HUMAN RESOURCES

RELEASE NOTES — SEPTEMBER 2016

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

1.1. Employee Maintenance

On the employee maintenance screens, adding a position or new employee would only allow a hire date 30 days in
advance of the current date. Now a new employee or position for an existing employee may be entered up to 30
days in arrears or up to 60 days in advance. In the example, a date of December 25, 2016 is entered, while the
current date is August 2, 2016.

[l [AUC] 6439-Employee Maintenance [theresa]
Add Position to Employee

Required: Enter Bargaining Unit IF'OLU -PO IPOLICE UNION
Required: Enter Schedule |p0 Ipnlice Officers
Required: Enter Grade |1—

Required: Enter Step l1—

Required: Enter Full-Time Equivalent 1.00

Required: Enter Date of Hire [nmddyyyy] (1225201 ﬁ|

Lookup | 0K I Cancel | CIEarAIII

This error message will appear if a date outside the acceptable range is entered; clicking on either OK or Cancel
will re-display the dialog box so that a date within the acceptable range may be entered.

[N [AUC] 6439-Employee Maintenance [theresa] [ x)

Add Position to Employee

Required: Enter Bargaining Unit |POLICE UNION
Required: Enter Schedule [Po [Police officers
Required: Enter Grade |1

Required: Enter Step |1_

F P6164-Effective date must be in the range of today - 30 days or
+ 60 days

Required: Enter Full-Time Equivalent |1_u|]

Required: Enter Date of Hire [nmddyyyy] |

OK Cancel

Lookup | 0K I Cancel CIealAII|

[ADM-AUC-HR-9815]

1.2. FTE Changed to Four Decimal Places

The Human Resource FTE has been changed to a 4 decimal place field to interface with the budget module. This
value is entered in the Full Time Equivalent field on the Position Maintenance Screen and is displayed on the
Payroll tab of the Employee Maintenance Screen.
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Hu

man Resources

Position Maintenance (

Paosition
Position Description

EOOBRT HADIR-01

Current EI’!

ATHLETIC DIRECTOR

September 2016

Position Categary FTHD fithletic Director { -

Timeshest Group ECHOOL—EHE | HIGH SCHOOL ( Employee Maintenance
Bargaining Unit IOH —HD Mo Benefits Goto, .

Schedule Forcn | Athletic coach ( = Employee Number J ] MICHREL R DOUGLAS

Grade [ ( P - Position EOO9F—‘|THHDIR*01 ATHLETIC DIRECTOR 1003
Step _

Budget Group DISTRICT LDISTRICT { | &dd Employes

Pay Group = 26 Pays ( P Add Position

EED Categary b1 Officials/Adninistr, =

EEO Type Pz Part-Tine (

\;\I'_Ué':eéz;);mp Code gégé iEHEE;HRLL HTHER ( 1 Contact | 2 Perzonal | 3 Ded/Ben 4 Add Wages Ill S Payroll | 6 Accounting | £ Salary | g‘
Employment Type P Part-Tine

Employment Status  [IY. ohe year position only (

Acerual Group ONE NO BENEFITS ( Pay Classification _ ¥ Salary Change | | G
Entity T TOMN OF ANYWHERE Effective Date  29-Sep-2016

Default Account# [1600-300-3510- 108-05-00-51262 ( Bargaining Unit  HOH —hO Mo Benefits Annual Salary 40185.45 4
Full Time Equivalent .B755 Grade Schedule COACH Athletic coach Period Salary 1545,59
Superisor Position m 4 Grade 2 Draily Salary 1545,59

Budget Salary [ For FY 0000 Posted on Step 1 Hourly Rate 1765, 3845 L
Budget Fringe Amount | For FY 0000 Posted on ( FTE .8755 Per Diem 1545 ,59

Al Wudtinledrmpidvens g B 4 Ter ! I_

[ADM-AUC-HR-9799]

2. PAYROLL PROCESSING
2.1. Check Printing

2.1.1. Benefit Time on Pay Stubs [Blank lines suppressed]

Benefit time categories with no activity were printing on the pay stubs. In the image below, the categories “Comp
Time”, “Personal 6 Months”, “Vac 21+a” and “Vac21+j” all appeared on the pay stub. Now categories without
activity will not print on the pay stub.

