System (All Modules)
Release Notes September 2023

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows SYSTEM
LIBRARY.
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Release Notes — Version 23.3

P ADMINS Unified Community

System

September 2023

1 Delivery/Invoice Addresses & the Department Profile Screen

Some sites have lengthy addresses that require three address lines, in addition to the Name, city / state / zip.

= a X

= [AUC] 5-Department Group Profile
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help

B S E m+ »wm B Q @ o
Department Group Profile
Goto...
Actions DeptGroup ROMIN Description OWN AOMINISTRATOR
1 General 2PO/AP 3 Collections 4 Misc. Bill
7 Add Dept
X Send Test Email
EEOTS Depariment Email Address
or Distribution List
9 User List
Use Alternate Email O Yes OnNo
Alternate Department Email lalex@acnine , com
or Distribution List
Department Start Screen

[T System Default Department Group

Department Address

3 ADMINS,. INC

219 LEWIS WHARF

FLOOR 2
BOSTON o ' Before, the
MA  02110-0000 City/State/Zip was

Status: Active

shown on two lines

Lkup up

Figure 1 Before — the city, state, and zip required two lines

To allow for these long addresses, the display of the department address now shows the City/State/Zip on a single line.

Misc Billing  System  Favorites Help

= AZZ [AUC] 2516-Maintain Delivery/Invoice Addresses
File Edt Ledgers Purchase Orders AccountsPaysble Fixed Assets Human Resources Budget Collections Tax Motor Excise
BERGE e s EHQ oEFE
. " . === [AUC] 5-Department Group Profile
Maintain Delivery/Invoice Addresses File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBiling System Favorites Help
e BSE e B Q@ @gda
Aactons
Department Group Profile
Goto.
1 Acd New
G M Descripti
Address Code T Dept Group. scription  [TOKN ADMINISTRATOR
2Remove
1 General 2PO/AP 3 Collections 4 Misc. Bill
3 Edit List Name  RDFING IFC. T/AddDept
1Address P19 LEWIS WHARF X Send Test Email
2Address  FLOOR 2
3Address  BUTTE 219 it Lst Department Email Address  fenduadnins .oom
Zip Code 2110-0000 or Distribution List
city  [BOSTON 9 User List
State A Massachusctts Use Altemate Email Oves  @No
Alternate DepartmentEmail  [alexEadnins.com
or Distribution List
| Department Start Screen
[ System Defaut Department Group
. . . —{ Department Address B ADMINS INC,
City, State, Zip are now on one line to allow for the
Y  £1p 219 LEWIS WHARF
three address lines to appear on the screen FLOOR 2
SUITE 219
EOSTON ., MA  02110-0000

Figure 2 After — the City, State, and ZIP are all on one line, allowing for more address lines to be shown on the screen
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2 Using GoToResolve

AUC support staff will
dAr f,lse a hew too[lcalled
AT GoToResolve” to allow
‘ users to share their

screens more easily.
We will telephone you first to review the

problem. Then we will send an e-mail with
a link to click on.

Clicking on the link will open a browser
window that looks like this.

Click on the accept button to begin.

September 2023
o]
File Message Help
m-= 56> 28 b B | Pm 5 .
Remote Support Invitation - PIN: 835604984
® 9 % =

Wendy Tarantola
To Theresa Campbell
=

[ S SRR SR R SE I SRR SP R SRR SR
=

Please join my session at:

https://helpdesk.me/join/835604984

Sent from Mail for Windows

Click on the link.

G OTO Resolve

Your agent is ready to help you

Only accept support from an agent you trust.

WT

Wendy Tarantola

Company  supportadmins.com

Click on Accept to begin

Email wendy@admins.com

Decline
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ﬁ Active session 00:05
Your name: Not provide 4
A browser window with instructions opens. i

device as if they were right next to you.
Wendy Tarantola

Click on the m button. .

& Wendy Tarantola has joined the session.

