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Introduction 7

1 Introduction

Microix Work flow Modules consist of four modules (Budget, Requisition,Inventory and Timesheet) that
are designed specifically to seamlessly integrate with Abila MIP Fund Accounting software. This user
guide will introduce users to the concepts and procedures of creating and approving documents via the
workflow process.

Included Topics:

Software Installation - Contains information about installing the application on
your local LAN or deploying it on a Terminal/Citrix Server and the technical
requirements of each.

Budget Module - Contains information on how to create and distribute budget
worksheets, edit and submit budget documents for approval, budget individual
employee salaries and benefits, approve submitted documents, create reports and
finally, transfer budget documents to Abila MIP Fund Accounting Software.

Requisition Module - Contains information on how to create and submit
requisitions for approval, manage an item list, approve submitted documents, create
reports and finally, transfer purchase orders to Abila MIP Fund Accounting Software.

Inventory Module - Contains information on how to create inventory adjustments,
check inventory stock level and valuation, build kits and assemblies, maintain a
physical count, and complete picking or receiving.

Timesheet Module - Contains information on how to create and submit
timesheets for approval, manage requested leave, approve submitted timesheets,
create reports and transfer timesheets to Abila MIP Payroll Module.

Maintenance - This section is intended for system administrators. It contains
detailed information about setting up your organization's workflow, users and
security, options for customizing all four modules, and managing all the documents
in the system.

© 2002-2016 Microix Inc.
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2 Implementation Guidelines

Here are some recommended guidelines when implementing a new installation of Abila MIP
Fund Accounting and Microix system:

v When creating a new Abila MIP FA database, never reduce default field lengths. You
can increase them but try not to reduce their size. Additionally, try making the
Distribution Code field length at least one character longer than the Employee ID field
length. This will help us accommodate our custom "X distribution codes" for the
Timesheet Module. If this cannot be done, we have alternative options.

v/ Abila MIP FA Payroll Module is required when implementing Microix Timesheets.

v/ Abila MIP FA Accounts Payable and/or Encumbrance Modules are required when
implementing Microix Requisition Module.

v Abila MIP FA Budget Module is NOT required when implementing Microix Requisition or
Budget Module. If you need a different budget version other than “Original” or “Revised”,
then Abila MIP Budget Module would be required.

v When updating Abila MIP Fund Accounting product, all users should exit Microix
Workflow Modules.

v If you are planning to upgrade both Abila MIP FA and Microix at the same time, always
upgrade Abila MIP FA first before upgrading Microix.

v Microix email notification requires an SMTP mail server. Your IT team may be able to
provide further information regarding SMTP mail servers.

© 2002-2016 Microix Inc.
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3.1

Installation Guide

Hardware and Software Requirements

Please verify that your computer meets the minimum requirements for
both hardware and software. Microix is also compatible with Virtual
Servers running Microsoft Windows operating system.

Hardware Requirements

e Pentium-Class or Xeon processor (1.2 GHz or faster)

e 2GB RAM

e 200MB + (3 x Approximate database Size). This will need to increase as your database
size increases.

o A RAID array should be installed depending on your tolerance for disk failure.
Microsoft recommends that write-caching capabilities of disk controllers be disabled
(unless the manufacturer specifically specifies SQL Server database compatibility).

e 10/100 Mbps ethernet connection from server to workstation

Software Requirements
e Microsoft™ SQL Server 2008R2 or higher (Express or Full Version)
e Microsoft™ Windows 2008R2 Server or higher (including all updates and Service
Packs)
e Microsoft™ Dot Net Framework 3.5
e SMTP or MAPI Mail Server for sending emails
e IIS 9.0 or higher is required for our Web Time Clock (100 people accessing your
web page every day, may use as much as 50 Meg/day of your bandwidth (100
people x 50k). Multiple that by 30 days and you'll get a monthly total of 150 Meg/
month.)
Licensed copy of Abila MIP Fund Accounting
e Abila MIP FA Accounts Payable and/or Encumbrance Module is required for
the Microix Requisition Module
e Abila MIP FA Payroll Module is required for the Microix Timesheet Module
e Abila MIP FA Budget Module is required for the Microix Budget Module ONLY
if you need additional budget versions other than Original and Revised

Application Server for deploying over the Web using Terminal or Citrix

Server (Optional
Hardware Requirements
e Microsoft 2008R2 + Terminal Server or Citrix Server (REMOTE ACCESS ONLY)
e Additional server access licenses are required by Microsoft/Citrix
e RAM should be increased based on the total humber of users who will be accessing
the application simultaneously. The software will consume approximately 60MB of
RAM per user

Minimum Workstation Requirements

Hardware Requirements
e Intel i3 processor or equivalent
e 2GB RAM

© 2002-2016 Microix Inc.
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3.2

150 MB Free Hard Disk
1360 x 768 screen resolution or higher
10/100 Mbps ethernet connection from server to workstation
Local or network laser printer and or scanner if applicable (Terminal server may
require additional third party software)
Software Requirements
e Microsoft™ Windows 7 or higher, including all updates and Service Packs:
e Microsoft™ Dot net Framework 3.5

Server Installation

(IMPORTANT! Abila MIP Fund Accounting Server should be installed before
installing Microix Workflow Modules)

This guide includes combined instructions for both New and Upgraded installations of
Microix Workflow Modules 2015 and higher.

Although there is only one executable (SETUP.EXE) for this install, the system actually
runs separate wizards for each prerequisite's component. After a component is installed,
the system displays a message before installing the next one. Every time the message is
answered with a "Yes", the system launches the next installation wizard.

Run the SETUP.EXE file to begin the following process.

Follow the instructions on the screen to navigate through the wizard.

© 2002-2016 Microix Inc.
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1. The Prerequisites Wizard will appear if the setup determined that some of the Microsoft
components are missing from the target machine (Note: Admin permissions are required
to perform installations on prerequisite files).

B2, Microix Workflow Modules Server Setup X

Welcome to the Prerequisites
Wizard

The setup has determined that some of the
prerequisites needed to run this program are
missing. This wizard will assist you in getting and
installing those prerequisites. Click Next to
continue to the list of prerequisites.

Click Finish at any time to completely skip the
installation of prerequisites and jump to the
installation of the main program. Click Cancel to
cancel the installation and exit the Setup Wizard.

Back Finish Cancel

2. Click Next to display a list of Microsoft components that are required before setup can
continue.

B2, Microix Workflow Modules Server Setup

Prerequisites

These programs are needed for the application to run. Click on the check box
next to & prerequisite to select it for install or to skip it.

Mame Version
S0L Server System CLR Types 2012 &4Bit Required: any. Fou
SQL Server 2012 Management Objects 64Bit Required: any. Fou
£ >
Press the Next button to download the prerequisites.
Back Finish Cancel

© 2002-2016 Microix Inc.
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3. Installation of selected prerequisites will begin.

B, Microix Workflow Modules Server Setup

Prerequisites Install
Please wait while the selected prerequisites are installed.

Mame Status
SQL Server System CLR Types 2012 64Bit Installed
SQL Server 2012 Management Objects 64Bit Installing...

Installing SQL Server 2012 Management Objects 64Bit from:
C:Wsers\AdminAppData\Reoaming Microix \Microix Workflow Modules
Server\prerequisites\SMO\SharedManagementObjects. msi

Automatically start installing the main application after finishing the prerequisites install.

Back Mext Finish Cancel

4. After the prerequisite files are completely installed, the "Welcome" wizard will appear
to guide you through the installation of the Microix Server databases and Shared files.

ﬂ Microix Workflow Modules Server Setup

Welcome to the Microix
Workflow Modules Server
Setup Wizard

The Setup Wizard will install Microix Workflow Modules Server
on your computer. Click ™ext” to continue or "Cancel” to
exit the Setup Wizard.

< Back Cancel

© 2002-2016 Microix Inc.
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5. Click Next. The system displays the License Agreement panel. Read through the End
User License Agreement and click on Accept if you agree with the terms.

j’g,‘-! Microix Workflow Modules Server Setup

End-User License Agreement

Please read the following license agreement carefully

END-USER LICENSE AGREEMENT "
THIS IS A LEGAL DOCUMENT — RETAIN FOR YOUR RECORDS

Important - Read Carefully. Notice to User:

This End User License Agreement (“Software License Agreement”) is a legal
document between You (an individual or single entity) and Microix, Inc.
[“Microix™). It is important that You read this document before using the
Microix-provided software [“Software”) and any accompanying -

o . fom "

(®) I accept the terms in the License Agreement
()1 do not accept the terms in the License Agreement

Microix, Inc.

6. The Setup Wizard is ready to begin, Click Install to start server installation.

j,g! Microx Workflow Modules Server Setup

Ready to Install
The Setup Wizard is ready to begin the Microix Waorkflow Modules Server installatio

Click "Install” to begin the installation. If you want to review or change any of your
installation settings, dick "Back”™. Click "Cancel” to exit the wizard.

Microix, Inc,

< Back Install Cancel

© 2002-2016 Microix Inc.



16

Workflow Modules

7. The installation process begins and a status bar displays the progress of the installation
process.

‘_@ Microix Workflow Modules Server Setup

Installing Microb: Workflow Modules Server

Please wait while the Setup Wizard installs Microix Workflow Modules Server. This
may take several minutes.

Status: Copying new files
|

Microix, Inc.

< Badk Mext = Cancel

8. At the end of the installation process, you will be prompted to enter the Server
Configuration information:
» Select the Abila MIP FA SQL Server Name from the drop-down list. If it is not in
the list, you can enter it manually.
= Enter your SQL login information (click on the check box "Use Windows
Authentication" if you do not know the SQL login information).
» Select the Abila MIP FA Database name.
» Click on the Save button to finalize the connection between Microix and Abila MIP
FA database.

© 2002-2016 Microix Inc.
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Microix Server Configuration Wizard

Step 1. Select your MIP Fund Accounting SGL Server Name:

MICROIX-LEVINMICROIXSQL12 v| [] Host Mode

Step 2. Enter your SQL login information.
User Name

Password
Use Windows Authentication
Step 3. Select your curent MIP Fund Accourting Diatabase

MWEMData_NTO -

Status

LE Save | |® Cancel

9. Proceed to the [18\Microix Workflow[18] Workstation installation.[18%

17
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3.3

3.4

‘L) For Existing Microix Users:

Microix Workflow Modules 2015 setup will automatically detect the existence of a previous
version of a Microix database and will prompt you to upgrade.

‘?/ Microix detecked another version of the Waorkflow Modules already exist on your server, Would vou like to perform an
w .

upgrade?

Click Yes to upgrade the existing copy of Microix and continue with new installation (Note:
This will not uninstall the existing copy of Workflow Module).

Microix Share

After the Microix Server Component is successfully installed, a Microix Share directory will
be created on the root of your C:/ or D:/ drive. It includes the setup files for the
workstation installation and some additional folders that are used during upgrades.

The Microix Share Folder will be shared automatically during the server installation and is
given default read/write permissions to the user "Everyone". There are times when the
installation process fails to perform this task due to security issues. Follow the
instructions below to manually share this folder and give the required permissions to
access the folder.

.u The Microix Share folder can be relocated to another drive by simply copying the
entire folder and pasting it to a new location. The directory should be made available to
every workstation with read/write privileges.

How to Manually Share the "Microix" Folder:

1.Click Start>All Programs>Accessories, and then click Windows Explorer.

2.Expand My Computer, and then click the drive or folder where the Microix Share folder
is located.

3.Right-click on the folder, and then click Sharing and Security.

4.Click Share this folder and enter the shared name as "Microix Share".

How to Manually Configure Shared Permissions:

1. On the Sharing tab, click Permissions and then click Add.

2.Select the group account "Everyone" or "Domain Users" and grant read/write privileges.
3. Click OK to complete the process.

Workstation Installation

After installing the Microix Server, the data folders and workstation installation files are
stored on the machine that is functioning as your Abila MIP Fund Accounting Server.

NOTE: You must access \\SERVERNAME\Microix Share using a UNC Path, not a mapped
drive.

© 2002-2016 Microix Inc.



Installation Guide 19

1. Browse to the Microix Share\Setup directory on the server and double-click setup.
exe

2. The Prerequisites Wizard will appear if the setup determined that some of the Microsoft
components are missing from the target machine (Note: Admin permissions are required to
perform installations on prerequisite files).

B2, Microix Workflow Modules Server Setup X

Welcome to the Prerequisites
Wizard

The setup has determined that some of the
prerequisites needed to run this program are
missing. This wizard will assist you in getting and
installing those prerequisites. Click Next to
continue to the list of prerequisites.

Click Finish at any time to completely skip the
installation of prerequisites and jump to the
installation of the main program. Click Cancel to
cancel the installation and exit the Setup Wizard.

Back Finish Cancel

3. Click Next to display a list of Microsoft components that are required before setup can
continue.

© 2002-2016 Microix Inc.
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B, Microix Workflow Modules Server Setup

Prerequisites

These programs are needed for the application to run. Click on the check box

next to a prerequisite to select it for install or to

skip it.

Mame

S0L Server Systern CLR Types 2012 64Bit
SQL Server 2012 Management Objects 64Bit

<

Version

Required: any. FouL
Required: any. Fou

Press the Next button to download the prerequisites,

Back

Finish

Cancel

© 2002-2016 Microix Inc.
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4. Installation of selected prerequisites will begin.

B, Microix Workflow Modules Server Setup

Prerequisites Install
Please wait while the selected prerequisites are installed.

Mame Status
SQL Server System CLR Types 2012 64Bit Installed
SQL Server 2012 Management Objects 64Bit Installing...

Installing SQL Server 2012 Management Objects 64Bit from:
C:Wsers\AdminAppData\Reoaming Microix \Microix Workflow Modules
Server\prerequisites\SMO\SharedManagementObjects. msi

Automatically start installing the main application after finishing the prerequisites install.

Back Mext Finish Cancel

5. After the prerequisite files are completely installed, the "Welcome" wizard will appear
to guide you through the rest of the installation process.

“© Microix Workflow Modules Client Setup [l

Welcome to the Microix
Workflow Modules Client
Setup Wizard

The Setup Wizard will install Microix Workflow Modules Client
on your computer, Click MNext™ to continue or "Cancel” to
exit the Setup Wizard,

< Back Cancel

© 2002-2016 Microix Inc.
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6. Select the Installation Folder where you would like to install Microix.

-9 Microix Workflow Modules Client Setup

Select Installation Folder ﬁ
This is the folder where Microix Workflow Modules Client will be installed,

To install in this folder, dick ™ext™. To install to a different folder, enter it below or dick
"Browse",

Folder:
C:'\Program Files {x88)\Microix', Browse...

Advanced Installer

7. Click Install to start the workstation installation.

@ Microix Workflow Modules Client Setup

Ready to Install
The Setup Wizard is ready to begin the Microix Workflow Modules Client installation

Click "Instal”™ to begin the installation. If you want to review or change any of your
installation settings, dick "Back™, Click "Cancel” to exit the wizard.

Advanced Installer

© 2002-2016 Microix Inc.
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8. The installation process begins and a status bar displays the progress of the
installation.

g Microix Workflow Modules Client Setup

Installing Microix Workflow Modules Client

Please wait while the Setup Wizard installs Microix Workflow Modules Client, This
may take several minutes.

Status: Updating component registration
|

Advanced Installer

< Back Mext =

9. Click Finish to complete the installation.

g Microix Workflow Modules Client Setup Fﬂ

Completing the Microix
Workflow Modules Client
Setup Wizard

Click the "Finish” button to exit the Setup Wizard.

] Launch Micraix Warkflow Modules Client

< Back Cancel

Note: It is only necessary to reboot your computer at the end of the installation process
if you are prompted to do so.

© 2002-2016 Microix Inc.
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3.5

3.6

w See Register Product[19d for instructions on activating your purchased modules.

Uninstall Workflow Modules

Removing the Workstation Component

1. Go to Start>Settings>Control Panel.

2. Double-click Add/Remove Programs.

3. Select "Microix Workflow Modules Workstation" and then click Remove.

Removing the Server Component

1. Go to Start>Settings>Control Panel.

2. Double-click Add/Remove Programs.

3. Select "Microix Workflow Modules Server" and then click Remove.

B Add or Remove Programs ;

—
| ifjj Zurrently installed programs: F 5#
Change ar #

Remove [ Microi WorFlow Modules Server {

Programs - i
= "B Microi WorkFlow Madules Client: iy

% Lﬂ Microix Workflow Modules Server IJ

. -~
Add New 8 Microix Workflow Modules web
Pro £y : y o
: i W S Y g % e T o f
R gl gL N

o

Web Time Clock Installation

Copy the installation files onto the Server running Microsoft IIS Service. Double click on
the setup.exe file to begin.

Follow the instructions on the screen to begin the installation process.

1. Enter the SQL Server Name, Abila MIP FA and Microix Database Name.

© 2002-2016 Microix Inc.



Installation Guide 25

i Microix Workflow Modules Web Setup

SOL Database

Configure 3L Conneckion..

SOL Server Name
o

MIP Database Mame

IGovsa

Mict iz Database Marme

]MWFMData

Micraix, Inc.

[ < Back ” Mext = ] [ Cancel ]

2. Accept the default location or use the browse button to select a new installation folder.

i Microix Workflow Modules Web Setup

Select Installation Folder

This is the Folder where Microix WorkFlow Modules Web will be installed.

Toinstall in this Folder, click "hNext", Toinstall to a different folder, enter it belov or click
"Browsa",

Eolder:

|C:'|,F‘ru:|gram FileshMicraix), Browse. ..

Microix, Inc,

[ < Back “ et = ] [ Cancel l

3. After the installation process finishes, a Virtual Directory called "Microix" will be added
to your IIS Server and the necessary configurations will be completed automatically.
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Thternet Information Services

File  Action Miew Help

& =+ @@ X =) » m
% Internet Information Services Mame ] Path
= B wpC (local computer) &3 fipp_Themes
=211 web Sites e
- o Default Web Site B images
: - TIsHelp Simg

Printers
; E changePassword. aspx

E Default. aspx

-] App_Themes

17 bin E Expiredpage. aspx
1] Images E objsecubsp.cab
- img (8] postinfa. il
B[] aspret_cliert @] Precompiledapp. config

[+)-Z Default SMTP Yirtual Server @] ts_binenrall asp:
E ts_bioverify.aspx

E ts_Employeelnfo.aspx
E ts_InOL_lg_Board.aﬂspx
I I e A i S

AN, Ay, oy Ayl 4

4. To open Microix Web Time Clock, browse to the following path:
http:/ /webservername/microix/default.aspx

WORKFLOW MODULES

Cloud Companion Application

C

Login

— Microix Web Time Clock

EmailID | |
Password
ChargelD | i A |
Clock INfOUT
Ver: 2015.1.0 (:5 MmiCoix

2002 - 2015 © Copyright by Microix, Inc.
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4.1

Timesheet Module

Introduction

Microix Timesheets make tracking time and labor distribution easier for each member of
your organization. The software provides managers visibility into the activities of their
employees. Microix utilizes the same processing groups, earnings, leave and distribution
codes as your current Abila MIP Fund Accounting Software. Microix Timesheets is simply a
much more efficient way to handle your time and labor distributions for Abila MIP FA
Payroll Module.

Highlights:

Easy to navigate and use

Simple and easy learning curve.

Holiday, sick and vacation tracking.

Assign employees to cost centers to limit what charges they can enter time.
Enter 'bulk’ time for groups of employees.

Access to control group options limit user's access to screens and reporting.
Multi-level approval process.

@ s Workflow Medules 2015 - O x
Budget Requisition/Purchase Order Inventory Timesheet Maintenance Support
- - r
=L b=z @ =5 v T Eﬂ =] i ||
= = 5 =5 ol i o % izl - |
=0 ¢ L& & B o o Eg =
My Timesheets Reguest Employee Time Clock InfOut Manual Time Clock Approve Process Multiple Approve Document Reports  Pay Stub Setup
Leave Information Board Punch History Leave Timesheets Timesheet  Search Distribution W
User Options Fl Time Clock Options ] Approver Options % | Setup =

T

This section displays a list of all timesheets for the logged in user. It also
Tlmesheets allows you to perform the following tasks:
4 1. Create a new timesheet.
2. Edit existing timesheets that are not yet submitted for approval.
3. Retrieve any timesheet you have created in the system.
4.Recall a timesheet that was submitted for approval but not yet
approved.

Request([46] This button enables employees to request present or future leave.
Leave
Employee Employees can access their basic demographic and payroll data that is

Information stored in Abila MIP FA Payroll Module.
4

Time Clockl48) Password authentication that allows a user to clock in/out.

In%Out Board Displays employee's clock in/out entries for a specific date.
5

Time Clock Query your time clock data by a date range.
History[s0

I\Iia%nual Punch Allows employees to create a missed punch.
51
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P

Approve Allows an approver to approve or deny requested leave.
mlﬁ
Process This menu item allows the following tasks:
Multiple 1. Edit and/or modify employee's time clock entries.
Timesheets 2. Create preliminary timesheets for time clock employees.
53 3. Create timesheets for multiple employees.
Approve Approve timesheets or make any modifications before approving.
Timesheet[57)

Reports/59 Displays a list of all reports available to the timesheet and time clock
applications.

4.2 Timesheet Module Checklist

NOTE: All employees and their default timesheets must exist in Abila MIP FA Payroll
Module before adding them to the Microix Workflow Modules system (try to avoid using
special characters as part of the employee ID).

Check list of items for implementing the Timesheet Module

v Import employeesh43) from Abila MIP FA Payroll Module.
v Create approval levell17} titles - activate all possible approval level that will be used
later when you are setting up the approval process.
v Create and setup organization workflows/[i63
e Requestersis3l - all employees who will be creating timesheets or clocking in/out.
« Approvershsd - supervisors/managers who will be approving submitted
timesheets.
e Restrict distribution codeshsd - limit employees to specific charge codes.
v Define document numberingfi7d schema - is used to automatically assign each
timesheet with a unique number.
v Assign user permissions[i40 - for access to each ribbon menu item.
v Configure timesheet options.
v Configure pay dates and pay periods.
v Configure shift codes and paid holidays.
v Configure overtime rule.
v Assign employee default[33) charge code, earning code, overtime code (if applicable)
and shift code.
v Configure application optionsfed:
e Enter the SMTP mail server information.
e Change the default password for the admin account recommended before going
live).

Check list items for ongoing maintenance

Adding new employees

v Import 145 employee information from Abila MIP FA Payroll Module.

v Assigning employees to a workflow 153,

v Assign permissions(i4M.

v Assign default[331 charge code, earning code, overtime code (if applicable) and shift
code.
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Terminating an employee
v Remove user(153 from workflow.

v Inactivate userlt43\.

Annual maintenance
v Configure new pay dates and pay periods.
v Edit shift codes to update new year holidays.

Set Up

The purpose of this section is to setup default values and define other business rules for
creating timesheets.

L Timesheet Maintenance Support

al  Time Clock Approve Process Multiple Approve Document Reports  Pay Stub Setup
th History Leave Timesheets Timesheet  Search Distribution -
] = Approver Oplions | ]
Options
LI U
Pay Pericds
Message Board )
- Category (‘g@ Employee Default Values
: : TD  shift Codes
hting ane
nting .. :
dim  Chvertime Rule
nting '
;__':_'1. Charge ID Restrictions By Employee
ster
ster ul 0 Employee Default Segment Values
(I‘_.\ ploy 9
Leave Balance Top 5 Vendors (YTD Purchases) C?q Create Charge Codes

Options The purpose of this section is to setup default options for the
Timesheet Module.

Pay Periods Imports each processing group from Abila MIP FA Payroll Module. This
process should be done annually.
Employee Setup employee default values (i.e. Badge Id, Charge ID, Earning ID,

Default Values Shift Code, Overtime, etc.)

Shift Codes Shift Codes are used to define work schedule, rounding criteria and
paid holidays for employees.

Overtime Rule Setup overtime rules for eligible employees.

Charge ID Add/remove charge codes for each employee.
Restrictions By
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Employee

Employee Maintain the default segments associated with an employee.
Default Segment
Values

Create Charge Create and view charge codes and the associated segments.
Codes

4.3.1 Options

Select the Timesheet Module Options tab from the Setup menu. Check the box to the
left of the option to control the functions that a user can perform. The following window
displays a list of all the functions that open on the screen.

Timesheet Module Options | Earning Differential /Leave Earning Codes

Timesheet Options E 3 [ﬁ

] Automatically advance entry date in timesheet row format
Other Options
Allow users to edit overtime on tmesheet document
e e e P A e What module should be used to process employee expenses
Allows users to request negative leave (Use Giobal Lookup to buld an exception) Select the Level where al leave request should be submitted for approval
Prevents employee default charge dist code from being modified on timesheet Send Rejected Timesheet to Level
Show all pay dates (induding completed payrols) Wesk Begin (1-4on, 2-Tug, 3-Wed, 4-Thr, 5, 6-5at, 7-5un) 7

Substitute tme dock hours with shift schedule hours ONLY if it exceed shift hours Time Clock Required Note

] Manualy enter leave on the tmesheet
T o o T o Ty pocrite Py, Cev evat s e Focks
Apply California Overtime Rule XCode Trm Function (0rly used i advised by Microix Support)
Show al earning codes (Use Global Lookup to buld an exclusion ist) Defait Leave Charge Code
Show In Out entries on tmesheet Create an " distrbution cade for all employess
980 Work Schedule
Append differential hours to regular hours (Example: shift differential or on-call hours)
| Timesheet Entry by Column Format
Gnly show Abila leave balance on the Home Page
Bypass paystub distribution rule for emai address

Prevent users from submitting timesheets that less than scheduled hours

Timesheet Options

Automatically advance entry date in timesheet row format.

Allow users to edit overtime in timesheet document.

Enforces pay period date range when employees enter their time.

Allows users to request negative leave.

Prevents employee default charge/distribution code from being modified on timesheet.
Show all pay dates (including completed payrolls).

Substitute time clock hours with shift schedule hours ONLY if it exceed shift hours.
Manually enter leave on the timesheet.

Limit timesheet hours being transferred to Abila MIP FA Payroll Module.

Apply California overtime rules.

Display all earning codes instead of what is available on the default timesheet.

Show in/out entries on timesheet.

Accommodates 980 work schedule.

Append differential hours to regular hours (example- shift differential or on-call hours).
Timesheet entry by column format.

Only displays Abila leave balance on the Home Page.

Bypass paystub distribution for email address.

Prevent users from submitting timesheets that are less than scheduled hours.
Timesheet entry incremental value (column format).

Other Options

e What module should be used to process employee expenses?

e Select the level where all leave requests should be submitted for approval.
e Send rejected timesheet to level.
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e Week begin (day of the week).
e Time clock required note.

Microix Auto Generated Distribution Code

e xCode Trim function (only used if advised by Microix Support).

e Default leave charge code.

e Create an "x" distribution code for all employees including timesheets that have only one
transition code.

e Do not create "x" distribution codes for timesheets that only include the default charge
code.

e Substitute all earning distribution codes on Abila MIP FA regular timesheet with Microix
"x" distribution code.

e Exclude leave hours from "x" distribution code calculation.

e Only transfer "x" distribution codes and leave. Do not create any regular timesheets in
Abila MIP FA Payroll Module.

e Transfer leave as adjustment.

Timesheet User Defined Field

e Display user defined field columni.

e Display user defined field column2.
4.3.1.1 Earning Differential / Leave Earning Codes

This form displays the Earning Differential and Leave Earning codes.

Timesheet Module Options | Earning Differential / Leave Earning Codes

Earning Diffential

DistCode
Martha Adams

v | Joyce Brothers

+ ¥

=
Leave Earning Codes
EarningCode LeaveCode EarningCode
Wages T | Sick10 W -
Wages *

Field D
Button
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E‘ Click on this button to Save the changes.
:“g This button allows you to Undo the last edit.
o

Click on this button to Add a new line item.

$¢  This button allows you to Delete the selected line item.

4.3.2 Employee Default Values

Use this form to configure default values for each employee.

Home Page | Employee Default Values X

[l =
R X R
v Change BadgeID in PunchClock history
Drag a column header here to group by that column
User ID Employee ID |Badge ID |Charge/DistID |Earning ID  |Overtme ID  |Exception A |ExceptionB | Expense ID | Shift  |PunchType |MaxHours
®
Anna Belle Martin Martin 1000 Martin Wages MfA MfA MNfA Main 30
v |Dana R. Jeffries  Jeffries 1001 Jeffries Wages oT MNfA MNfA Main a0
Ken Z. OToole Otoole 1002 Otoole Wages oT MNfA MfA Main 30
Scott ¥, Michaels Michaels 1003 Michaels Wages NJA N/JA N/JA Main a0

Record 2of 4

Buttons

UserID This column lists the names of all employees currently present in the system.

Employee The value in this field should match the Employee ID value in Abila MIP FA
ID Payroll Module. Microix will automatically populate the Employee ID when
employees are imported from Abila MIP FA Payroll Module.

Badge ID The Badge ID column is required for all employees who will be clocking in/out.
The value is automatically assigned when you change the employee punch
type to TIME.

.u The Badge ID numerical sequence is determined by the CLK value found in
the Global Options>Document Numberfi7h tab.

Charge/ Enter a default distribution code for each employee. By default, Microix will use
Dist ID the employee's distribution code from Abila MIP FA Payroll Module default
timesheet.

Earning IDEnter a default earnings code for each employee. By default, Microix will use
the employee's earning code from Abila MIP FA Payroll Module default
timesheet.

Overtime If the employee receives overtime, enter the overtime code for the qualified
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ID employee. This field is not required for overtime exempt employees.

w Overtime[s8) rule should be created before assigning a value in this column.

Exception Reserved for California overtime rule.
A

Exception Reserved for California overtime rule.
B

Expense This feature is obsolete.
ID

Shift Code Shift Codes contain a set of rules that may apply to all or specific employees.
Here is a list of rules associated with a shift code:
1. Identifies all the paid holidays.
2. Determines the clock in/out rounding rules.
3. Automatically deducts lunch for time clock users.
4. Identifies employees that work past midnight.
5. Hours per day schedule.

w The Shift Code must be configured before assigning a value in this column.

Punch Select a punch type for each employee (this is a required field):
Type 1. Hours - employees who will be completing their timesheets based on
hours per day.
2.Time - employees who will be utilizing a time clock hardware or the PC,
to clock in/out.

Max HoursIf you would like to restrict the total hours that are transferred to Abila MIP
FA Payroll Module regular timesheets, then enter a value in this field. Enter the
number 0 in this column if you do not want to restrict the total hours.

This column will have no effects unless you select the "Limit Timesheet..."
option located in the Timesheet>Setup>Options menu.

Click on this button to Save the form.

Click on this button to Undo the changes made to the employee default
values.

Yo

Click on this button to Synchronize all Employee IDs between Abila MIP FA
Payroll Module and Microix.

This button helps to Retrieve default values from Abila MIP FA Payroll Module
(i.e.Employee ID, Badge ID, Charge ID, Earning ID).

Click on this button to Update the leave request codes.

£ & o

Click on this button to Print documents.

i
W
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4.3.3 Pay Periods

The Abila MIP FA Payroll Module may consist of one or more processing groups, each
containing all of the pay dates for a specific tax year. These processing groups must be
imported into Microix because they are a crucial part of the Timesheet and Time Clock
Modules. This process should be done annually and it requires that you setup the new
year in the Abila MIP FA Processing Group, first, before importing into Microix.

Home Page | Pay Period Maintenance

Processing Groups Admin (/O E ﬁ
-
Year =
Pay Date Begin Date End Date
* Year: 2013
yiv Year: 2015 =
01/15/2015 01/01/2015 01/15/2015
01312015 01/16/2015 01/31/2015
02/15/2015 02012015 02/15/2015
02/282015 02/16/2015 02/28/2015
03/15/2015 03012015 03/15/2015
03/31/2015 03/16/2015 03312015
04/15/2015 04/01/2015 04/15/2015
04/30/2015 04/16/2015 04/30/2015
05/15/2015 05/01/2015 05/15/2015
05/31/2015 05/16/2015 05/31/2015
06/15/2015 o :
06/30/2015 1. Select a processing group =
Record 250f 48 3¢ 2. Enter the four-digit year and click the gear icon to process
Import MIP Processing Group V

(/0 Year *:'3

Processing Group

43.4 Shift Codes

At a minimum, there is at least one Shift Code that is required. Although, you can create
as many as needed. Shift Codes help enforce special organization rules such as:

e Identifying a default work schedule.

e Time clock rounding rules.

e Time clock auto lunch deduction.

¢ Paid holiday schedule.

Shift and Rounding Information
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Search Main el

»  Shift Informatio
Shift Code |Main IN

Description |Main auT

Do not round seconds

Lunch Option

Enter the total number of hours

Time Clock Rounding

an employee is deducted for lunch after

4+ % m B

Early or Latest to F Other Rules

] = Clock IN [+] | shift span pay period Auto generate end of period cut-off time (12:00AM)

= Clock OUT 0 Use shift start and end time when calculating hours for the pay period
Grace Period in Minutes 0/ - | Cloud Server Timezone Variance =

Auto Sequence remaining time dock INfOUT entries when modifying a missed punch

hours worked. Double shift is identified after hours worked.

Schedule | Paid Holiday | Timesheet Statement
Week |WeekDay Time IN Lunch Out Lunch TN Time Out < || shift Differential
3 1 Monday 8:00:00 AM 12:00:00 PM 1:00:00 PM 5:00:00 PM =
1 Tuesday 5:00:00 AM 12:00:00 PM 1:00:00 PM 5:00:00 PM Code
1 Wednesday 8:00:00 AM 12:00:00 PM 1:00:00 PM 5:00:00 PM
1 Thursday 5:00:00 AM 12:00:00 PM 1:00:00 PM 5:00:00 PM
1 Fridau R:NNNN &AM 12:00:00 BV 100+ BM S+0N+NN BM T
Record 1 of 10 x
Week-0 ooy |B:00 AM > | Lunch out | 12:00PM E N
Record 0 of O # % c‘f)

* | Time Qut |5:00 PM

- | Lunch In

1:00 PM

Shift Code
Description

Time Rounding - In
Punch

Time Rounding - Out
Punch

Time Rounding - Do
not round seconds

Time clock Options -
Automatically Insert
holiday onto
timesheet

Time clock Options -
Shift works past
midnight

Enter a short alphanumeric code for the shift.
Enter a brief description.

The criteria for rounding IN PUNCHES should be entered in
minutes.

If an employee chooses to round to the nearest 15 minutes, how
will it determine the time? The system uses 15 minutes and
divides will round down to 12:00. If the employee clocks in
between 12:07 and 12:15 then the system will round up to 12:15.

The criteria for rounding OUT PUNCHES is entered in minutes.
Check this box if you do not want the seconds to be rounded.
Currently, the system will round to the nearest minute. For
example, if someone clocks in at 12:00:31 (31 seconds), then the
time will be recorded as 12:01. However, if the option Do not
round seconds is activated, then the system will record the
punch time as 12:00.

Check this box to automatically insert holiday hours on the
employee's timesheet.

Check this box if the shift works past 12 o'clock midnight.
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Schedule
This tab represents the work schedule for the shift. Use the Insert button to
automatically build a default schedule, then modify the schedule to reflect the correct

shift time.
Schedule | Paid Haliday | Timesheet Statement
Week | Week Day Time I Lunch Qut Lunch IN Tirme Out 4 || shift Differential
b 1 Monday S:00:00 Ak 12:00:00 FM 1:00:00 PM S:00:00 PM = =
ade
1 Tuesdaw 5:00:00 AM 12:00:00 PM 1:00:00 PM 5:00:00 PM
1 wWednesday 5:00:00 &M 12:00:00 PM 1:00:00 PM S:00:00 PM
1 Thursday 5:00:00 &M 12:00:00 PM 1:00:00 PM 5:00:00 PM
1 Friday §:00:00 AM 12:00:00 PM 1:00:00 PM S:00:00 PM -

Record 1 of 10 x

Week-0 Ly 8:00 AM - Lunch Gt |12:00 PM

W | Insert

T Recaord 0 of O ck//r'"
| Time Qut  |>*00 FM - lunchIn (1:00PM # ﬁ -

Paid Holiday
This tab defines the paid holiday schedule for the current shift. To insert a default set of

holidays, select the holiday leave code from the drop-down list and then enter a four digit
year and click on the Add o button. Use the Delete *® button to remove any holidays

your organization does not pay and the Add o button to insert new lines for additional
paid holidays.

w Use the Copy i button to duplicate holidays from another shift to help save time
and data entry.

iy
= N

Please setup a leave code in Abila MIP FA Payroll Module and name it
"Holiday". DO NOT assign this leave code to anyone's default or regular timesheet.
Additionally, it should not have any calculations for accruing hours. Microix uses
this code internally and will not utilize it when creating a regular timesheet in Abila
MIP FA Payroll Module.

