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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.  The changes are not itemized nor documented here 

as they are being covered during Webinar training sessions.  

ADMINS Support continues to work with the IRS and as changes 

are needed, they are installed on your site.  Future webinars will 

be scheduled in March/April as soon as electronic file testing is 

ready with the IRS. 

 
 

TABLE OF CONTENTS 

 
1. PAYROLL PROCESSING .................................................................................................................................................. 3 

1.1. Select and Calculate Warrants [to run faster] ............................................................................................................. 3 
1.1.1. Cost Code Accounting Errors Report [see errors earlier in process] ................................................................... 3 

1.2. Check Register [to run faster] ...................................................................................................................................... 3 
1.3. Print Checks/Deposit Advice [remove messages] ........................................................................................................ 4 
1.4. Post Labor Distribution/Email Advices ......................................................................................................................... 4 

1.4.1. Post Labor Distribution [to run faster] ................................................................................................................ 5 
1.4.2. Issue Email upon Completion [NEW] .................................................................................................................. 6 
1.4.3. Issue Email after Attaching PDFs [NEW] ............................................................................................................. 6 

2. VOID/MANUAL FIGURE PAYCHECK ............................................................................................................................... 7 
2.1. Void Check Register [remove spurious characters] ..................................................................................................... 7 

3. BILLING & INVOICING.................................................................................................................................................... 8 
3.1. Adjustments [correct Aging report to reflect adjustments] ........................................................................................ 8 
3.2. Print Aging Report [alignment issues] ......................................................................................................................... 8 
3.3. Invoice Transaction History Report [NEW] .................................................................................................................. 9 

4. BANK RECONCILIATION ............................................................................................................................................... 10 
4.1. Bank Account Management Listing [identify bad dates] ........................................................................................... 10 

5. QUERIES ...................................................................................................................................................................... 12 
5.1. Timesheet History Calendar [Add Filtering By Pay Type]........................................................................................... 12 

5.1.1. Print This Calendar [add PDF Option] ............................................................................................................... 14 
5.1.2. Print Selected Calendar [use new filters from screen] ...................................................................................... 14 

5.2. Paycheck History–Employee Summary [to run faster] .............................................................................................. 15 
6. TABLES ........................................................................................................................................................................ 16 

6.1. Bank Code Table � Human Resources ACH Tab ......................................................................................................... 16 
6.1.1. Direct Deposit File Name [Add Date and Time stamp] ..................................................................................... 16 

6.2. Bargaining Unit – Retroactive Pay [lookup by Descr or Code] ................................................................................... 16 
6.3. Bargaining Unit – Reminders [NEW] .......................................................................................................................... 17 
6.4. EEO Race Table .......................................................................................................................................................... 19 

6.4.1. Update Race Category [compliance change] .................................................................................................... 19 



 

ADMINS Unified Community Release Notes – Version 7.0 

Human Resources March 2016 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 36 

6.4.2. Report on Employees by Code .......................................................................................................................... 20 
6.5. EEO Type Table .......................................................................................................................................................... 21 

6.5.1. Report on Employees by Code .......................................................................................................................... 21 
6.6. EEO Category Table .................................................................................................................................................... 21 

6.6.1. Report on Employees by Code .......................................................................................................................... 21 
6.7. Cost Code ................................................................................................................................................................... 22 

6.7.1. Over 50K Life Insurance [manage employee benefit amounts] ........................................................................ 22 
7. QUARTERLY PROCESSING............................................................................................................................................ 24 

7.1. Connecticut Unemployment Reports ........................................................................................................................ 24 
8. REPORTS ..................................................................................................................................................................... 25 

