BUDGET
RELEASE NOTES — DECEMBER 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
BUDGET system.
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December 2018

ADMINS Unified Community
Budget

S

1. MAINTENANCE

ADMINS changed the Operating Budget (Cost Item Breakdown) Screen and related reports to free up more space
for descriptions on the screen and reports as well as to streamline the reports by eliminating unused / blank lines.
To access the screen, select Budget P Maintenance P Operating Budget (Cost Item Breakdown).

1.1. Operating Budget (Cost Item Breakdown) Screen Change [Enhanced]

Operating Budget (Cost Item Breakdown)

1-Edit Account Note m

e Year PO20 Current Approval Level No text available
oETTE Budget Group HIGHSCHOOL HIGH SCHOOL Requested Budget
Account# |y - 5E0-0E: Mext Approval Level
& Superintendent
LosS [T 2% limit
Line ltem Paosition Emp# Gy Price Base Budget| Budget Amt|Line Description
1 000 == —00 (ORS00 1.,0000
B 000 —00 @0 1,0000
= Q00 =00 [QOC000 11,0000
1 000 =00 (000000 1.,0000
= 000 =00 [000000 —————l

Figure 1 Before — the screen had columns for Position and Emp#

Operating Budget (Cost ltem Breakdown)

1-Edlit Account Mate =

Geto... Year 020

Current Approval Level T¥o text availahle
AT Budget Group HIGHSCHOOL HIGH SCHOOL Superintendent
Account? [1000-300-2120-100-06-00-51260 Mext Appraval Level
HS DEPT HEADS School Committee
LOS I Inc/Dec

|Line |\tem Crby| Price Ease Budget| Budget &mtfline Description
1 1,0000 295,209,000 295,309 Moved assistant principal salaries to this line
h 1,0000 (40,000, 0000 40,000
= 1,0000 Guicance Director now in line #1000-300-2710-100-06-0-51210
i) 1,0000
] 1,0000

Figure 2 After— With Position and Emp # removed, Line Description field expanded to allow more text

1.2. Operating Budget (Cost Item Breakdown) Edit List Changes [Enhanced]

12076-BUOPEENTDET.REP Printed 08-Now-2Z0l8 at 13:12:086 by ANTHEL
Tovm of Aduwins

Cost Breakdowm Edir List

For Budget Year: 2020
Budget. Group: HIGH SCHOOL

Account# Account
Decription 105 Line Ttem Quantity Trem Price Base Budget Breakdown Note/Line Note

1000-300-2120-100-06-00-51260

H# DEPT HEADS 11 B
1z
103
14
10
#%% Account Taral ®Et ] 0
1000-300-2120-116-06-00-51260
RTT TEAM STIPENDS - HS 11
1z
13
14
10
#%% Account Taral ®Et ] 0

pRITRE A -05-00-51260
Hi

Figure 3 Before — five lines were included on all Accounts
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12076-BUOPBENTDET. REF Printed 12-Now-2013 at 10:25:22 by THEREZA

Town of Admins

Cost Breakdewm Edit List

For Budget Year: 2020
Budget Group: HIGH SCHOOL

Account#
Decription

Quantity Item Price FBase Budget

Breakdmm NotesLine Note

Account

1000-300-2120-100-06-00-51260
HS DEPT HEADS 11 1.0000 295,309.000 BB 2o .05 moved assistant principal salaries to this line
1 H 1.0000  40,000.0000 40,000
103 B Guidance Director mow in line $1000-300-2710-100-08-0-51210
#+% Account Total *#% 0 335,308
1000-300-2120-116-06-00- 51260
RTI TEAM STIFENDS - HS 11

*%% Account Total #%% o

Figure 4 After — unused lines omitted; only lines with dollars or line notes are included

In Figure 4, for the HS DEPT HEADS account, BB 155 dollars and a note, only dollars, and only a note.
There is no data listed for unused lines. The edit list continues to list a single line (shown at ) for each account,

even where no dollars or line notes are entered.!

