HUMAN RESOURCES
RELEASE NOTES — DECEMBER 2017

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system.
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1. EMPLOYEE MAINTENANCE P New Position P Dates [Enhancement]

This enhancement was installed with the June 2017 software update but was not documented in the release notes.
When an employee is moved to a new position, payroll staff will see a prompt allowing the dates to be copied

over from an existing terminated position. As shown below, all fields are optional; now DATES may be copied in
addition to DEDUCTIONS and ADDITIONAL WAGES.

[N [AUC] 6445-Employee Maintenance [theresa] B
Copy Deductions, Additional ¥Wages and Dates from Existing Position
Optional: Copy DEDUCTIONS from this position |SI]I]3TEAGRI]2—I]5 |SOUTH SCHOOL TEACHER
Optional: Copy ADDITIONAL WAGES from this position |Sl]l]3TEAGFlI]2—I]5 |SOUTH SCHOOL TEACHER
Optional: Copy DATES from this position |Sl]l]3TEAGRI]2—I]5 lSOUTH SCHOOL TEACHER
Positi THSGroue Barglhit TUfJ
SO03TEAG SCHOOL-SOUT  MTA =
Lookup 0K | Ca SO09T EQSPAM—
Paosition Dates
Date Applied

Offiar Diata
Position Hire Date
Anntvarsary Cote

Layoi Date
Recall Date

—
CTPT Sick Leave Date

Evaluations
Diate of Last Eval
—

Diate of Next Eval

Cox ]

El

Find | Searchl Cancell Help | ﬂl

The position hire date will be set; any other dates will be copied from the terminated position.

[ADM-AU

1.1. Adding Employees, Adding Positions and Changing Salaries [Fix]

C-HR-9793]

Prior to the software update, the system did not take into consideration the module control #6017 Encumber
Positon flag when adding an employee, adding a position, and changing a salary. This was corrected.

Salary Encumbrance for 1000-300-2330-124-03-00-51 401
Required: Effective Date to Encumber [nmddyyyy] |1 0-0ct-2017
Opti tto E ber [ex: 10000]  [CRYCRE3ET

P

I: Enter A

Cancel Clear All

Lookup | 0K I

= [AUC] 7990-Human Resources Madule Control [theresa]
Fls Edt Ledgsrs Purchass Orders AccountsPayable Fixed Asssts Human Resources Budget Collsctions Tax  Motor Excise  MiscBiing  System  Help

] & wle|+|m] 5] Qf =] #

Goto,

Human Resources Module Control

The system would pop up a message asking for a

date and amount to encumber, for positions flagged

as shown in Figure 2 when module control #6017
was blank.

Answer

actions Seq#  Description

JIEE Enter ¥ i positions flagged in the position masterfile are encumbered. 5[ =

1 Edit

Figure 1 Module Control 6017 - are flagged positions encumbered?
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Position Maintenance
Gato... .
curent o3 ks, KEITH Now, if the value of module control 6017
- Position Description PPLIED BEHAVIOR AMALYSIS TECHNICIAN 000020 POMERS, LYNM M - - - - .-y .
is blank (indicating that the positions
e || v T s e flagged on the position maintenance
_ Bargaining Unit FFL -FF School Meekly 12 th 1
Sl Limrary s screen are not to be encumbered), the
= Grade 1 -
a system will not force an encumbrance
Budget Group [prsTRICT DISTRICT e i 1
T e amount and date. This is effective when
EEO Category e Para-Professionals dd
EEQT 0 .
BHEE= Wnrks‘vfsicnmp Code 'O_Es ] SCHOOL TEACH & CLERI a Ing a:
FLSA Gode \ONE ND FLSA 1t
R e position to an employee,
Employment Status [T Trnvoluntary Termination I
Accrual Group L09 CLERICAL 32,5 HEEK [ ]
Entity T TOWN OF ANYHHERE new emp Oyee’ or
Default Account 100-430-0000-004-00-00-51120 1t
Full Time Equivalent | 8000 o Salary Change fOI’ a pOSItIOﬂ,
Supenisor Position O0SILAREME-O1 TLA - 10 MONTH Supervisors: d h “ - ” - h
Budget Salary For FY 0000 Posted -
psgetsalry For F10000 Postas o and the “Encumber Position” = Yes in the
Allow Multiple Employees & Yes € No Encumber Position & Yes € No Position Maintenance Screen
Allow Employee in this position to take another Posiion & Yes © Mo
Budgeted Position  Yes " Mo
Budget for Yacant Position  Yes " Mo

Figure 2 Position Maintenance Screen Encumber Position Flag

See the document, HR-360 Encumbrances, for more information about this process.

[BLG-SUP-SAPLAUC-1025]
2. PAYROLL PROCESSING

2.1. Balancing FICA as the Year Comes to a Close [Info]

ADMINS support gets inquiries in the fourth quarter of the year when payroll staff balance FICA
' and the calculated estimates are higher than actuals. This may happen when highly paid
employees reach the FICA annual maximum contribution as the end of the year approaches. The
tax year FICA limit is entered in the base bucket table and some sites set the annual
™ deduction/benefit in the cost code table. Be sure to review report 6162-HRFICALIMIT, generated
every warrant during the payroll calculation step, to identify situations when an employee has
exceeded the FICA limit.

[ADM-AUC-HR-9945]

2.2. Warrant/Create Timesheet Screen [New]

The Warrant/Create Timesheet screen did not list the batch number associated with the warrant. This number is
used on the reports generated during warrant processing. This number allows both the user and the AUC support
team to readily retrieve reports by using the cross reference of the warrant and batch number. View this change by
selecting Human Resources P Payroll Processing » Warrant/Create Timesheet Screen ) [Details] button. The
batch # is used in the filename rather than the warrant number because multiple warrants may be processed in a
single batch (see Figure 14).
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Warrant Pay Groups Wharrant Pay Groups
Warrant Warrant
Period Start [T1-AL=-2017 Bank FAYR Period [E #PaysDeds [I Check Date Period Start [[1-fug-2017 Bank FAYRE Period JE #PaysDeds [I Check Date
End [17-ALg-2017 End [17-Aug-2017 Batch 1577

Sel Pay Group Frequency Sel Pay Group Sel Pay Group Fregquency Sel Pay Group
V' LUANN W V¥ LUANN W

W TEST TC 16 EMPLOYEES - DIF BARG LNITS B ¥ TEST TC 16 EMPLOYEES - DIF BARG UNITS B

M TH Town Heekly W ¥ TH Town Heekly K

Figure 3 Before Figure 4 After - Batch # is shown on the screen

In addition to the batch number showing on the detail screen, it is now displayed on the multi-record
Warrant/Create Timesheet Screen as shown below:

All Warrant/Create Timesheet Screen
Pay # Lnposted
2Warrart# | 3 Check Date | | 4PostDate | Period Bank Batcha Start End Status WoidiManual
1 Details I 30031 2—Mow-2017 HE FPAYRE 26-0ct-2017 01-How-2017  Uncalculated
30030 P2-Now-2017 HE  PAYR 26-0ct~2017  01-Nov—-2017 Uncaloculated
30029 pE-Nov-2017 [5-Oct-2017 WS PAYR 1532 26-0ct-2017  01-Now-2017 Posted
30028 Pe-Oct-2017 [8-Oct—2017 WE  PAYR 1592 19-0ct-2017  25-0ct-2017 Posted
pE0027 | [19-0ct—-2017 HWE  PAYR 1593 12-0ct-2017  18-0ct-2017 Calculated 1
PE20026  [15-0ct-2017 [18-0ct-2017 N PRYR 1591 18-0ct-2017  18-0ct-2017 Posted
P20025  [19-0ct-2017 [16-0ct-2017 HWE  PAYR 1586 12-0ct-2017  18-0ct-2017 Posted

Figure 5 Batch # Added to Multi-Record Warrant/Create Timesheet Screen

[ADM-AUC-HR-9935

2.3. Last Paid Date on Employee Detail Records [Fix]
The last paid date was being written back to the employee detail record for any timesheet built, even if there were
no hours or pay entered. Often timesheets are built in anticipation of time being entered, for example, in the case
of Part Time Temporary Workers. The last paid date was being set when the payroll was posted even if the
employee was not paid.
This has been resolved.

[PCS-SUP-SAPLAUC-577]

2.4. Warning Message — “Point of No Return” [New]

A message was added to the Disbursement Processing Steps menu to warn the user that the warrant could not be
selected for recalculation once the Check Register step was complete.
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Process Paychecks

Batch 1597 ;
Paoint of No Return
Description
Select and Caloulste \Warrant
Payroll Register /
Site Payroll Reports - OPTI

Check Register 27 —Hov-2017

EETEEE T = .
Build Check File - POINT DF NO RETURN []

Print Deposit Advices
Create Direct Depasit File o' Once this STEP has been run vou cannot Restart the Batch

27—Now-2017
27-Mow-2017

Cregte Youchers in &P '-. ' Click es to Continue with Building Checks ar
. » X = Click Mo to exit this step
Post |Lator DistributionEmail Ldvices

Create HR Check Download File |

Figure 6 New warning message on [Check Register] step

Process Paychecks :
Y If [No] is selected, the success flag
Batch -
ate 1537 will not be set on the step and the
Description Date Start End Success warrant may be selected for
Select and Calculate Warrarts 27 Mow-2017 16316157 500 16:18:44,39 [ .
Paryroll Register 27-Now-2017 16:18:53,57 16:19:06,88 ¥ recaICUIatlon .

Site Payroll Reports - OPTICMAL I
Check Register 07-Now-2017 16419412 52 1611913576 [
Print Checks I |
Print Depost &dvices u
Create Direct Depasit File r
Create Youchers in AP r
Post Labor DistributionEmail Ldvices r
Creste HR Check Dovwwnload File | I}

Figure 7 The steps menu when selecting [No]

Process Paychecks If [Yes] is selected, the success flag
Batth 1595 will be set on the [Check Register]
Description Date Start End Success Step and the [Select and Calculate
Select and Calculate Yarrants 21-Now-2017 10320:08,00 10:22:10,97 ¥ 1
Payroll Register 27HMow-2017 14353330,08 14:53:45,09° ¥ Warrants] Step wi I I be g rayed OUt and
Site Paytoll Regotts - OPTIONAL r cannot be selected for recalculation.
Check Register 27-Now-2017 15:00:48,21 15:00:55,11 ¥
Prirt Checks 27HMow-2017 16:11157,47 16:12:15,42 [
Print Deposit Advices u
Creste Direct Deposit File u
Create Youchers in &P u
Post Labor DisttibutionEmail Advices I
Create HR Check Download File | B

Figure 8 Process Paychecks may not be restarted — past the “Point of No Return”

[ADM-AUC-HR-9957]

2.5. Labor Distribution Posting [Fix]

The labor distribution posting was posting Cash to the period ending date when balancing the fund. This has been
corrected to instead post to Accounts Payable.

[ADM-AUC-HR-9941]
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2.6. Posting Labor Distribution is a “Hands On” Process [Info]

Process Paychecks Please do not click on the [Post Labor
Bl R Distribution/Email Advices] step unless you
S have time to see the posting through to the
escription Date
- woe2ov| end. You need towatch the ey o
Site Payroll Reports - ORTIONAL process to be able to click -
C:::E::;skt:r gi::z::ggi? [Yes] or [NO] tO pOSt once the '9' Eﬁcﬁo\égvta;;toostpost to histary files and GL?
Print Depasi Avizes 2-nov-2017 | fifteen posting reports are Clik NO to Abort
Create Direct Deposit File 21-Now-2017 .
Creste Youshers n AR 21-Mow-2017 generated and reVleWed.
Post Labor Distribution/Email Advices ves [ e ]
HeEEs R IR A ok | If you run this step unattended
at the end of the day, for example, issues could arise that require

you to contact support in order to resolve. This could take some time and cause delays in the completion of your
payroll posting.
[ADM-AUC-HR-9954]

3. SPECIAL PROCESSING P Salary Change [Fix]

A programming change was made to correct the display on the Employee Maintenance » Salary Tab. Prior to the
software update, if an employee had a step increase entered via Human Resources P Special Processing PGlobal
Change To Employees Salary, and also had other activity, such as a Cost Of Living Adjustment (COLA), the COLA

was not reflected in the screen.

No picture
Employee Maintenance on File
oo Employee Number Employee Attachments (6) |
Position 520-1210-00 1012 Empioyee Poston Attachments
1 Add Employes
P Add Postion
1Contact | 2Personal | 3DedBen | 4AddWages| SpPayrol | & | S | 8Datesilass| 9Degrees | Ocustom | UAccidents |  vaAca
[Effective Date Entry Date Bargaining Unit Schedule  |Grade| Stp FIE|  Annual Salary] Period Salary] Daily Salary ly Rate|  Per Di [Enuyum
13-Sep=-2017 |14-Sep-2017 B =1 13| 2 [1.0000 72927 .92 1402 ,46 280,49 | 35.0615| 280,49 |1 5lobalChangeS
13-Sep-2017 |13-Sep-2017 A -1 S 13| 2 [1.0000 71497 ,92 1374,9% 274,99 | 34,3740 | 274.99 |1 |
13-Mar-2017 [20-Mar-2017 R -1 A 13| 1 [1.0000 63800.64 1342.32 268.46 | 33.5580 | 268.46 |1 | H
+