8.1. By Employee .............................................................................................................................................................. 25 
8.1.1. Employee List –Grade Schedule #6714 [show CURRENT pay rate] ................................................................... 25 
8.1.2. Employment Verification Report [NEW] ........................................................................................................... 26 
8.1.3. Employee Leave Balance #6079 [fixed Excel output] ........................................................................................ 27 
8.1.4. Leave History (Attendance) Report [Add Day of Week].................................................................................... 28 
8.1.5. Employee Leave Time Over XX Days/Hours [NEW] ........................................................................................... 28 
8.1.6. Special Anniversary Reminders Report [NEW] .................................................................................................. 30 

8.2. By Timesheet ............................................................................................................................................................. 31 
8.2.1. Timesheet Entry Detail–Changed Timesheets .................................................................................................. 31 
8.2.2. Timesheet Detail Report #6249 – Added Bargaining Unit ................................................................................ 31 
8.2.3. Timesheet History By Ts Grp/Emp Unproductive/Unpaid [add Totals] ............................................................ 32 

8.3. By Paychecks/Other ................................................................................................................................................... 33 
8.3.1. EEO Reports–Reconciliation Reports ................................................................................................................ 33 
8.3.2. EEO Reports–Salary Reports [show code and description] ............................................................................... 33 
8.3.3. Historical Paycheck Register – Employee Totals [add Totals] ........................................................................... 34 

9. MODULE CONTROL ..................................................................................................................................................... 34 
9.1. 6026–Summarize Expenses to GL Posting [NEW] ...................................................................................................... 34 

10. YEAR-END PROCESSING .......................................................................................................................................... 35 
10.1. 1099 R Processing ...................................................................................................................................................... 35 
10.2. W2 Errors on Missing ACA Information ..................................................................................................................... 36 

11. HELP REFERENCE LIBRARY ...................................................................................................................................... 36 
11.1. New or Updated Documentation .............................................................................................................................. 36 

 



 

ADMINS Unified Community Release Notes – Version 7.0 

Human Resources March 2016 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 36 

1. PAYROLL PROCESSING 

Some Process Paychecks menu steps were renamed to describe 

their use more accurately. “Print/Email Deposit Advices” was 
renamed to “Print Deposit Advices” as the emailing of the 
deposit advice is now performed in a subsequent step. “Post 

Labor Distribution” was renamed to “Post Labor 

Distribution/Email Advices”. 
 
Changes were also made to three of the Process Paychecks steps 

to speed processing. In addition, checking was added to the first 

step, Select and Calculate Warrants, to produce a new Cost 

Code Accounting Errors report. 

 

1.1. Select and Calculate Warrants [to run faster] 

Additional work has been done on this process to reduce the time required to calculate a payroll.   

 [ADM-AUC-HR-9743] 

 

1.1.1. Cost Code Accounting Errors Report [see errors earlier in process] 

Deduction and benefit accounting errors were not being reported until the “Post Labor Distribution” step. This 
required ADMINS intervention to resolve. Account checking is now performed and reported in the “Select and 
Calculate Warrants” step so that errors can be corrected by the user before getting too far into the payroll cycle. 
 
If there are reportable errors, a report will be generated along with an on-screen message prompt.  If you receive 
reportable errors, please be sure to: 

• Correct the errors, and 

• Re-run the Select and Calculate Warrants step again 
 

  

[ADM-AUC-HR-9704] 

1.2. Check Register [to run faster] 

Additional work has been done on this process to reduce the time required to produce a paycheck register. 
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[ADM-AUC-HR-9743] 

1.3. Print Checks/Deposit Advice [remove messages] 

Prior to this update the Print Checks and Print Deposit Advices steps displayed messages about checking the MICR 

Toner cartridge and/or changing the printer to/from check paper.  Sometimes these prompts were hidden behind 
displayed reports causing the user to think that the process was “frozen” when it was just waiting for the user to 
click OK. 
 

  
 
These messages are now suppressed to prevent the appearance of these procedures being “frozen”.  

