ADMINS Unified Community Vendors
Purchase Orders or Accounts Payable PO-805 Upload Vendors from a Spreadsheet
Interfaces/Imports AP—985 Upload Vendors from a Spreadsheet

This document describes how to use the Upload Vendors Menu to load many vendors into AUC at once. Since this
bypasses the normal method (checking the vendor name against existing vendors prior to creating the vendor), exercise
care when using this method. If duplicate vendors are inadvertently created, and both vendors have activity, mark them
to be merged and submit the merged vendor process. Duplicate vendors without activity can be deleted.
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1 Access the Upload Vendors - Spreadsheet Steps Menu

To access the Upload Vendors steps screen, from the menu, select:

Interfaces/Imports P Upload Vendors

Upload Vendors
Sl Description Date
% Email Template to User 04-0ct-2019
Actions
Restart Upload Process
Upload Vendors 04-0ct-2019
Reprint Verification Reports 04-0ct-2019

Create Vendors

Interfaces/Imports > Upload Approval Path

Site Specific > Upload Vendors APVENLOD-Single User

Figure 1 Accessing the Upload Vendors Steps Menu

1.1 Email Template to User Emaicase Ny
The first button on the steps
B Task 2830: Email Template to User X menu W”l emall an Exce|®
Email Template to User spreadsheet to the user
Rletteat Gt Uz | [theresa@adming.com specified in the prompt. The

system requires that the user
be an AUC user; the username
Lookup Cancel | [ Clear Al may be selected from a lookup
or entered directly.

If a staff member without an AUC username is doing data entry, an AUC user may forward the template to them.

The email will arrive with a subject line of [AUC] Vendor Template:

Vi | [ | From Subject Received Size | Categories % |~
1 |0) theresa@a... [AUC] Vendor Template Fri 10/4/2018 2:58 PM T1KB

Figure 2 Sample of the email that will be sent with an attached vendor template

1.1.1 Open the Email and Save the Template as a .csv file

Open the email and download and save the template to a location that is available from the desktop where the data
entry is being done.
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Message

Subject: [AUC] Vender Template

i Message ]I"—‘U Vendor_Templatexls (18 KE) I
T ———

I W T R SR

File Attachment Included

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

PO-810 Upload Vendors from a Spreadsheet
AP—985 Upload Vendors from a Spreadsheet

AUC server.

1.1.2 Open the Template Spreadsheet

Opening the template file shows the 64 columns that may be used to upload Vendor data. Only columns A, D and E are

When data entry is complete the *.csv file must be saved to a
location that the user performing the upload can access from the

required. The remaining columns may be used as needed. While column T is not a required column, it holds the Federal
ID which many sites require when vendors are added to the system.

A B 3 F G H |
quired) 2 Name (Optional) Sort Name (Optianal) ! Pl Address 1 Address 2 Address 3 City
iMax 30] [Max 16] 0 Required) (Max 50] {Max 50 [Max 50 [Max 30]
2NAME SRTNAM AHP LO1ADDR LOZADDR LO3ADDR aTy
J K L ] [ o [ Q R s T
Contact Restrict
Cauntry Cantact Phane  Phane Access To
Zip Code  (Full Name) Contac! Name Contact Titie {No dashes or Extensio  Web Site E-Mail Address [Tlown [Sjchool Federal
1 State [no dashes] [Max 40] [Max 30) [Max 40] spaces] n {Maux 80] [Max 60) or [Bjoth n
2 STATE AZIPCODE COUNTRY NAME GENDES APHONE ATPHEXT HTMLADR EMAIL VENRDB FEDID
o
4
5
u v W X Y z AA AB AC AD AE AF AG AH Al Al AK Al AM AN AQ
Pre Note
Bank for ACH HR ACH Payment  Separate 1 Time REAP Local Business Certified
Bank Account  [Blank, Type Minority  Hold 1099 Type Chack Vendor  State Bid Vendor  Vendor  Type Vendor  Cartified  Date
1 Code  BankAccount Type 01,3  Customer# [V Terms  Class  Code  Code  Code  [PAMAN] [YN]  [¥AN]  List[YM] (YN[ [YA]  [CALNAOSS] [YN] By Certiliod
2 BANK  BANKACT BATYPE PRENOT CUSTNUM _TAXCBX TERMS VENCLA MINOR HOLDCD A1089CD WIRCHK SEPCHK ONETIM CHKBID REAPFLG LOCVEN BUSTYP CERTRDECERTBY CERTDAT
3
4
5
6 AP AQ AR AS AT AU AV AW AX AY
Authonze Authorize
Insurance Rep 1 Phone Authonze Rep 2 Phone  Authorize
Ceriificate [Nodashes  Rep 1 [No dashes  Rep 2
1 Expires  Authonze Rep 1 ame Authonze Rep 1 Title or spaces|  Phone Ext Authorize Rep 2 Name Authorize Rep 2 Tila or spaces|  Phone Ext  Authorize Rep 3 Name
2 INSCERDAT CINAME CIMMLE CIPHONE __ AC1PHEXTC2NAME C2TTLE CZPHONE __ ACZPHEXT CINAME
3
: Az BA B8 BC 80 BE BF BG BH Bl BJ
Authonze Authorize
Rep 3 Phone  Authorize Rep 4 Phone  Authorize
[No deshes  Rep 3 [No dashes  Rep 4 User Defined 2 User Defined 3 User Defined 4
1 Authorize Rep 3 Title or spaces]  Phone Ext Authorize Rep 4 Name Authorize Rep 4 Title or spaces]  Phone Ext  User Defined 1 Max 40] Max 201 (Max 20] Max 10]
2 CIMME CIPHONE  ACIPHEX1CANAME CATITLE CAPHONE __ ACAPHEXT VUDF1 VUDF2 VUDF3 VUDF4
3 BK AL [
4 User
User Defined 5 Defined 6
(Amount 2 3
Decimal) Numeric)

