BUDGET

RELEASE NOTES — MARCH 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
BUDGET system.
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ADMINS Unified Community Release Notes — Version 18.1
Budget March 2018

1. MAINTENANCE

1.1. Personal Services by Position P Recalculate Position Reports [Fix]

Prior to the software update, the reports were not printing as duplex reports. This was corrected. Now the report as
shown will print on both sides of the page when sent to a duplex printer.

12018-BUPOSNSTCHG. REP Printed 06-Feb-2015 at 16:40:03 by THERESA Page 1
Towm of Admins
Personal Services Change Report
Budget Group @ SCHOOL
Current Lewel: School Reguest
0ld 01d 014 Hewr Hew Hew
Position Position Descril prion Buployes FTE Desecri prion Base Budget 108 1 Loz 2 Base Budget Los 1 108 2
$003ABATECH-01 APPLIED BEEAVIOR AMALYSTS TECENT HALLIWELL, MARTE L 1.000 MEDTCARE 434 437 434 482
SCHOOL SCHOOL Toral 434 497 434 482
12018-BUPOSHSTCHG . RER Printed D6-Feb-Z018 st 16:40:03 by THERESA Page 2
Town 0f Admin:
Personal Services Changs Beport
Budget Croup : SCHOOL
Current Level: School Requast
0ld 014 014 Hew Wew Hew
Position Position Descri ption Buploves FTE Descri ption Base Budgst 103 1 Los 2 Base Budget Los 1 108 2
Grand Total 434 497 434 482

Figure 1 Personal Services Change Report
[ADM-AUC-BU-3884]

1.2. Personal Services Multiple Positions P Create New Position [Fix]

After the budget was initialized, if a position was created in Human Resources, and steps taken to bring the
position into budget, the system would create only the first position. This was corrected.

Now, if the position is filled by more than one employee, both employee budgeted personal services screens will be
populated. For example, a new position SO12TEASCHO-02 is created in position maintenance in the Human
Resources module, and set to Allow Multiple Employees and to Budget Position.

J— Position [5015TEASCHO-02) Current 000012 GENERELM. MARIE R
= Position Description  [TEACHER TEST 000020 DSTEGREN, LVNN M

Position Category TEACH TERACHERS

Timesheet Group CHOOL - BMMS. nemorial school

Bargaining Unit NGL 0L school singleton contractual days
Schedule A School Adninistrator

Grade
Step

1 Add New

2Flag for Delete:

3 Copy Posttion

Budget Group SCHOOL
2 Edt List
4l —

Pay Broup 26 Paus

EEO Category teachers aides

EEO Type Full-Time

FLEA Code
Employment Type Full-Tine
Employment Status
Acerual Graup
Entity TOKN OF ADMINS

Default Accounts 1000-300-2220- 126-02-00-5 1401

Full Time Equivalent  [1,0000

Supenvisor Position (] =00 Supervisors:
Budget Salaty For FY 0000 Posted on

Budget Fringe Amount For FY 0000 Posted an

Allow Multiple Employees Yes " No Encumber Fasition { Yes o
Allow Emplayee in this position to take another Position & Yes € No
Budgeted Position & ves © No
Budget for Vacant Position C Yes & No

Figure 2 Add New Position in Human Resources after Budget is Initialized
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O

Budget

Employee Number

aliehllE  MARTE R GEMERELX
Position 012TERSCHO-02

TERCHER TEST

L Add Employes
B Addl Postion

[ corn | |

Employee Number
Pasition 012TEASCHO-02

Pay Classit setions

Bargaining|
Grade Schy | A Employes
QP Add Postion

1 Contact 3DedBen ] 4 Add Wages EPayral

L¥HM M OSTEGREN
TEACHER TEST

Employse Attachmerts (5)
2o0f 2 Employee Postton Aftachments

Employee Aftachments ()
qa0f g Employee Positon Attachmerts

&

E fccounting 7 Salary 8 Dales/Class U Accidents WACH,

Pay Classification

Bargaining Unit  SHGL -01
Grade Schedule SR

Grade g

Step 1

FTE  1.0000

schoal simgleton oo
School Adwinistrator

¥ Salary Changs Group Information
Effective Date  10-Mar—2018 Entity [T TOWN OF ADMING
Annual Salary 89214,48 Timesheet Group  ECHOOL—BMMS | memorial school
Feriod Salary 3431.33 Pay Group g 26 Paus
Daily Salary 343.13 FLSA Code
Hourly Rate 70,8051 Lump Sum Indicator [
Per Diem 424 .83

