Purchase Orders
Release Notes September 2023

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for the Windows
PURCHASE ORDER system.
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1 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.

Ledgers
Account Maintenance b
Journal Entry Processing >

Chart of Accounts

Account Elements

To add flexibility and remove unnecessary barriers to
Purchase Order and Voucher processing for these funds,
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:

Ledgers P Account Maintenance P Account Elements P [Fund] P [X Added Fund Data]

== [AUC] 1204-Maintain Elements

B S E W+« » o

Maintain Elements-Fund

- X

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MtorExcise MiscBillng System Favorites Help
] 4o

Goto,

X-Added Fund Datd |
S —

VUE IDSAC SUPPORT /UNDER PERF

|FRRA-SFSF FISCAL 2010

|RRRR*IDER EARLY CHILD SAy

Summary  Close? Rl Specal  Bud
Acions Fund Desription Group Type Calegory ~ Sub-Class  Fund?  [oF8?  ALFRE?  RevFund? Fund
1000 [FENERAL FUND B GV [GENL Oy @nf@Yy ONf@Y ONJOY ®N T
(000 [SPECIAL REVENLE I BV @Y On Oy ®n 0|
Taddtew | iEong I Y ON|OY @N[OY @N[OY ©N |
Po10 [ECHOOL GRANTS GV Dy @nfey OnDY @NOY ®@n O
BE0S LUNCH P M [SCHOOL i BV 5 DY ®N[@Y ONOY ®N[OY @N [
[2030 SCHOOL SECURITY 2013 GR CHO0L AR 5 153 Oy Y ONDOY ®NIOY @ ]
2040 [SCHOOC CHOICE == [AUC] 1218-Added Elements - Fund - X
2050 [FPC_(E.C.CHIBS) File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumenResources Budget Collections Tax MotorExcise MiscBiling System Favorites Help
Select Table  [P060 [EPED EFRLY CHILD GRANT S
4-Fung 2570 [ETG VELLOW SCH BUS (MR B &E e s Q& FNE
SDepariment__| [2020 [EFED EC_PRUGRAN LHPROVE]
S-Function [F550 [CIRCUIT BREAKER FUND Added Elements - Fund
7-Program S [EPED RESERVE C.40 S, 13E
% Location (100 [EPED 94-142 ALLOC oo
Sear F110 [ C TRATNING: CURR = LEF) | - ‘ Fund Description
G-Object [F150 [ECHODL SPECIAL ASSISTAN R SCHOOL LUNCH PROGRAM
[ET30 [EPC_ACCREDITATION GRANT
[p1a0 [CPC_LOCAL PLANNING & OO
[F150 [CEVEL 3 DGAC TRRGETED AS|
160 A H 5 GRADUATION INLTIAY | Retum to Fund Fund Begins on
[ET70 [FRRA-SFoF FISCAL 2003 Fund is Managed by
[p180 [FRRA-TDEA STIMULUS PROGR Fund has Encumbrances O Yes  (JNo
[F150 [SFED ALLOC GRANT
[EFED 994-142 TRANSLTION

Fund Type
Exclude Budget Override ® Yes (O No

Set to Yes, Budget Override check for AP/PO skipped
Fund Notes Set to No, Normal Budget Override checks performed

FRRA-SFSF FISCAL 201L

Short Description

Exclude Budget Override (®) Yes

Fund Notes

ONo

Set to Yes, Budget Override check for AP/PO skipped
Set to No, 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.

Maintain Approval Paths

Approval Path

HTGHSCH PO

Description HIGH SCHOOL_PO

‘ Minimam

Primary Secondary Tertiary
‘ Budget Override HENDY FHTHEA [CEOVAN
Level 1- Supervisor LAFAYETTE ENDY RNTHER
Level 2 - Department Head ENDY ANTHER LUANN
Level 3 - PCARD Approvals O
Level 4 - Finance Department O
Level 5 - Town Manager O
PO Change Orders [ JENDT JANTHER [N
AP Change Orders [ JENT JNTHER N

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 1 Supervisor and
Level 2 Department Head approvals will still
be required.
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1.1 Use an Account from the Fund on a Purchase Order

This purchase order uses an account from fund 2020, which is excluded from

the budget override.