[ADM-AUC-HR-97772] 

1.4. Post Labor Distribution/Email Advices 

In addition to being renamed, the step called “Post Labor Distribution/Email Advices” has been enhanced to 
include some new features; most notably to reduce the overall time it takes to run the process. 
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1.4.1. Post Labor Distribution [to run faster] 

The Post Labor Distribution step now runs faster because the attachment of payroll check images was removed 

from the process and now runs as a background task at designated times twice a day. When the background task 
has completed, designated users will receive an email similar to the image below indicating that the Check Images 
are available for viewing. 
 

To designate email recipients to be notified when the 
check images are available, select Human Resources ���� 

Module Maintenance ���� Email Distribution Lists ���� 

HRCHKBST and click on Add Email. 

 

 
 

 
This means that when you run the step called “Post Labor Distribution”, you will now receive 2 email messages: 
 

• 1 message for the competion of the process, 

• 1 message for the completion of the attachments 
 
 

 
 

IMPORTANT 
You should manage these email messages to be sure that you are receiving both for 

each payroll cycle you run.  If you are missing any messages then please contact 

ADMINS Support immediately for assistance. 

 

 
 

WHERE ARE THE ATTACHMENTS? 
Check images will not be immediately available in the query screen once the posting 

is complete. The images will be viewable after the scheduled task that attaches the 

images is run at the the end of each day or the beginning of the following day. 

 

 
We are rolling this change out slowly to a couple of sites to begin with, once they are up and running we will be 
incorporating this change on other sites during late March and early April.   You will be notified as these changes 
are implemented. 

 [ADM-AUC-HR-9684] 
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1.4.2. Issue Email upon Completion [NEW] 

The step called “Post Labor Distribution” has been enhanced to send an email notification to the person who ran 
the process.   This message will be issued upon completion of the process but BEFORE the attachments are 
completed. 
 
The email resembles the following: 
 

 
Figure 1 Sample of the email that will be sent 

 

 

 

 

1.4.3. Issue Email after Attaching PDFs [NEW] 

The step called “Post Labor Distribution” has been enhanced to send an email notification when the attachments 
for the payroll cycle have been created and attached to the employee records. 
 
The email resembles the following: 
 

Email will be sent 

regardless of whether 

this is set to YES or NO 
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[ADM-AUC-HR-9720] 

2. VOID/MANUAL FIGURE PAYCHECK 

2.1. Void Check Register [remove spurious characters] 

Removed the stray characters being displayed under the Base Buckets 31 thru 40 column on the Void Check 
register. 
 

 
Figure 2 Before 
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Figure 3 After 

[ADM-AUC-HR-9666] 

3. BILLING & INVOICING 

3.1. Adjustments [correct Aging report to reflect adjustments] 

Adjustments were not working properly. The corrected balance was showing on the customer account, however the 
change was not appearing in the Aging Report. This was fixed in the software update. 

[ADM-AUC-HR-9762] 

3.2. Print Aging Report [alignment issues] 

The Summary By Customer Aging Report columns were misaligned.  The format was corrected. To run this report, 

select Billing & Invoicing ���� Print Aging Report and select Summary by Customer: 

 

 
 

 
Figure 4 Before 
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Figure 5 Excerpt of the Summary by Customer Aging Report 

[ADM-AUC-HR-9603] 

3.3. Invoice Transaction History Report [NEW] 

A new report of Invoice Transaction History is available with this software update.  
 

  
 
Bold are required entries Description 

Date Range Selects ALL transactions between the date range entered.  If an invoice pre- dates the 
“from” date then only transactions made after the “from” date will be included 
 

Optional: Customer# Allows you to optionally select up to 9 customer numbers. 
 

Optional: Invoice# Allows you to optionally select up to 9 invoices.    
  
Report  All Transactions Date and Category 

 Lists every single transaction 
against this invoice.   

Summarizes transactions for an Invoice/Line 
Date to a single value. 

