General Ledger
Release Notes September 2023

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 23.3
General Ledger September 2023

1 Transaction History Excel Reports [Enhancement]

The Excel report button produces a report of the information currently displayed on the

. . . . . . The Transaction Histor
screen, which can vary based on which of the options is selected on the flexible display 4

Query screen has a nifty

column. : i
flexible display column that
T e R allows viewing additional
coto information about
Type Expendi ture 0 FO Balances .
Actens Account Number Sub-Type  Posting K PO Balance as Of transactions.
2] [3200-5950-0000-000-00-00-70008 Status Active
&Dril Down WATER ENCUMBRANCE Fund Status  Active Display - Audit Number
Display - Entry Name
—— Account 2 Posting# 3 User Bateh 4 Reference# 5 Trx Date Oty =0t
Display - Position Number
Tre Date Reference#| Line| GL#| TeCode| User Bat#| Paosting#| Amount|Type| Display - Purchase Order# Display - Post Date
DI-Jul-2095| 198879 1| 1| POOB| @@%6771| 9957l 106,35 [EN_|PO#: 198879 Lire#: 1 Display_ Tansaction Desc
Di-Ju1-2023| 198879 1| 1| POD9| 5995769 | 5995769 106.35 [N [PO#: 198979 Lire#: 1 e
Di-Jul-2023| 199886 | 1| 1| PO09| D979 | 08957ed 212.70 [EN_|PO%: 198996 Lire#: 1 DL DT s s
DI-Tul-2023 198886 1 1| PO03 | B895763 6595769 212,70 [BA |PO#: 198866 Line#; 1 Display - Posting Control Number
T Display - Department Group
Display - Invoice grmation
Ready Display - Commodity lbeqy Desc
e i T = L n Display - Additional Ref2 Infa
- isplay - Purchase Order# z =
198679 1 - ["SF'EY'TR"l Display - Purchase Order# |
PO#: 1983879 Line#: 1 Display - Vendor
198879 1 PO#: 198879 Line#: 1
198386 1 PO#; 198886 Line#; 1
198886 1 PO#: 198886 Line#: 1

Before the software update, if the transaction was a Purchase Order (PO), the Excel report did not always populate the
flexible display column, because it was a duplicate of the information in columns E through F. Now, the PO # and Line will be
shown in column R as well for all PO## transactions.

= - ¥ GL_Transaction_History_THERESA[2]xm! - Excel £ search
Y.

Fle  Home Insert Pagelayout Formulas Data Review View Help

Al v i fx| Tex_Date
A B (o D E F G H | J K L M N o P Q S
Trx Date |Year Account Description Ref # Line [GLLn Code Sub User Batch Posting # Post Date Approp/Open Approp Adj Encumbrances Debit Credit| Purchase Order# rnType
01-Ju1-2023 5024 0200-950-0000-000-00-00-70006 WATER ENCUMBRAN(| 188879 1 1 PO0& 8805771 8,895,771 14-Apr-2023 0.00 0.00 -106.35 0.00 0.000 PO#: 198879 Line#: 1
01-Jul-2023 2024 0200-950-0000-000-00-00-70006 WATER ENCUMBRANG 198879 1 1 PO09 'B8g5769 8,895,769 14-Apr-2023 0.00 0.00 106.35 0.00  0.00 PO#: 198879 Line#: 1
01-Jul-2023 2024 0200-950-0000-000-00-00-70006 WATER ENCUMBRANC 198886 1 1 PO09 '8805769 8,895,769 14-Apr-2023 0.00 0.00 212.70__066— 0.000 PO#: 198886 Line#: 1

1 P0O09 8895769 8,895,769 14-Apr-2023 0.00 21270 0.00 000 0.00P

0.00 21270 212.70 0.00 0.00
( R \

01-Jul-2023 2024 0200-950-0000-000-00-00-70006 WATER ENCUMBRANG, 198886

~ O s w N

E

Ref # Line Purchase Order#

198879 1 PO#: 198879 Line#: 1
198879 1 PO#: 198879 Line#: 1
198886 1 PO#: 198886 Line#: 1

PO#: 198886 Lined#: 1

198886

This works the same way for all the tabs on this query screen. Account, Posting #, User Batch, Reference #, and Transaction
Date Excel and Excel by Date reports were all updated.

The same changes were made for all the reports run from the [Excel] and [Excel by Date] buttons on the Transaction Detail
history screen.

[ADM-AUC-GL-8526]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 7
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2 Close to Fund Balance [Enhancement]

ADMINS changed the way the Prior Year Expenditure accounts are handled during the Close to Fund Balance. Any prior year
encumbrance amount will be closed to fund balance first. This used to be a manual journal entry.

To run the Close to Fund balance, from the menu, select:

Ledgers P Year End Processing P Close to Fund Balance

|=-m.w|'] 1060-Close to Fund Balancel Validation Errors
Fiscal Year & Fund Ending Date Close to Fund Balance These will default to the Select to validate on one
These will default to the Fiscal error at a time (First Error Listed) or show all
Year and Fund ending dates U errors at once (All Errors Listed).