2. REPORTS—-OPERATING BUDGET

Report Library - Operating Budget

Report Mame i Report
———————— Horksheets ————————
12502-Standard Workshest — Summary Run
12506-5tandard MWorksheet - Detail Run
12510-5tandard Worksheet - Detail w/Motes Run
12507-5tandard Worksheet - Variance Run
12513-5tandard Worksheet - Blank Run
———————— Cost Breskdown ————————
%12560—Budget Cost Breakdown Item Listing -
un
z{12561-Cost Breakdown Item Listing By Account 55
1Z2be5=Cost [ten breskdoun by Level of Service el T

2.1.

[ADM-AUC-BU-3901]

ADMINS enhanced two reports to go with
the screen changes described in section 1.1.
The 12560 Budget Cost Breakdown Item
Listing and 12561 Cost Breakdown Item
Listing by Account were changed to
eliminate the Position and Emp# columns
and expand the Note/Line Note/Message
column. These reports are run from the
Budget P Reports P Report Library b
Operating Budget screen.

12560 Budget Cost Breakdown Item Listing [Enhanced]

T
12560-BUITMLST.REP Printed 06-Nov-2018 at 13:59:42 by ANTHER

For Budget Year: 2020

Town of Admins
Budget Cost Breakdown Item Listing

Page 1

1.0000

Budget Group: HIGH SCHOOL — —
Rccountd W @ Cost Account
Decription 105 Line Ttem Postien Erp# Quantity Item Price Breakdown Total Note/Line Note
1000-300-2210-550-06-00-52040 2,000
PRINT & BIND - HS 1 000
1 1 000 1.0000 500 Grade 8-12 Documents printed upon regquest. Handbooks,
Programs of Studies etc
1 2 000 1.0000 1,000 Grade 12 Programs & printed materials for concerts,

events and graduatiam

Grade 8_12.s dmifgr students

Figure 5 Before—Report #12560 Budget Cost Breakdown Item Listing—Position and Emp# columns on the report
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12560-BUITHLET.REP

For Budget ¥ear: Z0Z0
Budiet Group: HIGH SCHOOL

Printed 12-Nov-Z018 at 11:09:Z6 hy THERESA

Account#
Decription

1000-300-2120-100-06-00-51260
Hi DEPT HEADS

1000-300-2210-550-06-00-52040
PRINT & EIND

- H3

1
1 1
1 2

1
1 1
1 Z2
1 3

Page 1
Town of Admins
Budget Cost Breakdomm Item Listing

Cost Account
Quantity Item Price Breakdown Total Note/Line Note
335,309
1.0000 285,309.000 295,309 Mowed assistant principal salaries to this line
1.0000 40,000.0000 40,000
z,000
1.0000 so0 Grade §-12 Documents printed upon recuest. Handhooks, Programs
of Studies etc
1.0000 1,000 Grade 12 Programs & printed materials for concerts, ewvents and graduation
1.0000 s00 Grade §-12 Schedules and tickets printed for students and families
This is additional justification for budget request
T 337,309 337,309

=9~ v BU_[ternList_THERESA[1].xml - Micraosoft Excel — O
Home Insert Page Layout Formulas Data Rewiews i ey 2 @ =
K25 v Je
A B © 5] E F e} H | J
1
2 Account Description LOS Line femn Oty tem Price Cost Break AccountTotal Hoteline Hote
3 1000-300-2120-100-08-00-51260 HS DEPT HEADS 0 1 000 0.00 o
4 1000-300-21 20-100-06-00-51260 HS DEPT HEADS 1 1 1.00 295309.00 295,309 Moved assistart principsl salaties to this line
5 1000-300-2120-100-06-00-51260 H= DEPT HEADS 1 2 100 4000000 40,000
G 1000-300-2120-100-06-00-51260 HS DEPT HEADS 335,309 335,309
il
& 1000-300-2210-550-06-00-52040 PRIMT & BIMND - HS 0 1 000 0.00 o
9 1000-300-2210-550-06-00-52040 PRIMT & BIND - HS 1 1 1.00 0.00 00 Gracde 8-12 Documents printed upon reguest. Handbooks, Programs of Studies etc
10 |1000-300-2210-550-06-00-52040 PRINT & BIND - HZ 1 2 1.00 0.00 1,000 Grade 12 Programs & printed materials for concerts, events and gradustion
11 |1000-300-2210-550-06-00-52040 PRIMT & BIMND - HS 1 3 1.00 0.00 500 Grade 8-12 Schedules and tickets printed for studerts and families
Thiz is addtional justification for budget request
12 |1000-300-2210-550-06-00-52040 PRINT & BIND - HS 2,000 2,000
13 |Budget Group HIGHSCHOOL Total 337,309 337,309
14 |*** Grand Total *** 337,309 337,309
15
16
17
18 |Selection Legend:
19
20 |*** jndicate this LOS has been Omitted from the budget
21

