GENERAL LEDGER

RELEASE NOTES—-DECEMBER 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
General Ledger system.
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1. MAINTAIN ACCOUNTS IN CLOSED FISCAL PERIODS

Prior to the software update, for accounts where the Fiscal Period was closed, the only fields that allowed entry
were the fiscal year and the account number.

1.1. User Defined Field Updates [Enhanced]

Now, the User Defined fields may be edited on accounts in closed fiscal periods. This will allow designating fields
for use in preparing, for example, a Schedule A report.

IE [AUC] 1000-Maintain Chart of Accounts [theresa]

Goto...

Actions

1-Add Accourt

2-Edit List

3-Error List

4-Zero Accounts

7 Meww Acct Since

S-Summary Accts

Closed

File Edit Ledgers FPurchase Orders Accounts Payable  Fixed Assets

B S 2 W+ » o {EEN

=] i

Maintain Chart of Accounts e Gz

Human Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern Faworites  Help

- x

09-Jun-2014
Last Trcin FY

‘ Fr E015 Account

JE00-S70-0000-000-00-00-25550

Description KCCRUED COMP ABES PAYABLE
User Defined
Account Type [ Lisbility SubType P Posting
DOE Line 1 | |
Accounting Purpose Budgeting DOE Line 2
User defined field
Special Revenue? es (21Mo BudgetGroup NCL  Unclassifiq Description is set in the System Profile table.
Cash Account? Yes (@) No T mEEme !
Interfund Transfer? Yes Mo Budget Type Cperating COACode 5
Select for Int Dist? fes Mo Personal Services
Copy to Mext FY es Ma CIP COACode B
Mot Budgeted COACaode 7
Human Resources Account Access Read Cnly Limited COACode 8
Per Svis Account fes Mo COACode 9
Exclude from Budget Mill Rate Yes COA CDE‘E 10 ,_
COA Code 11
TEST
Budget Check Account  Q000-000-0000-000-00-00-00000
Description
Opening Balance Opening Bal Adj Encumbrance Debits Credits Remaining Balance

Actuals |

Work in Progress |

[ADM-AUC-GL-8322]

2. REPLACING A BANK/Inactivating a Bank Code [Instructions]

To inactivate a bank code, to prevent the inadvertent use of an “old” code when changing to a new bank, go to
Ledgers P Account Maintenance » Bank Codes, select the code for the bank to inactivate, and select Actions » Inactivate

Bank.
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2.1. Ledgers P Account Maintenance » Bank Codes

[ 1AUC] 2517-Maintain Bank Codes [theresa] - I3
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
B SE we s Y Q @ E L
Maintain Bank Codes
Gota.
Bank WS Mame BANC OF AMERICA 1 ABAF DEFL-0027-7 ABANumerator [
Actions
ABA Denaminatar
Add Bank
dress1 PO EOX 830175 Direct Deposit Orily
Edit List dress 2 @Yes  OMo
dress 3 CashBookBank  ImprestAceount
(eefomsie BErd ciy  [DALLAS State T Zip Code [F5283-0000 Oves  @Ho Yes (9Na
4-Accourts Pavable S-Accourts Pavable-4CH B-Human Resources Human Resources-ACH 7-Collections: 8-Misc Billino

Figure 1 Inactivate a bank on the Bank Code table

2.2. User Profile Screen (Multiple Tabs per User)

Go to the System P User Menu P User Profile » to set the Default Bank for users to something other than the old
bank: (If there is no bank on the user, leave it blank so that it will “fall through” and use the system default).

2.2.1. User Profile Screen » [3 PO/AP] Tab

User Profile Screen

Gt
° Bmered  07-Gep-2009 MUPDEVL
Adiions Username HERESA Changed  2¢—Gep-2018 THERESA
Name [Theresa Last Login 020t -2018 08:38:58.66 Live

1 General 2 Anﬁm Security 3POJAP 4 Human Resources 5 Bucet 6 Collactions 7 Misc: Billing ' Login Hist
Access for APJPO Vendors OTown O School @ Both Accept New Vendor Requests  OYes @ MNo

Allow Add Vendors on the Fly Qo

@ ves

Purchase Order Defaults Accounts Payable Defaults

Default Type
Default Bank

P Paunent Voucher

ERST  BANK

Default PO Type A Rezular

Sunnreas Pra#Rectict Eatred lain () Vs [CL

Figure 2 Accounts Payable default bank for each user on the User Profile screen

2.2.2. User Profile Screen » [4 Human Resources] Tab

User Profile Screen
sete. Btered  (7-Gep-2009
o Username ITHERESA Changed  02—0ct-2015
ors Name Theresa Last Login (7—(ort ~2018
1 General 2 Account Sscurity 3PO (AP 4 Human Resources 5 Budset 6 Collections 7 his
Human Resource Defaults
Tabh nccess{:? Employee Maintenance
Contact Information @ ves O Mo Default Bank ﬁ:'\rR PAYROLL - CITIZENS BANK
Personal Information @ vYes (Mo

Figure 3 Human Resources default bank per user
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2.2.3. User Profile Screen » [6 Collections] Tab

User Profile Screen
Gaote
° Erered  (7-Sep—2003 MUPDEVL
Actions Username HERESA Changed 02—t ~2018 THERESA
Name [Theresa Lsst Login 02-(ct-2018 14:01:22.62 Live
1 Genersl 2 Accourt Security IPOIAP 4 Human Resources 5 Buloet & Collections: 7 Misc Billine ¥ Loain Hist

Collection Defaults

Restrict User to process their own batches ONLY

Oves  @nin Default Bank E0A
Batch Entry screen - Set button to @ submit O Send To
Include in the List of SEND TO names ®Yes O No

validator - Receipt Printer IS

Figure 4 Default Bank for Collections Batches

2.2.4. User Profile Screen » [7 Misc Billing] Tab

=

User Profile Screen
colo Entered (7 -Sep-2009 MUPDEVL
Username HERESA Changed  DE—Sep—2018 THERESA
MName fTheresa

Last Login 02-(ct-2018 08:38:58.66 Live

1 General 2coount Securty | Ul 3P0 /AR

[ ¢ Human Resources 5 Budaet [ED 5 colections B3 7 viseBiina ¥ Locin Hist
Misc Billing Defaults
Restrict User to process their own batches ONLY — OYes  @MNo Default Bank
Batch Entry sereen - Set button to @ submit O Send To
Include in the List of SEND TO names @ves  OMNo

December 2018

Figure 5 Miscellaneous Billing default bank for each user on the User Profile screen

2.3. System P Department Group Profile Tab

System P Department Group Profile » Collections (for any departments that do Treasury Receipts Imports)
Treasury Receipts Import Defaults section:

Actions

4 Add Dept

5 Eclt List

6 Liser List

Department Group Profile

Dept Group Description  |AES RECREATION DEPT

1 General 2P0 AP 3 Collections

Collection Defaults

Treasury Receipts Import Defaults

Bank for CashiChecks
Bank for Credit Cards
Bank for Online Payments

POOL HR DIRECT DEROSIT
pool HR DIRECT DEPOSIT

Bank GL Account  QOG0-000-0000-000-00-00-00000
pool HR DIRECT DEPOSIT

Bank GL Account  0000-000-0000-000-00-00-00000
Bank GL Account  0000-000-0000-000-00-00-00000

Split Refund/Cradits into Separate Batch Yes Mo

Figure 6 Three options for default banks for Cash/Checks, Credit Card & Online payments for Collections

2.4. Module Control Values For Default Banks

24.1.

AP Voucher Batches — Module Control #2010

eq#|Description

M

efault Bank for Voucher Batches

|tnswer  [Edit Buttan

m |
ERST

Figure 7 Accounts Payable » Module Maintenance » Module Control

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.

Page 4 of 26
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2.4.2. Treasury Collections Batches — Module Control #4003

Seqﬂ?Descrintinn [nswer  [Edit Button |..n.l_J

4003 [Mef ault Bank Code ICRE

Figure 8 Collections P Module Maintenance » Module Control

2.4.3. Miscellaneous Billing — Module Control #11002

Seq#|DescriptiDn |.ﬂ~nswer ‘

11002 Default Bank Code BOA

Figure 9 Miscellaneous Billing » Module Maintenance P Module Control

2.4.4. Human Resources — Module Control #6002

ceq#|Description [2nswer | Al_J

6002[Default HRF Bank IF'FI'!"R

3. JOURNAL ENTRIES P FUND BALANCED? [Enhanced]

Some sites wish to exercise additional controls on journal entries. To ensure that each journal entry

is fund balanced, a new module control value is introduced in this software update. Select Ledgers »
Module Maintenance P General Ledger Module Control P #1001 to control how journal entries are
handled if the entry is not fund balanced.

The default module control #1001 value is “N”, meaning that journal entries do not have to be fund balanced.

seg#lDescrintion I~ lanswer [Fdit Bytton | I
ournal Entry Must Be Fund Balanced
The report produced when checking a journal entry will lista “"WARNING: Fund #### not in Balance
— DR $$$$ CR $$$$” under the JE Errors section of the edit list. See Figure 10.