Figure 9 Before—No entry i‘s shown on July 2, 2017

VO PIGTOrS

Employee Maintenance on File
Guot
° Employee Number [ Emplayee Atachments (61 |
) Position 520-1210-001 10f2 Emplayes Positon Attachmerts |
Actions
| Acddd Employee
P Add Position
1 Contact I 2 Personal I 3 DediBen I 4 Adld Wages I 3 Paryroll I & Accourting || 7 Salary, I SDatestCIassl 9 Degrees I 0 Custom I U Accidents I W ACH I
L
Effective Date |Entry Date Bargaining Unit Schedule |Grade| Stp| FTE Annual Salary] Period Salary] Draily Salary|Hourly Rate[  Per Diem|Tier# |Entry User
13-Sep—2017 |14-Sep-2017 |A -1 AKS 13| 2 [1.0000 72927 92 1402, 46 280,49 [ 35.0615 [ 280.49 |1 GlobalChangeS
13-5ep—2017 |13-5ep—2017 A -1 AKS 13| 2 [1.0000 71497 .92 1374.96 274,99 [ 34,3740 [ 274.93 |1 |
02-Jul-2017 |27-Sep—2017 |A -1 AHS 12| 11,0000 71196,74 1269, 17 273,83 | 34,2292 | 273,63 [L
13-Mar—2017 [20-Mar—2017 A -1 AKS 13 [ 11,0000 63500, 6d4 1342,32 268,46 | 33,5580 [ 268.46 |1 |

Figure 10 After—the COLA is reflected on July 2, 2017
[ADM-AUC-HR-9813]
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4.1. Timesheet History Screen [Fix]

December 2017

The lookup on the timesheet history screen was not retaining the selection made by the user, and instead showing
the first position for the employee, requiring that the user select the position again once the screen displayed the
first position. This was corrected.

If a position for which there is no timesheet history is selected from the lookup, the first
position for which there is timesheet history will appear in the screen.

4.2. Vendor Check History [Enhancement]

[ADM-AUC-HR-9944]

An [Image] button was added to the screen to allow for the rapid retrieval of vendor check images. Access the
screen by selecting Human Resources P Queries P Vendor Check History.

Human Resources

Maintenance 3
Payroll Processing 3
Timesheet Entry »
Sperial Processing »
Woid/Manual{Figure Paycheck
Billing and Invoicing »
Bank Reconciliation 3
ld  Timesheet History Fie Edt Ledgers Purchase Orders AccountsPayable Fixed Assebs HumanResowrces Budget Collections Tax MotorExcise MiscBling System Help
Reparts b Timesheet History Calendar B | G| 1|« || &[5 o m| |
8 ni
Tables 3
Leave Histary
Quarterly Processing r Vendor Check History
‘ear-End Pracessing »  Employee Encumbrance History Screen oo,
Madule Mainkenance » e y—
aycheck History - Inquiry
Interfaces/Imports » Actions
B Pt ety - Bl Sy 1 Vendor | 2Bank| _ 3Werrart | _ dckDate | 5kt & Check Type | Amount
Site Specific »
o Ref b wendor Check History [Image 0166 P2 [BOSTON MUTUAL LIFE INS, CO,-G  PAvR 30024 [i2-0ct-2017 WREREEE £ HR Deduction Check 218,12
Help Reference Library 7672 01 JUNITED STATES TREASURY JFavR 30023 [l2-0ct-2017 JooB0984 | HR Decuction Check 5102,37
Emplayee Maintenance Query [oootes b2 [BOSTON MUTUAL LIFE M. CO.G__ PAIR 30023 [12-0ct-2017 [0080383 £ HR Deduction Check 211.68
17672 p1_ [DNITED STATES TREASURY FAiR 30022 7-Jul-2017 0080974 | HR Dechuct Check 5596.83
Warrant History 17672 pT_DNITED STATES TREASURY FAvR_ [[70512  [12-May-2017 j00B0965 | HR Deduction Check 422745

Figure 11 [Image] button added to Vendor Check History Screen

The [Image] button displays the

View Vendors
RO [EGSTON MUTUAL LTFE THG, C0, 6 |
1 Name/fddress | 2Addresses | 3 Classification || [T aetachmere 0 ftems U User Defined 3 Emails

Sec# Description Filename

Ef R Ted Check #008087d Date 10-Aug-2017  hr_PAYROOBOBTAI30013 , pdf

E7 MR Ted Check #0080884 Date 17-Aug-2017  hr_PAYROOBOBE4930014 ,pdf

S HR Ded Check #0080894 Date 24-Aug-2017  hr_PAYRODS0BI4930015 , pdf

S HR Ded Check #0080904 Date 31-Aug-2017  hr_PAYRODB0I04930016 . pdf

B0 HR Ded Check #0080914 Date 07-Sep-2017  hr_PAYRO0B0I14930017 .pdf

BT MR Tied Check #008092d Date 14-5ep-2017  hr_PAYROOBOI24930018 , pelf

EZ MR Ted Check #008093d Date 21-5ep-2017  hr_PAYRO0BOI3d930019 , pdf

B2 MR Ted Check #0080944 Date 28-Sep-2017  hr_PAYRODB0I44930020 , pdf

4 HR Ded Check #0080954 Date 05-Oct-2017  hr_PAYRODB0954930021 . pf

S HR Ded Check #0080983 Date 12-Oct-2017  hr_PAYRODB09E3930023 . pf

BE R Vendor Wire #095438d Date 07-Jul-2017 hr_PAYROISA984I30022 . pdf

[B7_ HR Ded Check #0080994 Date 12-Oct-2017  hr_PAYRO0B0S34330024 , pdf
B& MR Ted Check #0081004 Date 19-0ct-2017  hr_PAYROOB1004930025 , pdf

9 MR Ded Check #0081016 Date 26-Oct-2017  hr_PAYRODB1D16930028 , pdf

B0 HR Ded Check #0081036 Date 19-0ct-2017  hr_PAYRODB103E930027 .pdf

[Attachments] screen for the selected
vendor— attachments are in ascending
order; to find the check, page up/down or
use the # [ = puttons to find the
check in the list. In this example, check
#0080994 is used. Click on the check #,
then click on the [W View] button to
display a copy of the check in your
screen.
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BLG _mE_CHECE_CITT

TOWN OF ADMINS PAYROLL - OITIZEMS BAMK Check # 080994

AMYTCWM, MASSATHISETTS 12-0ct-2017

Pay **#Two Hundred Bighteen and 12100 Dallars ** $**218. 12

o BOSTON MUTUAL LIFE INS. 00.-G
othe
st o PO BOX 55154

BOSTON MA 02205 NON-NEGOTIABLE

[ADM-AUC-HR-9890]

4.3. Warrant History Screen [New]

This new screen collects all the reports generated during the processing of a batch of warrants. Access the screen
by selecting Human Resources P Queries » Warrant History Screen.

