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Welcome
FY2021 Highlights

General
Accounts Payable
Human Resources
Revenue Collections

Calendar Year End, ADMINS.com, Support
Future Features

Agenda
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Real Estate
Fixed Assets
System
Human Resources

Grade Schedules – our “go to” report
Import Timesheets from a Spreadsheet
Improved Warrant Analysis
Federal 941 & Regulatory Changes
Detail Billing for Custodial, Police, Fire services, etc..

General
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Suppress public safety names from appearing 
on publicly available commitment reports
See page 2 of the June, 2021 Real Estate Tax Release Notes

Real Estate
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GL June 2021 Release Notes
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Fixed Assets
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Land

Equipment

Buildings
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System
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• SY–157 Software Update Completion Email Notice

• SY–117 Quick Report Selector

• SY-175 Copy Live to Training (Batch)
System  Administrator  Copy Live to Training (Batch)

SY March 2021 Release Notes

SY September 2020 Release Notes

SY June 2021 Release Notes
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• #6714 – Employee List – Grade Schedule

Human Resources
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HR December 2020 Release Notes
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• HR–345 Import Timesheets from a 
Spreadsheet

Human Resources
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HR September 2020 Release Notes
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• Report 6199 – Warrant Analysis

Human Resources

9
GL June 2021 Release Notes
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• Federal 941 changes

Human Resources
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HR September 2021 Release Notes
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Human Resources – Detail Billing
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• Enhancement to Paycheck History Detail screen

• [Delete Step Range] button to Salary Schedule tab 
on Bargaining Unit Table

• Process to Add a Cost Code to all positions in a 
Bargaining Unit

• Ability to print direct deposit advices, W2 and 
1095C documents from smartphone 

• Manual check screen – Reset All Deductions button 
added. 

Human Resources
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Paycheck History Detail Screen 
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The Paycheck 
History - Check 
Detail screen 
now includes the 
position #. 

If an employee 
received two 
checks in a 
warrant, it is 
easy to 
determine which 
position each 
check is for.

HR March 2021 Release Notes
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ADMINS added a Delete Step Range button to the Salary 
Schedule screen. 

Bargaining Unit – Salary Schedule 
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HR March 2021 Release Notes
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Add Code to All Positions 
Human Resources  Maintenance  Add Cost Code to Bargaining Unit Positions 

ADMINS offers a feature to add a cost code to all Active employees 
assigned to positions in a bargaining unit. 

Help Reference HR-527 Add a Cost Code en masse to Existing Employees

HR June 2021 Release Notes
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Smartphone HR Documents

ADMINS produces and 
emails encrypted, 
password-protected
Direct Deposit Advice, 
W2, and 1095C 
documents that 
employees may print from 
their smartphone 
(IPhone or Android). 

HR March 2021 Release Notes
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Manual Check 
Reset All Deductions Button
ADMINS added a [Reset All Deds] button to the Manual Check screen to remove 
all deductions from the manual check and refresh with the deductions from the 
employee’s maintenance screen.  See HR–430 Manual Checks for details.

HR June 2021 Release Notes
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• Improve Voucher Entry process with “Batch 
Only Checking”

• Multiple Manual Checks in Single batch

• Voiding multiple non-sequential check 
numbers via a spreadsheet

• View most recent attachments to Vendor

Accounts Payable
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Prior to June 2021  the [Check Voucher] button on the voucher entry screen was 
causing some user confusion when trying to complete a batch.  Each individual 
voucher was being checked but the [Check Batch] step was being missed, 
prompting support calls when the batch wasn’t being moved into the approval 
process.

By removing the [Check Voucher] button from the screen, it has streamlined 
checking a batch and reduced user confusion 

Before

After

Improve Voucher Entry Process with
“Batch Only checking”
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AP June 2021 Release Notes
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Prior to June 2021 a Voucher batch could only contain a single manual check, 
so if more than 1 manual check needed to be issued, a new batch needed to 
be created for each check.

Multiple Manual Checks in a Single Batch
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AP June 2021 Release Notes

Voucher Batches 
can now contain 
multiple manual 
checks that can 
be processed and 
printed at the 
same time
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June 2021 a new feature was added to Void Check process to allow 
uploading of a random series of checks via a spreadsheet. This will help when 
recovering unclaimed property in the form of uncashed checks. 

