GENERAL LEDGER

RELEASE NOTES-JUNE 2021

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows General
Ledger system.
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ADMINS Unified Community

Release Notes — Version 21.2
June 2021

General Ledger

1 JOURNAL ENTRIES [Enhancement]

ADMINS improved the error message when an account is entered that does not exist in the fiscal year identified by the date

of the journal entry (JE). The system checks that:

the Fiscal Year for the JE date exists in the Fiscal period table and
there is at least one account setup for that FY in the COA.

Enter One-Time Journals

Enter One-Time Journals
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208 1ne

P Pournal# 24046 Expacng
JEDate [T-Hag-z0ad] ™" ' b
Atocation | Message is displayed when
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Figure 1 Before & After images when entering a journal for a fiscaly year that has not yet been created

Prior to the software update, the error message was “No access to this account”. The explicit “No Accounts found in FY for

the JE Date. Check entered Date” message is more helpful in understanding how to fix the error.

[ADM-AUC-GL-8434]

1.1 Changes to a Checked Journal Trigger Status Change to “Entry Began” [Fix]

== [AUC] 1100-Enter One-Time Journals
1 Enter One-Time Journals
Goto.
= Journal# 6 Expected Entered Remaining
i JEDate fi1-May-2021  ReversalDate | Debit [ 116,00 116.00
JETypyf IC Regular Credit 116,00 116.00
® Regular O Auait Recurr Allocation
QAftachments
[Bank [Account® Debit] Credit|Notes ~ \ ! .
00-921-0000-000-00-00-63392 116.00 Line Note After check"]g the journal’ a
[9200-521-0000-000-00-00-63392 116.00 |_Line hote g
change is made (to dollar
Enter One-Time Is amounts, accounts, any
Postin r One-Time Journal s
= Ready for g change), and the JE is marked
o Journal# 24045 Expected Entered geml  as Entry Began and must be
* JE Date ReversalDate [~ |(Debit 1.0 115,00 P % i
JEType JOC Regular X —E 115,00 checked again prior to posting.
Category (® Regular -
Edt Note
1Add € Changes made
2Add Line
3 Erase JE line[Code [Ref* [Bank JAccounts [’[ Deb| Credi|Notes [~
4 Erase Line 1 [ 921-0000-000-00-00-63392 > = 115,00 | [ e ote |
2 | [0200-921-0000-000-00-00-69392 | | 115.00 |_Line Note |
S Check JE .
e == [AUC] 1100-Enter One-Time Jougad(s|
CEntry Began 2 Enter One-Time Journals
Goto...
A Journal# 24046 Expected Entered Remaining
e JEDate [[1-May-2021 ReversalDate | Debit I 115,00 115,00
JEType [IC Regular Credit 115,00 115,00
Category (® Regular O Audit Recurming Aliocation
Edtt Note
1Add JE
2Add Line Q Attachments
3Erase JE Line|Code [Refe [Bank [Accounts Debit] Credit|[Notes A
4Erase Line 10-321-0000-000-00-00-63392 115.00 | Lne fiote
2 | l p200-921-00004300-00—00-692‘32 } 115.00' Line Note

A journal entry that was checked and in “Ready to Post” status was not being set back to “Entry Began” status after a

change was made to the journal entry. This is fixed with the software update.

[ADM-AUC-GL-8437]
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1.2 Create New from Posted Encumbrance Journal [Fix]

Ledgers P Journal Entry Processing P Enter One-time Journals P Create new journal entry from ® Posted JE

B ' [AUC] 1100-Enter One-Time Journals X
Add New Journal

Optional: Enter Journal Number [Leave Blank for System Number)
Create new journal entry from: O Blank Lines [(4) O Recurring ® Posted JE

Lookup Cancel Clear All

Prior to the software update, when creating a New JE from a Posted JE for type Encumbrance (EN), the dollar amounts were
not being pulled into the new JE. This has been fixed. All other JE types were working.

Create New from Posted JE This .examp.le shovys an encumbrance
JE with 11 lines; click on the
3JEDate | 4ivee S EntryUser Lines Debif] Credit]
1 Sel [30-Jun—2020 |EN\ MUPDEVZ 11 20291,92 Lines [1 cr:ate JE] bUtton to Create anew
j o IRNTHEA 2 .05
[30-Jun—2020 [EN #mm - - JE.. The system pops up a message
with the number of the new JE and
branches to the JE entry screen.
== [AUC] 1146-Create New from Posted JE|
Create New from Posted JE
Goto
P Journal# Transaction Date  [30-Jun-2020 Entered by MUPDEVZ
s Type EN Encumbrance GL Post# 8830627
Category Regular Posted Date 15 Jul-2020 Allocation
[ 1 Create JES | 1View Notes | ADMINS correction
Line Code F\'\ Ref# Acranni — Sudget Amount Debits. Credits
1 B0 | 14U0) 1146-Create New from Posted JE X 1478.40
2 2020 2338.56
3 12020 304,32
; ggg o Journal 24062 created. New branching to entry screen Eg;gg
6 2020 2982.16
7 2020 4695,04
e =
0 2020 - - 774,72
i1 L%o [5120-000-4110-000-12-00-51450 | 774.72

The screen is now populated with the dollar amounts from the original JE.