== [AUC] 3000-Purchase Order Entry [theresa] -
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tex MotorExcise MiscBilling System Favorites Help
LB EE We s PR Q o@m Fu g
Purchase Order Entry i EEze
PO # 230029
Goto...
Actions Vendor ﬁl DeptCode HIGHSCHOOL — HIGH SCHOOL Deliver To E ADMINS HIGH SCHOOL
Y50 Via Email PODate [[1-Pue-2023 FY 2024 invoice To ADMING TMC.
HALLSMITH SYSCO FOOD SERVICE Type Code F Blanket 1 Delivery Notes. J Internal Notes
380 SOUTH WORCESTER STREET No test arailable No text available
NORTON  MA  02766-0000 Ship To Attn,
Ship Date Prevailing Wage [ ]
Expected Amt
2Entry (5) 3 tems 4 GL Details 5 Status History Q Attachments. 20000 .00
Line Item aty UOM Item Description FA Price Freight  Other GL Total Ext Amount
= [Echeel Tunch produce [~ [ 20000,0000 20000,00 20000,00
I
Spit U By Account EOZ0*000*3400*000*03*00*54151 LUNCH PROGRAM FDDD/SLIPPLIE
&Add New PO T Add Line & Copy Line 9 CHE% 0 Check Range P In Progress Entered Amt 20000, 00

LUNCH PROGRAM FOOD/SUPPLIES |
Tkup P

x

3690-FMREP: POPORERR . REP Printed 11-Aug-2023

Town of Admins
Error Check PO
Blanket PO

AUC] 1218-Added Elements - Fund [theresa]
Fle Edt Ladgers PuchuseOndes AccountsPoyable Fced sty Huran Resources Sudget Callctions
DB SE W B Qom wl
Added Elements - Fund
oo
o FEET—
Fund Description
et SCHOOL LUNCH PROGRAM
[Exclude Budget Override @ Yes |
Page 1

When the PO is checked the
error check report will list a

PO# Vendor PO Errors:

230029 sYsco Warning: P3504-Ship Date Blank.
Line GL Line Error
1
1 1 Warning: Fund

warning that the account is
excluded from budget
override checking.

== [AUC] 1293-Account Balance Inquiry — X

File Edit Ledgers PurcheseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tox Motor Excise  Misc Billing  System  Favorites  Help

BB EGE we rm EH Q@ E LN

This PO uses an account from

Account Balance Inquiry
Goto.

FY  Account Number
Actions Pl

24 [

Description
LUNCH PROGRAM FOOD/SUPPLIES

~000~3d00-000-03-00-5d 16 1

Ad Debits.
Actuals

The account balance shows a
negative remaining balance.

fund 2020.

The account balance shows a
negative balance.