BENEFIT TIME
Begin Accroed Lz Paid Out Forfaited Ending Bagin Accrved Lired Paid Out Forfeited  Ending
Balance Amt Fr s syt Fr s Balance Balrnce At Arat Arat Arat Balance
Comg Time Fersonal 200 Deys 200 D=ys
Perzonal 6 Monis Sk 15825 Day= 125 Deys 152850 Days
Vac 21ea Vac 21+
\acafion 000 Deys 15.00 Dayyz 10.00 D= 15,00 Dary=
Figure 1 Before
BENEFIT ITME
Begin Accroed Hsed Paid Ot Forfeffed  fnding Begitt Accrved thsed Paid Out  forfeited Ending
Batance Amit Amit Amit Amt  Balance Balanice Amit Amit Amt Amt  Balance
Persanal 2.00 Days 2.00 Days Sick Leave 450 Days 450 Days
‘Wacation 25.00 Days 2500 Days

Figure 2 After

[ADM-AUC-HR-9790]

2.1.2. Direct Deposit Advice Images [Tabbing Issue Corrected]

Some sites reported that the Direct Deposit Advice and the attached images were displaying the data on the top of
the stub improperly. This was a tabbing issue that surfaced when the default printer of the user sending the email
was different from the printer normally in use. This was corrected. A similar change was made to correct the
display of benefit time.
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EMPLOYEE EARNINGS STATEMENT

‘ Location: TN-1350

Direct Deposit & 819758 Status £of Current Ysar to Date
Izsue Dats: 07-14-2016 Examptions Gross Pay  1,525.00 51,685.65
Period Ending: 07-03- FEDERAL TAX M 0 Wwihnokding 1682500 4377021

Figure 3 Before

EMPLOYEE EARNINGS STATEMENT

. Location: TH-1350

Direct Daposlt#: 920312 Status # of Exemptions Current ‘Yaar to Dats
Isgue Date:  07-21-2016 FEDERAL TAX ] a Zross Pay 1,625.00 53,320.65
Pariod Ending:  07-16-2016 M A STATE TAX M a Withhoiding 1,625.00 50,385.21
Wamant#: 001635 Nat 0.00 292544
Figure 4 After

[MBE-SUP-SAPLAUC-307]
[DNV-SUP-SAPLAUC-235]

2.2. E-Mailing Direct Deposit Advice [“From” address]

The emailed Direct Deposit Advice sent to employees had a “From” address that resulted in “bounced” or
“undeliverable” email notifications being sent to the support staff at ADMINS. This will now use the “From”
email address of the user posting the labor distribution. This helps to ensure that the posting user will receive
notifications of bounced emails due to invalid email addresses and out—of—office replies in a timely manner. The
payroll department will then be able to take corrective action, such as providing a hardcopy to the employee.

[ADM-AUC-HR-9790]

3. LEAVE ACCRUAL ROLLOVER

The leave rollover occurs based on the leave accrual rules annual rollover date, as defined in the Leave Accrual
Rules Table. This accrual group receives 20 vacation days on July 1 of each year. On June 30, the leave is rolled
over and up to 5 days can be carried forward. Any remaining days will be forfeited. Forfeitures are created as part
of the timesheet creation. The rollover occurs during the payroll posting.
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Leave Accrual Rules

Time Sheet Periods to Apply Month Day  Field
i~ Ewery Pay Period

Accrual Group ADMIN 2 FER/150 SICK

Leave Type Code ERERTIUN Wacation i This Nate Fwen: hinnth

(+ This Month and Day [7

T Calculatian Field-rMonthhy
i~ NotAccrued

From To % of Acctue During Probation Allaw Use During Probation Apnly FTE
Seq# Month Month Davs Hours HoursDay | & Yes  na @ Yag Mo © Yes & no
1 1 599 20,00
2 Accrual Information
3 Maximurm Accrual 20,0000 or | Times Annual
4 Measure Date Field FNNDAT Anniversary Date
5 Time Sheet Accrual Code [IWACACCR WACATION ACCRUAL  DAYS
Action on negative balance  Warn @ Stap Mo Action
Payout Code
Expiration Information
Forfeit Code
Expires on " Naone " Calculation Date ¢ Employee Date

Expiration Date Field

Annual Rollover Beginning Month [€ pav O
Waximurm Carrover | 5,0000 of | Times Annual
Counter Type of Days Days Hours HrsMay Pay Code
Feriodic 1 Calendar € Wiork
Antual 1 Calendar € Wiork

When the date is within the period of the warrant and the warrant uses a pay period for the pay group, the rollover
is triggered:

Warrant Pay Groups

Warrant 2 0 Motes |
Period Start P5-Tun—2016 Bank FFeriud E #PaysDeds [I CheckDate 5-JL1-2016  Status Checks Printed
End 1-Jul-2016 Unposted YoidManual

Since the employee’s pay group is TW, and the warrant matches a regular pay period (WE) and the warrant period
includes June 30, leave will be rolled over.