[== [AUC] 1100-Enter One-Time Journals|

Enter One-Time Journals
Entry Began
Goto.
Actions Journal# 24062 Expected Entered Remaining
= JEDate RERNITEREEER] Amount [ 20251.92 20291.92
JEType EN Encumbrance
Category (® Regular O Audit Recurring Allocation [
Edit Note RADMINS correction
1Add JE O —————
2Add Line Entry Q Attachments
3 Erase JE Line[Code |Ref* [Bank [Accounts Amount|Notes ~
4 Erase Line L 1000-300-1220-127-09-00-51230 1478.40 | _Line Note
2 1000-300-1410-102-09-00-51230 2338.56 | _Line Note.
5 Check JE 3 T000-300-2210-102-06-00-51230 304,32 | Line Note
& Check Mutiole 4 1000-300-2210-102-12-00-51230 707.52 | _Line Note
5 1000-300-4110-190-03-00-51450 2397.76 | Line Note
7 Post 3 T000-300-4 110-190-05-00-51450 2562.16 | Line Note
7 1000-300-4 110-190-06-00-51d50 4695.04 | _Line Note
8 See WP £l 1000-300-4110-190-12-00-51450 3159.,04 | Line Note
9 [2250-000-4 110-000-07-00-51450 579.68 | _Line Note
9 Delete JE 10 [5120-000-4 110-000-06-00-51450 774.72 | _Line Note
0 Dekete Line 11 [5120-000-4110-000-12-00-51450 774.72 |_Line Note
XEd List
W Swap +/-

Figure 2 The Encumbrance JE is populated with the amounts from the existing EN JE
[ADM-AUC-GL-8440]
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2 DRILLDOWN TO UNPOSTED JOURNAL ENTRIES [Enhancement]

ADMINS responded to a customer request to enhance the Work in Progress Transaction screen to
allow drilling down to “in-progress” journal entries. To try this out, go to:

Ledgers P Posting Control P Review Work in Progress Transactions

= [AUC] 1120-Work in Progress Transaction
g Al Tex Work in Progress Transactions
Goto.
[k Type Expenditure Status Active
Sub-Type Posting Fund Status Active
View By Adj Debits Credits Remaining Balance
Actuals [ 753017.00 [ 731250  63%687.59 [ [ 113016.91
1 Accounté wip | [ =1000.00 | 34707.08 | 239235 | ] —38099.43
2 g, TooDatellicar Bateh I Lins!
1 | 11-Feb-2021 |U¥0st.ed
3 Trx Date —Nov= 1 1
09-Nov—2020 |LV10696 465002 T 1 [THERESA
Goto 25-Feb-2021 |16642 46656 T 1
04-Mar—-2021 [16644 469660 1 1 LUANN
| 4 Dril Down 05-Har—2021 154810 i 2 [FNTHER
0F_| 24-Nov—2020 194781 H 1 THERESA
5 Bal Inauiry 003 | 24-ov-2020 154781 H 1 250,00 [EN__[THERESA
POOZ | 24-Nov-2020 194781 4 1 35,00 EN [THERESA
6 Unposted [F003_| 24-Tiov-2020 154781 5 T 100,00 EN__|THERESA
[FO002_| 25-Feb-2021 469656 T 1 500,00 EN__|ANTHEA
7 Trx History
8 Excel

Figure 3 The #1120 Work in Progress Transaction Screen viewed by [1 Account #]

The Drill Down button will behave differently depending on the user and access:

o - Display "No
Access" Popup
Access to Post

rnals?
RN Yes - Go to

Journal Entry
Query Screen

Owner of the
Journal Entry?

Go to Journal
ntry Edit Screen

2.1 Are the User & Owner the Same? No

If the user and the owner of the journal are different, check if the query user profile has the “Allow Journal Posting” radio
button set to ®No.

Figure 4 User Profile P Account Security Tab with “Allow Journal Entry Posting” Radio Button set to ® No

== [AUC] 3-User Profile Screen|
User Profile Screen
o Evend  (7-Sep-2009 MUPIEVL
7. Username Crangss 01-fpr-2021 THERESA
‘Name Lastlogn 01-Apr-2021 13:31:01.94 Live
1 General 3IPO/AP 4 Human Resources S Budoet & Collections. 7 Misc Biling Y Login Hist
Access Type Ledgers
Asset Hrite llow Journal Entry Posting OYes @No >
Expenditure Hrite
Fund Eouity Hrite
B T P P B B e /*-'/‘-’,Af.r;_r
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2.1.1 No Access to Post Journals

If the query user is not allowed to post journals, the system will display this error message, and the query user will be denied
access to the journal entry:

[AUC] 1135-Work in Progress Transactions by Reference # x

Journals

o Cannot View Source. Not Owner of the Journal and No access to Post

Figure 5 Popup Message if Query User is not the journal entry owner and has no access to post

2.1.2 Allowed to Post Journals

If the query user and the owner of the journal are different, and the query user profile has “Allow Journal Posting” radio
button set to ®Yes:

== [AUC] 3-User Profile Screen |

User Profile Screen

fHERESA
fTheresa

Emens  (7-Sep-2009 MUPDEVL
Chang=d  (1-Rpr-2021 THERESA
Lasilogn 01-Apr-2021 13:58:00,29 Live

4 Human Resources S Budaet 8 Collections. 7 Misc Biling ¥ Login Hist

Display the journal entry in the ne

Type Access Type Ledgers
fsset Hrite Allow Journal Entry Posting @ Yes @
Expendi ture Hrite
Fund Equity Hrite
Lisbility Hrite
Ravenus Hrite Access to ALL Accounts @®Yes ONo
T - > - » VP ¥ Vs o, T i P s T

w #1297 Journal Entry Query screen:

== [AUC] 1297-Journal Entry Query]

Journal Entry Query

Journal# Transaction Date  |[11-Feb-2021 . |E
' ntered b
(T Type BT Budget Transfer 1 y HENDY
Category Regular Allocation
1 View Notes
2 Details 3 Attachments
Line|Cade |FY Reference#|Account# Debits/From| Credits/To
ot T00-230-0000-004-0g-00-52701] 1060.,00
2 2021 Y 4 1000,00
3 0000 [0000-000-0000-000-00-00-00000 §
4 0000 (0000-000-0000-000-00-00-00000 \
\
Line Note Line Totals 1000,00 1000,00

IType: Expenditure Sub-Type: Posting Status: Active Fund Status: Active

up

Figure 6 New Journal Entry Query Screen allows drill down from the Work In Progress screen