e ro =

AVUDFS AVUDF&

1.1.3 Save the Excel® File As

.CSV Format

Save the file with the vendors to be uploaded as a .csv file in a location that may be accessed from the AUC server.
Consult the local IT department for the proper location to save this file. File paths and filenames should not contain
spaces. The combined path and filename should not exceed 80 characters.
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1.2 Restart Upload Process Restart Upload Process

Press this button to restart the process. All work files will be cleared out. Only use this to begin again and discard the
current data in the work files.

1.3 Upload Vendors Upload Vendors

In AUC, from the menu, select:

InterfacesP Upload Vendors

== [AUC] 2937-Upload Vendors |
Upload Vendors

Description Date Start End Success
Email Template to User
Restart Upload Process
Upload Vendors
Reprint \Verification Reports
Create Ve

Click on [Upload Vendors]. The system will prompt for the file to be uploaded and provide the choice to print the edit
list in summary or detail.

1.3.1 Retrieving the CSV File and the Name Specification

Enter the full path and name of the .csv file in the Upload prompt. The full path and file name cannot exceed 80
characters. Look at the resulting filename to see that no characters are truncated from the specified filename.

Upload Vendors

Enter Upload Filename |D:AUC_DEVELOPMENTWADMHOMEFILESTOTESTUPLOADS\APYUPLOAD307VENDORS.CSY
Print O Summary @ Detail

Run as @) preview O Print O PDF

If Printing use Duplex @ ves (O MNo
@ 0K Cancel Clear All

Figure 3 Use the Lookup to find the file instead of typing in the full path and file name

== Select File to Load *
e
o i [D:AAUC_Development\admhome\FilesToTestUploads\AP @ Search AP »
—
Organize * New folder 2+ [ 0
Ap A Mame Date madified Type Size 0
Lis u UpInadED?Vendors.csv Microsoft Excel Comma Separated Values File 44 KB
Lis W UPIOa USSP AYITIENTSETIC Microsoft Excel Comma Separated Values File 6KE
Obj £l Upload1099VouchersAlTypes.csv Microsoft Excel Comma Separated Values File 3KE
B Upload1099Payments27.xls Microsoft Excel 97-2003 Worksheet B2 KB
& This PC -
@ Upload10%9VeuchersACH.csv 19 AM  Microsoft Excel Comma Separated Values File 6Ke
=  an THERESAONIG Y e
File name: |Upload1099VouchersaCHasy ) v| anE v

Figure 4 Entering the .csv file name
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1.3.2 Error Conditions Preventing Successful Upload

If there are errors in the upload, for example, if required fields are not supplied or are of the wrong format, the system
will report the errors and the process will stop. Return to the .csv file, make corrections, save the corrected file and try

the upload again.

&% TedRE - Ven dor_Upload_Errors_

File Edit Fermat Options

| Courier New

<] Bz|ufm-] =

=l

e
le11s

2933-AFVENLODERR.REP

Correct &gll errors in spreadsheet, export to

Printed 22-Jun-2022 at 16:40:34

City of ADMINS

Upload Vendor

Error Report

.C5V file, and restart upload process.