Schedule | Paid Holiday | Timesheet Statement

Date Work Day Holiday Hours Mot Eligible -
01/01/2015 Thursday Mew Year's Day 8.00
01/21/2015 Wednesday Martin Luther King's Birthday 8.00 =
03/15/2015 Wednesday Washington's Birthday 8.00
05/27/2015 Wednesday Memorial Day .00
07/04;. Add leave code "H Oilda}.'" j Independence Day 3.00

»|09/02 in MIP and assign it here ey =0l 2

Record 6 of 10

Holiday Leave Code ~ | Insert Default Federal Holidays by entering the Year |2015 Di /k: Copy Holiday Schedule
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4.3.5

op To insert a default set of holidays, select the holiday leave code from the
drop down list and then enter a four digit year and click on the Add button.

4 To remove any holidays your organization does not pay.

'__] To duplicate holidays from another shift to help save time and data entry.

Overtime Rule

This form is used to setup overtime rules for eligible employees.

Home Page | OvertimeRule X

Search or P D 1 2 |
+ % @ D
Overtime Rule Other Options
Overtime Cod oT = This gection is OMLY required if you are calculating overtime based on a weighted average. Additionally, an earning code
SERLLE L= should be created in MIP with a calculation method of "Fixed Hourly Amount”™
WeightAverage RateMultiplier o
Calculation Week ~ | Hours 40 s Comp Time Option
WeekBeginOn  [SUn ~* | ek End on Sat - When calculating overtime, transfer as leave accrued. Leave Code (optional) -
Enforce 980 schedule rule when calculating overtime
Include the following Earning codes for overtime calculation Include the following leave codes for overtime calculation
Do not indude employee default earning code hours Leave Code
Earning Code 2 %Vacs -
aT
¥ |Wages -

Overtime Displays a list of Abila MIP FA Payroll Module overtime codes.

Code
w For every different overtime rule, you will have to create a unique

overtime earning code in Abila MIP FA Payroll Module.

Double TimeSee California Overtime Rule setup.
Code

Calculation Select an overtime Calculation method (i.e. California, Day, Pay Period,
Week, Weekend)

Hours Enter the number of Hours that correspond to the value selected in the
Calculation method field.
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Week Begin If this field is active, enter the day your payroll week begins.
Oon

Week End If this field is active, enter the day your payroll week ends.
On

Leave Code Use the Add o button to include any leave code hours as part of the

workweek hours when considering if the employee worked more than the X
number of hours.

iy
= N

Do not include any leave hours unless your policy states otherwise.

Other 1. Weighted Average (Note: currently under development).
Options 2.Check the box "When calculating overtime, transfer it as leave
accrued" to convert overtime hours into accrued leave hours.

Comp Time This option enables you to convert the overtime hours to accrued leave

Options hours.
';i.' This button enables you to add a new overtime rule.
* Click on this button to delete the selected overtime rule.
ﬁ- This button allows you to save changes to the rule.

:“g Click on this button to undo the last edit.

4.3.6 Charge ID Restrictions By Employee

While creating a Timesheet, employees have access to all Charge Codes that are
available in Abila MIP FA Payroll Module. However, you may have the need to restrict
each employee to specific charge codes and this form will help provide that function. If
you have configured restrictions at the workflow level, employee restrictions will take
precedent over the workflow restriction level.

XL Refer to the section, Restrict Distributionfied, for detailed information on how to

restrict Charge IDs by workflow.
i The Charge Code is an alias for Abila MIP FA Payroll Module distribution code.
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Maintain Restrictions | Query
Charge Code Description — Employee Mame
LR v =
k| Adams Martha Adams k| |E  Anna Belle Martin
E| ALLOCATION Allocation Distributio. .. E| DanaR. Jeffries
H Assets Aszets E| Ken Z. OToole
[ Brothers Joyce Brothers = [ Scott. Michaels
[ Day Care Day Care Direct
H| Direct Direct Distribution
| Evening Evening payroll distri...
O Food Service Food Service Direct
O General General Distribution
| Health Health Dist
Ef INy Inventory Distributio. ..
| Jeffries Jeffries payroll distri...
| Martin Anna Belle Martin
O] MEDinner ME Dinner Basket
O Michaels Scott Michaels
L Mileage Mileage =
‘;i.' Add x Remove @ Remove Inactive Employees [Er Close
Buttons
To restrict Select the User ID from the left and the charge IDs listed from right, then
charge IDs . |
click on the Add | dF button.
To remove Select the User ID from left and the charge IDs listed from right, then
restricted |
charge IDs click on the Remove | ¥ button.
4.3.7 Employee Default Segment Values

This form is used to specify default segment values for each employee.
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Timesheet Default Segment Values it

Default Segment Values | Query

Segment Dept

Yo

Segment Value (301

Select Employees

Select All

A BeleMartn e
¥ Dana R. Jeffries

Ken Z. OToole

Scott Y. Michaels

* Add * Remaove IEv Close
Actions Descriptions
Buttons

To add a Select the segment, then the value. Next, select the User ID and click on
default the Add button.

segment

Toremove a Select the segment, then the value. Next, select the User ID and click on
default the Remove button.

segment

4.3.8 Create Charge Code

This form allows the users to create Charge Codes. Use the drop-down lists for each
segment to build the combination of charge codes you would like to generate.

Select Segment Values

Fund Grant Progr Dept w7
» o1 108, 201, 208 108, 201, 208 201, 301, 401 1
s Dist Code ID s Desaription s Status a App Type s Currency IDf
» |01-108-108-201-1 Allocated Healt\Allocated Healt\Program Svs A A ANY )
01-201-108-201-1 Housing\Allocated Healt\Program Svs A A ANY
01-208-108-201-1 Allocated Housi\Allocated Healt\Program Svs A ANY
A

je, Click on this button to View the details of the Charge Code selected.
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'-;}ﬁ Click on this button to Create a record of the selected Charge Code.
e

4 Click on this button to Delete the selected Charge Code.

44 My Timesheets

The My Timesheets form displays a list of all timesheets created by the logged in user.
See below for other functions that are available on this form.

w To filter, sort and group the data see Sorting/Grouping/Filtering Data Gridski3.

Home Page | My Timesheets X

Document Status  ~
Doc Type Document Mo Date Document Description Workflow ID Pay Date
L
b v Document Status: 0.5 - Preliminary Ti heet D ts (Anna Belle Martin)
TSH 13-T5-1024 8f13/2015 TimeSheet for paydate ... 103 9/15/2015

1
v Document Status: 1 - Supervisor Documents (Anna Belle Martin)
TSH 13-T5-1020 8132015 TimeSheet for paydate ... 103 8/31/2015
TSH 13-T5-1012 8272013 TimeSheet for paydate ... 103 8/31/2013
2
v Document Status: 14 - Documents Transferred to Abila
TSH 13-T5-1016 8132015 TimeSheet for paydate ... 103 8/15/2015

:ﬁj % Record 10f 4

Retrieve Records 1000 ] "i' Mew i Edit % View w Recal __“'-9 : Q‘E’ Dist Code ﬁﬂ Print
= e ;

o

i Click on the button to Create a New Timesheet[43) for a specific pay date.

4

Click on the button to Edit an existing timesheet. Edit function is not available
after submitting your timesheet for approval.

View the timesheet in read-only mode.

p | If you've submitted your timesheet for approval and need to make any
modifications, you can clickk on this button to Recall the timesheet to your queue.
However, if it was approved, the system will not allow you to recall it.

5@ Click on the button to Print a copy of the My Timesheet list.
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441 Create New Timesheet

To create a new timesheet, click on the New 4k button and select a pay date. Use the

Edit | £ button to append time or whenever you need to make modifications. While
preparing a timesheet, some of the values are defaulted based on the initial setup
process. If you find any discrepancies please notify your payroll administrator.

Quick Start - How to complete your timesheet:

1. Click on the Add o button to create a new row for entering your time by day.
Repeat this step for additional lines when charging your time to multiple charge
codes (i.e. department/programs/funds/grants/projects/etc).

2. Click on the Insert Leave & button to insert any approved or paid holiday hours.

3. Click on the Overtime Calculation & button to calculate any overtime hours (only
if applicable).

4. Click on the Submit ® | button to send your timesheet for approval.

Timesheet Information

i# Timesheet Information

Comments
Fields ’
Buttons

Timesheet Assigned automatically by the system.
No.
Date The current date will be populated in this field.

Description The system will automatically assign a document Description based on the
selected pay date (read-only field). The pay date is appended to the words
TIMESHEET FOR PAYDATE then it becomes your document Description.

Employee Your name will be defaulted in this field (read-only field).
Name

Workflow IDYour Workflow ID will be defaulted in this field (read-only field).

Processing This field represents the processing group for which the employee is
Group associated. The information is retrieved from Abila MIP FA Payroll Module
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Fields ’
Buttons

employee database (read-only field).

Pay Date This date is associated with your processing group pay schedule and it also
dictates the period for which the timesheet belongs.

Comments Enter any comments in this field. The Comments can be viewed by the
approvers and are also printed on the timesheet form.

% Click on this button to Delete your timesheet.
= Click on this button to Save your timesheet.
:h Click on this button to Undo the last changes.
LY

Click on this button to Submit your timesheet for approval.

|J Click on this button to Send email correspondence. See Shared
Activities>Emaill210 for detailed instructions on how to send email messages.

J.::Jf,.f, Click on this button to Attach any electronic documents to your timesheet.

= See Shared Activities>Attachments[z1} for detailed instructions on how to

include attachments.

ﬁﬁ Click on this button to Print a copy of your timesheet.

Timesheet Detail

TimeSheet | Expenses/Other ?

Drag a column header here to group by that column

Sunday Monday Tuesday Wednesday Thursday Friday

g Favisie g fohans code e 08/16/15 08/17/15 08/18/15 08/19/15 08/20/15 08/21/15

» |Earnings Wages Martin 85 ] 3 8 ] 3

Pay The system will automatically default EARNINGS into this column, do not change
Type the default value unless additional instructions are provided by the payroll
administrator.

Pay Your default Pay Code will automatically populate in this column. Please do not
Code change the default value unless additional instructions are provided by the
Payroll Administrator.

‘L) The list of Pay Codes are limited based on the employee's default
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i
timesheet in Abila MIP FA Payroll Module. The default value is set in the
Employee Default Values3) form.

Charge Your default Charge Code will populate in this column. You can use the drop-

Code down list to change the value, if hecessary. Charge Codes may represent the
department,project, or program you are charging to your time. Do not change
the default value unless additional instructions are provided by the Payroll
Administrator.

‘L) The list of Charge Codes are limited based on the restrictions setup in
each workflow or employee[39) record.

Total Displays Total number of hours by charge code.

Enter any comments in this field. The Comments can be viewed by the
approvers and are also printed on the timesheet form.

g  Click on this button to Insert new rows on your timesheet.

#¢ Click on this button to Delete the selected timesheet row.

[  Click on this button to Undo the last changes.

2 Use this option to automatically insert any paid holidays and/or requested leave

into your timesheet. (See Request Leave[46) section for details on how to
request unexpected or planned leave).

If your system is setup to manually enter leave on your timesheet then use the

Add o button and select the value "Paid Leave" from the Pay Type drop
down list control. In the Pay Code column, select the leave code from the drop
down list.

.u To setup paid holidays go to_Timesheet Module Tab>Setup>Shift Codes|3s\.

&  If you are eligible for overtime, this option will automatically analyze your
timesheet based on the overtime rule and insert any overtime hours you are
entitled to receive.

w To setup overtime rules go to Timesheet Module Tab>Setup>Overtime[3s\.

(] This option is intended for employees who are charged to one specific charge
code and work a default set of hours for the pay period. Use this button to
insert default hours on your timesheet.

W To setup default hours go to Timesheet Module Tab>Setup>Shift Codes[35).

E.  Open Elapsed Time Calculator that converts HH:MM to decimal.
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4.5

Request Leave

Use the Leave Request form to perform the following tasks:
v'Request planned or unexpected leave for past, present or future dates.
v Modify/Adjust requested leave.
v Delete leaves that were not taken.

(LY By default, the system will not allow users to manually enter leave on their timesheet.
They must first request it by utilizing the ribbon menu option Leave Request. However,
to change this default behavior, you can select the option Manually Enter Leave in the
Timesheet>Setup>Options.

(Y By default, requested leave is not required to be approved before they are added to
the employee's timesheet. However, after submitting for approval, the approver will not be
able to approve any timesheets without approving the leave requests first. Use the global
settings, located in the Timesheet>Setup>Options, to indicate the approval level where all
leave requests will be submitted for approval.

Home Page | Leave Request for Anna Belle Martin - X

Request Information Notes (Please do not enter any medical information.)
From 8/26/2015 fﬂ] Leave Code  |Vac - FMLA Family Vacation
To 8/28/2015 fﬂ] = | [#] use shift Hrs
Leave History
LeaveDate |WeekDay Leave Requested | Taken Differ... |Status Motes Type ApprovedDate | DateSubmitted

T

Thursday Vac 8.0000 8.0000 0.0000 A Vacation 8/13/20154:... 8132015 4:53:07 ...
8/19/2013 Monday EPTO 5.0000 5.0000 0.0000 A /A 8/27/2013 12... 8/27/2013 12:47:1...

» Submit Z Edit ® Delete || Toggle FMLA @ﬂ Print

Field/ Description
Button

From Date Enter the start date for your leave request.

To Date Enter the end date for your leave request.

Leave CodeSelect a Leave Code from the drop-down list. The list of leave codes are
retrieved from the user's Default Timesheet in Abila MIP FA.
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Hours

Use Shift
Hours
Leave
Balance

Notes

Leave
History

('S

Z

Enter the number of Hours per day you are requesting. You can also use the
time Converter icon [ to convert minutes to decimal if needed.

Select this option to insert the default hours specified in the shift code.

This field retrieves the available balance from the selected leave code. The
information is retrieved from the Abila MIP FA Payroll Module.

Enter a brief comment concerning the requested leave.
A list of all requested leave along with their approval status.

Use this button to Submit the leave request to a designated approver. The
approver will receive an email notification of the requested leave.

This button is used to Modify /Adjust any leave before or after approval.
However, if the leave was transferred to a timesheet, the user will be
prevented from making any changes.

Use this button to Delete a requested or approved leave. However, if the
leave was transferred to a timesheet, the user will be prevented from
deleting it.

Click on this button to Print a copy of the leave requested.

w To filter, sort, and group the data please see Sorting/Grouping/Filtering
Data Gridsk1}

4.6 Employee Information

The Employee Information tab provides easy access for employees to view their payroll
information such as demographic information, leave balance, and pay stub information.
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4.7

Employee Info | Pay Stub

re
Name and Address
Employee ID Martin Status A
First Name Anna Belle Middle Initial Martin |:] Email
Address 8765 Mercury Drive
City Austin State T Zip Code 78729
Phone Number (512)454-6789 Ext Email
Demographic Information Important Dates Emergency Contact
Citizenship us Hire Diate 12/30/2009 - Name =
Ethnicity W Birth Date 3/20/1970 - Phane No. () - Ext
Gender F Marital Status Married Action Date 12/28/1899 - Relationship

Email
Payroll Information
Job Title Administrator Job Class 301 Pay Type s
Processing Grp Admin Salary $3,250,00 Hourly Rate 90,87
EmpType RFT Exemptions 0 Direct Deposit
Direct Deposit Email W-2 Email
Driver License Information =5
Employee Info | Pay Stub
Filter Option
06/30/2015 Ll |BP|EE
Pay Stub Information Leave Information
Type Hours/Units Period Amount | YTD Total - Leave Period Acc... |Period Taken | YTD Accrued |YTD Taken  |Balance

¥ | v Category: 1. Earnings
Wages - ... 86.6667 £8,250.00 $99,000.00
£3,250.00 §99,000.00
v Category: 2. Taxes

FIT a §1,928.15 $23,137.80
FUTA o] £0.00 50,00 3
MC 0 §119.63 £1,435.56
S5 a £346.50 §4,155.00
SUTA 0 £0.00 50.00
§2,394.28 §28,731.36
v Category: 3. Benefits
Health - ... a $173.00 §2,1356.00
$178.00 52,136.00
v Category: 4. Deductions
401k - 40... 1] 5412.50 $4,950.00 ¥

.u The information displayed on both tabs are read-only.
Time Clock

Microix PC Time Clock enables employees to use a PC to record and report hours worked.
It completely replaces manual time card machines or your hand written time and
attendance records. Employees may clock in/out from their own workstations or from a
centrally located computer station. The transactions are sent to the Microix database
instantly and can be viewed by the employee and their supervisor.
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w Supervisors can modify or create manual entries for each employee by navigating to
the ribbon menu item PREPARE AND PROCESS MULTIPLE TIMESHEETS.

iy
£

Microix utilizes the current time on the SQL Server to record the employees clocking
in/out entries. We recommend that you synchronize all of your workstations with the SQL
server time. It helps reduce the questions regarding why the time on a workstation is
different from the time being recorded.

Microix PC Time Clock 4

10:15:14 AM

Anna Belle Martin

LISER. ACCOUNT |Anna Belle Martin

Password

Charge ID Day Care p

Clock IN ﬁ

i

Total The system will display the total number of Hours you have accumulated for the
Hours current pay period.

User Enter the Microix user to clock in/out.

Accoun

t

Passw Enter your Microix login Password.

ord

Charge Charge ID is defined by your Payroll Administrator and it may represent each

ID program, job, project, or department that you can charge your time. The system
will set this field to your default charge code or you can change it by using the

Magnifying button P to select a different one. If the list does not contain the
correct values, you may notify your Payroll Administrator. You will be able to
change this value when clocking in but it will be disabled when clocking out.

Clock After entering your password and charge ID, use this button to Clock In/Out.
In/Out
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4.8

In/Out Board

The In/Out Board enables you to see the current clock in/out status for each employee
within the organization. It also shows an absent report for the ones who did not record
any punches for the specified date.

(LY In/Out Board is only available when deploying our PC/Web Time Clock or any of our

compatible time clock hardware.

) Any of our time clock hardware that requires polling will not update the in/out board in
real time. The In/Out Board will be updated after polling is completed. Polling clocks are
configured with using Windows Task Scheduler.

Home Page | In/OutBoard €
Filter Options
Date |B/26/2015 A | B

IN/OUT Board | Absent Status

Workflow =~

Last Mame First Name PunchTime Location Status
?

b | v Workflow: 103

Jeffries Dana R. 5:00:00 PM MICROLX-AEVI ouT
Martin Anna Belle 5:00:00 PM MICROLX-LEVI ouT
Michaels Scott Y, 5:00:00 PM MICROIX-AEVI ouT
CToole KenZ. 5:00:00 PM MICROLX-LEVI ouT

Home Page | In/OutBoard X
Filter Options

Date |8/26/2015 B 5
INJOUT Board | Absent Status

Status -

Workflow ID Last Mame First Mame Requested Leave
.

v | ¥ Status: Present

103 Martin Anna Belle No
103 Jeffries Dana R. Mo
103 COToole Ken Z. No
103 Michaels Scott Y. Mo

© 2002-2016 Microix Inc.



Timesheet Module 51

4.9 Manual Punch

Employees who missed clocking in/out may utilize this form to create manual time clock
entries. After creating manual entries, the system will automatically send an email
notification to their immediate supervisor.

'\!/'Supervisors are not required to approve or deny manual time clock entries. It will be
recorded automatically in the employee's record.

Manual Punch X
Date 9/25/2015 b Badge ID Charge Code |Punch Type | Punch By PunchDate  |Punch Time |MNotes
Eewachisirae| I - || v | 1000 Martin + UsR 20150925 030000 Manual Pun. ..

Punch Time |8:00:00 AM
Charge ID  |Martin =

Motes
Manual Punch in for Martin

E Save | ﬁ Cancel

Date Enter the Date of the missed punch.

Clock Enter the actual time you arrived or left.
In/Out

Time

Charge Select a Charge ID or accept the default.
ID

ReasonkEnter a brief explanation justifying why you are creating a Manual Punch.

4.10 Time Clock History

Use the Time Clock History form to retrieve time clock entries for a given period.
Employees are restricted to only viewing their information. However, supervisors can
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4.11

access each employee's time clock entries by navigating to the Report menu.

Filter Option
From |B/16/2015 ] | To |8/31/2015
Time Clock Entries

Week =
——— | PUNCHDATE =

PUMNCHTYFE PUMCHTIME SOURCE HOURS CHARGEID
b v Week: 34
w PUNCHDATE: Monday, August 17, 2015
IN 3:00 AM ADM 4 Martin
ouT 12:00 PM ADM 0
higl 1:00 PM ADM 4 Martin
ouT 5:00 PM ADM o]
8
v PUNCHDATE: Tuesday, August 18, 2015
higl B:00 AM ADM 4 Martin
ouT 12:00 PM ADM o]
IN 1:00 PM ADM 4 Martin
ouT 5:00 PM ADM 0
3
w PUNCHDATE: Wednesday, August 19, 2015
IN 3:00 AM ADM 4 Martin
]

Approve Leave

MNOTES

Manual entry by:...
Manual entry by:...
Manual entry by:...
Manual entry by:...

Manual entry by:...
Manual entry by:...
Manual entry by:...
Manual entry by:...

Manual entry by:...

Print

r
SYSTIME CPU LUMCH RLULE E
8/13/20154... MICROIX-ALEVI ]
8/13/20154... MICROIX-ALEVI ]
8132015 4... MICROIX-LEVI o]
8/13/2015 4... MICROIX-LEVI o]
8/13/20154... MICROIX-LEVI o]
8/13/2015 4... MICROIX-LEVI o]
8/13/2015 4... MICROIXALEVI 0
8/13/2015 4,.. MICROIXLEVI i
8/13/2015 4... MICROIXALEVI 0

w

After approvers receive email notifications for leave request, they can use this form to

approve or deny the leave request.

Home Page | Leave Approval X

Requested Leave | WorkFlow Leave Calendar

User Mame =

LeaveCode |LeaveDate Weekday Requested Comments DateSubmit... | Type Microix InProcess MIP Balance
L
b i v User Name: Dana R. Jeffries (SUM=24) i
Sicks 9/1/2015 Tuesday 8 sick 9/1/2015 1... 24 24 240 192
Sicka 9/2/2015 Wednesday 8 sick 912015 1... 24 24 240 192
Sicks 9/3f2015 Thursday 8 sick 9/1/2015 1.., 24 24 240 192
24
é Approve x Deny |:’j Email

Description
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% Click on this button to Approve the selected leave.

@ You can select multiple items by holding down the SHIFT key and clicking on
them with the mouse or by holding down the SHIFT key and pressing an arrow key
to extend the selection from the previously selected item to the current item. You
can also select items by dragging with the mouse. Holding down the CTRL key and
clicking an item will either select/deselect that item.

#¢ Click the Deny button to deny leave request.

[ 9 Click the Send button to send email correspondence to the employee if you have
questions about the leave request.

Workflow Leave Calendar - before approving leave, supervisors can use this tab to
verify whether other employees have not been pre-approved for similar days off.

Calendar color definition:

e Red - Denied Leave

e Green - Approved Leave
e White - Requested Leave

@ You can right click on the calendar to change the view to the following options:
1. Week View
2. Month View
3. Timeline View

Requested Leave | WorkFlow Leave Calendar
4 August ¢ 4 2015 » | Workflow  |ALL By 2
ae 2 p Sﬂ Approved Requested Denied J
Monday Tuesday Wednesday Thursday Friday SatfSun -
August 24 25 26 27 28 29
31 September 1 z 3 4
8Hrs of Sick8 Denied 8Hrz of Sick8 Reguested  8Hrs of Sick8 Requested
(Dana R. Jeffries) (- (Dana R. Jeffries) (- (Dana R. Jeffries) - =
7 g -, 10 i1
8Hrs of Sickd Approved BHrs of Sick8 Approved 8Hrs of Vac Approved
(Dana R. Jeffries) {Dana R. Jeffries) {(Anna Belle Martin)
14 15 15 17 13

20

4.12 Process Multiple Timesheets

Time clock entries captured by a PC or time clock hardware device are uploaded to the
Microix database and are available immediately for viewing through this form or via
reports. However, the time clock entries that were recorded by a time clock hardware
that utilizes a polling schedule will not be available for immediate viewing until polling is
completed.

© 2002-2016 Microix Inc.



54

Workflow Modules

‘L) Microix utilizes workflows to group several employees together so that the employees
can be processed and reported together. Additionally, each workflow contains the groups

immediate supervisor and approval process.

A8 Al approvers within the workflow will also have access to this form. If you prefer not
to grant them all access, then remove their security permissions via the Ribbon Menu
Maintenance>Security.

Filter Options

~  Workflow and Payroll Filter

WorkFlow 103 40 Processing Group | Admin p PayDate

Workflow Select the appropriate Workflow and proceed to selecting a Processing
Group. If you do not see your Workflow in the lookup list box then
contact someone in Payroll and request that your name be added to the
Workflow approval process.

Processing Select an Abila MIP FA Processing Group. Processing Groups are used in

Group Abila MIP FA Payroll Module to group several employees together so that
the employees can be processed and reported together. They also dictate
the pay cycle for each employee such as W (Weekly), B (Biweekly), S
(Semimonthly), or M (Monthly).

Pay Date Select a Pay Date.

w The time clock tab will only show time clock entries for the select Pay
Date period and the Timesheet tab will only show in-process timesheets
for the selected Pay Date.

Employee The system will automatically filter the list of employees based on the
Name Workflow and Processing Group selected.

Managing Employee's Time Clock Entries

Supervisors/Timekeepers will use this section to perform the following tasks:
v Create missed punches for employees.
v Modify existing punch clock entries.
v Generate preliminary timesheets for each of their employees and submit to
payroll or to other approvers within the workflow.
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Home Page | Prepare and Process Multiple Timesheets X
»  Workflow and Payroll Filter

WorkFlow 103 (,0 Processing Group | Admin (,0 PayDate

Timesheets | Summary | Time Clock Entries

Document No PayDate Employee Earnings Leave Total Earnings Owvertime Total Hours Mileage Amount
L

» | v Workflow ID: 103

13-T5-1024 9/15/2015 Anna Belle Martin o 8 B8 o B 0 §0.00
13-TS-1025 9/15/2015 Dana R. Jeffries o 16 16 o 16 o §0.00
13-T5-1027 9/15/2015 Scott ¥, Michaels ] 24 24 [} 24 [} §0.00

3 [} 48 43 aQ 43 aQ $0.00
FERBFLD
~  Workflow and Payroll Filter
WaorkFlow 103 //O Processing Group |Admin ,/O PayDate 09,/30/2015 Eﬂ]
Timesheets | Summary | Time Clock Entries
Employee Name L2
Week =
Date =
Punch By Charge Code Type Time HH:MM Elapsed Time  |Sys Time Motes
| v Week: 39 (SUM=0)
v Date: Friday, September 25, 2015 (SUM=0)
USR Mar tin IN #:00:00 AM 8262015 9:... Manual Punch

Reordiof L e M NEH D 2 & & B

Click on this button to Add a new time clock in/out entry.

Click on this button to Delete time clock entries.

D ¥ &

Click on this button to Save changes.

Click on this button to Edit time clock entries.

&

Apply the following steps:
1. Select an employee from the Employee Name lookup list.
2.Click on the row that contains the date and time you would like to edit.

3. Next, click on the Edit ¥ button and proceed with your modifications.

4. Finally, click on the Apply 4 button to save your changes.

The Create Preliminary Timesheet button enables you to convert all of the
employee's time clock entries into a completed timesheet. By default, requested
leave, paid holidays, and overtime hours will also be included during this process.
The completed timesheets should be reviewed for any discrepancies before
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submitting to payroll or other approvers within the approval chain.

‘XL shift rules such as rounding of in/out entries and automatic lunch deductions
will also be applied when the timesheets are generated.

.u Preliminary timesheets may be generated multiple times. However, you should
delete any existing timesheets for the same pay date because it will cause
duplicate hours.

& Click on this button to Refresh the selected employee's elapsed time.

Manage Preliminary Timesheets

Supervisors/timekeepers will use this section to perform the following tasks:
v Review the preliminary timesheets summary data for accuracy including but not
limited to:
e Earned Hours
e Leave Hours
e Holiday Hours
e Overtime Calculated Hours
v If necessary, make manual adjustments to the preliminary timesheets hours.
v Submit timesheets to other approvers or directly to payroll for processing (The
workflow routing rules will determine the timesheet ultimate destination).

Timesheets | Summary | Time Clock Entries

»

Document Mo PavDake Emploves Earnings |Leave Total Earnings Oreertime Total Hours Mileage Arnaunk

» | v YWorkflow ID: 100

12-T5-1007  11/15/2012  Anna Belle Martin 735 1] 7.35 1] T35 1] 40,00 =
12-T5-1008  11/15/2012 DanaR. Jeffries g 32 40 1] 40 1] $0.00
-TS-1009  11f15/2012  Frederick E, Smith g 0 8 0 8 0 40,00
: 23.35 32 55.35 1] 55.35 1] $0.00

Click on the + button to view the A
timesheet information in detail
g_

+ZREFL R

gp Manually create a new timesheet for a specific employee when time clock entries
do not exist for the employee (refer to "How to Create a New Timesheet[43)" for
detailed instructions). If time clock entries exist, you can generate the timesheet

by using the Create Preliminary Timesheet button located on the time clock
Entries tab.

Z The system allows you to open a timesheet in edit mode. You are able to make
manual adjustments to the timesheet by clicking on the Edit button before
submitting to Payroll for processing.

Note: Correcting Timesheet Information:

Circumstances may occur when you will need to change time, hours, or leave code
information on your employee’s timesheet before you can approve it. If your

© 2002-2016 Microix Inc.



Timesheet Module 57

policies permit you to make the changes, then use the Edit button to open the
timesheet and make the necessary modification. Additionally, you may use the

Notes ) icon to justify your changes. However, if your policies do not permit,

use the Re-Route # | button to return the timesheet to the employee or the
person who prepared it and request they make the necessary corrections.

#¢ Click on this button to Delete the selected employee's timesheet.

w If necessary, you can regenerate the timesheet by using the Create

Preliminary Timesheet button located on the time clock Entries Tab. All
manual edits will have to be re-entered.

& Select all the timesheets or specific ones and use the Submit & button to
approve and send to the next approval level.

Steps you should perform before approving and submitting any timesheet:

1. Before approving, verify the accuracy of the employee’s regular earned hours,
leave hours and overtime hours by examining the Time In and Time Out values (if
applicable). The total leave and earned hours should equal the employee’s
regularly scheduled hours for that pay period.

2.The hours found in the OVERTIME column should be examined for accuracy and
should be confirmed that it was pre-approved by their immediate supervisor.
Additionally, refer to your internal policies when examining overtime hours.

3. If the above has been confirmed and no changes to the employee’s entries are
needed, then the timesheet is ready to be approved. If changes or corrections

are necessary, then use the Edit Z button to open the timesheet and make the
necessary modifications. Use the Notes 2 icon to justify your changes.

w If you will be absent during the period that timesheets are due for approval
then use the Ribbon Menu Maintenance>Approval Substitute[173to designate an
alternate approver.

w Multiple items are selected by holding down the SHIFT key and clicking on it by
using the mouse or by holding down the SHIFT key and pressing an arrow key to
extend the selection from the previously selected item to the current item. You
can also select items by dragging with the mouse. If you hold down the CTRL key
and click an item, then it will either select or deselect that item.

4.13 Approve Timesheet

The approver will use this form to approve timesheets that were submitted to them for
approval. The system will send an email notification to each approver via their regular
email client. At a scheduled time, the approver will login to Microix Workflow Modules and
modify, append or delete timesheet entries or choose to reroute the document to the
originator and have them make the necessary changes. They can also send an email
message to question any entries on the timesheet. If approved, the document will be sent
to the next level for approval or review. Upon final approval, the timesheet is seamlessly
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transferred to Abila MIP FA Payroll Module as a regular timesheet.

Home Page = Approve Timesheet X
;Appruve 'ﬁmesheet: Timesheet Summary
Search Workflow Program Services p
WorkflowID =

Document No PayDate PayrolllD Employee + | Processing G... |Earnings leave  |TotalEarnings |Overtime | TotalHours |Mieage Amount Status
T

v | ¥ Workflow ID: 103

13-TS-1... 8/31/2015 Martin Anna Belle Martin Admin 88 a 88 [+] B8 1] £0.00 1 - Supervisor Documents
13-TS-1... 8/31/2013 Martin Anna Belle Martin Admin 88 5 93 o 93 o $0.00 1 -Supervisor Documents
13-TS-1... 8/31/2015 Jeffries Dana R. Jeffries Admin 83 o 88 o 88 o $0.00 1 -Supervisor Documents
13-TS-1... 8/31/2013 Jeffries Dana R. Jeffries Admin 72 16 88 ] 88 o $0.00 1 - Supervisor Documents
13-TS-1... 8/31/2015 Otoole Ken Z. OToole Admin 88 0 88 o B8 o $0.00 1 - Supervisor Documents
13TS-1... 8/314/2013 Otoole Ken Z. OToole Admin 88 8 96 o 96 o $0.00 1 - Supervisor Documents
13-TS-1... 8/31/2015 Michaels Scott Y. Michaels Admin 838 ] 88 1] 88 1] $0.00 1 - Supervisor Documents
13-TS-1... 8/31/2013 Michaels Scott Y. Michaels Admin 83 8 96 o 96 o $0.00 1 - Supervisor Documents
8 668 7 725 a 725 a $0.00
8 688 37 725 a 725 o $0.00
@ & record 1078
Select All Create Supplemental Timesheet ﬂ Edit g!, Approve Status ﬁ% Verify Transfer éﬁ\ Calaulate OT a} Transfer Leave jjﬂ Print
Approve Timesheet | Timesheet Summary
Pay Date Processing Group Pay Type Gross Earnings EmpRate EntryDate Doc Status Payroll ID Last Name First Mame Doc No Punch Type Exp Amount Shift Code =
Hours Pay Code =
Workflow + || ChargeID =+ ||Employee = |/pp10 SickB Vacio VacB Wages Grand Total
v 103 v Jeffries Dana R. Jeffries 8 8 a8 104
v Martin Anna Belle Martin 5 176 181 S
Dana R. Jeffries 72 72
Ken Z. OToole 88 88
Scott Y. Michaels a8 88
Martin Total 5 424 429
v Michaels Scott Y. Michaels 8 a8 96
v Otoole Ken Z. OToole 8 88 96
103 Total 5 8 16 8 688 725 -

The approver can use this button to Edit a timesheet.

Note: Correcting Timesheet Information:

Circumstances may occur when you will need to change time, hours, or leave code
information on your employee’s timesheet before you can approve it. If your
policies permit you to make the changes, then use the Edit button to open the

timesheet and make the necessary modification. Use the Notes %) icon to justify

your changes. However, if your policies do not permit, use the Re-Route #
button to return the timesheet to the employee or the person who prepared it and
request they make the necessary corrections.

@ Click on this button to View a timesheet (in read-only mode).
&g' Click on this button to Approve selected timesheet(s).
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Steps you should perform before approving any timesheet:

1. Before approving, verify the accuracy of the employee’s regular earned hours,
leave hours, and overtime hours by examining the Time In and Time Out values
(if applicable). The total leave and earned hours should equal the employee’s
regularly scheduled hours for that pay period.

2. The hours found in the Overtime column should be examined for accuracy and
should be confirmed that it was pre-approved by their immediate supervisor.
Additionally, refer to your internal policies when examining overtime hours.

3. If the above has been confirmed and no changes to the employee’s entries are
needed, then timesheet is ready to be approved. If changes or corrections are
necessary, then use the Edit & button to open the timesheet and make the
necessary modifications. Use the Notes Icon (or Column) to justify your
changes.

w If you will be absent during the period that timesheets are due for approval,
then use the Ribbon Menu Maintenance>Approval Substitutefi73 to designate an
alternate approver.

Y The system will not allow you to approve a timesheet if it contains any
unapproved leave requests.

@ Multiple items are selected by holding down the SHIFT key and clicking on it by
using the mouse or by holding down the SHIFT key and pressing an arrow key to
extend the selection from the previously selected item to the current item. You can
also select items by dragging with the mouse. If you hold down the CTRL key and
click an item, then it will either select or deselect that item.

Click on this button if the approver would like to Re-Route the timesheet to the
originator and have them make any necessary changes.

= .
Click on this button to Print a copy of the approval list.

Click on this button to Retrieve previously completed timesheets for the selected

[*]
a
' employee.

@
4.14 Document List

This button enables the approver to review the time clock entries of the requester.

Refer to Shared Activities>Document List[218 for more details.

4.15 Reports

You can access Timesheet reports via the Ribbon Navigation menu. A list of reports will be
available in the Report Name lookup list box. Select a report and enter a specific date or
pay period. To view the report, click on the View button and use the Print button to print
the report to screen. After printing to screen, you can send the report to disk, export to
Excel, or add as an attachment to your email.

Refer to Shared Activities>Reports[218 for more details.
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¥ See Report Export Optionsk18 for more information on exporting and emailing reports.

