HUMAN RESOURCES

RELEASE NOTES — MARCH 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
Human Resources system and installed on your site in March 2015.
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ADMINS Unified Community Release Notes — Version 6.0

Human Resources March 2015

1. PAYROLL PROCESSING

1.1. Steps Menu

The Print Deposit Advices step was renamed as Print/Email Deposit Advices to more accurately describe the
actions performed.

Check Register Check Register
Print Checks Print Checks
rint Deposit Advices ‘2 Print/Email Deposit Advices S
Create Uire 1] Creste Direct Depost File
Create Vouchers in A/P Creste Vouchers in &P

Figure 1 Before Figure 2 After
[ADM-AUC-HR-9567]

1.2. Report Enhancements

1.2.1. Labor Distribution Report Summary

The Labor Distribution Report is created when the Post Labor Distribution step is run. The summary section
was aligned with the Debit, Credit and Encumbrance columns in the detail section.

Town of ADMINS Town of ADMINS
tabor Distribucion Summary Labor Distribution Sumssry

Payroll Batch: 1432 Payroll Bavch: 1448

Exployee /hccount Debir Credit Encusbrances Exployee /Account Deb Credic Encusbran

Fiscel Year: 2013 Fiscal Y

1000-D00-0000-000-00-00-20200 ACCOUNTS FATABLE 2609.27  2689.27 0100-000-0000-000-00-00-10400 CASH, TRASH COLLECTION 103.51 831.51

1000-000-0000-000-00-00+2.

EMPLOYEE SELF-INSURED HEALTH CONTRIB 149,70 0100-000-0000-000-00-D0-20200 ACCOUNTS PAYABLE

1000-000-0900-000-00-00-3. TWIOH DUES VITIHOLDING PAVABLE .00 0100-430-0000-004-00-00-51171 PERMANENT PERSOMNEL
1000-000-0900-000-00- DEFERFED CONPENSATION VITHHOLDING 50.63
1000-000-0000-000-00-00-52032 FICA / MEDICARE EXPENSES 128.58 Total 0100

1000-000-0000-000-00-00-99890 CLEARING
1000-300-3520-110-06-00-51260 ADVISOR SALARIES-HS
1000-610-0000-006-00-00-51134 FEFMANENT FERSOMMEL-CUSTODIAN

0200-000-0000-000-00-00-10400 CASH, VWRESTRICTED
0200-000-0000-000-00-D0-20200 ACCOUNTS PAYABLE

0200-450-0000-004-09-50-5.130 PERYANENT PERSONNEL SALARIES 508,80
Total 1000 0200-450-0000-004-00-00-51131 CLERK 988.20
e S5 A L3, ST AT MR 233, o
'
Fiscal Yese 2015
Account Type Summary bebit Credit Encumbrances|
hazec 2,435.23  6,032.18 ) § ’
Liability 2,689.27 2,698.60 16,367,535 80,854,38
s0,549.12  63,03L.08
3,806.28
- 76, 569,62

Report Total 8930.78 8330, 78

Figure 3 Before Figure 4 After

[ADM-AUC-HR-9567]

1.2.2. Warrant Summary Report

The Warrant Summary Report is a new report generated as part of the payroll calculation. It is designed for use
as a concise summary to assist in reconciling payroll.
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ADMINS Unified Community

Release Notes — Version 6.0

Human Resources

March 2015

6135-HREWARANALYSIS. REP Printed 17-Feb-Z015 at 15:06:0% by LUANN
Town of ADMINE

Warrant Summary Eeport

Batch: 1442

Warrant: 20EZ536 Check Date: 13-Aug-Z014 Period Z4-Jul-Z014 thru 0&6-Aug-z014
Gross: 354, 180_4Z
Paid Benefits: E,3z21_66
Total Expenses: 293, E0z.02
Employes Net Pay: 1,620.31
Employese Net Direct Deposits: z48, 77520
Euployee Other Direct Deposits: 4,514_01
Tendor Vouchers: 7E,7594_40

Vendor Checks: 28,891,
Vendor Wires:
Tendor Direct Deposits:

Total Disbursements:

Page 1

1.2.3.  Separate Check Listing

[ADM-AUC-HR-9496]

The Separate Check Listing is generated during the Payroll Processing P Process Paychecks P Select and
Calculate Warrant step. A Pay Code Description was added to the Pay Code column to allow the reader to
understand what each pay code represents and the legend was moved to a more prominent location at the top of

the report.
Towi of ADHIN
Separate Check Listing
Enployees with Separate Checks
Batch: 1432

Warrant. Timesheetr Group Ei Name Pay Code Work Date Amount. Account

402141 SCHOOL-BHS ;ggaga NEWMAN, MARTE A TR 28-Now-2014 157.12 8010-000-0000-000-00-00-51540
902141 SCHOOL-SCHOOL 070138 PAGE, MARIE L TR 21-Now-2014 675.00 8010-000-0000-000-00-00-51540
902141 TOWHN  -TOWH 001166 HOURLY, HELEN H TR 18-Nov-2014 184.62 8010-000-0000-000-00-00-51540

$election Legend:
#M These employee pay records are set to be "Separate Checks” and will only have texes and percentage based deductions applied.

