SYSTEM (ALL MODULES)

RELEASE NOTES - SEPTEMBER 2020

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

Release Notes — Version 20.3

System

1 CHANGES TO EMAIL PROVIDERS

2 &

September 2020

ADMINS offers many “paperless” office features that rely on email to send notifications to

approvers. If making a major change, such as an email service change, or transitioning to a
., hew server, please contact support@admins.com in advance to ensure that the many

processes that use email will continue to work as expected.

2 USERS MAY NOW CHANGE / SET AUC PASSWORDS [Enhancement]

ADMINS added a [Reset Password] button on the login screen that allows users to reset their own AUC passwords.
The feature requires an email address on the user profile for the user account.

Please Sign In:

Username THERESA_ADMIN
Password

Theresa Campbell - =

Please Sign In:

Username THERESA_ADMIN
Password

Theresa Campbell - s

““PORTANT NEWS,

Figure 1 Before and After — the new Reset Password button on the login screen

*=+ our products _

Training Mode
Login Exit

“=art Info Ear “~rter

Training Mode

Login Exit

Reset Password

~~~~~ IRTANT NE WS “aur products_.~" ~t Info o “*ar
- et -_— —— - —_

Use this feature if the password is
forgotten.

IMPORTANT NEWS

ATTENTION!

A Quarterly software upd
click on the links below to

June 2

About our products

Please Sign In:

Username THERESA_ADMIN
Password |G

Login Exit

Support Info

Theresa Campbell - s

Training Mode

E-newsletter

1. Click the |_Reset Password | htton to
initiate setting a new password.

2. Click [Yes] to the “You have elected
to Reset your password do you

ADMINS Unified Community - Please Sign In,

—

‘You have elected to Reset your iassword do you want to Continue?

want to Continue?” prompt.

3. Click [OK] to the popup

showing where

GL Yes A .
the email has
AP RE BU Send Password Reset Email
. . - been sent.
Email has been sent to
i m = - campbelit189@gmail.com
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User Profile Screen
Sote Eversd  30-Ju1-2014 THERESA
A Usemame [IFERESA_ADHIN Changsd 3 Jun-2020 THERESA
Name JTheresa Canpbell — secondary adain accou LastLogn D3 Jun-2020 11:45:45,37 Live
1 Gener 2 Account Securty 3P0 /AP 4 Human Resources 5 Budaet & Colections 7 isc Bitng ¥ Loain st
e T —— — - S —— e
‘ X Send Test Emai
mail Address fcampbellt189@gmail .con -~ Use Aternate Emall
Atternale OYes @Mo
‘ Background Color LIGHT STEEL BLUE v Resel Default Color  (OYes @ Ne
8403 User 9 Change Password | 0 Meny Listing for User
Status: Active Lkup up
Figure 2 Set up email addresses for AUC users
M AUC Password Reset - campbell: X | 4 - o X
&~ O & https://mail.googlecom/mail/u/0/.. ® = @ = @ 8
= M Gmail Q,  Searchmail - [©) @ o

¢« B 6§ & 0 ¢ D e

September 2020

The email will be sent to the email
address on the contact tab of the
user profile table. The prompt will
show which email address will be
used. Check the email account for
the new password for AUC.

| compose
D [inbo - .
O inbox AUC Password Reset - 1 If the email is not in the Inbox, check
% Starred ) ) the Junk or Spam folder. Mark the
nins.com 3:11 AM (12 minutes ago) Y 4
. v/
Rtome + M Spam (2) - campbellt189@gma X +L email as “Not spam” or “Not Junk” 3
A temporary ) < O & hitps//mail google.com), @ G = [}
password WI” be Sent lemporary Password exaclly as displayed
to the email address = M Gmail X - @@ o
Please log into AUC using this lemporary password
and you will be asked to change it
C 1-20f 2
Meet I— Compose
B« Start a meeting ;
Messages that have been in Spam more than 30 days will be
