SYSTEM (ALL MODULES)

RELEASE NOTES — SEPTEMBER 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
SYSTEM LIBRARY.
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“A picture is worth a thousand words” or “Every picture tells a story” -
these graphics may be found throughout the release notes. The symbols
being introduced with this software update are:

¢ % This “puzzle” graphic identifies features that impact
L |
. o /i I #=  several components within the module and require that
'!L.- e the relationship between the pieces is understood.

Anytime this little gal appears in release notes, it means
that one of our customers was asking for an
enhancement; she will point out those new features.

This symbol indicates that there is an updated document
with relevant information in the Help Reference Library.
Be sure to review the updated and new documents
referenced herein.
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1. USER PROFILE SCREEN [Enhancements]

The user profile screen has been enhanced to offer two new features. This screen is accessed via
System P User Menu » User Profile and is only available to “super-users” with a security level of 20 or higher.

1.1. Last Login Information

Etered  ()7-Gep-2009 MUPDEY1

I ] Changed  28—ug—2018 THERESA
Last Login 2@-ALz-2018 0911614487 Live
e i ¥ Login Hist

Security Level B3 Aduins Support []System Defautt User
Dept Group Ok TOWH
Menu Group EUF‘F‘DRT Acmins Support

Account Security  @Yes (O No Allow access to GL Accounts

Gashier 1D C

Job Tie Phone# [(617) 424-5100 Extension [123 i\C/

Start Screen EEEO AP /PO Dashlboard

Receive Approval Email () Yes @ Mo ¥ Send Test Email

Ernail Address [theresaRadnins ,con Use Alternate Email
Alternate Email Address | OvYes @MNo

Background Color ‘EDRNFLDWER BLLE vl ResetDefault Golor - (OYes @ No

8 Add User 9 Change Password 0 Menu Listing for User

Figure 1 User Profile Screen Changes

A. Toallow the “super-user(s)” on the site to identify if a user is active, the last login is listed at the top right
corner of the screen indicating the date, time and type of the most recent login (Live or Training).

B. Anew tab is available [Y Login Hist] that will list the last 1.) Date, 2.) Time, 3).Type of login as shown
in Figure 2.

Entered

07 -Sep—-2009
Changed  1¢5—-Fug—2018
Last Login (35— 7,1 -2018 12:51:46,03 Live

SNTHER |

2 Account Security IPOIAP 5 Budnet £ Collections 7 Misc Billing ¥ Lowgin Hist

|La<t Date Last Tirme Login Type
1 41-2018 123151 346.03 Live

N oul-2018 [12350316,65 Live

O09-Jul-2018 |11+32:52,42 Live

(0S-Jul-2018 | 45,71 Live

05-Jul-2018 |1 = ;00,00 [Training

9 Login Report

Figure 2 The new [Y Login History] screen
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1.2. New Phone and Extension Fields

September 2018

C. There are new fields available for phone number and extension. This will allow the “super-user” to enter
contact information on users. Once this data is entered, it will be used on a new screen that will show who
is locking a record on an update screen (see section 2).

1.3. Identifying Inactive Users from the User Profile Screen

Also important to a “super-user” is knowing which users have never logged in. When the software update is
installed, initially every user will show as having No Login Information as shown in Figure 3. After some time, the
“super-user” can find out which users have not logged in and are likely candidates for inactivation. A more
comprehensive list may be run by following the directions in section 1.4.

Gota...
" Brtersd  (3-Fel-2017 THERESA

Changed 12 [lec-2017 ALEX
Last Login Mo Login InFornation

Actions

1 General

Figure 3 A user record that contains no login history — the user has not logged in since the September 2018 update

1.3.1.

7MiscBill 2 * Losin Hist

Login Report from the Login History Tab

9 Login Report

There is also a report from the Login History tab that shows the user’s login history. To run the report, click the
[9 Login Report] button at the bottom of the screen. This report is per user and is only available for users that have
actually logged in since the September 2018 software update.

B Task 4% User Login Report

User Login Report

Run as @ preview O Print

Optional: Enter Date Range From: ||

|To:|

O PDF

O Excel

A display box will prompt for an optional date range.
The report may be run to Preview, Print, PDF® or
Excel®. An Excel® example is shown in Figure 4.