Warrant History
& warrants Batche 1592 ChetkDste  02-Moy-2017 PeriodStat  26-Oct-2017
actions Bank PAYR  PAYROLL - CITIZENS BAHK Fosted Date  18-Dct-2017 Fefiod End  0l-Moy-2017
Seq# Desoription Filename

l=rrant. Employes Count Report Hr_Warrant_Empcnt_6022_THERESA_1592.PDF ZView 8 Email

Fineshest Entry Detail by T5 Group/leaus T5DetByley_6148_THERESA_1592 PIF

Fica Limit Report Ficalinit_6162_THERESA_1592 PIF

[arrant_Sumary Report HRHarrant,_6199_THERESA_1592 FIF

Ehor Dlstribution GL Posting Report  HR_Pasted_to_GL_6221_THERESA.PDF

loge Sunnary CalcChkSumnary_7200_THERESA_1532 ,PIF

Enploges Tax Table / Deduction Error Rep CalcChkTax_7204_THERESA_1592.PDF
Pagroll Register - By Timesheet Group  Payroll_Register_TSG_7209_THERESA_1592,PIF

Pagroll Register Payroll_Register_7210_THERESA_1592 ,PDF

Pagroll Register - Exception Report Caleulation_Exception_7215_THERESA_1592,PIF
[ecliction Register HRPayDed_7220_THERESA_1592 . POF

Eeparate Check Listing CheckCle_sepchk_7223_THERESA_1592 PIF

Benefit Categories BenDedCat_7227_THERESA_1592.PIF

Pagroll Check Register HRPaycheck_Rezister_7231 THERESA_1592 PIF

Pagrall Voucher - Prelininary Vouchers_7271_THERESA_1592 POF

‘oucher Batches Crested in Accounts Paya Voucher_Batches_7272_THERESA_1592 PDF

L=bor Distribution Detail Labor Distribution_Detail _7282_THERESA_1592 FIF
Lsbor Distribution Detail-By Emploges  Labor_Distirbution_Bu_Employee_7283_THERESA_1532,P
Lebor Distribution Summary Labor _Distribution_Sumnary_7285_THERESA_1532 ,PIF

AT TTT T

B Aeid Attachment
Figure 12 Warrant History Screen

If there are additional files to be attached to the warrant (not generated from the warrant process), the user may
include them by clicking on the [6 Add Attachment] button.

Warrant History
Bote
= Warrant?  EENEIN Batch# 1592 CheckDate  02-Mov-2017 Period Start  26-Oct-2017
TS Bank PAYR  PAYROLL - CITIZENS BAHK Posted Date  18-Oct-2017  Period End 01-Moy-2017
Seq# Description Filename
i Harrant Enploges Count Report Hr_Warrant_Enpent_6022_THERESA_1592 ,PIF

_ ATingghess Ertgey Dotail by IS Gaoupdeave TSEstBubeu_§148 JHERSSA_1592 RIF

116 (Sbor Distribution Derail-og Employse  Lator_lustivbution_Bu_Enplogee_72u3_TheRESH_1552,P i l
15 Lebor Distribution Sumnary Labor_Distribution_Sunnary 7285_THERESA_1592 FIF

[0 Eawple User supplied attachment 10%6ctestS pdf Zwiew | @Emal | gRemove |

Figure 13 User supplied attachments & viewing or emailing attachments

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 16
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Only user supplied attachments may be removed using the [9 Remove] button. Any attachment may be [7
View]ed or [8 Email]ed, using the buttons to the right of the filename for each attachment.

Clicking on [8 Email] will display the following prompt; the only required field is the email address field.

BN [AUC] 6815-Warrant History [theresa]
Sending Attachment via Email

Optional: Enter Contact Name IA““|ga Dimond

Optional: Enter Note [Here is the report you requested.

Optional: Enter Note [

Required: Enter Email Address |am||ga|@admin5_cnm

Lookup: | 0K I

Cancel |

Clear All |

The resulting email will resemble the one below; the file will be attached as a PDF® file.

From: theresa@adrmins, cam

T Anthea Dimond

(o] Theresa Campbell

Subject: Warrant 930029 Report &tkachnment

| Message | T Hr_Warrant_Empcnt_6022_THERESA_1592,PDF (5 KE)
Dear &nthea Dimond,

Hereisthe report you requested.

Batch 1592 Warrant 930029 Report

aftachment Hr_varrant_Empcnt_6022_THERESA,_1592 PDF
Thank vou

Theresa
TOW

** Do not reply to this email message as it was system generated
viathe ADMINS Unified Community (AUC) System **

Home

£032- HREMPCOUNT_AUC. REP

Tools

Document » 8 E Q 11 | ST R . ®

Sign

Printed 1B-0ct-2017 at 12:30:32 by THERESA
Town of ADMINS
Warrant Enployee Count Report

Page 1

Parc-Time 1 1

Multiple warrants may be
processed within a single batch.

Wsrrant Total 17 33 50

Total

Figure 14 Email and attached PDF® file sent from the Warrant History Screen

[ADM-AUC-HR-9930]

5. REPORTS—WORKERS COMPENSATION SALARY REPORT [Info]

[l Task 6039: Workers Compensation Salary Report

Workers Compensation Salary Report
This report prints timesheet history pay by workers

compensation code and category.
From: |TITFITE To: [12012013

Required: Work Date Range [(mmddyyyy]

Optional: Enter up to 9 Worker Comp Codes Edit |[| values:

Print Employee Names?: & Yes  No
Optional: Entity Code I
Run as @& Excel
Lookup | 0K I Cancel Clear All

There is a standard workers compensation report to
be used by sites for their audit. Run the report by
selecting Human Resources P Reports P Report
Library P By Timesheets [Page Down] 6039
Workers Compensation Salary Report. The report is
available in Excel®. The wages are reported by
paycheck category code and broken down in the
columns. Employee and workers compensation totals
are provided.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Workers_Compens .osoft Excel