Credts  REMGMNG DRENEE
[ [ [ [ [ [ History
Work In Progress 20000,00 | I [ 20000 ,00 fgf 2 In Process
2000000 | 3-SumAccts
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In this example, there are two lines on the PO, line 1 is charged to fund 2020, Added Elements - Fund
and line 2 is charged to fund 6471. R —
HIGH SCHOOL GIFT FUND
4
Purchase Order Entry Needs Budget Override Fund Begins on pI-Jul-2016 |
PO # 230026 FundisManagedby | [
€h Fund has Encumbrances @ Yes ONo
3 Vendor BT Dept Code IGHSCHOOL  HIGH SCHOOL DeverTe |5 ADMING HIGH SCHOOL Fund Type
Actions. aveco Via Email PODate [Eo-fug-2023 FY 2024 Invsice To 5 ADMING INC, | Exclude Buaget override Oves @no |
HALLSMITH SYSCO FOOD SERVICE TypeCode F Elarket 1 Delvery Notes 1 nfernal totes
330 SOUTH WORCESTER STREET ) No text available No text available Fund Notes T
NORTON  MA 02766-0000 ::::;sﬂﬂlm Short Description T ¢
Expected Amit 4' Exclude Budget Override () Yes (® No |7
2Entry (5) 3 tems 4 GL Detais 5 Status History Q Attachments 1861.00 . .
This PO will have to go through Budget
Lneftem Gty UOM hem Description FA Price Freignt  Other  GLTotal  ExtAmount
= [T [chool lunch food [~ [ 11110000 1111,00 1111,00 ApprOVals, because Fund 6471 is
Spit UsvAssaunt | 2020-000-3400-470-03-00-54161 [~ Foon pLRcHesES-LUNCH PROGRAM SUbject to Budget Override Approvals.
E— [~ pdditional purchases for nen-school lunch [ [ 750.0030 750.00 750,00
spit | 1647 1-000-3520-405-06-00-54 160] FOOD PANTRY SUPPLIES - HIGH SCHOOL
3690-FMREP: POPORERR . REP Printed 28-Aug-2 Page 1

The Error Check PO report shows the
two lines; line one is excluded from
Budget Override checking; line two
requires the Budget Override.

2 B 1 Warning: Fund 2020 for Account Excluded from Budget Override Checki
2
2 1 Warning: Account Over Budget

ng

2 Additional Site-Specific Error Check [E

Purchase Orders

Purchase Order Entry

[MBE-SUP-SAPLAUC-1268]

nhancement]

Sometimes finance offices find that departments attempt to create prior year purchase orders

Change Orders > once the deadline has passed. Now the finance office has a tool that will allow them to prevent

AP/PO Dashboard
Liquidate Purchase Orders

anyone issuing a prior year PO. ADMINS added sequence #18 to the PO Site-Specific Error Check
that governs how POs are handled. To access this screen, from the menu, select:

Purchase Orders P Module Maintenance P Purchase Order Site Specific Error Checks

Purchase Order Site Specific Error Checks

Description

Cortract Entry Error Checks

Vendors »
Receiver »
Commodity ltems »
Bids >
Contracts »
Queries >
Reports >
Tables » Code
Year-End Processing > [CONTRACT
[CONTRCHG
Module Maintenance » Purchase Order Module Control -
1 Goto Detail PO
Interfaces/Imperts > PO Form Maintenance IFOCHG
»

Site Specific PO Form Maintenance By Department Group

1 Goto Detail
Purchase Order Site Specific Error Checks

Contract Change Order Entry Error Check
Purchase Order Entry Error Checks I
PO Chakge Order Error Checks

Purchase Order Entry Error Checks |

Help Reference Library

Select the code “PO” and click on the | 1Gote Detail | hytton to access this screen. To prevent users from creating POs dated
in the previous fiscal year, set sequence # 18 to © Hard Error. This will be applied to all users.
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Site Specific Error Checks

Goto.

