GENERAL LEDGER

RELEASE NOTES - SEPTEMBER 2014

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

The ADMINS Support staff will install these changes to your system on September 6, 2014.
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9 ADMINS Unified Community Release Notes — Version 5.2
General Ledger September 2014

1. CHART OF ACCOUNTS
1.1. Fund Table

1.1.1. Add More (Optional) Information

Additional fields have been added to the Fund Table allowing you to record details regarding the fund.
This is especially useful in tracking additional information regarding Special Revenue or Trust Funds.
You may include a note about the purpose of the fund and categorize its type. The use of these fields is
optional and does not affect any processing throughout the AUC application suite.

To access the Fund table, click here:

| Ledgers Purchase Orders  Accounts Pavable  Fixed As
Account Maintenance Chart of Accounts
Journal Entry Processing  #

Flmki Eemlimel] b B mimb e ok —e] EL

By default, the Fund table is displayed. You may now click the button labeled |#-dded Fund Datd|

mxa[AUC] 1204-Maintain Elements [Mary]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Systen|
|g|§| I«ld- -b|»|| ¥W|3|E|ﬂ|
Maintain Elements-Fund
Goto...
. Fund Description Grougp Type Category Sub-Class
Actions
poon
p1oo [TRASH-OPERATING FUMD TRASH FA GV
1-Addd Mewy —
200 ATER-CFERATIHG ATER EH BV
o il Lt p300 FEWER-CPERATING FUMD EH BV
= 444 ERATE CREDITS FOR TECHMOLOGY
fLoo0 Fereral Fund EH GV
Eo00 EPECTAL REVEMUE GV
EGliE]
Select Table Eo10 ECHOOL GRANTS GV
4-Fund ECHOOC LUNCH PROGRAN ECHOOL Fr GV EF
5 Depariment )20 ECHOOC SECURITY 2013 GRAHT ECHOOL ] GV ES
B-Function 040 ECHOOL CHOICE, REC TUITION ECHOOL ] GV
7-Program Eos0 CPC (E.C.CHIEED [ECHOOL FH GV ES
B-Location Eoen EPED EARLY CHILD GRANT ECHOOL I GV EF
9-vear Eo7ol [EIG YELLOW SCH BUS (MA CULT CHC [ECHOOC ER GV EF
Q-Object Eoan FUMMER PROG SPED EC GRANT B GV EF
Eoao CIRCUIT BREAKER FUMD [5CHOOL ER GV ES
E1o0 FPED 94-142 ALLOC [5CHOOL B GV EF
E110 E C TRATNING: CURR & IEP STUDY ER GV ES
Eiz0 SCHOOL SPECIAL ASSISTAMCE ER Gv ES
Ez0 [CPC ACCREDITATION GRANT [5CHOOL FH Gv ES
E1an [CPC LOCAL PLAMNING & COORD GRT | JSCHOOL FH Gv ES
E150 LEVEL = DSAC TARGETED ASSISTANC [ECHOOL B GV EF
¥-Added Fund Datg| |2 A H 5 GRADUATION IMITIATIVE | [BCHOOL FH GV ES

This new screen appears. Complete all or as many fields as you wish.
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Added Elements - Fund

Gota

Description
SCHOOL SECURITY 2013 GRANT

Actions

Return to Fund | Fund Begins on Fil—Jul—2013

Fund is Managed by FHRY Mary Mackinnon

Fund has Encumbrances © Yes  No

Fund Type EF‘ECREV Special Reverue Fund

Fund Notes ORIGINAL GRANT AMARD $50.000 FOR SECURITY SYSTEM [CAFPLICANT=MARCIA JONES]

[ADM-AUC-GL-413]

1.2. Allocation Codes

The allocation code table was enhanced to show the accounts status. In the event that accounts or funds
are consolidated or changed, this will remind the user that the allocation code must be changed as well.

