SYSTEM (ALL MODULES)

RELEASE NOTES — MARCH 2019

This document explains new product enhancements added to the ADMINS Unified Community for Windows
SYSTEM LIBRARY.
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1 FAVORITES SCREEN [New]

Select Favorites P User Favorites to access this screen. Any AUC user may create a
customized screen that presents up to 45 frequently-used tasks at the touch of a
button.

Faworites  Help

Idser Favorites

1.1 Adding to the “Favorites” Selection Screen

1. Click on [1 Add Favorite]

2. Select the module for the new entry (only modules for which a user has menu access will appear in the
list)

3. Select the Menu and task from the lookup — the list is sorted the way the menus are laid out in the AUC
application to make it easy to find a given task in the lookup

4. Click on [OK]

Choose the location for the new button — there are 45 slots available

6. Click on [OK]

b

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 8



ADMINS Unified Community

Release Notes — Version 19.1

System

March 2019

== [AUC] 73-Users Favorite Selection [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B &S we s 5 = T

Gota..
Theresa

Actions

Human Resources  Budget Collections  Tax  Motor Excise

Users Favorite Selection

Misc Billing  System

- X

Favarites

Help

Repeat steps one through six to build a

Add Favorite
Enter Slotit

customized menu.

Cancel Clear All

1 16: 3
Mairtain Chart of Accounts Employee Name Search Real Estate Parcel Update
2 . 17: 32 )
» Enter One-Time Journals Employee Maintenance Bill Locatar
1 Add Favorite 18: 35
Accourt Balance Inguiry Paycheck Histary - Inquiry Bill Payment
2 Defgavorie q 19 0 3
L Transaction Codes Wartant/Create Timesheet Screen Personal Propetty Account Updste
20: 34
Maintzin General Ledger Cortrols Employes Leave Balance Update Screen
21 36:
l Ledgers ' Post Transactions to Ledgers Employes Leave Change Log WYE Commitment Process
A Pay Uploe | 7 &wailable Menu ltems for Ledgers X
Fixed Assets Meru Task Description Tof
H R Journal Entry Processing 1691 Journal History Report S
BRDER [HEEE Journal Entry Processing 1985 Upload Journal Entries
Budget Retri | |Posting Control 1120 Hork in Progress Transactions
Posting Control 1115 GL Transactions to Post
Collections Posting Control 1122 Print Unposted Transactions
T Posting Control 1401 Check Urposted Transactions For Errors
BES Posting Control 1117 Post Transactions to Ledgers
Mator Excise ers k| [Fosting Control 1158 Werify Shadow Posting File
Posting Control 1860 Remove Unposted Imported Batches
Iisc Billing Posting Control 1862 Log of Deleted Imported Batches
Audit Dverrides 1450 Enter Audit Change of Unposted Transaction
Fystem FAudit Overrides 1460 Audit Charnge History — Original Transaction
Counts PalgluETies 1125 Account Balance Inguiry
LEries 1145 Account Balance Listing
” : —
Fied Assate Bleries 1110 Transaction Hlst,cn“a I
1a: lueries 1126 Transaction DETAIL History
Lueries 1120 Hork in Progress Transactions hdl
- Find Search | Cancel Help Eof
B [AC] 73-Users Favorite Selection [theresa] x

1.2 Removing Previously Established Favorites

1. Click on [2 Del Favorite]
2. Select the Line number of the task that is no longer needed (in this example, Line #1 is selected for

removal)
3. Click on [OK]

4. Click on [Yes] to confirm that the favorite will be removed from Slot #1
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Users Favorite Selection

