SYSTEM (ALL MODULES)

RELEASE NOTES - JUNE 2019

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows
SYSTEM LIBRARY.
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1 USER MENU P User Profile Screen

Prior to the software update, users were limited to retrieving only output files that were created under their own
user name.

1.1 [1 General] Override Username Restrictions [Enhancement]

o= [CRI] 3-User Profile Screen [tharesa] H[=] 5|
Fle Edii Ledgers Purchase Orders | Accounts Payable Fixed dssels HumanResources Budget Collctions Tax  Mobor Excise System Favorites  Help ADMINS added a

zl@| (g wle[+[m| ¥ Q = Ff new Override

User Profile Sereen

Username
Biered  21-Mar—2016 ANTHEA .. R
actions Username THERESA Changed  27-Feb-2019 THERESA Restriction Rad|0
Name ftheresa Last Login (04-fr—2019 13:05:36.67 Live

Button on the user
profile screen that

1 General 2 Account Security 3P0 AP I 4 Human Resources 5 Buciget & Collections 7 isc Billing ¥ Login Hist

“«

SecurityLevel 3 Adnine Support [ System Defau User allows Super
DeptGroup  [DNCLASSIFIED Unclassified Restricted Deskiop User * Yes € Mo Users" (Security
Wenu Group  [EOPFORT fAdmins Support Level 20 to open

Aceount Secutity ™ Allow actess tooh

other users’ output
via the Reports »
Retrieve Output
Files menu.

 fdd User | achengePassword | 0 Menu Listing for User |

[Status: Active I I s

Figure 1 Before — User Profile Screen

== [ALIC] 3-User Profile Sereen [theresa] — O B3

File Edit Ledgers Purchase Orders Accounts Payable  Ficed Assets  Human Resources  Budget  Collections  Tax  Mator Excise  Misc Billing  Systern Fawarites  Help

B SE e+ BY Q@8

User Profile Screen

st Entered  ()7-Cep—-2009 MUPTEYL CheCk the “YeS"
. Changesd 15-F ek ;
b e e e radio button for each
user who is to be
1 General 2 Account Security FPOAP 4 Human Resources 5 Budoet & Callections 7 Misc Billing ¥ Locin Hist
granted the
SecurlyLevel 5 Adnins Support []wstem Defeut User p rivi Iege . “No” is
Dept Group kN TOHM the defaU|t. This
MenuGroug  BUPPORT  Adnins Support. Override Username Restrictions @®No (O 'Yes priVi |ege is
Account Securty @Yes (OJ Mo Allow access to GL Acc — restricted to uSerS
with a minimum
S e Security Level of 20.
B Al User 9 Chance Password 0 Menu Listing for User

Status: Active

Figure 2 After — User Profile Screen with Override Username Restrictions Radio Button

The radio button

User Profile Screen will not be
Cete Bwersd  {9-Noy-201d ANTHER i
o Username Bremied 04-fpr—2019 THERESH accessible on the i
tams st vsor £ _ - - screen for users with
Radio button is not available for users .
o s ornes with a security levellessthan 20 | security levels lower

than 20.

Dats Ertry User [ System Defaut Liser
Restricted Desktop User]
g See Figure 3.

Owerride Usemame Restrictions No Yes

Menu Group  GENERAL Default Menu For General Uses

Figure 3 Feature is only available to users with a minimum Security Level of 20
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Exercise care when granting this access to avoid unintended consequences
— opening all files means accessing any and all existing reports created by

account security.

any user from any module; this bypasses ADMINS departmental and

== Open X
1 « AUC_Development » admhome » auc » FMMOD » Mis » Lis AR J) Search Lis el
Organize * MNew folder =+ O @
Lis ~ Marne Date madified Type "
e &) GL_Revenue_Summary WIP_THERESA[1]oanl  4/3/2010 526 PM XML Docurner
hlp & AP_Mult Voucher_Errar THERESA[S].lis 4172019 318 P LIS File
rDT & AP voucher_Edit THERESA[7].lis 417209 317 P LIS File Select a file
Obj & AP Voucher Edit THERESA[6].lis 417209 317 P LIS File to preview.
& AP_Mult Voucher_Errar THERESA[A].lis 41729316 P LIS File
£ This PC AP _Vaucher_Errors_ THERESA[10].pdf 4/1/2019 213 PM fdobe Acroba
[ Desktop [0 AR 4t be oo P TUIPRE AT s I LRI Y] PR ¢
o v < >
File narne: || v| Report files: ¥ THERESA** ~