1134-FMREP: GLJRNERR .REP Printed 02-0ct-2018 at 15:03:05 by THERESA Page 1
Town of Admins
Journal Entry Error Edit List

: Fund 6480 not in Balance- DR
: Fund 1000 not in Balance- DR CR 362.06

1 No Line Item Errors £480-000-0000-000-00-00-10400

Figure 10 Journal Entry Error Edit List showing a Warning that fund is not in balance

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 26
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If module control #1001 is set to “Y”, and a journal entry is not fund balanced when checked, the system will not

allow the journal to be posted. See Figure 11. This is a hard error.

1134-FMREP: CLJRNERR .REP Printed 0Z-0Oct-2018 at 15:1
Town
Journal Entr:

34 by THERESA
f Admins
Error Bdit List

JE Errors

ERROR: Fund €480 not in Balance- DR 362.0& CR
ERRCOR: Fund 1000 not in Balance- DR CR 362.06

Page 1

Figure 11 Journal Entry Error Edit List showing an ERROR on funds not in balance

4. LEDGERS P Queries P User Account Security [Enhanced]

When checking security for a user, the system was not finding the username based on a partial
match and instead would display the message “E13-Invalid or Inactive User”. Now the system
will display the next user — for example, if the username being sought is “LuAnn”, and “Lu” is

[ADM-AUC-GL-8309]

entered in the username box, the LuAnn record will be displayed. A partial search term will display

the desired record.

Users Account Security Inquiry

User Alex Ketabi Fiscal Year  Po22 ‘

Iﬁ Check Error -

Figure 12 Before - error message when a partial search was entered

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Users Account Security Inquiry

User Alex Ketabi Fiscal Year 2022 ‘

Ty
Users Account Security Inquiry

User ENIEY] Lufinn Moore Fiscal Year 022

Account# Description Access Type
(11 00-000-0000-000-00-00-10200 Write

O Q0= 000-0000—000-00-00-10400 CASH. TRASH COLLECTION birite

O O0-000-0000—-000-00-00—-12400 TAX LIEMS RECEIVARELE Write

(11 00-000-0000-000-00-00-12700 TRASH CHARGES RECEIVABLE Write

0 O0-000-0000-000-00-00-20100 LARRANTS PAYABLE birite

Figure 13 After — the system will match on a partial name entered and present the desired record
[ADM-AUC-GL-8312]

5. QUERIES P Transaction History [Enhanced]

ADMINS added information on the deduction type, year, and bill number to the [Display — Notes] field on the
transaction history screen to identify REO3 deduction transactions (Abatements and Exemptions).

All Trx Co Transaction History
Goto.
HEIED Posting# FY Reference# User Bat
2016 518500 RAO3111672

£ Drill Doreen

7 Acct Bal Incuiry
& Excel

a Excel by Date 1 sccount | ZPastinae | 3 User Betch | 4 Reference# | 5TrxDate |
Trx Date Account Humber Line 6L Line TrxCode Amount Type Display - Notes |
15-Mar-2016 1000-000-0000-000-00-33-12200 14 1 REGZ 298,16 CR

15-Mar—2016 1000-000-0000-000-00-33-12300 1d 1 REO3 898,16 DR

15-Mar-2016 1000-000-0000-000-00-3d-12200 2d 1 REO3 853,21 CR

15-Mar-2016 1000-000-0000-000-00-34-12300 24 1 REO3 853,21 DR

15-Mar-2016 1000-000-0000-000-00-35-12200 34 1 REO3 829.35 CR

15-Mar-2016 1000-000-0000-000-00-35-12300 34 1 REOZ 829,35 DR

Figure 14 Before — no notes were displayed for RE03 (Abatement / Exemption transactions

This will help to relate Real Estate transactions with General Ledger entries.

Al Tr Co |Transaction History |

e Type Asset. 0 PO Balances
FY  Account Number Sub-Type Posting K PO Balance as Of
[1000-000-0000-000-00-00- 12300 Status Active
& Drill Dowen PROVISION FOR ABATEMENTS 2 EMEMPTIONS Fund Status  Active
7 Acct Bal Inguiry
8§ Excel
9 Excel by Date 1 Accournt 2 Posting# L

— TrxCode Display - Notes
[Trx Date Reference®| Ling| G| User Bat#| Postin = % =
26-0ct-2018 670300 14 REO3 0261841 BE624E #M for 2017 Bill# 006709-00

PE-0ct-2018| 664900 | 13 REO3 M_HHH%BT for 2017 Bill# 006649-00

s = | RECZREE] SRR For 2017 Bill# 006649-00

Figure 15 After—the Transaction History screen [Display Notes] button shows the deduction type, year and bill #
[ADM-AUC-GL-8254]
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6. REPORTS

ADMINS changed the output file names for some reports, added a new report and updated a report.

6.1. Overnight Posting Reports [Enhanced]

ADMINS added the date and time to the output file names for the General Ledger Posting reports produced by the
overnight posting process. Prior to the software update, the file names shown in the image in Figure 16 did not
include the Year/Month/Day/Time and were over-written each time the posting was run. Now, each report, with
the date and time stamp included in the file name, will remain in the folder until archived by the periodic
automated archive process.

GL_Tren_Posting_Smry_AUCBATCH_20181120003601.pdf  11/20/2018 9:36 AM  Adobe Acrobat D... KB A
GL_Posting_Batch_AUCBATCH_20181120093601.pdf 11/20/2 iy Adobe Acrobat D... KB A
GL_Posting_Error AUCBATCH_201281120093601. pdf 11/20/2018 9:36 AM  Adobe Acrobat D... 768 KB A

Figure 16 Overnight Posting reports now include a date and time stamp in the output file name

+'&  Thisis relevant only to sites choosing to post batches overnight. To learn more
% about using this option, contact support@admins.com.

[ADM-AUC-GL-8323]

6.2. Transaction History PFind a Transaction Dollar Amount [New]

ADMINS created a new

. 3 Ledger Transaction History Reports report aIIowing users to
Reeport ame [wiews [Report_[Last Run Date searCh for transaCtionS
Actions 1630-Transaction Detail Report. w/Notes | | Run |153-Aug-2018 Of a Speci-ﬁc do“ar
16324‘-6“55':“_ B Task 1165 Transaction History - &mount Search X H -
L35 Transactd - amount. This report
_ 1629*T|‘ansactl. Transaction History - Amount Search i
Ropor ategores Gt | ot Fiseal vear 1| could help a user to balance a bank
2 Transaction History 1833-Transact] Required: Enter Search Amount 1 balance tO the AUC System for CaSh or
jorith to Date 1634-Transacti - - - - . -
R T Transacti if reviewing journal entries to try to find

1667-Transacti Run as @ Excel
1636-Transact.i
1540-Transacti
1699-Transact.i

an amount that has hit the general

Lookup — T 1| ledger several times. Finding all of the
el transactions of a specified amount

Fun would help in determining, for example,
if an adjusting entry needs to be made.

ion Report - PO Transactions

1165-Tranzaction History — Amount Search

Figure 17 Report #1165 Transaction History — Amount Search

Select Ledgers P Reports P Report Library P [Transaction History] to run report #1165, Transaction History—
Amount Search. The report runs to Excel®. Two fields are required: Fiscal Year, and the dollar amount the user is
searching for. In the example, transactions in fiscal year 2019 are being searched for the amount $362.06. The
following report shows the result:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 26
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A B c D E F G H | J K L It i) Q P G
1 Tix Date Year Account Description Bef # Line GLLn Code Sub User Batch Posting # Post Date Approp/Open Approp Adj Encumbrances Debit Credit
2 102202016 2019 0200-000-0000-000-00-00-36200 RESERVE FOR ENCUMBRARICE 15610 1 1 PO Bee2799 5,862,799 102212016 36206
3 [10/2202018 2019 0200-000-0000-000-00-00-39200 ENCUMERANCE 15610 1 1 PO ‘Bee2799 8,862,799 10/22/2018 36206
4 |10/22/2018 2019 0200-450-0000-004-00-00-52240 EGUIP MAINT COSTS/CONTRACTS 19610 1 1 POM ‘bes2799 8,862,799 10/22°2016 36206
5 [10/2202018 2019 0300-000-0000-000-00-00-10400 CASH, UNRESTRICTED 416904 1 1 APO fist19 8,862,801 10/2212018 36206
6 [10/22/2018 2019 0300-000-0000-000-00-00-20200 ACCOUNTS PAYABLE 416904 1 1 AP0 fis119 8,862,801 102272016 362.06
7 102202016 2019 0300-000-0000-000-00-00-20200 ACCOUNTS PAYABLE 416904 1 1 APO2 KERE] 5,862,800 10/22/2016 36206
& [10/2202018 2019 0300-000-0000-000-00-00-39300 EXPEMDITURE 416904 1 1 ApO2 fist1g 8,862,800 10/22/2018 36206
9 [10/22/2018 2019 0300-450-0000-004-00-00-54230 MOTORIZED EQUIPMENT AND PARTS 416904 1 1 APO2 KERE] 8,862,800 10/22/2016 36206
10 1072202018 2019 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECKING 1711250 H 10 DPO1 3 8,862,804 10/2212018 36206
11 10/22/2018 2019 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECHING 22 40 RCH  REOT Be4 8,862,804 10/2272016 362.06
12 (1022016 2019 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECHING 22674 2 1 JED1 ‘Bee27es 5,862,785 10/272018 36206
13 10/22018 2019 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECKING 22675 2 1 JEO1 "Be62786 8,862,736 10/202015 36206
14 10/22/2018 2019 1000-000-0000-000-00-00-39100 Revenues 1711250 45 10 DPD1 TS 8,862,804 10222016 36206
15 102202018 2019 1000-000-0000-000-00-00-39100 Revenues 2521 40 RO RE0T Be4 8,862,804 10/2212018 36206
16 1022016 2019 1000-000-0000-000-00-00-39300 Expenditures 22675 10,002 1 JEM ‘Gee27 86 8,862,786 10202018 362.06
17 1002202018 2019 1000-000-0000-000-00-00-41710 PEMALTIES & INTEREST, REAL ESTAT 23 40 ROt RE0T Fod 5,062,804 10/22/2016 36206
16 10/22/2018 2019 1000-000-0000-000-00-00-43236 111F REMBURSEMENTS 1711250 45 10 DPO1 ®es 8,862,804 10/22/2018 36206
19 1022016 2019 1000-000-0000-000-00-00-86688 Suspense 22674 JEM ‘Bes2785 8,862,785 1022018 36206
20 1022018 2019 1000-137-0000-001-00-00-52010 ADVERTISING 22675 4 1 JEO 'Be62786 8,862,736 10/202015 36206
21 1022016 2019 6480-000-0000-000-00-00-10400 CASH, PLANNING BOARD REVOLYING 22674 1 1 JEM ‘Bee278s 8,862,785 10202018 362.06
22 10202016 2019 6480-000-0000-000-00-00-10400 CASH, PLANNNG BOARD REVOLYING 22675 1 1 JED1 ‘Bee27e6 5,862,785 10/272018 36206
25 10/22018 2019 6480-000-0000-000-00-00-33300 EXPENDITURE 22675 10,001 1 JEO1 'Be62786 8,862,786 10/202015 36206
24 1022016 2019 6480-000-0000-000-00-00-52010 ADVERTISING 22675 3 1 JEM ‘be2766 8,862,786 1022018 36206
25 10i202018 2019 6480-000-0000-000-00-00-866588 SUSPEMSE 22674 JEO 'Ba62785 8,862,735 107202015 36206
26 362.06 3,962.66 4,344.72