 
An excerpt of the report is provided below: 
 



 

ADMINS Unified Community Release Notes – Version 7.0 

Human Resources March 2016 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 36 

 
Figure 6 By Date/Category 

[ADM-AUC-HR-9679] 

4. BANK RECONCILIATION 

4.1. Bank Account Management Listing [identify bad dates] 

Enhanced the Bank Account Management Listing to check for errors in the Cleared On date that prevents the 

Excel® version of the report from displaying properly.  Excel® does not display dates prior to 01-Jan-1900 and will 
issue a “Table Load” error. To access the report, select Human Resources ���� Bank Reconciliation ���� Bank Account 

Management and click on the Listing button. 

 

 
 

To help identify problems in your dates, the Bank Account Management Listing has been modified to check the 

“year” specified in the Cleared On date.  To see the errors, you must run the report in Preview or Print mode to see 
the specific checks. 
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Figure 7  Before 

 

 
 
You will get a “Table Load” error like the one shown below: 
 

 
 
The report (in Preview or Print mode only) will now indicate an error code alongside the offending check. 
 

If this column contains dates earlier 
than “1900” then Excel® will not 

display the data. 
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Figure 8 After 

 
To correct the problem, return to the Bank Account Management screen and update the CLEARED ON date with a 

valid date. 
 
Once done, you may successfully issue the Excel® output. 
 

 

[ADM-AUC-HR-9685] 

5. QUERIES 

5.1. Timesheet History Calendar [Add Filtering By Pay Type] 

The Timesheet History Calendar query screen has been enhanced to give the user the ability to restrict the display 

of pay types into productive and unproductive time.  This allows you to quickly see the days for which employees 
have been paid versus the days that have used against their benefit leave. 
 

To access the calendar, select Human Resources ���� Queries ���� Timesheet History Calendar. The Actions button has 

been modified to add filtering. 

Legend at 
the bottom 
indicates 
the error. 
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The filtering uses the Pay Code Type from the Pay Code Table to group productive and unproductive time 

separately. There are three options available:  
 

1.) All Time,  
2.) Paid/OT/Premium/Other Time, and  
3.) Unproductive/Unpaid time (which includes codes showing the accrual of benefit time). 

 

  
Figure 9 Showing All Time Figure 10 Showing Paid/Overtime/Premium and Other 

Time 

 
 

 
Figure 11 Showing Unpaid/Unproductive Time 

 
 
The Print This Calendar and Print Selected Calendar options have also been modified to include the filtering.  This 

means that it will print only the data displaying on your screen at the time you selected the Print option. 
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In addition, if you have restricted the display of the calendar on the screen that filter will be reflected in the 
calendar report.  The legend at the top of the report will display the restriction type, if any. 
 
 

 
Figure 12 Report restricted to Unpaid/Unproductive Time 

 
 

 
Figure 13 Legend example for report restricted to paid time 

 

5.1.1. Print This Calendar [add PDF Option] 

Prior to this update, the Print This Calendar would automatically display the calendar report to the screen in 

preview mode. Now sites may select the output type from Preview, Print or PDF. 
 

  
Figure 14 Before Figure 15 After 

 
 

5.1.2. Print Selected Calendar [use new filters from screen] 

The prompt for this report has been enhanced to include the same filtering options: 
 

1.) All Time,  
2.) Paid/OT/Premium/Other Time, and  
3.) Unpaid/Unproductive time (which includes codes showing the accrual of benefit time). 
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Figure 16 Before Figure 17 After 

 
 

IMPORTANT NOTE: 
If printing where the option of “Only Print Leave Used” is set to Yes, then be sure to select 

data showing in your screen to “All Time” or you will get No Records Selected 

 

 

  

[ADM-AUC-HR-9742] 

 

5.2. Paycheck History–Employee Summary [to run faster] 

Additional work has been done on 
this screen to reduce the time 
required to display the data.  
 
 
To view this screen, select Human 

Resources ���� Queries ���� Paycheck 

History–Employee Summary. The 

view may be filtered by check 
date range. 
 