Pay Group Periods

Pay Periods in Year

Pay Group Description Frequency  For Tax Calc
I TH Town Weskly W [ 52.000000
Pay Periods
I~ B - Bi-weekly 3
[T EI - Bi-weskly
[T FN - Fire no time
[T LS - Lump Sum
[T M - MONTHLY
T M - Mo Tine
¥ WS - Heek §

WV HWE - Heskly

In the past, leave was rolled over as of all time posted in the warrant. This programming change will roll the leave
over as of the rollover date and any leave accrued or taken after the accrual date will appear in the accrual/taken
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columns of the employee leave screen. This employee had minus four days of vacation on the rollover date. On the
accrual date, 20 days were accrued, and the employee took six days of vacation after the accrual date. The ending
balance is 10 days as of the date of the warrant.

mm[AUC] 6821-Leave History Detail [theresa] [_ O]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Mokor Excise  MiscBiling  System  Help
el &) o] ] %] Q] ) il
Leave History Detail
Gota...
= Employee 2 BEAULIEU. KEITH
Actions
1 Sumiiaty 2 BummatySAcerual Grougp 3 Transactions 4 Calendar I
--------- Beg Balance----—-- ——---Accrued--—--- -._.Taken------. -.Forfeited------ -—-Paid Out--—--- - __Ending Balance----
Accr Grp  Leave AsOf Hours Days Hours Days Hours Days Hours Days Hours Days Hours Days AsOf
A150 PERSOMAL Personal 07 /01416 07 /29716
A150 SICKLEA Sick Leawe  O6/30/16 07 /29716
A150 WYACATION VYacation 06730716 —4,00 20,00 6,00 10,00 07 /29/16

Figure 5 After the warrant is posted

The transactions tab shows the detail with the dates the leave was rolled over, accrued, and taken, and illustrates
how the balance is calculated for each date.

Leave History Transactions
Goto... -
Employee & BEALULIEU. KEITH
; Accrual Group IS0 | ADMIN 2 PER/150 SICK
Actions
Leave Code FHCHTIDN Wacation
1 Summaty I 2 SummaryfAccrusl Grougp I 3 Transactions I

Calculated Posted Posted Motes
Leave Date  Type Accrual UsedFor Balance Warrant Balance Date
5-Jul-2016 days .05 10,00 930002 10,00 29-Jul-2016 Used
5-Jul-2016 daus 450 10,06 930002 10,05 29-Jul-2016 Used
B-Jul-2016 days R 10,50 920002 10,50 29-Jul-2016 Used
F—-Jul-2016 days .05 11,00 930002 11,00 29-Jul-2016 Used
7-Jul-2016 daus 450 11,050 930002 11,05 29-Jul-2016 Used
F-Jul-2016 days R 11,50 9320002 11,50 29-Jul-2016 Used
5—-Jul-2016 days .05 12,00 930002 12,00 29-Jul-2016 Used
5—Jul-2016 days A5 12,050 930002 12,05 29-Jul-2016 Used
E—-Jul-2016 days R 12,50 920002 12,50 29-Jul-2016 Used
5—-Jul-2016 days .05 13,00 930002 13,00 29-Jul-2016 Used
B-Jul-2016 days A5 13,080 930002 13,05 29-Jul-2016 Used
5-Jul-2016 days R 12,50 920002 12,50 29-Jul-2016 Used
d-Jul-2016 days 05  14,00 0 930002 14,00 23-Jul-2016 Used
4-Jul-2016 days A5 14,080 930002 14,05 29-Jul-2016 Used
d-Jul-2016 days R 14,50 920002 14,50 29-Jul-2016 Used
1-Jul-2016 days 20,00 15,00 930002 15,00 29-Jul-2016 Accrual
1-Jul-2016 days L0b -hoo 9230002 -5,00 29-Jul-2016 Used
1-Jul-2016 days L4500 —4.,95 0 930002 -4.95 29-Jul-2016 Used
1-Jul-2016 daus A0 4,50 930002 4,50 29-Jul-2016 Used
[E0—Jun—2016 —4,00 930002 29-Jul-2016 ROLLOVER
F0-Jun—2016 days L0500 —d.00 0 930002 —4.,00 29-Jul-2016 Used
20-Jun—-2016 daus L4500 -3,95 0 930002 -3,95 29-Jul-2016 Used
[F0-Jun—2016 days Lol =250 930002 3,50 29-Jul-2016 Used
P9-Jun—2016 days LO05 0 -3.000 930002 3,00 29-Jul-2016 Used

