HUMAN RESOURCES

RELEASE NOTES - JUNE 2014

This document explains new product enhancements added to the ADMINS Unified Community for Windows
Human Resources system. The ADMINS Support staff installed these changes to your system on
June 21, 2014.
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ADMINS Unified Community Release Notes — Version 5.1

Human Resources June 2014

1. EMPLOYEE MAINTENANCE

1.1. Posting Encumbrance Adjustments

An issue with the posting of Human Resources encumbrances that left the General Ledger Transaction Code
blank when posting to the General Ledger was corrected.
[PCS-SUP-SAPLAUC-409]

1.2. Adding a New Employee

Prior to the software update, when adding a position to a new or existing employee, if the selected position
lacked a default General Ledger Account number, the missing General Ledger Account error was shown after

filling in the date of hire and confirming the salary. Two enhancements were made to this process to 1.) alert
the user and 2.) prompt for the entry of the account number during the process.

1.2.1. Lookup Enhanced

The lookup now indicates that the Account number is blank:

M Positions by Position Category

Category Position# Description BargUnit Current. T ouee Hote '
AOMIH S000 =00 CUSTODIAN 2 AFL -AF  Multiple Employses Acct # blark: cannot use posit . ]
FOMIN SO0EATHOIRE-Q1 ATHLETIC DIRECTOR SHEL -01  Multiple Employees \ ]
FAOMIH SO0EMISMIS —03 SEMIOR IT SPECIALIST SNGL SCH-12MT Multiple  Employess

FOMIN S00EPRIVPRI-01 YICE PRIMCIPAL SHGL -01  Multiple Employees

TIMT b SOANSE ISCOPT=A1 B ISTHESS CONPTITHATOR (= Niw] =01 Mtinle Eweloises

The position may still be selected

M [AUC] 6439-Employee Maintenance [Theresa]
Add Position to Employee

Required: Enter Position (i -00| |CUSTODIAN 2

Lookup I 0K | Cancel | CIearAIIl

The prompts will appear for the date of hire and salary information:

M [AUC] 6439-Employee Maintenance [Theresa] [x] M Salary Information for 1.00 FTE [x]
Add Position to Employee
Annual 31,928.00
Required: Enter Bargaining Unit [aFL -aF [School Weekly 12 month &
Required: Enter Schedule fcu [Custodial Period 614.00
Required: Enter Grade h Dally 122.50
Required: Enter Step [ ;
Required: Enter Full-Time Equivalent  [1.0p Hourly 15.3500
Required: Enter Date of Hire (mmddyyyy) [05012014] Per Diem 122500000
Tier 1
Lookup | 3 Cancel | Clear Al ﬂl

1.2.2. Prompt for Missing Account Number

Then a prompt will appear requiring that a default account number be entered, which may be chosen from a
lookup or entered directly.
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ADMINS Unified Community Release Notes — Version 5.1

Human Resources June 2014

W [AUC] 6439-Employee Maintenance [Theresal]
Add Position to Employee

Fiscal year for Account  |ETIFI]

Required: Enter Account# [1000-421-0000-004-00-00-51130

Lookup I 0K Cancel Clear all

[ADM-AUC-HR-9484]

1.3. Employee Deductions — Additional Amounts

The employee deduction/benefit screen has been modified so that the Original Amount and the Remaining
Balance fields can only be changed if there is an amount to be taken.

The amount to be taken is set based on the Cost Code Table Flat Amount or Base Bucket % or by the entry of an
Additional Amount in the employee deduction/benefit screen.

To access this screen, select Human Resources P Maintenance P Employee Maintenance and click on the
deductions tab. It should allow an original amount and remaining balance only if there is an additional amount

or a table amount. '
1 Cortact | 2 Personal || 3 DedBen 4 A es 3 Payroll | B Accourting | 7& 8 Dates/Class I 3 Degree: | 0 Custom Ll Acciderts I
L

Tahle Additiahal Additional Additional Qriginal Remaining

CostCode Effective Stop Date Arnount Message Arnount Start Date Stop Date Arnount Balance
[DIRDEFP 7-Sep—-1982 999,999 ,99
ER BCF26 J01-Jan-2012 20.450.00
HMOF 265 7 -Sep—1982 157,38 4,092,000 3.462,48
[LHS—Ell 7-Sep- 1982 W12