Voiding Multiple Non-sequential Check 
Numbers Via A Spreadsheet
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AP-250 Voiding Checks
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Vendors can have many attachments between Check copies, Purchase 
Orders, 1099s, and user attachments, there could be 100’s of attachments 
for a vendor.

Prior to June 2021, the user would have to page down multiple times to see 
the last attachments for a Vendor.  The new [X Goto Last] button will now 
display the last 10 attachments,  making it a lot faster to see the newest 
attachments.

View Most Recent Attachments to Vendor
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AP June 2021 Release Notes



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

• PO Query improved notes when a check is 
voided and voucher cancelled

• PO Query shows Quantity Balances

Purchase Orders
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If a voided check / voucher cancellation re-opens a Purchase Order– the 
system stamps a note on the [5 Status History] tab of the Purchase Order 
Query screen to explain why the PO was re-opened. The note will include 
that the PO was re-opened, the check number that was voided, and a note 
that the voucher was cancelled.

PO Query Improved Notes When a 
Check Is Voided / Voucher Cancelled
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PO March 2021 Release Notes
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Purchase Orders created with a quantity can be paid on multiple vouchers 
using different quantities.  To review what has been paid (posted vouchers) 
use the [3 Items] tab of the PO Query screen to see the remaining quantity 
balance to be paid.
To show quantity balances for purchase orders with in-progress vouchers, 
use the [6 Vouchers] tab and click the Excel button

PO Query Shows Quantity Balances
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PO March 2021 Release Notes
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• Copy Job stream from user to user

• Query in-progress Journals

• Safeguards for Audit Override 
Transactions

• If the Account type must be changed in 
the GL Chart

General Ledger

26



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

ADMINS added a feature to allow privileged users to copy job stream reports 
from one user to another. The privilege to use this copy screen is based on 
menu group. 

Could be used when an employee leaves, a different user needs to run the 
job as someone is on vacation, or to be used as a base for use by another 
user.

Copy Job Stream from User to User
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GL-620 Report Job Stream, Section 5

Ledgers  Reports Job Stream Copy (Supervisors)
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When a journal entry is created, its owned by the user that created the 
journal.  There is now a Journal Entry Query screen for users that have 
“Access to Post Journals” on their user profile, to be able to review these in-
progress journals prior to being posted.

Ledgers  Journal Entry Processing  Journal Entry Query 

In addition, the Work In Progress Transaction Query will drill down to the 
Journal Entry Query screen if the user has access to post journals

Query In-progress Journals
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GL June 2021 Release Notes

Owner of the 
Journal Entry?

No Access to Post 
Journals?

No - Display 
"No Access" 

Popup

Yes - Go to 
Journal Entry 
Query Screen

Yes Go to Journal 
Entry Edit Screen
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ADMINS provides the Audit Override feature to allow corrections to accounts 
and amounts that are waiting in the unposted file. Enhancements were 
made to the process to prevent accidentally causing a previously balanced 
transaction to become out of balance

The system will not allow account changes from a subsidiary ledger (Revenue 
or Expenditure) account to a Balance Sheet (Asset, Liability, Fund) Account or 
vice versa. 

Summary accounts will no longer be allowed for use in an Audit Override

Safeguards for Audit Override Transactions
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GL-410 Changing Unposted Transactions Accounts/Amounts
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Account types (A, L, F, R, E) are assigned in AUC when the account is created. 
ADMINS advises that account types not be changed mid-year; if the account 
type must be changed, safeguards are in place, to help prevent unintended 
consequences such as out of balance situations. 

If the Account Type Must Change in the 
GL Chart
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GL December 2020 Release Notes
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• Automated Supplemental Journals 
Appropriations for Treasury Receipts

• Treasury Receipt Codes – added a 
[Copy Code] button

• Improved Notes feature on Tax Inquiry 
screens

Revenue/Collections
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Municipalities receive monies for contingencies which is entered as a Treasury 
Receipt (TR) –for example, a construction company provides a performance bond of 
$5,000 (the money is usually booked to a “revenue” account). 