Tier# 1

Budget
Budget Dashboard
Initizlization Menu
Maintenance
Processing
Posting
Queries
Reports
T

Budget Groups
Lewvels of Service

Add the position in the Budget P Tables »
Position Maintenance Screen.

March 2018

In Human
Resources, the
new position is
assigned to
multiple
employees on
the Employee
Maintenance

Screen— this
example uses
employee #s 12
and 20:

‘fear-End Processing
Module Maintenance
Interfaces Imports
Site Specific

Bargaining Unit Table
Benefit Categaries
Cost Code

*+ v v vEBAdv v v v ¥

Help Reference Library

Position Maintenance

EN Add Position
Actions

Position Description ||

Budget Group I

Account Number

Entity |_

Department

¥,
1 Acld Position

2 Copy Position

3 Edlit List Department Desc
Position Desc

4 Creste Budget
Sequence

Fosiion Category
Budget Group
Warkers Comp Code
Pay Group
Bargaining Unit
Schedule

Grade

Step

Enitity
Dafault GL Account
Full Time Equivalent
Budgeted Position

Budget Salary

Budget for Vacant Position

Budget Fringe Amount

‘Current Lovel
Lewvel of Serice

HOOL SCHOOL
=
|43 26 Paus
=01  school singleton contractual days
Ea School Adsinistrator

1

I TOWH OF ADHINS
[000-300-2300-1-03-00-51401
[T.0000

& Yes C No
& ¥es C No

For FY 0000
For FY 0000

1

@ Base (" LOS1  LOSZ
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ADMINS Unified Community Release Notes — Version 18.1
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Go to the Budget P Maintenance P Personal Services Budget (by Position) screen and click on
[Create Position]. Select the new position from the lookup and click on [OK].

Budget
EBudget Dashboard
Initialization Menu

. BudgetYear 013 Butget Dates HR Dates
Gt M| NS (G EEE ) Budget Group E:T CLERK Position Stant [F1Mar—1995  Evaluation
Processing »  Operating Budget (Cost Trem Breakdown) Position#  EO0ESEHELRR=0L CLERK 10 MONTH PositionEnd [ MextEval
Posting *  Operating Budget (By Account) Employee# 04041 RATCLIFFE. LYNN Original Hire  [F1-Har-1995
Queries L3 Bargaining Unit AFL 10M -AF10 School Weekly 10 month emplogees Longevity
Reports Appiove QueralnoBudistby Gow CurrentLevel 1 School Request. Full Time Bi-tar-1995
Tables Personal Services Budget (By Position) Proation [
BN add Position - Available Positions
Vear-End Processing
Modue Maintenance b PErsonal Services Budget (By Position) Position Description Bud Grp  BudgetWacant. TnlJ
Interfacesfimports ,  Personal Services Budget (By Budget Group) JR = | m [E003A0JCOUN-01 ADJUSTHMENT COUNSELOR 26 PAYS SCHOOL Yes -
D03TEATCH -02 South teacher SCHOOL fes
Site Specific *  Approve Personal Services Budget TEACHER TEST SCHOOL.

Description

REG REGULAR

HMOF42 HMO BLUE FAM L1OMTH SCHOOL AF
MEDI MEDICARE

Avcount o sea—men

Position Total
Wage Totals 30.614 32614 63.228
Benefit Totals 342 47z 815
Grand Totals 30,95 33,087 £4.043 64.043

The system will display an information box describing the position—
. Add Position For

Budget Year: 2019, Budget Group: SCHOCL click [OK] to continue:
Position: S012TEASCHO-02 Multiple Employees
Do wou want to Continue?

