Accounts Payable
Release Notes September 2023

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.

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

To access the Create New Voucher from Posted Selection screen, from the menu, select:
Accounts Payable P Enter Bills (Vouchers) P Create New Voucher from Posted

Accounts Payable

This screen will:

Enter Bills (Vouchers) > Batches

Change Orders > Entry

IR0 Do - 1. display only vouchers to which the user has access (e.g., the
Vendors > Voucher Selection Error Report Department Group)

Commedity ltems > Post .

Disbursements Garant)  \> g e for P Bt 2. display posted vouchers only

Bank Reconciliation . .

i et fouche Lt Posed Bk 3. display vouchers that do not have any POs (no line on the
- A e posted voucher can have a PO)

Ve preve > Pay Open PO's

1000 o Create New Youcher from Posted

Highlight the voucher to be replicated by selecting it and then click on the 1 Select 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.)

== [AUC] 2430-Create New Voucher from Posted

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B SE me++m & B N

Create New Voucher from Posted

Geto... Select Direct Pay Voucher (Vouchers without POs) to Copy

Actions
2 Vou# 3 Batch 4 DeptCode 5 ViouchDate 6 Vendor Name [fear |Status Voucher Tota
1 Select W\_VIO9T2 T OkMN 07 —FAug-2023 UMITED STATE TREASURY 2024 |Closed 4406.,29
boelda  [LVio=vz TOWN 07 —Aug-2023 |PATHS PROGRAM. LLC 2024 |Clozed 3,17
FOs050  [REF179E2  |HIGHSCHOOL — [30-Jun-2023 [237-257 FARM ST REALTY TRUST #0232 [Cazh Disbursements 4417 ,00
bOe045  [REF17932  [HIGHSCHOOL  [30-Jun-2023 [IAPICCA. RICHARD W 2 DONMA E 2023 [Cash Disbursements 1279,47
L0e041  [REF17929  |HIGHSCHOOL 18-May-2023 WALTER RALEIGH 2023 [Change Order in Pr 494,00
EOG040  [REF17929  [HIGHSCHOOL  |18-May-2023 [BLACKSTOME-MILLYILLE REGIOMAL 20232 [Open 200000
BO6035  [REF17929  [HIGHSCHOOL  |18-May-2023 [GIATAS LANDSCAPING INC 2023 [Open 75,00

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

== [AUC] 2431-Create New Voucher from Posted

Flle Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBiling System Fevorites Help

B S E e+ &

Q = &L o

Batch # REF 17929 Create New Voucher from Posted Change Order in Prosre
to the Select screen o~ Voucher# 05041 THERESA
Adtions Vendor 031814 01 Invoice#  REF 000324-00 MB 2023 2232 Check Type Printed Bank EAST
WALTER RALETGH Inv Date 18-May-2023 Check #
c/o Parents of L, Customer# Separate Check
Dept. Code HIGHSCHOOL Hold Check Certified Payroll

2 Details (1)

1 Create New
—will

display a prompt asking for

1 Create New

37 RAREVILLE CIRCLE
BOSTON  MA 02110-0000

Vou Date  18-May-2023 FY 2023

DueDate  19-May-2023 Terms DLR Type R Refund Voucher

Amount to Pay Vendor

the User Batch so this

0300-000-0000-000-00-00-42055

3 tems 4 GL Details 494,00
Uom Item Description Price  Freight Other  $ To Retain Ext Amount
1-HOA Fees Bill# 000324-00 Due to Billing 434,0000 434,00

SEWER CHARGES
FA

Line ftem aty
voucher can be added. The W
1099
batch must exist before the
voucher can be created.
B Task 2434: Create New Youcher ¥
Create New Youcher
Required: Enter Entry Batch
Lookup Cancel Clear All

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:

Task 2434: Create Mew Voucher X

@ Invalid format: 17931: Value does not exist

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

entry screen.

Departnent  Tups CkTye You Date  Invoics®

Woucher# Vendor# Vendor Hame

01-5ep-2023
11-Aug-2023 2743

HIGHSCHOOL P
HIGHSCHOOL P

[506275 031814 WALTER RALEIGH |

06275 0321814 WALTER RALEIGH
0616 026 OOBFOR SCHO

The familiar New Voucher

P 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 .

