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1. EMPLOYEE MAINTENANCE  New Position  Dates [Enhancement] 

This enhancement was installed with the June 2017 software update but was not documented in the release notes.  

When an employee is moved to a new position, payroll staff will see a prompt allowing the dates to be copied 

over from an existing terminated position. As shown below, all fields are optional; now DATES may be copied in 

addition to DEDUCTIONS and ADDITIONAL WAGES. 

 
 

The position hire date will be set; any other dates will be copied from the terminated position. 

[ADM-AUC-HR-9793] 

1.1. Adding Employees, Adding Positions and Changing Salaries [Fix] 

Prior to the software update, the system did not take into consideration the module control #6017 Encumber 

Positon flag when adding an employee, adding a position, and changing a salary. This was corrected. 

 

 
Figure 1 Module Control 6017 - are flagged positions encumbered? 

The system would pop up a message asking for a 

date and amount to encumber, for positions flagged 

as shown in Figure 2 when module control #6017 

was blank. 
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Figure 2 Position Maintenance Screen Encumber Position Flag 

See the document, HR–360 Encumbrances, for more information about this process. 

[BLG-SUP-SAPLAUC-1025] 

2. PAYROLL PROCESSING  

2.1. Balancing FICA as the Year Comes to a Close [Info] 

ADMINS support gets inquiries in the fourth quarter of the year when payroll staff balance FICA 

and the calculated estimates are higher than actuals.  This may happen when highly paid 

employees reach the FICA annual maximum contribution as the end of the year approaches. The 

tax year FICA limit is entered in the base bucket table and some sites set the annual 

deduction/benefit in the cost code table. Be sure to review report 6162-HRFICALIMIT, generated 

every warrant during the payroll calculation step, to identify situations when an employee has 

exceeded the FICA limit.   

[ADM-AUC-HR-9945]  

2.2. Warrant/Create Timesheet Screen [New] 

The Warrant/Create Timesheet screen did not list the batch number associated with the warrant.  This number is 

used on the reports generated during warrant processing. This number allows both the user and the AUC support 

team to readily retrieve reports by using the cross reference of the warrant and batch number. View this change by 

selecting Human Resources  Payroll Processing  Warrant/Create Timesheet Screen  [Details] button. The 

batch # is used in the filename rather than the warrant number because multiple warrants may be processed in a 

single batch (see Figure 14). 

Now, if the value of module control 6017 

is blank (indicating that the positions 

flagged on the position maintenance 

screen are not to be encumbered), the 

system will not force an encumbrance 

amount and date. This is effective when 

adding a: 

 position to an employee,  

 new employee, or  

 salary change for a position,  

and the “Encumber Position” = Yes in the 

Position Maintenance Screen.  
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Figure 3 Before Figure 4 After - Batch # is shown on the screen 

In addition to the batch number showing on the detail screen, it is now displayed on the multi-record 

Warrant/Create Timesheet Screen as shown below: 

 
Figure 5 Batch # Added to  Multi-Record Warrant/Create Timesheet Screen 

 [ADM-AUC-HR-9935 

2.3. Last Paid Date on Employee Detail Records [Fix] 

The last paid date was being written back to the employee detail record for any timesheet built, even if there were 

no hours or pay entered. Often timesheets are built in anticipation of time being entered, for example, in the case 

of Part Time Temporary Workers. The last paid date was being set when the payroll was posted even if the 

employee was not paid. 

 

This has been resolved. 

[PCS-SUP-SAPLAUC-577] 

2.4. Warning Message – “Point of No Return” [New] 

A message was added to the Disbursement Processing Steps menu to warn the user that the warrant could not be 

selected for recalculation once the Check Register step was complete. 
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Figure 6 New warning message on [Check Register] step 

 
Figure 7 The steps menu when selecting [No] 

 
Figure 8 Process Paychecks may not be restarted – past the “Point of No Return” 

[ADM-AUC-HR-9957] 

2.5. Labor Distribution Posting [Fix] 

The labor distribution posting was posting Cash to the period ending date when balancing the fund. This has been 

corrected to instead post to Accounts Payable.  

[ADM-AUC-HR-9941] 

If [No] is selected, the success flag 

will not be set on the step and the 

warrant may be selected for 

recalculation. 

If [Yes] is selected, the success flag 

will be set on the [Check Register] 
step and the [Select and Calculate 
Warrants] step will be grayed out and 

cannot be selected for recalculation. 
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2.6. Posting Labor Distribution is a “Hands On” Process [Info] 

Please do not click on the [Post Labor 
Distribution/Email Advices] step unless you 

have time to see the posting through to the 

end.  You need to watch the 

process to be able to click 
[Yes] or [No] to post once the 

fifteen posting reports are 

generated and reviewed.   

 

If you run this step unattended 

at the end of the day, for example, issues could arise that require 

you to contact support in order to resolve.  This could take some time and cause delays in the completion of your 

payroll posting. 