The system creates the postion with both employees—+#12 and #20:

Budget Year Budget Dates HR Dates

AETES Budget Group EEHDDL SCHOOL Faosition Start G-Mar-2018  Evaluation
_ Position# EDiZTERSEHU*OZ TERCHER TEST Paosition End Mest Eval
Employee# ﬁ00012 GEMEREUX. MARIE R Original Hire

Bargaining Unit SNEL -0 school sirgleton contractual days Longevity
CurrentLevel 1 School Recuest Full Time
Probation

Anniversary

AEdtT, 3 GL Spit 4 Accounting

Got
° Budget Year [ERHE Budget Dates HR Dates
Coile Descrpfl Budget Group ECHOOL SCHOOL Position Stat  [[0-Mar—2018  Evaluation
REG REGULAH] - Position#  [EOL2TEASCHO-02 TEACHER TEST FosionEnd [ NextEval

Employee  pooozo OSTEGREN, LYNN M Original Hire  [10—Mar-2018
Bargaining Unit SHGL =01  school singleton contractual days Langevity 10-Mar-2018
Current Level 1 Schonl Request Full Time 10-Mar-2018
Frobation [10ar-2018
Anniversary  [[0Mar-2018

—
MEDI MEDICAR

ey 2 Salary 3 6L Spit

4 Accourting

Base Loz 1 Loz 1

FTE[T.0006 1FTE[ ZFTE[

Code Description ovr ovr
FEG REGULAR 89,214 r r 89,214

— —rr——r
FEDT MEDICARE 1.2 r r 1.2

[ADM-AUC-BU-3881]

1.3. Understanding Approval Levels [Enh]

The BU-110 Budget Processing document was updated to clarify how approval levels are used.

[ADM-AUC-BU-3886]
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File  Edit
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Budget

REPORTS

March 2018

2.1. Report 12525-Personal Services—Detail Account/Position/Code [Enh]

es Budget [theresa]

Ledgers Purchase Orders  Accounts Payable  Fixed Assets

Human Resources

Budget Collections  Tax

Motor Excise  Misc Bil

Report Library - Personal Services Budget

Gota...

Actions Report Name L.
12025-Personal Services - Position Profile Sample | Run
12023-Personal Services — Catesory Cost Beport Sample | Run

4 I12525—Persanal Services — Detail Account/Position/Code Satmple Fun 14
12530-Personal Services — Summary Account Position/Code Sl Fun

Employee numbers and dates of hire now print on Report 12525—Personal Services—Detail
Account/Position/Code. Access the report by selecting Budget » ReportsP Report Library P [Personal Services].
These columns are only available on the Excel® version of the report due to page width limits on the
Preview/Print/PDF® version

& IRIS - 192.168.168.24 - Rermote Desktop Connection

FLEANE
Home Insert Page Layout Formulas Data
187 - Fx
A B

Account Account Description

57
58
59
B0
&1
62
63
B4
65
BR
67
68
69
70
bkl
72
73
74
75

Review

BuPosactdet_12525_THERESA[4].xml - Microsoft Excel

“igwy
C D
Position# Position Description

1000-300-2120-127-03-00-5122 SPED COORD.CLERK-30UTH

1000-300-2120-127-03-00-512 SPED COORD.CLERK-SOUTH

1000-300-2210-100-03-00-5121PRIN SALARY - SOUTH

1000-300-2210-100-03-00-5121 PRIN SALARY - SOUTH

1000-300-2305-110-03-00-512E ELEM TEACHERS - SOUTH
1000-300-2305-110-03-00-512¢ ELEM TEACHERS - SOUTH
1000-300-2305-110-03-00-512¢ ELEM TEACHERS - SOUTH
1000-300-2305-110-03-00-512¢ ELEM TEACHERS - SOUTH
1000-300-2305-110-03-00-512¢ ELEM TEACHERS - SOUTH
1000-300-2305-110-03-00-512¢ ELEM TEACHERS - SOUTH