Home Page = Timesheet Default Reports X

Report Name Report Layout Select a Pay Date

- [Default Layout] - || save ||[T Delete Date |8/28/2015 ]| i || O view ||EP Print
Timesheet Form L

Time Clock Entries

Timesheet Summary
[ Tmesheet Summary Row Format
Timeshest Allocation

Requested and Approved Leave Leave Period Accrued ¥TD Accrued Period Taken 1D Taken Balance
?Empioyee Leave Accrual/Taken and Balance ¥

¥ | Dana R. Jeffries Jeffries Sick8 48.0000

0.0000 240.0000
Ken Z. OTocle Otocle Sick8 48.0000 0.0000 240.0000
Ken Z. OToole Otocle Vacid 50,0000 0.0000 300.0000
Dana R. Jeffries Jeffries Vacs 48,0000 0.0000 240.0000

je, Click on this button to View the report generated for the selected values.

aﬁ Click on this button to Print a copy of the report.
i
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5.1

Requisition Module

Introduction

The Microix Requisition Module enables accountants and non-accounting staff to create
purchase requests from their desktop computers and submit them electronically for
approval. Our system helps to expedite the approval process, reduce data entry errors
and also ensures that the correct information necessary to process a request is
accurately provided.

Highlights:

e Easy to navigate and use - simple and easy learning curve.

¢ Ability to create and submit requisitions or check requests for approval.

e Multi-level approval process with a maximum of 90 levels including dollar threshold and
category routing rules.

Budget checking feature.

Query payments with check information features.

Automatic email notifications.

Built-in workflow process to help enforce business rules.

Approval substitutes.

Seamless integration with Abila MIP FA Encumbrance and Accounts Payable Module.

@ s Workflow Modules 2015 - =] X
— Budget Requisition/Purchase Order Inventory Timesheet Maintenance Support

S AAND B # & E B8 B w

I
My Documents Receiving Query Query Chart Vendor Punchout FaxEmail Batch Approve  Document Reports Display Account  Shopping Setup
Vendors of Accounts Catalog Purchase Order  Scanning Documents  Search Balance List =

User Options ] Approver Options ] Other Options .| Setup

T

This section displays a list of all documents for the logged in user. It also
Document allows you to perform the following tasks:
s[7N 1. Create a new purchase or check request.
2. Edit existing documents that are not yet submitted for approval.
3. Retrieve/find any documents that have been created in the system.
4. Recall documents that were submitted for approval but not yet
approved.

Receiving Receive goods or services that you have acquired (please refer to your
[83) internal policies on whether or not this process is required).

Query Displays a list of vendors from Abila MIP.

Vendors

[851

Query Displays a list of the general ledger segment codes from Abila MIP.
Chart of

Accounts

(85

Approve Use this section to approve any purchase or check requests.
Document

sl86
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T

Document This function is used by approvers to view the status of documents for which
Search(s2) they have approved or are scheduled to approve.

Reports[92\Displays a list of all reports available for the Requisition Module.

Display Managers may use this option to view a summary of their department/funding
Account budget balance.
Balance

9
Shopping Allow you to manage the items that will be available for selection when
Cart[o3  entering a new document.

Setuple41 Setup default values and define other business rules for creating and managing
requisition documents.

5.2 Requisition Module Checklist

NOTE: Abila MIP Encumbrance and/or Accounts Payable Module is required before
implementing the Microix Requisition Workflow Module.

Check list of items for implementing the Requisition Workflow Module

v Setupl4dl users (manually enter each employee or import from Excel or Abila MIP FA
Payroll Module).
v Create approval levelli73 titles - activate all possible approval level that will be used
later when you are setting up the approval process.
v Create and setup organization workflows/[i63.
o Workflow optionshsh:
o Setup default bill and ship to address.
o Define budget segments for checking the available funds.
o Assign vendor filters (optional).
e Requesterslisd] - setup all users who will be creating requisitions.
 Approvershsd - setup approval process for routing requisitions for approval.
e Account Restrictionshedl - limit access to Abila MIP FA account codes by
workflow.
e Restrict Distribution Codesled (optional) - limit employees from using specific
distribution codes.
v Define document _numberingi73 schema - unique document numbers for each
document type (ENC and API).
v Assign user permissions[i47 - for access to each ribbon menu item.
v Configure application options|[i63:
e Enter the SMTP mail server information for email notifications.
e Enter organization's current fiscal year end.
e Select the budget version to be used when retrieving available funds.
e Change the default password for the admin account (recommended before going
live).

Check list items for ongoing maintenance
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Adding new users
v Create[148 a new user account.

v Assigning the user to a workflow/[is3.
v Assign permissionsfi4? to the user.
v Change document ownership (if applicable).

Terminating employees
v Remove user(153 from workflow.
v Inactivate userlt43.

Annual maintenance
v Change fiscal year endfed.

5.3 Setup

The purpose of this section is to setup default values and define other business rules for
creating and managing requisition documents.

i '@ Y
{e] =
Display Account  Shopping Setup

Balance List -
u Dther Options 2l |E

E Opticns r

Mew Vendor Maintenance

E Setup Funding Source Fiscal Year End

scription Workflow ID

Create User Defined Fields
+

Main L"a Setup Spending limits

nain xfer 101 —
— Credit Card Statement Authorization

Punchout Maintenance
101

Options Setup the default flags for the Requisition Module.
New Vendor Maintenance Delete unused vendors.

Setup Funding Source Add funding sources that are on a different fiscal year as your
Fiscal Year End current organization's fiscal year.
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Create User Defined Allows users to add custom fields to the purchase requisition
Fields form.

Setup Spending Limits Setup limits for vendor or employee spending.

Credit Card Statement Retrieve your credit card statement from your bank. Generate
Authorization documents from the statement and transfer to accounting.

Punchout Maintenance Use a vendor punchout website to create and receive
punchout information while electronically connected to the
vendor website.

5.3.1 Options

Select the Options function from the Setup menu. The following window opens on the
screen, displaying a list of all the functions with check-boxes allowing you to turn on or
off each selected function.

Home Page = Requisiton X

-
Transfer Options E } L’@
Other Option
Create Abila Purchase Order after Encumbrance Transfer
Enable budget warning
Enable Accounts Payable transfers | Allow users to edit receiving/picking date
Enable Journal Voucher transfers Do not allow users to back date the purchase order date
Allow users to edit Session ID Allow line Ttem vendor selection
Transfer Attachments to Abila (ENC,ENL and APT) Use Abila distribution code Lrits
Receiving required for transfer to Accounts Payable (ENC and APT) Account Codes are required at requester level
Only create AP invoices from posted Encumbrances Prevent account codes at requester level =
Override Balancing Segment when applying offset Require  vendor before submitting for approval
Apply Abila Jv Offset when transferring Jv Transactions Disable vendor selection at requester level
Do not allow approvers to edit Abila Vendor Data
Boamenthintoment Enforce Abila Account Code Combination
This Purchase Order Authorizes the purchase of the items or services in the quantities and When receiving/picking hide the quantity ordered and unit price
Reason/Justification is required at requester level
Add New Vendor Rule Turn off best fit and auto column width
A e S B Enforce COA restrictions when switching workflows
\User Definable Do not default effective date on a new document
IV SegmentID For Payment 4,0
Show Number of Dedmals 2|3 =

Check the box to the left of the option to control the functions provided for the user.

Transfer Options

Enable Encumbrance transfers.

Create Abila MIP purchase order after encumbrance transfer.
Bypass encumbrance while creating Abila purchase order.

Enable accounts payable transfers.

Enable journal voucher transfers.

Allow users to edit session ID.

Transfer attachments to Abila MIP (ENC, ENL and API).

Receive required for transfer to accounts payable (ENC and API)
Only create AP invoices from posted encumbrances.

Override balancing segment when applying offset.
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5.3.2

e Apply Abila JV offset when transferring JV transactions.

Other Options

Enable budget warnings.

Allow users to edit receiving/picking date.

Do not allow users to back date the purchase order date.
Allow line item vendor selection.

Use Abila MIP distribution code units.

Account codes are required at requester level.

Prevent account codes at requester level.

Require a vendor before submitting for approval.

Disable vendor selection at requester level.

Do not allow approvers to edit Abila MIP vendor data.
Enforce Abila MIP account code combination.

When receiving/picking hide the quantity ordered and unit price.
Reason/justification is required at requester level.

Turn off best fit and auto column width.

Enforce COA restrictions when switching workflows.

Do not default effective date on a new document.

Show number of decimals.

-
Buttons

Documen Text that will appear on the printed requisition form.
t
Statemen
t
New Indicates whether users can add a new vendor or not.
Vendor
Rule
v Selects general ledger segment to use for payment.
Segment
ID for
Payment
E Click on this button to Save the changes.

:}g Click on this button to Undo the previous edit.

% Click on this button to Import documents. Refer to Shared
Activities>Import from Excelb18) for more details.

New Vendor Maintenance

This form allows a user to delete unused vendors. Select the New Vendor Maintenance
option from the Setup menu. The following window will appear:
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sl New Vendor Maintenance %

Drag a column header here to group by that column

Vendor ID 5 Status Wendor Name Doc Mum Date Description Status

Atlanta Industries
Microix Workflow Mod...

ﬁ Delete

This window displays all the vendors present in the database.

Field D
Button

4 Click on this button to Delete the selected vendor. A dialog box informing the
user of the completion of the action will pop up.

5.3.3 Setup Funding Source Fiscal Year End

Utilize this form to add any funding sources that are on a different fiscal year as your
current organization's fiscal year. This information is only used by the Requisition Module.
Any documents that are using the accounts that a user specifies on this form will retrieve
the available funds data based on the Begin Date and End Date for the funding source.
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Setup Funding Source Fiscal Year End .
Import Budget Controls Update Budget Controls
(2) Import from Abila Budget Control () Import From a Specific Segment () Begin Date (") End Date
h;'.-”' Search 2014 © | Replace 2014
o ool
Segment Account Mo FY Begin Date FY End Date i
b2 101 1/1/2015 12/31/2015
2 108 1/1/2015 12/31/2015
7 201 1/1/2015 12/31/2015
2 208 1/1/2015 12/31/2015 W
7 301 1/1/2015 12/31/2015
2 308 1/1/2015 12/31/2015
7 990 1/1/2015 12/31/2015
2 993 1/1/2015 12/31/2015
p) 999 1/1/2015 12/31/2015 -

Record 1of 9 r.'.i x E i,

Import Budget Controls:

Users have the option to import from Abila MIP's Budget Control or a Specific Segment
option. If the Specific Segment option is selected, then the desired segment must be
picked from the list. Click the appropriate option and then the Process B button. You will
then be prompted to confirm the action.

Update Budget Controls:
To apply the Budget Controls option select the Begin Date or End Date option and

click on the Apply v button.

Fields D
Buttons

Y @O x +

Click on this button to Add a new budget control element to the displayed list.
Click on this button to Delete a line item from the displayed list.

Click on this button to Save the changes.

Click on this button to Undo the last edit.
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5.3.4 Create User Defined Fields

This form enables users to add fields to the purchase requisition form. Select the Create
User Defined Fields option from the Setup menu.

The following window will open on the user's screen:

a5 Custom Field Setup x

Type | (@) Document () Detail arch Fie 4 » E ﬁ ,“- '\b!ﬂ

Custom Field Information Lookup Values

Length 1 g

Title Contract Number

Data Type  |VarChar -

Control Type |TextEdit -

Default Sort Order =
Display in Grid | Required

Use SQL statement for lookup values

g ¢

Fields »
Buttons

Search User can search for a UDF or select a field from a drop-down list. The rest of
Field the fields in the form will be filled in according to the default values of the
selected field.

Field Enter the name of the field that should be displayed on the requisition form.
Title

Sort The order of the fields will be presented on the requisition form.

Order

Lookup Intended for users with programming skills to query lookup data from another
SQL database.

Stmt

Default Initial value for the field.
value

Control Select one of the options from the drop-down list:
Type 1. LookupEdit
2. TextEdit
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3. DateEdit
I'}H-_ Click on this button to Add a new user defined field (UDF).
;* Click on this button to Delete the selected UDF.

= Click on this button to Save the UDF.
:h Click on this button to Cancel the edit performed.
1 ?g Click on this button to to Map the UDF to the purchase requisition form.

UDF mapping to Abila MIP FA
Click on this button to Add a new line item.

Click on this button to Delete the selected line item.

vy X

Click on this button to Undo the previous edit.

5.3.5 Requision/PO Spending Limits

The Requisition/PO Spending Limits screen will allow you to set limits for a particular
employee or specific vendor's spending.

Select the type of limit to create (Vendor or Employee):
In the Description column, choose either the Vendor or Employee name to limit.
In the Amount column, set a dollar value as the limit.

Click on Yes to save your work.
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| What type of spending limits would you like to create? &) Vendar ) Employee

Drag a column header here to group by that column

Description Amount

7

¥+ | Anna Belle Martin £1,000.00 -
#

Microix Workflow Modules

Do you want to save changes?

+ R

5.4 My Documents

This form displays a list of all requisitions, AP invoices and encumbrance modifications
created by the login user. See below for other functions that are available.

.u To filter, sort and group the data see Sorting/Grouping/Filtering Data Grids[13.
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Home Page | My Documents X

-
Document Status ~ ~
Dot Type Type Document No Reference Mo Date Document Des. .. | Workflow ID Vendor Name Total % Completed A
L
»iv D t Status: 0 - Requester D t
ENC Reguest Items ... 13-EMN-1010 8112015 Reguestitems... 103 UMASSIGMED - 11.97 0.00 %
ENC Standard Requi... 13-EN-1009 8/11/2015 Request for 2... 103 ABC - ABC Of... 400.00 0.00 %
2, F1L.57
v Document Status: 10 - Accounting Documents (Anna Belle Martin) =
ENC Standard Requi... 13-EN-1013 8/13/2015 Test Partial Pay 103 ABC - ABC Of... 5,988.00 50.00 %
APL AP Invoice fro... 13EN-1013 APABCPARTIAL 8/13/2015 Invoice for 13... 103 ABC - ABC Of... 2,954.00 100,00 %
APT Accounts Payab... AP-1003 8/13/2015 TEST AP Doc 103 ABC - ABC Of... 539.75 0.00 %
ENC Standard Requi... 13-EN-1012 3/12/2015 Requisitionar... 103 ABC - ABC Of... 3,600.00 0.00 %
ENC Reguest Items ... 13-EN-1011 8/12/2015 Request [tem ... 103 UMASSIGMED - 109.78 0.00 %
5 13,231.53
v Document Status: 14 - Documents Transferred to Abila
ENC Standard Requi... 13-EN-1002 7/22{2013 Blanket PO 103 Rapid - Rapid ... 20,000.00 0.00 % g
APL Accounts Payab... AP-1001 AP-1001 7f22{2013 Expense Reim... 103 CPA - williams ... 709.00 0.00 % ﬁ
Chie sl Kiminis, 17 ORI 4004 Zinninia LN Diim e 102 ADF_ADCME _ aonon 1inn nn o i
10 §34,752.49 -
Record 1of 10 j‘é el
Retrieve Records 1000 [ﬂ, + MNew i Edit q View % Transfer & | Recall < @ﬂ Print

o

4 Click on this button to Add or Create a New Document[72).

Click on this button to Edit an existing document. The Edit function is not available
after submitting your document for approval.

&
Click on this button to View the document in read-only mode.

#~1 Click on this button to temporarily or permanently Transfer ownership of your new
document to another Microix user.

If you've submitted your document for approval and need to make any
modifications, you can try to Recall the document to your queue. However, if it
was approved, then the system will not allow you to recall it.

View all payments that were applied to the AP invoice or purchase document.

ﬁﬂ Click on this button to Print a copy of the My Document list.
o

541 Create New Document

To create a new document click on the Add | =F button located at the bottom of the My
Documents form. A form will appear allowing you to choose a document type and prefix.
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Select Document Type Module ID g Description
API Account Payable
Document Options: N PO/Requisition
S0 Sales Qrder
Document Type  |[PO/Requisition

Transaction Type |Standard Requisition

L |

Mumber Prefix 13-EM

Type Description
Accounts Payable Options - s
Reguest Items from Inventory

Standard Reqguisition
R Return Items to Inventory
W Warehouse transfer

v Ok [Hr Cancel

Docume 1. Accounts Payable - Select this option to create check requests or
nt Type vouchers. This type of transaction will be transferred directly to Abila MIP FA
Accounts Payable Module.
2. PO/Requisition - Use this option to create a requisition or purchase order.
This type of transaction can be transferred directly to Abila MIP FA
Encumbrance Module.
3. Encumbrance Modifications - Select this option to create modifications to
an existing posted encumbrances in Abila MIP FA.

w Administrators can remove some of the Document Types that are available
in the lookup list box by navigating to the Maintenance Tab>Organization
Workflow>Requesters/i53 tab. Next, select the Document Type and remove
the employees from the selected list box.

Transact There are several different transaction types for PO/Requisition documents:
ion Type

I - Request Items from Inventory

N - Standard Requisition

R - Return Items to Inventory

V - Inventory Purchase Order

W - Request Inventory Transfer

The N - Standard Requisition type is covered in this section of the manual while
the inventory transaction types are detailed in the[**** |i13Inventory
Module>Create New Inventory Document/i13 section.

Docume Select a document prefix from the combo box. Multiple prefixes can be created
nt Prefix via the Maintenance>Global Options>Document Numberfi7d form. Document
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Fields D
Buttons

prefixes are ultimately part of your document number and it can be used to
assigned different sequential number for each selected prefix.

Document Type - Standard Requisition

~  Document Information

Reason/Justification
Description Vendor Purchase Order

Workflow ID 103 X
Order Date 9/21/2015 ~ | Required Date |10/1/2015 x

Billing/Shipping Information

Bill To Main ~ | ship To Main v |
d Special Instructions/Comments

Vendor Information

VendorID  |WBC - | @, [ |=3] 161 North Lamar
= Suite 200
Austin TX 78755
(512)555-5555 Ext (512)555-5555 Ext

Field »
Button

Docume Assigned automatically upon saving or the administrator may turn on a feature
nt No. that allows users the ability to manually enter a pre-defined number (see

Maintenance>Global Options>Document Number(173).

DescriptiEnter a general description of the item(s) being purchased/requested. Upon

on transferring the document to Abila MIP Fund Accounting, the system will
truncate this description based on the maximum field length Abila MIP FA
accommodates.

PreparedYour name will appear in this field as read-only.

By

Workflo The system will automatically default your Workflow ID in this field. If you

w ID belong to multiple workflows, then click on the Down
different Workflow ID.

-

arrow to select a

Order The current date will be defaulted in this field.
Date

Required The system will automatically enter the Required Date as ten days after the
Date Order Date. You may change this date, if necessary..

BillTo You can accept the default Bill-To address or change it based on your internal

*

policies. Click on the Down ™ arrow to select a different Bill-To address if

applicable.

@ A default Bill-To address can be defined for each workflow and set as
read-only option. See Shared Activities>Address Code Maintenancep:3 tab.
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Field D
Button

Ship To Accept the default Ship-To address or change it based on your internal policies.

-

Click on the Down ™ arrow to select a different Ship-To address if applicable.

vendor gpier the Vendor ID or use the Down ™ arrow to search for a specific vendor.
ID When searching for a vendor, you can click on the different columns to search
by ID, Name or Address.

Vendor The Vendor Name will automatically populate in this field after selecting a
Name Vendor ID.

Reason/ An option in the requisition setup indicates whether this field is a required entry
Justificatfor requesters.
ion

Special Enter any comments that will provide additional information or special
Instructi instructions to Vendors and/or Approvers. These comments/instructions will also

ons/ be included on the printed form.

Commen

ts

Addition If custom fields were added to the document, they will appear in this section.
al Consult internal documents for instructions on using custom fields (User Defined
InformatFields).

ion

Click on this button to Delete your document.

Click on this button to Save changes to your document.

4
H
:"“g Click on this button to Undo the last changes.
» Click on this button to Submit your document for approval.

You can view the Audit Trail. This window displays the progress of the
document in the approval cycle. See Shared Activities>Audit Trailk13 for more
details.

|- Click on this button to Email correspondence. See Shared Activities>Emaill21
for detailed instructions on how to send email messages.

M Click on this button to Attach electronic files to your document. See Shared
= Activities>Attachments[1]) for detailed instructions on how to include
attachments.

ﬁﬁ Click on this button to Print a copy of your purchase request.
S

Item No. Qty Units Date Description Type Price Amount Dist Code:  |Fund Grant o Progr Dept 117
x113 23.00 EA 9/21/2015 Copier Paper N/A 2.7 $63.94 Day Care o1 301 57001 401 201 %
» |& x205 11.00 EA 9/21/2015 Toner/Ink N/A $12.82 $141.02 Day Care o1 301 57001 ~ 401 201 1
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The general ledger segments in this form are imported from Abila MIP FA.These fields will
be filled in from your organization's Abila MIP database (the segments displayed in this
document are from a sample data base). Each field can also be selected from a drop-
down list.

Note: To avoid errors while replicating these codes, a copy feature has been provided.
i [=52
Button

Item No. This is the item's catalog number for a vendor.

Quantity User should enter the number of items to be purchased.

Units This field will default to "EA".

Date This field will be filled in with the date provided earlier.

Vendor Select the preferred vendor for the item being ordered.
ID

Dist See Requisition Module>Create New Document>Distribution Code
Code Allocation/[s?).

Descripti If an item is selected from the list, the description will be defaulted. The user
on can override the description if they choose.

Type The user should select the appropriate option for each item from a drop-down
list. This describes the type of item being ordered.

Tax Rate The tax rate may or may not be applicable for the item depending on the item
setup.

Price The user should enter the price per item.
Amount This field will calculate the total cost of the item.
Note: The cell code and description is provided for a quick view. The benefit of this

feature is that approvers do not have to to drill into each segment. Click on the line item
to view the complete information.

Field D
Button

op Click on the Copy the account codes of the above item.

b 4 Click on this button to Delete the selected item from the purchase request.
2 Click on this button to Cancel the edit performed on the selected field.

=] Click on the Templates S button to open a predefined purchase requisition.

Click on the button to Copy items from a previously written purchase request.
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&
&
Fr

Transfer:
Using this

. | & Transfer
When a user clicks on "=

All the items in the selected purchase request will be added to the current
document. The user can edit these items after copying them.

This function enables managers and supervisors to check unnecessary spending.
It provides a quick check for budget allocations for the items in the purchase
request.

Note: This function is linked to Abila MIP FA general ledger.

Click on he button to apply a mass update for a chosen field (refer to My
Documents>Create New Document>Global Update[s1 for more details).
Click on the button to import a spread sheet as a purchase request (refer to
Shared Activities>Import from Excelb18 for more details).

Click on this button to add items to global list.

option a user can transfer a document to another user in the same workflow.

the following window pop-ups on the screen:

Fields
Buttons

Transfer
To

Message

Transfer Document — O b4
Transfer To:
Anna Belle Martin -
User Name Email Address
Anna Belle Martin AMartin@domain.org
Dana R.. Jeffries DJeffries@domain.org
Ken Z. OToole KOToole @domain.org
Scott Y. Michaels SMichaels @domain.org
i
M v
transferring. Durnng this period you wil not have access to the
document unti it & retumed to you.
Y | send & Close

Click on the Down ™ arrow to select the name of the person from the same

workflow to whom the document should be transferred.

Enter a message (if any) for the recipient of the document.
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5411

%'- Click on this button to Send the document to the recipient. The user will be
asked to confirm the action in the next window.

Microix Workflow Modules

0 Are you sure you want to share the selected document with Anna Belle
Martin ?

B

Click on "Yes" to confirm or click "No" to return to the My Documents page.

[E, To exit the transfer document function and return to the My Documents page.

Vendor Maintenance

To add a new vendor click on #% . This function can be enabled for users depending on
your organization's rules.

Field »
Button

ni-_ Click on this button to Add a new vendors to the list.

Click on this button to Save the vendor information in your database.

H
ng Click on this button to Undo the changes or exit from the vendor information
form.

General Information:

General Information

vendor ID | | sStatus Iy |
Mame | |
Phone | | Fax | |

Fields D
Buttons

Vendor Enter the Vendor ID to add to the vendor list. The Accounting Department will
ID be able to edit this field before approving the vendor.

Name Enter the complete legal name of the vendor.

Phone Enter the telephone number of the vendor.
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Fax Enter the fax number of the vendor.

1099 Information:

1099 Information

[ 1ssue 1099 For this Yendar

Default 1099 MISC Box Number | -

Tax ID Type | - |

Tax Identification Murmber | |

Fields D
Buttons

Issue a Check this block if you plan to issue 1099 for this vendor. The user should check
1099 to with the Accounting Department.

this

vendor

Default Select the appropriate option from the drop-down list.
1099

MISC

Box

Number

Tax ID Select the correct Tax ID from a drop-down list.
type

Tax This information can be provided by the vendor.
Identific

ation

number

The information required in this form can be completed by the Accounting Department.
The requester can proceed even if this information is not available to them.

Default Values:
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Default ¥alues

Class | -
Type | -
Default GL | Pl
Default Dist Code | -

Yendor Account |

Met Days Due | 30 :| Currency D

Memo IDF - 00000000-0000-0000-D000-0C|  Mame Control |:|

Fields D
Buttons

Class Select the appropriate option from a drop-down list. This list can be set up
according to your organization's requirements.
Type Select the vendor Type from the drop-down list.

Default If the user has the information about the G/L account, then they can enter this
GL information or select an option from a drop-down list. The G/L account entered
here will be the default account for each of the transactions for that vendor.

Default The user can select an existing distribution code from a drop-down list. The

Dist Distribution Code entered here will be the default code for any transaction

Code entry for this vendor. The Distribution Code can be changed for individual
transactions.

Vendor Enter the account details for the vendor. This information can be filled in by

Account your Accounting Department.

Main Address:
Enter the vendor's address in the space provided in the Main Address tab.
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Main Address | PO Address

City

Skate Zip

If the Main Address and PO Address of the vendor are the same, then check the block
in the PO Address tab to avoid re-entering the vendor address.

5.4.1.2 Templates

This function allows a user to create a purchase request with predefined fields. This way
users need not fill in information every time they create a purchase requisition. Click on

the Templates <l button to open a predefined purchase requisition.

Docurnent Template

Template Mame |Travel Reim - |

Distribution Code |'Da~;.-' Zare Direck i |

|Qf I | |“Cancel|

Field »
Button

Templat Select a predefined template document from a drop-down list by clicking on the
e Name pown ~ arrow .

DistributiSelect the Distribution Code to be used for the template from a drop-down list
on Code , (jicking on the Down ~ arrow.

5.4.1.3 Global Update

Click on the Global Update & button to perform a mass update. The user can search for
and update a field for all line items rather than editing each one individually. When the

user clicks on the Global Update & button the following window will appear:
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Global Updates
Edit Type
Acce s
Item Description
Assign GL Based on Item Description
Search and Replace Account Numbers
Segment Name bl
Search For -
Replace with w
v Apply @ Close
Fields >
Buttons
SegmentSelect the appropriate option from the drop-down list by clicking on the Down
Name - 5oy,
Search Select the code for the segment from the drop-down list by clicking on the
For Down arrow ~
Replace Select the option which the segment should be replaced from the drop-down
With list.
Y4 Click on this button to Apply the changes to the code segments.
[H, Click on this button to Close the Global Update form and return to the
purchase request.
5.4.1.4 Distribution Code Allocation

This feature allows the user to split the cost of an item among multiple departments. The
distribution codes with their allocations are set up in Abila MIP. During entry of a line item,
if the user selects a distribution code from the pick list, then the application will read from
the database and add the allocation percentages to that line. When the document is
transferred to Abila MIP the allocation percentages will be applied against the line amount
and spread across the distribution accounts.
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Iterm Mo, (0] IIniks Dake Yendaor Id Dist Code
¥ |E Computer 5.00 EA 1z213f2012 : -

2, | Percent Fund Grank Progr Dept 117

k 25,00 % 01 101 101 101 1
25,00 %% 04 201 101 1
25,00 % 101 1
25,00 % 01 1

#

5.5 Receiving

The Receiving function notifies the system that the items in a purchase requisition have
been received.

Home Page | Purchase Order Receiving List 3¢

Drag a column header here to group by that column

Doc Type Document No Reference No Date Description User Name Workflow ID Vendor Name Document Status  |Received %

¥

¥ |ENC 13-EN-1002 7/22{2013 Blanket PO Anna Belle Martin -~ 103 Rapid Supplies Pr... Documents Trans... 0,00 %
ENC 13-EN-1009 8f11/2015 Request for 20w... AnnaBelle Martin 103 ABC Office Supply  Supervisor Docu... 0.00 %
EMC 13-EN-1024 9/2j2015 test Anna Belle Martin 103 UMASSIGMED Requester Docu... 0,00 %
EMC 13-EN-1039 9/21/2015 Vendor Purchase ... Anna Belle Martin 103 ABC Office Supply  Accounting Docu. .. 0.00 %
ENC 13-EN-1043 10/2/2015 Anna Belle Martin -~ 103 Requester Docu. .. 0.00 %

&'g 44 Record 10f5

q, Open @ Close

Select a purchase document from the list and then click on the Open < button. The
purchase request will open in a new tab and the user will be able to view the line items in
the document.

Home Page | Inventory Receiving | Receiving for 13-EN-1012 X

Standard Requisition o™ S90S

Document Information Special Instructions/Comments

1. Choose "Receive All" or fill in a specific quantity per
item in the QTY Received column

2. Save the document to complete the receiving phase
Item ID Item Descri... |Unit Type UOM Ratio Qty Ordered | Qty Receiv... |Qty Cancel.., |LastDateR... |QOl

L]

» |5103 Refrigerato... EA 1 G 0 ] 1 3.00 8/256{2015 Anna...

Record 10f 1 LQ

Include items fully received
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How do I reset receiving? (two options)

If the document is NOT 100% received - you can reset receiving for a particular line by
selecting the received line and click on the Reset Receiving button on the bottom

left:

Record 1o0f 2 I_'ZJ

If the document is 100% received - navigate to Maintenance> Document Maintenance
, then select the document and click on the Reset Receiving button on the bottom

left:

o % (g o [ @ & Record 10f 1000

Fields D
Buttons

=

Date
By

Notes

Click on this button to Save the current document or changes to the
document.

Click on this button to Undo changes to the items receive status.

To view the audit trail. This window will display the progress of the document in
the approval cycle. See Shared Activities>Audit Traill213 for more details.

To receive all the items in the purchase request.

User will be prompted to confirm the action. Click on "Yes" if you have received
all the items or click on "No".

Once all the items in a purchase request have been received it will no longer be
seen in the "Purchase Order Receiving List" for the user.

Click on this button to Attach documents to the purchase request (i.e. e-mails,
quotations, spread sheets, etc.) See Shared Activities>Attachmentsl1h for

more details.
Click on this button to Print a copy of the purchase request.

Enter the quantity received.

Select the appropriate option from a drop-down list. The list can be set up
according to your organization's requirements. The user can select if the item
was received, damaged, backordered etc.

This field will default to the current date. The user can also edit this field.
This field will default to the name of the user.

Enter comments or information (if any) about the received item.

Click on this button to Add a new line to the current item that the user is
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receiving. This button can also be used to copy the receiving information of the
previous item for the next item.

x Click on this button to Delete the selected line.

:h Click on this button to Undo the edit performed.

5.6 Query Vendors

This form gives you one-touch access to the vendor list, which can then be filtered,
sorted and/or printed.

Drag a colurn header here ko group by thak calurmn

Vendor ID Wendor Mame Address ity State Zip Status

| ABC Office Supply 161 Morth Lamar Austin T 78755

b 8
.“Be Southwestern Eell PO Box 129800 Houston  Tx 7a462-9300 A
ity City Constructors SE78 Congress Avenue Auskin T& 7a701 &
CPA, Williarns & Errickson, CPA's 7100 Highwayw 360 South Suite 210 Auskin T TEI4A-5744 A
IntSup Inkernational Supplies 2188 Murkey Lane Cktawa 0N K14 0EL A
ISInc International Supplies, Inc, 2113 Clear Street Ottawa 0N K1A OBEL A
rulberry Mulberry & Thampson, Atkar.,, 2121 West Grand Parkway Austin T® 7a70S-1111 A
Rapid Rapid Supplies Provider 1001 Ocean Blvd Cancun 77500 A
Trans Transporkation Services, Inc 1200 South Congree Avenue Auskin T8 787046455 &
MAS3IGNED MASSIGEMED A
windell windell Property Management 3747 Town West Boulevard, Suite 1400 Auskin T% 7E705-5445 A
-:‘j d Print

5.7 Query Chart of Accounts

This screen provides easy, quick access to the Chart of Accounts. You may select a
segment to display all of the codes available for that segment. The users with the
required security rights can also add accounts from this screen.
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Home Page | Query Chart Of Accounts X
-

Drag a column header here to group by that column
Code Title Short Title Status

L]

»[101 Health Care Health Care A =
108 Allocated Health Care Allocated Healt A
201 Sodial Service Social Service A
208 Allocated Sodal Services Allocated Soda A
301 Food Service General Food Se A
308 Allocated Food Services Allocated Food A
401 Day Care Day Care A
408 Allocated Day Care Alocated Day C A =

Add chart of accounts

Approve Documents enables a manager or supervisor to view, edit, and approve
documents that have been submitted to them for approval. This functionality can be
activated for the appropriate personnel according to your organization's requirements.
Click on Approve Documents to open a new tab displaying the list of purchase requests
that an approver has to approve.

To open the selected purchase request in a new tab. The approver can edit the
request when a document is opened in this mode. A dialog box will pop-up on
the user's screen. The user can read the comments about that document.

Click on this button to View a selected purchase request in a new tab. The

approver cannot make changes to the document if opened in this form.
~ This button provides an option to Split the selected document. See Requisition
& Module>Approve Documents>Split Requisition(ss).
‘}@ This button allows the user to change the type of a purchase request from ENC

to API and vice versa.

ﬁﬂ Click on this button to Print the current open purchase request. A new tab
displaying the printable form of the document will open on the user's screen.
The document can also be saved in a printable format.

When an approver opens a document for approval the following tab opens on the
approver's screen:
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Home Page | Reguisition Document Approval List = Document - 13-EN-1013 X

Document Type - Standard Requisition

-

AP REIDY ¢ DB

# Document Information

Description

Order Date

8/13/2015

Reason [Justification Additional Information (User Defined Fields)
est Partial Pa
Workflow ID 103

~ | Required Date |8/23/2015

Billing/Shipping Information

Eill To

Vendor Information

Vendor ID

Item MNo.

3

owz | O 1200 EA

Main ~ | Ship To Main ar]
Special Instructions/Comme
ABC - | =]/ 161 North Lamar
14 Suite 200

Austin TX 78755

(512)555-5555 Ext

(512)555-5555 Ext
Qty Units  |Date Description Type |Price |Amount Dist Code  |Fund Grant GL Progr Dept 117 .

8/13/2015 HP Laser Color Printer pja $499... $5,983.00 01 101 18001 =

12.00 $5,988.00

1

Record 1of 1 @ b 4 g :}l‘ | ...5_'[; @ L& m

Account Titles - GL-

L=y

=]

.

o

Approve

13001 - FIFO Inventory Account | Fund-01 - Operating Fund | Grant-101 - Health Appeals |

Click on this button to Void a purchase request. A dialog box will open and ask
for confirmation. Click on Yes to confirm or click on No to return to the
document.

Click on this button to Save the current document or changes to the
document.

Click on this button to Undo changes to the document.

Click this button to Approve the currently opened document (refer to Approve
Documents for more details).

Click on the Audit Trail button to list the progress of the document in the
approval cycle (refer to Shared Activities>Audit Trailk13 for more details).

This button allows you to send an Email from Microix. A manager or supervisor
can use this function to request the user to make changes to the document.
The user can use this function to ask for additional information about a
purchase request that they are creating (refer to Shared Activities>Emaill210
for more details).

Click on the Attach button to add documents as attachments to the purchase
request(i.e. emails, quotations, spread sheets, etc. refer to Shared
Activities>AttachmentsPih for more details).

Click on this button to Re-Route the purchase request to a selected user from
a list. (refer to Shared Activities>Re-Routebod for more details).

Click on this button to Print the purchase request.

Documents:
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the user to confirm the action.

new dialog box will appear on the user's screen.

b

Farrm Printing

send To | (©)iScreen: () Prinker Eﬂ Frink @ close

printable format.

e Click on the Close b button to exit from the printing option.

e Click on & to approve the currently opened document. A dialog box will appear asking

e Select No to return to the document. Confirm the approval action by clicking on Yes. A

e Choose the appropriate option and print the form or save the document in any other

e Once completing or exiting the print action, a window called Encumbrance Transfer

will appear on the user's screen.

Encumbrance Transfer

Transfer Option

Approve but do not transfer to MIP

Effective Date

Date 9/21/2015 @)
Use the original effective date of the document

Session Information

Session No. v | &

lUse the effective date as part of the session number

L,_) Process @ Cancel
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Fields D
Buttons

Transfer Check this box to transfer the approved document to Abila MIP FA.
Option

Effective This field will default to the current date. User can edit this field. Additionally,
Date the user can check the box if the original effective date of the document
should be used when approving the document.