Figure 5 Before

7223-HRCHKCLC_SEPCHE.REP Printed 17-Feb-2015 at 16:57:48 by EATHY
Towm of ADMING

Separate Check Listing

Euployees with Separate Checks

##% These employee pay records are set te be "3cparate Checks” and will only have taxes and percentage based deductions applied. #++

Page 1

Batch: 1449
Warrant Timesheet Group Eup# Name Pay Code / Description otk Date Anount Account
902871 TOWN -FOL 000052 THE ESTATE OF, LYNN M REG REGULAR - hofZ8-Tan-z015 z10.56 1000-210-0000-002-00-00-51150

Figure 6 After

[ADM-AUC-HR-9567]

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

Page 3 of 17



ADMINS Unified Community Release Notes — Version 6.0

Human Resources March 2015

1.2.4. Payroll Check Register

The check register report was enhanced with the following changes to make the report easier to understand:

M Task 7230: Check Register
Check Register

1' eliminated a dupl iCate heading Sort Report By: Check Type { Primary Timesheet Group{ & Name ¢ Checkit
2. re-positioned the count of each group g e oot v o
3. relabeled the notes column Lo | L0 | [T [T

Town of ADNING
Payroll Check Register

Payroll Check Register
Batch: 1432 Warrant: S02141 Check Date: Z5-Nov-2014 Pericod 15-Nowv-2014 thru 25-Nov-2014

ACH File Path and Name: hrurk:deposit.dat

Check# Type Employee/Vendor Check Amount Direct Deposit MNotes/Primary Timesheet Group and Count —
oogo0e3 P 000013 HOLMES, LYNN 111.25
SCHOOL-WEEKLY count: 1
oog00ed P 001166 HOURLY, HELEN H 5458.73
oog00ss P 001166 HOURLY, HELEN H 163.80
TOWN -TOWN — count: 2 ﬂ
Check Type: Printed #: 3 1,125.78
0945528 E 006000 NEWMAN, MARIE A 80z.80
0945830 E 006000 WEWMAM, HMARIE 4 146.39
SCHOOL-EHS count.: 4
09438832 E 010752 BLANDING, LYTNM ##% Warning - No Check/No Direct Depogit *+
0945533 E 070123 FOS3, MARIE L #%% Warning - No Check/No Direct Deposit #%
0945534 E 070125 JORDAN, MARIE L #%% Warning - No Check/No Direct Deposit *%
09455835 E 007765 KEWT, KAREN & #%% Warning - No Check/No Direct Deposit #%
0943836 E 010857 MOWRY, LVNIN A ##% Warning - No Check/No Direct Depogit *+
09455831 E 070138 FPAGE, MARIE L 516.30
0948837 E 010545 RANIERI, MICHAEL F JR #%% Warning - No Check/No Direct Deposit *%
0945838 E 010872 SACCO, EAREN L #%% Warning - No Check/No Direct Deposit #%
0945539 E 070016 WEAVER, LYNN 4 *#** Warning - No Check/No Direct Deposit *%
SCHOOL-SCHOOL count: 9
Check Type: Deposit Advice #: 11 1,565.49

Figure 7 Before

TedRE - HRPaycheck_| 7231_THERESA_1448]

File Edit Farmat Options
[[Courier tew =l [ =] B|7|ufwm] = = =|=| 8|

le11s

7231-HRP AYCHEREG. REP Printed 17-Feb-2015 &t 14:33:22 by THERESL Page 1

Town of ADNING
Payroll Check Registe
Batch: 1446 Warrant: 502570 Check Date: 21-Feb-2015 Period 29-Jan-2015 thru 11-Feh-2015

ACH File Path and Name: hrurk:deposit.dat

Checkd Ewployee/Vendor Check Mmount Direct Deposit Warning/Ewail (if applicahle) ﬂ'
0080115 P 002010 CHRISTIE, LYNN J 757.15

0080116 P 002190 CLINTCN, MICHAEL L JR 1,273.75

0080117 P 000314 CORTES, KEITH A 195.35

0080118 P 002244 DUQUETTE, KEITH U 1,184.80

0080115 P 000311 PERRY, LAWRENCE L 170.05

0080120 P 000307 SAVOIE, KEITE JR 193. 60

0080121 P 001250 THOMASHAY, MARIE M 124.0,

=% TOWN -POL Count: 7

0080122 P 002503 BOMNELL, KAREN J 453.67

0080123 P 001267 FARRINGTON, LYNN 397.64

0080124 P 001022 JCOMES, MARIE L 605.35

0080125 P 001166 KATZ, LAVRENCE L 406.85

0080126 P 070617 MARTINIS, KEITH A 772.32

0080127 P 001239 POTTER, MARIE M 418. 65

0080128 P 006189 VALDEN, MARIE J 646.31

=% TOWN —TOWN Count: 7

Check Type: Printed Count: 14 7,619.59

0949223 E 003105 BOITEAU, KAREN i 430.15% Emailed to wendyBadmins.com
0545224 E 070589 HARTE, LAWRENCE A 634.43

0949225 E 070434 PERES MACDONALD, KAREN J 446.65

0545226 E 070445 SALISBURY, KEITH M 695.77

=%t TOWN -DPW Count: 4

Figure 8 After

[ADM-AUC-HR-9567]
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ADMINS Unified Community

Release Notes — Version 6.0
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o

1.3. Annual Leave Rollover Processing

March 2015

At the end of the calendar year, for sites using accruals, the annual leave rollover process that runs during the
payroll posting was streamlined to process in minutes instead of hours.

2. SPECIAL PROCESSING

2.1. Global Changes to Employees

2.1.1.

Salary Change Date Limits Expanded

[CRI-SUP-SAPLAUC-149]

Prior to the software update, if a global salary change date was more than 365 days from the current date, the
following message appeared and the process terminated. The limit is now plus or minus 2000 days from the
current date to accommodate retroactive contract changes affecting multiple years.

Global Change to Employees Salary

@ Invalid Bargaining Salary Table Effective Date
! or Effective Date outside +/- 365 Days from Today
—  Process Terminated

Global Change to Employees Salary

Wi Invalid Bargaining Salary Table Effective Date
\ | or Effective Date oukside +/- 2000 Days from Today
—  Process Terminated

Figure 9 Before

3. MANUAL CHECKS

Figure 10 After

3.1. Adding a Benefit Not in the Employee Master File

[MAN-SUP-SAPLAUC-263]

Manual checks are sometimes used to reimburse employees for overpayments of certain contributions, as this
amount needs to be shown as part of taxable income for the year. Total benefits were not calculating properly,
producing an error which caused checks to not be printable. Benefits could not be added to a manual check if the
benefit did not appear on the employee’s cost code screen.