1000-300-2305-110-03-00-512¢ ELEM TEACHERS - SOUTH

SO03ZPDNONU-CNON UNION CLERK 19.5 HOURS

SO003PRIPRIN-01 PRINCIPAL

SO0ITEAGROM-01 S0UTH SCHOOL TEACHER
SO03ITEAGROM-0Z SOUTH SCHOOL TEACHER
SO03ITEAGROZ-0Z SOUTH SCHOOL TEACHER
SO03ITEAGROZ-04 SOUTH SCHOOL TEACHER
SO03ITEAGRM-01 SOUTH SCHOOL TEACHER

SO03ITEAGRM-0Z S0UTH SCHOOL TEACHER

SO03ITEAGROZ-0Z SOUTH SCHOOL TEACHER

E F
Code Employee
REGULAR - hours FORREST
REGLUILAR - hours BUSKIRK

longevity - mtrs reporing BOYLE

lohgevity - mitrs reporting BARDELL
longevity - mirs reporting DIGIAMDO
longevity - mtrs reporting CORMELL

REGULAR - hours BOYLE
REGULAR - hours BARDELL
REGULAR - hours DIGIANDC

<] H
Current Level  Base
School Regues 12,847

12,847
School Regues 102,604
102,803
School Reqgues 1,238
School Reques 1,774
School Reques 1,000 ;
School Reques 1,004
School Reques 70,3498
School Reques 77,133,
School Reques 78,966

Figure 1 Before-No Columns For Employee Number and Position Hire Date on the Excel® Report

43

8. IRIS - 192.168.169.24 - Rernote Desktop Connection

il

= R |=
ﬁ Home Insert Page Llayout Formulas Data Reviews
K83 - 3
A B
Account Account Description

BuPosactdet_12525_THERESA[4]xm| - Microsoft Excel

1000-185-0000-001-00-00-5701 MEDICARE-EMPLOYER CONTRIBUTION
1000-135-0000-001-00-00-5701 MECICARE-EMPLOYER COMTRIBUTION
1000-185-0000-001-00-00-5701 MEDICARE-EMPLOYER CONTRIBUTION
1000-185-0000-001-00-00-5701 MEDICARE-EMPLOYER CONTRIBUTION
1000-135-0000-001-00-00-5701 MEDICARE-EMPLOYER COMTRIBUTION
1000-195-0000-001-00-00-5701 MEDICARE-EMPLOYER CONTRIBUTION

1000-300-2120-126-03-00-512€ SPED COORDINATOR - BOUTH
1000-300-2120-126-03-00-512¢ SPED COORDIMNATOR - SOUTH

1000-300-2120-126-03-00-512€ SPED COORDINATOR - SOUTH

1000-300-2120-127-03-00-5123 SPED COORD.CLERK-S0UTH

1000-300-2120-127-03-00-512Z SPED COORD.CLERK-SOUTH

1000-300-2210-100-03-00-51 21 PRIN SALARY - SOUTH

1000-300-2210-100-03-00-5121PRIN SALARY - SOUTH

e

c D E P G
Position# Position Description Code Empl#¥ Emplovee
SO03TEAGRO1-01 SOUTH SCHOOL TEACHER MEDICARE 09804B0YLE
S003TEAGRD1-0280UTH BCHOOL TEACHER MEDICARE D031 78BARDELL
SO03TEAGROZ-02S0UTH SCHOOL TEACHER MEDICARE D089 35DIGIANDO
SO03TEAGRO2-04S0UTH SCHOOL TEACHER MEDICARE 0995 0CORNELL
S003TEAGROZ-0£ S0UTH SCHOOL TEACHER MEDICARE 01061 BARSENAULT

