HUMAN RESOURCES

RELEASE NOTES — DECEMBER 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system and installed on your site in December 2015.
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ADMINS Unified Community Release Notes — Version 6.3
Human Resources December 2015

1. EMPLOYEE MAINTENANCE

1.1. Read Only Query Screen

The employee maintenance screens (all tabs) are available in read only mode. Access this new feature by selecting
Human Resources P Maintenance P Employee Maintenance Query. This will allow, for example, department
managers, when set up to do so, to view data for their respective employees while allowing the payroll office to
maintain the integrity and accuracy of the data. No data may be changed or added on these Read Only screens.

Human Resources

Maintenance Employves Maintenance
Emplovee Maintenance Query ‘
05IEIoR Mankenance

N No pictura
Employee Maintenance¢ Read Onl on File
Goto Employee Number R JOHM O PUBLIC s
Actions Employes Postion Attachments:
¥ Erployee Notes | [No foxt available Current Positions  T1Z3TWNATMN-01 TOWN ADMINISTRATCR 1,00
OAllPostions | HI9STERTERH-01 LNASSIGNED POSTTION 1,00
Aortzct|||_2Personl | | _30DedBen | 4AddWages |  SPayrol | BAccourting |  7Selry | 8DatesiClass| 9Degrees | OCustom | Udccidents | vaca |
First Name hiddle Name Last Name Suffic Gender Birth Date = Previous Name
JOHN Q PUBLIC E e Female 04-May-1961 *xx-xx-£783
Residential Address Employee Contact
House# 1 Street WASHINGTON 5T Unit I Phone#1 (55G) 123-d567 Type H Home
Address 1 WASHINGTON ST Unit# 3A Fhone#2 {0003 000-0000 Tyoe
Phone #3 {000) 000-D000 Type
Email  keithByourtown.con
city CAMERTDGE State M Zip 02138-0000 DD Email [~ Test Date
Mailing Address Emergency Contact
[¥ Same as Residential Address Warme
Address 1 WASHINGTON ST Units 3A Phone {0003 000-0000 Type
Relation
City  CAMBRIDGE Stale MA Zip 02138-0000
Moo [ [ e

To implement this feature, contact support@admins.com.

[ADM-AUC-HR-9667-3]

1.2. Degrees Tab—Dates
Prior to the software update, the allowable range for dates was minus 40 years/plus one year and no override was
allowed. This was changed to provide more flexibility; now when entering a date outside of the prescribed range,
the message will appear but the user will have the option to override and continue.

This is in effect for both the Add Skill and Add Line to an existing skill buttons.
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Human Resources December 2015
No picture
Employee Maintenance on File
Goto...
S Employee Number FEOOOOE LAWREMHCE T HORM Employee Attachmerts |
- Skill Code Ea FOREIGH LAMG. Ermplayee Posfion rahmente ]
| Add Employee
P Add Position &Add SkiD | Expected Credits | Current Positions 000
J &kl Ling E D= il | category OAlPostions | 000
K Delete Line
1 kil Profile
1 Contact 2Personal | 3 DedEe aaddwages | SPayol | Baccountng | 7salary | gDatesiClass|| d0Degrees || ocustom | Uaccidents | waca |
A
Effective Degree School Major Minor Cert Code Certificate # Expired Date Course Units Credits Used

M [aUC] 6446Employee Maintenance [theresal |

Add Skill Code
| &dd Employee ({_ Required: Enter Skill Code 28 [FOREIGN LANG.
P Addd Pasitian W Add Skil --ﬁ Required: Enter Effective Date [mmdd
J & Line ’ EDeist==Rill

o ——

K OEEtE Line

2 Skill Profile

1Cortact | 2Personal | 3DeciBen | 4acd Lookup | oK | cancel | Clearail

[auc] 6446-Employee Maintenance [AUC] 6446-Employee Maintenance 1]
'0' P&162-Date can be FORTY years back or OME year Farward. [0] ;E'dé?z'Date outside 40 years back or 1 year forward. Continue to
C e )
Figure 1 Before Figure 2 After

[ADM-AUC-HR-9675]

1.3. Dates/Class Tab—Evaluation Date

The valid date range for the next evaluation date was expanded to allow dates up to 24 months in the past and 72
months in the future. Set this value by selecting Human ResourcesP Maintenance PEmployee Maintenance »

Dates/Class Tab. This will allow sites with contractual obligations that extend up to six years into the future to set
dates accordingly.
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[ AUC] 6445-Employee Maintenance [theresa] .
File Edit Ledgers Purchase Orders Accounts Payable Fixed Asssts  Human Resources  Budget  Colleckions  Tax Mo
2l & wle|+|w] ¥4 Q) =)
Employee Maintenance
Gato..
- Employee Number I500013 L¥HN GENERELX Emm|
Actions Position OOSCAFRRKRE-0Z CAFETERIA WORKER - LINIOW 1 0f 1 Employ|
| Add Employee
P &dd Position
1 Contact | 2 Personal | 3 DedBen | 4 Add Wages | 5 Payrol | 6 Accounting | 7 Salary l & Dates/Class
Check Error
Employee Age| Position Dates LOS Eli
Drate of Birth 10-How—1932 83| Date Applied ey b E6391-Date entered must be after last evaluation date and within
Date of Death Offer Date Re 24 mos.
Date of Marriage Fasition Hire Date P4-Sep-1970 Yr:d5 Moil Dy:24 | Pe
Fingerprint Anniversary Date Fd-Sep—1970 Si
Physical Completed Longevity Date 24-Sep—1970 Yr:d5 Moil Dyi24 Ci
Frobation End Date ER| A
Last Processed Retirement Date 22— Jun-2011 Fe F | g ure 3 BEfO re
Last Payrall 11-Jul-2011 EEQIOrig Hire Date P4-Sep-1970 Yr:d45 Moil Dy:24 | Un
Last Perfact Attendance | FT Date P4-5ep-1970 Yr14D | prmm—" Ftn =
Last Annual Attendance | Final COBRA Date e‘ rror
Layaff Date _
Other Recall Date Eﬁng-D Io' E6391-Date must be after last eval date and bebween -24 mos
Leave of Absence Start CT PT Sick Leave Date and +73 WV and +72 mos
Leave of Absence End Evaluations
Adjusted Seniority Date Diate of Last Eval
Tenure Date Date of Mext Eval
Classifications  Employee Status A Active ot Figure 4 After
Employee Type F Full-Time Ot
EED Employment Category 7 Skilled Craft
EEO Employment Type b1 Full-Time Te
Warkers Compensation Code 5101 SCHOOL ALL OTHER Re
Accrual Group EC18 20HRS/1OMTHS AUNLMTD [