TPH11 7-Sep—- 1982 11, 00006 1,000, 00 1,000,00
FETLIFE [01-May-2014 20.00 25.00 p1-May-2014
L0-FRO 7 -Sep—1982 28,30 736,00 622,60

[ADM-AUC-HR-9490]

2. PAYROLL PROCESSING

2.1. Emailing Direct Deposit Advice to Employees

ADMINS is pleased to announce a new feature for our Human Resources customers. You will now be able to
email Direct Deposit Advice to your employees. These files are encrypted and password protected. The details
are found in Human Resources P Help Reference Library P Payroll Processing » Emailing Direct Deposit
Advice.

[ADM-AUC-DOC-91]
[ADM-AUC-HR-9432]
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ADMINS Unified Community Release Notes — Version 5.1

Human Resources June 2014

3. BILLING AND INVOICING

The Detail Billing process has been renamed to Billing and Invoicing to reflect its use for multiple Accounts
Receivable scenarios, such as Police Details, Custodian Details and other applications. There is a hew
document available that describes the many enhancements to the process that are included in this software
update. Find the document under Human Resources P Help Reference Library » Special Processing.

[ADM-AUC-HR-9481]

4. QUERIES

4.1. Vendor Check History

The Check Listini report has been changed to make the Vendor Number optional. This report is accessed from
the { Check Listing

| button on the Human Resources » Queries P Vendor Check History screen.

£\

Vendor Check History

Goto...
Actions

= I A endar | 2Bank| _3warart | _ 4CkDate | sck| ||

) 1 o1 1S TRERSURY - PAYROLL FavRE 90312 [30-Jun-2014 POTESIS

P15 TRERSURY - PAYROLL FavR B0E003  Bd-ppr-201d O7E4E0

7 Check Listing 17672 o1 [0S TREASURY — PAYROLL Feve Po3oos Pd-Apr-201d poFedsz |

17672 ol [0S TREASURY — PAYROLL Feve Bo3010  [l6-Apr-201d po7edsa o

694¢-HRVPAYCHRLET. RED Printed 10-Apr-2014 st 11:07:43 by LUANN Dage 1
Tawn of ADMING
Vendor Check Listing

Munber

Check# Check Dave

017672 01 U$ TREASURY - PAYROL 0927429 02-0cc-2013 902428
0927576 02-0ct-2013 902429
0927725 09-0ee-2013 902431
0928005 09-0ct-2013 902427
0928157 09-0ee-2013 902430
0928507 16-0ct-2013 902560
0928639 16-0ee-2013 902561
0928643 16-0ct-2013 802563
0928670 16-0ee-2013 902563
0928394 20-0ct-2013 902556
0928397 30-0ee-2013 902583
0075386 15-Now-2013 902572
0928647 15-Now-2013 902566
0928706 15-Now-2013 902570
0328680 2Z-Now-Z013 902867
0075426 25-Now-2013 112513
0078336 13-Dec-Z013 902573

2z,404.08
7,670.90
22, 54189
77.186. 51
7,858.77
15,466.76
7,500, 83

163.56
3,786.64
76.451.70

263.02
2,157.49

263.02
3,536.54

z63.02
3,711.51
3,733.81

SO OEEEOEREERRERE R R R

Vendor Check Listing 017672 0l US TREASURY - PAYROL Checks: 18
Required: Enter Vendord [17672 [uS TREASURY - PAYROLL
Required: Check Date Range [nmddyyyy] From: ||]41 02014 To: [n4102014 Checks: 18
Runas & Preview ¢ Print ¢ PDF  Excel
I Printing use Duplex & Yes ¢ No Selection Leyend

Vendor: 17672
Lookup I 0K I Cancel Clear All I | Checks Dared: 10012013 to 12272013
Figure 1l Before Figure 2 Before

This will now print a listing of all vendor checks generated during payroll processing for the check date range
selected. The first example shows a single date selected — only checks dated December 27, 2013 will be listed.
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ADMINS Unified Community