Figure 7 After Report #12560 Budget Cost Breakdown Item Listing as run to Excel®

2.2.

12561 Cost Breakdown

Item Listing by Account [Enhanced]

12561-BUITMACCT.REP

For Budget Year: 2020

Printed 06-Nov-2018

Budget
Group

Account#
Decription

PRINT & BIND - HS

HIGHESCHOOL 1000-300-2210-550-08-

00-52040

Line

,_.
[T

at 14:01:45 by ANTHEA Page 1
Town of Admins
Cost Breakdown Item Listing By Account
S S Cost  Accomnt
Item Postion  Ewpd Quastity Item Price  Sreakdowmn Total Line Note / Message
2,000
1.0000 500 Grade 8-12 Documents printed upon request. Handbooks, B
1.0000 1,000 Grade 12 Programs & prinved materials for concerts, eve
1.0000 500 Grade 8-12 Schedules and tickets printed for students a
### Recount Total #+ 2,00 2,000 This is addirional justification for budget request

Figure 8 Report #12561 Cost Breakdown Item Listing by Account — ellmlnate Position and Emp# columns
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12561-BUITMACCT. REP

Printed 12-Nov-2016 at 11:30:10 by THERESA

Town of Admins
Cost Breakdown Item Listing By Account

Page 1

#7% Grand Total

#7% Account Total

#hcocounts 2

Selection Legend:

**7 indicate this 105 has been Omitted from the budget

For Budget Year: 2020
Eudget Accountd cost Account
Group Decription 103 Line Itew Quantity Item Price  Breslkdown Total Line Note / Message
HIGHSCHOOL 1000-300-2120-100-06-00-51260
H$ DEPT HEADS 1 335,309
L 1.0000 295,303,000 295,309 Mowed assistant principal salaries to this line
12 1.0000  40,000.0000 40,000
++% Aecount Total e 335,309 335,309
HIGHSCHOOL 1000-300-2210-550-06-00-52040
PRINT & BIND - HS 1 2,000
LR 1.0000 500 Grade #-12 Documents printed upon regquest. Handbooks, Progreams of Studies
12 1.0000 1,000 Grade 12 Programs & printed materials for concerts, events and graduation
13 1.0000 500 Grade #-12 Schedules and tickets printed for students and femilies

wxr

Expanded field width

Figure 9 After — Report # 12561 Cost Breakdown Item Listing by Account with expanded Line Note/Message column

|z| 9~ |= BU_lternByficcount THERESA[T]axml - Microsoft Excel - [m]
Haome Ihsett Page Layout Farmulas Data Reewiet Wiew 2 9 = =
L36 - b3
A =] © ) E F G H | J K

1

2 BudgetGroup Account Description LOS Line hem OQuantity ltem Price Cost Br Account Total Hoteline Hote

3 HIGHECHOOL  1000-300-2120-100-06-00-51260 HE DEPT HEADS o 1 0.00 0.00 o 335,309

L] Moved assistart principal salaries to this line

S |HIGHSCHOOL  1000-300-2120-100-06-00-31260 HE DEPT HEADS 1 1 1.00 295309.00 285,309

6 HIGHSCHOOL  1000-300-2120-100-06-00-31260 HE DEPT HEADS 1 2 1.00 4000000 40,000

7 1000-300-2120-100-06-00-51260 HS DEPT HEADS r 335,309 335,309

8

9 HIGHSCHOOL  1000-300-2210-550-06-00-52040 PRINT & BIND - HS a 1 000 000 a 2,000

10 Grade 8-12 Documents printed upon reguest. Handbooks, Programs of Studies etc
11 |HIGHECHOOL  1000-300-2210-550-06-00-52040 PRINT & BIND - HS 1 1 1.00 0.00 S00

