HUMAN RESOURCES

RELEASE NOTES — SEPTEMBER 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system and installed on your site in September 2015.
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ADMINS Unified Community

Release Notes — Version 6.2

Human Resources

1. MAINTENANCE

September 2015

1.1. Access to Timesheet Groups When Maintaining Employees and Positions

When an employee or position is added or edited, the user making the change must have access to the timesheet
group. Prior to the update, a user could enter a timesheet group for which they had no access.

Now, if the user adds a new employee or position, or tries to change the timesheet group for an existing employee
or position, the system will perform an error check. If they do not have access to the timesheet group, an

informational message will appear.

In the example below, the user attempts to change the existing timesheet group to a new timesheet group named
“TEST”. Since the user does not have access to the “TEST” timesheet group, the change is not made, a message is
displayed, and the timesheet group reverts to the original value.

Employee Maintenance

FPH OHEMS Employee Attachments
SPECIALIST 1 0f 1 Employees Positon Attachments
I_I B Accounting | 7 Salary | 8 Dates/Class | 9 Degrees 0 Custom

Position Maintenance

% Salary Change | Group Information
Effective Date  Z1-Aug-2015 it
Annual Salary 40000, 00 Timesheet Group == ..
bl Check Error
C o FIDNE

'0' E6232-Mo Access ko this timesheet group

Position
Position Description

Current

EOO3HBHT ECH-01

FPPLIED BEHAVIOR AMALYSIS TECHNICIAN

Rate  Lahel

Timesheet Group

Schedule
Grade
Step

Budget Group
Fay Group
EEQ Category

EEOD Type
inrleare Coman

'0' E6232-Mo Access ko this timesheet group

School Adjustment Counselor
testing timeshest group
School MWeskly 12 month employees

1.2. Date Checking

[ADM-AUC-HR-9531]

More error checking was added for dates on employee maintenance screens. To access the screen, select Human
Resources P Maintenance P Employee Maintenance P Dates/Class.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 6.2

Human Resources September 2015
No picture
Employee Maintenance on File
Bl Employee Number 70634 Etployes ANBCHments |
e Position EOOSAEATECH-01 APFLIED EEHAVIOR AMALYSIS TEC 1 Of 1 Emplcyee Positon Atactmertz |
LAd Empiloyes
P Al Posttion
1Cortact | 2Personal |  aDedBen | daddwages |  SPayrol | BAccounting | 7 Salary ‘ | Pnegm |  gcustem | Waccidents W ACA
|
Evaluation Date Termination Date
'0' E&390-Diate entered must be on or before today ' ] FE;DU&;-CI'Jate entered nof betwesn 40 ysars back and one year
Next Evaluation Date Retirement Date
i 0 | E6391-Date entered must be after last evaluation date and within i e | E6107-Entered Date outside boundaries of Taday - 50 years and
L ' 24 mos, L ¢ 4 Today + 5

More error checking was added to the Degrees tab. To access the feature, select Human Resources P Maintenance
» Employee Maintenance P Degrees » Add Skill. The date range must be within forty years back to one year
forward.

™o picTure
Employee Maintenance on File
Goto... :
Employee Number Employee Attachments |
Actions Skill Code @ Employee Position Attachments |
| Al Employes
P 2dd Posttion ®pected Credits | Current Positions SO0SABATEC APPLIED BEHAWIOR AMALYSIS T 1,00
J &dd Line Category O All Positions I Q00
K Delete Line
1 Skill Profile
1Cortact | 2Personel | 3DecBen | 4 add G sPayroll | EAccourting | 7Salary | @DstesiClass|| S0egiees | | OCustom | Usceidents | waca |

[N [AUC] 6446-Employee Maintenance [theresa]
Add Skill Code

[AUC] 6446-Employee Maintenance

Required: Enter Skill Code [17 |PHYSICS

Required: Enter Effective Date [mmddyyyy] ||]31 51968| \

Lookup I 0K | Cancel | CIearAIIl

'0' P&162-Date can be FORTY wears back or GME wear Forward,

[ADM-AUC-HR-9543]
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ADMINS Unified Community

Release Notes — Version 6.2

Human Resources

1.3. Employee Maintenance P Deduction / Benefit Tab

1.3.1. Copy Bank, Account Type and Prenote to All Positions

September 2015

On a net direct deposit deduction, if the bank, bank account or prenote are updated on one position, and if there is
more than one position for that employee, the system will ask if this change should be copied over to ALL positions.
If the answer is Yes, the system will either add the cost code or update the information for the net deposit for all

positions.