Figure 4 Retrieve Output Files presents only files matching the username “THERESA”

“Super Users” with the override restriction set to “Yes” may enter an asterisk in the filename field; as shown in

Figure 5, now all files are listed and may be selected for viewing:

= Open *
N « AUC_Developrent » adrmhome » auc » FMMOD > Mis » Lis v O Search Lis »
Organize + MNew folder =~ O @
Lis ~ Marne Date madified Type "
20192 - LU U UL e . ez e
& GL_lournals_To_Post_EoW_LUAMM[2].lis 2i5/2094:34 P LIS File
hlp & PO_TaPast_LUANM.lis /542019434 PM LISl
MOT & GL_Update_MewFY_Status_LUANN[2]lis /572019422 P LISFile
Ohj & AP Voucher_Edit_ ANTHEA[A] lis 2/5/2019415PM LISFile
B T pC & AP Voucher_Edit_ ANTHEA[3] lis 5/ 2019414 LISFile
& GL_FY_Copyfccounts_1254_LUANN[2]lis 5/ 2019414 LISFile
B Deskrop & GL_Accounts_Mot_Copied_LUANM[2].lis 3/5/20194:14PM LISFile select s file
=] Documents & AP Voucher_Edit ANTHEA[2].lis 2/5/2019414PM LISFile fopreven.
¥ Downloads & AP Voucher_Edit ANTHEA[1] lis 35/ 2019 409PM  LISFile
J’! Music & GL_lournals_To_Post_EoW_LUAMMN[1].lis 2572019 3:58 P LI= File
=1 Pictures & UpdBudGroup_ANTHEA[1]lis 3/5/019312PM LISFile
B Videos & GL_Chart_of_Accaunts_ANTHEA[1]lis 50903 PM LISFile
i Local Disk (€3 & GL_Update_MewFY_Status_LUANN[1]lis 500204 PM LISFile
& GL_Accounts_Mot_Copied_LUAMM[1].lis 25 M9 204 P LIS File W
_ Data (D2 - a
File narme:

Figure 5 Enter an asterisk * in the File Name field to view all files — the user “Theresa” may now view files created by the

users “LUAnn” and “Anthea”
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2 [3 PO/AP] Print & Post Purchase Orders Radio Button [Enhancement]

User Profile Screen
ot Etered  (7-Sep-2009 MUPDEV
netione Username frERESA Changed 0B pr—2019 THERESA
Name fTheresa L3t Login 09-fpr-2019 13:01:22.01 Live
1 Genersl 2 Account Security 3P0 4P 4 Human Resources If the PO is not ¥ Looin Hst
suppressed, the Print &
[ accessforappovensors — Otown O schonl ®Bam | Post POs Radio Button is
grayed out - not
Purchase Order Defaults available
Defau PO Type Regular,
- Paunent Voucher
Frint & Post POs EASTERM BANK FOR A/F
Suppress PO#Restrict Entry Lkup O Yes (® No Mo Yes
. = —~ i R
Allow Release during Entry @ Yes O No 8@2 ng
Allow Change Order Post @) Yes ONo @Yes  Ono
— @ I i
Password Approvals OYes ®MNo %sz SNE
@ ves Onio
O ves @ o
S— e @ves  Omo
Enor Check before Sending Batch | @ Yes O No
Allow Changs Order Post @ ves OMNo Allow Create New Voucher Baich @ Yes Ono
Background Golor ResetDefaultGolor ~ O'fes @ No
8 Add User 9 Change Password O'Menw Listin for User
Status: Active

Figure 6 Print & Post POs radio button is ghosted if PO #s are not suppressed

2.1 Users with Print & Post POs Privilege

== [AUC] 3-User Profile Sereen [theresa] — X
File Edit Ledgers Purchase Orders Accounts Payable Fised Assets Human Resowces Budget Collections Tax MotorExeise MiscBilling System  Favorites  Help