[ADM-AUC-HR-9821]
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4. QUERIES

4.1. Paycheck History-Inquiry [Missing Payroll Check Images]

Human Resources

Maintenance

Payrall Processing

Timesheet Entry

Special Processing
WoidjManual/Figure Paycheck
Billing and Invaicing

Bank Reconciliation

»
»
L3
»

s
L3

Queries + Timesheet History

Repaorts 3 Timesheet History Calendar n n

Tables 8 : Paycheck History-Inquiry

Guarterly Processing 3 el

Viear-End Pracessing »  Employes Encumbrance History Screen Highlight desired check and click the button labeled Yiew Check to view check deta

Module Maintenance . ) 3

Interfaces/Imports Paycheck History - Inquiry I 1 Employee | 2Bank|  3warrant | 4warcioste | | scke |

Site Specific ¥

Help Reference Library U ) Qostal | mage [06d5 FOOLS, APRIL PavR  p20003 EESMET 5080651

Employee Maintenance Query = 0617 HHRTINIS, KEITH A PQYR B20003 58—Jul—2016 5080652

Images of payroll checks and direct deposit advice are available via the Queries » Paycheck History — Inquiry
screen. Some images were missing when an employee received more that two checks in a warrant. A correction
was installed on sites on July 21, 2016 and is noted here to document the change.

[ADM-AUC-HR-9819]

5. REPORTS

5.1. 6714-Employee List — Grade Schedules

This report prints the current salary for an employee as of the current date. For employees who have not yet begun
work, incorrect salary information was shown. Now, if the employee’s position hire date is in the future, the
correct hire date salary information is printed. (This was happening if teachers, for example, were hired and entered
in the system mid-summer, with a start date of 1 September — the system was picking up salary information from
the previous employee’s record and displaying it on the report.)

[ADM-AUC-HR-9827]
5.2. 6659-Employee Verification Report

The employee verification report was using the fiscal year instead of the calendar year to report wages, resulting in
no data reported for the current year. This was corrected.
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56 by Page 1 6659-HRREP : HREMPVERRPT . REP

2014 Calendar Year Total

Probability of Continued Employment:

Contact :

Figure 6 Before Figure 7 After
[ADM-AUC-HR-9831]
5.3. Timesheet Security Added to Reports
Security was added to reports to ensure that only authorized users could access employee paycheck history

information. If an employee has access to the timesheet group for a given employee, then the employee paycheck
history reports will display data for the employee. These two reports were affected:

Report Library Paychecks/Other

Report Name
| 6789-EED Reports Satmple Run
F225-Benefit Categories Zample Fun
Aded-Employes Conwersion Demographics Sample Run
6463-Tables Audit Reports Satmple Run
B4E5-History Audit Reports Satmple Run
FHEO-ACA 1099 Audit Report Sample [ Run
| S Paucheck Historu Reports —————— Sample L
7211-Employes Paycheck History Register 'z::z:: o

7216-Employee Paycheck History Summary

5.3.1. 7211 Employee Paycheck History Register

Employee Paycheck History Register

Required: Enter Employeed# [92 [CUMBERBATCH, BENEDICT M
Required: Check Date Range [mnmddyyyy] From: [TTTTERLE To: Il]El-Sep—Zl]'l 6
Runas & Preview ¢ Print  PDF

