BENEFIT STATEMENTS

HUMAN RESOURCES

The AUC HR Module includes the ability to produce a Benefit Statement Report. This statement will give the
employee “at a glance” all of the components that comprise the total package of their compensation.

This document will illustrate how to set up the codes needed to make this a meaningful, helpful source of
information for your employees.
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1. WHAT WILL SHOW ON THE BENEFIT STATEMENT?

Below is a sample image of the benefit statement. The numbered sections allow you to match the source of the
data with the location on the report. A two-page example appears on the last page of this document.

1.1. What is the Source of the Data?

1. Seal and address from the Form
Control Screen on page 8.

2. Date range entered when running
TOWM OF ADMINS

% 1035 CAMERIDSE STREET . . the report.
¢ AMERIDGE MA 1241 0000 Personalized Benefit Statement for

KAREN DUHAIHE
1Jul42 t0 H1.Decq? 3. Name and address from the
employee record based on the

employee number.

4. Letter message as entered in the

THIS STATEMENT WS PREPARED FOR :

Employer Contribuion Percentge Form Control Screen on page 8.
+ARKEN OUHAIME :o-gum
T CRO35 STREET = i H 0, H
*AMERIDGE, WA 02155 - 0000 5. Pie Chart showing % of each print
category.

6. Data grouped on the values entered
in the Category table. Includes Pay
Code, Cost Codes and Bargaining
Unit records.

This detailed sttement of benefits was prepared justfr you. tis
designed to show youthe value of pour benefits package, which iz

a siqnificant part of yourteal compensation . THis summary will nelp
4 {0U @NSWEr questions about your benefts .
Uik: o pee that pou will fing this sEtement infmative and nelprl. F

there is anything here you question or don tundersnd, please
GonEct Human Resources by calling the benefts hottine at

7. Descriptions as entered in the Print

1-500-300-5000. Section table. Each category is
assigned to a print section.
14
7

annual Breakdown of Baneft Coste 4 DMINS Contr ibwtio ne wour Contrioutom Tadal 8. Values taken from the emp|°yee5

Saze Salany (including paid ime of) 5 5,957.60 % 00,00 k 425764 check hIStOf‘y for the date range and

Stipend £ 20558 B w55 Bargaining Unit Benefit Statement
TotaiCo mpanadtion H 470152 H i § aioimE Screen on page 6.

Wedical and Presciption Insurance |3 #,515.00 |3 1,T26.02 Fo 1024502 . X

ife and ADED Insurance ( 6 ) £ 500 [ 166,26 F 190,26 9. Employee # and bargaining unit to

_ongtem Disibility Insumnce 13 150,00 [ 150,00 make it easy to research and answer
Total Haath and Wtiare Bansfis ) F54300 s 24458 $  swm .

employee questions.

WERS 4 124.46 F 123,45

Medicare Tax § 4556 $ 5,56 b 12 10. Since there is no limit to the number off

dorfalk Couty 4% H 436,11 3 456,71 . . .
EET—— 5 pr— : ot Y e benefit categories, each report will

Zlithing Allowance 13 4500 B 4500 show Page #of #.
Total Other MicelEneous Banefis ] 4500 § 4500 .

11. Statement Title from the Forms

Total Annual Breakdow n of Baneft Costn H 150525 k 2EIT S $  tRami Control Screen on page 8

12. Municipality Name & Address from
o the Forms Control Screen on page 8.

13. Benefit Column Title from the Forms
Control Screen on page 8.

\ =or Office Use ONly. Employes #0010 Bangaining UNit: SFL 10M 2510 Fege 1or1 14. This ISt;[he Iabellfor the employer
9 - contribution column.
gure 1 Sample Benefits Statement 10

See section 2.2 Form Control Screen—Benefit Statement for additional information on the source of the form
layout for numbers 1, 4 and 11 through 13.
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1.2. Who Will Receive a Statement?
Only active employees in the selected bargaining unit(s) will receive the benefit statements. If the employee

held two positions in the bargaining unit during that period, the data are consolidated on one statement. If the
employee held positions in more than one bargaining unit, only the Active position data is provided.