B S e > Q & 8

User Profile Screen

outa Brtered  (7-Sep-2009 MUPDEV1
o Username fTHERESA Changed  OB-Apr-2019 THERESA
Name fTheresa Last Login 08-Apr-2019 15:14:05.23 Live
g —
Access for ARIPO Wendors OTown O SchooWg@) Eoth AcceptNewVendor Requests  (OYes @ No
Allow Add Vendors onthe Fly ~ @Yes  ONo
Purchase Qrder Defaults Accounts Payable Defaults
Default PO Type Bl Resular — i TY0E P~ Paynent Voucher
Print & PostPOs  fiteank ERST EASTERN BANK FOR A/P
Suppress PO#Restict Entry Lkup (@ Yes  ONo y ®
Allow Release duting Entry ®ves OnNo .C No__@Yes re Control Amounts on Batches O Yes @No
Allow Change Order Post ONo Allow Release during Entry @es OnNo
Password Approvals @ Mo Allow Manual Checks @) fes O Mo
Allow Change Order Post @ es ONo
: . B Mlow Transfer Batches ®Yes OMNo
Only available for this user if Allow Duplicate Invoice# override @ves OMo
Suppress PO# is set to Yes Password Approvals Qes @ MNo
Contract Defaults Skip Department Code on Entry @ es ONo
Error Check before Sending Batch @ Yes OnNo
Allow Change Order Post @ ves Omo Allow Create New Voucher Bateh @ es OmNe
Background Colar LIGHT STEEL BLUE ~ ResetDefault Color ~ OYes  @No
& Add User 8 Chanoe Password 0 henu Listing for User
Status: Active Lkup up

Figure 7 New Print & Post POs” [Yes/No] Radio button

== [8UC] 11-Menu Group/User Menu Maintenance [theresa] - X
File Edit Ledgers PurchaseOrders AccountsPayoble Fixed Assets Human Resources Budget Collections Tox MotorExcise Misc Billng System  Favarites Help
B SE e+ BN Q @FLU W
Menu Group/User Menu Maintenance
Gato
Tm—
Actions
Meru Display e Gray [Fask Menu Adtion | ~
[Furchese Orders 8] O
Furchase Order Entry ] [@)
Entry © O
I 0emle Edit List [} e
D=l [e] Q
JFrint and Post |k O [¢)
-~ Bdded By Changed by Lkup up

Figure 8 Menu Group/User Menu Maintenance

The [3 PO/AP] has a new “Print
& Post POs” [Yes/No] Radio
button. This button is only
available if a user is restricted
from knowing Purchase Order
(PO) numbers during data entry.

PO numbers are revealed once
the PO is approved and ready for
posting. PO entry users with the
radio button set to “¥” may print
and post POs once they are
approved.

This feature allows sites to
maintain centralized control over
spending, and use decentralized
data entry and printing, without
requiring additional printing and
distribution by the central
business office.

Check the menu security to ensure
that the “Print and Post” menu
option is available. The menu group
for each user is set on the [1 General]
tab of the User Profile screen.

File Edit Led riers Accounts Paysble  Fised Assets  Human Resaurces  Budget Collection

BB mesm BB Q@ FH

User Profile Screen
Hamo freresa

Zacciunt Swcrty spaiae 4 hanen Resowcst Sount
SacuriyLevel BB febnirs Susport

Oestaroup o To

—
| Menu Group  EUPPORT |
Account Serury @35 Mo Adaw scsass o GL Accounts
I

Once the menu Group is known,
select System P Menu Maintenance
P Menu Group/User Menu
Maintenance. Check that the menu
group’s Purchase Orders P Purchase
Order Entry PPrint and Post is set to
“Display” as shown in Figure 8.
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2.2 Users without Print & Post POs Privilege

Purchase Order Posting < If the user profile screen has the “Print & Post
POs” [Yes/No] Radio button set to [No], and the
@R Mo privilege t PO H : : :
| Ly / U:af::é;lgees:t:occszs;press PC# and Post POs setto No user tries to p”nt and pOSt’ the SyStem will dlsplay
Contact Supervisar or AUC Support an error message indicating that the user does not

have privileges to print and post POs.