o

m Home Insert Page Layout Formulas Data Rewiens it

H9-c-Q0 =
Bl - Pl 4
A B C D E F G H M M o P :
1_|Timesheet Hstory ‘
2 |Work Day(s): ¥ 012016 to 06302017 ’
i
P’ 4 EmpHo Hi|Soc Sec Humber Position Position Description WC Code WC Code Description Rate Total Pay w ‘E WORKMENS CO COMP TIMEU COV DIFFERENTIA FUX
5 fbz0322 [so0e-nx-4344 054-01300-99 SUBSTITUTE - LONG TERM 5368 0.00 492487 .00 .00 0.00
6 020323 [ro0e-xx-2029 100-01180-93 HR INTERM %288 0.00 B50.76 ' o .00 0.00 0.00 0.00
7 b20330 [ro0e-x-8133 082-00980-30 PARAPROFESSIONAL %aes 0.00 4,097.97 .00 .00 0.00 0.00 0.00
8 [bz0331 [0e-2-9966 100-01155-99 SECRETARY SUBSTITUTE %288 0.00 575143 ' o .00 0.00 0.00 0.00
9 b20332 o0e-xx-4320 002-00930-09 PARAPROFESSIONAL %aes 0.00 2,783.43 e} .00 0.00 0.00 0.00
10 (20332 pooe-xx-4320 100-01290-99 SUBSTITUTE - DALY Baes 0.00 600.00 ’ no 0.00 000 0.00 0.00
11 020333 [ro0e-2-0091 100-01290-99 SUBSTITUTE - DALY Baes 0.00 2000 .o 0.00 000 0.00 0.00
12 (020334 [2o0e-x-1048 100-01290-99 SUBSTITUTE - DALY Baes 0.00 204000 ‘ no 0.00 000 0.00 0.00
13 (020335 [po0e-xx-7862 100-0M155-99 SECRETARY SUBSTITUTE Baes 0.00 281204 .o 0.00 000 0.00 0.00
14 (20338 [ro00-xx-0364 110-00210-99 ASSISTANT TRACK COACH - GIRLS %aes 0.00 351000 ' oo 0.00 000 0.00 0.00
15 (020337 [ro00-xx-3043 015-01300-99 SUBSTITUTE - LOMG TERM Baes 0.00 2,780.00 Jo 0.00 000 0.00 0.00
16 (020338 [ro0e-xx-2146 062-00980-25 PARAPROFESSIONAL %aes 0.00 2241 82 ' ) 0.00 000 0.00 0.00
17 [b20333 [2o00-xx-8898 100-01290-99 SUBSTITUTE - DALY Baes 0.00 80.00 .o 0.00 000 0.00 0.00
13 (020340 pooe-xx-3725 054-00980-19 PARAPROFESSIONAL Baes 0.00 1,863.33 ’ " oo 0.00 000 0.00 0.00
19 [bz03 [2o00-xx-8863 100-01010-99 PARAPROFESSIOMNAL SUBSTITUTE aes 0.00 114345 i) 0.00 000 0.00 0.00
20 (20342 [ro0e-xx-0163 100-01010-99 PARAPROFESSIOMNAL SUBSTITUTE Baes 0.00 155183 noo 0.00 000 0.00 0.00
21 (20343 [ro00-xx-5430 110-00140-01 ASSISTANT CREW COACH aes 0.00 1,071.00 ' i) 0.00 000 0.00 0.00
22 (20344 [ro0e-xx-0214 100-01180-99 HR INTERM Baes 0.00 £48.93 oo 0.00 000 0.00 0.00
23 (20345 [ro0e-xx-1376 960-01590-99 TEEM THEATER aes 0.00 50000 ' 0 0.00 000 0.00 0.00
24 (20348 [ro00-xx-6904 960-01590-99 TEEM THEATER Baes 0.00 1,000.00 n.oo 0.00 000 0.00 0.00
25 (20347 pooe-xx-2386 9B0-01550-99 TEEN THEATER Ba8s 000 1,000.00 ' 40 000 000 0.00 0.00
26 (20343 [>000-xx-B086 9B0-01550-99 TEEW THEATER Ba8s 000 50000 n.00 000 00o 0.00 0.00
27 (20350 ooe-x-8173 9B0-01550-99 TEEN THEATER Ba8s 000 62500 ' 40 000 000 0.00 0.00
23 [bz0351 pooe-xx-9219 9B0-01550-99 TEEW THEATER Ba8s 000 50000 n.0o0 000 00o 0.00 0.00
129 fo03s2 pooe-xx-8234 9B0-01580-98 TEEN THEATER a8 000 1,000.00 ’ -0 0.00 000 0.00 0.00
[ 30 r 3868 0_10,359,186.94 %.62 10,587.28 2,750.42 58,571.75 556.63 64,F
3 [Do2g08 oxx-x-2792 0110112003 SCHOOL CUSTODIAN | Bo7e 0.00 3851375 , a0 0.00 0.00 0.00 537 04
32 [bo4n4s oxx-x%-7215 054-00400-03 CAFETERIA WORKER | Bo7e 0.00 s g 100 14320 0.00 0.00 0.00
E. E.

Figure 15 Standard Workers Compensation Report

5.1.1. Bargaining Unit Column Added to the Report [Enhancement]

Effective with this software update, a column for Bargaining Unit was added to the report.

A B & [5} E F G H J Ky
1 Timesheet History
2 Work Dayis): 01012013 to 12012013

Emp Ho Rats 111F PAY |

Employee Hame

Total Pay

1027 07 T292AC0PT -01 Animal Cortrol OFFICER PT Fublic Satety MON MO 000 §30.00 0.
1028 Do1022 T292ACO0FF -1 AMIMAL CONTROL OFFICER Fublic Safety FROF -0 000 4352791 000,
1028 o123 T1Z3LEMLEMA-01 L EM.& COORDINATOR Fublic Satety MOR WO 000 1,500.00 008
1030 Dozars T292ACOASST-01  ASST AMMAL CONTROL Public Satety PROF  -01 0.0o 35,333 63 oo,
1031 ‘o250 T292AC0OPT -02 Animal Cortrol Officer PT Fublic Satety MO MO 000 3,080.00 .03
1032 Dos023 T292ACOPT -03 Animal Cortrol Officer PT Fublic Safety MOR KO 000 4 460,00 o.0c
1033 B7naa T2928COPT -02 Animal Control Officer PT Fublic Satety MOR WO 0.00 4150.00

1034 Public Safety 0.00 93,1M.54

1035 Total

[ADM-AUC-HR-9952]
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Position Maintenance

Position
Position Description

ATECH-0
[FPPLIED BEHAVIOR AMALYSIS TECHMICIAM

Current Empl

Position Categary ROJUST School Adjustment Counszelor
Timesheet Graup ECHOOL-REED _ REED CENTER

Bargaining Unit FFL —AF School Weskly 12 month employees
Schedule ISLIB School Library Asst

Grade 1

Step ]

Budget Group DISTRICT DISTRICT

Fay Group 21 21 Pays

EEC Category 5= Para-Professionals

EEC Type )

Workers Comp Code 3363 SCHOOL TEACH s CLERI

FLSA Code OME HO FLSA

Employment Type F Part-Time

Employment Status il Involuntary Termination
Accrual Group cLo9 CLERICAL 32.5 WEEK

Entity t TOWN OF ANYWHERE

Default Account# 100-430-0000-004-00-00-51120

Full Tirne Equivalent [ 8000

Supenisor Position [SO03ZILAREME-01 ILA - 10 MONTH Sul
Budget Salary For FY 0000 Posted on
Budget Fringe Amaount For FY 0000 Posted on

December 2017

The workers compensation code is initially set on the
Human Resources » Maintenance P Position
Maintenance.

When an employee is assigned the position, the value is
carried into the Employee Maintenance »
[8 Dates/Class] tab.

The value may be changed for an individual employee on
the Human Resources » Maintenance PEmployee
Maintenance P [8 Dates/Class] tab.

