HUMAN RESOURCES

RELEASE NOTES - JUNE 2016

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system.

| ] 1095-C REPORTING

& - Affordable Care Act reporting changes continue to be added to the AUC system. ADMINS Support
continues to work with the IRS and as changes are needed, they are installed on your site. Each
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p .4
l |ACT
TABLE OF CONTENTS
1. EMPLOYEE MAINTENANCE.......cccettttiiiiissneeetisiissssssssesssisssssssssessssssssssssssessssssssssssssessssssssssssssessssssssssssssesssssssssssnssesssssss 2
1.1. (001 W Ofe o [N i =T 1Y/ <J D - | <SR UP U RR PP URPRPRRRNE 2
2. PAYROLL PROCESSING ....ccetttiiiissssnneenssnssssssssnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssesssssssssssnnssnss 2
2.1. STEPS MENU CRANGEA ...ttt ettt e et e e ettt e e e et e e e s taeeeestbaeeeaasaaeeassaaeeassseeeanssaeesasseaeesasseseassseesansaneessreeann 2
2.2. Direct Deposits on the Payroll Check RegiSTEr REPOI .......cccciiii ittt e et e et e e are e e e tre e e ente e e eeanas 3
2.3. CT Part TIMe SiCk LEAVE ROIIOVETS.........uueiiiiiie ettt ettt e e e e e e e tar e e e e e e e s e tabaeeeeeesesaataaseaeeeeeansasaeeeseesansns 3
2.4. PAYFOI POSTING ..enetteeiteeeitte ettt sttt sttt st e bt e st e s bt e s a bt e e ab e e sa bt e s ab e e sa b e e eabeesabeeeaseesabeesaseesabeeenseesabeesaseesabeennneesas 4
3. TIMESHEET ENTRY L.uuuueeiiiiiiiiisinneeeiiiiiisssssnseesssssssssssssessssssssssssssessssssssssssssssssssssssssssssssssssssssssssesssssssssssasssessssssssssansenes 5
3.1. REMOVING 3N EMPIOYEE ..ottt sttt st e bt s b e st e s bt e s bt esabeesuseesabeeeaseesabeesnseesabeesnneenas 5
3.2. TimeSheet ENTry P ACHIONS BULTON ...ccueiiiiiiiiieciic ettt ectte ettt sttt e e steeeeteeestveeeabeesabeestseesabeessseesabaesasessabaesaseesnsaesnsenns 5
3.3. CT Part TiMe Sick ACCIUAIS & FOIfITUIE...uuiiiiiiiii ittt ettt ettt e et s it e e sba e e sbaeebaeesaseesbaeessbeenseeas 5
4. VOID MANUAL / FIGURE PAYCHECK ......ueeeieeirerierrnneriessnesssssnesssssnnesssssnssssssanssssssnsesssssnssssssanesssssnnesssssnsessssanssssssansssssanne 5
4.1. Bank Information on Cost COAE AdITIONS......cccveiiiiiiiiiieiiienee st e siee st et e s re e sbeesteesbeesateesabeesaeesabeesaseesnbeesneesns 5
5.  SPECIAL PROCESSING—BENEFIT STATEMENTS ......ccccoovimrtiiiiiissisnneeeiiissssssssssesssissssssssssessssssssssssssessssssssssssssesssssssssssansenes 6
5.1. Pa¥e o Tk uToT T 1l 21T o 1=y i S 6
5.1.1. Calculations Now Have Nine Places after the Decimal ........coccveeeeiiiii it e e e e 6
5.1.2. Printing a Statement fOr ONE EMPIOYEE .....cccuviiieieiie ettt ettt eette e e e ette e e e ta e e eeate e e sabaaeesabaeeeestaeeennsees 6
6. SPECIAL PROCESSING—RETIREE PERCENTAGE SALARY CHANGE ........cccceiirmmreiiiiiiisssnneensissssssssnnsesssssssssssnsssessssssssssnnsnnns 7
72 © 11 1 = 3 | 1 7
7.1. RN e [T Al LTS oY VA 01 1T o £ T SR PURP 7
= £ 0 2 1N 8
8.1. 2V 30T ] o) Y RS PRRR 8
8.1.1. 6266 Cost of Leave — Default FUND REPOIt (NEW) co.ueiiiiiiiee ettt et tee e et e e e ae e e ssnreeeesnraeeeenns 8
8.2. BY PAYCNECKS/OTNET ...ttt ettt ettt ettt et e e ae s e e s aeesbeeebeeabeeabeeaseeteebeenbeenbeeasesasesaeesseebeenteenreensessaensaens 9
8.2.1. 6804 Paycheck Pay Code Summary — By Employee / Pay COOE......ccuiviuiieiieiiiiieiee ettt 9
L5 R 17 Y = 7 3 RPN 10
9.1. Bl NING UNitS e nann 10
9.1.1. Y= 15T VT 1T LU 1TSS 10
9.2. Pay Code SUMMary SCreen P EXCEl EQIt LiSt......ccveiiieeiieeiieeeieeiieeete e steeete e ste e s ae e sveesaaeeseseesaseesaseesnseessseesseesnsaennsens 11
10. YEAR END PROGCESSING .....cuuetiiiiiiiiiiisnnenniiisisssssseesssissssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssasssssssssss 12
O TSt O 4 10Nl T T= 1Y PP RPPPPPRN 12
11. SITE SPECIFIC ...uueeeeiieiiieisrneeeeeesissssssnseesssssssssssnssesssssssssssnssesssssssssssnnsssssssssssssnnssesssssssssssnnsesssssssssssnnseessssssssssnnnsessssass 12
O O % oY Y1 =Y Y o o =Tt i o 1S PU U USRPRN 12
12. HELP REFERENCE LIBRARY ...cuuiiituuiiiieniiiieniiiieneiiiiensiiiensoiiensisiessisisnsssissssosisssssstessssstessssstsssssstssssssssnssssssnssssssnssss 13
12.1.  New or Updated DOCUMENTATION ...eeiiiiiieieiiieeccieeeeciee ettt e et e e e e e e e te e e e atee e e satteeeenstaeessnsseeesnseeesanseeeeannnneesnnsneenn 13

