Budget Module

Release Notes June 2023

This document explains new product enhancements added to the ADMINS Unified Community for Windows (AUC)

BUDGET system.
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1 Personal Services Change Prior Level Budget [Enhancement]

Budget
Budget Dashboard
Initialization Menu
Maintenance
Processing
Posting
Queries
Reports
Tables
Year-End Processing
Medule Maintenance

Interfaces/Imports

Before the software update, if changes were
needed for a prior approved level, the entire

Operating Budget (By Budget Group)
Operating Budget (Cost ltem Breakdown)
Operating Budget (By Account)

Approve Operating Budget by Group
Capital Projects Budget

Personal Services Budget (By Position)
Personal Services Budget (By Budget Group)

Personal Services Change Prior Level Budget

Personal Services budget.

personal services budget had to be disapproved,
returned to the previous level, and then all the

changes made to the prior approved level would have to be re-
done, along with the additional changes.

To make it easier to reach back and fine-tune positions that were

approved at a prior level, ADMINS added a new feature to the

@ This process cannot be used to add or remove a position.

The [2 Approvals] tab of the Budget Groups screen defines the Personal Services Approval Levels. In this example, the
current Approval Level is (2) Finance.

== [AUC] 1017-Budget Groups

Budget Groups

‘Budgeleup DISTRICT Description [TiESiziing

Class Town

School

Actions

4 Summary 1 User Access 3 Undate GL Accts

5 Add Groun Operating Budget #of Approval Levels |5 outof 5 allowed for this Class and Budget type
6 Summary List Description Primary Secondary Tertiary
7 GLAcct List (5) Board [THERESA I [
8 BU Acct List {4} CFO [THERESA [ [
9 Approval List (3} BudgetManager  [THERESA [JREEELD JROCHE

0 User List 2} Finance [THERESA UREBELO [MROCHE

{1} Depariment [THERESA [TREBELD JMROCHE

4}
(3
{2}
(1)

Action:

Global User Ch
Personal Services
#of ApprovalLevels | outof 5 allowed for this Class and Budget type
Descnptlon Primary Secondary Tertiary ** SET IN SYSTEM PROFILE *
{5} Board LUANN ANTHER WENDY
{4y CFO LUANM ANTHER HEMDY
{3} BudgetManager |LUANN ANTHER WENDY
LUANM ANTHER HENDY
{2) Finance LUANM ANTHER HENDY
<1} Department N
cip of Approval Levels [I outof 5 allowed for this Class and Budget type
Description Prim
(5} Board

Personal Services Budget (By Position)

Budget Year [202d
Budget Group [DTSTRICT
Position#
Employee# g

Planned Employee
Bargaining Unit

jpooata
AFL

O03CUSZNTIE-02
7 1034|

—F

DISTRICT
CUSTODIAM
JENMESS . KEITH G

School Meskly 12 nanth snplogees

Current Level

2

Finance |

Position Start
Position End
Original Hire
Longevity
Full Time
Probation
Anniversary

Budget Dates
Ea-Auz—2017
——
Ea-Auz—2017
Ba-Aug—2017
Pd-Auz—2017
—

Pa-Auz—2017

Evaluation
Mext Eval

HR Dates

The only previous level available is (1) Department. To make a change to a position in the previous level, from the menu,

select:
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Budget P Maintenance P Personal Services Change Prior Level Budget

Goto...

