HUMAN RESOURCES

RELEASE NOTES - JUNE 2017

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system.
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ADMINS Unified Community Release Notes — Version 17.2
Human Resources June 2017

1. LEAVE ROLLOVER-[FIX]

Some sites have employees with leave rollover dates during a pay period where they do not have any pay. An
example may be a teacher that receives sick leave that rolls over on June 30, but their last pay for the year was for
the period ending June 23.

During the pay period of June 24 through June 30 the employees would not be paid but the leave rollover must
occur.

Leave History [TRAINING]
Gato....
° Employee WIEEW SMITH. ELIZABETH A

Actions

‘ 1 Summary 2 Summaryicorual Group | 3 Transactions | | 4 Calendar |
----Beg Balance--—-- -, Accrued-——- - Taken------- - Forfeited------- - Paid Out-——- Ending Balance---

Leave Hours Days Hours Days Hours Days  Hours Days  Hours Days  Hours Days
BIK  [ick [ [ 126.50 ] [ [ [ [ [ [ [ [ [ 126.50 |
I I I I I I I I I I I I I I |

Figure 1 Leave History shows an ending balance of 126.5

This teacher is not receiving paychecks over the summer—but the leave balance must still be rolled over.

File Edit Ledgers Purchase Orders Accounts Payable Human Resources  Budget Collections  Systern Favorites  Help
B & &8 M s BN Qo om g
Leave History Transactions [TRAINING]
Gato...
° Employee WBIEED] SMITH. ELIZABETH A
) Accrual Group EACHERZ TEACHER - HIRED OF/01/2003 OR AFT
Actions .
Leave Code EICK Sick
| 1 Summary | 2 Summaryiiccrual Groun 3 Transactions 4 Calendar
Leave Date |Type |Accrual Uzed/For| WPosted Balance|Posted Hote |A
E20-Jun—2017 160187 21-Jun—2017 [ROLLOVER |
03—-Mar—2017 |daus 1,00 | 180172 | 126,50 |08-Mar—-2017 |Uzed |

Figure 2 A ROLLOVER is added to the warrant and is reflected in the Leave History Transaction screen.

A special warrant transaction with a notation of ROLLOVER will be used to roll the ending balance to the beginning
balance for the new fiscal year.

A site-specific change has been implemented to create the leave rollover records even if the employee is not paid
during the pay period that includes the leave rollover date. If you site needs this change implemented, please
contact our support team.

[MBE-SUP-SAPLAUC-367]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 13



ADMINS Unified Community Release Notes — Version 17.2
Human Resources June 2017

2. EMPLOYEE MAINTENANCE

Select Human Resources P Maintenance P Employee Maintenance P [P Add Position] to view this change.

—

Employee Maintenance -

Gata...

Employee Number  [EReRE Employee Attachments (4) |
Employes Bosition Lttachments |

Actions

No ot avallabl Current Pasitions  SO0EMISMIS —03 SENIOR IT SPECIALIST 1,0000
OallPositons | SO0BATHDIRE-O1 ATHLETIC DIRECTOR 1,0000

.| Add Employes l I W Emploves Motes |

P Add Position |

2.1. Add New Position P Termination Dates Column added to Lookup

[N [BLG] 6440-Employee Maintenance [beths] x|

Copy Deductions and Additional Wages from Existing Position

f{ M Employee Positions X I

( Pozition TMSGroug Barglnit TUfJ I

SPEE-00 SCHOOL-SOUT
SO04SPDSPEE—C1 SCHOOL-S0UT MTA -26
SO125PEPATH-01 SCHOOL-SOUT — MTA -26

J Cancel | Clear All |

When adding a position to an existing employee, a prompt allows the

—luser to copy the Deductions, Additional Wages and Dates from an

existing position. Multiple positions, when present, are shown in the

lookup, including terminated positions. A termination date column is

_ now included to make the current position easy to identify, as there
OK ] _Find | Scorch| cancel] “Hele | Eof| \itt be no termination date for the current position.

[N [AUC] 6439-Employee Maintenance [theresa] |
Copy Deductions, Additional Wages and Dates from Existing Po Lt it > |

) ) . Position THMSGroup Barglnit Term Date TUfJ
Optional: Copy DEDUCTIONS from this position SO0BABATECH-01 SCHODL =STAL

Optional: Copy ADDITIONAL WAGES from this position I SOOSABATECH-02 SCHOOL-STAL  NOM —N0

ISO0EATHDIRE-O1 SCHOOL-EHS SMEL =01
SOOEMISMIS —-03 SCHOOL-EHS SMEL SCH-12MT
SO10ABATECH-01 SCHOOL-FRE AFL —-AF
SO12ABAAEAS-02 SCHOOL-EMMS  AFL —-AF
T1225ELASST-01 TOWN -TOWN  SHGL -01
T122ADMASST-01 TOWM -TOWM  SMGL =01
| TES1ARTCHEL-01 TOWM  -IPH HOM -NO

e _w
A term date column is now included on the

lookup to make the current position easy to
identify, as there will be no termination date for
the current position. [ |

oK I Find | Searchl Cancell Help | ﬂl

[ADM-AUC-HR-9811]

Optional: Copy DATES from this position
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ADMINS Unified Community Release Notes — Version 17.2
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3. LEAVE BALANCE ADJUSTMENTS [New]

The Payroll office may adjust the balances using a screen, described below. Access the screen by selecting Human
Resources P Maintenance P Employee Leave Balance Update Screen.