If Printing use Duplex & Yes ( No

Lookup | OK I Cancel Clear All
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7212-RRPATRECHIS . RED Drinted 09-Sep-2016 at 15:44:10 by THERESL Page §
Towm ot ADNINS
Buployes Paycheck History Register
Buployes: 00005z CUMBERBATCH, BENEDICT I
Warrant Check Daves between 0L0LZ0LS and 03-5ep-2016
Buployes: 000052 CUMDERBATCH, BENEDICT It Gross ray 150.00  Federal Tax Wages 150,00 tedicare Wages 190.00
Timesheer Group: PENS - Pensioners/Revirees beauctions 150100 Svave Taxable Vages 190,00 Total Wages 19000
Pri.Timeshest Groups TOVN -POL  Police Departust Net Pay: Federal Taxes 2075 suave Taxes 1007
Warrans: 902973 Chiack Tabex: 0949817 Netw Dirset Depesit: 174,42
Varrat Chek Dave: ZL-Nar-20l5  Check Typs: B ACH Benstits: .
| ages | [E—— Deducrions - Benerics I |
Police Derail Pay 150,00 DIIECT DIBOSTT 4z FEbEmAL TAX nm1caTs 2.7 bolice Devail bay 4.00 Hes
10,07  mEbICARE 2076
Boployee: 000052 CUMBERBATCH, BENEDICT I Gross Par 1,082.80  Federal Tax Vages 1,052.90 State Tarable Vages 1,052.80
Tinasheet Croup: DENS - Dansioners/Metirees Deductions 171189 Retirement Vages 17052.80 Total Wages 1j0s2 80
Pri.Tinashest Croup: TOV -DOL  Dolice Department liet Day. 990,91  Federal Taxes 116,09 State Tares 5530
Warrant: 902834 Check Tuubex: 0080920 et Direct Deposit.
Warrane Chack Dae: 12-Dac-20l5  Check Type: P Check Banatics:
I Wages I e Daductions - Banatics I Hours /D
RECULAR - hours 1,052.80  FEDERAL TaX 05 STATE Tax RECULLR - hours 90,00 Hrs
SICK ACCRUAL STCK ACCRUAL 10000 Hrs
Buployes: 000052 CUMBERBATCH, BENEDICT I Gross pay 1,052.80  Federal Tax Wages 1,052.80 State Tarable Vages Lusz 30
Tinechesr Croup: PINS - Densioners/Retirees Deauctions 17189 Revivement Wages 10052.80 Total Wages Llnsz a0
Pri.Tineshest Group: TOVN -$OL  Police Department Her Far: 990,51  Federal Taxes 116,09 Scate Tares ~ss.50
Warrant: 502887 Check Taber: DDS0S3Z Net Dirsct Deposit
Warrant Chack Davs: 09-Jan-20l6  Check Typs: P Check Banstits
I Wages | ---o---oo= Deductions —-——-—- 1 Deductions ~------ I Benetits I
REGULAR — howrs 1,052.60  FEDERAL Tax 116,09 STATE TaX 55.60 REGULAR - hours 50.00 Hirs
SICK ACCRUAL STCK ACCRUAL 10000 Hrs
Buployes: 00005% CUMERDATCH, DENEDICT I Gross Pay: 1,020 Federal Tax Vages 1,052.90 Suave Taxable Vages 105290
Timechest Growp: PENS - Pansioners/Reviress Peanctions: 1765 Revirement Vages 1,052.90 Total Vages Llusz a0
Pri.Timeshest Groups TOVN -POL  Police Departust Net Pay: 990,51  Federal Taxes ‘116,09 suave Taxes 5.0
Warrant: 310015 Chack Tambex: 0080519 Hew Direct Deposit.
Varrans Check Dave: 05-Jan-2015  Check Type: P o Banefive
| Wages | fons —------ | Deductions ------- | Benefics | 1 D,
RECULAR - howrs 1,082.50  FEDIRAL TaX 11605 eTatE TAX s5.00 RECULLR - howrs 40.00 Hes
SICR ACCRUAL STCR ACCRUAL 10000 Hes
7Z1Z-HRPAYREGHIS REP Printed Z9-Sep-Z016 at 09:36:04 by THERESA Page 1
Towm of ADMING
Euployee Paycheck History Register
Employee: 000092 CUMBERBATCH, BENEDICT M
Warrant Check Dates between 0l-Jan-2015 and 30-Sep-201€
I heck Hi
5.3.2. 7216 Employee Paycheck History Summary
ask 7216: Employee Paycheck History Summary
Employee Paycheck History Summary
Required: Enter Employee# Ja2 |CUMBERBATCH, BENEDICT M
Required: Check Date Range (mmddyvyy] From: |m To: ||]g.sgp.2|]1 6
Runas & Preview ¢ Print  PDF
If Printing use Duplex @& Yes ¢ Nao
Lookup | 0K I Cancel Clear All
7216-HRREP: HREMPCHEHIS . REP Printed 0S-Sep-Z0l& at 14:5Z:33 by THERESA Page 1
Towmn of ADMINS
Employse Paycheck History Summary
Ewplowee: 000032 CUMBERBATCH, BENEDICT M
Warrant Check Dates hetween 0101Z01F5 and 03-Sep-Z01E
Buployee: 000032 CUMBERBATCH, EENEDICT M Cross Pay: 18,857.52  Federal Tax Wages 17,351.67 Hedicare Vages 14,646.32
Peductions: 15,161.28 State Taxable Wages 18,257 52 Retirement Wages 14,107.52
3,696.24 Total Wages 1g,857.52 Federal Taxes -1,549.47
&,522.73 State Taxes -367.67 Pension Plan Flag -8E5.85
21z.324 Deferred Comp Wages -&00.00 EFT Deductions -4,443. 16
] Wages ] Deductions —-——----— | - Deductions | Bensfits ] Hours/Days
Police Detail Pay 3,802.48 FULLTIME 04600108 &00. 00 EFT SAVINGS 4,443.1¢6 MEDICARE 21z.34 Police Detail Pay 21.00 Hrs
Police Detail Pay 315 84 FEDERAL TAX 1,549 47 STATE TAX S67.67 Police Detail Pay 12.00 Hrs
out of towm polic Z10.E88 MEDICARE 217 .34 NORFOLE CTY PEN & 731.70 out of town polic 8.00 Hrs
Detail Pay w/Car Z10.E88 MORFOLK CTY 2% 7418 DIRECT DEPOSIT 6,522.79 Detail Pay w/Car 8.00 Hrs
police town detai Z10. 88 police toun detai 8.00 Hrs
REGULAR - hours 13,084.72 REGULAR - hours 1,000.00 Hrs
EICK LEAVE - HOUR l,08z.80 EICK LEAVE - HOUR 40.00 Hrs
SICK ACCRUAL SICK ACCRUAL 70.00 Hrs
i1z
7216-HOREP:HREMPCHEHIE REP Printed 09-2ep-Z016 at 16:2Z:02 by THEREZA Page 1
Town of ADMING
Ewployee Paycheck History Summary
Euwployee: 32 CUMBEREATCH, BENEDICT M
Warrant Check Dates between 01012015 and 0S-Sep-ZO0l&
Mo Records Selected