Actions

Personal Services Change Prior Level Budget The system will dlsplay a
Year [P024 .
| st B e multi-record screen. Select
Prior Approval Level
fprior Ae L Departacnt | the year, budget group, and
Fosition e e e = prior approval level at the
DOSABATECH-02 |ABA_TECH DIPIETRO 10 FONTH BENEFITS 071655 |WALSH, KAREN 73,764
[500ZA0IC00R 01 [AOJUSTHENT COUNSELOR 26 PAYS 670943 [BRINNER, LVNH M 75,365 top of the screen.
[SGOSEERTECH-01 [V TECH GRANDFATHERED DIFIETRO O07ETZ|HEALY. MPRIE L 30,550
[EO0BEEHT ECH- 01 [BrV_TECH GRANDFATHERED DIPIETRO 070376 _|POULION. LV T 30,595
[EO0BEEHTECH- 01 [V TECH GRANDFATHERED DIPIETRO 070697 |VIVEIROS, LYHN K 30,595 . .
[SO0ZBEHTECH-0L [BHV TECH GRANDFATHERED DIFIETRO 070745 |DSTERGREN. LYNH B 30,595 Next, find the position and
[SOTSEERTECH-02 [EF TECH DIFIETRO 10 MTH BENEFITS T7IZr7 |RLEY. MPRIE EEREEE
[S00ZBERTECH02 [BHV TECH DIPIETRO 10 MTH BENEFITS 071654 |PANDEN, LYHN 23,566 employee # to be changed,
[So0EEERTECH-02 'EHV TECH DIPIETRD 10 WTH BENEFITS 071805 |aARZA, KAREN E 58,073 . . .
[S00ZELDSUE 01 [BUILTING SUBSTITUTE VR OWLY DIPIETRO 071425 |GO0DHIN, MARIE 11z click on it, and click the
[EO0ZELIEUE —01 [BUILTING SUBSTITUTE VR DNLY DIPIETRD 071549 |DULCHINDS, LYRN 12
OOZCAT LEAD—01 [CAFETERTA ELEMENTARY LEAD COOK 070247 _|ZAPPALA, LYNY A 18,216 [1 Do Change] button to
] 71034 |JEMNESS. KEITH & 3. 158 .
5-02 (TG o71iler |EEMILLRRD, MARLE 53,075 access the Change Prior
003CUSHERD-03 [HEAD CUSTODIAN DIPIETRD 006036 _|HAMPTON, MICHAEL 59,456 .
[5003TLASFED-0Z [ILA—10 MOWTH DIPIETRO 71457 |1TEPRRD0, HPRIE 51906 Level Personal Service
[S0STLASFED-0% [ILA_ —10 WOMTH DIFIETRY 71610 |GAREA. KPREN R SL9IE o
[SD0ZKHDTCH —01 [DIPIETRED KINDERGARTEN TEACHER 010077 |EEVLIN. KAREN M, 97,328 Position screen. The
[E00ERNITEH —01 [DIPIETRED KINDERGARTEN TEACHER OI016% |SHERLOCK . KAREN T, 56026
[SO0EKNDTEH —01 [DIFIETRED KINDERGARTEN TEACHER 010200 [THOHRSTH, A#HN A, 90,003 screens are the same as the

T

=

(By Position) screen with a few exceptions.

1.1 Screen #12177 [1 Entry] Tab

Personal Services Budget

Change Prior Level Personal Service Position |
Gote Budget Year [Hie Budget Dates HR Dates Make the changes here,
5 Budget Gi ISTRICT DISTRICT Position Start iB*Nnv*ZOlE Evaluati .
nctons postiont  BERSLISETIETE CLSTODIAN FoationEnd [ Nettwl post the changes, and if the
Employee# 71167 REMILLARD. MARIE Original Hire  p2-Jul-2018
Planned Employee 000000 Longevity m Changes apply to
Bargaining Un g -AF  School Heskly 12 month enployses Full Time [02-Jul-2018
o Beparthont Pronaton [ subsequent levels, repeat
Anniversary  BE-Jun-2018
the process for each level
Ei 2 Salary 3 GL Split 4 Accounting .
that requires the change.
Bace s ez
FTE [1.,0000 1FTE 2FTE]
Code Description Ovr Ovr
LHNG [LONGEVITY 228 ] O 228 | A
REG [REGLLAR 52,200 ] ] 52,200
H] [N
ALTFAM [ALTUS FAM SCHOOL 52 = [m] a i
HMOBF HMO BLUE FAMILY 12MTH SCHOOL = m] a If the current |eve| IS 4’ and
MEDL HEDICARE Gl =l =l iy the change is made to level
* Pretax Deduction Amount 1' If-requ”-edl make ChangeS
** Taxable Benefit Amount
pey Cosaipanetiagcount | to levels 2, 3, and 4 to
— poetion ot reflect the position changes
Wage Totals 52,428 52.428 52.428 H
Seneft Totals ca7 o P made in level 1.
Grand Totals 53,079 53,075 e 53,079
5 Add Pay Code 6 Add Cost Code | |7 Remove Pay Code 8 Remove Cost Code | 9 Position Profile 0 Recalct Post Change Exit Remove Change

Figure 1 New screen allows changing one position at a time in an approved previous level of the budget

Once the change(s) are made, click on the [Recalculate] button, which will generate several reports. Review the reports,
and when satisfied with the changes, click on the [Post Change] button to post the new data to the position & employee for
that level. If errors are made or if there is any reason to abandon the change, click on the [Exit Remove Change] button.

The position will remain unchanged.

Exiting the multi-record screen using the yellow branch arrow before

posting the change will display this message:

“Changes have not been posted & will be lost if Exit. Continue to Exit?"

[AUC] 12177-Change Prior Level Personal Service Position

Continue to Exit?