Figure 18 Sample output of report #1165, Transaction History — Amount search

The report shows the data in columns A through Q, described below:
Column Column Label Description of Contents

A Trx Date Date of each transaction
Year Fiscal year (will always be the same as that entered on the report)
Account Account number

Description

Account description as defined on the Chart of Accounts maintenance
screen

B
C
D
E

Ref #

if an AP## transaction, the voucher #, PO##, the PO #, JE&##, the journal #,
for Treasury Receipts (DP01) the Transaction number)

Line #

Transaction line number (voucher, po, journal, or receipt batch line
number)

GLLn

General ledger line # - if multiple GL lines are used, this identifies what line
is referencing the amount

Code

General Ledger Transaction code (see Ledgers P Queries P Gl Transaction
Codes for a list of codes & descriptions)

Sub

In collections batches, further identifies the type of transaction

User batch

The user batch in which this transaction was processed

Posting #

The general ledger posting number— used on query screens and reports for
transactions with that posting number

-

Post Date

The date the transaction was posted to the General Ledger

Approp/Open

Appropriation/opening amount for the account—if the transaction amount
searched for was an appropriation amount, it will show in this column

Approp Adj

Appropriation adjustment amount for the account—if the transaction
amount searched for was an appropriation adjustment, it will show in this
column

Encumbrances

Encumbrance amounts are generally created by either purchase order
activity or via payroll encumbrances

Debit

The specified amount will appear here if it was used to debit an account

Credit

The specified amount will appear here if it was used to credit an account

[ADM-AUC-GL-8314]
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General Ledger December 2018

6.3. Transaction Detail Report Added Notes — RE Deductions [Enhanced]

ADMINS added information on the deduction type, year, and bill number to the [Display — Notes] field. This will
help to relate Real Estate transactions with General Ledger entries. Select Ledgers P Reports P Report Library
[Transaction History] to run report #1165, Transaction History—Amount Search. The report runs to Excel®.

| .ﬂ f) ~ - GL_Tren_Detail_with_MNotes_ THEREZA[A].xml - Bicrosoft Excel
Haome Insert Page Layout Formulas Data Fewi g e
WG - fx
A B (i 8] E F G H | J K L 1] I ki
1
2 Trans Date <Code GLPost# Ref# Line GLLn Total Approp Encumbrance Debit Credit Het-Amount Hotes TR-Revenue-Code User-Batch
3 26-0ct-2015  REOD3 8562522 o 14 1 o.0a 0.00 175.00 0.0a 175.00 RE10261541
4 26-Oct-2015 REODS 5562523 1] 13 1 0.00 0.00 50.00 0.00 50.00 RA10261542
5 26-0ct-2015  REOD3 0562523 0 24 1 o.0a 0.00 50.00 0.0a 50.00 R&10261542
B 24-0ct-2018  REOD3 8862817 o 14 1 o.0a 000 1,20000 0.0a 1,200.00 R&10241837
T 24-0ct-2015 REO3 5562513 1] 14 1 0.00 0.00 100000 0.00 1,000.00 RA10241835
§ 22-0ct-2015  REO3 0562795 o 14 1 o.0a 0.00 TiT o0 0.0a 7700 RA10221536
9 30-Jul-2018 RED3 8882520 o 14 1 0.0a 0.00 §00.00 0.00 §00.00 R&10241539
A0 | 30-Jul-2015 REO3 8562521 o 14 1 o.0a 0.00 §00.00 0.0a §00.00 R&10241540
11 | 30-Jul-2018 REOD3 8362821 o 24 1 o.0a 0.00 900.00 0.0a 900.00 R&410241840
12 1000-000-0000-000-00-00-12300 PROVISION FOR AB 0.00 0.00  5,752.00 0.00 5,752.00
13
14 |26-Oct-2018  REO3 8862822 o 14 1 0.0a 0.00 0.0a 175.00 -175.00 RE10261541
15 |26-0ct-2018  REODS 5362523 o 13 1 o.0a 0.00 o.0a 50.00 -50.00 R&10261542
16 |26-Oct-2018  REO3 8862823 o 24 1 o.0a 0.00 o.0a S0.00 -50.00 R&102615842
17 24-0ct-2015 REOS 8562517 1] 14 1 0.00 0.00 0.00 120000 -1,200.00 RA10241837
18 |24-0ct-2018  REOD3 5362515 o 14 1 o.0a 0.00 000 1,000.00 -1,000.00 RA&10241535
19 |22-0Oct-2018  REO3 8862735 o 14 1 0.0a 0.00 0.0a 77700 Rrrrd R&10221836
20 | 30-Jul-2015 REOD3 8562520 o 14 1 o.0a 0.00 o.0a §00.00 -500.00 R&10241539
21 |30-Jul-2018 REOD3 8362821 o 14 1 o.0a 0.00 o.0a 800.00 -800.00 R&410241840
22 30-Jul-2015 REOD3 5562521 1] 24 1 0.00 0.00 0.00 S00.00 -800.00 R&10241540
23 1000-000-0000-000-00-37-12200 2017 REAL ESTATE 0.00 0.00 0.00 5,752.00 (5,752.00)
24 | ==Total** 0.00 0.00  5,752.00 5,752.00 0.00
25

Figure 19 Before - no notes were displayed for RE03 (deduction) transactions

| 9~ |+ GL_Tren_Detail_with_Maotes_ THERESA[A]xml - Microsoft Excel
Home Insert Page Layout Formulas Data Rewiew Wiew
X3l - Jx
A B © ) E F G H | il K L Il i)
1
2 Trans Date Code GLPost? Ref# Line GLLn Total Approp Encumbrance Debit Credit Het-Amount Hotes TR-Revenue-Code User-Batch
3 26-Cct-2018 REOS 8862822 o 14 1 .00 0.00 175.00 0.00 175.00 EXM for 2017 Bill# 006709-00 RE10261541
4 | 26-0ct-2018 RE0Z 8362323 o 13 1 0.00 0.00 50,00 0.00 50.00 ABT for 2017 Bill# 006649-00 RA10261542
5 26-Cct-2018  REOS 5862823 o 24 1 .00 0.00 50.00 0.00 50,00 ABT for 2017 Billd 006649-00 RA10261542
6 24-Cct-2018 REOS 8362817 o 14 1 .00 000 120000 0.00 1,200.00 ABT for 2017 Bill¢ 001002-00 RA10241837
7 24-Qct-2018  REOS 53862818 o 14 1 .00 000 1,000.00 0.00 1,000.00 ABT for 2017 Bill¢ 001003-00 RA10241535
§ 22-0ct-2018 REOS 8862798 o 14 1 .00 0.00 77700 0.00 FI7.00 ABT for 2017 Bill# 001144-00 RA10221836
9 50-Jul-2018 RE0Z 8362320 o 14 1 0.00 0.00 G00.00 0.00 GS00.00 ABT for 2017 Bills# 001004-00 RA102415359
10 | 30-Jul-2018 REOS  G862821 o 14 1 .00 0.00 §00.00 0.00 800.00 ABT for 2017 Bill# 001007-00 RA10241540
11 1 30-Jul-2018 REOS  G862821 o 24 1 .00 0.00 900.00 0.00 900.00 ABT for 2017 Bill# 001005-00 RA10241540
12 1000-000-0000-000-00-00-12300 PROVISION FOR AB 0.00 000 5,752.00 0.00 5,752.00
13
14 26-Oct-2018 REODG  ©362g22 o 14 1 0.00 0.00 0.00 175.00 -173.00 EXM for 2017 Bill¥ 006703-00 RE10261841
15 |26-0ct-2018  REO3 8862523 o 13 1 .00 0.00 .00 50.00 -50.00 ABT for 2017 Bill¢ 006649-00 RA10261542
16 26-Oct-2018 REOZ 8362323 o 24 1 0.00 0.00 0.00 50,00 -50.00 ABT for 2017 Bill# 006649-00 RA10261542
17 |24-0ct-2018  REO3 8862317 o 14 1 .00 0.00 000 120000 -1,200.00 ABT for 2017 Bill# 001002-00 RA10241837
16 24-0ct-2018 RED3 8862515 o 14 1 .00 0.00 000 1,000.00 -1,000.00 ABT for 2017 Bill# 001003-00 RA10241535
19 22-0ct-2018 REO3 8862795 o 14 1 .00 0.00 .00 77700 -777.00 ABT for 2017 Bill 001144-00 RA10221836
20 1 30-Jul-2018 REOS 5862520 o 14 1 .00 0.00 .00 §00.00 -500.00 ABT for 2017 Bill¢ 001004-00 RA10241539
21 30-Jul-2018 RE0Z 8362821 o 14 1 0.00 0.00 0.00 800.00 -300.00 ABT for 2017 Bill# 001007-00 RA10241540
22 130-Jul-2018 REOS  G862821 o 24 1 .00 0.00 .00 900.00 -900.00 ABT for 2017 Bill# 001005-00 RA10241540
23 1000-000-0000-000-00-37-12200 2017 REAL ESTATE 0.00 0.00 000 5,752.00 {5,752.00)
24 ***Total*** 0.00 0.00  5,752.00 5,752.00 0.00
25