Figure 11 Employee running report has no access to the timesheet group

[MDT-SUP-SAPLAUC-1080]
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5.4. FOIA Request — Report of Employee Ages

Some client sites have received Freedom of Information Act (FOIA) requests asking the age of employees. In the
Human Resources Report Library, run the 6720 —-Employee List with Dates report to get a list of employees with
ages. Select Human Resources P Reports P Report Library by Employee P Employee List — Dates and use the
Excel® option.

Report Library By Employee
Report Name
B680-Enployee Roster Schedule Sample Run
6710-Employee List Sample Run
5711-Employee List with Hotes Sample | Run
6712-Employse List — Phone Directory Sample | Run
671d-Employee List — Grade Schedules Samgle Run
E75d-Employee List — Additional Mages Sample | Run
6716-Employes List - Deductions Sample | Run
6718-Employee List — GL Home Coding Samgle Run
F719-Foolnuee | ist — R Huwe Modine — Flement Selection Sample | Run
6720-Employee List - Dates — | fn

Save the report to an Excel® file on a local drive and then adapt it (remove any unneeded columns) to fulfill the
request.

dll LH |+ Employeelist_Dates_6720_THERESA[L]xml - Microsoft Excel
Harne Insert Page Layout Faormulas [Data Rewiews ] e

M9 - |29

E B c o] E F G H
1 Position
2 Emp# Hame Position® Description Bargain Unit DOB Age Hire Date Hireh,
3 ‘Boooo7 PUBLIC, JOHM G T123TWNADMN-01  TOWN ADMINISTRATOR SMGL-01 04 -hday-1961 55 24-Feh-2015
4 DO00O7  PUBLIC, JOHM @ HO99TERTERM-01  UNASSIGHED POSITION TERM-01 0-Mary-1 964 55 24-Dec-2002
5 Mooo 2 HOLMES, MARIE R SO09SPDSPEE-01 SPEECH THERAPIST WTA-26 26-har-1955 af 07-Sep-1552
& oooz GEMERELX, LY'MM SO0SCARANRKRE-02 CAFETERIAWORKER -0 AFL10M-AF10 10-Maw-1932 83 24-Sep-1970
7 BO0M7T  WETHEY, MARIE HO99RETTERM-01  RETIRED POSITION RET-RE 16-bday-1936 80 24-Jan-1974
& 'hooozo POWVWERS, LMK M SO0SABATECH-01  APPLIED BEHANIOR &ML AFL-AF 05-Aug-1962 33 15-Jul-2015

