HUMAN RESOURCES

RELEASE NOTES — DECEMBER 2018

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

The position and employee maintenance screens were enhanced with new features.

1.1 Position Maintenance P [Remove Position] [New]

A [2 Remove Position] button was added to the Position Maintenance screen. This allows a position to be removed if
an error was made when creating the position.
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Figure 4 Use Inactivate Position

The [2 Remove Position] button is only in focus if the position was never used. If the position has
ever been used, the [2 Remove Position] button will not be in focus/available. Instead, select
Inactivate Position from the menu under the [Actions] button.

1.2 Position Maintenance P [6 Position Segments] Button Added to Screen [New]
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[ADM-AUC-HR-9949]
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Figure 5 Before and after Position Maintenance screen

ADMINS added a button on the Position Maintenance screen to go to the Position Segments Table for easy access to
this table. It is also found under the [GoTo] button on the Position Maintenance screen. The Position Segments
Table may still be accessed via Human Resources P Tables P (arrow to the bottom of the list) PPosition Segments.

[ADM-AUC-HR-10049]
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1.3 Employee Maintenance [Enhanced]

ADMINS enhanced the Employee Maintenance screens to display the first ACTIVE position of an employee without
having to scroll through all positions to get to an active position. This change affects the Employee Maintenance and

the Employee Maintenance Query screens tabs 3, 4, 5, 6, 7, and 8.

No picture
Employee Maintenance - Read Only on file
Gata.. Employee Nurphe PAUL G JOMES Employes Attachments (31
e Of it
Actions B01POLDETL-O5 gOLICE DETAIL Emplovee Positon Attachmernts

E Accourting 7 Salary & DatesiClass

3 DedBen 5 Payrall

4 Add Wages

B Employee Positions for Ermployes 000031 PAUL G JOMNES X

Position Description Ternlate FTE Bargaining Unit Schedule Grade Step Status Tof
S01POLDETL-05 POLICE DETAIL 1,00 MO —HO q 2 Police Det [N

T992RET1095-01 RETIREE ACA 105950 RE 1,00 RET -RE ACATHS 1 1 Retired
TE01POLDETL-01 POLICE DETAIL 01-0ct-2012 1,00 MON —HO PO 1 1 Police Det

Find Search | Cancel Help Eof

Figure 6 Ded/Ben, Add Wages, Payroll, Accounting, Salary & Dates/Class tabs will display ACTIVE positions first

Other positions will be available using the ﬂlﬂll'_" buttons, page down/up, or selecting from the El lookup.

[ADM-AUC-HR-9923]

1.4 Employee Maintenance P[7 Salary] » Remove Salary Change Records

[New]

ADMINS added the ability to remove salary change records via a [D Delete Record] button on the [7 Salary] tab of the

employee maintenance screen.

[&UC] 6444-Ermiployee Maintenance

07-Dec-2014 7

Employee Maintenance ‘

o Delete Ernp# 000152 T123TWNADMMN-01 EffDate 07-Jan-2015 Entered

P &rd Prsitinn

Goto...
° Employee Humber DO0IE2  KEITH C ROSE es Mo
Position 123TWMADMH-0L TOWN ADMINISTRATOR 2 of 3
Actions
| Add Employes L

D Delete Record [AUC] 6444-Ernployes Maintenance
1 Contact [ Personal 3 DediBen 4 Add 'YWages 5 Payroll 6§ Accounting 7 Salary &Da ‘
Effective Date |Efitry Date Bargaining Unit  |schedule |Grade| 5ty FTE| Annual Salary|  Period 57 o PS4-Operation has been canceled and nothing has been done!
01-Jul-2017 [2f-Apr—2017 MGMT -TH THN HISC 1] 8 [1.0000 150380,00 289
01-Jul-2015 Jun—2015 MEMT -TH THM MISC 1] 7 [L.0000 130175.00 2484 ..
01-Jan—2015 II::I?—II.a[—E[]l-;l ‘Ll THN HISC 1] & [1.0000 130175,00 24593,7
LU E UL [ L DTS LS T =1 TWH MISC 1| 4 [1.0000 127000.00 2432,
01-Jul-2013 [26-Jun—2013 [MGMT -TH THN HISC 1] 7 [1.0000 120961,61 23140
01-5ep—-2012 |13-Aug—2012 MGMT -TH TN HISC 1] 4 [1.0000 120961.61 2z2

Figure 7 The new [D Delete Record] button — and the resulting prompt confirming the action to be taken
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The only exception is the CURRENT salary change record on the Salary tab of the Employee Maintenance screen. If
the CURRENT record needs to be deleted, ADD a new salary change record first and then remove the record created in
error.

Employee Maintenance

Gota...
° Employee Number F500152 KEITH C ROSE Employes Attachments (111
AT Position 123THHADMM-C1 TOWM ADMIMISTRATOR 2 0f 2 Emplovee Positon Attachments

| Acldd Emploves
P &cd Position

CURRENT (topmost) record not eligible for

D Delete Record . . .
_— deletion - [D Delete Record] button is not in focus

1 Contact 2 Personal 3 DediBen 4 T
IEffECti\u'E Date: ntry Date Bargaining Unit Schedule  [Grade| Stp FTE Annual Salary] Period Salary| Daily Salary|Hourly Rate|  Per Diem

20-Apr—2017 MGMT -TH THH MISC 1| 81,0000 150380, 00 2891,90 578,38 | 72,3000 [ 578,38

01-Jul-2016 [28-Jan-2016 [MGMT -TH THN MISC 1] 81,0000 135434 ,07 2594 ,50 518,90 | 64,6200 | 518,90
01-Jul-2015 [OF-Jun—-2015 [MGMT -TH THN MISC 1 71,0000 130175,00 2484 ,25 496,85 | 62,1064 48.36
01-Jan-2015 [07-Dec—-2014 [MGMT -TH THN MISC 1| 61,0000 130175,00 2493,75 498,75 | 62,3443 | 498,75

Figure 8 The CURRENT salary record may not be deleted, as it represents the current salary data for the employee

1.4.1 Report of Deleted Salary Records

Erlieyae Sl Do ) To see an audit trail of
Gat 1
2 salary deletions, select
Adtions T Eupr | 2Postion 4 Delele User_| 3 Deletes Date._[Delete Time|Er Date Ent Date 5 Bara Unl__[Description Human Resources )
'FYORETTERM-01 |PAUL O7-Now-2018 [11:17 ;03 [01-Jul-1998 02-Sep—1998 -
E Edit List 012 (SO0ISPOSPEE-01 PAUL 07 -Nouw-2018 [13:30:25 |15-Aug-2002 |18—Aug-2002 - Malntena nce }
4013 [SO0SCAFHRKR-0Z |PALL 02-How-2018 [00:00:00 [01-Jul-2002 [2d-Mar-2003 -
Q00013 [SO0SCAFHRKR-0Z PALL 01-How-2018 [00:00:00 [01-Jul-2001 |02-Sep-2001 -
QO0020 [SO12TEASSTS-01 PAUL 07-How-2018 [13:33:dd [01-Aug-2010 [02-Aug-2010 MTA -26 26 Pay Teachers Employee Salary
Q00023 |SO12TEASCIS-02 PAUL O7—MNow-2018 [13:30:47 |23-Aug-2006 [05—Aug-2005 -
000062 (SODITEASUBS-01 [WENDY 12-Mou—-2018 (11527134 [31-Oct-2016 [31-Oct-2016 [NOM —HO Mo Bermefits Delete Log'
000062 [SO0ITEASUBS-01 [WENDY 12-Mow-2018 (11126317 [31-0ct-2016 [28-Now-2016 NON -HO Mo Berefits
OO00EZ2 [SO03TEASUBS-01 [WENDY 12-Moy=2018 [11:24:57 [31-Jan-2017 [07-Mar-2017 HON -HO Mo Berefits
QO00EZ [SO03TEASUES-01 PAUL 07=How-2018 [13:34 110 |10-Sep-2012 |10-Sep-2012 MO -HO Mo Berefits
000140 [SO0ZPRIPRIN-01 [WENDY 12-Mov=2018 [11:41:13 [01-Jul-2015 [F1-May-2015 [ENGL -01 lzchool singleton contra
000140 (SO0ZPRIPRIM-01 [WENDY 12-Mou—2018 1128743 [01-Jul -2016 [13-Jun—-2016 [SNGL —01 jzchool singleton contra
000152 [T123TWNADMN-01 [THERESA 16-Mou—2018 163730318 [01-Jan—2015 [07-Dec—201d [MGMT -TH ITown Management 2 Singl
000152 [T 123TWHADMH-01 [WENDY 12-Mow-2018 [12:09:21 [01-Jan-2016 [20-Now-2015 MGHMT -TH Toun Management & Singl

Figure 9 Employee Salary Delete Log

An edit list is available by clicking the [6 Edit List] button. The edit list may be filtered with optional selections on
“Employee #”, “Position”, “Delete Date Range”, “Username” (the user deleting the record), and “Bargaining Unit”.