Figure 20 Notes are displayed for RE03 (deduction) transactions — exemptions, abatements, year and bill #
[ADM-AUC-GL-8254]
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7. YEAR END PROCESSING

Ledgers

General Ledger

Account Maintenance
Journal Entry Processing
Paosting Control

Audit Owerrides

Queries

Reports

OpenGov Dashboard

“ear-End Processing

R .

Create Mew Fiscal Vear (Online)

Unpast Processing Create Mew Fiscal Vear (Batch)

Module Maintenance >

Copy Accounts Changing Fiscal Year (Online)

December 2018

B Task 130%: Copy Accounts Changing Fiscal Year {Online) X

Copy Accounts Changing Fiscal Year [OnLine]

Required: Enter Fiscal Year Range From: [2g19 Tu:

Run as @ preview O Print
If Printing use Duplex @ yeg

J PDF
U No

Lookup Cancel Clear All

7.1. Copy Accounts Changing Fiscal Year [New]
This process is used to:

1. copy newly created “From” fiscal year accounts to the “To” year, or

2. update the status (active or inactive) of accounts in the “To” year based on the status of the account in the

“From” year

5

Maintain Chart

Q0-00-10400

‘ Fr 000 Account

Description [CASH, TRASH COLLECTION

‘ Account Type i Asszet

SubType F Paosting

Accounting Purpose

Budgeting

Special Revenue?
Cash Account?

Interfund Transfer?
Select for Int Dist?

@) Yes
@ es
O Yes
O es

ONo
O Ma
® Mo
® Mo

Budget Group ] MCL

Budget Type () Operating
(I Personal £
QOcCIP

Copy to Next FY

(® Mot Budge

(OYes @ Mo
|

This may be used when new accounts are added in
the current fiscal year and these accounts are needed
in the upcoming fiscal year when the new fiscal year
has been created prior to the new accounts being
added.

It copies accounts in the “From” year to accounts in
the “To” year but only when the “From” year
accounts do not exist in the “To” year.

Three reports are issued when this command is run.
The first report lists any accounts not copied due to
the Copy to Next FY radio button being set to “No” on
the Maintain Chart of Accounts screen.

1834-GLNOCFYNY ' .FEP

Printed 29-0ct-2015 at 12:23:33 by THERE3L

Page 1

Towm of Adwins
Accounts not copied to New Year

Accounts not copied to 2020

Account #

Description

Account

Type

Account
Sub Type Reason not copied to New Year

0100-000-0000-000-00-00-10400

CASH, TRASH COLLECTION

##%*% Total hccounts not created in New Year: 1

Aszet Posting Set to No for Copy to New Year

The second report lists any accounts that have changed status — either Active to Inactive or vice versa. The second
report shows only those accounts which exist in both years where the status is different from one year to another,
i.e., set to active in the “To” year but is inactive in the “From” year.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1833-GLCRENEWFYRSTAT. REP Printed 29-0ct-2018 at 13:03:54 by THERESA Page 1
Town of Adnins
New Year Accounts with Updated Status

2020 Accounts with an Updated Status during Create New Year process

-

Account hccount  From To
FY  Account # Description Type Sub Type Status Status
2070-000-0000-000-03-00-10400 CASH, BIG VELLOW SCHOOL EBUS (MA CULT C Asset Control  Active Inactive
2070-000-0000-000-03-00-20100 WARRANTS PAVABLE Lishility Fosting  Active Inactive
2070 0000-000-03-00-20200 ACCOUNTS PAVAELE Lishility Control Active Inactive
2070-000-0000-000-03-00-20210 ACCRUED PAVROLL Lishility Conteol  Active Inactive

*7% Total Accounts Updated 4

Figure 21 Report of accounts with a status change copied from one year to another

If an account already exists in the “To” year then the process does not update or overlay the “To” year account.
Any characteristics like Account Type (for example, from control to posting) in the “From” year are not updated in
the “To” year.

The third report lists the new accounts to be added to the GL chart:

1254-GLCOACPYELE_OL.REP Printed 29-Oct-2018 at 12:28:37 by THERESA
Town of Adwins
Copy Accounts Changing Fiscal Year
New Accounts to be added to the GL Chart.
Account Acecount Spec Inter Int Copy Bud Excl Budget
F¥  Account § Description Type fub Type h R G
2020 2070-000-0000-000-03-00-10400 CASH, BIG YELLOW SCHOOL BUS (MA CULT C Asset Control 1 ¥ T N T U u UNCL
2020 2070-D00-0000-000-03-00-20100 UARRANTS PAYABLE Liability Posting 1 oot ow Y U oW e
2020 2070-000-0000-000-03-00-20200 ACCOUNTS PAYABLE Liability Control 1 N T N T U u UNCL
2020 2070-000-0000-000-03-00-20210 ACCRUED PAYROLL Liability Control 1 N n N T U u UNCL
2020 2070-000-0000-000-03-00-35900 TMNDESIGUATED FUND BALANCE Fund Equity Control 1 N T N T U on UNCL
2020 2070-000-0000-000-03-00-38200 FRESERVE FOR ENCUMBRANCE Fund Equity Control 1 N T N T U u UNCL
FEVENUE Fund Equity Control 1 N T N T U n UNCL
ENCUMBRANCES Fund Equity Control 1 N T N T U on UNCL
EXPENDITURES Fund Ecuity Control 1 N T N T U u UNCL
2020 2070-D00-0000-000-03-00-43300 OTHER STATE REVENUE Revemie  Posting 1 oot ow Y U ow e
2020 2070-000-0000-000-03-00-51000 SALARIES Expenditure Summary 1 N T N T U u UNCL
2020 2070-000-0000-000-03-00-51130 SALARIES, PERMANENT PERSONNEL Expenditure Posting 1 N T N T U u UNCL
2020 2070-000-0000-000-03-00-51140 SALARIES, P/T PERSONNEL Expenditure Posting 1 N T N T U on UNCL
2020 2070-000-0000-000-03-00-52000 EXPENSES Expenditure Summary 1 N T N T U u UNCL
2020 2070-000-0000-000-03-00-52400 PROFESSIONAL SERVICES Expenditure Posting 1 N T N T U n UNCL
2020 2070-000-0000-000-03-00-54160 SCHOOL SUPPLIES Expenditure Posting 1 N T N T U on UNCL
2020 2070-000-0000-000-03-00-88888 SUSPENSE Fund Ecuity Control 1 N T ¥ T U u UNCL
2020 2070-995-0000-000-00-03-35900 FUND BALANCE,BIG YELLOW SCHOOL BUS Fund Equity Sumnary 1 N T N T U n UNCL
*#% Total for FY ##% Posting Sumnary Control Total
Agget: L 1
Liab: 1 z 3
Ecuity: L 3 7
Revenue: 1 1
Expendi ture: 4 2 3
& 3 a 18

[ADM-AUC-GL-8307]

7.2. Close to Fund Balance Screen — Default Fund Selection [New]

Close to Fund Balance

Fiscal Year Fund Ending Date
Close to Fund Balance Eois

If Validation Errors are Found Stop After...

Fiscal Year F“g“f"d';%?;w @ FirstError Listed (O All Errars Listed
— Ture
If Validation Errors are Found Stop After... De you Roll Encumhrance to PYE...
@ First Error Listed () All Errors Listad (@) Mo - Do Mot Roll Enc to PYE () Yes - Roll Enc to PYE
Do you Roll Encumbrance to PYE... Default Fund Selection
@® Mo- Do Not Roll Enc to PYE (O Yes - Roll Enc to FYE @ Close to FD ) Leave Open
1-Select tor Processing 1-Select for Processing

Figure 22 Close to Fund Balance Screen — Before & After—button to select funds to Close or Leave Open by default

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 26
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The Ledgers P Year End Processing » Close to Fund Balance screen now has an additional selection to set all funds
to either Close to Fund Balance or to Leave Open. This will set the value on all the funds in the subsequent screen.
This screen now retains the most recently entered Fiscal Year and Fund Ending Date values.