Maintain Allocation Codes Sl M
06-hrg-2014
Maintain Allocation Codes Last Changad Alocation  Descripion Total %
Frrr | i — 100,00
Allocation  Description Total %
— 194,00 | e nccoum Descruton Pum'mnumslams
| Line Account Description Percent e
00000 -0000-000-00-00-00000 ey
1 [[000-122-0000-001-00-00-540H0 100,00 pesp
2 [{900-123-0000-001-00-00-54080 .00 e
3 [[000-137-0000-001-00-00-54080 .00 AW
4 [1060-135-0000-001-00-00-54080 [ Dy
5 [{000-139-0000-001-00- 0054080 .00 D
6 [[900-151-0000-001-00-00-54080 .00 D
[{906-164-0000-001-00-00- 53080 &.00 D

Figure 1 Before
[ADM-AUC-AP-713]

2. JOURNAL ENTRIES

2.1. Accessing Other User’s Journal Entries

There were occasional incidents where one user found themselves inadvertently entering data in another
user’s previously created journal entry. Error checking has been added to test for a user match and prevent
accessing another user’s journal entry.

[ADM-AUC-GL-8129]

3. POSTING TRANSACTIONS IN SUMMARY TO THE G/L

Changes were made to the descriptions in the transaction listing to notify the user that a record represents
a summary of multiple transactions. These notes are seen on the Transaction Posting report as well as on
the Transaction History screen.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 11
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3.1. GL Transaction Posting Report

In this example, the credit to Accounts Payable is summarized for a total of $51.00; the total represents
the sum of the two expenditures of $25.00 and $26.00 charged to two different accounts.

-
11153-GLTRNPST.REP Printed 02-Sep-2014 at 09:19:45 by ANTHEA Fage 1
Towm of ADINING
GL Transaction Posting Report (by Batch)

Fosting UsrBatch#/
FTY  Ctrl # Post # Date Refer # Code dccount / Notes Description Budg/BegBal Debit Credit Encuwbrance  Budget &dj

2015 138040 13011 02-Sep-2014 G84590g@ LT

ACCOUNTS PAVABLE 51.00
&845300
2015 133040 13011 02-%ep-2014 352011 EXPENDITURE z5.00
#845900
2015 138040 13011 0Z2-Sep-2014 352012 AF0Z 0100-000-0000-000-00-00-39300 EXPENDITURE 26.00
&845300
2015 133040 13011 02-%ep-2014 352011  AP0OZ 0100-430-0000-004-00-00-52010 ADVERTISING z5.00
8845000
2015 138040 13011 0Z2-Sep-2014 352012 AF0Z 0100-430-0000-004-00-00-52030 TELEPHONE 26.00
&845300
*** Total **% User Batch: 13011 l0z.o00 sl.00

3.2. Transaction History Screen

On the Transaction History Screen, from any tab, select the transaction and click | D;n'a\*-"‘mes

All Trx Co Transaction History
Goto...
P Tvpe Liahility [ P Balances |
- Account Humber Sub-Type Control I P Balence az OfF
EORLE |0 100-000-0000-000-00-00-20200 Status Active

& Drill Dawvn ACCOUNTS PAYABLE Fund Status  Active

7 Aot Bal Incjuity

8 Excel
9 Excel by Date 1 Account | 2 Posting | 3 User Batch | 4 Referenced | 5 Trx Date |

Trx Date Reference# Line GL# TrxCode User Bat? Posting# Amount Type Displary - Notes |
2-Sep—2014 352007 1 1 AROL 13009 8845899 500,00 DR Harrant 004718
2—-Sep—201d 352008 1 1 APOL 132010 2845399 107,00 OR
2-Sep—2014 5545901 1 1 APOL 13011 8545901 51,00 DR' Sumnary: Warrant 004719 .
2-Sep—201d 352008 1 1 ARO2 13010 8845898 107,00 CR
2—Sep—201d 8845900 1 1 APO2 13011 8845900 51,00 CR Sumnary Posting

This information will be helpful when reconciling batches that have been posted in summary.

