ACCOUNTS PAYABLE

RELEASE NOTES SEPTEMBER 2022

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows
ACCOUNTS PAYABLE system.
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Release Notes — Version 22.3
September 2022

ADMINS Unified Community
Accounts Payable

1 Vendors [Enhancement]

ADMINS added a document that describes how to upload vendors from a spreadsheet, updated the Enter Vendors Help
Reference document, and made a cosmetic change to the [3 Classification] tab of the Enter Vendors screen.

1.1 [3 Classification Tab]

Accounts Payable P Vendors P Enter Vendors

== [AUC] 2000-Enter Vendors
e

a
Enter Vendors

Gott (
oto :
Vendor B Z

s ‘ endor RERER RAE, LRI
4
B tems. gull

1 Hame/Address.

2Adaresses 3 Classification 4 Attachments

Terms [0UR_ Due Upon Recelpt
Class [INCL Unclassified

4
Phone# [(0003 000~0y

Separate Check? OYes @ MNo

Send Emgé {
[ _us Mail

Winority Code | Hold Code [

1099 Code [ Form <
Phone# [(600 000

Payment Type (@ Printed Gk (O Wire OACH Omo Check

1Time Vendor? OYes @HNo Tailing Vendor OYes ~ @No 4
State Bid List? (O Yes @ No O
Payment Type (@) Printed Ck () Wire QACH () No Check
el Separate Check? () Yes @ MNo -
2. . = te £
PaymentType (@ Printed Ck O Wire OACH O No Check wf 1Time Vendor? (O Yes (®No Tailing Vendor ()Yes @ MNo 4
Separate Check? OYes @ No Tailing Vendor cnd Y
1Time vendor? OYes @ No OYes @No State Bid List? (O Yes @ Mo | 4
Emﬁd :istz 8:& 8* wi LocalVendor? ()Yes @ MNo 4
ocal Vendor? O Yes o )
Business Type  [Sole Prop/Individual /Single-Hember LLC | Business Type ‘Uther V‘ 4
]
4

Figure 1 Before & After — Tailing vendor label is aligned with radio buttons
[ADM-AUC-AP-1172]

2 Voucher Entry

ADMINS fixed an issue with voucher payments based on a PO with split GL Lines, added an informative hard error on “F”
and “L” type vouchers, and changed the way the lookup presents information in the Commodity Item field during voucher

entry.

2.1 Voucher Payments Created from POs With Split GL Lines [Fix]

ADMINS corrected the calculation for payment amounts on vouchers using Purchase Orders that have a split General
Ledger line.
[ADM-AUC-AP-1174]

2.1.1 Closed Split GL Lines [Fix]

Bach #1712 Voucher Entry
Vouchard 483160

= -g» - form _Cwemcien O oo Before the software update, if a voucher was created from a PO

E with a closed gl line, the voucher would not post and showed a
“correct error” message. There was a button for [More] and the
second GL line was visible but could not be deleted.

Entry Cegan
b oy

rers PER. 5 s sory re—

Line item Qty Uom Item Description | trough Othar

o o

- [B3.6000 [ Reading Horders 2020 Canpml'\:nsivn";’iar:"m
0-03-00-54100 U il
] . Now, if a voucher is created from a PO with a closed GL line, the
- Click on the [More] button to see the Voucher G/L Line Entry bR Closed ”ne W|” not cause an error

=] screen. On return, the button will display [Split] and no
account changes are allowed on vouchers created froma PO |

[ADM-AUC-AP-1182]
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_Upload_Vendors.pdf?ver=1656427190346
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ADMINS Unified Community

Release Notes — Version 22.3

Accounts Payable

September 2022

2.2 Processing Order — Paying “Final” or “Liquidate” PO Vouchers

[
——

# |

2 FIRE Fire Department
11-Aug-2022 FY 2023
11-Aug-2022  Terms IUR

I@F‘rint OManual OACH  Owire O NoChk
Check Date Bank [ERST
Separate Check []

Hold Gheck O Certified Payroll

) Paument Youcher

Q Attachments

Pric
I .0
TRAsH THCTH, L

5 Status History

1 Voucher Types ®
T Status Tof
B H a
F Final Paunent on these lines Active
L Liguidate Remaining PO Balance Active
P Pauyment Vaoucher Active
R Refund Voucher Active
T Recurring Template Active

Click OK to select a value
and return to the main screen s

Find Search  Cancel Help Eof

Processing order matters! When making
multiple payments against a PO, and some
of the payments either make a final
payment on a line of a PO to close the PO
line, or the voucher liquidates the
remaining balance on a PO once the
voucher is processed, enter all other
payments before the final or liquidation
payments.