Human Resources

Emploves Mainkenance
Emploves Mainkenance Guery
Position Mainkenance

Maintenance
Payroll Processing
Timesheet Entry
Special Processing

- v v R

Emplovee Leave Balance Update Screen

The example below shows an employee who has moved from one position to another, in a different accrual group.
The balances for Personal and Sick Leave were .5 and 120 days, respectively. Enter these balances into the
accrued column for the new accrual group.

Employee Leave Balance Update Screen

Goto...

e Employee F501001 DEVITT. MARIE A

Actions

2 summary/scerusl Group I
777777777 Beg Balance---——- ———-Accrued--——- - Taken--—-- -—Forfeited-—— ——Paid Out-——- Ending Bal

Accr Grp Leave As Of Hours Days Hours Days Hours Days Hours Days Hours Days  Hours Days As O
CFO COMPTIM Comp Time TERMIMATED
CFO HOLIDAY Holiday TERMIMATED
CFO FERSOMAL Personal 0701712 1,00 5,00 5.50 .50 TERMIMATED
CFO SICKLEA Sick Leave  01/01/12 120,00 42,50 34,00 3.50 120,00 TERMIMATED
CFO WACATION Vacation 07/01/12 3,00 120,00 110,50 12,50 TERMIMATED
SCH 12 L PER C/OW personal cfo
SCH 12 L PERSOMAL Personal .50 La0
SCH 12 L SICKLEA Sick Leave 120,00 [ 120,00
SCH 12 L WACATION Vacation

o This screen may also be used if the accrued amounts need to be adjusted
f‘f].- due to a position change. A six hour/day employee who transitions to an
: eight hour/day may have leave adjusted via the screen.

3.1. Employee Leave Change Log Screen [New]

A screen is available to view changes made via to leave on this screen. Access the screen by selecting Human
Resources P Maintenance P Employee Leave Change Log.

Employee Leave Change Log

Goto...

Human Resources

Actions

Maintenance

Employee Maintenance

»

Payrall Processing b Employes Maintenance Query

Timeshegt Entry »  Position Maintenance @'
»

Spedial Pracessing Emplayes Leave Balance Updats Scresn ——

woid/Manual{Figure Paycheck Employee Change Logs

Billng and Invoicing b Employes Date Change Logs Emplovee  [SRRGNEN DEWITT, MARIE A

Bank Recancliation »  Employee Name Search

Queries 4 AccrGroup LeaveCode ChangeDate ChangeTime ChangeUser Field Old Value  NewValue
i ,  Employes Emal Update Screen

Tables P\ Gl el S P o g OCH 12 L PERSOMAL  09-Dec-2016 13:57:00,03 THERESA Days Accrued 50
ekl e I 0elveiddtonall/oges Daletellog SCH 12 L SICKLER | 09-Dec-2016 13:57:12,78 THERESA Days Accrued 120,00
‘ear-End Processing [l  Employee Leave Change Log
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3.1.1. Edit List [New]

An edit list is available, showing the Employee #, Name, Accrual Group Code, Accrual Group Description, Leave
Code, Leave Code Description, the Entry Date, Time and User, the Field Name and the Old and New values for the
changed field. The edit list may be optionally filtered in three different ways:

Employee Leave Balance Change Log

e by selecting up to nine employee numbers Optlonal: Enter up to S Employeel _Edit_|[0 values:
Optional: Entry Date Range (mmddyyyy] From: | To:

L] by the date range Optional: Enter up to 9 Usernames Edit ||] values:

e by the username RUnas ¢ Preview © Prnt  C PDF & Excel

If Printing use Duplex & Yes ¢ Mo

Lookup | 0K I Cancel Clear All

A B iE] 5] E F [€] H ] J K 5
1 |Emp# Hame AcrualGrp Accrual Description Leave Code Leave Code Description Entry Date Entery Time Entry User Field Hame Old Hew
2 000013 GEMEREUX, LYMM  SC18 20HRSA OMTHSIMLMTD  WACATION  “Wacation 122016 08225402 LUANM BEGDAYS fo.00
3 [000013 GEMEREUX, LYMM SC18 20HRSA OMTHSIMLMTD  WACATION  “Wacation 1202016 08230229  LUANM accDays 000 fooo
4 000013 GEMEREUX, LYMM SC18 20HRSA OMTHSIMLMTD  WACATION  “Wacation 122016 08230413 LUANM TaKDAYS 000 200
5 001001 DEVITT,MARIE & SCH12ZL 12 morth limited PERSOMAL  Persanal 12/8/2016 13570003  THERESA — ACCDAYS 50
6 001001 DEVITT,MARIE & SCH12ZL 12 morth limited SICKLES Sick Leave 1282016 13571278 THERESA  ACCDAYS 2000
7 001011 EMIDY,MICHREL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 17140095 LUANM BEGDAYS 00 200
6 001011 EMIDY,MICHREL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 17140126 LUANM ACCHRS foo 200
9 001011 EMIDY,MICHREL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 1T1401.59  LUANM accDaYs oo 200
10 001011 EMIDY,MICHREL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 17140195 LUANM TAKHRS foo 200
11 001011 EMIDY,MICHREL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 1714023534 LUANM TaKDaYS o0 200
12 001011 EMIDY,MICHRAEL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 17140270 LUANM FORHRS foo 200
13 001011 EMIDY,MICHREL S PROF PROFESSIONAL UMION — SICKLEA Sick Leave 1272016 17140305 LUANM FORDAYS f00 200
14 001011 EMIDY,MICHAEL S PROF PROFESSIOMAL UMION  SICKLEA Sick Leave 12772016 17140342 LUANN P OHRS foo 200
15 001011 EMIDY, MICHAEL 5 PROF PROFESSIONAL UNION  SICKLEA Sick Leave 1272016 17140402 LUANN probavs o0 200
16 001011 EMIDY, MICHAEL 5 PROF PROFESSIONAL UMION  WACATION  “acation 1272016 17220547 LUANN BEGDAYS 375 fooo
17 001011 EMIDY, MICHAEL 5 PROF PROFESSIONAL UMION  WACATION  “acation 1272016 17.2209.53  LUANN ACCDAYS  f49.50 20,00
15 001011 EMIDY, MICHAEL 5 PROF PROFESSIONAL UMION  WACATION  “acation 1272016 17221180 LUANN TaKDAYS 14025 %00
18 01011 EMIDY, MICHAEL 5 PROF PROFESSIONAL UMION  WACATION  “acation 1272016 AT.221267  LUANN FORDAYS .00
20 01011 EMIDY, MICHAEL 5 PROF PROFESSIONAL UMION  WACATION  “acation 1272016 AT.221370  LUANN PYODAYSE .00
21 070623 WOLNY, KAREN M SUP SUPERIMTENDENT SICKLES Sick Leave 1282016 135112058 THERESA  ACCDAYE %75
22 070845 JONES, APRIL POL POLICE DEPT SICKLES Sick Leave 1282016 13421516 THERESA  BEGHRS oo fi3as
23 (070845 JONES, APRIL POL POLICE DEPT SICKLES Sick Leave 1282016 13422545 THERESA  ACCHRS %000 %000

4. REPORTS

4.1. Position Reports [Enhancement]

The position reports have been modified to select all positions, budgeted positions or non-budgeted positions:

ma[auc] 7800-Report Library By Employee [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget )

ol &) el ool ] ) ) Ll

Report Library Report Library by Position

Goto
. Report Name
= PR mE sz Ferhor SRl Report Hame
EE-Epleym Lask, BE05-Position List Sample | Run
£7Li-Enploues List with Motes o ) .
712-Fnploges List — Phons Directory G12d-Position List - Encumbered Positions Sample | Run
Report Categories 6714-Enploues List - Grade Schecules —| it i - Sample Fun
1By Enpigyes £754-Enploges List — Additional Hazss 6740 PDSJ_'tJ_'Dn L"_'St' \."‘.acant, :
2 By Position l6-Enployee List - Deductions 6741-Position List - Filled sample | Run
S |5-Employes List. — GL Home Coding | . 7 - i Sample Run
4 By PaychacksiCther b/19-Enployes List — GL Home Coding - Element Selex 6758-Fosition List - Budgeting £
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[l Task 6605: Po!
Position List

n List
Print Report as: @« Summary ¢ Detail

Pasition Selection: £ All & Budgeted Only © Non-Budgeted Only

h

Optional: Enter up to 9 Position Categories Edit 0 values:
Optional: Enter up to 9 Timesheet Groups Edit 0 values:
Optional: Enter up to 9 Bargaining Units Edit 0 values:

Optional: Enter up to 9 Budget Groups

Edit II] values:
Edit II] values:

Optional: Enter up to 9 Pay Groups

Optional: Enter up to 9 EEO Categories Edit 0 values:
Optional: Enter up to 9 EEO Types Edit 0 values:

Sort Report By:  Position# © Bargaining Unit  Position Category © Account# © Budget Group