Since the user querying the data is not “WENDY”, but does have the privilege to post Journal Entries, the #1297 Journal
Entry Query screen is displayed. & Text at the bottom of the screen describes the selected account.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 16
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2.2 Query User “Owns” the Journal

If the user and the owner of the journal are the same, display the selected journal in the journal entry screen:

E [AUC] 1100-Enter One-Time Journalsl
Enter One-Time Journals
Entry Began
Goto..
Ackionn Journal# 24022 Expected Entered Remaining
JEDate P5-Now-2020  ReversalDate [ | Debit 31761,95 131761,95
JEType [IC Regular Credit [ 131761,95 131761,95
Category (® Regular O Audit Recurring Allocation |
EditNote | Reverse JEs 23338 thru 23365. These uere
1Add JE
2Add Line J Entry QAftachments
3 Erase JE Line[Code [Ref Bank [Accounts Debit] Credit|Notes ~
4 Erase Line 1 |APO2 |468993 0200-450-0000-004-00-00-53610 B81.28 | Line Note
2 [JEOL 0100-000-0000-000-00-00-12700 81.28 Line Note
5 Check JE 3 |JE0L 0100-000-0000-000~00-00-26600 B1.28 Line Note
& Check Mulliple q |JE0L 5100-000-0000-000-00-00-26600 B1.28 | Line Note
5 [JEO1 0200-000-0000-000-00-00-13100 100,38 Line Note
7 Post 6 [JEOL 0200-000-0000-000-00-00-26400 100,38 [  Line Note
7 JEOL 0200-000-0000-000-00-00-13200 73,45 Line Note
8 See WP g |JE0L 0300-000-0000-000—00-00—26500 73.95 | Line Note
9 JEO1 0100-000-0000-000-00-00-12700 44,33 Line Note
9 Delete JE 10 [JEOL 0100-000-0000-000-00-00-26600 44.33 Line Note
0 Delete Line 11 [JEO1 0200-000-0000-000-00-00-13100 58.37 Line Note
12 [JEOL 0200-000-0000-000-00-00-26400 58,37 Line Note
X Edi List 13 [JEOL 0300-000-0000-000-00-00-13200 19.88 Line Note
14 [JEO1 0300-000-0000-000-00-00-26500 19,88 | Line Note
W Swap +- 15 [JEOL 0200-000-0000-000-00-00-13100 35,32 Line Note
16 [JEOL 0200-000-0000-000-00-00-26400 35,32 Line Note

Figure 7 The #1100 Journal Entry Screen — the owner of the journal entry may continue working on the journal entry

2.3 Reference # and Transaction Date Tabs

The drill down button works the same way from the [2 Reference #] tab by Reference Number and [3 Trx Date] tabs of the
Work in Progress Transactions screen):

== [AUC] 1135-Work in Progress Transactions by Reference #|
All Trx Codes are JE Work in Progress Transactions by Reference #
Goto.
P Reference# Sequence# FY
2401515003 2020
View By Line| GL# Trx Date|Account® [TrxCod Amount|lype
3 31-Mar—2020 [1000-000-0000-000-00-00-10400 DE0L 281,50 [CR
1 Account# 1 [F1-Mar-2020 [1000-145-0000-001-00-00-52020 JEOT 281.50 [OR
4 E1-Mar-2020 [2712-000-0000-000-00-00-10400 JEOL 281.50 [IR
2 References 2 [F1-Mar-2020 [2712-000-0000-000-00-00-54050 JEOL Z81.50 R
3 Trx Date
Goto
| 4orilDown |
& Excel 1
Type: Asset Sub-Type: Control Status: Active Fund Status: Active

Figure 8 The #1135 Work in Progress Transactions by Reference # screen
2.4 Journal Entry Query Screen Menu Access

The Journal Entry Query screen as shown in Figure 6 may be accessed directly from the menu by going to:

Ledgers P Journal Entry Processing P Journal Entry Query
[ADM-AUC-GL-8422]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 16



ADMINS Unified Community Release Notes — Version 21.2
General Ledger June 2021

3 YEAR END PROCESSING [Fix]

ADMINS provides an Appropriation Balance Forward as part of the Year End Processing. To see this, select:
Ledgers P Year End Processing P Appropriation Balance Forward

The screen displays the current fiscal year specified as the “From” Fiscal Year by default. When running this process, if the
“to” fiscal year was not created, the process would not run correctly. The system was allowing the process to continue, with
the prior fiscal year selected when the Loading Accounts screen was presented, resulting in unintended consequences.
ADMINS now stops the process if the new fiscal year has not been created.

E [AUC] 1470-Appropriation Balance Forwardl
Appropriation Balance Forward

Goto.

Actions

From Fiscal Year To Fiscal Year
2022} 2023

The current fiscal year is 2022,

and the new Fiscal Year, 2023,
has not been created.

Forward Expenditure Accounts
Forward Revenue Accounts (m}
Include Negative Balances @

Loading accounts

will display the
message below:

[AUC] 1470-Appropriation Balance Forwfa X

a

0 The To Fiscal Year Must Be Created Prior to Running This Process

[ADM-AUC-GL-8435]

4 REPORTS [Enhancement]

ADMINS added a feature to allow privileged users to copy job stream reports from one user to another. The privilege to use
this copy screen is based on menu group.

4.1 “Super Users” Copy Job Streams

When an employee leaves, this is the way to copy their job streams to a new user. The screen lists all the Job Streams with
Description, by Username.

Ledgers P Reports P Job Steam Copy (Supervisors)

== [AUC] 1721-Job Stream Copy for Supervisorsl
Job Stream Copy for Supervisors

Goto.