Similarly, if a STOP date is set for a net direct deposit, all positions will be updated with the STOP date for the

Employee Maintenance
== Employee Number 70325 KAREM J THOMAS Employee Attachments (1)
o Position EOOBCRFNDNU*Ol CAFETERIA MOM UNION 207 4 Employes Positan Aftachments
JAdd Code Current Tier 1
K Delete Codle:
1 Contact 2 Personal G0edfen | 4 AddWages 5 Payrall & Acoounting 7 Salary & DatesiClass | 3 Degrees 0custon | U4
Tahle Additional Additional Additional Orig|
CostCode Effective Stop Date Amount Message Amount  Start Data Stop Date A
[EFOB _ [-Jui-2012 7.5000% [AUC] 6441-Employee Maintenance [x]
IIRIEF El—ﬂug—ZOlE 999.999.99
EDT [r1-Jui-201z [ 1,4500% _
I’  P6149-Do you want ko copy this direct deposit record to all
& postions?
Direct Deposit for DIRDEP [ Family Court. Life Insurance Tax Information  Type
Bank Eﬂll BANK OF AMERICA 122101706 D Bonds Federal FED
ABA 1221-0170-6  Actount [l455422458 Invegtment Amaount Calendar Year Annual Maximums Slate MA
Type & Checking © Saving Pre-Mote E Armount § Other
Holdover Amount Emplayer Amount &

This is in effect for both Active and Inactive positions for a given employee.

2. AFFORDABLE CARE ACT (ACA) — REPORTING

[ADM-AUC-HR-9622]

Added new functionality to capture Employer-Provided Health Insurance Offer and Coverage Information for
annual ACA reporting. A new tab called “ACA” has been added to the Employee Maintenance screen.

Employee Maintenance
Gota...
= Employee Number R0 Effiploy e Bitachments |
Actions Mo Active Positions Employves Position Atachments: |
1 Add Emploves | ' Employee Motes | T4o text availahl Current Positions Q00 =00
B A dd Posttion I O A Positioms I Q00 =00
| 1 Contact | 2 Personal | 3 DedBen | 4 Acd Wages | 5 Payrol | B Accourting | 7 Salary | ﬂDatasJC\assl 9 Degrees | 0 Custom | U Acciderts | 5 W ACA }
|

ADMINS, Inc. staff will be conducting webinar session(s) to introduce this new feature to our clients. Please
watch for the invitiation coming out in mid-September.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources September 2015
No picture
Employee ACA on File
Goto... £ 3
Employee Number MARIE R HOLMES Employee Attachments (1) | :
Actions Employee Position Attachments | X
| Add Employee _
P &dd Position Current Positions  S0035PDOSPE SPEECH THERAPIST 1.00
0 All Positions Qo0
1 Contact | 2 Personal | 5 Ded/Ben | iAddWagesl 5 Payrol | 6 Accourting | 7 Salary | ﬂDa{es.ﬂCIassl 9 Degrees | 0 Custom | U Accidents | AR |
! EH
Reporting Entity #1 #2 #3 #4
or Reporting Bargaining Unit - - - -
Dates: ACA Offer Start / End
ACA Employment Start / End
ACA Full Time Start / End
ACA Coverage Declined
AddLine | Covered Individuals:
Line First Mame Middle Initial Last Mame Suffix 55# Birth Diate Coverage Stat Coverage End
Clear | 1] | | | PO0-00-0000 | #1
#2
#3
2] | | | 000—-00-0000 | #1
#2
#3
3 | | | 000-00-0000 | #1
#2
#3
4q | | | | J000-00-0000 | #1
#2
#3

Figure 1 ACA Entry Screen

In addition to capturing the data elements, tax form and reporting features will be available for year-end reporting
requirements. In October, clients will receive a letter from ADMINS, Inc. outlining the paper stock requirements

needed to order stock for producing the tax forms.
[ADM-AUC-HR-9598]

3. PAYROLL PROCESSING

3.1. Cost Code Warning Message

The payroll process checks for Cost Code errors and provides a report and warning if there are cost code errors.
The warning message prompt will allow the payroll processor to either stop the process to correct any errors
relevant to the current payroll, or to continue.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 17
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+! TedRE - CostCode_Errors_WENDY[4]