Runas & Preview ¢ Print  PDF

 No

 Excel

Lookup | OK I

If Printing use Duplex & veg

Cancel Clear All

Figure 3 6605 Position List

June 2017

6605-HRPOSEDT . REP Printed 30-Mar-2017 at 17:14:58 by THEREZA
Town of ADMINS

Position List

Summary by
Position #

Dage 2

EEO

Allow

£Positions: 70

Selection Legend:

Budgeted Positons
TPOSNO

Sorted by:

Budget Bargaining Budgeted Budgeted EED kecrual
Positiong Description Category Group Unit Schedule Grade FTE  Awnualalary Annual Frings Categ Type  Growp  Mult? Default Account#
S003TEAGRO4-03 SOUTH SCHOOL TEACHER TEACH  SOUTH MTa-26 B30 1 10000 0o _oo 02 01 scz3 Yes  1000-300-2305-110-03-00-51260
S003TEAGRO4-04 S0UTH SCHOOL TEACHER TEACH  SOUTH MTa-26 ms 1 10000 0o _oo 02 01 sczd Yes  1000-300-2305-110-03-00-51260
SOOZTEARINF-01 20UTH SCHOOL KINDERC TEACH  SOUTH HTA-26 n 1 1.0000 .00 .00 02 o1 sczd Yes  E150-000-2305-401-03-00-51Z60
SOO3TEAKINF-02 S0UTH SCHOOL KINRERG.TEACH sk R0inE pe-26 n " 1.0000 .0g 0oaR0Z 01 gmscod Yeg, S 00-2305-201-03-00-51260,

IS R Lane=a g

.- : e 411 n . - - -au
T135FINAVIMN-15 FEu. .ONER PENS PERSONNEL RET-RE ABC-123 1 RLLI .00 .00 0o oo Yes  1000-210-000u-u02-00-00-51150
T135FINCFO-01 CHIEF FINANCIAL OFFI FDOOL  FINANCE  SNGL-01 TUN MISC L 1.0000 .00 .00 o1 o1 cFo Tes  1000-135-0000-001-00-00-51110
TES1ARTCNCL-01 ARTS COUNCTL ARTE DISTRICT  MON-HO iz 1 8750 0o _oo 06 0z NONE Yes  1000-651-0000-006-00-00-51140

The legend at the bottom of the report will reflect the selection.

Selection Legend:

Budgeted Positons

Sorted by:

TPOSNO

Selection Legend:

Sorted by:

Non-BEudgeted Positions
TPOENO

All Positions

Sorted by:

TPOSNO

4.2. Position Report—Filled [Enhancement]

[MDT-SUP-SAPLAUC-1287]

The race column width was increased to show more of the description. These description changes are described in

the section 6.4.1 of the March 2016 Human Resources release notes.

|3
£741-HRPOSLST FILLED. REP A Page 1
Tow of ADMINE
Position List - Filled
Sorted by Entity, Positiong

Position =00 o————— Enployes -—————- Date of Mis
Bargain. Unit Positiong Deg Barglnit Grd3ch FTE Schedule Grd 3tep FTE Timesheet Grp Hire Race Mat.ch
Entity: 1 TOWH OF ANTWHEY
AFL —AF Z003ABATECH-01 APF, -, EAREN M SLIEB SLIE 800 ABATECH 1 -4 1.0 SCHOOL-S0TTT 15-0ct=-2013 White (No 3 F T
AFL —AF S003ABATECH-01 APLS ‘R, LYNN I SLIE SLIE .300 ABATECH 1 z 1.0 SCHOOL-20UT Z7-Aug-2013 Whice (No 5 F T
AFL —-AF S003ABATECH-01 AP} ARIE L ELIE ELIE .300 ABATECH 1 4 1.0 SCHOOL-S0UT E7-Aug-Z013 Whice (No 8 F T
AFL —-AF S003ABATECH-01 & SLIE SLIE .800 ABATECH L 1 1.0 SCHOOL-S0UT 30-Aug-2014 SF T
AFL —AF Z003ABATECH-01 ARl E A SLIEB SLIE 800 ABATECH 1 -4 1.0 TEST -TC 01-Feb-2015 Hispanic 3 F T
AFL 10M -AF1l0 SO003CAFLEAD-01 G TYHN CFW CFW 1.00 CFW 1 z 1.0 SCHOOL-EBMME 0l-Sep-2014 Whice (No
AFL 10M -AFl0 SO03CAFLEAD-01 Ch. AAREN M CFW CFW l.00 CFWI 1 1 1.0 SCHOOL-EBMME Ol-Sep-2014 Whice (No T
AFL 10M -AF10 SO03CAFLEAD-01 CAY ™A CFWr CFW l.00 CFi7 1 Z 1.0 SCHOOL-S0UT 03-0ct-2011 White (No T