SpeCiﬁEd in MOdUIe ContrOI #S 1 If Validation Errors are Found Stop Aft

& 3 They can be Changed (@) First Error Listed () All Errars Listed

Do you Roll Encumbrance to PYE...
(@ No - Do Not Rall Enc to PYE () Yes - Rall Enc ta PYE

Prior Year Encumbrances

If there are prior year Encumbrances to
process, select ® Yes to roll them into
the PYE accounts. Any prior year
encumbrance amount will be closed to
fund balance first. This used to be a
manual journal entry.

Default Fund Selection
L Close to FB (@ Leave Open

Default Fund Selection
Choose the radio button for the default;
selections can be refined on the next screen.

1-Select for Processing

TS
Figure 1 The Close to Fund Balance — sample shown is for a FY ending June 30, 2022

[MDF-SUP-SAPLAUC-1052]

3 Exclude Selected Funds from Budget Checking [Enhancement]

Some funds, such as a fund for school lunch, are commonly “in the red” as receipts arrive after purchases are made. Budget
checking is not relevant to the process, as no appropriations are booked for this fund.

To add flexibility and remove unnecessary barriers to

Ledgers )
[ — , e — Purchase Order and Voucher processing for these funds,
Journal Entry Processing » [ T ADMINS provides a checkbox on the Maintain Elements-

Fund table.

To access the table and mark a fund to bypass budget checking, from the menu, select:
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Ledgers P Account Maintenance P Account Elements P [Fund] » [X Added Fund Data]

Z= [AUC] 1204-Maintain Elements

File Edit Ledgers PurchaseOrders Accounts Payable Ficed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing

B &E M+ +m B

O E

Maintain Elements-Fund

- x

System  Favorites Help

[ARRA-SFSF_FISCAL 2009

[ARRA-IDEA STIMULUS PROGR]

[EPED ALLOC GRANT

[EPED_94-142 TRANSLTION

[DSAC_SUPFORT AUNDER PERFI

[ARRA-SFSF FISCAL 2010

[ARRA-IDEA EARLY CHILD S

[ARRA-SFSF FISCAL 2011

[DRUG FREE SCHOOLS
[EDUCATION JOBS LuRD

SLIPSAFUR A SKILL)

= =
X-Added Fund Datg)
—————

Fund is Managed by
Fund has Encumbrances O Yes O No
Fund Type

= Summary  Close?  Rol Special  Bud
Actions Fund Description Group Type Category Sub-Class. Fund? to FB? ALFRE? Rev Fund? Fund
1000 [GENERAL_FUND' G G [GENL Oy @nf@y Onf@y ONOY @N [ [4
[£000 [EPECTAL REVERLE i 6V [®Y On Oy on O
I-Addlew | Brhg I Y ON|OY ON[OY ON[OY @N
it GV oY ©NEV ONOY ®N[OY @N [
IAF GV [5F Oy @n@y ONDY @njOY @N O
17 153 N On N ®N
= [AUC] 1218-Added Elements - Fund - x
2050 re_(E.C.CHIGS) File Edit Ledgers PurchaseOrders AccountsPayable FixedAssets HumanResources Budget Collections Tax MotorExcise MiscBiling System Favorites Help
Select Table 2050 [GPED EARLY CHILD GRANT S
[zoro [ELG VELLOA SCH ELS GWR BEE me s P Qo= E
SDepariment | [2080 [EPED EC_PROGRAH THPROVE
EFuncion [F030 [FIRCULT BREARER FUND Added Elements - Fund
T-Program 055 [GPED RESERVE C.40 5.13E
E-Location 2100 [EPED 94-142 ALLOC Gofo
Svear 110 [ € TRATNING: CURR & TEF) Fund Description
TObject 120 [GCHOOL SPECTAL ASSISTAN 2020} SCHOOL LUNCH PROGRAM
[FPE_ ACCREDLTATION GRANT
[EPE LOCAL PLANNING & CO
[LEVEL 5 DSAC TARGETED Aej
FIR H S GRADUATION TRITIA) | Return to Fund Fund Begins on

Set o Yes, Budget Override check for APIPO skipped
Fund Notes Set to Ho, Normal Budget Override checks performed

| Exclude Budget Override @ Yes O No

Short Description 5\

I

Exclude Budget Override (® Yes

Fund Notes Setto N

ONo

Set to Yes, Budget Override check for AP/PO skipped

o, Normal Budget Override checks performed

Lkup up

From the Maintain Elements — Fund table, click on [X-Added Fund Data] to view the additional information for the fund. To
exclude the fund from budget override approvals, set the ® Yes radio button. If the button is set to ® No, which is the

default, the normal budget override checks are performed.

Goto.