[ADM-AUC-HR-9643]

1.4. Employee Email Update Screen

The screen used for updating and entering employee email addresses was enhanced for usability. To access the
screen, select Human Resources P Maintenance » Employee Email Update Screen.

Humnan Resources

I Maintenance >| Employee Maintenance
Payroll Processing 2 Pasition Maintenance
Timesheet Entry 3 Employes Change Logs
Special Processing 4 Employee Date Change Logs
Yoid/Manual/Figure Pavcheck Employee Mame Search
Eilling and Irvoicing 3 .
N 5 I Employee Email Update Screen I

The test button was moved to the left side of the screen and the filter buttons were moved to the area above the data
grid to take advantage of the available space and show more records per screen.
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Employee Email Update Screen

Active w/Direct Deposit

2 Name: | 2Timeshest Group| Position Tern Date  Email Address Email DD Test Date

[BELANGER . KEITH TOWN -DFW 99ORETTERM-01 el thEyourtown .con
HORM,. KEITH H ISCHOOL-STAL FO0GTEAGROZ-01 eithihistoun,org
COMSIGLI. HARIE R SCHOOL-S0UT FOLZRITHEME-OL theress@acning .con
HOLMES. LYWHM SCHOOL-SCHOOL  [S00EADVIR. —01
BLANCHETTE . LYHH M ISCHOOL -BMMS FO12TEASSTS-01
500023 FOWERS. KAREN M ECHDDL-BMMS FOLZTEASCIS-0Z

Figure 5 Before

P5-5ep—2015

o M M B B B

All Employees Employee Email Update Screen

Goto... - = = -
Active wiDirect Deposit I Active I Al |
—

Actions

1 Empioyes | 2 hame: | aTimesheet Group|  Faosition TermDate  Email Address Email DD TestDate

- 000 -00
00003 [BROCKS, KEITH TOHN  —DPW SIGRETTERM-01 [22-0ct—1997 JiendyBadning ,com
00004 REZZUTT. MARTE TOHMN - =T OWMN T 1ZFEENSRAR-00 [E1-Dec-2013 fupport@adnins  com
00004 REZZUTI,. MARIE SECHOOL-SCHOOL | [HK999RETTERH-01 09-Aug-2006 fsupportBadning ,con
00005 - HORM, LAKRENCE T ISCHOOL-SCHOOL | [HS99TERTERM-01 [31-Dec—-2003 jtheresalfacming , con
00007 CONSIGLI. KEITH H [SCHOOL-EHS T 123TWHADMH-01 eithByourtown..com
00007 JCONSIGLI, KEITH H TOHN - —POL S3ITERTERM-01 eithByourtown,com
00012 HOLMES. MARIE R ISCHOOL-BHS O09SPTISPEE-O1 Lheresalacn ing , con
00013 JGENEREUK. LYHM SCHOOL-MACY EO0SCAFWRKE-02 Lheresaladmins .con
00014 - FURTADO. KEITH N SCHOOL-S0UT FO03RITHMEME-O1 J01-5Sep—-2010

AT TR ART RN T 3= AR T e e

Pe-Aug-201d4

7-fuz-2014
F5-Gep—2015

i e M o e B A |

Figure 6 After

& The Active w/Direct Deposit button filters the list to show just those employees who are
Y . currently set as using Direct Deposit on the employee maintenance screen. This filter
A allows for easier data entry by hiding the employees not currently using Direct Deposit.

[ADM-AUC-HR-9636]

1.5. ACA Tab-Edit List

There is a new button on the ACA tab of the employee maintenance screen that runs an edit list for the Affordable
Care Act.

No picture
Employee ACA on File
Goto... 4
E Employee Number  BIRMGE KEITH BROOKS Emploves Attachments |
AT Employee Position Attachments: |
| &0k Employes
P Add Position Current Positions Q00
— Q Al Postions Qoo
/,Q—ACA Ecit List
1 Contact | 2 Personal | 3 Ded/Ben | 4 A Wages | 5 Payroll | B Accounting | 7 Salary | & DatesiClass | 9 Degrees | 0 Custom | U Accidents |I WACH | |
1
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[N Task 6488: Employee ACA Edit List
Employee ACA Edit List

e © Non-Reportable ¢ Both

Run as & Preview " Print  PDF
If Printing use Duplex & Yes ¢ No

Lookup | oK I Cancel | Clearﬁlll

This generates an edit list showing the data that has been entered into the screen:

December 2015

5455-HFEMPACAEDT.REP Printed Z4-Now-Z015 at 14:27:05 by THERESA
Town of ADMING
Euployee ACA Edit List

Enployee# Enmployee Name Position

n0o1s2 GARIEFY, FEITH FERN

ACA Feporting Start/End 0l-Jan-2015
ACA Full Time Jtart/End 19-Feb-Z015
ACA Coverage Declined

