ACCOUNTS PAYABLE
RELEASE NOTES SEPTEMBER 2021

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 21.3
Accounts Payable September 2021

1 VOUCHER BATCHES [Fix]

ADMINS corrected and enhanced voucher processing.

1.1 Retainage Amounts from Bids [Fix]

ADMINS corrected the change order

- :"i’""t —— — process for POs that are based on a
Pozioor ] escripton  Fonstruction - Hew Library
Ao | b type O™ Cometruction B LB o000 bid that has retainage. Prior to the
o oo . Requested by MUNICIPAL BUILDING COMMITIEE f d f h d
sl N ;av;m Idsea:r'za—ljw—zoei Il.!ﬁ:r::a‘ Ihz_nmmm BUSTHESS software Up ate' Tac ange oraer
el e EeEm R was made to a PO that brought in a
1o +Casoors soemits) Shusconses || Tawwdt || samchnens new line from a bid, the retainage %
o o torets :z,wo.;lj!ci = Em—— or $ amount was not reflected on the
- Fetanage %
' A— PO Change Order.
B E.04 Masonry 4,000 [T 024148 PETRUCCT CONSTRUCTION I
F H ™
o e Retainage is listed on the bid | &0 00| cossee rereucer consraerion 1 Now, the retainage will be brought
[ for all lines o) Retsage % .
! B into the PO on a change order made
" p2= Sencurel Sl EERLER T oo FETRLTT COSTRITION I against a line with retainage specified,
f r LY .
B [E.0% Architectural Woodwork 2,000, [T 024148 PETRUCCI CONSTRUCTION I elther asa % Oorasa s amount'
[ Retanage %
I

94dd Lines 3 nsert Line L Delete Line N Transter Line 0t List O feneer oes Bid Amount 3,277,500,00 VOUCherS created from the PO W|”
inherit the retainage amounts or

percentages when paying invoices.

Gren
[T o571 | PO Query - Posted JHERESH
Oce. VendorCode 024148 01 DeptCode ADM TOWN ADMINISTRA | [OefverTe 10 TOWN OF ADMINS
” PETRUCCT CONSTRUCTION INC  VaEmsl | | PODate  30-Jul-2021 FY 2022 imoiceTa 10 TOWN OF ADMING
ctons 100 SHAMT RD TypeCode 2 Zero Tolerance 1 Devery Hotea 1 iternai Notes
CANTON No text available No text available
MR 02021-0000 Ship To Atin
ship ate Prevaing Viage
Amt
2 Detais (2) 3 ems 4 GL Details. § Status History € Vouchers T Changes (1) 8 Attachment (2) '9240.00
Line ftem  ltem Description aty QtyBalance Price  Freight  Other  ExtAmount
= 2,050 Miscellancous Metals 2000,000 200,000 3.7500 7500,00
Requston#  Contract® (MDT)
Retan % Retan Amt
B 2.06 Architectural Woodvork 12,0000 12 195.,0000 2340,00
Requistion#  Contract # (MDT)
Line 2 was added via a change
. . Retain % Retain Amt
order to the PO to bring in a < et
bid line; the retainage was >
. Relieved Paid Balance 9640.00
brought into the PO Retioved Paid
Batch #1699 r Entry Entry Began
. Voucher# 481901 o Batch rot Ready
Vendor  REEFEEN 1 mvoice# [ [®Pint OmManual OACH Owre (ONoChk
et PETRUCCT CONSTRUCTION THC Inv Date CheckDate Bank 7005
i’ = || 100 SeeuT RD Custome® [ || Separate Check []
¥ GoTo Batch I8} ¢ oiron Dept Code M TOWN ADMINISTRA || HolaCheck [  Certified Payrol
M 02021-0000 Vou Date [I3-Aug-2021  FY 2022
DueDate [{3-Aug-2021 Terms iR Type P Paunent Voucher
Amount to Pay Vendor
2y 2 3tems 4GL Detats [ 923100
Price  Freight Other |
Uneftem Gty Uom Mem Description - Ext Amount
000,00 [ B.0Bm Miscellaneous Metals 3.7500 |- 7125.00
] i oo oot | CONTRACTED HAY CONSTRUCTION
o 1965871/1 Lde
B 12,0000 [ B.06 Architectural Woodvork Exp:30-Jun-2030 Retain % 5.00 [ 2106.00
_Spu | 1000-422-0000-004-00-00-53400 195.0000 [
v [T Fovuseia - B0 20 CONTRACTED HHY CONSTRUCTION
Exp:30-Jun-203Q Retain % 10.00
00 Voucher 7433 Line o Line "y EmeTE 231,00
ety Line 2 was added via a change

order to the PO to bring in a
bid line; the retainage was
brought into the PO and the
subsequent voucher

[ADM-AUC-PO-568]
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ADMINS Unified Community Release Notes — Version 21.3
Accounts Payable September 2021

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 P Accounts Payable Module Control ) #2201

Accounts Payable Module Control
Goto.
Actions Seq#|Description Answer  Jiom -
2201 [Tolerance % for Vouchers with Purchase Orders 5.0
T0 [RERF EXpOTT File Location and Name (&x7 q:wreap reap x<ls) A wauC_devel opment sadnhone \oranst er T
2460 [Directory location of Credit Card import files 1
# of Item prefix digits specifying Item Class 4] [ 1 Edit
Status: Active Lkup EOF UP

