HUMAN RESOURCES

RELEASE NOTES — DECEMBER 2016

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

1. MAINTENANCE .....citteiiiitniiiteniiiteesiiienssisiesssisissssestssssosssnsssstsnsssssasssssssnssssssnssssssnssssssnssssssnssssssnsssssanssssssnsssssnnsssssnnssssanne 2
1.1. EMPIloyee MainteNanCe [NEW] ....cciieuiiiiiiiee ettt sttt ettt e s st e e st e e e st e e s sabe e e sabeeessabaeesesbaeesassaeessnsaneesnseeesansees 2
1.2. Employee Leave Balance Update SCre@n [NEW] ...cuuiiiiiieieiiiee ettt ee e site e s st e ste e e s svae e s sataeesasaeessnbaeesssseeesnnses 2
1.3. Employee Leave Change LOZ SCrEENTINEW] ...ccuviiiiiiiii ettt ettt et e e st e e s s ate e e s s tee e e sabaeeesabaeesnsnaeessnbaaeessteeesansees 3

1.3.1. o L W A £ =1 OO PP UPPPRN 3

2. BILLING & INVOICING ATTACHMENTS NOW MATCH ORIGINAL INVOICES [FIX] .ccccvvvunreriiriiissssnnnennsssssssssnnnessssssssssnnsnens 4

3. VOID/MANUAL/FIGURE PAYCHECK .....ccceverrreriersneesisssnesssssnesssssnsssssssnesssssasesssssnssssssnsesssssnsesssssnssssssanesssssanessssnsessssanasss 4
3.1. PV Lo g~ @ 1y f o o [N L D R 5

A,  REPORTS ..ciiiiiiiueetiiiiiiiiiinttettiissssssssseessssssssssssss e st s sssssssssssessssssssssssssesssssssssssssssessssssssssssssessssssssssssssessssssssssssnssesssssssssen 5
4.1. 6714—Employee List — Grade SChedules [NEW] .....cc.ue ittt be e san e sae e e sareesaee s 5
4.2. 6149—Employee Salary History REPOIT [NEW]..c...ei ittt ettt st sbe e s e e sat e sareesaee s 6
4.3. 6659—Employment Verification REPOIT [FiX] ..ccccuiiiieiiieiiiiiee sttt e et e e et e e ee et e e e s stbe e e e s ataeeeeassaeesnnsaaeesasaseeanns 7

5.  TABLES BARGAINING UNIT TABLE .......cccccettrmrttiiiiisssssnneessiisssssssssessssssssssssssssssssssssssnssssssssssssssnssesssssssssssnssssssssssssssnnssans 8

5.1.1. SF 1T VAR el a Lo L] L= 1 USSR 8
5.1.2. NEW Salary SCHEAUIE [FiX] ..vriiiiiieeeiiiie et et sett e e e st e e e tae e e s tae e e e tta e e eeabeeesbbeeaasstaeeeassaeeeassasaeansseeeassaeesansens 8
5.2. Cost Code Table P Copy This Code Button Added [NEW]......cccuieiiriirieiieieeieeie ettt et sttt sbe e ee s 9
5.3. Pay Code Table » Copy This Code Button AAded [NEW] .......ccueiiiiiieiierierierie ettt et 10

6. YEAR END PROCESSING-1095C DATES [NEW]......uutiiiiiiniiiinnnniniissnnisissnnssissssssisssnsssssssssssssssssssssssssssssssssssssssssssasssssssans 10

7. SITE SPECIFIC...ccciiiiiiiiiiseeetiiiiiissssnseessssssssssssssessssssssssssssesssssssssssssssssssssssssssssesssssssssssssssssssssssssnsssssssssssssssnnsesssssssssssnnsans 11
7.1. HR PerSONNEI SCrEEN [NEW] cuveeiiiiiiiiiiiieiiee ettt e ettt e e e e e s e et e e e e e sesaabaaeeeeeeesebbabaeeeeeesesbabeseseessesssabraneesseennssres 11

8.  HELP REFERENCE LIBRARY ...c.uiittuiiiiineiiiiineiiiensiiiiensisiiensiiienssssmenssssissssstmsnsstmsnssstssssssssssssstsssssstsssssstssssssssnsssstsnssssssnnnss 12
8.1. Numbering Added to Help Reference LIbraries [NEW] ........couiieioiiiie ittt ettt e e e st e e e baeeeeaes 12
8.2. Alphabetical Index for Help DOCUMENTS [NEW] ..c.eiiiiiiiiiieiiieite ettt ettt ettt e sae e san e e st e saneesaeees 12
8.3. NIV T W)Yo ol Yo I D o Yol 1 o 1= o1 €= [ ] o SR PPRPR 13

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 1 of 13



ADMINS Unified Community Release Notes — Version 7.3
Human Resources December 2016

1. MAINTENANCE

A change was made to update the ACA line one information if selected data on the employee contact screen is
changed.

1.1. Employee Maintenance [New]

If the name or social security number is changed on the employee contact tab, and there is information on line 1 of
the ACA tab, the ACA information will be updated and a message will appear. For example, April Smith has had a

name change and is now April Jones. The message box is displayed, notifying the user that the ACA- Line 1 Has
Been Updated.

P
Employee Maintenance on File
Bote
K= Employee Number 070646 APRIL SMITH
Actions
| add Empioyee | ¥ Empioyee Notes | [Ng et available Current Positions  S006ATHDIRE-01 ATHLETIC DIRECTOR 1.0000
B Add Postion O#lPosiions | T210POLINT -01 POLICE OFFICER 1,0000
dcoiact | 2Persorel | 3DedBen | 4Acdwages | SPawrol | Eaccounting | Fsslary | SDatesiciss|  9Desrees | 0custom | UAccidents I(m\)
First Name Middle Name LastName Sl Gender Birth Date S5# Previous Name
FPRIC I C male  Female [pi-Aer—1995  F54-12-3789
Residential Address Employee Contact
House# [ 123 Street FOORTH STREET Unit 5 Phone #1 [{0603 000-0000 Type [
Address [[23 FOURTH STREET Uniih & Phone #2 [{0603 000-0000 Type [~
BUUUCE N TP [ auC] 6439-Employee Maintenance
Email
City AMERTIGE State iR Zip [2141-0000 DD Email [~ _
'0‘ ACA - Line 1 Has Been Updated
Mailing Address Emergency Contact
[~ Same as Residential Address Name = :
Ok
Address [[23 FOURTH STREET Unit# & Phone  [{0007
Relalion
Gity AMERTDGE State A Zip p2141-0000