Line First Name Middle Name Lazt Name Suffix 55 Eirth

1 FEITH FEEN GARIEPY 001-10-1046

Enployee# Enmployee Name Position

001006 CORRIVEAT, LYNN L

ACA Feporting Start/End 0l-Jan-2015
ACA Full Time Start/End 0l-Jan-2013
ACA Coverage Declined

Line First Name Middle Name Last Name Juffix  55# EBirth

1 LYNN L CORRIVEADT n0l-10-1084

Euployee#

001145

Reporting Entitcy 1

Reporting Bargaing Tnitc - - -
ACA Offer Start/End 19-Feb-2015

ACA Reporting Start/End 0l-Jan-2Z015
ACA Full Time Start/End  159-Feb-2015
ACA Coverage Declined

Line First Name Middle Name Last Name Juffix  55# EBirth

1 FAREN L HARVEY 001-10-1103

—————————— $l ———mmmmmm mmmmmmmm—m R —mmmmmmm —mmmmm—— #F ——mmm—m—o
Reporting Entitcy 1
Reporting Bargaing Unit - - -
ACA Offer Start/End 19-Feb-2015

Date

—————————— $l ———mmmmmm mmmmmmmm—m R —mmmmmmm —mmm e #F e
Reporting Entitcy
Reporting Bargaing Tnitc MGMT -TH - -
ACA Offer Start/End 0l-Jan-2015

Page 1

Cover Start Cover End

#1 19-Feb-2015

[ADM-AUC-HR-9671]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.6. ACA Tab-User Access

User access to the tabs on the Employee Maintenance Screen is controlled in the User Profile table here:

User Profile Screen

Gota...
e Ertersd  ()7-Gep-2009 MUPDEWL
oGT Username [THERESA Ehanged  24—tow-2015 THERESA
nns
- Name Theresa Campbell

1 General | 2 Accourt Security | 3 PO AP | 4 Human Resources | 5 Budget | E Collections | 7 Mis Billing

Human Resource Defaults

Tab Access to Employee Maintenance

Contact Infarmation & Yes Ma Diefault Bank
Fersonal Information & Yes " ho
Deductions/Benefits @ Yes  MNo
Additional Wages ™ ves  C No

Payroll & ves Mo
GL Accounting @ Yes Mo
Salary Histary @ s Mo

DatesiClassifications @& Yas ¢ Mo
Degree/Cetification @ Yes " No
Custom Fields & Yes  MNo

Actidents @ e O
Affordable Care Act © Y & po

Background Color |LIGHT GRAY - DEFALULT EDLDRj Reset Default Color © ves & Mo

& Add User | 9 Change Pazsword |

Prior to the software update, users were able to still access the Affordable Care Act tab when their Tab Access was
set to “No”. This was corrected. Now if a user has the ACA tab set to no, when they access the Employee
Maintenance screen, the tab will not be in focus and the user will be unable to access the tab.

Employee Maintenance
Gota...
= Employee Humber m Employee Attachments |
SEiEEE Mo Active Pozitions Employee Position Attachments |
| Add Employves | Y Employes Motes | Mo text availabl Current Positions 000 =00
P Addd Position I O Al Positions: Q00 =00
1 Contact I 2 Perzonal I 3 DedBen I 4 Add Wages I 5 Payrall I B Accounting I 7 Salary I 8 Dates/Class I 9 Degrees | 0 Custom I U Accidents I SEMCE

[ADM-AUC-HR-8668]
2. PAYROLL PROCESSING

2.1. Direct Deposit Email Instructions

The direct deposit email sent to employees has been changed to make it easier for recipients to understand what
password is required. An example with an apostrophe is now included in addition to the original examples.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 19
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Your password is the first four characters of your last name (capitalized),
then the last four digits of your social security number.

Your password is the first four letters of your last name (capitalized), Example: JANE SHITH S54# 001-01-1001

then the last four digits of your social security number. FPassword: SHIT1861
Example: JANE SHMITH SS# ee1-81-1081 Example: JANE LEE S5# A81-81-1882
Password: SHIT1081 Password: LEE108682
Example: JANE LEE SS# 8@1-81-10882 Example: JANE HC KIMHON S5# A81-81-1883
Password: LEE1002 Password: MG K1883
Example: JANE HC KIMMON $S# 061-81-1003 Example: MICHAEL 0'ROURKE SS# 0681-81-1884
Password: WG K1883 Password: 0°R0O188%

Figure 7 Before Figure 8 After

[ADM-AUC-HR-9669]

2.2. Release Timesheets by Warrant

The Release Timesheets by Warrant screen would sometimes cause the application to stop. This was corrected.

 inesraet LroudDescription T

[ AdmTrans X

Figure 9 Before

Release Timesheets by Warrant [TRAINING]

Actions Warrant
Check Date 20-Now-2015

Timesheet Group  [Description [Buttons [Status ~
AD_-TEA [BO-TEA |6 Fun Summary Report_|| 7 Run GL Rewort || & Re-Open | Released
[ADM ADM [T Feleased
[FOM TER, [P TER: Felesed
2 Apnrove Al EEES pTe= Felcased
3 Re-Cpen Al B0 TeA po-TEA Feleased

Figure 10 After
[ADM-AUC-V90-67]

2.3. Labor Distribution Posting to Control Accounts by Account

The general ledger offers an option to specify Control Accounts by Account numbers. If no control account by
account entry exists for a given account, the Control Account for the fund is used. Since the software update, if the
account used for payroll expenses has a control account by account, it will be used. Previously the control account
by fund table was always used, regardless of the presence of a control account by account entry.

[ADM-AUC-HR-9670]

2.4. Missing Pay

Some pay was being missed which understated the amount on the payroll calculation exception report. This was
corrected.

[MDT-SUP-SAPLAUC-797]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 19
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2.5. FLSA

FLSA amounts are no longer posted as hours as this inflated the hours on the payroll checks.