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

Over Max to
PO |Line Expend Over ***Hard errors are shown with the three asterisks; hard errors
PO# Line # Amount % expend total
195882 1 $14,400.00 5% 720 $15,120.00 must be fixed before the batch can be processed. The image at
2 $1,600.00 5% 80 $ 1,680.00 left shows the 5% tolerance amounts. In the error checking
195883 1 $ 1,150.00 5% 57.5 $ 1,207.50 . . .
2§ 690.00 o 85 5 72450 reports shown in Figure 1, the system reports the hard error if
3 $ 22500 5% 1125 $  236.25 the voucher is even a single penny greater than the tolerance.
0 $ 185.85 5% 9.2925 § 195.14
319,163.39

2085-FMREP : APVOUMULERR Page 1

Voucher¢ Line GLLine
481461 1 W

Voucher4 Line GLLine

481462 Amounts paid are within

the 5% tolerance; no hard
errors reported when

checking the batch

PR

I

2085-FMREP : AFVOUMULERR Printed 14-Jul-2021 at 14:0

Page 1

Warning: Payment
*+ Payment §1,680.

Voucher#
481462

Amounts paid exceed the
5% tolerance; hard errors
are reported when

checking the batch J‘

t required

$100 doesnt mas
exceeds PO

95.1500 doesnt match

t $195.15 exceeds PO Balance §18 ustment required

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

[ADM-AUC-AP-1048]
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ADMINS Unified Community

Release Notes — Version 21.3

Accounts Payable

1.3 Error Checking Report Messages [Fix]

September 2021

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.

Voucher Batch Entry [TRAINING] Heeds Busget Override
Batch [GECEMN  Dcfault Bank HEBS  WEBSTER BANK
DefaultDept  [INCLASSIFIED  Unclassified
Mowcho note Lo ooy
[Defaull Type F Paunent Vwchg]—]ﬁlEMCH O No Check O Manual Check Entry Began
" Error Status
‘\ Expected Entered Balance Ready for Release
Price # £9900,0000 69900 ,0000 Disapproved
Freight ‘ﬁ Ready for Posting 1
Other Awatting Approval 1
Totals * oy 6I200,00 5990000 Change Orders
\v Open
Submit Batch for Processing ;N.es (@ No Closed
N,
oucher® |Vendor \. e Total|Status
89308 007774-01 A WIZARD AUTO GLASS ‘K P, h 70000 ,00 Needs Budget Overrid
Ready for Posting =

89307 014491-01

AeM TOWING e RECOVERY, K&\

Credit Vouche |y  -100,00

===

2085-FMREP : APVOUMULERR

voucher# Line GLLine
89307

Voucher# Line GLLine
89308 1 1

Printed 13-Aug-2021 at 16:00:19 by MUPDEVL
voucher Error check by Batch [TRAINIM

Errors

Warning: Voucher Type C different to Batch Type P

Errors

warning: voucher Type € different to Batch Type P s ,‘_.—-l but

Voucher #89308 should have
"Account Over Budget",

previous voucher error
message - this was corrected

shown as

instead displayed the

89307

BS308 1 1

2085-FMREP : APVOUMULERR

Voucherf Line GLLine Errors
Warning: Voucher Type C di

Voucherf Line GLLine Errora

Printed 13-Aug-2021 at 16:03:39 by MUPDEVL
Voucher Error Check by Batch [TRAINING]

ferent to Batch Type P

Warning: Account Over Budget

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

[ADM-AUC-AP-1112]
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ADMINS Unified Community Release Notes — Version 21.3

Accounts Payable September 2021

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.

Please Review Batch CC64730 For Credit Card Payments

€ Reply | € ReplyAll —> Forward e
0 Thu 9/16/2021 3:13 PM

RN T RN TR R PR RO SRR RE A R RS LR

From:
Department: FINPURCH

The following Credit Card Bills need to be Reviewed and Submitted for Approval by the Due Date

UserBatch Vouch# Vendor Department Vouch Date Due Date Amount
CC64730 2,252,724 FIRE 14-Sep-2021 29-Sep-2021 100.00
CC64730 2,252,735 1 FIRE 13-Sep-2021 29-Sep-2021 188.32
CC64730 2,252,736 ¢ FIRE 14-5ep-2021 29-sep-2021 191.75
CC64730 2,252,737 ¢t FIRE 15-5ep-2021 29-sep-2021 31.45
CC64730 2,252,738 ¢ FIRE 14-5ep-2021 29-sep-2021 181.35

€92.87

*%x please do not reply to this email as it was system generated during the Credit Card upload ***
** Do not reply to this email message as it was system generated via the ADMINS Unified Community (AUC) System **

[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 P Module Maintenance P Accounts Payable Module Control

Accounts Payable Module Control

Seq#|Description Answer
2010 [Default Bank for Youcher Batches EAST

Figure 3 Default bank set by module control #2010

Buttons A

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.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 19



Release Notes — Version 21.3

ADMINS Unified Community
Accounts Payable September 2021
Accounts Payable P Disbursements (Warrant) P Warrants
=== [AUC] 2125-Warrants in Progress |
Warrants in Progress
Goto.
1 Create New Warrant
Actions
Bank
Warrant [LITZ [t Date [Check Date  |GL Effective Selected Total[Created By [in-Progress ~
3 Batches in Warrant [Aug-2021 [11-Aug-2021 [11-Aug-2021 1631707 |THERESA 2 Select Warrant in Progress
006823 ANTHEA
006az2 MELN FAue-2021 [11-Aug-2021 [11-Aug—2021 |  16570,15 |[THERESA
00020 | fFPue 2021 [05-Fug-2021 [05-Aug 2021 | 9566.,3 [THERESH
006819 | FAuz-2021 [05-Aug-2021 |05-Aug-2021 4347 .54 [ANTHEA
AST