If Printing use Duplex @ves (O No
Lookup Cancel Clear All
FIE™ R SR User_LoginHistory_ 44 THERESA - Microsoft Excel
Harme Insert Page Lawout Formulas Data Rewiewy R
19 - F |
A B = o E F
1 Username Hame Last Date Last Time Login Tvpe
2 ANTHEA Anthes Dimond TR2018 12:51:46.03 Live
3 ANTHEA Anthes Dimond TI2018 12:50016.659 Live
4 ANTHEA Anthea Dimond T2 11:32:52.42 Live
5 ANTHEA Anthes Dimond TR0 11:29:45.71 Live
E AMNTHEA Anthes Dimond Ta2018 10:00:00.00 Training
7

Figure 4 Login Report
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1.4. Report of Last Logins

In addition to the ability to report on individual users, ADMINS now offers a report of the last login for all users.
Access the report by selecting System P User Menu P Report of Last Login. This report may be run by users with a
security level of 20 or higher.

B Task 46: Report of Last Login X

Report of All Users Last Login

System Select Status: (0 Al @ Only Active O Only Inactive
User Menu ¥ User Profile
Department Group Menu ¥ Default Account description Run as ® Preview C) Print O PDF O Excel
Menu Group Setup Ernail Users If Printing use Duplex @+ves (O No
In-Use/Errar Flags
Repart of Last Login Lookup Cancel Clear All

Batch Job Maintenance

The report output allows the selection of All Users, Only Active Users and Only Inactive Users and is available as
Print/Preview/PDF® or Excel® and lists the Username, Date and Time of Last Login, and the user status.

& TedRE - User_Lastlogin_d6 THERESA[2]

File Edit Format Options

|CourierNew j |10 j B|/|U ’-_L| j t=|= E = @

46-3F¥USRLSTLOG. REFP Printed 11-Jul-Z0138 at 14:45:04 by THERESL Page 1

Town of Adwins
RBeport of Last Login

Tser Name Watne Last Date Last Time Login Type Tser Ztatus
LDMTEST 4 ADMINS TRAINING ACCOUNT #4 Mo Login information hotive
ALEX Alex Hetsbi Mo Login informstion Aotive
ANTHEL Anthea Dimond 09-Jul-2018 12:51:46.03 Liwve Aoctive
ANTHEA ADMIN Anthea Dimond Adwin Acoount Mo Login information Aotive
AUCBATCH auchatch ACCOUNT No Login information Aotive
BED Eill Davis Mo Login information Letive
BILL Eill Davis Mo Login information Aetive
BILL ADMIN Bill Davis - Adwinistrator Mo Login information Aotive
COLLECTORTEMF Temp user for Collector's office Mo Login information Aotive
COUNTER Counter No Login information Aotive
DAGFINI Dagfinn Sasther Mo Login information Letive
DINCHND Anthes Dimond (alternate) Mo Login information Aetive
LUANN Luinn Moore 09-Jul-20158 15:53:00.4¢ Liwve Aetive
LUANN ADMIN Luinn Moore - Adwinistrator Mo Login information Aotive
MACEINMNCON Mary MacKinnon (alternate) No Login information Aotive
MARY Mary MacKinnon Mo Login information Letive
MOCRE Lulnn Moore Mo Login information Letive

Figure 5 Report Listing User's Most Recent Logins — Print/Preview/PDF®

— A - o . b _ .
|,.,_—,| H ) - User_LastLogin_d6 THERESA[2] - Microsoft Excel O > The report run for Inactive
Home Insert Page Layout Formulas Data Revigw e W @ o BB ER users W|” help SyStem
Gag - = ¥ managers to comply with
A B © [n] E F = . .
1 User-Hame Hame Last-Date Last-Time Login-Type User-Status - -audltOI' S_ requeSt_S fOI' R
2 | ADMVE4 admvEd Mo Login infarmation Inactive information and ldentlfy user
3 ADMVEZ a2 Mo Login information Inactive =
4 ALL_ACCESS Al Access User Mo Login information Inactive aCCOUﬂtS that may be dEIeted'
5 AUCDEMO AUC DEMO ACCOUNT Mo Login information Inactive
E BREALLT Sue Mo Login information Inactive
7 CAMPBELL Theresa Camphell (Akernate) Mo Login information Inactive
5 CAROLYM Caralyn Mo Login informstion Inactive
9 CHUCK CHUCK Mo Login informstion Inactive