B Task 6672: Employee Salany Delete Log Report X

Employee Salary Delete Log Report

Optional: Enter up to 9 Employee# I Edit 0 values:
Optional: Enter up to 9 Positions Edit 0 values:
Optional: Delete Date Range (mmddyyyy] From: | |Tu:|
Optional: Enter up to 9 Usernames Edit 0 values:
Optional: Enter up to 9 Bargaining Units Edit 0 values:

Run as @ previewO Print O PDF O Excel
If Printing use Duplex @ vwes (O No

Lookup 0K Cancel Clear All

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 21



8 ADMINS Unified Community Release Notes — Version 18.4

Human Resources

December 2018

A B C ] E F ]
1 Emp# Hame Position Delete Date Delete Time Delete User Barg Unit
2 Toooo4 HORM, MARIE HI99RETTERM-01 11072018 11:17:03.34 PALIL -
3 BO0012  GEMEREUX, MARE R S0025PDSPEE-M 1172018 13:30:25.49 PaLL -
4 Tooo13 FURTADD, LYMM SO0CAPNRKR-02 110202015 PaLL -
5 Mooo13 FURTADO, LYMM SO0SCARPNRKR-02 1152015 PaLL -
f Hoo0zo OSTEGREM, LM bl = 2TEASSTS-01 1172015 133344 .55 PALL MTA 26
7 Mooozz POWERS, KAREM M S 2TEASCIS-02 1172018 13:30:47 .89 PALIL -
& Tooosz MOHAM, LYMM E SO09TEASUBS-01 111202018 11:24:57 11 WENDY MOM MO
9 Moooez MOHAR, LYMNM E SO09TEASUBS-0M 11M 202018 11:26:17.41 WENDY MOM - MO
10 T00062  MOHAN, LYNN E SO03TEASUBS-M MHzz01s 11273480 WWERDY MO -KO
11 fooos2 RACHAR, LYMM E SO0STEASUBS-01 1172015 135:34:10.69 PaLL MOM MO
12 oot 4n BUSKIRK, LT & SO03PRIPRIM-01 1M 22018 11254315 WENDY SMGL -1
13 oot 4n BUSKIREK, LT & =003PRIPRIM-O1 111202018 11:41:13.92 WENDY SMGL -1
14 Too1s2 ROSE, KEITH C T1 23T A00AM-01 1M 202018 120921 .76 WENDY MGMT  -TH
15 o152 ROSE, KEITH C T4 23T A0AM-01 11MES2018 16:30:15.93 THERES A MGMT  -TH

H
Effective
TH M998
&M si2002
TH 2002
TH 200
gnromon
SI2312006
10312017
104312016
104312016
anos201z
THR20MG
THR20MS
THR20E
1MR20s

|

Entry Date
52H 998
S gi2002
32472005
22001
Gfz2z01n
SA52006
3T
A1/2802016
1012016
94002012
6 352016
af3102015
2002015
12752014

Figure 10 The Employee Salary Delete Log Report as run to Excel®

[ADM-AUC-HR-9802]

1.5 Set Name and Social Security on [V ACA] Tab for Employee/Individual #1

line one of the ACA Covered Individual == the Employee Contact screen

if the ACA reportable flag is set to “Yes” on the ACA screen.

ADMINS revised the ACA tab of the employee maintenance screen, to set the:

Name and Social Security Number on == Name and Social Security Number on

No picture
Employee Maintenance on File

Goto. Employee Number CLARE EVELYM MACMILLAN Emploves Aftachments

Actions Employes Position Attachments
| Ackd Emplorves:  Emploves Notes | [No text available Current Positions  T152MUNARST-01 ADMIN ASSISTANT MUNICIPAL 1.0000
P Add Position © &l Positions OO0 =00

sonal 3 Dec/Ben 4 Add Wanes S Payroll 6 Accounting 7 Salary 8 DatesiClass 3 Deqrees 0 Custom U Accidents W ACE
First Mame Middle Mame Last Mame Birth Date =3 s Name
hale p7-Ju1-1977
LLARE EVELYH MACMILLAN 777-01-7701]

Figure 11 Contact tab of the Employee Maintenance Screen showing Name and Social Security number

No plcfurs
Employee ACA on file
Guta.. Emplovee Number CLARE EVELYM MACMILLAN Emplovee Attachments
Employee Position Attachinents
Actions
| Acld Emploves
F Add Position Current Positions  T152MUNAAS ADMIM ASSISTAMT MUMICIPAL 1,0000
O &1l Positions 000
G ACS Edit List
1 Contact 2 Personal 3 DediBen 4 Add Viages 5 Payrol 6 Accounting 7 Salary 8 Dates/Class 9 Deorees 0 Custom U Accids W AT,

Reportable? Reporting Entity #1 #2 #3 #4
(®) ez or Reporting Bargaining Unit - | - | - -
(O Mo Dates: ACA Offer Start /End [ [ [ [ [ [ [

ACA Reporting Start /End | | [ [ | [ |

ACA Full Time Start /End | [ [ [ I [ I

ACA Coverage Declined
addline | covdl Covered Individuals: First line must be the Employees information

Li . . 8 -
e [gfLine FirstName Middle Initial Last Name Suffic  SS#
[ 1 [CLARE EVELYN MACHILLAN | F77-01-7701

Figure 12[V ACA] tab of the Employee Maintenance Screen shows Covered Individual #1 data = Employee data

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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To ensure that this is consistent for all employee records, ADMINS will run a process during the software update that
will update all records for line one on the ACA covered individual records if the covered individual field in line one is
currently blank and the employee is set as reportable.

[ADM-AUC-HR-10050]

2 PAYROLL PROCESSING

A “No-Time” warrant may produce a direct deposit file that contains tax deposits but no employee direct deposits.
The direct deposit file format has been corrected to properly handle this circumstance.

[ADM-AUC-HR-10032]

2.1 #7227 Benefit Categories Report [Enhanced]

The report shows direct deposits and is run as part of the steps process under Site Payroll Reports — Optional prior to
printing checks.

When a manual void/direct deposit was included with a
regular cycle direct deposit of the same amount, the
report did not clearly show the three transactions
Dex;Lp:‘;:mm it i (regular, void, and replace). Now the transactions will

B oi-nev-2018 11:21:54.73 | €ach be listed, along with a notation that indicates that
] 0l-hev=2018 11:22:04.68 | the negative amount will not be included in the direct
Payroll Register - By Timeshest Group deposit file.

N Site Payroll Reports - OPTIONAL

In the example, a direct deposit for employee #152 has to be voided and replaced. The sequence number to be voided
is #0923686. The manual sequence replacing the void is #0936198. The regular direct deposit created as part of a
standard payroll is #0092611. When the report is run, each will appear on a separate line under the NET DIRECT
DEPOSIT Category, Cost Code Direct Deposit:

TZZ7-HRCLCCHEEENDEDCAT.REP Printed 01-Now-2015 at 11:50:53 by THERESA
Town of Admins
Benefit Categories
Category: NETDIR NET DIRECT DEPOSIT
Cost Code: DIRDEFP DIRECT DEPOSIT
Enp# Enployee Nane Prenote Bank Code Bank Name Employee Amt(Ded)
070440 ANZIVINO, EAREN 4 D& DIGITAL FED. CR. 323.30
000307 AYOTTE, EEITH JR CITZ CITIZENS BANE 209.88
001255 BAILEY, KAREN MF MILFORD FEDERLL 5 529.07
070919 REYNOLDS, LYNN P DG DIGITAL FED. CR. 345.:21
000302 ROLLS, MICHAEL B IN DEAN COOPERATIVE 460,81
000152 ROSE, EEITH C DN DEAN COOPERATIVE -1341.65 NOT IN DID» FILE
000152 ROSE, EEITH C DN DEAN COOPERATIVE 1341.65 —
000152 ROSE, EEITH C DN DEAN COOPERATIVE 1341.65
003071 ROVANI, LYNN 4 EF ROCELAND TREUST 5E67.03
00 L 1A% W, KAREN L EF = TTRUST 605. 71
TEEH b s a o855 A a b A A