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.)

e Help
™ EXYEI T TS GAYSTAL REPORTS,
] 36276: . . Ly |
Q s Keep the viewer open while printing. Do not =
p=ms | close the viewer until all checks are printed,
B2 | in hand, and verified (no misprints, no torn 0N LANGUAGE TRATNING CORD CHECK #: 362763
checks, all checks printed) 47 OLD WEBSTER RD wmﬁliii ggﬁ:f—zon
OXFORD, MA 01540 Totd:  $285 A

For questions regarding this payment, please contact: Accounts Payable Phone: 617.494.5100

Voucher ||

Invoice # Description & Line # Amount
654864 SKU: FZTMANK Fundations Teacher Manual K 481320-1 95,20
SKU: F2TMAN] Fundations Teacher Manual 1 481320-2 95.20
481320-3 95.20

SKLU: FZMANZ Fundations Teacher Manual 2

Figure 5 Keep the checks visible in the AdmCrv window until they are all printed, in-hand, and verified
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ADMINS Unified Community

Release Notes — Version 21.3

Accounts Payable

3.1.1 [Reprint Checks]

Optional: Ste Reports

Disbursement Process
Date Start
05-Aug-2021 10:30:21,71 10:30:36.77
Lo

N Pavn S2021 102137 44 40.31.20 61

End Success

If checks must be
numbers will be voide

Check Reaister

t File Copy Checks

numbers. Select the first and last check #s to be
reprinted from the lookup.

reprinted, the original check
d, and replaced with new check

B ' Task 2114: &Reprint Checks

Required: Check® Range  First Check#: || Last Check#:

Reprint Checks

Lookup Cancel Clear All

September 2021

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

Any Check Registers previously printed are now Invalid
Run Check Register process again
Once all Checks have been printed

> -

B Checks for Reprint X

Bank Check# Vendor Check Date Ant Tof
AST 0362763 WILSON LANGUAGE 5-Aug-2021 285 .6/
ERST 0362764 ALBERT R, MASON 05-Aug-2021 676,87
ERST 0362765 ALBERT R, MASON 05-Aug-2021 1372,95
ERST 0362766 F E MORSE ENTERP 05-Aug-2021 901,00
EAST 0362767 LAW OFFICE JUSTI 05-Aug-2021 1111,12

v

Find Search  Cancel Help Eof

reflect the
new numbers
and the voids.

The new
check register
will show all

The system issues a
reminder that the check

€

register should be run again
once all checks are printed.

Bank: EAST EASTERN BANK FOR A/P

s ZDMTH

|check Register Report|

for Warrant: 006819

ABA#: 0113-0179-8 Ac

GL Effective Date :

05-Rug-2021

count#: 10087195

Check# Check Type Sep Ck? Vendor# Name Check Date Check Amount
0362758 Void 001443 05-Aug-2021 oid Reprint
0362758 Void 0305390 05-Aug-2021 Void Reprint
0362760 Void 030591 05-Aug-2021 Void Reprint
0362761 Void 000085 05-Aug-2021 Void Reprint
0362762 Void 030595 05-Aug-2021 Void Reprint
0362763 Printed 001449 WILSON LANGUAGE TRAINING CORP 05-Aug-2021 285.
0362764 Printed 030590 ALBERT R. MASON 05-Aug-2021 676.87
0362765 Printed 0305391 ALBERT R. MASON 05-Aug-2021 1,372.95
0362766 Printed 000085 F E MORSE ENTERPRISES INC 05-Aug-2021 901.00
0362767 Printed 030595 LAW OFFICE JUSTIN HANRRHAN 05-Aug-2021 1,111.12
. . Bank Totals Count Amount
Five checks were printed; then | ———— —
. . . Computer Printed (P): 5 4,347.54
voided and reprinted. The voids Manuals (¥):
. Wire Transfers (W):
are at the top of the image. AcH (&)
Other (0):
Ne Check (N):
Voida (V):
Bank Total: 4,347.54

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

voids and the
most recent
valid check
numbers.

[ADM-AUC-AP-1123]
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ADMINS Unified Community

Release Notes — Version 21.3

Accounts Payable

September 2021

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) Goto Vendors » Enter Vendor and update the Remit #1 address to the correct address

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

Goto

Edit Void Check File

Bank [Jiis
s | nl TDBANK FOR CONCORD TESTING

Check [3022924 Check Date: [05-Aug-2021

‘Vendor 020653 Remit 01
BLATMAN, BOBROWSKT & MEAD, LLC

1 Add Check
2Delete Check

Check Details

Amount: 3300,00

3Edit List PO EDX 8104 Type. P Printed
BRIDGEPORT Status:
NJ  08014-8014 Warrant 000000
Lines: 4 View Lines
Select Method below for Voiding Check ;
Enter Void Date
1 (® Cancel check and replace with manual check | ps-ae202t 5 Clear Void Date

2 (O Cancel check and vouchers
3 O Cancel check and reopen vouchers for later payment
4 (O Tailing - Cancel check and replace with Manual Check

& Return to Steps Menu

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

030653 .
Town of ADMINS SLATHAN, BOBROWSKI & MEAD, LLC CHECK #: 0022934
219 LEWIS WHARF 8 W CERRITOS AVE #54 Warrant 7. 008821 1
ate: -Aug-
BOSTON MA 01742 BRIDGEPORT, NJ 08014 Total:  $3,300.00
The manual check uses 030653 .
. BLATMAN, BOBROWSKI & MEAD, LLC Manual #: 022999
the updated remit address [—————p0 Box 8104 WarraSt t#: 82?37 ot
¥ ate: -Aug-.
BRIDGEPORT, NJ 08014-8014 Totl-  $3,30000