File Edit Format | Optians

Courier New jIB j Blllglﬂil ._”:_l_l_l

5118
£075-HRPAYCSTTABERECHK. REP Printed 1Z-Aug-2015 at 15:33:27 by WENDY
Towm of ADMINS
Payroll Processing Cost Code Table Error Report
Pre-Processing
Cost Code Table
Cost Code ALTZIT ALTUS IND SCHOOL 21 Status: Acrive

~~~~~ Cost Code General Tab ~~~~~
Wz Box set but W2 Description missing

Cost Code Table Warnings/Errors [ =]

@=% This repart is anly & warning if the cost codes
'-e-' are nat used this payrol
= Click YES to CONTINUE.
Click WO ta stop now to fix these errors,

Prior to the software update, the warning message prompt would appear even when the report showed no errors.
This was corrected. Now the report will be produced, and if it shows that No Records are Selected, then no warning
message and prompt will appear.

< TedRE - CostCode_Errors_WENDY[3]
Filz= Edit Format Options

Courier Hew 52 N EA | m _EI == IEEE EEl @

€075-HRPAYCSTTAEERRCHK. RED Prinved 1Z-Aug-20l5 av 1E:Z9:57 by WENDY Page 1
Town of ADMING
Payroll Processing Cost Code Table Error Report

Pre-Processing
Cost Code Table

Mo Records Selected

[ADM-AUC-HR-9611]

3.2. Terminated Employee Timesheet Report

Sites create timesheets for payroll warrants some time prior to the payroll actually being calculated. A new report is
produced during the payroll calculation step to identify when a termination date is entered on an employee record
after a warrant was created and timesheets generated. The report is generated when payroll is calculated to alert
you of current timesheets that have already been created for a newly terminated employee.

For example, the employee # 70589 below has a timesheet created in the current warrant #081515. The warrant
was created on August 5, for the pay period from August 12 through August 18.

g Edit Ledgers Purchase COrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise MiscBiling  System Help
&) & o] |w| &l Q] ) il
Timesheet Entry
Gata. . _
A Warrant JE1515 12-Aug-2015 18-Aug-2015 Annual 47257 .60 Bargaining Unit DRy
Actions Timesheet Group [TOWNY -DPH FUELIC WORKS Period 08,80
_ Employee F370559 0 Note HARTE. LARRENCE A Per-Dien 181.76
Position A220PHOROP-01  Driver/Operstor/Pipsfitter UNL Daily 181.76
Hourly 22,7200
Work Date  Day Pay Code  Hours Days Rate Flat§ Amount Sep Chk Account
12-Aug—2015 Wed REG 8.00 22,7200 181.76 [~ Pp200-450-0000-004-00-00-51130
13-Aug-2015 Thu FEG 8,00 22,7200 181,76 [~ p200-450-0000-004-00-00-51130
14-Aug-2015 Fri ﬁEG 8.00 22,7200 181,76 [~ p200-450-0000-004-00-00-511320
17-Aug-2015 Mon REG 8.00 22,7200 181.76 [~ Pp200-450-0000-004-00-00-51130
18-Aug-2015 Tue EEG .00 22,7200 181,76 [~ p200-450-0000-004-00-00-51130

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 17
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The employee was terminated with a date of August 11, which falls within the pay period of the warrant for which
time sheets already exist.

Employee Maintenance

Employee Number 070559 LAWRENCE A HARTE Employee Attac
Position 4220PHWIROP-01 Driver/Operator/Pipefitter UML 10f1 Employes Positan

Terminated 11-Aug-2015

The warrant is calculated and the report is generated showing that the employee was terminated on 11-August-
2015 and lists all the open warrants with timesheets for the employee.

&Z43-HRTMSEMPLDEL. EEP Printed 1Z-lug-Z201E5 at 14:33:07 by WENDY
Towm of ADMINS

Terminated Employee Timesheet Report
Employee: 070535 HARTE, LAWRENCE A
Position: T4ZZDPWDEOP-0O1
Termination Date: 1l-Aug-Z015
Warrant TimesheetGrp Work Date Pay Code PC Description RBate Flat Amt Hours Days Pay Amount
021ElE TOWN -DPW 12-Aug-2015 REG PEGULALE - hours 227200 .00 181.7¢
0Zl5ls TOWN -DPW 13-Aug-Z015 REG REGULAR - hours Zz.7z00 .00 121.7¢g
0Zl5ls TOWN -DPW l4-Aug-Z015 REG REGULAR - hours Zz.7z00 .00 121.7¢g
0Zl5ls TOWN -DPW 17-Aug-Z015 REG REGULAR - hours Zz.7z00 .00 121.7¢g
0Zl5ls TOWN -DPW 18-Aug-2Z015 REG REGULAR - hours Zz.7z00 .00 121.7¢g
OzlElE Eumployes Total: 40,00 202,20
902543 TOWHN -DIPW 24-Jul-2014 REC PECULAR - hours 2z.7z00 2.00 121.7&
902543 TOWHN -DIPW 2E-Jul-Z014 PREC PECULAR - hours 2z.7z00 2.00 121.7&
90ZE54%3 TOWMN -DPW Z8-Jul-Z014 PREC PECULAR - hours ZZ.7Z00 2.00 121.7¢
90ZE54%3 TOWMN -DPW Z9-Jul-Z014 PREC PECULAR - hours ZZ.7Z00 2.00 121.7¢
90ZE54%3 TOWMN -DPW 20-Jul-Z014 PREC PECULAR - hours ZZ.7Z00 2.00 121.7¢
S0EE549 Employese Total: 40.00 208,580