Irv Date Anount, Status

494,00 Entry Began

11-Aug-2023 700,00 Needs Budget Overrid

v

New Voucher

Search  Cancel Help Eof

Find
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The replicated voucher will be
displayed in the Voucher Entry
screen. Proceed with making
changes as needed to the

Goto,

Actions

¥ Go To Bal

BOSTON  MA  02110-0000 Vou Date  [D1-Sep-2023 FY 2024
voucher. DueDate [1-Gep2023 Terms [IUR Type P Pagment Voucher
Amount to Pay Vendor
During the error Check Of the 2 Entry (1 3 tems. 4 GL Details 5 Status History Q Attachments. 434,00
H H H Line em Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
VOUCher' it will d ISpIay a [ [1.0000 [1-HOA Fees Bill* 00032400 Dus to Billing [ 454 0000 | | 494,00
Spiit U By Account | [D300-000-0000-000-00-00-42055 SEHER CHARGES

message if the fund has been
excluded from the budget
check (see below).

Ready

Batch # 17940
Voucher# 506275

Voucher Entry

Entry Began
Eatch not Ready

Vendor  REFEREHE D1 Invoice# | Print  OManual OACH Owire (O NoChk
WALTER RALEIGH Inv Date Check Date Bank [EAST
c/o Parents of L. Customer# | Separate Check [

en 37 RAKEVILLE CIRCLE

Dept. Code HIGHSCHOOL HIGH SCHOOL

Hold Check

O

Certified Payroll

09 [ FA[

6 Add Vioucher 7 Add Line 8 Copy Line P In Progress

Entered Amount 494,00

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.

Ledgers
Account Maintenance > Chart of Accounts
Journal Entry Processing > Account Elements

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:

= Property of ADMINS, Inc. No unauthorized use,
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Ledgers P Account Maintenance P Account Elements P [Fund] P [X Added Fund Data]

== [AUC] 1204-Maintain Elements - X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBillng System Favorites Help
B &GS e ¥ = OE A
Maintain Elements-Fund
Goto Summary  Close?  Rol Special  Bud
Actions Fund Description Group Type Category Sub-Class Fund? to FB? ALFRE? Rev Fund? Fund
[1000 [GENERAL_FUND B = [GENL Oy @nf@Y ON[@Y ONDY ®n O
[2000 [SPECTAL REVENLE I GV @y On Oy ®n 1|
Thddlew | iEo0g I r ON N[OY ©NOY @N Bl
rstList GV Oy @nf@y ONDY @N[OY @N [T
I i [SCHOOL A = £l Oy ®@n@y ONOY @NOY ®N [T
2030 SCHOOL SECURITY 2013 GR CHO0L =7 I52 on [on e
2040 [SCHOOL CHOICE == [AUC] 1218-Added Elements - Fund - X
2050 CPC_(€.C.CHISS ) File Edit Ledgers PurchaseOrders AccountsPayable FixedAssets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
Select Table  [2060 [EPED EARLY CHILD GRANT .
) PTG VELLOW SCH BUS (MR B SE me+m Q = Fu .
SDepartment [2080 [SPED_EC_PROGRANM LMPROVE
E-Funcion [E550 [CIRCUIT BREAKER FUHD Added Elements - Fund
T-Program [E555 [EFED RESERVE (.40 5.13E oo
‘8-Location [2100 [SPED 94-142 ALLOC
Svear 110 [ C TRAINING: CURR & TERf |, Description
Q-Object [E120 [SCHOOL SPECIAL ASSISTAN SCHOOL LUNCH PROGRAM
[ET50 [EFC_ACCREDITATION GRANT
(140 [FPCLOCAL PLANNING & CO
150 |LEVEL 3 DSAC TRRGETED Ag|
[E1E0 6 H & GRADUATION INITIAY | Return to Fund Fund Begins on
[ET70 [FRRA—SFSF FISCAL 2003 Fund is Managed by
(150 [FRRA-TTEA STIMULUS PROGH Fund has Encumbrances O'Yes  (O/No
2150 SPED ALLOC GRANT Fund Type. | —
WSPED 94-142_TRANSITION Exclude Budget Override ® Yes (O No
FOSStrEemers | (2210 [DSAC_ELPPORT /UNDER_PERF Set to Yes, Budget Override check for APIPO skipped
[FRRA-SFoF FISORL 2010 Fund Notes Set to No, Normal Budget Override checks performed
230 |HRRR*IDER EARLY CHILD SFf
|25g0 [FRRA—SFSF FISCAL 2011 Short Description
N
I — I Y7
= ~S.TpS AT
4 Exclude Budget Override ® Yes (O No
Set to Yes, Budget Override check for AP/PO skipped
Fund Notes Set to No, Normal Budget Override checks performed
Lkup up

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.