12 Grade 12 Programs & printed materials for concerts, events and graduation
13 HIGHSCHOOL  1000-300-2210-550-06-00-52040 PRINT & BIND - HS 1 2 1.00 0.00 1,000

14 Grade §-12 Schedules and tickets printed for studerts and families

15 HIGHSCHOOL  1000-300-2210-550-06-00-52040 PRINT & BIMD - HS 1 3 1.00 0.00 00

16 1000-300-2210-550-06-00-52040 PRINT & BIND - HS r 2,000 2,000

F r Thiz is additional justification for budoet request

17 Grant Total-2 337,309 337,309

18

19

20 Selection Legend:

pal

22 ***jndicate this LOS has been Omitted from the bucet

23

Figure 10 After — Report # 12561 Cost Breakdown Item Listing by Account as run to Excel®

3. TAB

LES

[ADM-AUC-BU-3901]

ADMINS enhanced buttons and added new buttons to the Position Maintenance and Budget Group tables.

3.1. Budget Groups P Detail

3.1.1.

Copy User—All Groups [New]

Gota

Actions

2 Add Group

3 Summary List
4 GL Acct List

ADMINS added a process

Budget Groups
to copy all budget groups
‘ Budget Group Description Class ::CALI'J‘Z‘;;’UUF Status from One user to anOther
o oD o e |- user on the budget group
A Toun  |@¥es OMo _ftive detail screen. Select
ADUSER ADUSER: [Town D ‘fas @ No Fctive
AFFORD [FFFORD [Toun %Yes @Ho [pctive BudgethabIes 3 Budget
ANTFAL E [Tun Yes (Mo [fctive
ARCAND |ARCAND Toun  [Oves @Mo  [pctive Groups. Click on

[1 Detail] to display the
Detail screen.
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The new button is called [Copy User—All Groups ]. The system will display a prompt requiring a “FROM” and “TO”

username to be entered.

Budget Groups

Gota

Budget Group Description [RES Class  (® Town

Actions

4 Summary 1 User Access 2 Approvals 3 Update GL Accts

Group Default:

() 8echoal

5 Al Groun

6 Add User 5 »Board of Sal i) Town Manager 43 ) Budget Manag

BUDGET ENTRY - [R]ead, Mrite or [M]a Access to Each Lewel ™
42 )Finance

{1)Requested Bu

7 Remove User User Mame Full Name St Al I

Set All

ADMTEST _4

Al User-All Groups | ALEH Alex Ketabi

[ANTHER Frthes Dimaond

[
AOMINS TRATIHIMG ACCOUNT %R @®w ON

Set &l Set &l
R Ow ON

=] sl
/@
Z|2|2
DlOO]
E|z[z
RN
mo|o|>| 3
Plo|C|@
=3 = =
Plo[C|g)
== EE
mo|o|>| 3
Ploj0)|@)
=3B =1 =
oee/e
=1 B E

Copy User-All Groups 2 aunhatoh ACLOINT
C]1017-Budget Groups [theresa]

EH Ow ON

9 GL Acct List

0 BU Acct List opy User to Another user

Apnrayal List

- Required: Enter FROM Usermame END' | |Wendy Tarantola
User List
Required: Enter TO Username ‘LUANN | |LuAnn Moore
Lookup Cancel Clear All
TR — T—
WENDY Wendy Tarantola IOR @WTON DR ®w ON [OR ®w ON DR @w ON |[OR @w ON

This will create access for a new user, “LuAnn”, with the same characteristics as the “From”
user, “Wendy”, for all levels and all budget groups. This will save time when a new staff

member requires similar access to an existing user.

3.1.2. Add User [Enhanced]

B [AUC]1017-Budget Groups [theresa)

Add User to Budget Group

Required: Enter Budget Group [[TE | |ABS

Required: Enter Username | | | |

Access Type Level T: O Write ® Read O No Access

O Write ® Read O No Access
O Write ® Read O No Access
O Write ® Read O No Access
O Write ® Read O No Access

T Ok | Cl

Access Type Level 2:
Access Type Level 3:
Access Type Level 4:
Access Type Level b:

Lookup Cancel

Clear All
Figure 11 Add User now has the Access Types selection

[ADM-AUC-BU-3880]

The [6 Add User] button was
enhanced to include the
Access Type for each Level.