[ADM-AUC-HR-9664]

2.6. Vendor Notes Now Hidden on Attachments

Vendor check attachment images currently include the notes from the vendor screen. This may include sensitive or
private information. These attachments are available from the Accounts Payable vendor screen. The notes are now
suppressed from the attachment copy available on the Vendors P View P Attachments screen. For example, a note
is set here on Cost Code ALT21l:

Cost Code Table

CostCode RLT21I  JLTUS IND SCHOOL 21

Goto... I

Actions

Calculation ¢ Method 1 Use Tax Rate Table Calendar Year Annual Maximums

4 Surmmary-PayCheck @ Method 2 FlatAmount § 23,42 Bucket Amount §
Summary-Beneft St € Method 3 Base Bucket% @ PerigdAnnuzized  overAnnual § | Employee Gontribution §
Base Bucket# [ D Amount Employer Contribution  §
2 Add New
3 Edit List | 5Gerersl | 6 Accounting | 7 Base Buckets | 8 Periods to Take | 3 Tiers | (Vsndur ilgtes »

4 Emp By Coce__| [
Category Tables

Y Paycheck Mass Payment  Vendor [13399 Remit T
" Beneti Statement ALTUS DENTAL 7277-0002
PO BOK 945263
Category Reports BOSTON, MA 02284-5263

% Paycheck
¥ Benefit Statemert

PaymentType £ Payrol-Printed Check  Separate Check & Yes  No
© PayrolFire Check
© PayralkACH
€ AP-Vouther

VendorNotes  Bample notes that are available on the original

This note appears on the printed check #013349:

TOWN OF ADMINS VENDOR STATEMENT #013349
ANYTOWN, MASSACHUSETTS

Check # 080281
Issue Date:  01-Oct-2015
Period Ending: 23-Sep-2015

Warrant # 902883

Employee # 999999

Sample notestaht are available on the original
printed check but not on the image as attached
to the vendor history record on the AP screen.

ALTUS DENTAL 7277-0002
POBOX 845269
BOSTON MA 02284-5269

When accessing the attachment copy from the Vendors P View P Attachments screen, the note is suppressed:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 19
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TOWN OF ADMINS

ANYTOWN, MASSACHUSETTS

VENDOR STATEMENT #013349

Check #: 080281
Issue Date:  01-Oct-2015
Period Ending:  23-Sep-2015
Warrant # 902683
Employee # 999999

ALTUS DENTAL 7277-0002
PO BOX 845269
BOSTON MA 02284-5269

3. SPECIAL PROCESSING

3.1.

Human Resources

Maintenance
Payroll Processing
Timesheet Entry
Benefit Statements

Pay Code Table

Benefit Statements

>
»
4
»

December 2015

[ADM-AUC-HR-9638]

Benefit Statements

Description Date
Reset Process | 09-Rer-2015
Print Section - Benefit Statement 09-Rer-2015
Category - Benefit Statement 09-Rpr-2015
T 09-Rer-2015
Pay Code Table - Beneft Statement 28-Sep-2015
& ement 09-Rpr-2015

Form Control Screen - Beneft Statement

Ausit Reports - Beneft Statement |

To access the screen, select the Detail button. Prior to the software update, the detail button would display the

following error message:

Pay Code Table - Benefit Statement

@ [AUC] 6479-Pay Code Table [theresa]

Fls Edt Ledgsrs Purchass Orders Accounts Payabls Fixed Asssbs Human Resourcss Budgst Collsctions Tax  Motor Excise  MiscBllng  System  Help

|| G we || % D] =] L

Goto

Pay Code Table

po— I PayCode 03B

| 2Py Code 3 Deseription | 4pavecat |
[
_ =3 est of 455 [L1irP
1 Detail ) P Mest _of 456 111FP
57 Evployer Contribution 457 Flan -1
=3 rest of 458 -1

" dave_pr
kre

‘@' HRPAYCODDET not found in
= ASTUPDYHRMODH eod.
o

e e e e

& Summary-PayChec!| A Calsuatien | 2Bass Buckets | 3 Detail Biling
Sunmary-Benefit 5t
5 Add New Paycheck Category (ON-PE| NON-PENSION
Account Number [1000-300-5100-110-05-00-51260 403B PLAN (BTA ARTICLE HMWIII}
£ Edt List Benefit Staterment Category ETIP Stipend
7 Detaled List

& Detail Biling List

Category Tables Percentof Hourly Rate [ |
9 Paycheck Flat Amount [ 100,00

0 Benefit Statement Units  Days

& Hours
Category Report  PerDiem
Vi Blenefit Statement

Pay Code Type  Regular
 Overtime

Leave Type Code

—
Leave PostType ¥ Accrued € Forfeit € Faid out € Used

Allow Override on Entry? & Yes (" Mo
Reason Code Required? " es (< Mo
Separate Check? " Yes (¥ Mo
PaySecand Check as? CIChetk

Figure 11 Before

Figure 12 After

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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This was corrected. Now, when clicking on the detail button, the Pay Code Table entry screen for the selected
code is displayed.

[ADM-AUC-HR-9639]

4. REPORTS

Two new reports were added to show unproductive and unpaid time. Select Human Resources P Reports P Report
Library P By Timesheet to access the reports. The first is found under the Timesheet Entry Reports group.

