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1 # 7225-Benefit Category Report [Enhancement]

37 Reoort P The Benefit Category report is customizable and can be run as
eport Fields *
part of the periodic payroll warrant, on a set schedule, or on
Description Field Tof
p demand.
Annual Salary AMMHSAL
Bank Account BAMKACT
Bank Code BAMK . .
Bark Nane NAME This will report on all category codes that are set up on the
Berefit Category BEMCOD
Berefit /Declction EENDED Paycheck Category table.
Check Date WARCKIDATE
Check Humber
Co=t. Code CSTCOD . . . . . . .
Cost Code Dropfnt. DRPAMT The list of fields is shown via the lookup when adding a field in
Cost Code Prencte FREMHOT . . .
CostCodeBrkAct Tye HRACCTYR the Paycheck Category Detail screen. The current list is shown
Date of Birth TOE
FE0/Orig, Hire Dats OHIRDAT on the left.
Employes Amt (Ded? EEAMT
Employer Amt {Ben} ERAMT
Expenditure Acct EXPACTHUM . .
Holdover Amount. HLDOAHT If there are fields not shown here that you want to be included
Lishility Account LIAACTHUM . .
Mailing Address#l O1MATR in the report, please contact support@admins.com to request
Mailing Address#2 (2ZMADR
Mailing Address+3 OZMADR the enhancement.
Mailing City MCITY
Mailing State MSTATE
Mailing Zip Code MZIPCODE
Mote MOTE
Social Security # S5SHO . .
Total (Ded & Ben} TOTAMT Our most recent addition to the list was
karrant LARFANT hd .
adding the warrant number at the request of
Find | |Search| [Cancel| | Help | [Eof one of our user sites.

1.1 Setting up the Benefit Categories Report

Begin by determining the category for the cost code to be reported on. Each Cost Code is associated with a Paycheck
Category. The Paycheck Category code highlighted on the Cost Code table in the image is “BC”. To access the cost code
table to see these codes, from the menu, select:

Human Resources P Tables ) Cost Codes

= [AUC] 6430-Cost Code Table

Cost Code Table
ot
SR e e——_ Code -
VER W STTOLE 52 PATS BLUE
unarr-en ey L o

e E: gg;a B HEGTER, FELTH FARILY E ;& Eggig Code [|Description ~[Benefit |7 Category
St LR N S BLXF26  BLUE CROSS FAMLY 75/25 BC BLUE CROSS
. ER MH* F oo e AT Ll BLXS26  BLUE CROSS SINGLE 65/35 BC BLUE CROSS
e S S — N SLLE CRISS ERBCF  EMPLOYER HMO FAMILY 8C BLUE CROSS
5 e B Cote HMD ADMF e o scvor e — N ELLE CROSS ERBCS  EMPLOYER HMO SINGLE E BLUE CROSS
- HHO ADMS b C BLLE CROSS ERMH=F EMPLOYER MASTER HEALTH FAMILY BC BLUE CROSS
- HMO_BCX C BLUE CROSS ERMH-5 EMPLOYER MASTER HEALTH SNGLE BC BLUE CROSS
W Benest satemes: HHOBF T T C ELLE CROSS HIO ADMF HWO BLUE FAMILY SCHOOL ADMINISTRATION B BLUE CROSS
. HHOBL S TP c BLUE_CROSS HMO ADMS HMO BLUE SINGLE SCHOOL ADMINISTRATION BC BLUE CROSS
X Povchect HMOF_THN JCoe STFeCE 25 Pive C BLUE CROSS HMO BCX  HMO BLUE EXTRA PAYMENT BC BLUE CROSS
[ Bene® Evmomert HMOF21  [F S Lo SR RO BT BLUE CROSS HMOBF  HMO BLUE FAMILY 1ZMTH SCHOOL AFSCME BC BLUE CROSS
F HMOF26 C BLUE CROSS HMOBI HMO BLUE IND 12MTH SCHOOL AFSCME BC BLUE CROSS
FHOFAZ foro T o Tier C ELUE CROSS HMOF TWH HWO BLUE FAKILY TOWN BC BLUE CROSS
[HMOS THN oo o e C BLUE CROSS HMOF21  HWMO BLUE FAMILY 21 PAYS BC BLUE CROSS
RS L — C BLUE_CROSS HMOF26  HMO BLUE FAMILY 26 PAYS BC BLUE CROSS
0526 i BLUE CROSS HMOF42  HWO BLUE FAM 10MTH SCHOOL AFSCME B BLUE CROSS
HHMO542 iC [BLUE CROSS e HIMOS TWN HWO BLUE SINGLE TOWN B BLUE CROSS
FHPF2ic C ENTCECT — HWOS21  HWO BLUE SINGLE 21 PAYS BC BLUE CROSS
FEDER i — C BLUE CROSS [ractee) | HMOS26  HMO BLUE SINGLE 26 PAYS BC BLUE CROSS
Z44DEDS C BLUE CROSS HMOS42  HMO BLUE SNGL 10MTH SCHOOL AFSCME B BLUE CROSS
- = MEDEX  MEDEX B BLUE CROSS