Figure 1 New Message on Name or Social Security Number Change

NO pICTONS
Employee ACA on File
ot
e Employee Number  BRREE  APRIL JONES Employes Attschmerts (1)
P Ermploy e postion AachEnts 3
| Add Employes -
P Add Pasiion Current Positions  SO0GATHDIR ATHLETIC DIRECTOR 1.0000
QAllPostions | T210POLINT POLICE OFFICER 1.0000
@ ACA Edi List
1Gortact | 2Personal | 3DewBen | #addwvvesss |  SPawol | BAccourting |  7Saary | SDatestOlass| 9Dsgrees | 0Custom | Uscoiderts || voecs
I
Reportahle? Reporting Entity " #2 #3 #4
= Yes or Reporting Bargaining Unit - - - =
[al Dates: ACA Offer Start (End I r I r
ACA Reporting Start J End [ [ [ [
ACA Full Time Start /End I I I I
ACA Coverage Declined [ ——
AddLine | Covered Indiiduals: First line must be the Employees information
Line _FirstName Widdle Initial Last Narne Sufx S5 Birth Date Coverage Stat  Coverage End
Clear 1 FFRIC I TS EEa-1z—37eg | w1 I
e
=2 A —

Figure 2 [V ACA] Tab Shows The Name Change On Line 1
[BLG-SUP-SAPLAUC-776]
1.2. Employee Leave Balance Update Screen [New]
When an employee transferred to a new position, ADMINS had to intervene to move leave accrual balances. Now

the Payroll office may adjust the balances using a new screen, described below. Access the screen by selecting
Human Resources P Maintenance P Employee Leave Balance Update Screen.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 13
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Human Resources

Erployes Maintenance
Employes Mainkenance Query
Paosition Maintenance

Maintenance
Payroll Processing
Timesheet Entry
apecial Processing

- - - R4

Employes Leave Balance Update Screen

The example below shows an employee who has moved from one position to another, in a different accrual group.
The balances for Personal and Sick Leave were .5 and 120 days, respectively. Enter these balances into the
accrued column for the new accrual group.

Employee Leave Balance Update Screen

Gato...

= Employee F501001 DEVITT. MARIE A

Actions

2 Summaryitcerus Grougp
--------- Begy Balance--------- -—---Accrued---—- ----—--Taken---— -—-Forfeited-—-- --——--Paid Out. Ending Bal

Accr Grp  Leave AsOf Howrs Days Hours Days Hours Days Howrs Days Hours Days Hours Days AsOf
CFO COMPTIM Comp Time TERMIMATED
CFO HOLIDAY Holicay TERMIMATED
CFO FERSOMAL Personal 0701012 1,00 .00 5,50 .50 TERMIMATED
CFO SICKLER Sick Leave  01/01/12 120,00 42,50 34,00 8,50 120,00 TERMIMATED
CFO VACATION Wacation 0701412 3,00 120,00 110,50 12,50 TERMIMATED
SCH 12 L PER C/0V personal cfo
SCH 12 L PERSOMAL Personal 50 50
SCH 12 L SICKLER Sick Leave 120,00 [N 120,00
SCH 12 L YACATION Vacation

5 This screen may also be used if the accrued amounts need to be adjusted
‘fI due to a position change. A six hour/day employee who transitions to an
eight hour/day may have leave adjusted via the screen.

1.3. Employee Leave Change Log Screen[New]

To view changes made via this screen, a new screen is available. Access the screen by selecting Human Resources
» Maintenance P Employee Leave Change Log.

Employee Leave Change Log
Goto
Hurman Resources
Maintenance [} Employee Maintenance Actions
Payroll Processing > Employee Maintenance Query
Timesheet Entry »  Position Mainksnance @'
Special Processing »  Employes Leave Balance Update Screen
woid/Manual{Figure Paycheck Employee Change Logs
Billing and Invoicing b Employes Date Change Logs Etmployee  BOSDOGE DEVITT, MARIE A
Bank Reconciliation »  Employee Name Search
g:;;‘z : Ernplyes Ennsil Updats Srreen AccrGroup  LeaveCode ChangeDate ChangeTime ChangelUser Field OldValue  New Value
qutj?;ny — : E"‘P:”Vee i::f“”“f\ff""'f‘tDDEI‘E:eLLDg SCH 12 L PERSOMAL  09-Dec-2016 13:57:00,03 THERESA Days Accrued 50
mployes Additional Wages Delete Log .
e s , i SH 12 L SIKLEA | 09-Dec-2016 13:57:12.78 THERESA Days Accrusd 120,00

1.3.1. Edit List [New]

An edit list is available, showing the Employee #, Name, Accrual Group Code, Accrual Group Description, Leave
Code, Leave Code Description, the Entry Date, Time and User, the Field Name and the Old and New values for the
changed field. The edit list may be optionally filtered in three different ways:
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o by selecting up to nine employee numbers
e by the date range
e by the username

Employee Leave Balance Change Log

Edit I[I values:

Optional: Enter up to 9 Employee#

December 2016

Optional: Entry Date Range [mnmddyyyy] From: |

Optional: Enter up to 9 Usernames

C PDF
 No

Runas ¢ Preview ¢ Print

I Printing use Duplex & ves

To:

Lookup | 0K I

Edit II] values:

& Excel

Cancel

Clear All

Emp#
"Booa13
Booa13
Booa13
01001
01001
o101
o101
o101
10 o011
11 o011
12 o011
13 o011
14 01011
15 o011
16 [bo1011
17 o011
15 [Bo1011
13 o011
20 o011
21 brogz3
22 [broe4s
23 [broe4s