The code descriptions highlighted in yellow correspond to
code descriptions in the column highlighted in yellow in

Figure 15 Standard Workers Compensation ReportFigure
1R

Figh re 16 V‘\/orI;ers‘Cor‘npeﬁsat‘ion Code on the Position Maintenance Screen

No e
i ‘@ To make the best use of this report, add any
e ———— missing Workers Compensation Codes to
] ! the employee records. In addition, add codes
e T e T (e e e [ e e s to all positions in the position maintenance
R R e e ad L AR screen to ensure that future employees are
- - o R coded. Once the missing workers
s Ero o Ghromer — compensation codes are added to the
I — employees, the report may be used now and
' in future years.
[Ready [Status: Pastion Invelntary Termination e [ [ Ip

Figure 17 Workers Compensation Code on the Employee Maintenance » [8 Dates/Class] tab

[ADM-AUC-HR-9945]

6. TABLES » BARGAINING UNITS [HOLIDAYS]

Bargaining Unit - Holidays

The Holidays tab of the Bargaining Unit
table allows the entry of holidays

Bargaining Unit i RSl [OPH AFSCME
Action:
7 Summar, Y
tcostcomss || _ sroidys | |_3LongeviyPay | 4Retrosctversy | |_sssaryscned | _ gotmerino | | ttorcable careac|
Baditew | —————1
3 Delete: Restrict Holidays to Year E017 Only 2017 holidays will be displaued
ZEdit List Only if

throughout the year, with options for how
to use the holidays (substitute, add or

Date PayCode Hours Days  AddSubstitute or lgnore  Worked Recurrence Month Week Day of Week
[a=Tan—2017 FoC Cadd & Sub Clgnore & YesC Mo fT 1 First Heclnesday H H H H
B i o Clo e [ e s ignore) in the timesheets. There is also a
[7=Apr=2017 FoC Cladd @ Sub Clgnore & YesC Mo T 4 Third Monday
Bl-Aer—2017 HOC Clagd G 8ub Clgnore @ YesC Mo W 4 Third Friday b tt t t b d
Be—Mau—2017 o Coadd © Sub Clgnore @ vesC Mo i 5 Fourth Monday U On O Crea e a neW year ase On an
[7—ul=2017 [nde; FoC Coadd © Sub Clgnore & YesC Mo i 7 First Fricay ..
[4-5ep—2017 Lahor oL B.00 Cadd ©Sub Clgnore G YesC Mo | 9 First  Monday t
P5-tct—2017 Folum FoC Copdd € Sub Clgnore & YesC Mo R 10 Second  Monday existn year'
[[4Nav=2017 Feter: OO Crdd @ Sub Clgnore @ YesC Mo T
Be=Nov—2017 an< HOC Codd & Sub Clonore @ YesC Mo T 1t Fourth  Mednesday
[EETov=2017 [Thari FoC Cladd @ Sub Clgnore & YesC Mo fT 11 Fourth  Thursday
Ba-Nov-2017 Pay after HOL Clagd G 8ub Clgnote @ YesC Mo | 11 Feurth  Friday
[Pa-Dec—2017 efon HoC Coadd & Sub Colgnore & YesC Mo |
[E5Dec—2017 [hristnas Dag FoC Cadd @ Sub Colgnore & YesC Mo |
[T Tiec—2017 172 Tay before New ¥ HOL Cadd @ 8ub Clgnore FYesCNa B
P Copy From/To Bargaining Unit_| W Create New Year |

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.1.1. Edit List [Fix]

The Edit list of holidays generated for the upcoming year was showing incorrect information. The information on
the right of the report is related to the recurrence. The report has been corrected and is now available in Excel® as

well as the Print/Preview/PD

F® format.

December 2017

Horme Insert Page Layout

E26 - I
A B (:

1 Bargaining Unit Description Holiday

2 DR -DP DR AFSCHWE 1M 02018

3 DM -DP DR AFSCME 11552018

4 DY -DP DR AFSCME 21952018

5 DR -DP DY AFSCME 4162015

6 DR DR DR AFSCME 512572018

7 DR DR DR AFSCME 7402018

g DM -DP DR AFSCME 905302015

9 DY -DP DR AFSCMWE 105852018

10 |DPvw -DP DR AFSCME 1101102018

11 DR -DP DR AFSCME 1172202018

12 DRy DR DR AFSCME 1172302018

13 DR -DP DM AFSCME 1172802018

14 |DPw -DP DP AFSCME 1202402018

15 |DPw -DP DR AFSCME 1202502018

16 DR -DP DR AFSCME 1203102018

17

Formulas Drata

[}
Description
Mew Year's Day
Martin Luther King Day
President's Day
Patriot's Day
hemoarial Day
Independence Day
Lakor Day
Columbus Day
“eteran's Day
Thanksgiving Day
Day after Thanksgiving
142 Day before Thanksgivi
1/2 Day hefore Christmas
Christmaz

142 Day before Mew Year's HOL

Revigw e

£ [F G H | J K 5 I I
PayCode Hoursz Days SuborAdd OnhAWrk Recur Month Day Week of Month Day of Week
HoL s W A January 1
HoL 5.00 S W W 3 Monday
HoL S W W 3 Monday
HoL 5 N W 3 Monday
HoL s N W 4 Monday
HoL b= A4 A July 4
HoL 5.00 S W W 1 Monday
HoL = b W 2 Monday
HoL S W M
HoL 5 N W 4 Thurzsday
HoL = Y W 4 Friday
HOL S W W 4 Wednesday
HOL = A4 A December 24
HOL 5.00 = Ay A December 25

=3 Ay A December 31

Figure 18 Edit List shows correct data and is now available in Excel® format

7. YEAR END PROCESSING

7.1. W2 Processing P Review Forms [Box 9 Updated]

[ADM-AUC-HR-9939]

Box 9, Verification Code, was added to the online form used to preview the W2 data for each employee. To see
this change, select Human Resources P Year End Processing » W2 Processing P [Review W2 Forms].