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Figure 4 Before

§741-HRPOSLET_FILLED.REP ¥ Page 3

( Town of ADMINS

Position List — Filled
r Sorted by Entity, Positionf
Position ~  —-—--- Euployes —-———— Date of Mis

Bargain. Unit Positionf Desc{r Barglnit BrdSch FTE Schedule Grd Step FTE Timesheet Grp Hire Race Hatch
HON -NO Z00SATHATHL-01 COACH COACH COACH 1.00 COACH 1 1 1.0 SCHOOL-SCHOOL 05-Oct-2012 Native Hawaiisn / Pacific Isla ©
HON -HO SO00SATHATHL-01 COACH COACH COACH 1.00 COACH 1 €3 1.0 SCHOOL-SCHOOL 01-Sep-201Z White (Mot Hispanic or Latino)
MOH -HO SO0SATHATHL-O01 COACH COACH COACH 1.00 COACH 1 64 1.0 SCHOOL-SCHOOL Z23-Aug-Z01Z Black / African American (Mot
MTA -z& 30033PDOCCT-04 OCCUPR, ElS ElS  .487 B 1 5 1.0 3CHOOL-PRE 25-Bhug-200& Hispanic or Latino 3 F
HTA -z& 30033PDEPEE-01 STEEC] MEOLT00  MEOLT .50 MED 4 11 1.0 TEST -TC 07-Sep-1982 Ahsian (Mot Hispanic or Latino) 32F
ELEC -EL T122SELELTH-01 SELEC " SELM ZELM 500 SELM 1 1 LEO TOWN  -TOWN 03-May-201Z Two or more races (Not Hisp. o G
ELEC -EL T122SELELTM-01 SELECTHL F SELM SELM _500 SELM 1 1 .0 TOWN -TOWH 01-May-2014 American Indian / Alasken Nati GF
ELEC -EL T1Z25ELSLTHM-01 SELECT] SELM SELM 500 SELM 1 1 .50 TOWN -TOWN 03-May-2Z011 Asian (Mot Hispanic or Latino) G
HON -NO TES1ARTCHCL-01 ARTS UK UNE  .&75 STIPENDS 4 2 .0 TOWN -TOWH 01-Jan-2009 Two or more races (Not Hisp. o 38F C
HON -NO TESLARTCHCL-01 ARTS o4 UNE G675 UNK 1 1 .0 TOWH -DEW 0l-Sep-201¢ Elack / African American (Not F

Figure 5 After

[ADM-AUC-HR-9900]

4.3. By Paychecks/Other [Enhancement]

astRun Date Time
. 4152:05,52

6E00-Paycheck o _ by Timeshest. Groo, g Bun | 07-Mar—zu.
BB03-Paycheck Pay Code summary - By Category/Fay Code SaMmplE Run 06-Feb—-2017 17:00:09,28
6204—Paycheck Pay Code Summary - By Employee/Pay Code Semple | Run | 1 ~Aer-2017 11314146 .65
FEOO-Register af N/5 linclasrecd Chacks Stz | n. w211 d B 260G G
6188Payur [X Task 6804: Paycheck Pay Code Summary - By Employee/Pay Code

Paycheck Pay Code Summary - By Employee/Pay Code

Required: Check Date Range [mmddyyyy] From: ||]1_Jan.2|]] 6 To: |31_DE[)-2|]]ﬁ

Optional: Enter up to 9 Employecl Edit “l] wvalues:

Optional: Enter up to 9 Warrant¥'s Edit ”m

Optional: Enter up to 9 Categories Edit ”m 1: Iﬁ_ IParl—TimE

Optional: Enter up to 9 Pay Codes Edit ”W‘A/?: IF'T_ IParl—TimE Faculty

Optional: Enter up to 9 Entity Codes Edit ”m 3 IT_ |Tempnrary

Optional: Enter up to 9 Pay Groups Edit ”W . 4:

Optional: Enter up to 9 Bargaining Units 2 Edit |%es— 5
B:
IH
8:
9:

Optional: Enter up to 9 Employee Type Co%{ Edit ”3 walues: P, PT, T,

Runas & preview ¢ Print " PDF " Excel

If Printing use Duplex & Yes  No

Lookup Cancel

3
[T oK | cancel | clearai |

Access the report by selecting Human Resources P Reports P Report Library P By Paychecks/Other P 6804
Paycheck Pay Code Summary—By Employee/Pay Code. A new optional Employment Type Selection was added to
the 6804 Paycheck Pay Code Summary—By Employee/Pay Code report.