Ach
ons Task Code EIMM F.rchsse Order Entry Error Checks

Seq#Description [Action Code value Buttons
1 |Wendor On Hold Warning (® Hard Eror (O No Message 1 Edit
E |[Femit Address Tupe not PO Warning () Hard Error () No Wessage ]
4 |Poct Different Item Acct Warning () Hard Error () No Message
5 |Allow ship date to be blank Warning () Hard Error () No Message
6 |Bids Reguired on PD over # Warning (O Hard Error @) No Message [4999.,99
7 |pllow use of Vendors without FID# on fil Warning (O Hard Error () No Message
2 [pllow Personal Services Accounts Warning (®) Hard Error () No Message
9 |Allow PAsset Account Tupes {Owarming @ Hard Eror__ (O No Message
10 [Allow Liability Account Types Warning (® Hard Error (O No Message
11 |[Allow Fund Equity Account Types Warning (O Hard Error () No Message
12 |Allow Expenditure Account Tupes Warning () Hard Error  (® No Message
13 |Allow Revenue Account Tupes Warning () Hard Error () No Message
14 |Allow Blarket PO Tupe [0 Warning () Hard Error  (® No Message
15 |Allow Emergencd PO Tupe [0 Warning () Hard Error  (® No Message
16 [Allow Regular PO Tups [0 Warning () Hard Error  (® No Message
17 |Allow Zero Tolerance PO Type (O Warning () Hard Error  (® No Message
16 PO not im Current Fiscal vear (L) Warning ® Hard Error] (O No Message
18 |PO not in Current Fiscal Year | Warning (® Hard Error|
| I I

If a user tries to create a PO in the prior year, the error check will display the hard error “*** P3124 Purchase Order not in
Current Fiscal year. Check PO Date” and prevent the PO from advancing.

[® i - Adobe Acrobat Reader 64-t - 0 x
(&) PO_Errops_ e~ Adobe Acrbt Resder (b

3690-FMREP: POPORERR . REP Printed 25-Jul-2023 Page 1
Town of Admins
Error Check PO

Blanket PO

230026 ADVANCE AUTO PARTS Warning: PO Date in FY 2023 Differs from Current FY 2024
Warning: P3504-Ship Date Blank.

*** P3]124-Purchase Order not in Current Fiscal year. Check BO Date‘
Line GL Line Error 1

|*** P3124-Purchase Order not in Current Fiscal year. Check PO Datel

1 1 Warning: Account Over Budget

Who can set this? A user with a security level of “6” will have access to the Site-Specific Error Check screen, if set up to do
so locally. To view the security level of the user, from the menu, select:

System P User Profile P [1 General]

User Profile Screen

= 21-Fug-2007 MUPDEVS
T User Name ¢ o5-Jul-2023 THERESA
Name FIFING TRAINING ACCOUNT #3 LastLogn g Login Informatlon

3POIAP 4 Human Resources 5 Budoet 6 Collections. 7 Wisc Biling Login Hist

Security Level B Audit User [ System Default User

[ADM-AUC-P0O-639]

3 Liquidate PO Fund Checking [Enhancement]

Before the software update, when liquidating a PO, the process did not load all funds used on the PO to check that the
funds were open. Now, once a liquidation date is entered (in this example, the liquidation date is 08-Sep-2023), the fiscal
period for all funds on the PO is checked, and if any fund is closed for the fiscal period, the information message pops up.
Try again with a different date or ask the Finance office staff to open the period.
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= == [AUC] 1010-Maintain Fiscal Periods - o X
i Human R Budg T M fsc Billig e File Edt Ledgers Fixed Assets Budget Collections Tas Motor Excise MiscBillng  System Favorites  Help
BSE M+ m By o
Liquidate Purchase Orders Maintain Fiscal Periods
Sole PO# Fsows Gote. |
FY  Fund Description Funa status
o) Vendor 024335 01 Dept Gode  HiMa Original PO Tatal 13634.06 s
HEW HORLECH COMMLKICATICHS PO Date  Li-fug-2023 Total Rebsvea HIRE o0 GeNERL D (®0pen  ()Closed
PO BOX 981073 TraCods R Regaler |  meee————
BOSTON Ship Date Balance to Liquidate 13634.06 1-Add One Pariod
Wi o22se-1073 Fiscal Year 2024 [Priea fegin Gate [ing Date Fiscal Perod Status ~
2-emoue One Ferod
3409 Uuroh Puras
Liquiation Date uisston
|[ i | [T p—— F—
- I Cuiartay] Fricd] Tots] Bsisnce ta =
FI Liquidation Date  ENERREEI [ roeimer oo P I R 0 F j
GROGK_ELEVENTART S 580000 55705 50705 e [31¥ar 2004 [®/0pen O Ciosed
3 723 TELFRE CFAFGES — TG SR 756,000 TRLE TRLE PT-Aer-2ua ) §0pen () Closed
T 123 TELEFROFE CHAREES = W8 E5a 0000 555,81 555,81 T Ty R —w_ ﬂ"‘L’w‘ —or i pnadh un P
5 FY23 TELEFHONE CHARGES - BMS 11040000 117410 1174,10 - h
G 723 TELEPHONE CriEs — AEFEN oA 000 L% Eoj%
7 Tz TELEPWOE CReEs — WPTETRD FLOENTARY 500 0,000 [EEaHE] [EERE]
() 123 TELEFHOFE. GHARGES 3000 .0000 3150.5%0 3190.%0