Yes

o P12177-Changes have not been posted & will be lost if Exit,
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While on this screen, the pull-down menus are not accessible —to move to another screen, either Post or Exit.

The [Recalculate], [Post Change], and [Exit Remove Change] buttons are available from all the tabs on this screen.

1.2 [2 Salary] Tab

Change Prior Level Personal Service Position
E&h Budget Year Budget Dates HR Dates
et Budget Group FIRE FIRE Position Start  [19-May-2022  Evaluation
o Position#  [FZZ0FIRLT 04 Fire Lieutenant — ACTING PosiionEnd [ NextEval
Employee# 071157 YAIL, KAREN Original Hire  p5-Jul-2018
Planned Employee 000000 Longevity [p5-Jul-2018
Bargaining Unit FIRE -FI  Fire Department Full Time
Selected Level 1 Department Probation
Anniversary  pE-Jul-2018
3 GL Split 4 Accounting
Salary  Salary %
Effective Date Owr|Reason Bargaining Unit |Schedule |Grade[5tep Annual Amt[Hourly Rate| Days of Year| a
01-JuI-2022 [ |Actusl Salary FIRE  -FI_|FL T B 70,631 | 32.3400 366 | 100,00
5 Add Date & Remove Date | 8 Recalculate Post Change Exit Remove Change

1.3 [3 GL Split] Tab

Ly
Change Prior Level Personal Service Position
frs Budget Year Budget Dates HR Dates
o Budget Group FIRE Position Start  [19-May-2022  Evaluation
= Position# [T220FIRLT 04 Fire Lieutenant — ACTING Pasition End Next Eval
Employee# 71157 YAIL. KAREM Original Hire ul-2018
Planned Employee 000000 Longevity 5-Jul-2018
Bargaining Unit FIRE -FI  Fire Department Full Time
Selected Level 1 Department. Probation
Anniversary 5-Jul-2013
1 Entry 2 Salarv 3 GL Spit 4 Accounting
\"--_.-/ Salary Per  Benefit Per
Line[Account® pay period| | pay period Up to S[start Date End Date Actual Amount] &
1 [1000-220-0000-002-00-00-51120 [ [100.0000 [% [100.,0000
v
5 Add Line & Delete Line I 8 Recalculate Post Change Exit Remove Change

1.4 [4 Accounting] Tab

Change Pricr Level Personal Service Position
Gote Budget Year Budget Dates HR Dates
PR BudgetGroup FIRE FIRE Position Start  [{9-May-2022  Evaluation
Posiion#  [TZ20FIRLT 04 Fire Lisutenant - ACTING PositonEnd [ NextEval
Employee# p71i57 VATL, KAREN Original Hire
Planned Emplovee 200000 Longevity
Bargaining Unit ~ FIRE ~ —FI  Fire Department Full Time
Selected Level 1 Departmen Probation |
Anniversary  [0B-JuI-2018
1 Entry 2 Salary 3 GL Spiit
Base \z—,—/m
Code Account FTE 1.000 1BFT 2EFT Total
FIRE CL [1000-220-0000-002-00-00-54600 950 950 | ~
FIRE HLD [1000-220-0000-002-00-00-51530 3,060 3,060
FIRE LG [1000-220-0000-002-00-00-5 1600 B 272
FIRE PAR [1000-220-0000-002-00-00-5 1600 12,600 12,600
REG [L000-220-0000-002-00-00-51120 70,631 70631
ALTS21 [0000-000-0000-000-00-00-00000 %
HHOS_THN [0000-000-0000-000-00-00-00000
FEDT 1000~ 195000000 1-00-00-57010 1,213 1213
M
Wage Totals 67,513 67,513
Benefit Totals 1.213 1,213
*Budget COA-Not Budgeted Grand Totals 88,726 88,726
S Position Profile 0 Recalculate Post Change Exit Remove Change
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1.5 Reports Generated During the Change Process

There are several reports generated during the recalculation process, a sample of each is shown below.

1.5.1 #12184 Position Salary Records — Freeze Salary (Change)

12184 -BUREP:BUPSVCHGFRZONE.REP Printed 24-May-2023

|P051t10n Salary Records - Freeze Salary (Change)l

Budget year: 2024

Page 1

Budger Bargaining wnual
Position# Position Title Group Employee Bffective Unit Amount
T220PIRDPTY-01 Actual Salary FIRE ARMSTRONG 01-Jul-2023 MGWT-TH 111,000

#Positions: 1

1.5.2 #12186 Personal Services Accounting Change Re

12186-BUPSVCHGACC .REP

Printed 24-May-2023

oo at A
|Personal Services Accounting Change Repor:|

Pag:

FIRE FIRE Total 109,493 112,537

port

1.5.3 #12185 Personal Services Change Report

12185-BUPSVCHGMST . REP

Printed 24-May-2023

cas e acmi
[Personal Services Change Report]|

o oa 1 e new e

Base Buagst Los L Los 2 Base Buagst LoE L Los
108,000 111,000
1,493 1,537

1.6 #12180 Position Profile Report

The [Position Profile] report is available from the buttons at the bottom of each of the screens.