Automated Supplemental Appropriations 
Journals for Treasury Receipts
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Collections June 2021 Release Notes

This new feature 
allows creating an 
appropriation to an 
“expense” account of 
the amount received 
in the TR module, 
which reduces the 
chance of over-
expending the 
expenditure account. 
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When creating new Treasury Receipt codes, sometimes the code is very 
similar to a code that already exists in the table.   There is now a feature to 
copy the Treasury Receipt code to a new code

Treasury Receipts – Copy Code
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Collections Sept 2020 Release Notes
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The Bill Notes/Tickler query screen for Tax Inquiry fixed the issue with adding 
and deleting notes

Payments  Batch Entry  [Enter Receipts]  [Bill Payment]  [T Bill Notes/Tickler] 

Enhanced Notes on Tax Inquiry

34
Collections June 2021 Release Notes
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For large companies that have multiple vehicles, this report will combine them 
together and report on balances for all vehicles that are registered under the 
same name.  

Motor Excise Bills by Owner Name 
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Motor Excise March 2021 Release Notes

Motor Excise  Reports  Bills by Owner Name
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Emailing reports or documents to multiple email addresses at the same time.

Enter the first email address followed by a COMMA and immediately 
followed by the second address. Continue to add email addresses until the 
line is filled

Email Simultaneously to Multiple Email 
Addresses
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System December 2020 Release Notes
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The AUC Miscellaneous Billing System was designed to provide billing capabilities for 
municipal charges that are outside regular Tax and Utility Billing. Charges to be billed 
can be either repetitive or "single use" in nature. Ability to receive Lockbox payments 
of these Invoices. Detailed customer search options and complete billing and 
payment history make it easy to answer customers' questions about their account 
balance. The system is also fully integrated with the AUC Accounting System.

• Provides all invoicing and receipting capabilities, for both 
repetitive and “single use” charges

• Detailed customer search and history functions
• Process Lockbox payments for Invoices
• Completely integrated with the AUC Financials
• Ability to deliver Invoices via email

Miscellaneous Billing
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Miscellaneous Billing

38
MB-320 Misc Billing Special Invoices
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AUC User Experience 
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IRS TIN Matching

Searching by Keyword/Topic

ADMINS.com Video Features

New Users

Support Best Practices

Effective Email Signatures 

– Gmail, Outlook, AOL Mail
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The IRS accepts a file to check Social Security and Federal ID 
Numbers to ensure that the AUC data matches what the IRS has 
on file; interactive TIN matching for “one-offs” is also available

Human Resources  Year End Processing  IRS TIN Matching 

IRS TIN Matching
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Human Resources March 2021 Release Notes

HR-780 Bulk Tin Matching

Taxpayer Identification Number TIN On Line Matching 1 | Internal 
Revenue Service (irs.gov)
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Use the 
Index at the 
top of each 
Help 
Reference 
Library to 
search by 
keyword or 
topic.

Searching by Keyword/Topic

41

posting
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admins.com/videos
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“Customers only”

Requires a quick 
registration process

Videos (admins.com) 

Now fast forward, 
rewind, pause, etc.…

Create Account (admins.com)
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Improved Video Features
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Pause, rewind & 
fast forward

Increase or 
decrease 
playback speed

Turn on closed 
captions

Use this gear to control 
playback speed, 
subtitles, & video 
resolution

Toggle full screen
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New User Request:
Domain Username 

(AUC Username must be the same)
Email Address (so we can send a welcome message)
Phone Number With Extension 
Current User To Model For Menu, Department, & 
Account Access

Register for Admins.com access
View the training videos

New AUC Users
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New User Request Sample Email
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We stamp the information 
from the user profile on log 
files so we can rapidly 
respond to the user 
requesting assistance

Providing complete information allows us to quickly 
process the new user request and enter complete 

information on the user profile
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Who? – everyone on site or just one user
What? – new subject for each issue 
When? – how soon is this needed
Which? – screen/report#/task #
How did it happen? – posting, data 
entry, query
Include a PDF of any referenced report 

Support Best Practices

46



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Sample Email 
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Send to support@admins.com

Meaningful subject

Attached PDF Report

Describe the issue, 
with the task #, include 

a screen shot, and 
when it is needed

Use an effective email 
signature that includes 

a phone # & 
extension, and 
working hours
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To see examples of creating an effective email signature, visit 
the admins.com website
Include a phone number and extension, and hours you are 
available 

Effective Email Signatures
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• Tax Year 2021 Reporting and Webinars
• W2 Reporting
• 1099-R Reporting
• 1099 AP Reporting
• 1095 Reporting

• Forms Ordering 

Current Focus
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SS# Masking December 2020 Release Notes

HR-635 Emailing W2s, 1095Cs, 1099Rs
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Wrap Up
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