Session . + o ) )
Informati Click on to create a new session in Abila MIP FA. User will be prompted to

on confirm the action. Click on No to exit generating a Session No. Click on Yes
to confirm the action. A session number will be generated for the document. T
his field will be filled with the previous session number, by default. If an
approver wants to add the purchase request to an existing session, then the
Session No. can be selected from a drop-down list.

Transfer Select the appropriate option and information (attachments, comments, etc.)
Transacti pertaining to the document that will be transferred to Abila MIP FA.
ons
=1 Click on this button to process the document transfer to Abila MIP FA as an
i unposted batch. A new dialog box confirming the successful transfer will pop-
up. Click OKto return to the Requisition Document Approval List window.
This will complete the approval process and the document will no longer appear
in this window.

Click on this button to exit the approval action. A dialog box informing the user
of the action will pop-up. Click OK to return to the Requisition Document
Approval List window.

5.8.1 Split Requisition

This feature of the Requisition Module allows a supervisor or manager to automatically
split a requisition document into multiple documents based on two line-item criteria: Item
Type (Inventory vs Non-Inventory) and Vendor. This results in multiple documents
containing only one type of item or only one particular vendor per document.

Note: You will need to first allow vendors to be selected as a line item. Find this under
Requisitions> Setup> Options. Check the Allow line item vendor selection box. Then
you will log out and log back into the software.

Other Option

Enable budget warning
| Allow users to edit receiving/picking date
Do not allow users to back date the purchase order date

I o | Allow line Ttem vendor selection I

Note: The first time you attempt to split a document, you will receive a message that it
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is not at the appropriate level to split. Refer to the end of this section for information on
designating the Split Document Approval Level.

The process works as follows: A requisition document is entered which has multiple line
items. Each of these lines are marked with the desired vendor but the vendors are
different. The other option would be if multiple item types were selected, some inventory,
some non-inventory. The order is then submitted by the requester.

Item No. Wendor 1d Qty Units Date Description Type Price Amount Dist Code Fund Grant GL
0101 iBel - 2,00 EA 10/6/2015 Black Desk Chair A $59.00 $118.00 01 101 13001
M23456 ABC 5.00 EA 10/6/2015 Stethoscope Kit /A $29.99 $149.95 01 101 18001

The approver receives the requisition document and authorizes the purchase. The
approver selects the Open button to view the document. Noting that multiple vendors (or
item types) are presented, to avoid having to split the requisition up into multiple
documents manually, the approver selects the Split Document button:

wlllll ||=D % F‘,.-

Y r Y YEEY N

At this point, the software checks the transaction lines for:

A) Multiple vendors

B) Multiple item types

C) Both (Note: you can only choose one or the other to split by)

Microi Workflow Modules

This process will split this document into multiple requisitions by vendor,
Continue with split?

Yes Mo
A)
Microix Workflow Meodules

This process will mowve the inventory items to a new inventory dispense

document, while keeping the non-inventery items on the current document,

Continue with split?

Yes Mo

B)
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Split Options X
Please enter V for Viendor or | for Invertory tems
Cancel

C)

Affirming that the message will take the original document, keep the lines for the vendor/
item type with the most line items and then create new documents for each other
vendor/item type represented. You can accomplish this by moving their line items to the
new documents. The new documents will be hamed with the original document number
prefixed with an "-S1", "-S2", etc. to link the documents together visually. At the same
time, the documents will be submitted to the next approval level automatically.

Split Document Approval Level:

1. Select the Maintenance tab.
2. Click on Global Options button then select Approval Level Title.

3. Place a checkbox in the Split Documents column of the approval level for which you
would like to split.

@ s Workflow Modules 2015 - a X
[ |
Budget Requisition/Purchase Order Inventory Timesheet Support

BE 2@ B 2 B0

=1s

=
Users Security Organization | Global Document Approval Post Forms  System :
Workflow | Options = Maintenance Substituton Messages Designer Alerts
Users and Secu... Setup| - lenance
Application Options
Home Page | Approval Level Titles| £
'] -
[_—”’.! Approval Level Title
as® )
= e
Document Numbers
~ Renumber Approval Leve
Level = | Level Tite %& Change Document Ownership solidat. .. || Split Docum. .. fWarehouse... |Received M... | Disable EMaill | Disable Edit | Disable Print |Must View ... Active
0.0 Requester W
0.5 Preliminary ... Terminology v
1.0 Supervisor ] W = W
System Login
2.0 Manager Fi
S0} Menaoes Glehal Lockup .
4.0 Director W
5.0 CFO Glahal Settings ‘
6.0 Purchasing v
7.0 NJA System Audit Trail
8.0 Nja Iy DprOvErITT
9.0 NfA MNfA Approvalin...
b 10.0 Accounting  Accounting ... Approved v e T

Record 12 of 12 I* x

User Name - Anna Belle Martin | Organization Name - Sample Organization, Version : 2015.001.3 | Abilz Server Name - MICROIX-LEVIYMICROIXSQL12
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5.9

5.10

5.11

Document Search

Refer to Shared Activities>Document List[218 for more details.
Reports

This function enables the user to generate reports for Document List with Receiving
Information and Requisition/PO reports (refer to Shared Activities>Reports[213 for
more details).

Display Account Balance

Managers can utilize this form to view the available funds for any of their assigned
accounts.

Home Page = AccountBalance X

Filter Information Report Type

From 1/1/2015 @ | To 12{31/2015 [E] | workflow | Program Services yel [Defait Layout] ol E e w Delete

Detail View | Summary View | Chart

-
AcctType - =
GL Fund Dept Account Title | Fund Title Dept Title Budget Actual Encumbrance |Balance Un-Posted Microix Available
¥
r | v Acct Type: EXP
64001 01 201 Direct Child ... Operating F... Program Ser... £0.00 §1,015.90 £0.00 ($1,015.90) $0.00 £0.00 (§1,015.90)
64001 Direct Child ... £1,026.59 $0.00 £0.00 §1,026.59 $0.00 £0.00 §1,026.59
63001 05 401 Direct Medic... Federal Gra... Executive Di... £0.00 $9.96 £0.00 ($9.96) $0.00 $0.00 ($9.96)
63001 05 301 Direct Medic... Federal Gra... Accounting $0,00 $59.80 $0.00 ($59.80) $0.00 $0.00 {$59.80)
63001 04 201 Direct Medic... State Grant... Program Ser... $0.00 §27.41 $0.00 ($27.41) $0.00 $0.00 ($27.41)
63001 04 101 Direct Medic... State Grant ... Administration 50.00 §1,710.15 50.00 (81,710.19) 50.00 50.00 ($1,710.15)
($511,282.... | (§982,237.... | ($18,657.76) | ($389,613.... (840.00) ($539.75) | ($390,193.07) | +

" L% Export Eﬂ Print @ Cloze

a,

From Select the date for viewing the budget information.

To Select the date up to which purchase requests should be included in the report.
workflo Select the workflow from a drop-down list by clicking on (/O

Field ’

Button

Click on this button to View the result.

Click on this button to Export the result in Excel (.xls) format. The user will be
prompted to save the file.

& o/

Click on this button to Print a copy of the result.

@,
R )
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[E, Click on this button to Exit the Display Account Balance form.

Note: To group the data, drag a column header to the grey shaded area and the system
will adjust the resulting table according to the selected column.

5.12 Shopping List

The Requisition Module Shopping Cart provides a method for users to add and maintain
the items that are available for selecting on a purchase request. This allows users to add
line items to their purchase requisition without having to enter the entire information
manually.

The user can select the Shopping Cart tab from the Requisition/Purchase Order Module
ribbon menu.The following window will open on the user's screen:

Home Page | My Documents | Shopping Cart X

Shop rt | Add Items to Cart

Drag a column header here to group by that column

ItemID Status ¥ | Description Category GLCode DistCode TypelD
I |
3 X102 A Paper Office Supplies 57001 MN/A
X103 A Pens Office Supplies 57001 /A
X104 A Pendl Office Supplies 57001 /A
x105 A Paperdips Office Supplies 57001 N/A
123123 A Test TEst 14001

7

Record 1of 5 I:* xg, “; —fﬁ

Field ’
Button
‘-‘i Click on this button to Add a new item to the Global Item List. Click on the
button to add item details. Once the item is saved in the global list, then users

can add it directly to their purchase request.

Click on this button to Delete a selected item.

Click on this button to Save the added item to the list.

Click on this button to Cancel the previous edit performed to the item list.

Y @ %

Click on this button to Import items from an Excel sheet(refer to Shared
Activities>Import from Excell18 for more details).

s

Click on this button to Print a copy of the item list.

),
R )
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6 Inventory Module

6.1 Introduction

The Microix Inventory Module is a feature-rich tool that allows you to efficiently and
effectively manage your inventory. It works hand-in-hand with Microix’s Requisition/
Purchase Order Module to leverage off of a proven workflow approval process.

Highlights:

Easy to navigate and use.

Simple and easy to learn.

Real-time item availability for ordering.

Multi-warehouse item storage management.

One-touch reporting for demand, stock levels and valuation.
Barcode support.

Adjustments.

Physical count sheets.

The Inventory Module caters to two types of individuals - those that will manage the
inventory and those who will order the inventory items for use. Each of the inventory
ribbon menu options are detailed below. Follow this link: Il113nventory Module>Create
New Invent D ments(113 for details about the Requisition/Purchase Order Module
functions that are used by inventory.

@ s Workflow Modules 2015 — O X

Budget Requisition/Purchase Order Inventory Timesheet Maintenance Support
..... F—— e |
@ * i [# [] =] [an L]
P (i ) ﬁ ? |i | =% : =0 |=& [=
My Inventory Inventory Inventory Inventory Produce Warehouse Item  Physical Asset Approve Document Reports Setup
Adjustments  Shopping Items Items Stock Level Assemblies s Labels Count Tracking Adjustments  Search -
Activities a Inventory y Warehouse u Accounting

e

Lists all inventory adjustments documents you have created in Microix. Allows
nventog you to add new adjustments, including beginning balances, edit your existing

Adl_'ﬁiu stmen entries and submit the adjustments for approval within the workflow process.
tsios
Inventory Quick order entry feature for creating a request for items from inventory.
Shopping
Itemsfiod
Inventory Enter and maintain the inventory items
Items/iod)

Inventory Shows the stock level status of each item in inventory, highlighting those
Stock Levelthat require attention when validated against pre-determined rules

107

Produce_ A Production screen allowing creation of assemblies based on location
ssemblies

1081
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6.2

6.3

e

Inventory Warehouse function to pick items from inventory

Pickingo

Inventory Warehouse function to receive items into inventory

Receiving

10

Item Prints labels for stocking inventory items

Labels(110)

Physical Create physical count sheets and enter updated inventory counts
Countfih

Approve Approve adjustments that are submitted to you for approval

Adjustmen
tshid

Setupl961  Setup the system-wide costing and general ledger account information for
inventory

Inventory Module Checklist
Check list items for implementing the Inventory Module

v Setup[ee) cost method and general ledger accounts to be used.
v Enter or import Inventory Itemsfod.

v Import Inventory Item Images[iod (optional).

v Enter or import item beginning balances|9\.

Check list items for ongoing maintenance

v Enter or import inventory adjustments[og).
v Periodically perform physical counthidl.

Setup

The first step that must be completed before using the Inventory Module is the Setup
section. The cost method, default general ledger accounts for specific inventory type
transactions, inventory segment and offset entries in MIP are entered using the Setup
screen. This activity generally needs to be done only one time.
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Inventory Setup Options

Options

Auto-Receive All Documents Auto-Fulfil All Documents

UUse Cost On Sales Orders

Restrict to Inventory Items Only on Reguest from Inventory Documents

General Ledger

Sales Returns Account 45501 b

Due From GL Account 14001 b

Due to GL Account 24001 v | Physical Inventory Adjustment Account | 18001 -
Beginning Balance Clearing Account 18001 -

Convert Account Type > |

dInventory Offsets for Accounts Payable | Inventory Location Default Values by Workflow

Source Currency  |Fund GL Offset Fund Offset GL
¥ | API v | ANY 01 18001 01 20000
APL ANY 01 13002 01 20000

Record 10f 2 * x ]

E' Save @ Cancel

4 i ¥

Cost FIFO, LIFO, STD or AVG. Because of the importance of this field to the
Method application, it is set one-time and then locked.

Auto- If your organization does not require the warehouse action of receiving
Receive inventory, this option should be selected. The application will automatically
All receive inventory into stock when documents are transferred to Abila MIP.
Documen

ts

Auto- If your organization does not require the warehouse action of fulfilling/picking

Fulfill All inventory, this option should be selected. The application will automatically
Documen decrease the inventory in stock when documents are transferred to Abila MIP.
If Lot, Serial Number or Expire Date are set up as required entry fields for an

ts
item, the Auto-Fulfill option will override that requirement.

Sales General ledger account for Sales Returns.
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Fields ’
Buttons

Returns

Account

Due From Not currently being used by the application.

GL

Account

Due To GL Not currently being used by the application.

Account

InventoryThe general ledger segment that will designate the inventory location. Because
Location of the importance of this field to the application, it is set one time and then
Segment locked.

Physical General ledger account for adjustments.

Inventory

Adjustme

nt

Account

BeginningGeneral ledger account for beginning balances.

Balance

Clearing

Account

Convert This option converts inventory accounts to Other Assets and Other Assets to
Account inventory type accounts. Use with caution, or as directed.

Type

Inventory Offsets for Accounts Payable

Use this grid to set up the inventory offset accounts in the Abila MIP Fund Accounting
database. This must be set up before transferring any inventory transactions to Abila MIP.

Inventory Locations Default Values by Workflow

Use this grid to set up the inventory locations default values. Specify the default location
and the master warehouse for each workflow.

My Inventory Adjustments

Inventory adjustments are made to adjust quantity or to adjust inventory cost. There are
two types of inventory adjustments - standard inventory adjustments and beginning
balances. An item must have a beginning balance before it can be requisitioned. The
quantity on hand for the beginning balance is updated when the inventory adjustment is
approved and transferred to Abila MIP.

My Inventory Adjustments displays a list of all inventory adjustment documents created
by the login user.
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Home Page | My Inventory Adjustments X

Status -

Do Type Type Docurnent Mo | Dake

¥ 0 -MNew Documents
3 ADJ Inventory Adjustment ADI-1144 11/7/2012
AD] Inventory Adjustment ADI-1143 1172012

* 10 - Accounting Documenks

AD] Inventory Adjustment ADI-1134 11f1/2012

v 14 - Document Transferred to MIP
ADI Inventary Beginning Balance  ADJ-1140 11/7/2012
ADI Inventary Adjustrent ADI-1131 10/2312012

Record 1 of B

Retrieve Records 1000 [f.i

Create New Inventory Adjustment[ed).

Daocurnent Descripkion

Adjustrment - Toner Cartridge

Office Supplies Adjustments for Water Damage

Pheysical Inventory Adjustments

Cffice Supplies Beginning Balances

IPhaone Cost Change

“Hl' = f Edit % Wigw O Recall

‘Whiarkflow ID

100
100

100

100
100

Tikal

305,98
53,38
-359.36

-50.00
-50.00

20,997.00

900,00
$31,327.64 | w

‘_L"ﬁ Print:

o
1

& is submitted for approval.
Q

B

View the document in read-only mode.

was approved, the system will not allow you to Recall it.

e

6.4.1 Create New Inventory Adjustment

ﬁﬂ Print a copy of the My Inventory Adjustments list.

If you have submitted your document for approval and need to make any
modifications, you can try to Recall the document to your queue. However, if it

Edit an existing adjustment. The Edit function is not available after the document

To create a new inventory adjustment click on the New | =F button located at the
bottom of the My Inventory Adjustments screen.
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Home Page | My Inventory Adjustments | Document - To Be Assigned X

. = > = = ) &l [
Document Type - Inventory Beginning Balance x mihy 2 Y gﬂ [i
~ Document Information
Comments
Date 8/26/2015
Description
Workflow Program Services
Adjustment Type |Inventory Beginning Balance
Value Title
Transactions |g Inventory Beginning Balance
C Inventory Cost Adjustment
Item Number |N Inventory Quantity Adjustment Fund Grant GL Progr Dept 117

#

= [

Record Dof 0 G 3¢ oD u_g @ LY

Document Information

Docume The system will automatically assign a number to each new inventory

nt adjustment document.
Number
Date The current Date will be defaulted in this field but can be overridden.

DescriptiEnter a general Description of the adjustment.

on
PreparedYour login will appear in this field in read-only mode.

By

Workflo The system will automatically default your Workflow ID in this field. If you

w belong to multiple Workflows, click on the Down ™ arrow to select a different
Workflow.

Adjustm Inventory Beginning Balance or Inventory Adjustment.
ent Type
CommenEnter any Comments that will provide additional information or special
ts instructions.
Delete the current adjustment document.
Save changes to the adjustment document.

4
o
:"“g Undo the last changes.
» Submit the adjustment document for approval.

View the Audit Trail. This window will display the progress of the document in
the approval cycle (refer to Shared Activities>Audit Trailk13 for more details).

[~ Use this button to send Email correspondence (refer to Shared
Activities>Emaill218 for detailed instructions on how to send Email messages).
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Fields D
Buttons

J.::Jf,.f, Use this button to Attach any electronic files to your adjustment document
= (refer to Shared Activities>Attachmentsbil for detailed instructions on how
to include attachments).

ﬁﬁ Print a copy of the adjustment document
o

Transactions

Field ’
Button

Item Use the pick list to select the inventory item to be adjusted.

Number

Descriptio This field will fill with the Description of the item selected.

n

Type “In” or “Out” to indicate whether the adjustment is adding to or deleting from

inventory. Beginning balance adjustments can only be “In”.
Quantity Number of units of the adjustment.
Unit Cost Unit Cost of the adjustment.
Amount The system will automatically calculate the quantity ordered with the unit cost.

General Segments will default based on the definitions entered in the inventory setup and

Ledger items master but can be changed.
Segments
op Open a new row to add an adjustment.
4 Delete the selected line.
] Cancel the edit performed on the selected field.

&

Import a spreadsheet to create the adjustment transactions (refer to
Shared Activities>Import from Excelbi8 for more details).
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6.5 Inventory Shopping Items
This function gives requesters a way to view a list of the inventory items, with their
current quantity on hand, and quickly create either an Internal Purchase or Sales Order
type requisition. The list of items available to the user is filtered based on the security set
up in the workflows in which the user is a requester.
Home Page | Invenkory Shopping Ikems X
Drag & column header here to group by that column
Select | Order Qby | Product Image Ikermn Mo, Location | Descripkion Cateqory  |OQOH  [UGM | List Price
? Mo image data
b |:| iPhone 101 IPhone Phone 95 EA 461,25
0 WP 101 ‘Windows 7 Phone Phone 22 EA $48.75
@) Internal Purchase Sales Order # Create Crder Q\t@ Print
Click on the Select check box to choose which items to order, enter the Order Qty for
each, then select either Internal Purchase or Sales Order and then click Create Order
to generate the order document.
6.6 Inventory Items

Inventory Items must be entered or imported into the items master table before they will
be available for processing. Clicking on the Inventory Items ribbon menu button will
display a list of all the inventory items in the system.
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Home Page | Inwventory Ikems X

Drag a column header here bo group by that column

Item ID Status | Description Tvpe Cateqory Sub-Category Preferred Yendor
? ; Office

220512 A Multi-Use Copy Paper § 1/2 % 11, 5000 Sheets per Case  Inventory Office

226151 & Laseriet Black Toner Cartridge Invenkory Cffice

Z27a00 A Colored File Folders - Box of 100 Inventory Office
» | (] Starts withi[ Categary], 'Cffice”) Edit Filter

Ei'. = f Edit % Hiskory | I% Import | - ig Print

o

Create New Inventory Itemfo3.

Edit an existing inventory item.
Detailed report screen of item movement in and out of stock.

There are two types of inventory imports available from the Import button pull-
down menu:

1.) Import Items from Spreadsheet - Import a spreadsheet to create the new

inventory items (refer to Shared Activities>Import from Excell218 for more
details).

2.) Import Item Images - Import images stored on disk (refer to Inventory
Module>Inventory Items>Import Item Imagesfod for more details).

& o) NV RV

ﬁﬁ Print a copy of the Inventory Items list.
i

6.6.1 Create New Inventory Item

To create a new inventory item click on the New | dF button located at the bottom of
the Inventory Items list screen.
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Item Information Sales Information D 2 [ (e
x ol
Sales GL 46501 - Ttem Image
Barcode Mo, 10111212] COGS GL 657000 -
Description Walmart Item is taxable
Category Gift Card -
SubCategory Walmart d
Status A b
Purchase Information I No image data
Dimension UOM b
Preferred Vendor [UNASSIGNED - berne 0]~
Height 4]
Expense GL 62001 - Width 0]~
Purchase UOM EA = | Conversion Ratio . Weight UOM =
Inventory UOM  |EA ' Weight 0f-
Quantity en Hand and Stodk Level Rules | Vendor UOM/Barcode | BAL/Fund Account Default Value T t Comments
Location Default Bin Min Stock L... |Max Stock ... |Warning Level |Re-Order Qty |Standard/A... |Sale Price List Price Misc Price -
b |01 5 13 3 10 £20.00 £25.00 £25.00 §25.00 ¥

There is the capability to capture extensive information about each item, although not all
fields may be relevant or necessary to your organization. The fields that are highlighted
with green are required.

Item Information

Item Unique identifier for the inventory item
Number

DescriptiDescription that will appear with the item number to identify the item.
on

Categor User-defined global lookup to help organize the items.

Yy

Product Always set to “Inventory”.

Type

Barcode Unique number to be used with barcode readers.

No.

Sub- Additional user-defined global lookup to be used along with Category.
Categor

Yy
Status “A” (Active) or “I” (Inactive). Only Active items will be available for ordering.

Purchase Information
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Fields D
Buttons

Preferre Used by the Inventory Stock Level form for re-ordering.

d Vendor

InventorInventory general ledger account for the item.

y GL

Expense General ledger account to use for expensing the item.
GL

Purchasi Unit of measure used during purchasing of the inventory item.
ng UOM

ConversiRatio between the purchasing and inventory UOM.

on Ratio

Inventor Unit of measure inventory items are stored and sold in.
y UOM

Sales Information

Fields D
Buttons

Sales GL General ledger account to use for the selling of the item.

Tracking Indicate whether the item will be tracked by Lot Number, Serial Number and/or
Require Expiration Date. If any of these requirements are set, this information must be
ments entered by the warehouse during inventory picking.

Dimensions

The dimension fields: Length, Width, Height, etc. are used for informational purposes only
and are not required.

Additional Information

Microix provides user-defined fields to allow for additional categorizing of the inventory
items to specific organization requirements.

Field D
Button

CommenFree-form text to add any information concerning the item.

ts

Item An image of the item can be uploaded into the database and is displayed on the

Image Inventory Shopping Items form to help users identify items when creating inventory
requests. To upload the image use the pop-up menu shown when you right-click in
the picture box.
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Fields D
Button

s-‘ Delete the inventory item.

E‘ Save changes to the inventory item.

';a; Undo/Cancel the last changes.

ﬁﬁ Print a copy of the inventory item information.
o
uantity On Hand and Stock Level Rules
Once the beginning balance inventory adjustments are entered or imported, this grid will
show a line for each location where the item is stored. The stock level rules and pricing
fields can then be updated.
Fields >
Buttons
Location Location of the warehouse where the item is stored. This is a read-only field.
Bin Bin where the item is kept in the location. Not currently being used.
Min These fields are used by the Inventory Stock Level screen to identify items
Stock that need re-order attention.
Level,
Max
Stock
Level,
Warning
Level
Re-OrderDefault Re-Order Quantity shown on the Inventory Stock Level screen.
Qty
StandardUsed for the standard costing method. Determined by inventory adjustments.
Cost
Sales Used for Sales Orders and Sales Order Returns,
Price &
List Price
Misc User-defined price. Not currently being used.
Price
6.6.2 Import Item Images

The Inventory Module allows images of the inventory items to be stored in the database.
These item images are displayed on the Inventory Items maintenance form and as well
on the Inventory Shopping Items list. Images can be imported one-by-one by opening
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the Inventory Items maintenance form and loading the image into the picture box or
multiple images can be imported at one time using the Import Item Images feature. You
would use this feature after you have entered or imported your inventory items. The items
must exist in the database before the images can be imported.

To prepare to import the images en-masse, you should copy all the images you want to
import into a single directory. Therefore, that function will know which inventory item to
link their respective image to. You must name the image with the item's ID. Once you
have the images named properly, stored in a single directory, you are ready to to import.

Click on the Import Item Images pull-down menu selection of the Import button. The
Browse For Folder dialog box will be displayed.

Browse For Folder

B Deskiop

= Libraries

2 Rickie

1M Computer

;:;i Network

EH contral Panel
£ Recycls Bin

Make Mew Folder K, Cancel

4

Browse to the directory where the images are housed and click the OK button. The
process will load each image into the database, linking it to its respective item. If an item
is not found in the database, then the process will notify the user and give them the
option to continue or not. The user will also be notified when the process has completed

and all the images loaded.

Inventory Stock Level

This feature is designed for the Purchasing Manager to have an easy method for assessing
the current status of each inventory item in stock and creating an inventory purchase
order to reorder those items that require it. The list of items available to the user is
filtered based on the security set up in the workflows in which the user is a requester.
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Home Page | Inventory StockLevel X

Drag a column header here to group by that column

Select | ItemNo.

b F100
F101
Fl102
F103
Fl04
F105
M100
M101
M102
M103
M104
M105
0100
0101
0102
0103
0104

Desaription | Location | Default Bin

Dozen W... |

Bax of O...
Gallon of ...
Slice Brea...
Butter Pack
Cooking i
Stethosc. .
Wheel Chair
Disposabl...
Pack of D...
Bax of F...

Magenta ...
Cherry M..

Black Des. .
HP Laser ...
Copy Pap...
Pen (Pkg.)

01
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
01
o1
o1

Status

Re-Order
Good

Good

Good

Good

Over Stock
Good

Good

Good

Low

Good

Good

Low

Good

Over Stock
Good

Good

Type

Inventory
Inventory
Inventory
Inventory
Inventory
Inventory
Tnventory
Inventory
Inventory
Inventory
Inventory
Inventory
Tnventory
Inventory
Inventory
Inventory
Inventory

Category

Food
Food
Food
Food
Food
Food
Medical
Medical
Medical
Medical
Medical
Medical
Office Su

Office Su...
Office Su...
Office Su...
Office Su...

QOH

Requested | Available | Returns

B oooloooo wiw

o oo o oo o

lelc@ocoocoeoeocolaocecocea

Ordered

lelem o oocooececolboeocele

MinLevel | Max Level

Warning

Level

" Re-Order
vendor Qty Last Cost uoM

$3.99 EA
$1.99 EA
$2.29 EA

]

0

0

0 $2.40 EA
0 $0.99 EA
0 $3.99 EA
0 $29.99EA
0 $499.00 EA
0 $6.99 EA
0 $4.99 EA
0 $1.99 EA
0 $35.00EA
0 $599.00 EA
0 $59.00 EA
0 $499.00 EA
0 $2500EA
0

§10.99 EA
-

&
o Create Order é;.ﬁ Print

When the screen is loaded, the Status column is initialized by comparing the quantity on-
hand against the various stock level settings. The Status will be set to one of: Re-Order
, Low, Good or Over Stock. The items with the status other than Good are color-coded
as well to highlight those lines as possibility needing attention. The stock levels rules,
along with the reorder quantity are set on the Inventory Items setup screen.

To place an inventory purchase order, the Purchasing Manager clicks on the Select check
box next to the items they want to order and enters the Re-Order Qty for each. After all
the items are selected, clicking the Create Order button will generate the inventory

purchase order document.

Produce Assemblies

Produce Assemblies

Assembly Parameters

Assembly

Location

Quantity

Required Information

Unit Cost

e
i LL}F’. Produce
Sl

k
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Inventory Picking and Receiving

Inventory Picking and Inventory Receiving are warehouse processes that work almost
exactly the same. Each respective ribbon menu selection will show a list of documents

that are ready for processing. If Inventory Picking is clicked, the documents ready for

picking are shown. If Inventory Receiving is clicked, the documents ready for receiving are
shown. Picking and receiving can both be completed with a hand scanner and the Import
Barcode Data option which is covered at the end of this section. First, let's cover the
manual process:

@ s Workflow Modules 2015 - O X
{ |
Budget Requisition/Purchase Order Timesheet Maintenance Support

B = s % [E™ 2L B B B

My Inventory Inventory Inventory Inventory Produce Warehouse | Item Physical  Asset Approve Document Reports Setup
Adjustments  Shopping Items Items Stock Level  Assemblies hs Labels Count Tracking Adjustments  Search -
Activities El Inventory ] [ ] ] Accounting El
.  picking

Home Page | Inventory Picking X

Ig- Receiving

Drag a column header here to group by that column

=z
DocType  |Type Document... |Date Req By |9 I|| Import Barcode Data ID |Customer/... |Document... | Total Picked %

|l

» |[ENC RequestIt... 13-EN-1011 8/12/2015 8/22/2015 AnnaBelle... RequestIt... 103 Anna Belle... 10 - Accou... £109.78 0.00 %%
EMC Request It... 13-EN-103... 9/4/2015 9/14/2015  AnnaBelle... TestSplit... 103 Anna Belle... 1-Superv... §503.28 0,00 %
ENC RequestIt... 13-EN-104... 10/6/2015 10/16/2015 Anna Bele... 2Vendors ... 103 Anna Belle... 2 -Manag... £267.95 0.00 %

Ifl Open @ﬂ Print *

User Name - Anna Belle Martin | Organization Name - Sample Organization, Version : 2015.001.3 | Abila Server Name - MICROIXLEVI\MICROINSQL 12

Click the Open button to load the document to be processed.

Request Items from Inventory I g™ g 2e D -
Document Information Spedial Instructions/Comms« Vendor Information

Billing/ Shipping Information

Item ID Item Des... |UnitType |QtyOrd... |QtyPick... |QtyCan... |LastDat... |QOH Qty Picked |Qty Can.., |Date Pic... PickedBy |Motes

?

» M23456789 Packof... EA

Nothing in the document can be changed except for the picking/receiving information:
QtyPicked, Qty Cancelled, Date Picked, Picked By, and Notes. The system will
automatically set the Date to the current date and By field to the current user.

Not all the items on the order have to be picked/received at one time but they must all be
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before the document can be approved and transferred to MIP (the one exception to this
requirement is inventory vendor purchase orders that are transferred to MIP as
encumbrances). Once an item is picked/received and the screen exited, that line cannot
be changed when returning to the screen to complete the process. The picking/receiving
action updates the quantity on hand of that item in stock. Once an item is picked, the
quantity picked no longer exists in stock. When an item is received, the quantity received
is then available for use.

ltem Labels

The Inventory Module will allow you to print barcode labels for your inventory items. Input
desired number to print, select the range of items to print, click the checkbox to apply,
then choose the Print button to view/print the result.

Note: The default item labels print for Avery 8160 - Easy Peel Address Labels, compatible
with template 5160.

Note: The default three-column layout allows for inventory ID's up to 7 characters. For
inventory ID's up to 13 characters, utilize this other article to create a custom two-
column layout. For ID's over 13 characters, you would create a custom one-column
layout.

Note: When designing Item ID's, avoid using special characters. Stick to alpha-numeric
ﬁgl\)/i'gate to Inventory > Item Labels.

1. Input the quantity of labels per item you would like to print.

2. Select the range of items for which you would like to print labels.

3. Choose the green checkbox located near the Quantity to print input box. After
choosing the green checkbox, you will see the “Print Quantity” update with the quantity

chosen.

4. Choose the Print icon to view/print the resulting set of item labels.
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Budged Timesheet Hantenance Support
e r y - i
#ﬁ ? ml|[= [] arl L]
0 = v Lo T=
nwento Irventory  Produd Warehouse | Tem  |Phsical  Asset cumentt Sehp
Toems  Sheck Level  Assesbies - Labels | Coun i -
Haome Bage g Labels M h
et Quany o Print | § J ) Inveritory Products [ Mgzt Themes
Dragacoies B lere to group by That column
Item Mo Barcode Mo Description Type Cabegory Sub-Cabegory T | Purchese LOM Conwerson Ratio | Inventory UOM Frint Quaanbity
Eloone Taalant Irveritany ol = Ea 1 Ex
Rol of Insulation  Invendory Misc Misc EA 1 Ea 3‘
Caulk ey Mg Misc EA LEA
‘Weather Srpong  Inveniory M, Mg EA 1 Ea
Rubberizaion 5... lnveniory Misc Misc Ea 1 Ea
Gutier Inveniory Misc Misc EA 1 EA
Expetne tyoe 0., Imeeriory i EA 1EA
MR 1995 Doren White Eggs  Invenfiory Foad i EA 1 Ek
Flo1 Bow of Catmeal ... Inventory Food iA EA 1 EA
Result:

- &

Descriphion core Sepla

Lioe EA

Deseriphion
UM

6.11

Physical Count

T Il

Descriphion
o

Deserighnd
e

M

ubbardibes Seblast

Description

0

oM

00

Deseriplion  Gul

The Physical Count function of the Inventory Module provides a method for creating

count sheets to be used to do the manual count of the actual inventory in stock.
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HomePage = Physical Count X

Search for an existing count sheet CNT].DDZ .,,0 Create a new count sheet - :B Quantity on hand as of: * | |¥| Incdude Zero QOH

Drag a column header here to group by that column =
ItemID Description Location Category Unit of Meas... |Default Bin QOH Physical Count |Count By Date Counted |Notes Variance

» |[F100 Dozen White ... 01 Food EA 6

F101 Box of Oatm... 01 Food EA 25
F102 Gallon of Mik 01 Food EA 20
F103 Slice Bread (... 01 Food EA 12
F104 Butter Pack 01 Food EA 30
F105 Cooking Ol 01 Food EA 35
M100 Stethoscope Kit 01 Medical EA 10
M101 Wheel Chair 01 Medical EA 5
M102 Disposable Gl... 01 Medical EA 30
M103 Pack of Disp 01 Medical EA 50
Mi04 Box of Fadal... 01 Medical EA 80
M105 Magenta Scr... 01 Medical EA 10
0100 Cherry Maho... 01 Office Supplies EA 2
0101 Black Desk C... 01 Office Supplies EA 5
0102 HP Laser Col... 01 Office Supplies EA 3
0103 Copy Paper (... 01 Office Supplies EA 10 -

Workflow ~  Distribution Code - ) Create AD] E Save 7»_, Options | ~ 5?6 Print |~ % Delete

A count sheet is created by first selecting the location and then clicking on the B icon.
The process generates a count sheet for all active items in stock for the location
selected, along with the current quantity on hand for each. The count sheet is then
printed using the Print button at the bottom of the screen and distributed to the
warehouse personnel that are tasked with doing the count. The count sheet includes a
barcode which can be used with a barcode reader to facilitate the process.

After the physical count is completed, the results are entered onto the screen or imported
from the barcode reader. The information captured is the physical count quantity, the
person who completed the count, the date the count was completed (defaults to the
current date), and any relevant Notes. The variance between the quantity on hand and
the physical count is calculated by the application and shown on the screen.

After all the items are entered, an inventory adjustment can be created automatically
using the Create ADJ button. The create adjustment process will create one inventory
adjustment document for all the items that have a variance. The document can then be
routed through the approval process and the inventory in stock will be adjusted
accordingly.

The count sheets are saved in the database and can be audited at any time.
Approve Adjustments

Approve Adjustments works exactly the same as the Requisition Module Approve

Documents/8s). The inventory adjustments that are available for transfer to MIP are

listed. After Accounting reviews and validates a document they will click the % icon to
approve it and load the transfer screen. Clicking the Process button will then transfer the
adjustment document transactions to MIP.
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Document Type - Inventory Quantity *-*--—* o oo™ BE2 Y o B

Inventory Transfer
~ Document Information
Session Information

Date 8/11/2015 Session No.

Description Inventory QTY adjust 5 out 10 in Use the effective date as part of the session number

Document Information

Workflow Program Services
Voucher Number |AD3-1003
Adjustment Type | Inventory Quantity Adjustment
Date 9/21/2015 &)

Transactions Use the original effective date of the document
Item Number Description T . Fund Grant GL Progr Dept 117
= Process 7 Cancel
F101 ~ Box of Oatmeal Pancake Mix ¢ ot %} i 01 101 18001
F2345 Cooking Oil It )01 101 18001

$29.95

Record10f2 B0 3¢ & & & "

The quantity on hand of each inventory item on an adjustment document is not updated
until the adjustment is transferred to MIP.

6.13 Create New Inventory Document

Instead of building new tools for entering and managing inventory documents, the
Workflow Modules application utilizes the established Requisition/Purchase Order Module
for these tasks. The Requisition/Purchase Order Module forms have been updated to
include inventory specific features and requirements. Please navigate to the Requisition
Module>My Documents|711 and Requisition Module>Approve Document(ss) tabs for
all the details about how to enter and manage a document through the workflow process.
When creating an inventory document, the Document Type will either be "PO/Requisition"
or "Sales Order". The inventory specific transaction types are documented in the following
sections.