Page 1

=== ===== =Rdr

Row Vendor Name Remit Iype Address Line 1

44 BOLES, LYNN D 01 AP 171 BLACKSTONE STREET
Error: Vendor cannot duplicate remit numbers

(1] BURLINGEAME, ERREN M 01 HR 11 HIGHWOCD LR
Error: Vendor cannot duplicate remit numbers

&9 BUSSEY, KEITH 3 01 RP 355 CREEK STREET
Error: Vendor cannot duplicate remit numbers

93  CAVOSSR, MERIE 01 RAF 64 HIGHRIDGE RD
Error: Vendor cannot duplicate remit numbers

70 CIMERON, LAWRENCE 01 &P 4 RUSSELL CT

Upload Vendors

Work file already has uploaded transactions

A single error on a single record will
prevent the upload of the entire file.
The file will be checked for errors on
each attempt to upload and will
produce a report of errors if any
remain.

Once the file is error-free, the
Upload Vendors Edit List will be
displayed in either summary or
detail format, depending on which
radio button is selected on the
[Upload Vendors] prompt.

¥ Click YES te discard transactions and continue Upload
Click NO to cancel Upload and keep current transactions

Yes

system will pop up this message:

Figure 5 Errors in the data will stop the process and report the
row number

After making corrections, click on Upload Vendors again. If you
have not restarted the process to clear out the work files, the

Click on [Yes] to clear the work file and start fresh; click [No] to cancel the upload and keep the current work files.

1.3.3 Upload Vendors Edit List

When an error-free file is uploaded, a report is produced showing the vendors. The summary report looks like this:

2934-RPLODVENEDT.REE

Printed 22-Jun-2022 at 17:10:28 by THERESE

City of ADMINS

Uplead Vendors Edit List

Fage 1

2 Name

City

Vendor:

ACHIN-HOUSMAN, LYNN F

Sort Name:

ACHIN-HOUSMAN,

AP

10 HORSESHOE DR

Vendor:

ADILETTO, LYNN A

Sort Name:

ADILETTO, LYNN

AP

€2 CARL RORD

Vendor:

ALBRECHT, KEITH P

Sort Name:

ALBRECHT, KEITH

21 ROBERT STREET

Vendor:

ALLARD, LYNN T.

Sort Name:

ALLARD, LYNN T.

5 SADDLEBACK HILL RD.

CAMBRIDGE MR
CAMBRIDGE MR
CAMBRIDGE MR
CAMBRIDSE MA

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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The detail Upload Vendors Edit List looks like this:

2934-APLODVENEDT .REF Printed 22-Jun-2022 at 17:03:45 by THERESA Page 1
City of ADMINS
TUpload Vendors Edit Listc
Vendor 1 Name 2 NHame Sort Name Remit Type Entity Federal ID Bank Prenote Bank Account Type Terms Class
ACHIN-HOUSMAN, LYNN F ACHIN-HOUSMAN, L 01 AP B 10000001 DUR UNCL
Address: 10 HORSESHOE DR Contact
(617) 816-9061
CAMBRIDGE M2 Email
Web Site :
HR XCH : 1 Time Vendor : N Certified Date :
Minority Code : State Bid : Insurance Certicate Date :
Hold Code : REAP Vendor : N Business Type : Other
1099 Code : M Local Vendor :
Payment Iype : Certified Vendor :
Separate Chk : Certified By :
ADILETTO, LYNN A ADILETTO, L¥NN A 01 &P B 10000002 DUR  UNCL
Address: 62 CARL RORD Contact @
(508) 429-3850
CRMBRIDGE MR Email
Web Site :
HR ACH : 1 Time Vendor : N Cercified Date :
Minority Code : State Bid : Insurance Certicate Date :
Hold Code : REAP Vendor : N Business Type : Cther
1099 Code : M Local Vendor :
Payment Type : Certified Vendor :
Separate Chk : Certified By :
ALBRECHT, KEITH P ALBRECHT, KEITH 01 B0 B 10000003 DUR  UNCL
Address: 21 ROBERT STREET Contact
(508) 966-2650
CAMBRIDGE M Email
Web Site :
HR ACH : 1 Time Vendor : N Certified Date :
Minority Code : State Bid : Insurance Certicate Date :
Hold Code : REAP Vendor : N Business Type : Other
1098 Code : M Local Vendor :
Payment Type : Certified Vendor :
Separate Chk : Certified By :

Figure 6 Upload Vendors Edit List indicates the file was uploaded and is available to create vendors

1.4 Reprint Verification Reports Reprint Verification Reports

If desired, reprint the edit list in either summary or detail format.

B Task 2935: Reprint Verification Reports x>

Reprint Yerification Reports
Print @ Summary O Detail

Run as @ preview O Prit O PDF
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

1.5 Create Vendors Create Vendors

The final step is to create the vendors. This step prompts the user to press [OK] to create the vendors or [Cancel] to exit
the process without creating vendors.

