks can be used when processing accounts payable, ADMINS added a Check Type, Status, and 
Bank columns to the #2610 Open Vouchers Summary report in the Excel® version only to provide more 
information. To run the report, select: 

Reports  Report Library  [4 By Voucher]  #2605 In Progress Vouchers – Summary 

 
Figure 11 Before – the Check Type, Status, and Bank columns were not provided on the report 

 

 
Figure 12 After – the Check Type, Status, and Bank columns are provided on the report 

 

This change is available in Excel® but not in the Preview/Print/PDF® “Run as” options due to page size limitations. 

[ADM-AUC-AP-1125] 
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4.2.3 #2640 Vouchers Paid On Prior Year POs [Enhancement] 

  
 

Prior to the 
software update, 
the report listed 
vouchers paid on 
purchase orders 
created prior to 
the fiscal year, but 
did not identify 
that the purchase 
orders that had 
been rolled to the 
current year.  

Figure 13 Before  - only the original PO date column was shown on the report 

 
Figure 14 After – the report enhanced with an additional current PO date and descriptive notes 

 The report now has both a “Current PO Date” and “Original PO Date” column. The first time a PO is rolled 
over it sets the original PO date to the PO date and sets the PO date to 1-Jul-XXXX (or date set in PO rollover). 

 Note that the current PO date is on or before the report date (usually 30-Jun-XXXX) and the voucher is 
dated after 30-Jun-XXXX. 

 Note that the current PO date is after the date specified on the prompt when the report was run date (30-
Jun-XXXX) and the voucher is dated after 30-Jun-xxxx but the original PO date is before 30-Jun-XXXX. This identifies 
payments made to rolled POs. 

 Note on why the Payment to PO and Voucher total columns could be different. It is unusual, but a line 
that does not reference a PO could be added to a voucher created from a PO. 

[ADM-AUC-AP-1117] 
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4.3 [4 By Voucher] – Page Down 

 

4.3.1 #2661 Count # Lines used on Checks – Pre-printed or Single Page 

Q. Is there a way to indicate which credits go with which invoices so they stay on the same check?  

A. Run this report whenever processing credit vouchers if using pre-printed check stock or single page checks.  

The report will identify how many vouchers per check will be printed according to the site’s setup in module 
control. The module control values are sequence #2100, 2101, 2102, and 2103. 

 

Vouchers are processed onto checks in the order they were entered into the system, so Voucher # 123 will always 
come before #124. Enter payment vouchers that pay more than credits first and then enter credits: 

For a given vendor, there are three payments 
of $100, $50 and $100 and two credits of $50 
and $60. 

Be sure to enter enough payment vouchers 
before entering credit vouchers.  

This report is used to see how many vouchers 
will be included on a single page check. If 
there are many vouchers for the same vendor 

– the report will show the number of lines used on a check. To run the report, from the menu, select: 

Accounts Payable  Reports  [4 By Voucher]  #2661 Count # Lines used on Checks 
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Two fields are required; the bank used for the vouchers and the proposed check date–to know which vouchers to 
include. If there are vouchers dated after the check date they are not included in the count on the report. 

 

 
Figure 15 Report identifies the check sequence # on which the vouchers will appear 

 
As shown above, each check allows 10 lines per physical check, and does not print multiple pages per check. For 
each voucher, the check will print up to three lines of description. The report shows that  
 

• Check Seq #3 will print a valid check, because there are enough dollars paid to offset the credit being 

used. (Note that there is also a Posted Voucher listed for the same vendor – posted and in progress 

vouchers meeting the bank and date criteria will be included on the report). 

• Check Seq #4 shows a negative amount.  

 
The credit voucher #481946 for -$60.00 will not “fit” on the check with the other vouchers because including it will 
exceed the maximum number of lines per check (there are nine lines used, and only one available, but there are 
three lines of description on the credit voucher.) 
 
 
To fix this, add or remove lines of description from In Progress vouchers to allow the credit to appear on a check 
with enough payments to offset the credit. In the example above, either reduce the lines of description on the 
vouchers that show three lines in use, or add lines to “pad” the other vouchers to force them onto the next check 
sequence number. 

[ADM-AUC-AP-1124] 
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4.4 [5 By Disbursement] 

 

Accounts Payable  Reports  Report Library  [5 By Disbursement] 

4.4.1 #2685 Check History – List of Checks by Bank 

ADMINS changed the Check History List of 
Checks by Bank to include more 
information. 
 