Select Document Type

Document Options:

Document Type | PO/Requisition *
Transaction Type |Standard Requisition -
Mumber Prefic | TYPE Description

I Reguest Items from Inventory

M Standard Requisition
e e R Return Items to Inventory

W Warehouse transfer

M
- ™
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Request Items from Use this selection to order inventory items from stock for internal use.
Inventoryh12]

Return Items to This type of transaction is used when items order on a Request Items
Inventory@ from Inventory document, are returned to be put back into stock.
Inventory Purchase Order inventory items from a vendor to replenish stock.

Orderli16)

Request Inventory Used by multi-warehouse organizations to move stock from one location
Transferm to another.

Sales Orderhid Use this type of requisition to sell inventory to customer.

Sales Order ReturnThis type of transaction is used when items order on a Sales Order
118 document, are returned to be put back into stock.

Request Iltems from Inventory

A Request Items from Inventory requisition is an internal purchase request. In other
words, a request from inventory from an individual within your organization. The Request
Items from Inventory transactions detail grid is the same as the regular purchase order/
requisition except that columns that are not applicable to this type of transaction are not
shown - to help the user with ease of data entry.

Document Type - Request Items from Inventory x oMy S
% Document Information
Item Mo. ¥ Qty Units Date Description Type Unit ... |Amount  |Dist Code Fund Grant GL
Fi02 12,00 EA 10722015 Gallon of Milk NjA $2.29  $27.48 NJA 01 101 60001
» |E F101 24.00 EA 10/2f2015 Box of Oatmeal Pancake Mix N/A $1.99  §47.76 NJA 01 101 60001

Fields D
Buttons

ltemNoO.  £nier the inventory item number or use the Magnifying # button to choose
from a list of items.

Qty Item Quantity.

Units Read-only field which defaults to the Inventory UOM from the Inventory Items
master.

Date The current Date will be defaulted in this field, which can be changed. This

field is used in MIP as the effective date of the transaction line.

Descriptio Defaults to the Description from the Inventory Items master but can be
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Fields D
Buttons

n changed.

Type Accept the default "N/A”. Other types are not applicable to this type of
transaction.

General Segments will default based on the definitions entered in the inventory setup
Ledger and items master. Segments that are read-only are highlighted in grey. The
Segments others can be changed.

One feature of this type of transaction is the capability to order kits. Follow this link:
Inventory Module>Create New Inventory Document>Ordering Kits[i19) for details.

6.13.2 Ordering Kits

A useful feature of the inventory module is the ordering of kits. A kit is a grouping of
inventory items into one logical ordering unit. See the Inventory Module>Build Kits section
to understand how kits are created. To order a kit, click on the #* icon on the detail
toolbar to display the Kit Selection Screen wizard.

Kit Selection Screen

Please zelect the Location and Kit and enter the Quantity you
wizh to order

Location 101 b
kit OS5 KIT 1 -
Cuanticy |1

Mexk = Cancel

4

Select the Location, Kit, enter the Quantity and then click the Next button. The
application will validate the item quantities against what is in stock and will let you know if
there is enough inventory to create the number of kits requested. If there is not enough
stock, the wizard will give the option of changing the request or continuing by clicking
Finish. The kit items will then be added to the order.

6.13.3 Return Items to Inventory

This type of inventory document transaction is used when items order on a Request
Items from Inventory document, are returned to be put back into stock. Instead of
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entering these items, they are copied into the document using the “icon on the detail
toolbar. When you click on this icon, a screen will be presented with a list of all Request
Items from Inventory Type documents that have been transferred to MIP.

Document Type - Return Items to Inventory

4 Document Information

Description || Copy Document
Document No Document Descri... |Date User ID Item Mo Item Description Quantity
Order Date
¥
» | 13-EN-1025 test 9/3/2015 Anna Belle Martin F103 Slice Bread (Wheat) 5

Item Mo,

2 F103

Copy m- Close

Select the document with the item(s) being returned and then click the Copy button,
which will copy all of the items ordered into the return document. You can then delete the
items not being returned and/or adjust the quantities to match those that are.

6.13.4 Inventory Purchase Order

This type of inventory transaction document will be used by the Purchasing Manager to
create a vendor purchase order to replenish inventory stock. This process is exactly the
same as that used to create a standard requisition, the only difference is that the items
on this document are inventory items and the Price defaults to the price of the last

inventory purchase order for each item, although it can be overridden by the requester.

© 2002-2016 Microix Inc.



Inventory Module 117
Document Type - Standard Requisition
+  Document Information
Reason/Ju
Description Order Inv Items from Vendor
Workflow ID 103 bl
Order Date 1022015 - | Required Date |10/12/2015 -
Billing/Shipping Information
Bill To Main ~ | Ship T Mai | e
s = ':3 Special Ins
Vendor Information
Vendor ID ABC ~ [, | |[=)| 161 North Lamar
= Suite 200
Austin TX 78755
(512)555-5555 Ext (512)555-5555 Ext
Item Mo, Qty Units Date Description Type Price Amount i
v @ Fioz 10/2/2015 Gallon of Milk NA $2.29 $345.79
F103 115.00 EA 10/2/2015 Slice Bread (Wheat) N/A $2.40 $276.00
F104 211.00 EA 10/2{2015 Butter Pack NfA §0.99 §208.89

6.13.5 Request Warehouse Transfer

This type of inventory requisition will only be used by organizations whereas the inventory
is stored in more than one location, because its role is to move inventory from one
location to another.

Record 1 of 4 0A 3

Ikem Mo,

WP
iPhone

WP?

by Uniks Drate Descripkion Type Transfer Ta  |Fund iGrant Gl Progr Drept 117
20.00 EA 11j26(2012 IPhone 2t 201 01 101 64001 101 101 1
30.00 EA 11j26(2012 windows 7 Phone otk 201 o1 101 64001 101 101 1
20,00 EA 11/z6i2012 IPhone In o1 201 64001 101 101 1
30,00 EA 11/26iz012 Windows 7 Fhone In o1 201 64001 101 101 1
100,00
:ﬁi ",-.?

The inventory transfer process works as follows:

1.

2.
3

oun

A requester enters an inventory transfer request by selecting items from one
location and then entering the “Transfer To” location.

The document is submitted through the workflow process.

The warehouse picks the order. The order must be picked in its entirety before it
can continue on.

Once the order is fully picked, the module will generate the “In” transactions to
the new location automatically.

The warehouse receives the items into the new location.

Accounting approves the document and transfers it to MIP.
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6.13.6 Sales Order

This type of inventory transaction document is used to create a customer sales order.
The Document Type and Transaction Type will both be "Sales Order".

Select Document Type

Document Options:

Document Type | Sales Order -
Transaction Type |Sales Order -
Mumber Prefic | TYPE Description

M Sales Order

. R Sales Order Return
Accounts Payable

When the document entry form is shown, the process is the same as creating an
inventory vendor purchase order. The exception is that instead of selecting a vendor,
you will select a customer.

Customer Information

iy

Customer ID0  |UMASSIGNED | S |y
5 Mame Address sV
o
TR A48 Conkrol 4321 Red Rive.,, AA4 Diescrip

ABC Home Health Services 20005 Morth 1., AB...
Austin Community Services 12385 Union SE,.. Austin
Billy Smith 4 Biills
Board of Education, Central 15001 East 15k,., CBE
Cash only customer 2 ZAsH
Central Board of Education 15001 East 15t... Edu...

The detail transactions are the same as the inventory vendor purchase order as well,
except an additional column for Tax Rate is shown if applicable to the workflow. Once
submitted the sales order document follows the approval process set up in the workflow
for sales orders.
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Item Mo, Qby  Units | Date DCrescription Type Tax Rate Price: Arnounk Fund Grant  |Rev GL | Progr Cepk 117
[3 iPhone 12{1212012 IPhone Mia 5.000 % 99,000 $519.75 01 101 46001 101 101 il
WPT 12/12{2012 Windows 7 Phone A 5.000 %  79.000 $414.75 01 101 46001 101 101 1
#*
1., $334.50

Record lof2 ot WD 2 B &

6.13.7 Sales Order Return

This type of inventory document transaction is used when items ordered on a Sales Order
document, are returned by the customer to be put back into stock. Instead of entering

these items, they are copied into the document using the “licon on the detail toolbar.

You will first select a customer. When you click on the & icon, a screen will be presented
with a list of all Sales Order type documents for the customer selected, that have been
transferred to MIP.

Copy Document

Document Mo Description Workflow 1D Date vendor Mame

Sales Qrder 100 120612012 Austin - Austin Community Services

Copy m Close

Select the document with the item(s) being returned and then click the Copy button,
which will copy all of the items ordered into the return document. You can then delete the
items not being returned and/or adjust the quantities to match those that are.
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7.1

Budget Module

Introduction

Microix provides management with a convenient budget administration tool by allowing
them to input all revenue, expense and salary related budget data directly into the
system. As a result, the numerous spreadsheets commonly used for this function are
eliminated.

Once a manager has completed the input and verification of their budget, a workflow
process automatically forwards the budget worksheets to the next approver in line. Any
approver can review or make modifications to the budget worksheet. They can approve or
deny them on a one-by-one basis. After the approver has approved the budget
worksheets, the workflow continues and the worksheets are passed to the next approval
level. This process occurs throughout the organization to make the budget approval
process both efficient and organized.

After all worksheets have been approved by the Budget Administrator, managers are
restricted from altering the numbers. However, the system remains a valuable resource
throughout the year as managers have on-line access to employee revenue, expense and
salary information.

@ s Workflow Modules 2015 — O *

Budget Requisition /Purchase Order Inventory Timesheet Maintenance Support
L p el e | |um
(] O‘-:! g =] 111518 '__I '_l '_I [|[1=] -
w & b Bk 5P g Ed oy Te
My Worksheets Salary Approve  Document Reports Distribute Consolidate Refresh Display Account Setup
Waorksheet Worksheets  Search Worksheets Waorksheet Query Worksheet Data Balance =
User Options . Approver Options . Other Options 2 | Setup

Highlights:

Easy to navigate and use.

Simple and easy learning curve .

Multi-level approval process.

Budget multi-year grants and programs.

Consolidate worksheets for organization wide reporting.
Send email notifications.

Re-route worksheets until budget is satisfactory.

il

This section displays a list of all budget worksheets for the logged in user.
Worksheets It also allows you to perform the following task:

1.Create a new budget worksheet (in most cases this is not
necessary because the worksheets are distributed by the
Budget Administrator).

2. Edit existing budget worksheets that are not yet submitted for
approval.

3.Retrieve/find any budget worksheets that you have created in the
system.

4.Recall a budget worksheet that was submitted for approval but not
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el
yet approved.
Salary The manager can budget each employee salary along with their allocations
Worksheets and benefits.
Distribute The Budget Administrator will use this menu item each year to distribute
Worksheets all the budget worksheets to each manager within the organization.
Approve This section is used to approve any budget worksheets that were
Worksheets submitted for approval.
Refresh This section is intended for Budget Administrators to perform the following
Worksheet task:
Data 1. Refresh current year actual with a new cut-off date.
2. Refresh current year budget to include budget revisions that were
done in Abila MIP FA.
3. Globally removed specific accounts from the budget worksheets.
4. Update estimated current year actual.
Consolidate Combine all Budget Worksheets into a single report.
Worksheet
Query
Document ListApprovers can search/view budget worksheets that were created by their
approving workflows.
Reports View default budget reports.
Setup Global Budget Module options:
1. Salary worksheet - benefit codes
2.Budget worksheet - monthly distribution codes
7.2 Budget Module Checklist

NOTE: Abila MIP FA Budget Module is not required unless you need to create additional
budget versions other than original and revised.

Check list items for implementing the Budget Module

v Setupl4dl users (manually enter each employee or import from Excel or Abila MIP FA
Payroll Module).
v Create approval levelli73 titles - activate all possible approval levels that will be used
later when you are setting up the approval process.
v Create and setup organization workflows/[i63.
o Workflow optionsfsh
o Select the segmentslisil that will be used during the budget creation process.
o Requestersis3l - setup all users who will be entering budget data.
« Approvershsd - setup approval routing for the Budget Module.
o Account Restrictionsliell - limit access to Abila MIP FA account codes by
workflow.
e Personnelfis? - assign employees to a specific workflow for managers to budget
salaries and benefits.
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v Define document numberingi73 schema - a number used to uniquely identify each
budget worksheet.

v Assign user_permissions[i47 - for access to each ribbon menu item.

v Configure application options[ied:

Enter the SMTP mail server information for email notifications.

Enter organization current fiscal year end.

Select the budget version to be used when retrieving current year budget data.

Change the default password for the admin account (recommended before going

live).

v Create Budget Worksheet Templates[i3f and distribute them to the budget
managers.

Check list items for ongoing maintenance

Adding new users
v Create[145 a new user account.

v Assigning users to a workflow/[153.
v Assign user permissions[i47.
v  Assign the new employee to a budget worksheet template.

Terminating employees
v Remove user(153 from workflow.

v Inactivate userli43\,

Annual maintenance

v Update benefit table[128 (only if Salary Worksheets are being used).

v Update personnel salaryfi3h and allocations (only if Salary Worksheets are being
used).

v Modify each budget worksheet template[13h and provide the following values:

Change historical period

Change new budget period

Modify cut-off-date

Modify email message

Modify worksheet assignments

7.3 Setup

The purpose of this section is to setup default values and define other business rules for
creating timesheets.
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Benefit Rates

GRS

Maintain Monthly Distributions

'ﬂ‘ Create Monthly Distributions
@ Budget Worksheet Options

I

Benefit Rates

Create global benefit codes and other employee expenses that will be

available when managers are working with the Salary Worksheets.

Maintain Monthly Budget Administrators can use this form to perform the following task:

Distributions

1. Create global monthly distribution codes that are accessible to

Create Monthly
Distributions

Budget
Worksheet
Options

all workflows.

2. Delete unused monthly distribution codes.
3. Correct any distributions that are not totaling 100%.
The monthly distribution creation screen:

Manthly Distribution Codes

Description
Dist Code 857
Description 54001

Workflow ID 300

Monthly Allocations

500,00
2,500,00
0.00
0.00
3,000.00

0.00
8 Clea

Montly Allocation Information

Retreive Monthly Allocation From Sage

2011

1,500.00

0,00
0.00
0.00

0,00

0.00

" &

The options here allow you to set Narrative Required or Prevent GL
Edit after specifying a workflow and choosing the account numbers.
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Add/Modify Budget Worksheet Restrictions
Choose an action and type, then select the workflows to be affected and then dick on the next button

Action | (©) Add Restrictions () Remove Restrictions Type | (@ Prevent GL Edit () Narrative Required
Workflow ID ¥ | workflow
L
k| 103 Program Services

Mext = Cancel

7.3.1 Benefit Rates

Create global Benefit Codes and other employee expenses that will be available when
managers are working with the Salary Worksheets. You can import the benefit codes from
Abila MIP FA Payroll Module or import them from an Excel file.

Home Page = Benefits Options X

MIP Benefit Table MS Excel File Salary Benefit for Each Emplo $ B /?\ @ Ea
Benefit Code Title GL Account Period Amount Rate PayPeriods Default

¥ g
» |FICA FICA 51001 $0.00 0.00625 1

Health Health Insurance 51101 $170.00 0.00000 12

Insurance Insurance 40101 $0.00 0.00000 1

Life Life Insurance 51105 $0.00 0.00500 1

LifeOver50 Life Ins Premium Over 50,... 51105 $0.00 0.00750 1

MediCal MediCal 40101 $0.00 0.00000 1

Medicare Medicare 40101 $0.00 0,00000 1

Ret Employer Retirement Match 51150 $0.00 0,00125 1

sS ss 51001 $0.00 0.00225 1

Vision Vision Plan 51101 $0.00 0.00150 i

Record 1of 10 EF x ™

.u If you update the Rate or Annual Amount column of a benefit code, then all
employees that are associated with the Benefit Codes will be updated automatically on
the Salary Worksheet.
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7.3.2

Monthly Distribution Codes

Budget Administrators can use this form to perform the following task:
1. Create global Monthly Distribution Codes that are accessible to all workflows.
2. Delete unused Monthly Distribution Codes.
3. Correct any distributions that are not totaling 100%.

| Home Page " Workflow - Accounting " Benefits Options " Monthly Distribution Code Maintenance |

All monthly distribution codes

Code | Description | Total | Jan should total 100%_— Use the edit ul | Aug ‘ Sep | Oct | MNov | Dec Match |
button to correct if necessary
by Workflow: 100 I
B 78 45001 - Service Fees Z9 0.00 % 40.00... 0.00% 0.00% 0.00% 0.00 % 20.00... 0.00% 0.00 % 0.00 % 40.00... 1)
|| 80 40001 - State Grants Revenue 100+, 72.54... 23.23... 1.26% 0.00% 0.00% 0.5 Match returns the number of budget 1]
|| 857 54001 - Dues & Fees 100.0... |6.67 % 0.00% 33.33... 0.00% 0.00% 0.0 worksheet accounts that are linked to 1
| | Evening Monthly Salary Distribution for Sa..| 100.0... | 7.94% 7.94% 7.94% 7.94% 7.94% 3.6 the monthly distribution code 0
Rent Rent 100.0... |72.54... 23.23... 1.26% 0.00% 0.00% 0.53 0
| xSalar... Microix Generated Monthly Salary..| 100.0... |8.33% 8.33% 8.33% 8.33% 833% 8.33% 833% 833% 833% 8.33N o
: xSalar... Microix Generated Monthly Salary..| 100.0... |8.33% 8.33% 8.33% 8.33% 833% 8.33% 833% 833% 833% B8.33% 833% 8 9 0
xSalar... Microix Generated Monthly Salary..| 100.0... |8.33% 8.33% 8.33% 8.33% 833% 833% 833% 833% 833% B833% 833% 837% a
B xSalar... Microix Generated Monthly Salary..| 100.0... |8.33% 8.33% 8.33% 8.33% 8.33% 8.33% 833% 833% 833% 833% 833% 837% 1]
B = Workflow: ALL
B 12Mth 12mth Distribution 100.0... |8.33% 8.33% 8.33% 8.33% 833% 833% 833% B8.33% 8.33% 833% B8.33% B8.37% 51
B 4qgts 4qrt 100.0... |50.00... 0.00% 0.00% 50.00... 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 1
|| 861 51101 - Health Insurance 100.0... |50.00... 0.00% 0.00% 50.00... 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% V]
4 Record1of12 b a7 98 EP

édd:’z/ Click on the Add e button to create a new Monthly Distribution Code or use
the Edit # button to make changes to an existing code.
Marithly Distribution Codes
Description
L= s oxalo B

Monthly Allocations

Entry Type Aot Pescent

500,00 0.00
2,500000 0.00
0,00 0.00
0.00 1,500.00
3,000,00 0.00
0.00 0.00

® oo

Montly Allecation Information

Retreive Monthly Allocation From Sage

1i1j2011 1 &

Click on this button to Delete an unused Monthly Distribution Code.

‘L) The system will not allow you to delete the code if it is being utilized by an
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_ active budget worksheet.
Ef  Click on this button to Print grid data.

7.4 My Worksheets

Home Page = My Worksheets X

Document Status =

Doc Type Document No Date Document Descrip... |Workflow ID Period Begin Period End Expense Revenue Att...

» ~ Document Status: 0 - Requester Documents

BD 13-8D-1009 9/15/2015 Budget Document ... 103 11/2016 12/31/2016 0.00 0.00
BD 13-8D-1008 8/11/2015 Budget Document ... 103 11/2016 12/31/2016 77,972.00 0.00
BD 13-8D-1007 8/11/2015 Budget Document ... 103 1/1/2016 12/31/2016 21,036.44 20,000,200.00
BD 13-8D-1006 8/11/2015 Budget Document ... 103 1/1/2016 12/31/2016 325,287.27 57,790.00
ED 13-8D-1003 8/27/2013 Budget Document ... 103 1/1/2014 12/31/2014 20,204.67 956.39
BD 13-8D-1002 8/27/2013 Budget Document ... 103 1/1/2014 12/31/2014 0.00 2,880.77
BD 13-8D-1001 8/27/2013 Budget Document ... 103 1/1/2014 12/31/2014 25,370.10 23,379.52

= Acn 0N a0 nec nna

Hsd % Record 1of 7

Refrieve Records 1000| ], ) New é“ Edit q View & Transfer ’ Recall sd Print

The My Worksheet form displays a list of all Budget Worksheets created by or distributed
to the logged in user. See below for other functions that are available on this form.

w To filter, sort, and group the data refer to Sorting/Grouping/Filtering Data Grids

13

o

Ei; Click on this button to Create a new Budget Worksheet. In most cases, the
Create button will never be used because the Budget Worksheets are distributed
to the managers by the Budget Administrator.

;} Edit12h a Budget Worksheet.
@ Click on this button to View an existing Budget Worksheet (read-only).

If you have submitted your budget worksheet for approval and need to make
modifications, use the Recall button to return the Budget Worksheet to your
queue. However, if it was approved, the system will not allow you to recall it.

ﬁﬁ Print a copy of the My Worksheet list
S

7.4.1 Edit Budget Worksheet

Use this option to edit a Budget Worksheet that was distributed to you by the Budget
Administrator.
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Budget Worksheet Information

~  Document Information X

a w & 3 4 5

~ Comments

Descripton  Budget Document for Administration Current Year Cut-off-Date: Jul 31 2015
New Budget Period Budget History
Current Year Cut-
Document Dets™
th ... |Title Tous | &
53001 Public Relations Expense  EXP H1I
54001 Dues & Fees Br ) :
Dept 54101 Subscriptions Exp tribution Actual 2011 Actual 2012 ¥TD Actual 2013 . PrQJectec
101 55001 Building Rent EXP 20827 421.18 0.00
. 56001 Utlities and Maintenance... EXf'
A 101 | 56002 | indirect Expense Waorkflow account 0.00 0.00
101 56003 Pooled Expense restrictions are used on 13.49 15,392.00 2
101 36501 Rev : the budget worksheet 12,371.99 0.00
57001 Office and Other Supplie. .. form onlv when a user
[ 101 59001 Depreciation Expense i defj ) 362.50 0.00
£0001 Direct Food tries 1o add a new
gt 61001 Direct Transportation account onto the 27.41 0.00
101 (62001 Direct Shelter worksheet. It will only 0.00 0.00
63001 Direct Medical Expense Sho..'.u the account a”o'..'.red
54000 Allocated Overhead " ) . €192,144.96 €16,108.00 €24
; by the workflow
1101 ZN O Alocate ; 0.00 0.00
(£106,624.51) §177,880.76 (£1,263.85) (61,

Record 32 of 32

Account Titles -

2294

Document Assigned automatically by the system.
No.
Date

Indicates the date when the worksheet was created.

Description The system will automatically assign a document description Budget
Document for. You should append the name of your budget to complete the
description (for example, append your department name and/or funding

Prepared
By

source name).

‘XL This field becomes the document description when it is transferred to

Abila MIP FA.

Your name will be defaulted in this field (read-only field).

Workflow IDYour Workflow ID will be defaulted in this field (read-only field).
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Comments

Enter any comments in this field. The comments can be viewed by the
approvers and are also printed on the Budget Worksheets.

leis button allows you to Delete your Budget Worksheet.

%

) Do not use this button unless it is necessary or you are instructed to do
so. All the data you entered on the Budget Worksheet will be deleted.
E‘ Save your Budget Worksheet. We recommend that you periodically save your

work.
Undo the last changes.

Submit your budget for approval. This should be done after you have
completely entered your budget.

Use this button to send Email correspondence (refer to Shared
Activities>Emaill13 for detailed instructions on how to send email

messages).
!'E"f“ Use this button to Attach any electronic documents to your Budget
= Worksheet (refer to Shared Activities>Attachments[2:} for detailed
instructions on how to include attachments).
ﬁﬁ Print a copy of your Budget Worksheet.
o

Budget Worksheet Transaction Information

The Budget Transaction section contains detailed information about the item(s) in the
overall budget. It includes the general ledger account information and description, prior-
year-actual, current-year-actual and current-year-budget from Abila MIP FA general

ledger.
Document Detail
-
- Monthly
Fund Dept GL Description Distribution YTD Actual 2014 Projected 2014 Budget 2014
~ Category: Revenue
o1 101 40101 Federal Grants Reve... | 12Mth 0.0 0,00 §20,000.00,
3 01 101 46601 Dy Cars Beayenue 12Mth e Current Year 0.0 MNew Annual 2,922.23) =
Monthly allocation code Projected $0.00 Budget Amount $822,522.23
v Categol H?pgesemllﬂg the distribution Actuals are
of the total amount amongst calculated
01 xSalary-119-451 o 480,753.79 0.00 332,283.63
the months adding the YTD L
01 xZM(h Actuals to the 922.6: 0.00 0.00!
01 101 51001 Payrol Taxes Salary-119-438 YTD Remaining 0.0 0.00 2,842.32|

01 e 12Mth 24,041.34 0.00 0.00
Click on the + icon to expand
e and enter budget narratives 12th i s £
01 Aline highlighted in red 12Mth 202,41} 0.00 0.00
indicates the existence of 12Mth 551,12 0.00 0.00
narratives for that line
12Mth 61.38 61.38 0.00 0.00]

Record 20f 24 cfs 9§ i b 8 (7] $

15.007 68
(§574,955.59)

Account Titles - GL-46601 - Day Care Revenue | Fund-01 - Operating Fund | Dept-101 - Administration |

1500

(§574,955.59)

.00

120

§0.00

$441,400.43 | »
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New AnnualUse this column to enter the annual budget for each expense or revenue

Budget

Projected

Monthly

account. If your policy requires you to enter budget narratives for each or
specific accounts, then use the + icon (located at the beginning of each
line) to enter the budget narratives. If you need more space, click on the

Magnifying Glass e button which is highlighted in the screenshot below.
Click it again to return to this view.

v Category: Revenue
= o1 101 40101 Federal Grants Reve... 12Mth 0.00 0.00 0.00 345,200.00
udgermarraﬁves UnitHour | Rate/Amount | Amount
Revenue Source 1 1 100,000.00  100,000.00

Revenue Source 2 100 2,452.00  245,200.00

bi

$345,200.00

Enter the estimated current year projected actual for each expense or
revenue account. The values in the YTD Actual column display the amount
of funds that were spent/received up to end of the cut-off-date. The cut-
off-date is displayed in the budget comment field.

.u This column is only visible if the workflow option to display it is true.

Budget Worksheet Options

Dg gk include salary narratives on worksheet
o | Showy'edit current vear projecked column

Allows users o edit the total budget column

By default, your annual budget will be distributed evenly each month.

Distribution However, if you require uniqgue monthly allocations, then use the Magnifying

Glass L button to open the Monthly Distribution form. This form allows
you to spread your annual budget based on a percentage or amount for each
month.

Use this button to Insert new account on your budget form.

‘L) This is not necessary unless instructed by your Budget Administrator.

Delete the selected timesheet row.
‘L) The system will only allow you to deleted line items that were added to
the Budget Worksheet.

Undo the last changes.

This button will allow you to allocate an overhead cost by departments and/
or funding source via a Abila MIP FA distribution code.

iy
£

This button is not to be used unless instructed by your Budget
Administrator.

Use this button to Import Salary Worksheet data into your Budget
Worksheet.

iy
£

This button is not to be used unless instructed by your Budget
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Administrator.

£

The Formula Wizard button will allow you to perform simple Excel type

calculations such as increasing the annual budget by 5% or allowing you to
take your current year budget and increasing it by 10% to become the new

budget.

Import/Update budget data via an Excel spreadsheet.
1)

oy

Excel[218.

7.5 Salary Worksheet

For detailed instructions on how to use this function see Import from

The Salary Worksheet is specifically designed to streamline the salary budgeting process
by providing management with an online tool to project the organization salary figures
without affecting your current payroll system. In addition, efficiency is gained because
department managers use the system to enter budgetary data such as salaries, benefits,
overtime, commissions, incentive pay and bonuses. After utilizing the Salary Worksheets,
organizations will realize the benefits and time savings features from having a single online

system that caters to their salary budgeting needs.

Budget Administrators can delegate this process in a couple of ways:
1. Allow managers to budget their employees.

2. Allow the Human Resources Manager to budget all employees within the entire

organization.

Search Adams

+ %

Employee Information 4 Update percent increase for a range of employees

Option Apply total raise Apply portion of raise | Eaming From

GL
Fund
Dept.

Find Account % Change

Salary Allocation

Copy Distribution Code [Adams M Salary Information

Fund Dept

101

GL
50001

Percent

L

curAmount

50.00 %

Monthly Allocation
§23,566.40 12Mth

Action Date 10/1/2016 ~ | Account 50002 ~ | FTE Rate

» |01

Hourly Rate: 22.0000  * | Total Hours

o1 101 56003 50.00 % §23,566.40 12Mth

Current Salary $45,760.00| ~ | % Change 3.00 %) ;

Benefit Information

Benefit Code GL Account
46601
51101
51105
51150
51001
51101

Amount No of Pay Periods | Rate
12

12

» [FICA
Health
Life
Ret
3

50,00 0.06200

$170.00 0.00000
$0.00 1 0.00500
$0.00 1 0.00125
$0.00 1 0.00225
Vision 1

$0.00 0.00150

100.00 % $47,132.80

Record 10f2 o §§ i

Option 1: (Allow managers to budget their individual employees)
e To implement this option, navigate to the Maintenance>Organization

Workflow>Personnel tab and import employees into their associated manager's
workflow.

To

d

> G

0.00%| © of S

100.00 %/

Total

$2,922.23
$2,040.00
$235.66
$58.92
$106.05
$70.70

$5,433.56

Option 2: (Allow the HR manager to budget all employees within the entire organization)
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e To implement this option, navigate to the Maintenance>Organization
Workflow>Personnel tab and import all employees into the Human Resources
Manager's workflow.

Empl The information in this section was imported during setup. Verify the information
oyee provided is accurate.

Infor

mati

on

SalarThe information in this section was imported during setup. Verify the information
Y provided is accurate or make any modification if needed.

Infor

mati

on

SalarSalary Allocations are also imported during setup. Verify whether the information
Yy provided is accurate or make any modifications, if needed.
Alloc

ation ' gujary Allocation

Copy Distribution Code |Adams - |
Fund T | Dept GL Percent curAmaunt Maonthly Allocation

01 101 50001 22,00 % £10,369.22 12Mth

k|01 101 58003 £36,763.58 12Mth

100,00 % $17,132.80

Record 2 of 2 I:i x [y é%‘;

Here is an example of how to enter the allocation for an employee earning
24,000 per year and is split between two departments:

e Use the Add # button to create a new line and enter 04 and 101 in the Fund
and Dept columns (your database will vary based on your Abila MIP FA segment
structure). Next, enter 8,000 in the curAmount column which represents the

portion of salary dept 101 is responsible for paying. Use the Add o button again
to enter a second new line and enter fund 04 and dept 201. Because this row

contains the final allocated entry, use the Money & button and the system will
automatically fill 16,000 in the curAmount column which is equivalent to the
unallocated salary amount.

w Use the + button in the Copy Distribution Code field if there is a predefined
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distribution code in Abila MIP FA with an allocation of 33% to Department 101 and
67% to Department 201.

Bene Use this section to add benefits and other type of special earnings for the employee
fit such as FICA, bonus, overtime and incentives.

Employee Selechon
increase for a range of employees S
chkEmployeelD First Name Last Name: Workflow Job Title
Martha Adams 103 Case Worker
2016 ~ | Account 50001 ~ | FTERate 100.00 % - LifeCer50 Joyce Brothers w03 Case Waorker
< < Haica sam Evening 103 General labor
20.0000 % | Total Hours 2080 :dx‘ e ; F— Jefes 103 ProgramPep
£41.600.00 |+ | % Channe 2.00 %l * | New Salary €47.437.00 s s s ] .
Vision =] Anna Belle Martn 103 Administrator
Scott Michaels 103 AdHaresty ator
Hatahe Savage 103 Admirstrator
Ken OToocle 103 Program Rep
Mike Parks 103 General labor
Fredendk smith w03 Seoetary
4 2 % ferove [ cose

How to use: select a code from the Benefit Codes combo box and click on the
Add e button. To remove a Benefit Code, select the code from the grid and click
on the Delete x button.

% You can enter a pre-determined percent increase based on promotions or cost of
Increliving.

ase [
w Use the following section to globally forecast increases based on a salary range

and segment.

 Menthly Distribution Codes
Co R > W y > 0 -1 Option to help compute the increase % if not 100% t
- _ + x o o W =
| | Description + ‘x & ) /w

k| Description

e Z = late percent increase for a range of employees
This process will compute the raise % | Dt 0 B

according to action date. Action date
must be correct for all employees befpre

D Apply total raise o= | Earning From |$0.00 To |$100,000.00

Find Account [ 101 % Change 5.00 %/ |of |

\ IMPORTANT: Manual !

» changes to the acti
datewilngtre{aonﬂle - | 5%/ 12mths = 0.4166 * amihs of raise = 1.25% |
the % Change value.

1 -
[ Salary Information "
I Action Date 10/1/2016 o IAE(Dunt 002 ~ | FTE Rate 100.00 %/ -
. Hourly Rate 22,0000 _ | Total Hours 2080 -
880.87| De 880.87
Current Salary $45,750.00 | ~ | % Change 1.25%)| ; | Mew Salary $46,331.50
o clear

Add a new employee or open position to fill.

'* Delete an existing employee or position.
' Save changes.
E g
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7.6

:“g Undo last edit.

Distribute Worksheets

This form is used by the Budget Administrator to load and distribute the Budget
Worksheets to all managers within the organization. When creating a Budget Template,
use a generic name such as "Annual Budget". It is not recommended to include a fiscal
year with the template name because the template is reused each budget year. Most
organizations will be required to create at least one Budget Template. However, multiple
templates are necessary if you have some budgets that are based on a different fiscal

period than your organization's fiscal year.

Quick Start - How to Distribute Budget Worksheets to each manager: (NOTE: setup

must be completed first)

1. Select a Budget Template from the Search list box.
2.In the Template Worksheet Assignment section, click the Process checkbox
next to each manager that you would like to create a Budget Worksheet.

W&

3.Click on the Gear:'v’? icon to start the process. Because of the amount of data to
be retrieved from Abila MIP FA, we recommend that you only process a maximum of

10 worksheets at a time.

Home Page | Distribute Budget Worksheets X
Search | IR

Budget Template Information Budget History Period

Period From How many years?

112015 |~ 2

Mame Annual Budget

Distribution Type | 12Mth -

Email Notification Message L

Subject |MjA

Period From How many years?

Message = 1/1/2016 * 4=

L

Worksheet Assignments
Worldflow = | User Name Process Description Condition
b 103 ~ | Anna Belle Ma... Administration
103 Anna Belle Ma... Program Service
103 Anna Belle Ma. .. Executive

I € Recordiofs 3 M e 3 o™ 5

GL From
40001
40001
40001

4 % oG
Historical Data

Cut-offdate
7/31/2015 -

MIP Budget and Actual Activities
Microix Workflow Budget Template

Budget Narratives Options Budget Narratives Source

Do not indude narratives

Indude Narrative with amour () Documents transferred to Abila

Include Narratives without ar In-Process documents

GLTo Fund Grant Progr Dept 117
67100 01 101
67100 01 201
67100 01 401
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Home Page | Distribute Budget Worksheets €

Search |Annual Budget p

Budget Template Information Historical Data
Mame Annual Budget Condition filter should be used when

distributing a budget worksheet. You :.""_IP B_u get:ﬁn Ac
can copy and paste to other lines @ Micranc Warkfiow B
instead of building the filter each time

Distribution Type | 12Mth -

Email Notification Message

ar you can use the copy icon to Budget Narratives
Subject |N/A duplicate each row and it will also copy
the condition to each new line. Account (@) Do not indude narr
Message Al - : . : £ L
restrictions are not considered when () Include Narratives
distributing a worksheet.
Workshesat Assignments
Workflow = |User Name Process Description Condition GL From GLTo Fund
100 Anna Belle M. .. o Program Ser... ] 40001 67100 01
100 Anna Belle M... vl Executive Se... a 40001 67100 01
1100 Anna Belle M. .. Test g - # 40001 67100 01

Trim{Gl.sCodeIDf_0) NOT IN
50001,'50002,'50003 /5000450005,
51001,'51020','51030','51040', 51050',

K < Record 3 of 3 } }E*w.’_‘?&

Name Recommended names for your Budget Template:

1. Use the following name if your organization budgets are based on the same
fiscal period:

e Annual Budget
2. Use the following name for budgets that have different fiscal periods:

e Annual Budget Jul-Jun

e Annual Budget Jan-Dec

e Annual Budget Oct-Sep

Distribut Budget Worksheets are distributed and displayed to managers using an

ion Type annualized format. Managers also enter their new budget based on an annualized
amount. Using the system default value "12Mth" will cause Microix to spread the
annualized budget evenly for 12 months when transferring to Abila MIP Fund
Accounting. However, if managers need to manipulate the monthly spread, they
can do so directly on the Budget Worksheet.

