Accessing Customer Only Content on the ADMINS.com website

Open the https://www.admins.com website in an internet browser (Chrome, Edge, Firefox, etc.).
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Click on the “® jcon in the upper right corner of the screen. Select Create Account.

Toolkitv ~ More v @ (&

Sign In

IDEAS, RELATIONSHIPS, RESULTS Ym‘ Sreate Account

.‘ My Account

Fill in all the fields as shown; please include the phone number so that support may reach out if needed.
Click on Create Account.

Create Account

First name
Last name
Email

Phone (optional)

Create Account

A screen will be displayed with instructions to check your email with a link to activate the account:
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Activate your account for ADMINS, Inc.
«
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To Theresa Campbell 9:50 AM
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Hi Theresa,
Thanks for creating an account with us. Please click the link below to activate your account and set a
password.

Activate account

Once you create an account, you will be able to check out faster with your saved information, view your
profile, bookings, and orders.

If you did not create an account with us, please disregard this email.

Cheers,
ADMINS, Inc.
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https://www.admins.com/

Accessing Customer Only Content on the ADMINS.com website

Click on the link or copy the link and paste it into the browser window; set a password (minimum length
of eight characters:)
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Set Password
You're signing in for the first time a5 theresa@admins com, sa you need to set a passward

Password

Confirm password

A confirmation page will be displayed.
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Hello Theresa
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Theresa Campbell

Edit Profile

About Contactls WhatsNew Products Support Services Help Document Sampler Release Notes Webinar Slides

Application Development Finance Human Resources Revenue  Financial Modules  Human Resources Module

Tax & Revenue Collection

Select Videos & Quick Tips to choose from the available quick start videos.

support@admins.com
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ADMINS Video Launchpad

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.

Getting Started GL Training HR Training

Logging_In to AUC & Basics (8:30) Add a New GL Account (4:07) Create A Payroll Warrant (3:31)
Logging.out of AUC (1:54) Drill Down on Account (4:28) Create A Recon File After Warrant Is
Reset AUC Password (2:00) General Ledger Queries (3:21) Posted (1:10)

Use the Training Area (2:04) General Ledger Reports (6:27) How To "Uncalculate” A Warrant (2:14)
Clear Data From A Field (1:17) Expenditure Summary Report (4:04) Timesheet Entry (7:34)

Favorites Screen (2:23) Set Up A New Fund (9:17)

Index Of Help Documents (0:51) Automate Reports using Job Stream

Reprinting A Report (3:08) (24:28)

Enter Departmental Receipts (5:13) How to Reverse a Journal Entry (4:08)

Email Signatures (1:36) Fixed Assets Module (1 hour 21 minutes)

Quick Task & Report Button (2:12)
Check for Record Locks (2:14)

AP/PO Training Webinar Links Webinar Slides
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