4.1. Timesheet Entry by TS Group/Employee Unproductive/Unpaid

Report Library by Timesheet
Report Name
B270-Tinesheet Cards Sample | Run
———————— Timeshest Entry Reports ———————— SEMmple
6273-Timesheet Entry Cards Sample Fun
B146-Harrant Labor Costs - Expected ws, Actual Sample Run
B099-Tinesheet Entry Detail - Changed Timesheets Sample Run
6081-Tinesheet Entry Detail — Motes Sample Run
BZ26-Tinesheset Entry Detail by Expense Account SEmple Run
-1 i Sample
I6606—Timesheet Entry by TS Grp/Emp Unproductive/Unpaid ISampI Fun |0
[N optional: Enter up to 9 Pay Codes
M Task 6606: Timesheet Entry by TS Grp,/Emp Unproductive,/Unpaid 1: ICMP B NP ICDITIIJ Time Used Non Pensior
Timesheet Entry Detail by TS Grp/JEmp UnproductivelUnpaid 2: ICOMP ICOMP TIME USED
Optional: Enter Unposted Warrant # |
3: -
Optional: Work Date Range [(nmddyyyy] From: | To: ISIC ISICK LEAVE - HOURLY
Optional: Enter up to 9 Bargaining Units Edit ||] values: 4; I\JAC |‘Jacatinn - hours
Optional: Enter up to 9 Timesheet Groups Edit 0 values: .
_ —Ed_|[0values 5. |DHLP [HOLIDAY PAY - SALARIED
Optional: Enter up to 9 Pay Groups Edit ||] values:
Optional: Enter up o 9 Employeelt Edit | [0 values: 6: |DHOL [HOLIDAY LEAVE - daily rate
N =~ 5
Optional: Enter up to 9 Pay Codes m i IDCOMP ICI]ITIP dﬂy used
New Page for Every Timesheet Group: & No O Yes 8: IDS'C IS'CK e
. o - daily rate
Seort Report By: ~ Employee# © Employee Name 4
9: [DPER [PERSONAL DAY LEAVE - daily
Runas & Preview  Print  PDF  Excel
If Printing use Duplex & ves ¢ No
Lookup | [ 0K | Cancel Clear All Lookup I 0K | Cancel | Clear All |

This report offers a number of selection criteria, allowing the user to filter on warrant #, bargaining unit, timesheet
group, pay group, and employee number. The report was designed specifically to offer selection on up to nine pay
codes and will display the Unproductive time as a sub total for each employee as well as a total for all employees.
This report is used for data that is currently in an in-progress (unposted) warrant.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 19
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6606-HRTHSEMFDETUNE . REF Printed 24-Nov-2015 at 11:09:259 by THERESA
Town of ADMINS
Timesheet Entry by TS Grp/Emp Unproductive/Inpaid

Work Date Warrant Pay Code Hours Days Wages Paid Expense Accoumt
Hours Days Wages Paid
Unproductive: l.00 4z9.12
Employee Total: 1.00 429,12
070617 MARTINIZ, KEITH 4 TS510B0HAGNT-01
1l-How-2014 111014 DHOL HOLIDAY LEAVE - dail l.00 226.05 1000-510-0000-005-00-00-51131 PERMANENT PERSONNEL - HEALTH AGENT
Hours Dawys Wages Paid
Unproductive: l.o0 226,05
Ewployee Total: 1.00 2Z6.05
Hours Days Wages Paid
Unproductive: 3.25 20.00 4656, 54
Timesheet Group TOWUN -TOWH Total: 3.25 20.00 4656. 54 TOWN
Hours Days Wages Paid
Unproductive: 3.25 20.00 4656, 54
#*** Grand Total: 3.25 20.00 4656. 54

Selection Legend:

Pay Code: 'CMP B NP'
Pay Code: 'COMP'
Pay Code: 'SIC!

Pay Code: 'VAC'

Pay Code: 'DHLP'
Pay Code: 'DHOL'

Pay Code: 'DCOMP’
Pay Code: 'DSIC'

Pay Code: 'DPER'
Sorted by: Employee#

Page 5

[ADM-AUC-HR-9667-1]

4.2. Timesheet History by TS Group/Employee Unproductive/Unpaid

The second report is found under Timesheet History Reports and provides the user with similar information, but

on posted warrants rather than in process warrants.

———————— Timesheet History Reports ——————- Sample Rum
B227-Timesheet Hiztory Detail by Expensze Account Sample Run
GO82-Timesheet History Detail - Motes Sample Run
G2d7-Timeshest History Detail by TS GroupEmployes Sample Fuo |
Be07-Timesheet History by TS5 Grep/Emp Unproductive/Unpaid | Sampl Run
S

The same selection criteria are available, along with the subtotal and totalling. The main difference is that for this

report, a date range is required to run the report on the timesheet history:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Optional: Enter up to 9 Warrant#'s
Optional: Enter up to 9 Bargaining Un

Optional: Enter up to 9 Pay Groups
Optional: Enter up to 9 Employee##

Optional: Enter up to 9 Pay Codes

Sort Report By:

If Printing use Duplex & Yes N

Timesheet History by TS GrpfEmp UnproductivefUnpai
Required ¥ ork Date Range [mmddyyyy]

[l Task 6607: Timesheet History by TS Grp/Emp Unproduct/Unpaid

To:

its Edit II] values:

Optional: Enter up to 9 Timesheet Groups Edit 0 values:

Edit 0 values:

Edit 0 values:

Edit II] values:

New Page for Every Timesheet Group: & No " Yes

@ Employee## © Employee Name

Runas @ Preview ( Print  PDF " Excel

o

Lookup | 0K I Cancel Clear All

December 2015

6607-HETHSENFDETONF . REF

Printed Z4-Now-2015 at 11:36:38 by THERESA

Towm of ADMING

Timesheet History by T3 Grp/Eup Unproductive/Unpaid

Selection Legend:

Work Dates: 'Ol-Jan-201%
Pay Codeis): '3IC'

Pay Codeis): 'DIIC'

Pay Code(s): 'COMP!