Username Job Name Description [#Rpt  [Detail A
Actions 1copy | [THERESA GENERAL REFORT run report T Reporis
WENDY DEPARTMENT EXPENDITURE REPORTS |Department. Expenditure Reports 10 Reports
WENDY IGENERAL REPORT run report 1 Reports
WENDY IGROUP INSURANCE TRUST FUND SUMMARY OF REVENUES & EXPENDITURES ¥TD |1 Reports
WENDY MY JOB My Job Stream 1 Reports
WENDY SCHOOL-SOUTH EXPENSE SUMMARY WIP 1 Reports
HENDY 5SS aaaa 2 Reports

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 16
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4.1.1 Reports Button

To see which reports are included in a job stream prior to copying it, click on the [Reports] button.

Click the [Reports] button for the

= | selected job stream to see a list of
all the reports contained therein
Job Stream Copy for Supervisors
Goto.
Username [rob Name [Description [eRot ‘:&uu I
e [ADMTEST 4 Y _JoB My Job Strean [T | Repors |
[FRTHER HDEHD Testing Ricoh copier Reports
1Copy | [ANTHER PARTFENT EXPENDITURE REPORTS [Department Expenditure Reports 0 Report:
ANTHEA 5SS aaaa |2 J L repons
[CONVERSIONREPORT 7 /| Reports
Reports
& Reports in Job Stream DEPARTMENT EXPENDITURE REPORTS Department Expenditure Reports /)( Reports
| [ Reports
LA Task Description _ Tof Repors
1613 Expenditure Susnary - Reports
8 1613 Expenditure Summary - HIGH SCHOOL Reports
9 1613 Expenditure Summary - KMA (BUDGET) W=
12 1613 Expenditure Summary - DIPIETRO Reports
15 1613 Expenditure Summary - o
17 1613 Expenditure Summary - STALL BRO( Reports
13 1613 Expenditure Summary - s:pmmmcm S OFFICE Reports
W 21 1613 Expenditure Summary - TECHNOLOG T
i — 2 1613 Expenditure Summary - Capital (CurrenL and Prior Years) = ”m
- - epo
Vi L e bl gemiann. g PP j e A s nd st rm i e W

Figure 9 Select a job by clicking on it to highlight, then click on [Reports] for a list of the reports the job runs

4.1.2 Copying a Job to Another User

= | Highlight the desired job by
Job Stream Copy for Supervisors clicking on it, then click [1 Copy]
Goto.
. erciption Rt o[~ to see the prompt.
— My Job Stream i Reports.
My Job Stream il Reports
IDEPARTMENT EXPENDITURE REPORTS [Department Expenditure Reports 10 Reports | 1
m . IGROUP TNSURANCE TRUST FUND ’%’:D; REVENUES & EXPENDITURES YTD : I ms-l H “"
EHDY MY JOB My Job Stream i1 Reports The Value n the copy jOb
[RENDY ISCHOOL-S0UTH EXPENSE SUMMARY WIP i orts. . .
ey = s s Stream Name” field will be the
selected job stream, the “Copy
—— ®' [AUC) 1721-Job Stream Copy for Supervisors [theresa] x — .
Click on the job name to [ copy Job stream — to User” can be entered directly
select it; then click : | | f he | k
[1 Copy] to display the || Copy Job Sueam Name: GENERAL REPORT | or selected from the lookup,
prompt, fill in the "Copy |——] Reasired: Copy to User THERESA | "
To" username to receive || NewJob Stream Name: GENERAL REPORT . and the “New Job Stream
th:;g:;q:é[’;?;jfj:ge —’Emnil User Job Stream Information @) ves () No — Name” will by default use the
Stream (if the user 1 . sSame name as the JOb being
already has a job by that | copied
oo oo [ = Piec
T g

Figure 10 Copying an existing
job stream to a new user

The system will display a confirmation message; if a job with the “New” name already exists for the user, the system will
display a message and re-display the prompt, to allow entering a different “New” name:

[AUC] 1721-Job Stream Copy for Supervisors K [AUC] 1721-Job Stream Copy for Supervisors X

Job GENERAL REPORT already exists for User THERESA. Change New

o Job GENERAL REPORT has been copied to user THERESA | Job Name

Figure 11 Messages after copy either confirm the copy or instruct the user to use a different job name for the “New” name

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 16
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4.1.3 Email Sent to the “Copy To” User

I' [AUC] 1721-Job Stream Copy for Supervisor;l x

Copy Job Stream 1 |, = GLReportlob Stream GENERAL REPOR...

Copy Job Stream Name: GROUP INSURANCE TRUST FUND File  Message Help

Required: Copy to User [LuANN P—

New Jab Stream Name: GROUP INSURANCE TRUST FUND m-828 9> 538 kB B . L Find .

Email User Job Stream Information @ Yes O No
| - I GL Report Job Stream GENERAL REPORT has been created

Lookup Cancel | Clear All e Sle |-
Figure 12 Emailing the User

Tue 2:32 PM

(@) we removed extra line breaks from this message.

As shown in Figure 12 highlighted above, the oo s s e
prompt hasa ® Yes / No option for emai“ng The following GL Report Job Stream has been copied to you from Theresa

the “Copy to” user the Job Stream Information. e A A o e e ——

If Yes is selected, an email that looks like this Please wthlh‘SW

will be sent: ™~ e name of the

Instructs the recipient to review the selection parameters
and output options

4.1.4 What the User will See

Maintain Report Job Streams

Maintain Report Job Streams
Job Stream

o o —— debsiean L —

Actions. ST
o ey e Available Reports for Job Reports in Job

1444 Job. _— 1Add Job 7 Job Streams %
Job Description Tat
b L EPARTHEN] EXPENDLTURE REPURTS Department Expenditure Reports ”

NERFL REFURT

run report

&7 Job Streams x

Job W Description Tot

X Report Lst
X Report List

/ :

Before the jobs are ORI | Find | [Search] [Cancei] | Hotp | [Eot User's Maintain Report Job v cancel Help Eof
Stream screen now shows

copied, the user had CEE
no job streams the copied job streams J

‘Added 06-May-2021 By WENDY Changed by Added 06-May-2021 By WENDY Changed by

Figure 13 Before and after the copy

[ADM-AUC-GL-8425]