This has been changed so that any benefit can be added to the employee manual check without first being added
to the employee cost code screen. (This feature was already available on the deduction screen.)

f , E6272-Manual Check Total Error. PLEASE CONTACT ADMINS
SUPPORT

]

Figure 11 Before

Two Examples of why this may occur (The benefit is not on the

employee screen):

Situation 1: City/Town wants to make a one time contribution to an

employee benefit.

Situation 2: City/Town needs to correct a benefit paid

[MAN-SUP-SAPLAUC-263]

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

Release Notes — Version 6.0

Human Resources

4. BILLING & INVOICING

4.1. Enter & Pay an Invoice

March 2015

The screen was modified to allow the user to enter an invoice number directly instead of forcing the use of a

lookup.

When the lookup by Invoice # is used, the columns are now labeled to use the term “Invoice” rather than “Bill”

for clarity and consistency.

o[ ALIC] 6379 Dt Payroen [therrsal LB

i) &l wielaf] o%l Q ml ]
Detail Payment

Tendered Apgpiie

P | —
Aot |

Paybate [i57a0 505
| Jorsaciors | OwPwtF I gepw | _Satase |

I T —

Line Tickats Enplouse HorkDate _Locaticn Balance Custoser
T55.60 D1 STRAIE GG O

BRILETT

Fla Edt Ledgers Purchas

‘[ ALIC] 6379-Detail Payment [theresa]

B8 & mlels

Ty Irwoiced  Line Ticket#

Check.
o | —

Enploges Balance Cf
Bo02Z7n Tz TORTES T0-Jon-2015 10 Trirtieth Street 2000
00022710 1 8450 FRIMAVERA 249,08 0
7 00022711 THE ESTATE OF 470.00 14
00022712 S 23800 1
00022713 ommuter Rail Crossing 470.00 A
7 00022714 470.00 A
00022715 470,00 R,
00022716 tp pay code actual pay of e 56 1
7 00022717
00022718
00022713
7 00022720 00 per he. w/ear Fixed
00022721 112123 <rw
00022722 112153 MINCHILLO
7 00022723 1 112933 THE ESTATE OF
00022723 2 112233 THE ESTAIE OF

4.2. Invoice Register

[ADM-AUC-HR-9567]

The invoice register was truncating the page numbers on the right side on the printed output. This was corrected.

£373-H]

{VOICEREG. REP Printed 2¢-Jan-2015 3t 10:41:25 by THERESA

1 000302 PRIMAVERA, MICHAEL B 887

000074 MASS ELECTRIC CO (TREE)

Involce Reglater Detall by Custom

Town of ADMIN
Isssue Invoice Register

4.00 12 Shady Lame

Detall/Ticket

Total

105.28 362.40

Figure 12 Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 6.0

Human Resources March 2015

6373-HRPBINVOICEREG. REP Printed 24-Feb-201E at 10:03:51 by KATHY Page 1
Town of ADMINS
Isssue Invoice Register

Invoice Register Detail by Customer/Employes

Bill Date: 24-Feb-2015
Due Date: Z6-Mar-Z0l5

Euployee
Invoices Cuscomer Line Employee Detail/Ticker Number Work Date Pay Code Hours Location Payment  Invoiced

00022730 000196 PRIDE ENVIRONMENTAL
00000-0000
1 003105 BOITEAU, KAREN A 33434 23-Feb-2015 DTP 4.00 55 Brick Rd 24.00

000196 PRIDE ENVIRONMENTAL Detail/Ticket Total

00022731 000204 J.H. LYNCH & SONS
18 McCRACKEN ROAD
P.0. BOX 313
MILLBURY, MA 01527-0000
1 003108 BOITEAU, KAREN A 1222 25-Feb-2015 DIP 4.00 ¢ Miller Cirele 24.00

000204 J.H. LYNCH & SONS Devail/ficker Toral 24.00

Grand Total 48.00

Figure 13 After
[ADM-AUC-HR-9578]

4.3. Aging Report Enhanced

Eilling and Inwoicing Customer Query
Customer Update

Prink Custorner Statements

Print Aging Report

The format for the aging report was enhanced for clarity and readability.

A line was added between customers to make their totals easier to see,
Headings were repeated for each customer.

Bill# Column was renamed “Invoice#”,

Bill Count Column was renamed “Inv Count”,

el N =

€350-HRCUSAGE . RED Trinted 0Z-Dec-2014 at 18:52:55 by MARY Fage 1
Town of ADMINS
Print Aging Report
Detzil Aging Report by Customer
N E—
Customer l 2 ) Custé Billg Bill Date Due Date Under 30 Days 31-60 Days %1-30 Days Over 30 Days Toval Due Bill Count
ot 00022532 18-Nov-2003 1,0867.52 1,067.52
ALENA CHEUVIN 000393 1,087.52 1,087.52 1
00000441  04-Nov-2003 978.56 378.56
00000442 18-Nov-2009 533.76 533.76
00000443 23-Dec-200% 1,234.32 1,234.32
BAY STATE GAS CO 000006 2,746,564 2,746.64 3
00006043 21-May-2003 136.76 136.76
BENCHMARK 000033 136.76 136.76 1
00022638 08-Bug-2014 07-Sep-2014 1,472.00 1,472.00
BEST BUY 000453 1,472.00 1,472.00 1

Figure 14 Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 17
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March 2015

&330-HRCUSAGE . REP

Printed 18-Feb-Z01f at 12:3%:30 by THERESA

Town of ADMINS
Print Aging Report

Devail Aging Report by Custonmer

Page 2

00022721 11-Feb-2Z015 13-Mar-Z01S Z58.58 Z58.58
00022722 12-Feb-2015 14-Mar-Z01& 1,688.40 1,688.40
**Total ALLSTOM POWER AMERICAN MNATION 000001 l 3 \ 4,576.08 Zz34.00 4,810.08
Inwoicef Inv Date Due Date Under 30 Days 31-60 Days 61-50 Days Over 50 Days Total Dus
00022714  26-Jan-2015 25-Feh-ZOLE 470.00 470.00
**Total ALPHONSO0 BUILDERS ’ \ 000187 470.00 470.00 1
@ Invoice# Inv Date Due Date Under 30 Days 21-£0 Days &1-20 Days Over 30 Days Total Due Inv Count
00022713 26-Jan-Z015 Z5-Feh-ZO15 470.00 470.00
**Total AMTRAE 000117 470.00 470.00 1
Inwoicef Inv Date Due Date Under 20 Days 31-€0 Days £1-90 Days Over 90 Days Total Due Inv Count
00000441 0D¢-How-Z003 97858 378.58
00000442 18-Now-zZ003 £32.76 £32.76
00000443 23-Dec-z005 1,234.32 1,234.32
**Total BAY STATE GAE CO 00000 Z,746. 64 2,746, 64 Ed