As shown above, the report lists any timesheets, dated before or after the termination date. A message prints at the
bottom of the report notifying the payroll processor that the terminated employee will be paid unless the timesheets
are manually removed from the entry file.

Employee will be paid for the above timesheets unless they are deleted from the timesheet entry file

If the termination date for the employee does not fall within an open warrant pay period, the employee timesheet

records will not be listed on this report.
[ADM-AUC-HR-9501]

4. TIMESHEET ENTRY

4.1. Splitting a Day to Add Leave

Leave accrual is based on an employee’s position. To view the accrual, look at the position specified on the
employee record. Go to the Position Maintenance screen to see the Accrual Group.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 17
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Employee Maintenance [TRAINING] In this example the Accrual Group is PWD1. Looking
Employee Attachments (5) i
‘%I e e | at the accrual group setup in the Leave Accrual Rules
. .
S table, the leave is accrued in DAYS.
= [PCT] 6434-Leave Accrual Rules [TRAINING] [tmupdev3]
File Edit Ledgers Purchase Orders Accounts Payable HumanResources Collections  System  Favorites
Position Maintenance Ba|@] @ v« || 2% Q =m0
Position B10-0430-003 Leave Accrual Rules
Position Description m Goto
i Accrual Group Public MWorks
o= Leave Type Code W Vacation
Fosition Category —_—
Timesheet Group 310-01 Buildings & Grounds
Bargaining Unit Fr -0 Public Horks
Schedule AIMTI Maintenance Man T 1 Add Leave
Grade 1 2 Delete Leave
Step g
3 Al Sec From To % of Accrue During Pr
Budget Group LNCL Unclassified 4 Delete Seot eq? Month Month Days Hours HoursDay | & Yes [l ]
Pay Graup 3 BI-WEEKLY 101 Ea 10,00 —_—
EED Categary 0 5 Clzar Matrix 2 B0 119 15,00 Accrual Informat
EED Type G0 3 120 ﬁ 20,00 hlaimurm Accre
Workers Camp Code 6 Ecit List 4 240 B5Z 21,00 Measure Date
FLSA Code ONE NONE ZEmp by Code 5 253 P&z 22,00 Tirre Shest Ac
Emplayment Type FT Full Time 6 264 [ra 23,00 e EE—
T —— Accrual Groups 7 276 paE7 24,00 Action on negatiy
N crual Group Leave Type Codes 8 288 ﬁ 25,00 —_—
Entr Lairwille, CT Payout Code
o a =

Prior to the software update, during timesheet entry, the system allowed splitting a day using a leave code that was
calculated for hours when the employee’s leave code accrual was based on days. Restrictions have been added so
that when splitting a day, the correct pay code must be used.

If an employee accrues leave in “days”, a “day based” pay code for splitting a day must be used for leave. For
example, if the employee's leave is based on days, an error message is displayed if a pay code based on hours is
used when splitting a day.

Iol E6261-Leave Time must be in Days For this Accrual Group/Leave
" Tvpe

Conversely, if an employee accrues leave in hours, an hour-based pay code must be used for splitting a day.

[ADM-AUC-HR-9617]

5. VOID/MANUAL/FIGURE PAYCHECK

5.1. Recalculate Check

When processing a void or manual check, the recalculated check was out of balance. Individual deductions and
benefits did not match the check total. This was corrected. To access the screen, select Human Resources P
Void/Manual/Figure Paycheck.

[ADM-AUC-HR-9609]
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ADMINS Unified Community

Release Notes — Version 6.2

Human Resources

5.2. Void Manual Edit List

The edit list was printing the literal “day” instead of the day of the week after the pay date. This was corrected.

September 2015

€Z08-HAVOIDHANUALEDT . REP Printed 30-Jun-2015 ar 13:30:42 by THERESA

Town of ADMINE

Timesheet Void and Manual Bdiv List|

Pay Code Accountcs

Period Ending :

Warrant: S0287§

25=Mar=2015

3SHR OFCR- HUMAN RESOURCES DIRECTOR

1000-135-0000-001-00-00-51115

0l-Apx-201 5 di REC
0Z-Apx-201 1000-1 -00-00-5111%
03-apr-201f dayQDREG 1000-135-0000-001-00-00-51115

06-Apr-2018 4 REG
07-Apx-201 58 di REC
—

1000-135-0000-001-00-00-51115
1000-135-0000-001-00-00-51115

Total § record for Position s

Total # record for Employee 5

6208-HRVOIDHANUALEDT. REF Printed l4-Aug-Z0l5 av 18:34:15 by WENDY
Towmn of ADMINS

Timeshest Void and Manual Edit Lise

Work Date

Warrant: 081515

Day Pay Cods Accountf

18-Aug-2015

Pericd Ending

Employee : 000152 GARIEPY, KEITH ¢