Process Closeout for Funds Listed

Fiscal Year

Fund Ending Date  30-Jun-2016

1-Process Claseout

Roll Balances Forward @ ves (Mo

Fund Description selection to FB Will not Reprocess -
FIRE SENIOR SAFE GRANT = -~
® Closeto FB () Leave Open —
4180 FIRE S.A.F.E. GRANMT — _p Dze by on 03-Oct-201
ES] [EFC PR TWFETOT RFThE Close to FB Leave Open WMo+ on BA-Fuz—201
Clogeto FB Leave Open Wbse by “on 24-Aug=201 |
He H oee g Ceave open erior Close by on 2d4-Aug—201
A” e“glble funds Close to FA Leava Open  |Prior Cloze by on 24-Aug—201
will be marked y 4 Close i FB Leave Open_|Prior Close by on_24-Fug-201
yd Close i FB Leave Open |Prior Close by on 03-0ct-201
based on the ’ Close ta FB Leave Open  |Prior Close by on 24-Aug—-201
= Cloge to FB Leave Open  |Prior Cloze by on 2d-fAug-201
defaUIt Selectlon Close to FB Leave Open  |Prior Cloze by o 24-Aug—201
i Prior Close b on 24-Aug-201
made on the rior Close ta FB Leave Open Y 2
p M Close to FA Leave Open  [Prior Close by on 29-Aug—201
screen. SIST Close to FB Leave Open  |Prior Close by on 03-0ct-201
Cloge to FB Leave Open  |Prior Close by on 2d-fAug-201
4300 =T Close ta FB Leave Open  |Prior Cloze by on 2d4-Aug—201

Figure 23 Funds will be marked with the default selection as shown in Figure 22 — the value may be over-ridden

[ADM-AUC-GL-8319]

7.3. Report of Funds Selected for Year End Processing [New]

Year End Processes allow the selection of funds, (example shown in Section 7.1). The procedures now issue a
funds selected report, also available by clicking on the [Edit List] button. The processes affected are:
e Close to Fund Balance, (automatically generated during the process, or by clicking on the [Edit List]

button)

e Reverse Close to Fund Balance, (automatically generated during the process, or by clicking on the [Edit

List] button)

¢ Roll Ledger Balances Forward, and

e Reverse Balance Forward processes.

7.3.1. #1062 Fund List for Close to Fund Balance

Goto...

Actions

2-Edlt List

Process Closeout for Funds Listed

‘ Fiscal Year 2017 Fund Ending Date  Z0-Jun-2017

Roll Balances Forward

®Yes (Mo

1-Process Closeout

Fund Description
TRASH-OPERATING
(0200 WATER-OPERATING

belection WFrior Close to FE Will not Reprocess
) Closeto FB (@) Leave Open
Close to FB Leave Open fPrior Close by i

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 ADMINS Unified Community
General Ledger

& TedRE - GI_Funds_Close_Fund_Bal_THERES&[1].lis — Ox

File Edit Format Options

|C0urierNew j |8 j B U|\m~ ﬂ

105Z-GLCFESEL. REFP Printed EZ7-Now-Z018 at 16:17:19 by THERESA Page ll
IFu.nd. List for Close to Fund Balancel

FT Fund Description Btatus

2017 aloo TRASH-OPERATING Close

*** Grand Total *** § of Records: 1

Legend:
MNote: Funds without activity will still close in the fiscal period table.
They can be reopened using the radic button on the screen.

Figure 24 Fund List for Close to Fund Balance — generated during process

Town of Admins
Fund List for Close to Fund Balance

Fiscal Year: 2016

FY Fund
2016 0100 TRASH-OPERATING
2016 0200 WATER-OPERATING
2016 0300 SEWWER-OPERATIMNG FLIND
2016 1000 GEMERAL FLIND

2016 2020 SCHOOL LUMNCH PROGRAM

December 2018

Figure 25 Fund List for Close to Fund Balance — produced via [2 Edit List] button —Excel® format

7.3.2. #1072 Funds Selected for Reverse of Closeout Edit List

&% TedRE - GI_Cfb_Rev THERESA[Z].lis
File Edit Format Options
‘CourlerNew j |8 j B|Z|U|m ~| = =]
107Z-GLCFESELREV_ REP Priwv— 018 g [&E-L7-L57 hw THERESDL I
Funds Selected for Reverse of Closeout
FT Fund Description Status
Z0le zozo SCHOOL LUNCH DPROCRAM Deverse
ZO1E Z04n SCHOOL CHOTCE, REC TUITION Rewerze
2015, zA&0 SPER, EARLY CRILD 4SRANZ Bevemse
. v P FE
z0le 6245 SILVER LAKE 5PLASH Phv GIFT Heverse
z0l6 6250 POLICE K-9 & FIRING RANGE GIFT Reverse
Z0le (3= POLICE VEHICLE PEVOLV- CH 52 E 1/2 Deverse
z0l6 6310 HISTORICAL COMM GIFT Reverse
**+ Crand Total *** # of Records: 27

Figure 26 Fund List with Print/Preview selected

[ADM-AUC-GL-8317]
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7.3.3. #1084 Fund List for Roll Balances Forward

December 2018

Process Roll Balance Forward

Goto...
From Fiscal Year 2015 ToFiscal Year 2020
Actions
o 1-Process Roll Forward
2-Eiit List
Description Selection Prior Roll Fud Will Prompt to Reverse ~
0100 ITRASH-0PERATING (@) Foll Fonward () Do Mot Process
Q200 WATER-OPERATING (@) Roll Fonward () Do Mot Process
QZ00 ISEWER-0PERATING FUMD (@) Roll Forward () Do Mot Process
[GEMERAL FUND (@) Roll Forward () Do Mot Process
2010 [SCHOOL GRANTS () Roll Forward Do Mot Process
2020 |SEHDDL LUNCH PROGRAM D Raoll Forward Do Mot Process
2080 7|°".HP(" SEQURILY 2043 GRANT 7'(_\ RobForaard o @ Dahollrocess ol o o o o ]
B TYCPEL SDAT 1 ofE B0 nBle e T | RouFawad  @Dufterdess [ T T
[E1E0 |MF H 5 GRADUATION INITIATIVE [0 Roll Forward ®DoNotProcess | |v‘

Figure 27 Fund Selection screen for Process Roll Balance Forward — [2 Edit List] produces report of selected funds

Gl_Funds_Roll_Foraard_THERESA[1] pdf - Adobe Acrobat Reader DC
File Edit View Window Help

Home Taols

® B8 HEQ

Gl_Funds_Roll_Fona... ®

I kM O @ o

1084 -GLROLSEL.REP

Pripted 2o lov_2nle ot 002853 by THERECA Do

Fund List for Roll Balances Forward

g
5 -J.§ F_:rpen
2019 2020 SCHOOL LUNCH PROGRAM Open
2018 2030 SCHOOL SECURITY 2013 GRANT Cpen
2019 2040 SCHOOL CHOICE, REC TUITION Open

**%* Grand Total #*** # of Records: 4

7.3.4. #1085 Fund List for Reverse of Roll Balance Forward

= [AUC] 1003-Process Reverse of Roll Forward [theresa]

B S8 e+ Q =

a4l

Process Reverse of Roll Forward

File Edit Ledgers Purchase Orders AccountsPayable Fixed fssets Human Resources Budget Collections Tax MotorExcise MiscBilling  Systern  Favorites Help
3

Gato...
Prior Fiscal Year 2015 Reverse FromFY 2016
Actions
Just List Reversals or Post (O List (@ FPost
o 1-Frocess Reverse
2-Eciit List
Selection [Frior Posting# of Roll Forward
Reverse Balance () lgnore FPosting# 138,913
Reverse Balance () lgnore Posting# 138,913
Reverse Balance () lgnore Posting# 138,913
Reverse Balance @) Ignore Fosting# 138,913
DREVEISE Balance (@ lgnore Fosting# 138,913
Dﬁeverse Balance (@) lgnare Posting# 138,913

[ADM-AUC-GL-8317]
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&% TedRE - GL_Funds_Reverse_RolFwd_THERESA[ 11015
File Edit Format  Options

oot | [s | B|z|u[m] x| == [5 2[3] &)

RLEEA DR E ) I S R LR AL I LS LA mu.l

Fund List for Rewverse of Roll Balances Forward

FY Fund

Description Status
z0lE Z0E0 SCHOOL LUNCH PROGRAM Leverse
z0lE z030 SCHOOL SECURITY Z012 GRANT Leverse
z0lE z040 SCHOOL CHOICE, REC TUITION Leverse

*** Grand Total *** § of Records: 3

December 2018

[ADM-AUC-GL-8317]

7.4. Close to Fund Balance Stopped if Unposted GL Batches Exist [New]

Prior to the software update, if unposted General Ledger batches existed for the year being closed, the process
would proceed. Now, a report will be generated and the process will stop. This allows the user to process any

unposted batches, and once all batches are posted, to run the process again.