B Task 2936: Create Vendors P Upload Vendors e

Create Vendors Press OK to Create Vendors

Press Cancel to Exit Without Posting

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All oK | Cancel

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 6 of 14



ADMINS Unified Community Vendors
Purchase Orders—Interfaces PO-810 Upload Vendors from a Spreadsheet
Accounts Payable—Interfaces AP—985 Upload Vendors from a Spreadsheet

1.5.1 Press OK to Create the vendors

If [OK] is pressed on the Upload Vendors confirmation prompt, the system will produce a report of the New Vendors
created during the upload process, showing the vendor numbers, names, sort names, remit, type, and street
address,with a total count of vendors created.

2938-AFVENLODPST.REP Printed 22-Jun-2022 at 17:35:31 by THERESA Page 1
City of ADMINS
New Vendors created during Upload Process

Vendor 1 Name 2 Name Sort Name

030679  ACHIN-HOUSMAN, LYNN F ACHIN-HOQUSMAN, L

030680 ADILETTO, LYNN A ADILETITO, LYNN A

030681 RLBRECHT, KEITH P ALBRECHT, KEITH 01 PO 21 ROBERT STREET

030682 RLIARD, LYNN T. ALLRRD, LYNN T. 01 HR 5 SADDLEBACK HILL RD.

030683  ALLEN, LAWRENCE ALLEN, LAWRENCE 01 C0 & DEER RUN RD

030684 ALWRRD, LYNN L ALWRARD, LYNN L 01 AF 30 ANGELL AVE UNIT# 2

030685 RNASTASIA, LYNN M ANASTRSIA, LYNN 01 AP 36 HARVARD LR

030686 RNDERSON, KRREN ANDERSCON, ERREN 01 PO 47 SUMNER 5T UNIT# 2

030687 RUGER, MICHREL 3 RUGER, MICHREL 5 01 HR 3 QUIRK CIRCLE

030688  AULD, LAWRENCE J III AULD, LAWRENCE J 01 C0 58 DONMA RD

030689  RUTOTE, ERREN M AUTOTE, KRREN M 01 2F 17 HORTH CENIER STREET

030630 BRERS, MARIE E BRKRS, MARIE E 01 AP 165 STELLA ROAD

030691 BREER, ERREN BRKER, KRREN 01 PO 206 FOUND RORD

030692 BREER, KRREN M BRKER, KRREN M 01 HR 38 LAKESHORE DRIVE

030693 BAKER, EEITH F BLKER, KEITH F 01 C0 18 CRYSTAL WAY

030694  BALI, LYNN M. BALI, LYNN M. 01 2F 430 HARTFORD RVE

030695 BARRY, KEITH J BARRY, KEITH J 01 AP 26 JUDY LANE

030696 BASSIGHENI, LYNN BRASSTGHMNT ,  TYIN 01 PQ 65 ERSL WASHTNGTLGN ST
B3 o oo "

030960 wenan30N, :nREN 2 . AF 43 SOMMER .

030968 JOHNSON, ERREN & 02 10 32 GRRNITE CIRCLE

030969 JOHNSON, ERREN 3 01 10 12 CRRYVILLE CROSSING

030970 JCNES, LAWRENCE JONES, LAWRENCE 01 10 E1 WILLIZM KELLEY ED

030971 KRNE, LYNN J EKRNE, LYNN J oL 10 184 VILLAGE STREET

m
o
o

Total & Vendor Addreas Records loaded

1.5.2 Press Cancel to Exit Without Posting

Upload Vendors
Create Vendors = Description Date Start End  Success
Email Template to User
Restart Upload Process 22-Jun-2022 17105129 .47 17:05:30,47
Upload Vendors 22-Jun—-2022 17110124 ,23 17:10:29.27

I-" "-I Process terminated b}’ User Reprint Werification Reports 22-Jun-2022 17328300, 5 0.0
WP No Vendors created Create Vendors 2-Jun-2022 17:26:58.4

If [Cancel] is selected, the system pops a message that the process was
terminated by the user and no new vendors were created. The work file
remains and the step can be run again. To discard all the entries in the work

file to begin again, press Restart Upload Process . This step will clear the dates, times, and
success flags on the steps menu.

1.5.3 Verify Vendors

If desired, go to the enter vendors screen to review the vendors created in the process.
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2 APPENDIX A

The image below is annotated with the columnn letters for the data in the Excel® Spreadsheet.