Goto....
Theresa
Actions
1 o 16: 3t
Maintain Chart of Accounts Employee Mame Search Real Estate Parcel Update
2 . 17 X 32 i
Erter One-Time Journals Employes Maintenance Bill Locator
1 Add Favorite i 18: i i 33:
Accourt Balance Incuity Paycheck Histary - Inguiry Bill Paymert
2 Del Favorit 10: 34
GL Transac _ | Property Scocount Update
B Favorites X
haintain General
Line# Task Tof
6: 1 Maintain Chart of Accounts A E Commitment Process
2 Enter One-Time Journals
7 2 Account. Balance Inguiry 2
Upload Jourl 4 GL Transaction Codes E hiailing Address Update
5 Maintain General Ledger Controls
B: 6 Post Transactions to Ledgers
7 Upload Journal Entries
o 9 Retrieve Output Files
. Retrieve O 11 Ledgers Help Reference Library APPO Dashboard
12 Purchasing Help Reference Library
10: 13 Accounts Payshle Help Reference Library
14 Fiwed Azsetz Help Reference Library
1: 16 Employee Mame Search
5 17 Employee Maintenance
Lech Help R Tax Help Ref Lit
crosrs enineg 18 Paycheck History - Inguiry A R R EHEES IR
12: 19 Harrant /Create Timesheet Scresn
Purchaszing Help A 20 Employee Leave Balance Update Scresn xcize Help Reference Library
21 Employes Leave Change Log
L Accounts Payable H 22 1095 Processing | [AUC] 73-Users Favorite Selection
14: ) 3 :
Fixed Assets Help Find Search| |Cancel Help
15: . A5 o Rernowve Favorite from Slot 1

ﬂ s I | Mo

chop o

1.3 Re-Use a Slot

If old favorites are no longer needed, the slots may be re-used. Follow the instructions in section 1.1, steps 1
through 6. When adding a favorite, any existing link in the slot will be replaced with the new task or report.

1.4 Make the “Favorites” Screen (#73) the “Home" Screen

“Super Users” may set this screen (#73) as the “Home” screen (accessed via the || in the toolbar) for any user.
Select System P User Menu P User Profile to access the setting on the [General] tab of each user’s profile screen.
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== [AUC] 3-User Profile Screen [theresa)

File Edit Ledgers Purchase Orders Accounts Payable Fixed Sssets  Hurman Resources  Budget Collections  Tax  Motor Excise  Misc Billing  Systern Favorites  Help

@ggmﬁ-»»u&ﬁ Qéﬂﬂ',_:ln'l

- X

User Profile Screen

Goto..
° Entered (7 -Sep-2009 MUPDEY1
. Username Changed 18- Tan-2019 THERESA_ADMIN
Actions .
Name Theresa Last Login 18- Tan-2019 15:19:34,22 Live
1 General I 2 Account Security 3PO AP 4 Human Resources 5 Budget & Collections 7 Mizc Billing " Login Hist
=P L -

Start Screen I?E‘. Users Favorite Selection

Receive Approval Email ()Yes (® No X Send Test Emall
Email Address ftheresaBadning ,com Use Alternate Email
Alternate Email Address | (OYes @ Mo
Batkground Colar |LIGHT STEEL BLUE v ResetDefault Color  OYes @ RNo
8 Add User 9 Chancie Passvword 0 hienu Listing for User
Status: Active Lkup up

1.4.1 What If?

Q. What if a user changes jobs and has buttons on the Favorites menu they should no longer access?

A. The “Favorites” screen is governed by menu security — if the menu item is not available, a Pop-Up message will
indicate that no access is allowed. The user can remove or replace the Favorite in that slot.

2 REPORTS

[ADM-AUC-SY-8067]

Building the Report

A change was made for all reports. In the
past, this progress bar image was
displayed as reports were running. This

reports; ADMINS turned this fea

was causing an issue with some Excel®
ture off for now and will reinstate it at a later time.

[ADM-AUC-SY-8093]
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2.1 Retrieve Output Files [Enhancement]

B SE ke s & .Q.Hé‘.-'mi

Retrieve Output Files

Geto.

Actons

1 Select Mockie | Il Ficcounts Pausble

ZSeectfie | GL_Deeartwent_Ele_Changs THERESAL1L.1Ls

3w Report 4 Eral Report 5 Save/View POF 6 Dovwrioad Report

Email Reports
Required: Enter Email Address [campbelltl 09@gmail.com

Optional: Enter Emall Subject |Cugtomized Subject Line available on emailed reports
Optional: Enter Note 1 Here's the new report | mentioned

Optional: Enter Note 2 yesterday when we spoke on the phone.