This may be used to identify part time or temporary employees who
have worked in excess of a specified number of hours in a calendar year.
Exceeding a maximum number of hours per year may make part-time
and temporary employees reportable under the Affordable Care Act or
eligible for benefits.
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A B = 8] E F G H |
1 Employee Hame Pay Code Description Category Description Hours Days Amowu
2 /booozo POVYERS, LYMM M DPERACCR PERSOMAL ACCRUAL DAYS PERSOM  PERZONAL LEAWE 0.00 4.00
3 'Dooozo POWERS, LM M FDPERACC Personsl Day Forfeture PERSOM  PERSOMAL LEAWE 0.00 2.00
4 Mooozo POWVWERS, LY TN M REG REGULAR - hours REGULA  REGULAR 143.50 0.00 1815
5 ooozo POWERS, LYHH M 143.50 6.00 1,84
5
7 Mo1zs7 GRUPPOSO, LY MM REG REGULAR - hours REGULA  REGULAR 196.00 0.00 4 095
5 1257 GRUPPOSO, LYHH 196.00 0.00 4,095
9
10 o911 RCBIM, LM b BUS MTR  Buz Monitars - non union MOM-PE MCN-PEMSION 148.00 0.00 k
11 o911 ROBIH, LYHH M 145.00 0.00 95
12
13 Toso30 KARAKEILN, LYMM D REG REGULAR - hours REGULL  REGULAR 1,530.00 0.00 105
14 05030 KARAKEIAH, LYHH D 1,530.00 0.00 1,0

5. QUARTERLY PROCESSING

Human Resources
Maintenance
Pavroll Processing
Timesheek Entry
Special Processing
Yoid/Manual/Figure Paycheck
Billing and Inwoicing
Bank Reconciliation
Queries
Reparts
Tables
Quarterly Proc
¥ear-End Processing
Module Maintenance
Interfaces/Imports

- v v r

Federal Quarterly Reporting - 941 k

CT Quarterly Reporting
M8 Quarkerly Reporking
RI Quarkerly Reporting

Site Specific

Help Reference Library

[ADM-AUC-HR-9902]

The Federal Quarterly Reporting — 941 specifications
changed for 2017.

Employers use this form to:

e report income taxes, social security tax, or Medicare tax
withheld from employee's paychecks, and

e pay the employer's portion of social security or Medicare
tax.

See https://www.irs.gov/pub/irs-pdf/i941.pdf for the IRS
instructions.

The report produced from AUC was aligned to match with
the new form. Line “11, Total tax reported including
adjustments” on the old form is now line <13, Total tax for
this quarter including adjustments applied” on the new 941
Form.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 17.2

Human Resources

5.1. Federal Quarterly Reporting — 941 [Updated per IRS]

&3

10.

11.

Z2-HRREP:HES41WAG* REP Printed O0Z-Jun-Z017 at 13:3Z2:4Z by LUANN
Towmn of ADMINS

Form 941 For The Quarter Ending 0331z017

and Schedule 941 B

Entity: 1 TOWN 0OF ANYWHERE

Warrant Check Dates: 01012017 to 03312017

Mumber of employees employed in the pay period. ... . .. .. .. ._.._._...
3/12, 6712, 971Z or 12/1Z

Wages, tips, and other compensabior. o ... ... ... .t
Federal income tax withheld from wages, tips, and other compensation.
If no wages, tips, and other comp are subject. ... .. ...._..
Taxahle social security 4 medicare wages and tips:
Ea. Taxable 35 wages (FICA)... X .14 =
Eb. Taxable 38 tips...._....... ¥ o124 =
Eo. Taxable Medi wages & tips. E8,705_ 9% ¥ _0z3 = 1,70Z._47
£d. Addl Medicare Taxable.._ ... X .0o02

Be_. Add Columns Z from lines Sa, Sh, Ec and Bd4. .. ... .. ... ... .. .__...
Ef. Section 212Zl(g) Notice and Demand - Tax dus on unreportes tips. .. ..

Total taxes before adjustments (lines 2 + Se and S£) ... ... ... ._._....
Current cuarter adjustment for fractions of cents. .. .. ... .._._._....
Current ouarter's adjustment for sick pay. ... .. ... ...t
Current cquarter's adjustments for tips and group-term life insurance
Total taxes after adjustments. o . .. Lo

Total tax deposits including adjustments. ... ... ... ... ..o ...

[Actual tax deduction amounts from employee records:

FICA: MEDI: §53.00 ADDL MEDI: FWITH: &,753.80

[Actual tax deduction amounts from employer benefit:

FICA: MEDI: 853.00

EIC:

Page 1

Figure 6 Before

June 2017

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 17.2

Human Resources

June 2017

E2Z3-HRREP:HES41WAG* REP Printed 1Z-Jun-Z017 at 1Z:E57:32 by THERESA
Towvn of ADMINS

and Schedule 941 B

1. Mumber of emplovees emploved in the pay period. o .o . .. ... ...
371z, 6712, 9712 or 1l2/1Z

Z. Wages, tips, and other compensatiol. ... ... ... ... .. iiaaaa .
3. Federal income tax withheld from wages, tips, and other conmpensation.
4. If no wages, tips, and other comp are subject. ... ._.__.....

