HUMAN RESOURCES

RELEASE NOTES — SEPTEMBER 2017

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system.
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1. EMPLOYEE MAINTENANCE P DATES/CLASS P CUSTOM DATES

There are ten custom date fields available on the [Dates / Class] tab. Some sites use one of these fields to store a
spouse date of birth. Prior to the software update, the limits on the date entered were set to no more than 80 years in
the past. This limit was expanded to +/- 120 years for all custom date fields.
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RETIREE
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Figure 1 Before - limit was 80 years
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Figure 3 Error message if date is out of bounds

E6255-Entered Date outside boundaries of Today -120 years and
today +120

Figure 2 After - Limit allows up to 120 years

?

This limit was changed for all Custom Dates

on the [8 Dates/Class] screen

2. INTERFACES/IMPORTS P ICMA EXPORT

[ADM-AUC-HR-9919]

Users reported that the export file was not created when selecting PDF as the default print option. This was
corrected and now either Preview or PDF will produce the export and a report.

M Task 6098: ICMA Export

ICMA Export
Required: Enter output Filename [ex: q:\icmalicma091010.t<t) |HFIWRK:ICMA[IHEI1 2017.TXT
Edit [z values: ROTH, AN,|
Edit [ values: ROTH, |

Required: Enter Posted YWarrant #

Required: Enter up to 9 Categories [at least one] for ICMA
Required: Enter an ICMA Loan Category

Run as & Preview ¢ Print  PDF
If Printing use Duplex & ves Mo

Lookup | 0K I

Cancel Clear All

ICMA Export
Required: Enter Posted Warrant #

930009

BN Task 6098: ICMA Export

Required: Enter output Filename [ex: q:licmalicma091010.txt] |HRWRK:ICMA[I831 2017.TXT

Edit 2 values: ROTH, AN,
Edit 1 values: ROTH,

Required: Enter up to 9 Categories [at least one] for ICMA
Required: Enter an ICMA Loan Category

Runas  Preview  Print ~ PDF
If Printing use Duplex & ves " No

Lookup: | 0K I

Cancel | Clear All |

[ADM-AUC-HR-9915]
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3. REPORTS

3.1. 6222 Employee Mailing List/Labels [Enhanced]

The mailing list report was enhanced to allow the optional selection of up to nine pay groups. The .csv file that is
created may be retrieved and used as a data source for form letters or mailing labels.

Mailing Label Data
Comma Separated Values file only. You can import this data
into most 3rd party applications to generate mailing labels.

Optional: Enter up to 9 Entity Codes Edit Ill] values:
Optional: Enter up to 9 Bargaining Units Edit ||] values:
Optional: Enter up to 9 Timesheet Groups Edit ||] values:
Optional: Enter up to 9 Pay Groups Edit |l] values:

Hun as & cgy

Lookup | 0K | Cancel | CIearAIIl

The report may be saved to the location specified by the user with a name the user enters. In this example, the
name chosen is “mailing_labels.csv” and the file is saved in the location shown.

. D:3AUC_Development' admhome auch HRMOD Mis" Lis

m r -_.".
'(3 L\ ).l‘? I 1 AUC Developmentiadmbomel auci HRMOD IS Lis

Organize *  Include in library *+  Sharewith »*  Mew Folder

admhome ;I [T Mame
aca

L adwhome

(=] mailing_labels, csv

[MBE-SUP-SAPLAUC]

4. QUICK REPORT SELECTOR [NEW]

ADMINS is pleased to announce a new system-wide feature available across all AUC modules.

A new toolbar button has been added to AUC. This feature will allow a user to run any report in AUC quickly
from any module rather than having to go to the report library for each module.

(8] @8] wlel=|m 5 G = pEk Ll
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From any screen, click the

September 2017

toolbar button and type in the report# as displayed on the top left hand corner

of the report and click Run Report. For example, the 2171 report shown below was run in August.