Enter Vendors
Certified Vendor?  ‘es Mo
Q =
Vendor DOOEE.EI NHTIDHHL GEOGRAPHIC SOCIETY Date Certified
1 Name/Address 2 Addresses 3 Classification 4 Attachment (25} & ftems 9 User Defined

emittance 51 of 05 Address Type Accountzs Paysble e

1Name [NATIONAL GEOGRAPHIC MAPS Notes 1
2Name 2
SortName HNATIONAL GEOGRA Q 3
4

ddress 1 PO BOX 7494085
Address 2
ddress 3

City LOS ANGELES o
Otate CA Zip Code 500?4—9406 q
Country Q

Contact /A
Title
o'lF'hone# (B00Y 9Ra- o000 Type B Business

2 Phone# [{000 000—0 Ext pooo Type [l

Web Site p ttp=s:/Awww  hational geographic ore fzocietys
General Delivery E-mail  [infor@ngs.org é

PO E-mail Address gheebngs ,org
Send POs to Vendorvia E-mail @ MNo () Yes

ACH E-mail Address
BID E-mail Address

2.1 The Vendor Upload Template Columns Described
Each column is described in the table that follows. The columns A-R map to the [1 Name/Address] image shown above.

Vendors P Enter Vendors P [1 Name/Address]

Excel
Column | Column Label | Description

A INAME Name of Vendor, required —a maximum of 30 characters may be entered for the
new vendor name
B 2NAME Second name of vendor, optional, a maximum of 30 characters may be entered for

the second vendor name

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 8 of 14
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Excel
Column | Column Label | Description
C SRTNAME Sort Name is optional; a maximum of 16 characters may be entered; if no sort name

is supplied, the system will create a sort name consisting of the first 16 characters of
the 1Name field

D AREMIT Remit # is required; generally, for a new vendor being uploaded for first time use, the
remit # would be 1; values between 1 and 99 are permitted. For each new vendor
name the remit should start with 1. If multiple remit addresses are being uploaded
for the same vendor, number the remit addresses sequentially (1, 2, 3...).

E ADRTYPE Address type is required — allowed values are any of the values found in the PO P
Tables P Vendor Address Types table. 10, AP, CO, HR, and PO are all valid. A type
may be changed on the

Enter Vendors P [1 Name / Address]

screen on an existing vendor using the [0 Change Type] button.

F LO1ADDR Address # 1 — optional but recommended; a maximum of 50 characters may be
supplied
G LO2ADDR Address # 2 — optional; a maximum of 50 characters may be supplied
H LO3ADDR Address # 3 — optional; a maximum of 50 characters may be supplied
| CITY City where the vendor address is located; a maximum of 30 characters
J STATE Enter the two-letter abbreviation for the state.
ALABAMA AL LOUISIANA LA OHIO OH
ALASKA AK MAINE ME OKLAHOMA oK
ARIZONA AZ MARYLAND MD OREGON OR
ARKANSAS AR MASSACHUSETTS  MA PENNSYLVANIA  PA
CALIFORNIA CA MICHIGAN MI RHODE ISLAND  RI
COLORADO co MINNESOTA MN SOUTH CAROLINA SC
CONNECTICUT  CT MISSISSIPPI MS SOUTH DAKOTA  SD
DELAWARE DE MISSOURI MO TENNESSEE TN
FLORIDA FL MONTANA MT TEXAS >
GEORGIA GA NEBRASKA NE UTAH ut
HAWAII HI NEVADA NV VERMONT VT
IDAHO D NEW HAMPSHIRE ~ NH VIRGINIA VA
ILLINOIS L NEW JERSEY NJ WASHINGTON WA
INDIANA IN NEW MEXICO NM WEST VIRGINIA WV
IOWA IA NEW YORK NY WISCONSIN WI
KANSAS KS NORTH CAROLINA  NC WYOMING Wy
KENTUCKY KY NORTH DAKOTA ND
K AZIPCODE Postal Zip code, either 5 or 9 digits, with no dashes. 014602203 is valid; 01460-2203
is not.
L COUNTRY Enter the country name, a maximum of 40 characters
M NAME Enter the name of the primary contact, if available, up to a maximum of 30
characters
N GENDES The title of the contact supplied in column N
(o] 1PHONE The contact phone number, entered without dashes or spaces — so 617-494-5100 for
ADMINS would be entered as 6174945100. Maximum of 40 characters.
P A1PHEXT An extension for the phone number may be supplied in this column
Q HMLADR The web address for the vendor, up to a maximum of 80 characters
R EMAIL The email address for the vendor, up to a maximum of 80 characters

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 9 of 14
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Excel
Column | Column Label | Description

The following section describes the fields on the [3 Classification] tab.