| ~t|m o= oo =

@

B ] ) E [F G H | J K L
Hame AcrualGrp Acerual Description Leave Code Leave Code Description Entry Date Entery Time EntryUser Field Hame Old Hew
GEMEREUX, LYMMN  SC13 20HRSH OMTHSUMLMTD  WACATION  Wacation 12082016 03:22:5402  LUANN BEGDAYS %000
GEMEREUX, LYMMN  SC13 20HRSH OMTHSUMLMTD  WACATION  Wacation 12082016 03:23:0229  LUANN Accoaws 000 fFoon
GEMEREUX, LYMMN  SC13 20HRSH OMTHSUMLMTD  WACATION  Wacation 12082016 03:23:0413  LUANN Takpays "dooo 2oo
DEVITT MARIE A SCH12L 12 month limited PERSONAL  Personal 120372016 13:57:0003 THERESA  ACCDAYS "s0
DEVITT MARIE A SCH12L 12 month limited SICKLEA Sick Leave 120802016  13:571273  THERESA  ACCDAYS %2000
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 1272016 171400895 LUANN BEGDAYS "To0 200
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 12702016 17140128 LUANN ACCHRS oo Zoo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 12702016 17140159 LUANN Accoavs oo 2oo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 12702016 17140195 LUANN TAKHRS oo Zoo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 1272016 17140234 LUANN Takpaws oo 2oo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 1272016 17140270 LUANN FORHRS oo Zoo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 1272016 17140305 LUANN FORDAYS "ioo  2oo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 1272016 17140342 LUANN PYOHRS oo Zoo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — SICKLEA, Sick Leave 12702016 17140402 LUANN PvoDavs oo 2oo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — WACATION  Wacation 12702016 17:22:08.47  LUANN BEGDAYS 575 foon
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — WACATION  Wacation 1272016 17:22:08.53  LUANN AccDaws 4050 2000
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — WACATION  Wacation 12702016 17221180 LUANN TakDays 4025 Boo
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — WACATION  Wacation 12702016 17221267 LUANN FORDAYS 500
EMIDY, MICHAEL & PROF PROFESSIOMAL UMIOM — WACATION  Wacation 12702016 17221370 LUANN PYODAYS % o0
WIOLNY, KAREN M SUP SUPERINTEMDENT SICKLEA Sick Leave 120872016 13:51:1208 THERESA  ACCDAYS 375
JONES, APRIL POL POLICE DEPT SICKLEA Sick Leave 12/352016 134211816 THERESA  BEGHRS fooo %333
JONES, APRIL POL POLICE DEPT SICKLEA Sick Leave 120802016 13:42:2545 THERESA  ACCHRS 000 %000

[ADM-AUC-HR-9838]

2. BILLING & INVOICING Attachments Now Match Original Invoices [Fix]

The creation of the attachment did not include a field used on the original invoice forms. Now both the originals
and the attached copies will include a value in the Hours column.

INVOICE

For Oside Detoll Services Rendered

Invoice Number: 00000402

INVOICE

For Qutside Desail Services Rendered

Invoice Number: 00000408

Invoice Date: 10102018 Invoice Date:  10/5/2018
Due Date:  11/812016 Due Date: 111412018
Page 10f2 Page 1 of 3
EVERSCURCE/CLAP Customer & 000001 EVERSOURCE/CL&P Customer #: 000001
cLeP cLep
PO BOX 5017 PO BOX 5017
HARTFORD, CT 09102-5017 HARTFORD, CT 061026017
Lné iorkDats Employss Locabion DstallTickst & _ Description of Charga Hours Lns WorkDate Employss _Location Charge
18M12016 229 camp sirest Ll Empioyee Charges. 3 Redstone Hill § 46712
15% AdminisTatie Charge Parsant Redstone Hill $70.07
28016 AT oo 3ve 01 Empioyee Charges s 27212016 fw atww drive sa67.12
15% AdminisTative Change Paroant 2112016 rtw at ww drive $70.07

3. VOID/MANUAL/FIGURE PAYCHECK

A correction was made to the Manual Check P Deduction Entry screen.

[ADM-AUC-HR-9843]
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3.1. Adding Cost Code [Fix]

Manual Entry-Timesheets

_— Goto..
Human Resources =0 Warrant Period 31-Tec—2016 10 31-Tec-2016
T S— » p— Employee 570602 0PMote | CONMELL ., KEITH W III
Payroll Processin 3 _ Bank Check [poooco0 Date [
_y g Pay Period M Figure Check LUMCALCULATED Hase Adi. [
Timesheet Entry 3

'\fo.i-:l.l'Ménual.fFigure Paycheck

| 1 Timeshests |

2 Wanes

3 Deduction Entry

December 2016

When clicking on [8 Add Cost Code], the bank and account information for the DIRDEP cost code was brought
into the screen. Now when bringing in the cost code, no extraneous information is brought in to those columns.

Manual Entry-Timesheets

Totals

6 Aold Void TadeManual | 8 Add Cost Code 90el Cost Cove | 0 Fecsiculste Pay Register | Prift Gheck.

Got
s Warrant 00000 Period  31-lec-2016 t0 31-Tec—2016 —TaxTahle— Exemptions  Gross 1600,00
actions Employee FOR02 CONMELL . KEITH W IIT Fed FED E Deductions
= Bank Check 0000000 Date State 1R B - Net Pay 160000
Pay Period N Figure Check UNCALCULATED Base Adi. [T Other, - - Benefits
1 Timeshests | 2iifanes | 2 Deauction ety | 4 Benetit Entry | 5 Bage Buckets |
Cost Code Description Amount PretaxiOrder Bank Account Tyne Additional Information
EDL MEDICARE Y106 € Chedkno € Saving NOT EDITABLE - % OF BASE
ED FEDERAL TAX N 7 Chieckino ) Baving
TRDEF | DIRECT DEPOSIT N 9939 [BOAG P0944E0750 = Checking © Saving

Remove Check | M Warran List

4. REPORTS

[ADM-AUC-HR-9833]

Changes were made to the Report Library By Employee. The affected reports are highlighted below and the

changes are described in the following sections.

Report Library By Employee

Report Hame

6E20-Enployee Roster Schedule

6710-Employee List

6711-Employes List with Motes

E712 T4

er1q D7 14- Employee List - Grade Schedules

o732-

Br70 T w—
cese bEEY9- Emplogm ent "."er'J. fication Report

Sample Run
Sample Run
Sample Fun
Sample Run
Sample Run

Fun

c1ag- B1d49- Emplnyee Salary H.Lstnrg Change Report lFun |

Fa00-Employes

6E36—Employes List - Highest Pay (Pay Type!

6E37-Enployes List - Highest Pay (Pay Code Category?

BA38-Enployee List - Highest Pay iLeave Codel

6839-Employee List - Highest Pay (Pay Code}

B038-Enployes List - Cost of Leave

b2eb—Employes List - Cost of Leave — Default Fund
4.1.

List - Custom Fields

e T Run
Sample Run
Sample Run

Sample Run
Sample Fun
Sample Run
Sample Run
Sample Run
Sample Fun

6714-Employee List — Grade Schedules [New]

This favorite report has been enhanced-it now includes the General Ledger Account numbers charged for each
employee when run using the Excel® option. When looking up the full employee count for a certain job category,
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this report will give you everyone, with salary and the account charged. For some sites, it is important to
distinguish the cost of employees using public funds versus the cost of employees paid with a grant.