2171 -POPOPAGERDPT. REDP  uy2007 ac 12:46:34 by THERESA Page 1
Purchase Order Aging Reporc
Detail Purchase Order Aging Repert Sorted by Vendor Number
20 0 Date Department  Under 30 Days 31-60 Days £1-30 Days Over 30 Days Total
3202731 0Z-Jul-2015 000133 kA4 MOBILE WAREHOUSING 1400 180.00 180.00
Vendor Total 180.00 180.00
3204969 15-NMar-2016 000222 XNDERSON NMOTORS 1307 79.41 79.41
Vendor Total 79.41 79.41
3204038 16-Hov-2015 000306 ADMINS INC 1116 42,500.00 42,500.00
3204451 17-Jan-2016 000306 ADMINS INC 1118 29,160.00 23,160.00
3204492 12-7an-2016 000306 ADMINS ING 1118 23,280.00 23,280.00
3204493 12-Jan-2016 000306 ADMINS ING 1118 43,260.00 43,260.00
Wendor Total 122,200.00 132,200.00

To re-run the report, use the new button on the toolbar and type in 2171. If you do not know the report #, open a
report lookup window by either a right—click of the mouse on the Enter Report/Task # field or by clicking on the
magnifying glass lookup button to select a report. The name of the report will also be displayed to allow the user to
confirm the selection. Click on the report and then click on the [OK] button.

Fle Edit Ledgers Purchase Orders Account -

Bj@| @] |« | o] 5] Q| e il

Enter Riiport/Task available Quick Task Reports

I Purchase Order Aging Report
1 Run Process

Quick Task Selection
Goto
Actions Right click on the field or use the
lookup button to see alist of

Ficed Assebs Human Resources Budget Collsctions Tax  Motor Excise Misc Bling System  Help

M Available Quick Tasks

Task# Title
1090 GL Audit Report

1148 Chart of Accounts — Dorwant Accounts
1350 Account Security By Fumd and Department

1370 Journal Audit Report

1540 Transactions affecting a prior period...

1552 Accounts with Missing Sumnary Accounts

1610 Trial Balance

1611 Expenditure Sunnary (u/ Legacy Accounts}

1612 Trial Balance u/WIF

1613 Expenditure Suwkary

1614 Projected Expenditure Sunnary

1620 Encumbrance Susimary

1621 Revenue and Expenditure Sunnary

1622 Cash Activity w/ Running Balance

1624 Revenue Sunmary

1626 Transaction Dstail - Debits/Credits u/ Checkt =

Find | Scarch| Cancel| Help | Eof|

2553 -APPORHLD . REP

Hold Codes Table Listing

No Address on File

D No Federal ID# on file

NA Needs Finance Approval

NI No invoice received

oW COWES TAXES/FINES

PJ Project Not Complete

58 No Social Security # on file
U1 Under Investigation

*** Grand Total *** # of Hold Codes: B

Printed 07-Aug-2017 at 08:06:51 by ANTHEA

Active

RActive
Active
Active
Active
Active
Active
Active

Page 1
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This process checks if you have
permission to run the report. If you don’t
have permission you will see the
following message:

You dont have permizsion to run thisz process

Cortact your system adnin to grant you access
or supportEadning , con

In some cases, the report will not be
available for the Quick Select button.
Follow the instructions to request adding a
report.
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Quick Task Selection

Enter ReportiTask#

Hold Codes Table Listing

1 Run Process

Task not Available for Quick Select

Contact supportBadmnins,con if you want to add this process
to the Huick select process

[ADM-AUC-SY-8020]

5. NEW BUTTON TO SHOW “HIDDEN” REPORTS [NEW-V9.2]

Some users notified ADMINS that reports become “hidden” behind the screen. Other users reported that they are
trying to do a bill re-print and get an error because they already have a bill re-print open. To show all reports open
in AUC and maintain the security of a restricted desktop, a new button is introduced with this update.

Th Toolbar butt ill (e | [ .
disglrz:li/v‘; Vioeowi)rpeun 3\2r\1’\clilows |E‘| %l ifl I«l * | "l”'l f.‘ﬁlﬁﬂ gl EI ' :;"ﬂ

screen, and allow the user to
select or close a report(s) or
window.

