FIXED ASSETS

RELEASE NOTES — DECEMBER 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
FIXED ASSETS system.
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ADMINS Unified Community Release Notes — Version 18.4
Fixed Assets December 2018

1. ACQUISITION PROCESS PASSET WORK EDIT LIST [Enhanced]

ADMINS added a sorting option for the Acquisition Process P Build Assets P Asset Work Edit List.

Acquisition Process

Description Date Start End Success
Rastart dcnuistion Pracess.

0 Task13146:Assetvvu:tmtust x The edit list may be sorted by Sub-
Armmrrg e Class/Class or by Asset number by selecting
the matching radio button.

25-0ct-2018 10305:52,79 10;05:53,43
25-0ct-2018 10:18:21,67 10118121 ,67

Print @ summary O Detail
ISU": ® Sub-Class/Class (O Assetll I

Run as @ preview O Print O PDF

W Printing use Duplex ®Yes O Ma The illustrations show the “Summary”
Lookup Cancel Clear All Option selected.

13146-FAACQEDTURK. REP Printed 30-Now-Z018 at 1Z:35:33 by THERESA Page 1
Town of Adnins
Asset Work Edit List

Azset  Seqf Descriprion Clasz SubCls Original Cost Salvage Value Basis Accum Deprec  Book Value Entry Status

5321 1 #45919 SARAH D Z16 @ §429 70356, 00 70356.00 70356.00 Entry Began

532z 1 PO #46351 16216.00 16216.00 16216.00 Encry Began

5323 1 PO#46635  2017-2015 14000. 00 14000. 00 14000.00 Entry Began
Total By Class 100572. 00 100572.00 10057200

5324 1 2 Entry Began

Total By Class BUILDINGS & BUILDING IMPROVEMENTS

#*% Toral By Sub-Class 100572, 00 100572.00 100572, 00
5318 1 stutt 1E 4 35200.00 35200.00 35200.00 Entry Began
Total By Class LAND 35200.00 35200.00 35200.00
53200 1 PO#45746 ROOF REPLACEMENT PHASE II ZE 4 68330.00 6833000 £3330.00 Entry Began
Total By Class BUILDINGS ¢ BUILDING INPROVEMENTS 66330.00 668330.00 6833000
l‘"* Total By Sub-Class Public Works 103530.00 103530.00 103530.001
#5% Grand Total #+% 204102, 00 204102.00 204102, 00

Figure 1 Asset Work file Edit List sorted by Sub—Class/Class

13148-FAACQEDTWRK.REP Printed 30-Now-Z018 at 17:31:12 by THEREZA Page 1
Towm of Adwins
Aszet Work Edit List

Asset  Seq#  Description Class SubCls Original Cost Salvage Value Basiz Accum Deprec  Book Value Entry Status
5318 1 sturt 1E 4 35200.00 35200.00 35200.00 Encry Began
53200 1 P0§45746 ROOF REPLACEMENT PHASE IT 2E 4 68330.00 68330.00 £8330.00 Entry Began
5321 1 #45919 SARAH D 216 O $429 70356.00 70356.00 70356.00 Encry Began
5322 1 PO $46391 16216.00 16216.00 16216.00 Entry Began
5323 1 PO§4E698  2017-2018 14000.00 14000, 00 1400000 Encey Began
5324 1 2 Entry Began
+7% Grand Total *%7 204102.00 204102.00 204102.00

Figure 2 Asset Work (file) Edit List sorted by Asset Number, summary option shown
[ADM-AUC-FA-1893]
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2. ASSET CHANGES [Enhanced]

Prior to the software updated, the Asset Maintenance Screen was the only place to change the sub-class of an
asset. Select Fixed Assets P Processing P Asset Changes to access the Change Asset Entry screen. To illustrate:

Change Asset Entry L Maintain Assets [Classification]
Goto . Gty .
Assett EEEGEIN Sew” 1 Description ° Asset# 202 Seq# [T Epecial school chairs
" Add| Description e Addl Description |
wr Asset Activity  TU Asset In-Use 1ons Asset Activity [0 Asset Tn-Use
Gl Effective Change Reason
Classification Location 0 Summary 1 Classification 2 Accournting 3 Status History 4 Trx Histary 5 Deprec History
Class EG &= COMSTRUCTION IN PROGRESS [GOV] Location Classification [Use Asset Chandge 10 update Class Code]
Sub-Class 8 ® Construction in Progress Dept Group
Comm iterm Parcek# Class 4E MACHIMERY & EQUIPMENT Wanutacturer
Condition Address 1 Sub-Class RN Education Make
Quantity Address 2 Comrm iterm Model
Year 000 Address 3 Condition Serial#ing
Irvoice Tag# 00O0-0000000 Contact Info Quantity 1.0000 Invoice Tag# jooo-
Year pooo