4.1.5 List of Reports in the Job Stream

E [AUC] 1608-Maintain Report Job Streamsl
" B f
Maintain Report Job Streams ¢

Maintain Report Job Streams

Goto... k|
Job Stream .
Job ntion I”I”' Troon i Job Stream [DEPARTHENT EXPENDITURE REPORTS) -
Actions esting Ricoh eopler ¥ s Job Description epartment. Expenditure Reports F
Available Reports for Job s Available Reports for Job /
Trial Balance L 4 Trial Balance :
14dd Job 3 Add = 14dd Job 35
Trial Balance u/WIF | Trial Balance w/WIP F 4
Expenditure Summary j Exper\:;:ure gumay—g - p
N xpenditure Summary u f
R
2 Remove Job Expendj..ture Sunnairy u HIP 4 < Remove Lo i) Expenditure Sumnary - only + / - balances =
Expenditure Sunnary = only + / - balances Expenditure Sunnary (w/ Legacy fccounts) i
Expenditure Summary {(w/ Legacy Aocounts) R —— Projected Expenditure Summary
9 Copy Job Projected Expenditure Summary Py Encumbrance Suanary )
i Encumbrance Summary Revenue and Expenditure Sunmary

ue and Expenditure Sunmary u/WIP P
X Report List ue Sunnary
e Sumnary u/WIP

Revenue and Expenditure Summary
Revenue and Expenditure Summary w/WIP
Revenue Summary

Revenue Summary w/HIP

Eudget Sumnary (u/ activity) -- Added 11-May-2021 By THERESA Changed by

Figure 14 Before & After — added the [X Report List] feature on the Maintain Job Streams screen #1608

e "\\.._

v -
w
3

ADMINS added the [X Report List] button to produce a list of the reports within a given job stream. The list includes:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 16
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Value Description

Rpt # The sequence number for the report

Task The Task # for the report being run — this can be repeated if several of the same report are
being distributed.

Report Title The Title as entered by the user creating the job stream. If no title is entered, the default

title is used

Output Type The output options selected for distributing the report in the job stream. PDF®, Excel®,

Print are all valid; if emailing, only PDF® or Excel® are valid options.
Display on Screen | Will the report be displayed for previewing on the screen? Yes/No.

F Email Report Yes/No — indicates if the report will be emailed.
G Email To Lists the username or email distribution list to whom the report will be emailed.
lE [AUC] 1608-Maintain Report Job Streamsl
Maintain Report Job Streams
L Job Stream DEPARTMENT EXPENDITURE REPOR
T e TR T
Adions Job Description rtaent Expenditure Reports
Available Reports for Job ReportsinJob 10
Trial Balance 1 Expenditure Summary - ATHLETICS
et Trial Balance w/MIP inies 5 Expenditure Summary - BMS SES s
Expenditure Summary 8 Expenditure Summary - HIGH SCHOOL
Expenditure Susnary w/HIP 9 Expenditure Susmary - KMA (BUDGET)
EURES N E-renditure Sianary - only ¢+ / - balances S ion 12 Expenditure Susmary - DIPIETRO P10 408
Expenditure Sunnary (v/ Legacy Accounts) 15 Expenditure Summary - SPED
S Projected Expenditure Sumnary 17 Expenditure Summary - STALL BROOK
i Encunbrance Summary 19 Expenditure Summary - SUPERINTENDENT’S O
Reverwe and Expenditure Summary 21 Expenditure Summary - TECHNOLOGY
I X Report List x :_E W7 Task 1723: Reports in Job Stream g [ copital Currat: e
Sumna Reports in Job Stream
Buciget
Budget Sumnar
Cash fictivity| Run as @ Preview O Print O PDF O Excel
Current. vs Prt if Printing use Duplex @ Yes () No
Current vs Pr. = =
Transaction D| Lookup m Cancel | | Clear All
Transaction D)
Transaction Detail Report w/Notes & Vendor W |
Transaction Dy
Transaction I “8 TedRE - GL_Reports_In_lob_THERESA[1]Jis = u]
Transaction M s Egit Format Options
Transaction Dy
Transactson D [Courer New ~l[s ~ Blz|ufm] =| lie|[F 2 |3| &)
Transaction H
Transaction S| |
Transaction S| 1723-GLRPTINJOB.REP Printed 12-May-2021 at 13:27:42 by THERESA Page 1

City of ADMINS
Reports in Job Stream

Rpté Task Report Title

1 1613 Expenditure Summary - ATHLETICS INANCE-Finance Distribution List
5 1613 Expenditure Summary - BMS UDGET-Budget List

e 1613 re Surmary - HIGH SCHOOL -Anthea Dimond

3 1613 (BUDGET) £

12 163

15 1613

17 1613  Expendi Surmery -

19 1613 Expenditure Summary - E

21 1613 Expenditure Summary FINANCE~F: nce D:

22 1613 Expenditure Summary - Ci BUDGEI-Budget List

4.2 1613 Expenditure Summary [Fix]

[ADM-AUC-GL-8425]

[EETAUCT 7550 Tedger Vear to Date Reports| ADMINS identified an error with the #1613 Expenditure Summary report
L B e B e when the report was run with totaling on user defined field descriptions.
S — o e User-Defined fields are available to identify accounts for reporting purposes.
RS Ty e —— If desired, set up field description labels to print on reports that use these
T o user-defined fields:
GLRPTLIBYR

Ledgers P Module Maintenance P User Defined Field Descriptions

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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E [AUC] 1026-User Defined Field Descriptions|