[N view Open Windows

View Open Windows

AP_Woid_Checks_MoSelect _THERESAL1],pdf Adobe Acrobat Reader OC

AP_Woid_Checks _THERESALL] ,pdf Adoke Acrobat Reader DC
GL_Trial_Balance_THERESAL1],xml Microzoft Excel

Pauyroll _Register_Void_ &207_THERESALL],pdf Adoke Acrobat Reader DC
AP_PO_HoldCodes_AMTHEAL1] ,pdf Adoke Acrobat Resder OC Pr(}g[an] names
AUC_PO FdmCrw used to view the
CRI_Bill Adn Crw

GL_Trial_Balance_THERESAL1],pdf Adobe Acrobat Reader DOC files
GL_Trial_Balance_THERESAC1],lis= TedrRE

APChecks_CITZ FdmCrw

[ ok | [ clse | [clesean]  cancel |

Select Process  Use your mouse to select the report/process you want to View/Close

oK Click [OK] to bring that process to the front & closes the View Open Windows screen
Close Click [Close] to close the selected process & close the View Open Windows screen
Close All Click [Close All] to close all open processes (the AUC application will remain open)
Cancel Click [Cancel] to exit the View Open Windows screen and do nothing
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Once any selection is made, the View Open Windows screen will no longer be displayed. To re-display the View
3
Open Windows list, click again on the new button. |+ Note: This is only available to our ADMINS V9.2 Sites

[ADM-AUC-SY-8022]

6. CRYSTAL REPORT TITLES UPDATED [NEW]

To allow users to identify which crystal report is listed in the View Open Windows screen described in section 5,
titles were added to all crystal reports. This change may be noticed when displaying checks, bills and other reports
in the ADMINS Crystal Reports Viewer (AdmCrv) window prior to printing. The upper right corner of the window
will now show the report title and the AdmCrv text.

gAdmCrv E ME_Bill_2_ Reprint - AdmCry
File  Help File  Help
Figure 4 Before Figure 5 After

[ADM-AUC-CRYSTAL-104]

7. EMAIL USERS [NEW]

From any module, select Module Maintenance P Email Users. This screen allows the entry of non-AUC user
email addresses so that persons with a valid email address may receive reports from AUC.

Email Users

Goto

Actionz
Username Name Email Address Alternate Email Address Use Alternate Email

Cives @ no

FECDEFG est user  Yes & No
T CATHOME Theresa at home ampbel 1t 189Eznail ,com " Yag  No
TEST ltest testing testBadnins ,com " Yes & MNo
_ 1 Add User 2 Delete ser | 3 Edit List | 4 Send TestEmail |

The [1 Add User] button presents a prompt. Prior to the software update, the prompt asked for neither an email
address nor an alternate email address.

M [51.G] 58-Email Users [TRAINING] [mupdev1]
Add New Email User

Recuired: Fror : Enter Usemame
equired: Enter Username || Required: Enter Full Name [

[N [ AuC) 56-Email Users [theresa]

Required: Enter Full Name | Optional: Enter Email Address [
Optional: Enter Alternate Email Address ‘

Lookup | [ OK_| Cancel | Clearail Lookup | [ 0K | cancel | Clearsu |

Figure 6 Before Figure 7 After—Optional Email Address Entry
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Now, users may enter the email address via the new prompt, or enter the email addresses directly on the screen

once the Username and Name have been added via the prompt.

b Note: if entering an alternate email address in the prompt, the alternate will be selected for use. That may be
(‘fI changed by selecting the “No” radio button on the Email Users screen for that entry.

More information regarding this screen is available in the Accounts Payable P Help Reference Library P AP-865
External E-mail Addresses.

[ADM-AUC-SY-8028]

8. SCREEN DELAY [Fix]

Some sites with large data sets experienced a delay when viewing screens using scroll bars. The scroll bars were
removed from multi-record screens to improve performance.

Faid Refund| Adjus] Balance] Pending
70,00

Refund Adjust] Balance] Pending

Figure 8 Before Figure 9 After

[ADM-AUC-RC-8369]

9. HELP REFERENCE LIBRARY

9.1. New or Updated Documentation

The following new or updated documentation was added to the Help Reference Library.

e PAYROLL PROCESSING HR-375 Reconciliation (Positive Pay) File [New]
e OTHER HR-875 External E-mail Addresses [New]
HR-910 Change AUC Screen Size [New]
HR-920 The Most Effective Way to Contact Support [New]
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