Figure 3 Before — Sub-Class could only be changed on the Maintain Assets [Classification] Screen

Change Asset Entry Since Sub-Class is often used in combination with the

Seq# [1 Description  special school chairs

: i Decerition Class of an asset, which may only be changed on the
I} AssetActivity  TU Asset In-Use

Gliffectve | Changefeason | Change Asset Entry screen, Sub-Class may now also

Goto...

Actions

Classification Location be Changed On the change Asset Entry SCI‘EEI’I MOI’E
oms B vomewcouren Locwon information about changes and asset maintenance is
Comm e paets available in documents FA-220 and FA-330 in the
e ce foress 2 Fixed Asset » Help Reference Library.

Invoice Tag# QOO-0000000 Contact Info

Figure 4 After — Sub-Class may be changed on either the Change Asset Entry Screen or the Maintain Assets screen

[ADM-AUC-FA-1892]

3. REPORTS P#13621 In Service History Report [New]

ADMINS added a new report that will allow the selection of assets by “In-Service” date. Select Fixed Assets P
Reports P Report Library P [Assets] P 13621 In Service History Report.

Report Library

Report Mame e Feport | A
Master List Run
12601-As=et. Summary List Run
1260d-Az=et. Register Run
123606-YTD Asz=et Summary Report Run
12616-Nispozal History Report Run
13626-Dizposal Gain/Loss Report Run
= TR TRE R W a = b1 Tbad o Run
2621-In Service History Report | Run

| |

Run
12622-Schedule of Maintenance Run
13628-Book. Value Report Run
1362d-Tranzaction Audit Trail Run
13634-Asset Labels Run
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Release Notes — Version 18.4
December 2018

ADMINS Unified Community
Fixed Assets

B Task 13621: In Service History Report X

In Service History Report

Required: Enter In Service Date Range [mmddyyyy] From: ‘01_.]5“.20]7 ‘Tn: |31-DB[:—2I]IT

Optional: Enter up to 9 Class Codes Edit 0 values:
Optional: Enter up to 9 Sub-Class Codes Edit 0 values:
Optional: Enter up to 9 Location Codes Edit 0 values:

Acquisition Type @ All O Added Manually O From Vouchers O From CSV Upload

Run as @ preview O Prit - OPDF O Excel
If Printing use Duplex @ ves (O MNo
Lookup oK Cancel Clear All
Town of Adwins
Tn Service History Report
Asset  Seq# Description Class SubCls Location DepMeth InSerwice DisposalDat Entry Date Entered By Type Eook Value
HYAC SYSTEM FOR HIGH SCHOO 4F HECH 01 02-Dec-2017 05-Apr-2018 THEREZA From Voucher 450,000.00
5238 1 WATER SYSTEM 3E DFW 0L L15-Dec-2017 09-Apr-2018 THERESA Fromw Voucher 148, 500,00
5z42 1 Fire Code Upgrades contract award 9E SCHOOL 01 03-Aug-2017 05-Apr-2018 THEREZA From Voucher 187,515.48
5243 1 City Wide infrastructure upgrade 7E TEST 0L 03-Aug-z017 09-Apr-2018 THERESA Frow Voucher 92,625,000.00
5z47 1 Solar Panels 2E DPW 01 01-Jul-2017 09-Apr-2018 THERE3A From Voucher 176,777.23
sz48 1 & each ford interceptor utillity SE DFW 0L 24-0ct-2017 09-Apr-2018 THERESA Frow Voucher £13,334.02
5z49 1 2017 Elgin Pelican Street Sweeper SE DPW 01 01-Jul-2017 09-Apr-2018 THERESA From Voucher 181,101.43
5249 2 2017 john deere 410L loader backhoe SE DFU 01 01-Jul-2017 09-Apr-2018 THERESA From Voucher 84,373.33
5249 3 Street Ejector Station SE DPI oL 01-Jul-2017 09-Apr-2018 THERESA Frow Voucher 20z,378.50
5251 1 DELL POVWER SERVER 4AE 4 HSCH 01 01-Apr-2017 09-Apr-2018 THERESA Fromw CS5V Load 10,285.71
s272 1 Design dervices High St Fields Doy Park 989G HSCH 0L 11-Jul-2017 09-May-2018 THERESA Fromw Voucher 5,000.00
#*% Grand Total ##% 94,324,265.70