1.3. What Do You Need Before You Begin?

Write out the message you wish to convey on every benefit statement.
Then, determine which:

Pay codes,

Cost codes,

Additional benefits and costs that are not currently in the cost code table or pay code table, and
Bargaining Units

will print on the benefits statements.

Lastly, do you have a color printer available for printing the benefit statements or will you be printing on a
black and white printer?

2. BENEFIT STATEMENTS STEPS MENU

To begin, select Human Resources P Special Processing P Benefit Statements. Create the Benefit Statement
via this convenient steps menu, which allows the HR staff to customize the various report sections.

S — Benefit Statements
Maintenance 3
Payroll Processing 3 Description Date
Timesheet Entry 3 Reset Process | 10-Feh-2017
Special Processing r Benefit Statements

Print Section - Benefit Statement
Category - Benefit Statement
Cost Code Takle - Benefit Statement
Pay Code Table - Benefit Statement
Bargaining Unit Table - Benefit Statement
Form Contral Screen - Benefit Statement

Audit Reports - Benefit Statement |

Print Employes Benefit Staterments 10-Feb—2017
Manzfield Benefit Statement Bargaining Unit Summary: 10-Fekb-2017
hanstield Benefit Statement Entity Summary 10-Feb—2017

Attach Employee Benefit Statements |

Figure 2 Benefit Statements Steps Menu
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2.1. Populate Tables

2.1.1. Print Section
First, populate the Print Section, where you enter the descriptions and Pie Chart labels for the various categories

H H 4 Add Mew
of compensation. To add a category, click on = l
Print Section - Benefit Statement
Goto,
o | 4 Print Section 2 Description | PieChartlabel  3Order| Status
| [T Inectie 1
g g ompensation Eonpensation | L Act.iu [N Add Category
NS Health and Helfare Berefits Healthabelfare E FActiwv
6 Esit List ' AHD landat.ory ! Fct.i:
faTH Benef Lt Dther M |3 Acti Catt:gnry IOPTI
7 Beneiit St Category FET Retirenent t FE_ fctiw
8 Cost Code Table INT ORf L T F Act.

9 Pay Code Takie

hion Dues ictive
| 0K I Cancel | Lookup |
0 Benefit Statement Menu

Figure 3 Print Section — Benefit Statement

Type in the name of a new category and then click on the OK button. If you attempt to add a category that
already exists, this message appears:

BHtlEateyony If the category is valid, continue by entering a long description for use in the table
BN opT value e i codt and a short description (no more than 14 characters) for the pie chart label. You
0 Use Lookup for s of valid codes may edit the two description fields any time you wish to make a change.

oK |

2.1.2. Category-—Benefit Statement

Next, click on Categary - Benefl Statement | 'in the steps menu or click on __LEeneftSteateory | from the
Print Section screen. The following screen listing all of your Benefit categories will appear — the categories
shown are amassed from the Cost Code and Pay Code tables. Associate each category that you want to print on
the benefits statement with the Human Resources Pay Codes and Cost Codes. To do so, assign each row a Print
Section Category to group similar types of compensation.

Notice in the screen image below that BASE, COMPT, COURT, and DETAIL have all been assigned the
Compensation (COMP) print category. This controls which group the category will be listed with and
subtotalled on when printing the Benefit Statement. To add a new Category, click on | 4 Add New | 1f you
attempt to add a category that already exists, a message will appear to notify you that the value already exists in
the list of codes. (Ordinarily new categories would be added in the respective Pay Code or Cost Code table.)

If no print category is assigned in this screen, the category will not print on the Benefit Statement.
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Category - Benefit Statement

Goto,..
Actions ! 1 Category: | 2 Description | 3 Print Section | Order Status
4 Acld Meww Baze Salary {including paid time off} COMP | Compensation 1 Active
Be Well Reward OTH Other Miscellansous Benefits o Active
5 Edit List | Car Allowance OTH Other Mizcellaneous Benefits 3 Active
Cell Phone Useage OTH Other Mizcellaneous Benefits 3 Active
& Print Section Table Clothing Allowance OTH Other Mizcellaneous Benefits = Active
7 Cost Code Table Conp Time COMP  fCompensation e Active
8 Pay Code Table Court COMP jCompensation ] Active
CETAIL  Detail COMP fCompensation . Active
9 Benefit Statement Menu | FAFP Frployee Azsistance {(EAP} 0TH Other Mizcellansous Berefits E Active
FIT Fitrness Program Subsidy OTH Other Mizcellaneous Benefits 5 Active
HHOF HHO Family 26 IHS Health and Welfare Benefits 1 Active
HEMFZ2 HOM Family 21 IHS Health and Welfare Berefits =5 Active
IHMLIEU  Payment in Lieu of Health Insurance TS Health and HWelfare Benefits C Active