Vendors P Enter Vendors P [3 Classification]

Restrict Access To (O Town  ()School (8 Bath e

Federal ID® [10000 Type @ MNone () SS8 W) Tax D
Bank Code [ Q
ABAS  (OCK—000 Prenote [ Mot ﬁctxuea
nk Account Tipe [
The values for columns “S” Customers |
through “Z” correspond to R ACH Tax Paymeni Type (O CT Unem () Federal (O ®)Mone

this section of the Vendor CT Linemployment#

Classification tab.

Restrict Access To [T]Jown [S]chool or [B]oth

S VENRB

T FEDID Federal ID as shown on the W9 provided by Accounts Payable vendors or the Social
Security number for other vendors.

U BANK Bank Code — the value must be found in the Bank Code Table.

Accounts Payable P Tables b Bank Codes

Vv BANKACT Bank Account Number—provided by the vendor when enrolling for ACH payments

W BATYPE Bank Account Type [C] for Checking, or [S] for Savings

X PRENOT Pre Note for ACH [Blank, 0,1,2].
Leave the code blank if this is not an active ACH vendor.
Use the value “0” if your Accounts Payable Bank does not require that a prenote be
sent prior to enrolling a vendor in ACH payments.
Use “1” or “2” if the bank requires prenote testing (the ability to send a payment via
ACH to a vendor).
Set the value to “1” if the bank requires a single prenote test. The vendor will receive
a printed check for the first payment; if the prenote is accepted, subsequent
payments will be made by default as ACH payments.
If “2” is entered, the vendor will receive a printed check for the first two payments
made; the number will decrement with each payment until it reaches zero, at which
time the payments will be made via ACH for the vendor.

Y CUSTNUM Customer# This is a customer number assigned by the vendor to the municipality.

This may be printed on the check advice if the check was set up to do so at
installation. It can be added to the check stub at a later time by contacting
support@admins.com

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. 27 June 2022 Page 10 of 14
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Excel
Column | Column Label | Description
Z TAXCBX HR ACH Tax Payment Type — valid values are [C/F/S/N] — as shown above.

[C] is Connecticut Unemployment
[F] is for Federal Tax payments
[S] is for State Tax payments

[N]is None
The fields shown in Tables ~
columns AA through AE. Terms IR Due Lkon Receipt *""“-u..* JendorTermi:-l ,
Class UNCL Unclassified Vendor Classification
Minority Code [ Hold Code [ Hold Codes
1099Code [ Form Minority Code
AA TERMS Terms - if payment is made within a certain time frame a discount might apply. 2/10

Net 30 is one example. A term such as “Net 30” requires making a payment within 30
days. However, if payment is made within ten days, a 2% discount is applied. These
terms are defined in the Vendor Terms table. From the menu, select:

Accounts Payable P Tables P Vendor Terms

WVendor Terms Listing
=====| | | | | | |
| | Het | High High | Low Low | Pen Pen | |
Code | Description | Days | Days Pct | Days Pct | Days Bct | Status |
=====| | | | | | | | | |
2_10 | 2% discount if paid within 10 | 30 110 | 2.00 | | | | | Active
CR | CONTRACT REQUIRED | | | | | | | | RActive |
DUR | Due Upcon Receipt 11 | | | | | | | RActiwve |
Iz | INS CERT REQUIRED | | | | | | | | Rctiwve |
W& | No Terms | | | | | | | | Active |
AB VENCLA Class — Classify vendors to

allow for more detailed
reporting; some sites use
Class_|Description Status the REF classification code

Maintain Vendor Classification Codes

Ihactive o 9
e Reford Verdor foiive| 1O |dent'|fy vgndors that are
ONCL |Unclassified Active used primarily for refunds of

overpaid or abated taxes.

AC MINOR Minority Code identifies if is
this a minority-owned Maintain Minority Codes
business. This table is
managed by each site. Here is Mi"mlDe“”Ft“’" ST ~
. Ihactive

a sample; more codes are o oo Do TSy
available at the Industry HE  |Hispanic Ouned fictive
Council for Small Business ME  [MIMORITY EUSINESS Fctive

l-E klomen Owned FActive
Development (ICSBD):
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ADMINS Unified Community

Vendors

Purchase Orders—Interfaces
Accounts Payable—Interfaces

Excel
Column | Column Label | Description

AD HOLDCD

AE A1099CD

The next section
corresponds to these fields
on the Classification tab of
the Enter Vendors screen.