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 1 of 13



ADMINS Unified Community

Release Notes — Version 7.1
Human Resources

June 2016

1. EMPLOYEE MAINTENANCE

1.1. Cost Code Effective Date

The limit on effective dates for cost codes was expanded to allow up to four years. Prior to the software update, the
effective date for cost codes was limited to within 365 days. Some contracts provide for an employer paid benefit
to take effect after a set number of months of employment. For these types of benefits, the human resources staff
would maintain a calendar of dates outside the AUC module. This will now allow cost codes to be added with dates
up to four years into the future, requiring less manual record keeping.

No picture

Employee Maintenance on file
Employee Number HARTE R HOLMES Employes Attachments (2)
Position G055 01 SPEECH THERARIST 101 Employes Positon Aftachments 2
JAdd Cocle Current Tier 1
K Delete Cade M [AUC] 6441-Employee Maintenance [theresa]

Add Cost Code

Goto

Actions

1 Contact 2FPersona - Required: Enter Cost Code [OVERSDI [OVER 50K LIFE INSURANCE Dacoiderts | waca |
Required: Enter Effective Date (nmddyyyy] 15-Apr-2019 iginal Rermaining
CostCode Effective

ount Balance

FN—FDL 19-Feb-2014 00,00 18,400,000

TRDEP 7-5ep—1982
[ER ECF2e Pi-Jan-2012 50,00
HHOF26  [07-Sep-1982 Lookup I OK Cancel Clear All 92.00
ILHS-BH 7-Sep-1982 | | |
TPl pr—Sep-1982 | 11,0000% T T T T
IID-FRO p7-Sep-1982 | 28,30 I I I

If the four years is exceeded, the following message will be displayed:

[AUC] 6441-Employee Maintenance

':0:' PE145-Effective date must be less than 1460 days From today,

[ADM-AUC-HR-9680]

2. PAYROLL PROCESSING

2.1. Steps Menu Changed

When processing a payroll, check numbers are assigned on the Check Register step. Prior to the software update,
the warrant could be recalculated after running the check register step, which would create gaps in check sequence

numbers. To prevent gaps, the step process will no longer allow the [Select and Calculate Warrants] step to be re-
run once the [Check Register] step is run.
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ADMINS Unified Community Release Notes — Version 7.1

Human Resources June 2016
Process Paychecks Process Paychecks
Batch 1991 Batch 1492
Description Description Date
Select and Calculste Warrants 224 * Select and Calculate Wartants 29-Mar—21
Payroll Register 224 Payroll Register 22-Apr-2
Site PaYFE" Repaorts - OPTIONAL Site Payroll Reparts - OPTIONAL
< Check Register> 224 _Check Registar) 29—Apr-2
Prirt Checks Prirt Checks
Print Deposit Sdvices Print Deposit Advices
Create Direct Deposifile Creste Direct Depostt File
Create VoUshers it Create Youchers in &/F
EostiLabar Distikution Eimeil £dizes Post Labor Distribution/Email &dvices
Create HR Check Dovwnlosd File | .
Create HR Check Download File I

Figure 1 Before Figure 2 After

[ADM-AUC-HR-9787]

2.2. Direct Deposits on the Payroll Check Register Report

Prior to the software update, a void of a direct deposit skewed the totals on the direct deposit reports. The report
now lists voids and manuals that are not part of the direct deposit file separately, to make it easier to report a total
to the bank.

Towm of ADMINS
Payroll Check Register

Batch: 1509 Warrant: 5100132 Check Date: 15-Mar-201€ Period 0l-Mar-201€ thru 07-Mar-Z0leé

ACH File Pach and Name: hrurk:deposit_ib_sd_it.tic

Checkf Type Employes/Vendor Check Amount Direct Deposit Warning/Email {if applicable)
Check Type: ACH Advice Count.: z 1,837.76
Total Warrsnt S1001% 3,973.33 14,370.1%
Employes Checks: 4 2,043.60
Deduction Checks: 1 1,929.73
Total Printed Checks: 5 3,973.33

Wire Checks:

Employee Woid Direct Deposits: 1 -600_81 Wot Included in ACH File
Negative Deduction ACH Payments: ot Included in ACH File

Employee Printed Direct Deposits: zE 11,510.74
Euployee Emailed Direct Deposits: 3 1,622.43
Deduction ACH Payments: z 1,837.76

Total Direct Deposits and Zero Checks: 64 14,370.12

Figure 3 After

[ADM-AUC-HR-9733]

2.3. CT Part Time Sick Leave Rollovers

CT part time sick leave rollovers were not being processed during the payroll posting when the employee was not
being paid. This has been corrected.

