BUDGET
RELEASE NOTES — MARCH 2019

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 19.1
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Budget

1. MAINTENANCE

ADMINS made a number of changes to the Entry and Approvals processes.

1.1. Entry Screens Read Only When Posted [Fix]

March 2019

Once the budget has been posted, the entry screens for each group will display a message indicating that it is
“Read-Only”. This prevents authorized users from attempting to make changes “after the fact”. Select Budget »
Maintenance P Operating Budget (*) to access the screens.

Operating Budget (By Budget Group)

Goto

Ations

—
Year p019
Budget Group [FENES FINAMCE

| RerD-ONLY

Current Approval Level

Next Approval Leval

Al Expenditure ) Revenue

Expenditures
Target
Actual
Variance

Asset Fund Li

ability

Account#

Ornit
Base Budget  Inc/Dec

Total

Notes

1000-135-0000-001-00-00-51110

[DEPARTFENT_HEAD

1 Notes

1000-135-0000-001-00-00-51115%

1000-135-0000-001-00-00-51120

1000-135-0000-001-00-00-51121

=
‘RDHINISTRQTIVE *
&SISTRNT TOWH =
IDEPUTY TOWN ACC=

1000-1365-0000-001-00-00-51121

PERMANENT PERSOD

1000-135-0000-001-00-00-51134

CHIEF FIMANCIAL

1000-135-0000-001-00-00-51140

SRAVETERANS THA:

1000-135-0000-001-00-00-51500

OVERTIME

1000-135-0000-001-00-00-51600

LOMGEVITY

1000-135-0000-001-00-00-52020

POSTAGE

1000-135-0000-001-00-00-52400

1000-135-0000-001-00-00-52500

[DUES/SUBSCRIPTI

1000-135-0000-001-00-00-52520

=
=
=
PROFESSIONAL SE=
=
-
-

IM-5STATE TRAVEL:

1000-135-0000-001-00-00-54090

OFFICE SUPPLIES

Graup Total

5 Edit List

6 WorksShests I 9 Guery I
—

7 Approve

8 Disanprave

Figure 1 Operating Budget Entry screen after budget is posted is now “READ-ONLY”

READ-ONLY]

Operating Budget (Cost Item Breakdown)

1-Eddit Accourt Hete

Goto

Year E013 Current Approval Level 1.0 FTE, CFO
ctions Budget Group FINAMCE
Account# [1000-135-0000-001-00-00-51110 Nest Approval Level
DEPARTMENT HEAD SALARY

LOS i Inc/Dec
Line [item Oy Price Base Budget] Budget Amtlline Description
il 1.,0000
2 1.0000
g 1.0000

2-Add Line

3-Delete Line

[First Account for Budget Group

4-Erase Line

Variance

5 Edi List 9 Show Budset Groups

7 Apprave 8D

isapprove

The screen in Figure 1
shows:

1. The Budget Year and
Group

2. The “READ-ONLY”
alert

3. Click on the
[9 Query] button to
select from the popup
(click on “Approved
by Accounts” to see
detail not shown in
the entry screen); this
will display the
dollar amounts
adopted in the budget
for each account.

Approved by Budget Group
Approved by Accounts
budget InquinyFrior Years

Figure 2 Operating Budget (Cost Item Breakdown) after budget is posted shows “READ-ONLY”
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ADMINS Unified Community
Budget

i
_ Operating Budget (By Account) — L

Year 019 Current Approval Level 1.0 FTE, CFO
Budget Group FINANCE
Accounty [1000-135-0000-001-00-00-51110 Mext Approval Level
DEPARTHENT HEAD SALARY
Account Type  Expenditure Entity 1 TOWN OF ADMINS

Goto

Actions

2 Edt List 9 Show Buckast Grouns 7 Anprove Groug & Disanprove Grougp

Figure 3 Operating Budget (By Account) after budget is posted shows “READ-ONLY’ note

1.2. Approve Budget Email [Helpful Tip]

March 2019

[ADM-AUC-BU-3903]

Budgets are approved by selecting Budget P Maintenance P Approve Operating Budget by Group. \When a budget

IFrom: auc@admins.com <mailto:auc@admins.com> [<mailto:auc(@ admins.com >]|
dent: Tuesday, February 12, 2019 9:42 AM

Ce: Jones, Mary

Subject: Budget Year 2020 Approval Processing

Default sender is used if
[No] radio button is
selected on User Profile
> Budget > tab.