User Defined Field Descriptions

COA user defined field labels Label Description

User Defined #1
User Defined#2  [DOE Lire 2

User Defined#2  [0A Code 3

User Defined #4 iDﬂ Code 4
UserDefined#5 [0A Code 5
User Defined#6  [£0A Code 6

User Defined#7 [ COA Code 7

User Defined #8 im Code 8
UserDefined#9 [0A Code 9
User Defined #10  [£0A Code 10

User Defined#11 [ £0A Code 11

User Defined#12 [TEST

-- Added 08-Aug-2001 By ANTHEA Changed 08-Feb-2021 by LUANN

Figure 15 Establishing the User Defined Field Description Labels

Mark the accounts with up to six characters of free form text:

Ledgers P Account Maintenance P Chart of Accounts

June 2021

= [AUC] 1000-Maintain Chart of Accounts |
Maintain Chart of Accounts e
Goto 04=Jun-2020
LastTxin FY  16-Mar-2021
Actans FY [021 Account 00 000 090051 131
Description [CAFETERTIA UNION WORKERS
1-Add Account
= Account Type £ Expenditure SubType P Posting Entity [T TOWN OF ADMINS
i Accounting Purpose Budgeting User Defined
b o Special Revenue? @ Yes (ONo Budget Group JINCL UNCLASSIFIED DOE Li 1 r
R Cash Account? OYes ®No Ine EV
eWACESne® [ Interfund Transter> (OYes @ No BudgetType (O Operating DOE Line 2 W
Select forIntDist? (O Yes @ MNo (O Personal Senvices
ssummaryacets || o Ry @Yes OMNo Ocor COACode 3 FGOl
@ Not Budgeted COACode 4 kEDUC
Human Resources Account Access (O Read Only O Limited @ Full COACode 5 5100
Per Svcs Account @ Yes (O No COACode 6 I
Exclude from BudgetMill Rate  OYes @No
COA Code 11
TEST
Budget Check Account  2020-~998-0000-000-00-00-35900 6-Goto Acct
Description FUND BALANCE, SCHOOL LUNCH
Adj Debtts Credits Remaining Balance
Aciuals | | | 212918,53 6281377 | | -275732,30
Workin Progress. | | | -15599,70 16631,10 | | -1031,40
-- Added 04-Jun-2020 By Changed by Status: Account Active

Figure 16 The description (labels) established in Figure 15 are shown on the Account Maintenance screen

As shown, these user defined fields are optional and correspond to the fields on the report selector screen. To run the

report, select:

Ledgers P Reports P Year to Date P #1613 Expenditure Summary

The report may be totaled by the values in the user defined fields; below, the [2 Totals By] tab of the Report Selector Screen

specifies that the report be totaled by fund, then department, and then by COA Code 5:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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== [AUC] 1501-Expenditure Summary|

1613 Expenditure Summary
Goto...
Ackses Report Title  Expenditure Summary
B Pozt
1 Sekecton Crieria 2 Totais By ‘
Element Order# |Graun Order# | Type Order# |Category Order® | Sub-Class Order# Order#
3Fm Rapert [ [ - [~ | AccountType E l_
— [~ | Account SubType CP .
4 Clear Al F ”:
— (. 1st Summary Acct =
— [~ | 2nd summary Acct |
- [~ | 3rd summary Acct r
User Defined Order#
fined Order#
DOE Line 1 I~ E; =
DOE Line 2 [T Joes F
ae 9
Joumal Type Dept Group COACode 3 E jde 10 r
Jm Subtype PO# COACode 4 [T e |_
GL Code Voucher# -
Sub GL Code Warrant COA Code 5 L
Contro# Check Humber COA Code 6 [
‘ Page Break at Sort Order# [ Print individual Account Lines? (@) Yes () No

-- Added 08-Oct-2020 Bv THERESA Chanaed bv

Figure 17 The Expenditure summary report selector [2 Totals By] screen

The report provides subtotals by the Fund, Department, and COA Code 3 values; these are Fund 2020, Department 000, and
COA Code 3 FGO01 accounts:

City of ADMINS
» =
Expenditure Summary
Appropriation Remaining
Account Number and Description Appropriation Adjustments Encumbrances Expenditures Balance & Used
2020 SCHOOL LUNCH PROGRAM
000 BLANK DEDARTMENT
|COA Code 3 FG01|[
0-000-3400-000-09-00-51130 CAFETERIA UNION WORKERS .00 00 212,918.53 62,813.77 (278,732.30) 00
-000-3400-000-09-00-51140 CAFETERIA NON-UNION WORKERS -00 .00 50,307.08 20,545.89 (70,852.97) -00
000-3400-000-09-00-51192 CAFETERIA SUBSTITUTES .00 00 .00 144.00 (144.00) .00
2 -000-3400-000-09-00-51210 FOOD SERVICE DIRECTOR -00 .00 34,4687.22 21,542.00 (56,009.22) -00
2020-000-3400-441-09-00-52240 EQUIPMENT MAINTENANCE-LUNCH PROG .00 00 .00 11,333.50 (11,333.50) .00
2020-000-3400-470-09-00-54161 FOOD PURCHASES-LUNCH PROGRAM -00 .00 .00 5,261.28 (5,261.28) -00
0=-000-3400-471-09-00-54161 PAPER SUPPLY-LUNCH PROGRAM .00 00 .00 1,153.46 (1,153_46) .00
0-000-3400-660-09-00-54161 CLEANING SUPPLIES-LUNCH PROGRAM .00 .00 .00 59.64 (89.64) .00
2020-000-3400-810-09-00-52500 DUES & SUBSCRIPTIONS-LUNCH PROGRAM .00 00 .00 3,310.12 (3,310.12) .00
.00 .00 297,692.83 126,163.66 1423,856.49) .00
|Itotal coa Code 3 FG01) 0000 e e Emesnes weises umoeseds) 00
Total 000 BLANK DEPARTMENT .00 00 297,692.83 126,163.66 (423,856.49) .00
Total 2020 SCHOOL LUNCH PROGRAM .00 00 297,692.83 126,163.66 (423,856.49) .00

