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Payer Transaction Favorites Menu Option

Users may now choose the Payer Transactions SGA Window when creating shortcuts for the Favorites menu.

Mew Favorite  View Holp

Type: SGA Window L

Window: | e
Folder: Global Budget Changes -
Journal Entry

Mame: Journal Entry Batches

Lists

Manual Payment

Objict Types

Objects

Payers

Paymint Batches

Podt Recurring Journal Entriés

Post Recurring Payables —
Purchase Order Entry

Purchase Order List

Transaction Codes

Vendors

Vendor Summary Trangaclions

Vendor Summary Trans actions Firter

Vendor Detad Transactions

Vendor Detad Transactions Filter -

g} Sga Version 12.1 Release Guide April 2022 Page 2



Global Account Edit Validation

When making Global Account edits users now have the ability to validate changes prior to completing them. The
validation process notifies the user how many accounts will be affected by the proposed edit.

QO MNew « [fEdit « X

Search: ThisAcoount |
vw:

Merge
Account:

Global Account Edit  View Help

&l Accounts | All Accounts

Account Item: | Active v

Change To: [CActive

o
Global edit

Finished - Validating 389 accounts would be changed

OK

If a Global Edit is attempted for all accounts the system will prompt the user with a warning message requesting
confirmation that the change is intended.

Waming! Global edit

Are you sure you wish to change Active for all accounts?

Yes Mo
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User Last Login Date
The Sign-On User list now displays the last login date. This field will update each time a user accesses the system.

9 Permissions [ New [ Edit X Delete @Audit MSetPrefernedDashhoard I Attachments [@R=ports -

Group: (Ally hd [CJShow only users with accounting access [_Show only users with permission
User: SGA
User ~  Full Name ~ | Description ~ Email ~ | Cell Phone ~  Enabled * Office Default Default Default Branch ~  Groups ~ | Usage “ | Last Login Date -

Status Access Product Type
Level

SGA SGA SGA Support sgaalbusdumbledored00@gmail.... SGA In 00 T Budget Manager, Business Offic...  Accounting.... 4/06/2022 02:29 PM

User Profile Attachments

User profiles may now have attachments added to them. As with other attachment menus in the system, files may
have browse-level permissions assigned to them to limit visibility when needed.

Edit User View Help
[Z% Audit
General Password Member of

Name: SGA EEnabled
Full Name: | EE0 |

Description: | SGA
Email: sgaalbusdumbledorel 23@gmail.com
Cell Phone: | 514-200-9410

Office
status: In W

Dft access
level: 94 -

Dft product
type: (non w

Security w

Dft branch: &in Office » [_]Restrict to branch

[l Attachments
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Payment Batch Attachments

Payment batches may now have attachments added to them. As with other attachment menus in the system, files
may have browse-level permissions assigned to them to limit visibility when needed.

Process Payment View Help

P settings =3 £ LY * Delete  m « L Efooe = @ Reports  ~
Group: Payment Group - Approval group for payments (Payments) w
Batch#: 206570 Check#: 027719 to 027719 - 1 payments
Total Amount: 0.00 Period: 2022-06 September Not Submitted
Checkbook: Operating Cash Date: 312312022

Batch Review Attachment Access

Entry attachments are now accessible when browsing batch detail. Batch detail may be accessed directly via the
TOOLS > BROWSE BATCH screen, or by drilling down from the account transactions screen.

@ Reports . [ Edit X Delete || Attachments

Batch#. 189737 - Display View: Al v = Y
[Jsum cash

Month/Year ~ Date ~ Comments | Account# ~ | Account Description *  Amount ~ | Src
9/2017 7/M16/2018 Interest 01-01-001-6172-00000 Operating Cash 3377 JE
9/2017  7/16/2018 | Interest Community Credit Unit 01-01-001-1610-00000 Interest Income -313.77 | JE

Total 0.00
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Random Password Generation and Notification Email

The system will now generate a random password and notify users when their user profile has been updated.

New User View Help

General Member of

[(JPassword expires every U days
[CJForce user to change password on next login

[JGenerate random password and notify user after save

Password

Confirm password:

To make y assword more secure:

-Use letters and numb

-Usze special characters (e.g. %)

New User View Help

General Member of

[Password expires every 0 days

FdGenerate random password and notify user after save

The user receives a notification email containing their user credentials and is required to change their password
upon logging-in to the system.

A SGA Development site vi2.1 user has been created for you. A temporary password has been issued for your
new user and is listed below.