Selection Legend:

Select Entered Ramge: 01-Jan-2017 to 31-Dec-2017
Select Type: ALL Types

Figure 5 In Service History Report as run to Print/Preview/PDF®

A B C 5] E F G H 1 J 3 L M N [5) P Q R
1 Asset Seq# Description Class SubClass Location tion-Method InService Entry Date Entered By Type Basis Accum-Deprec Disposal-Amt Book Value Woucher Line
2 525 % HVACSYSTEMFORHGHSCHOO  4E-MACHINERY & EGURWENT , HCH.High Sehool o1 Sirart Line 02.Dec 2017 03 201G THERESA  FromVoucher  S000000 1000000 000 4000000 415278 1
3 52 "1 WATER SYSTEM 3E-MPROVEMENTS (OTHER THAN BU - DPW-Public YYorks O1-Straight Ling: 15-Dec-2017 09-Apr-2018 THERESA  From Voucher 150,000.00 1,500.00 0.00 148,500.00 416,283 1
4 B2z % Fire Code Upgrades contract award 9E-CONSTRUCTION IN PROGRESS SCHOOL-School Departmert 01-Straight Line 03-Aug-2017 03-Apr-201& THERESA  From Woucher 190,693 317823 0.00 18751548 416,511 1
S B3 % iy infrastructure upgrade 7E NFRASTRUCTURE TesTtest 2 o1-sragrt Line 03 ug 2017 03.4pr 2015 THERESA  From Voucher S5000,000.00 237500000 000 22500000 4t5S12 1
6 Boar Solar Pansls 2E-BUILDINGS & BUILDING IMPROY DPW-Pukblic YYorks -Straight Line: 01-Jul-2017 09-Apr-2018 THERESA  From Voucher 182,873.00 608577 0.00 17677723 416517 1
7 B2 & each ford interceptor utility SE-WEHICLES. DR-Public Works 01-Straight Line 24-0Oct-20M7 03-£pr-201& THERESA  From Woucher 237,037 &0 2370378 0.00 333402 416,522 1
g 529 7 2017 Elgin Pelican Street Sweeper SE-YEHICLES DPW-Puklic Yorks 01-Straight Line 01-dul-2017 09-Apr-201% THERESA  From Voucher 211,285.00 30,183.57 0.00 1B1,101.43 416518 1
9 [Bas B 207 john deere 4100 loader backhoe  SE-WEHICLES DPW-Public Wiorks M-Straight Line 01-Jul-2017 09-Apr-2018 THERESA  From Woucher '90,400.00 602667 0.00 8437333 416519 1
0%2s 5 Sest Gector Siston SEVEHICLES . DRV Puic Viorks o1 Siragrt Line o127 03 201G THERESA  Fromvoucher 22450500 2240550 0 sy 4tos0 1
11 G251 7 DELL POWER SERVER E-MACHIMNERY & EQUIPMENT 4-Public Warks HSCH-High School O1-Straight Ling 01-Apr-2017 09-Apr-201% THERESA  From CSV Load 12,000.00 1714.29 0.00 10,2857 0 1
2 5272 % Design dervices High St Fields Dog Park 9G-CONSTRUCTION IN PROGRESS - HSCH-High School 01-Straight Line: A1=dul-2017 03-May-2018 THERESA  From Woucher 5,000.00 0.00 0.00 5,000.00 408,545 1
S 2aegEes 000 3324,265.70

13 " Grand Total+

Figure 6 In Service History Report as run to Excel®

Column Label
Description of Contents

(Required Fields
are in Bold)

Enter In Service
Date Range

Enter the date range in the format mmddyyyy — for January1 , 2017 through December 31, 2017,
enter 01012017 in the “From:” field and 12312017 in the “To:” field. These dates may be selected
from the [Lookup] button

Enter up to 9 Class
Codes

Class Codes and their use are described fully in the FA—610 Fixed Assets Tables document in the
help reference library. For example, sites may choose to designate codes with a suffix of “E” as in
“1E” for land are Enterprise fund assets; codes with a suffix of “G” as in “1G” designate Government
assets. Up to nine class codes at a time may be used to filter the report.