Figure 4 Category—Benefit Statement

2.1.3. Cost Code Table—Benefit Statement

Populate the Cost Code Table for the Benefit Statements. It is easiest to fill in this table if it is sorted by Pay
Check Category. Enter data only for the categories on cost codes that you want to print on the benefit statement.
If the benefit category is not assigned, the payroll information for the cost code will not appear on the benefit
statement. If a cost code uses a category code that is not assigned to a print section, an error will appear on the
audit reports and the Benefit Statements will not print until the error is corrected.

=a[AUC] 6213-Cost Code Table - Benefit Statement [luann] [_ 5] |
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Biling  System  Help

oals) ) vl o] 22l5[ Qf = i

Cost Code Table - Benefit Statement

Gota..
Actions | 2 Cost Code | 3 Description | 4 PayCheck Categnryl 5 Benefit St Category | Status
Summary-Pay:hEckl 1 Detail I CHCORR ORFOLE COUNTY PERCENMTAGE CORRECTIO C C Horfolk County Fctive
IC- + ORFOLE CTY, 30+ C C Horfolk County Active
B Addd Mew IC-30+ C ORFOLK. COUMTY 2% CORRECTIONS C C Morfolk County Active
IC-PNS ORFOLK. CTY PEN 52 C C Morfolk County Active
7 Edit List IC-PN7 ORFOLK. CTY PEM 7 C C Morfolk County Active
3 Detail List IC-PM2 ORFOLK CTY PEM 8% C C Morfolk County Active
9 Emp By Code IC-PH2 ORFOLK, CTY PEMN 9% C C MorfFolk County Active

Figure 5 Cost Code Table-Benefit Statement

2.1.4. Pay Code Table-Benefit Statement

Assign the Benefit Categories to each Pay Code. It is easiest to fill in this table when it is sorted by Pay Check
Category. Enter data only for the benefit categories on pay codes that you want to print on the benefit statement.
If the benefit category is not assigned, the payroll information for the pay code will not appear on the benefit
statement.

= If a pay code is using a category code not assigned to a print section, an error will appear on the
F\f I audit reports and the Benefit Statements will not print until the error is corrected.
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Pay Code Table - Benefit Statement

2Pay Code

3 Deseription

Drayica ]

5 Beneft Category

| Status

4 Detil
pooT
FIRE 0JT
FIREADJO

N JOB TNJURY 111F - SALARIED

Fire On the job injury I11F

ffire penny adjustments on OJI

0JT

Police on the job ingury 1117

PP
RY
[oERv
IOF LM

|

AOMIN DAY POL

Bereavenent — hourly

Beresvenent — Salaried

FUMERAL LEAVE - daily rate

L

FUNERAL LEAVE

CAR

AR ALLOWANCE

L

LOTHING NON THHABLE

CLT
FIRE CL

LOTHIMG TAKABLE

Fire clothing non—taxable

POl CL

Police Clothing non-taxable

>-
=
o
R

,_.
=
=
o

,4
H
5
T

>-
=
o
R

™
=
=
Z

b i
| )| =)
m|m| @ |
e e e
2222

-
=
o
b=l

LOTH
LOTH
LOTH

.JT

.JT

JT

.JT

LEAVE

LEAVE

LERVE

LEAVE

LEAVE

AR

LOTH

LOTH

LOTH

Tnjury Pay
Injury Pay

Injury Pay

Tnjury Pay

Leave

Leave

Leave

Leave

Leave

Car Allowance
Clothing Allowance
Clothing Allowance
Clothing Allowance

LOTH & Clothing Allowance

fActive
Active
Active
Active
Active
Active
Active
Active
Tnactive
Active
Active
Active
Active
Active

Active

Figure 6 Pay Code Table-Benefit Statement

2.1.5. Alternate Method to Associate Benefit Statement Categories

The images below show another method to enter the Benefit Statement Category in the Pay Code and Cost
Code Tables. Enter data in either the summary screens shown above or the detail screens below. Use the lookup

to select from the available benefit categories in the detail screens.