Figure 15 After

4.4. Payments

[ADM-AUC-HR-9567]

e The Detail Payment screen now includes an “Adjusted” column so the balance field ties across each row.
e The totals at the bottom of the screen were not accurate. This has been corrected.

‘am[auc] 63831

courts Pk Fesad et

Pl Bt Lodgurs P .
Bl & we||w| )% Qf @] i

s Baigel Colotioms Tax Moloe xise Misc Bl System ok

Detail Payment

- 830 402012 By AS0H Charged by

s,
Actns st vans
emotcn b
(e
EEnpiores £
— Rttt |
1 rucice petnt Irneactions
WorkDate  imvaices  Line DetailTickees et i Paid  @atance

Gt 10 1 128 2, 262,02
6,

Poymart £ Lot 2.0
1700, 700,00
.84
==
En
Er
e
3.5
184,60

Toigs 4o 19,08 79%.

E[AUC] 6353 Detai Payment [theresa]

Fo Tk Ledgers P Asaets Buget. Colectors Tax Motor Excie MecBllng Sysiem Heb
e &) we|+|m] 5 Qf @ w
Detail Payment
ot
Ao
i DIMFRITNG CoSTRIETION
uamwcn | .
Faymert Lt
mvoiceDetd | Transactiors |
[sei Ermpioyee WorkDote  fwniced  Line DetalTickets  Het imnicesd aid [ Austes [ Patance | Paymers  MewDatance
[ HInCHILD 1 468,00 458,00 458,00
I peImneRs I 468 .00 8,00 468,00
[ T ERE L 470,00 470,00 470,00
r e o .84 3,84
I comre 2 355,84 3.
e F: e
I enmenn 24 3,64
r ez 2 Ex
roaz 24 . =00 =
[T 2 wago  1modfl -6
Totals. ECRUSSCRY R .00

Figure 16 Before

4.5.

Form Changes

Figure 17 After

[ADM-AUC-HR-9567]

The invoice form was enhanced for readability and clarity. The details will vary based on the pay code setup.
In the example shown below, three codes are set up in Human Resources » Tables P Pay Codes P Detail Billing

Tab:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Description of Charge Hours Rate Charge
Employee Charge 1 ¢ 21056 $ 210.56
Town Fee 800 $ 6.00 $ 48.00
Employee Charge 800 ¢ 40.00 $ 320.00
Town Fee n} 8OO $  BOD _$ 4800
Vehicle Charge Hrs/Max $ 100.00
Employee Charge Percent 15000% $ 315.84
Town Fee 800 ¢ 600 § 48.00
Employee Charge FlatRate §¢ 15000 $ 150.00
Town Fee 800 ¢ 600 § 48.00
Employee Charge 800 ¢ 44 00 $ 352.00
Town Fee 800 ¢ 600 ¢ 48.00
Billing/Vendor Charges
Apply Additional Charges?  EINESNCING 1. Tocharge what the employee is
rlling Charge Type Rate Category 01 Emplogee Charge paid, the H_ours column is blank and
U actual Pay of Employee —————— the Rate will reflect the amount the
s ate employee was paid.
e 1
Vehicle Charge Type Rate Category E Vehicle Charge 2. To charge a rate for a block of
¢ Mone hours up to a maximum number of
% of Employees Hourly Rate hours for the vehicle, the Hours will
€ Hourly Rate s o Hore e Hours display |?|r5,fMax and the Rate
::w | 556600 | 700 | 5,00 column is blank.

Billingendor Charges
Apply Addifional Charges? @ Yes © No 3. To charge a percentage of the
employee’s rate, the Hours will

Billing Ch T Rate Cat m h . .
bl A ¢ talenoy Enplogee Charge Display Percent and the rate will
Lo of Employees Hou [T150.0000 @——— show the percentage.
 Hourly Rate |
" Fixed Amount

[ADM-AUC-HR-9581]
5. POSTING CONTROL

5.1. Billing & Invoicing Batches GL Batch Numbering

A sequence number was added to the outside detail billing (originating in the HR module) user batches for
easier identification and retrieval once the billing and invoicing is posted.
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Ledgers

Account Maintenance: 3

Journal Entry Processing ¥

Posting Control Review Work. In Pragress Transactions

Prior to the software update, if multiple batches were billed in a single day, the same User Batch # was assigned
to each, as shown below:

Trx Date Post Date Line GL# Reference# TrxCode User Bat#

3-Jan-2015 il 2 HR10  PB0O12315
P3-Jan-2015 1 2 HR10 FPOLBIL
P3-Jan-2015 1 2 HR10  PBO12315
p3-Jan-2015 1 2 22703  HR10  PB0O12315
p&-Jan-2015 1 2 HR10  PBO12615
P6-Jan-2015 1 2 22710 HR10  PBO12615
P6-Jan-2015 1 2 22715 HR10  PBO12615

Figure 18 Before

Now, the user batches will be named as follows: The literal “PB”, followed by the date in MMDDY'Y format,
followed by a sequence number between 1 and 9. This assigns each batch processed in a given day with an
incrementing sequence number. An example is shown below.