[ADM-AUC-PO-502]
2.3 [2 Account Security] P[Go To Main Security] [Enhancement]

The [Actions] P [Copy User Security] on the Maintain Account Security screen is designed to copy a user’s
account security setup to another user. The task was renamed from “Copy User” to “Copy User Security” to
clarify the intended use of the feature. The lookup heading was changed to clarify that the selected user will be
copied “To”.

== [AUC] 1030-Maintain Account Security [theresa] - X
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites Help

B S e & Q = F 48

Maintain Account Security
Goto

Aclions.

Rebuild Security By User Theresa Campkell - secondary a

Rebuild Security By FY

Rebuild Security By User By Year I Access Codes Default
»  Rebuild Multiple User Security By Year P F_ R [T —— s —
i ture F
Update Default Record C X
o ﬁﬁuﬁ,mcm
o Copy User Security § ity Fl user Hame Status Tof
Edit List e FOMIEST_1 ADMINS TRAIMING ACCOLNT #1 T ~
ADMTEST_Z2 ADMINS TRAIMIMG ACCOUMT #2 I
User Security Setup ADMTEST _3 ADMIMS TRAIMING ACCOUMT #3 I
ADMTEST _d ADMIMS TRAIMING ACCOUNT #d A
1 Fund Securi | (AMTHEA Anthea Dimond A
AMTHEA_AOMIM Anthea Dimond Adnin Account A
2 Depanment S2ct | o) \CpATEH auchatch ACCOUNT A
3 Function Secur || (Bp Bill Dawis A
4 Program Secur || [BILL Bill Dawis A
Gl i | BILL_AOMIN Bill Davi= — Administrator A
6 Year Security
T Obiject Securit 0K x Find Search | | Cancel Help Eof
-- Added 08-Dec-2018 By ANTHEA Changed 10-May-2019 by THERESA Status: User Active Lkup up

Figure 9 Maintain Account Security Screen P Actions P Copy User Security

First select the user to Copy From on the screen—then click [Actions] » [Copy User Security]. The system will
present a list of users; select the User to Copy To. In the example shown, the user THERESA_ADMIN is shown on
the screen, this is the user security to Copy From. The user ADMTEST_1 is the user to User to Copy To.

' After copying, remember to Rebuild Security by User by Year to make
the change effective.

[ADM-AUC-GL-8348]
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2.4 [Y Login Hist] Tab P[9 Login Report] [Fix]

The [9 Login Report] on the [Y Login History] tab provides a report of a user’s login history. Prior to the software
update, the report was not producing results when run with the optional date filters. ADMINS corrected this and the
optional filtering will work properly.

= - % User_LoginHistory 44 THERESA[?]xm| - Microsoft Excel -
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System  Favorites Help
B O e »m & Q =\ 8 . Home Insert Page Layout Formulas Data Review wiew @ 82
o F24 ~ 5 @
User Profile Login History ry 5 S ) ==
o " :““d 07-Sep-2009 1 Username Name Last Date  LastTime Login Type
Isername anged 45— el-0019 i
Actons bl — e e 1 122:01.69 Live 2 THERESA Theresa  322/2019  17.22:01.69 Live
3 THERESA Therssa  3/22/2019  13:29:50.80 Live
4 THERESA Theresa  3/22/2019  10:28:27.57 Live
1 General [ Task 3% s Login Report = Jcotections 7 isc Bina ¥ Ladin st = THERESA Theress  ¥21/2019  14:38.29.19 Live
it ot User Login Report 6 THERESA Therssa  3/21/2019  11:49:05.55 Live
2-Har=2019 [17:12: - | | 7 THERESA Theresa 32142019 08:05:22.07 Live
P2 or 2015 [13:2] Oional: Enter Date Range From: [01-Jan 2018 |To:[22.Mar2010 | 8 THERES Theresa  ¥20/2019  13.53.28.15 Live
[22-Mar—2013 [10:2¢ .
ey W ) ) 9 THERESA Theresa 3182019 14:21:38.15 Live
gty e | oe OPreview OPrint | OPDF @ Excel 10 THERESA Theresa 362019 11:324585 Live
) R o B O @b 11 THERESA Theresa /2019 09.03:24.28 Live
R Lookup Cancel | | Clear All 12 | THERESA Theresa  @E/2019  11:43:09.24 Live
Rettar—2019 |12 e agee 13, THERESA Theresa,  34/2019  11,33.00.32 Live
09;02:24 B [Live TESA - 21/2019 o, Lian
‘ |28-Feb—cn 20 i )R] VR P
27 THERE.. Therssa 2. . 13:28:16.08 e -
9 Login Report 4 4 b M| Syloghis -~ ¥3 14
Ready | |EEE 120% (=)