Actions

1Add New

2Remove

3 Edit List

4 User List

== [AUC] 2500-Maintain Approval Paths

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

BESE me»m BN Q @ F S

Maintain Approval Paths

| Approval Path  HIGHSCH_AP
Approval Path  HIGHSCH_AP Description HIGH SCHOOL_AP
Minimum Primary Secondary Tertiary
Budget Override JANTHER JHENDY LA
Level 1-Supemvisor [m|
Level 2- Department Head RNTHER ENDY LUANN
Level 3- PCARD Approvals O
Level 4 - Finance Department O
Level 5- Town Manager [m|
PO Change Orders [ FNTHER JRERDY LLUANHY
AP Change Orders [ JANTHEA JHENDY LAY

For this department, budget overrides
are expected but the “Exclude Budget
Override” fund setting will eliminate
the requirement for the budget
override.

If there are approvals required on
Levels 1 through 5, the remaining
approval processing will still be
required.

In this example, Level 2 Department
Head approvals will still be required.

Examples of how this works for Accounts Payable Vouchers and Purchase Orders are shown in the release notes for the

respective modules.

4 Fiscal Year End [Reminder]

Finance staff for sites with fiscal years that begin October 1 or November 1 should review the Fiscal Year End Checklist now
to ensure readiness for the new fiscal year.

[MBE-SUP-SAPLAUC-1268]

[ADM-AUC-DOC-255]
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5 Using GoToResolve

AUC support staff will
-#Ay' tlse a new too!’called
” = GoToResolve” to allow

‘ users to share their
screens more easily.

We will telephone you first to review the

problem. Then we will send an e-mail with
a link to click on.

Clicking on the link will open a browser
window that looks like this.

Click on the accept button to begin.

September 2023
o)
File Message Help
- =58 99> 28 B B POrd 5k .
Remote Support Invitation - PIN: 835604984
@ 9 9|

Wendy Tarantola
To Theresa Camphbell
]

B

Please join my session at:

R B R R SR SR SRR ST

https://helpdesk.me/join/835604984

Sent from Mail for Windows

Click on the link.

G OTO Resolve

Your agent is ready to help you

Only accept support from an agent you trust,

Click on Accept to begin

Wendy Tarantola
Company  supportadmins.com
Email wendy@admins.com
Decline

/
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A browser window with instructions opens.

Click on the m button.

During the support session you may be
asked to provide additional access. The
support team member will walk you
through that process if we need to control
your screen instead of just view it.

Click on end session when finished.

6 Help Reference Library & ADMINS Website

g Active session

Your name: Not provide

quickly as possible, you can share your screen or let Wendy Tarantola use your

device as if they were right next to you,

2 Support session established with Wendy Tarantcla.
A Wendy Tarantola has joined the session.

@  Connected. Your support agent will be with you shorty

To let Agent see your screen, click skase and share your entire screen
Agent will be able 1o see your screen, same as you.

B This session will be

By continuing, o8 - | click on Share to allow support
to view your screen
Deny ¥

&

September 2023

WT

Wendy Tarantola

eer. RS Can't control your device.

Click on End

Company  supportadmins.com
Session when

Email wendy®admins.com finished

Important information about this session

A Never provide sensitive information during this
session (such as credit card data or passwords).

A i you experience anything suspicious, please use
the report abuse button.

A You can end this session any time by clicking end
session button,

[ADM-ADM-ADM-6500]

Added the following new or updated documents to the Help Reference Library and content to ADMINS.com:

6.1 New & Updated Documentation in the Help Reference Library

Fiscal Year End GL-710 Fiscal Year End Checklist [Updated]

GL-740 Year End Closing [Updated]
Interfaces GL-870 CUSI/UMS Interfaces [Updated]
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6.2 Access Videos & Quick Tips from the AUC Login Screen

Please Sign In:

Username |THERESA Theresa
Password |

[ Training Mode

Login Exit

Reset Password

IMPORTANT NEWS | About our products E-newsletter
[ Click on the link to go to the Video

Launchpad on the ADMINS website.
Support Info

The website direct address is above. The

IMPORTANT NEWS | About our products Support Info E-newsletter link on the AUC home page shown at left
Support is a quick option if the site allows direct
Click the Bubtom to start your browser access from the AUC server.

Join Go To Meeting

ADMINS Website

Videos and Quick Tips ,

We are adding content all the time so

YT check back often; we also send out a
— Home  What's New  Videos & Quick Tips  Library « More ¥ 2 " . ” .
- Featured Video of the Month” email.

AUC Video Launchpad

Below is a list of training videos for new users to get acquainted with AUC, and for current
users to take a deeper dive into a process or get a refresher for “once a year" tasks.

Getting Started GL Training AP Training

Logging In to AUC & Basics (7:00) Add a New GL Account (4:07) Approvals - The AP/PO Dashboard (3:49)
Logging_out of AUC (1:54) Budget Transfers via a JE (2:55) Create a Direct Payment Voucher (5:35)
Reset AUC Password (2:00) Drill Down on Account (4:51) Create a Voucher from a PO (6:20)

[ADM-AUC-SY-8305]

6.3 New Content on ADMINS.com

Fiscal Year End Checklist (wsimg.com) [Updated]
Misc Billing Fiscal Year End Checklist (wsimg.com) [New]
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