[MAN-SUP-SAPLAUC-403]
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ADMINS Unified Community

Release Notes — Version 7.1

Human Resources

2.4. Payroll Posting

June 2016

When payroll is posted, transactions are created to balance the funds. In the past, the cash account was used. This

was an issue if the expense fiscal year was not the same as the check fiscal year.
use the accounts payable account for these warrants so that cash is only impacted

The process has been corrected to
in the check date fiscal year.

Towm of ADMING

Payroll Batch: 1534

Fiscal Transaction

T
T283-HRLABDSTEMP.REP Printed 24-Jun-2Z016 at 06:54:45 by LUANN
Towm of ADMING
Labor Distribution Detail-By Enployee
Payroll Batch: 1532
Fiscal Transaction
Account Year Date Debit Credit
goooog
0z00-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2016 07-Jun-2016 589.11
0z00-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2016 10-Jun-2016 213.56
0300-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2016 07-Jun-2016 634,37
0300-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2016 10-Jun-2016 9.13
1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 2016 07-Tun-2016 4704, 32
1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 2016 10-Jun-2016 5705.11
S927.80 S927.80

Figure 4 Example of period ending date and check date in the same fiscal year

T283-HRLAEDSTEMP.REP Printed 24-Jun-2Z016 at 07:13:36 by LUANN

Towm of ADMING
Labor Distribution Detail-By Employee
Payroll Batch: 1534
Fiscal Transaction

. Account Year Date Debit Credit

goooog

0zZ00-000-0000-000-00-00-20200 ACCOUNTS PAYABLE 2016 30-Jun-2016 589.11

0300-000-0000-000-00-00-20200 ACCOUNTS PAYAELE 2016 30-Jun-2016 634,37

1000-000-0000-000-00-00-20200 ACCOUNTS PAYAELE 2016 30-Jun-2016 4704, 32

0zZ00-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2017 08§-Jul-2016 Z13.56 589.11

0z00-000-0000-000-00-00-20200 ACCOUNTS PAYABLE 2017 08§-Jul-2016 589,11

0300-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2017 08§-Jul-2016 9.13 634,37

0300-000-0000-000-00-00-20200 ACCOUNTS PAYAELE 2017 08§-Jul-2016 634, 37

1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 2017 08§-Jul-2016 5705.11 4704, 32

1000-000-0000-000-00-00-20200 ACCOUNTS PAYAELE 2017 08§-Jul-2016 4704, 32

11555.60 11555.60

T283-HRLAEDSTEMP.REP Printed 24-Jun-2Z016 at 07:15:3Z by LUANN

Labor Distribution Detail-By Employee

Account Year Date Debit Credit
goooog
0z00-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2017 0l-Jul-2016 589.11
0z00-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2017 08§-Jul-2016 213.56
0300-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2017 0l-Jul-2016 634,37
0300-000-0000-000-00-00-10400 CASH, UNRESTRICTED 2017 08§-Jul-2016 9.13
1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 2017 0l-Jul-2016 4704, 32
1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 2017 08§-Jul-2016 5705.11

S927.80 S927.80

Figure 5 Example of period ending date and check date in the different fiscal years

[MBE-SUP-SAPLAUC-290]
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ADMINS Unified Community Release Notes — Version 7.1
Human Resources June 2016

3. TIMESHEET ENTRY

3.1. Removing an Employee

Prior to the software update, when removing an employee timesheet from the warrant, the system would bring you
to the first timesheet in the timesheet group. Now, when removing an employee, the system will display the next
employee timesheet in the warrant.

[ADM-AUC-HR-9631]

3.2. Timesheet Entry P Actions Button

The Add Line option under the Actions button was not working. This was corrected and now users may add a line
from the Actions button or from the Add Line button at the bottom of the screen.

Timesheet Entry

il Warrant 22516 27 -Mar-20186 02-Apr-2016
P Timesheet Group [TEST -TC THERESA TEST GROUP FOR OVERSOK
- Employee 00152 O Note I GARIEFY. KEITH FERM
Position T 123TWHADMM-01  TOWM ADMIMISTRATOR
Work Date Day Pay Code  Hours  Days Rate Flat § Amaount Sep Chk
E-Mar—2016 Mon DREG | 1,00 | 486.5900 486,59 [~ [1000-123-0)
'S-Mar-2016 Tue [DREG I 1,00 | 486,5900 486,59 [~ [1000-123-0)
Gota... F— Totals 5,00 2432,95
~ Warrant 22516 27-M
Timesheet Group [TEST -TC THERESA TH

Actions Employee m 0 Mate GARIEPY . Motes for this line  naote
Position FIZZTHNADMN-01  TOWM ADMI warng For - [000 -0
Add Line @ 2Deleteline | 3Reports | 450itDay | 5 Replace PayCode 6 Remove Employee | I

DElEte Line

Figure 6 After

[ADM-AUC-HR-9641]

3.3. CT Part Time Sick Accruals & Forfeiture

CT part time sick leave forfeitures were not being processed during the time sheet creation because these
employees may not have a shift code. This has been resolved.

[MAN-SUP-SAPLAUC-403]

4. VOID MANUAL / FIGURE PAYCHECK

4.1. Bank Information on Cost Code Additions

If a cost code was added to the Deduction Entry screen when creating a manual check, the bank information for the
cost code was not being included. This was corrected. If the amount should not be included in the ACH file for the
warrant, the bank information should be removed using the spacebar|enter to clear the fields. See the manual check
help document for more information on including amounts in the ACH file.