Pay Code Table

Cost Code

Pay Code  [DJUR

2 Base Buckets |

[JURY DUTY - SALARIED

3 Detail Billing

Cost Code [DIS-AF

[DISABILTY-AFLAC-NY

Paycheck Category
Account Number
Benefit Staternent Category

[URYD ~ JuRY DUTY

'ERSE Base Salary (including paid Lim;

Calculation
¢ Method 1
¢ Method 2
¢ Method 3

Flat Amount

Use Tax Rate Table

Base Bucket%

§
BaseBucket # [ O

6 Accounting | 7 Base Buckets |

Paycheck Category

Deduction Holdover Method 1

ﬁS DIS - NON DEF

Take Available Amount

Add to Manual Check

Benefit Statement Category BSHORT

" Yes (¥ No
Short-term Disability In

2.1.6. Bargaining Unit Table—Benefit Statement

This screen is for any benefit not in the cost code or pay code table (for benefits not managed through payroll).
Assign your site-specific benefits for each bargaining unit in this screen. Click on Add New, type a benefit
statement category or select one from the lookup. Enter the description and select the calculation method.

N A
SN S
*Us
S D
Lo~

Only bargaining units that have the “Print Benefit Statements” set to yes will be available for benefit
statements. Be sure to check the “Yes” radio button in the Print Benefit Statement selection shown
below before you attempt to add any benefits to this screen.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. TC February 2017
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Bargaining Unit Table - Benefit Statement
Bargaining Unit FIRE -FI Fire Union
Print Benefit Statemems@f‘ Mo
1 Cost Codes | 2 Holidays | 3 Longevity Pay | 4 Retroactive Pay | 5 Salary Sched | E Cther Info | Benefit Statementsl Affardable CareActl
Benefit
Sequence Code Description Calculation Method Amount
1 LTO ong Term DISABILITY IMSURAMCE E 5, 555555555 Per Thousand LE70000000
2 k1D hort. Term Dissbility IMSURAMCE |1_ #,$553$%5%% Per $ Period LO05846446
2 [TMLIEL n Lieu of Health Insurance E +,8¢ Per Year 1000, 000000000

Figure 7 Bargaining Unit Table-Benefit Statement

[Nl calculation Method
Code Description Status Tl:lfJ
£, 555535555F Per # Period End Salary A
$,5545%%%%% Per Thouszand # Check End Rou A
£,.%%f Per Year A

There are three calculation methods available on the lookup; methods one and two allow up to nine digits after
the decimal:

1. $.585855$5S Per S Period End Salary — the employee's annual salary based on the period ending date
entered in the print statement step is multiplied by the amount

2. $.85555555S Per Thousand $ Check End Rounded — the employee's annual salary based on the period
ending date entered in the print statement step is divided by 1000 and rounded to the nearest thousand
then multiplied by the amount

3. $.8S$ Per Year — the amount entered will appear on the benefit statement
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2.2. Form Control Screen—-Benefit Statement

This screen controls the “boilerplate” that prints on every statement issued. Customize this table with text
specific to your municipality, such as the seal, address and the message you wish to convey. You may change
this text at any time as appropriate. If any fields are blank on this screen, for example, the seal file field, then no
seal will print on the benefit statement.

Form Control Screen - Benefit Statement

Goto...
e Control # [T
Seal File ‘l i hauc_devel opment \adnhome \auc \Fornshsitepixitoc_seal .png
Statement Title Personalized Benefit Statement
A Entity Name 1 1 TOWH OF ADMINS
1 Add Control Recaord | Addresss 1035 CAMERIDGE STREET
2 Benefit Statement Menu |
City, State ZipCode |2 FALDEN A p21a1-9542
Letter Thiz detailed statement of benefits was

prepared just for you, It is designed to show you

the value of your benefits package. which i= a
Eignificant part of your total compensation, This
Eumnary will help you answer questions ahout

4 your kbenefits,

e hope that you will fFind this statement
informative and helpful, If there is angthing here
you guestion or don”t understand. please contact
Human Resources by calling the benefits hotline
it 1-B00-800-8000.