 
 
 
 
 

[ADM-AUC-HR-9743] 
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6. TABLES 

6.1. Bank Code Table ���� Human Resources ACH Tab 

6.1.1. Direct Deposit File Name [Add Date and Time stamp] 

Some sites required ADMINS assistance in locating Direct Deposit files when processing multiple warrants in a 
single day.   
 
To allow sites to process multiple warrants and readily identify and access their Direct Deposit files, ADMINS 
recommends that the file name specified on the ACH tab ���� Full File Path & Name field be changed to include the 

%b, %d, and %t symbols, which will include the bank, date, and time in the file name. ADMINS staff will be 
reaching out to sites after this software update to assist in making this change. 
  

  

[ADM-AUC-HR-9755] 

6.2. Bargaining Unit – Retroactive Pay [lookup by Descr or Code] 

An enhancement has been made to the  button on the retroactive pay tab of the bargaining unit 
table.  Prior to the update when adding a new code, it would display a list of available pay codes by Description.   
You now have the option to find a pay code by Description or Code. 
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Figure 18 By Pay Code Figure 19 By Pay Code Description 

[ADM-AUC-HR-9745] 

 

6.3. Bargaining Unit – Reminders [NEW] 

The Human Resources ���� Tables � Bargaining Unit Table ���� Other Info tab now offers a section for two optional 

reminders, which operate independently of each other. The first allows the selection of a Measurement Date from 

the Date Fields lookup.  This measurement date is used to issue a reminder on a specific date each year.  

 
The second, the Service Length Reminder, can be used for up to twenty reminders, each for a specified number of 

months.  For example, if the municipality hires employees with a contract that requires a review at six month 
intervals from the position hire date, the reminders could be set for 6, 12 and 18 months, and so on. 

 
The system does not automatically issue you a report of these notifications – because oftentimes these are dates 
that you want to be alerted of “in advance”.  Therefore, if you are currently in January and you want to see a list of 
employees with Birthdays in March, you may run the report on demand.  This is typically done as part of your 

Monthly or Quarterly cycle where you may get a list of these special dates as upcoming ticklers.  See the Special 

Anniversary Reminder Report in Section 8.1.6 of this document. 
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Figure 20 – Before Figure 21 After Bargaining Unit Other Tab 

 
Measurement Date On this date every year, issue an reminder.  This is not required and if left blank will 

not issue a reminder. Any of the date fields shown in the lookup may be selected. 
 
For example, 
I want to be notified on upcoming birthdays (use DOB)  or 
I want to be notified of upcoming next evaluation Dates (use NEVALDAT) 
 

Service Length Reminders  

1
st

 through 20
th

  

This allows for up to 20 different service length reminders.  This uses the Position 

Hire Date (HIRDAT) for active positions.    

 
You may specify any number of months to issue a reminder. 

 

 
Figure 22 Reminders example 

 
In this example, this bargaining unit is using the Employees Date of Birth (DOB) as the base to set the reminders on 

this date every year.  It will remind you of upcoming birthdays for the month.  
 

In addition, this bargaining unit is also set to issue Service Length Reminders on the Position Hire Date 

anniversary.  The first reminder will be issued 6 months from date of hire, the next at 12 months and so on. 
 
Using the above example if the employee has both a birthday and a Service Length Anniversary Date in the same 

month, both reminders for this employee will be included on the Special Anniversary Reminder Report. An 

example of the Special Anniversary Reminder Report is shown in see Section 8.1.6 of this document. 

[ADM-AUC-HR-9692] 
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6.4. EEO Race Table 

6.4.1. Update Race Category [compliance change] 

The Equal Employment Opportunity (EEO) Commission has modified the allowable race categories effective for 
2015.  There are six categories for “Not Hispanic or Latino” races and a seventh category for “Hispanic or Latino”.  
Only the Race/Ethnicity categories used on the EEO-1 Survey Form may be used.  All employees must be assigned 
one of these valid codes.  There are no “OTHER” or “UNKNOWN” race/ethnicity categories allowed anymore.  
 