12180-BUPSVCHCPROFILE. REP Printed 24-May-2023 at 13:35:27 Page 1
IPrior Level Change Position Profilel
Budger Year ¢ 2024
Budget Group : FIRE PIRE
Selected Level: Department
Employee
T220FIRDPTY-01 DEPUTY FIRE CHIEF  ARMSTRONG
FIE FIE 1.000
Description Code Default Account Los 2 OVR ovR Total
mEq REGULAR - hours 111,000 111, 00¢
ALTS2T ALTUS IND TOWN 52
Psh PLEXTLE SPENDING ACCOUNT
HMOS TWN  HMO BLUE SINGLE TOWM
MEDI MEDICARE 1,537 1,537
112,537 112,537

June 2023
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1.7 How Many Levels are Available to the Change Process?

Personal Services Change Prior Level Budget

Goto. Year
i Budget Group [CLERK TOWN CLERK
Actions .
Prior Approval Level |1_\ Departmnent,
Position [Title - Employee [Name Amount]
1DoChange | [T1BITHNCLRK—0Z [TOWN CLERK _ 070176 |CARBONARD, KEITH J 77,247
T162PT CLRK-01 JCLERK PART TIME TOWN CLERK \ 070584 [REMAUD, KAREN 18
TIE2FT CLRK-0L [CLERK FART TIFE TOWN CLERR S\ [070984 [CAFEZIO, MRRIE A ]
T162PT CLRK-01 JCLERK PART TIME TOWN CLERK (L1526 FERNAMDES. KEITH E 16
T1E2TCLCONT =01 [TORN CONSTABLE 1
The budget is currently at Level
3, so now levels 1 and 2 are both
el S available to the process.
Goto.. Year L
Budget Group [CLERK CLERK
Prior Approval Level E. Finance
Position [Title Employee [Name Amount]
1Do Change | |T 16ITHNCLRK—02 [TOWN CLERK 070176 |CARBONARD, KEITH J 77,247
TIE2FT CLRK-0L [CLERK FART TIFE TOWN CLERK [079554[RENALD, KAREN ]
T162PT CLRK-01 JCLERK PART TIME TOWN CLERK SEOEEEY ‘ERF‘EZID, MARIE A 14
T162PT CLRK-0O1 |CLERK PART TIME TOWN CLERK 071526 |FERNANDES. KEITH E 16
T IE2TCLCONT—0L [TORH CONGTAELE 007284 OILL. KELTH T
i

From any level, all previously approved levels are available to be updated via this process.

June 2023

If the budget is currently at level 3, and a change is made to a position in level 1, this process will not change

levels 2 and 3. Each previous level stands alone and must be changed (if required).

[ADM-AUC-BU-3982]

2 Site Specific #12750 Press Release Reports [Enhancement]

Budget Communities are now using Video Conferencing to encourage participation and attendance
R at events and public meetings. The Press Release Report will now include the event

Initialization Menu
Maintenance
Processing

Posting

Queries

Reports

Tables

‘Year-End Processing

Medule Maintenance

Interfaces/Imports

Site Specific Budget School Committes Report
Help Reference Lih Press Release Reports

To run the Press Release Reports, from the menu, select:

information using four new fields that can be filled in each time the report is run.

These values will be saved and automatically filled in each time the report is run.
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June 2023
Budget P Site Specific » Press Release Reports
If the values need to change, type over them and the new values will be saved for the next time.
W7 Task 12750: Press Release Reports X
Press Release Reports

Required: Enter Budget Year

Required: Enter Level of Service l:l
B Task 12730: Press Release Reports Required: Enter General Mill Rate |50 |