[ADM-AUC-SY-8105]

3 MAINTAIN USER FAVORITES SCREEN [New]

Select Favorites P Maintain User Favorites to access this Favarites Help
screen. ADMINS added the ability to [3 Copy Favorites] setup .
to another user, to [4 Clear All Favorites], and to report on the User Favorites

favorites using the [5 Edit List] button. Users with a minimum
of security level 20 are considered “Super-Users” and- will be
able to review and update users that are a security level 20 and below.

kaintain User Favorites

== [AUC] 78-Maintain User Favorites [theresa]

L N

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources  Budget  Collections  Tax

S ke s EU G omFU

This screen is reserved for
“Super Users” with a
minimum security level of 20.

Maintain User Favorites

Gota... P
° THERESA_ADMIN Theresa Campbell - secondary admin accou
Actions
1 16:
APIPO Dashboard Employee Leave Balance Update Screen ™,
2 X 17: ‘
Account Balance Incuiry Employee Leave Change Log ‘
. 18: . .
3 CCIFI‘;-' Fawvorites Erter One-Time Journals Employee Maintenance ‘ See the SY_1 15 Favorltes
19: .
GL Transaction Codes Employee hName Search ‘ d ocument in th eH el P
4 Clear &l Favorites 20: . .
Mairtain General Ledger Contrals Paycheck History - Incuiry ‘ REference I-I bra rY for dEta |Is
) 21: ) .
Post Transactions to Ledgers Warrart/Zreste Timeshest Screen ‘
& | i 22 H
5 Edn L|S1 Sendor History - Purchase Orders 1099 Menu ‘
23 {
Mairdzin Bank Codes 1095 Processing ‘
9 ) ) 24: ) (
Retrieve Cutput Files W2 Processing
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Selecting the [3 Copy Favorites] button will display a prompt. There are two entries required; the “FROM

B [AUC] 78-Maintain User Favorites [theresa)

Copy Favorites

%

Required: Enter FROM Username | |Bi|| Davis |
Required: Enter TO Username |TPAYF{0LL | |Tuwn Payroll |
oK Cancel Clear All

Username” is an existing
user “BILL” with the Favorites
screen setup; the “TO
Username” is the new user
“TPAYROLL” for whom the
set is being copied. The
usernames may be entered
directly or selected from the
[Lookup].

The “Super-User” on each site may tailor access for users with similar job responsibilities. The [3 Copy Favorites]
feature may be used when setting up a new AUC user who is assuming the role of a former employee.

This will also be helpful for occasional users of the system, as it will allow the “Super-User” to focus the start
screen on just the relevant tasks. (See the SY=115 Favorites document in the Help Reference Library for details).

3.2 Wipe the slate using the [4 Clear All Favorites] button

If making more than a few deletions from the screen, it may be quicker to clear all the favorites and start fresh.
When using the [4 Clear All Favorites] button, the system will present a prompt to confirm the intent. Click [Yes] to
continue; click [No] to leave the favorites screen as-is. The default is [No].

Maintain User Favorites

Theresa Camphell - sscondary admin accou

Actions

APIPO Dashboard Employee Leave Balance Update Screen

Account Balance Inguiry Employes Leave Chanoe Loy
1 Add Favarite

Erter One-Time Journals Employee Mairtenance

2 Del Favorite

GL Transaction Cades Ermployse Name Ssarch

1: 16: 31:

2 17 32:

3 18: 33

4 19: 34:

[&UC] 78-Maintain User Favorites
Mairtain General Ledyer

Transactions to Le|

e fire you sure you want to clesr ALL Faverites from this user?
Vendor History -

5 Edlit List
Mzintzin Bank Coc

o ]