S0030THOTH -01 PEYCHOLOGISTITEAM CHAIR
S0030THOTH -01 PSYCHOLOGISTITEAM CHAIR

S0035PDNONU-CHOM UNION CLERK 19.6 HOURE

SO03PRIPRIN-01 PRINCIPAL

longeyity - mtrs repartin
REGULAR - hours

REGULAR - hours

REGULAR - hours

1004
01004

070791

00014

MCGARRY
MCGARRY

FORREST

BUSKIRK

> @ o
'
| TN
PosHireDati Current Level
83111992 School Regues 923,
813141937 School Regues 1,103
812611994 | School Reques 1,038
Bi2811995 School Regues 1,10%
812312005 School Reques 1,031 9
25,771
'
9§23 996 School Regues 1,008
9231996 | School Regues 40,3434
41,343}
'
812102017 School Reques 12,849
v
12,847
'
812014 | School Regues 102,803 »
102,803 ,

F]gure 3 Added Columns for Employee Number and Position Hire Date on the Excel® Report

[ADM-AUC-BU-3876]
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3. REPORTS “DROPPING OUT OF SIGHT” [FIX]-V92 SITES ONLY

Reports were hidden behind the AUC application, requiring users to minimize the AUC application to view or print
reports.

1. Adobe PDF®
2. Excel®
3. Preview/LIS format

= [CRI] 2057-Vendor ouchers Payable [theresa] !EI'_"' =
Fle Fdt Ledgers PurchaseOrders AccountsPayable Ficed Assets HumanResources Budget Collctions Tax Motor Excse MiscEiling Sy h |d
e e Lo g o]l ] SIYL The user could use
Salnserts  E v 5
: SR g | |
Vendor History - Vouchers Payable | | D j Sort & Find & Alt Tab or Insert Tab
—_— S Y——— ol keystroke combinations
Actions OMMI HOTELS & RESORTS 1099 Code Entered  09-MNow-2017 BLYNCH
Class UNCL Unclassified Changed be
; F—— to toggle between the
b Pad  Linuidded e . .
Beginning Date 1 Clear the Dates. 45300 453.00 000 ppl d h
’ Ending Date Invoice Selection TR RyaeE Sae :53“";:3”3—"“: AUC A Ica‘tlon an t e
hidden report.
3 Purchase Orders | LVBlChErS. | 5 Dishursements
52! |Batch [Woucher# [Voucher Date D partment [[rvoice® [Fwoice Date Amount| Remaining Bal|Status Check Type
[2452 469868 16-Mov-2017 [1202 [451701 [05-MNov-2017 453.00 [losed Printed
[2a82 469863 16-Nov-2017 1202 [951702 [05=-MNov-2017 452,00 [Closed Printed
Clicking on this resize
button would allow the user
to reduce the size of the
application window to find
the hidden reports.
B en Ssarch 70l Do | 8 Excel OFrey) Ol | |
. i
- Added 03-iav-2017 By ELYNCH Changed by [Seatus: Vendor Active | | /ﬂE@E el Y S

Figure 4 Before — Report “hiding” behind the AUC application
With the software update, the reports will now remain the focal point until the user closes or minimizes the report.