3.3. How to Set the Method to Post in Summary (or not)

To control the method used for posting Accounts Payable, go to the General Ledgers Control Account
Table. If the box is checked, the summary method will be used.

Maintain General Ledger Controls

Goto..
34 Fund Description Fund Status .
< EE [i00 TRASH-OPERATING FUMD OFEN
1-Edt List
2Emwor Chack | Line Account Number Description l Summarize Postings? '

Fevenue E 100=-000=0000=000=00=00=39100 REVENUE r
Expendiure B 100=-000-0000-000-00=00~-39300 EXPENDITURE r
Encumbrance E 100-000~-0000-000—00~-00~-39200 ENCUMBRANCE r
Reserve for Encumbrance E 100~-000-0000-000-00—-00-38200 RESERVE FOR ENCUMERANCE r
Reserve for PY Encumbrance E 100-000-0000-000-00-00-88388 SUSPENSE r
PO Rellover F P106-000-0000-000-00-00-06398 SUSPENSE
Accounts Paysble B 100-000-0000-000-00-00-20200 FCCOUNTS PAYABLE
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To control how the posting of Cash is handled, go to the bank codes table.

Maintain Bank Codes

Bank Narme EASTERN BANK FOR A/ZF ABAR ABANumerator  B3-179
ABA Denominator  [113

Address 1 LYNM. MASSACHUSETTS Direct Deposit Only

Address 2 C Yes & No

Address 3 Cash Book Bank Imprest Account
City State [~ Zip Code p0000-0000  Yes & No Cles @INo

4-Accounts Payable | 5-Accounts Payable-ACH | 6-Human Resources | Human Resources-ACH 7-Collections
|_ GL Account# [ex%2-000-0000-000-00-00-10400 Summarize Posting  © No % Yes
e

4. AUDIT OVERRIDES

[ADM-AUC-GL-8133]

4.1. How to Change Accounts and Amounts

A new document describing how to change accounts and amounts on transactions in the unposted file was
added to the Help Reference Library.

———————— POSTING -====——-

View | _Ema
F 0 M2 Lo Lrie Gelen o =Iw (={=]] View Email
Due To/Due From Processing View | Email
Reconciling GL Postings Yiew | Email

[ADM-AUC-DOC-96]
4.2. Report and Screen Match

The Enter Audit Change of Unposted Screen was updated to expand the GL Line field to accommodate
added sequence numbers — prior to the update the sequence number was truncated in the screen and didn’t
match the posting report.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 11
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Enter Audit Change of Unp

Searchfor  Yesr EER  Accountt [OO0-000- 0000000000000 Tex Date: [
cose [ oLBaen [ Usersan [ Retorences [

§[%

Cioor Search
o Search

[(3-ug-2014

(bR o (L o - e T (T TSR T BT o ez
14 01 ] %3023 (000~ 300-2305-110-12-00-51260 3208.71
o1 % 20262

i

[3-hg-2018 POSIEE_ [1000-300-2 305~ 1 10-06-00-51260
T

P

«
2]
0
”n
®
%

o

H

50051260
0051260
051200
3551260
0

=

rug-2014 01
~fug 2014 01
—

Credn

Jpnen |

GL Batch: 903023
Trx Date: 13-Aug-2014
Code: HROL  Payroll Posting Amount: 1363.44

User Batch: SOWEZ3

1456-FUREY : GLUNPSTAUDPST. REP inted 24-Jul-2014 at 10:47:07 by THERESA Page 1
Town of ADMINS
Post Unposted Audit Change
== Original
Year: 2015 Account: 0-300-2305-110-04-00-51260 Referencef: 1293 Line: 104 GL Line:

== Replacement Transactions

Audit #: 11
Audit Fote: Need to split this out to another acc

Seq# Account \GLLim Encuubr Debit Credit  Open Bal/Bud OpenBal/Bud Adj
1 1000-300-2305-110-04-00-51260 363.44
2 1000-300-2305-110-12-00-51260 1000 1000.00

