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This document explains new product enhancements added to the ADMINS Unified Community (AUC) 
for Windows ACCOUNTS PAYABLE system and updates to the Help Reference Library & ADMINS 
website. 
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1 Creating a Voucher from a Recurring Template [Enhancement] 
 

The process for adding a Recurring Voucher has been updated. A new pop-up window will prompt 
you to enter a required Voucher Template Number. Once provided, the recurring voucher will 
proceed in the same manner as prior to this update. 
 
Navigate To: Accounts Payable > Enter Bills > Batches [1 Add New Batch > Add Voucher] 
 

  
 
Adding a New Voucher from a Recurring Template will now allow for a Voucher Template # (if 
known) or the use of the Lookup button to display a list of available Templates to select from.  
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2 Adding Status Notes During Approvals without Posting 

[Enhancement] 

Added the ability to update the status notes for Purchase Order and Vouchers that are in the 
approval process without having to Approve the transaction.  
 

Navigation Path: AP/PO Dashboard [Select a Purchase Order or Voucher for Approval] 
 

  
      If no notes have been entered on 
the Purchase Order or Voucher, the 
system will display the message 
below. 

 
 

If notes are entered on the approval screen and the PO or Voucher approval will not be posted at 
that time, users can select Update PO Status Notes                                              or Update Voucher 
Status Notes to add the notes to the Status History screen.  
 

  
 

The screen displays the date and time the Update PO Status Notes or Update Voucher Status 
Notes was clicked.  
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The note can be viewed on the Status History tab of the Purchase Order or Voucher Query 
screens.  
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3 Help Reference Library & ADMINS Website  

This section lists the new and updated documents that are available in the Help Reference Library 
and the ADMINS website.  
 

3.1 New Content on ADMINS.com  
Links below will be helpful and are available on the ADMINS.COM website.  

Site Link: Videos & Quick Tips 

• New - Element Categories - Element Categories in Reports 
 

https://admins.com/videos-%26-quick-tips
https://www.youtube.com/watch?v=6p4ySdKD0g4