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:

Select Method below for Voiding Check
1 (O Cancel check and replace with manual check

) Nanmanl Abasl andiniiskses

[Z @ Cancel check and reopen vouchers for later payment|
| 4 (O Tailing - Cancel check and replace with Manual Check

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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ADMINS Unified Community

Release Notes — Version 21.3

Accounts Payable

4 REPORTS

September 2021

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

4.1 [1By Vendor]

Report Library by Vendor

—Vendors

]
823-Vendors

Report | A
Run

Ef missing City. State or Zip Run

3817-Vendors Name Listing Run

3818-Vendors - by Hold Codes Run

Repol 2665-Vendors - by Classification Run
3819-Vendors - by 1099 Codes Run

2 By Commea 3820-Vendors - by Minority Codes Run

3 By Purchase Order 3821-Vendors - on State Bid List Run
4 By Voucher 3825-Vendors - Added on the Fly | Run

5 By Disbursement Run
6 By Bids 3822-Vendors with Duplicate Name Listing Run

7 By Contracts 2690-Highest Paid Vendors Run

8 Audit Reports 2621-Vendors - REAP Reporting

216d4-Vendor Discounts About to Expire

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.

User Profile Screen ~ *
Goto. |

Ak HERESA 4
Name [Theresa 7

I
2 Account Securty PO /AP 4 Human,
7

(O School @ Both

@® Yes

1 General

Access for AP/PO Vendors O Town

| Allow Add Vendors on the Fly

ONo |

== [AUC] 2001-Voucher Entry| 1
Batch # 16998 y
\Guto... Voucher# 481897 Voucher Entry :

Vendor  RERNARN O Invoice#

Inv Date

Actiols

(PP Customer#{
Show Yo Progress Dept. Code
Vou Date L

Go to B¢tch Due Date )

Inquiry
-
AP/PQ Dashboard :

ns 4 GL Details 59

Add Vendor on Fly

»m Description o
n 1
00-000-0000-000-00-00-00000 [4
99 [ FA[T

Exit

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.

B | Task 3825: Vendors - Added on the Fly
VYendors - added on the fly

Select Entity O Town O School @ Both

Select Vendor Status: O All ® Only Active O Only Inactive

In the example shown
in Figure 8, a date range
was used to limit the

Optional: Entry Date Range (mmddyyyy] From: pi-Jan-2021 JTo: |1 3-Aug-2021

Run as @ preview O Print  OPDF O Excel
If Printing use Duplex @ vyes (O No
Lookup 0K Cancel Clear All

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

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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To run the report, select:
Reports P Report Library P [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.

W5 3825 THERESAL Lo - Excel
M Home men Poelmout fomus Columns include:
) fi
A B c D E E G H I
1 Vendor# Name Entity Class 1-Time Entry-User Entry Date Entry-Time Status vendor #
2 '030266 L Both UNCL N 1/5/2021 13:24:10.25 Active
3 030271 Both UNCL N 1/11/2021 15:44:16.56 Active
4 :030272 Both UNCL N 1/11/2021 15:54:13.58 Active vendor Name
5 '030273 Both UNCL N 1/11/2021 15:57:24.26 Active Entity
6 030300 Both UNCL N 2/3/2021 08:34:13.86 Active
7 030326 Both  UNCL N 2/11/2021  14:52:45.74 Active Classification
8 030327 Both UNCL N 2/11/2021 14:56:07.09 Active
9 030332 Both  UNCL N 2/24/2021  08:09:47.39 Active 1-Time (Y or N)
10 030495 Both UNCL N 4/28/2021 10:10:14.07 Active
11 (030584 Both UNCL N 6/9/2021 16:52:16.76 Active Entry Username
12 Grand Total_#Vendors: 10
B Entry Date
14 Selection Legend
15 Entity:  Both-Town & School Entry Time
16 Status:  Active Only
17 |Date Range: 01-Jan-2021 and 13-Aug-2021 Status of the Vendor
18
[ADM-AUC-PO-567]
4.2 [4 By Voucher]
Report Library by Voucher
Goto.
Report Name View Report | A
Actions
2605-In Progress Vouchers - Sumnary =
- Run
2606-In Progress Vouchers - by Status/Approval Run
Report Categ 2607-In Progress Voucher — w/ GL Budget Detail Run
1 By Vendor 2609-Vendor with same Invoice Date/Amount Run
2By C ity kem -—————— Open Vouchers ———————
3y Purchase orcer | [2610~-Open Vouchers - Sunmary | Run
4 By Voucher Run
5 By Disbursement 2612-0Open Vouchers - Recurring Templates Only Run
& By Bids 2800-0Open Vouchers with Vendors on Hold Run
7 By Contracts 2613-0Open Vouchers showing Account Detail Run
8 Audit Reports -————--- Vouchers by batch ——-————
-==———== Other ———————
2640-Vouchers Paid on Prior Year POs || :"”
T un

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 P Report Library P [4 By Voucher] P #2605 In Progress Vouchers — Summary