Figure 2 The Voucher Payment type is set on the Voucher Entry screen

Here is an example (the vouchers are listed in descending order, with the most recent vouchers at the top of the file):

= [AUC] 60-Voucher Batch Entry

= Voucher Date B~ Jul-2022

DetaultType B Pawment Voucher @ CheckWireCH () No Check

Voucher Batch Entry Ertry Began
= Batch f70e1 Detault Bank: SIS ERSTER BRNK FOR AP
DefaultDept  FIRE  Fire Departeert

O Manual Check

Expected Entered Batance
o e Baten Fice [ 223L.000 2231.,0000
2Lt B il .
Totals 2231.00 2231,00
ke o Submit Baich for Processing OYes  @No
+ Creck gacn
Voucher® 'endor Type Total|Status
SBachLml 483071 [000692-01 STAPLES Credit Vouche -50.00 |Correct Errors
o 4E3070  [017822-01 FARMERS EXCHANGE Fagnent Vouch 158400 [Nesds Budget Overrid
483068 [001833-01 ADMING INC Fagnent Vouch 500,00 [Entry Began
S 483067 0006_92*01 STHPLE Liguidate Rem 197.00 Entry Began

8 Cavar Shet |
1

5 Send Batch

This applies only to Vouchers in Progress, not posted vouchers.

0 Rapart 2808

|
Da

e  Voucher #483067 was entered first as a type “L” voucher and will liquidate the remainder of the Purchase Order.
e Voucher #483071 is a credit voucher that will restore $50 in encumbrance to the voucher and was entered last.

That will not have the desired effect, as the credit voucher will re-open the purchase order to restore the encumbrance,
reversing the PO liquidation. Instead, enter the credit voucher first (or any other voucher that should be paid/credited prior
to liquidating the PO or making a final payment on a line.) Be sure that any vouchers intended as a final payment on a PO
line or a liquidation of the PO after processing are the last vouchers processed against the PO.

This error message is presented when this batch is checked:

Voucher#

483071 Line GLLine Errors
483071 Warning: Voucher Type C different to Batch Type P
*** Remove Final Pav/Licguid PO Voucher 483,067. post this voucher. & re-enter Final Pav/Licuid Voucher

bl Remove Final Pay/L:Lqu:Ld PO Voucher 483 067, post this wvoucher, & re-enter Final Pay/Liquid Voucher

Note that the error is flagged on the credit voucher, and instructs the user to remove the other voucher, post this credit
voucher, and then enter the final payment/liquidation voucher.

[ADM-AUC-AP-1177]
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ADMINS Unified Community

Release Notes — Version 22.3

Accounts Payable

2.3 Using Commodity Items [Enhancement]

[= [AUC] 2006-Voucher Change Order

Batch  # 17050

Entry Began

Voucher Change Order

EBOSTON
MA  02110-3927

Voucher# 483057
Goto...
o Vendor [001833 ol Invoice#  [ADM-AUC-AP-117d @ Print QOACH O wire (O NoCheck
ons
- ADMING INC InvDate  [1§-JL1-2022 Check Date Bank [TDO5
219 LEWIS WHARF Customer# Separate Check []

Dept. Code FIRE
Vou Date  18-Jul-2022 FY 2023
DueDate  [19-Jul-2022  Terms IR

HoldCheck  []  Certified Payroll []

Type P Paynent Youcher

Amount to Pay Vendor

2 tems 3 GL Detais 4 Status History QAftachments 2000.00
Line, Uom  ftem Description Price  Freight Other  $To Retain Ext Amount
B~ | I