Operating Budget Group: CENTRALCOM-Central Communications

This group has been approved at the Dept Proposed level by SMITHIT and is read:

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

User Profile Screen

Got
i Emared  (7-Sep-2009 MUPIEWL

Changed  15-Feh-2019 THERESA
Last Login 15 Fe-2019 11:54:46.43 Live

1 General 2 Account Security PO AR 4 Human Resources I 5 Budet I\actlnns 7 Misc Biling ¥ Lagin Hist
|

Username [THERESA

Actions
Name [Theresa

Budget Defaults
Operating Budget Entry If this radio button
Access ta Operating Expenses? @ves OMNo is Set to [NO], the
e L system default
Default Budget Class (® Town (O School a_ddress WI” be
listed as the sender
Default Account Type Selection [OE] - NDO Expenditure O Revenue (O Asset OFund of the approval

Send Email for Budget Approvals

OYes @MNo email. Set this to
— [Yes] for users who
will be approving
budgets at any level
to ensure that the

email Sender will be

Background Color LIGHT STEEL BLUE - Reset Default Colar O Yes @®MNo eﬂsy to |dent|fy
8 Add User 9 Change Passwaord 0 Wenu Listing for User

is approved or
disapproved, an email is
sent to the next level
approver to notify the
user that the budget
group is ready for
review.

The radio button on the
System P User Menu »
User Profile b [Budget]
tab “Send Email for
Budget Approvals” is
used to control whether
a budget approval email
is sent and/or received.
If the radio button is set
to [Yes], the email
address will be taken
from the [General] tab
of the User Profile
screen and will be used
as the “From” address in
the email.

Figure 4 The User Profile [Budget] screen controls budget approvals/disapprovals email traits

If the user submitting the budget for approval wants to receive a carbon copy email, this flag must be set to [Yes].
If the radio button is set to [No], the email sent will use the system default address for the sender information, and

the user will not receive a carbon copy email of the request.

[ADM-AUC-BU-3908]
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1.3. Budget Approval Text [Fix]

The budget approval process email described in section 1.2 sometimes produced unintended results. Prior to the
software update, if two users ran the process at exactly the same time, the message bodies could be sent to the
wrong user. ADMINS corrected this in the update.

[ADM-AUC-BU-3904]

1.4. Budget Disapproval — 2" and 3" Approvers now on Email [Fix]

The Budget Disapproval emails were not being sent as carbon copies to the secondary and tertiary approval users.
ADMINS corrected this with the software update.

[ADM-AUC-BU-3912]

1.5. Budget Groups Available for Entry & Approval [Enhancement]

ADMINS added code to the overnight job so it would check if an operating budget group has any accounts. If the
group has no accounts, it will be set to not appear in the list. If accounts are subsequently added to a previously
empty group, the overnight job will set the group to appear in the approvals entry lists.

Approve Operating Budget by Group

Goto

TEST1 has no accounts but was listed on the approvals screen I

Actions

Budget Year / () Town () School (®) All 7 Process Approvals
Total Target
Budget Group Current Level 4 Approve 5 Disapprove 6 lanore: Amount Amount
IADM Budge Zer IO Approve (O Disapprove @) lgnore 180,032 A 3 Approval History
FRTS sted Budget (Baze level} IO Approve () Disapprove @) lgnore 52.000
TEST1 equested Budget (Base level) IO Approve () Disapprove @) lgnore

Figure 5 Before - TEST1 budget group has no dollars and no accounts but appeared on the approval listing

Approve Operating Budget by Group

Goto...

Actions

Budget Year 2020] () Town () School (®) All 7 Process Approvals
Total Target
Budget Group Current Level 4 Approve 5 Disapprove 6 lanore Amount Amount
FDM Budzet. Manazer IO Approve () Disapprove (@) Ignore 180,032 A 3 Approval History
ARTS Fecquested Budzet {(Base lewel) I*) Approve () Disapprove (@) Ignore 52,000

S

l TEST1 has no accounts so it is not listed on the approvals screen l

Figure 6 After —the TEST1 budget group with no accounts no longer appears on the approval screen

Similarly, the entry screen lookup will not show budget groups without any accounts.
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Budget
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections  Tax
@;SI««-»M&H Qéﬁiﬂ.t:ml
X

B " Operating Budget Groups for this Year

Year Group Description

A0

goTC
testl

020 TEST1

Locked In Use? Restricted Tof

Mo
Mo

the TEST1 group has
no accounts

)

&

Figure 7 Before — budget groups without accounts were available for selection

E
BE S E e+ B G o\ F LD

File Edit Ledgers Purchase Orders Accounts Payable  Fixed Assets  Human Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern Favorites  Help

Operating Budget (By Budget Group)

Gato...