AP_InProgress. Vouchers_Smry_ MUPDEVS(T] - Excel

Signin 2 sn

Home Inset Pagelayout Formulas Data  Review  View

124 - fe

|

! A B [} D E F G H 1 J K
} 1 Voucher# VoucherDate Vendor# Vendor Name CheckType Department ApprovalPath Status? Total EnteredBy VendorOnHold?
‘ 2 '485175 26-Aug-2021 '000647 SEUSER SEUSER_AP OK 400.00

| 3 485176  26-Aug-2021 018849 SEUSER SEUSER_AP OK 110.41

| 4 485177  26-Aug-2021 030447 SEUSER SEUSER_AP OK 36.99

i 5 :485178 26-Aug-2021 :023387 SEUSER SEUSER_AP OK 343.98

| 6 485179  26-Aug-2021 027859 SEUSER SEUSER_AP OK 127.45

i 7 Totalof 17113 1,018.83

| 8

) Total 5 1018.83

Figure 9 Before

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 19
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AP_InProgress_Vouchers_Smry_ - Excel

Insert  Pagelayowt Formulas Data  Review View @ New "Bank" column Theresa Campbell S Sha
AC31 f
A B8 c D E F G H [ Bank | K L
1 Voucher# VoucherDate Vendor# Vendor Name CheckType Department  ApprovalPath Status? Total =, ot leredBy  VendorOnHold?
2 (475399  10-Feb-2021 000000 FINANCE FINANCE_AP EN 0.00|EAST
3 Totalof 16800 0.00
4
5 (480887  04-Jun-2021 009702 SEUSER oK 71.95)
6 (480888  04-Jun-2021 030328 SEUSER oK 49.85|EAST
7 480889  04-Jun-2021 001794 SEUSER oK 114.91
8 480890  04-Jun-2021 009952 SEUSER oK 200.00| EAST
9 480892  04-Jun-2021 009952 SEUSER oK 150.00|EAST
10 480893  04-Jun-2021 023346 SEUSER OK 202.29)
11480894  04-Jun-2021 023346 SEUSER oK 32.41|EAST
12 (480895  04-Jun-2021 023346 SEUSER OK 31.65|EAST
13480896  04-Jun-2021 023346 SEUSER oK 4,288.24
14 (480897  04-Jun-2021 023346 SEUSER oK 248.51| EAST

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 P Report Library P [4 By Voucher] P #2605 In Progress Vouchers — Summary

(= B Voucher_Summary_MUPDEVS[1] - Excel

File Home Insert  Pagelayout Formulas Data  Review View Q) Tell me wh:

K8 - S

A B c D E F G H | J
1 Batch#  Voucher# Invoice# InvoiceDate VoucherDate Vendor# VendorName Department Voucher Balance VendorOnHold
2 PR903562 484,484 PR 903562 001823 01 8/18/2021 8/18/2021 001823-01 COLONIAL SUPPLEMENTAL INSUICOUSER 173.89
3 PR903558 484,524 PR 903558 001823 01 8/18/2021 8/18/2021 001823-01 COLONIAL SUPPLEMENTAL INSUICOUSER 359.17
4 2 #0pen 533.06

5

[Eaf

Theresa Campbell

A B G D E F a Check Status Bank| .
1 Batch# Voucher# Invoiced InvoiceDate VoucherDate Vendor# VendorName oP EAST]
[Batchat InvoiceDate VoucherDate Vendor? VendarName

2 8383 480,751 CRS036373 /C1151574  5/18/2021  8/2/2021 002275-02 WE MASON CO. ING. cD EAST

3 Msg82 481,320 654864 7712021 §123i2021 001443-01 WILSON LANGUAGE TRAINING GO € 1

23 LVIOTE1 481,347 24-Fep-2021 2/24/2021___ 5i28/2021 030508-01 WILLIAM AUGUST, ESQ. oP EAST]

24 LVI0781 481,248 25-Fet-2021 272520 oF EAST

28 LVI0785 481,484 25-Fap-2021 228200 Added "Check Type", Status, and "Bank™ columns 768.10

26 (16988 481,455 TEST AP-1048 7181202 913800 |No Check Payme OP EAST

27 16991 481,460 TESTING AP 1048 §/30/20. iy mO 30,000.00 cD EAST

28 (16952 481,461 TESTING [ADM-AUC-AP-1 7/14/2021  7/14/2021 00183301 ADMINS ING ADM 16,000.00

29 18882 481,462 TESTING [ADM-AUG-AP-1 TH4/2021  7/4/2021 00021301 SCHOLASTIC ING ADM 2,250.85 cD EAST
Fad BAC T

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]

B | Task 2640: Vouchers Paid on Prior Year POs X

VYouchers Paid on Prior Year POs

E [AUC] 2975-Report Library by Voucher'

Report Library by Voucher Enter Prior Year Cut-Off Date (mmddyyyy] TTETFI1FAl
Report Name [View Report
E—- Other ——— ] - Run as @ preview O Print OPDF O Excel
640-Vouchers Paid on Prior Year POs | = If Printing use Duplex @ ves () No
[2642-Vouchers Chgd to Hon - Expenditure Accounts Run

Lookup Cancel Clear All

APPOLIBAP

S — paze 5 Prior to the

Voucners Paid on Pricr Year 7Os

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

rs datsd on or bafors 06302021

Added a column for
current PO Date

rs dated on

Paig Liquidated Salance

os-Jun-2021 sPED

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
- Report Library by Voucher  (Page 2)
oto...
i Report Name View Report | &
hEET —A aid or :cted Warrants (hy Dept Groupl Run
ccounts Paid on Selected Warrants (by Fund) Run
2679-Voucher Detail by Vendor for 1099 Codes Run
2917-Posted Vouchers Tagged for Fixed Assets Run
Report Categories 2609-Vendor with same Invoice Date/Amount Run
1 By Vendor 261d-0Outstanding Certified Payroll Documentation Run
2 By Commodity ftem 2661-Count # Lines used on Checks Run
3 By Purchase Order
4 By Voucher
5 By Disbursement

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.