Figure 13 Report #7227 Benefit Categories

The report section highlighted above in Figure 13 reflects the detail in the payroll register shown in Figure 14:
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Inployee: nookz [TE, kErTH C Gross Pay: 2,891.90 Federal Tax Wages 2,085.40 Medicare Wages 2,863.05
Timesheet Group: TOWN -TOWN  TOUN Deductions: 2,891.90 State Taxable Wages 2,363.05 Retirement Wages 2,891.90
Pri.Timeshest Group: TOWN -TOWN  TOUN Met Pay: Total Wages 2,831.80 Federal Taxes -373.58
Taxes: FED & 3 Zequence: 0092611 Het Direct Deposit: 1,341.68  Suate Taxes -114_24 Pension Plan Flag -277.68
M 5 2 Checlk Type: E Deposit Advice Benefins: 41.51 Deferred Comp Wages -500.00 EFT Deductions -z00.00
1 Wages | Deductions | Deductions | Benefits | Hours/Days -—--------- |
REGULAR - days 2,891.80 FULLTIME 04600108 500.00  DIRECT DEPOSIT 1,241.68  MEDICARE 41.51  REGULAR - days 10.00 Day
SICK ACCRUAL DAY DIS-MUTUAL OF OMA 14.41  EFT 2aVINGS z00.00 SICK ACCRUAL DAY 1.50 Day
FEDERAL TAX 373.56  FLEXIBLE SPENDING 28.8E
STATE TAx 114.74  MEDICARE 41.51
NORFOLE CTY PEN 8 231.35  NORFOLK CTY 2% 45.30
7210-HEPAYREG. REP Printed 01-Now-201% st 11:44:38 by THERESA Page Z
Town of Adwins
Payroll Register
Batch: 2640 Warrant: 903082 Check Date: 0S-Aug-Z018 Period: 23-Jul-2018 thru 05-Aug-2018
Employee: 000152 ROSE, KEITH C Cross Pay: -2,881.90 Federal Tax Wages -2,035.40 Medicare Wages -2, 863.05
Timesheet Group: TOWN -TOWN  TOUN Deductions: -2,891.90 Stave Taxable Wages -2,363.05 Retirement Wages -2,891.90
Pri.Timeshest Group: TOWN -TOWN  TOUN Met Pay: Total Wages -2,891.90 Fedaral Taxes 373.56
Taxes: FED 3 Zequence: 0536186 Het Direct Deposit: -1,341.68  State Taxzes 114.24 Pension Plan Flag 277.68
ML 5 3 Check Type: T VoIl Benefins: -41.51 Deferred Comp Wages £00.00 EFT Deductions zo0.00
Wages Deductions Deductions Benefits Hours/Days ----------
REGULAR - days -2,891.90 FULLTIME 04500108 -500.00  DIRECT DEPOSIT -1,341.68 MEDICARE -41.51  REGULAR - days -10.00 Day
DIS-MUTUAL OF OMA -14.41  EFT SAVINGS -z00.00
E FEDERAL TAX -373.56  FLEXIBLE SPENDING -28.88
STATE Tax -114.24¢  MEDICARE -41.51
NORFOLK CTY PEN & -231.35 NORFOLK CTY 2% -46.30
Employee: 000152 ROSE, KEITH C Gross Pay: 2,831.80 Federal Tax Wages 2,095.40 Medicare Wages z,863.08
Timesheet Group: TOWN -TOWN  TOWN Deductions: 2,891.80 Suate Taxable Wages 2,363.05 Retirement Wages z,891.80
Pri.Timesheet Group: TOWN -TOWN  TOUN Wet Pay: Total Wages z,891.50 Federal Taxes -373.58
Taxes: FED 5 3 Sequence: 0936198 Het Direct Deposit: 1,341.68  State Taxes -114_24 Pension Flan Flag -277.65
A 5 3 Check Type: I MANUAL Benefits: 41.51 Deferred Comp Wages -500.00 EFT Deductions -zo0.0o
Wages | Deductions | Deductions Benefits | Hours /Days ---------- |
REGULAR - days z,891.80  FULLTIME 04600108 £00.00  DIRECT DEPOSIT 1,341.68 MEDICARE 41.51  REGULAR - days 10.00 Day
DIS-MUTUAL OF OMA 14.41  EFT SAVINGS z00.00
FEDERAL TAX 373.56  FLEXIBLE SPENDING 28.85
STATE TAX 114.2¢ MEDICARE 41.51
NORFOLE CTY PEN & 231.36 NORFOLK CTY 2% 45.30

Figure 14 #7210 Payroll Register

1. The first section shows the regular direct deposit created as a normal part of the payroll for the period
2. The second section (highlighted) is the void
3. The third section is the manual check that replaces the void

3 TIMESHEET ENTRY P ADD A RANGE OF DATES [NEW]

ADMINS added the ability to add a range of dates to an employee’s timesheets in this software
update. Access the new feature by selecting Human Resources P Timesheet Entry p

[ADM-AUC-HR-10015]

[D Add Range]. There are two required fields; a “From” Work Date and a “To” Work Date.

Timesheet Entry
Goto... - _
° Warrant £l 08-Jul-2018 21-Jul-2018 Annual 38022.40 BargainingUnit  AFL -AF
. Timesheet Group fTC -TEST Adnins Testing Tinesheet Group Period 731,20
Employee {00040 | 0 hote LEDOLK,. KEITH F Per-Dient 146.24
Position [S00SBUSBKFR-01  BOOKKEEPER Daity 146.24
Hourly 18,2800
[#rerk Date TDay [Pay Code [ Hours] Days] Rate] Flat§ Amourt[SelAccount Humber [customer[Reason
[P5-Ju1-2018 [Flan FEG | 5.0 | 15,2800 | 146,24 | [10060-300-1410-102-03-00-51230 I |
10— 11-2018 Que G o~ L78.a0 PN 49624 | 0003001410 102090050230 o o o o o o o o |
= —T' _—dﬁ%—r [i000-300-1410-T0e09-w0Gu230 — T T T T — TT ™
i i -
B [AUC] 6200-Timesheet Entry [theresa] X
Add Date Range
Required: Enter From Work Date] [TEREITT
Required: Enter To Work Date 06-Jul-2018
80,00 Salaru: 721,20
Looky Cancel Clear all
Motes for this line [Note ECH 12 L 12 month linited
Wiorking For o0g
1addtne W[ Aele] Range  [pe | | 3 Reports | 4 SpitDay | |5 Repace PayCode | |6 Remove Emplovee | | 7 Acd Empioyes | |8 Employes Gueries || | 8Adiucl Selary || 964% Split

Figure 15 New button adds a range of dates to an employee’s timesheet
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[AUC] 6200-Tirmesheet Entry

o 203-Work Date outside Warrant but within +/- 31 days, This Date
rrect?

December 2018

If the entered dates are outside of the
warrant dates but within +/- 31 dates of the
warrant date, a message will be displayed
—to confirm, click on [Yes]; if the dates are
not correct, click on [No]. The prompt will
be redisplayed so that a different date
range may be used.

Figure 16 Confirmation message for date range outside warrant range but within +/- 31 days

[AUC] 6200-Timesheet Entry

Pa0AT-Mew weork date outside date range of warrant {+/- 30 Days).
Continue?

If the entered dates are outside of the
warrant dates and outside the date range of
the warrant by +/- 30 dates of the warrant
date, a message will be displayed — to
continue, click on [Yes]; if the dates are not
correct, click on [No]. The prompt will be
redisplayed so that a different date range
may be used.

Figure 17 Confirmation message for work dates outside date range of warrant (+/-30 Days)

Timesheet Entry

Gato.