&7 All ltems by Description

tenDesc

Price Account#

x

10997 Statust

o
ul o

2.5 oz pleated paper cups  tubes 21013 NURSE  CASE 46200 10 A

Absorbent Cotton Balls 500/box 30005 NURSE  BOX 11,6500 1000-300-3200-600-05-00-54160 a

lcohol wipes 49251 CTH 3,2700 1000-300-3200-600-05-00-54 160

Architectural Wooduork HOODWORK FEET 15,0000 1000-610-0000-006-00-00-52520 A

Bactine 50035 T 9.1100 1000-300-3200-600-05-00-54 160 A

Eenadryl Cherry 24858 NURSE PT 12,2000 1000-200-3200-600-05-00-54 160

COMCRETE FOR COMSTRUCTION CONCRETE CUYD 125,0000 3811-000-0000-000-00-00-58200 A

Diphenhydranine 2% cream 1034505 NURSE  ER 3,8100 1000-300-3200-600-05-00-54 160 a

Disputed credit card charge CCDISPUTE 1000-000-0000-000-00-00-52002

dukai yypo—pore paper tape 2817 NURSE  EA 13,8000 1000-300-3200-600-05-00-54 160 1]

EARLY VOTING ¢ADDL EXPENSES) EARLYYOTE 0000-000-0000-000-00-00-00000 a

Econony creped exan paper 1030647 NURSE  ROL 38,6500 1000-300-3200-600-05G-00-54 160

Extra Large 2" x 4" Bandages 32120 NURSE  DOZ 6.3100 1000-300-3200-600-06-00-54 160 ﬂ

Eye Cups 90561 CTH 3,1400 1000-300-3200-600-05-00-54 160 n

Eds Wash 34105 MURSE  PT 3.9100 1000-300-3200-600-05-00-54160

Fingertip 1 3/4" 2" bandage 32231 NURSE  B100 7.0900 1000-300-3200-600-06-00-54 160 ﬂ

Handwashiing Stickers 31152 GR 28,4300 1000-200-3200-600-05-00-54 160 H ot
Find | |Search | Cancel | Help | Eof

3 Voucher Liquidations [Fix]

During a voucher liquidation, the system checks if the voucher was paid against a Purchase Order. Prior to the software
update, when liquidating a voucher, the encumbrance field was cleared on the voucher and the encumbrance to the PO
was not restored. This was corrected and now the process uses the liquidation amount from the voucher to restore the

encumbrance.

September 2022

Commodity Items are used to simplify

data entry of vouchers and purchase

orders and makes analyzing purchasing

history much easier. Prior to the software

update, inactive commodity items were

included in the lookup used on the

voucher entry and voucher change

order entry screens, and if a user
selected an inactive item, the system
would pop up a message and not
allow it to be used.

ADMINS now lists only active items
in the lookup. This applies to
Voucher Entry, Voucher Change
Order Entry, Purchase Order Entry,
and Purchase Order Change Entry.

[ADM-AUC-AP-1066]

[ADM-AUC-AP-1175]

3.1 Credit Voucher Liquidations Will Not Affect Closed or Prior Year POs

GL Transaction Codes

Code
FOOL

Description
Purchase Order Original Encumbrance

effect:

FO02 [Encumbrance Relief

FO0Z [P0 Change Order {reverse}

PO04 PO Change Order (new?

PO0% PO Liquidation

FO0E |Dpened via Voucher Lisuidation

PO0OE PO Ligquidation from Roll Over

FO03 [P0 Roll Ower to Hew FY

FO10

FO Liquidation via Final Pay on Youcher

FO11

Open wia Youcher Liguidation u/ Ligidate

cancel the voucher.

the voucher.

Credit voucher liquidations sometimes resulted in unintended consequences.
Liquidating a Credit Voucher that was paid against a PO will have the following

1. If the PO is closed and the amount on the voucher for that PO is a credit
(negative amount), this PO will neither be re-opened nor create PO06 GL
transactions (PO06 are Open PO via Voucher Liquidation transactions); just

2. If the PO date is in a Prior FY and the Prior FY is closed, the PO will neither
be re-opened nor create GL transactions (PO06) to reinstate the encumbrance for the PO. The liquidation will just cancel

If the Voucher is type L (liquidate remaining balance on PO), and the date on the PO is in a closed prior fiscal year, the

PO will neither be re-opened nor create PO06 GL transactions re-instating the encumbrance for that PO.