Release Notes — Version 5.1

Human Resources

Ml Task 6848: ¥endor Check Listing
Vendor Check Listing

Optional: Enter Vendord | |

Required: Check Date Range [mmddyyyy] From: |12272|]13 To: [12272013

© PDF
© No

Lookup, | 0K I

Runas @ Previewi  Print  Excel

If Printing use Duplex & ves

Cancel | CIearAIIl

June 2014

€242-HIVPATCHRLET. REP

Printed 10-Apr-2014 at 11:11:33 by LUANN
Town of ADMINS
Vendor Check Listing

Page 1

Check Date

0l US TREASURY -

017672 PATROL 27-Dec-2013 902575 c 3,783.44
017673 0l MAZSACHUSETTS DOR - 0076417 27-Dec-20lF  302E7S c 1,684.45
Checks: Z §,437.89

0076416

Selection Legend:

Checks Dated: 12272013 to 12272013

Figure 3 After

The second example specifies a Check Date Range from October 1, 2013 through December 27, 2013

Ml Task 6848: Yendor Check Listing
Vendor Check Listing

Optional: Enter Vendor# | |

Required: Check Date Range [nmddyyyy] From: |1 0012013 To: [12272013

 PDF
 No

Lookup, | oK I

Runas ¢ Preview ¢ Print  Excel
If Printing use Duplex @& vYes

Cancel Clear All

Figure4 After

4.2.

4.2.1.

€848-HIWPATCHKLET. REP

US TREASURY - PAYROL

017672

01 U8 TREASURY - PATROL

017673 01 MASSACHUSETTS DOR -

Leave History Screen Transactions Tab

New Calculated Balance Column

Printed 10-hpr-2014 ac 11:12:3% by LUANN Page 1
Town of ADMINS
Vendor Check Listing
Check Datve
Dz-Det-zOlE @
0927576 Dz-Den-20l3 902429
0327728 03-Deu-201%F 902431
0928005 09-Dct-2013 907427
0928157 09-Dct-2013 902430
0928507 16-Dou-2013 902560
0328635 16-Dcu-201% 902861
0328643 16-Dcu-201% 902863
0928670 16-Dct-2013 902563
0928394 20-Don-2013 902556
0928397 30-Den-2013 902558
0076386 15-Nov-201% 902572
0928647 15-Now-2013 902565
0928706 15-Now-2013 902570
0928650 22-Nov-2013 902567
0076426  2E-Now-201%3 112513
0076396 13-Dec-201% 902678
0076416 27-Dec-2013 902575
Checks
0927430 Dz-Det-2013 902428 A 7,560.08
0927577 0z-Dew-2013 902429 A 3,482.70
0327726 09-Dct-2013 902431 A 7,481.47
0928006 09-Dct-2013  90zdE? & 29,052.40
0928158 09-Dct-2013 902430 & 3,537.17
0928508 16-Det-2013 902560 A 5,671.07
0328640 16-Dcu-201% 902661 A 3,368.06
0328644 16-Dcu-2013 802663 A £3.13
0928671 16-Dct-2013 902563 & 1,294.72
0928395 20-Det-2013 902556 A 28,547.04
0928398 30-Dct-2013 902558 A 7091
0076387 15-Now-201% 502872 C 1,018.44
0928648 15-Now-2013 902566 & 7091

[ADM-AUC-HR-9489]

This screen displays leave by the most recent leave date. The calculated balance column is a new column that
show the balance based on the screen display. The legacy column, posted balance, is the balance based on the
warrant calculation date. The posted balance will match the employees check information and check images. To
access the screen, select Queries P Leave History P Transactions Tab.

o [BLG] 6822-Leave History Transactions [trainbeth]
File Edt Ledgers HumanResources Favorites Help
8| g wle|+|m| 5| Q| = ul
Leave History Transactions
Goto,
Employee ELDREDGE, DOMALD L
actione Accrual Group  [cLos CLERICAL 30 HRSANK
Leave Code WCATION | Wacation
1 Summary 2 Summary/&cerual Group 3 Trarsactions | 4 Calendar |
Leave Date [Twpe Acaual] Used/For|_Balance| Wanrant|Posted Mote =]
U1lan-2018 [days 4L00[  25.00[  302465[02-Jan-2014  |Forfeiture 1
11Jan-2014  |days 25.00) £6.00]  90245[02-Jan-2014 | Accrual
Tldan2014 |aays 150 26.50]  902472[16-Jan-2018 | Accral
1100203 [days 150] 4L00]  90z434[l0-Ock20is |Accrual
1LIul20 [aays 150 39.50]  902406[25-Jul203 |Accnal
0LApr-203 |aays 150 53.50]  902364[18-Apr20i3  |Accrual
0Jan2013 |aays 150 52.00]  902316[03-Jan-2013_|Accrual
01Jan-2013 | 50.50]  902316[03-Jan-2013 _ |Forfeiture