[T I (] | = GL_Monthly_TH_Bal_THERESARZ]xml - Microsaft Excel EIEES
Fie Edi Ledgers Purchase Orders  Accounts Payal @ =
o] @B @] we| [ | o] &[S Home | Inset  Pageloyout  Formulss  Data  Review  View  Team c@o@
TR e S Swmre o O O3 Tt A &
1643 e R e 5 s i o oy e @ BT
Goto - - o . 7% Fomatting - a3 Table ~ Styles < | (£ Format s 27 Filter- Select -
PRI oo Font: Aligrment Mumber Styles cells Eciting
Actions a2 - 7 v
P ol A B < o E =
4 Fiscal Year: 2018 for Dates from 01.Dec2017 to 31.Dec2017
2] 1
 Eelecir Criere|| 3 Aecount and Deseripfion Beq Balance ce Curr Debits Curr Credits
4 101-0000-11200-000000 CASH 674054745 768320820 542428286 1,457 216,68
Element From || 5 101-0000-11201-000000 VVEBSTER BANK 101,902,710 532,171 34 T8 A15T4 18115
3RunReport From Fund G5 || 101-0000-11202-000000 GITIZENS-370 PARTY RESCUE 24852125 246,931 56 000 248 531 56
Oepartmart S || 7 101-0000-11320-000000 CASH-CITY HOSPITALIZATION 533067 693535 000 000
oot St g C110000-11320-11101 CASH ITY HOSPTALIZATION 0 238143313 000 237 55226
4 Clear Al §_101-0000-11320-111302 CASH -CITY HOSPITALIZATION 0m 126475808 000 125,108.07
Project IO0(| 10 101-0000-11320-111304 CASH -CITY HOSPITALIZATION 000 1361758 000 126858
1 101-0000-11320.111305 CASH -CIT¥ HOSPITALIZATION 0 -259,308.57 000 28,683 32
12 101-0000-11320.111305 CASH -CITY HOSPITALIZATION 0 2,447 70651 000
13 101-0000-11320111307 CASH -CITY HOSPITALIZATION 0 1541 75718 000 000
13 101-0000-11320.111308 CASH -CITY HOSPITALIZATION 0 2818471 000 000
Reports will remain in 15 101-0000-11320111308 CASH -CITY HOSPITALIZATION .00 1301600 0.00 0.00
15 101-0000-11400-000000 PETTY CASH - CITY TREAS 150000 150000 000 000
front of the AUC 17 101-0000-11491-000000 PETTY CASH - PLRCH DEPT 10000 50000 000 000
application until 15 /101-0000-11402-000D00 PETTY GASH - PURGH ROT FD 50000 50000 000 000
R 19 /101-0000-11403.000000 PETTY CASH - CITY CLERK 25000 25000 000 000
minimized or closed. 20 101-0000-11404.000000 PETTY CASH - LIBRARES 42000 42000 000 000
21/101-0000-114D5.000000 PETTY CASH - DEPT SR SER 20000 20000 000 000
22 101-0000-11405-000000 FETTY CASH - MLNICIPAL COLRT 50,00 5000 000 000
23 101-0000-12200.000000 INVESTMENT - CITIZENS 3:252 39252 000 000
el Onty Postea H| 2 | 1-0000-1 2201-000010 EBSTER INVESTHENT 1035,086.04 507879776 4,000,000 00 000
25 1(01-0000-12204-000000 INVESTMENT-WASHINGTON TRUST 63922.40 12,076,421 71 000
Posted Date 26 1(01-0000-12205.000000 IVESTMENT-BAHK RI 10,75,169.11 0,201 34852 10217 54492 10,20 848.52
Joumaté 27 101-0000-12208-000000 INVESTMENT-OSP 201183921 2021 59433
Joumnal Type 23 [104-0000-12203-000000 INYESTMENT-CENTREVILLE SAVNGS 2,091,19062 713257283 0.00 0.00
oL Gode [~ |22 101-0000-13103-000000 e AsSEM. REC. 2008 FY2009 588,124.10 58489503 000 Fi087
SubGLCode [ || 30 101-0000-13110-000000 Tix ASSEM. REC. 2009F Y2010 539,089.79 537 25277 000 40448
Cortral [ a1 101-0000-13111-000000 T ASSEM. REC. 2010 F Y2011 938,662.50 330,464 7 000 228827
32 101-0000-13112.000000 TA% ASSEM. REC. 2011 F2012 840,931.70 827 48485 000 108774
33 101-0000-13113.000000 TAX ASSEM. REC. 2012F2013 851,140.67 83499233 000 0503 v
44 » | Gltrimedrpt T Ikl 1|
dded 02-Jan-2018 By THERESA Changed by Ready | |[EEE 1006 O U O

Figure 5 After
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If a small window like this appears at the top corner of the AUC application screen
after running a report, minimize it using the "minus" sign, NOT the "X" in RED--
this will only need to be done once per AUC session

[ADM-AUC-V90-78]

4. HELP REFERENCE LIBRARY

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

¢ MAINTENANCE BU-110 Budget Processing [Update]
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