Ledgers Help Reference Library System Help Reference Library

-- Added 30-Jul-2014 By THERESA Changed 22-Feb-2010 by THERESA

9:
Retrieve Output F
10: 25: 40:
Purchase Order Ertry
11 26: M:
Accounts Payable Help Reference Libr Human Resources Help Reference Libra
12: 27 42:
Budget Help Reference Liorary Property Tax Help Reference Likrary
13: 28: 43:
Collections Help Reference Library Motor Excise Help Refsrence Library
14: ) . 29: . 44:
Fized Aszets Help Reference Library Purchasing Heln Reference Library
15: 30: 45:

Bill Locator

Bill Payment

Personal Propetty Account Update

Real Estate Parcel Update

MVE Commitmert Process
MYE Mailing Adddress Update
Crystal Report Forms
In-Use/Error Flags
Task Mairtenance
Uszer Profile Screen
Steps: Report LibHelp Ref Library
Crystal Report Forms

System Module Control

Lkup

up
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3.3 Report on the Current User’s Favorites using the [5 Edit List] button

Maintain User Favorites l ADMINS also added a
oo Theresa J report that may be
FETSS printed and used as a
i APIPO Dashboard L Employes Leave Balance Update Scresn = l 1 1
guide when setting up
oo : sccount Balance Inguiry :; Employes Leave Change Log :: l faVO r | tes .
. . Employes Maintenance . l
2 Del Favorite . . .
ik GL Transaction Codes 3 Employes Name Search S Persanal P’ Se I eCt [5 Ed it List] to
3 Copy Favorites 3 Maintain General Ledger Cortrols 2 Paycheck History - Inguiry i3 Real Ej ru n the report, the report
4 Clear &l Favories | O Post Transactions to Ledgers 2t Warrant/Create Timesheet Screen 36 will be prod uced for the
B Task 79 User Favorites Edit List J
VE @ current user.

S Ecltt List

User Favorites Edit List

Retrieve Outll RUN @8 O Preview O Print - O PDF

It Printing use Duplex @ <ves (O No
Lookup Cancel Clear All
Accourts Payable Hef " -

12 27 42

Al S ™y st He afl Ll

Figure 10 Report on Favorites Setup using the [5 Edit List] button

“

=
=

Purchase O

oy
il

A B C D E F G
1 User: Theresa
2
3 Slot Column_1 Slot Column 2 Slot Column 3
4 1: AP/PO Dashboard 16. Employee Leave Balance Update Screen 31: Bill Locator
5 2 Account Balance Inquiry 17: Employee Leave Change Log 32:  Bill Payment
6 3: 18: Employee Maintenance 33:
7 4 GL Transaction Codes 19: Employee Name Search 34: Personal Property Account Update
8 5: Maintain General Ledger Controls 20: Paycheck History - Inquiry 35: Real Estate Parcel Update
9 6 Post Transactions to Ledgers 21: Warrant/Create Timesheet Screen 36:
10 7: 22: 1099 Menu 37: MVE Commitment Process
11 8: Maintain Bank Codes 23: 1095 Processing 38: MVE Mailing Address Update
12 9: Retrieve Output Files 24: W2 Processing 39: Crystal Report Forms
13 10: Purchase Order Entry 25: 40: In-Use/Error Flags
14 11: Accounts Payable Help Reference Library 26:  Human Resources Help Reference Library41: Task Maintenance
15 12: Budget Help Reference Library 27: Property Tax Help Reference Library 42:  User Profile Screen
16 13: Collections Help Reference Library 28: Motor Excise Help Reference Library 43: Steps: Report Lib/Help Ref Library
17 14: Fixed Assets Help Reference Library 29: Purchasing Help Reference Library 44: Crystal Report Forms
18 15: Ledgers Help Reference Library 30: System Help Reference Library 45:  System Module Control
19

Figure 11 Sample edit list run to excel shows entries in each slot
Blank slots are available to be used or to provide spacing on the screen for readability — in Figure 11, slots 3, 7, 25,
33 and 36 are empty and ready for use.

[ADM-AUC-SY-8100]

4 DISTRIBUTION LIST EMAILS [Enhancement]

hdodule Maintenance H
\ Ernail Distribution Lists

Ernail Users

ADMINS uses dozens of distribution lists to notify designated users of a variety of system events. The lists are set
up in the Module Maintenance P Email Distribution Lists for each Module.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 13
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= | & |+ NewVendor Added: 027768 AMAZON - Message (Plain Text) =

Message 4 @

@ Extra line breaks in this message were removed.