Current Approval Level

Year 5999
Budget Group I

Actions

Nest Approval Level

Expenditures
Target
Actual
Variance
—

8 Operating Budget Groups for this Year

De=zcription

Account]
QO00-0!

Locked In Uss? Restricted Tof

X

Find

Search

Cancel Help Eof

Only budget groups with accounts
will appear in the list for selection -
TEST1 does not appear because itas
no accounts within the group.

5 Edit List

7 Approve § Disanprove

Lkup up

Figure 8 After - Budget entry screen

2. REPORTS

[ADM-AUC-BU-3911]

A change was made for all reports. In the
past, this progress bar image was
displayed as reports were running. This
was causing an issue with some Excel®

reports; ADMINS turned this feature off for now and will reinstate it at a later time.

[ADM-AUC-SY-8093]

ADMINS enhanced several reports. The feature described in section 2.1 affects all reports and all modules.
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2.1. Retrieve Output Files [Enhancement]

Budget

March 2019

File Edit Ledgers Purchase Orders AccountsPayable Ficed Assets Human Resowrces Budget Collections Tax MotorExcise MiscBiling System  Favarites Help

B &G we»m BHQ @FL a0
Retrieve Output Files

Actions

1 Select Modle fccounts Pausble
2Selectfle | GL_Departnent_Ele_Changs_THERESAL11.lis

3 Yiew Report o Emil Report 5 Savedigw POF & Download Report

ADMINS offers the
Retrieve Output file
feature on every
module, allowing all
AUC users to send a
report to any valid
email address. With
this software update,
ADMINS is pleased to

87 Task 360: Email Reports

Email Reports

x announce a customized

Required: Enter Email Address [campbellt] 89@gmail.com

subject line for email

Optional: Enter Email Subject [, Subject Line available on emailed reports

Optional: Enter Note 1 [Here's the new report I mentioned

reports.

Optional: Enter Note 2 [yesterday when we spoke on the phone.

Optional: Enter Note 3 [Please let me know if this works for your.

Optional: Enter Note 4 [Comments are welcome. Have a fine day! 3

Select the file and click

Lookup Cancel Clear All

on [4 Email Report].
Fill in the prompts as

cady

shown in Figure 9.

Figure 9 New Subject Line field is an optional field on the Email Reports form

The result is shown in

Subject: o Customized Subject Line available on emailed reports
-1 Message | “b] GL_Fund_Element_THERESA.csv (4 KB)

== P Customized Subject Line available on emailed reports - Message (Plain Text) ‘_‘: |5 S
Message @ @

From: theresa@admins.com Sent: Mon 2/25/2019 3:20 PM

To: campbellt189@gmail.com

cc: Theresa Campbell

Figure 10. Most output
formats (.lis, .xml, .xIs)
are converted to PDF
prior to emailing. If

[Fe o0 ooviloocosneoomoootoovaosoloooioooloosoekosolooogomgooos

Please find attached the report requested to be emailed

—

These sections are
part of every e-mailed
report. ltems
numbered o -

are customizable.

Here's the new report | mentioned
yesterday when we spoke on the phone.
Please let me know if this works for your.
Comments are welcome. Have a fi

Thank you
Theresa

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community {AUC) System **

mailing a .csv file, the
.csv format is retained.

Figure 10 Email with attached file

[ADM-AUC-SY-8084]
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2.2. #12596 Cost Breakdown Reports Listing Personal Services Accounts [Fix]

Report Library - Operating Budget

Goto
Report  [Last Run Date  |Run Time ~
Actions — _—
12596-Budget. Town Meeting w/ Cost Breakdoun
[12595-Budget Town Meeting w/ Cost Breakdown and Motes
Report C i S
1 Operating 12617 Consolidated Report o
2 Personal Services 12614 Consolidated Report — Budget Tupe Break Run
B 12047 Consolidated Report — Bass Budget Comparison Run
12116 Budget Accounts Listirg Run
12117 Budget Pccounts Listing by Group Run

BURPTLIBOPE

When running the Personal Services reports for just the school entity, some reports were missing column headings.
ADMINS corrected this error and the report column headings will be shown on the reports.

The cost item breakdown reports (12596 and 12598), when including Personal Services accounts, were the reports

missing column headings.