 [ADM-AUC-HR-9954] 

3. SPECIAL PROCESSING  Salary Change [Fix] 

A programming change was made to correct the display on the Employee Maintenance  Salary Tab. Prior to the 

software update, if an employee had a step increase entered via Human Resources  Special Processing Global 
Change To Employees Salary, and also had other activity, such as a Cost Of Living Adjustment (COLA), the COLA 

was not reflected in the screen.  

  
Figure 9 Before–No entry is shown on July 2, 2017 

  
Figure 10 After–the COLA is reflected on July 2, 2017 

[ADM-AUC-HR-9813] 
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4. QUERIES  

4.1. Timesheet History Screen [Fix] 

The lookup on the timesheet history screen was not retaining the selection made by the user, and instead showing 

the first position for the employee, requiring that the user select the position again once the screen displayed the 

first position. This was corrected.  

 

If a position for which there is no timesheet history is selected from the lookup, the first 
position for which there is timesheet history will appear in the screen.   

[ADM-AUC-HR-9944] 

4.2. Vendor Check History [Enhancement] 

An [Image] button was added to the screen to allow for the rapid retrieval of vendor check images. Access the 

screen by selecting Human Resources  Queries  Vendor Check History. 

   
 Figure 11 [Image] button added to Vendor Check History Screen 

 

The [Image] button displays the 

[Attachments] screen for the selected 

vendor– attachments are in ascending 

order; to find the check, page up/down or 

use the  buttons to find the 

check in the list.  In this example, check 

#0080994 is used. Click on the check #, 

then click on the [W View] button to 

display a copy of the check in your 

screen. 



 

ADMINS Unified Community Release Notes – Version 17.4 

Human Resources December 2017 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 16 

 

[ADM-AUC-HR-9890] 

4.3. Warrant History Screen [New] 

This new screen collects all the reports generated during the processing of a batch of warrants.  Access the screen 

by selecting Human Resources  Queries  Warrant History Screen.   

 
Figure 12 Warrant History Screen 

If there are additional files to be attached to the warrant (not generated from the warrant process), the user may 

include them by clicking on the [6 Add Attachment] button.  

 
Figure 13 User supplied attachments & viewing or emailing attachments 
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Only user supplied attachments may be removed using the [9 Remove] button.  Any attachment may be [7 
View]ed or [8 Email]ed, using the buttons to the right of the filename for each attachment. 

 

Clicking on [8 Email] will display the following prompt; the only required field is the email address field. 

 
 

The resulting email will resemble the one below; the file will be attached as a PDF
®
 file. 

  
Figure 14 Email and attached PDF

®
 file sent from the Warrant History Screen 

[ADM-AUC-HR-9930] 

 

 

5. REPORTS–WORKERS COMPENSATION SALARY REPORT [Info] 

There is a standard workers compensation report to 

be used by sites for their audit.  Run the report by 

selecting Human Resources  Reports  Report 
Library  By Timesheets [Page Down] 6039 
Workers Compensation Salary Report. The report is 

available in Excel
®
. The wages are reported by 

paycheck category code and broken down in the 

columns. Employee and workers compensation totals 

are provided. 
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Figure 15 Standard Workers Compensation Report 

5.1.1. Bargaining Unit Column Added to the Report [Enhancement] 

Effective with this software update, a column for Bargaining Unit was added to the report. 

 

[ADM-AUC-HR-9952] 
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Figure 16 Workers Compensation Code on the Position Maintenance Screen 

 
Figure 17 Workers Compensation Code on the Employee Maintenance  [8 Dates/Class] tab 

[ADM-AUC-HR-9945] 

6. TABLES  BARGAINING UNITS [HOLIDAYS] 

 

The workers compensation code is initially set on the 

Human Resources  Maintenance  Position 
Maintenance.  

 

When an employee is assigned the position, the value is 

carried into the Employee Maintenance  
[8 Dates/Class] tab.  

 

The value may be changed for an individual employee on 

the Human Resources  Maintenance Employee 
Maintenance  [8 Dates/Class] tab. 

 

The code descriptions highlighted in yellow correspond to 

code descriptions in the column highlighted in yellow in 

Figure 15 Standard Workers Compensation ReportFigure 

15. 

To make the best use of this report, add any 

missing Workers Compensation Codes to 

the employee records. In addition, add codes 

to all positions in the position maintenance 

screen to ensure that future employees are 

coded. Once the missing workers 

compensation codes are added to the 

employees, the report may be used now and 

in future years. 

The Holidays tab of the Bargaining Unit 

table allows the entry of holidays 

throughout the year, with options for how 

to use the holidays (substitute, add or 

ignore) in the timesheets. There is also a 

button to create a new year based on an 

existing year. 
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6.1.1. Edit List [Fix] 

The Edit list of holidays generated for the upcoming year was showing incorrect information. The information on 

the right of the report is related to the recurrence. The report has been corrected and is now available in Excel
®
 as 

well as the Print/Preview/PDF
®
 format. 

 
Figure 18 Edit List shows correct data and is now available in Excel

®
 format 

[ADM-AUC-HR-9939] 

7. YEAR END PROCESSING  

7.1. W2 Processing  Review Forms [Box 9 Updated] 

Box 9, Verification Code, was added to the online form used to preview the W2 data for each employee. To see 

this change, select Human Resources  Year End Processing  W2 Processing  [Review W2 Forms]. 