1 Add Line | D Add Range | | 2 Delete Line | | 3Reports | |4 Spit Day | |5 Replace PayCode | 6 Remove Employee| | 7 Add Employee | |8 Employes Cueries | | 9 Adust Salary | | 36/4% Spit

Warranit 03061 08-Jul-2018  21-Jul-2018 Annual  76040,00 BargainingUnit  MTA  -26
actons Timesheet Groun [5CHOOL-S0UT south elensntary Period  2924.62
Employee 09591 | Ofiote | GARBART, MARIE PerDien 413,26
Position EO0ZTEASOUT-O1  SOUTH SCHOOL TERCHER 26 PRYS Daily 292,46
Hourly 68,8768 )
N e T T T The resulting records behave the
[01-JuL-2018 f5un [0000-000-000G-000-00-00-00000
[02=7u1-2018 on [000-G00-0000-0B0-00-00-00000 same Way that records added one at a
[03-JuL-2018 [Tue [0000-000-D00G-000-00-00-00000
[04-JuL-2015 ped [0000-000-0000-000-00-00-00000 1 k h d b
[05-JuL-2018 [Thu [0000-000-D00G-000-00-00-00000 tlme WOrK. T € recoras may e
[0E=Jul=2018 fri [0000-000-0000-000-00-00-00000 -
[o7-JuL-2018 [sat [0000-000-0000-000-00-00-00000 edlted deleted marked fOr Separate
[05-JuL-2018 Man [DREG 1.00 | 292,4600 292,46 [J[1000-200-2205- 110-03-00-51260 ! ! )
PN Fp i PTG 90 9 FPFFFFFFT T2 0 checks; essentially processed in any
- - ¥ FFF - < ’
O A b L b L 2 s R TN T Y - S P P
[P1-351-2018 [5at NG HTRS | 1.00 | KD 38.46 [1[1000-300-2305-110-03-00-51260 [ | Customary Way
——r— — | | |
11.00 3646 2963.08  Hours/Dogs OVER scheculel Paic NOT ELAL Salary | Selards 2924 62
Motes forthis line [ nate Accrual Group BC23 TEACH,-UMLIMITED
Warkding For 000 B

[ADM-AUC-HR-9907]

4 VOID/MANUAL P Add Range of Dates [Enhanced]

A feature similar to the one described in section 3 was added to the Human Resources P Void/Manual/Figure

Paycheck process.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 21
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Manual Entry-Timesheets Manual Entry-Timesheets |
Gote. -
s Warrant [00660 Period 15-0ct-2018 to 29-Oct-2018 —Tax Table.  Exenf Goto Warrant 60000 Period 15-0ct—2018 o 29-0ct-2018
Jr— Employee o015 ONote | ROSE, KEITH C Fed FED E [ Employee Boots2  [OMete] ROSE. KEITH C
Bank Check [oooo0co Date ) State A E f Actions Bank Check [500G000 Date
Pay Period BI Figure Check UNCALCULATED Base Adj. [] Other - r Pay Period BI Figure Check UNCALCULATED Base Adj. [\

1 Timeshests 2vaces 3 Deduction Ertry 4 Beneft Entry 1 Tineshets 2Whiages 3 Deduction Eriry ‘

— e
[ork Date |Pay Code Hours|  Days| Rate Flat §| Amount|Position [Account “ka Date Fay Code Hours]  Davs] Rate] Flatd] AmountPosiian ‘AE’
[EF-0ct-2018 M 1,00 | 578.3800 578,39 [ 123THNADNN-01 [1000-123-0000-00 1-00-00-51110 ot 2018 TS TR O1 3
[7-0ct-2018 [TLZ3T HHADHI-01 |
(| 18-0ct-2018 [T L23THHADM-01
B [AUC] 6201-Void/Manual/Figure Paycheck [theresa] X “i@fﬂ:fr?ﬂlﬁ T 1Z3THNADMN-O1 [0
[E0-Tict-2018 [TIZZTHRADHH-OL [0
Add Date Range 4 [F1-Oct-2018 [T L23THNADMH-01. [00( |
ired: | [22-0ct-2018 [TIZ2THRADM-0L [00(
Required: Enter From Work Date Emwzm [TEZTHADIEOL [00
Required: Enter To Work Date | P40t 2018 [TTZ3THHADHN-O1 [0F
[FETict-2018 [T IZ=THNADH-01
| [BE-Dct-2018 [TLZ3T HHADHI-01
57 ct-2018 [TIZZTHIADHH-OL |6
| - P8-Dct-2018 [TL23T HHADHI-01. |00
Cancel Clear All [25-0ct-2018 P 1,00 | 578,380 578,38 [T 123 THMADHH-0L 10(‘
" - s : " I I
[ ) 4 [ [ I I
Totals 1,00 / 578,38 Totals T.00 5.

Nl ortisine e r TN~ 2
wiarking For 000 00
6 Al Void 7 Al Marusl 8kl Ling Add Range & 0 Recaloulate Pay Redister Prirt Check: Rel

Figure 18 Add Range (of dates) button included on the Manual Timesheet Entry screen

With this software update, ADMINS included an [Add Range] button for use with manual paychecks. This will lessen
processing time and improve efficiency, for example, when entering past payroll adjustments via the manual check
process.

[ADM-AUC-HR-10018]

5 BILLING AND INVOICING P Posting Dates

Prior to the software update, the billing submit & post was using MODULE CONTROL # 6000 to set the fiscal year.
This caused issues when entering payments dated prior to July 1 of the current year but processed after July 1.

Human Resources Module Control

Seq#|Description A Sre T |Butt0ns | ~
Human Resources Fiscal Year 2019 1 Edit

To address this, ADMINS revised the account and period checking to be based on the revenue date and cash account of
the category for payment processing, as defined in the fiscal period table for each fund:

Maintain Fiscal Periods

| FY Fund Description Fund Status
1000 GEMERAL FUND ® Open (O Closed

Period Begin Date Ending Cate Fiscal Period Status ~
uly 01-Jul-2018 [51-Jul-2018 Open ) Cloged
Fusust, 01-Aug-2018 [F1-Auz-2018 8L0pen () Clased

e e - s s b B & A
Mawy O1-May-2019 [31-May-2013 Qpen () Cloged

Hune 01-Jun—-2019 [30-Jur—2019 Open () Cloged

[ADM-AUC-HR-10022]

6 QUERIES

With the software update, ADMINS installed the following fixes on query screens.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 21
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6.1 Paycheck History=Inquiry

When branching from employee maintenance to Queries » Paycheck History - Inquiry, the next employee number’s
information would be displayed. This has been corrected.

Employee Number

Human Resources | _

| Add Employee *f Employee Notes ilah Maintenance
n_| . o Fayrol Frocessing

Timeshest Entry
Special Processing
woidfManualiFigure Paycheck.
Biling and Invaicing

Bk Reconciliation

1 Employes | 2Bark| _ 3wWarrart

—
111332 ,

11229 b
- KEITH PAVR  [092798 =
000154 |ERRNDE. KEITH PAVR 031596 ,
TnkarFarasiTmnnrke 1= e (000154 [GRANDE. KEITH FAYR 112534

Figure 19 Before — the query would bring up the next numer - hown here going from #152 to #153

[E= [T 6933-Paycheck Mistory-Inquiry [Theresa]
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collecti

B ESE meswm B Q@B L

Timeshest History
Timesheet History Calendar

Gueries
Reports
Tables

Quarterly Processing
Year-End Processing
Module Maintenance

Leave Histary

Employes Encumbrance History Screen

ie Maintenance [theresa] - [

Jurchase Orders  Accounts Payable  Fixed Assets  Human Resources  Budget Collections  Tax  Motor Excise  Misc Billing  System  Favorites

o BN Q E O S 6 Maintennce >
Payroll Pracessing > No pict. B i
Tirnesheet Entry > on File Paycheck History-Ingquin

>

Employee Number

 —— Gto . : )
C Highlight desired check and click the button labeled View ¢
~ [ e Emplovee Aftachmerts (1) a hiial
FM I/Figure Paycheck § i Act
anualyFigure Paychec) Employee Position Attachments 1 1 ons ‘ e SBark] [ 3Vared

Billing and Invaicing >
] e Bt L — NN 000 152 Gt FavR_ e
Queries > Tiresheet History 7 Empioyes Summary e pere_[oson
e 2 Wicestic ey Gty & Timeshest History L RETTH PATR  [5asoaT
rsonal 3DedBen | | 4 4ddWages 5 Payrol Tables > Leave History - KEITH C PRVR 05025
QueryPramsig ) KETTH C PRTR —fp0024
icdle Name Last Name Year-End Processing > Lo e ey S
[ ROSE Madule Maintenance > Paycheck History - Inquiry P

Figure 20 After-branches from employee #152 on the maintenance screen to #152 on Paycheck History—Inquiry
[ADM-AUC-HR-10031]

6.2 Warrant History Screen

Prior to the software update, the correct Labor Distribution GL Posting report was not listed, because this query

screen relies on the batch number being present in the filename to filter the available reports. ADMINS added the batch
number to the Labor Distribution GL Posting Report filename so that it could be properly retrieved.

Goto.

‘Warrant# 303081 Batch# 2636 CheckDate  26-Jul-2018 Period Start 08-Jul-2018
Bank PAYR  PAYROLL - CITIZENS BANK Posted Date  01-Now-2018  Period End 21-Jul-2018

Actions

Description
Warrant Emplogee Count Report ‘Hr,Harr-ant.,Empcnt,ﬁOZE,THERESR,ZE\EE,P]]F 7 Viewr 8 Email
103 TLEORCa DaZe.