From: theresa@admins.com Sent: Fri 4/5/2019 11.06 AM
To: support; Theresa Campbell; Theresa Campbell; campbellt189@gmail.com; Wendy Tarantola
Ce:
Subject: New Vendor Added: 027768 AMAZON

~ =
B BN SRR BN SN BRCCEYS 1E

Email sent via a

This Vendor was added on the fly by THERESAon Q) distribution list now shows
to update any pertinent information for this which list is in use

»

Email List: [VENDFLY] New Vendor created on the Fly

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 12 System generated email identifies the Distribution List [Name] and Description

June 2019

The Email List Name
and Description is now
included in the body of
the email to identify the
origin of the email.

This will be helpful
information when users
are receiving emails but
are not sure where the
email originates or why
a particular user is
receiving the
information.

In the above example, the Email Distribution List named “VENDFLY” was used by the system to notify users that a
new vendor was created. If the distribution needs to change, the list may be edited. Detailed instructions are
available in the Help Reference Library for each module, for example, SY—150 Email Distribution Lists.

5 IMPORTANT REMINDERS

5.1 One Session Per Username

4.1.1. REMOTE DESKTOP SERVICES

If your site 1s using Remote Desktop Services then the connections should be linited to:

+ 1 connection per user. Do not allow users to connect to the application more than once.
* 2 houridle timeout
e Tt is recommended that non-Administrator accounts be restricted from accessing the server desktop

Fermate Conbdl | Client Setinge | Metwork Adapter | Pemissione
et 0 * e :

Use this 1ah to st Teming Seivices ineout sndreconrection setings: Single session per user [21x]

To conserve seiver resources and simplify rezonnectngta

Tuerinle s arllings !
e 1le diconnected sessons, you can reshict gach uerto a snde
Era ismormer e =srn Four 5 sesEon
Aghve sessian imk Hewver -
el sessica i [ = IV fed

e
i i reached o cornsctian i bioken:

Property of ADMINS, inc. Unautherized use, distribution or reproduction is strictly prohibited. Rev 04-Dec-2018 TC Page 11 of 23

consequences, saving users and system managers valuable time.

[ADM-AUC-SY-8102]

Users
who log
in to the
server
more
than once under the same
username cause record locks
and errors. System
Managers are encouraged to
adhere to the guidelines as
written in the SY-170
System Administration Kit.
Section 4.1.1 addresses
restricting users to a single
connection to the server for
their user name. This will
help prevent unintended

[ADM-AUC-DOC-166]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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If users need a second session on the server, create a second Windows® username and AUC username. Contact
support@admins.com for assistance or questions regarding this.

5.2 Redirected Local Printers Not Recommended

Re-directed printers brought up as part of the Remote Desktop Connection (RDP) are neither supported nor
recommended for use with the application. ADMINS recommends that all printers used be installed as printers on
the AUC server. See section 3.5.2 in the SY-=170 System Administration document in the Help Reference Library.

[ADM-AUC-DOC-166]

6 REPORTS

ADMINS reinstated the progress bar
Euilding the Repart feature that indicates a report is running.

HNNEENEENNNEEE [ADM-AUC-SY-8093]

6.1 Email Reports

The support team frequently receives emails containing scanned images of ADMINS reports
(we love pictures!). Any ADMINS report may be emailed via the Reports P Retrieve Output
function. This saves time and paper (no need for printing) and ensures accuracy when
sending reports spanning multiple pages to support@admins.com. There is a document,
SY-160 | forgot to print my reports, that gives instructions on how to use the Reports »
Retrieve Output Files feature to email reports.

[ADM-AUC-DOC-166]

7 EXCEL® TEMPLATES [Fix]

ADMINS provides Excel® spreadsheets used for a variety of upload purposes. Prior to the software update, when
accessing a template, if a user tried to open a second copy of the template, the process terminated, bringing the user
to the support page.