[ADM-AUC-AP-1132]
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3.1.1 Updated AP Voucher Liquidation Screen with a Message Prompt

The AP Voucher Liquidation screen will display this message if one or more POs on the voucher are CLOSED when
liquidating a credit voucher:

Liquidate Vouchers

Gete Voucher#

Actions
vendar 000692 03 Dept. Code  COLLECT Voucher Total -8.49
STAPLES Vou Date 23-Aug-2022 FY 2023 Paid to Date
MARY FANNING TypeCode € Credit Youcher |  ——mmm————es
23 KEITH STREET Ship Date Balance to Liquidate -5.49
HEYMOUTH  MA  02188-0000 BankCode  EAST EASTERN BANK FO

Invoice TEST CREDIT VOU 23-Aug-2022
Liquidation Date | Edit Liuidation Notes
iguidation Date 1 Edit Liquidation Note 2 Post Liquidate
Line|ftem= [Description [AUC] 2070-Liquidate Vouchers

1191152 Hanclusshing Sticke

1 or more Purchase Orders attached to this Credit Voucher are closed
Liquidating this Credit Voucher will not apply the credit back to
closed purchase order(s)

To apply Credits to Purchase Order(s) that have been closed
A Payment voucher for the Purchase Order(s) must be liquidated
to re-open the Purchase Order(s) before liquidating the credit voucher

Continue to Liquidate Voucher?

L S S S S ) S B i =5

Yes No

T
Figure 3 AP Voucher Liquidation screen message when liquidating a credit voucher paid against a closed PO

e Select [Yes] to liquidate the voucher (which will not open the PO and restore the encumbrance)
e Select [No] to clear out the Voucher# from the liquidate screen; this will allow reviewing the impact of liquidating

the voucher.

[ADM-AUC-AP-1132]

3.1.2 Post Liquidation Report #2071

To provide an audit trail, the Liquidation report has a note indicating that the PO encumbrance will not be re-instated, nor
will the closed PO be re-opened.

2071-FMREP:APLIQDATPST.REP Printed 23-Aug-2022 at 10:30:15 Page 1
City of ADMINS
Post Liquidatien

ug-2022
: BB87277

Vouch: 31 Vendor
Vou Date: 23-Aug-202

n w/Learnsmart 3 yr Subsc
0-52085 SCHOOL PRIOR YEAR

1 Glencoe Bio EStudent Edi

1 1000-301-0000-000-00 P
PO Encumbrance not reinstated as the PO Fiscal Year is Closed
or Liquidating a Credit Vouchers on a Closed POs

Liguidation Notes:

220030 1 1 -60.75

*** Total § Liquidated *#%

Figure 4 Voucher Liquidation posting report with message

This example used the situation described above in section 3.1; liquidating a credit voucher on a closed PO; the same rules
apply to prior POs from a closed fiscal year, and for Voucher type “L” (liquidate remaining balance on PO) if the PO Fiscal
Year is closed.

[ADM-AUC-AP-1132]
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3.2 Voucher Liquidation Screen Display Issue [Fix]

When liquidating a voucher

== [AUC] 2070-Liquidate Vouchers| ith ltiple li v th
with multiple lines, on e
Liquidate Vouchers . P B ’ . v
ot T last line was being displayed
Actions Vendor 014183 01 Dept Code  HIGHSCHOOL Voucher Total 138.06 on the screen.
MeM MEDICAL SUPPLY Vou Date 01-Jul-2022 FY 2023 Paid to Date
107 UXBRIDGE RD Type Code P Paument ¥Youcher o ST
MENDON 3hip Dat Bal; to Liquidat 138.06 . .
MR 01755-0000 Ela‘npkc:dee TDOS  TDBAMK nonce oo ADMINS corrected this with
Invoice PARTIAL_JULO120 05-Jul-2022 . .
the software update. This did
Liquidation Date 1 Edit Liquidation Notes. "
‘ I ————— E— not affect the voucher
| Linelltem# Description PO# an Price] Freight] Other] Totall _Balance to Li| Iqu|dat|On, 0n|y the dl$p|ay.
| 2221014 |1 oz. plastic medi [195960 P —=" : _———_

Figure 5 Before — only the last line of the voucher was displayed at the top of the liquidation screen

== [AUC] 2070-Liquidate Vouchers |

Liguidate Vouchers

ot Voucher# fe234c

Actions.