== [AUC] 2500-Maintain Approval Paths

File Edit Ledgers PurcheseOrders AccountsPayable Fixed Assets HumanResources Budgst Collections Tax MotorExcise MiscBillng System Favorites Help

B ESE WM+ +m Q & F a8 o

Maintain Approval Paths

Goto...
o2 | Approval Path  HIGHSCH_AP
Acti S
fors Approval Path  HIGHSCH AP Description HIGH SCHUOL_AP
o ‘ Minimum Primary Secondary Tertiary
2Remove
‘ Budget Override. JANTHEA WENDY LA
3 Edit List
s Lt Level 1- Supervisor O
ser st Level 2- Department Head RRTHEA ENDT LUARN
Level 3- PGARD Approvals [m|
Level 4 - Finance Department O
Level 5 - Town Manager O
PO Change Orders [ RNTHEA JHENDY LuA
AP Change Orders [ ANTHEA WENDY [_LANN

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

Added Elements - Fund .
E.
Fund Description J
5q7 1] HIGH SCHOOL GIFT FUMD
Fund Begins on pi-Jul-2016 4
Fund is Managed by f
Fund has Encumbrances @ Yes (O No [
Fund Type
I Exclude Budget Override () Yes (@ No | 4
ey 1
Fund Notes | \ y
Short Description [ \ ¥,

—| Exclude Budget Override () Yes (@® No

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 1% line will not be subject to the Budget Override approval, however, since

== [AUC] 2001-Voucher Entry [theresa) - x
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Moter Excise  Misc Billing  Systern Favorites  Help
B ESa we»m G = F L
Batch # 17940 Voucher Entry Entry Began
Voucher# 506136 Batch not Reacdy
Goto...
e Vendor § 2l 01 Invoice#  [P743 Print O Manual ODACH  Owire (O NoChk
FOOD FOR SCHOOLS Inv Date  |11-Auz-2023 Check Date Bank [EARST
BT T C/0 TIMOTHY GODSSENS Customer# | Separate Check []
54 MALLARD DRIVE Dept. Code HIGHSCHOOL HIGH SCHOOL Hold Check [J  Certified Payroll
ALTOM Vou Date  [11-PAug-2023 FY 2024
MH  03809-0000 Due Date  [12-Aug-2023 Terms [DUR Type P Paument Waoucher
Amount to Pay Vendor
2 Entry (5) 3 ltems 4 GL Details 5 Status History Q Attachments 700,00
Line Item Qty Uom | Item Description Price  Freight Other $ To Retain Ext Amount
T [T.o000 | fFresh produce - Farners market 500,0000 | | | 500,00
Split U By Account ||2020-000-3400-470-09-00-54161 FOOD PURCHASES-LUNCH PROGRAM
1089 [ FA[
E [T,0000 | ladditional food paid from & different fund [ 200,0000 | | | 200,00
Spiit 47 1-000-3520-d05-06-00-5d 160 FOOD PANTRY SUPPLIES - HIGH SCHOOL
1099 [ FAL
| Item Description
& Add Voucher T Add Line Entered Amount F00,00
fresh produce - farmers market
P020-000-3400-470-09-00-54161
s 100 [ FA[ Lup v
ladditional food paid from a different fund
|547 1-000-3520-405-06-00-54160
B A_Mult Noucher Error_ THERESA[S] pdf - Adobe Acrobet Resder (64-bit)
LRV CINC] BT B 2Z2a&aDwWq
2085-FMREP : APVOUMULERR Printed 28-Aug-2023 at 14:29:08 by THERESA Page 1
Town of ins
Voucher Error Check by Batch
Voucher# Line GLLine 3
506136 1 Warning: Account Excluded from Budget Override Checking
2 1 Warning: Account Over Budget

the 2™ 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]

Accounts Payable
Enter Bills (Vouchers) >

Superusers can restrict

access to Accounts Payable Change Orders ;
. AP/PQ Dashboard
voucher entry, etc., using the S —
“Change Menu Access for AP f”““dw ;
Entry/Change Orders” Disbursements Warrant) >
selection from the AP P Year oo Reconeeten .
End Processing menu. eror 2
Tables >
Year-End Processing ¥ One-Time Vendor Process
Batch owners were abIe to 1089's 0> Change Menu Access far AP Entry/Change Orders
circumvent the year-end
restrlctlon by q uerying the B Task 2996: Change Menu Access for AP Entry/Change Orders X Change Menu Access for AP Entry/Change Orders X
Change Menu Access for AP Entry/Change Orders e
batChes they owned and @ Menu Change has been done
. Ui A AR T O Grey ® Display "0‘ User will seeglmpa(tnext time they lagin
selecting a voucher from the
lookup.
Lookup Cancel Clear All
Now, when access to AP
Entry is restricted, batch Toggles between "Grey" and "Display”
owners will only be able to Accounts Payable Fixed Assets  Huml
. . Enter Bills (Vouchers)
view batches and will not be ——
able to edit until the f“'”_:’t”‘*;'““:"“
restriction is released by a Vendors ,
Commodity ltems »
superuser' Disbursements (Warrant) >

[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.