Seg#|Description Answer Edit Button A
2100 No of Lines on a Check [33] 10
2101 |Print Multiple Pages per Printed Check# [V/N] N
2102 |AP Check Stock [Bllank or [PIlre—printed P
2103 [Total # Item Description lines to Display on Check 3

Vendor 30653 Voucher # Amount
Invoice #101 481941 $100.00
. and $60.

Invoice #124 481942 S 50.00
Invoice #230 481944 $100.00
Credit Memo #101A 489145 § (50.00)
Credit Memo #124A 481946 S (60.00)
Total to be paid: 5 140.00

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

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 P Reports P [4 By Voucher] P #2661 Count # Lines used on Checks

6By Buls

Report Library by Voucher

7 By Contracts
8 Audt Reports

Starnding Certified Pagroll Docimentation
—Lount # Lines used on

screen

Page 2 of the
[4 By Voucher]

B ' Task 2661: Count # Lines used on Checks

Count # Lines used on Checks

Required: Enter Bank Code || ‘

Required: Enter Check Date

Run a5 @ preview O Print OPDF O Excel
If Printing use Duplex @ vyes (O No
Lookup Cancel

Clear All

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

Bank

: TDOS

Check Date: 09-Sep-2021

Count # Lines used on Checks

Module Control 2100 - # Lines per Physical Check: 10
2101 - Multiple Pages per Check : N
2103 - Description Lines to print: 3

# Lines
Vendor# and Neme Voucher# User Batch Check Type Department Line Amount to Pay on CK Location of Voucher
Check Seg# 3
030653-01 BLATMAN, BOBROWSKI & MEAD, 481759 Printed TOWN 1 825.00 1 Posted Voucher
030653-01 BLATMAN, BOBROWSKI « MEAD, 481941 Printed ADM 1 100.00 1 In-Progress Voucher
030653-01 BLATMAN, BOBROWSKI &« MEAD, 481942 Printed ADM £l 50.00 3 In-Progress Voucher
030653-01 BLATMAN, BOBROWSKI & MEAD, 481944 Printed ADM 1 -50.00 1 In-Progress Voucher
030653-01 BLATMAN, BOBROWSKI &« MEAD, 481945 Printed ADM 1 100.00 3 In-Progress Voucher
Check Total 1,025.00 9
Check Seq# 4
030653-01 BLATMAN, BOBROWSKI &« MEAD, 481946 17007 Printed ADM 1 -60.00 3 In-Progress Voucher
Check Total -60.00 3

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]

September 2021

e Report Library by Disbursement
oto..
o Report Name [View Report [l &
685-Check History — List of Checks by Bark ] | fn
un
2162-Check History - List of Checks by Warrant Run
2160-Check History - Vouchers paid on checks by Bank Run
Report Categories 2161-Check History by Vendor Run
1 By Vendor 2688-Register of 0/S Uncleared Checks Run
2 By Commodity kem 2168-Harrant Listing Run
3 By Purchase Order 2683-Tailing Report — Unclaimed Checks Run
4 By Voucher Run
5 By Disbursement
6 By Bids
7 By Contracts
8 Audit Reports

Accounts Payable P Reports P Report Library P [5 By Disbursement]

4.4.1 #2685 Check History — List of Checks by Bank

W] Task 2685: Check History - List of Checks by Bank
Check History - Summary
Optional: Enter up to 9 Bank Codes
Optional: Enter up to 9 Check Types
Optional: Enter up to 9 Check Status
Optional: Enter up to 9 Warrant#'s
Optional: Yoid Date Range (mmddyyyy)
Optional: Cleared Date Range (mmddyyyy)
Optional: Select Check Amounts between
Optional: Check Date Range (mmddyyyy)

If Printing use Duplex @ ves O No

Lookup

Edit
Edit
Edit
Edit
From:
From:
From:

From:

Run as @ preview O Print~ OPDF O Excel

OK

X

1 values

: EAST,

1 values:

1 values

1 X%,

0 values:

|To: |

| To: |

To:

01-Jan-2021

| To:[17-gep-2021

Cancel Clear All

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

2685-APCHKHIS SUM.REP

EST 0251708 25-0ct-2017 V
EST 0266793 17-Dec-2018 V
EST 0276531 04-Sep-2019 V
EST 0277193 24-Sep-2019 Vv
EST 0280315 24-Dec-2019 ¥V
EST 0262046 13-Feb-2020 V
EST 0282064 13-Feb-2020 V
EST 0264525 21-May-2020 V
EST 0288411 22-Sep-2020 V
EST 0288494 24-Sep-2020 V
EST 0288976 01-Oct-2020 V
EST 0290338 17-Nov-2020 ¥V
EST 0290544 25-Nov-2020 V
EST 0290571 25-Nov-2020 V

Printed 15-Sep-2021 at 15:54:20 by

000861
263623
009502
009502
009502
236846
009502
268547
000754
264669
2589380
270840
250629
021829

