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

Personal Services budget.  
 
 

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. 

 
 
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  Maintenance  Personal Services Change Prior Level Budget 

 
The system will display a 
multi-record screen. Select 
the year, budget group, and 
prior approval level at the 
top of the screen. 
 
Next, find the position and 
employee # to be changed, 
click on it, and click the 
[1_Do_Change] button to 
access the Change Prior 
Level Personal Service 
Position screen. The 
screens are the same as the 
Personal Services Budget 

(By Position) screen with a few exceptions.  

1.1 Screen #12177 [1 Entry] Tab 

 
Make the changes here, 
post the changes, and if the 
changes apply to 
subsequent levels, repeat 
the process for each level 
that requires the change.  
 
 
 
If the current level is 4, and 
the change is made to level 
1, if required, make changes 
to levels 2, 3, and 4 to 
reflect the position changes 
made in level 1. 
 
 
 

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?” 
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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 

  

1.3 [3 GL Split] Tab 

 

1.4 [4 Accounting] Tab 
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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) 

 

1.5.2 #12186 Personal Services Accounting Change Report 

 

1.5.3 #12185 Personal Services Change Report 

 

1.6 #12180 Position Profile Report 

The [Position Profile] report is available from the buttons at the bottom of each of the screens. 
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1.7 How Many Levels are Available to the Change Process? 

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

 
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] 
 

Communities are now using Video Conferencing to encourage participation and attendance 
at events and public meetings. The Press Release Report will now include the event 
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.  
 
To run the Press Release Reports, from the menu, select: 
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Budget  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.

 
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: 

 
 

[MDT-SUP-SAPLAUC-2204] 

3 New Content on ADMINS.com 
Maintaining Email Distribution Lists [ADM-AUC-DEMO-47] 

Printing to the Local Printer 
 

4 ADMINS Video Library 
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. 
 
 

https://www.youtube.com/watch?v=eYiMVT-znW4
https://youtu.be/i7sXIPDpWfM
https://admins.com/videos-%26-quick-tips
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We are adding content all the time so check back often; we also send out a “Featured Video of the Month” email.  