Press Release Reports Required: Enter Fire District Mill Rate |2[| |
Required: Enter Budget Year Required: Enter Grand List Date [mmddyyyy]
Required: Enter Level of Service l:l Required: Enter General Fund Property Total [no commas) |1135|]_[||] |
Required: Enter General Mill Rate |5|] Required: Enter Fire District Total [no commas) |1 50000_00‘ |
Required: Enter Fire District Mill Rate |2[| | Requlred' Eventlt |2343 741 0819
Required: Enter Grand List Date (mmddyyyy] )
Required: Enter General Fund Property Total [no commas) |1135[|_[||] | Required: Event Password |Midd||:1uwn
Required: Enter Fire District Total [no commas] |] 5000.00 | Required: Event Phonel! [pooeoo-x000x) |.ﬂUB-4'I 8-9368
Required: Enter Council Meeting Date (mmddyyyy) Required: Event Access Code |2343 741 0619
Run as O preview O Print @ PDF Run as O preview O Print @ PDF
If Printing use Duplex @ ves (O No It Printing use Duplex @ ves O No
Lookup Cancel Clear All Lookup Clear All

Figure 2 Before & After — added four fields to the prompt for the Press Release Reports

The information will be shown at the bottom of the report. It will look like this:

A PUBLIC HEARING WILL BE HELD REMOTELY AND IN THE
MUNICIPAL BUILDING ON ALL THE ABOVE BUDGETS BY THE
COMMON COUNCIL OF THE CITY OF MIDDLETOWN, CONN.,
April 09, 2022 AT 6:00 P.M. WebEx.com -

Event # 2348 741 0819; Password: Middletown

Or Dial 408-418-9388 Access Code: 2348 741 0819

3 New Content on ADMINS.com

Maintaining Email Distribution Lists
Printing to the Local Printer

4 ADMINS Video Library

[MDT-SUP-SAPLAUC-2204]

[ADM-AUC-DEMO0-47]

Please check out these Videos & Quick Tips (admins.com). These videos are a valuable resource for a first look at many of
the features available in ADMINS, as well as a refresher for “once in a while” tasks. The videos provide “just-in-time”

training when new staff is coming aboard.
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support@admins.com -

I
ADMINS
I

ADMING.COM

Getting Started

Logging In to AUC & Basics (7:00)
Logging out of AUC (1:54)

Reset AUC Password (2:00)

Use the Training Area (2:04)
Clear Data From A Field (1:17)
Favorites Screen (2:23)

Index Of Help Documents (0:51)
Reprinting A Report (4:20)
Optimize the PDF Viewer (3:37)
Email Signatures (1:36)

Quick Task & Report Button (2:12)
Check for Record Locks (2:14)
Attachments in AUC (4:20)

How to Configure RDP for Local Printers
(2:19)

Collections & Tax

Enter Bill Payment Receipts (7:14)
Enter Treasury/ Departmental Receipts
(10:57)

Reprint a Bill (4:01)

Bill Inquiry Screen (7:26)

Bill Locator Screen (3:30)

2Bttt il B i

Home  What's New

AUC Video Launchpad

GL Training

Add a New GL Account (4:07)
Budget Transfers via a JE (2:55)

Drill Down on Account (4:51)
Transaction History Queries (7:07))
General | edger Reports (10:09)
Expenditure Summary Report (4:04)
Set Up A New Fund (9:17)

Automate Reports using Job Stream
(24:28)

How to Upload a Journal Entry (5:57)
How to Reverse a Journal Entry (4:08)
Fixed Assets Module (1 hour 21 minutes)
Budget Transfers via a Journal Entry
(HVMA) (3:00)

HR Training

Create A Payroll Warrant (3:31)
Timesheet Entry (7:34)

HR Adjustment via Employee
Maintenance Screen (3:49)

How To “Uncalculate” A Warrant (2:14)
Create A Recon File After Warrant Is
Posted (1:10)

Add Historical Salary Change Record
(2:47)

Videos & Quick Tips  Library *+  More *

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

AP/PO Training

Approvals - The AP/PO Dashboard (3:49)
Purchase Order Entry (7:28)

Reprint Purchase Order (3:17)

PO Change Orders (5:43)

Request A PO Liquidation (2:34)
Liquidate a PO (3:11)

Create a Direct Payment Voucher (5:35)
Create a Voucher from a PO (6:20)
Voucher Change Orders (4:22)
Liguidate a Voucher (4:16)

Transfer AP Voucher Batch (4:22)
Delete AP Vouchers/Batch (2:29)

PO Queries (7:14)

PO & Voucher Reports (2:47)

Querying Vouchers (5:29)

Add a New Vendor (2:54)

Wendor Attachments (2:50)

Add a Vendor Remit Address (3:20)
Voucher Selection Error Report (2:59)
AP Disbursement Process (10:45)

Power Users & IT
Staff

Email Distribution Lists (4:34)
User Account Security (6:32)

’_L_r" U SR Y

June 2023

We are adding content all the time so check back often; we also send out a “Featured Video of the Month” email.
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