PO-810 Upload Vendors from a Spreadsheet
AP—985 Upload Vendors from a Spreadsheet

Maintain Hold Codes

Hold Code - hold payments to these vendors
until the issue specified in the hold code has

been resolved. From the menu, select:

Accounts Payable P Tables P Hold Codes

or

Code |Description Status
H Ihactive
AD Mo Address on File Active
CF ERTIFIED PAYR HEED Fctive
IA  [INSURAMCE TYPE A Active
II [Mo Federal ID# on file Fctive
05 [0/5 Balance dues to Collector Active
LIT Under Investigation Fctive
W3 -9 NOT ON FILE Fctive

Purchase Orders P Tables P Hold Codes

Specify the type of 1099 vendor they are — valid codes are found in the 1099 Codes
table, which each site maintains. Here is an example of the valid codes in the first
column; these may be different than the codes on each site; from the menu, select:

Accounts Payable P 1099s P 1099 Codes

Separate Check?
1 Time Vendor?
State Bid List?
Local Vendor?
Business Type

== [AUC] 2522-Maintain 1099 Codes | -
Maintain 1099 Codes
Pre 2020 Current

Code |Description Farm Bow#| Reported Minimum|Form Box#| Reported Minimum|Status ~
H Lnactive

A AT TORMEY MISC 14 500,00 HISC 10 600,00 Active

AF  |Gross Proceeds Faid to an Attorn [MISC HEC 1 600,00 Active

E [BOAT MISC 5 MISC 5 FActive

D DIRECT SALES MISC E 10,00 MISC 7 10,00 Active

E EXCESS MISC 13 MISC 13 Active

F FEDERAL TAX MISC E] HISC E] Fctive

FI |F CROP MISC 10 600,00 HISC El 600,00 Active

G TAXABLE GRAMTS G [ G [ Fctive

i INTEREST INT 1 10,00 [INT 1 10,00 |Active

L RENT MISC 1 500,00 HISC 1 GO0 ,00 Pctive

M MEDICAL PAYMENTS MISC 2] 600,00 HISC 2] 600,00 Active

MF  [MEDICAL REIMEURSEMENT MISC 7 99995, 00 [HEC 1 99999,00 Pctive

H MON-EMPLOYEE COMPENSATION MISC 7 500,00 HEC 1 600,00 Active

(] OTHER MISC 3 1,00 MISC 3 1.00 Pctive

~ ROYALTY MISC 2 10,00 MISC 2 10,00 Active

S FROCEEDS FROM REAL ESTATE TRAM (S 2 500,00 |5 2 GO0 ,00 Pctive

v VETERAM CH115 - ASSISTANCE MISC 7 99999.00 NEC 1 99999.00 FActive

i MON-EMPLOYEE COMPENSATION MISC 7 600,00 [HEC 1 600,00 Active

Z EXEMPT ¢MOT REPDRTAELE? Fctive

Status: 1099 Inactive Lkup 1
Payment Type (@ Printed Ck (O Wire (O ACH (Z) Mo Check

(") Yes
() Yes
ves
ves

(® Mo
(® Mo Tailing Yendor () Yes (® Mo
® Mo
® Mo

|Dther

- |
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ADMINS Unified Community

Vendors

Purchase Orders—Interfaces
Accounts Payable—Interfaces

PO-810 Upload Vendors from a Spreadsheet
AP—985 Upload Vendors from a Spreadsheet

Excel
Column | Column Label | Description

AF WIRCHK
AG SEPCHK
AH ONETIM
Al CHKBID
Al REAPFLG
AK LOCVEN
AL BUSTYP

Columns AM — AP
corresponds to the
Certification section on
the Classification tab of

the Enter Vendors screen.

AM CERTRDB
AN CERTBY

AO CERTDAT
AP INSCERDAT

Payment Type [P/W/A/N] Each vendor is assigned a default payment type.

® Printed checks are just that — a physical check will be printed for the vendor.

® Wire If the vendor is marked for a Wire check, no physical check will be printed.
Wire checks are stamped as cleared with a cleared date as soon as the disbursement
is complete.

® ACH is for vendors who will receive payments via ACH by default. This must be set
up with the AP banking institution and other fields (T, U, V, and W described above)
must be filled in.

® No Check is used if this vendor by default will not receive a check. Common uses
are when processing PCARD or Credit Card batches, where the payment is made to a
vendor with a credit card, and AUC keeps track of it with a voucher, but the actual
check is issued to the Credit Card institution.

Separate Check? If ® Yes is selected, each voucher created for this vendor will be
paid with a separate check.

® 1 Time Vendor [Y/N] If this is a one-time vendor, for example, refunds are being
processed for a canceled event, mark the vendor with a “Y”. The vendor will be
marked as inactive after a voucher is processed for the vendor.