Position : TLZ3TWNADMN- TOWH ADMINISTRATOR

1000-123-0000-001-00-00-51110
1000-123-0000-001-00-00-51110
1000-123-0000-001-00-00-51110
1000-123-0000-001-00-00-51110
1000-123-0000-001-00-00-51110

01-apr-2015fuedfiDREG

oz-apr-zolsfrnufforEc

03-apr-zo15fiFrifoREC

06-Apr-zo1sf REG

07-hpr-z015fTuefoREc
—

Total # record for Position s

Total 8 record for Employee 3

Figure 2 Before

5.3. Void Manual Pay Register

Figure 3 After

[ADM-AUC-HR-9618]

The Void Manual Pay Register was printing the account numbers without the hyphens. This was corrected.

Towmn of ADMINE
Void/Manual Pay Begister
s Pay: 332,00 Federal Tax Wages §41.02 State Tax
ktions: 232,00 Medicare Wages 932.00 Pension P
et Pay: State Taxable Wages 532,00
RBetirement Wages S2E.00
hetits: 13.51 Total Wages 532,00
Epasit: 558,36 Federal Taxes -119.75
RBate Flat Amt Pay Amount Position Aoocount
23,3000 1586.40 Tz10POLOFF 0l 10002100000002000051150
23,3000 186.40 Tz10PO0LOFF 01l 10002100000002000051150
Zz.2000 126,40 TZ10POLOFF Ol 1000Z10000000Z000051150
Z3_ 3000 186_40 TZ10POLOFF 01 1000Z10000000Z000051150
23,3000 1586.40 Tz10POLOFF 0l 10002100000002000051150
23,3000 186.40 Tz10PO0LOFF 01l 10002100000002000051150
23,3000 1g6.40 Tz10POLOFF 01l 10002100000002000051150
Zz.2000 126,40 TZ10POLOFF Ol 1000Z10000000Z000051150
z3.3000 156.40 Tz10POLOFF 01l 10007100000002000051150

Figure 4 Before

6. SPECIAL PROCESSING

6.1. Longevity Calculation Corrected

Town of ADMINS
Void/Manmal Pay Register

Es Pay: 1,221.11 Federal Tax Wages 1,115.17 State Taxes
Ftions: 298, 21 Medicare Uages 1,226.42 Pension Plan Flag
bt Pay: azz. 90 State Taxsble Wages 1,226.42

Retirement Vages 1,z21.11
efits: 23.08 Total Wages 1,zz1.11
Eposit: Federal Taxes -B3.62

Pate Flat Awt  Pay Awount Position Aocount

245.1100 lzz.56 T4z1DpwFORE-01f1000-421-0000-004-00-00-51122
z45.1100 110.30 T4Zz1DPWFORE-01ji1200-450-0000-004-00-00-51122
245.1100 12.25 T4z1DPWFORE-01@0300-460-0000-004-00-00-51122
245.1100 lzz.56 T4zlpPwFORE-0Lf000-421-0000-004-00-00-51122
245.1100 110.30 T4z1DPWFORE-01[0200-450-0000-004-00-00-51122
245.1100 12,28 T4z1DPWFORE-0L@0Z00-460-0000-004-00-00-51122
245.1100 lzz.56 T4z1DPwFORE-011000-421-0000-004-00-00-51122
z45.1100 110.30 T4Zz1DPWFORE-01ji1200-450-0000-004-00-00-51122
245.1100 12.25 T4z1DPWFORE-01@0300-460-0000-004-00-00-51122
245.1100 lzz.56 T4zlpPwFORE-0Lf000-421-0000-004-00-00-51122
245.1100 110.30 T4Z1DEWFORE-0]

Figure 5 After

[ADM-AUC-HR-9618]

If longevity is based on a period of time (see longevity table) and the employee had more than 100 historical
paychecks, the calculation was not correct. This has been corrected. To access this table, select Human Resources
P Tables P Bargaining Unit » Longevity Pay tab or select Human Resources P Special Processing P Longevity

Processing » Bargaining Unit Table —Longevity.

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

Global Change to Emplovees Salary
Increase Emploveses Steps Process

Retroactive Pay Processing

September 2015

Longevity Processing

Descriptian
Reset Langevity Pay Files

Bargaining Unit Takle - Longewity

Caloulate Longewyity Pay

/7"

Langeyity Pre - Posting Repart

Waintsin Selected Employees

owve Longeyity to Uncalculated Wiarrant

17-Aug—-2015
17-Aug—-2015

Diate

Bargaining Unit Table - Longevity

Bargaining Uit ERIESCHNN FOLICE STATE FENSLON

Measur

Calculate Salary for this Period

S —

Period Start Date F 1-Jul-2014
Period End Date EO—Jun—QOlE

Overtide Gross with Base Buckst
Qverride % with User Defined D2 Field

B

1 Cost Cades 2 Holidsy Songevity Py 4 Refroactive Pay 5 Salary Sched 6 Cther Info Beneft Statements
From Month To Month Flat Amount % of Gross: 4 Times Grade
0 Clear all 1 47

qa3 83 10,00/

8d 143 11,00
144 E03 12,00
204 599 13,00/

Pay Code OHG3 LONGEVITY POLICE-MO PEMSIOM PRIOR Pay Options

Lorgevity Date

@ 0On demand
" Ewery Pay Period

 Automaticallyonthis Date  Manth Day
" Automatically on
Calculate as of EO:Tun*ZOiE % Optional ==

Last On Demand Posting Date  30-Jun-2015

Length of Sve
Fllonths #Years

268 22

i —
Percentage
of Gross
EEEEEEEEEN

13.00

Longevicy
Amount
EEEEEEEEEREE

124,135.65

Longevity W

954,885.73

Length of Swc
#Months §Years

268 22

Percentage Longevity
of Gross Longevicy W Amount
13.00 ©88,958.64 11,564.67

Figure 6 Before

7. QUERI

ES

7.1. Check History Screen

Figure 7 After

[ADM-AUC-HR-9616]