2723-APCHGOLD EOW.REP Printed 22-Jun-2023 at 14:13:32 Page 1

RP Change Order Listing

Unposted Voucher Change orders older than 22-Jun-2023 by 5 or more days

hange Order Status Voucher Total

Voucher Department Date Entered By Vendor Name

LEGAL 01-Jun-2023 HOLDENK JF MORGAN Ready for Posting 37,0959.16
LEGAL 01-Jun-2023 HOLDENK JF MORGAN CHASE Ready for Posting 376,685.42

[N S ]

3
284,53

[F)]

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

2723-APCHGOLD_EOW.REP Printed 21-Jul-2023 at 17:31:36 by MUPDEV1 Page 1

AP Change Order Listing [TRAINING]

Unposted Voucher Change orders older than 21-Jul-2023 by 5 or more days

4,455,433

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 &
A use a new tool called
- f’ “ ” File Message Help
AT GoToResolve” to allow —
1 users to share their -5 8 99> 578 BB P g e
screens more easily.
- Remote Support Invitation - PIN: 835604984
We will telephone you first to review the ® 5l 9l
. . . Wendy Tarantola -
problem. Then we will send an e-mail with @ To Theresa Camphel Thu o/7
a link to click on. E‘--w---i--‘n-‘-z-‘-n‘--s--‘n-~4~-n‘--5--- S B ey
Please join my session at:
https://helpdesk.me/join/835604984 . .
Sent from Mail for Windows CIICk on the Ilnk'
Clicking on the link will open a browser
Icking : P G T Resolve
window that looks like this. o o
Click on the accept button to begin. .
P & Your agent is ready to help you
Only accept support from an agent you trust.
Wendy Tarantola
Company  supportadmins.com Click on Accept to begin
Email wendy@admins.com /

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 10
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A browser window with instructions opens.

m G Active session 00:05
Click on the button. \ _ ,
WT
Durlng the support session y0U may be ge.l‘:‘:;;Ir;::.l::‘ljer,:l:q:::-ﬂ;-ﬁ\:U,;;..J\m.ar:-.. let Wendy Tarantola use your . I
. e it
asked to provide additional access. The i endy Taranteta
) @  Support session established with Wendy Tarantola, 48 cxmenyoursomn, B Cartcmtotyour sov
support team member will walk you 5o Wendy Tarantola hs oined the session '
through that process if we need to control @ Connected, Your support agent willbe with you shorty Company  supporsmnscom [ Cickon End
your screen instead ofjust View it. Email wendy@admins.com finished

Click on end session when finished.

To let Agent see your screen, cl
Agent will be able to see you

ick skare and share your entire screen
een, same as you,

B This session will be recorded

Important information about this session

y inuing, y. Cep! r A lever ide s it nfon tion ring thi
By continuing tou Click on Share to allow support A Never provide sensitive information during this
session (such as credit card data or passwords).
o to view your screen
A I you experience anything suspicious. please use

the report abuse button.

& v B A You can end this session any time by clicking end
session button.

[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]

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 10
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Please Sign In:

Username |THERESA Theresa
Password |
Training Mode
Login Exit O 9

Reset Password

IMPORTANT NEWS | About our products Support Info

E-newsletter

E-newsletter

IMPORTANT NEWS | About our products Support Info
Support
Click the Button to start your browser

Join Go To Meeting

ADMINS Website

Videos and Quick Tips ,

support@admins.com

—
w Home  What'sNew  Videos & Quick Tips  Library »  More ¥ 2
AUC Video Launchpad
Below is a list of training videos for new users to get acquainted with AUC, and for current
users to take a deeper dive into a process or get a refresher for "once a year" tasks.

Getting Started GL Training AP Training

Logging_In to AUC & Basics (7:00) Add a New GL Account (4:07) Approvals - The AP/PQ Dashboard (3:49)
Logging_out of AUC (1:54) Budget Transfers via a JE (2:55) Create a Direct Payment Voucher (5:35)
Reset AUC Passward (2:00) Drill Down on Account (4:51) Create a Voucher from a PO (6:20)

September 2023

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]
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