In this case, there are 20 active cost codes in the “BC” paycheck category.
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1.2 Select Fields to include in the Report on the Paycheck Category Table

The report columns shown on the report are defined on the detail page for each code on the Paycheck Category table. To
select the fields that will be shown on the report, from the menu, select:

Human Resources P Tables P Category — Paycheck

Human Resources  Budget Collections Bank Codes

Maintenance > Bargaining Unit Table
Payroll Processing > Base Buckets

Timesheet Entry > Benefit Tiers

Special Processing > Budget Group Table - Read Only
Void/Manual/Figure Paycheck Category - Paycheck I
Billing and Invoicing > Cost Code

Bank Reconciliation FLSA Codes

Queries > Leave Accrual Rules

Reports > Pay Code

Tables > Pay Group Table

O sclect the Paycheck Category & click on [Detail].
® 0n the detail screen, set the report frequency options. This report
can be run on demand, or with every warrant, or periodically.

©® Choose the order (where this benefit code will be listed on the report
— depends on what other codes are set up for the report.)

O Choose fields for the report. Employee number and name are always
included; up to eight additional columns can be specified.

== [AUC] 6428-Paycheck Category

Goto...

Paycheck Category

3 Edit List

&Type [Status___ [Order [CkOrder | &
Aeens L . P Fctive |1
1 Detail [EC BLUE CROSS ) |5 lAetive
5 Add New 3 g e W ctive
BCES — WO W [Active
8 Edit List SUELH H Fotive
7 Cost Code Table
8 Pay Code Table Paycheck Category
category [BC  [BLUE cROSS
X Restrict To
Actions.
Category Type @ BenefitDeduction ReportFrequency  [Z0m Demand Benefit Report Order [ 1 e
1 Summary O Wage HEvery Harrar Check Layout Order —
OMonthly
2Add New Olouarterly
Oanrually

4 Cost Code Table
5 Pay Code Table

“

Place the field names below in

Report Field Name

1 EMPND
2 NAME
3 EEAMT
4 ERAMT

STCOD

IARCKDATE

HECK

IARRANT
TOTAMT

Bumumn

Figure 1 Selecting the options for this code

1.3 Run the Report

the order in which they are to be printed on the report

Description
Enployee Munber
Enployee Nane
Enployee Ant (Ded)
Enployer Ant¢Ben}
Cost Code

Check Date

Check Nunker
Harrant

Total {Ded &
[

Select the field names by right-

clicking in the box and choosing

the field to be included on the
report from the lookup

B Task 7225: Benefit Categories
Benefit Categories
Category Frequency:

Print Report as: O Summary @ Detail

Required: Check Date Range (mmddyyyy] From: |07012022

|To: (09302022 |

O On Demand ® Every Warrant O Monthly O Quarterly O Annually

Optional: Enter up to 9 Warrantif's Edit |[| values:
Run as O preview O Print. @PDF O Excel
If Printing use Duplex @ves (O No
Lookup

Cancel Clear All

Samples are shown below.

To run the report on demand, from the menu,
select:

Human Resources P Reports P Report Library P
By Paychecks/Other P #7225 Benefit Categories

Enter a required check date range to limit the
report to only the desired data.
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7225 -HREENDEDCAT . REP Printed 15-Feb-2023 at 15:18:44 by THEREGA Page 158
Town of Admins
Benefit Categories
Check Date between 07012022 and 09302022
Category: BC BLUE CROSS
Cost Code: ER BC F EMPLOYER HMO FAMILY

Emp#  Employee Name Prenote Employes Amt(Ded) Employer Amt (Ben) Cost Code Check Date Check Number Warrant Total (Ded & Ben)

002213 BARTLETT, MICHAEL P 15203.10 06-Jul-2022 0848598 803685 15203.10
071294 CLINTON, LAWRENCE 17019.73 20-Jul-2022 08945734 503700 17018.73
010483 DONAHUE, LYNN R 20566.87 31-Aug-2022 0962969 803717 20566.87
070032 ESPOSITO, KEITH L 14951.11 03-Aug-2022 0961046 503706 14951.11
071640 MCKINNEY, KAREN A 2422.42 03-Aug-2022 0960924 503703 2422 .42
010765 MOLLOY, KEITH M 20566.87 31-Aug-2022 0962968 803717 20566.87
070855 O'NEILL, MARIE T 20566.84 14-8ep-2022 0964064 903723 20566.84
000307 PERRY, KEITH JR 9426.70 24-Rug-2022 0962229 503714 9426.70
071314 RANDAZZO, MARIE J 15202.91 06-Jul-2022 09849037 503694 15202.91
071352 SAIYAN, KEITH 20398.04 06-Jul-2022 0849160 803694 20398.04
071517 SCHMIDT, KEITH A 20566.87 24-RAug-2022 0962122 503714 20566.87
006047 SLANEY, KAREN 23162.29 07-Sep-2022 0963296 803721 23162.29
003071 WYNN, LYNN A 19096.09 10-Aug-2022 0961412 503709 19095.09

