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This document explains new product enhancements added to the ADMINS Unified Community for Windows 
(AUC) BUDGET system. Key updates include Transferring Account(s) to Another Budget Group and a fix to report 
#12561 Cost Breakdown Item Listing by Account. 
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1 Transfer Account(s) to Another Budget Group [Enhancement] 

This section explains how to manage and transfer budget accounts within an existing operating budget. To 
change a budget group for any operating budget account, use the  button. Both operations are 
performed on the Maintain Budget Accounts screen.  

1.1 Changing Budget Types  

If an account is in the operating budget and has not been approved at any level, the budget type can be 
changed on the Maintain Budget Accounts screen from “Operating” to another type (Personal Services or CIP).  
 
If the budget group for this account is pending approval, you can either disapprove it back to the first level or 
transfer the account to a different first-level budget group and change the budget type.  
 
To access the screen from the menu, click on: 

Budget  Maintenance  Maintain Budget Accounts 

 
Click on the radio button 
to set the Budget Type. 

 

1.2 Transfer Group Button  

To change the Operating budget group, the new  button must be used to ensure all checks are 
done on both the “from” and “to” budget groups.  
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1.2.1 Choosing another Budget Group from the Lookup 

The lookup 
includes only the 
budget groups 
that are part of 
this site's 
budget. 
 

 
To access the Budget 
Groups Table, from the 
menu, select: 
 

 
 

 
Figure 1 Budget Group Table controls the groups available for the transfer 

This table displays the budget groups available on the site. As new groups are created, older ones may be 
included or excluded from this year's budget.  
 
Groups with history (that were used in previous years) cannot be deleted. 
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1.2.2 Approval Levels and History  

Transferring accounts between budget groups copies the budget and updates approval levels and history, 
ensuring that the current values are reflected in the new levels. 

The system will notify the user of the approval 
levels for the "from" and "to" budget groups. 
 
If any amounts in the "From" group exceed the 
"To" group's approval level, they will be 
discarded. Only amounts within the "To" group's 
approval level will be copied. 
 
Click Yes to complete the transfer to the new 
budget group.  

1.2.3 Conditions for Transferring Accounts Between Groups  

Several conditions must be met for transferring an account to a new budget group including:  

− The “from” and “to” budget groups must be different (no transfer within the same budget group)  

− Both groups must have 
Include Group in 
Budget set to  Yes on 
the Budget Groups 
Table 
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− Both groups must be 
active – Select Detail 
on the desired budget 
group, then click on 
Actions and select 
Activate Group from 
the drop-down menu 

 

 

− No users should be accessing either budget group. If 
there are users currently viewing or entering data in 
the budget group screen, the system will display the 
following message:  

Contact the users to request that they exit the Budget 
Module data entry so that you may complete the 
change. 

 

− Neither the “from” 
nor the “to” budget 
group can be 
already posted. 
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1.3 Examples of Transfers 

This illustrates an example of an account being transferred to another budget group. We will transfer 
account 1000-123-0000-001-00-00-52500 from ADM Group (Level 3) to TREAS_COLL (Level 5).  

1.3.1 View the Account Before the Transfer 

First let's view the account in the Query by Accounts Operating 
Budget screen. From the menu, select: 

Budget  Queries  Query by Accounts – OB 

 
  

This shows the  
 current Budget 

Group is ADM, and 

 the account is at 
Level 3. 
 
Notice that there are 
no amounts in the 
Level 4 or Level 5. 
 
  

Budget  Queries  Current Approved Cost Item Breakdown 

 The budget group 
before the transfer is 
ADM 

Click on the 

 
tab to view the 
screen 

 The current 
Approval Level is 3, 
for Budget Manager 

 There are no 
dollars in the CFO 
(level 4) and Board 
(level 5) approval 
levels.  

Level 3 is approved 
at $200,000. 

We can also see the account on the Approved Cost Item Breakdown screen: 

 
Figure 2 the account before the transfer 
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1.3.2 Initiate the Transfer 

Here we transfer the 
account to the 
TREAS_COLL budget 
group, using the new

 
button. 

 

As expected, the system notifies us that the groups 
are at different approval levels. We click on  
to complete the transfer. 

 

1.3.3 Look at the Account in the Query Screens Again 

Return to the Query by 
Account – OB screen for the 
ADM budget group to see the 
effect. The account no longer 
appears in the ADM budget 
group: 
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 Now the account appears 
on the Query by Accounts – 
Operating Budget screen in 
the TREAS_COLL budget 
group.  

 
 Level 4 and level 5 now 
have values which are a 
copy of the level 3 
amounts. 

 

The same is evident on the 
Cost Item Breakdown 
Query  All Approval 
Levels screen. 

 

[ADM-AUC-BU-3981] 

2 Report #12561 Cost Breakdown Item Listing by Account [Fix] 

Before the software update the 
columns in the Excel output were 
not aligned with the headings. 
ADMINS corrected this. To run this 
report from the menu, select:  

 

Budget  Reports  Report Library  12561 Cost Breakdown Item Listing 
by Account 
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Figure 3 Report #12561 run as Excel with the Headings aligned properly 

[ADM-AUC-BU-4004] 

3 Email Notice to Users of Intent to Suspend an Account  

Users are inactivated if they have 
not logged in before their expiration 
date.  
 
For instance, on sites with a six 
month expiration window, users 
who haven't logged in since 20-May-
2024 would be “suspended” or 
“marked inactive” on 20-November-
2024.  
 
The notification period is 14 days 
from the suspension date, in this 
example, from 05-November-2024 
through 20-November-2024.  
 
Up to two reminder emails are sent: 
the first ~14 days before account 
expiration, and the second ~5 days 
before. If users do not log in when 
reminded, their accounts will be 
deactivated.  
 

The notification is sent if there is an email address present on the 
User Profile screen: 

 
 
Two emails are sent to allow for users on vacation, etc., to 
have time to respond. Log in before the expiration date to 
prevent the suspension. 
 
The emails include expiration dates, steps to prevent suspension, 
and instructions for requesting reactivation after suspension. 
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Figure 4 Email example sent two weeks before the username expiration date 

 
Figure 5 Email example sent the following week 

[ADM-AUC-SY-8356] 

4 Help Reference Library & ADMINS Website  

This section lists the new and updated documents that are available in the Help Reference Library and the 
ADMINS website.  

4.1 New Documents in the Help Reference Library  

Processing  BU-110 Budget Processing [Updated] 

4.2 New Content on ADMINS.com 

User Account Security Inquiry Screen (2:38) [New] 

https://youtu.be/DDJgVn7uZmE