12596 Budget Town Meeting w/ Cost Breakdown
Goto,
[ Report Title Lick
Budget FY 020

1 Selection Criteria | 3 Totals: By

When the report was displayed, if an account:

| Select Class Type C‘ann—#‘khnnl O Both I‘EE’_

Element Fom  To Group Type Category  Sub-Category  Account Ty
Fund pooo pooo [ asset
Deparmert foo o5 [ Lisbilty

Functon poos  pooo [JFune,
Program oo o0 Expy
Otject Bement poooo  [pooso e
Proect poooo  pooo

¢ belonged only to the School Entity, and
e Was a Personal Services account,

the headings were not being set correctly.

Column 1

Column 8 Buciget Type (OF)
Calumn 2 Colurn 9 COm Cotie 2

Calumn 3 Colurn 10 ot Corle 3 }
Calumn 4 CO Codes 4 M
Column § ot Corle 5 [
Calumn & CO Codle 6 ¥
Column 7

Task 12598: Budlget Town Meeting w/ Cost Breakdown and Notes .
Budget Town Meeting with Cost Breakdown Notes
Include Personal Services Budgets: Fves Ono
Include Position Decriptions o Summary @ By Position O By Grade Schedule/Step

Optional: Show only PersServ Detail for this Range of Objects First: 51000 | Last: {51120

Run as  preview O Print. O PDF O Exeel

Lookup | [ 0K | [ Cancel | [Clearan
-- Added 19-Feb-2019 By THERESA Changed by
12596 -BUBUDRPTITM.REP Printed 31-Jan-2019 at 12:32:21 by ANTHEA Page 1
Town of Admins, Inc
Budget Town Meeting w/ Cost Breakdown
Budget Fiscal Year: 2020 to 2020
2019 2019 2019 Department
Account# and Description Budget Base Budget Actual YTD Head
1010 GENERAL FUND
51109 CERTIFIED*CURR WRITING
1010-100-2210-000-51109-00000 CURR: CERTIFIED*CURR WRITING
16,500 0 0 0 0 0 o 0
Total 51109 CERTIFIED*CURR WRITING 16,500 0 0 0 0 0 o 0

Figure 11 Before - #12596 Cost Breakdown Report Listing Personal Services Accounts was missing Column Headings

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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T
12596-BUBUDRPTITH. REP

Budger Fiscal Year: 2020 to 2020

Printed 19-Feb-2019 at 12:18:33 by THERESA

Town of Adwins, Inc
Budyet Towm Meeting w/ Cost Breakdown

Page 1

2019 2019 2019  Departmenfl Superintende Superintends
Account# and Description Budyet Base Budger  Actual YID Hea nt ntz BOE Proposed BOE Adopred
1010-001-1000-000-51110-00000 SPENCER: CURRFCERTIFAREG

502 001-01370-01 TEACHER - ELEMENTARY 91,053 91,964 0 0 0 0
503 001-01370-02 TEACHER - ELEMENTARY 0 73,476 0 0 0 0
504 001-01370-03 TEACHER - ELEMENTARY 94,767 85,446 0 0 0 0
505 001-01370-04 TEACHER - ELEMENTARY 73,476 79,271 o 0 0 0
506 001-01370-05 TEACHER - ELEMENTARY 24,600 85,446 0 0 0 0
507 001-01370-06 TEACHER - ELEMENTARY 84,600 85,445 0 0 0 0
508 001-01370-07 TEACHER - ELEMENTARY 91,053 91,964 0 0 0 0
508 001-01370-08 TEACHER - ELEMENTARY 73,476 79,271 o 0 0 0
510 001-01370-09 TEACHER - ELEMENTARY 49,236 50,277 o 0 0 0
511 001-01370-10 TEACHER - ELEMENTARY 94,053 94,964 0 0 0 0
512 001-01370-11 TEACHER - ELEMENTARY 95,946 93,767 0 0 0 0
513 001-01370-12 TEACHER - ELEMENTARY 94,053 o o 0 0 0
514 001-01370-13 TEACHER - ELEMENTARY 24,600 35,448 o 0 0 0
515 001-01370-14 TEACHER - ELEMENTARY 91,053 91,964 0 0 0 0
516 001-01370-15 TEACHER - ELEMENTARY 91,053 91,964 0 0 0 0
517 001-01370-16 TEACHER - ELEMENTARY 84,600 85,446 0 0 0 0
1,277,669 1,277,669 391,695 1,266,112 0 0 0 0

1010-001-1000-000-51501-00000 SPENCER-CERTIFIED LONGEVITY
500 **+ Mulriple Positions 24,000 20,000 o 0 0 0
24,000 24,000 10,000 20,000 0 0 0 0

1010-001-1000-000-52210-00000 GENERAL FUMD: SPENCER- M/&
500 **% Multiple Positions 534 o o 0 0 0
584 584 0 0 0 0 0 0