  

[ADM-AUC-HR-9942] 
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7.1.1. W2 Forms [Box 9 Updated] 

In addition to wording changes on the backer detailed below, the front of the form now includes Box 9, used for a 

verification code.  This code is used by some software vendors participating in the W-2 Verification Code 

initiative.  As ADMINS is not participating in the initiative, this box will be blank for all employees. For other 

changes, see the text excerpted from the IRS instructions. 

 
 

Credit for excess taxes. If you had more than one employer in 2017 and more than $7,886.40 in social security 

and/or Tier 1 railroad retirement (RRTA) taxes were withheld, you may be able to claim a credit for the excess 

against your federal income tax. If you had more than one railroad employer and more than $4630.50 in Tier 2 

RRTA tax was withheld, you also may be able to claim a credit. See your Form 1040 or Form 1040A instructions 

and Pub. 505, Tax Withholding and Estimated Tax. 

7.2. Masking / Truncating Social Security Numbers Not Allowed on W2 [Info] 

Per the 2017 IRS Instructions for Forms W2: 
Social security numbers. Do not truncate social security numbers shown on Forms W-2, W-2AS, W-2GU, and W-2VI. Social 
security numbers are required on Forms W-2. See Taxpayer identification numbers, later. See also Regulations section 
301.6109-4(b)(2).  

ADM-AUC-HR-9864 

Box 9—Verification code (not applicable to Forms W-2AS, 

W-2CM, W-2GU, or W-2VI). If you are participating in the 

W-2 Verification Code Initiative, enter the appropriate 

verification code in box 9. Otherwise, leave box 9 blank. For 

more information, see IRS.gov/ individuals/w-2-verification-

code. 

 

New box 12 Code FF. A new box 12 Code FF has been added 

to report the total amount of permitted benefits under a 

Qualified Small Employer Health Reimbursement Arrangement 

(QSEHRA). These new QSEHRAs allow eligible employers to 

pay or reimburse medical care expenses of eligible employees 

after the employees provide proof of coverage. The maximum 

reimbursement for an eligible employee under a QSEHRA is 

$4,950 ($10,000 if it also provides reimbursements for family 

members), before indexing for inflation. For more information, 

see the 21st Century Cures Act, Public Law 114–255, Division 

C, Section 18001. 
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7.3. 1099R Forms [Updated] 

Minor wording changes were made to the backers. ADMINS made minor format changes to the front of the forms 

to align more closely with sample forms from the IRS. 

  
Figure 19 Before Figure 20 After 

[ADM-AUC-HR-9948] 

7.4. 1095C ACA Processing 

Additional error checking was added when building the 1095 File. The following errors will be identified: 

 
 

1. Employee has an invalid Mailing State Code 

2. Employee record is missing first or last name 

3. Employee record is missing Social Security # 

4. Covered individual record is missing first or last name 

5. Covered individual record is missing both Date of Birth and Social 

Security number# (one or the other is required) 

6. Line 14 either all 12 Months must have a value or at least 1 value 

in the individual months 

7. Line 15 if code 1E, 1B etc., then line 15 must have a value in either 

all 12 or individual months 
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In addition to the report being produced when building the 1095 file, the same report may be run from the Edit 

1095 Work File screen. A new button was added to the screen for running the error check. Manual changes are 

allowed in the Edit 1095 Work File Screen, when making a change this [Check for Errors] should be performed. 

  
Figure 21 Before Figure 22 After  -- new Check for Errors button 

Performing the error checks after making changes will help to ensure that the data appearing on the forms for your 

employees and the data submitted to the IRS is error–free. 

 
Figure 23 Sample report when building 1095 file or running error check from the maintenance screen 

[ADM-AUC-HR-9921] 
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7.4.1. Forms [Updated] 

Updates were made to the 1095C form to comply with new IRS specifications. The text on the center front of the 

form was updated and the form page control numbers were added. 

 
Figure 24 Before 

 
Figure 25 After 

 
Figure 26 Additional Information on backer 

In addition, text was added to Part II, Employer Offer of Coverage, Line 14 parts 1.A and 1.G. 

 
Figure 27 Helpful text on 1A. 

 
Figure 28 Helpful text on 1G. 

[ADM-AUC-HR-9942] 

8. HELP REFERENCE LIBRARY 

8.1. New or Updated Documentation  

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

 

 YEAR END PROCESSING HR–630 W2 Year End Training Slides [Updated] 

 HR–640 IRS Instructions for Forms W2 [Updated] 

 HR–660 IRS Instructions for Forms 1099–R [Updated] 

 HR–670 1099–R Slides [Updated] 

 HR–680 IRS Instructions for Forms 1094C & 1095C [Updated] 

 HR–705 TCC Registration with the IRS [Updated] 

 OTHER HR–900 Menu and Toolbar Tips [Updated] 

 

An "Additional Information" paragraph 

was added to the Instructions for 

Recipient on the backer. Added or 

changed text is shown in yellow highlight 

in the examples. 