[ADM-AUC-HR-9778]
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ADMINS Unified Community Release Notes — Version 7.1
Human Resources June 2016

5. SPECIAL PROCESSING-BENEFIT STATEMENTS

5.1. Additional Benefits

5.1.1. Calculations Now Have Nine Places after the Decimal

Benefit Statements allow the inclusion of additional benefits not in the cost code or pay code table (for benefits
not managed through payroll). Prior to the software update, calculation methods one (1) and two (2) allowed for
using three and four places after the decimal, respectively. To allow sites to calculate additional benefit amounts
with greater precision, methods one and two now allow up to nine places after the decimal.

Bargaining Unit Table - Benefit Statement
r —CSEA [TOWN-Prof /Clerical Bargaining Unit Table - Benefit Statement

ning Unit FL 10M —AF 10 [Bohool Heekly 10 month emplogess
ments & Yes  no F E

enefit Statements * Yes Mo

2Hoidays | _Blonevity Pay | 4Retroactive Pay | & Salary Sched | BGtherinfo_ | | Eercii Sisemeris| | Affordable Carsd
ot Codes 2toidays | | _3LongevtyPay | 4 & Salary Sched Gotherito | | Denett Ststsmeriz| | Atrorcbie Ceraac]

Benefit

Benefit

Sequence Code Description Calculation Method Amount .

1 B FEwp fsst PLan B 6.6 Per fear <5000 |Sequence Code Description -alculation Methos mous
N = W [T s.$sses838% Fer & Period | 123450000000

2 [AmD [ife/Accidental Teath & Dissbility Ins | B #.5%%5 Per Thousand 3.5100 B+ sssesssns bor Thousond SO0

3 EINIS hort Tern Disability Preniun #.$4% Per ¢ Period £ E s.9% Per vear T7E- 500000000

4 LTI Leng Tern Disability Prenium [ B~ s.ssoss5585 Per Thousan 505070000

[N calculation Method E3
Coce ion

1 s.953 Per ¥ Period End Salary
$.$5%% Per Thousand & Check End Rounded A

%% Per Year A

s.55538555% Per $ Period End Salary )
s.sssssese% Per Thousand  Check End Rou A
5,55 Per Year A

Figure 7 Before Figure 8 After

This is reflected on the audit reports. Prior to the software updated, the excel output was showing a rounded
amount with only two places after the decimal; it now displays nine places after the decimal.

¥

LTD Long Term 3 2-F FFRETFEIE Per Thousa 00| (Lo Long Term DISABILITY INSURANCE 3 2-5.355355F5F Per Thousa B70000000
STD Shart Term Disahility 4 2.5 55555553F Per Thousa oM | |sto Shart Term Disabilty INSURANCE 4 1-5. 555555555 Per S Peri  © 005346446

Count: 2 IMLIEL In Liew of Health Insurance 2 3-5.5% Per Year 1000000000000
Figure 9 Before Figure 10 After

For more information, see the document titled “Benefit Statements” under Human Resources P Help Reference
Library P Special Processing:

———————— SPECIAL PROCESSIMG ———————

Yoid Checks i
Marwal Checks igw
Retroactive Payroll Presentation Wiewy
Benefit Statements e
S— iewy
———————— YEAR - EMD ———————

Fizcal Year End — Split Payroll Wiew

[MAN-SUP-SAPLAUC-409]

5.1.2. Printing a Statement for One Employee

Prior to the software update, when printing a statement for a bargaining unit with only one employee, the
additional benefits categories were not printing. This also happened for the last employee in the bargaining unit.
This was corrected and now the additional benefits categories print for all employees.

[MAN-SUP-SAPLAUC-271]
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ADMINS Unified Community Release Notes — Vers

ion7.1

Human Resources June 2016

6. SPECIAL PROCESSING—RETIREE PERCENTAGE SALARY CHANGE

ADMINS is pleased to announce a new feature for processing retiree percentage changes. Select Human
Resources P Special Processing P Retiree Percentage Salary Change to access the steps menu.

Human Resources

Maintenance 3
Payroll Processing 3
Timesheet Entry 3

3

Benefit Statements

Special Processing

Global Chanage ko Emplovees Salary

Retiree Percentage Salary Change

For information on this new feature, please see the new document in the Help Reference Library.

7. QUERIES

7.1. Timesheet History Calendar

The Detail Calendar report now suppresses blank lines from the report.

Human Resources

Maintenance

Payroll Pracessing
Tirneshest Entry Timesheet History Calendar

Special Processing

Woid/Manual/Figure Paycheck Employee 00021

Billing and Invoicing 3 Month m Year m
Bank Reconciliation ,
Queries v Tirmesheet History
Reports , Timesheet History Calendar June, 2016
Task 6283: Print Selected Calendar =]
Print Selected Calendar
Required: Enter Employee? From: ETD:
Required: Work Date Range [mmddyyyyl From: (01012016 | To: [05312016 ‘

Optional: Enter Timesheet Group |:|

Optional: Enter Bargaining Unit ‘ ‘ ‘ ‘

Optional: Pay Group l:l
Only Print Leave Used: ® No O Yes
Include:

Print Report as:

Run as @ preview O Print O PDF

Lookup 0K | ‘Cancel‘ ‘ClearAII

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 7.1
Human Resources June 2016