Vendor 014183 01 Dept Code  HIGHSCHOOL Voucher Total 138.06
MaM MEDICAL SUPPLY Vou Date  01-Tul-2022 FY 2023 Paid to Date
107 UMBRIDGE RD TypeCode P Pament Voucher | o
HENDON ship Date Balance to Liquidate 138,06
MR 01756-0000 BankCode  TDO5 TDEAMK

Invoice PARTTAL_JULO120 05-Jul-2022

Liquidation Date ~ f§

1 Edt Liguidation Notes P —

Licuiclation Notest By THERESA
Line|ltem# Description 0#
1 [50035 [Bact.ing 195960 [%’ 9,1:3: B Othe 132‘;' B“'“‘fg‘f;;
2 |34858 |Benaciryl Cherry 195560  poo 12,2000 12.20 12.20
390581 Eye Cups & pk 195960 ;’;’ ;:;igg :;i ;;i
4 134105 Eue Wash 195960 oo 4.5800 758 .58
6 [e815 Triple Antihiotic |195960 % Ry = =
7 [p0122 Hater—jel itch rel [195960 poo 1.2200 1.22 1.22
6 |1034505_|Diphenhydranine 2% 195360 |20 1éfgﬁg 1;:?2 iéfg
9 [3d0d1 Hydrgen peroxide 3 [195960 oo 2,6600 ] 31,92
12 [53021 Kleenspec Disposab [[95960 %0 giégg 3; 5;
15 49010 [Super Sani-cloth G (195960 o 5.6400 764 5.6
16 |32029  [Sheer Bardages 195360 %0 13:2233 13:22 13:2‘2)
17 [32120 [Extra Large 2" x 4 [195960 oo Z.0500 7.05 7.05
18 132231 Fingertip 1 3/4" 2195960
19 [37208 Jack Frost gel pac [195960
L | <20[go7a1 Mightylight Blus [195960
21 21013 2.5 o0z pleated pap (195960
22 (21014 1 oz, plastic medi [195960

Figure 6 After — all lines are displayed, beginning with line one at the top of the screen

[ADM-AUC-AP-1176]

4 Void Processing [Enhancement]

ADMINS changed the void posting so that if the PO has a liquidated date set — the liquidation of the voucher will not update
the PO at all (so it will not update amounts or re-open the PO if it was closed.)

[ADM-AUC-PO-611]
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5 Year-End Processing [Enhancement]

Accounts Payable P 1099s P Entity Table

== [AUC] 53-Maintain Entity Codes | To accommodate long
Maintain Entity Codes file names and network
Entity [ Description [TOWN OF AOMING paths, ADMINS
expanded the limits for
Name  [TOWN OF AOMING .
Address 1 P19 LEWIS WHARF the 1099 export file
Address2 |
Address 3 | name.
city  [BO&TON Phone (G177 494-5100
State A Zip Code [02110-0000 FedTaxID 41234567
Country | State TaxID 041234567

Now, up to 80
characters can be

1 AP 1099 2 Payr 09972

— ———————— Scroll to enter a file path longer than entered for the folder
Transmitter Control Code 1005 60 characters - ADMINS recommends path and 80 characters
Combined ling Site Number B no more than 60 but will allow 80
Payer Control Name JROMT i
Contact Employee Name Lofrn Maore ! are allowed for the file
Contact Phone Number [(6i7) aad5100 name. The folder path
Contact E-mail i

EXpoOTrt Directory Tor IRS Tile TestinefF ol derNaneThatExceedsEightyCharac is specified on the1099
. entity table; (ADMINS
specifies the file name.)