S 5] E F G H | J 4] P =] R El T u W i)
'osition# Description BargainingUnit Schedule Grade Step FTE Annual Salary |TimesheetGroup PayGroup ShiftCod Al Rate1 Alt Rate1 Desc. Alt Rate? Alt Rate? Desc. Al Rate3 Al Rate3 Desc.
62-01340-13 TE TEACHER -26 A 7 4100 45813.000MH  -TEA SAL 0.00 0.0 0.00
62-01460-01 TE TEACHER -26 A 7 5100 50,540.000MH  -TEA % SAL 0.00 000 000
62-01490-04 TE TEACHER -26 A 7 5 1.00 90,540.000MH  -TEA % SAL o.oo ono 0.00
54.01450-01 TE TEACHER -26 A 7 5100 50,540 00fAIH -TEA B SAL 0.00 000 000
02-01370-17 TE TEACHER -26 A 7 5 1.00 50,540,000 -TEA % SAL o0.oo ono 0.00
05-01350-02 TE TEACHER -26 A 7 5 0ED 30,324.000FH -TEA % SAL 0.00 0.o0 000
62-01460-02 TE TEACHER -26 A 7 6 100 53422.000MH -TEA % SAL 0.00 000 000
54-01460-01 TE TEACHER -26 A 7 6 1.00 534220000 0H -TEA % SAL o.oo ono 0.00
11-01550-05 TE TEACHER -26 A 7 6 100 53,422 0005H -TEA B SAL 0.00 000 000
54-01530-04 TE TEACHER -26 A 7 91.00 52,526.00000H -TEA % SaL 000 000 0.00
62-01420-05 TE TEACHER -26 A 71100 69,666.000MH  -TEA % SAL 0.00 0.o0 000
03-01370-11 TE TEACHER -26 A 7 11 100 69,666 00fMC -TEA % SAL 0.00 000 000
54-01530-05 TE TEACHER -26 A 7 11 1.00 59,666.0000IH -TEA % SAL o.oo ono 0.00
12-01460-02 TE TEACHER -26 PT 4 7 080 36,B62.00QMO -TEA B SAL 0.00 000 000
62-01600-01 TF UPSEU -00 FT 8 6 100 54,384 00fMH  -UPS 2B il 0.00 000 000
60-00200-99 A UPSEU -00 FT 9 6 1.00 70116.60)A0M -UPS ] "0 o.oo ono 0.00
40-00460-01 <L UPSEU -00 FT 10 6 100 74547 201BS -UPS ] "0 0.00 000 000
00-00950-01 ML UPSEU -00 FT 13 & 1.00 90,001.60QPPT -UPS ] il 000 000 0.00
60-00840-01 M. UPSEU -00 FT 14 6 1.00 93,160.000A0M -UPS ] "0 o.oo ono 0.00
60-00850-01 M. UPSEU -00 FT 14 6 100 95160.000TR  -LPS 7 il 0.00 000 000
B0-00830-01 Mo e o i e UPSEU -00 FT 16 6 1.00 106,014 45A0M -UPS ] "0 o.oo ono 0.00

Figure 5 Before

For employees with multiple General Ledger account numbers being charged, the percentage is included for each.

© 5] E F G [ H |1 J 5] 3 [E] AR AC [ AD AE AF 26 AH Al
1_Position#  Description BargainingUnit Schedule Grade Step FTE Annual Salary TimesheetGroup PayGroup ShiftCod Account#1 GLPct Typ Budget Amt#1 Actual Amt#1 Account #2

1541 0620154013 TEACHER -26 A& 74 48,613.00 MH -TEA, 1010-062-1000-190-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1542 062-01460-01 TEACHER -26 & T 51 50,540.00 MH -TEA 4010-062-1000-350-51110-00000  100.00 % 0000-000-0000-000-00000-00000
1543 062-01490-04 TEACHER .26 & 7 51m0 50,540.00 MH -TEA 1010-062-1000-150-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1544 054-01480-01 TEACHER -26 & 7 5100 50,540.00 WUH -TEA, 1010-054-1000-150-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1545 002-M37017 TEACHER 26 & 7 51m 054000 B -TEA, 1010-002-1000-000-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1546 005-01350-02 TEACHER -26 & 7 5080 3032400 FH -TEA 2368-000-1000-000-51110-00000 10000 % 0000-000-0000-000-00000-00000
1547 062-01460-02 TEACHER -26 A& 7 61m0 5342200 MH -TEA 1010-062-1000-350-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1548 054-01460-01 TEACHER -26 & T & 1.00 53,422.00 WoH -TEA 1010-054-1000-350-51110-00000  100.00 % 0000-000-0000-000-00000-00000
1549 011-01550-05 TEACHER-26 & 7 6100 5342200 SN -TE& 1010-530-1000-200-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1550 054-01530-04 TEACHER .26 & 7 8100 £2,528.00 WUH -TE& 1010-054-1000-170-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1551 062-M420-08 TEACHER 26 & 711 1m £9,666.00 MH -TEA, 1010-062-1000-110-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1552 009-01370-11 TEACHER 26 A& 711 1m 69,666.00 MC -TEA, 1010-009-1000-000-51110-00000 10000 % 0000-000-0000-000-00000-00000
1553 054-01530-05 TEACHER -26 A& 711 1m0 69,666.00 W.H -TEA 1010-054-1000-170-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1554 012-01460-02 TEACHER-26  PT 4 7080 36,662.00 MO -TEA 1010-012-1000-350-51110-00000 100,00 % 0000-000-0000-000-00000-00000
1555

1556

1557 D62-01600-01 UPSEL -00 FT 8 B100 5433400 MH -UPS 28 0 1010-062-2660-000-51116-00000 10000 % 0000-000-0000-000-00000-00000
1556 960-00200-93 UPSEL -00 FT 8 6100 70,116,580 ADM -UPS ] 0 1010-860-2320-000-51116-00000 10000 % 0000-000-0000-000-00000-00000
1559 940-00460-01 UPSEU -00 FT m 6100 74,547.20 BS UPS 2 0 1010-840-2620-000-51116-00000 5000 % 1010-940-2600-000-51116-00000 5000 %
1560 100-00950-01 UPSEU -00 FT 13 6100 90,001.60 PPT LIPS 2 0 1010-930-2130-000-51116-00000 100,00 % 0000-000-0000-000-00000-00000
1561 960-00840-01 UPSEU -00 FT 14 & 1.00 95,160.00 ADM -UPS ] o 1010-960-2320-000-51116-00000  100.00 % 0000-000-0000-000-00000-00000
1562 960-00850-01 UPSEL -00 FT 14 6100 95,160.00 TR -UPS ] o 1010-540-2700-000-51116-00000 100,00 % 0000-000-0000-000-00000-00000
1563 960-00830-01 UPSEL -00 FT 16 6 100 106,448 ADM -LUPS ] "0 1010-850-2510-000-51116-00000 100,00 % 0000-000-0000-000-00000-00000
1564

Figure 6 After
[ADM-AUC-HR-9844]
4.2. 6149-Employee Salary History Report [New]

The Employee Salary History Change report now allows the inclusion of terminated positions (in addition to the
active position) for the selected employee(s).