State Bid List @ [Y/N] If the vendor is an approved vendor on the “State Bid List”,
mark them here.

This field is no longer used. See AP-830 for Instructions on the APIF (REAP) report for
Massachusetts

Local Vendor [Y/N] Some municipalities prefer to use local vendors, and can
designate a vendor as local using this code.

ax/0ther Refunds |v Business Type [C/1/L/N/O/S] — the
Construction spreadsheet will accept any of the above; if
Corporation

using the Enter Vendors screen, select
from any of those in the table.

Employes Reimbursement
Government. Entity
LLC C Corporation
LLC Partnership
LLE 5 Corporation
LLC Trust/Estate
LLC Unidertified
Medical /Dental - ALL
Mon—Profit
OrLine
Other
Partnershifp
2/ Tndividual #Single—Member LLC

Taw/Other Refunds

Certified Vendor? (O Yes @ No

Certified By
—

Date Cerified
MNote [

Insurance Certificate Expires

Merge To Vendor DODO0D0 Addresses on File: 1

Certified Vendor [Y/N] —The certification section allows the vendor to be designated
as a certified vendor by whatever criteria are established within the municipality. This
is usually used to qualify vendors who can reply to bids.

Certified By — this field only allows a username that exists in the AUC system.

Date Certified — enter the date the vendor was certified

Insurance Certificate Expires — A certificate of insurance can be part of the vendor
certification process; enter the expiration date here.
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ADMINS Unified Community

Vendors

Purchase Orders—Interfaces
Accounts Payable—Interfaces

PO-810 Upload Vendors from a Spreadsheet
AP—985 Upload Vendors from a Spreadsheet

Excel
Column | Column Label | Description

Columns AQ through BF
refer to the Authorized
Representatives section on
the Classification tab of
the Enter Vendors screen.

AQ CINAME
AR CITITLE

AS C1PHONE
AT AC1PHEXT
AU C2NAME
AV C2TITLE
AW C2PHONE
AX AC2PHEXT
AY C3NAME
AZ C3TITLE
BA C3PHONE
BB AC3PHEXT
BC CANAME
BD CATITLE
BE CAPHONE
BF ACAPHEXT

Authorized Representatives

Mame Title
]
Phone# [t000) 0000000 D000 |
I

[
Phoned# {0003 000-0000  ooon [

I [
Phones# {000} 000-0000 0000 [

I [
Phaone# {0003 000-0000 0000 [

Send Bids Via

[ us mail [ Callfor Pick Up
O Email O Other
[ Fax

Authorize Rep 1 Name — Up to 30 characters

Authorize Rep 1 Title — Up to 40 characters

Authorize Rep 1 Phone [No dashes or spaces] — 6174945100 is valid; (617)-494-5100
is not a valid entry in the spreadsheet.

Authorize Rep 1 Phone Ext — enter up to four digits for the extension

Authorize Rep 2 Name

Authorize Rep 2 Title

Authorize Rep 2 Phone [No dashes or spaces] 6174945100 is valid; (617)-494-5100 is
not a valid entry in the spreadsheet

Authorize Rep 2 Phone Ext — enter up to four digits for the extension

Authorize Rep 3 Name

Authorize Rep 3 Title

Authorize Rep 3 Phone [No dashes or spaces] 6174945100 is valid; (617)-494-5100 is
not a valid entry in the spreadsheet

Authorize Rep 3 Phone Ext — enter up to four digits for the extension

Authorize Rep 4 Name

Authorize Rep 4 Title

Authorize Rep 4 Phone [No dashes or spaces]

Authorize Rep 4 Phone Ext— enter up to four digits for the extension

[ [AUC] 2069-Enter Vendors.

User-defined fields are fields set up by each site to
hold information relevant to that municipality. Each

Enter Viendors

vendor REEERE FELERAL EiRESS

[
g
H
:
£

field can be named for a specific function. There are

5 aca Vendor

ﬂ

3
fiEn

azzaEan

e

- Acidec 2-Jan-2020 3, THERESA Changed by

anc N —

six fields available on the upload spreadsheet;
another eight fields can be accessed via the screen.

Lagac 1099 amount
Legae) 1039 Eny

BG VUDF1
BH VUDF2
Bl VUDF3
BJ VUDF4
BK AVUDF5
BL AVUDF6

User Defined 1 [Max 40]

User Defined 2 [Max 20]

User Defined 3 [Max 20]

User Defined 4 [Max 10]

User Defined 5 (Amount 2 Decimal)
User Defined 6 (3 Numeric)
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