System (All Modules)

Release Notes December 2023

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows SYSTEM
LIBRARY.
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System December 2023

1 Department Group Profile Table [Enhancement]

SY“E'U“ y Department groups are defined in the Department Group
ser ivienu >
PrrEREEE > Department Group Profile Profile Table and are used on the Invoice Delivery Address
Menu Group Setup Dzpind Szl and Approval Path tables (for subsequent use as the

default on Purchase Orders and Accounts Payable
Vouchers for that Department Group).

Access to the Department Group Profile is restricted to
“Super Users”.
To access the table, from the menu, select:

System P Department Group Profile P [2 PO/AP]

The — Department Group Profile
tab serves to assign Goto-.
(optional) defaults for atons DeptGroup ZONING Description  [ZONING BOARD
each department groups 1 General 2P0 AP 3 Collections 4 Wisc. Bil
for processing Purchase e,
o d Purchase Order Defaults Accounts Payable Defaults
rders. BEdit List
PO Type Bl Resular AP Type P Paument Voucher
9 User List Approval Path  ZONING_PO  ZOMIMG BORRD_FO Approval Path [Z—EDNIM: ZOMIMG BORRD_AP
. N — CCard A | [PONING_AP  ZOMIMG BORRD_AP
When updating the Invoice Address |7 SMORTAL ACADEMY e
Department Group Delivery Address oPH__ [
Profile Table, the invoice FinFosfret B 21z | The screen buttons allow instant navigation to the
delivery and approval Madule Control 3015 approval path and Invoice/Delivery Address tables
path entries deﬁned for Email POs to Departments during Print & Pog
_— -
Purchase Order £ Go to InviDelivery Address /I 0 Go to Approval Path
processing may require 6 Go to Approval Path / \
updating. AN o
5 Go to Inv/Delivery Address 0GotoApprovalPat W

6 Go to Approval Path

The buttons on the Click the 5 Go to Inv/Delivery Address button to make changes on the Maintain Delivery
Department Group Invoice Addresses screen.

Profile screen provide

instant navigation to the If the Invoice address is set — it will display the invoice address — shown here as “7”

companion tables.
It will go to the delivery address (shown above as “DPW”) if the invoice address not set.

If both addresses are set the system will display the Maintain Delivery Invoice Addresses
screen for the invoice address.
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1.1 Maintain Delivery/Invoice Addresses Screen

To return to the == [AUC] 2516-Maintain Deliyery/Invoice Addresses

De artment Grou File Edit Ledgers Purchase Ords ts Payable Fixed Assets  Human Resources  Budget  Collections  Tax  Motor Excise  Misc Billing
e P Y- rRE Q@ EE

Profile screen, click the

button in the

toolbar

(the yeIIow

branch arrows provide

Mame  FINAMCE DEPARTMENT

speedy navigation from 1Address  [TOWN OF ADMING
2 Address 1 MECHAMIC STREET
the most recently 3 Address

accessed screen). Zip Code  [DZL10-0000
City  [BOSTOM
State  MA  Massachusetts

L A s Addes e

Click on the

[ 2P0 AP |
button to return to that
tab on the department
group profile screen.

ATER DEPARTMENT

Department Email Address
or Distribution List

Use Alternate Email
Alternate Department Email
or Distribution List

Purchase Order Defaults Accounts Payable Defaults
Department Start Screen

PO Type. &l Regular AP Type P~ Pawnent. Voucher
Approval Path  JWATER_PO  MATER DEPARTHENT PO Approval Path  WATER_AP__ WATER DEPARTMENT_AF
CCard Approval WATER_AP  WATER DEPARTMENT_AF

Invoice Address EO FINAMCE DEPARTMENT
Delivery Address [DPH ADMINS DIPK

Print PO# Prefix

Department Address

Module Control 3015
Email POs to Departments during Print & Post  Email PO PDF

5 Go to Inv/Delivery Address
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1.2 Go to Approval Path Table Button

To return to the
Department Group
Profile screen, click on

the button in the
toolbar

(the yeIIow branch

arrows provide speedy
navigation from the
screen most recently
accessed).

Click on the

2P0 /AP
PO/AP button to return
to that tab on the
department group
profile screen.

= [AUC] 2500-Maintain Approval Paths - X

File Edit Ledgers Purchase O

B ESE e &

nts Payable Fixed Assets  Human Resources Budget Collections Tex Motor Excise  MiscBilling  System  Favorites Help

Q = @8

Maintain Approval Paths Approval Path

AATER_PO

Goto.
Actions. o - P
Approval Path  EET{EE) Description HATER DEPARTMENT_FO
14a New | Minimum Primary Secondary Tertiary
2 Remove
| Budget Override [RHTHER RNTHER [THERESA
3 Edit List
Level 1 - Supenvisor [}
User List Level 2 - Department Head 0
Level 3 - PCARD Approvals O
Level 4 - Finance Department 0
Level 5 - Town Manager 0
PO Change Orders %[ 5.00 FNTHER FNTHER [THERESA
AP Change Orders E 5,00 FNTHER PRTHER [THERESA
-- Added 22-May-1995 By MUPDEV Changed 19-Sep-2023 by ANTHEA Status: Active Lkup up

Dept Group  LATER

1 General (¢ 2PO/AP ]

Department Group Profile

Description  WATER DEPARTMENT

3 Collections 4 Misc. Bil

Department Email Address
or Distribution List

Use Alternate Email
Alternate Department Email ||
or Distribution List

Department Start Screen Ml

Department Address Il

Department Group Profile

P WATER Description  HATER DEPARTMENT

1 General 2P0/AP 3 Collections 4 Misc. Bil

Purchase Order Defaults Accounts Payable Defaults

PO Type A Rezular AP Type P Paunent Voucher

Approval Path  FIATER_PO WATER DEPARTMENT PO Approval Path  WATER_AP__ WATER DEPARTMENT_AP
CCard Approval WATER_AP  WATER DEPARTMENT_AP
Invoice Address [B5  FINANCE DEPARTMENT
Delivery Address [0FW ADMINS DPW

Print PO# Prefix

Module Control 3015
Email POs to Departments during Print & Post  Email PO PDF

5 Go to InviDelivery Address 0 Go to Approval Path

& Go to Approval Path

[ADM-AUC-SY-8308]
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2 Help Reference Library

Added new or updated content to the Help Reference Libraries and ADMINS.com.

2.1 Accounts Payable

Disbursements AP-250 Voiding Checks [Updated]

Reprint an AP Check Run before Posting [3:42] [New]

2.2 Budget

Budget Processing BU-105 Budget Checklist [New]

2.3 Human Resources

Employee Positions HR-110 Employee Maintenance Screens [Updated]

Payroll Processing HR-310 Payroll Processing Flowchart [Updated]

Site Specific HR-1085 Middletown Board of Education Frontline Timesheet Import [New]

2.4 Miscellaneous Billing

Site Specific MB-620 HVMA EFT on Customer Maintenance Screen [Updated]
MB-625 HVMA Servicom Transfer to AUC [Updated]
MB-690 HVMA Set Up Tables & Forms for Billing [New]

2.5 Purchase Orders

Year End Processing PO-760 PO Rollovers [Updated]

How to Update Invoice & Delivery Addresses [3:07] [New]

2.6 Revenue Collection

Tax RE-525 Upload Patriot Exemptions File [New]

2.7 Tax

Billing RE—305 Suppress Owner Names on Real Estate Commitment [New]
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