Check Eroe

(@

Feriod Table

S — c..m.,m]

L

E3065-1 or more Funds for this PO are closed. Check FlscalE

Period Table

—

k aa

This PO has several lines, and uses multiple funds. When liquidating the
PO, all funds are checked to be sure that the fiscal periods are open for the
date of the liquidation. If any funds are closed for the fiscal period (in this
case, September for FY 2024), the information message pops up. Check the
liquidation date and either select a date within an open fiscal period for all

funds on the PO, or ask Finance to open the fiscal period.

Lkup ue

4 PO Rollovers

[ADM-AUC-PO-636]

The Annual PO Rollover processing is generally completed by August for the prior fiscal year. ADMINS enhanced the In
Progress report and offers a reminder about not mixing methods on the same PO.

4.1 In Progress Report Subtotals

A report of work in progress is produced when the

the software update, no totals were listed on the report.

Select Purchase Orders for Processing

step is run. Before

3175-POROLSELERR.REP

Listing of PO's Excluded because either

Warnings
Change Order In Progress

PO#
198885

|Change Order In Progress|

Voucher in Progress 198595
Voucher in Progress 198743
Voucher in Progress 198772
Voucher in Progress 198815
Voucher in Progress 198845
Voucher in Progress 198853
Voucher in Progress 198854
Voucher in Progress 198864
Voucher in Progress 198878
Voucher in Progress 198881
Voucher in Progress 198882
Voucher in Progress 198887
Voucher in Progress 198889
Voucher in Progress 198894
Voucher in Progress 230012
|Voucher in Progress| 230019

|[Voucher in Progress |

Vouchers or Change Orders in progress

Vendor
012625

020375
027773
010508
027483
027483
008897
031789
030876
012625
017189
008892
028836
021888
024935
031499
000136

Town of Admins
PO Rollover Error Report

21ST CENTURY ELOQUENCE

Total In Progress

DIRECT ENERCGY SERVICES
BAYSTATE INTERPRETERS

MAXIM HEALTHCARE SERVICES
AMAZON CAPITAL SERVICES
AMAZON CAPITAL SERVICES

HOCKOMOCK YMCA I
QUILL.ORG

LEARNIX, LLC

218T CENTURY ELOQUENCE

ACORN RECORDING SOLUTIOCNS,

ABDO PUBLISHING

AARP

MCGRAW-HILL EDUCATION,
NEW HORIZON COMMUNICAT
MELISSA'S FLOWER SHOP
MEMPHIS EQUIPMENT

Page 1
Department Open Balance
ADM 555.15
555.15
, LLC DISTRICT 60096.12
CURRICULUM 59066.23
SPED 108496.70
MIDDLE 26.99 | Add the two
MIDDLE 11.98 bt t I t th
CURRICULUM 12793.70 |Subtotals to see the
CURRICULUM 80.00
SPED 660 oo | drand total of the
ADM 200.00 twork in progress
IN ADM 23.40 )
ADM s8.49 | that will prevent the
ADM 473.26
INC.  CURRICULUM 148.38 | affected POs from
TONS DISTRICT 8480.00 .
DISTRICT 166.4> | being rolled over
ADM 116.99
251499 65K

[ADM-AUC-PO-635]
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4.2 Methods Reminder

AUC has four options available when managing Open Purchase Orders at Fiscal Year-End. They are:

Code Description Disposition
| Ignore Ignore it for now. Come back to this PO and select it again later.
A Roll, Adj Bud Roll this PO forward into the “new” fiscal year and adjust the appropriation for

the accounts specified on the PO in the new fiscal year.