Figure5 Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources June 2014

Rl S| w|e|~+| | E= Q @] wil

Leave History Transactions

Emplinee FE 1006 CORRTVEAL, LYHN L
Accrual Group  [FROF PROFESSIONAL LMIOH
Lesw Codg (MCHTIOH Yacation

02431 26,00 0Z3-0ce~2013

Pi-Tan-2013 daus 1.50
Pi=Tsn=201%

Pl o015 days 28,00
D1=Jar=2013 days 7.5

Figure 6 After

WZILE 44,25 03-Jarm2013 Aocrual
WETIE 42,75 03=lar=2013 Forfeiturs
MWESLE 43,0 03-Jarr 2013 Rosrisal
02eis 27 .50 26=Jul =2013 Forfeiturs

3 i K]
Pl -201= dags B 2700 900431 2700 03-Ocn-20M3
Er-fug-2013 daus 100 27.50 09419 .50 29-Fug-2013 The leave dateis in
[FFrag-2013 days O 23B0 M4t 23,50 152013 . .
S deus 150 O HGHE A0 25 hal-2013 descending order...the posting
i-Fer-2013 days 1,50 2750 E3Ed 35,35 19-fer-2013 dates are not in order if the
o—Fabr-001 3 dege i) 26,00 0TI 23,75 E-Feb— 2013 .
5 3 100 26,50 909335 34,75 31-Jarm2013 leave is posted as an
Fa- 100 2750 MEIE 15,26 10-lan-2013 ;
E-Jan2013 daus 1.00 2850 900333 .55 B-Jan-2013 adjustment on a future
EE=Tan2013 days 1,00 2950 WEIIE  IF,I5 25-Jan-2013 warrant
18- Jar201 S degs 1,00 0,50 W33 22,38 B-lare2013 Ueed
7= Jor2013 daus 1.00 3150 90EIIF 39,25 25-Jan-2013 Used
- Jan-201% days 1,00 3260 W0CE 40,26 17-Jan-2013 Used
[5-Ta2013 daus 1,00 33.50 00329 41,25 17-Jar2003 Used
- Jan-2013 daus 1.00 G0 W23 42,25 17=Jan=2013 Used
11-Jan—015 degs 1,00 (] ST 43,25 17-Jar-201% Used
50
o
(]
]

Eé!l‘.iiss!‘.‘_a;'ﬁ

[ADM-AUC-HR-9484]
5. REPORTS

5.1. Employee Leave Balance Listing

This report was repeating the As of Date for each line. It has been corrected to show only one As of Date for
each balance (hours and days for each accrual code).

£079-HEEMPLEV . EEP Printed 23-May-2014 at 11:44:33 by THERESA Page 1
Town of ADMINS
Employee Leave Balance Listing

Tuployee Accrual Code Leave Code  BeginningBalance Accrual Taken Forfeited Paid Oue Balance ks Of Dare
000062 MCDONOUGH, LYMN E cLoz PERSONAL _00  Hours _00 Hours _00 Hours SO0 Hours _00 Hours SO0 Hours  09-Apr-2014
.00 Days 2.00 Days .00 Days .00 Days .00 Days 2.00 Days 08-2pr-2z01d
000152 GARIEPY, KEITH C Ao PERSONAL .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours  08-Apr-2014
_00 Days 10,00 Days 8.00 Days .00 Days .00 Days 2.00 Days 05-Apr-2014
000152 GARIEFY, KEITH C apmm SICKLEA .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours  09-Apr-2014
120,00 Days 5200 Days 2800 Days 1800 Days 40.00 Days 86.00 Days 05-Apr-2014
000152 GARIEFY, KEITH C apmm VACATION .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours  09-Apr-2014
3180 Days 12680 Days 10500 Days .00 Days .00 Days £3.00 Days 0%-Apr-z01d
001001 DEVITT, MARTE A CFO PERSONAL _00  Hours _00 Hours _00 Hours _00 Hours _00 Hours .00 Hours — 0S-Mar-20l4
1.00 Days 5.00 Days ©.50 Days .00 Days .00 Days .50 Days 05-Har-z0l4
001001 DEVITT, MARTE A CFO STCKLEA _00  Hours _00 Hours .00 Hours _00 Hours _00 Hours .00 Hours — 0S-Mar-2014
120.00 Days 4Z.50 Days 34.00 Days ©.50 Days .00 Days 120.00 Days 05-Har-z0l4
001001 DEVITT, MARIE A CFO VACATION _00  Hours .00 Hours .00 Hours .00 Hours .00 Hours .00 Hours —05-Mar-2014
3.00 Days 120.00 Days 110.50 Days .00 Days 12.50 Days .00 Days 05-Har-z0l4