Print Jelected Calendar
Timesheet Devail Calendar for 01012016 through 05312016
Bar: n ADKIN  -26
Eaplayee i
Uork Date  Pay Code
09-Jan-2016 MILE Hileage
008 Regular Salacied Empl 1800 10.00
011 Stipend - Building 16002 L.00
03-Jan-2016 12.00
22-Jan-2016 009 Regular Salaried Empl 160034  29-Jan-2018 10.00
ol stipend - Bullding 160034  29-Jan-2016 L.00
22-Jan-2016 Total: 1L.00
27-Jan-2016 IE Fersonal Esscgency Te 160048  26-Feb-2016 L.00
27-7an-20L6 Total: L.oo
05-Feb-2016 003 Regular Salaried Empl 160042  L2-Feb-2016 10.00
o1 stipend Iding 160042  L2-Feb-2016 L.00
05-Feb-2016 .00
19-Fep-20l6 009 Reular Salaried Ewpl 160048  26-Feb-2016 5.00
o011 stipend lding 150048  Z6-Feb-2016 1.00
19-Feb-2016 Tatals 10.00
_ - 04-Nac-2016 009 Regular Salacied Eupl 160053  11-Mar-2016 10.00
= OTHEER T o011 Stipend - Building 160053  11-Nar-2016 L.00
04-Rar- .
T OTHER UNE. 18-Mar-Z016 009 Regular Salacied Empl 160057  24-
"""""""""" o1 Sripend - Building 160057  24-]
18-Mac-20L6 Totali

Ifigljré 11 Before Figure 12 After

[ADM-AUC-HR-9775]

8. REPORTS

Several changes and additions have been included in the Human Resources report library during this software
update. To access the reports, select Human Resources P Reports P Report Library.

8.1. By Employee

8.1.1. 6266 Cost of Leave — Default Fund Report (new)

A new Cost of Leave — Default Fund report is available. Access the report by selecting Human Resources » Reports b
Report Library b By Employee } 6266 Employee List—Cost of Leave—Default Fund. This report differs from the Employee
List—Cost of Leave report in that it provides totals on Leave Type within each default fund and totals of all Leave

Types by Fund.

Employee List - Cost of Leave - Default Fund

Optional: Enter up to 9 Leave Codes Edit I[I values:
Optional: Enter up to 9 Leave Accrual Groups Edit |[| values:
Optional: Enter up to 9 Entity Codes Edit |I] values:
. Optional: Enter up to 9 Pay Groups Edit 0 values:
Report Library By Employee Outiamal: Enter un to 8 Timeahost G —ll
ptional: Enter up to 9 Timesheet Groups Edit 0 values:
Report Hame _ ) Runas ¢ preview  Print " PDF & Excel
6B33-Enplogyes List - Highest Pay (Pay Cods) %M L
£0Z8-Employes List - Cost of Leave Sample | Run If Printing use Duplex & ves ¢ No

b2ob-Employes List - Cost of Leave - Detault Fund tookup | [ oK |  cancel | clearan |

In the example, Fund 0200 and 0300 are shown. Each shows a Leave Total by Accrual Code within the fund, as
well as a total for all leave for each fund.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 13



ADMINS Unified Community Release Notes — Version 7.1

Human Resources June 2016
A B c o [E [F €] H | J
1 Emp# Hame Fui Code Accrual Description Leave Code Leave Description Hours Balance Days Balance Value
35 070254 SASSIN, KETH 200 DPO1 DRV UNION-40 HRS SICKLEA Sick Leave 34000 oopo 7
36 70419 HWATCHER, KEITH P 200 DPO1 DR UNION-40 HRS SICKLEA, Sick Leave 12050 000 2737FE
a7 Accrual Total D200 DPO1  DPW UNIOH-40 HRS SICKLEA Sick Leave 6,862.90 0.00 156,476.14
36
39 05168 CSIZMESIS, MARIE M 200 DPWC DPW CLERICAL 40HRS  SICKLEA Sick Leave 1,200.00 000 26 986.00
40 Accrual Total D200 DPWIC DPW CLERICAL 40HRS SICKLEA Sick Leave 1,200.00 0.00 26,986.00
41
42 I Leave Total ‘0200 SICKLEA Sick Leave 8,062.90 0,00 183,464.14
43
4=rﬁ0?78 yE\N’E\TV , , ;IZUVDPU} Dy’ UWNJIWRS, VCAPN ,Vac?iun, , , , yUU, , vfl , 05?2
51 07084 SASSIN, KETH 1200 DPOY1 DRy URIon-40 RS WaACATION Wacaion G400 oJ0 1,908.48
52 70419 HWATCHER, KEITH P D200 DPO1 DPW UNION-40 HRS WACATION  Vacation 50.00 000 181760
53 Accrual Total 0200 DPO1  DPW UMIOH-40 HRS VACATION  Vacation 893.00 0.00 20,404.52
54
55 05168 CSIZMESIA, MARIE M 200 DPWC DPWCLERICAL 40HRS  WACATION Wacation 24200 000 544258
56 Accrual Total D200 DPWC DPW CLERICAL 40HRS VACATION Vacation 242.00 0.00  5,442.58
a7
a8 ILeaue Total ‘0200 VACATION  Vacation 1,135.00 0.00  25,847.40 I
53
Fund Total 0200 9,323.90 -64.00 200,458.71
B2 007213 LEVESQUE, LYMNR 0300 DPOT DPAWURION-40 HRS COMPTIM Comp Time 16.00 0on 455.40
B3 Accrual Total 0300 DPO1  DPW UMIOH-40 HRS COMPTIM Comp Time 18.00 0.00 455.40
64
&5 |Leave Total 0300 COMPTIM  Comp Time 18.00 0.00  455.40)
Bf
&7 o723 LEVESGLUE, LYN R B300 DPO1 DR UNION-40 HRS PERSONAL Personal 0.00 1600 -3,23540
) Accrual Total 0300 DPO1  DPW UNIOH-40 HRS PERSOHAL  Personal 0.00 -16.00  -3,238.90
63
70 ILeaue Total 0300 PERSOHAL  Personal 0.00 -16.00 -3,238.4‘]'
71
72 07213 LEVESQUE, LYMN R D300 DPO1 DRV UNION-40 HRS BICKLEA, ick Leave 906.00 000 22921.50
73 Accrual Total 0300 DPO1  DPW UNIOH-40 HRS SICKLEA Sick Leave 906.00 0.00 22,921.80
74
75 I Leave Total ‘0300 SICKLEA Sick Leave 906.00 0.00 22,921.Bﬂ
76
77 hoT213 LEVESGLUE, LYN R B300 DPO1 DR UNION-40 HRS WVACATION Wacation 16800 000 475640
78 Accrual Total 0300 DPO1  DPW UNIOH-40 HRS VACATION  Vacation 168.00 0.00  4,756.90
79
80 I Leave Total 0300 VACATION  Vacation 168.00 0.00 4,?55.4“'
&
Fund Total 0300 1,112.00 -16.00  24,895.20