See Budget>Setup>Monthly Distribution Codes if you would like to create
additional codes.

Email Upon processing and distributing the Budget Worksheets, Microix will trigger and
Messageemail message to each manager and include the information you have provided

© 2002-2016 Microix Inc.



136

Workflow Modules

Notificat in this section.
ion
Here is an example of what you can enter in this section:
Subject - Fiscal Year XXXX Budget
Message - Please enter your budget and return by MM/DD/YYYY. If you have
any questions please call Budget Administrator for assistance.

Budget For each Budget Worksheet, Microix allows you to include up to 5 historical
History columns. Microix recommends that you include at least the current year and
Period prior year for your budget historical columns.

New For each Budget Worksheet, Microix allows you to include up to 5 new budget
Budget columns. If you are not performing multi-year budgets then we recommend
Period entering a period that only spans one year.

Historic e Abila MIP Budget and Actual Activities - This option should be your primary

al Data choice unless you are budgeting a new funding source. When using this
option, enter a cut-off-date. The date entered in this field will be used by
Microix to retrieve the current year actual amount up-to the cut-off-date.
You can later refresh the budget worksheet's current year actual column
using the menu item Budget>Refresh Worksheet Data

e Microix Workflow Budget Template - Use this option to create a Budget

Worksheet that includes a pre-determined set of revenues and expenses
without any historical data from Abila MIP FA. This option is mostly used
when you are budgeting for a new funding source.

Budget Budget Narratives are manually entered by managers on each Budget
Narrativ Worksheet. It includes detailed justifications, notes and/or mathematical
es calculations that explain how the annual budget was comprised. Choose an
Options option based on your organization's policies that dictates whether or not
Managers can utilize their narratives from a previous year or they have to re-
create them each year. By default Do not include Narratives is selected.
e Do not include Narratives.
e Include Narratives without amount.
¢ Include Narratives with amount.

WorksheUse this section to assign the managers to their specific department and funding
et source. After the worksheets are processed and distributed, then each manager
Assignm will receive a Budget Worksheet that is specific to his/her department.

ents

‘Worksheet Assignments

Workflow “ |User Name Process Description Condition GL From GLTo Fund Grant Progr Dept 117
» 103 - Anna Belle Ma... Administration 40001 67100 o1 101

103 Anna Belle Ma... Program Service 40001 67100 01 201

103 Annz Belle Ma... Executive 40001 67100 01 401

B € recordiofs 3 M b 3¢ ™

w By default Microix will require you to budget all Abila MIP FA segments.
However, you can selectively choose which segments should be budgeted by
navigating to Maintenance>Organization Workflow>Budget Options. Only
the selected segments will show on the Budget Worksheets.
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g Use the Add button to insert new row in the data grid.
¢ Delete the selected line.

 Undo the last changes.

Add a new budget template.

Delete an existing template.

Save changes.

Undo last edit.

Create Budget Worksheets and distribute to managers.

=
-

NN BE

i
L

7.7 Approve Worksheets

Approval notifications are generated automatically when managers submit their Budget
Worksheets for approval. Approvers have the ability to change, add, or delete any
information on the Budget Worksheet or they can re-route the worksheet to the manager
for correction.

Home Page | Budget Worksheets - Approval List X

Document Status =

Doc Type Document No Date User MName Document Descrip... | Workflow ID Period Begin Period End Expense Revenue Att...
¥

~ Document Status: 10 - Accounting Documents
» BD 13-B0-1008 8/11/2015 Anna Belle Martin  iBudget Document ... ; 103 1/1/2016 12/31/2016 77,972.00 0.00

1 77,972 o

y y =
5 Eit &) “porove J_ﬂ Print

Quick Start - How to approve a Budget Worksheet:

1.Select a Budget Worksheet from the approval list and click on the Edit | £ button
to open it.

2. After opening the worksheet, review the data and refer to Edit Budget Worksheet
for information on how to make corrections.

3. After reviewing and/or modifying the Budget Worksheet, click on the Approve %

button to approve the worksheet. You may also use the Re-Route # button to
send the worksheet to the user for them to make the necessary corrections or
address your concerns.

7.8 Refresh Worksheet Data

The form is used by the Budget Administrator to refresh a specific column after the
worksheets are distributed to the managers.
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Why do I need this option? Your organization started the budgeting process 6 months
prior to the new fiscal year. As a result, all distributed Budget Worksheets contains the
first 6 months of actual expenses and revenues. You are now 10 months into the year and
all the Budget Worksheets are completed. However, you need the ability to refresh the
current year actual column to reflect expenses and revenues as of the current date.

! Microi Workflow Modules

The opticns on this form will create mass changes to the selected worksheets,
Please perform when users are not editing their documents,

0K

Home Page | Refresh WorksheetData X

Select an Option

Document Ho
¥

+ | 13-BD-1001
13-BD-1003
13-BD-1002
13-BD-1004
13-BD-1006
13-BD-1003
13-BD-1007

How to Use:

Refresh Current Year Budget Column

Refresh Current Year-to-Date Actual Column

Refresh Prior Year Actual Column

Refresh Projected Actual Calumn

Set Projected Actual Column Based on Formula

Set Budget Worksheet Period

Add a range of GL accounts

Delete a range of GL accounts

Search and Replace Account Codes

Duplicate Budget Worksheets

Change Monthly Distribution Code

Refresh Budget Worksheets with Salary Worksheet Data
Create a Salary Distribution Code for all Employees in Abila
Refresh each Employee Distribution code from Abila
Refresh latest values for Salary Worksheet from Abila
Custom Formula

P
= gg Process

Budget Year

12/312014
12/31/2014
12/31/2014
12/31/2016
12/31/2014
12/31/2016
12/31/2016

ot
Current Year Document Status
12312013 0 - Requester Doc...
12/31/2013 0 - Reguester Doc...
12/31/2013 0 - Reguester Doc...
12/31/2015 0 - Requester Doc...
12/31/2016 0 - Reguester Doc...
12/31/2016 10 - Accounting D...
12312016 0 - Reguester Doc...

1. Select an option (additional information may be required upon selecting specific
options).

2.Select a list of documents that will be affected.

3. Click on

the Process i icon.
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7.9 Consolidate Worksheet Query

Home Page | Query Worksheets X

08 | Results

General Information

Report Name Board Repart p Budget Year (Begin Date) |1/1/2016 ~ | Document Status Between 0 - And 10 =
Cash Flow Format (budget amount will be displayed for each month) Pivot table (data are displayed in a column format) Actuas Source | @ Miaoix | © Ablla

Content/Filter
Segment ‘Group Name ‘Group By Show Segment... | Account Filter FilterOnly
GL o

» pal [=] =] (=]

¥

Approvers : Fel ] q Vew g New X Delete C‘ Copy g s
Field »

Budget Select the date to view the worksheet.
Year

(Begin

Date)

A To View and select a worksheet from a drop-down list.

e To Add a new report to the list.

#® To Delete a selected report.

Check the appropriate box for displaying the data according to your preference.

e JJ-r\...f"-"' B e T L = .—'F‘ — T T AT e 3 G _
Content/Filter
Segment Group Mame |Group By | Show Se... |Account Filter Filteronly |=
L =
= =] = o

Approvers ! oo ] + =] x Delete {*& Copy Report E Save

To Add a new report to the list.

#’ To Delete a selected report.
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E To Save changes.

&
tab.

Home Page | Query Worksheets X

Filter Options | Resuts

Category

6L
51201-Other Employee Benefits
51150-Retirement Matching Exp
51105-Life Insurance Exp
51101-Health Insurance
51090-Worker's Comp Expenses

4 Record 100f36 »

Approvers : et}

7.10 Document List

Refer to Shared Activities>Document List[218 for more details.

7.11 Reports

Actual 2015
211
172.08
1.08
6,007.68
49,38

584,870.80

Actual 2016

0.00
0.00
0.00
0.00
0.00

0.00

Estimated Actual 2016

q

Refer to Shared Activities>Reports[218 for more details.

0.00
0.00
0.00
0.00
0.00

0.00

View

%

{3 To View the result of the selections done above. The result will open in a new

7
Budget 2016 Budget 2016
.00 0.00
0.00 30.23)
0.00 2,038.53
0.00 10,852.66
0.00 0.00
0.00 19,575,904.29 | =
&
x Deete | [ g S 2;9 Print
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Maintenance

The Maintenance Ribbon menu enables administrators access to manage global settings
for all modules within the Microix Workflow Suite. Only administrators should be given
access to this section of the application and proper care should be taken when modifying
live data. We recommend that you backup the database before performing any major
changes to your Workflow setup.

@ s Workflow Modules 2015 — O *
Budget Requisition/Purchase Crder Inventory Timesheet Maintenance Suppaort

PE 2 @ B & 8 LE B

A -] 0 o a3 b = =4

Users  Security Organization  Global Documernt Approval Post Forms  System
Workflow  Options ~ Maintenance Substitution Messages Designer  Alerts

Users and Secu... Setup u Maintenance

il

Users(14} Manage, create, modify or import Microix Users.

Security[14) Assign menu permissions for each user account.

Organizatio Create workflows for your organization and implement specific business rules
n WorkFlow associated with each workflow.
[143)
Global This menu item is a sub menu for the following options:
Options[i16% « Application Options (App Options) - global options for mail server, fiscal
year end, budget version and admin password.
e« Approval Level Titles - define approval level titles which are needed
when creating the workflow approval process.
e Document Numbers - identify the starting number for each document
type.
¢ Change Document Ownership - switch document ownership from one
user to another which can be done for all or some of the documents.
e Terminology - change/edit menu titles.
e System Login - view a list of all logged in users or free any locked seats.
e System Audit Trail - view a list of all system changes however, full audit
of the database is currently not available.
¢ Global Lookup - Allow administrators to manipulate specific lookup values
throughout our application. This section should not be changed unless you
are instructed by Microix or proper care is taken when performing edits.
Please backup your Microix database before modifying data on this form.

Document Utilize this form to access all documents in the system. If a document is
Maintenanc lost or routed to an incorrect approver, you can easily find them here and
eli8d manually change the status to the correct approver. Additionally, you can

perform the following tasks:

e Purge practice data.

e Delete unposted Microix documents that were transferred to Abila MIP

FA.
e Change Microix documents that were encumbered with an incorrect
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e

vendor. This can only be done if the encumbrance was not partially

liquidated.
Approval Identify substitutes for approvers before they take leave or extended time
Substitutionoff.
173
Post Notify other users of the Workflow Modules of significant events.
Messages
18
Forms Allows the user to design custom report layouts.

Designer’is3)
Slioflystem Setup the monitoring parameters to be utilized by the email notification
Alertsfiodl  feature of the Workflow Modules.

Register This form is used to enter the Microix activation code.
Product[198

8.1 Users

The User menu will allow you to perform the following functions:
Add/Delete/Modify user accounts

Reset user's password

Change existing user's first or last name

Import users from Abila MIP FA Payroll Module or Excel Worksheet

‘L) Microix includes a default "admin" user account. It is intended for registering the
product and to setup the application for the first time and/or ongoing maintenance. The
admin account cannot be used to create or approve documents. The password for this
account is identical to Abila MIP Fund Accounting Admin password. If you are unsure of
the password, please contact our support department at 1-866-MICROIX or email us at
support@microix.net. Please change this password via Maintenance>Global
Options>Application Options.

Click on Users a new to open a tab displaying a list of users present in the system.

Home Page | User Maintenance X

Mote: Users who did not change their default password are highlighted in blue.

First Mame Last Mame Email Phone Windows ID User ID Payrall ID Badge ID Biometric Active
? = (]
3 i Martin AMartin@domain.org Anna Belle Martin -~ Martin 1000 v
Jeffries DJeffries@domain. org Dana R. Jeffries  Jeffries 1001 v
OToole KiOToole @domain.arg Ken Z. OToale Otoale 1002 v
Michaels SMichaels @domain.org Scott¥. Michaels  Michaels 1003 «’

¢ recrdiors Y pRED IO H A

Note: User names highlighted in blue indicates that, they have not changed their default
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password.

B
Buttons

Search

Utilize the search e lookup list to find a specific user or you can start by
typing the first few letters of the employee's name.

First NameEnter the user's first name.

Last NameEnter the user's last name. Microix does not have a middle initial field. If you

Email

Phone

Windows
ID

User ID
Payroll ID
Badge ID

Biometric

Active

Password

have two employees with the same name, enter the middle initial first followed
by a period then the last nhame (Example - F. Williams).

Enter the user's email address. This field is required if you are implementing
the email notification system in Microix.

Enter the user's phone number.
‘XL This field is optional and is only used in the Requisition/Purchase Order
Module.

Enter the employee 's Windows User ID name. (Optional, and is only required
when implementing Activate Directory authentication.)

‘XL Active Directory authentication requires server name in the

Maintenance>Global Options>App Options>0Other Options> group box.
Describes the Microix user ID
Describes the MIP Payroll user ID

Describes the number associated with the employees badge for time clock
solutions.

Check this box if you would like the user to be authenticated in the system
using their fingerprint instead of a password.

Note: This action will disable password authentication for the user.

Use this option to disable a user from accessing the Microix system. It is also
important to remove them as a requester in the workflows. For Payroll
customers, if you terminate an employee in Abila MIP FA payroll module, you
will have to manually inactive them in Microix as well.

When adding a new user account, their last name will be the default password
in all lower case letters. Upon logging on for the first time, the user will be
asked to change their password. All passwords must be a minimum of 6
characters and include both alpha and numeric characters. If you need to

reset a user's password, click on the reset = button and Microix will reset
their password to the last name of the employee.

Add a new user account

Delete an unused account
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A
Buttons

‘XL Microix will prevent the deleting of users that have documents associated

with them.
Save record

Undo the last change

Y

Import payroll users from Abila MIP Fund Accounting Software (Abila MIP FA
Payroll is required). Please refer to the Import Wizardh4d section for more
details.

&=

LS To refresh the user database. Synchronizes Microix user names with the most
recent changes in Abila MIP FA employee table.

2 To reset the password for a user. A dialog box informing of the action being
completed will pop-up on the screen. To perform the same action for multiple
users hold down the CTRL key and click on the user names.

Eﬁ To print the list of users.

A Avoid the use of symbols, suchas | "/\: *?; <>[]"'and # when entering a
user's first or last name.

8.1.1 Import

The Import formis used to import employees from the Abila MIP FA Payroll module or from
an excel file.

iy
= N

When implementing the Timesheet module, we recommend that you always import
employee information from the Abila MIP FA Payroll Module.
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o2 Import Users x
Import Source
(@) MIP Payroll Modul ") MS Excel File Email Template |Left{[sFirsthame], 1) & [sLasthame] & '@domai ~ «
PGCodell =
EmployeelD LastMame FirstMame Date Hired

PGCodeID: Admin

MPS Savage Matalie 1/1/2015
v PGCodelD: CaseWkr

Adams Adams Martha 1/1/2015

Brothers Brothers Joyice 1/1/2015
v PGCodelD: Clerk

Smith Smith Frederick 4(14/2010

PGCodelD: PartTime

Evening Evening Sam 672011

Parks Parks Millie 262011

L_‘% Import

e

Import
Source

Email

Templat

e

e Abila MIP FA Payroll Module - use this option to import the users from Abila
MIP FA Employee table. This should be your preferred method when
implementing our timesheet module. Additionally, when new employees are
hired, repeat this process to import them. You can quickly find specific
employees by clicking on the filter 7 icon in any column header. For detailed
instructions on how to filter data see the following section: Sorting/Grouping/
Filtering data grids[21%

e MS Excel File - This option is recommended when you have a large list of
employees who will be using the Microix system. It should be used primarily for
implementing the Requisition or Budget Module. Timesheet Module should use
the option mentioned above. For detailed instructions on how to use this
function see Import from Excell218.

Select an email template from the dropdown list or manually enter a valid email

template. Click on the check v button to apply the changes to all Microix

USers.

Template Syntax:
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e [sFirstName] - string that represents employee's first name

[sLastName] - string that represents employee's last name

Left(string,length) -The Left function returns a specified number of

characters from the left side of a string

Right(string,length) -The Right function returns a specified number of

characters from the right side of a string

¢ @domain.org - replace this text with your organization email domain name
but remember to enclose this part of your text in single quotes.

e The & operator is used to concatenate string variables

‘L) The following example demonstrates a template that extracts the first letter
of the employee's first name along with their last name and domain name to
automatically generate their email address:

User name - Anna Belle Martin

Organization email domain - @microix.com

Template - Left(sFirstName,1) & [sLastName] & '@microix.com’
Results - amartin@microix.com

,-% This button is used in conjunction with the Import Source "Abila MIP FA Payroll
Module". After selecting the users, click the import button to process your
request.

8.2 Security

The Security form is used to grant specific menu permissions to multiple users.

w We recommend that you apply permissions after all requesters and approvers are
configured in each workflow.

Home Page | Security Wizard X

Security Role |ALL (/0 | Select Module  |All Modules
5 All Modules Y
Maintenance | Query Requisition
Budget 3
Select Functions Timesheet =
Account Payable Invoice
Select All Functions Encumbrance Modification Copy Security from: L2
-

Madule | Function Sales Order ;

— oserIcr
ENC View My Documents -
ENC Create a New Document

ENC Edit an Existing Document

ENC  Credit Card Statement

ENC Receiving

Anna Belle Martin
Dana R. Jeffries
Ken Z. OToole

L ] e R ]

Scott ¥, Michaels

EMC  Centralized Receiving
ENC Enable Receive All Button

(1 ] )

"H" Add * Remaove ;& Copy Security [E' Close

Maintenance Tab
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Default Microix includes three preset security functions:
Setof 1.All - Use this option to give permission to all menu items in Microix. It is
Function intended for administrators of the application. Additionally, it displays a list of
s all possible permissions and allows you to add or remove specific ones to each
or all employees.
2. Approver - a list of permissions that are intended for all approvers
3. Requester - a list of permissions that are intended for all requesters
How to use:
1.Select a "Default Set of Functions" from the combo list box
2. Using the list box on the left, check the box "Select All Functions"
3. Using the list box on the right, check the box "Select All Users"
4. Click on the add button to grant permissions, or the remove button to take
away permissions.
@ You can select each function and/or user separately before adding or
removing permissions
/, To edit the functions available to a given user. Refer to
& Maintenance>Security >Role Maintenance[148 for more details.
E To save the changes made to the function list.
:h To cancel the previous action.
';H; Add selected permissions to all selected users
s-t Remove selected permissions to all selected users
[H, Exit/Close the security form
w To filter, sort and group the data see Sorting/Grouping/Filtering Data Grids[21}
8.2.1 Role Maintenance

This function allows the user to enable or disable options for a set of users or all the users
present in the system.

v

Select a role from the drop down list and click on the wrench “ button to open the
following dialog box:
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Home Page | Security Wizard X
Security Role Requestor p bl Select Module | All Modules -
Maintenance | Query ol Role Maintenance X B
Select Functions
Drag a column header here to group by that column = L
Select All Functions = p
i Fl:l -Module MName ) Function Name Requestor Default =
S 1 | » iPurchase Order i View My Documents v L
Purchase Order Create a New Document s L
v B Enc i Purchase Order Edit an Existing Document 4
B enc o Purchase Order Credit Card Statement
O Enc Ed Purchase Order Receiving W
O Enc Rg Purchase Order Centralized Receiving
8 8w iy Purchase Order Enable Receive All Button
H |50 Ed Purchase Order Add New Vendor
B TsH - Purchase Order Query Vendors

Purchase Crder
Purchase Crder

Record 1of 87 E ]

Query Chart of Accounts
Vendor Punchout Catalog

Multiple users can be selected by holding the CTRL key and clicking on the usernames.
Check the box against the function to be added for the role.
Uncheck the box for deleting the function for the selected role.

8.2.2 Query

Use the query tab to retrieve a list of assigned permissions and group them by module,

function or by users. Click on the print button ‘-u'ﬁ to open the print view window for
sending to a printer or exporting to excel.

Horne Page

Security Role p v

Maintenance = Query

Security Wizard X

Fs
I Drag a column header here to group by that column I '—'—-—-—-_.___;_____

| Module

Lser

» Anna Belle Mart

Anna Belle Martin

Anna Belle Martin
Anna Belle Martin

Anna Belle Martin
@ Record 1 of 824

- | Function

Wiew My Worksheets
Create a Mew Worksheet
Edit: an Existing Workshest

Allows deleting a budget item with ...

Salary Worksheet

Disable Salary Import function in B...

User

-

N

Security Role (/0 v

Maintenance

Module =
——|

Ef Record 94 of 824

Query

4

el T X T ¥ e W Y

Function

v Function: ¥Yiew My Worksheets
Anna Belle Martin
Dana R, Jeffries
Frederick E. Smith
Jovee L. Brothers -

i

- ...._...JJ-J ol

w To filter, sort and group the data see Sorting/Grouping/Filtering Data Grids[13)

8.3

Organization Workflow

Before creating workflows in Microix, it helps to document your organization's approval
process, identifying where the process begins, who makes the first approval, the second,
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etc., and the final approval. For the Requisition/PO Module, you may also want to
document the different approval processes based on the value and/or types of products
or services being purchased.

The main purpose of a workflow is to identify the path for routing a document to a person
or a group of people for approval. Additionally, it's purpose is to also help enforce specific
business rules that may or may not be unique to each workflow. You can create as many
workflows as needed for your organization, each with a maximum of 90 approval levels and
an unlimited number or users (requesters). This section allows you to create, edit or
delete workflows.

Workflow {/O + x 2 } /r [%

Workflow ID 103 Description Program Services

Location N/A Organization Mame |Sample Organization

Workflow ID Enter a short alpha, numeric, or alphanumeric name that represents the
group name (example: MIS, 1009, or MIS1009).

‘Y Avoid the use of symbols, suchas | "/\:*?; <>[]"'and # when
creating a workflow ID.

Description Enter a description (example: MIS Department, Accounting, Program
100).
(Y Avoid the use of symbols, suchas | "/\:*?; <>[]"'and # when
creating a workflow description.

Location Enter a location (state, city or building number).

Organization Enter the legal name of your organization. The name entered here will be
Name printed on every report.

2 Add a new workflow
Gl

Delete an existing workflow

X

Save changes

Undo last change

Y o

To open the Workflow Wizard. The following window opens on the user's
screen:

pt
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N

Worlflow Wizard ot

Requester
() Approvers

(7 Account Restrictions

Module Type AD] -
Source Workflow 103 -
|ser Mame Anna Belle Martin, Dana R, Jeffries, Ken Z. Q... |~

Destination Workflow |;

W App @ Close

Select the module, source workflow and destination workflow.

[‘% To import an excel sheet. Refer to Shared Activities> Import from Excel
l18) for more details.

8.3.1 Workflow Options

Workflow options are intended for the requisition and budget module. In this section you
will learn how to set default options for each workflow.

Options | Requesters | Approvers | AccountRestrictions | Personnel | Budget Template | Restrict Distributions | Restrict Item Categories

Requisition Default Values Budget Worksheet Options Budget Checking Options
Eill To Main - Q Mone Editable | Do not indude salary narratives on worksheet Do not submit document without funds.
shipTo  |Main = Q Mone Editable | Show/edit current year projected column Seq... |Tite
Calculate projected column based on prior actual NOT current budget () GL
Requisition Tax Rate Allow users to edit the total budget column 1 Fund
TaxRate Force narratives for Budget worksheet B Dept

Tax GL ¥

# (Create Vendor Filter

Filter By |Class - | Criteria  |<> e

Misc -
Offsup o Apoly
ProfSvs ul

S

Bill To Select a bill to address or use the address icon to enter a new address. Refer
to Shared Activities>Address Code Maintenancel218 for more details.
The bill to address is used by the vendor to forward original invoices to your
accounting department. Requesters will be able to change this address unless
the option "Prevent Bill-To-Address Change" is checked.

A Record 10f 3

Ship To Select a ship to address or use the address icon to enter a new address. The
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8.3.1.1

ship to address is used by the vendor to mail a product or render a service to
the specified address. Requesters will be able to change this address unless
the option "Prevent Ship-To-Address Change" is checked.

Tax Rate Enter a default sales tax rate for each workflow. Requesters have the ability to
modify the rate during data entry.

(LY your organization is exempt from paying sales tax then you can leave
this field blank.

Tax GL This field is obsolete

Create Use this section to limit the vendor list for each workflow. This is an optional
Vendor feature that is useful when you need to restrict a workflow by specific classes
Filter or types of vendors.

‘L) The vendor class and type values are maintained via Abila MIP Fund
Accounting Module>Vendor Maintenance File.

How to use:

1. Select a filter by option (Class or Type)

2.Select a criteria (not "<>" equal to or equal "=" to)

3. Select the filter values and use the apply button to save your selection

Budget » Use the Budget Worksheet Options to manipulate some of the features
Options available on the budget worksheet entry form.
» Use the Budget Checking Option for both the Budget and Requisition
Module. It allows you to select the segments that are required to budget
and for the Requisition Module, it determines which segments are checked
when viewing the available funds.

Budget Segments

The Budget Checking Options serves two roles:

1. For the Requisition Module, it identifies the segments Microix will check when viewing
the available funds.

2. For the Budget Module, it activates the segments that are required when creating a
new budget worksheet.

LI you budget all segments in Abila MIP FA, you can skip this section. By default,
Microix will included all segments while checking the budget and it will include all
segments when creating a new budget worksheet.
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Budget Checking Options

Do not submit document without funds.

Segment Title
k|0 GL
1 Fund
4 Dept
85 Budget Segment Wizard *

Select all Workflows

GL Program Services
Fund

Grant

Proar

Dept

117 :ih

/’% Record 1of 3

How to use:

Click on the magic wand 7 button to open the Budget Segment Wizard. From this
screen you can add or delete segments associated with specific workflows.

Scenario:
Your organization may have a total of six segments but you only budget three of the six
segments. Click on the three segments you do budget and then select each workflow it

will affect. Finally, click on the add o button to add the settings or the delete b button
to remove the settings from each selected workflow.
8.3.2 Requesters

Use the Requesters tab to assign employees to a specific workflow. You can assign
employees to multiple workflows EXCEPT for the timesheet module. Requesters will initiate
documents in the system and submit them for approval.

© 2002-2016 Microix Inc.



154

Workflow Modules

Options | Requesters | Approvers | AccountRestrictions | Personnel | Budget Template | Restrict Distributions | Restrict Item Categories

Document Type |Requisition # Synchronize Requesters to other Document Type (BD,APL,ENL) p y
List of All Us Lol Reguesters
Budget
First Namg | mesheet ) UserID RestrictioniD Restricted R... | Do Not Show Inv Ttems
Account Payable Invoice
4 Encumbrance Modification ¥ =
I Sales Order > I s faul
¥ |Anna Bel EIn_\renbor_y Adijustment - » | Anna Belle Martin -~ Default
Dana R, Jeffries Dana R, Jeffries Default
Ken Z. CToole < Ken Z. OToole Default
Scott Y, Michaels 3 Scott Y. Michaels  Default

Document Type - Select a document type before assigning a requester. You must setup
requesters for each purchased module.

Document Types

e Budget

e Requisition/PO

e Accounts Payable

e Encumbrance Modification
e Timesheet

How to use:

Select one or more users from the list box on the left and click on the right arrow }
button to move them to the list box on the right. To remove, select one or more users

from the list box on the right and use the left arrow @ button to remove them. The

query requester P button can be used to filter, sort and print a hard copy of all

requesters within a workflow.

Restriction ID - This column is utilized by the Requisition and Budget Module. It allows
you to create multiple account restrictions that are different from the "Default" workflow
Restriction ID. Multiple Restriction ID's are only required if there is a need to have users
with different account restrictions within the same workflow. To create additional
Restriction ID's, simply enter the name in the Restriction ID column and go to the Account

Restrictions[i6 tab to setup each restrictions.

‘L) When assigning requesters to the document type "Requisition/PQO", the system will
automatically add the same requesters in both the Accounts Payable and Encumbrance
Modification document types.

w Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either
select or deselect that item.
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8.3.3

Approvers

Use this section to setup approval processes for each document type and workflow. Each
approval level can have a user who will be responsible for approving documents when it
reaches that step in the workflow process. This section is required because it defines how
a document will be routed for approval.

Opkions | Requesters | Approwers | Accounk Restrictions | Personnel | Budget Template | Restrick Distribukions | Restrick Cateqgories

Document Routing Type |Requisition \-*45:) MOTE: each unigue approval level must consist of a GENERAL category.

Lewel Approver Cateqary i, Go ko Else Confir... Message Exclude,.. |HTML = | &
b ;Requester ~ Reguester  General $0.00 Supervisor  Supervisor MJA =
Supervisor Anna Belle,.. General $0.00 Accounting  Accounting Please Approve Doc., .. =

Record1of ¢ o € ™ 0 B (g 0P

1. Document Routing Type determines which module the routing rule will be assigned to.
You are required to setup a routing process for each module you purchased. If the routing

A
process is the same for other document types, then you may use the copy % routing
button to duplicate the routing process from one document type to another.

» ENC - Requisition/Encumbrance
> API - Account Payable

» ENL - Encumbrance Modification
> BD - Budget Document

» TSH - Timesheet

2. Level - Each approval level can have a user who will be responsible for approving
documents when it reaches that step in the workflow process. The system has a total of
four default levels but you can add a maximum of 90 additional levels if needed. Additional
levels are required if our default set of levels are not adequate. To add additional levels,
see the Approval Level Title[173 section.

Microix default levels with description:

> Level 0 - Requester level where all documents are initiated before they are
submitted for approval.

> Level .5 - Preliminary Timesheet level where all timeclock entries are converted to a
timesheet

» 10 - Accounting level (We recommend using this level as the final approval level
before documents are transferred to Abila MIP FA.)

» 12 - Document Approved level triggers Microix to transfer the document to Abila MIP
Fund Accounting Software

‘L) Level 0 is not an approval level; it represents all the requesters in the selected
workflow. Each workflow must have a level 0 before creating the approval routing

process.

3. Approver - Click on the drop-down list and select the person who will be approving at
the selected level. If the user is not listed, you can add them by clicking on the Usershs3
icon in the Maintenance Ribbon Menu.
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w Level 0 does not require an approver's name. The system will default the word
"Requester" in this column because it refers to all requesters in the workflow.

(M 1tis important not to use the same level ID and assign different approvers; each
approver should have a unique level ID.

4. Category - enables you to implement special routing rules based on your Chart of

Accounts.

Scenario 1 - Your approval process requires all computer equipment purchases to be
approved by the IT Manager and all office equipment purchases to be approved by the
Facilities Manager. All other purchases should go directly to the immediate supervisor and
then on to accounting.

2. Routing based on categories

Category
[ITEquip}

Level O - Requester
create and submit
document for approval

Route
based on
categories

Category
General (All other
W purchases

Lewel 1 - IT Manager
Approved

.| Level 3 — Supervisor |

Approved

Level 2 - Office Manager
Approved

Wy

Level 10 - Accounting
Approved

Level 12 — Document
Approved

How to implement Scenario 1:
1)Create two categories (IT and Office Equipment) See approval categories|158.
2)Utilize the new categories in the approval routing process. An example of the setup

is shown below:
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Document Routing Type |Requisition 40 NOTE: each unique approval level "T
Lewel Approver Cateqary <=4 Go ko Else Confirmatiof
b |Requester | = Regquester General $0.00 Supervisor SuUpetyisar
Requester Requester IT Equip f$0.00 IT IT
Requester Requester Office Equip $0.00 Office Manager Office Manager
OFfice Manager  Scotk Y. Michaels General $0.00 Supervisor SUpervisar
1T Sam 1, Evening General $0.00 Supervisar SuUpervisor {
Accounting Anna Belle Markin General $0.00 Documents Approved  Documents Approved W
Record 1 of 6 # x P "} T:R q’ ‘:} We added the category 1 {
rules to the requester level l

L* All levels must include a General category before additional categories are added.

) Category routing is a function that is only available to the Requisition Module.

5. Less Than Equal to (<=$ ) - enables you to implement special routing rules based on
the total value of a document.

Scenario 2 - Your approval process requires all purchases to be approved by the CFO if
the total document amount is greater than or equal to $1,000. All other purchases should
go directly to the immediate supervisor and then on to accounting.

Routing based on purchased value

Level 0 — Requester
create and submit
document for approval

Y

Level 1 — Supervisor
Approved

Route
Based on
purchased
value

Level 2 - CFO

b 51,000
Approved

<51,000

A

3 Level 10 —
“| Accounting Approved

Level 12 — Document
Approved

How to setup Scenario 2 in Microix:
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8.3.3.1

Docurment Raouting Type |Requisition (/(') MOTE: each unique approval level mu?
Lewel Approver Cakegary =% G0 ko Elze Corfirmation
Fequesker Fequesker General $0.00 Supervisar Supervisor
Supetvisar Sarm 1, Evening General $999,99 |F'.|:|:Dunting RO
L
CFO Frederick E, Smith General 0,00 Accounting Accounting i
b [Accounting  Anna Belle Markin Genetal 3 éDDcuments Approved | = | Documents Approved W .
b
Record 4 of 4 r.:i x ™ 2&' rﬂ Qa, ‘:} At the supervisor level, we added a dollar ‘
threshold rule

6. Go to - this column functions in conjunction with the value in "<=$" (less than or equal
to). If the value in the field "<=$," is true, then the application will route the document
based on the Go to value.

7. Else - this column functions in conjunction with the value in "<=$". If the value in the
field is false, then the application will route the document based on the Else value.

8. Confirmation - place a check in this column to have the system send an automatic
email notification to the requester notifying them of the final approval status. Only one
level should be checked. We suggest using level 10 as the confirmation level.

9. Message - the document number will be appended to the information in this field and
used as the subject title of the email sent to the approver. Example: The approver will
receive a message in their electronic mailbox with a subject entitled "Please approve
document number 02ENC-1001". You may change the default text to your organization's
preference.

o

r.-i Add a new level in workflow

Delete the selected level in Workflow

P

# Undo the last change

Fn Add or maintain categories. See Category Wizard 158 for more information.
{. Copies routing from a specific workflow and document type

& See Query Approvers for more information.

"> To open the Routing Wizard. Refer to Routing Wizardled for more details.

Category Wizard

Use the Category Wizard to create, edit or delete categories for the Requisition/PO

approval process. Categories help identify the type of purchase and allow the system to
automatically forward documents based on specific account codes. When creating a new
document, the item expense codes will be matched with the ones used in the categories.
If it matches, then it will route the document based on the category rules. If not, it will
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follow the general (default) routing process.

‘L In order to implement categories, users are required to enter the account numbers for
each item at the time of creating a new requisition/PO document.

Category ID |IT x
Segment ID |Dept -
List of Accounts Selected Accounts
Code Title Segment Code |Title
¥ ¥
b 101 Administration b |Dept 201 Program Services
301 Accounting
401 Executive Director
230 Mon Dept Related
998 Allocated Dept
999 Pooled Dept

&b g¢ [ E Save LH’ Close

Buttons
Category Click on the drop down list box to select an existing category. If you are

ID adding a new category, use the o ADD button.

Segment Select the segment ID of the accounts to be used for identifying the category

ID

List of A list of accounts will be displayed based on the selected segment ID.
Accounts

Selected Select all the accounts that will be used to determine if a document is
Accounts

>

associated with the category. Use the right arrow | | button to move

the accounts to the "Select Accounts" list box.
4 Add a new Category

A Avoid the use of symbols, suchas | "/\:*?; <>[]"'and # when
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Buttons

creating a Category ID.

Delete an existing Category

Save any changes

=

w Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either
select or deselect that item.

8.3.3.2 Routing Wizard

The purpose of the Routing Wizard is to manage the approval routing process for multiple
workflows. The following window will open on the user's screen:

85 Routing Wizard *
List of Workflow Group ID Process Type
Waorkflow ID Description

2) Insert a new approval level

~ Update an existing level

{ Program Services - il
jrrog _! Delete an existing level

~! Update Email Message

~) Update Send Appvl Msg to User

Level ID v
Document Routing Type v
User ID p
Category -
<=5

Goto b
Else v
Message

Send Approval Msg to User

« Apply LED Close
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e
Buttons

Process Select the type of process you would like to perform:

Type e Insert a new approval level

Update an existing level

Delete an existing level

Update Email Message

Update Send Approval Message to User

Note: This field can be enabled or disabled based on the type of process.
Level ID Select the level ID you will be inserting,updating or deleting.
User ID Click on the drop-down list and select the User related to the process type.
Category Select the category you will be inserting, updating or deleting.

<=$ Depending on the process type, it will ask you to supply a less than or equal
to dollar amount. This amount is used to apply rules to the routing process.

Go to This field works in conjunction with the value in "<=$" (less than or equal to).
If the value in the field "<=$," is true, than the application will route the
document based on the Go to value.