L Liquidate Liquidate or Cancel the PO in the “old” fiscal year instead of rolling it forward.
The PO will be closed, and the PO number will not be available for use.

N Roll, No Adj Bud Roll this PO forward into the “new” fiscal year but do not make any
appropriation adjustments for this PO.

For POs with multiple lines, all the methods must be the
same. If one line is set to “A”, all lines must be set to “A”.

[ADM-AUC-PO-634]

5 Using GoToResolve

(o]
‘ AUC support staff will use e [Mewp GER
-y a new tool called -2/ 9% > @ 8 M. B | Ofmd 5 5
// " ” &
GoToResolve” to allow
| users to share their Remote Support Invitation - PIN: 835604984

o = screens more easily.
Wendy Tarantola @ 9%
To Theresa Campbell Thu 9/7

We will telephone you first to review the PR SRR EERT RS RN TEEE SRS T R

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

Please join my session at:

https://helpdesk.me/join/835604984 Wi C|IC|( on the Ilnk

Sent from Mail for Windows
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Clicking on the link will open a browser
window that looks like this.

Click on the accept button to begin.

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.

September 2023

G oTo Resolve

Your agent is ready to help you

Only accept support from an agent you trust.

WT

Wendy Tarantola

Company  supportadmins.com Click on Accept to begin
Email wendy@admins.com f
ﬁ Active session 00:05
Your name: Mot provider &
WT
quickly as possible, you can share your screen or let Wendy Tarantola use your

device as if they were right next to you,

@  Support session established with Wendy Tarantola.
A Wendy Tarantola has joined the session.

) Connected, Your support agent will be with you shortly.

To let Agent see your screen, click skar and share your entire screen.
Agent will be able to see your screen. same as you.

B3 This session will be recorded.

Eremtiarins O Click on Share to allow support
to view your screen
Deny Y

& e srantola B

Wendy Tarantola

T Cant seeyourscreen. RS Cant contol yourdevic,

Click on End
Session when
Email wendy®admins.com finished

Reportshse

Impoertant information about this session

Company  supportadmins.com

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]

6 Help Reference Library & ADMINS Website Updates

Added the following new or updated content to the Help Reference Library and the ADMINS.com website.
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6.1 New Content in the Help Reference Library

Year End Processing PO-760 PO Rollovers

[Updated]

6.2 Access Videos & Quick Tips from the AUC Login Screen

Please Sign In:

Username |THERESH
Password

Theresa

Training Mode
Login Exit O 9

Reset Password

IMPORTANT NEWS | About our products Support Info

E-newsletter

IMPORTANT NEWS | About our products E-newsletter

Support

Support Info

Click the Button to start your browser

Join Go To Meeting

ADMINS Website

Videos and Quick Tips ,

—
w Home  What'sNew  Videos & Quick Tips  Library »  More ¥

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)
Create a Direct Payment Voucher (5:35)

Create a Voucher from a PO (6:20)

Logging_out of AUC (1:54)
Reset AUC Password (2:00)

Budget Transfers via a JE (2:55)
Drill Down on Account (4:51)

Approvals - The AP/PQ Dashboard (3:49)

support@admins.com

Click on the link to go to the Video Launchpad
on the ADMINS website.

The website direct address is above. The link on
the AUC home page shown at left is a quick
option if the site allows direct access from the
AUC server.

We are adding content all the time so check
back often; we also send out a “Featured Video
of the Month” email.

[ADM-AUC-SY-8305]
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