THERESA's Support Help

Goto

Last Ran an [17—Jun— +291,
Actions 1 [17-Jur—2019 [15:29:49

~
Resulis
v

-- Added 07-5ep-2009 By MUPDEV1 Changed 03-May-2019 by THERESA up

Figure 13 Before - if the template was already open, process brought the user to the support page

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 13
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ind

| . ) ‘ou already have the Template Open
W' Close Current Ternplate to run this process again

June 2019

This was corrected and users will
instead be informed that the template
is already open.

Figure 14 After — message instructing the user to close the open template prior to running the process again

Changes affected templates available by selecting System P Help Reference Library:

———————— TEMPLATES ————————

SY—-210 Upload Approval Paths Template

ce Library

i e

Send

5 —2320 Upload Commodity Items Template

Wig

SY—-270 Upload Vendors Template

Wig

gy

S —280 Upload Vouchers Excel Template
P —

Wig

8 HELP REFERENCE LIBRARY

8.1 New or Updated Documentation

SY-210 Upload Approval Paths Template
SY-230 Upload Commodity Items Template
SY-270 Upload Vendors Template

SY-280 Upload Vouchers Excel Template

[TOC-SUP-SAPLAUC-2966]

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

8.1.1 Accounts Payable

e OTHER AP—867 Favorites Screen [Updated]

e TEMPLATES AP-910 Upload Vouchers Excel Template [Updated]
AP-920 Approval Paths Template [Updated]
AP-930 Commodity Items Template [Updated]
AP-940 Vendors Template [Updated]

e INTERFACES/IMPORTS AP—-980 Upload Vouchers — Spreadsheet [Updated]

8.1.2 Budget

e OTHER BU—-215 Favorites Screen [Updated]

8.1.3 Fixed Assets

e OTHER FA-715 Favorites Screen [Updated]

e TEMPLATES FA—650 Upload Fixed Assets Acquisition Template [Updated]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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8.14 Human Resources

YEAR END PROCESSING

OTHER

8.1.5 Ledgers

ACCOUNT MAINTENANCE
REPORTS

YEAR END PROCESSING
TEMPLATES

OTHER

8.1.6 Miscellaneous Billing

OTHER

8.1.7 Motor Vehicle Excise

SITE SPECIFIC
OTHER

8.1.8 Purchase Order

PURCHASE ORDER ENTRY
TEMPLATES

OTHER

8.1.9 Property Tax

8.1.10

BILLING

TEMPLATES

OTHER

TEMPLATES

HR—-610 Fiscal Year End Split Payroll
HR—770 ACA & Non-Employee Participants
HR—770 Favorites Screen

GL-255 Upload Crosswalk Accounts

GL-610 Reports

GL-722 Create New Year Overnight in Batch
GL-1110 Upload Allocation Codes Template
GL-1120 Upload Chart of Accounts Template
GL-1130 Upload Journal Entries Template
GL-1135 Upload Accounts to Crosswalk Template
GL-1225 Favorites Screen

MB-535 Favorites Screen

ME-250 Cranston, Rl Motor Vehicle Excise Tax Billing

ME—-325 Favorites Screen

PO-105 Purchase Order Types
PO-810 Approval Paths Template
P0O-820 Commaodity Items Template
PO-830 Vendors Template

PO-915 Favorites Screen

RE—350 Q1 Tax Balancing Template

RE—-370 Q2 Balancing Template

RE—-390 Q3 Balancing Template

RE-650 Upload Real Estate Sales History Template
RE-655 Upload Liens Template

RE-715 Favorites Screen

Revenue Collections & Tax Title

RC-1220 Upload Treasury Receipt Codes Template

June 2019

[Updated]
[New]
[Updated]

[New]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]

[New]
[Updated]

[Updated]

[Updated]
[Updated]

[New]
[Updated]
[Updated]
[Updated]
[Updated]

[Updated]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]

[Updated]
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Page 12 of 13



Q ADMINS Unified Community Release Notes — Version 19.2

System June 2019
e S|TE SPECIFIC RC-1760 Cranston, Rl Tax Sale Process [Updated]
e OTHER RC-1815 Favorites Screen [Updated]

8.1.11 System

e SYSTEM (all modules) SY-115 Favorites [Updated]
SY-160 | forgot to print my reports [Updated]
SY-170 System Administration Kit [Updated]
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