Figure 6 Report of User’s Most Recent Login - Inactive Users
[ADM-AUC-SY-8061
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2. WHO IS LOCKING A RECORD ON THE UPDATE SCREEN? [New]

ADMINS is pleased to announce a new feature that will identify who you are record-locked with on a new record-
locking screen. When a record-lock occurs, a popup screen will appear as shown in Figure 7. Click on [OK].

ADMINS LockMgr X
1. The system will display a new screen providing information
needed to contact the user who is locking the record. The

You are trying t d thati ; . ,
i ke i screen name will be supplied. See Figure 8.

! currenly locked by "\plutoitheresa"
2. Contact the user locking the record to ask them to exit the
screen.

ﬁ 3. Click on the [Return to Previous Screen] button to return to

the same record that was previously locked.

Figure 7 Popup notification that a record is locked

= Racord Lock hares i - o x| |fthe user cannot be contacted to exit

File Edit Help

BEE wesm @ & F the record, proceed to another task

by clicking on the B ([Home]

button). From the home screen, use
The ADMINS UNIFIED COMMUNITY [AUC] the menu to select another task.

screen ou have encountered a Record Lock on the screen you were trying

A to access. The user you were locked with information is below
that is —
locked is Locked on Screen: Employee Maintenance

identified
User. theresa Theresa
here Department.  TOHH

Email:  theresa@adnins.com
Phone: (617} 494-5100 2123

/mtu Previous Screen

Once the screen is available, click on
the [Return to Previous Screen] button

a
Information from

the user’s profile
screen will be
displayed, making it
easier to contact
this user to request Detailed information and examples
access to the . .

are available in the new document,

locked record.
SY-105 Locking Screen.

EOF

Figure 8-New screen with information about who is locking a record and how to contact them
[ADM-AUC-SY-8063]

3. DEPARTMENT GROUP SECURITY SCREEN »Copy User Security [New]

ADMINS added a new feature to the System P Department Group Menu P Department Group Security screen.

System
User Menu >
Departrment Group Menu » Departrment Group Profile
Menu Group Setup Departrment Group Security

The new button allows the security from one user to be copied to another user. In the example, the department
security is copied from user “THERESA ADMIN” to the user “THERESA”.
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== [AUC] 14-Departrent Group Security [theresa]

Goto.

Actions

File Edit Ledgers PurchaseOrders Accounts Paysble Fixed Assets HumanResources Budget Collections Tax

Bl S8 e s EY QB EF L N

Motor Brcise  Misc Billing  System  Favorites  Help

Username  [TIEEEE Theresa

Department [Descrintion [Access cade [status [on User
[ABS_RECREATION DEPT Reat-Only _(© Attess o-Areess [Inactive
[TOWN ADMINISTRATOR Eanmv OAccess O NoAcress [ctive
[TORN ADMINISTRATOR [OReac-0nly_® Access O No-Actess [pctive
[TOWN_ADMINISTRATOR O Read-ony O Access ® No-Access [Active
[RFFORDABLE HOUSING O Read-Only O Access @® ho-Access [Active
[ANTHAL CONTROL Read-Only_(© Access 0-Aceess [Inactive
ARCAND PARK D Read-Only @ Access O No-Aceess |[Active

[AUC] 14-Department Group Security [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax

BEESE me s BY QG omF U

Username

it

[THERESA_ADMIN Theresa Campbell - secondary adwin a

Mtor Excise  Misc Billing  Systen  Favorites  Help

Description [Access Code Status __[on User
[ABS RECREATION DEPT Read-Only = Access Tractive

[TOAN_ ADMINISTRATOR [DRead-Only_@®Access O Active

[TOWN_ ADMINISTRATOR [DRead-only_@access O Active

[TORN ADMINISTRATOR |O Read-Only @ Access [@] Active
[AFFORDABLE_HOUSING [DRead-Only_@Access O Active

[ANTHAL CONTROL | Read-Only_© Access Tractive

B [AUC] 14-Department Group Security [theresa]

Copy User Depariment Security

Required: Enter FROM Username |THEF\ESA,ADMIN

Theresa Campbell - secnndi‘

Required: Enter TO Username

[THERESA

| Lookup |

0K

] | cancel | | cClearanl |

Figure 10 Department Group Security is copied from THERESA_ADMIN to THERESA

== [AUC] 14-Department Group Security [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets

BB S e +m BY Qo= F

Goto.