1239-GLCFETENPST. REP Printed Z7-Nov-2Z0lE8 at 15:22:3% by THERESA

Close to Fund Balance - Unposted Transactions

FY¥ Account User Eatch

Z01l%  1000-000-0000-000-00-00-10400 1E1zZ9

20192 L000-000-0000-000-00-00-Z0200 15129

Z01%  l000-2Z1-0000-000-00-22-6221% BOCZBEY

z01% 1000-5z1-0000-000-00-32-632792 B85Z857
SLegend:

Close to fund balsnce will stop until these batches are posted.

Page 2

Figure 28 New Report #1239 listing general ledger unposted batches preventing the close to fund balance

[ADM-AUC-GL-8317]

7.5. Roll Balances Forward P Changed Message — No $ to Roll [Enhanced]

Prior to the software updated, if funds were selected

1084-GLROLSEL. REP

to roll forward, and no dollars were available to roll,
the system displayed “No Records Selected”, which

Printed 03-Dec-2018 at 08:57:20 by THERESA Page L

Fund List for Roll Balances Forward

Town of Adwins

could be misconstrued as no funds were selected for

A No Records Selected
Nothing Pested

= et tedges
™

Starting step B4
Starting siep 85 oK

processing v Balances Forward

! No Amounts to Roll Forward
LY Nothing Posted

Figure 29 Before and After information messages—now the message is more clear that no amounts are available

[ADM-AUC-GL-8318]
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7.6. Fiscal Year Note Added to Year End Processing Reports [New]

ADMINS added the fiscal year to the top of the reports generated by the year end processes. This will identify
which year was selected when running the process.

1063-GLCFECTREAL. REP Printed Z8-Nov-Z018 at 05:25:38 by LUANN

Towm of Admins
Fiscal Year: Z01%8 |

Figure 30 Sample of fiscal year added to year end processing reports — report with “No Records Selected”

Control Accounts in Funds to be Closed

10&&-GLCFECHEPO. RED Printed Z8-Nov-Z018 at 09:Z7:10 by LUANN Page 1
Town of Admins

Open PO's Prewenting Close to Fund Balance

Fiscal Year: 2018

Name PO Type Dept. Code Entered By

1000 11474 1 1 000434 Ma3Ah ) HIGHZCHOOL ANTHEL

Figure 31 Sample of fiscal year added to year end processing reports— with records selected
[ADM-AUC-GL-8325]

8. INTERFACES/IMPORTS

8.1. Acquire Payroll Transactions [Enhanced]

The report produced when acquiring payroll transactions now includes employee names.

(e = = - s detail-city0103 - Microsoft Excel
> Home Insert Page Layout Formulas Rewigws Wi e
iy B C D E F G H | il

1 CnméanﬂEmpluyee Ermployes Mame Fund Dept Job Code Code DesiGross Wag Check Date

2 3512 EEREN Areanna 10 101 Counc Council & sed.61 17372018

3 3512 8392 1n 101 Counc Council & 589,22 17372018

4 3512 2eE4d Frederick 10 101 Counc Council & sed.61 17372018

5 3512 2000 rard 1n 101 Counc Council & 625,96 17372018

= 3512 9134 1n 101 Counc Council & Sedel 17372018

7 3512 9288 3 10 101 Counc Council & Sedel 17372018

g 3512 9289 ={=] 1n 101 Counc Council & Sedel 17372018

a 3512 9298 ph 1n 102 C©WREG 494 17372018

10 3512 0832 1n 102 DirHD DirectorH  1553.55 1,/3/2018

11 3512 9380 e 1n 102 EXPT intern 451,86 17372018

12 3512 2423 e 1n 102 EXReg Executive 261404 1/3/2018

[MDF-SUP-SAPLAUC-842]
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General Ledger

8.2. Acquire UMS/CUSI Accounting Transactions [Enhanced]

Select Ledgers PInterfaces/Imports P Acquire UMS/CUSI Accounting Transactions to access the steps menu.

Ledgers

liiitifasze) s 2 Y esasiivie Acquire UMS/CUSI Accounting Transactions
Site Specific > Acquire Payroll Transactions

Description Date Start End Success
Help Reference Library Maintain Crosswalk ]

YMS to AUC: GL Transaction Codes UMSACUSI Upload History

Acquire UMS/CUSI Accounting Transactions

Mairtain LMSICUS] Transactions
Transactions Edit List
Fost UMSCUE] Transactions

2018 15:44 153,59  15:44:53.59
NS to AUC: GL Account Elsments ransaction Catedories B o o s 10

Upload UMSICUS] Transactions 28-MNow-2018 11:51:52,19

8.2.1. UMS/CUSI Upload History Detail List [Enhanced]

Prior to the software update, the only filter was to optionally enter a Batch Number.

B’ Task 1394: UMS/CUSI Upload History Detail List X
UMSJCUSI Upload History Detail List

Optional: Enter Batch#t D

Run as @ preview O Print. - OPDF O Excel
If Printing use Duplex @ ves O No

Lookup Cancel Clear All
Figure 32 Before - prompt for the Upload History Detail List with a single optional filter for Batch #

ADMINS expanded the optional filtering on the UMS/CUSI Upload History Detail List.

1394-GLUMSLODHISDET .RER Printed 23-0c5-2018 at 10:23:49 by ANTHER Page 1
Town of Admins
UMS/CUSI Upload History Detail List
Bill= ==== Original===

GL Batch User Batch Year Trx Date  FY Trx Date  Accounts Transaction ID Zmount; Amount;
Type Description
40 Water Utility
8262463  UMSL208173 1 11-Payment 2018 04-Dec-2017 2018 DR 0200-000-0000-000-00-00-10400 CASH, UNRESIRICTED [ 19.00

CR 0200-000-0000-000-00-00-13100 WATER CHARGES RECETVABLE

DR 0200-000-0000-000-00-00-26400 DEFERRED REVENUE-WATER CHARG

CR 0200-000-0000-000-00-00-42050 WATER CHARGES
8262463 UMSL208173 2 11-Payment 2018 04-Dec-2017 2018 DR 0200-000-0000-000-00-00-10400 CASH, UNRESIRICTED [ 18.95

CR 0200-000-0000-000-00-00-13100 WATER CHARGES RECETVABLE

DR 0200-000-0000-000-00-00-26400 DEFERRED REVENUE-WATER CHARG

CR 0200-000-0000-000-00-00-42050 WATER CHARGES

Figure 33 Before—CUSI Upload History Detail report run to Print/Preview/PDF®

Town of Admins

TMS/CUST Upload History Detail List

J— Fill- === Original=s=
GL Batch User Batch Row# Category Tear Trx Date  FY Trx Date  Accounts Trans
- J— . — Amount Anount
8862463  UNS1208173 245  Ll-Payment 2018 04-Dec-2017 2018 DR 0100-000-0000-000-00-00-10400 CASH, TEASH COLLECTION 0
CR 0100-000-0000-000-00-00-12700 TRASK CHARGES RECEIVABLE
DR 0L00-000-0000-000-00-00-26600 DEFERRED REVENUE-TRASH CHARG 95.00
CR 0100-000-0000-000-00-00-42015 TRASHE REVENTE
+%% Total 60 Trash Ucility
+** Total Batch 8862463 17,340.91

*% Gramd Total *+% Teee
Tater Utility 170 8,733.13
Sewer Utility 28 4,491.78
Trash Utility as 4,116.00

Selection Legend:

Select Batch: 8862463
Note: Posted Amount is the amount posted to the GL. No Post is the amount of the Transaction not posted to the GL I

Figure 34 After—CUSI Upload History Detail report run to Print/Preview/PDF® with two new columns

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Note: “Posted Amount” is the amount posted to the GL. “No Post Amount” is the amount of the Transaction not
posted to the GL—see table below for details.

UMS/CUSI Upload History

Gota
Actions n
“ 1 Batch || 2 User Batch | 3 User [ 4 Posted ©On__[Upload Filename |
B Task 138% UMS/CUSI Upload History Detail List X
5 Menu / UMS/CUSI Upload History Detail List

| Optional: Enter GL Batch# I:I
7 Detail List l{ Optional: Enter up to 9 User Batches Edit ||] values: |
[ Optional: Enter Bill Type l:l | |