Prior to the software update,
the user was added and then
the Access Type for each level
could be edited. The Access
Type will be set when the user
is added, but will continue to
be editable in the screen as
usual.

Different access types may be
assigned for each Level.

[ADM-AUC-BU-3898]
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3.1.3. Add User All Groups [Enhanced]
The [Add User All Groups] button was

57 [AUC] 1017-Budget Groups [theresa] x | enhanced to include the Access Type for

Add User to All Budget Groups eaCh Level-

Required: Enter Username |gp Bill Davis

2 Tvoe L l E . | Prior to the software update, the user was
ceess Type Level T @©Write O Read O No Access added and then the Access Type for each

Access Type Level 2: @® Write O Read O No Access level could be set via the radio button.

The Access Type will now be set when the

Access Type Level 3: - . . .
P ® write O Read O No Access user is added, and will continue to be
Access Type Level 4: O Write ® Read O No Access editable in the screen as usual.
Access Type Level 5: : . .
O Write O Read @ No Access Different access types may be assigned for
iy ance ear each Level.

[ADM-AUC-BU-3898]

3.2. Position Maintenance—Budgeting P [Remove Position] [New]

A [2 Remove Position] button was added to the Tables P Position Maintenance—-Budgeting screen. This allows
removing a position if an error was made when creating the position. The [2 Remove Position] button is only in
focus if the budget has not been created for the position (Figure 13). If the budget has been created, the [2 Remove
Position] button will not be in focus/available (Figure 14). Instead, select Change Status from the menu under the
[Actions] button (Figure 15) to inactivate the position.

-} = /
Actions K DS b TS [: % Actions dyet Year
] Pi Po: Pisition
X y osit
e ——— | apy Posiln
{

1 Add Position
1 .Add Position

2 Remove Position

Change Status |4
I

2 Copry Position

3 Edit List

- 3 Edlt List @ 3 Eclt List a5 — Schisule
Gra
4 Greate Budget 4 Craate Budgst 4 Creste Budoet f 4 creste Budget gtne“;;
Figure 12 Before Figure 13 New button  Figure 14 Not in Figure 15 Actions » Change
focus/unavailable Status

[ADM-AUC-BU-3899]

4. CHANGE BUDGET GROUP ON A POSITION [Enhanced]

The place to change a budget group on a position is on the Budget P Tables P Position Maintenance screen. If the
budget group is to be changed after the budget is initialized and positions are built, the system will not allow
adding the position in the new budget group until the position is removed from the old budget group. The system
now reports that the position is already budgeted for in another budget group. Consider the following illustration in
Figure 16: The budget was initialized with a position in the “SCHOOL” budget group. The new budget group
“ARTS” is where the position should be budgeted.

1. Delete any existing budgeted positions with that position #.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 10
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2. Set the new budget group on the position.
3. Add the position in the new budget group.

Personal Services Budget (By Position)

Gato.