[ADM-AUC-HR-9503]
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ADMINS Unified Community

Release Notes — Version5.1

Human Resources

5.2. By Employee P Employee Profile Card

June 2014

Prior to the update, the profile card printed data for Leave Balance codes no longer in use. This report was

changed to show only active codes.

EMPLOYEE PROFILE CARD
4% OF 29-May-2014

EMPLOYEE 070559

Mailing address

Personal Data

| MILLER, FEED | MILLER, FRED | 53§ @ 125-33-0000 |
| 1 MAIN STREET | 1 MAIN STREET | Gender: Male |
| EBRISTOL HNH 03222-0000 |  ERISTOL NH 032Z&-0000 | D.0O.BE: ** Unknown ** |
| | | Previous Name: |
| | | Race: *% Unknowm *% |
Contact Information Tax Withholdings
| Tel 1: ** Unknowm #% | | Type Tahle #Exeupts |
| Tel 2: {000} 000-0000 | | Federal FED M |
| Tel 3: (000) 00O0-0000 | | State LS s |
| Emergency: ** Unknown ** | | Other |
| Contact: ** Unknown ** | | |
Positions
| Pay Position EEQ/Original |
| Pozition Description Bargaining Unit Group Schedule Grade Step FIE Hire Date Terminated Hire Date |
| S012CUS15TS-01 CUSTODIAN AFL-AF 12z MTH [Wi) 1 1 1.00 01-Jan-2014 21-Now-2013 |
| T183DISCOMM-01 COMMISSION ON DISABILITY HON-HO T TUNE 1 1 .05 01-Jan-2014 21-Nov-2013 |
| = PLUMEING & GA3 INSPECTOR TOCL-01 Tir M.} 11 1 1.00 E1-Now-Z013 21-Nov-2013 |
Leave Balances ’
| Code = Description Eegin Balance Accruals Taken Forfeit Frior YR EBalance |
| Hrs Days Hrs Days Hrs Days Hrs Days Hrs Days Hrs Days |
| PERS0NAL Personal 2.00 2.00 |
SJalary History #% Shows 3 Positions (last salary for each) ##
| Pozition Effective Bargaininglnit Schedule Grade Step FTE Arnmal Period Daily Hourly |
| S0L2CUS1STS-01 01-Jan-2014 AFL-AF [mi) 1 1 l.00 31,8258.00 614,00 122.80 15.3500 |
| T183DISCOMM-01 D1-Jan-2014 NON-NO THE 1 1 .05 1.00 .50 -25 40,0000 |
| TE53INSPLME-O1 E1-Now-Z013 TOCL-01 ca 11 1 l.00 158,543, 20 356. 60 71.32 17.6300 |

Accounting #% Shows 3 Positions (one acctyg line per position) **%
| JalaryPer BenefitPer |
| Position Account Pay Per Pay Per Up to § Start Date End Date Actual Amount Encumb Ant |
| S012CUS15TS-01 1000-300-4110-190-12-00-51450 100,0000 100.0000 |
| T183DISCOMM-01 1000-183-0000-001-00-00-51140 100.0000 100.0000 |
| TZ33INSPLME-01 1000-253-0000-002-00-00-51110 100.0000 100.0000 |
Deductiona

ittt ddditional ----------- |
| Code - Description Effective  Stop Amount Amount starc Stop  PreTax |
| Tier: 1 Position: 3012CU315THS-01 CUSTODIAN |
| |
| |
| Tier: 1 Fosition: T183DISCOMM-01 COMMISSION ON DISABILITY |
| |
| |
| Tier: 1 Position: TZ53INSPLME-O1 PLUMBING & G453 INSPECTOR |
| |
| |

[ADM-AUC-HR-9492]
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5.3. Post Labor Distribution — Split Payroll

The Labor Distribution Summary report was enhanced with a legend that indicates the time and benefit split
used in the posting. This will aid the user when investigating how payroll was posted across fiscal years.