N E——— T ——— = Nee—— T 1
sabor Distribution GL Posting Report THR_Posted_to_GL_BZZ1_THER’ESH LPOF |

T e =
Pagroll Register Fauroll Register_7210_THERESA_2636_237 .FOF
Pagroll Register - Exception Report Calculation Exception 7216 THEREGA 2636, PIF
[Deduction Register FRFagDed_7220_THERESA_2636 .FIF
heck Listing 1c_sepchk_re23_Tl

s ——

\_;J —
Figure 21 Before — the Labor Distribution Report name did not include the batch number

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 21



e

ADMINS Unified Community

Release Notes — Version 18.4

Human Resources

Wharrant History
Geto Warrant# Batch# 2640 CheckDate  09-Aug-2018 Period Stat  23-Jul-2018
P Bank FAYR  PAYROLL - CITIZENS BAMK PustedDate 05-Mou-2013 PerodEnd  O5-Fug-2013

[Description

[Filename:

Warrant Enploges Count Report

[Buttons

[~

‘Hr‘,Narrant,Em pont_BO22_THERESA_2640,PIF

7 Wiy 8 Email

et e B AR E———
;lLabor Distribution GL Posting Report

IHR_Post.Ed_t.o_GL_622 1_LUANN_2&40 ,POF

Fage sunvary

[CELECFRSUIIET Y 200 ST HERESHEZEHU FIF

Pauroll Register

‘Fa\;ﬂ‘ull _Register_7210_THERESA_2640_237 ,PDF

Pauroll Register - Exception Report

‘Ealculatlnn_Ex:epu on_7215_THERESA_2640,PIF

—

Reglster

Ded_7220_THERESA_26d!

-~

December 2018

Figure 22 After— The Labor Distribution Report name includes the batch number
[BLG-SUP-SAPLAUC-1141]

7 REPORTS

7.1

Employee P # 6662- Employee List — Benefits [New]

Report Library By Employee
Report Mame e Report Mame HE Report |l A
ple Sample [E550—EmpL Sample Run
57 10-Emplogee List Sample Run 6710-Employee List Sample | Run |J(
E711-Emplogee List with Hotes Samale | Run E711-Emplogee List with Hotes Run
67 12-Employee List — Phone Directory Sample Run 67 12-Employee List - Phone Directory Sample Run
6714-Employee List - Grade Schedules Sample Run 6714-Emplogee List - Grade Schedules Fun
E75d-Emplogee List - Additional Wages Sammle Run 6754-Enploges LfSt‘ ~ Additional Wages Run |
E716-Emplogyes List - Deductions Sample Run = = 1 Run |0
E718-Employes List — GL Home Coding Samele Run E662 EMPIOQBE List Benefits | Run_JC
6719-Emplogyes List - GL Home Coding — Element Selection Sample Run = = Run
E7Z0-Enploges List - Dates ETTE Fun 2;;2 Empiuuss tlst thHDme Coding Element. Selection Eun
F487-Emploges List - Active Samale Fun CanT EmPlDUeB Llst Hates Run C
—employse List — Hotive N 3
1Ll el 1o - W-1ilal & & & & & & ol s I I
= 112 L. - 1t
F D s & 0 0 0 0 0 K500

Figure 23 Before

Figure 24 After

This new report allows for up to 14 benefit categories, with up to two cost codes shown per category. The report
provides all of the columns of the familiar Employee List— Grade Schedules report, plus additional columns for
benefit categories. Select Human Resources P Reports P 6662- Employee List — Benefits to bring up the prompt:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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B Task 6662 Employee List - Benefits

Employee List - Benefits

Up to two cost codes per benefit category will print.

Optional: Benefit Category Column 1 |m | |ANNUITIES |
Optional: Benefit Category Column 2 |BC | |BLUE CROSS |
Optional: Benefit Category Column 3 |cAR | [cAR ALLOWANCE |
Optional: Benefit Category Column 4 |cH | [cHILD suPPORT |
Optional: Benefit Category Column 5 (| | [CANCER INSURANCE |
Optional: Benefit Category Column 6 |CL | |CLOTHING |
Optional: Benefit Category Column 7 |DE | |DENTAL |
Optional: Benefit Category Column 8 |pc | IDEFERRED COMP |
Optional: Benefit Category Column 8 |pg | |DIS - NON DEF |
Optional: Benefit Category Column 10 |DS-DEF | DISABILITY-DEFERRED |
Optional: Benefit Category Column 11 [Fga | [FLEXIBLE SPENDING ACCOI|
Optional: Benefit Category Column 12 [FSA DC | |FSA DEPENDENT CHILD CAl|
Optional: Benefit Category Column 13 |IN | |TOWN INSURANCE |
Optional: Benefit Category Column 14 ||_| | |L|FE INSURANCE |

Lookup

Cancel

Clear All

Figure 25 Prompt for up to 14 Optional Benefit Categories

December 2018

Enter up to fourteen optional
categories by typing into the field
or by selecting from the lookup.
Selections left blank on this
screen will be titled “N/A” on the
spreadsheet; the dollar amount of
life insurance will be shown in
column BM if a Life Insurance
category is chosen.

o

Home Insert Page Layout Farrmulas Data Rewi e

| Ernployeelist_Benefit 6662 THERESA[2]xm| - Microsoft Excel

“wigw

AZ20 -

fe | HMOF42

A
Emp#
Toooo3
00020
00023
Ho0031
00031
00040
00040
Y]
Tooos2
00062
00066
Boons7
ooz
00140
00149

0 00| 0 e L b =

@M= Lo=0

B AR AL

BC

Al

Name CAR

AN
REZZUTI, KEITH F
OSTEGREM, LYNN AN-LIN
POWERS, KAREN M

JONES, PAUL 3

JONES, PALL 3

LEDOUY, KEITH F

LEDOUY, KEITH F

MOHAN, LY NN E

MCHAN, LY NN E

MOHAN, LYNN E

DAY, KEITH F

GOSSELIN, KAREN A
LUSSIER, LYNN M

ER BCF26

DEFVOL

DEFVOL DS-COL
DEFVOL DS-COL

ALTE2I

DEFVOL

BUSKIRIK, LYNN A
FRAINE, MICHAEL T

ER BCS26

ALTZE3

ALl
ESA

A
FSADC IN
INS-WYK

A
u

A

INS-BW

INS-4VI
INS-4YI

IMS-WVI
INS-BwW

A
Emp#
Toooo3
00020
00023
Ho0031
00031
00040
00040
Y]
10 To00s2
11 Do0062
12 Do00&a
13 Booos?
14 o009z
15 T00140
16 D00149

0 00| 0 e L b =

B YAy
Hame

2 AN
REZZUTI, KEITH

OSTEGREM, LYNN M AN-LIN
POWERS, KAREM M
JOMES, PAUL G
JOMES, PAUL G
LEDOUX, KEITH F
LEDOUX, KEITH F
MOHAM, LYMMN E
WOHAM, LY MM E
MOHAM, LYNN E
DAY, KEITHF
GOSSELIN, KAREN A
LUSEIER, LYNM
BUSKIRIK, LYNN A
FRAINE, MICHAEL T

AZ
BC

=28
CAR

HMOF26

HMOS26

BF BG
DC

BE
DE

EH

DS DS.DEF

Bl BJ
ESA ESA DC

Figure 26 Benefit Category Columns— Row #1 & #2 are the cost codes from Figure 25; #3 the Life Insurance Amount
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More information on Report #6662 is available in the Help Reference Library » Employee Reports PHR-590
Employee Reports.

7.1.1 Use the Report to Find Selected Benefit Categories for All Employees

One purpose for the report would be to provide a summary of employee benefits for Insurance (Life, Dental and
Health). Selecting only categories for those benefits would provide the report as shown above (the image has columns
C-AJ hidden to show the new columns on the rightmost portion of the report).

7.1.2 Using the Report to Find All Benefits for a Selected Group

Another function the report serves is to find all benefits for a select group (up to 14 categories with two codes per
category). Run the report as shown, insert a column and use the MID function in Excel® to refine the results based on
the accounts found in columns T-AH or from any other text column(s) in the report.

[ADM-AUC-HR-10033]

7.2 Employee P #6659 Employment Verification [Enhanced]

The Employment Verification was enhanced to:

1. use sender information from the User Profile instead of module control values, and,
2. include two optional notes fields that save data from one instance to the next.

This allows the report to be customized by the staff person running the report and provides an option to provide
requested additional information.

Human Resources Module Control Prior to the software update, the
e report used entries from module
q#|Description Arser
wPayroll Contact Name James 07Neil Control Values 6100, 6101, and
6101 Payroll Contact Title Fayroll Master Supervizor -
| 5102 |F'ayroll Contract Phoned 517,494 5100 6102 for the Slgnature

Figure 27 Before — module control values 6100, 6101 and 6102 information on the report.