Actions

Usernathe

[THERESA

Theresa

Hurnan Resources  Budget Collections  Tax

— x

Motor Excise  Misc Billing  Systern  Favorites  Help

Description [Access Code Status [On User
[ABS_RECREATION DEFT ReadOnly_ - Access 0-Attess [INBCtive

RO [TORN ADMINISTRATOR |0 Read-Only_(®) Access (O No-Access [Active
[TOWN_ ADMIRISTRATOR: [ORead-Only_@Access (O No-Ascess [ctive
[TOHN_ADMINISTRATCR: [ORead-Only_®Access O No-Access [Active
[FFFORTABLE HOUSING [ORead-Only_@Access O MNo-Ascess [ctive
[FRTMAL CONTROL Read-Only_© Actess 0-Attess [Inactive

Figure 11 The New Department Security allows full access to the ADM, ADUSER and AFFORD department groups.

This feature is available to users with a security level of 20 or higher. Consult the “Super User” on your site or
contact support@admins.com for help with this feature.

[ADM-AUC-SY-8033]
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4. HELP REFERENCE LIBRARY

4.1. New or Updated Documentation

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

4.1.1. Accounts Payable

e DISBURSEMENTS

e MAINTENANCE

e YEAR END PROCESSING
e OTHER

e INTERFACES

4.1.2. Budget

e MAINTENANCE
e OTHER

4.1.3. Collections

e |INTERFACES
e OTHER

4.1.4. Fixed Assets
e PROCESSING

e TABLES
e OTHER

4.1.5. Human Resources

e OTHER

4.1.6. Ledgers

e JOURNAL ENTRY
e YEAR END PROCESSING

e OTHER

4.1.7. Miscellaneous Billing

e OTHER

September 2018
AP-100 AP User Help Documents Index [Updated]
AP-215 Bank Table [New to this Library]
AP-285 Delete Unused Accounts Payable Batches en masse [New]
AP-710 1099 Processing [Updated]
AP-830 REAP Reporting (Massachusetts only) [Updated]
AP—-845 Locking Screen [New]
AP-980 Upload Vouchers—Spreadsheet [Updated]
BU-130 How to Restrict Access in Budget [Updated]
BU—-205 Locking Screen [New]
RC-1620 UniBank® Daily File [Updated]
RC-1805 Locking Screen [New]
FA—-200 Acquiring Fixed Assets [Updated]
FA—220 Asset Changes [Updated]
FA—230 Depreciation Processing [Updated]
FA—610 Fixed Asset Tables [Updated]
FA—710 Locking Screen [New]
HR—805 Locking Screen [New]
HR—895 Bank Table [New to this Library]
GL-270 Enter One Time Journal Entries [Updated]
GL-720 Create New Fiscal Year [Updated]
GL-722 Create New Fiscal Year Overnight (in batch) [New]
GL—1205 Locking Screen [New]
MB-505 Locking Screen [New]
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4.1.8. Motor Vehicle Excise
e OTHER ME—-315 Locking Screen [New]

4.1.9. Property Tax

o ABATMENTS RE-540 Abatement Rescissions [Re-Installed]
e OTHER RE-705 Locking Screen [New]
4.1.10. Purchase Order
e PO PROCESSING PO-255 Implementing Electronic Approval Signatures [New]
PO-260 Changing a Signature on a Purchase Order Form [Updated]
e FISCAL YEAR END PROCESSING PO-770 Email Open PO Listings to Departments [New]
e TEMPLATES PO-800 Upload POs from a Spreadsheet [New]
e OTHER PO-905 Locking Screen [New]
4.1.11. System/All Modules
e OTHER SY—105 Locking Screen [New]
SY-170 System Administration Kit [Updated]
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