Figure 13 Employee List—Cost of Leave-Default Fund

[MDT-SUP-SAPLAUC-788]
8.2. By Paychecks/Other

8.2.1. 6804 Paycheck Pay Code Summary — By Employee / Pay Code

A new selection criterion for Bargaining Unit was added to the Paycheck Pay Code Summary-by Employee/Pay
Code report. Users may now select up to nine bargaining units on this report.

W Task 6804: Paycheck Pay Code Summary - By Employee/Pay Code

Paycheck Pay Code Summary - By EmployeejPay Code

Required: Check Date Range ([mmddyyyy] From: |[|17Jﬁnrz[|]5 To: |[|]3]2[|]5

Optional: Enter up to 9 Employeelt Edit 0 values:
Optional: Enter up to 9 Warranti#'s Edit 0 values:

AUC] 7815-Report Library Paychecks/Other [theresa] Optional: : -
ptional: Enter up to 9 Categories Edit 0 values:

File Edt Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise  Mist

Ea|@ é‘ || || )i QIEIEI Optional: Enter up to 3 Pay Codes i‘ﬂvalues:

Optional: Enter up to 9 Entity Codes Edit 0 values:

Report Library Paychecks/Other Crilemek (e o o © Py (oS __Edit_|[0values:

Golo Optional: Enter up to 9 Bargaining Units

values:

p— Report Name Runas & Preview - Print - N Optional: Enter up to 9 Bargaining Units
6789-EE0 Reports Sarple | Run o 1: |p0LU PO |p0L|CE UNION
Report Categories 6465-History Audit Reports Sample | | Run If Printing use Duplex & Yes ( No 2
1 By Empioyee 75E0-ACA 1095 Audit Report Sample | _Run 1 I I
2By Position =——-—-—— Paycheck History Reports ——-—--—- Sampe | JRuN — % | |
3By Timeshest 72li-Employes Paycheck History Register Sermple | _Run 1 | |
4By PeychecksiOther 7216-Enployes Pagcheck History Summary Sample | _Run i
7213-Historical Pagcheck Register - Warrant Detail Sl | _Run % | [
7215-Historical Paycheck Register - Ewplouse Totals Sample | _Run 6 I
6831-Paycheck Listing Sample | _Run 7 |
6801-Paycheck Cost Code Summary — By Category/Cost Cods Sample | _Run
6802-Paycheck Cost Code Report by Employee / Cost Code Sample | | Run & | [
6800-Paycheck Cost Code Summary — by Timeshest Group Sample | _Run o | |
6803-Paucheck Pay Code Sunmary - By Catezoru/Pau Cods Sample | _Run
6804-Paucheck Pay Code Summary - By Emplowes/Pay Code —:: [ Lookup | 0K | Cancel | Clearal
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In the example, a single bargaining unit, “POLU-PO” was selected. An excerpt of the report is below, showing the
selection of Bargaining Unit in the legend:

A

74 Mozass
75 Mozass
76 02855
b

a0 Mogs2E
91 Mogs2e
92 Mog326
93 09326
94

95 M09z
a5 o933
97 M093m
95

107 forosns
106 froan3
109 70303
1100
111
112
113

1 Employe Hame
T3 502855 MARSHALL, KEITH R

115

114 | Selection Legend:

Ado

117 Bargaining LNt POLL FD

B C D E F =

Pay Code Description Cateqgory Description Amount

POLEDUC  police education incentive EDUC EDUCATIOMAL IMCEMTIVI a5.74
MARSHALL, KEITH R REG REGULAR - hiours REGULA  REGULAR 932.00
MARSHALL, KEITH R SICHACCRE SICK ACCRIAL SICKL SICK LEANE 0.00
MARSHALL, KEITH R 1,027.79
ELIY, LAWYREMCE L GIlir i BILL T i BILL 105.28
ELZY, LAWRENCE L REG REGULAR - hours REGLLA  REGULAR 1,116.00
ELZY, LAWRENCE L SICHACCRE SICK ACCRIAL SICKL SICK LEANE 0.00
ELZY, LAWREHCE L 1,221.28
DE=PER, KEITH W REG REGULAR - hours REGLLA REGULAR 1,278.80
DESPER, KEITH W SICKACCRE SICH ACCRUAL SICKL SICK LEANE 0.00
DESPER, KEITHW 1,278.80
PIPER, MICHAEL REG REGULAR - hours REGULA  REGULAR a7a.20
PIPER, MICHAEL J SICKACCR SICH ACCRUAL SICKL SICK LEANVE 0.00
PIPER, MICHAEL . 8§79.20
Report Total 28,384.75

116 Checks Dated: 01-Jan-2016 to 01312016

9. TABLES

9.1. Bargaining Units

9.1.1. Salary Schedules

[ADM-AUC-HR-9782]

Some bargaining units, like police and fire, work a schedule that requires more decimal positions in the periods per
year and days for per diem to properly populate the salary schedule. There are now six places after the decimal
available in the Periods in Year and Days for Per Diem calculator fields. To see this change, select Human
Resources P Tables P Bargaining Unit P Salary Sched.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources Bargaining Unit - Salary

" Bargaining Unit SN FoicE UnToN Calculator Fields
3
Mairitenance _ Schedule o Folice OFficers SsalaryBase i Hourly
Payroll Processing 4 Grade 1 Bay rate officers Hourly/SalariediPer Diem [ Salaried
Timeshest Entry » Effective Date P1-Jan-2014 13714 contractual 2% increase officer day rate
Special Processing 3 —
Yoid{Manual{Figure Paycheck 1 Cost Cades 2 Holidays: 3 Longevity Pay 4 Retroactive Pay 6 Cther Infa Beneft Statemerts | &ffordable CareAct
~—
Biling and Invaicing 4 Steps Annual Period Daity Hourly PerDiem Ti Calculator Fields
Bank Reconciliation 3 |l 43305, 12 830.52 166.16 20,7400 165,84 . —
GBS v E 45894.24 580,49 176.10 21,5800 175.76 | Hours in Year 2088.00
B 4BEG0 , 401 933,37 186,67 23,3000 186,31 | Days in Period 5,00
Reparts 4 B 5155272 559.05 19761 24,6500 197.43 | . : oo EC]
Hles E 54556. 16 1054.35 21087 26.3200 21045 | Periods in Year 52,123456
Tables ld  Bank Codes B .
s " — = E 58280 ,88 118,13 223,63 27,9123 225,18 | Days for Per Diem 261, 123456
QU FmEEES Eargalnlng Unit Table | Hourly Digits 7]

Calculator Fields Calculator Fields
Hours in Year [ 208000 Hours in Year [ 219%.00
Davys in Period 5,00 Days in Period [ 7.0
Periods in Year [ 52,00 Periods in Year [ 52.285714
Days for Per Dierm ER0.00 Days for PerDiem [ 260,712323
Haurly Digits Haurly Digits B

Figure 14 Before Figure 15 After

=

[MDT-SUP-SAPLAUC-971]

9.2. Pay Code Summary Screen P Excel Edit List

The edit list was changed from a “portrait” default to “landscape” to make the report easier to print and use.

Pay Code Listing Pay Code Listing

[Pay_Code T Caten _Category Type T epCk Status.

o fi REG) a0e Inprodustive Mo " nactive |
i Fagiiar REG age e ouiar o i
o2 Guertime o7 age verime o icive
i SiriagHt Guertime STET T Wiage ertine o i
i Double Overtime 0ot a0e i o icive
fii] Fict P ay FLAT age her o e
e Cov COV e remium ) Acive”
i Difiere il DiFF iage remium o it
(i Retremert (ncentive, RETING Wiage remium g e
i Feguar Salaied Empioyees REG age e qular o e
[ Stipend - Athietic STIPEN  Wvage remium q ictive
i Stipend - Building STIFEN Wiage rmium o ichive
Warkers Compe nsation C 902 nproduglive 1o ichive
Reguiar - Ading TR B0 R dliar o ictive
SUBSTITUTE - DALY i} iane sl g ictive
SUBSTITUTE - HOURLY B ane elar o ictive
Longevily - Faras OHE ™ g remici o i
020 Longevity Teacher ONG ™ ivane remium o iciive
o Longevity - Local 468 Ghiesifiane remiim o itive

Figure 16 Before
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Tonn of ADMINS
Pay Code Listing

Py Code :Description Categ Category Type [Pay Twpe  [SepChk lAccount#

123 abel1zZ3 Unk noun Regular HNo 0000 000 D000-000- 00-00- 00000
AST DAy 1zt day of school - students REGULA fulfage Regular Mo Q000 000 D000-000- 00-00- 00000
402 B A02b pavment NON-FE fWage Other Ho 4000 200 5100-110-00-00- 51260
[ABA EXTR NON-FE fWage Regular ies AR T RRRR RN, AR R, AR

ACD FOLICE ACADEWY REGULA ffage Regular Hao TERR, R RS AN, TR I

AR Afhietic O ire chor Pay HON-PE filli ag e Feqular Ho SO0 S0 6 O A0 OG-0 51 26
AL ADMINISTRATIVE (EAVE REGLULA filfage Unproductive iNo FEAT, R RERERIT, BR R IIRER

