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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 Create New Voucher from Posted Voucher [Enhancement] 
At times it is convenient to create a new voucher from a previously posted voucher – for example, if a change is needed to 
the voucher type or voucher date. To do so, ADMINS offers the following method.  
 

 

This method is only available for Direct payment vouchers. It is 
not available for vouchers that reference a PO. 
 
 

 
Before beginning, have a voucher batch available (either empty or with existing vouchers) in order to add the 
newly created voucher. 
 

 
To access the Create New Voucher from Posted Selection screen, from the menu, select: 

Accounts Payable  Enter Bills (Vouchers)  Create New Voucher from Posted 

 

This screen will: 

1. display only vouchers to which the user has access (e.g., the 

Department Group) 

2. display posted vouchers only 

3. display vouchers that do not have any POs (no line on the 

posted voucher can have a PO) 

 

 
 

Highlight the voucher to be replicated by selecting it and then click on the  button. (Note that the status can 
be Closed, in Cash Disbursements, Change Order in Progress, or Open – any posted voucher is eligible that does not 
reference a PO.) 

 

 
 

When a voucher is selected a screen will display the information that will be replicated from that voucher: 
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 – will return 

to the Select screen 

 – will 

display a prompt asking for 

the User Batch so this 

voucher can be added. The 

batch must exist before the 

voucher can be created.  

 

Use the lookup to select from a list of your currently 

available batches. If 

entering a batch number 

directly, and the batch is 

not owned by you, the 

system will display this 

error message: 

The new vouchers will be assigned a new voucher number in the supplied batch and then will branch to the voucher 

entry screen. 

 

The familiar New Voucher 

window will be displayed, and 

the voucher created from the 

posted voucher will be 

available for selection in the 

lookup. Select the voucher and 

click on . 
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The replicated voucher will be 
displayed in the Voucher Entry 
screen. Proceed with making 
changes as needed to the 
voucher.  
 
During the error check of the 
voucher, it will display a 
message if the fund has been 
excluded from the budget 
check (see below).  
 
When finished, process the 
voucher batch in the 
customary manner. 
 

 

[ADM-AUC-AP-1222] 

2 Exclude Selected Funds from Budget Checking [Enhancement] 
Some funds, such as a fund for school lunch, are commonly “in the red” as receipts arrive after purchases are made. Budget 
checking is not relevant to the process, as no appropriations are booked for this fund.  

To add flexibility and remove unnecessary barriers to 
Purchase Order and Voucher processing for these funds, 
ADMINS provides a checkbox on the Maintain Elements-
Fund table.  

To access the table and mark a fund to bypass budget checking, from the menu, select: 
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Ledgers  Account Maintenance  Account Elements  [Fund]  [X Added Fund Data] 

 
 
From the Maintain Elements – Fund table, click on [X-Added Fund Data] to view the additional information for the fund. To 
exclude the fund from budget override approvals, set the  Yes radio button. If the button is set to  No, which is the 
default, the normal budget override checks are performed. 
 

 

For this department, budget overrides 
are expected but the “Exclude Budget 
Override” fund setting will eliminate 
the requirement for the budget 
override. 
 
If there are approvals required on 
Levels 1 through 5, the remaining 
approval processing will still be 
required.  
 
In this example, Level 2 Department 
Head approvals will still be required.  
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2.1 Use an Account in the Fund on an Accounts Payable Voucher 

 
 

Fund 2020 has the Exclude Budget 
Override button set to  Yes;  
Fund 6471 has the button set to  No. 
 
In this example, the voucher has two 
lines; the first is charged to an account in 
Fund 2020, which is excluded from Budget 
Override.  
 
The second line is charged to an account 
in Fund 6471, which is not excluded from 
Budget Override. 

 

 

The 1st line will not be subject to the Budget Override approval, however, since the 2nd line is in fund 6471, which is not 
excluded, the voucher will require the Budget approval. Since there are approvals required on Level 2, the remaining 
approval processing will still be required.  

[MBE-SUP-SAPLAUC-1268] 
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3 Restricting Access to Accounts Payable at Year End [Fix] 
Superusers can restrict 
access to Accounts Payable 
voucher entry, etc., using the 
“Change Menu Access for AP 
Entry/Change Orders” 
selection from the AP  Year 
End Processing menu. 
 
Batch owners were able to 
circumvent the year-end 
restriction by querying the 
batches they owned and 
selecting a voucher from the 
lookup.  
 
Now, when access to AP 
Entry is restricted, batch 
owners will only be able to 
view batches and will not be 
able to edit until the 
restriction is released by a 
superuser.  
 

 

[ADM-AUC-AP-1218] 

4 Report #2723 AP Change Order Listing [Fix] 
The voucher number field on the Report of Unposted Voucher Change Orders Older By Five Or More Days was truncated for 
voucher numbers more than seven digits long. This report runs on a weekly basis and as part of the “Create New Year” 
process. This was corrected.  

 
Figure 1 Before the Voucher numbers were dropping the last digit if the voucher number was seven digits 

 
Figure 2 After - the voucher column will now accommodate up to 9 digits 

[ADM-AUC-AP-1216] 
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5 Void/Manual Checks [Fix] 
During the processing of a void/print manual check, the entire check was showing up as blank when brought up on the 
screen prior to printing due to an issue with changing the Check Type on Void checks for Tailing vendors. This was corrected 
and installed on all sites in late June; it is mentioned here to document the change. 

[ADM-AUC-AP-1217] 

6 Using GoToResolve 
AUC support staff will 
use a new tool called 
“GoToResolve” to allow 
users to share their 
screens more easily.  
 

We will telephone you first to review the 
problem. Then we will send an e-mail with 
a link to click on. 
 

 

Clicking on the link will open a browser 
window that looks like this.  
 
Click on the accept button to begin. 
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A browser window with instructions opens. 

Click on the  button. 
 
During the support session you may be 
asked to provide additional access. The 
support team member will walk you 
through that process if we need to control 
your screen instead of just view it. 
 
Click on end session when finished. 

 

[ADM-ADM-ADM-6500] 

7 Help Reference Library & ADMINS Website 
ADMINS added content to the Help Reference Library and to the website.  

7.1 Help Reference Library 

Enter Vouchers/Process Payments  AP–135 Create New Voucher from a Posted Voucher [New] 

7.2 New Content on ADMINS.com 

The following new content was added to ADMINS.com. 
Void & Replace with a Manual Check (7:40) [New] 

https://youtu.be/MAu-l4U7nts
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8 Access Videos & Quick Tips from the AUC Login Screen 

 

Click on the link to go to the Video Launchpad 
on the ADMINS website. 
 
The website direct address is above. The link on 
the AUC home page shown at left is a quick 
option if the site allows direct access from the 
AUC server. 

 

We are adding content all the time so check 
back often; we also send out a “Featured Video 
of the Month” email. 

 

[ADM-AUC-SY-8305] 

https://admins.com/videos-%26-quick-tips
https://admins.com/
https://admins.com/