March 2019

Figure 12 After — #12596, Budget Town Meeting w/ Cost Breakdown (Listing Personal Services)

&

File Edit Format Options

Caurier New -l[= -] B[z|ujm-] =]

TedRE - Budget TownMar_Report THERESA[2]

Bl

_n-

12598-EUBUDRETITIN. RER

Budget Fiscal Year: 2020 to 2020

Printed 19-Feb-2019 at 12:22:39 by THERESA

Town of Admins, Inc
Budget Town Meeting w/ Cost Breakdown and Notes|

Page 1

2019 2018 2019 Departmend] Superintende Superintende
Account# and Description Budget Base Budger  Actual VID Hea ntz BOE Proposed BOE Adopted
1010-001-1000-000-51110-00000 SPENCER: CURRFCERTIFTREG

502 001-01370-01 TEACHER - ELEMENTARY 91,053 91,964 ] [ 0 0

503 00L-01370-02 TEACHER - ELEMENTARY 0 73,476 0 0 0 0

S04 001-01370-03 TEACHER - ELEMENTARY 04,767 85,445 0 0 0 0

505 001-01570-04 TEACHER - ELEMENTARY 73,476 79,271 o 0 0 0

S06 001-01570-05 TEACHER - ELEMENTARY 84,600 85,446 o 0 0 0

507 001-01370-06 TEACHER - ELEMENTARY 84,500 85,446 ] [ 0 0

508 D0L-01370-07 TEACHER - ELEMENTARY 91,053 51,964 o 0 0 0

S03 001-01370-08 TEACHER - ELEMENTARY 73,476 79,271 0 0 0 0

510 001-01570-03 TEACHER - ELEMENTARY 49,286 50,277 o 0 0 0

S11  001-01570-10 TEACHER - ELEMENTARY 94,053 94,964 o 0 0 0

512 001-01370-11 TEACHER - ELEMENTARY 95,946 93,767 ] [ 0 0

513 00L-01370-12 TEACHER - ELEMENTARY 94,053 0 o 0 0 0

§14 001-01370-13 TEACHER - ELEMENTARY 84,500 85,445 0 0 0 0

515 001-01570-14 TEACHER - ELEMENTARY 91,053 51,564 o 0 0 0

516 00L-01370-15 TEACHER - ELEMENTARY 91,053 31,964 o 0 0 0

517 001-01370-16 TEACHER - ELEMENTARY 84,500 85,446 [ 0 0 0
Total 1,277,669 1,277,669 391,605 1,266,112 0 0 0 0

While #12596, Budget
Town Meeting w/ Cost
Breakdown is shown in the
before example in Figure
11, this change also affected
#12598 Budget Town
Meeting w/ Cost
Breakdown and Notes as
seen in Figure 13.

Figure 13 After — #12598 Budget Town Meeting w/ Cost Breakdown and Notes (Listing Personal Services) the headings

unique to the school personal services accounts appear properly

3. QUERIES [Enhancement]

[ADM-AUC-BU-3906]

To agree with the changes installed with the December software update (see section 2.2), ADMINS removed the
Position Number and Employee Number columns from the budget query screens. Removing the inessential
columns allows more room for the Line Description.
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=TT TorcTem Tt T
Fie E6t Ledgers Pumhass Onden Accourts Pryable Foed Aasets HumanResources Dudget Collections Tax MotorExcise WiocBiing System Fvarfes Help
Current Approved Cost Item Breakdown B BE e & R
Year 2020] READ-ONLY
Group  |ASSESSORS  ASSESSORS Current Approval Level Resuested Budget - Current Approved Cost ltem
Account  [1000-137-0000-001-00-00-51120 ADMIMISTRATIVE PERSONHEL : vear R
i Group | RO Curverd Approval Level Recussted Budgst
N ot Recoun [{G65-25-G000-501G0-G0-BTTG DEFARINENT HEAD SALART
No text available
o text vallble
+maam
Level of Service LOS Note LOS Total Levelof Senca L0 Note LoS Total
=> BaseBudget 77,767 o] Bse Budgst 150.8
1 InciDec -77.767 Sl L
Account Toial 150,600
Account Total fire_Jren
[T
Line Item Position Emp* Qty| Price| Budget Amt|Line Desri iption ;
L 000 —00 000000 | 1,0000 77,767 T

Figure 15 After—Line Description column allows more
information to be displayed

'Figure 14 Before-Line Description column limited

[ADM-AUC-BU-3905]

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

e MAINTENANCE BU—110 Processing [Update]
e OTHER BU—215 Favorites Screen [New]
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