[N 125k 6149: Employee Salary History Change Report [N Task 6149: Employee Salary History Change Report

Employee Salary History Report Employee Salary History Report
When running in Excel, be sure to use selection criteria ‘When running in Excel, be sure to use selection criteria
to avoid Excel table errors. to avoid Excel table errors.

Required: Effcctive Range (mmddyyyy)  From: [IIEEEE  To:[iza1zois Required; Effoctive Range (mmddyyyy] ~ From: [o1012011  To:[12312016 |
Optional: Entry Date Range (nmddyyyy]  From: [ To:[ O itimeE Etly Dkt (e (miivezs) - (iome e

Optional: Enter up to 9 Bargaining Units ~ Edit [0 values: I HEEpOOG TS [ G |
Optional: Enter up to 3 Pay Groups — TP Optional: Enter up to 9 Pay Groups Edit 0 values:

) ) —I " Optional: Enter up to 9 Timesheet Groups Edit 0 values:
Optional; Enter up to 9 Timesheet Groups __ Edit | [0 values: Optional: Enter up to 9 Employeett Ean | [ valuce- 000092
Optional: Enter up to 9 Employectt Edit |1 values: 92, P ; - . -

ptional: Enter up to 9 Entity Codes Edit 0 values:
Optional: Enter up to 9 Entity Codes Edit  |[0values: Select Terminated Positions [Y/N]: & Feed o No
Sert Report By: @ Timesheet Group ¢ Entity C Pay Group — Bargaining Unit © Name Sort Report By: & Timesheet Group (" Exiity (" Pay Group T ~Bargaiming Unit C Name
Runas & Preview C Print  C PDF © Excel Runas @ Preview C Primt  C PDF O Exeel
If Printing use Duplex & Yes ( No If Printing use Duplex & Yes ( No
Lookup OK Cancel Clear All Lookup | 0K Cancel |  Clear All
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Prior to the software update, only the current, active position would be shown on the report. The selection to
include terminated positions was added, providing a comprehensive view of the salary changes over the specified
time period. In the example, the employee has had four positions with the municipality, and each is shown with
any salary change history and the termination date when applicable. A column was added for Term Date to help
distinguish current from past positions. Preview/Print/PDF and Excel® formats are available and shown in the
figures below.

A B C D E F G H I J K C M N [5] P Q
Empl# Hame Position Description 15 Group BargainingUnit Schedule Grade Step Effective Entered Annual Period Daily Hourly Per Diem Term Date
Boonaz CUMBERBATCH, BENEDICT M T135FINADMR-19  PENSIONER PENS- RET -RE ABC-123 1 4 01-Aug-2016 16-Jun-2016 2700000 225000 225000 225000 225000
Boonaz CUMBERBATCH, BENEDICT 13SFINADMR-19 PEMSIONER PENS- RET -RE ABC-123 1 4 01-Jul-2016  31-May-2016 27,000.00 2,250 00 75.00 1285 103.85
Boonaz CUMBERBATCH, EENEDICTH‘W FSFINADMR-19 PEMSICNER PENS- RET -RE ABC-123 1 5 01-Jan-2016  31-May-2016 30,000.00 250000 8333 14 42 11538
(000092 CUMBERBATCH, BEMEDICT M T210POLDET-01  POLICE DETECTIVE  PEMIS- RET -RE PO 1 1 01-May-2016 31-May-2016 28,800.00 240000 B80.00 1354 110,76 30-May-2016
00092 CUMBERBATCH, BENEDIC T210POLDET-01  POLICE DETECTIWE ~ PENS- POLL -PO PO 1 5 M-Jan-2014 16-Dec-2013 5495616 1,0592.80 210,56 24532 210.56 30-May-2016
00092 CUMBERBATCH, BENEDIC 210POLDET-01  POLICE DETECTIVE ~ PEMS- POLL -PO PO 4 S 0M1-Sep-2012 23-May-2013 5366400 103200 20640 2580 206.40 30-May-2016
000092 CUMBERBATCH, BENEDICT M T210POLLT-01 QL\CE LIEUTEMANT TOWN-POL POL ADM-PO PO MGMNT 1 1 01-Dec-2015 16-Feh-2016 &770801 163023 33605 42.m 336.05 01-Jan-2016
00092 CUMBERBATCH, BENEDICT M T210POLSGT-05 ﬂ.\CE SERGEANT  TOWHN-POL POLU PO PO 2 1 26-Feb-2015 Dd-Mar-2015 4589424 &7920 17584 2185 175.64 18-Mar-2015

Figure 7 Excel® Version with Terminated Positions

6149-HREMPSALHIST REP Printed Zl-0ct-2016 ab 12:59: 18 by THERESA Page 1
Town of ADMINS
Employes Salary History Chamge RBeport

Employes Position Description TS Croup Bargaininglnit Effective Entered Armual Period Daily Hourly Per Diem Term Date
00002z CUMEEREATCH, BENEDICT M TZ1OPOLDET-01 WLICE DETECTIVE DENE- ToLw -ro ro 1 £ 0l-Jan-2014 1l6-Dec-Z0l3 E4,3E6.16& 1,082.80 2l0.E8 ZE.3200 Z10.56000 30-May-Z0l€
00002z CUMEEMEATCH, BENEDICT M TZ10POLDET-01 POLICE DETECTIVE DENE- ToLw -ro ro 4 £ 0l-Sep-Z012 Z3-May-ZO0l3 53,664.00 1,03Z.00 Z0E.40 ZE.2000 Z0€.40000 30-May-Z0l€

Figure 8 Preview/Print/PDF Version with Terminated Positions

[ADM-AUC-HR-9845]

4.3. 6659-Employment Verification Report [Fix]

The employment verification report was enhanced to include asterisks and a legend showing “Gross Pay may
differ from W2 wages due to pretax deductions and taxable benefits”.