Total # Employees: 13 219150.84 219150.84

Selected Report Format: In Detail
Selected Check Date: 07012022 to 09302022
Selected Frequency: Every Warrant|

Figure 2 The legend on the last page of the report will show what selections were made — shown is “Run as” PDF

[ADM-AUC-HR-10597]

1.4 Excel® Version

To run the report, from the menu, select:

Human Resources P Reports P Report Library P [4 By Paychecks/Other] P #7225-Benefit Categories

F== [AUC] 7813-Report Library Paychecks/Other
ot Report Library Paychecks/Other
oL 7 Tosk 7225: Benefit Categories %
[Report Name ~
Actions. E7 Benefit Categories
225-Benefit. Categories .
q D e Category Frequency: O On Demand ® Every Warrant O Monthly O Quarterly O Annually
E463-Tables Audit Reports Print Report as: O Summary @ Detail
Report Categories [E4E5-History Audit Reports — X i
By Evpioves I Paucheck History Reports ———— Required: Check Date Range [mmddyyyy] From: [ 01-Jan-2023 |To:| 31-Jan-2023 |
2 By Postton [F211-Enployss Pagcheck History Rezister Optional: Enter up to 9 Warrantii's Edit | [0 values:
[F216-Enployee Paycheck History Sunmarg
[F21Z-Historical Paucheck Register - MWarrant Detail
[7215-Historical Paycheck Register - Emploges Totals Run as O preview O Print (O PDF @ Excel
aycheck Listing If Printing use Duplex @ ves (O No
mgcheck Coet Code Sommary — By Catezorg/Cost Code
- . g st T = e SO Lookup Cancel | | ClearAll

File ~ Home  Insert  Pagelayout  Formuls  Data  Review  View  Help
A2 9 fe | Emp#
A B © o E F <] H J [ Q
1 |Check Date between 09142022 and 09222022
2 [Emp#_Employee Name Prenote Category  Category Description CostCode  Cost Code Description Employee Amt(Ded) Employer Amt(Ben]  CostCode Direct Deposit
3 Ph07852 |BRADY, KAREN B BC BLUE CROSS HMO BCX  HMO BLUE EXTRA PAYMENT r 287
4 fO71855 WALSH, KAREN BC BLUE CROSS HMOBCX  HMO BLUE EXTRA PAYMENT r 1298
5 Total # of Employees: 2 BC BLUE CROSS HMOBCX  HMO BLUE EXTRA PAYMENT 4535
3
7 |Empe  Emplovee Name Prenote  Category  Category Description CostCode  Cost Code Description Emplovee Amt(Ded Emplover Amt(Ben]  CostCode Direct Deposit
8 J07184 BOYAN, KETTH P 8C BLUE CROSS HMOBF HIO BLUE FAMILY 12TH SCHOOL A r 121.48
9 [070165 BRODEUR, MICHAEL G BC BLUE CROSS HMOBF HIQ BLUE FAMILY 12HTH SCHOOL A r 12146
10 [070143  BURCH, KETH S 8C BLUE CROSS HMOBF HIO BLUE FAMILY 12HTH SCHOOL A r 12148
11 7607788 CATALAND, LYNN 8C BLUE CROSS HMOBF HIO BLUE FAMILY 12HTH SCHOOL A v 12148
12 [70684  CATANZARIT], MARE W 8C BLUE CROSS HMOBF HIO BLUE FAMILY 12HTH SCHOOL A r 12148
13 f607782  KILDUFF, LAWRENCE R BC BLUE CROSS HMOBF HIO BLUE FAMILY 12HTH SCHOOL A& v 12148
14 J007111  LADOUCEUR, LAWRENCE E 8C BLUE CROSS HMOBF HIO BLUE FAMILY 12HTH SCHOOL A r 12148
15 f607737  WORO, KEITH P BC BLUE CROSS HMOBF HIO BLUE FAMILY 12TH SCHOOL A v 12148
16 [071167 REMILLARD, MARE 8C BLUE CROSS HHMOBF HIO BLUE FAMILY 12HTH SCHOOL A r 12146
17 170447 SALISBURY, MICHAEL R BC BLUE CROSS HMOBF HIO BLUE FAMILY 12TH SCHOOL A v 12148
B ATORIACTEMDIOVees: 10 s e oo P PPUCROSS o sec.coHMOBER  RMOBLUEFAMISIZUSS SSHOOLA . LT NP S W PO S

Figure 3 Report #7225Benefit Category run as Excel®
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