 
 
You will need to update your EEO Race table accordingly.  The values should resemble the following: 
 

   
 
 
To update an employee profile, go to the PERSONAL tab of the employee maintenance screen: 
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The link below is available for more information, and there is an updated document in the Help Reference Library. 
http://www.eeoc.gov/employers/eeo1survey/sample_self_identification.cfm 
 
To confirm whether you have got employees coded properly, you will need to issue your EEO reports and review 
the results.  Be sure to make changes to your employees and re-run these reports iteratively until all corrections 
have been made.  However, beware of unintended consequences. See section 8.3.1 in this document for how this 
change is reflected on reports. 
 

 

[ADM-AUC-HR-9626] 

6.4.2. Report on Employees by Code 

Increased the width of the race code on the EEO 
Employee By Code Reports, which now allows for 2 
digit race codes to be used. To run these reports, select 
Human Resources ���� Tables ���� EEO Race, Category or 

Type and select the  button when 

viewing each table.  
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Figure 23 Before–EEO Race–Employees By Code 

 
 

 
Figure 24 After–EEO Race–Employees By Code 

 
 

6.5. EEO Type Table 

6.5.1. Report on Employees by Code 

Corrected the Race Code column in the EEO Type Table Employees by Code report (to show 2 digits not just 1): 
 

 
Figure 25 Before–Employees by EEO Type–Excel

®
 Output 

 

 
Figure 26 After–Employees by EEO Type–Excel

®
 Output 

 

6.6. EEO Category Table 

6.6.1. Report on Employees by Code 

Corrected the Race column in the EEO Category Table Employees by Code report (to show 2 digits not just 1): 
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Figure 27 Before–Employees by EEO Category–Excel
®
 Output 

 

 
Figure 28 After–Employees by EEO Category–Excel

®
 Output 

[ADM-AUC-HR-9698] 

 

6.7. Cost Code 

6.7.1. Over 50K Life Insurance [manage employee benefit amounts] 

A change was made to add flexibility to the set up of Over 50K Life Insurance when using Method 2, for a Fixed 
Life Insurance amount. An Allow Override box was added to the Bargaining Unit – Other screen.  

 
If the Allow Override box is checked on the Bargaining Unit table then the life insurance amount on the 

employee’s deduction/benefit tab may be changed.  The benefit calculation will be based on the amount specified 

on the Employee Maintenance ����Deduction/Benefit Tab rather than the amount on the Bargaining Unit – Other 

screen. 
 

 
Figure 29 Before 

 

 
Figure 30 After 

 
For example, as shown above, the Fire Union contract calls for a fixed amount of Life Insurance of $75,000 for 
most employees. The OVER50K cost code has been set up to account for this.  However, for some employees, a 

different amount is provided.  To accommodate those situations, the Allow Override box must be checked.  When 
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setting up an employee in the Fire Union bargaining unit, the amount may be changed on the Employee 

Maintenance ���� Benefit/Deduction tab. Click on Add Code and select the cost code defined on your site for over 

50,000 life insurance.  Once you have added the code, enter an amount in the Life Insurance box to over ride the 
default amount. 
 

  
 
 
To run a report of employees with this benefit, select Human Resources ���� Reports ���� By Paychecks/Other and 

select 6802 Paycheck Cost Code Report by Employee / Cost Code: 

 

 
 
Click on Edit Cost Codes and select the Over 50K cost code uses on your site: 
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Selecting Detail and Excel will result in a report similar to the one below: 
 

 
 
More detail is available in the Group–Term Life Insurance Over 50K document found under Human Resources ���� 

Help Reference Library ���� Special Processing: 

 

  

[ADM-AUC-HR-9632] 

7. QUARTERLY PROCESSING 

7.1. Connecticut Unemployment Reports 

Updated the process to properly report the taxable and excess wages. A new column showing excess wages was 
added to the CT Quarterly report.  Taxable wages in excess of $15,000 are shown in this column. Gross wages and 
taxable wages are not always the same. Column 2 (taxable wages) are CT taxable wages. There may be pre-tax 
deductions, such as  health care premiums, that reduce the gross to get to the taxable wages. The export has been 
changed to report only up to $15,000 of taxable wages per calendar year. 
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Figure 31 Before 

 

 
Figure 32 After 

[ADM-AUC-HR-9767] 

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 ���� Reports ���� Report Library.  