Optional: Enter Note 3 Please let me know if this works for your,

Optional: Enter Note 4 Comments are welcome. Have a fine day! 3|

Look p Cancel Clear All

# | Task 360: il Reprt X

eady

Figure 1 New Subject Line field is an optional field on the Email Reports form

Subject: 0 Customized Subject Line available on emailed reports

== * ¥ |5 Customized Subject Line available on emailed reports - Message (Plain Text) |E|E‘éj
Mezsage v @

From: theresa@admins.com Sent: Mon 2/25/2019 3:20 PM

To: campbellt189@gmail.com

(& Theresa Campbell

I Message | %4 GL_Fund_Element THERESA.csv (4 KB)

oo CECHE 2z - 3 - 4 - NS ERENG 7 55

8 Kl

Please find attached the report requested to be emailed h

These sections are

Here's the new report | mentioned part of every e-mailed

yesterday when we spoke on the phone.

report. Items
Please let me know if this works for your. numbered o - e
Comments are welcome. Have a fi y! ) are customizable.

Thank you
Theresa

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

Figure 2 Email with attached file

3 HELP REFERENCE LIBRARY

3.1 New or Updated Documentation

March 2019

ADMINS offers the
Retrieve Output file
feature on every module,
allowing all AUC users to
send a report to any valid
email address. With this
software update,
ADMINS is pleased to
announce a customized
subject line for email
reports.

Select the file and click on
[4 Email Report]. Fill in
the prompts as shown in
Figure 1.

The result is shown in
Figure 2. Most output
formats (.lis, .xml, .xls) are
converted to PDF prior to
emailing. If mailing a .csv
file, the .csv format is
retained.

[ADM-AUC-SY-8084]

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

3.1.1 Accounts Payable
o ENTER/PROCESS PAYMENTS

AP-167 View Attachments in the Approvals Screen [New]
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e OTHER AP—867 Favorites Screen [New]
3.1.2 Budget
e MAINTENANCE BU-110 Processing [Update]
e OTHER BU—-215 Favorites Screen [New]
3.1.3 Fixed Assets
FA—115 The Fixed Asset Manual [Updated]
e PROCESSING FA—220 Asset Changes [Updated]
e QUERIES FA-410 Querying Fixed Assets [Updated]
e OTHER FA—715 Favorites Screen [New]
3.1.4 Human Resources
e SPECIAL PROCESSING HR-455 Additional Wage Update [New]
e YEAR END PROCESSING HR-620 W2 Processing [Updated]
HR-765 Calendar Year End ACA Processing Slides [Updated]
e OTHER HR-850 Module Control [Updated]
HR—-825 Favorites Screen [New]
3.1.5 Ledgers
e  OPENGOV GL-700 Implementing the OpenGov Interface [New]
e  SITE SPECIFIC GL-940 Middletown BoE Year-End Grant Roll Forward [Updated]
GL-950 Middletown BoE Year-End Receipt Roll Forward [Updated]
e OTHER GL-1225 Favorites Screen [New]
3.1.6 Miscellaneous Billing
e OTHER MB-535 Favorites Screen [New]
3.1.7 Motor Vehicle Excise
e OTHER ME—-325 Favorites Screen [New]
3.1.8 Purchase Order
e PURCHASE ORDER PROCESSING PO0O-235 View Attachments from the Approvals Screen [New]
e OTHER PO-915 Favorites Screen [New]
3.1.9 Property Tax
e SITE SPECIFIC RE—689 Cranston, RI Remove Old Tax Year From Collections [New]
e OTHER RE-715 Favorites Screen [New]
3.1.10 Revenue Collections & Tax Title
e SITE SPECIFIC RC-1775 Cranston, Rl Remove Old Tax Year From Collections  [New]
e OTHER RC-1815 Favorites Screen [New]
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3.1.11 System
e OTHER SY-115 Favorites Screen [New]

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