SGA Development site v12.1

Username: EWatkins

Password: N6u@5D*!3i

You will be required to change this password once you log in.
If you did not request this user please contact us at:

123-554-12345 or support@sgasoftware.com

Regards,

SGA Development site vi2.1

The option to manually enter a password for users remains unchanged.

g} Sga Version 12.1 Release Guide April 2022 Page 6



Attachment Download Via Multi-select With Optional Combination

Attachments may now be downloaded or viewed in bulk via multi-select. In addition, when attachments are image
files, .pdg, .jpg, .png, etc., they may be combined into a single .pdf file when downloaded.

Aftachments  View Help

(k| - g * R [=Download - BView [Show Deleted

Date Added ~  File Nam

1612022 AmazonBusinessinvoice®#1YH

[ | 4f6/2022 AmazonBusinessinvoice#1YH EDownload (2) - Eyview (2) EﬁShDW Deleted

Date Added ~  Flle N pownload (2
Download all checked image attachments as pdf
41612022 AmazonBusinessinvoice# 1Y K4-HTRY-L79Q-000001.png

41612022 AmazonBusinessinvoice®1YK4-HTRY-LT9Q-000002_png

Available options for attachments are now as follows:
Download (#): Download the checked attachments as individual files

Download all checked image attachments as pdf: Download the checked attachments as a single .pdf file
(*Note only image files may be combined. The system cannot combine non-image files such as .doc, .xls, or .txt)

View: Open all attachments in individual browser tabs

When downloading and viewing multiple files you may need to modify your browser to allow pop-ups.
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AP Automation
Vendor Portal

Custom Information Fields

The Vendor Portal now allows vendors to enter custom information listed on vendor records.

Vendor Information LiﬁLog i=1Contact Us |

Contact Information Banking Information Tax Information Account History 1099 History Upload Invoices User Information
Vendor ID: 625
Name: Donnie D's Discount Boot Emporium
Payment Name: Donnie O's Discount Boot Emporium
Vendor Account:
Address Information

Item ~ Value > | Value Description

Address Type: REMIT ,) | Supplier Diversity
Contact: Captain Awesome Minority Business Enterprise
Address 1: 12453 Nowhere Dr (%]

The fields’ visibility can be controlled through the vendor custom information setup:
SETUP > CUSTOM INFORMATION > VENDORS

Selup MonthEnd SignOn  Help  Favorites

Account Structure -1
[yttems [INew [fEdit
tegory

Report Descriptions

Object Types

Object Divisions
Fr ) Welcome! ! Vendor

lier Diversit;
Task Management pp v

Sources
imports
por
Epan Accounts

Custom Informatien

X Delete i

Vender - New Vendor Items  View Help

Ve

Quary Variables ‘ ::!::r:ms Iy (A New [fEdit XDelete ¢ & [@Reports
Vendor Types Task Types > Item ~ Descripton v Data SL¥ Format - Lengt.y Case.x Datd Vendor
1099 Codes Type Codes Portal
New Vendor Form New Venddy Form  VarChar(50) 2 50 Normal
w-9 W-9 VarChar(50) 3 50 Normal
Vendor - New Vendor Edit ltem  View Help
Category: New Vendor
tiem: [ew Vendor Forn] \
Description: New Vendor Form
Data Type: VarChar(50) v Slot:| 2
Length: 50
Case Normal v | EActive
[Has data codes Validate data codes
[CJRequired entry [JSearch bunow
Default value: _
1. From the Vendor Custom Information Categories screen select the category
2. Click “Items”
3. Highlight the custom information item that should be displayed in Vendor Portal
4. Click “Edit”
5. Check the box for “Vendor Portal”
6. Click “Save”
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Vendor Account, 1099 Code

The Vendor Account and 1099 code fields are now available for vendor entry.

Vendor Account is listed on the Custom Information tab: 1099 code is listed on the Tax Information tab:
Welcome to the SGA Client VVendor Portal! Vendor Information Hlog | |:=aContactUs -

) = Contact Information Banking Information Tax Information
Vendor Information EfLeg  |:=aContactus | ~
Banking Information Tax Information Account Vendor ID: 525
vendor ID: 625 Name: Donnie D's Discount Boot Emporium
Name: Donnie D's Discount Baot Emparium Payment Name: Donnie D's Discount Boot Emparium
Payment Name: Donnie D's Discount Boot Emparium Vendor Account;
Vendor Account:

Tax Information
Address Information

_ Tax ID/EIN: 1234567890
Address Type: REMIT AI Business Type: Sole proprietorship w
Contact: Captain Awesome Name Override:
Address 1: 12453 Nowhere Dr ¢ i -
Address Override: PRIMARY pol
Address 2:
1099 Code: Blank hd

[l Wo Attachments

User Information

Vendors may now change the username associated with their account.