[ User Profile Screen
Goto..
° Entered (7 -Sep—-2009 MUPDEWL
P Username HERESHA Changed  31-(ot-2018 THERESA
Name flheresa Smith Jones Last Login 31 -(ct-2018 09:22:30,72 Live
1 General 2 Account Security JPOIAP 4 Human Resources 3 Budget 6 Collections T Misc Billing " Login Hist
{ .y . = " @ - @ Py
Cashieto C
JDb Tite Payroll Staff Fhone# [(R17: 434-5100 Estension [E123
StattScreen 2520 AP/PO Dashboard
‘ Receive Approval Email C)Yes @ No X Send Test Email

Figure 28 After—the report uses values from the User Menu » User Profile screen for the user generating the report:
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Report Library By Employee

FReport Mame ET Report  |Last Run Date |Run Time A
GGEO*EmplL@ee Roster Schedule Sample Run

b7 10-Employse List Sample Run  |0d-Sep—2018 [11:56:21,12
E711-Employee List with Notes Run

B Task 6659 Employment \erification Report

Employment Yerification Report

Required: Enter Employee#f ‘zu

Run as @ preview O Print
If Printing use Duplex @) yes

| [0STEGREN, LYNN M |
‘Zl]lﬂ Payroll is through checks dated 10 October 2018]
‘End of contract June 30, 2019

Optional: Enter Note 1

Optional: Enter Note 2

QO PDF
O No

Lookup Cancel Clear All

5729-Emplogee List — COBRA Dates Run
67 30-Emplogyee List - Early Retirement Projection Run
E798-Emplogyee List — Degree Fun
b731-Employee Lizst — Morkers Comp Coce Run
5732-Employee Skill Profile Card Run
6149-Emplogyee Salary History Change Report Run
B770-Enployee Salary Difference Report Run

Run
I?EOO—Emplngee List - Custom Fields | Run the re;ﬁor( —2018 16141116 ,67

Figure 29 Prompt for the Employee Verification report

December 2018

Click [Run]; the prompt will appear for
the required Employee number and the
two new optional notes fields; the notes
will be saved and presented with each
subsequent run of the report; as such,
review the fields to ensure that the data
is accurate.

The numbers (Kl & E) in Figure 27,
Figure 28, and Figure 29 correspond to
the report areas identified with the same
numbers and highlighting colors in the
report sample shown in Figure 30.

Town of Admins
Employment Verification Report

Name 0000zZ0 OJTEGREN, LYNN M
Sdtatus ACTIVE
Employment Date : 0Z-8ep-1%86

Position EMZ TEACHER

Current Year #alary : 78, ?66.00
2018 ¥ear to Date Gross Pay * 3,406,230
2017 Calendar Year Zross Pay * 79,383,399
2016 Calendar Year Gross Pay * T6,631.50

Frobability of Continued Employment:

Theresa Swmith Jones
Payroll 2taff
(517) 454-5100 2123

Contact:

2018 Payroll is through checks dated 10 OCctober 2018
End of contract June 30, 2019

* Gross Pay may differ from W2 wages due to pretax deductions and taxable benefits

Figure 30 The Employee Verification Report with the new signature/title/phone data and optional notes fields

[MBE-SUP-SAPLAUC-963]
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7.3 Paychecks/Other

ADMINS enhanced the EEO report to allow for multiple entities, truncation on the Paycheck Listing report was fixed
and a new report was added to assist in reconciling Human Resources warrants with General Ledger accounting.

Report Library Paychecks/Other

789-EE0 Reports |

———————— Paycheck History Reports
831-Paycheck Listing

bbb i—Faycheck §ummar5 o E;-Emplayeefﬂccaunt

Report | A
Run

7.3.1 #6789 EEO Reports [Enhanced’

Some sites have one entity that includes Town and School. Federal EEO reporting requires that they be reported
separately. If you site has this requirement, please contact support@admins.com.

B Task 6789: EED Reports X
. Task 6789: EEO Reports [E3) EEO Reports
EEO Reports Run EEQ Full Time Regular Report ® Yes ) No
Run EEO Full Time Regular Report @ ves O No EUnjEECIBatlimelReport @®Yes O No
Run EEO Part Time Report ® Yes O No Run EEO New Hire Report ® Yes O No
Run EEO New Hire Report @® Yes O No Print EEO Missing Codes Report ® ves O No
Print EEO Missing Codes Report ® ves O No Optional: Entity Code | | | |
Optional: Entity Code ‘ Heguired: Periods Dates [mmddyyyy] Begin: | | End: |
Required: Periods Dates (nmddyyyy] Begin: |End:‘ Restrict to this Entily |® Town C\ School
Run as O preview O Print ~ ® PDF 2 Excel Run as @ Preview O Print - O PDF O Excel
If Printing use Duplex @ves (O No
Lookup OK Cancel Clear All Lookup Cancel Clear All

Figure 31 Prompt for EEO Reports — before and after the entity restriction option was added
[BLG-SUP-SAPLAUC-1143]

7.3.2 #6831 Paycheck Listing

The Grand Total Line was truncating the last digit Gross Pay and Total Deds columns. This was corrected.

d Total Deduction columns

22018 DE-Tul-2013
1-2018

£02 26-Tul-iDLE
0092615 03-Aug-2DLE

PATR

Torals

Grand Total

5.7 e6sL,003.3

Figure 33 After—the full number is displayed on the Grand Total line for the Gross Pay and Total Deds columns
[ADM-AUC-HR-10054]
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7.3.3 #6663 Paycheck Summary — By Employee/Account [New]

Prior to this update, the timesheet history reports were used to compare the General Ledger to the Human Resources
warrant charges. Since the timesheet history report is based on work date, and the General Ledger posting is based on
period ending date, balancing was often difficult.

This new report is based on the Human Resources warrant date ranges which more closely align with the General
Ledger transactions. This report will provide the pay and accounting for the employee based on the warrant check date
range. To run the report, select Human Resources P Reports P Report Library P [By Paycheck/Other].

B Task 6663: Paycheck Surmary - By Emplayee/fccount X

Paycheck Summary - By EmployeefAccount

Required: Check Date Range [mmddyyyy] From: H ‘Tn:‘
Optional: Enter up to 9 Employee# Edit 0 values:
Optional: Enter up to 9 Warranti's Edit 0 values:
Optional: Enter up to 9 Categories Edit 0 values:
Optional: Enter up to 9 Pay Codes Edit 0 values:
Optional: Enter up to 9 Entity Codes Edit 0 values:
Optional: Enter up to 9 Pay Groups Edit 0 values:
Optional: Enter up to 9 Bargaining Units Edit 0 values:
Optional: Enter up to 9 Employee Type Codes Edit 0 values:

Run as @ preview O Print O PDF O Excel
If Printing use Duplex @ vyes (O No

Lookup Cancel Clear All

Field (bold denotes required field)

Check Date Range From: date must be less than To: date; each may be entered directly or selected
from the lookup

Up to 9 Employee #s Enter up to nine employee numbers; may be entered directly or selected from the
lookup; leave blank to include all employees paid within the required date range as
specified

Up to 9 Warrant #s Enter up to nine warrant numbers; may be entered directly or selected from the

lookup; leave blank to include all warrants within the required date range as
specified; the lookup includes a check date and the selected warrant check date must
fall within the specified range.

B arrants X

Entrylser Mol ime Tof

-~

03082 18 BI L 18 ]
902081 08-Jul-2012 21-Jul-2018 BI 26—Jul-2018 PAYR (O1-Mow-2018 THERESA

H
903080 12-MHow-2018 25-Hoy-2018 BL 29-Mow—-2018 PAYR 01-Mow-2018 THERESA H
903079 22-0ct-2018 22-0ct-2018 BI 22-0ct-2018 PAYR 22-0ct-2018 THERESA ¥
903078 29-0ct-2018 11-How-2018 BI 15-Mow-2018 PAYR 22-0ct-2018 THERESA H
903077 15-0ct-2018 28-0ct-2018 BI  01-Nov-2018 PAYR 18-0ct-2018 LUANN !
Up to 9 Categories Enter up to nine categories; may be entered directly or selected from the lookup;

leave blank to include all categories paid within the required date range as specified.

Up to 9 Pay Codes Enter up to nine pay codes; may be entered directly or selected from the lookup;
leave blank to include all pay codes used within the required date range as specified.