Town of ADMING

Employment Werification Report Employment verification Report
Hame : Hame : 010287 BERGERON, MICHAEL K
Status :  ACTIVE Status i ACTIVE
Employment Date : 13-Sep-2010 Employment Date : 17-Aug-2000
Position :  BHY TBACHER
Position
current Year Salary : €9,202.00
Current Year Salary : 67,059.20
2016 Year to Date Gross Bay * : 45,436.73
2016 vear to date Total : 62,831.47
2015 Calendar Year ©ross Pay * : £8,008.18
2015 Calendar Year Total : 66,897.61
2014 Calendar Year Gross Eay * : 43,567.04
2014 Calendar Year Total : 63,884.88

Probability of Continued Employment:
Probability of Continued Employment:

Contact: Mary MacKinnon
Payroll Supervisor
Contact: (617) 494-5100 %2111

* Gross Pay may differ from WZ wages due to pretax deductions and taxable henefits

Figure 9 Before Figure 10 After

[MBE-SUP-SAPLAUC-439]
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Release Notes — Version 7.3

Human Resources

5. TABLES Bargaining Unit Table

December 2016

Adding a new salary schedule was previously limited to three years in advance. Now, it will allow adding a new

salary schedule up to five years in advance.

5.1.1. Salary Schedule [Fix]

If attempting to enter a salary schedule more than five years in advance, an error message will be displayed. This
limit will help alert a user in the event that a data entry error is made, for example, 2021 is the desired year but

2201 is typed in error.

Bargaining Unit - Salary

Add SchedulefGradefEffective Date
8 Add Mew ) -

equired: Enter Bargaining Unit |AFL -AF |S:hon| Weekly 12 month e
Required: Enter Salary Schedule |ABATECH |ABA Technician
E &dd Step . .
D Delete Step Required: Enter Grade 1

Required: Enter Effective Date [mmddyyyy] [01-Jul-2021|
Z Edit List

Required: Enter Salary Schedule Hase « Hourly " Daily ¢ Per Diem ¢ Period ¢ Annual

Required: Schedule Type  Hourly = Salaried  Per Diem

Lookup I 0K i) Cancel Clear All

Gota... o _
= Bargaining Unit Bchool Heskly 12 month emplogees
LS Schedule [REATECH ABA Technician Salary Base
-~ Grade | 1 | Hourly/Salaried/Per Diemn
ST N [AUC] 6438-Bargaining Unit - Salary [theresa]

[AUC] 6438-Bargaining Unit - Salary

':0:' P& 165-EFfective dabe must be within 5 years of today

5.1.2. New Salary Schedule [Fix]

[ADM-AUC-HR-9806]

When creating a new salary schedule, the User Defined Calculator fields were not copied to the new schedule.

This was corrected.

Bargaining Unit - Salary

= Bargaining Unit [Bchool Weckly 12 month enplogess Calculator Fields
et Schedule JREATECH ABA Technician SalaryBase H_ Hourly
o
. Grade 1 [Z clen nth 6.75 h/d Diem [ Salaried
Effective Date PI-Ju1-2014 [{4/15 contract 12 wth 5d 6.75 hd elen
7 Summary
BAddNew | 1 Cost Codes | 2Holidays | _3LongevityPay | 4 Retrosctive Pay || 5 Saary Sched | 6 Other Info__ | Benefit Statements | tfordable CarsAct]
§ Delete, -
Steps Annual Period Daily Hourly Per Diem _ Tier Calculator Fields
Esddsten | | [T ZE501.20 [ 548,10 | 10362 | 16.2400 | 109.62 [ 1 Hours in Vear 1755.00
D Delete Step BT 29940,30 [ 575,78 | 106,06 | 17,0600 [ 5.6 [ 1 Days in Period 5.00
Periods in Year 52000000
ZEdi List Days far Per Diem [ 260,000000
Hourly Digits B
UDF Calsulator 1
UDF Calculator 2
User Defined #3
User Defined #4
User Defined #

[ [AUC] 6438-Bargaining Unit - Salary [theresa]

Create Schedule with New Effective Date

Required: Enter Bargaining Unit JaFLAF [School Weekly 12 month e
Required: Enter Effective Date to copy from [mmddyyyy) [01-Jul-2014
Required: Enter Effective Date to copy to [mmddyyyy]  [07012016

6

Optional: IncreasefDecrease Table by %:

Optional: Enter Note [demonstrate udf field copied]

Lookup | oK |  Cancel Clear All

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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In the example above, a new salary schedule effective July 1, 2016 with a 6% increase was created from the salary
schedule for AFL-AF effective July 1, 2014. As seen below, the new salary schedule copied the user defined
calculator field.

Bargaining Unit - Salary

aor Bargaining Uit ST Fchool Weekly 12 month emplogees Calculator Fields
action Schedule FEATECH FEA Technician SalaryBase H_ Hourly
- Grade | i Diem [~ Salaried
Effective Dat T-JuL-2016 Her ate udf Field copied
7 Summary y
B A Newe | 1 CostCodes | 2Holidays | 3Longevity Pay | 4 Retraactive Pay || 5 Sl Schied | BOtherinto | Beneft Statements |  Atfordable Careact]
3 Delete J
Steps Annual Period Daily Hourly Per Diem _Tier# Calculator Fields
Ersasten | | [ [ soerier 580,99 [ 116.20 | 172144 | 16,20 [1 Hours in Vear 1755.00
D Delete Step E T 3173672 | 610,32 | 192,06 | 16.08% | 122,06 [ 1 Days in Period 5,00
PeriodsinYear [ 62,000000
Z Ecfit List Days for Fer Diem 260,000000
Hourly Digits B
UDF Calculator 1
UDF Calculator 2
User Defined #3
TEET S P —

[ADM-AUC-HR-9848]

5.2. Cost Code Table P Copy This Code Button Added [New]

A new button, [Copy This Code] was added to the Cost Code Table entry screens. This will allow a code to be
copied when creating new codes, reducing the time required for data entry and ensuring that the same settings will
be used for the new code.

Cost Code Table Cost Code Table
Goto Goto
Zicastcade]| 3 Description | T
actions I o I Zicostcotel| 3 Description |
Summary-Beneft St 1 Detail I
1EENS [EDICARE BENEFLT — CONVERSLON E Sumireary-Beneft St
6 Add New ZEENS ONVERSION - CAR ALLOMWANCE AR 1BENS EDICARE BEMEFIT - CONWVERSION E
MCUAMM _  AOD DESCRIPTION TO TEST CHANGE FIELDS ZEENS COMVERSION — CAR ALLOWANCE CaR
7 Edit List AS7 EMFLOYEE 457 FLAN CONTRIEUTICN i Copy This Code
& Detail List HE7SE_ EWPLOVER COMTRIBUTION 457 PLAN -1 HOPROTH | JGREAT WEST 457 ROTH FOTH
g Emp By Code FFLHD WFLAC DENTL MO 111F pE___| Karsn UL DEFERRED SEC BEN Inc
RIM RIM FUND SERV, I __ TEdtlist | FrA
Category Tables RLT21T RLTUS IND SCHOOC 21 [oE & Detail List FRE Copy of ARA
0 Paycheck FLT26S RLTUS IND SCHOOL 26 |BE 9 Emp By Code 1 Detail | AFLAC DEWTL WD 111F DE
4 Berefit Statement FLTa1L PLTUS IND SCHOOL 42 e EFLMDZ | Fopu of AFLND OE
PLTB2L PLTUS IND TORN 52 [oE
Category Reports FLTFAM _ JLTUS FAM SCHOOL 62 [E Cateyory | ahies FIH RIM FLND SERV, il
 Paycheok FLTROF | FLTUS NONDEFER L10F e ___OPaycheck | ALFHDS Loy of AFLND2 IDE
= Sr— o e LTE FendHOOL 43 Sl 1 Fipsafit States = = o 2 =

Figure 11 Before—Cost Code Table Screen Figure 12 After—Cost Code Table Screen

This new button is available on the cost code summary screen and all detail screen tabs except the Tier Tab.
Clicking the [Copy This Code] button will create a new code identical to the code including the tiers information.
Be sure to review and update all tabs after the copy is complete.