There was a limit on the detail check history screen that has been fixed to now correctly show all wages. Before, if
the wage records were over a certain limit, they were not displayed properly. To view this screen, select Human
Resources P Queries P Paycheck History — Inquiry » Detail.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Paycheck History-Check Detail
Employee # 500092 CUMBERBATCH, BEMEDICT M Check Date  09-Feb-2005 Gross Pay 102144
Check Deposit Advice Warrant 901213  Batch Deductions 1021.44
Bank PAYROLL — CITIZENS BAMK Period Ending (2-Feb-2005 Net Pay
Humber Pays 1 Period KE Yoid Date Benefits 14 .81
5 YWagesDeductionsBenefits | G Base Buckets I
Wages Amount Deductions Amount Benefits Amount
QLMK BILL | 170,24 CDEFERRED COMP 30,00 MEDICARE 14,81
E = 212,80 DIRECT DEPOSIT 400,00
e SICKLESE 639,40 FEDERAL TAX 801
[l category Detail for SICK LEAYE
Description Check  Wararnt Date Account. Amount. Tof
N 05 1000-2 10— QO2—00—-00-51 150
Total for This Category

[ADM-AUC-HR-9614]

8. REPORTS

8.1. Timesheet Group/Pay Code Reports Modified
There are four timesheet reports by Timesheet Group/Pay Code.
6222 — Timesheet Entry Detail by Timesheet Group/Pay Code
6234 - Timesheet Entry Summary by Timesheet Group/Pay Code
6249 - Timesheet History Detail by Timesheet Group/Pay Code
6254 — Timesheet History Summary by Timesheet Group/Pay Code

These reports have been modified to include selection on account number and pay categories.

M Task 6254: Timesheet History Summary by T5 Group/Pay Code

Timesheet History Summary by Pay Code
M Task 6254: Timesheet History Summary by T5 Group/Pay Code Required: Work Date Range [nmddyyyy] From: To: 07312014
Timesheet History Summary by Pay Code Optional: Enter Up to 9 Posted Warrant # Edit |[| wvalues:

Required: Work Date Range [nmddyyyy] From: |[|]|]] 2014 To: |] 2312014 Optional: Enter up to 9 Timesheet Groups Edit Il] values:

Optional: Enter Posted Warrant # ||— Optional: Enter up to 3 Employee# Edit Il] values:

Optional: Enter up to 9 Timesheet Groups Edit ||] values: Optional: Enter up to 9 Bargaining Units Edit ||] values:

Optional: Enter up to 9 Employee# Edit ||[| values: Optional: Enter up to 3 Pay Codes Edit B

Optional: Enter up to 9 Bargaining Units Edit |[| values: Optional: Enter up to 9 Accounts Edit 0 values:

Optional: Enter up to 9 Pay Codes Edit |[| crles Optional: Enter up to 9 Categories Edit ||] values: I

Run as & Preview ¢ Print  PDF  Excel Run as & Preview ¢ Print " PDF " Excel ‘
Figure 8 Before Figure 9 After

[MAN-SUP-SAPLAUC-301]

8.2. Retrieve Output Files Email Option Added

Prior to the software update, the Retrieve Output Files function offered options to:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 17
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View a Report
Print a Report

Save & View a Report as a PDF
Download a Report

September 2015

1 Select viocie | FEHMl Accounts Pagshle

1 SelectMocule | Gl Reverwe Collections

I 2 Select Fie AP_Tnvalic FY_ANTHEAL1].1is

5 Savefview POF

& Downioad Report

[ 2 Select File PartialPay Edit_THERESAL4].lis

2 View Report | 4 Email Report

3 View Report 4 Print Report
—

Figure 10 Before

Figure 11 After

Now existing reports may be emailed as a PDF file to anyone with a valid email address. To use this feature, select
Reports P Retrieve Output Files from the menu.

TTHER
See the instructions in the Help Reference Library titled: | L foreot to print my reports...

Click on Email Report and fill in the blanks (only the email address is required; the four notes fields are optional):

M Task 360: Email Reports <]
Email Reports

Required: Enter Email Address Isuppoﬂ@admins.com

Optional: Enter Note 1 [This note field is optional and will appear in the body of the email sent|

Optional: Enter Note 2 |

Optional: Enter Note 3 |

Optional: Enter Note 4 |

g N
Lookup | Cancel | CIearAIIl

In the example above, the report will be sent as a pdf file to the email address support@admins.com. A message
will appear confirming that the report was emailed. The body of the email message will include the text “Please
find attached the report requested to be emailed” followed by any optional note text entered by the user. In
addition, the body of the email will include the complimentary close “Thank you” and the name of the user sending