13

Benefit Section Title Frinual Ereskdown of Benefit Costs
Employer Column Desription EDHINS 14

Figure 8 Sample Form Control Screen

See 1.1 What is the Source of the Data? to see where each section appears on the Benefit Statement.

2.2.1. Form Control Optional Override

To allow for ease of data entry, a Control Record may be added to customize the boilerplate for each entity. All
items in the screen shown in Figure 8 may be edited.

Form Control Screen - Benefit Statement

Gota..

- Control #
Seal File H +hauc_devel opment hadnhome\auc \ formshsitepixitoc_seal .png
Statement Title Personalized Benefit Statement
I8 BS Form Control Screen
Add Control Number Fl

1 Add Control Record .
[ r— ENlity Name [nGER's DEN]
2 Benefit Statement Menu
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2.3. Audit Reports—Benefit Statement

Verify your data entry by running the Benefit Statement Audit Reports. The system will issue six reports.

The first report will list each benefit category, in order specified on the screen, and all of the different items to
be included in each category.

<& TedRE - Benefitstatement_Sample_6235_THERESA[18]
File Edt Format Options

‘Courier New <] -] B|7|ufm:] = =| g
6235-HEBENSTA_SAMPLE. REF Printed 10-Sep-2014 av 1§:29:35 by THERESA Page 7
Tewn of ADNINE
Benefit Stavement Sauple
Towm of ADNINS annual
nnaul Brashdowm of Bemefit Coses Coneriburions Your Comtriburions Included in Cacegery Bargaining Unie e

TEACHER THIURY U/DAY
Title L - clarical

LONGEVITY PAY
Te.

;2
TNPAID LEAVE OF iBE
TNPAID MATERNITY LVE
TNION LEAVE

VACATION ACCRUAL

VACATION FINAL PRY/buy back

Working Professional Day

VORKIENS ' COMP

Veekly adjustuene

LEAVE W/D DAY
Sub covering Weekly suployes

EXTIA PERSOMAL DAY

Sripend B 0.00 B 0.00

COURT APPEARANGE

Dpeail B 0.00 B 0.00

1L -2 213 5.5% Per Year 1,000.0000

The second report is a sample of how the data will appear on the final report — a preview of how the data will be
grouped.

<% TedRE - BenefitStatement_Sample_6235_LUANN[6]

File Edit Format Options
ICounerNew E‘IB EI B|1|g|-- i] EEIEE gl

6235-HRBENSTA_SAMPLE. REP Printed Z26-Aug-2014 at 1l4:14:25 by LUANN

Towm of ADMINS
Benefit Statement Sample

Towm of ADMINS
Annaul Breakdown of Benefit Costs Contribution Your Contribution

Handatory Benefits

Social Security Tax i 0.00 § 0.00
Compensation
Base Salary (including paid time off) i 0.00 § 0.00
Stipend $ 0.00 ¥ 0.00
Court $ 0.00 ¥ 0.00
Detail i 0.00 i 0.00
Leave $ 0.00 $ 0.00
Injury Pay $ 0.00 $ 0.00
Health and Welfare Benefits
Hedical and Prescription Insurance $ 0.00 B 0.00
Payment in Lieu of Health Insurance $ 0.00 § 0.00
Life and AD4D Insurance ¢ 0.00 ¢ 0.00
Short-term Disability Insurance ¢ 0.00 ¢ 0.00
Long-term Disibility Insurance $ 0.00 § 0.00

TOTAL COMPENSATION $ 0.00 ¢ 0.00
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The third report shows the bargaining units for which benefit statements are available for printing.