Description
Feset W2 Menu
Y42 Entity Tahle
Bluilc! W2 File
W2 Audit Report
Review W2 Forms

Prirt W2 Forms
Federal Y42 File |

CT W2 File
A VY2 File:
RIW2 File

Save W2 Forms as Employes Attachmentsidrchive |

W2 Processing

Date
30-0ct-2017
01-Mov-2017
30-0ct-2017

17-Mov-2017
01-Hov-2017

01-Mov-2017
01-Mov-2017
01-Hov-2017

Review W2 Forms

Entity [ TOWN OF ANYWHERE

Employee #

ootz

233 001-10-1005

b Emplayer identification number (EIN)
11-3456769

1Wages, tips, other compensation
3702304

2 Federal income tax withheld
4215,04

& Employer's name, address and zip cotle
TOWN OF ANYHHERE
1 MAIN STREET
CAMERIDGE, MA 02138

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips
4695216

6 Medicare tax withheld
680,80

7 Social security tips

8 Allocated tips

d Control number
S

9 Verification Code

10 Dependent care henefits

HOLMES

39 FIELD POND RO,

CAMERIDGE, MA 02138

T Employee’s address and ZIP code

1 Nonqualified plans:

12a See instructions for box 12
E  4800.00

13Stat EE RPlan 3rdPty

12h
C 323,84

14 Other
5129,12 PENSN

12c

12d

15 State Employer's state ID number
MR 123-d56-7890

16 State wages, tips

42152, 16

17 State income tax
2239.,08

18 Lacal wages

19Llocaltax (20 Name

[ADM-AUC-HR-9942]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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7.1.1. W2 Forms [Box 9 Updated]

December 2017

In addition to wording changes on the backer detailed below, the front of the form now includes Box 9, used for a
verification code. This code is used by some software vendors participating in the W-2 Verification Code
initiative. As ADMINS is not participating in the initiative, this box will be blank for all employees. For other
changes, see the text excerpted from the IRS instructions.

Copy B --To Be Filed With Employee 's FEDERAL Tax Return OMB Mo
ThigInformation isbeing fumnished tothe Intern al Revenue Semice F mw'z 15450008
ensation | 2 Federalincome taxwithheld
1006.21
: Emplayedssocial security numbar 4 Social security tamithheld
001-10-1146 0.00
b Employeridentification i (EIN) & Medicars tacwithhald
11-3456789 0.00
o Employais name, address, and ZIF code
TOWN OF ANYWHERE

1 MIATN STREET
CAMERIDGE, WA 02133

d Contral number Wisitthe IRS Website at

Box 9—Verification code (not applicable to Forms W-2AS,
W-2CM, W-2GU, or W-2VI). If you are participating in the
W-2 Verification Code Initiative, enter the appropriate
verification code in box 9. Otherwise, leave box 9 blank. For
more information, see IRS.gov/ individuals/w-2-verification-
code.

New box 12 Code FF. A new box 12 Code FF has been added
to report the total amount of permitted benefits under a

Safe, accurate, o e o N
TOWN TORNIS | FASTIue w2 e i Qualified Small Employer Health Reimbursement Arrangement
MARIEF BAILEY (QSEHRA). These new QSEHRAs allow eligible employers to
oY o pay or reimburse medical care expenses of eligible employees
after the employees provide proof of coverage. The maximum
7 s PR T— e et oo reimbursement for an eligible employee under a QSEHRA is
P FT R A T $4,950 ($10,000 if it also provides reimbursements for family
ey 0.00 o | 900.00 members), before indexing for inflation. For more information,
sazzz ey |E oo | 149939 see the 21st Century Cures Act, Public Law 114-255, Division
Refitetnent Plan b -
2.88 PENIOF : | 000 C, Section 18001.
) 0.00 P
Py B L W S S A SV A S A P S 3 N )

Credit for excess taxes. If you had more than one employer in 2017 and more than $7,886.40 in social security
and/or Tier 1 railroad retirement (RRTA) taxes were withheld, you may be able to claim a credit for the excess
against your federal income tax. If you had more than one railroad employer and more than $4630.50 in Tier 2
RRTA tax was withheld, you also may be able to claim a credit. See your Form 1040 or Form 1040A instructions
and Pub. 505, Tax Withholding and Estimated Tax.

7.2. Masking / Truncating Social Security Numbers Not Allowed on W2 [Info]

Per the 2017 IRS Instructions for Forms W2:

Social security numbers. Do not truncate social security numbers shown on Forms W-2, W-2AS, W-2GU, and W-2VI. Social
security numbers are required on Forms W-2. See Taxpayer identification numbers, later. See also Regulations section
301.6109-4(b)(2).

ADM-AUC-HR-9864

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 16



Release Notes — Version 17.4

ADMINS Unified Community
December 2017

Human Resources

7.3. 1099R Forms [Updated]

Minor wording changes were made to the backers. ADMINS made minor format changes to the front of the forms
to align more closely with sample forms from the IRS.

O GORRECTED ff checked ) O CORRECTED ff checked )
Distributions From Copy B OMB Mo. 1545 0119 Distributions From
OME Mo 1545-0119 | Pensions, Annuities, Report this Pensions, Annuities,
Retirement or f Retirementor
2017 Profit Sharing Plans, e 2017 ProfitSharingPlans,
Farm 109-R. |RAs, Insurance retum. Hthis IRAs, Insurance
Contracts , etc. form shows Farm 1099-R Contracts, etc.
PAYERS Name, ity artown, inge, Coumry, and ZIF or farei aoii federal income Fooreres mams iy ortown, Court, and 2IP arfore cole
tax withheld in !
bos 4, attach Copy B
MYTOUN f 1 MYTOMMN o
1 MY TOMN LANE (Lo 1 MY TONN LANE Reporttis income
. onyourfedera
AGAINAM, b 01001 AGAINAM, A 01001 retum, Hthis form
Thiz information showsfederal
{355)-455 5555 is heing fumizhed (455559 9559 income tax withheld
to the Intermal inbox 4, attach this
RECIPIENTS name . :
MICHAEL K BERGERON ReveLe Bamis. ICLIALL K BERGERN Cop¥to yourTeCu.
Freetaddress including ¢ no.) [Strectanaress (nciuging e, ne.) Thiz information i
143 LONDOMDERRY WY 143 LONDONDERRY Wiy being urmisher! o
ity artown, provinGe, country, andZIF or frei cade ity , provinge, Gountr, and sode the Internal Rewenue
CAMBRIDGE hta 02138 CAMERIDGE MA 02133 Service.
p— i numkr
111222333 001-10-3008 SCHOOLBHSI0257 111222333 (01-10-3008 SCHOOLBHS0257
1Gross distribirtion 23 Taxable amont m"T“atxdae:;“im::n b ‘v‘vlnnecl 1G5 distribution 23 Taxable amont m"Tualxuzlge":IT::n oy T avlvlnneu.
49,398 47 Tuatistintn L] 00 4707 8 49,3847 Totdznivutn [] $00 072
$Emp bt ! i istribut IRial 13 Other 5 ibitions ¢ istributi IRisd |5 Cther
Designated Foth appreciationn SEPY Desiqnited Rith appreciationin SEPY
f SIMPLE ihitions ori it SIMPLE
premiums premiums
$.00 $.00 7D $.00 (%] $.00 $.00 1D $.00 (124
3 Yourpen oftutal |SOT otal emy s 111styear sfdesig. ot 12 Statetax withhst 3 Yaurp M EA P 10 1 styear ofdesig Roth |12 Statetae withh
diztribirtion contibiton: IFiFi within 5 years omtrib. distribution contrbution: IFiFi within 5 years cantrib.
$2.530 .54 $2,530 54
03¢ $.00 $.00 400 0% $.00 $.00 00
135tEtePayes 14 State distribution 13 Localtax withhed L u 15 SttePaya’ 14 State distibution 15 Localtac: withhed 16 Name flocality 17 Logal distibutin
state no. state no
i 12123456 $.00 $.00 bt 12123456 400 soni |