8.1. By Employee 

8.1.1. Employee List –Grade Schedule #6714 [show CURRENT pay rate] 

There was an issue with the display of Schedule/Grade/Step and FTE when salary changes were applied in advance 
to an employee.  This has been corrected. 
 



 

ADMINS Unified Community Release Notes – Version 7.0 

Human Resources March 2016 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 26 of 36 

 
 
This shows that a salary increase was entered for this employee in advance. Prior to this update, the Employee List 

–Grade Schedule report would display the information from the future salary schedule instead of the current salary 

schedule. 
 

 
Figure 33 Before 

 

 
Figure 34 After 

[ADM-AUC-HR-9749] 

 

8.1.2. Employment Verification Report [NEW] 

Added a new report called #6659-Employment Verification Report that will issue a summary of the wages paid to 

an employee for the past three years. Select Human Resources ���� Reports ����Report Library ���� By Employee to issue 
this report. 
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See the Help Reference Library for an explanation of this report: 
 

 

[ADM-AUC-HR-9693] 

 
 

8.1.3. Employee Leave Balance #6079 [fixed Excel output] 

Prior to this update, the Excel® output option was not working.  This has been corrected. 
 

  
 

The footer information is from the Module Control table – 

parameters 6100-6102: 
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[MAN-SUP-SAPLAUC-383] 

[ADM-AUC-HR-9671&9705] 

8.1.4. Leave History (Attendance) Report [Add Day of Week] 

The #6176-Leave History (Attendance) Report now includes the transaction day of the week. 

 
 

 
 
 

 
 

[ADM-AUC-HR-9694] 

8.1.5. Employee Leave Time Over XX Days/Hours [NEW] 

There is a new report that will show employees who have used in excess of a specified number Days/Hours for 
Personal and Sick Time. HR departments may run this report to identify patterns of absenteeism. 
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Field (Bold=Required Field) Description 

Work Date Range Enter the Work Date range to be reported on. 
 

Pay Group Enter up to 9 Pay Groups (optional – leave blank to report on all groups). 
 

Timesheet Group Enter up to 9 Pay Groups (optional – leave blank to report on all groups). 
 

Report Sick Time Used Greater 

than #: 

 

This will select the days or hours in excess of the specified number. 
 

Report Personal Time Used 

Greater than #: 

 

This will select the days or hours in excess of the specified number. 

 

Category for Sick Time  This is the Paycheck Category 

comprising Pay Codes used for 

Sick Time. 
 

 
 

Category for Personal Time  This is the Paycheck Category 

comprising Pay Codes used for 

Personal Time. 
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Figure 35 Example of Preview, Print, PDF Output Figure 36 Example of Excel

®
 Output 

 

[ADM-AUC-HR-9691] 

 
 

8.1.6. Special Anniversary Reminders Report [NEW] 

 
This report lists all Employees with a special anniversary for 
the selected month and year based on the reminders set in the 

Human Resources ���� Tables � Bargaining Unit ���� Other Info 

tab (see Section 6.3). 

 
Enter the Month and Year to report on Reminders: 
 
 

 
Figure 37 Sample of the Special Anniversary report 

 

[ADM-AUC-HR-9692] 
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8.2. By Timesheet 

8.2.1. Timesheet Entry Detail–Changed Timesheets 

The changed timesheets report was incorrectly listing a change on the first day of the warrant for an employee for 
whom a line was added for a day – when there was no change for the first day. In the example below, a line was 
added for February 5 for both employees.  The changes are listed, along with an incorrect record for February 1. 
 