Hl Optional: Enter Transaction Category Edit ||] values: |

Optional: Post Date Range (mmddyyyy] From: | |To:|

] Run as @ Preview O Print  OPDF O Excel
If Printing use Duplex @ ‘ves (O No

H Lookup Cancel Clear All

—
o ST IS T202T7 4 —lec— _ B
8862358 (UM51202173 02-Dec—-2017  [ACCOUNTINGEXPORTPATHDAY _S12089,C5Y
BE62357 [UM51202172 02-Tlec—2017  [ACCOUNTINGEXPORTPATHOAY _S12088,C5Y
Figure 35 New prompt for the UMS/CUSI Upload History Detail List
E= = CUSI_Upload_History_Detail_THERESS[2]xml - Microsoft Excel
Home Insert Page Layout Formulas Data Review iew
V1254 - I
A B C o E F <] H | J 3 L ] i} Q
1 Bill Bill Original Posted HoPost
2 Type Description GL Batch User Batch Rowi# Category Year TrxDate FY Trx Date Accounts Transaction ID  Amount Amount Posted On
1222 B0 Trash Uity &862 463 UMS1208173 244 11-Payment 2015 12/4/2017 %015 DR 0100-000-0000-000-00-00-10400 CASH, TRASH COLLECTION k] 4500 121812017
1223 CR 0100-000-0000-000-00-00-12700 TRASH CHARGES RECEVABLE
1224
1225 DR 0100-000-0000-000-00-00-26600 DEFERRED REVENLE-TRASH CHARGES
1226 CR 0100-000-0000-000-00-00-4 2015 TRASH REVENUE
1227 B0 Trash Ltiity 5862463 UMS1208173 245 11-Payment 2018 126472017 2018 DR 0100-000-0000-000-00-00-10400 CASH, TRASH COLLECTION il B3.00 12082017
1228 CR 0100-000-0000-000-00-00-12700 TRASH CHARGES RECENVABLE
1228
1230 DR 0100-000-0000-000-00-00- 26600 DEFERRED REVENUE-TRASH CHARGES
123 CR 0100-000-0000-000-00-00-42015 TRASH REVENUE
1232 B0 Trash Uity &862 463 UMS1208173 246 11-Paymant %015 12642017 2015 DR 0100-000-0000-000-00-00-10400 CASH, TRASH COLLECTION il 4500 121812017
1233 CR 0100-000-0000-000-00-00-12700 TRASH CHARGES RECEVABLE
1234
1235 DR 0100-000-0000-000-00-00-26600 DEFERRED REVENLE-TRASH CHARGES
1236 CR 0100-000-0000-000-00-00-42015 TRASH REVENUE
1237 ** Tatal Type 80 Trash Utility 4,116.00
1238
1238 ** Grand Total *** 17,340.91
1240
1241
1242 Selection Legend
1243
1244 Select  Bstch: 8862463
1245
1248 Mote: Posted Amourt is the amourt posted to the GL. T Amount is the amourt of the Transaction not posted to the GL

Figure 36 CUSI Upload History Detail report run to Excel®

A Bill Type Bill Type — 40, 50, 60, or 99 are the valid values

B Description 40=Water Utility, 50=Sewer Utility, 60=Trash Utility, 99=Utility NSF Charge
(for Insufficient Funds)

C GL Batch The GL Batch number assigned when the transactions were posted
D User Batch The User Batch number used when the transactions were acquired
E Row # The row number where the transaction is found on the upload file

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 19 of 26



ADMINS Unified Community

S

General Ledger

Column  Column Label Description of Contents
F Category The type of transaction — for example, this shows the Water Utility
Categories in use. If the Post A/R is set to Yes, the transaction will be
posted to the General Ledger and appear in the “Posted Amount” column
“M”. If not set to yes, the transaction will be posted to the General Ledger
and appear in the “No Post Amount” column “N”
Incl Summ_GL Post Pay
Year Type Description Categq Description On_site Posting AR Type
018 40 Wster Lility 1 AdjustmertfAbatement Yes Yes Yes
019 o Wter LHility 2 Charge Yes Yes Yes
018 40 Wster Lility 5 Delinguency Yes Yes Yes
019 o Wter LHility & Mizc Chrg. Yes Yes Yes
018 40 Wster Lility 7 Service Order Fee Yes Yes
019 o Wter LHility g Tax Lien Yes Yes
018 40 Wster Lility 10 MWEF Fee Yes Yes
019 o Wter LHility 11 Payment Yes Yes Yes Yes
018 40 Wster Lility 14 Payment Reversal Yes Yes Yes
019 o Wter LHility 15 Wirite-Off Yes Yes Yes
018 40 Wster Lility 18 Interest Refund Yes Yes
019 o Wter LHility 18 Refund Yes Yes
018 40 Wster Lility 20 Service Open Credit (Overpayments)  Yes Yes Yex Yes
019 o Wter LHility 21 Open Credit Yes Yes Yes Yes
018 40 Wster Lility 32 Lien WriteOff (Send Lien Ta Tax Bil Yes Yes Yes
019 o Wter LHility 34 Open Applied (apply Charge to Credi Yes Yes
018 40 Wster Lility 35 Open Payment (apply Credit to Charg  Yes Yes
019 o Wter LHility 36 Collection Write-Off Yes Yes Yes
018 40 Wster Lility 40 Reinstate Chrg Yes Yes Yes
019 o Wter LHility 41 Transfer Yes Yes Yes
018 40 Wster Lility 42 Service Fes Yes Yes
019 o Wter LHility 44 Biling Adjustment Yes Yes Yes
019 40 vater Uity 49 TRANSACTION REVERSAL Yes Yes
G Bill Year The bill year for the transaction
H Trx Date Date of the transaction
I FY Fiscal Year for the transaction
J Original Trx The original transaction date — only relevant if this is a reversing
Date transaction
K Accounts The general ledger account (if applicable) and the account description
L Transaction ID | The transaction identification
M Posted If the category is set to post to Accounts Receivable, the amount will
Amount appear in this column.
N No Post If the category is set to NOT post to Accounts Receivable, the amount will
Amount appear in this column.
(0} Posted On Date the transaction was posted

[ADM-AUC-GL-8311]

8.3. Transaction Categories P Accounting Tab [Enhanced]

ADMINS added information to the accounting screen for non-payment category types to alert the user about
alternate processing when negative amounts are uploaded for non-payment transactions.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 ADMINS Unified Community
General Ledger

UMS/CUSI Transaction Categories
Goto
Actions 20221
1 Cateqories 2 Accounting
3 Menu Summatize Post Paryment
CatDescription On Site [GL PostingTo &R [iype] A |
4 Add Catecory
2 [Charge ]
5 Copry Bill Year 3 [Tax ]
£ Copy Bill Type 4 [Payment Discount ]
5 [Delinquency 0
8 Ecit List 6 Misc Chrg. m]
9 Etrar Check 7 [Service Order Fee O ]
8 [Tax Lien O m]
9 [Deposit Chrg, m]
10 [NSF Fee ] ]
11 Pagment. | = | I

13 [leposit Interest Applied

iy

15 |Write-0FF

Gato,

Actions

3 Menu

UMS/CUSI Transaction Categories

Year Type Description

3 o

1 Cateories 2 Accounting

Bank

’7

4 Aot Catenory

5 Copy Bil Year
6 Copy Bill Type

& Edit List
9 Error Check

Post GL Summarized

[T

Cf Category Description I

Payment

er

G Account Description

CASH, UNRESTRICTED

WATER CHARGES RECETVABLE

TEFERRED REVENUE-HATER CHARGES

WATER CHARGES

1 1stDebit [B200-000-0000-000-00-00-10400
2 1st Credi [5200-600-0000-000-00-00-13100
3 2nd Debit 200-000-0000-000-00-00-26400
4 2not Credt £200-000-0000-000-00-00-42050

December 2018

Figure 37 [1 Categories] tab of the UMS/CUSI Transaction Categories screen show “Type” — either payment or not

Figure 38 [2 Accounting] tab of the UMS/CUSI Transaction Categories screen — if Payment type, no additional

information is shown

UMS/CUSI Transaction Categories

EEin Year Type Description Bank
Actions 2 % l
1 Catedories 2 Accounting
3 Menu Category Description
'E Write—0FF Post GL Summarized
4 Add Category
Account Number GIL Account Description
5 Copy Bill Year 1 st Debt [0200-000-0000-000-00-00-26400 DEFERRED REVEMUE-MWATER CHARGES
& Copry Bill Type 2 st Credit [0200-000-0000-000-00-00-13160 WATER CHARGES RECEIVABLE
3 Ecit List 3 2nd Debit J0000-000-0000-000-00-00-00000 ——2nd Dehit
9 Error Check 4 Znd Crecit J0000-000-0000-000-00-00-00000 ———2nd Credit

Category not marked as a Payme
result in Debits and Credits being

nt Type, S0 Negative Amounts in Upload file will

pped so neg are not posted

1st Dehit 0200-000-0000-000-00-00-13100 WATER CHARGES RECEINVABLE
1st Credit 0200-000-0000-000-00-00-26400 DEFERRED REVENUE-WATER CHARGES

2nd Debit 0000-000-0000-000-00-00-00000
2nd Credit 0000-000-0000-000-00-00-00000

Figure 39 [2 Accounting] tab of the UMS/CUSI Transaction Categories screen — if not a Payment type, additional
information is shown

[ADM-AUC-GL-8311]
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8.4. Upload Process Reports [Enhanced]

General Ledger December 2018

The two reports produced during the upload process were changed. To align the source file data and the resulting
records in AUC, ADMINS removed the “Excluded” and “UMS Amount” columns as that data is now shown in the
“To Post Amount” and “No Post Amount” columns. The amount displayed in the “To Post Amount” and “No Post
Amount” columns shows the original amount from the CUSI upload file rather than the converted numbers. (Prior
to the software update, any negative numbers were converted to show them as positive.)