Else This works in conjunction with the value in "<=$". If the value in the field is
false, then the application will route the document based on the Else value.

Message Depending on the process type, you can specify a generic email subject that
will ultimately append the document number when sending the approval
message. The system will automatically enter a default value "Please approve
document number - ".

8.3.4 Account Restrictions

Use this section to setup account restrictions for each workflow. This feature is optional
but is very useful in helping to reduce coding errors in both the Requisition and Budget
Modules. Restrictions can be unique for each workflow and based on one or more
segments.

Options | Requesters | Approvers | Accounk Restrictions | Personnel | Budget Template | Restrict Distribukions | Restrick Categories

Restriction Il Segment ID Restricted Accounts Allow Adding New Accounts
Default | = +||GL yo
Code IDV | Title Segm... | ser Mame
List of Accounts
¥ #
Cod... | Title 3 > b 54001  Dues & Fess
i <€ 55001 Building Rent
59001 Depreciation Expense 56001 Litlities and Maintenance ...

60001 Direct Food ?0

61001 Direct Transporkation
62001 Direct Shelter

Record D of 0 I:? x e, ]

4
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8.3.5

How to use:
Select the segment ID and a list of accounts will be displayed in the list box on the left.

Highlight each row of accounts and use the right arrow } button to move them to the
list box on the right. To remove, select one or more accounts from the list box on the

right and use the left arrow Q button. The query accounts e button can be used to

filter, sort and print a hard copy of all restrictions within a workflow.

Restriction ID - allows multiple restrictions within the same workflow by assigning
different accounts for each restriction ID. By default, the system includes the "Default"
Restriction ID. However, additional restriction IDs can be created using the requesterfis3
tab. Use the add + button to copy/duplicate another restriction ID.

A By default, each user will have access to all accounts if the restrictions are not
utilized.

@ Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either
select or deselect that item.

Personnel

The Personnel tab is used solely by the Budget Module. If you are planning to budget
salaries and benefits by employees, you can use this section to assign the employees to
their respective workflow.

There are three methods to gathering the salary information:
1. Manually entering each employee's information in the grid
2. Import from Abila MIP FA payroll module
3. Import from Microsoft Excel

Setup Notes:
Scenario 1 - HR Manager is responsible for budgeting the salaries and benefits. With this
scenario, all employees will be entered/imported into the HR Manager's workflow.

Scenario 2 - Each Supervisor/Manager is responsible for budgeting the salaries and
benefits for each employee within their department/workflow. With this scenario, you will
be entering/importing employees to their respective workflows.

ey Employees cannot be assigned to multiple workflows.
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Options | Requesters | Approvers | Account Restrickions | Personnel | Budget Template | Restrick Distributions | Restrick Cates L
EmplovesID & |First Mame Last Name Job Titlz GL Account | % Ince | Dist ID w'arkFlow
b Anderson Charles Anderson Program Rep 50001 300
Evening 3am Evening SUpEryisOr s0001 0 nfa 300
Jeffries Dana Jeffries Program Rep 50001 0 nfa 300
IMartin AnnaBelle Martin Administrator 50001 0 nfa 300

Record1of 4 o §€ o A &

Column Description
Name/
Button

Employee IDEnter an employee ID

If you are planning to budget for an open position in the upcoming budget
cycle, use the first and last name to specify the position name.

First & Last Enter the first and last name of the designated employee
Name
Job Title Enter a job title for the designated employee (optional)

GL Account Enter the salary expense account number

% Incr If the employee will receive a raise within the budgeting period, then enter
the percentage

Dist ID Select a distribution code from the drop-down list (The source of the list is
the Abila MIP Fund Accounting system).

o Add a new employee/salary position

Delete an employee
x ploy

% Import data from Microsoft Excell218 or Abila MIP FA Payroll Module[163
C

8.3.5.1 Import From MIP

Use this form to import employee data from Abila MIP FA payroll module to the
Organization Workflow>Personnel tab.
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85 Personnel Import

Import Source

Q)MIP Employees (indudes benefits)

EmployeelD
b | Otoole

Parks

Smith

How to use:

Microsoft Excel File

% Change |(0.00 %

Last Mame
CToole
Parks
Smith

Salary Allocation (Excel File)

Mo of Hours [2080

First Mame
Ken

Millie
Frederick

«B Import

1. Select an Import Source related to Abila MIP FA Employees
2.Select the Salary GL Account Number
3. Enter a % Change for across the board salary increases (optional)

4. Select the employees from the grid. Use the Ctrl/Shift key for multiple selection and

click on the import ! % button to complete the process

@ Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either

select or deselect that item.

8.3.6 Restrict Distributions

Distribution Codes allow you to specify, in advance, to which account segments you want
to distribute transaction amounts. Distribution Codes help to reduce transaction entry
time and increase accuracy for common entries. They are most useful when you have
specific types of transactions that are split between different cost centers, funding

sources, departments, etc.

¢ Requisition/PO Module - Users can split the cost of a product or service by using a
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distribution code

e Timesheet Module - Users can associate their worked hours to a specific distribution
code (Charge Code)

e Budget Module - Utilizes distribution codes to allocate a total budget amount to all
funding sources

Options | Requesters | Approvers | Account Reskrickions | Personmel | Budget Template | Restrict Distributions | Restrick Categories

List of Distribution Unrestricted Distributions
DisbCodeID | Description AppTvpe | & DiskCod, ., |Description Comments Required
7 £ ? O
b | Adams Martha Adams P b ;Day Car... Day Care Direct
ALLOCATL.,  Allocation Distribution Code P 3 Direct Direct Distribu, ..
fssets Assets B <
Brothers Joyee Brothers P
Discount AR, Discount Distribution ... A e

How to use:
Select one or more distribution codes from the list box on the left and click on the right

arrow } button to move them to the list box on the right. To remove, select one or more
distribution codes from the list box on the right and use the left arrow Q button.

A By default, all users in the workflow will have access to all distribution codes if no
restrictions are selected.

w Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either
select or deselect that item.

8.3.7 Restrict Categories

Items that will be requisitioned can be grouped into user-defined categories. You can
restrict which workflows have access to which categories by using the Restrict Categories
tab of the workflow maintenance screen.

© 2002-2016 Microix Inc.



166 Workflow Modules
Options | Requesters | Approvers | Account Restrictions | Personnel | Budget Template | Reskrict Distributions | Restrick Categories
List of Categories Restricted Categories
ZategaryID Description CategaoryID Descripkion
¥ v
¥ [Medical Medical b | Office Office
Other Cther }
OtherS567 Other5567
PHOMNE PHORE €
Reimbursement Reimbursement
TAELET TABLET
How to use:
Select one or more categories from the list box on the left and click on the right arrow

} button to move them to the list box on the right. To remove, select one or more
categories from the list box on the right and use the left arrow Q button.

A By default, all users in the workflow will have access to all categories if no restrictions
are selected.

w Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either
select or deselect that item.

8.3.8 Budget Template

The Budget Template tab is optional and used solely by the Budget Module. It is
primarily used to populate budget worksheets with specific account numbers. Templates
are most beneficial when historical data is not present in the Abila MIP Fund Accounting
software.
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Options | Requesters | Approvers | Account Reskrickions | Personmel | Budget Template | Restrict Distributions | Restrict Categories

List of GL Accounts Budget Template
CodeID | Title - CodeID | Tikle -
12001 Investrents b | 50001 Salaries L
13501 Estimated Third Party Prts } 50002 Cvertime Expense
14001 De From Okther Funds 50003 Bonus Expense
15001 Skate Grants Receivable € S0004 Job Training Expense
15501 Federal Grants Receivable 20005 Indirect Salaries Expense
16900 Other Receivables i 51001 Pavroll Taxes g

How to use:

Select one or more accounts from the list box on the left and click on the right arrow }
button to move them to the list box on the right. To remove, select one or more

accounts from the list box on the right and use the left arrow Q button to remove the
accounts from the budget template.

@ Multiple items are selected by holding down the SHIFT key and clicking on them with
the mouse or by holding down the SHIFT key and pressing an arrow key to extend the
selection from the previously selected item to the current item. You can also select items
by dragging with the mouse. Holding down the CTRL key and clicking an item will either
select or deselect that item.

8.4 Global Options

The Maintenance Global Options pull-down menu includes functions that are essential to
the setup of the Workflow Modules application, as well as some back-end maintenance
type features.
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Workflow Modules

ifPurchase Crder Inventory Timesheet

@B & 50

Global Document Approval Post Forms  Sys
j A Maintenance Substitution Messages Designer  Ale

fenance

.ﬂlﬂﬂw (s ) o

Application Options

Approval Level Title

Document Mumbers

4

Change Document Ownership

Terminclogy

Systemn Login

g2 (]

Global Lookup

= Global Settings Leave Balance

=g Systermn Audit Trail

T

Application Set up system type information like the email server name and attachments
Optionshed directory

Approval Set up the variable approval levels necessary for the workflow processes

Level Title

172
Document Assign number scheme for all document types

Numbers[i73

Change Move multiple documents from one user's ownership to another
Document

Ownership
17

Terminolog Customize system data labels and codes

yi7h

System View users logged into the Workflow Modules and delete inactive sessions if
Loginfi7®)  needed

System Review and print the system audit trail
Audit Trail

17
Global Indicate the codes to be used for the pick-lists throughout the application
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T

Lookuph7d)

8.4.1 Application Options

Network Path
Attachments - Enter a network location for all attachments. By default, this path
should be your \\SQLServerName\Microix Share\Attachment folder. All Microix users
must have read/write access to the network path you specify. The network path is
used by the application as a temporary folder to extract any SQL attachments for
viewing purposes.

Metwork Path

o | Save Attachments To UMC Path

Attachrments

Copy all SOL Atkachments ko UMC Path

.u When relocating the Microix Share folder to another server other than the Abila
MIP FA Server, make the necessary changes to the Network Path and redo the read/
write permission.

‘XL If you are utilizing the attachment feature, include the Microix Attachment
database (MWFMAttachment) as part of your daily backup routine. It is not necessary
to backup the Network Path specified above.

hange Admin P wor:
The Admin password should be secured and only specific members of your accounting
staff should have permissions to use this password. The product is embedded with a
default Admin account and password. The password is the same as Abila MIP Fund
Accounting Admin password.

Change Admin Password

Mew Password

Confirm Password
o Apply
Enter a password in the New Password field and reenter the password in the
Confirm Password field. Select the Apply v button to save the password.

iy
= N

The new password should be a minimum of 6 characters and include both alpha
and numeric characters.
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Budget Settings

Select the budget version Microix should use when retrieving budget data from Abila
MIP Fund Accounting Software.

Budget Settings

Budget Version |[Revised |-

Retrieve YTD budget Fiscal Year End |12/31/2015 -
OMLY check budget for expense type GL accounts

Email Color Scheme

Designate the color scheme to be used in the notification emails.

Email Color Scheme

Header Caolar [ 1wheat = | Dekail Color [ Lightvelow -
Other Settings

Other Settings

Required Field Color | ] LightGreen -

application Skin Marme | Silver -

Web AddressiURL hitkp s e, microix, infoiS081

I

Required Field This is the background color of the fields that are required
Color entry on forms

Application Skin Color scheme of the application interface

Name

Web Address\URL Web service address that hosting your Microix email approval

SMTP Mail Server Information
This application has a built-in email component to send email notifications through
your local or remote SMTP mail server. Emails will only be sent if the Enable Email
Notification is checked. Removing the check mark will disable the email function for
the entire application. You should only disable the email notification if you do not have
an SMTP mail server or it is temporarily unavailable.
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SMTP Mail Server Information | POP3 Mail Server Information

Server Mame Enable Email

Auth. Method Mone * | Port 25|
User ID

Password

Lise the button fo fest emall (MOTE: Log off each time you change seffings) =T Email

it B R

Server Name Enter the name of your local or remote SMTP mail server name.

Auth. Select the authentication method for your mail server.
Method ¢ None - does not require a User ID or Password

e SMTP - requires a User ID and password

e SSL - requires a User ID and password

Port 25 is the default port for SMTP servers. Change this value if your
SMTP mail server is sending mail through a different port number.

User ID If the SMTP mail server is configured for authentication, enter a
User ID in this field.

Password If your mail server is configured for authentication, enter the
password associated with the User ID.

w If the SMTP mail server utilizes authentication to relay email, you can create a
"POAdmIn" email account and use this account for the User ID and Password.

Windows Active Directory Options

Allows users to utilize Windows Active Directory security for logging into the Workflow
Modules instead of maintaining a separate set of passwords.

iy
= N

Warning: Before activating this feature, you must assign at least one user
permission to all functions in the application because the Admin account will be
disabled.

Windows Active Directory Options

Server Mame

Use Windows ID at login - The standard method for logging into Microix is to use
the pick list of users presented on the login screen. If this check-box is checked, the
pick list will not be presented and users instead will login by typing in their Windows
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login.

Other Options

Other Options

Motify the following user when someone is substituted

Anna Belle Martin i

Show all users when selecting a substitute (currently only approvers are shown)
Disable Application Login {only admin account can login)

Send Email to Alternate Approver

Send approved message on arrival of the approval level

Disable the form printing dialog box when approving a document

Show max number of records 1000

Refresh Abila Segments/Org Mame/ Org ID @l Refresh

Notify the following user... - Select an administrator who will receive an email copy
of any approval substitution.

Refresh Segment/Org Info from Abila MIP - Use this button to synch Microix's
general ledge segments and organization fields with Abila MIP's Fund Accounting
database. You will only use this button when there has been a change to this
information in Abila MIP.

(AN TF you are working with Grants that are on different fiscal periods, please refer to
Funding Fiscal Year to assist you with setting up a unique fiscal year for each
funding source.

8.4.2 Approval Level Title

The system accommodates a maximum of 90 approval levels to be shared between all
Modules.

@ We recommend assigning the last approver to level 10. Additionally, we also
recommend that someone from your accounting department should always be the last
approver for any documents transferring to Abila MIP Fund Accounting.
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Home Page | Approval Level Tites

H -.,-f\
 Renumber Approval Levels
Level = Level Title Description | Printed Document S... | Mew Yendor... | Consolidate ... |Received M., | Email OngOFf | Disable Edit | Disable Print Active
» 0.0 Reguester Mew Docuy,..  New Document W v
0.5 Preliminary Timesheet Preliminary ... Approval In Process W
1.0 Supervisor Supervisor ... Approval In Process o o W W
2.0 Manager Manager D... Approval In Process W W
2.1 Purchasing Purchasing ... Approval In Process W v
4.0 Warehouse Warehouse, .. Approval In Process v W
5.0 NiA A Approval In Process W 7
6.0 NiA A1) Approval In Process v
7.0 NiA A Approval In Process W
3.0 NiA A1) Approval In Process v
9.0 NiA MiA Approval In Process W
10.0 Accounting Accounting...  Approved i W W

Record 1 of 12 Eﬁ x

Buttons

Level The data in this field is automatically generated and it represents the
numeric value for each approval level. The system has 10 default approval
levels. If you would like to create additional levels, simply select an existing

level anywhere between 1 and 10 and click on the Add e button. To
delete an unused level, click on the delete x button.
‘XL Microix will not allow you to delete any default approval levels

(0,1,2,3,4,5,6,7,8,9,10). To inactivate these levels, enter the value "N/A" in
the Level Title column.

Level Title Enter a name for each active approval level.

Description Enter the description for each active approval level (optional). The system
will automatically generate a value for this column but it can be modified if

needed.
Printed The value enter in this column will be printed on each Requisition form.
Document
Status

New Vendor Select a level where the system will automatically notify the approver when
Alert a new vendor was added to a document.

L This function only applies to the Requisition Module.

Consolidate If your organization allows multiple vendors for each requisition, you can set

Documents the level at which the consolidation of requisitions by vendor will occur. This
feature is normally used in organizations that are based on a centralized
purchasing system.
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‘XL This function only applies to the Requisition Module.

Received Used to indicate that a notification should be sent to this level once the
Notification warehouse has fully picked or received all of the items on the document.

‘&L This function only applies to the Inventory Module.

EmailOn/ Check or uncheck to indicate whether this level should receive email
Off notifications or not.

Disable Edit Check to restrict users at this level from editing documents.
Disable PrintCheck to restrict users at this level from printing documents.
Active Indicates whether this level is active or not.

op Add a new Approval Level.

4 Delete a new Approval Level.

A Avoid the use of symbols, suchas | "/\:*?; <>[]"'and # when creating an
approval level title.

8.4.3 Document Numbers

This form is used to assign the numbering scheme for all documents in Microix Workflow
Modules.

(*% caution should be taken when creating your numbering schema as this value will be
restricted based on the maximum field length Abila MIP FA will accept for their document
number.

Horme Page | Document Mumbers 3

The current MIF datshase will not accept & document number greater than 15 characters, Workflow

Modules utilizes the DocPrefix and Last # Used for the docurment number, To avoid fransfer errors, = ﬁ
do ot allow both combined values o excesd MIP's accepted field length

OPTIOMAL (Requisition Module ONLY): Select a level where the system should PLIRCHASIMG p x
automatically assign a different document number upon final appraval.

Enter the document number maximum size (Purchase Order Module Onlyy 4

| For each docurient prefix, use the same "Last # Used" valus

DocType « | DocPrefix Last # Used Can Edit Default Active Dacurn, .., |Prefix LastOn...
APL 12-AP 1,017 td v API 12-AP 1023
BD 12-BD 1,000 W v ED 12-ED 1007
CLE CLK 1,000 o v LK CLE 01007
ENC 12-EM 1,067 W v EMC 12-EM 1074
PO PO 5,047 W v ¥ |TSH 12-T5 1012

¥ | TSH 12-T5 W '

Record 6 of & E& x
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Sl

Doc Type AD] - Inventory Adjustment
API - Account Payable
BD - Budget Worksheet
CLK - Badge Number for Timeclock
ENC - Encumbrance/Purchase Order
ENL - Encumbrance Modification
INV - Inventory Count Sheet
PO - Purchase Order (Optional)
SO - Sales Order
TSH - Timesheet

Doc A Document prefix is placed at the beginning of the last humber used and

Prefix together, makes the complete document number. Each type of document in
Microix is required to have a unique number that will eventually be transferred
to Abila MIP FA.

Examples of a Document Prefix:

e BD-1000

e 12-BD-1000

The example above demonstrates a prefix that includes the document type (BD
-Budget). However, the "12-BD" prefix went a bit further to include the fiscal
year as part of the document prefix.

‘XL Incorporating the fiscal year into your document number is acceptable but
it does require maintenance at the end of each fiscal year.

Last # Enter a numeric value in this field. Microix will generate document numbers
Used based on the value in this field.

(! Remember to consider the maximum document field length Abila MIP FA will
accept.

Can Edit This option will allow an end-user to manually enter a predefined number. If the
end-user do not enter a number, the system will automatically assign the last
number used to the document.

Default If two or more "Doc Type" exist, we recommend selecting one as a default. This
value is required if the option "For each document type, use the same Last #
Used value" is checked.

Active Check this column to activate the document number settings.

1. Select a level where the system will assign a different document number - Use
this option if your organization would like to use a different document number after final
approval. Document Type "PO" should be added and configured before utilizing this

feature.

2. Enter the document number maximum size (Requisition Module ONLY) - The
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value in this field will cause Microix to include leading zeros when assigning a document
number.
Examples:
(With leading zeros)
Document Number Maximum Size - 5 digits
Doc Prefix - 12-ENC
Last # Used - 10
Results - 12-ENC-00010 (Microix included leading zeros to the last # used)
(Without leading zeros)
Document Number Maximum Size - 0
Doc Prefix - 12-ENC
Last # Used - 10
Results - 12-ENC-10 (Microix did not include any leading zeros)
3. For each document prefix, use the same "Last # Used" value - If checked, the
system will use the same "Last # Used" value for all similar document types.
Example: (Option Checked)

DocType | DocPrefix Lask # sed Zan Edit Default Active -
I |ENC 120 oo, ¥ 7 =
EL 12-BD 1,000 v =
If an end-user creates the first document using prefix 12-EN, Microix will assign 12-EN-
1001 as the document number. Additionally, if the end-used creates a second document
using the prefix 12-EN, Microix will assign 12-EN-1002 as the document number. If the
option was not checked, Microix will assign 12-EN-1 as the document number.
8.4.4 Change Document Ownership

This feature is used when an employee leaving the company, owns documents that must
be transferred to other users so that the documents can continue to be managed once
the employee is gone. You select the module type and the user to transfer from first. The
document list will be refreshed with the documents owned by the user and module
selected. Highlight which documents to update and the employee you will be transferring
ownership to and then click the Process button.
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85! Change Document Chwnership it
Select the type of documents being updated
() Requisition Module (®) Budget Module
Select an employee who you would like to transfer ownership fram: Select an employee who you would like to transfer ownership to:
Anna Belle Martin 2| |pana R, Jeffries 2
Workflow ID =
Document Mo Doc Type Description Status User Mame
b i v Workflow ID: 103
13-BD-1001 BD Budget Document for Administration Request... Anna Belle...
13-BD-1003 BD Budget Document for Program Service Regquest... Anna Belle...
13-BD-1002 BD Budget Document for Executive Request... Anna Belle...
13-BD-1008 BD Budget Document for Administration Request... A&nna Belle...
13-BD-1007 BD Budget Document for Executive Request... Anna Belle...
13-BD-1009 BD Budget Document for TEST Docume... Anna Belle...
13-BD-1008 BD Budget Document for Program Service Docume...  Anna Belle...

8.4.5 Terminology

v Process

There is certain data that must be stored in the Microix Workflow Modules database for
the application to function properly. An example of this is the general ledger segments.
However you may want to customize the segment information so that it appears on forms
and reports with different labels or captions. The Terminology screen will allow you do to
this. You can change the segment identifiers, as well as the item types used by the PO/

Requisition Module.

© 2002-2016 Microix Inc.



178 Workflow Modules
| »
Module Functions Segments
Sub Function Description SegID Segment Title Type Salary Rollup | Value Length
» »* Main Function: Reports » 0 GL GL 5
1 Fund FUND 3
2 Grant BAL 5
3 Progr RES 5
4 Dept MBAL 5
5 117 RES 1
Record 10f 1
Item Types
Item Type Description Modules ~ | Type Taxable [Shipping Active Default Transferable
» | » Modules: ENC
# =] = = =
®
8.4.6 System Logins
The System Login form displays all users who are currently logged into the application. It
identifies the user's name, network name, computer name, and date the user logged in. If
an end-user terminates the application without properly logging off, he/she will remain in
the system and continue to occupy a user license. If this occurs, locate the user name in
the table and click on the delete x button to remove them. The license will be released
immediately for others to use.
w To filter, sort and group the data see Sorting/Grouping/Filtering Data Gridsk13
ns Documents Locked
Module =
Microix Login Mame Metwork Login Name Computer Mame Date
¥ | » Module: RBN
Anna Belle Martin Levi MICROIX-LEVL 10/15/2015
1
Record 1of 1 x
8.4.7 System Audit Trail

Use the System Audit Trail form to view and print a log of some administrative functions
performed in the system such as the addition, modification, or deletion of workflows and
time clock data.

w To filter, sort and group the data see Sorting/Grouping/Filtering Data Grids ka3
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Home Page | Systerm Audi Trail €

.
Module =
IJser Mame CPU,.. |CPU Name |DateStamp | &ction Caphion | Qld ¥,.. | Mew Yalue 3
5 =
b + Module: ENC
Anna Belle Martin - Rickie  PE-T310  8/20/2012 Added WendorID Microix
Anna Belle Martin - Rickie  PE-T310 g/20/2012  Approved WendorID Microix
Anna Belle Markin - Rickie  PE-T310  &f20/2012 Approved YendorID Microix
Anna Belle Markin - Rickie  PE-T310  8/20/2012 Approved vendorID Microix
Anna Belle Markin - Rickie  PE-T310  §/20/2012 Approved YendorID Microix
anna Belle Markin - cherry WINT-Y,,, 9/26/2012 Added WendorID GAS SOIUTH -

5 [

8.4.8 Global Lookup

The Global Lookup is a form that should not be accessed or changed without the advise
of a Microix Support Representative. The majority of lookup values throughout the
application are based on the values in this form.

%ﬁ Please backup your Microix Database before making any changes.

w To filter, sort and group the data see Sorting/Grouping/Filtering Data Grids[13)
Home Page | Application Options | Terminology | Lookup Values 2

Module Inventory Module - E & %
3

Lookup Field Type Category i

Lookup Value Description Default Active System Value
» | Computer Supplies Computer Supplies i
Food Food W n
Medical Medical W n
Medical Supplies Medical Supplies v n
Misc Misc o n
Office Supplies Office Supplies V n
Property Supplies Property Supplies i n
it I

8.5 Approval Substitution

The Approval Substitution form is intended for substitutes to be identified for approvers
before they take leave or extended time off. It will ensure that documents are still be
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being approved while they are on leave.
Approval Substitution n
Select Approver
Original Approver |-
Options
(©) Leaving ~) Early Return
Select approval level -
Wha will be substituting for the original approver? -
When should the substitute become active? 10/22/2015 b
What date wil the original approver return? b
v Apply ﬁ Cancel
i
Select Select the approver who will be absent.
Approver
Options Leaving - Select this option when the Original Approver is taking a leave of
absence.
Early Return - Select this option if the system should return the Original
Approver as the main approver.
Approval Select the approval level. If the Original Approver is approving in more than
Level one level, a substitute will have to be created for each level.
Substitute Select the end-user who will be substituting.
Return Enter the date the Original Approver will be returning. The system will
Date automatically return them as the approver on that specified date.
8.6 Document Maintenance

The Document Maintenance form provides administrators access to all the documents
in the system. If a document is lost or incorrectly routed to the wrong approver, you
can manually change the status to the correct approver.

iy
£

Use caution when granting permissions to this form. We recommend that
administrators of the application or someone in your accounting department should only
be granted access to this form.
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Home Page | DocumentMaintenance X
Document Type Requisition (,0 Retrieve Records 1000 [11
Requisition b
Document StanBudget
Timesheet
Doc Type Inventory Adjustment User Mame | Document Description Workfl... |Vendor... |Total Session | % Completed | Att...
®
» | v Document Status: 0 - Requester Documents
EMC Request Items from... 13-EN-ToB... 10/20f2015 DanaR. Je... Inventory Items Picked using Barco... 103 UMASS... 5,161.380 0,00 % =
EMC Request Items from,., 13-EN-1019 10/20f2015 DanaR. Je... Inventory Items Picked using Barco... 103 UNMASS... 2,580,90 0,00 %
ENC Request Items from... 13-EN-1018 10/16/2015  Anna Belle ... Inventory Items Picked using Barco... 103 UNASS... 3.66 0.00 %
ENC Request Items from.., 13-EN-1017 10/16/2015  Anna Belle ... Inventory Items Picked using Barco... 103 UNASS... 3.66 0.00 %
EMC Return Items to Inv... 13-EN-1015 10/15/2015  Anna Belle ... Return A series 103 UNASS... 0.00 0.00 %
EMC Request Items from... 13-EN-1010 8/11/2015 Anna Belle ... Requestitems from inventory 103 UNASS... 11.97 0.00 %
ENC Standard Requisiion  13-EN-1009 8/11/2015  AnnaBelle ... Request for 20 units 103 ABC - ... 400.00 0.00 %
T 8,161...
v Document Status: 10 - Accounting Documents (Anna Belle Martin)
EMC Standard Requisiton ~ 13-EN-1016 10f15/2015  Anna Belle ... Order new A series 103 UNASS... 37.60 100.00 %
ENC Request Items from... 13-EN-1014 1015/2015  Anna Belle ... Request A series 103 UNASS... 5.76 100.00 %
ENC Standard Requisiion ~ 13-EN-1013 8/13/2015  AnnaBelle ... TestPartial Fay 103 ABC -... 5,988.00 50,00 %
i7 $42,5... -
C.g )ﬁ o |’£ @ &) Record 1of 17
Change Document Status to |Requester Documents (,O v ‘;L, Options Eﬂ Print

Buttons

Docume Allows you to filter the list of documents based on the following types:

nt Type 1.Requisition (ENC)
2.Accounts Payable (API)

3. Encumbrance Modification (ENL)

4. Budget (BD)
5. Timesheet (TSH)

Change Use this option if you have good reason to manipulate the document status.
Docume This function is commonly used when the following scenarios occur:

nt e The workflow was setup incorrectly and a document was routed to the wrong
Status approver. Use this option to change the document status to the correct
to approval level.

e You have transferred a document to Abila MIP FA but realized it was not
correct. We recommend that you delete the un-posted document from Abila
MIP FA. Next, use this option to reset the transferred document to the
previous level. Make the necessary adjustments/corrections through the
normal approval process and re-transfer to Abila MIP FA.

How to use: Find the document in the list, select the new status by clicking on

the magnify e button and click on the check v button to apply the changes.
You will be prompted to enter a reason for your actions.

Microix default levels:

» 0 - Requester Level (The person work initiated the document)
» .5 - Preliminary Timesheet (The person who created the preliminary

timesheets)

» 10 - Accounting Level

» 12 - Document Approved

» 13 - Document Denied

» 14 - Document Transferred to Abila MIP FA
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Buttons

» 15 - Document Void

» 16 - This level is obsolete

» 17 - This level is obsolete

» 18 - Transferred to Purchase Order (Requisition/PO Module Only)

AN If the transferred document was already posted in Abila MIP FA, your only
recourse is to reverse the entry, make the corrections and post. On the Microix
side, you can change the status to the previous approval level, make the
necessary changes and change the status back to "Transferred to Abila MIP FA.
You will not be permitted to re-transfer to Abila MIP FA because the document
already exists in Abila MIP FA. For the Timesheet Module, once payroll checks
are printed, all recourses have to be made through a supplemental timesheet in
Abila MIP FA. Microix timesheets cannot be transferred again but you can make
the necessary changes so that Microix Timesheets match the payments made in
the supplemental timesheet. Future versions will allow you to transfer Microix
timesheets as supplemental timesheets into Abila MIP FA.

View the document information in read only format.

payments

View the audit trail information for the selected document. Refer to the Audit
Traill213 section for additional information.

Encumberance balances
Reset receiving
Approval tree

See other optionshsd section

Print the list of documents that are display in the grid. Utilize the grid's sorting
and filtering options to sort and retrieve specific information before printing.

w To filter, sort and group the data see Sorting/Grouping/Filtering Data Gridski3
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8.6.1

Other Options

The Other Options dialog box allows you to perform the following tasks:

1. Delete practice data from transaction table - Microix will scan all documents that
contain the words "Practice Data" at the beginning of each document description and
prompt you to permanently delete them all.

2. Delete void documents - Microix will permanently delete all documents with a void

status.

3. Delete un-posted Abila MIP documents - this process will allow you to delete a
Microix document that was transferred to Abila MIP FA but not yet posted.

4. Purge documents from Microix database - use this option when all users are
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practicing in the software for the very first time and you would like to permanently
delete all the documents from the database. The workflows and setup information will
not be affected. If the total number of documents exceed 100, this function will not
be available.

5. Modify the vendor ID for a posted encumbrance - when purchase orders are posted
in Abila MIP FA with an incorrect vendor, use this option to re-assign the encumbrance to
a different vendor. This function is only available if the document have not been partially
or fully liquidated.

6. Transfer leave to Abila MIP as an adjustment - Generates a document to transfer
leave to Abila MIP.

7. Change document prefix - Change the document prefix assigned to a document.

@ When performing any of the above tasks, it is important to backup your Microix
database. To backup your database, navigate to Support>Backup Database.

) WARNING! Any options that involve "Delete" or "Purge" will be permanently deleted
from the database and cannot be restored unless you have a backup of the database
prior to deleting.
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8.7

o5 Other Options >
Select an option

Delete practice data from transaction table
| Delete void documents
| Delete unposted Abile documents

Purge documents from Microtx database
Modify the vendor ID for a3 posted encumbrar
) Transfer leave to Abil as an adjustment
| Change Document Prefix

| Attachment ReTransfer to Abil

Delete posted document from Abila

Sy
i Cancel

Post Messages

This function provides a method for users of the Workflow Modules application to notify
other users of the application of significant events. Selecting Post Messages from the
Maintenance ribbon menu will bring up the following form. Add a new message by clicking

on the E% button. You enter the message you want shown along with the date you
want to start showing and end showing it. You can also give it a category and select just
certain workflows or users to see the message.
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Home Page | Post Messages X
Drag a column header here to group by that column
Message Created By Date Created 7 |Start Posting  |End Posting | Workflo...  |User IDF
» ] Mew Microix version is available, Please check websit,.. Anna Belle Martin  12/12/2012 1z/1zl2012 12/31/2012 % £
Meeting Skaff Meeting koday @ 2:00 in the conference room Anna Belle Markin 121272012 1zf1zt201% 12f1zfz012 %% k)
#
x| | [Date Created] »="12/12/2012" And [Date Created] < '12/13/2012' Edit Filter
Record Lof 2 o J€ [ i EP 4 I >
Once the message is saved it will show up on the Message Board section of the Home

Page during the date range indicated.

Message Board

Category Posted By

: ‘Meeting : anna Belle Martin

Skaff Meeting today @ 2:00 in the conference room
e Yersion Anna Belle Martin

Mews Microix wersion is available, Please check website for download.,

8.8 Custom Report Designer

S

Report Designer:

The Report Designer module allows the user to design custom report layouts. Data

binding, Import and Export of reports is also available.

To design a report click on "Custom Report Designer" in the Maintenance tab.

-

@ ¥ — (=] x
— Budget Requisition/Purchase Qrder Inwvenkory Timeshest Mainkenance Suppott
= - [ _,r' 1 [
& = BB 8 - |do]
= "; LE] @’_' LE L:'.-,E,J o L_p =¥ L
Users  Security  Fingerprink | Crganization Global Dacurmnent approval Fast Farms | System
Manager WarkFlaw Cptions ™ Maintenance  Subskitution  Messages | Designer | Alerks

A new tab displaying the existing reports in the system opens on the users screen.
Select "Requisition" option from the drop down list for Module field. All the purchase

requests in the system will be listed on the screen.
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| Home Page " Requisition Document Approval Lisk || Document - 09-EM-1011 " Repart Designer %

Yodule |Requisiti0n v|
Report Name Description Default
EUDR-MWFM—POFDrmSummary.rpt chase Order 5 ]
ES UDR-MWFM-POFormSummary . rpk Purchase Order Summary [}
S& rpt_POForm PO farm =]
57 rpt_POForm PO form backup [}
pricvicw = sa| | & Add | | 2z Edit | | ® Delete | | j Copy | |L@ Impar
4 | T - »

To set a report as the default report for your system check the default box against the
report.
Note: The system can have only one default report per module.

Field »
Button

To add a new report layout to the system. Refer to Create New Report Layout

& for more details.
"5-? To edit a selected report.
s-‘ To delete a selected report.

'_J To copy a selected report.Refer to Copy a Report for more details. We suggest
making a copy of the report before making changes to it to avoid loss of
default settings.

_% To import a report from another system. Refer to Import a Report for more

' details.

[_% To export a report to another system. Refer to Export a Report for more details.

Create New Report Layout:

Click on the Add | dF button to create a new report layout. The following window will pop-
up:

Microix Workflow Modules

x]|
Pleaze enter report description,

Cancel

© 2002-2016 Microix Inc.



Maintenance

187

Enter a description of the report and click on "OK". Click on "Cancel" to return to the main
page.
A window named Report Designer will open on the user's screen. This allows the user to
edit the report layout. All the required tools and field functions can be accessed and

edited according to requirement

R
=i [E ReporHeader fane band per sepert] O

N : S eName] T
. ()
[  Check Box - Mame: ¥rSubreportl

Report Source: Null S T

{Ship-to-address,

Name: XrSubreport2
Report Source: Hull

B sheps
U Bar Code
i3 Ipcode Lk
3 atafialddy B
Jll  Chart - § meraredir er 1p] g
[ evean T wirkaw s bi+i) ]
= et d
S5 Page Info - § Escriptian g iip
= o L + | Expart warning: The Falkesng cantrals are ow
1=t Page Break - ported ko HTML, 15 and RTF i v
e ; ¥rLinez, HLabel37, rLabel36, Krlined,
5= Cross-hand Lne | .2 ¥rlinet, s abel15, ¥rl abel18, ¥rlabal1s, Xriahells,
= ; KrLabel22, Xrisbel21, drlabel2d, Yl abel2s,
B Cross-hand Bax = (5] PageHeacer fone band pet page|
[l Subrepeet TUnit Oty Received Account - Mem - dbem - CUni Tam o fo-
foty iType | Rec'd Diake | loformation | 0000000 iNumbes | || iDescripian 00000 Peicel | ;00 Total |

& B peai

. BlstigsTterm, §Trec jHrec dat JECalAcenio]l

Ghos_PoRepartst G sp_rptPOFormTebleAdaptert

To add company logo to the r
Click on "Picture Box" in the "Tool Box" to add your company logo to the report layout.
Mark the area where the logo should appear in the report layout.