 
Figure 38 Before 

 
The report now shows only the changes actually made. This will make it easier to reconcile “last minute” changes 
made, for example, on the day the payroll is being processed. 
 

 
Figure 39 After 

 
In addition, records that were changed and now had no hours, days or pay were not being reported. This has been 
fixed 

[BLG-SUP-SAPLAUC-623] 

[ADM-AUC-HR-9657] 

 

8.2.2. Timesheet Detail Report #6249 – Added Bargaining Unit 

Modified report #6249-Timesheet History Detail by TS Group/PayCode to include a column for the Bargaining 

Unit in the Excel output only – see Column “L”. 
 

 
Figure 40  Before 
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Figure 41  After 

[ADM-AUC-HR-9700] 

 

8.2.3. Timesheet History By Ts Grp/Emp Unproductive/Unpaid [add Totals] 

This report has been modified to add totals by pay code for each employee. 
 

 
Figure 42 Before 

 

 
Figure 43 After 

[ADM-AUC-HR-9699] 



 

ADMINS Unified Community Release Notes – Version 7.0 

Human Resources March 2016 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 33 of 36 

8.3. By Paychecks/Other 

8.3.1. EEO Reports–Reconciliation Reports 

Prior to this update, the EEO reports used six race categories; these reports will now display nine race columns per 

gender on the reconciliation reports. This will accommodate the seven categories in current use and allow for 
future additional categories. 
 

  
Figure 44 Before Figure 45 After 

 

[ADM-AUC-HR-9697] 

 
 

8.3.2. EEO Reports–Salary Reports [show code and description] 

The Excel® versions of the EEO Salary Reports now include the code for the EEO Type, Category and Race in 
addition to the description. 
 

 
Figure 46 Before 

 

 
Figure 47 After 

 

[ADM-AUC-HR-9697] 
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8.3.3. Historical Paycheck Register – Employee Totals [add Totals] 

The 7219 Historical Paycheck Register –Employee Totals report was enhanced to include a Report Total section on 
the last page to provide base buckets totals for the period specified. 
 

 
Figure 48 Before 

 

 
Figure 49 After 

[ALLEN-SUP-SAPLAUC-22] 

9. MODULE CONTROL  

9.1. 6026–Summarize Expenses to GL Posting [NEW] 

A new module control was added to allow posting expenses in summary to the general ledger. 
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The default value is blank, which will post expenses in detail to the general ledger.  To summarize expense posting 
to the general ledger, enter a value of Y in this field. 
 
With module control #6026 set to blank (the default), expenses are posted in detail and one record is posted for 
each employee: 
 

 
Figure 50 Expenses Not Summarized 

 
Summarized–each expenditure account only has one record, in summary, for each warrant number: 
 

 
Figure 51 Posted transactions when Module Control is Y-Yes 

 

[MDT-SUP-SAPLAUC-789] 

10. YEAR-END PROCESSING 

10.1. 1099 R Processing 

When creating the Federal 1099-R file, there was an 
error if the file was not previewed prior to creating it. 
This was corrected. 
 

[ADM-AUC-HR-9773] 
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10.2. W2 Errors on Missing ACA Information 

Errors were being issued during the W2 processing if information was missing from the Entity Table for ACA.  
This has been corrected and during the W2 processing it will no longer check for missing ACA information. 
 

 
 

[ADM-AUC-HR-9725] 

 

11. HELP REFERENCE LIBRARY 

11.1. New or Updated Documentation 

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

• EMPLOYEE POSITIONS Attendance Report (Time Used) 
   Employment Verification Report (3 yr wages) 

• YEAR END PROCESSING W2 Year End Training Slides 

• SPECIAL PROCESSING EEO Reporting 
   Group Term Life Insurance – Over 50K 

• OTHER  Module Control 

• SYSTEM  System Administration Kit 