February 12,2015 February 13,2015 February 14, 2015 | The extra digit in the batch # will enable the user

PB0212151 PB0213152 PB0214157 to search for a particular batch more easily in a
PB0213153 PB0214158 report or transaction history screen.
PB0213154 PB0214159
PB0213155 PB0214151 In the unlikely event that more than nine batches
PB0213156 PB0214152 are processed in a single day, the batch numbering

sequence will repeat.

Figure 19 After
[ADM-AUC-HR-9577]

5.2. Unposted Transactions

Prior to the software update, the GL code of HR10 was not listed in the GL Batch Number lookup when printing
unposted transactions. This has been corrected.

Ledagers
Account Maintenance 4
Journal Entry Processing

Posting Control Review Work In Progress Transackions

Unposted Transactions

Print Unposted Transactions
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Post GL Transactions

Optiomal: Enle

Optional: Enter Accountd [

Optianal; Transaction Date Range (mmddyyyy) From: [g1262015  To:[01232015
Optional: Enter GIL Transaction Code: Rio

Optioaal: Enter Usemame BLSA

Optiomal: Enter up to 9 Batches

Batch G Code Y Entered

=3

o o o o B

[pesdy

o
fosetns | 0eseiect s | PO | Arouwie |

Optional = 21

" Optlonal: Enter Accouetd [

. Optional: Enter G Transaction Code [

" Optional: Transaction Date Range (menddyyyyl From: (01232015

To:[oz012005

Optionat; Enter Usemame r

[

Optional: Enter up 1o 3 Datches £dit_|[8vatues:

Optionat: Enter up to 3 User Batches 2

Runos @ preview P2 [

T e =
i

W Printing use Doplex = vey 3 [
N —

Batch Q. Code FY__ Entaced

Lookup oK | _car

Figure 20 Before

6. REPORTS

6.1. Warrant Report #6188

iry Paychecks/Other [theresa]

Orders  Accounts Pavable Fixed Assets  Human Resources Budget Collections Tax  Motar Excise  Mis|

[o4] 2l#] 2 ] i

Report Library Paychecks/Other

Report Name

B789-EED Reports Sample
7225-Benefit Categories Sample
Bd6d-Enployee Corwersion Demographics Saiple
6d63-Tables Audit Reports Sample
Bdb5-History Audit Reports Sample
- Paycheck Hiztory Reports ——— Sample

| 6155 auroll Warrant List Samplz | Run II

Figure 21 After

[ADM-AUC-HR-9577]

M Task 6188: Payroll Warrant List

Payroll Warrant List

Required: Check Date Range (mmddyyyy] From: |[TFEs A1 F] To: [13-Feb-2015

Optional: Enter up to 9 Warrani#'s Edit 0 values:
Optional: Enter up to 9 Bank Codes Edit 0 values:
Run as & Preview  Print  PDF  Excel

Lookup | 0K | Cancel Clear All

The Payroll Warrant List report found in the Paycheck History Reports section of the Reports Library has been
enhanced. The report now includes a column for “other direct deposits” which includes Electronic Funds

Transfers for credit union deposits, among others. The report may be run for a single posted warrant, all posted
warrants, or up to nine selected warrants. A check date range is required. In addition, the report # shown on the
printed output now matches the report # in the Help Reference Library.

RWARLIS'I‘.REP Printed 06-Jan-2Z015 at 09:23:23 by MARY

Town of ADMINS
Payroll Warrant DList

Warrant Bank Check Date Check Amount MetDirectDeposit cash Amount
120114 pAYR 05-Dec-2014 7,046.37 26,106.82 34,063.1%
502555 PAYR 13-Dec-2014 4,025.52 13,681.52 18,777.04

Grand Total 11,071.89 39,788.34 52,840.23

fSelection Legend:

Check Date: 12012014 to 1231201%

€195 JRUARLIST. RER Printed 17-Feb-Z015 at 09:53:15 by THERESR
Town of ADMINS

Payroll Warremt List

TVarrent Bank Check Date Check Amount HetDirectDepositffither Direct Dep Cash Amount
120114 PAYR 08-Dec-2014 7,046.37 76,106 82| 2,976.19 24,063.19
902559 PAYR 13-Dec-2z014 4,025 82 13,681 52| z,863.62 18,777.04

Grand Total 11,071.89 39,739.34' 6,839.81' 5z,840.23

Selection Legend:

Check Date: 01-Dec-Z014 to 31-Dec-2014

Figure 22 Before

Figure 23 After

[ADM-AUC-HR-9574]
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6.2. Terminating Position Leave Balance Report

If an employee is terminated or retired from a position and they have a leave balance without another active
position with the same leave accrual code, a report will be generated.

For example, let’s use employee #23, shown below in the Employee Maintenance screen. The current accrual
group for this employee is listed as SC23.

The Leave History Query screen shows that the employee has 138.50 days of sick time accrued.

Leave History

Goto
= Employee JRNEE] OSTEGREN, KAREM M

2 Summarysccrual Group_|

rrrrrr Forfeited-—— ——
Days Hows  Days Hours

PEnciing Balance—
Hours  Days

—Bey Bal
Hours

Accrued Tak
Days Howrs  Days Hours
COMPTIM  Comp Tine

HOLTDAY  Holi

10,00
53,50

10.00
75,00

123,00

ve
WACATION Vacation

ma[AUC] 6445-Employee Maintenance [theresa] HEE
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets HumanResources Budget Collections Tax Motor Excise Misc Biling System Help
8| wlv|o|m| % 2 = il
No picturs
Employee Maintenance on fFile
Goto...
S Employee Number 500023 KAREN M OSTEGREMN Employee Attachments (1) 1 )
Adtions Position EOlQTEREEIE—O? BMMS TEACHER 2 0f3 Employee Positon Attachments ] ;
VAN AVAVAVAVAVAVAAVAVAVAVAVAVAVAY, MAVAAVAVAVAVAVAVAVAVAVAVAVAVAVAVAVAVAVAY
Classifications ~ Employee Status R Mew position Other Date #9
Employee Type FF Full-Time Faculty Other Date #10
EEO Employment Category 2 Professionals
EEOQ Employment Type b1 Full-Time Termination Date pi-Feb-2015
Workers Compensation Code 8368 SCHOOL TEACH & CLERI Reason
Accrual Group BC23 TEACH.-UNLIMITED [lransfer to Mew Position
[Ready [Status: Position Terminated Status Mew position | [ e
If employee 23:

—retires, transfers to a new position or is otherwise terminated,
—has a leave balance, and
—has no other active position within the SC23 leave accrual group,

the Terminated Employee Leave Balance report will be generated to notify the payroll processing staff that
there is a leave balance. The report provides information to the payroll processing staff on entering the leave
balance for the new position in the employee timesheets.
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«f TedRE - EmployeeList_Leave 6189 _THERESA[1llis
File Edit Format Options

ICUurierNaw jlﬂ j Bl[ QI-v _EI

f 100
£125-HRREP:HREMILET LEVCOD.RET Printed Z&-Feb-Z01F at 14:49:E5F by THERESL Page 1
Town of ADMINS
Terminated Employee Leawe Balance Report

Ewployes: O00DZ2 OSTEGREN, KAREN M

Position: S01ZTEASCIS-0Z EMME TEACHER
Acecrual Code: SCZ3 TEACH. -UNLIMITED

Beg Beg Acrued Acrued T=zed Tsed Forfiet Forfeit Pd Ouc Pd Ouc Bal Bal

Caode Description Hours Days Hours Days Hours Days  Hours Days Heurs Days Hours

SICKLE Zick Leave

53.50

This repert is being generated bacause this employes was terminated with leave balances* for the accrual code SC23
and they do not have ancther active position with the same accrual code.

If the employes has another position with a different accrual code, the balances can be entered as accruals in their
timesheets for the new position.

*Balances do not include any in-progress payrolls.

Figure 24 Terminated Employee Leave Balance Report Sample

If this employee was hired for another position within the SC23 leave accrual group, this accrual balance will
remain on the employee record in the leave history, effectively transferring the leave balance to the new
position. The report will not be produced.

[ADM-AUC-HR-9571]

6.3. Timesheet Entry Detail Report by Timesheet Group/Employee
#6220

Alignment issues on this report were corrected for the Hours, Days and Wages columns. In addition, the Wages
column and footer was renamed ‘“Wages Paid” to be consistent.

6220-HRTMSEMPDET .RER Printed 02-Dec-2014 at 17:30:15 by MARY Page 8
Town of RDMINS
Timesheet Entry Detail by TS GCroup/Employee

Timesheet Group: TOWN -EOL Police Department
Work Date Warrant Day Code Hours| Day] Wages| Expense Account
Hours| Day Paid
Regular: £2.00 825.60
Zmployee Total: £2.00 825,60
002855 MARSHALL, KEITH R T210D0LOFF -01
26-Aug-2014 302555  REG REGULAR - hours 1z.00 275.60 |1000-210-0000-002-00-00-51150 POLICE OFFICERS SALARIES
27-Aug-2014 5 mEg REGULAZR - hours 1200 279_60 |1000-210-0000-002-00-00-51150 BCLICE OFFICERS SALARIES
28-Rug-2014 302555 REC REGULAR - hours 1z.00 372.80 |1000-210-0000-002-00-00-51150 POLICE OFFICERS SALARIES
30-Rug-2014 302555 DPOL EDUC police education inc 1.00 35.75 | 1000-210-0000-002-00-00-51800 EDUCATION INCEWTIVE (QUINN BILL)
Hours| Day Paid
Reqular: 26.00 33z.00
Premium: 1.00 35.73

Figure 25 Before
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6270-HRTHSEMPDET . REP Printed 04-Mar—z0l5 at 14:58:07 by KATHY Page 1
Towm of ADMINS
Timesheet Enmry Detail by TS Group/Emplovee
Timesheet Group: TOWN -DPW PUBLIC WORES
Work Date Warrant DPay Code Hours, Days| Wages Paid|Expense Account
003105 EOITEAU, KAREN & T4ZZDFWHCLE-01
29-Jan-2015 902570  REG BEGULAR - hours 400 7z.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
29-Jan-2015 902570  REG DEGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 DPERMANENT PERSONNEL-CLERE
20-Jan-2015 902570  REG DEGULAR - hours 4.00 72.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
30-Jan-2015 902570  REG REGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 DERMANENT PERSONMNEL-CLERR
01-Feb-2015 902570  SICKACCE SICK ACCRUAL 1z.00 0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
0z-Feb-2015 902570  REG BEGULAR - hours 400 7z.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
0z-Feb-2015 902570  REG REGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 PERMANENT PERSONNEL-CLERE
03-Feb-2015 902570  REG DEGULAR - hours 4.00 72.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
03-Feb-2015 302570  REG REGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 DERMANENT PERSONMNEL-CLERR
04-Feb-2015 302570  REG REGULAR - hours 4.00 72.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
04-Feb-2015 902570  REG BEGULAR - hours 400 72.76 |1000-422-0000-004-00-00-51133 PERMANENT PERSONNEL-CLERE
05-Feb-2015 902570  REG BEGULAR - hours 400 7z.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
05-Feh-2015 902570  REG DEGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 DPERMANENT PERSONNEL-CLERE
06-Feh-2015 902570  REG DEGULAR - hours 4.00 72.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
0§-Feb-2015 502570  REG REGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 DERMANENT PERSONMNEL-CLERR
09-Feb-2015 302570  REG REGULAR - hours 4.00 72.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
09-Feb-2015 902570  REG BEGULAR - hours 400 72.76 |1000-422-0000-004-00-00-51133 PERMANENT PERSONNEL-CLERE
10-Feb-2015 902570  REG REGULAR - hours 4.00 7z.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
10-Feb-2015 902570  REG DEGULAR - hours 4.00 72.76 |1000-422-0000-004-00-00-51133 DPERMANENT PERSONNEL-CLERE
11-Feb-2015 902570  REG DEGULAR - hours 4.00 72.76 |0100-430-0000-004-00-00-51131 PERMANENT PERSONNEL
11-Feb-2015 302570  REG REGULAR - hours 4.00 (554, 84) | 1000-422-0000-004-00-00-51133 PERMANENT PERSONNEL-CLERR
Hours Days | Wages Paid
Degular: g0.00 727.60
Unpaid: 1z.00
Employes Total: 9z.00 727,60

Figure 26 After
[ADM-AUC-HR-9567]

7. TABLES

7.1. Pay Code Table

Alignment and typographical errors were fixed on the Pay Code Table.