Figure 3 Before

Enter Audit Change of Unposted Transaction

e SearchFor  vear EEER  Accountd M Trx Date: [ O Coich
Code L Bach: User Baxch. [ Fefargnted. D Seerch
L T T on L )
15 14 685457 Bt

| | = T o o 7 1 €554,57

o | T8t CeCeC e CRCRCRCH—CRCRCH MM 24855, 51

EE K R i ] T1690,88
EEE T e e ] 243631

| [PEEEs [omo-Oo0-Dm00-000-00—00-2 1400 370467

| i T T e T L] 201, TH

B A e e P A T 0.8

| 2 00~ D00~ 000-000—00—00~2 1515 6,58

| 2 [EORCR OO0 - OO0 00— 7 15 3% 107,53

oIk R e U =200

BIE R0 =000 == = ==3 152 =%

s 1CoceC-CeDe0 - QRN PR

e

13

3

; ®[¥ 303 &)

T
E tase-rmpm.wv:mmg'r.un Frinted 2 - 1004 aT 14:E1rd3 by THERESK iy
Towm of ADNIND
E Fost Trposted Audit Changs
= Gciginel Teanssction s e re e s A m AR R R R e

E 2 Azcount: 100000 =000 =00=00=21535 References: 1417 Limer 11 Ob Lime:
E 35511: s User Batchi 082614

E Coter mOL Payroll Posting Amomer 44,96

== Beplacement TEAnSactions
]

H

1 L1000 -G00-0000 -000 -00-00-21535
& 3000-000-0000-000-00-00-21520

Toral:

Figure 4 After

5. REPORTS

5.1. New Accounts Report

September 2014

[ADM-AUC-GL-8128]

A report listing accounts created since a given date has been added to the Chart of Accounts screen. This
will help the Finance Office to know what accounts have been created, by whom and show the account

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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characteristics and creation date. Run the report from either the Actions button or the New Acct Since

September 2014

button.

Actions
B Fr
Actions
Add Mew Sccount
cato. ko add New Accourt Copy Accounts Changing... v
Update Account Descriptions by, »
) Achadiy Copy Accounts Changing. ..
e Update Account Descripkions by, Edit List
1At Attt Edit Lis.t I Mew Acct Since
1-Add Account Errar Lisk
2B Lisg ; Rebuild Summary Accounts
it List Rebuild Summary Accounts Achivake Account
il Inactivate Accounk Ikl ag Aecount Far Deletion
3-Error List 4-Zoro Accounts Flag Account For Deletion Flag Account for Deletion
e Mass Chamae Graup [Mass Change Group
- =
4-Fero Accounts L Mass Change Type [Mass Change TYpe
Mass Change Rey Type MMass Chiange Rey Type
S-Summary Accts &Summary Accts ™ ch C b Mext FY
Mass Change Copy ko Mext FY a5s Lhange Copy o Mex
Figure 5 Before Figure 6 After Figure 7 Before Figure 8 After
1485-GLLEDEDTS IN. REP Printed ZB-Aug-2014 at 11:35:43 by WENDY Page 1
Towm of ADMING
New Accounts in Chart 3ince
Accounts Created in the Chart zince 23-Aug-2014
Account Account
F¥ Account # Description Ty¥pe Sub Type Entry By Entry Date
2015 0200-004-0000-000-00-00-37035 NEW ACCT Expenditure Posting UENDY 28-Aug-2014
*#%% Total for Z3-Aug-2014 <% Posting Sunmary Control Total
Asset:
Liah:
Ecquity:
Revenue:
Expenditure: 1 1

This report is available in preview, print, pdf and Excel formats.