the report as specified in the User Profile table in the AUC system. Finally, there will be a message instructing the
recipient not to reply to the message as it was automatically genrated from the system.

From: aucdev@admins.com Sent: Tue 8/11/2015 12:51 PM
To: support

Cc:

Subject: Sending Report from AUC

I Message “? partialPay_Edit_ THERESA[1].PDF (6 KB)
Please find attached the report requested to be emailed

This note field is optional and will appear in the body of the email sent.
Retrieve Output file

'0' Report has been Emailed

Thank you
Theresa Campbell

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 12 Example of email with an attached report
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If you wish to print a retrieved report, you may do so by first clicking and then

selecting File | Print from the menu. This allows you to preview and confirm that you have
selected the correct report prior to printing.

[ADM-AUC-SY-7966]
8.3. Default Report Format

The default format for reports generated from commands is now PDF. This will make it easier for users to email
reports to any user and allow for printing to any available printer.

[ADM-AUC-FM-8115]

9. TABLES
9.1. Cost Codes

9.1.1. Cost Code Edit List

A column for Flat Amount was added to the Cost Code Listing. Run this report from the Cost Code Table by
selecting Edit List.

Cost Code Table
e I Cost Code [EEGNN FGREAT WEST 457 ROTH
Actions
Calculation ¢ Method1  Use TaxRale Tabla Calendar Year Annual Maximums
1 Summary-PayCheck = Method 2 FlatAmount § [ Bucket Amount $
Summimary-Bene ft 5t " Method 3 Base Bucket® | F Feriod Ar zed Over Annual § | Emplovee Confribution §
Base Bucket® [ = Amaount Emplover Contribution  $
2 Ackd Mevwr
< 3 Eulkt List 5 | & Accounting | 7 Base Buckets | 8 Periods to Take | 4 Tiers | Vendor Noles |
£630-HRCSTCOD . REP Printed ll-Aug-20LlE at 15:54:40 by WENDY Page 1

Town of ADMINS
Cost Code Listing

O1BENS MEDICARE BENEFIT - CONVERSION HE HEDICALEE o N Inactive
O2EENZ CONVERSTION - CALD ALLOWANCE CAL CADR ALLOWANCE 1 T Inactiwve
4E7ROTH GREAT WEZT 457 ROTH LOTH LOTH (NON DEFFERED) ins N Active
4575B WOL DEFERRED SEC EEN nC DEFERRED COMP 105 T Active
AFLND AFLAC DENTL ND 111F DE DENTAL o N Active
ATH ATM FUND» SELV. AN ANNUITIES 4 N Inactiwve
ALTZ1T ALTUS IND 3CHOOL 21 DE DENTAL loz T Active
ALTZES ALTUS IND SCHOOL Z& DE DENTAL 1oz T Active
ALT41T ALTUS IND SCHOOL 42 DE DENTAL 1oz T Active
ALTSZT ALTUS IND TOWN 52 DE DENTAL loz T Active

A PR FT e A TRTATATTAT IITAD T TR A A A A A A AT e A TR A e e T T AT e T o o e

Figure 13 Before
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.
6630-HRCSTCOD . REP Printed 1l-Aug-Z015 at 1l6:16:11 by WENDY Page 1
Towm of ADMINS
Cost Code Listing
Code Description Category Flat Awt Order$ Pretax Status
O1EENS MEDICARE EENEFIT - CONVERSION ME MEDICARE .00 0o N Inactive
O3BENS CONVERSION - CAPR ALLOWANCE CAR CAPR ALLOWAMNCE .00 1 T Inactive
457R0TH GREAT WEST 457 ROTH ROTH ROTH (NON DEFFERED) .00 105 N Active
4575R VOL DEFERBRED SEC EEN el DEFERRED COMP i) 108 T Active
AFLHD AFLAC DENTL NI 111F LE DENTAL .00 0o N Active
AIM AIM FUND SERV. AN ANNUITIES i) 4 N Inactive
ALTEZLI ALTUS IND SCHOOL Z1 LE DENTAL Z3.4Z2 10Z T Active
ALTEZES ALTUS IND SCHOOL Z& LE DENTAL 1g8.91 10z T Active
ALT41T ALTUS IND SCHOOL 42 LE DENTAL 1z.81 10z T Active

B T T T S S N R T T s S N R N T T T e T e T T e T N N N T T e S N N

Figure 14 After
[ADM-AUC-HR-9621]

9.1.2. Cost Code Detail List

The detail list that runs off the Cost Code Table was fixed. To access this list, select Human Resources P Tables b
Cost Code Table P Detail List.

Cost Code Table

Gota...
s 2Cast Code | 3 Description |
Summary-Benefit Stl 1 Detail | _
1BEMS EDICARE BEMEFIT — COMVERSION E
6 Aclcl Meswy | ZBEHS OHVERSION - CAR ALLOWAMCE AR
57ROTH FEART WEST 457 ROTH OTH
g — 575B OL DEFERRED SEC BEM C
N DetailList L) FLHD FLAC DEMTL HD 111F E
3 Empy Oy Lo IM IM FUMD SERY. N

M Task 6633: Cost Code Detail Listing
Cost Code Detail Listing

Optional: Enter up to 9 Categories Edit ”l] values:
Optional: Enter up to 9 Benefit Statgemetn Categories Edit |||] values:
Restrict on Pre-Tax Codes  Yes Only © No Only & Show Both

Run as & Preview  Print  PDF
If Printing use Duplex & ves Mo

Look

Clear All
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6635-HRCSTCODDET. REP

Cost Code: O1EBENS MEDICARE BENEFIT - CONVERIION