Pay Codeis): 'DCOMP'

Pay Codeis): 'WAC'

Pay Codeis): 'DVAC'

Pay Codeis): 'HOL'

Pay Codeis): 'DHOL'

' to '30-How-2015'

Work Date Warrant Pay Code Hours Days Wages Expense Account
Hours Days Paid
Unproductive: l.00 116.88
Ewployee Total: 1.00 116,98
Reset PAD: 1.00 116.98
#Days: 1
Hours Days Paid
Unproductive: 2.00 249,13
Timesheet Group TOWH -TOWN Total: 2.00 249,13 TOUN
Reset PAD: 2.00 249,13
Hours Days Paid
Unproductive: 9.00 2.00 435.69
*F%F Grand Total: 9.00 2.00 435.69
Reset PAD: 9.00 2.00 435,69

Page 2

4.3. Employee Leave Balance Listing

[ADM-AUC-HR-9667-2]

A new option to sort by Employee number or Timesheet group was added to the Employee Leave Balance Listing

Report. Select Human Resources P Reports P Report Library » By Employee to run the report.

Report Library By Employee

| Report Name

Cogt of Legve

| g List =
&079-Enployee Leave B

alance Listing

b)Y —Mezative Leave E

alance Lizting

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Task 6079: Employee Leave Balance

December 2015

ng
Employee Leave Balance Listing
Employee Leave Balance Listing
Optional: Entity Code |
Optional: Entity Code || | | .
Optional: Enter up to 9 Timesheet Groups Edit |[| walues:
Optional: Enter up to 9 Timesheet Groups Edit I - .
g B B [ eplness Optional: Enter up to 9 Leave Accrual Groups Edit |[| values:
Optional: Enter up to 9 Leave Accrual Groups i I g q
P P P 2t 0 values: Optional: Enter up to 9 Pay Groups Edit 0 values:
Optional: Enter up to 9 Pay Groups i B q
P P ¥ P Edit 0 values: Optional: Enter up to 9 Leave Codes Edit | 0 values:
Optional: Enter up to 9 Leave Codes i :
p p Edit 0 values: |Sur| Report By: & Empl #CTi heet Group/Empl # |
p
Runas « i < Pri [ s . .
REED R IFELF Bl Runas & Preview C Print  ( PDF ' Excel
It Printing use Duplex & Yes ¢ No If Printing use Duplex & Yes  No
Lookup | 0K I Cancel Clear All | Lookup | 0K I Cancel Clear All
This affects the appearance of the report. When sorting by Timesheet group, there will be a:
e timesheet group name in the heading section
e page break for each timesheet group
o atotal # of employees by timesheet group
£073-HREMPLEW. REP Printed 24-Nov-Z01E at 1Z:27:26 by THERESA Page 37
Towr of ADMINS
Euwployee Leawe Balance Listing
Iuployes Accrual Code Leave Code  BeginningBalance Acerual Taken Forfeited Paid Our Balance ks 0f Date
070030 OHMEMUS, MARIE M scez SICKLER 5.00 Days 5.00 Days  10-May-2012
070032 HENDERSON, KEITH LEE 5037 PERSONAL 2.00 Days 1.00 Days 1.00 Days  20-Tun-2012
070032 HEWDEREON, KEITH LEE BC37 EICKLEA E.25 Days E.25 Days 20=-Jun-2012
070052 HEMDERSON, HEITH LEE 8037 VACATION £.00 Days £.00 Days 20-Jun-2012
070118 DUBOIS, LYNH M 8CO3 PERSONAL 2.00 Days 2.00 Days 10-May-2012
0701l DUBOIS, LYNM IM ECOZ EICKLEA £.00 Days 1.00 Days 4.00 Days 10-May-z012
070124 DUFRESNE, LAWRENCE T HONE VACATION 3.00 Hours 3.00 Hours 30-Dec-2010
070125 AZZOLINA, KAREN A CLOl PERSONAL Z2.00 Days 2.00 Days 08-Aug-z01z
070125 AZZOLINA, KAREN A CLO1 EICKLEA 7Z.00 Hours 7Z.00 Hours 0%-Aug-zZ01Z
070125 AZZOLINA, KAREN A £L01 VACATION 1.50 Days 1.50 Days  09-Aug-2012
070133 ROCHE, LAVRENCE E 5C04 PERSONAL z.00 Days 2.00 Days  10-May-2012
070133 ROCHE, LAWRENCE E BCO4 EICKLEA Z2.50 Days Z2.50 Days 10-May-2012
070144 OREILLY, MICHAERL CLO4 EICKLEA 33.60 Hours 33.60 Hours O0%-Aug-z01Z
Total Employess: 474
Selection Legend:
E073-HREMPLEV. REP Printed Z4-Now-Z01& at 12:Z4:41 by THERESA Page 46
Town of ADMINS
Euployee Leave Balance Listing
“ Timesheet Group: UNKNOU-00Z Theresa's Test Timesheet Group
Employee Recrual Code Leave Code  BeginningBalance Recrual Taken Forfeited Paid Dut Balance As Of Dave
004024 GABOURY, MARIE R SCH 12 L PERSONAL 5.00 Days 6.00 Days 3.00 Days  28-Sep-201§
004024 GABOURY, MARIE R SCH 12 L SICKLEA 163.00 Days 22.50 Days 1.00 Days 145.50 Days  28-Sep-201§
004024 GABOURY, MARIE R SCH 12 L VACATION 78,50 Days 56.50 Days 22.00 Days  28-Sep-201§
Employees in Timesheet Group: 1
E073-HREMPLEV. REP Printed Z4-Now-Z01& at 12:Z4:41 by THERESA Page 47
Town of ADMINS
Euployes Leave Balance Listing
Timesheer Group: UNKNOU-002 Theresa's Test Timesheer Group
Employee Recrual Code Leave Code  BeginningBalance Recrual Taken Forfeited Paid Dut Balance As Of Dave
Selection Legend:
Sorted by: Timesheet Group/Employee

Figure 16 After — Optionally Sorted by Timesheet Group

[ADM-AUC-HR-9667-4]
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5. BILLING AND INVOICING

5.1. Customer Query Screen

December 2015

The Transaction History button was not available from the Update Customer Tab. This was corrected.