7285-HRLABDSTSUM. REP Printed 27-May-2014 at 16:25:20 by THERESA
Town of ADMINS
Lebor Distribution Summary

Payroll Batch: 1272
Ewployee/Account Debit Credi

Report Total

Account Type Hummary Debit Credit Encunbrances
Asset 516.00  25,169.03

Lisbility 34,997.38  40,985.95

Fund Equity

Revenue

Expenses 30,641, 59

plit Payroll Legend

ime $plit Indicator -- Hourly-Days Worked or Salaried-% Chargeback Percentage -- 50.00
enefit Split Indicator —- Percentage Chargeback Percentage - 50.00

[ADM-AUC-HR-9241]

5.4. Employee List — Email Address for Direct Deposit

We added a new report to the Reports Library that lists all non-terminated employees who have a Net Direct
Deposit code assigned to their position. This will generate an Excel file that contains all employees with and
without email addresses assigned. You may sort and use the Excel output in any method you wish to obtain

missing email addresses from employees enrolled in direct deposit.

This report will help you to prepare for emailing direct deposit advices to your employees.

Employee TimsheetGrp BargUnit Position# Description CostCode Description Email

AMBLER, LAWRENCE */. SCHOOL-BhME  AFL  -AF S0 2CUS1STS-01 CUSTODIAN DIRDEP DIRECT DEPOEIT

LAFERRIERE, LAVYREMCE E. SCHOOL-BMMS  AFL -AF SO 2CUS1STS-05  CUSTODIAN DIRDEP DIRECT DEPOSIT lambler@yahoo.com
RAMER], KEITHP SCHOOL-BMMS  AFL -AF SO0BCUSZNDS-09  CUSTODIAN DIRDEP DIRECT DEPOSIT

MORGAN, LYRM A SCHOOL-BMMS  AFL  -AF SO10ABATECH-0M  APPLIED BEHAWIOR AMALYSIS TECHMICIA DIRDEP DIRECT DEPOSIT Imorgan? 2286Ecomeast net
FAPPALA MICHAEL M SCHOOL-BMMS AFL  -AF SO05ABATECH-01  APPLIED BEHAWIOR AMALYSIS TECHNMICIA DIRDEP DIRECT DEPOSIT

FOMTAINE, KAREN SCHOOL-BWME  AFL  -AF SO125CHCLRK-0T - CLERK 12 MOMTH DIRDEP DIRECT DEPOEIT  kfontaine21 054@yahoo.com
BREMMARN, L' NN SCHOOL-BhhE  AFL  -AF S012ABA2B825-02  APPLIED BEHAVIOR ANALY SIS TECHMICIA DIRDEP DIRECT DEPOSIT

FLMM 1, LY MR SCHOOL-BhME  AFL  -AF S012ABA2BA5-02  APPLIED BEHAVIOR AMALY SIS TECHMICIA DIRDEP DIRECT DEPOSIT Ifhyninli@gmail com
MORRILL, KAREN S SCHOOL-BMMS  AFL -AF S012ABALBA5-02  APPLIED BEHAWIOR AMALY SIS TECHNMICIA DIRDEP DIRECT DEPOSIT  kmorrilig@gmail.com

GLENN, MARIE L SCHOOL-BMMS  AFL -AF S0124BA8BA5-02  APPLIED BEHAVIOR AMALYSIS TECHMICIA DIRDEP DIRECT DEPOSIT

You may run this report by selecting Human Resources » Reports » Employees P Employee List — Email
Address for Direct Deposit.

Report Library By Employee
Report Hame
cde2-Emplogyee Profile Audit Report Sample Run
6715-Employee List - Salary Level for Date Range Sarmple Run
614d-Payroll Labor Costzs for a Period - Expected Amount Sample Run
6125-Employee Encumbrance Balance Report Sarmple
6d97-Employee List — Email Address for Direct Deposit Sampl] Run)l
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5.4.1. Identifying Eligible Employees
The report selects active employees (not terminated) who have a direct deposit code assigned.