1384-GLUMSLODEDT. REP Frinted z2-0ct-2018 at 12:57:48 by Page 1
Transactions Edit List
Effective GL Date : 22-0GL-2018 ====Tg Post ====Fxcluded ============ ==========
= = Bili= ==== Original=== Amount Amount  UMS Amount Errors
1 Category Year Trx Date  FY Trx Date  Accounts
Type Description 1 A
40 Uacer Urility Juil
2 z-Charge 2019 22-Oct-2018 2019 DR 0200-000-0000-000-00-00-13100 WATER CHARGES FEC
CR 0200-000-0000-000-00-00-26400 DEFERRED FEVENUE-
3 2z-Charge 2019 22-0ct-2018 2019 DR 0200-000-0000-000-00-00-13100 WATER CHARGES REC 18.73 18.73
CR 0Z00-000-0000-000-00-00-26400 DEFERRED REVENUE-
4 z-Charge 2019 22-Oct-2018 2019 DR 0200-000-0000-000-00-00-13100 WATER CHARGES FEC
CR 0200-000-0000-000-00-00-26400 DEFERRED FEVENUE- .44 .44
#¥% Total 2-Charge
51.92 51.92
1 &-Misc Chrg. 2019 22-Oct-2018 2019 DR 0200-000-0000-000-00-00-13100 WATER CHARGES FEC
CR 0200-000-0000-000-00-00-26400 DEFERFED FEVENUE-
#*% Total 6-Misc Chrg. 71.15 71.15
#7% Total 40 TWater Utility 95.15 96.15
~GLOMSLODEDT . REF Frinted 2018 & by ANTHEA

Amounts are
represented in 19.00
the same way as
received in the

source file. -20.54

Figure 41 Edit List by Type-Removed the “Excluded” and “UMS” amount columns and added “No Post Amount”
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December 2018

1384-GLUMSLODEDT.EEP

Effective GL Date: Z22-Oct-2013

Printed 22-0ct-2018 at 12:57:49 by

Towm of
Transacti

Total by Transact

Bill=

*#%% Total 60 60-Trash Utility

*#%% Grand Total *+%+

Category Tear Trx Date F
2 Charge Z;z;= 22-0ct-2018 Z
3 Misc Chro. 2019 22-0ct-2018 2
*#%% Total 40 40-Water Utility

2 Charge 2019 22-0ct-2018 2

Water Tcility
Trash Ucility

Page 1
ons Edit List
======T0 P03t
Amount
71.15
25.00
96.15 95,15
93.9%4 93.94
93.94 93.94

149009

Figure 42 Before — Columns marked “1” and “2” were replaced as shown in Figure 43

1384-GLUMSLODEDT.REP

Printed 23-Oct-201

€ at 11:58:03 by ANTHEA Page 1

Town of Admins

Transactions Edit List
Effective GL Date: 22-Oct-2018 Total by Transacticn Category
Bill= Original=== To Post No Post ====
Category Year Trx Date FY Trx Date Amount Amount Bank
11 Payment 2019 21-Oct-2018 2019 -1,222.76
**% Total 40 40-Water Utilicy -1,222.76
11 Payment 2019 21-Oct-201g2 2019 -691.95
*** Total S0 S50-Sewer Utilicy -691.95
11 Payment 2019 21-Oct-2018 2019 -850.25
**+ Total 60 60-Trash Utilicy -850.25
To Post Post
*** Grand Total *** Count Amount Amount
Water Utility 3 -1,222.76
Sewer Utility 10 -691.95
Trash Utilicty 10 -£50.25
51 -2,764.96

Note: To Post is the amcunt that will post to the GL.
Transaction Category table not to post to the GL.

No Post is the amount indicated on the

Figure 43 Removed “Excluded” and “UMS” amount columns and added “No Post Amount” column

9. MODULE MAINTENANCE

[ADM-AUC-GL-8311]

9.1. Field Logging of Changes to UMS Code Table [New]

ADMINS added field logging to the UMS code table, a query screen for this field logging, and an edit list with
optional filtering. To access the Field Logging screen, select Ledgers » Module Maintenance P Field Logging —

UMS/CUSI Code Table.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Ledgers
Iodule Maintenance » General Ledger Module Control
Field Logging - Chart of Accounts
Field Logging - Element Tables
Field Logging - Control Account Table
Field Logging - Control Account by Sccount# Table
Field Logging - General Ledger hModule Control
Field Logging - URE/CUSI Code Table
Field Logging - UMS/CUSI Code Table
Goto
o Year
e Tye B0 Seusr Utility
Category [TBlrtersst Refund
o hange Date  Time User Field FromTo
1EditList s nee-2018 10:53 ANTHEA 2nd Credit 0300-000-0000-000-00-00-26500
0000-000-0000-000-00-00-00000
IS Trx Cateaol

B Task 1397 GL UMS Code Field Logging Edit List X
GL UMS Code Field Logging Edit List

Optional: Enter Bill Year D

Optional; Enter Bill Type l:l ‘ |
Optional: Enter Transaction Category l:l
Optional: Enter Date Range From: | ‘Tu:| |

Optional: Restrict to this User ‘ ‘ | |
Sort:

O Bill Year O Bill Type O Change User ® Change Date

Run as @ preview O Prit. OPDF O Excel

It Printing use Duplex @vyes (O No
Lookup Cancel Clear All

1337-GLUMICODFLG. REF Printed 27-Nov-2018 at 13:27:36 by THERESA
Towm of Adwins
GL UNG Code Field Logging Edit List

Eill Type Year Category Field Value
40- 2022 14-Payment Reversal Payment Type old: T
Wewr:
40- 2022 l4-Payment Reversal 27-Nov-2018 13:03 THERESA Payment Type 0ld:
New: T
A0-Tater Utility 2018 8-Tax Lien 15-0ct-2018 10:56 ANTHEL Post to AR 0ld:
Wew: T
S0-Sewer Urility 2018 1ls-Interest Refund 15-0ct-2015 10:53 ANTHER 2nd Credit 0ld: 0300-000-0000-000-00-00-26500

Mew: 0000-000-0000-000-00-00-00000

selection Legend:

Count: 4
Sorted: Change Date

Figure 44 UMS/CUSI Code Table Edit List of Changes as run to Print/Preview/PDF®
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|'._T.|' ._‘ﬂ ¥) - |= UMSE_Code_Table_Changes_THERESA[1]xml - Microsoft Excel
Hame Insert Page Layout Farmulas Data Fleni e Wi

014 - I
A B © Bl E F [c] H |
1 Bill Type Year Category Change Date Time User Field 0ld Value Hew Value
2 40- D022 14-Paymert Reversal 11/272018 1303 THEREZSA Payment Type T
3 40- D022 14-Payment Reversal 117272018 15303 THERESA Payment Type T
4 40-%ater Liility 2018 8-Tax Lien 101552018 186 AMTHEA  Postto AR T
5 50-Sewer Lility 018 18-nterest Refund 101552018 1055 AMTHEA  2nd Credit 0300-000-0000-000-00-00-26500  0000-000-0000-000-00-00-00000
51

Figure 45 UMS/CUSI Code Table Edit List of Changes as run to Excel®

0 0 abe e ption O 0 2
A Bill Type The type (and description, when available)
B Year Fiscal year
C Category The category for the type — as shown in Figure 37
D Change Date The date the change was made
E Time The time of day that the change was made, using 24 hour time
F User The username of the user making the change
G Field The field that was changed
H Old Value The value in the field before the change
I New Value The value in the field after the change was made

The report may be sorted by Bill Year, Bill Type, Change User, or Change Date, to allow the user running the report
to hone in on specific information.

[ADM-AUC-GL-8310]

10. 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.

10.1. 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.

== [AC] 13-Task Maintenance [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Hurnan Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern Favurites

B S8 m+e+m g O N
Figure 46 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 ;
& UIC] 73-Users Favorite Selection [theresa] X
Gt
[Lerec: Add Favorite
Actions
Enter Slot#
1: B Available Menu lterns for Human Resources X
Task# Description Tof Lookup Cancel Clear All
6439 Employee Maintenance ~

1 Adld Favorite 6771 Emploges Maintenance - Read Only
6550 Position Maintenance

6509 Employee Leave Balance Update Screen 3
6470 Employee Name irch

6179 Employee Email Update Screen

Ledgers

5471 Empl Ded ion/Berefit Del L H .
/ 71 Enrloues Dedictionyaererit Deloke Lox 1. Click the [1 Add Favorite] button
Accounts Payabl 6671 Enployse Salary Delete Log . .
Fie faset £958 Enplogee Leave Chango Log 2. Make a selection from the list
2 6160 FLSA Processing “« »”
—— EE%E Eg{::z i;:zggzg:: by Growe 3. Select the task “Employee Name Search
Collections 6010 S;?zzisansagafzufate Warrants 4. CI ICk [OK]
T t‘;gig g;tethﬁroil Reports - OPTIONA R R
Metor cise 724 brint Doposit Advices v 5. Assign a slot for the selection
Misc Billing

Find = Search Cancel = Help Eof

|

System

1

Figure 47 Steps to create a favorites screen

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

o~

A second favorite task in slot #3

.

A #1:
Figure 48 A user’s selections

. . 4 .
— L olRaier aEs chE 1. The [1 Add Favorite] button displays a
fnthea Dinond 4 menu of available tasks
Actions ) . 4 2. The [2 Del Favorite] button allows the
: : APIPO Dashboard : removal of a favorite from a slot
[ 1] z 17 ) 3. The user’s name as entered in the
1AddFavorte | o o A Porcnes vt 15 p user profile screen
20elFavorte | o o 4 A favorite task in slot #1
4
P
4

[ADM-AUC-SY-8067]

11. HELP REFERENCE LIBRARY
The following new or revised documentation was added to the help reference library:
11.1. New or Revised Documentation

e YEAR END PROCESSING GL—723 Copy Accounts Changing Fiscal Year (OnLine) [New]
e SYSTEM GL-1310 System Administration Kit [Revised]
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