< TedRE - BrgBenStatement_7004_LUANN| 5] ==

File Edt Format  Options
[Courer ism S fe = B|7|ufm> ]
7004-HREARG_ES. REP Printed Z&-Aug-Z014 at 14:14:23 by LUANN Page 1

ll1g
Town of ADMINE
Bargsining Units Availsble for Benefit Statements

Print Benefit Print Anmaal
Bargaining Unit Sewqf Sectiom Print Section Description Category Eemefit Description Order Calculation Method Amennt,

AFL -RF

ATL -&F 1 THS Health and Welfare Benefins MED Vision Care 13 §.3§ Per Year 1230000
AFL -&F z OTH Other Miscellaneous Benefits FIT Health Club Membership § 3 §.#F Per Year 41z 0000
AFL -&F gchool Teekly 12 month employees Count.: 2

AFL 10M -AF10

AFL 10M -AF10 1 RET Retirement Benefits MERS Retirement Allowance 13  §.#% Per Year 1234500
AFL 10M -AF10 z
AFL 10M -AF10 3
AFL 10M -AF10 4
AFL 10M -AF10 5
AFL 10M -AF1D  School Weskly 10 month suployess Count: 5
LURNH -0l
LUENH  -01 1 THS Health and Welfare Benefins MED Vision Insuramce 1
LURNMN -0l Test of Benefit Stacement Fils Count: 1
HTA -z1
MTA -z1 1 THS Health and Welfare Benefins INLIEU Tn liew of Insurance 23 §.3§ Per Year 1000000
MTA -z1 z OTH Other Miscellaneous Benefits PDLONG. 13  §.4§ Per Year 125 0000
MTA -z1 21 Pay Teachers Count.: 2
Repors Total Count.: 10

The last three are error reports. If errors exist on the Bargaining Unit, Cost Code or Pay Code tables, the errors
will appear on these reports. If the message “No Records Selected” appears, the tables are error-free.

& TedRE - BargUnit_Audit_6228_THERESA[ 7]
File Edit Format Options

[ Courier tew =l [ =] B|s|u = =
k1
BZZ8-HRBARG_AUDIT. REP Printed 10-Sep-Z014 at 13:57:Z6 by THERESA Page 1

Towm of ADMINE
Benefit Statement - Bargaining Unit Error Report

Print Benefit Print Anmuall
Bargaining Unit Segf Section Print Section Descriptien Category Bensfir Descriprion Order Calculation Method Amoun|

Mo Records Selected

<% TedRE - CostCode_Audit_6219_THERESA[7]
File Edit Format Options

ICourierNew ﬂ IB j B Ilgl-v _EI

&

lk11g
£213-HROSTCOD_AUDIT. REF Printed 10-%=p-2014 at 13:57:26 by THERESA Page 1
Totm of ADMINS
Bemefit Statement - Cost Code Error Report
CostCode Description Category Category Description Section Section Description

Ho Records Selected

4 TedRE - PayCode_Audit_6218_THERESA[8]
File Edit Format Options

ICﬂur\erNew j IB j Blllgl-' _EI

%]
6Z18-HEPAYCOD AUDIT. REP Printed 10-Sep-2014 at 15:29:31 by THERESA Page 1
Totm of ADMINS
Benefit Statement - Pay Code Error Report
Pay Code Descriprion Category Category Descriprion Section Section Deseription

Mo Records Selected
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Review each of the audit reports for accuracy of data and grammar or spelling errors or missing print section
codes. If a pay code or cost code is using a category code that is not assigned to a print section, an error will
appear on the audit reports and the Benefit Statements will not print until the error is corrected.

Now is the time to make any corrections to the tables, as once you print the Benefit Statements, the tables will
not be available for editing until you Reset the entire process. If that is necessary, you may click on Reset
Process (be sure to select the Yes radio button) and edit only the tables that need changes — the other tables will
remain as is.

Benefit Statements
Date
l Reset Process N—ama
Pt Seciion - Benefit Statement
Caleary - Benefit statement M Task 6212: Reset Process
Cost Corle Table - Beneif Stetement Reset Process
Pey Corle Teble - Benef Statement,
Barggining Wit Table - Benefit Statement 10-Sep-2014 Are you sure?  pf @
Farm Control Screen - Benefit Statement
At Reports - Benefit Statement 10-5ep-2014.
Print Beneft Statements 10-Sep-2014 ’—I
:IAnach ICISTOGE Lookup | 0K Cancel Clear All

2.4. Print Employee Benefit Statements

Enter the Date Range and select a single bargaining unit (or multiple if the bargaining units contain fewer than
ten employees). Enter the Form Control # and click on [OK].