Budget Year B020 Budget Dates HR Dates
- Budget Group SCHOOL Position Start  B7-Aue—2013  Evaluation — n =
fons Positions OUSABATECH-OL APPLIED BEHAVIOR ANALYSIS TECHNICIA  Position End Next Eval Position Maintenance - Budgeting
Employee? HALLIWELL . MARIE L Qriginal Hire 22-Jan-2004
Bargaining UnfJBFLABA12-MBEC schonl weskly sba 12 month secondar  Longevity BE-Ju1-2004
Current Levelf l1 School Resuest Full Time E2-Jan-2004
Probation Budget Year Boza Current Level 1
Anniversay  FrRa30TS Position [EO03ABATECH-01 Levelof Senice  @Base  (OLOST  (QLos2  (QLoS2
| Job Tnle% FPPLIED BEHAVIOR ANALYSIS TECHNICIAN Current Employees: 007672 HALLIWELL. MARIE L
1 Enry. 2 3 GL Spit 4 Accounting 070743 NOHLAN, LYHN B
Los f({A1C) 12180-Personal Services Budget (By Position) N —— fnalusis Technician
" " L | Budet Grou RTS
1. If position allows multiple B g e A
Delete Position f 2 MTH
employees, all employees for EE Budget Voo 220, Buclget Grougs SCHOOL oy Groun o= 12 Menth
wer . ? SO&‘)BAEA’TECE—OT ¢ p“# Tz Bargaining Unit AFLABAL2-MOEL school weskly
the position must be removed Bt et Schedule REATECH ABA Technician .
before making a change in 2] o - If the budget group is changed
budget group. Eniy e TON OF ADMING in Budget > Tables > Position
Default GL Account [1000-300-2330-124-03-00-51401 i iti
\ Yes Ne Full Time Equivalent  [T.0000 Malntenance, the posmon
Pretax Deducton Amount Busoeted Postion 8;25 85“ cannot be added without
- udgetforvacant Position ® Yes ONo . N
payc ; Teanle Senef Amount removing all instances of the
F
Budoet Salary. For FY 0000 iti
This Position Tot Budget Fringe Amount For FY 0000 position on the Personal
wage Totals 3:.270 3,270 158,42 Services > Budget > by Position
Benefit Totals 434 434 2,18 —
Grand Tetals 33,704 33,704 160,58 Budget Exists in Budget Group SCHOOL screen.
SaddPayCode | | 6Add CostCote | |1 R Py (ot | 3 Remove costCode | 8 PostionPronle | | ORececuste | Delate Position | fePosten

Figure 16 Changing the budget group — new message on the Position Maintenance — Budgeting Screen

Prior to the software update, a change to the budget could be made on the Position Maintenance—-Budgeting table,
without notifying the user that the budgeted position existed in a budget group already. Now an informational
message appears at the bottom of the screen. Delete all existing employee records for the position before changing
the budget group prior to creating a new position within the new budget group. Once the Budget group for the
position is updated, the position may be created on the Budget » Maintenance P Personal Services Budget (By
Position) screen:

Personal Services Budget (By Position)

Goto,

Butget Year (G20 Butget Dates HR Dates
" Budget Group [5CHODL schooL Position Start  p3-0ct-2011 Evaluation
tons Position#  [E00ZCAFLEAD-01 CAFETERIA ELEMENTARY LEAD COOK Pasition End Next Eval
Employee# 70247 WRIGHT, LYNN A Original Hire  03-06-2011
Batgaining Unit AFL 10M ~AF10 School Weekly 10 month employses Longeviy F0ct-20L1
CurentLevel 1 School Reauest FullTime 3-0ct 2011
Probation . . .. .
As shown in Figure 17, the position is now
T Ertry 2y - -
. lable to add in th budaet
ostion AvalablePostions avallaple to aad I1n the new buaget grou
Position Iescription Bud Grp___ BucigetVacant Tof
BC05ABATECH-01 APPLIED FEHAYIDR ANALYSLS TECHNICIAN —ARTS Ves ~ ”ARTS"
SOBHTHSPEC-OL HATH SPECLALIST 21 PRV SCHOOL  Yes .
Code Dezerption S003SCHOLRA-OL CLERK 10 HONTH CLERK Ha

FEG [RERULAR

FEDL [MEDLCARE
FLGF42 [FILGRIN FAFLLY TOMTH

e The position with the original “SCHOOLS”
budget group is removed from all files.
S—— e The position with the new “ARTS” budget

v

group will be added to all files.

- 12,151
BenefiTo Find | Search| |Cancel | Help | |Eof i
Grand Totals. 12,295 12,295 2,295
5 Al Pay Cae BAdd CostCode || 7 Remove Pay Code| 3 Remave Cost Coel | 9 Position Profile O Recalculate. Delete Position Create Posttion

- - — [MBE-SAP-SAPLAUC-983]
Figure 17 Creating the position in the new budget group

5. MODULE CONTROL #12106 Description

The description on module control #12106 was changed to clarify that if Operating Budget Notes should NOT be
copied to the new year, the value should be left blank.