Join a meeting ** Do not reply to this email message as it was system generated automatically deleted
via the ADMINS Unified Community (AUC) System ** @ spam
chot B Trash Delete all spam messages now
‘ + -" Caleg.nnss aucdev 0:11 AM
&% Social " AUC Password Reset
- ~ Reply % Forward © updates 2,062 You have been assigned a temporary password welco

Figure 3 Sample email sent with temporary password

Please Sign In:

Username THERESA_ADMIN Theresa Campbell - s

Password

Teaining Modo

R Please Enter Password

New Password

‘ G808 00000000000000

When entering the
new password, the
characters will be

Confirm Password Iy
gam:r:l

A Quarterly software update was installed on your site. P\eah
click on the links below to review the

{

different from what | |
is typed. Click on

masked and the
length may look

[OK]

Figure 4 Entering a new password

If the email is not found in the inbox,
check the spam or junk folder. Use
the password in the email exactly as
shown (case sensitive). The system
will immediately prompt for a new
password.

Type a new password and confirm
the new password.
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ADMINS Unified Community
System

User Profile Login History

Username Il HERESA_ADMIN

Actions.

Entersd 30-Jul-2014
Changsd 23-Jun-2020

3-Jun-2020 [11:45:45.37 User Requested Password Resst
[23-Jun-2020 |10:17:09.16 [Live
[23-Jun-2020 |10114117,10 [User Requested Passuord Reset
[23-Jun-2020 [10:04:31.12 |User Requested Password Reset
[23-Jun-2020 |09:28136.45 [Live
[23-Jun-2020 |09:28:16.37 [Live
[23-Jun-2020 [09:10:52 .82 [User Requested Password Reset
[23-Jun-2020 [09:10:38.80 [Live
23-Jun-2020 [09110:37.77 [Live
18-Mar-2020 |13:51:17.02 [Live
10-Dec-2019 [17:16:07 .36 [Live

Name Theresa Campbell - secondary adnin accou Lastlogn 23-Jun-2020 11:45:45.37 Live
1 General 2Account Security 3P0 /AP 4 Human Resources S Budaet € Collections 7 Misc @
[Last Date [Last Time [Login Type

Figure 5 Login History Screen for super-users

If the user profile does not have an email set up, the
system will display this message. Contact the super
user on your site or ADMINS to add an email address
to the user profile.

If no email should be associated with the username,
contact support@admins.com to reset the password.

September 2020

The super-user on the
site may view the

User Profile b

[Y Login History] tab to
see logon and
password reset activity.

ADMINS Unified Community - Please Sign In

e Password cannot be reset as your user profile doesnt have an email

address setup

Contact Support to reset your password and update your email address

2.1 New Message on Password Errors [Enhancement]

[ADM-AUC-SY-8130]

ADMINS changed the invalid password message to reflect the availability of the Reset Password button and to let

users know that they may try again after five minutes.

ADMINS Unified Community - Please Sign In

password

g Incorrect Password entered more than 3 times

Close the screen, wait 5 mins and try logging in again

If that doesnt work, use the Reset Password button to change your

0K

Figure 6 New Incorrect Password message

[ADM-AUC-SY-8159]
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3 QUICK REPORT SELECTOR [Enhancement]

The Quick Report/Task Selector button is in the toolbar on all AUC screens. This feature allows a user to run any
report in AUC quickly from any module instead of going to the report library for each module. Read SY-117 Quick
Report Selector in the Help Reference Library for details on how to use this feature.

l@f &8 w|«|+]m el 2 = pEhil
[ADM-AUC-DOC-183]