Pay Code Table Pay Code Table
ot gao
o [ Code [T SE7 AN - [ FavCade BT
1 Summary Paychec | 2BsseBuckets | 3oeminig | L Summary.PayChec 2Bse Buckets 3DetsiEling
Sunary-Barett st Snsery. Boreit 3t
£ Add New Paycheck Categary EWERTT OVERTIME  dd New
Aetount Numiber [rerwiemmne s e
gt Lt Benent Statement Category gEstust
Z Detwiea it 7 Detolea Lt
5 ostwl sang Ly D Bfing List.
Category Tables. Pement of Hourly Rate  [150, 5000 Leawe Type Code |Categary Tabiles Parcent of Houry Rate  [150 6000 Liare Type Code
§Paycheck unt Lo Pas [ e r & & Paveteck FiatAmount — LeavePastTyga S e
Q Bereit Satenert © Days e staenert | | | Unis © Days
& Hours Al Ovemide on Enry? @ Yes € No & Hours Al Qveride on Eniry? @ Yes € o
 PerDiem Reason Code Required? " Yes & No [Category © Per Diem Reason Code Req 7 " Yes F No
Pay Code Type " Regular Separate Chack? & Yes © Na Pay Code Type T Regular Separate Check? & Yes " No
& overtime Pay Sacond Check as7 € check & Gritina Fay Bacond Chiack as? € Chetk
 Premium - © Premium & Regular Py Menod
 Unpraductiva lpmse on this Py Gada? l  ungrosuctre
& Yes " No o mhar ™ Yes No
£ Unpaid  Ungald
Usé houss inFLBACalculation (& Ves © No Use houss in FLEA Calculalion & Yes € Mo
AMmte Rte r Asemale Rale -
Raset Perfert attendance Date? © Yes & No Reset Parfact Attendancs te?  ¥es & Na
GrageOfference [ Grads Oiference. [
Difference — Encumber this Pay Code C ¥es & No Step Difference — Encumber his Pay Code ves F Mo

Figure 27 Before

7.1.1.

Detailed List

Figure 28 After

[ADM-AUC-HR-9567]

The Detailed List (accessed via Alt]7 or the button) was changed to position the headers properly
above the data columns in the Excel output.
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| A | B | ¢ | D | e | F ] H | | | J | K L
—
1 [PayCode Description PayCatCeode Description BenefitStCat Description Order PayType %HrlyRate FlatAmt Units LeaveCod PstLeave GradeDif StepDif
|2 | 15T DAY ‘st day of school - REGULA REGULAR STIP Stipend Regular 0.00 0.00|Days
g T O ™ T T T —
| 4 |ABAEXTR Extra hours ABA non- NON-PE  NON-PENSION STIP Stipend Regular 100.00 0.00|Hours
| 5 [acom POLICE ACADEMY REGULA REGULAR STP Stipend Regular 0.00 0.00 Days
6 |ADR Athletic Director Pa NON-PE  NON-PENSION STP Stipend Regular 0.00 0.00 Days
ADLN ADLMINISTRATHE | FAVE BECIL A BFEGUIAD wil=] Stinend Uoocodict 000, 0 00 Day:
Figure 29 Before
L B (e L E Iz = H | | 4 |
L ode Description PayCatCode Description Benefit5tCat Description Order PayType %HrlyRate FlatAmt Units LeaveCo
2 el o Lot s ot ookl EECLL BECLL B Loz ooo Q00 D
3 4038 403h payment MON-PE TN -PEMSION =TIP Stipend 2 Cther 000 10000 Hours
4 ABAEXTR Extra hours AB& non- MOMN-PE MOM-PEMSION STIP Stipend 2 Regular 100,00 0.00 Hours
5 ACDM POLICE SCADEMY REGLLA REGLULAR STIP Stipend 2 Regular 0.0a 0.00 Days
E ADIR Athletic Directar Pa MON-PE MM -PENSION =TI Stipend 2 Regular 0.0a 0.00 Days
7oADLY ADMIMISTRATIVE LEAYE  REGULA REGULAR STIP Stipend 2 Unprociuct 0.0a 0.00 Days
G ADMPAY  Administrator Pay - MON-PE MON-PEMSION STIP Stipend 2 Regular 0.00 0.00 Davys
9 ADP ADMIN DAY POL ADMIN ADMIN DAY POL LEAYE Leave 5 Unprocuct 0.00 0.00 Days
Figure 30 After

Some columns (AA —AR) may be blank. These are base bucket columns and only appear if selected on the
Tables P Pay Codes P Base Buckets Tab for at least one active pay code. In the example below, five base
buckets are checked off, so they will appear on the above report. If the remaining base buckets are unused
on ALL active pay codes, the columns corresponding to the codes will be blank.

&y

Goto

Actios

{Summary-Paychec]

Pay Code Table

PayCode ENINEEE Fba Sumner Hours

4 Cauion__|

Summary-Beneft St
S New.
6 EditList
T Detailedt List
8 Detall Biling List
Category Tables
9Paycheck
0Beneiit Statement
Category Report

V4 Benefit Statemert

Buckets 1-20

| 3Delai Bing

Buckets 21-40

Federal Tax Wages
Medicare Hages

State Taxshle Wages
Retirenent Hages

Total Wages

Horkers Conp

Federal Taxes

State Taxes

Reportable Heslth Care Cost

aaaaxaada

~

TANABLE BENEFITS

Pension Flan Flag
Deferred Conp Hages
EFT Deductions

imimin |

T OIT/1U4F wages

T Clothing non taxable
T car allovance

I Clothing taxable

™ Senior Tax Gross Pay
T Senior Tax Net

T Roth Contribution

[ADM-AUC-HR-9567]
7.1.2. Detail Billing Pay Code Edit List Changed
The prompt for the Detail Billing List was modified to allow sorting by Pay Code, Pay Type or Category.