Up to 9 Entity Codes Enter up to nine entity codes; may be entered directly or selected from the lookup;
leave blank to include all entity codes for whom employees were paid within the
required date range as specified

Up to 9 Pay Groups Enter up to nine pay groups; may be entered directly or selected from the lookup;
leave blank to include all pay groups that were paid within the required date range as
specified
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Field (bold denotes required field)

Enter up to nine bargaining units; may be entered directly or selected from the

Up to 9 Bargaining Units

Up to 9 Employee Type Codes

Run as

If printing use Duplex

lookup; leave blank to include all bargaining units that had employees paid within the
required date range as specified

Enter up to nine employee type codes; may be entered directly or selected from the

lookup; leave blank to include all employee types paid within the required date range
as specified
Options available are: Preview/Print/PDF®/Excel®; will use the site default; user
may over-ride the default.

Yes/No — will use site; user may over-ride the default.

Figure 34 #6663 Pa?check Summary report as run to Excel® with no filtemg

8 TABLES

The edit list for the cost code table was enhanced with new Excel® columns and optional filtering. Select Human
Resources P Tables P Cost Code to access the table.

8.1 Cost Code [Edit List]

|'.|_7.| | .ﬂ L7 = HRPaycheck_Listing_By Empdcct 6663 THERESA[S]xm| - Microsoft Excel
Haome Insert Page Layout Formulas Data Rewiewr Wiew
A2 - fe | 000040
A B C D E F G H |
1 Emglgﬁe Hame Account Description Pay Code Description Hours Days Amount
2 [000040 .LEDOLI}{, KEITHF 0200-450-0000-004-00-00-51110  DIRECTOR DREG REGULAR - days ooo 400 179760
3 000040 LEDOUX, KEITHF 0200-450-0000-004-00-00-51110 DIRECTOR 0.00 400 1,797.60
4
5 ooosn LEDOU, KEITHF 0300-460-0000-004-00-00-51110  DEPARTMEMT HEAD SALARY DREG REGULAR - days 000 0sE0 22470
& 'ooonan LEDOUX, KEITHF 0300-460-0000-004-00-00-51110 DEPARTMENT HEAD SALARY 0.00 050 22490
T
5 'booo4n LEDOL, KEITHF 1000-300-1410-102-09-00-51230  BUS.OFFICE CLERICAL SALARIES DYACACCR VACATION ACCRUAL DAYS 000 1.00 0.00
3 Booosn LEDOU, KEITHF 1000-300-1410-102-09-00-51230  BUS.OFFICE CLERICAL SALARIEES REG REGULAR - haurs 4500 000 822680
10 "ioonan LEDOUX, KEITHF 1000-300-1410-102-09-00-51230 BUS.OFFICE CLERICAL SALARIES 45.00 1.00 822.60
11
12 "ooo4n LEDOL, KEITHF 1000-421-0000-004-00-00-51110  DEPARTMENT HEAD SALARY DREG REGULAR - days 000 180 67410
13 "ooooan LEDOUX, KEITHF 1000-421-0000-004-00-00-51110 DEPARTMENT HEAD SALARY 000 150 67410
14
15 oon4o LEDOLUIX, KEITH F 1000-490-0000-004-00-00-51110  DRECTOR'S SALARY DREG REGULAR - days 000 100 44940
16 D00040 LEDOQUX, KEITH F 1000-490-0000-004-00-00-51110 DIRECTOR'S SALARY 0.00 100 44990
17
15 "ioonan LEDOUX, KEITHF 45.00 8.00  3,968.40
19
20 Tooogz LUSEIER, LYNM M 1000-210-0000-002-00-00-51150  POLICE QFFICERS SALARIES REG REGULAR - haurs 4400 000 129756
21 "oooog2 LUSSIER, LYHH M 1000-210-0000-002-00-00-51150 POLICE OFFICERS SALARIES 44.00  0.00 1,297.56
22
23 Mioonaz LUSSIER, LM M 1000-210-0000-002-00-00-51500  O%ERTIME WAGES FLSA FLSA 000 000 584958
24 ‘oooog2 LUSSIER, LYHH M 1000-210-0000-002-00-00-51500 OVERTIME WAGES 000 0.00 58.98
25
26 "ooogz LUSSIER, LRk b 1000-210-0000-002-00-00-51800  EDUCATION INCENTIVE (QUINK BILL) QLN GUINN BILL 000 1.00 23592
27 "ooong2 LUSSIER, LYHH M 1000-210-0000-002-00-00-51800 EDUCATION INCENTIVE (QUINH BILL) 000 1.00 235.92
28
@ MESIER, LYHH M 44.00 1.00  1,592.46

[ADM-AUC-HR-10048]

To run this report, click on Human Resources P Tables P Cost Code P [7 Edit List]. The report is also available on the
detail screen for each cost code by clicking on [3 Edit List].

Goto.

Actions

Summary-Benefit St

B Add New
Cony This Cade

1 Detail

7 Edit List

9 Emp By Code

Cost Code Table
2 Cost Code 3 Description Code
01BEMS  MEDICARE BEMEFIT - CONVERSION ME
O3BEMS  |COWVERSION - CAR ALLOWANCE ICAR:
457R0TH  |457 ROTH SMART PLAN IROTH
d57SE IWOL DEFERRED SEC EBEM O
RFLMHD AFLAC DEMTL WD 111F IDE
ATM IAIM FUMD SERV. IAM
ALTZ21I ALTUS IWD SCHOOL 21 IDE
ALT2E5  |ALTUS IND SCHOOL 2& [DE
FLTAIl ALTUS IND ScHooL 42 i3

Cost Code Table

Gata...

Actions

Cost Code RSN ALTUS IND SCHOOL 21

Calculation
1 Summary-PayCheck

Summary-Benefit St.

2 Acdd Newe
Copy This Code

3 Eclit List

3 General

O Methad 1
(@ Method 2
O Method 2

Use Tax Rate Table

Flat Amount § 23,42
Base Bucket%

Base Bucket# [

& Accauntine

7 Base Buckets

Period Annualized
NTDAmount

g Periods ta

FEmTEY Code 1

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources
Figure 35 The Cost Code Table Edit list may be run from either the multi-record screen or each code’s detail screen

8.1.1 Filtering Added to Cost Code Listing Report [Enhanced’
ADMINS added a Select Status: to allow filtering by All, Only Active, or Only Inactive cost codes.

December 2018

B Task 8630 Cost Code Listing

Cost Code Listing

Run a8 @ preview O Print O
If Printing use Duplex @) ves

PDF O Excel
O No

Lookup Cancel

x

Clear All

Figure 36 Before

B Task 6630: Cost Code Listing *

Cost Code Listing

Select Status: () Al O Only Active @ Only Inactive

Run as @ preview O Printk - OPDF O Excel
If Printing use Duplex @ ves (O Mo

Lookup Cancel Clear all

Figure 37 After

8.1.2 Tiers Columns Added to Excel® [Enhanced’

Tiers columns were added to the Excel® output version of the report (columns I through L are “hidden” to show the
new columns)-the Tiers columns show the EmployEE (Column M) and the EmployER (Column N) contribution. The
image below illustrates an excerpt of the report for Only Inactive cost codes, as run to Excel®:

@ d9- s CostCodelist 6630 THERESA[24]xm| - Microsoft Excel - X
ﬁ Heme  insert  Pagelaout  Formulss  Dsts  Review  View v @ =fe
210 - b
A B C D E F G H M % N o
1 Code Description Benefit Category FlatAmt Pretax Order# Status Tier | EE Tier | ER
2 01BENS MEDICARE BENEFIT - CONVERSION ME MEDICARE 0.00 N 0 Inactive 100.00 0.00
3 03BENS CONVERSION - CAR ALLOWANCE CAR CAR ALLOWANCE 0.00Y 1 Inactive 0.00 100.00
4 AIM AlIM FUND SERV. AN ANNUITIES 0.00 N 4 Inactive 100.00 0.00
5 AN-AIM  AIM FUND SERVICES AN ANNUITIES 0.00Y 104 Inactive 100.00 0.00
6 AN-CAP CAPITAL AN ANNUITIES 0.00Y 104 Inactive 100.00 0.00
7 AN-FID VANGUARD FIDUCIARY AN ANNUITIES 0.00Y 104 Inactive 100.00 0.00

Figure 38 Cost Code Edit List with new columns and status filtering

[ADM-AUC-HR-9992]

8.2 Timesheet Groups P [2 Entry] [Enhanced’

Timesheet Groups

1 Approval

Description [TORN

‘ Timesheet Group [TOWH  -TOKN

2 Entry

ADMINS added hover text to the

MUPDEVE

User Mame Superisar -~
MUPDEY 1 AOMINS . Inc, [Support] =

HIPDEYZ AOMINS,. Inc. [Lufnnd

HIPDEYE AOMING, Inc. [Paull

MJFDEY4 Mupdewd [Antheal =

MUPDENS MUPDEVS [THERESA CAMPBELL] Eh

MUPDEVE

MUPDEY?

