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Processing Lockbox Payments ................RC–200 
Processing the Budget ........................... BU–110 
Processing Treasury Receipts ...............RC–1320 
Purchase Condition Table ....................... FA–610 
Purchase Order Entry ............................ PO–110 
Purchase Order Module Control ........... PO–930 
Purchase Order Numbers– 

Set in New Fiscal Year  ...................... PO–740 
Purchase Orders ADMINS  

Report Generator (ARG) ................... PO–980 

Q 

Quarter 1 Balancing Instructions............ RE–360 
Quarter 1 Balancing Template ............... RE–350 
Quarter 2 Balancing Instructions............ RE–380 
Quarter 2 Balancing Template ............... RE–370 
Quarter 3 Balancing Instructions............ RE–400 
Quarter 3 Balancing Template ............... RE–390 
Queries (Fixed Assets) ............................ FA–410 
Queries (General Ledger) ....................... GL–510 

R 

Real Estate ADMINS Report Generator  
(ARG).................................................. RE–730 

Real Estate Tax  
Abatement History Report ................ RE–550 

Real Estate Tax  
Abatement Processing ....................... RE–530 

Real Estate Tax  
Abatement Rescission ....................... RE–540 

Real Estate Tax Adjustments ..................RC–320 

Real Estate Tax Balance  
Due on an Account ............................ RC–180 

REAP Report (Massachusetts Annual Provider 
Information Form) .............................AP–830 

Recognize Future Betterments  
in Current Fiscal Year ......................... RE–500 

Recurring Vouchers ................................AP–150 
Redemptions .......................................... RC–410 
Refund Vouchers ....................................AP–960 
Refunds .................................................. RC–910 
Refunds–Addresses on A/P Checks ........ RC–940 
Register of Fixed Assets .......................... FA–510 
Register of Outstanding Balances .......... RC–250 
Release a Purchase Order ..................... PO–120 
Reminders .............................................. RC–160 
Remove an Unused Batch .................... RC–1375 
Remove Asset from Change Process  ..... FA–220 
Report of Calendar Year  

Tax Payments .................................... RC–270 
Reports (Fixed Assets) ............................ FA–510 
Reports, Employee ................................ HR–590 
Re-Print a Single Bill ............................... RC–230 
Re-Print Multiple Bills ............................. RC–240 
Partial Payment (dunning) Letters ......... RC–260 
Requesting Support ................................AP–890 
Restart Asset Disposition Process .......... FA–210 
Restart Depreciation Process ................. FA–230 
Retiree Percentage  

Salary Change (COLA) ....................... HR–570 
Retrieve/Reprint a Report .................................. 

AP–850, BU–210, GL–1220, HR–810, MB–520, 
PO–950, RC–1830, RE–720, SY–160  

Retroactive Pay ..................................... HR–530 
Retroactive Payroll Slides ...................... HR–540 
Revenue and Expenditure  

Summary Report................................ GL–640 
Revenue Collections  

Accounting Transactions ................. GL–1040 
Reverse a Posted Journal Entry .............. GL–325 
Reverse Ledger Balance Prior Roll  

Forward ............................................. GL–760 
Reverse Year End Close  ......................... GL–750 
Reversing Appropriations Forward ........ GL–780 
Reversing Ledger Balances  

Prior Roll Forward .............................. GL–760 
Revised Real Estate Bills  ........................ RE–310 
Rhode Island Department of  

Education (RIDE) Reporting   ............. GL–840 
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Roll Ledger Balances Forward  ............... GL–760 
Rollover POs .......................................... PO–760 

S 

Salary Changes ...................................... HR–150 
Schedule of Maintenance....................... FA–510 
Screen Locked........................................ AP–845 
Screen Size –How to Optimize  

for AUC .............. AP–895 , BU–250,  PO–995 
Search for a Vendor ............................... PO–320 
Select an Asset to Change ...................... FA–220 
Select Assets for Disposition .................. FA–210 
Send Non-AUC User an AUC Report ...... PO–960 
Set Adobe Reader Preferences .............. SY–180 
Set Purchase Order Numbers  ............... PO–740 
Set Up & Run Reports on a  

Periodic Basis ..................................... GL–620 
Sick Leave Buy Back  ............................ HR–1070 
Signatures on AP &  

Payroll Checks ..................... AP–270, HR–880 
Signatures on Purchase Orders ............. PO–260 
Small Balance Write Offs ......................RC–1010 
Split Payroll at Fiscal Year End ............... HR–610 
Splits & Combinations ............................ RE–110 
Status History Queries (Fixed Assets) ..... FA–410 
Sub-Classification Table (Fixed Assets)... FA–610 
Subsequent Taking .................................RC–430 
Summarize Transactions for  