[ADM-AUC-GL-8126]

5.2. Current vs Prior Year (Column Selection)

There was an issue on this report when more than five columns were selected for totals in the screen.
The screen was changed to permit the selection of a maximum of five totals. If more than five are
attempted, the following error message will be displayed.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 11
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1668 Current vs Prior Years (Column Selection)

Report Title  Furrent vs Prior Vears (Column Selection)

Fr 015

1 Selection Criteria D TEEE By,

Element Order#  (Group Order# |Type Order# |Category  Order¥ (Sub-Class Orders
Fund |l
Depanment -
Funetion l_ l_
Program - Il
Lecation |_ |_
Tear |_ |_
Object Hement |_ |_

Figure 9 Report Selection Screen
[ADM-AUC-GL-8116]
5.3. Transaction History Report

The transaction detail report was modified to show the vendor on AP06 (Void Check) transactions. Run
this report by selecting Ledgers » Reports P Report Library P Transaction History.

1632-Transaction Detail Report w/Vendor

<& TedRE - GL_Trun_Detail_w_Yendor_LUANN[1]
File Edt Format Options

Couriet Hew S|+ = Blz|ufw] =

1632-GLTRNDETVEN . REP Prinved 0f-Sep-20l4 au 16:08:0% by LUANN 1
Town of ADMINE
Transaction Detail w/Vendor

Fiscal Year: 201E to 2015

Trans Date GLPostd User Bacch R Posted 0n  Open Bal/Budgen Bpprop Adj Encunbrance Debin Credit Vendor

Tatal 0300-460-0000-004-00-00-57300 RESERVE FUND 25,000 00 _on oo oo oo
01-Jul-2014 BUOL 8845196 8845196 1,363 l2-Jun-2014 13,283.00

Tocal 0300-460-0000-004-00-00-57500 PROPERTY INST 13,2383.00 _on o0 oo oo
01-Jul-2014 BUOL 8845196 2845196 1,370 12-Tun-2014 16,469.00

Total 0300-460-0000-004-00-00-57510 LIABILITY INS 16,469.00 .o .00 .00 oo
01-Jul-20l4 BUOL 8845196 224519¢ 1,371 1z-Jun-2z014 2,500.00

Tatal 0300-460-0000-004-00-00-57520 VEHICLE INSUR z,500.00 _on o0 oo oo
16-Tul-z0l4 APOE 8845723 V004700 351287 1 1 16-Jul-z014 18,000.00 000000-
01-Jul-2014 BUOL 8845196 2845196 1,374 12-Tun-2014 12,000.00

Total 0300-460-0000-004-00-00-59010 GROUF INS TRU 18,000.00 .o .00 .00 18,000.00

Figure 10 Before

1632-GLTENDETVEN. REP Printed 03-Sep-2Z014 at 16:40:14 by THERESA Page 4
Town of ADMINS
Transaction Detail w/Vendor

Fiscal Vear: 2015 to Z0L§

Trans Date Code GLPost# User Batch Reff Line GLLn JrnCd Posted On  Open Bal/Budgst Approp Adj Encumbrance Debit Cradit I Vendor

Total 3650-000-0000-000-00-00-52400 PROFESSIONAL _oo .00 _on _oo aan,i

09-Jul-z014 AFOE B845603 V004685 350640 1 1 l6-Jul-2014 7,100.00 010569-IHG
09-Jul-z014 APOE 8345603 V004685 350641 1 1 lg-Jul-201l4 500,00 022813-IEFF DU'H.AH‘a
Total 6170-000-0000-000-00-00-10400 CASH, CELEERA .00 .00 .00 7,600.00 .00

Figure 11 After

[ADM-AUC-GL-8127]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 11



9 ADMINS Unified Community Release Notes — Version 5.2
General Ledger September 2014

6. OPENGOV

ADMINS is pleased to partner with OpenGov.com to offer you a new way to provide your citizens with
an easy to use, web based portal of your budget data. OpenGov and AUC provide flexible integration
with transparency that will strengthen the relationship between town government and the resident.
Budgets have always been available to the public but usually in lengthy line item detail form. This brings
your complex accounting data to life in easy-to-use visualizations.