L. Taxable social security & medicare wages and tips:

Ea. Taxable 28 wages (FICA)... ¥ .loa =
Eb. Taxable 38 tips...._._.... ¥ o_lod =
Eo. Taxable Medi wages & tips. E,836,740.87 ¥ .0z3 = 169, E26.49
£d. Addl Medicare Taxable. . ... ¥ .0oo0s =

Be. Add Columns Z from lines Sa, Sb, Sc and 54 ... . . ... .. ...
Ef. Section 21E1l(g) Notice and Demand - Tax due on unreportes tips.. ...

&. Total taxes before adjustments (lines 3 + Se and 5£)_ ... ... ._.._.
7. Current gquarter adjustment for fractions of cents._ ... ... ... .. ......
8. Current gquarter's adjustment for sick pay... ... ... ... .. ...
9. Current gquarter's adjustments for tips and group-term life insurance
10. Total taxes after adiustments._ ... .. L. e
11. Qualified small business payroll tax credit for increasing research. .
1Z. Total taxes after adjustments and credits.

12. Total tax deposits for this guarter, including adjustments applied. ..

Actual tax deduction amounts from employes records:
FICA: MEDI: £24,619.22 ADDL MEDI: FWITH: &7EZ,733_E9

Actual tax deduction amounts from employer benefit:
FICA: MEDI: £4,6159.Z22

Form 341 For The Quarter Ending 21-Mar-Z01Z

Entity: 1 TOWN OF ANYWHERE
Warrant Check Dates: 01-Jan-Z01Z2 to 31-Mar-zZ012

EIC:

Page 1

Figure 7 After

6. SITE SPECIFIC [Statutory Changes]

The state of Rhode Island changed the Employee Retirement System reporting requirements.

[ADM-AUC-HR-9905]

6.1. Employees’ Retirement System of Rhode Island (ERSRI) Export

ERSRI has notified ADMINS that they have installed new software that does not change the file format but does
require that the following changes be installed on your site. To create an ERSRI export file, select Human
Resources P Site Specific P ERSRI Export and fill in the fields on the resulting prompt.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 17.2

Human Resources June 2017
Hurmnan Resources
Maintenance 3
Payrall Processing 3
Timesheet Entry 3
Skl FiTTEsi Ty ¥ Credit Years - Add One Year

Woid{Manual{Figure Paycheck T MERS Reporting

Eiling and Irvoicing CT TRE Reporting

Bank Reconciliation DNY Salary Report

Queties Employee List - &lpha

Reports Emplayes List - Employment Type
Tables

Employee List - Step

Employee Salary Repart
Danver's Census{Benefit Report:
Employees Paid - Date Selection
ERSRI Expart

Quarterly Processing
‘Year-End Processing
Module Maintenance
Interfaces/Imports
Site Specific

> v v v v v v v >

M Task 6325: ERSRI Export

ERSRI Export

Required: Enter Warrant# |
l—
I
I
I

Required: Enter ESRRI Organization Code

Required: Enter ERSRI Pension Category

Optional: Survivor Benefit Category

Required: Enter File Output Path

Required: Enter User Defined 30 Character Field for Position [ex: 01) l_

Required: Enter Bargaining Unit User Defined Field for Base Units [ex: 01) l_

Required: ERSRI Type ol icip Certified © T ertified

Runas & Preview ¢ Print  PDF
I Printing use Duplex & Yes ¢ No

Lookup | 0K I Cancel Clear All

Figure 8 Before
Two new fields for

ERSRI Export

Required: Enter Warrantt o005 “Certified Teacher Work Days” and
Required: Enter ESRRI Organization Code 1161 ”certified NOn-TeaCher Workdays"
Required: Enter ERSRI Pension Category |[)C |DEFEHHED COMP

are available in the prompt.

Optional: Survivor Benefit Category I I

Required: Enter File Output Path IE:\admhumE\aun‘\hrmﬂd\mis“is
Required: Enter User Defined 30 Character Field for Position [ex: 01) 01 . e
Required: Enter Bargaining Unit User Defined Field for Base Units [ex: 01] |g1 These are reqUIred for the certlfled
Required: ERSRI Type  Municipal/Non-Certified & Teachers/Centified Re port a nd should be set.
Optional: Enter # of Certified Teacher York Days |g
Optional: Enter # of Certified Non-Teacher Work Days |1 0

These are optional only for the Non-
Runas & Preview  Print ' PDF e
If Printing use Duplex & Yes  No Certlfled re port

Lookup. | 0K I Cancel Clear All

Figure 9 After

The changes include:

1. The export is now provided by check number instead of by employee so that voids are presented in the file.

2. Void checks now have a beginning and ending date of the original check.

3. “Certified Teacher Work Days” and “Certified Non-Teacher Workdays” are multiplied by each
employee’s FTE (Full Time Equivalent) to provide the number of paid days. Teacher days should be
“classroom days”.