General Ledger Posting .................... HR–370 
Summary Accounts ................................. GL–230 
Summary List  ......................................... FA–510 
Summary–Posting to the  

General Ledger .................................. GL–235 
Supplemental Real Estate Bills  .............. RE–310 
Support–Contacting .............................. BU–260 
System Administration Kit 

 ............ AP–1110, RC–1910, RE–770, SY–170 

T 

Tailings–Recover Unclaimed Property .. AP–280 
Tax Rate Table ......................................RC–1490 
Tax Sale Process [Cranston, RI] ............RC–1760 
Tax Title–Adding Fees .............................RC–440 
Tax Title–Legacy Data –  

Entering in AUC .................................RC–420 

Tax Title–Original Taking ........................ RC–450 
Tax Title–Redemptions ........................... RC–410 
Tax Title–Subsequent Taking.................. RC–430 
Taxable Fringe Benefits  ........................ HR–510 
Taxpayer Requests  

a Taxes Paid Report  .......................... RC–270 
TCC Registration  

(IRS Transmitter Control Code) ........ HR–705 
Teacher Retirement Massachusetts  

(MTRS) .............................................. HR–500 
Template to Upload Fixed Assets  .......... FA–650 
Terms (for Discounts on Invoices) ..........AP–340 
Tickler (reminders) ................................. RC–160 
Toolbar & Menu Tips ..........................................  

AP–880, BU–240, GL–1280, HR–900, PO–990, 
RC–1860, RE–750 

Transaction Codes  ............................... GL–1010 
Transaction History Queries ................... FA–410 
Treasury Receipt Codes Table .............. RC–1340 
Turn Off Access to POs at Year End ....... PO–790 

U 

Uncollectable Small Balance  
Write Offs ........................................ RC–1010 

UniBank Daily File ................................. RC–1620 
Units of Measure Table ......................... PO–720 
Unused AP Batches –  

Deleting en masse .............................AP–285 
Update Mailing Address  

[Cranston, RI] ...................................RC–1755  
Update Signatures on Payroll Checks  ... HR–880 
Upload a Journal Entry  .......................... GL–310 
Upload Accounts to the  

Chart of Accounts  ............................. GL–140 
Upload Allocation Codes ........................ GL–250 
Upload Billing Extract ............................. RE–290 
Upload Commodity Items  .....................AP–520 
Upload Fixed Assets Acquisition  

Template............................................ FA–650 
Upload Liens ........................................... RE–300 
Upload Liens Template ........................... RE–655 
Upload Real Estate Sales  

History Template ............................... RE–650 
Upload Sales History .............................. RE–280 
Upload Vendors ......................................AP–380 
Upload Vouchers ....................................AP–980 
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User Setup  ............................................. SY–120 

V 

Vehicle–Personal Use Benefit ............... HR–585 
Vendor ACH Payments .......................... AP–180 
Vendor Add & Maintain Vendors  ......... PO–310 
Vendor Check Listing ............................. HR–860 
Vendor Classification ............................. PO–350 
Vendor Deletions ................................... PO–325 
Vendor History  ..................................... PO–330 
Vendor Hold .......................................... PO–380 
Vendor Merge Duplicates ..................... PO–360 
Vendor Minority Codes ......................... PO–390 
Vendor Name Search .............. AP–320, PO–320 
Vendor Terms ........................................ PO–340 
Vendor Zip Codes .................................. PO–730 
Vendors Upload Template ..................... SY–270 
Void a Check across Fiscal Years ........... AP–255 
Void a Vendor Check  

Paid in a Payroll Warrant .................. HR–420 
Void Checks Impact on POs ................... PO–970 
Voiding a Payroll Check  ........................ HR–410 
Voids ...................................................... AP–250 
Vouchers Template ................................ SY–280 

W–X 

W2 Processing ....................................... HR–620 
W2 Processing Webinar Slides .............. HR–630 
Waiving Collector Fees ......................... RC–1020 
Warrant History ......................................AP–490 
Webinar Slides for Fiscal Year End for Finance 

Directors ............................................ GL–795 
What Happens to an Asset  

When it is Disposed ........................... FA–210 
Who Changed That?  .............................. GL–550 
Work In Progress  ................................... GL–650 
Write-Off Small Balances ..................... RC–1010 

Y 

Year End – Preparing to Close ................ GL–730 
Year End Close Process ........................... GL–740 
Year End Closing Webinar Slides ............ GL–795 
YTD Asset Summary Report ................... FA–510 
YTD Depreciation Report  ....................... FA–520 

Z 

Zip Codes ................................. AP–620, PO–730 
 