A0 PAY NOMN-PE filfage Regular Ha AR, R AR, AN, BRI

ADF ADMIM DAY POL ADMIN irage Unpraducthce iNo RN, A, AR, AR, BRI
ADVRETP AdvionDept Head Reto Penzioned STIFEN i age Other Yes 000000k 00000 0 D0-0Ck 20110
ADVISOR  iAdviEorDepartment Head Pay STIPEN ifage Other i es 000 300 3520110 05-00- 512650
(APPTSAL  iAppointed Salan- nowok days REGULA fifage Reqular Ho IR, RO AR AN AR, RA

ATTI ATTEND ANCE INCENTIVE NON-PE fifage Regular fes 511 0-000- 0000-000- 00-00- 51130
B i iwieekhy i REGLLA iage Freqular Ha i R AR A AR R

BEMA Bellingham Emergency Management Assoc (STIPEN fWage Other i es 4000 1223 0000-001- 00-00- 51140
BINGO Bingo for Books NON-FE flfage Regular Ho 2450 000 G200-000- C0-00- 51250
Bl AD Bimeakhy Adjustments REGULA flfage Regular Ho FERRR T RRAR KRR AR R RARAR

Bl EXTR (Extra hours - non persioned NON-FE flfage Regular i es RRR T RRAR KRR, AR AR

Bl OFFI  iSports Officials NON-FE ffage Regular ies 1000 200 3510-156- 05-00- 52400
Bl OTHM (B eekhy Other Mon Pensioned NON-FE ifage Other i es AR R RRAR RAR AR AR RAIAR

CoA COAHours REGULA fage Regular Ho AR T RRAR RN, AR AR

Page 1 of 8 Printed 41%2016 at 1256 PM
Figure 17 After

10. YEAR END PROCESSING

10.1. Printing W2s

[ADM-AUC-HR-9631]

If all checks issued within the tax year were then voided for an employee, a blank W2 was produced. This was

corrected and no blank W2 will be produced.

11. SITE SPECIFIC

11.1. 6258 Salary Projections

The salary projections report prompt now requires entering the # of remaining pay periods for both 21 and 26 week

payees. An example of the prompt and a sample is shown below.

Site Specific 2 CT TRE Reporting
ERZRI Export
RITI&A - CREF Export:

Site Specific Paycheck Listing

Help Reference Librany

Salary Projections

Salary Projections

Required: Work Date Range [mmddyyyy]

[ADM-AUC-HR-9736]

Required: How Many Pays left for 21 Weeks [0-21]
Required: How Many Pays left for 26 Weeks [0-26)

Required: How Many Longevity Pay ts issued in aYEar[PSZ]l

Runas & Preview  Print

If Printing use Duplex & ves

© PDF
© No

Lookup | oK I

 Excel

Cancel

Clear All

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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& =] C o E F <] H | J P 2] R S T U
1 Account TimeShe(Pay-Grp Employ  Salary Longevity  Stipends  Other-Pay Total-Salary FTE Si ~tal Remain-Salary StdSal Pasition Description Job-Code Description
1791 8033-920-1000-600-51110-00000 AD -TEA E 0011E6- 79,210.00 o000 4,305.08 0.00 83515058 1.00 Qi) B3,977.34 3,046.54 920-00100-99 ADULT EDUCATION EU1UU ADULT EDUCATION
1792 Total FTE for this group 1.00 79,210.00 0.00 4,305.08 0.00 83,515.08  1.00 A 63,977.34 3,046.54
1793
1794 Total Account 8033-920-1000-600-51110-00 79,210.00 0.00 4,305.08 0.00 83,515.08  1.00 n 63,977.34 3,046.54
1795
1 796 Total-Salary  Total-All
1797 Appr: 7921000 8351508
1795 PTD: 000 0.00
1799 Projection: 6387734 6828242
1500 Met: 1523266 15,232 66
1501
1802 5033-920-1000-600-51501-00000 AD -TE~ & 001166~ 0.00 2,000.00 0.00 26,000.00 28,00000  0.00 oo 000 0.00 920-00100-89 ADULT EDUCATION Bo1on ADULT EDUCATION
1503 Total FTE for this group .00 0.00 2,000.00 0.00 26,000.00 28,000.00  0.00 n 0.00 0.00
1804
1505 Total Account $033-920-1000-600-51501-00 0.00 2,000.00 0.00  26,000.00  28,000.00 0.00 200 0.00 0.00
1506
1507 Total-Salary  Total-All
1505 Appr: 000 2500000
1509 PTD: o.oo .00
1510 Projection: 000 28,000.00
1511 Met: o.oo .00
1512
1513 Total Summary 8033-920-0000-600-50000-00 79,210.00 2,000.00 4,305.08 26,000.00  111,515.08  1.00 b 63,977.34 3,046.54
1514
1515 Total-Salary  Total-All
1516 Appr: 7821000 11151508
1817 PTD: o.oo .00
16185 Projection: 6387734 96,282.42
1619 Met: 15,232 66 15,232 66
1520
1521
1522
1523 Selection Legenct:
1624
1525 For The Period: 05252016 To 083120M8

Figure 18 Salary Projections Excerpt

[ADM-AUC-HR-9797]
12. HELP REFERENCE LIBRARY

12.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.
e SPECIAL PROCESSING Benefit Statements

Retiree Percentage Salary Change
e SITE SPECIFIC Sick Buy Back
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