Customer Query
irta.
Actern | il | J e ] & Sacond Hare
Feode | i OF EELLIMGSM TC e CLEFY.
oa | [ F EELLIHEA PH
10 G F BOLIHGR H.5, i S
’&Iﬂw I I'I_IHI ¥ BLLIMMAH STHIHa FUMHs DT
Fhexabin s cees FELLIv Rk o S 1wl |
Mainbenance 3 [ Simemeni | FELLTHG P SFRi S CLUE
Payrol Processing ¥ PLACESTOE Do
Timeshest Enbry " B Cumtoman s | LS00 POLILE TEFVRTFENT
Spmcil ProCessing 3
WeidiManualiFigurs Paycheck N L S
9| o] TOTRS eIl
e —

| A ] B35 - Divvkle Samsviary [Theiesa) 1

Fie [t Ledgerr Puchase Crdes AcoountePayable e Aswets Wumen Fesources Dudget Coletors Tax Mobor Daon

i@ &) wle|+]w) % 3 =] .
Invoice Summary - All

Qe | Cowtornes & §EEEE  Custermer Mame  CiES] EROTHERS DONETRUCTION  Satond Mame \
R
e e s b s
Ajdeews | 21 UPPER URICH Conket
Addradd T Prae 1 00D OOO-000)  Typi
&5k Vs J| sceess x Prome D 00001 GOG=O0G0  Type
oy 2% Dp FRAHELIN. HA 02050000 Flarlumad bfo st
Caistsy Werded Q00000 OO
imm I
nkeend | ] | LBy Frecet | L L |
reaad —
rvomce Colais 5| ek Dale Chages Ay »
| I B el | = Jar2000 BT,
e ] I [EETE 19-tew-2008 Fil.e2

s A ] GR50-Castaimer Ligadste [iBeiesal)

Fie [t Ledgeer Purchuse Orders  dcoouris Pepeble  Foosd Aossty  Human Resources | Budie?  Collectiors.  Tax

U8 8] | e|=[m] 5] Qf @] il

Miolor Cocee Mg Bling  fabem  Help

Customer Update
I §

el I Custormis ¥ EERERR  Cusormes Mame FLLSI0M FLRER WPERLCAH T L0M  Sevond Harma [217 = FORERT HT
Aot

Ay sk nformatisn ol et e eation _'

Addeess 1 iS5 wLL STRLT Contart  [FOCET WdLL
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6. YEAR END PROCESSING

6.1. W2 Changes

December 2015

Important 2015 W-2 & 1099 Changes

Ww-2

Medicaid waiver payments—Certain Medicaid waiver payments
are excludable from income for federal income tax purposes. See
Notice 2014-7 for additional information.

. are equal to zero.

ﬁej@cted wage reports from the Social Security Administratio
(SSA)—Effective January 2015, the SSA will reject Form W-2
electronic and paper wage reports under the following conditions:

ﬁ

« Medicare wages and tips are less than the sum of social
security wages and social security tips,

« Social security tax is greater than zero; social security
wages and social security tips are equal to zero, and

+« Medicare tax is greater than zero; Medicare wages and tips

J

of May 13, 2015)

1042-S

Name and EIN of primary withholding agent—Beginning in 2015
for withholding agents that report amounts withheld by another
withholding agent (in box 8), Form 1042-S requires reporting of
the name and EIN of the withholding agent that withheld the tax
(inboxes 14a and 14b). This information was optional for 2014 hut
is required for amounts paid in 2015 and subsequent years.

Substitute forms—Withholding agents that furnish a substitute
Form 1042-S to the recipient must furnish a separate substitute
Form 1042-S for each type of income or payment. Withholding
agents are no longer permitted to combine all income and
payments on a single substitute Form 1042-S and all fields on the
substitute form must match the copy filed with the IRS.

Account-by-account reporting for US. financial institutions—

An Audit Report step was added after the Build W2 step to identify conditions that will cause the W2 wage reports
to be rejected by the Social Security Administration.

W2 Processing

Description Date
Fee=et W2 hienu 17 How—-2015
W2 Entity Takle
Build W2 File 17 How—2015
| W2 Ayt Repart
Reviesn W2 Forms

Print 42 Forms |

[l Task 6028: W2 Audit Report [x]

Print W2 I_:u rms

Required: Enter Yedar (2015

Run as ¢ Preview ¢ Print  PDF « Excel
If Printing use Duplex & vYes  No

Lookup | oK I Cancel | CIearAIIl

In the event that there are errors, a report will be displayed notifying you of what the error is and which employee
records require attention. Contact support@admins.com for assistance in resolving these issues if this report

displays any errors.

60Z5-HRWZAUDIT.REF

Printed 21-0ct-2015 at 11:05:43 by ANTHEL Page 1

Towm of ADMING

Wz Audit Report

These W2 Forms for 2013 will be rejected by the 334 for the following reasons

Euployee Name

Control# Reason

Ho Records Selected

Figure 17 W2 Audit Report with No Records Selected (the desired result)

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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G025-HRWZAUDIT.FEP Printed Z1-0ct-Z015 at 11:06:27 by ANTHEL
Towm of ADNING

W2 audit Feport

Page 1

These W2 Forms for 2014 will be rejected by the 354 for the following reasons

Euployee Name Control# Reason

000012 MARIE R HOLMES SCHOOL-300UT
Medicate Wages/tips are less than the sum of Jocial Security Wages + 55 Tips
Medicare Wages/Tips (Box 5) : oo
Social Security Wages (Box 3) + Tips (Box 7) 1.00

000199 KAREN M BAFER SCHOOL-SCHOOL

Social Security Tax is greater than zero, while 335 Wages + 35 Tips equal 0

Social Security Tax (Box 4)
Social Security Wages (Box 3) + Tips (Box 7)

1.00
.oo

*#%* Grand Total *** # Records: Z

Figure 18 W2 Audit Report Sample

6.2. W2 Entity Table — Affordable Care Act (ACA)

Changes were made to the existing W2 Entity table to accommodate the data for this new requirement. A button
was added to allow the user to access the 1095 menu directly from this screen.