4. Actual and base units are zero for certified staff.

5. For non-certified staff, actual hours cannot be more than base units.

An edit list will be produced.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 13
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Human Resources

June 2017

6375-HRRED : HRERSRI . RED

Uarrane: 230009
Pension Categery Code: DC
Organization Code: 1161

Period Start: 02-Feb-2017

Last Name First Name AotUnics Baselnits

GARIEPY
001145 HARVEY
001166 KATE
001204 WESTERBACK
001233 DOTTER
001255 0'DELL
001256 BAILEY
001257 GRUPPOED
001264 BOUCHER
001267 FARRINGTON
002702 KAUKER
002740 WALL
002903 BONNELL
002313 FARRELL
007983 NYBERG
005187 HERMISTONE
007743 DESMARATS
003326 ELZY
009331 DESPER
070266 TRIPP
070440 POTTER

KEITH FERN
KAREN L
LAWEENCE L
KAREN
MARIE M

Federal Wages

Printed 10-Apr-2017 at 09:26:55 by THERESA

Towm of ADMINS
ERSRI Export

Period Ending: 28-Feb-2017

Pensiages FedWages EE Pens ER Pens ER Fed

2,586.21 250.00
4,500.00 20.00
66073 s0.00
84338 2z.00
660,73 28.00
1,130.50 200,00
58492 s0.00
787,18 £0.00
1,368.70 s0.00
66073 s0.00
1,278.80 £0.00
60990 15.00
66073 70.00
203,04 £0.00
1,272.89 z0.00
711.585 12.85
72760 z0.00
1,zz1.28 100.00
1,278.80 250,00
30.72 2.30
727.60 20.00

1,576.85

Page L

':9:' Click YES bo Continue

= Click MO b0 Abort

Yes

Do you want ko create the export file?

=]

Figure 10 Sample ERSRI Report Edit List

ERSRI Export Report

Figure 11 Create Export File Prompt

A prompt to create the export
file will appear; when selecting
[Yes], a second prompt will be
presented offering the option to
view the file.

eate ERSRIE
Do you wank bo view the File?

':9:' Click ME Eo Skip View

= Click YES to View File

Figure 12 View Export File Prompt

Viewing the export file will resemble the image below; you may not change the export file.

] 1161_02022017.rgl

h161 0202201702282017 001101 046GARIEPY
116182022017 02282017 0011611 03HARVEY
11618282281702282817001181188KATZ
116102022017 02282817 001181115WESTERBACK
116182022017 02282017001161131POTTER
116182822817 022828171234567880 ' DELL
116102022017 02282017 001101146BAILEY
116182022017 02282017 0811681147GRUPPOS0
116182822817 02282817861181153BOUCHER
11610202201702282817 001181156 FARRINGTON
116182022017 02282017 001161385KAUKER
11618282281702282817 08118142 8WALL

116102022017 02282817 00119158 0BONNELL
116182022017 02282017 001191596FARRELL
116182822817 02282817 001181665NYBERG
116102022017 02282817 001101929HERMISTONE

KEITH
KAREN
LAWRENGE
KAREN
HMARIE
JANE
HARIE
LYNHN
LYHH
LYHH
KEITH
LYHH
KAREN
MARIE
HARIE
HARIE

LO0080006190001 8045

FO0000006190001002586210000000000025000000000000000000000000000000000000000 ﬂ

LB0BAEEARDAARATB0AG6 073

00000000000001 00084338

HOOOB000H00000100066873 5

60006A0AA1906810611385

FO000000000000100058492

0000000000000100078715

hBOBABEAA1980010013687

00000000000001 00066073

10012788
180886899 15

JO0000000000001 00066073 7
E

100080304
DBOBAEEAA17806100127289

ABOOOODABOOO0D1 00071155

Figure 13 Sample ERSRI Export File

[ADM-AUC-HR-9899]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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8 ADMINS Unified Community Release Notes — Version 17.2

7. SCREEN DELAY [Fix]

Some sites with large data sets experienced a delay when viewing screens using scroll bars. The scroll bars were

removed from multi-record screens to improve performance.

8 Aplag

Faid Refun Adjust] Balance]  Pending| | -~ Refund Adjust] Balance

BAply | |9AplAK
Pending|

70.00 |

B Scroll bar with "thumb"

FOL00 Pmt !

Pmt

Figure 14 Before Figure 15 After

8. HELP REFERENCE LIBRARY

8.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

e SPECIAL PROCESSING HR-445 Employee Leave Balance Adjustments
HR-520 Group Term Life Insurance Over 50K
e YEAREND PROCESSING  HR-610 Fiscal Year End — Split Payroll
SITE SPECIFIC HR-1005 Bellingham Split Time

[ADM-AUC-RC-8369]

[New]
[Updated]
[Updated]

[New]
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