MUFTEY? CHendal HIf checked user may

PERODELR

Pam Brodeur

iew, remove, or

THERESA

Theresa

change leave accruals,

THERESA_ADMIM

Theresa Campbell

HEMDY

Fendy Tarantola

WEMDY_TEST

FHendy Test Account

=
=

Human Resources P Tables »
Timesheet Groups P [2 Entry]
screen to clarify the meaning of the
Supervisor check box. A username
on the record must be
(the username must show up in

blue reverse videoAURURL R,

text to appear.

[ADM-AUC-HR-10039]
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9 SITE SPECIFIC

Human Resources

Two changes were made to the Site Specific exports.

9.1 ERSRI Export
Human Resources

ance ¥

Quarterly Processing >

“fear-End Processing

tModule Maintenance ¥
Interfaces/lmports >
Site Specific >

ERSRI Export
Required: Enter Warrant#
Required: Enter ESRRI Organization Code
Required: Enter ERSRI Pension Category
Optional: Survivor Benefit Category
I Required: Enter File Output Path

Required: ERSRI Type

Required: Enter User Defined 30 Character Field for Position [ex: 01]

ERSRI Export

Great West Annuity Remittance

ING 4038 Contributions Listing Report
ING Plan With Ease Census Export
ING Plan With Ease Irvestment Export

|1BI]914|
|1151

December 2018

ADMINS added a new prompt for 26 pay

teachers:

[N Task 6325: ERSRI Export

|PENS3

IPENSION CERTIFIED

|sB

ISUFWIVORS BENEFIT

radmh

ey

1 FRTR T

o

Required: Enter Bargaining Unit User Defined Field for Base Units [ex: 01) ||]]
" Municipal{Non-Certified ~ Teachers/Cerl|

Optional: Enter # of Certified Teacher Work Days Ig

Optional: Enter # of Certified Non-Teacher Work Days |1 i}

_ Optional: Enter Reporting Periods for 26 Pay Teachers

=

e Setto “1” during a normal payroll period (26 pay teachers will have their normal payroll reported).

e Set to “5” during the last school payroll period (26 pay teachers will have their normal and the 4 extra payrolls
reported on the report and in the export file).

e Set to “0” during the summer payroll periods (26 pay teachers will neither be included on the report nor in the

export file).

9.2

TIAA—-CREF Export

6318-HRRITIAA_EPS.REP

Page 2

Figure 39 Before

[EPS-SUP-SAPLAUC-939]

Access this feature by clicking
on Human Resources P Site
Specific P Rl TIAA-CREF Export.

Prior to the software update,
when a negative amount was
present in the Pension amount, it
was being added to the export
file instead of being subtracted.

The process created an incorrect

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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£318-HRRTTIAA EP2.REP Printed 26-Now-2018 at 12:47:56 by MUPDEV2 Page 10
East Providence School Department
RI TIAA - CREF Contributions

Warrant: 181121 Period Start: 10-Nov-2018 Period Ending: 23-Nev-2018
FPension Category Code: 4014
Organization Code: 405868

Emp# sag Last Name First Name EE Fens ER Pens + Fed
078777 118.59 50.83
078792 171.z8 73.40
078803 200.54 85.94
078804 150.79 Bl1.76
S1,750.51 40, 923.14

Reported 92,506.87 81,275.46

Not Reported -Tle.38

* Not reported in file. Contact TIAA-Cref for refund.

Figure 40 After — the deductions are handled properly

10 PREVIEW OF COMING ATTRACTIONS

ADMINS conducts annual customer site visits. These visits provide the opportunity to solicit recommendations on
new features. As a result customer suggestions, the ADMINS team is enthusiastically working on a “User Favorites”
feature to be implemented in the coming months.

10.1 User Favorites

AUC has hundreds of processes and screens and thousands of reports. To provide ease of use for infrequent users and
to allow regular users to customize working with AUC, a “Favorites” screen is in development. This screen may be set
as the user’s home screen that is displayed when accessing AUC.

== [AUC] 13-Task Maintenance [theresa] - X
File Edit Ledgers Purchase QOrders Accounts Payable Fixed Assets  Human Resources  Budget  Collections Tax  Motor Excise  Misc Billing  Systern Favorites
B S 2 m+ + m U P o

Figure 41 Select Favorites P User Favorites to access the screen and make selections.

The screen will allow the selection of up to 45 items to be available on the Favorites screen.The available screens will
be limited to those to which each user is allowed access. All menu, department and account security will remain in
effect. Users will make selections from menus.

Users Favorite Selection
& JIC] 73-Users Favorite Selection [theresa)] x
Goto...
Theresa Add Favorite
Actions
Enter Slot#
1 B Available Menu lterns for Human Resources X
Task# Description Tof Lookup Cancel Clear All
6433 Employes Maintenance Y

6771 Employee Maintenance - Read Only
6550 Position Maintenance
6509 Employee Leave Balance Update Screen 3
6470 Employee Ham rch

Ledgers 6179 Empl Email Upcate S H H

I €71 Enploges Desictiobareric Pelete Log 1. Click the [1 Add Favorite] button
6473 Employee Additional Wages Delete Log . .

Accounts Payabl 6671 Enpl Salary Delete L

Ao 8671 Enploes Salary Delete Log 2. Make a selection from the list
6424 Marrant/Create Timeshest Screen

2 6150 FLSA Progessing 3. Select the task “Employee Name Search”

6215 Release Timeshests by Group

Budget 6011 Rel Tineshests by H t H

s 6005 Process Fachecks 4. Click [OK]

Calleims 6010 Select and Calculate Marrants . .

o S Beime! Sl Reports = OFTINY 5. Assign aslot for the selection

Motor Excise 7244 Print Deposit Advices v

Misc Billing

Systermn Find = Search  Cancel = Help Eof

1

Figure 42 Steps to create a favorites screen
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In the example shown a user has chosen the AP/PO Dashboard and also the PO Query screen.

o Users Favorite Selection : 1. The [1 Add Favorite] button displays
Anthea Dinond 4 a menu of available tasks
Actons ) - 4 2. The [2 Del Favorite] button allows
; APIPO Dasnboard : the removal of a favorite from a slot
z s y 3. The user’s name as entered in the
1hdifavorte B Vow Al Purchass Ordere 18 4 user profile screen
20elFavorte | . 19: 4 4. A favorite task in slot one
. : 5. A second favorite task in slot 3
S ™: 4

Figure 43 A user’s selections
[ADM-AUC-SY-8067]

11 HELP REFERENCE LIBRARY

A tables section was added to the Help Reference Library to make the documents relating to table setup easier to find.

Human Resources Help Reference Library

Send Last Run Date |Run Time ~

Emsil  [29-Jun—-2018 |17 :09:33,20

Emsil  [29-Jun—-2018 |17 :09:41,07
HR-500 30K Deduction iy Emsil  [29-Jun—-2018 |17 :09:54,06
HRE-510 Taxable Fringe — In Lieu of Taxes Wiewy Email  [29-Jun—2018 |17 :10:09,12
HRE-520 Group-Term Life Insurance Over SBOK Wiewy Email  [29-Jun—2018 |17 :10:28,08
HRE-530-Retroactive Pay Wiewy Email  [29-Jun—2018 |17 :11:07 69
HRE-540 Retroactive Payroll Presentation Wiewy Email  [29-Jun—2018 |17:11:41,13
HRE-550 Benefit Statements Wiewy Email  [26-Sep—2018 |10:56:28,08
HRE-560 EED Reporting Wiewy Email  J06-Mow—-2018 |10:24:48,78
HRE-570 Retirees Coszt of Living Adjustment Wiewy Email  [26-Sep—2018 |08:41:33,69

H-IR-595 Fay Codes iew
F-5597 Bank Table Wiew
F-599 Implementing a Mew Bark Account iew

The following new and updated documents were added to the help reference library:

11.1 New and Updated Documentation

e REPORTS HR-590 Employee Reports [New]
e REPORTS HR-594 Paycheck/Other Reports [New]
e TABLES HR-599 Implementing a New Bank Account [Updated]
e YEAREND 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 Instructions for Forms 1094C & 1095C [Updated]
HR—-760 ACA Webinar Slides [Updated]
e SITE SPECIFIC HR-1007 Danvers, MA CrewSense’ Import Instructions [New]
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