[N Task 6638: Detail Billing Pay Code Listing

Detail Billing Pay Co
Sort Report By Employee Number © Deduction Code ¢ Category )

M Task 6638: Detail Billing Pay Code Listing
Detail Billing Pay Code Listi

Sort Report By: 1 Pay Type ¢ Category

Runas & Preview © Print  PDF " Excel Runas & Fxcel
If Printing use Duplex & Yes ¢ No

Lookip_ [ 0K | cancel | Clearau | Lookup | 0K | Cancel Clear All
Figure 31 Before Figure 32 After
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Pay Code Table

s This report shows the settings
J— PayCode  [OTF Police Detail Pay . .
_ for any active pay code that is
Eme PR PR w marked as a Detail Billing Pay
5. I Timesheet Entr Billipoidg
|| Ty Code.
AN N REQUIRED on Timesheet Entry Billing Charge Type Rate Category 01 Ewployes Charge
il Biling Li @ Actual Pay of Employee .
'@) DetalTichett Requred® & Yes M S B D To mark a pay code as a Detail
Category Tables " Hourly Rate P
e ElakedAoln Billing Pay Code set the Yes
. e Fote Ctewoy 0 radio button on the Turn on Pay
" Benefit Statement % of Employees Hourly Rate I .
8 b Code for Billing? on the Detail
e Billing tab of the Pay Code table.
Other Charge Tyne Rate Category [
 Mone
" % of Employees Hourly Rate
 Houtly Rate
" Fixed Amount

The Detail Billing List was enhanced with additional columns and is now available exclusively as an Excel report
to accommodate the added columns.

A B (o D E [ G H
1 |Pay Code Description Caten Category Type Pay Type SepCk Account# Status
2y cu DOUBLE Wane Owvertime  Ves ERER RS LR MR_KE AR ARAEE Active
3 CUSTBILL  Custodian hilable OVERT Wage Owvertime  Yes - e Active
4 CUSTDBT  customer dit OVERTl Wage Premium Mo ARER_ARE_AERE_AR_K_ARARAEE Active
S CUSTOWT  School custodian overtime OVERT Wage Owvertime  Yes EERE_ERE_AERE_RD_E_A2_reart Active
& DTP Police Detail Pay DETAIL  ‘Yage Regular es 8010-000-0000-000-00-00-51540  Active

Figure 33 Before

Columns H — U show the additional columns available in the report; only active Detail Billing pay codes are
included on the report.

A B [ D E F G H | J K J Ll M o] [ Q R s I
1 Pay Code Description Catenq Cat Type Pay Type SepCk Accounts urn on? Detlick Reqd Addl Chgs Bill Chy Rate Cat Veh Chg Rate zhours MaxTime Cat Oth Chg Rate Cat
2 |DbTP Police Detail Pay DETAIL ‘Wage Regular Yes 8010-000-0000-000-00-00-51540 hd v Actual Pa 000 Employes Mone oon 0.00 ong Mone ono
3 DTPNOS  Police Detail Pay Mo 5 DETAIL Wage Regular Mo 8010-000-0000-000-00-00-51540 hd v Hourty Ra 4400 Employes None oon 0.00 ong Mone ono
4 DT police details - other DETAIL Wage Regular Wes £010-000-0000-000-00-00-51540 W e Hourly R 4340 Employes Mone Q.00 0.00 0.00 Maone 0.0a
5 DTPM MNOS  police detail other ve DETAIL Wage Regular Mo £010-000-0000-000-00-00-51540 W e Hourly R 4340 Employes Mone Q.00 0.00 0.00 Maone 0.0a
6 DTP2 police details - other DETAIL Wage Premium  Yes £010-000-0000-000-00-00-51540 W e Hourly Ra 7260 Employes Mone Q.00 0.00 0.00 Maone 0.0a
7 DTPZNOS police details other v DETAIL Wage Premium  No §010-000-0000-000-00-00-51540 A s Hourly Ra 7260 Employes NMone Q.00 0.00 0.00 Mane 0.0a
g DTP3 police out of town det  DETAIL Wage Premium  Yes §010-000-0000-000-00-00-51540 A s Hourly Ra 4300 Employes Mone Q.00 0.00 0.00 Mane 0.0a
9 DTP3IMOS police out of town det  DETAIL Wage Premium Mo £010-000-0000-000-00-00-51540 Y N Hourly Ra 4300 Employes Mone 0.o0n 0.00 0.00 Mane oo
10 DIF4 police out of town cet DETAIL VWane  Premium  Ye 010-000-0000-000-00-00-51:540 o el il T Tl gy Rt

Figure 34 After

[ADM-AUC-HR-9567]
8. YEAR END PROCESSING

8.1. W2 Forms for Sites with Multiple Entities

[IPN4)

For sites with multiple entities, a duplicate line was appearing on the Employer’s address block “c” on some
W2s. This has been resolved.

¢ Employer's name, address, and ZIP code ¢ Emplover 's name |, address, and ZIP code
TOWN OF MANSFIELD TOWH OF MANSFIELD
4 SOUTH EAGLEVILLE FD 4 30UTH EAGLEVILLE ED

; . 28a STORRS | CT 06268
STORRS. CT 06268 l l

Figure 35 Before Figure 36 After

[ADM-AUC-HR-9582]
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8.2. W2 Annual Training Webinar

The annual webinar training for W2 processing was offered on January 21, 2015. The updated presentation

materials are available in the Help Reference Library.
[ADM-AUC-HR-9576]

9. HELP REFERENCE LIBRARY

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

e YEAR END PROCESSING W2 Webinar Slides
e SYSTEM System Administration Kit
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