4 LOGIN SCREEN SUPPORT INFO TAB [Enhancement]

Many users only use this screen to log in — but there are other features available. Click on the [Support Info] tab.
There are 3 buttons on this screen to easily join a Go To Meeting, access the ADMINS website or email ADMINS
support.

4.1 [Join Go To Meeting]

Click the Button to start your browser

b - The first button, [Join Go To
Meeting], brings up the
Please Sign In: GoToMeeting website, to allow
o e joining a GoToMeeting from the
@ oo | | e Traleing tode AUC server. Enter the nine-digit
S meeting number to be
o ....m.w.m o joined to the
_ meeting.

Join Go To Meeting

ADMINS Website

Ready to meet on GoToMeeting?

To connect to an online meeting, enter the GoToMeeting
1D provided by the org

Send E-Mail to Support

4.2 [ADMINS Website]

The second button will bring up the ADMINS website home screen. Access news, release notes, webinars, and
selected help documents here.
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’ ADMINS Unified Community
System

Please Sign In:

Username THERESA Theresa
Password

Training Mode

Login Exit

= o X
Reset Password ==
&« == nttps/adminscom/ £ ~ @ & | == ADMINS, Inc. - Municipal S.
IMPORTANT NEWS  About our products Support Info =
Support —
ADMINS Wome Aot ContactUs WnatsNew Products Moev | &

Click the Button to start your browser

Join Go To Meeting

ADMINS Website

Send E-Mail to Support

How can ADMINS products and services+help you today..

IDEAS, RELATIONSHIPS, RESULTS

ce 1974, we have provided our customers with quality software products and the
highest le f customer service.
v

4.3 [Send E-Mail to Support]

The third button opens the ADMINS “Contact Us” page to instantly send an email to ADMINS support. Every
page on the website has the button to allow emailing support instantly.

Please Sign In:

"‘D QQ
& Fe Username  THERESA Theresa
N \© Password
Fl [
T 3 &
t £ e == Training Mode
o x

== nttps//adminscom/cc O ~ @ O | == Contact Us | ADMINS, Inc

Reset Password
TMPORTANT NEWS  About our products”_ support 1o I .

Support B il
ADMING Home  Abou ContactUs  What's New Toduc More v 2
s
Click the Button to start your browser B
Join Go To Meeting - 5
— = = EAd o >
ADMINS Website =
- — Use this button to send
Send E-Mail to Support L ‘ o .- support@admins.com
P Hi! Let us know how we can help and ekl a quick email from the

we'll respond shortly. For the best o AUC server
response, include a phone number in o !

the message.

Name*

A simple, quick form .

will pop up - be sure to Emall

include a phone ]

number and email

address so that we
may reply.

[ADM-AUC-SY-8154]
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5 SOFTWARE UPDATE COMPLETION NOTICE [Enhancement]

September 2020

Module Maintenance ’ ADMINS added a new notice to be sent on completion of the quarterly software
;”:"S':.“:"“”“‘ ’ update. To receive the notice, add email addresses to the SWDONE email distribution

_ list.
Help Reference Library

Email Distribution Lists

Email Users

Select Module Maintenance P Email Distribution Lists » SWDONE

Click on [1 Add Email] to select from the lookup or add an “at home” email address via the [Add New Email
Address] button. Software updates are performed on the weekend; as such, it may be useful to receive notice of
completion at one’s “home” email address rather than a work email address. Consult SY-150 Email Distribution

Lists for detailed information on how to maintain Email Distribution Lists.

Email Distribution Lists
Goto
o [ Distribution Code Eoftuare Update Complete System Default Distribution List
[User Name Full Name Email Address Status Py