6.1. Web Based Access to Municipal Finance Data

You upload your financial data and it becomes available not only to the decision makers in your
community but also your customers (taxpayers, businesses, etc.) It is user-friendly and accessible; which
residents love! If you wish to implement OpenGov, contact support@admins.com to request details on
how to purchase the interface and schedule an implementation.

[ADM-AUC-DOC-98]

7. YEAR END PROCESSING

7.1. Create New Year

Updated the GL Year End Process to only rebuild account security if MODCTR 1200 is set to F (which
means the site rebuilds Account Security only once a week). If MODCTR 1200 is set to A — the account
security rebuild will not be run as part of the Create New Year process as it will be automatically be
rebuilt during the overnight daily process. This will shorten the time necessary to create the new year.
The module control is shown below.

@I |«|1-I-b|»|| ﬁﬂlwlglalﬁl

System Module Control

Seq# Description Answer

m Rebuild Account Security [AJLL Mights or [Flriday night only 4] < 1 Edit I >

I 1600 [Reportz=] Clear Start/End Dates in Report Selection when FY C ¥
1601 [Reports] Include Encumbrance in Actusls (Field Selection Resl Y

[N [aUC] 51-System Module Control [wendy]
Rebuild Account Security [A]ll Nights or [F]riday night only

Enter Code ﬁ

Loukupl OK I Cancel Clear All

[ADM-AUC-GL-8123]
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8. MODULE MAINTENANCE

8.1. Delete Accounts Process

The Remove Accounts Flagged for Deletion was streamlined to run more quickly. To delete accounts,
select Ledgers P Module Maintenance » Remove Accounts Flagged for Deletion.

Ledgers

Account Maintenance 4

Journal Entry Processing  k

Posting Control 3

Audit Overrides » 9' EI ﬁl

Queries 4 5

Reports » Remove Accounts Flagged For Deletion

OpenGoy Dashboard 4 Description Date Start End Suceess

e Ereere » Select Accourts Flagged for Deletion I
i 9 IWaintain &ccounts Flegned for Deletion I

Unpast Processing » SUbmit Accaunts Flagged for, Deletion Process r

IModule Maintenance 4 General Ledger Module Control Unsubsmit Remove Accourts Flagged for Delstion I

Interfaces/Imports 3 User Defined Field Descriptions

Site Specific 3

Remove Accounts Flagged For Deletion

For more information on how to run the process via this steps menu, review the How to Delete Accounts
Document found in the Ledgers P Help Reference Library.

Ledgers Help Reference Library

Reference Card

———————— ACCOUMT MATNTENANCE ------—
Account. Elements Wigw | Email
Adding a Hew Fund Wiew Ermail
Upload Chart of Accounts Copy Accounts Changing Wiey Ermail
Hou to Delete Accounts Wiew | Email

[ADM-AUC-GL-8125]

8.2. End Of Week Report

The end of week report of GL Transactions Awaiting Processing will now only report on transactions in
the unposted file if the transaction date is more than 30 days from the date the report is run. The email
subject will be as shown below:

Ce
Subject: [AUC] Weekly: GL Transactions awaiting processinil- Older tham 30 Days

~| Message | 2 |GL_Unposted_trhitm B7 KE)

File Attachment Included

* Do not reply to thisz emall message as it was systes generated
via the ADMINS Unified Community (AUC) System **

The report will have a heading showing this:

-Jun-2014 at 12:07:27 by ANTHEA
Town of ADMINS
Print Unposted Transactions

End of Week PFrocessing - Report of Transactions Awaiting Posting

[ADM-AUC-GL-8119]
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9. HELP REFERENCE LIBRARY

9.1. Accounting Transaction Types

The Accounting Transaction Types help document was updated to include the new accounting types used

in Tax Title and Deferral Processing.
[ADM-AUC-DOC-95]

9.2. New or Updated Documentation

The following new or updated documentation was added to the General Ledger Help Reference Library.

e POSTING Changing Unposted Transaction Accounts & Amounts
RECONCILIATION/ACCOUNTING Accounting Transaction Types
e INTERFACES CUSI/UMS Interface
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