[l Task 6182: Print Employee Benefit Statements

Print Employee Benefit Statements

Required: Check Date Range [mmddyyyy] From: |]1 012016 To: 12312016
Enter up to 9 Bargaining Units [One Required]  Edit “B values: MTA 21, FIRE FI, PROF 01, LUANN 01, ¢
Optional: Owverride Form Control# | |

Lookup | OK I Cancel Clear All

TIME SAVER

Running the report for each Bargaining Unit individually is faster than running the report for everyone at
once.
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ADMINS Unified Community Benefit Statements
Human Resources Updated February 2017

2.5. Mansfield Benefit Statement Bargaining Unit Summary:

Enter the date range, all bargaining units that should be grouped together for one statement and the description
that should appear on the statement. Optionally select an entity name to override the default.

Mansfield Benefit Statement Bargaining Unit Summary
MansTield Bene SALETTIETIL B SUMITSEy M Benefit Statement Form

[W Task 6577: Mansfield Benefit Statement BargainingUnit Summary Sequenc Entity Mame Tl:lfJ
Mansfield Benefit Stat t Bargaining Unit Summary =
) 1 TOWM OF ADMIMS
Required: Check Date Range [mmddyyyy] From: [01012016 To: 12312016 2 TOWM OF ADMING
Enter up to 9 Bargaining Units [One Required)] Edit ”4 values: MTA 21, FIRE FI, 3 REGION 13
Required: Enter Description it Summary Calendar Year 1016

Optional: Override Form Control#

Lookup 0K Cancel Clear All |

|\ To override Form Control, enter the sequence number you wish to

=l
use or select it from the lookup. Click on OK and OK. J Find | Search| Cancel| Help | Eof]

2.6. Mansfield Benefit Statement Entity Unit Summary:

Enter the date range, the entity and the description that should appear on the statement. Optionally select an
entity name to override the default.

St ik iminc Lot |

Mansfield Benefit Statement Entity Summary |

Fow - -
Y] field Benefit Stat t Entity S v [N Benefit Statement Form B3

Required: Check Date Range [(mmddyyyy] From: ||]1 012014 To: 12312014 W_EJ

Required: Entity Code |1 |TOWN OF ANYWHERE 1 TOWH OF ADMINS
. . 2 TOWN OF ADMIMNS
Required: Enter Description |Entity Test Full Color Benefit Statement 2 REGION 19

Optional: Override Form Control#

Lookup 0K | Cancel Clear All

To override Form Control, enter the sequence number you wish to
use or select it from the lookup. Click on OK to select the sequence
entity in the lookup then click on OK to print the benefits statements. |

| OK I Find | Searchl Cancell Help | ﬂl

For Benefit Statement Purposes, any number of “Entities” may be established and do not necessarily correlate
with entities existing in the GL Entity table.
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ADMINS Unified Community Benefit Statements
Human Resources Updated February 2017

2.6.1. Color or Black & White Printing Options

There are two options available for the benefit statements, depending on the printers available at your location.
The first is a benefit statement with the pie chart printed in color. The second option allows you to print the
statement with the pie chart printed in black and white patterns. If you select the color option for printing on a
black and white printer, the pie chart will not have enough contrast and will not present the data in an easy to
understand format. Printing the black and white version on a color printer will work properly.

The System P Printer Setup P Crystal Report Forms table identifies which form is selected and is initially set
up by your ADMINS installer. If you need to make a change in the future, both forms are available for your use

and you may choose the other form. If you cannot access the screen, contact support@admins.com for
assistance.

Crystal Report Forms

I Category  Jl=TaNEE) Descripion  Benefits Statement

Associated Task EiEB Benefit Statement Print

Seq Location of RFT File Repaort Description Use Param 1 Faram 2 Faram 3
[T FORMSRPT :HREENSTALRPT Berefit Statement - Color Printer | | |

E FORMSRPT :HREENSTABK ,RPT [Bensfit Statemsmt — Black & White o | |

2.7. Attach Benefit Statements

The final step in the process is to attach the Benefit Statements to the employees’ records. Once this step is
complete, you may view the attachment from the Employee Maintenance Screen.