[N Copy Cost Code - AN-FDL

Cost Code

IAN—INGl
0K I Cancell Luukupl

5 General B Accounting 7 Baze Buckets | & Periods to Take |

gTieraXi | Wendar Motes |
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5.3. Pay Code Table P Copy This Code Button Added [New]

Pay Code Table

Goto...

Actions | Pay Code [fereavensnt. — hourly

1 Sumimary -PayChech 1 Calculstion I | 2 Base Buckets I 3 Detail Billing
Summary-Benefit St

[N Copy Pay Code BR X
5 it Hew / Pay Code BRYDAYS| Buckets 21- 40
—
I Cancel | [ QII/LLIF uages
& Edit List | [T Clothing non taxable
7 Detailed List W State Taxshle Wages [ car allowance
8 Detail Biling List ¥ Retirement. kages [" Clothing taxable
W Total Wages [T Senior Tax Gross Pay
Category Tahles [T Horkers Comp [T Senior Tax Het
9 Paycheck I Federal Taxes [T Roth Contribution
0 Benefit Statement [T State Taxes
I© Reportable Health Care Cost
Category Report
W Benefit Statement
[ TAMABLE BEMEFITS

The [Copy This Code] button is available on the pay code table, from either the Detail or the Summary screen. The
calculation fields, Base Buckets and Detail Billing information will all be copied to the new code. Be sure to
review and update all tabs.

[ADM-AUC-HR-9841]

6. YEAR END PROCESSING-1095C Dates [New]

The following is excerpted from the IRS website at https://www.irs.gov/uac/rda-2016-11-30-2016-forms-1095b-
and-1095c . ADMINS makes every effort to stay current with the IRS requirements; sites are encouraged to be
proactive in staying up-to-date with IRS regulations.

New Due Dates for Furnishing to Individuals the 2016 Forms ... 1095-C -- 30-NOV-2016

- /‘ The due date for filing with the Service ...2016 Form 1095-B, Health Coverage, remains
: unchanged. The due date is February 28, 2017; if filing electronically, the due date is March 31,
Documentation 2017

The due date for furnishing to individuals the 2016 Form 1095-C, Employer-Provided Health
Insurance Offer and Coverage, has changed from January 31, 2017, to March 2, 2017.

(As a result)... individuals might not receive a ... Form 1095-C by the time they file their 2016 tax
returns. Taxpayers do not need to wait to receive Forms 1095-B and 1095-C before filing their
returns. For further guidance, please see Notice 2016-70.

Page Last Reviewed or Updated: 02-Dec-2016

[ADM-AUC-DOC-117]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 13


https://www.irs.gov/uac/rda-2016-11-30-2016-forms-1095b-and-1095c
https://www.irs.gov/uac/rda-2016-11-30-2016-forms-1095b-and-1095c
https://www.irs.gov/pub/irs-drop/n-16-70.pdf

ADMINS Unified Community Release Notes — Version 7.3
Human Resources December 2016

7. SITE SPECIFIC

The following change was made specific for one site. The [9 Personnel] screen is used instead of the [9 Degrees]
screen Contact support@admins.com if you are interested in deploying this screen on your site.

1 Contact | 2 Personal | 3 DedBen | iAddWagesl 5 Payroll | ﬁAccounﬁngl I Salary | ﬁDatesJCIassl! gDegreeisi 0 Custom | gAccidentsl WACA |

7.1. HR Personnel Screen [New]

The screen was developed to provide the Human Resources Department with a screen to maintain more data in the
system which would be readily available to view when needed.. To access the screen, select Human Resources »
Employee Maintenance P [9 Personnel].

No picture
Personnel (HR Office) on File
Goto... £
et Employee Humber [500003 KEITH W BROOKS Employes Attachments (4) |
Actions Employes Position Atachments |
| &dd Employee Crate of Birth Age Hire Date 01-Sep-2016  Current Positions  TES1ARTCHMCL-01 ARTS COUNCIL 1,0000
P Add Position Gender M Race 01 Orig Hire Date 13-Sep-1965 0 All Positions | 000 —00
# Excel Report
1 Cortact | 2 Perzonal | 3 DedBen | 4 8ol Wagesl 5 Payroll | E Accourting | 7 Salaty | ﬁDa{esJClassll 3 Personinel | 0 Custom | U Accidents | W AT |
|
Educator Ident# 1234567850 Evaluation Cycle =
State Assignmt Code 58?65 Tenure Date d—MHow-2012
Assignment Type ) Adninistrator Assign Description Pdwinistrator for Pupil Services
SPED Type F Primary Instructor ADA
Assignment Total FTE [L,00 CettifiEndorsement 1 123 2 56 3 [f53 4 P00 5 o0 & poo 7 po0 8 oo 2 Poo 10 oo
Grades Serving KW 1 20 3 4 5[ & 7[ &[ 9 1o 11 12 RE[ SH[
Start Date End Date Motes Facility Code Location FTE
MeternityMedical 1 P5-Feb—1999 01-Apr-1999 Physician certified return to work after illress 1 [5NOW i)
Leave Dates 2 2o .25
3 3 [
4
5
Warkers Comp Injury 1 [15-Sep-2016 [F0-Sep—-2016 [Broken arm sustained during field trip Nature”s Classroom
2
3
'l
5
FhiLA Dates 1 pPa-Jan-2010 R3-Mar-2010 Caring for parent
2
3
d
5

Details are available in the Human Resources PHelp Reference Library? Site Specific » HR-1080 MBE Personnel
Screen.
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8. HELP REFERENCE LIBRARY

Effective with this software update, there are some enhancements to the structure of the Help Reference Library.