Town of

MUPDEV1

Check History - List of Checks by Bank

VERIZON

JENICE ARNOLDY

KAREN R.H. NASTUK

EAREN R.H. NASTUK

KAREN R.H. NASTUK

CHRISTOFHER P GAFFNEY

EAREN R.H. NASTUK

DEBY WANTMAN

COMM OF MASS

MIND RESEZRCH INSTITUTE

GREEN RIVER PRINTING AND SIGNS
REAL ESTATE FIDUCIARY SERVICES
PARTSMASTER

COMCAST

R R R R R R R R R ]

Bank Check# Check Date Type

008863
009491 19-Feb-2021
009304 09-Feb-2021
009935 09-Feb-2021
010065 09-Feb-2021
010142 19-Feb-2021
010142 09-Feb-2021
010241 23-Feb-2021
010418 06-Jan-2021
010423 23-Feb-2021
010436 28-Jan-2021
010494 06-Jan-2021
010505 06-Jan-2021
010506 31-Jan-2021

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

ADMINS added the void warrant number column to this report.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4% TedRE - AP_Check_History_by_Bank 2685 WENDY[2].lis
File Edit Format Options
‘CnurierNew j|9 j B|7 HI-' _EI == @
k11s
2685-APCHKHIS_SUM.REP Printed 15-Sep-2021 at 09:14:45 by WENDY Page 1

City of ADMINS

Check History - List of Checks by Bank

*** Total for Bank ***

*r

Grand Total ***

Selection Legend:

- o —
Bank Check# Check Date Type Vendor# and Name Status |Warrant] Canceled On [foidWarrang Cleared On Check Amount
EAST 0360921 07-Sep-2020 V 021949 TIMPACT APPLICATICNS, INC. X 006632 | 08-Feb-2021 PO6729 875.00
EAST 0363922 07-Dec-2020 V 001061 J & P AUTC & TRUCK REFAIR X 006695 | 25-Jan-2021 PO6720 35.00
EAST 0364234 1é-Dec-2020V 030205 MICHAEL MRRCHAND DBA X 006702 | 25-Jan-2021 P0O&720 1,700.00
EAST 0366053 22-Feb-2021 V 007679 EARSTER SERLS MA X 006734 06745 5,000.00
EAST 0366455 10-Mar-2021 V 000791 C OF M/DIR OF ACCOUNTIS X 006743 06748 54,319.14
EAST 4000652 03-Mar-2021 V 000782 MARC E MORIN X 006739 06741 6.87
EAST 9001899 01-Mar-2021 V 011599 TUS BANK X 006731 06733 153,853.14

Original Warrant #

Void Warrant #

Vendor Entity: Both

Voided Between: 01012021

03202021

Figure 18 After — the report shows the Void Warrant # column “Run as” Preview/Print/PDF®

L M

A2 - £ EAST

A B c D E F G H |

Bank Check# Check Date Type Vendor# Vendor Name Status Warrant Canceled Or

[ |EAST 0360521 SITI2020 W 021943 | IMPACT APPLICATIONS, INC. X "os632 | 21812021
b [EAST '3363m 12712020 v 501061 J & P AUTO & TRUCK REPAR X 08695 1/25/2021
i |EAST 364234 12M6/2020 W 030205  MICHAEL MARCHAND DBA X Tos702 17252021
b |EAST "5001599 anzez v 011588 US BANK X 06731 32021
B
il
E
P

Check Amount
875.00

35.00

1,700.00
153,853.14
156,483.14

156463.14

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

5 BANK RECONCILIATION LISTING [Enhancement]

[ADM-AUC-AP-1126]

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

Accounts Payable P Bank Reconciliation P Bank Account Management — By Check Date

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

Bank Account Management - By Check Date
Goto..
EASTERN BANK FOR A/P LastCk# 0372778 View Restrict View to Check Date
— LYNN, MASSACHUSETTS (@ All Checks From To
(O Outstanding Checks p1-Jan-2021 [02-Mar-2021
4 Clear Checks O Cleared Checks
5 To Bank QOOOO-0000 (O Voided Checks
1Check | 2CheckDate [Type WarranfrPayableTu Amount Status| Voided| CI!ar!dlDeIail
001899 [01-Mar—2021 Void 006731 |US BANK 1530953.14 Voided |01-Mar—2021 & View Detail
(9001900 |01-Mar-2021 [Hire Tr PO06736 |US BANK 1528653,13 Issued P3-Feb-2021
(9001901 [01-Mar-2021 [Wire Tr PO6736 [US BANK 38075,00 Issued P3-Feb-2021
0366173 [24-Feb-2021 |Printed 06737 |AFL-CIO AFSCHME LOCAL 747 1283.34 Tssued
0366174 [24-Feb-2021 |Printed P06737 |AFLAC- DIS/DENTAL GA 554,89 Tssued
10366175 |2d-Feb-2021 [Printed 06737 |ALTUS DENTAL 7277-0001 140946 Issued
10366176 [24-Feb-2021 [Printed PO6737 |ELTLIS DENTAL 7277-0002 1216,60 Issued

Click on the [3 Listing] button.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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B | Task 2842: Bank Account Management Listing x

Bank Account Management Listing Provide the required date
Required: Check Date Range (mmddyyyy) From: [[IFZE] | To: 03022021 _ range and select a “Run as”

option. Preview is shown in
Run as @ preview O Print - O PDF O Excel Figure 20, Excel® is shown
If Printing use Duplex @ ves () No in Figure 21:
Lookup Cancel Clear All

TedRE - AP_BnkActMgt 2842 The report in

Courier New S[F =] Blz|ufms] =] £ 23| &8 Figure 20 was
lzeu—;\psmrmzx,mp Page 1 run for all

Cicy of ADMINS

Bank Account Management Listing Check types.