Employee Maintenance
Gata...
e Employee Humber Wl MARIE R HOLMES
) Position EOO95PDSPEE—01 SPEECH THERAPIST 2 0f 2
Actions
J Addd Code Current Tier 1 If the employeels non-
K Delete Code terminated and has a Direct
Deposit code assigned...
1 Contact I 2 Personal I 3 DedBen | 4 Add Wiages I a Payroll | B Accounting I _
Tahle A
CostCode Effective Stop Date Amount Message mount
IRDEF  |p7—Sep-1922 999,999,939 ]
R BCF26 pl-Jan-201Z2 [
MIOE 26, F—Cr— 190 157 .34 1
]
Cost Code Table
Where the code has BOTH a
Cost Code [pTRECT DEPOSIT Holdover method of 4 and a YES
set on Employee Direct Deposit
Calculation Caley
¢ Method 1 Use Tax Rate Table Buc
& Method 2 FlatAmount § [ 999933,59 Em
= Method 3 Base Bucket% | Base Bucket # I_ Ower Annual § | Em%/
5 Eeneral | B Accourting I 7 Base Buckets | 8 Periods to Take | g Tiers | I
Category ETDIR MET DIRECT DEPOSIT
Employee Direct @us'ﬂ @ Yes { Mo >
Deduction Holdover Method Ia_ Take Available Amount —
e ——

5.4.2. Updating / Adding an Employee’s Email Address

In order to update an employee’s email address, locate the employee in the Master Maintenance screen and
enter the updated value in the space shown below. The DD Email checkbox and Test button have been added to
this screen. See the Emailing Direct Deposit Advice document in the Help Reference Library for more

information.
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Employee Maintenance
Got
R Employee Humber F 01001 LUANN G MOORE Emplovee Attachments (8] |
TR Employes Position Attachments |
| Acid Employee | ¥ Employes Mates | Mo text availahl Current Positions T13SFIMCFO -01 CHIEF FINAMCIAL OFFICER 1,00
P Aclcl Position I 2 All Positions I Q00 =00
i cortact | 2Personal | 3DedBen | 4acdwages | SPswal | 6 Accountng | Toalary | @DstesiClass | 9Desress | ocustom | U scciderts |
First Marne Middle Marme Last Narne Sufflx Gender Birth Date SE# Previous Narme
L0AHr G FO0RE [ C wale & Female [le-How—1949  po1-10-1083 |
Residential Address Employee Contact
House# 42 Street  WEST AVEMUE Unit Phone#1 [(508) 9d3-oaz2 Type H Hone
Address M2 WEST AWENUE Phone#2 [(508) 943-9118 Type F— Fax
Phone#3 [(508) 294-2020 Type l:_ Cell
Email LuannEacnins ,con
City CAMERIDGE State HR Zip F52138*0000 DD Email TestDate  30-May—2014 Test

[ADM-AUC-HR-9495]

6. TABLES

6.1. Maintain Bank Codes

On April 16, 2014 AUC conducted a focus group webinar to introduce a new feature called “CASH BOOK”.
This software update includes changes to the system in preparation for implementing this new functionality.
Throughout this document are references to changes made to be used with the new Cash Book feature. The
CASH BOOK will be released in the second half of 2014.

6.1.1. Edit List Enhanced

The edit list now offers the option to create XML, CSV and excel output. The excel option includes a column to
show if the account listed is a Cash Book account.

2 =] E F =] H il
1 |Bank Hame AP-Cash HR-Cash TR-Cagh Override DirDep? W Status
2 Do BANK OF AMERICA, 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  *+=*+-000-0000-000-00-00-10400 I
3 002 HR CIRECT DERQSIT 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000 A
4 003 HR DIRECT DEPOSIT 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000 A
5 |AFCU AFFIMITY FED CR UM 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000 £
E |Ah AMERICAMN EXPRESS 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000 A
T |APCO APCO EMPLOYEE CREDIT UMICH 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000 I
5 |aUBN  AUBURMDALE CO-OP BK 0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000  0000-000-0000-000-00-00-00000 A

6.1.2.

Cash Book Bank Radio Button

[ADM-AUC-SY-7902

To identify banks that are to be included in the new Cash Book process, a radio button was added to the
Maintain Bank Codes screen, accessed via Accounts Payable Tables » Bank Codes.