2.7.1. View the Attachments

The Benefit Statements are attached to the Employee record, not the Position Record. Select Human Resources
P Maintenance P Employee Maintenance and click on the Employee Attachments Button. Select the Benefit
Statement you wish to view and click on 7 View Attachment.

Employee Attachments
i Employee Number X 2 SUELTENFUSS,. LYNN A
Actiogs -
Z Add Attachmert
1 Cortact 2 Personal 3 DediBen 4 Add Wages 5 Payrall & Accounting 7 Salary § DalesiClass 3 Degrees
Employee Maintenance seqt Flename
[ [Bo10 W2 Entitasl ¥ H2_2010_1_009872_1.pof
FENFUSS | Employee Attachments (11) | £ PO11 42 Entitu:l #1 W2_2011_1_009872_1, pdf
= = 5 E~ 012 w2 Entity:l W2_2012_1_009872_1308261055  pdf
I E El] W2 Entity:l W2_2013_1_009872_1403051551 .pdf
[iT POT2 Benef it Statenert BeriStatenent,_009872_2012,pdf [~ 7 View ttachent_||

The benefit statement will appear in the .pdf reader. This example shows a two-page statement.
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ADMINS Unified Community

Benefit Statements

Human Resources

2.7.2. Two Page Benefit Statement

Updated February 2017

s, TOWN OF ADMINS
2, 1035 CAMBRIDGE STREET
READING MA 01857.0000

‘THIS STATEMENT WAS PREPARED FOR:

LYNN A SUELTENFUSS
20 WANKINQUORH AVENUE
CAMBRIDGE, MA 02133-0000

Tris detalled siatement of benefis was prepared just or you Itis
designed 10 show you the vaiue of your beneits package, which s
of yow fion. T oy vl

p
You Bnewer quections 2bout your benefit.

We hope st you wil find ths statement informative and hefgfl. I
ere i anyBung here you question o dont understand, please
contact Human Resources by caling the benefis hotine st
1-800-800-6000.

Personalized Benefit Statement for
LYNN A SUELTENFUSS

1-Jul-12 to 31-Dec-12

N oo CABROCE STREET Personalized Benefit Statement for

LYNN A SUELTENFUSS

7}, READING MA 018670000

1-Jul-12 to 31-Dec-12

£y

Employer Contribution Percentage

‘Benefit Costs TOWN OF ADMINS Your Total
Base Salary (incuding paid tme off $8.393.17 $839017
Comp Tme §19,86283 $ 196283
Leave $1,00000 $100000
njury Pay 580000 530000

Total Compensation §30,05%.00 § 30,056.00
Mesical and Prescripton Insurance: $9.28852 $286783 $12,13635
Payment in Lieu of Health Insurance: 510000 510000
Life and ADED Insuranice: 540000 $252040 $293040
‘Shortterm Dieabiity Incurance $ 80000 $80000
Longterm Disibity Insurance $1.12 5112

Total Health and Welfare Benefits § 10,568.52 §5,399.35 § 13967687
MERS 560000 $60000
Noriolk County $700.00 $700.00
Mesicare Tax 535808 335508 $THB1E

Benefits. §1,655.08 $356.08 $2.016.16
Longeity $1,2500 $1,12500
Employes Assictance (EAP) 520000 $20000
Cicthing Allowance: $70000 $70000
Be Well Reward 515000 515000
Fiiness Program Subsiely $500.00 $50000
el Phone Ussage $50000 §238304 $286304
Vehicke Use $ 60000 328655 589655
Tution Reimbursement $ 70000 $70000

Total Other Miscellaneous Benefits $447500 265959 §7,1458

For Office Use Only: Employee #009672 Bargaining Unit MTA 21 Page10r2

Annual Breakdown of Benefit Costs. TOWN OF ADMINS Confributions

Sorial Securiy Tax

Your Contributions

Total Mandatory Benefits

Union Dues - Teachers

Total Union Dues

Total Annual Breakdown of Benefit Costs.

For Office Use Only: Employes #009672 Bargaining Urit MTA 21

Page20r2

Figure 9 Two Page Sample Benefit Statement
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