HBIE

'_‘ Preview ' HTML View | RepartHeader { Height:406

eport:

JElsTtem _UnitDesc] | Jilsitem_Un 45 [P 47 [CallineTol i

Zoom Factor: 1001%

[F] Calhcchio

(] Cathocin

{f] Calbocumentti

[#] CallineTozal

{F] calPhoneFax

[F] CalverdortyStateap
(] Cavendorit

{5 Comments

[ etracin

cpartHeader  feport Header

[

Name) ReportHeader 4|
Background Coke [ ] Transparent
Border Colr Il controlText
Border Wdth 1 |
Borders Wane

@ Fork Verdana, 9.75pt
Foreground Cokr [l ContralTest
Height 405 =

Bt and Raorder Barwds,

(Name)
The riame of the component
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here are invalid characters in thejj: :

he band per page]
L. -iUnit - - - Qty - - iReceived MAccount - - H Mtem: - - - E Unit: Tax! - - - - -

El;lt'yﬁ Type. . iRec'd iDate. . iInformation @ 000000000 iNumber . ! iDescription. .0 00 0i 000 Pricel 0 li0 000 Totali |

= Bl oetsil

[T s Ttern. JTrec, Jiroc dat JHGaIBEENo] -~ o s TtermIn] T sTtern. Unkbesc] | Ji[sitern, U i LR T [EalineTa i © -

Select the picture box so that its smart tag [2] will appear.
Click on the smart tag Bl to open the following dialog box:

Irmage |§{nu:-ne]l |
Data Binding |{N|:nne]l - |
Image Ll | |
Data Binding |{N|:nne]l - |
Image Sizing |Nu:urma| - |
&nchor Yertical |N|:une - |

Provide the image address in the "Image" field.
User can also resize the logo using the options available in the "Image Sizing" drop down
list.

© 2002-2016 Microix Inc.



Maintenance 189

<]

Imnage |{|‘u:une]l |
Data Binding |(N-:une]| - |
Image Ll | |
Data Binding |{N-:une]l - |
Image Sizing  |Mormal -
anchor vertical

Stretch Image

Auto-Size

_enter Image

Zoorm Image

Add a User Defined Field (UDF):

This function allows a user to add new fields to the report layout.

Select the "Field List" tab. This tab lists all the fields that are included in the database.
User can add the custom fields or select a user defined field.

To add any field to the layout drag the required field and drop it at the place in the report
where the field should appear.

All the fields marked with [f] are called calculated fields. These fields use an expression to
calculate the data displayed in their value field.

To edit the expression right click on the calculated field and select edit expression.

Field Lisk

[=Had| Ds_POReportsl

_—_} Sp_rptPOFarm
~fake| BillToCode
—[F] Calacca

[ F] CalCtrDocID

[ F] CalDocumentMo
[ F] CallineTatal

4

add Calculated Fisld

Edit Calculated Fields. ..

Edit Expression. ..

| Delete
TETEFETZ g

Ep Report Explorer _% Field Lisk |

The Expression Editor dialog box appears.

olslaSEls
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ion Editor

'Phore - ' + [tblaPYendar. sMainPhone] + ' [ Fax - ' + [thlaPvendor . sMainFax]

+=x[+]% @ [=#<][s[z]>

O oo

Functions
Cperatars
Fields
Constants
Parameters

| Cancel

User can edit the expression and click on "OK" to save the changes.

Click on "Cancel" to exit the Expression Editor.

Note: It is advisable that user with prior programming experience edit the expression in

these fields.

The field list also includes user definable fields.

~{12] Trans_Id =
[ F] UDFMame1
[ F] UDFMamez
[ F] UDFMame3
[ F] UDFMame4
[ F] UDFMames
[ F] UDFMames
-[F] UDFvaluel
-[F] UDFvaluez
-[F] UDFvalue3
- F] UDFValued
[ F] UDFvalues
[ F] UDFValues
~Jaet] User_ID

[} Report Explarer | | 13 Field List |

1

Select the required field and drag and drop it in the appropriate layout space. UDFName

and UDFValue appear in pairs and should be used accordingly.
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SNE| ReportHeader [one band per report]
T3¢ | Thers are invalid charasters in the |

ENE| PageHeader [one band per page]
L. -iUnit - - - Qty - - iReceived MAccount - - H Htem: - - - - - HERE Unit: Tax! - - - - -

;l]t'yﬁ Type. . iRec'd iDate. . iInformation @ 000000000 iNumber . ! iDescription. .0 00 0i 000 Pricel 0 li0 000 Totali |

= Bl oetsil

[T s Ttern. JTrec, Jiroc dat JHGaIBEENo] -~ o s TtermIn] T sTtern. Unkbesc] | Ji[sitern, U i LR T [EalineTa i © -

Double click on the block to edit the text.

Delete a field:
Click on the field to be deleted and press delete.
A field can also be deleted by right clicking on the field and selecting delete option.

ENE| PageHeader [one band per page] B

< HUnit - iQty - Received TR LR ey - - - -t Item: - - - - o oo Unit: Tax: - ----- - - -
Oty {Type. . [iRec'd [Date . formidton | 00000 Irsert R cripton. | 00 0C 0l IPeice: D000l Total
= E . Delete L ———

(51l skter jTrec jirec dat JHCaldestin] -7

B Column

EN=] ReportFooter [one band per report]

1 M | Delete

Insert Band k

Insert Detail Report » |

Zaom 3

Properties

Resize a field:
Select the field to resize. Drag the boundary of the field to the correct size.

Copy a Report:

Select the report to be copied and click on the Copy 3 button. The following dialog box
will appear:
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x]|
Pleaze enter report description,

Cancel

Enter a description for the report layout.
Click on "OK" to create a copy or "Cancel" to return to thg Report Designer page.

User can select the copied report and click on the Edit & button to make changes to
the report layout.

Import a Report:
This function allows user to import reports from another system.

Click on the Import ¢ button to select the report to be imported. Select the path for
the report to be imported and click on "Open".

Open ﬂ
Look in: I ) My Documents j Q ¥ 2 E-
\IEigAnt

uﬂMy Pictures

| 15naglk

E]SQL Server Management Studio
\Cwisual Studio 2005

File name: || j Open I
Files of type; IHeport Files[* Repx) j Cancel |
p

Click on "Cancel" to return to the "Report Designer" page.

Export a Report:
This function allows user to export reports to another system.

Click on the Export - button to save the selected report. Provide the path for the
report in the following window:
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S5ave As ﬂ ﬁ
Save in: IB My Dacurments j a _? — ‘
Bigank
My Pictures
&]Snaglt

\T=150L Server Management Studio
| visual Studio 2005

File name: || j Save I
Save az type: IHepmt Files(*. Fepx) j Cancel |
F

Click on "Save" to save the report. A dialog box informing of the successful export will
pop-up.

Microix Workflow Modules E3

Excport Finished successhully! 1

Click "Cancel" to return to the "Report Designer" page.

Preview:
The Preview function provides the user with a quick print view of the selected report.
Select a purchase request from the drop down list.

x
| docu, ., | sDescription | User_ID ||: |:
P-4 anna B... 12..,
pPo-3 ok arnna B... 12... |=
09-EM-... white board Joanne,.. 12...
09-EM-,.. Caffee maker anna B... 12...
09-EM-,.. Office furniture Anna B... 12...
Po-2 esk Anna B... 12..,
09-EM-... Skationary Anna B... 12... "

Preview - @

Click on g’ to display the preview. A new window called the "Preview" window will open.
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EBackaround
& R AR et &
Social Service Agency Control's boundaries are
for the barcode
Addrz5 Addr33
Mulund, &P GEER REQUISITION E
VYendor :ABC Ship-to-Address
ABC Office Supply sity strest
Dacula, GA 10000
161 Morth Lamar !
Suite 200 (123)456-7891
austin, TH 78755 Laila
Document Information
Daocurnent Date 05/28/2010 &
Required Date 06/07/2010
Prepared By Joanne Suczynski
Workflow ID anoo
Status Submitted to Requester
Description white board
Comments : @
.
Unit Oty Received Account Item \ Item Unit Tax
Oty Type Rec'd Date Information Nurfiber Description Price *
I
Current Page: 1 Total Pages: 1 Zoom Fackar: 100%:
This document can be saved or printed. Close the form to exit the preview.
8.9 System Alerts

The Workflow Modules includes a monitoring feature that allows you to notify users
automatically through email when there are conditions that exist in the application that
require the user's attention. For example, you can set up a notification to be sent to each
approver that has documents queued up for approval, that have been waiting beyond a
defined number of days. You use the Monitor Configuration form and setup wizard to
define the notification parameters. Microix's Monitor Console is a separate program,
included with the Workflow Modules application, that reads the monitor configuration from
the database and emails notifications for all alerts whose conditions are met. The Monitor
Console program is scheduled with Windows Task Scheduler to be run once each work

day.

When you select System Alerts from the Maintenance Ribbon Menu the following screen is

shown which lists the monitor alerts. To add a new alert click the EF button to initiate
the Alerts Wizard, which will lead you through the process.
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Harme Page

Monitor Configuration

Drag a column header here to group by that column

195

Maritar Type Module Twpe | Last Executed Date Grace Period Requester/approver ... | Send Copy to E... |Comments | Status
b EDocument approval BD 1/4f2013 2:24 PM 3 Manager A
Document Approval BD 10402013 2:24 PM 3 Supervisor it
Document Approval EMC 11442013 2;24 PM 3 Manager it
Document Approval EMIC 1/4f2013 2:24 PM 3 Accounting A
Document Submit BD 1/4§2013 2:24 PM 4 Requester A
Document Submit; EMC 101412013 2:24 PM 4 Reguester it
Inventory Stock Level MY 11442013 12,54 PM Anna Belle Martin it
Timesheet Absences TSH 1/4f2013 1:23 PM Manager A
Timesheet Missed Punches  TSH 1/4§2013 1:55 PM Accounting A

+XE

Welcome Screen

This is a standard introduction splash screen for the alert wizard process. The Next and
Back buttons work as expected, moving you either forward or backward through the
wizard screens. The Cancel button aborts the process without any alert additions being
completed.

Microix System Alerts

Welcome to Microix System Alerts
Wizard

This wizard will skep wou through the process of creating Microix Alerts

To conkinue, click Mext

Mexk =

« Back,

Alert Type

You must select the Alert Type and Module (if applicable to the type of alert selected). A
brief description of each alert type is shown on the screen. Not all of the screens or fields
are needed for each type of alert and the wizard will show or hide/disable them
accordingly.
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Alert Type
What tyvpe of alert are wou creating?

Alert Type Docurnent Approval -

Module Inventory Adjustment -

Document Submit - Helps monitor emplovees to make sure they submit
docurments within a specific number of days from the time they created it

Document Approval - Helps monitor approvers to make sure they approve a
document within a specific number of days from recieving it

Inventory Stock Level - Reports inventory items which are below the stock
Warning level

Timesheet Absences - Lists employvess who did not clock in the previous day

Timesheet Missed Punches - Lists employees who missed either a clock in or
clock out during the current pay period

Mewxk = Cancel

Business Rule

The Business Rule applies to the Document Submit and Approval type alerts. The Number
of Days is used to determine when alerts should start being sent to the requester/
approver. It will be different based on the module. For Timesheet, it is the number of days
until the current pay period pay date. For Budget, it is the number of days before the new
budget fiscal year date. While entering all other module types, the Submit alert is the
number of days since the document was entered. The Approval alert is the number of
days since the document was received by the approver.
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Business Rule
When should the system send an alert to the requesterfapprover?

Mumber of Diays 3| -

The number of days depends on the type of alert and module

1. Submit - enter the number of days from the date entered in which the
systerm should start sending the employee a reminder to submit their
document for approval

2. Approval - enter the number of days after being received in which the

systerm should start sending the approver a reminder each day untll the
rule is satistied

Mext = Cancel

4

Approval Levels

The Approval Levels screen will be shown for all alert types, except Inventory Stock
Level. For the Document Submit, the level will always be just the Requester Level. For the
other alerts, it will be all other levels in the module workflows up to and including the
Accounting level. An alert record will be generated for each level selected. You can also
enter an additional email address where a copy of the notification will be sent. Note: An
alert will be sent each day scheduled until the action monitored is completed.
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Approval Levels
Select the approval levels vou want notified,

&yailable Approval Levels Send a copy of the alerts to the Following email address:

Preliminary Timesheet:

Supervisar

v M e
Pa”ige_r By default Microix wil send the alert
UrChasin
Warehu:uusge report to each requester fapprover who
", iz in violation of the business rules. The

report wil be sent each day untl proper
action is take to remedy the buiness
rule. The report Microix generates and
sends to the managers wil be in a
summary format and they will not
receive an emal for each document that
is in wiclation,

(W Accounting

= Back Mewxt = Cancel

Comments

Comments can be added to each alert.
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Comments
Enter any cornments that will apply to this alert,

Comments:

= Back Cancel

4

Completing the wizard

After each step is completed, the wizard completion screen is presented. You must click
the Finish button to write your selections to the database and return to the Monitor

Configuration form.

Microix System Alerts

Completing the wizard

You have completed all of the steps For creating this alert,

To write wour selections to the database and close this wizard click Finish.

= Back i Enishiiy Cancel

................................... y

8.10 Product Registration

Use this form to enter the product activation code. This code determines the number of
valid user licenses and which module(s) is accessible.

S

‘L) The product codes are not provided with the software and should be requested via
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email. See next section for detailed instruction on how to request these codes.

Request your activation code

Lrgamizaoon LD | iF ol 1255 |

Email Address | = |

Product Registration

Serial Number | |

Activation Code | |

|« Apply | ‘x Can::e||

Organization ID After installing the Microix server component, this information will be
obtained from your Abila MIP Fund Accounting database. It is read only
and cannot be changed.

Email Address To request your product activation code for the first time or to get a
copy of your activation code, enter your email address and click on the

email l—J button to send your request to Microix. You should receive
your activation code within 1-4 hours during Microix business hours.

Serial Number Enter your 16 digit serial number provided by Microix
Example: Serial Number - 01234-1-0-008-006-004

Activation Code Enter the 15 character alpha numeric activation code provided by
Microix

Activation Code - 5412G-U1K8I-OWNL3-C6A0X-12059
« Save the product activation codes

4 Close the form

@ The Serial and Activation codes provided in the sample can be used to activate the
product when used with Abila MIP Fund Accounting Sample database (SSA or GOVSSA).
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9 Support
The Support Ribbon menu enables you to manage the Microix SQL databases, check for
updates and connect to a live support representative.
@ - Worlflow Modules 2015
B Budget Requisition/Purchase Order Inventory Timesheet Maintenance Suppart
Lot = o >
2 @ ® Ty o Ve
Live Remote Report Software  Chedk for Backup Restore Create Mew Query Integrity
Support Issues Updates Database  Data Check
Options ) Database Functions .
N
Live Remote Allows a Microix Support Representative to remotely connect to your
Support[203 local PC and assist you with any issues. This process is not required
for you to receive support but it helps us to identify and resolve any
issues or questions in a timely manner.
Check for Updates Administrators can use this option to download the latest updates
203 from Microix FTP site.
Report Software Use this Ribbon menu item to report any bugs or if you would like to
Issues|20] suggest future enhancements to our product.
Backup Backup the Microix SQL database.
Restore Restores a Microix SQL database.
Create a New Create a new Microix database for a test environment or to connect
Database/[203 to a different Abila MIP FA database.
Query Datalod Use standard SQL query language to retrieve data from any of our
tables.
9.1 Live Remote Support

The Live Remote Support ribbon item will allow a Microix Support Representative to
remotely connect to your local PC and assist you with any issues. This process is not
required for you to receive support but it helps us to identify and resolve any issues or
questions in a timely manner.

(Y Because this process allows us to view your local PC , we advise that any private
information displayed on your PC should be closed before connecting to any of our support
representatives.

1. At a minimum, enter your name and email address and click continue.
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Remote Support

Remote Support
Please fill in the following information to begin

Your Name John

NP :
E-mail{john@live.com

|
|
Phone{516-589-5598 ]
|

OL'ESti':"TiUnabIE! to create New Timesheet

| counnue |

2. You will be prompted to download an Inter-tel active X file that is required by our
remote software. Right click on the yellow bar and click on the option to download and
run the file.

& To help pratect wour security, Internet Explorer blocked this sike From
downloading Files to yvour compd Bias E“ =" o 1

Wwhat's the Risky

“ Information Bar Help

3. After a few seconds, a message will appear informing you that it is trying to locate the
next available support representative.

Locating a Representative
One Moment Please._ ..

If you would prefer not to wait

pleaze click here to gend an E-mail.

4. After a Microix support representative connects to your session, you will be asked to
show your desktop. Click on the YES button to accept.

The representative would like to wiew your Desktop.

Granting access will also allow the representative to
enable Remote Control. You can disable Remote Control
at any time by pressing Chrl+Al+R.

Do wou accept?

9.2 Check for Updates

This form allow administrators to download the latest updates from Microix FTP site.
Additionally, it will install any table updates or stored procedures to your Microix SQL
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databases.

‘L) When checking for new updates, the process should be performed at any one PC
where Microix Workflow Modules Client is installed. All other workstations will be prompted

to update during their the login process. The updates will run from the Microix Share folder
which is located on the Abila MIP FA server.

1. Navigate to the Ribbon Menu Support>Check for Updates. Click on the "Check Now"
button and Microix will begin searching our FTP server for any available updates. If an
update exists, a message will be displayed to the end-user.

Microix Workflow Modules @

A new version is available, please review the notes before installing.

2. We strongly advise that you read the upgrade notes before applying any updates.

Version: 2015.001.5

Type: Patch i
sﬁer: True Minimum MIP
ifv: True version

DxVer: 12.1.7.0

**+* plagse read before downloading and insta i s
11 v ir "3
UPDATE REQUIRED? No (See Notes) Update Required®

NOTES - Microix Cloud Companion Application also requires an update. Please contact

MSI DEPLOYMENT - http:// imusisinfalbsladack KB/ View /4394
Release Notes j

Version 2015.001.5 Relea

All Modules

- - - - = - m [} e

3. To start the upgrade process, click on the "Retrieve Updates" button and the software

will begin downloading all required files to your local server> Microix Share>autoupdate
folder.

Status

Bytes/Second; 187973

Bytes Received: 114475

Vipoweredge \WMicroix Share\autoupdates\Patch\wimpatch.exe l@ Chedk Mow 'w Retrieve Updates

T
B
i
=]
[=}
il
i
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9.3

9.4

4. Once the download is completed, Microix will exit to perform the update. Click on the
Unzip button the extract the file to your local drive.

Ta unzip all files it wimpatch. exe ta the specified

folder press the —
WinZip Self-Extractor E|

|

Unzip ta folder: ) ]

EI Files—\Microi:-c\ & filefs) unzipped successfully E

Owenvrite file oF About
Help

‘w If the update does not execute automatically, you can manually install the update by
navigating to \\YourMIPServer\Microix Share\autoupdates\patch\ and run the wfmpatch.
exe file on the local workstation.

Report Software Issues

If you detected a bug or would like to suggest any enhancements to our product, you can

fill out the form below and click on the send l—J button. The system will automatically
forward your message to our support department and a representative will contact you
thereafter. A copy of your email will be saved in the system audit trail.

Send Ermail Message

To: | -]
« |Anna Belle Martin -
Subject: |Microix Bug/Enhancment Notification

Message

Fleaze adld a leave report that calculates the liability amount based on the employees
pay rate.

‘[:’J Send ‘ ‘L_E' Close

Create New Database

Choosing "Create new database" allows the user to create a new Microix database and
link it with an existing MIP database.

Note: If you will be attaching multiple Microix databases to the SAME MIP Database, you
will want to contact support for additional considerations.
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o5 Mew Microix Database e

Create a New Microix Database

Select an MIP database that will be linked to the new Microix Database
NTO b
Enter a name for your new Microix SQL Database

MWFMData_NTOTraining]

}:rg Create @ Cancel
Registered Databases

SQL Server Abila Database |Microix Datab. .. |Update T... |Relink Microix Shared Lo... |Support URL Org Unit ID
b |MICROIX-LEV... NTO MWFMData_... Patch 1

Record 1of 1 # x E i,

9.5 Query Data

The query data screen allows you to query the database tables directly. You can utilize
the "Build SQL Statement" options to generate a SQL Select statement and utilize the
execute button in the bottom right to display results.

Home Page | SQL Query X

Build SQL Statement SQL Output

Select aActive, AddApprvHyperLink, aLeaveDate, alevel, AprviNotification, aReturnDate, Category, Dept_ID, dtype, eMessage,
Table Name thi_Approval_Levels = ExdudeRecType, LessEqual, ModifiedBy, ModifiedDate, Stat_False, Stat_True, sUser_ID, Uzer_ID from thl_Approval_Levels
Columns aActive, AddApprvHyperLin... | = p x

Drag a column header here to group by that column =
a Active Add Apprv ... |aleave Date |alevel Aprvl Notifi... |aReturn Date | Category Dept_ID dtype & Message Exclude Re... |Less Equal Modified By  |Mc
v [E] [=] (=]
3 e 1] General 103 AD] NfA 0.0000 8=
v o General 103 APL NfA 0.0000 7
v a General 103 BD NfA 0.0000 8f
¥ 1] General 103 ENC NfA 0.0000 7
v o General 103 ENL NfA 0.0000 8f
v a General 103 50 NfA 0.0000 8f
4 o General 103 TsH NfA 0.0000 8f
=4 0.5 General 103 TSH Please Appr. .. 0.0000 8f
i i General 103 ENC Flease Appr... 0.0000 7/
v 1 General 103 TSH Please Appr... 0,0000 8
Record 10f 17 4 1] 3
Database Source | (@) Miqoix () Abila ﬁé’ Execute 5@ Print.
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10 Shared Activities

10.1 Reroute

The Re-Route function is used by an approver and allows them to send a document back
to the requester or any previous approvers within the workflow. After re-routing a
document, you are granting read/write privileges for the recipient to make any necessary
changes to the document. The recipient can then re-submit the document through the
approval process from that point forward.

@ You can re-route a document an unlimited number of times.

‘L’ An audit trail will be recorded each time a document is re-routed with the reason and
timestamp.

Re-Route Document

Send To (,O

Reason |LevellD Liser Mame Lewvel
0 Reqguester Requester

*I- Send @ Close
Buttons

Send To Select the level where you would like to send the document.
Reason Enter a reason for re-routing the document
*'- Click on the Send button to complete the process.
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10.2

Email
The Email function within Workflow Modules provides a convenient way for end-users to

send outgoing messages to other Microix users. Recipients will utilize their normal email
clients, such as Microsoft Outlook, to read the email correspondence.

L Al messages sent from Workflow Modules will be saved to the document's audit trail
as history.

Send Ernail Message

To: Anna Belle Martin -
o Dana R. Jeffries i
Subject: Ref: 13-BD-1011

Message
Flease re-submit.|

|:J Send @ Close

Options |Description
/
Buttons

To Select a recipient name from the lookup list
CC Carbon copy another user (Optional)
Subject Enter a subject for your message
MessageEnter a detailed message
| T=] When you're done composing your message, click the send button

[H, Exit/Close the Email form
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10.3 Attachments

The Attachment form allows users to attach electronic documents (PDF, HTML, Word,
Excel, TXT,JPG, BMP, etc.) that are stored locally on your PC or a network location.
Additionally, you can utilize document scanners to scan receipts, invoices or any other
type of document and attach them using this form. You can attach an unlimited number
of documents and Microix will note them all in the audit trail.

‘XL Microix saves all attachments to a SQL Database called "MWFMAttachment". Include
this database in a regular backup schedule if the attachment feature is being utilized.

4 An adequate amount of disk space is required for the MWFMAttachment database.
We also recommend that scanned documents should be saved using the smallest file size
on server disk space.

w All Microix users must be granted read/write permissions to the attachment folder
which is located in the Microix Share folder.
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Attachment 4

Use the elipse button to browse and search for attachment

Attachment || rp %"@

File Mame File Description

v  Send email with all attachments including a copy of the document

Q; View R Delete @ Cancel @ Close

Items/ Description
Buttons

Attachment  Click on the ellipse "Folder/Magnifying Glass" button to browse for an

Location attachment that is stored locally on your PC or a network location. Choose
the "Scanner/Paperclip" button to scan a document now. After selecting the
attachment, click on the save button and enter a brief description of the file
you are attaching. By default, the system will automatically use the file name
as the description but it can be changed before saving.

Select an attachment from the grid view and click on the view button to

open an existing attachment.
s-‘ Delete an existing attachment
';a; Cancel and close the form.

LH' Close the form.
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10.4 Audit Tralil

An Audit Trail is recorded for each Microix document and it attempts to establish a
chronological list of steps that were necessary to begin the transaction as well as bring it

to completion.

w To filter, sort and group the data see Sorting/Grouping/Filtering Data Grids[21}

Document Audit Trail

General | Detail

Category =

Revized by Action
¥

» | v Category: Imported salary worksheet

Anna Belle Martin Salary Worksheet
~ Category: Submitted
Anna Belle Martin Submitted for Approval
Comments

Date/Time Stamp

10/20/2015 1:08 PM

10/20/2015 1:10 PM

*'. Insert Eﬂ Print Q Close

ﬁﬁ Select the Print button to print a copy of the Audit Trail.
o

Select the Close button to close the Audit Trail form and return to the

document.

10.5 Sorting/Grouping/Filtering Data Grids

This section demonstrates how to sort, filter and group data that resides in our data

grids.
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-
EE Filtering ¢
Doc Type 7 | Type ._Document Mo Ref... " |Date User |7 | Document Des... 7 ... 7 |vendar Nag. otal v 7| %% Compl. .. Attac,.. (
| “oann |
v 0 - Requester Documents {
APT Accounts Payabl,., 12-aP-1023 11/9/2012  AnnaB... office 100 UNASSIGMELD... 0.00 0,00 % H
APT Accounts Payabl,., 12-ap-1022 11/8/2012  AnnaB... desk 300 ABC - ABC Q... 0.00 0,00 % q
z 0.00
v 1 - Supervisor Documents
ENC Consolidated Pur... PO-To Be Assi... 11/19/2012  Anna B... Desk 100 UN&3SIGMED - 0.00 0.00 %
APT Accounts Payabl,..  12-aP-01024 11/16/2012 Anna B... Desk 100 ABC - ABC O... 125.00 0.00 % .
EMNC Consolidated Pur... w,gnssi. i JIIIZIZDIZ AnnaB... Desli 100 UMASSIGMED - j{gﬂﬂ 0.00 % /
7 N S R SORE e st LN SRR S g

1. Sorting

Allows you to sort data by an unlimited number of columns. When sorting is applied to a
view, the records are re-arranged to meet the current sort settings. To sort data against
a grid view's column or to change the column's sort order, an end-user can click the

column header. The column's current sort order is indicated by the sort icon . If the
data is sorted in ascending order, the sort icon represents an up-arrow. When sorting in
descending order, the sort icon is displayed as a down-arrow. If the column isn't sorted,
the sort glyph is hidden.

If sorting is already applied to the column, subsequent clicks reverse the current sort
order. Note: A regular click on a column header (Sort button) clears the sort settings of
any other columns. To preserve the existing sort settings of other columns, hold the
SHIFT key down while clicking. This can be useful when you need to apply sorting to
multiple columns at the same time. You can clear a column's sorting by clicking its header
(Sort button) while pressing the CTRL key. End-users can also apply sorting to any
column via the column header context menu. This menu is accessible by right clicking on
any column header.

2. Filtering
In the grid view, an end-user can apply, change or remove filtering via a column's filter
button. Clicking it will invoke a filter dropdown list which, by default, contains the
predefined ((All), (Custom), (Blanks) and (Non Blanks)) values along with the values of
items. At the top of the list, the most recently used filter conditions are displayed. The
following image shows the filter dropdown list invoked for a column in a grid view:

Stakus &
Al
(Cuskam)
. (Blanks) b
TE iMaon blanks)

Standard Hequisition
w 14 - Documents Transfe
Standard Requisition

Accounts Payable Invoice

It is also possible to add custom filter items to the filter dropdown list which can be used
to apply any filter criteria to the data when they are selected. Applying filtering to a
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column does not affect the filter settings of any other column. After a filter has been
applied to the current grid view, the filter panel appears by default at the bottom of the
grid.

Remove Filter

Advanced
Filter Options

- Atlanta

¥ || [Workflow] =100 - Atlanta’ And [Module] = 'ENC' ~ Edit Filter
@ Record 1of 8

The Filter Builder allows users to build complex filter criteria with an unlimited number of
filter conditions, combined by logical operators. To access the filter builder, click on the
"Edit Filter" button located in the right corner of the filter panel.

B Fiter Builder x

And

......................

QK | | Cancel | | Apply |

3. Grouping
A user can group data by any particular column by dragging its header from the column

header panel onto the group panel. To ungroup the data, remove the column header
from the group panel by dragging it. You can also change the order of the grouping
columns using drag and drop.

It is also possible to group data into columns by selecting the "Group By This Field" option
from the column header context menu. To ungroup data, use the "UnGroup" option
from the same menu or "Clear Grouping" from the group panel context menu.

Records are always sorted against the grouping columns. If you group data against a
column which isn't sorted, the grid control will automatically apply sorting in ascending
order to the column. Subsequently, if you remove the column from the group panel, it's
sort settings will be cleared.
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Type = Group panel Column header panel : |
——  Mendor Mame & | '
: L= :
=
Diocumnent Mo Reference Mo |Date %l Sort Ascending Wharkflow ID | Tokal ﬂ
1 : [ El Sort Descending ]
b i v Type: Accounts Payable Invoice Clear Sorting
E | cnlumn hEﬂdEr .................................................
v Yendor Name: ABC - ABC Office Su CaniEiE e ;
| = ;
12-8P-... 11/16/z0p R B . zso0 o
15-AP-. . 11/g/201 = Hide Group By Box 200 .00 [
12-AP-... 12-AP-1018 11/7jz01 Rermowve This Calumn 300 300,00 «
12-AP-,.. 12-AP-1021 1171201 Column Chooser 300 150000 %
4 =3 Best Fit _ 1,925.00
Fy _&M‘MTEW?%_»MW QUG et ne. G
10.6 Report Export

10.7

All Reports are capable of being exported to Excel, CSV and most importantly, printed to
PDF. Once exported, you can save the file to disk or send via email as an attachment.

Home Page | Document Maintenance | Preview X . .
: - Export to file Send report via email
File  Miew Background g

B el dabEn O’ Dw []) =g

v | PDFFile
i HTMLFile | }
@xpnrt option menu} MHT File

RTF File

Organization Name: MIP Training V11.0
Report Name: Document Maintenance
User: Anna Belle Martin

HLE File
| HLSKFile
| Doc Type Tvpe Docurnent Mo eference M Date User Mame  Document Description Workflow IT ) Ti
| ; CE File
IStatus. 0
AP1 |Accounts Pay |12-6P-1023 11/9/2012  |AnnaBelle M |cFfice 100 Test File [ J
AP1 | Accounts Pay |12-AP-1022 11f8/2012 finna Belle M | desk 300 Image File |y o
EMC |Standard Req |12-EN-1070 11ys/2012 Dana R, Jeffr |Mew Printer 300 IntSup - International 5 951 4

.MM\NJ“«\ .’“ &‘“\ﬂhr‘—u r“\ - S _‘_r"\ xh‘/ﬁ_ i,

Import from Excel

The Import from Excel form will allow you to import data from a Microsoft Excel
Worksheet.
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Import from Excel

Import Options

() Create a sample import template with all the columns that are available for import

) Import new data from an excelfcsy file |

Import File Information

1. Browse and select the Excel file to be imported:

2. What iz the name of the Excel Sheet? Sheetq

‘:fg Process x Close

Error Log (Review if your import process did not work)

@ Record 0 of O

Worksheet Enter the worksheet name which is located at the bottom of each Excel

Name

File
Location
Create
Sample
Template

Update/
Append

worksheet.

Click on the browse " button to locate the Excel file to be imported.

Use this option to generate an Excel file showing all the required columns
needed for the import process.

Trigger the import process to only update existing records in your database.
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'-;}ﬁ Process the selected options
o

[H, Close the form

10.8 Address Code Maintenance

Use the Address form to create and manage multiple Bill To and Ship To addresses for the
Requisition/PO Module.

‘L) The bill to address is used by the vendor to forward original invoices to your
accounting department. The ship to address is used by the vendor to mail a product or
render service to the specified address.

Address Form hd

O ™ P
Pl o™ S
Address Information
Addr Code | IETH Type |P -

Address
359 West Pike 5t

City Lawrenceville
State GA Zip 30045
Phone | (866)642-7649 International Mumber

Contact Accounting Department

Buttons

Search Use the search combo box to find an existing address

Address

Addr Code Alphanumeric code that represents the address or location. The maximum field

length is 25 characters.

Address Complete address including street and or suite number

City Enter the city name
State Enter a two character state code (Example: TX, GA, FL, NY...)
Zip Postal zip code
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Buttons

Phone Contact person's phone number
Contact Contact person's full name

Addr Type T - Temporary Address
P - Permanent Address
Click the Add button to create a new ship-to/bill-to address.

To Delete an address code, select the Address ID from the drop-down list
and click on the Delete button.

ﬁ Save changes to the form
:h Undo the last change

10.9 Reports

This function will display the selected report for the period specified by the user. Select
the report to be displayed from a drop down list. User can specify the period over which
the report needs to be generated.

Some reports in Microix will require the use of "Report Groups" in MIP to specify GL
grouping within the report. You can find more information on assigning the report groups in
our online knowledgebase.

Home Page | Timesheet Default Reports X

Report HName Report Layout Select a Pay Date
Employee Leave Acaual/Taken i [Default Layout] | Hf save |Hi Delete Date |8/28/2015 &) || £ view ||[E# print
Timesheet Form -
Time Clock Entries
Timesheet Summary =
o Timesheet Summary Row Format n
Timesheet Allocation
Requested and Approved Leave Leave Period Accrued ¥TD Accrued Period Taken 1D Taken Balance
?Empluyee Leave Accrual/Taken and Balance >
¥ |Dana R. Jeffries Jeffries Sick8 48.0000 0.0000 240.0000
Ken Z. OToole Otoole Sick8 48.0000 0.0000 240.0000
Ken Z. OToole Otoole Vac10 60.0000 0.0000 300.0000
Dana R. Jeffries Jeffries Vacg 48.0000 0.0000 240.0000
Field :

A2 To view the report generated for the selected values.

ﬁﬁ To print a paper copy of the report.
i

10.10 Document List

The document search allows an approver to view a list of all documents created within
their approving workflows
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Home Page | DocumentSearch X

Retrieve Records 1,000) h—l
-
Document Status
Doc Type Type Document Mo Reference No | Date User Name Document Description Workflow ID | Vendor Name | Total Session % Completed |At...
L]
» | v Document Status: 0 - Requester Documents 3
ENC RequestItems ... 13-EM-ToBe... 10/20/2015 Dana R. Jeffries Inventory Items Picked usin... 103 UNASSIGNE. .. 5,161.80 0.00 % 7
ENC Reguest Items ... 13-EN-1019 10/20/2015 Dana R. Jeffries Inventory Items Picked usin... 103 UNASSIGNE... 2,580.90 0.00 %
ENC Request Items ... 13-EN-1018 10/16/2015 Anna Belle Ma... Inventory Items Picked usin... 103 UNASSIGNE... 3.66 0.00 %
ENC Request Items ... 13-EN-1017 10/16/2015 Anna Belle Ma... Inventory Items Picked usin... 103 UNASSIGNE... 3.66 0.00 %
ENC Return Items to... 13-EN-1015 10/15/2015 Anna Belle Ma... Return A series 103 UNASSIGNE... 0.00 0.00 %
ENC Request Items ... 13-EN-1010 8/11/2015 Anna Belle Ma... Requestitems from inventory 103 UNASSIGNE. .. 11.97 0.00 %
ENC Standard Requi... 13-EN-1009 8f11/2015 Anna Belle Ma... Request for 20 units 103 ABC - ABC ... 400.00 0.00 %
7 8,161.99
~ Deocument Status: 10 - Accounting Documents (Anna Belle Martin)
ENC Standard Requi... 13-EM-1016 10/15/2015 Anna Belle Ma..., Order new A series 103 UNASSIGNE. .. 37.60 100,00 %
ENC Request Items ... 13-EM-1014 10/15/2015 Anna Belle Ma... Reguest A series 103 UNASSIGNE. .. 578 100,00 %
ENC Standard Requi... 13-EM-1013 8/13/2015 Anna Belle Ma... Test Partial Pay 103 ABC - ABC ... 5,988.00 50,00 %
17 $42,545.87 -
o % (g P & Record10f17
4@5 Print

Field D
Button

View the document information in read only format.

tﬁg payments

View the audit trail information for the selected document. Refer to the Shared
Activities>Audit Trailk1d section for additional information.

To view the list of approvers in the workflow.

i Print the list of documents that are display in the grid. Utilize the grid's sorting
and filtering options to sort and retrieve specific information before printing.
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