Payroll W2 1095 - C
Goto.. Entity [l Description [TOWN OF ANYWHERE ©1099-R % -2
Actions
Mame TOWN OF ANYWHERE
Address 1 |1 MAIM STREET
Address 2
Address 3
S Add Entit:
B v City [CAMERIDGE Phone {505} 555-5555
& Delete Ertty State 1] Zip Code F52138—0000 Fed Tax ID 123456755
- Country State Tax D |123456?El9101
7 Eclit List
1 Payrol W2 | IE 7 Payrall W2 BEh, b 2Payroll1083-R. | 4 Payroll 1098-RACE |
. Contact Mame BALLY @, PUBLIC Fhane |(555) 321-9376 Ext |123
= ExportFile Path |
§1095 Menu 1094-C Line 22 (select all that apply):
A Qualifying Offer Method =2 B. Qualifying Offer Method Transitional Relief [~
C. Section 4920H Transitional Relief [~ D. 98% Offer Method -
Coverage is Pravided Through a Seltingured Plan? & Yes € Mo
1095-C Line 14 Overall Value:
All 12 Months Jan Feh Mar Apr day Jun
£ o [ - - r - r
Jul Aug Sep et Moy Dec
1095-C Line 15 For Codes 1B, 1C, 1D or 1E:
Employee Share of Lowest Cost Monthly Premium far Self-Only Minumum Yalue Coverage
All 12 Months Jan Feh Mar Apr Mz Jun
I or [ 97,10 97,10 gr.10[ Sr.10[ 1019 [ 101,%6
Jul Aug Sep oct Moy Dec
[ 101 [ 101.%6[ 10196 [ 1019 [ 101,96 101,96

[ADM-AUC-HR-9647]
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7. AFFORDABLE CARE ACT (ACA)

A set of screens has been added to handle year-end ACA processing. The 1095C forms are populated via these
screens. A separate document details the use of this new feature and will be provided in mid-December prior to the
webinar.

vear-End Pre 4 W2 Register Repoark
Maodule Maintenance 3 W2 Register by \Warrant
Interfaces Imports 4 W2 Processing

Site Specific »

Form 945 - Federal Annual Report
Help Reference Library 1093 - R, Reqgister Report

1099 - R, Register by wearrant
1099 - R Processing

List of Cost Codes by W2/ 1099R Box
Reset Cost Code Annual Maximuns
Holidayws For Mew Year

1095 - C Employees with Reportable Health Coverage
1085 - C Export Emploves ACHA Data

1095 - Z Employes Name and Mumber Export

1095 - C Impaort Emploves ACA Data

1095 Processing

8. INTERFACES/IMPORTS

s, AESOP Timesheet Import:
Site Specific 3 ICIMA Export

Movatime Timesheet Import
FinTrac Timesheet Import

[Mass Mutual Export
Woya Financial Expart

8.1. Mass Mutual Export

The Mass Mutual prompt was changed to require that the user select a warrant number when creating the export.
Prior to the software update, the Posted Warrant # last used would still be in the field, and sometimes resulted in
the user making a selection of an old warrant instead of the current warrant. This now requires the selection of a
warrant from the lookup or the direct entry of the warrant number.

[N Task 6290: Mass Mutual Export
Massachusetts Mutual Export Massachusetts Mutual Export
Required: Enter Warrant# q@ Required: Enter Posted Warrant # a
Required: Enter output Fil [ex: g\ \ 010115.%XL5] [HRLIS:MASS11] Required: Enter output Fil [ex: g\ \ 010115.XLS] (HRLIS: THERESA
Required: Enter up to 9 Categories [at least one] for Mass Mutual Edit ”m Required: Enter up to 9 Categories [at least one] for Mass Mutual Edit | 1 val
Required: Enter an Mass Mutual Loan Category Edit ”m Required: Enter an Mass Mutual Loan Category Edit | 1 val
Optional: Enter Email Address I‘— Optional; E-mail Export li
Run as & preview  Print  PDF Runas @ Preview ¢ Print  PDF
If Printing use Duplex & Yes  No If Printing use Duplex & ves  No
Lookup
Figure 19 Before Figure 20 After

[ADM-AUC-HR-9683]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 18 of 19



ADMINS Unified Community Release Notes — Version 6.3
Human Resources December 2015

8.2. VOYA Financial Export

aces, AESCP Timesheet Import

Site Specific 3 ICMA Export

Mowvatime Timesheet Import
FinTrac Timesheet Impork

Mass Mutual Export

I Vova Financial Export I

Help Reference Library

Reports that contain employees’ social security numbers should not be emailed. This option was removed from the
VOYA Financial Export.

M Task 6326: Yoya Financial Export

R
Required: Enter Posted Warrant # Voya Financial Export
Required: Enter output Filename (ex: h:payrollpw2_remit.csv] Required: Enter Posted Warrant # |
irede L Financial Required: Enter output Filename [ex: hiipayrollipw?_remit.csv] |
Optional: E-mail Export Required: Enter up to 9 Categories [at least one) for Yoya Financial Edit Iu values:
Runas @& preview ¢ Print  PDF Runas & Preview  Print  PDF
Lookup | 0K I Cancel Clear All

Figure 21 Before Figure 22 After

9. HELP REFERENCE LIBRARY

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

e YEAR END PROCESSING Import ACA Data From Spreadsheet
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