Support session established with Wendy Tarantola.
5 Canvseeyourscreen. B Can't control your device,

@  Connected. Your support agent will be with you shorty. Company  supportadmins.com Click on End
i Session when

During the support session you may be
asked to provide additional access. The

support team member will walk you
Report abuse

through that process if we need to control

Email wendy@admins.com finished

To let Agent see your screen, click sase and share your entire screen.

your screen instead Of just view it. Agent wil be able Lo see your screen, same as you,
B3 This session will be recorded. Impoertant information about this session
By continuing, y tour F Poli Gilck on Share 1o allow su A Never provide sensitive information during this
. . . ¥ support (such as credit card di word
Click on end session when finished. to view your screen s (suh ascrech cad data o passuercs)
A I you experience anything suspicious, please use
the report abuse button.
& v 4 B A You can end this session any time by clicking end

session button.

[ADM-ADM-ADM-6500]
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3 Access Videos & Quick Tips from the AUC Login Screen

Reset Password

Please Sign In:

Username |THERESA
Password

Login

Theresa

Training Mode
Exit . 9

IMPORTANT NEWS  About our products Support Info E-newsletter

Support

IMPORTANT NEWS | About our products

Join Go To Meeting

ADMINS Website

Support Info E-newsletter

Click the Button to start your browser

Videos and Quick Tips ,

support@admins.com

—
ADMINS
I

Getting Started

Logging In o AUC & Basics (7:00)
Logging_out of AUC (1:54)
Reset AUC Password (2:00)

Home  What's New

Videos & Quick Tips  Library More ¥

AUC Video Launchpad

GL Training

Add a New GL Account (4:07)
Budget Transfers via a JE (2:55)
Drill Down on Account (4:51)

Below is a list of training videos for new users to get acquainted with AUC, and for current
users to take a deeper dive into a process or get a refresher for “once a year" tasks.

AP Training

Approvals - The AP/PO Dashboard (3:49)

Create a Direct Payment Voucher (5:35)
Create a Voucher from a PO (6:20)

Click on the link to go to the Video Launchpad on
the ADMINS website.

The website direct address is above. The link on
the AUC home page shown at left is a quick
option if the site allows direct access from the
AUC server.

We are adding content all the time so check back
often; we also send out a “Featured Video of the
Month” email.

[ADM-AUC-SY-8305]
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4 Help Reference Library

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

4.1 Accounts Payable

September 2023

Enter Vouchers/Process Payments AP-135 Create New Voucher from a Posted Voucher [New]
Void & Replace with a Manual Check (7:40) [New]
4.2 Human Resources
Employee Positions HR-110 Employee Maintenance Screens [Updated]
How to Void a Payroll Check and Replace it with a Manual Check (5:25) [New]
4.3 Miscellaneous Billing
Queries MB-110 Find a Bill [New]
Collections MB-260 Refunds [New]
MB-270 Reprint Bills (one at a time) [New]
Site Specific MB-660 HVMA Pre—Payment Refunds [New]
Year End Processing MB-700 Fiscal Year End Checklist [New]
Misc Billing Fiscal Year End Checklist (wsimg.com) [New]
4.4 Purchase Orders
Year End Processing PO-760 PO Rollovers [Updated]
4.5 Revenue Collection
Payments RC-120 How to Enter Bill Payments [Updated]
RC-130 How to Find a Bill [Updated]
RC-205 Reverse a Posted Batch [New]
Deferrals RC-520 Deferral Processing [Updated]
Refunds RC-910 Refunds [Updated]
Tables RC-1460 Tables: Billing Setup [Updated]
MLC Entry (5:13) [New]
4.6 Tax
Interfaces RE—670 CUSI Interfaces [Updated]
4.7 Tax Title
Tables RC-1460 Tables: Billing Setup [Updated]
== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 6


https://admins.com/
https://youtu.be/MAu-l4U7nts
https://youtu.be/7zorcE40Dak
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_MiscBilling_YearEndChecklist-0001.pdf?ver=1689695426052
https://youtu.be/cgKQef2g2_g