Figure 7 The field for the Export Directory will allow up to 80 characters

When the electronic file is created from the steps menu, a confirmation report will be displayed, showing the file location:

2222-AP1099DSKTOT.REP Printed 05-Aug-2022 at 13:56:53 by THERESA Page 1
City of ADMINS
1099 Electronic Reporting Summary Report

Year: 2022
Location of Transfer Files: D:\AUC Development\admhome\lOQQ\FolderTestingAFolderNameThatExceedsEightyCharact
Federal Transfer File Name: irstax 1 2022 202285135653.txt
State Transfer File Name: irstax_ 1 2022_202285135653.dat

Figure 8 The 1099 Electronic Reporting Summary Report will show the full path name and the resulting file names

ADMINS specifies the file name. It looks like this:

| [ = | FolderTestingAFolderNameThatExceedsEightyCharact — O *
g ghty!
Home Share View o

r v » ThisPC » pluto_data (:) » AUC_Development * admhome » 1099 » FolderTestingAFolderNameThatExceedsEightyCharact R J) Search Fol... ©

Lis MName Date modified Type Size ~

@ % irstax_1_2022_202285135653.dat 22

57 PM DAT File 25KB

Fil — . 8022 1:57PM  Text Document 25KB
e e u irstax_1_2022_ 202285135653 bt -
1 Tesk 2208 Create 1092 Hectronic Fie * 1 Note that if the Test radio button is set to Yes, there will be a “T” in

Create 1099 Electronic Fil N
reate eeirante T the filename as shown below:

Test File: @®Yes ONo
Is This The Most Recent Tax Reporting Year: ®es O No

Run as ) preview O Print @ PDF
I Printing use Duplex @ ves (O MNo

Lookup Cancel Clear All

_w Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 8
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Mame Date medified Type Size

“T" in the filename indicates
that this is a test file L

[

No "T" signifies that this is a
"Live" file |

Figure 9 Test files will show the “T” in the file name -

[ADM-AUC-AP-1169]

6 Interfaces/Imports

Upload Voucher Spreadsheet % AP P Interfaces/Imports » Upload Vouchers - Spreadsheet

Additional error checking was added to the Upload Vouchers from a

& Mo records were loaded in the upload process i i i

D Chect opond fie for any recorc Spreadsheet process to prevent users from uploading a file without any
error-free records.

[ADM-AUC-AP-1178]

7 Help Reference Library

The following new or updated content was installed in the Help Reference Library and ADMINS.com.

7.1 New Or Updated Documents

Interfaces/Imports AP—-985 Upload Vendors from a Spreadsheet [New]
Vendors PO-310 Add and Maintain Vendors [Updated]

7.2 New Content On ADMINS.Com

PO-310 Add and Maintain Vendors [New]
PO-805 Upload Vendors from a Spreadsheet [New]
Liguidate a Voucher Video [4:16] [New]
Optimizing the PDF® Viewer [3:31] [New]
Voucher Change Orders [4:21] [New]
Introduction to AUC [7:00] [New]
Quick Task Selection [2:11] [New]
Reprinting Reports [4:20] [Updated]

In addition to adding the content listed above, to allow customers instant access to training videos and documents, the
ADMINS.com website no longer requires registration to access the Videos and Quick Tips and Release Notes content.

We also restructured the help documents index page to make it more compact to allow easier access from mobile devices.

[ADM-AUC-WEB-10]
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_Upload_Vendors.pdf?ver=1658323075129
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/RefCard_15_Vendor_MaintainVendors.PDF?ver=1656427190346
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/RefCard_15_Vendor_MaintainVendors.PDF?ver=1656427190346
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_Upload_Vendors.pdf?ver=1656427190346
https://youtu.be/SXZqGdppXuw
https://youtu.be/ALuS2ZFWJkM
https://youtu.be/2u9R5R8b2cE
https://youtu.be/HrH0ZTfM6Qk
https://youtu.be/eUv5bfJhWzI
https://youtu.be/YsuFqOwAAdo
https://admins.com/
https://admins.com/videos-%26-quick-tips
https://admins.com/release-notes