Bank Check# Check Date Type  Warnt# Payable To Check Amount Status Canceled On Fnidﬁazum: Cleared On Error

EAST 2001299 01-Mar-2021 Void 006731 US BANK 153,853.14  Voided 01-Mar-2021 06733
EAST 9001900 01-Mar-2021 Wire Tr 006736 US BANK 153,28 Issued 23-Feb-2021
EAST 3001301 01-Mar-2021 Wire Tr 006736 US BANK Isaued 23-Feb-2021
EAST 0366173 24-Feb-2021 Printed 006737 RFL-CIO AFSCME LOCAL 747 Issued
EAST 0366174 24-Feb-2021 Printed 006737 AFLAC- DIS/DENTAL GA Issued
EAST 0366175 24-Feb-2021 Printed 006737 ALTUS DENTAL 7277-0001 Issued
EAST 0366176 24-Feb-2021 Printed 006737 ALTUS DENTAL 7277-0002 Issued
EAST 0366177 24-Feb-2021 Printed 006737 AMERICAN HERITAGE 89519 Issued .
EAST 0366178 24-Feb-2021 Printed 006737 AMERICAN HERITAGE Issued Void Warrant #
EAST 0366179 24-Feb-2021 Printed 006737 AMERICAN HERITAGE Issued
EAST 0366180 24-Feb-2021 Printed 006737 AMERICAN HERITAGE Isaued
EAST 0366181 24-Feb-2021 Printed 006737 AMERICAN HERITAGE Issued
EAST 0366182 24-Feb-2021 Printed 006737 AMERICAN HERITAGE Issued

Figure 20 Listing “Run as” Preview with the screen showing all check types

The Excel®
) ] i report shown in
=] : AP_BnkActMgt_2842 [1xmi - Excel ; p
File Home Insert Page Layout Formulas Data Review View '/ Tell me what you want to do. Flgu re 21 was
r run with the
M32 - e .
screen filtered
B © D | E F G H I . K
1 Check# Check Date Type Warnt# Payable To Check_Amount Status Canceled_On VoidWi tf fOFJUSt void
2 (3001899 31172021  Void '006731 US BANK 153,853 14 Voided 311/2021 prLOICN TR
3 [0366053 2/22/2021  Void 006734 EASTER SEALS MA 5,000.00 Voided 3/9/2021 006733 check types.
4 10365908 2116/2021  Void 006731 HARVARD PILGRIM HEALTH CARE 3,938.29 Voided 4/5/2021 F006745
5 0365941 2/16/2021  Void 006731 MYTELEMEDICINE, INC. 1,002.70 Voided 4/22/2021 L
6 EASTERN BANK FOR A/P 16379413 006763
7 L
8 16379413 006773

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:
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== Open X
« - » Network » tsclient » \Msclienth\C > WRK > Dv &  SearchWrK »p
Organize ~ New folder = M @
B8 MKETABI-SURFACE ~ *  Name - Date modified Type Size )
m OD'N ] repayprtj_MALMuuuw-\K.mas HIFEU1d 319y PM IVIAD Flie U3 Kb
— = repayprt3_MUPDEVS5.mas 116 7:25AM  MAS File 107 KB
[ PHOENIX = .
— &= repayprt3_THERESA.mas MAS File 107 KB
& pLuT0 = repayprtd_ CRHINHART,mas 2017446PM  MAS File 170KB
9 SEDNA = repayprtd MALMODOVAR.mas 53:19PM  MASFile 250 KB
8 THERESA-2019 = repayprtd_MUPDEVS.mas )16 7:25 AM  MAS File 122 KB
> [ tsclient = repayprt4_THERESA.mas 1/27/20143:18PM  MAS File 122K8
v [ TextFiles.tt 5/24/202111:57 AM  Text Document EL I
File naife: | TextFiles.txt v | | Anfiles: 2 v
coc
s

[A%‘ISSD—JDurnaI Entry Attachments

The selected file is located on your Local PC and cannot be attached
as other users cannot see attachments located on your local PC,
First move the file to a Network Common area and attach the file from

there
Add Cancelled

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 3™ parties.

6.1.1 Attachment Screens in the Module

Table 1 The following screens use the new feature:

Access the Screen Via:

Task# Description

2000 Enter Vendors

2054 Change Order Attachments
2059 In Progress - Attachments
2066 Posted - Attachments

2081 Voucher Entry Attachments

Vendors P Enter Vendors ) [4 Attachments]

Change Orders P Do Change P [Q Attachments]

Enter Bills b Batches P [Add Voucher] » [Q Attachments]

Queries P View All Vouchers P [1 Select] »[Q Attachments]

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

2192 Add Attachments to Posted Enter Bills » Add Attachments to Posted Batches P [6 Add Attachments]
Batches

2224 Warrant History Queries P Warrant History P [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.

== [AUC] 20-Email Distribution Lists
| |

Email Distribution Lists

€l —_—
X 1 = = - . * Default Distribution List
Actions Distribution Code [BROKEMATT | [Broken Attachments List
— R
User Name . . — Status ~
MUPDEVE AOMIMS. Inc., CLuAnnd =upportBadnins , com Fctive
) THERESA Theresa theresaladnins .com Active
il T LEMDY blendy Tarantola bendy@acn ing ,com Active

2 Remove Email

[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

e 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]
e  YEAR END PROCESSING AP-710 1099 Processing [Updated]
e  SITE SPECIFIC AP-1260 Middletown, CT AP Weekly Check Run [Updated]
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