Accounts payable staff want to see the 
voids and the warrant number of the void 
to research and report on activity. 
 
In the examples, the report is limited to 
just voided checks with a status of “X”. 
 

Figure 16 Prompt for Check History List of Checks by Bank offers many filtering options 

 

 
Figure 17 Before – the report had no column for the Void Warrant # 

ADMINS added the void warrant number column to this report. 
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Figure 18 After – the report shows the Void Warrant # column “Run as” Preview/Print/PDF®  

 
Figure 19 After – The Void Warrant # colum was added when “Run as” Excel®  

[ADM-AUC-AP-1126] 

5 BANK RECONCILIATION LISTING [Enhancement] 

ADMINS added the Void Warrant column to the Bank Account Management Listing. Run the listing by going to: 

Accounts Payable  Bank Reconciliation  Bank Account Management – By Check Date 

Select the bank and restrict the view to the type of checks to report on.  

 
Click on the [3 Listing] button.  
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Figure 20 Listing “Run as” Preview with the screen showing all check types 

 

 
Figure 21 Listing “Run as” Excel® with the screen filtered for just Void check types 

 

[ADM-AUC-AP-1126] 

6 ATTACHMENTS [Enhancement] 

Users occasionally find that an attachment listed on one of the many attachment screens is not available. ADMINS 
found that this often is due to the attached file residing on a local client workstation or location that is not 
available to all users. ADMINS made a change to prevent users attaching files from local workstations and adjusted 
the weekly error report of broken attachments to be more useful. 

6.1 Prevent Attachments from Local Workstations 

On the Attachment entry screens, if the file being attached has “TSCLIENT” in the path (or the filename), the 
system will reject the attempted attachment and display this message: 
 

Provide the required date 
range and select a “Run as” 
option. Preview is shown in 
Figure 20, Excel® is shown 
in Figure 21: 
 

The report in 
Figure 20 was 
run for all 
check types. 

The Excel® 
report shown in 
Figure 21 was 
run with the 
screen filtered 
for just void 
check types. 
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Users still need access to the TSCLIENT area to be able to 
download files to their local workstations, such as files to be 
transmitted to 3rd parties. 

 

6.1.1 Attachment Screens in the Module 

Table 1 The following screens use the new feature: 

Task # Description Access the Screen Via: 

2000 Enter Vendors Vendors  Enter Vendors  [4 Attachments] 

2054 Change Order Attachments Change Orders  Do Change  [Q Attachments] 

2059 In Progress - Attachments Enter Bills  Batches  [Add Voucher]  [Q Attachments] 

2066 Posted - Attachments Queries  View All Vouchers  [1 Select] [Q Attachments] 

2081 Voucher Entry Attachments Enter Bills  Batches  [Add Voucher]  [Q Attachments] 
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Task # Description Access the Screen Via: 

2192 Add Attachments to Posted 
Batches 

Enter Bills  Add Attachments to Posted Batches  [6 Add Attachments] 

2224 Warrant History Queries  Warrant History  [6 Add Attachment] 

[ADM-AUC-SY-8206] 

6.2 Weekly Error Check Report 

ADMINS changed the weekly error check on attachments to report only selected broken attachments: 

 
a. If attachments are system generated, or 
b. If “TSCLIENT” is present in the file name 

 
Note: Attachments from network common areas will not be error checked since each site establishes a network 
common area to which the ADMINS account running the process does not necessarily have access.  
 
The weekly error check report is sent to the members of the BROKENATT email distribution list. To add users to 
the list, follow the instructions found in SY-150 AUC Email Distribution Lists in each Help Reference Library. If the 
weekly process identifies missing TSCLIENT attachments, contact the owner of the source document; if the missing 
attachments are system generated, contact support@admins.com. 

 

[ADM-AUC-SY-8206] 

7 HELP REFERENCE LIBRARY 

The following new or updated documents were installed in the Help Reference Library. 

7.1 New or Updated Documents 

• ENTER VOUCHERS/PROCESS PAYMENTS AP–155 Create a Voucher that Pays a PO [New] 
 AP–170 Manual Checks [Updated] 
 AP–180 ACH Payments to Vendors [Updated] 

• YEAR END PROCESSING AP–710 1099 Processing [Updated] 

• SITE SPECIFIC AP–1260 Middletown, CT AP Weekly Check Run [Updated] 

support@admins.com