Description A Sre T

[ESLENF ter "V to Copy Operating Budget Motes to the Mew Year,
12140 |hedate Level Amount with Cost Item Breskdown Values (this will M

Figure 18 Before
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Seq¥|Description A
Enter “¥" to Copy Operating Budget MHotes to the Hew Year, Leaw

12110Enter ¥ to Capir dperating Bud-ge_t Notes to the Hew Year. Leave Blank for No-11

Ao A a1 . L - Ti_1 o . | e e e et Tl M T k1

Figure 19 After - “added hovertext explammg how to use the module control value

g

[ADM-AUC-BU-3902]

6. PREVIEW OF COMING ATTRACTIONS

ADMINS conducts annual customer site visits. These visits provide the opportunity to solicit customer
recommendations on new features. As a result, the ADMINS team is enthusiastically working on a “User
Favorites” feature to be implemented in the coming months.

6.1. Favorites Screen [New]

AUC has hundreds of processes and screens and thousands of reports. To provide ease of use for infrequent users
and to allow regular users to customize working with AUC, a “Favorites” screen is in development. This screen
may be set as the user’s home screen that is displayed when accessing AuC.

== [AUC] 13-Task Maintenance [theresa] - X
File Edit Ledgers Purchase QOrders Accounts Payable Fixed Assets  Human Resources  Budget  Collections Tax  Motor Excise  Misc Billing  Systern Favorites

B S e »om @ N
Figure 20 Select Favorites P User Favorites to access the screen and make selections.

The screen will allow the selection of up to 45 items to be available on the Favorites screen.The available screens
will be limited to those to which each user is allowed access. All menu, department and account security will
remain in effect. Users will make selections from menus.

Users Favorite Selection
€ JIC] 73-Users Favorite Selection [theresa)] X
= Theresa

Add Favorite
Actions

Enter Sloth

1 B Ayailable Menu Items for Human Resources X

Task# Description Tof
i 6439 Employee Maintenance ~
1 Add Favorite 6771 Emploges Maintenance - Read Only
6550 Position Maintenance
6503 Emplouee Leave Balance Update Screen 3

rch

Lookup Cancel Clear All

6470 Employee Hame

LEdBM 6179 Emplogse Email Update Screem
6471 Employse Deduction/Berefit Delete Log
6473 Employee Additional Wages Delete Log

Click the [1 Add Favorite] button
Make a selection from the list
Select the task “Employee Name Search”

Purchase Orders

6671 Employee Salary Delete Log
6558 Employee Leave Change Log

6424 Harrant/Create Timesheet Screen
6160 FLSA Processing

6215 Release Timesheets by Group

Accounts Payabl
Fixed Assets

2 Hurnan Resources

agrwbdhE

Budget 6011 Release Timesheets by Warrant H
! 6005 Process Pauchecks Click [OK]
Golectory 6010 Select and Calculate Nar;?mts . . .
Tox 5020 Site Pauroll Reports - DPTION: Assign a slot for the selection; click [OK]
Motor Excise 7244 Print Deposit Advices v
Misc Billing

Systermn Find = Search  Cancel = Help Eof

1

Figure 21 Steps to create a favorites screen

In the example shown a user has chosen the AP/PO Dashboard and also the PO Query screen.
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Users Favorite Selection 4
oot R 4 1. The [1 Add Favorite] button displays a
< menu of available tasks
Actions ‘
1 PR 16: P 2. The [2 Del Favorite] button allows the
= i 4 removal of a favorite from a slot
© Ad Favorte 4 3. The user’s name as entered in the
3 X 18: ‘ .
S View All Purchase Orders ‘ user proflle Screen
* 1% ) 4. A favorite task in slot #1
5 P 5. A second favorite task in slot #3
s: M 4

Figure 22 A user’s selections

[ADM-AUC-SY-8067]
7. HELP REFERENCE LIBRARY

7.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

e SITE SPECIFIC BU—-160 Bellingham, MA Departmental Budget Entry Guide [New]
e SYSTEM BU-320 System Administration Kit [Revised]

! This change does not apply to the Middletown Board of Education, which uses a custom report.
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