Category Code: ME MEDICARE
Benefit Statement Code:
Vendor: 000000 remit: 00
Status: Inactive Separate Check: No

Anmual Flat Amount:
BazeBucket: %
Ower Anmual Cale: Period dnmualized
Over Annual Amt:
Anmual Naxinum Awt:
Employee Contr:
Employer Contr:

Holdower Method: 1 Take Awailable Amount

Employer% is Only Reportable Benefit: Mo
Paycheck Order:

Always take Benefit: Ves

Allow Override: No

EE Chygs Allowed: No

Ower SOE Life Ins.: No

W2 pension Ind.: No

Fhode Island Family Court: No

Massachusetts Family Court: No

Pretax: No
Eond: HNo

Periods to take:

Federal Tax Wages No OJI/L11F wages
Medicare Wages Hao Clothing non taxable
State Taxable Wages Ho car allowance
Fetirement Wages No Clothing taxable
Total Wages No Senior Tax Gross Pay
Workers Comp Hao Senior Tax Net
Federal Taxes HNo Foth Contribution
State Taxes HNo

Feportable Health Care Co Mo

TAXABLE BENEFITS Ho

Pension Plan Flag Ho

Deferred Comp Wages No

EFT Deductions o

Printed 14-Aug-2015 at 16:57:11 by THERESA

Towm of ADMING

.

(X}

1098-F

Tier
Tier
Tier
Tier
Tier

s W

Cost Code Detail Listing

Liability dcct: 0000-000-0000-000-00-00-00000
Expense Acct: 0000-000-0000-000-00-00-00000

W2 Box:
Description:
1099-R Box:
Description:

e e

o

Applies to:

Applies to:

Employes

50,0000
100. 0000
100. 0000
100. 0000
100. 0000

Enployer
50,0000

Page 1

9.2. Timesheet Groups

9.2.1. Add Timesheet Group

[ADM-AUC-HR-9620]

When adding Timesheet groups, the sub group is no longer required. It is now an optional entry. To add a

timesheet group, select Human Resources P Tables P Timesheet Groups. Click on |

Timesheet Groups

4 Remove [ser
5 Copy From/To User

I 1 Approval

Gato..
RS Timesheet Group [ERTaEe:aE
Description EEHDDL EMPLOYEES
A User

2 Ertry

* £ Al Group
T Mark for Delete Primary

Level Description Approver

Secondary
Approver

Tertiary
Approver

5 Eelit List Level 1 Level 1 MUPTEY
2 Emp by Code Level 2 |
Level 3

Level 4
Level 5

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

Page 15 of 17



ADMINS Unified Community Release Notes — Version 6.2
Human Resources September 2015

EN [AUC] 6700-Timesheet Groups [luann]
Add Timesheet Group Add Timesheet Group
Required: Enter Group ||— Required: Enter Group ||—

==p-Required: Enter Sub Group I— == Optional: Enter Sub Group I—

Optional: Enter Description | Optional: Enter Description |

Figure 15 Before Figure 16 After

[ADM-AUC-HR-9513]

10. INTERFACES/IMPORTS

10.1. ICMA Export

The ICMA export file was updated to provide the source of ROTH (After Tax) IRA 457 plan entries. The updated
specification shows that a code of RT is now required in positions 15-16 of record #2.

(=]

15— 16 Source Code for Alpha

Contribution Type 401 or RHS value: Employer
ER Mandatory Pre-Tax

= EE Voluntary Pre-Tax
EE

Mandatory After-Tax = EE
Voluntary After-Tax = EV
Roth=RT

457 velue:

DT
Roth (After-Tax) = KT,

To run the report, select Interfaces/Imports®» ICMA Export and fill in the required fields as shown below.

ICMA Export
Required: Enter Posted YWarrant # 50820

Required: Enter output Filename [ex: q:\icmalicma091010.ta) |C:\ADMHOME\AUC\CONVERT\ICMA.TXT
Required: Enter up to 9 Categories [at least one] for ICMA Edit |1 values: ROTH,
Required: Enter an ICMA Loan Category Edit I] values: 4014,

Runas ¢ Preview ¢ Print « PDF

If Printing use Duplex ¢ Yes & No
Intetfaces/Impaorts AESOF Timeshest Impork

ROTH contributions will be designated as such in the data file submitted to ICMAwith the RT as shown in the
excerpt below:

300668020002C_RTP487438660000020000 3
705258010001 066002064 3
705258010002 0660020640000367450 03 08202015C 3

Warrant: 150820
Category: ROTH
Loan Category: 401A
File: C:\ADMHOME\AUC\CONVERT\ICMA.TXT

[ADM-AUC-HR-9625]
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11. SITE SPECIFIC

11.1. CT TRB Reporting

This only applies to Connecticut sites.

Task 6138: CT TRE Reporting I

! i, Invalid keyword: LKUP

Sike Specific Credit Years - Add Cne Vear

CT MERS Reporting
sl T TRE Feporting —)

Users running the CT TRB Reporting step were seeing an “Invalid Keyword: LKUP” message before the report
was produced. This was corrected.

[ADM-AUC-SY-7965]

12. HELP REFERENCE LIBRARY

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

e OTHER I forgot to print my reports...
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