JPDEV4 Mupdevd [Antheal [suprortBadnins . com Active
1 Add Email HERESA_ADMIN [Theresa Campbell - secondary ad jcampbellt189@egmail .com Active
B | Active Email Addresses X
2 Remove Email
Description Tof
. Accounting acc Bac coX ~
ADMTEST _4 ADMINS TI #4 adn ~com
ANTHEA Anthea Dimond anthealadmins ,com
AUCBATCH auckatch ACCOUNT aucautoBadnins ,com
ED Bill Davis bd@acnins .com
DAGFINN Dagfinn Saether dagfinn@adnins .com
DIMOND Anthea Dimond (alternate) antheaBadmins ,com
JMORROW Jeff Morrow Jnorrouladnins ,com
LTONN LufAnn Moore luann@acnins .com
LUANN_ADMIN LuAnn Moore - Administrator LUANNEADMINS ,COM
MIKE Mike Tuthill mikeBadnine .com
MOORE LuAnn Moore luann@adnins .com
MUPDEY ADMINS, Inc. aucautoladnins .com
MUPDEW1 ADMINS, Inc, [Support] supportBadnins ,con
MUPLDEV2 ADMINS, Inc, [LuAnnl support@adnins ,com
MUPDEV3 ADMINS, Inc, [Paull supportBacning, com
MUPDEVS MUPDEVYS [THERESA CAMPBELLI support@adnins . com
MUPDEVE MUPDEV6E supportBadnins .com
MUPDEV7 MUPDEY?Z Chendyl supportBadning .com v
| Add New Email Address Find = Search Cancel Help Eof
(i [ox ]

Figure 7 Update the SWDONE email distribution list as needed

From: aucdev @admins.com
To: support
Cc

Subject: rputo-aug BUC Software Update COMPLETED an your site

Software Update Completed successfully

Contact support@admins.com if you encounter any issues

email List:l 9WDONE] Software Update Complete

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

Figure 8 Sample email message notice that the software update is complete

[ADM-AUC-SY-8151]
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6 HELP REFERENCE LIBRARY

September 2020

In addition to the following new or updated documents added to the Help Reference Library, the “SYSTEM”
sections of each library were standardized for the help documents that are not specific to the module. See the
“SYSTEM” bullet below for an example.

6.1 Accounts Payable

* Top Level ----- AP-100 Help Documents Index [Updated]
e QUERIES AP-490 Warrant History [Updated]
e YEAR END PROCESSING AP-710 1099 Processing [Updated]
e INTERFACES/IMPORTS AP-980 Upload Vouchers—Spreadsheet [Updated]
6.2 Human Resources
® Top Level ----- HR—-100 HELP DOCUMENTS INDEX [Updated]
e PAYROLL PROCESSING HR-345 Import Timesheets from a Spreadsheet [Updated]
e SPECIAL PROCESSING HR—490 Billing and Invoicing [Updated]
e YEAR END PROCESSING HR-620 W2 Processing [New]
HR—635 Email W2s, 1095Cs, 1099Rs [New]
6.3 Ledgers
I TOP LEVEL---------- GL-100 Finance User Help Documents Index [Updated]
e ACCOUNT MAINTENANCE GL-140 Upload Chart of Accounts/Copy Accounts Changing [Updated]
° GL-245 Dormant Accounts [New]
e SITE SPECIFIC GL—-940 Middletown BOE, Year-End Grant Roll Forward [Updated]
6.4 Motor Vehicle Excise
e SITE SPECIFIC ME—-250 Cranston, Rl Motor Vehicle Excise Tax Billing [Updated]
6.5 Property Tax
* TOP LEVEL------ RE—-100 Property Tax Help Documents Index [Updated]
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 9
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6.6 Purchase Orders

* TOP LEVEL------ PO-100 Help Documents Index
e YEAR END PROCESSING PO-790 Turn off Access to Purchase Orders

6.7 Revenue Collections & Tax Title

* TOP LEVEL------ RC-100 Revenue Collections Help Documents Index
e SI|TE SPECIFIC RC-1750 Cranston, Rl Tax Account Status
RC-1775 Cranston, Rl Remove Old Tax Year Process

6.8 System

These documents were added to all the modules:
e SYSTEM SY-117 Quick Report Selector

SY-145 Reset Password

[Updated]
[Updated]

[Updated]
[Updated]
[Updated]

[New]
[New]
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