8.1. Numbering Added to Help Reference Libraries [New]

A numbering scheme was added to all Help Reference libraries to make documents easier to find when support
staff refers a user to a help document. Figure 13 shows a sample of the new numbering scheme. For example, a
guestion may be posed on how to print a wage verification for an employee. Support staff will refer the user to the
help document HR-230 Employee Verification (3 yr wages), and the document is found in numerical order in the
Help Reference Library.

Human Resources Help Reference Library
Gato..
Py Reference Card LastRun Time
B HE=100 Human Resources Help Documents Index Wiewy | Email 059-Tec—-2016 16:34:07,19
———————— EMPLOYEE POSITIOMS ———————— “iesy | | Email 15-Sep-2016 14:14302,42
HR-110 Employse Maintenance Screen Wigwy Email 11-How—2016 11:09:03,22
HR-120 Add B Mew Emplouss Wieww | Email 11-Mow-2016 11:09:54,22
Help Categories HR-130 Position Maintensnce — Add Positio Wiew | Email | 11-Mow-2016 1131031208
1 Ledgers HR-140 How Account Mumbers are Used Wiewy | Email 14-0ct-2016 13:22:19,05
2 Purchasing HR-150 Mass Change Employse Salaries Wiew | - Email 28-Mov-2016 15307 123,07
3 Accounts Payable HR-160 PT Sick Leave Acocrual Wiew | Email 14-0ct-2016 13:23:36,42
4 Human Resources HR-170 How Deductions are Taken Wiew | Email 28-Now-2016 15:00:46,35
3 Buclget HR-180 Tax Shelter — Matched Benefits Wiew | Email 14-0ct-2016 13:24112,92
& Collections HR-190 Medicare Adjustments Wiew | - Email 14-0ct-2016 13:24139,00
7 Property Tax HR-200 Feszet Annual Maximum on Employee Cost Codes Wiewy | Email 14-0ct-2016 13:24:45,83
3 Motor Excise HR-210 Leave Accrual Wiewy | Email 14-0ct-2016 13:24:52,15
4 Mizc Billing o 3 Wiewe | Email 11-Mow-2016 11:10:36,62
 Osysen  HR-230 Employee Verification (3 ur wages)  Gew| Emal | 11-Nov-2016 11:10:56.52
D Product Demos | HR=240 Pre and Post Tax Withholdings Wiew | | Email
Release Notes | ———- PAYROLL PROCESSIMG ———————
Ledgers HR-210 Payroll Processing Flowchart Wiew | - Email 14-0ct-2016 13:25146,07
Purchasing HR-320 Lump Sum Payroll Wieww | Email 11-Mow-2016 11:11:04,12
Accourts Payable HR-240 Direct Deposit Prenctes Wiew | - Email 11-Mow-2016 11:11:16,05
Human Resources HR-350 Emailing Direct Deposit Advice Wieww | Email 11-Mow-2016 11:11:44,37
Bucget HR-3&0 Encumbrances Wiewy | Email 14-0ct-2016 13:28:51,00

Collections HR-370 How to Summarize Payroll Postings Wiew | - Email 11-Mow-2016 11:12:20,14

Property T | | —————— SPECIAL PROCESSING ——--———

Mizc Billing HR-410 Void Checks Wiew | Email 14-0ct-2016 13:29:30,24
System HE-420 Yoiding a Vendor Check from a Payroll i Email 14-0ct-2016 13:29:52,99
Cther HR-430 Manual Checks Wiewy | Email 14-0ct-2016 13:31:25,44

HR-440 Figure Checks Wiewy | Email 14-0ct-2016 13:31:44,34
HR-450 Longevity Wieww | Email 14-0ct-2016 13:31:59,96
HR-460 FLSA Processing Wieww | Email 14-0ct-2016 13:32:116,86
HR-470 Savings Bond Processing Wigw | Email | 14-0ct-2016 13:44:03,93 [More]

Figure 13 New Numbering System for the Help Reference Library

8.2. Alphabetical Index for Help Documents [New]

An alphabetical index with hyperlinks is found at the top of each help Reference Library. Click [View] to access
the index of help topics in alphabetical order, with links that open each help document.
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_#_ -D-

1095C ProCesSing ..cuveeeeeerurmereeeniiiineeaeae HR-680 [D1=To [0 oy To) o -SSP HR-170
1095C EXPOIt.ueuieeeeieanrieeieeseeeeeseeneneeenens HR-700 Detail BilliNg ..ocvvereereeeeeerreeeeeeneeeeeeseeeenaes HR-490
1095C Import Data from a Spreadsheet.. HR-690 Direct Deposit of Payroll......cccccoueeeneeeen. HR-340
1095C TCC (AIR System) Registration ...... HR-705
1099R ProCeSSINg ..ccceeeeeureeeeeerinnreeeenaaennns HR-650 —E-
457 Benefits coooveeeeeeeeeeeeee e HR-180 Email Direct Deposit AdVICE. ..o HR-350

Email Distribution Lists ......ccoeeeeueeecnenen. HR-870

—A-
Accident RepOorting ....cccceeeeeeverniereaieeanns HR-480 EMPLOYEES
Account NUMDBErs ...coueeceieeeiieciieeeee, HR-140 Add EMpIOVee .....cccoveveeveeeeeeeeeen HR-120
ACCruma ... s PUR_ |2 £9% [} \dd. Pasition 4 ... sttems. . HRA 0

Figure 14 Help Documents Alphabetlcal Index with Clickable Links

Some sites may not permit users to open a linked document. For those sites, the index is numbered to allow you to
rapidly retrieve the help you need. If the reference is to a Release Note, the Month and Year of the release note
will be referenced.

—C-

Controlling Access to the Budget ................. BU-130 ‘

Cost Breakdown REPOFS ..o @ ! Refers to a Release Note, for the cited month and

Create CSV Files from Excel Templates ........ BU-310 year — in this case, Budget Release Notes for
December of 2016.

Figure 15 Index Referring to a Release Note

Each user may have a unique perspective on how to search for help on a given topic; as such, submit suggestions
for additional entries or terminology to support@admins.com so that ADMINS may build these links into
upcoming software releases.

[ADM-AUC-DOC-111]

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

¢ HR-100 Human Resources Help Documents Index

e SITE SPECIFIC HR-1089 MBE Personnel Screen [New]

e YEAREND PROCESSING HR-675 1095C Processing [New]
HR-680 IRS Instructions for Forms 1094/95C [New]
HR-705 1095C TCC (AIR System) Registration [New]
HR-710 ACA November 2015 [New]
HR-720 ACA December 2015 [New]
HR-730 ACA January 2016 [New]
HR-740 ACA February 2016 [New]
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