ADM-AUC-HR-9824]

5.5. ADMINS Report Generator

There was an error with the ARG when using the AGE field causing it to display a four digit number; that has been
changed to use a two digit number.

ADM-AUC-HR-9824]

6. YEAR END PROCESSING

6.1. ACAFiling Table

There was a problem with typing in the year on the ACA Filing table — the screen was bringing the user to a
different year than what was typed in. This was corrected

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 12
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ACA Filing Table

Software ID  15A0001502

Entity Description TCC#  Original Submission Receipts Correction Submission Receipt#
L TOWM OF AMYMHERE EEBFL

E Retirees EBEZE

r Pensioners B2345

F corrections

[ADM-AUC-HR-9830]

6.2. 1095C Attachment Step Now Available

Sites having completed their submissions to the IRS for ACA reporting have had the step enabled so that
attachments may be created and archived. This is a required step and must be performed before the step process is
reset to allow sites to begin processing for the 2016 reporting year.

® Sites that filed 1095Cs with the IRS via another method should complete

f\{ I the “Save 1095 Forms as Employee Attachments/Archive” step to attach

. the printed copies to the employee records and reset the menu for 2016
processing.

1095 Processing 1095 Processing

Description Date
Reset 1095 Menu
Payroll V2 1095 - C
ACA Filing Table
Bargaining Unit - Affordable Care Act
ACA 1095 Audit Report

Description Date
Reset 1095 Menu 21-Apr-2016
Payroll V2 1095 - C
ACA Filing Table
Bargaining Unit - Affordable Care Act

ACA 1095 Audit Report 21-Apr-2016
BiLicl 1035 Fil
Ed'rtl‘:IDQS = k“:l i Build 1095 File | 21-apr-2016
kR Edit 1095 Work File | 21-apr-2016
Print 1035 F
il QIS | Prirt 1095 Forms | 21-apr-2016

Cenetste RSEporthls | Generate IR Expart File |

Save 1095 Forme a8 Employes Attachmentsiiretive | Save 1095 Forms as Employse Attachmertsidrohive

Figure 12 Before — Step unavailable Figure 13 After — Step is available

ADM-AUC-HR-9826 & 9828]
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7. SETTING DEFAULT PRINTERS (V9.2 SITES ONLY)

e e e e | To allow AUC users to conveniently set their default printers, a new button has
Elm g g ey 2l m| C .
,,,,, been added to all screens. Clicking this button lets the user select a default from

T e lahle Printers a list of the printers installed on the AUC server. Find this button next to the
[ [Print] button on the toolbar; click to display the available printers. Click on the
" [HP Color Laserser 26bgn desired printer and click on [OK] to set the default printer for use in your AUC
Foxit Reader PDF Printe .
cPDF Wiit session.

DF W
adhv1WADMINS Color

If you do not see this icon, then this option is not available on your site.

0K I Cancel |

ADM-AUC-SY-7792]

8. MENU AND TOOLBAR TIPS

System Help Reference Library A reference card was updated to help acquaint the user with
the menus and toolbars included in the AUC system. This

Referonce Card reference card is available in all the Help Reference Libraries.
Menu Toolbar Tips Wiesy | Ermail

Create CSY Files Wigwy | Email

ADMINS Report Generator (ARG} Wiews | Email

Emzil Distribution Lists Wiewr
I forgot to print my reports,,. Wiewy
System Administration Kit Wignw

Email

Email

Ermail
HMeru and Toolbar Tips View | _Emai

[ADM-AUC-SY-7991]

9. HELP REFERENCE LIBRARY

9.1. New or Updated Documentation

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

¢ EMPLOYEE POSITIONS Add a New Employee
Employee Maintenance Screens

e SPECIAL PROCESSING Voiding a Vendor Check

e SYSTEM Menu and Toolbar Tips
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