Figure 18 The resulting #1613 Expenditure Summary report as run as Print/Preview/PDF®
[ADM-AUC-GL-8432]
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4.3 Added Budget Group for Sorting/Selecting/Subtotal on Reports

1630

ASSESSMENT ASSESSMENT
IRSSESSORS  ASSESSORS

Transaction Detail Report w/Notes
Goto.
ReportTitle  [Transaction Detail u/Notes
Actions
FY po2i To 021 StartDate  [01-Jul-2018 = End Date pi-Feb—2021
1 Selection Criteria 2 Totals By
2 Run Report Element From To Group Type Category Sub-Class Account Type Account Sub Type
S Fund 000 pooo [ [ [ ] Asset Control
Department R &7 Available Budget Groups X ] Liabitty [ Posting
o Cioaran Function iod) [ Fund Equity [] summary
Program oy Group Description Tot Expendiure
Location bd| B [ ~ Revenue
Year | DM TOWN_ADMINISTRATOR
Otiect Bament b fouseR  ApuseR
AFFORD AFFORDABLE HOUSING COMM Budget Group
ANIMAL  ANIMAL CONTROL .
IARCAND ARCAND PARK/RECR 3
ARTICLES  ARTICLES
ARTS ARTS COUNCIL

l?igure 19 New field on the [1 Selection Criteria] screen allows filtering by Budget Group

Check Number 5000000

ATHLETICS ATHLETICS &

AUXPOLICE AUMILIARY POLICE

ELDMNT BLDG_MATNTENANCE % of Budget has been expended

BMS BELLINGHAM MEMORIAL SCHOOL

ICAPINV CAPINV

Select Only Post EEEELERV ?EEET EEERK her Defined Fields From Chart of Accounts Screen
Posted Date CoR COUNCIL ON AGING E Line 1 COA Code 7
Joumnal# COLLECTOR COLLECTOR ¥ | pE Line2 COA Code 8
Journal Type A Code 3 COA Code 9
GL Code Fo1d} | OK Find  Search Cancel Help  Eof pACoces COA Code 10
Sub GL Code , Code 5 COA Code 11
Control# Voucher# COA Code 6 TEST
Warrant 00000

Filter by a single budget
group by selecting the
budget group from the
lookup or entering it
directly.

b [AUC] 1502-Transaction D

etail Report w/Notes|

-- Added 04-Dec-2020 By THERESA Changed by

1630 Transaction Detail Report w/Notes
Goto..
Report Title Transaction Detail w/Notes
Actions.
FY Po21 To po21 StartDate | End Date j01-Feb—2021 Enter a number for
sorting/subtotalling by
1 Selection Crieria budget group
3 Run Report Element Order# |Group Order# |Type Order# |Category Order# |Sub-Class Order#
un fepor Fung m - Account Type ALFER
Degartment [~ I Account Sub Type CP
Fancion r r C - -
4 Clear Al Program ~ r ~ r r
Location — [ [ [ [~ | 1st summary Acct
Year [~ [ [~ [_ [~ | 2nd Summary Acct
Object Element [ [ [_ ~ [~ 3rd Summary Acct
|Budget Group
Miscellaneous Order# Miscellaneous  Order# User Defined Order# User Defined Order#
Posted Date [ Batch [~ DOE Line 1 [ COACode 7 [
Transaction Date [ User Batch |_ DOE Line 2 [ COA Code 8 —
Journal# — Vendor # ' COA Code 3 I_ COACode 9 —
Journal Type [~ Dept Group [~ COA Code 4 [ COA Code 10 [
Jrn Subtype [ PO# [~ COA Code 5 [ COA Code 11 [
GL Code [ Voucher# |_ COA Code 6 l_ TEST [
Sub GL Code [ Warrant [~
Control# [ Check Number 'l
’ Page Break at Sort Order# | Print Individual Account Lines? @ves ONo

Figure 20 New field on the [2 Totals By] screen allows sorting and subtotals by Budget Group

[MBE-SUP-SAPLAUC-1125]
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5 ATTACHMENTS HOVERTEXT [Enhancement]

ADMINS added more
information to the hovertext
on attachments indicating
when the attachment was
made and by whom. If the
Special Note: is “BURST”, it is a
System-Created attachment
and it cannot be removed by
the user. Attachments without
a “Special Note” are user-
supplied and may be detached
using the [Remove] button. To
see this feature, go to:

Ledgers P Journal Entry

= TAUC] 2066-Posted - Attachments|
Baich B Lyiores Posted - Attachments Llooed
Goto. Voucher# k63809 THERESA
rctons Vendor 010543 01 Invoice#  18-Feb-2021 Check Type Printed Bank  EAST
ALBERT R, MASCH InvDate  18-Feb-2021 Check#  See Check History
145 SPRINGFIELD ST, Customer# Separate Check
CHICOFEE Dept Code ToHH Hold Check
MA 01013-0000 Vou Date  16-Mar-2021 FY 2021 Type P Fayment Voucher
DueDste  18-Mar-2021 Terms TUR
Amount to Pay Vendor
2 Detals (1) 3lems 4 GL Details. 5 Status History 6 Check Hist (1) 0 Attachmer 56,58
[Feas [Deseription TFiename TBurtons ]
I |
T [Gheck Print Rarrant 002677 AL I 1 P —
i User c UTOInfo.txt 7 View 0 Email 8 Remove
File Location
uC_| Transfer\PLUTOInfo.txt
Entry User: THERESA
Entry Date: 01-Apr-2021
Entry Time: 16:59:20.58
9 Add Aach Entered 56,52 Liguidal .
Special Note: -

Additional hovertext shows the Entry User, Entry Date, Entry Time, and any special notes. If the
Special Note is "BURST", this is a system generated attachment and cannot be removed.