Figure 19 Before Figure 20 After

[ADM-AUC-HR-9948]

7.4. 1095C ACA Processing

Additional error checking was added when building the 1095 File. The following errors will be identified:

: 1. Employee has an invalid Mailing State Code

) 1095 Processing 2. Employee record is missing first or last name
e oms e oisor] 3. Employee record is missing Social Security #
— 4. Covered individual record is missing first or last name

B e oo ies| 9 Covered individual record is missing both Date of Birth and Social
‘ , Security number# (one or the other is required)
—W—l ceos| 6. Line 14 either all 12 Months must have a value or at least 1 value
P 1098 Forme | in the individual months
Cararis 5 E4ort £l ' 7. Line 15 if code 1E, 1B etc., then line 15 must have a value in either
Sawe 1095 Forms = Employee Atachmentsibrohive. | all 12 or individual months

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 16
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In addition to the report being produced when building the 1095 file, the same report may be run from the Edit
1095 Work File screen. A new button was added to the screen for running the error check. Manual changes are
allowed in the Edit 1095 Work File Screen, when making a change this [Check for Errors] should be performed.

sa[AUC] 7574-Edit 1095 Work File [theresa] =15]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  MiscBiling  System  Help
2@ & wo|«| ]| || Q 2| &)
2017 Edit 1095 Work File
Gote
= Employee# | 1 Name of Employee 288# Reporting Entity
actions BENEDICT M CUMBERBATCH HH-HK-1030

Report Bargaining Unit
3 Street Address ACA 18P
274 EAST STREET ACA Offer Start
[ Task 7568: 1095 Form Error Checking EHDTAIEE

N ACA Reporting Start/En
1095 Error Checking on Form QQVDEEA"M J
ACA Full Time: Start/End|

11095 Meru |

2 Check for Errors

31035 Register

Runas @ Preview ¢ Print PDF byer ID (EIN) 29.Dec-1993
P 4 EMmployee Edit If Printing use Duplex & Yes  No 5769 ACA Declined
Lookup | [ OK |  Cancel | | Clearall act Phone
11095 Menu S : z21-2876 » 123
— 11City or Town 12 State 13 zipeode
CAMERIDGE HA 02138-0000
21095 Redister EMPLOYEE OFFER AND COVERAGE Plan Start Month 05
] 12 Mths Jan Feb Har apr May | dun Jul Aug Sep oct Nov Dec
3 Employee Edit 14 Offer of Coverage 1€
15 Employee Share I Ol [0 o 1210 (3 7] IG5 (] @& o
4 Remove Emploves 16 Applicable Section =
COVERED INDMDUALS fEmplayer provided seftinsured coverage, theckthe hox [
saddEmploves | 0 || . e (@) Mornths Covered  —-—---—-——----=----
= (@) Nane of Covered [CE () poB (©)12Mth  Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
17 BENEDICT  CUMBERBATCH AR-RHE1030 %
155 MPRLENE 4 TL I, CLMEERBRTCH Ko7 A 3
Figure 21 Before Figure 22 After -- new Check for Errors button

Performing the error checks after making changes will help to ensure that the data appearing on the forms for your
employees and the data submitted to the IRS is error—free.

7E65-HR1095CHEERR. RED Printed Z1-Now-2017 at 11:55:00 by THERESL Page 1
Towm of ADMINSG
1095 Form Error Checking

Employee: 000012 HOLMES, MARIE R

Employee: 010765 D'ANGELD, KEITH M

Enployee: 070604 » LAWEENCE

Enmployee Last Name missineg Update Ewployee Maintenatice then Build 10995 again or Remowe/2dd on Form screen
Emplaoyee: 070661 PERFECT, PATRICIA

Employee 35# nissing Update Ewployee Maintenance then Build 10995 again or Bemowve/add on Form screen

*%% Total # Employees with Errors 4

Figure 23 Sample report when building 1095 file or running error check from the maintenance screen

[ADM-AUC-HR-9921]
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ADMINS Unified Community Release Notes — Version 17.4
Human Resources December 2017

7.4.1. Forms [Updated]

Updates were made to the 1095C form to comply with new IRS specifications. The text on the center front of the
form was updated and the form page control numbers were added.

S

Employer-Provided Health Insurance Offer and Coverages

Do not attach to your tax return. Keep for your records
Information about Form1095-C and its separate instructions is atwww.irs. gov’ fomz 1095¢

- 1095-C

Department ofthe Treasury
Internal Revenue Service

Figure 24 Before

S
S

EO0LL?
Employer-Provided Health Insurance Offer and Coverage [] voiD

Form 1 095-C P Do not attach to your tax return. Keep for your records.

OMB No. 1545-2251

0 to www.irs.gov/Form or instructions an: e latest information . CORRECTED
pri > = goverm1Oees forinstmetions wnd fheetest form! D 2017
Figure 25 After
Additional information. For additional information about the tax provisions of the Affordable An "Add itional Information" paragraph
Care Act (ACA), including the individual shared responsibility provisions, the premium tax was added to the |nstruction5 for
credit, and the employer shared responsibility provisions, see .
vawy . irs gov/Affordable-Care-Act/ndividuals-andFamiliesor call the IRS Healthcare Hotline Recipient on the backer. Added or
for ACA questions (1-800-913-0452). changed text is shown in yellow highlight

Figure 26 Additional Information on backer in the examples.

In addition, text was added to Part Il, Employer Offer of Coverage, Line 14 parts 1.A and 1.G.

1A. Minimum essential coverage providing minimum value offered to you with an
employee contribution for self-only coverage equal to or less than 9.5% (as adjusted)

Figure 27 Helpful text on 1A.

1G. You were NOT a fulHime employee for any month of the calendar year but were
enrolled in self-insured employer-sponsored coverage for one or more months of the
calendar year. This code will be entered in the A 12 Months box or in the separate
monthly boxes for all 12 calendar months on line 14.

Figure 28 Helpful text on 1G.

[ADM-AUC-HR-9942]
8. HELP REFERENCE LIBRARY

8.1. New or Updated Documentation

The following new or updated documentation was added to the Help Reference Library.

e YEAR END PROCESSING HR-630 W2 Year End Training Slides [Updated]
HR-640 IRS Instructions for Forms W2 [Updated]
HR-660 IRS Instructions for Forms 1099-R [Updated]
HR-670 1099-R Slides [Updated]
HR-680 IRS Instructions for Forms 1094C & 1095C [Updated]
HR-705 TCC Registration with the IRS [Updated]
e OTHER HR-900 Menu and Toolbar Tips [Updated]
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