Username is listed on the User Information tab:

Vendor Information Q Log (=iContactUs |

Contact Information Banking Information Tax Information Account History 1099 History Upload Invoices User Information
User Name: Donnie D's Discount Boot Emporium
Email: sgaalbusdumbledore123@gmail.com
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Centralized AP Inbox
Delete Folder
Folders in the Centralized AP Inbox may now be deleted if not needed. All folders except for “Inbox”

are eligible for deletion. Note that when a folder is deleted the user is asked to confirm the folder
should be deleted.

& = | # Delete Folder = JNew [ ®
Folders: Nbr of emails: | 100 w
[+ Folder v From
2 3 Inbox -
[+] 3 PROCESSE -
Delete Warning
] test
o Are you sure you want ie deleie the folder INEQOX test? Delefing folders is permanent and once

(3 Testin inbox deleted all emails within the folder will be lost.

Cx test inbox

Eg tst2

3 TEST FOLDER Yes || Mo
1+ g Test
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Document Approval

Approval Log Access From Entry
In the Approval Transactions screen users may now access the approval log for an entry. The Approval Log can be

accessed by highlighting an entry and clicking “Approval Log” or right-clicking and selecting “Approval Log” from
the menu.

[ Attachments () Edit Object No. () Object Add @ Split Invoice £ ApprovalLog ¢ Links [l Reports  «

Account: 01-01-0071-0112-00000 ,) Unrestricted Contributions
Period: 09/2021 September ' to: | 99/9999 End
Date: il |to: | 12/31/9998 |
Period ~  Month/Year ~ Date ~  Comments ~  Amount ~  &rc ~  G/L Reference
LWL L ;Lual HELHLULL [L-2-11 g Ar ¥YyLrs
B/2022 9/2021 3/25/2022 test 77.00, AP nivoicenbr
6/2022 9/2021 3/28/2022 | test TT.00 MNAR Browse Reference
B/2022 9/2021 3/29/2022  test T77.00 AP Browse Batch
B6/2022 9/2021 3/30/2022 | test 77.00 | AR Browse Invoice
B/2022 9/2021 3/30/2022 | test bk -77.00 | AF Approval Log
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Remove/Replace User For Disapproved/Not-Submitted Entries

When a user is marked out-of-office or inactive they may be removed or replaced in the approval table for any
entries that are currently waiting on them for approval or that will eventually require their approval.

View Help
Your user exists as the cumment waiting on user in entry approval tables and can be removedireplace before continuing.

Remove/Replace user for:

@Al Entries
®Remove user
Replace user

(Dselected Entries

Entries to replace/remove in:

[ Edit Entry

Type *  Reference =
Purchase Order 13517

Purchase Order 13523

Purchase Order 13540

The list will now include any disapproved or not-submitted entries.
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Reviewer Entry Submission Via Notification Email Link

When Reviewers are notified that entries have been assigned to them the notification email now includes a
hyperlink to submit the entry. Users no longer have to access an entry if no changes are needed prior to approval
submission.

Comment: Please review this PO and submit when ready.
SGA has assigned Purchase Order 13618 to you to review on 4/6/2022 1:44 PM. Please review and submit this
Purchase Order at the edit link below.

Branch: Business Office
Ship To:

PO#: 13618

Vendor: 4imprint, Inc.
Date: 3/15/2022

Total Amount: $5,929.00

Details (Account#, Acct Description, Item#, Quantity, Unit Price, Comments):
01-01-001-0112-00000, Unrestricted Contributions , 66, 77.00, $77.00, test

-To view a PDF with more information about this Purchase Order click Here
-To edit this Purchase Order click Here

-To submit this Purchase Order click Here

-To review all your Entries Pending Approval, click Here
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Insert Approver In Existing Approval Table

Approval tables for entries are determined when they are submitted. The capability has been added to insert an
additional approver as needed. Adding approvers does not remove any users currently in a workflow.

dApproval Table « [EfLog (i Post <= Filte

-
Review approval table

Send email to current approver
Approve for current approver and mowe to next spprover

Imsert new sporover

Insert few approver for Invoice 1D 31328 View Help

User to insgrt: v
Insert New Approver Abow

If group,
Require all users?

User/Group o

Gozer
SGA

U Insert as lagt approver

his User (check a row to insert the approver above)

Proxy User 1

M4
Insert new approver for Invoice 1D 31328 View Help

User to insert: w

Insert New A

DiocBrown
BiffTannen
MartyMcFly
.| EgonSpangler
Petervenkman
RayStantz

ApprovalfTable for invoice ID 31328 View Help
Add Approvers WReports | ™
UsdriGroup - If group, Proxy Approver1 “~  Proxy Approver2 ~ Additional Comes From Approval Type ~ Comes From .
Require all users? Motifier {(Email
Address)
Gozer — Invoice approval 01-INV
SGATest Inserted by SGA
SGA Invoice approval 01-INV
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