Enter up to 9 Sub-
Class Codes

Sub-class codes may be used as an alternative to class codes or to further filter the assets to be
included on the report.

Enterupto 9
Location Codes

Location codes allow the asset list to include only specified locations. This would be useful when
providing a report to each location of the fixed assets assigned therein.
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Column Label

(GECIHECRERS Description of Contents

are in Bold)
Acquisition Type Four radio buttons are available, allowing the selection of assets depending on how the asset was
entered into the system. These acquisition types are described in detail in the FA—200 Acquirin
Fixed Assets document available in the Fixed Assets Help Reference Library.
o Al o Added Manually
o From Vouchers o From CSV Upload
Run As Preview, Print, PDF® and Excel®. are all options for this report.
If Printing use When selecting the Print “Run As” option, if possible print on both sides of the page (duplex) for the
Duplex default print setting. This saves paper and reduces storage requirements.

[ADM-AUC-FA-1894]

4. 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.

4.1. 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 Orders Accounts Payable Fixed Bssets  Hurnan Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern Favurites
B S & M+ + W U ] oo

Figure 7 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.
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Users Favorite Selection ]
ot UC] 73-Users Favorite Selection [theresa] X
Goto...
Theresa Add Favorite
Actions:
Enter Slot#
1 5 Available Menu Itemns for Human Resources X
Task# Description Tof Lookup Cancel Clear All
i 6433 Emplouee Maintenance ~
1 &cld Favorite 6771 Emplodee Maintenance - Read Only
6550 Position Maintenance

6509 Employee Leave Balance Update Screen 3
6470 Employee Name Search

Ledgers 6179 Emplouee Email Update Screen
6471 Emploges Deduction/Benefit Delete Log
IPETE ORE £473 Enploges Additional Hages Delete Log

Click the [1 Add Favorite] button
Make a selection from the list

Accounts Payabl| 6671 Emploges Salary Delete Log
6558 Emploges Leave Change Log

Fized Assets

6424 Harrant/Create Timeshest Screen

1.
2.

2 6160 FLSA Processing “ ”
m— Eééz Ez{:::: i;::g::g:: bu Grous 3. Select the task “Employee Name Search
Collections 6010 S;?sz:sangggafzusl‘ate Warrants 4. CI ICk [OK]

i % Print Checks oToTeS T OPTIONE ; ; ;
Matar Excse 7338 Print Doposst Advices v 5. Assign a slot for the selection; click [OK]
Mizc Billing
System Find Search  Cancel Help Eof
i 1

Figure 8 Steps to create a favorites screen

In the example shown a user has chosen the AP/PO Dashboard and also the PO Query screen.

A favorite task in slot #1
A second favorite task in slot #3

2 Del Favorite & 19:
5

S M:
Figure 9 A user’s selections

o~

. . 4 .
- LETE RIS R TEE o 1. The [1 Add Favorite] button displays a
Anthea Dinond 4 menu of available tasks
Actions ) - 4 2. The [2 Del Favorite] button allows the
: : e : removal of a favorite from a slot
[ 1] z 17: ) 3. The user’s name as entered in the
! Ao Faverke = View All Purchase Orders = ‘ user prOﬁIe screen
¢
4
P
4

[ADM-AUC-SY-8067]

5. HELP REFERENCE LIBRARY

The button on the FA-650 Upload Fixed Assets Acquisition Template was changed from [View] to [Run] to make
all template buttons within the Help Reference Libraries consistent.

Fixed Assets Help Reference Library

Reference Card Wiew  |Send ~
———————— TEMPLATES —————
FA-550 Upload Fixed Aszsets Acguizition Template B |

Figure 10 Before
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Fixed Assets Help Reference Library

Reference Card Wiews  [Send A
———————— TEMPLATES -—————-
FA-650 Upload Fixed Aszszets Acouizition Template Run

Figure 11 After

5.1. New or Updated Documents

The following new or updated documentation was added to the help reference library:

e PROCESSING FA—200 Acquiring Fixed Assets [Updated]
FA—210 Disposing of Fixed Assets [Updated]
FA—220 Asset Changes [Updated]
FA—230 Depreciation Process [Updated]
e MAINTENANCE FA—330 Asset Maintenance [Updated]
e REPORTS FA-510 Asset Reports [Updated]
FA-520 Depreciation Reports [Updated]
e TABLES FA—610 Fixed Asset Tables [Updated]
e SYSTEM FA—820 System Administration Kit [Updated]
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