6.1.3.

Imprest Fund Radio Button

[ADM-AUC-SY-7900]
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In addition to adding the cash book account radio button an additional radio button indicates if the cash book
account is an imprest account.

This is only used in cash book processing to create reversing transactions for all transactions that flow into an
imprest account.

Maintain Bank Codes

Bank Name BFFINITY FED CR UN pBA# P215-8351-2 ABA Numerator
ABA Denominator

Address 1 Direct Deposit Only
Address 2 & vas Mo
Address 3

City State [ Zip Code 0000-0000

Figure7 Before

Maintain Bank Codes

Bank

Name EASTERH BAHK FOR A/F ABA# 10113-0179-8 ABA Numeratar 53—179

ABA Denominatar  [113

Address1 TN, MASSACHLUSETTS Direct Deposit Only The system will create
Address 2 deposits equal to the
Address 3 .
City State [ Zip Code pOG00-0000 withdrawals to net to SO.
Figure8 After

[ADM-AUC-SY-7903]

6.2. Bargaining Unit Table

A cosmetic change was made to the Holidays tab of the bargaining unit table so that the entire word [More] is
displayed without truncation indicating that the user should page down for more data.

=2 [AUC] 6435-Bargaining Unit - Holidays [Theresa] - [=]x]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections  Tax  Motor Excise Systern  Help
/| @f |« | [m] 4] Q) m] i)

Bargaining Unit - Holidays
Bargaining Uinit PreSchool

Goto...

Actions

7 SummaEry
1 Cost Codes | I 2 Haliclays: | 3 Longevity Pay | 4 Retroactive Pay 2 Salary Sched | 6 Cther Info |
& Addd Mew ——————
9 Delete Restrict Holidays to Year D000 ALl holidays will ke displayed

Z Edit List only if
Date Description Pay Code Hours Days Add, Substitute or lgnore Worked Recurrence Month Week Day of Week
ﬁ%}’%\ﬁi\hsewice ] [T &) | B R L =11 Grore T YesT RO
2—Apr-2010 food Friday | C Add & Sub € lgnore ¥ Yes© Mo |
19—Apr-2010 Bpring break I C Add & Sub  Ignore & Yes O Mo F

P Copy From/To Bargaining nit | W Create Mevy Year |
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6.3. Cost Code Table

June 2014

[ADM-AUC-HR-9492]

A change was made to the Cost Code Table Accounting Tab to prevent data entry in the Liability account field
if anything other than AP Voucher was selected on the Vendor Notes Tab. Liability accounts are not used for

check, wire and ACH payments.

Cost Code Table

I Cost Code g FIDELITY INVESTMENT

Calculation

¢ Method 1 Use Tax Rate Table

@ Method2  Flatamount S

¢ Method3  BaseBucket® [ BaseBucket # [ OverAnnual§[

5 General | & Accounting | 7 Base Buckets | 8 Periods to Take |

1000-000-0000-000-00-00-21810 3 ANMULTT,

The liability account is used to post the deduction and benefit amount

jlity Account

Figure9 Accounting Tab

7. HELP REFERENCE LIBRARY

to the general ledger if the cost code is paid by voucher.
Ermployer % is Only Repartable Benefit? & Yes & Na
Expense Account 000-000-0000-000-00-00-00000)
o e o o o i

Cost Code Table
FIDELITV INVESTMENT

ahle

Base Bucket # [ OverAnnual §

7 Base Buckets 8 Periods fo Take aTiers Enor Ntes

Calendar Year Annual Maximums

Bucket Amount 3

Emplovee Contribution & [ |
Employer Contribution § [

02333 Remit b1

TSA CONSULTIMNG GROUP

FEO FIDELITY IMVESTMENT

PO BOX 4037

FORT WALTOM BEACH. FL 32549-00

" Payroll-Printed Check  Separate Check  © Yes @ No
 Payroll-Wire Check

Payroll-ACH

P-Youcher

Figure 10 Vendor Notes Tab

7.1. New or Updated Documentation

[ADM-AUC-HR-9494]

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

e Payroll Processing Emailing Direct Deposit Advice

e Special Processing: Retroactive Pay Document and Slides
e Special Processing Billing & Invoicing

e Other Implementing a New Bank Account
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