Processing P Enter One Time
Journals P [Q Attachments]

== [AUC] 1100-Enter One-Time Journals — x

Enter One-Time Journals

Enti jan
Goto.. Ty Bo
Ac Journal# 24022 Expected Entered Remaining
ons JEDate EENISWESNEN  Reversal Date Debit 131761.55 131761.95
JEType IC Regular Credit 131761.95 131761,95
Category (® Regular O Audit Recurring Allocation

EditNote | Reverse JEs 23338 thru 23365. These were

1Add JE
asire || o T o atacment ()
Lkup up

Figure 21 The attachments tab of the Enter One-Time Journals screen

Ledgers P Journal Entry Processing P Journal History P [Q Attachments]

== [AUC] 1105-Journal History - X

Journal History

Goto.
p— Journal# Rl Transaction Date [12-Jun-2018 Entered by
Type EN Encumbrance GL Post# 8365333
Category Regular Posted Date  12-Jun-2018 Allocation

1 View Notes Substitute Encumbrances

3 Detaks Q Aﬂachmenh
Lkup up

Figure 22 The attachments tab of the Journal History screen

2 History Listing

[ADM-AUC-SY-8171]

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

Page 14 of 16



ADMINS Unified Community

Release Notes — Version 21.2

General Ledger

6 INTERFACES (CUSI) [Enhancement]

Ledgers
Interfaces/Imports > VMS Transactions
Site Specific > Acquire Payroll Transactions

Help Reference Library

June 2021

Maintain Crosswalk
VMS to AUC: GL Transaction Codes
VMS to AUC: GL Account Elements

Upload Accounts into Crosswalk

Acquire UMS/CUS| Accounting Transactions

== [AUC] 1385-Acquire UMS/CUSI Accounting Transactions

Acquire UMS/CUSI Accounting Transactions

Description
Restart Process

UMS/CUSI Upload History

| UMS/CUSI Transaction Categories I

Upload UMS/CUSI Transactions
Transactions Edit List
Post UMS/CUSI Transactions

== [AUC] 1380-UMS/CUSI Transaction Categoriesl

Goto..

Actions

3 Menu

4 Add Category

S Copy Bill Year

B Edit List

9 Error Check

UMS/CUSI Transaction Categories

Transaction Type
pen Paynent.

1 Cateqories 2Accounting

Bill Year

ADMINS enhanced an
error report on the
UMS/CUSI Transaction

Apply Type [Eharge
Service Type Hater Service Charge Charge(lransfer Balance Open Credit)

Categories table —if the
cash checkbox is checked
— also validate the 2"

PostGLSummarized []  (CPostioCasn (7] ) PaymentType []

1 1stDebit [0200-000-0000-000-00-00-26400 DEF REVEMUE-HATER CHARGES
2 st Credit 10200-000-0000-000-00-00-13100 WATER CHARGES A/R

3 2nd Debit 1200-000-0000-000-00-00~-10400 CASH, WATER

4 2nd Credit 1200-000-0000-000-00-00-42050 HATER CHARGES

Category marked as a Payment Type, So Positive Amounts (credits)
in Upload file will result in Debits and Credits being swapped

1st Debit 0200-000-0000-000-00-00-13100 WATER CHARGES AR

1st Credit 0200-000-0000-000-00-00-26400 DEF REVENUE-WATER CHARGES
2nd Debit 0200-000-0000-000-00-00-42050 WATER CHARGES

2nd Credit 0200-000-0000-000-00-00-10400 CASH, WATER

Debit and Credit accounts.

Updated the GL-870 CUSI
Interfaces document to
include [Add Category],
[Copy Bill Year], [Edit List]
and [Error Check]
buttons.

POST TO CASH This will post upload amounts to Revenue and Cash Accounts

If Payment Type checked and the upload amount is positive (credit). Debits/Credits will swap
If Payment Type not checked and the upload amount is negative (reduce charge). Debits/Credit will swap

-’ TedRE - CUSI_TrxCat_ErrorChk_1 382|

[Gomeher | [_=] Blz|ufws] =] oefoe] [¥ %[3] &)

|
1382-GLUMSCODERRCHK. REP

Printed 29-Apr-2021 at 15:41:37 by
|U}‘.S/CUSI Transaction Category Error Check |
Apply Transaction Type Service Type Account Number Error Message
Year Transaction Type
2022 Misc Chrg.
Misc Chrg Trash (2WDEST) 1. 1st Debit 0000-000-0000-000-00-00-00000 1st Debit Account Missing
2. 1lst Credit 0000-000-0000-000-00-00-00000 1st Credit Account Missing
Capital Improvement Chg Delinquency
1. 1st Debit 0200-000-0000-000-00-00-26400
2. lst Credit 0200-000-0000-000-00-00-13100
3. 2nd Debit 0000-000-0000-000-00-00-00000 Post to Cash set but 2nd DR/CR not Entered
** Total *** Year: 2022 Type: Misc Chrg. 4. 2nd Credit 0000-000-0000-000-00-00-00000

Grand Total *** Types: 2

Selection Legend:

I Error message when

Post to Cash is checked but 2nd DR/CR not entered

Year

1 2022

[ADM-AUC-GL-8433]
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7 ADMINS.COM TRAINING VIDEOS

The ADMINS training videos were converted to provide 2 YouTube features, such as pause, rewind, fast forward, closed
captions, and playing at faster speed. This training is restricted to “Customers Only”. Need credentials? Go to: Contact Us
ADMINS, Inc. and follow the instructions in the quick start guide. Then, use the link to access the Videos | ADMINS, Inc.

[ADM-AUC-WEB-2]

8 HELP REFERENCE LIBRARY

The following new or updated documents added to the Help Reference Library.

8.1 New or Updated Documents

e INTERFACES GL—870 CUSI Interfaces [Updated]
e S|TE SPECIFIC GL—925 Middletown, CT BoE Build Grant Funds [Updated]
e SYSTEM SY-170 System Administration Kit [Updated]
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