HUMAN RESOURCES

RELEASE NOTES — DECEMBER 2021

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

Release Notes — Version 21.4

Human Resources

1 EMPLOYEE MAINTENANCE

December 2021

ADMINS made changes to the employee maintenance screen to make it easier to add positions and verify deductions.

1.1 Adding a New Position to an Employee [Fix]

Position Maintenance

Current Employees:

Position Descript PR HEAD MECHANLC y

Position Category HYoos Hizhway-Genl Labor r]

Timesheet Group [TORN -DPL department. public works

Bargaining Unit DPH TP dpw afscne

Schedule DPK Department. of Public Works — laborers
Grade 1
Step K

the menu, select:

d .

Employee Maintenance

E Employee Number

KEITH M RYAN Employee Attachments.
Emplovee Position Attachments

Actions

Current Positions T200WTRINTE-01 DPW INTERN -

1Add Employee |  Employee Notes. ‘No text available
O All Posiions. Q00 -00

| P Add Position |

Add Position to Employee

Required: Enter Position ‘ ‘ ‘

( Luuk\lp; ) 0K Cancel Clear All

Category Position# Description Barglnit Current  Enployee Note Tof

BOGOO2-1027-01 TEACHER
R62d0Z-9999-99 R62401-8000-

H i Hi00-1275-94 AUDTD VounL NTERM
BOGOS0-1001-01 SUPERTNTENDENT
BO0052-1002-01 DIR OF PUPIL SERVICE
BO000Z-1002-01 PRIMCIPAL
BOG004-1003-01 PRINCIPAL
BO00S1-1008-01 SCHOOL MORSE
BO0051-1008-0¢ SCHOOL MORSE

A
Multiple  Enplouess

Moltiple  Emplouess

Multiple Enplousss
Multiple Enplouess
Multiple Enplogees

o 1 b e 0 e

57 Lookup Find

-4

Click FIND to find a record
B0000Z-1012-1: by key value.

ind earch  Cancel Help Eof
Cancel

Figure 1 Before — the [Find] button searched the Category column

Category Positiont  Description Currert  Enploges Hote Tol

SOCHRDILOU 04 RNTHENT CUNELLR 26 S

SOOTBERT ECH-01 GREFIFATFERED | JPLETRD.

SCSBENTED 2 B TECH DIIEYRD 1 W pEVEl

SOOTBLISUE 01 BUILIING SUBSTITUTE 11K OHLY Diriere e
FLERD-01 CRPETERLA ELEMENTARY LEAD COOK F1 FF10 Multiple  Enplouees

Multiple  Enelouees
Enplowee:

S403TLISLMR-01 1T
TET

Bect # blank; carrot use posit

oK Scarch| | Cancel| | Help | Eof

SeatDe 02 CUSTODTH R R RN Edogees
SEGaniRens 0 cean Customen PTETRD WL 6 Miltiple teeloees
SOOZTLASPED-O3 ILA 10 MONTH DIPIETRO FFL 10M #F10 Multiple  Emplouses
SOOZKHOTCH 01 DIPTETREQ KTHIERGARTEN TEACHER MIR =26 Multiple Enployees
STt 10 mdtiple  Evplogee:
5003 HSPEC-0] 1 Lookup Find | -2t Multiple  Enployees
o Witiple  Enplodees
0] " Multiple  Emplouses
d Pesitlen begianing with: H-12MT Multiple  Enplogses
SOOERER -2 Multiple Emplouses
Soozrw 3 b o Biikifls Encloiees
POCLS- T Mitiple  Evlogess
e T Rt Eniorees v
oK Search  Cancel  Help Eol
Cancel
® 1 Positions X
Category Position®  Description Barglnit  Current  Enplouss ot Tot
TEACH |26 TEF -01 BMS TEAM CHAIR HTA =26 Multiple -
T W maviie
SIEa5eTER-01 EXTENEED SCio0L VERk NN D mdbipie
UTECOL e Fecm I § TR N0 Mabine
o1 TUToRTHG e hvieie
ey B SR, B J B
B 01 M LDING T FL i ltiple
operates on the SIFISSCH-01 SUMMER SCHOOL DIRECTCR HOH oD Multiple
o SAOLMELVR 01 MR, SCHOOL TERCHER W mabiie
Position # AD-01 TITLE 1 TERCH 26 Hiltiple
TLRY-01 CURRICLLLN LEADERSHIP COUCTL CLERK 101 10 Maltiple
s~ﬂ27mm—nl SUMMER SCHOOL CLERK HOH 1

Figure 2 After — the [Find] button searches on the Position number

Position numbers are created in the Position Maintenance screen, where
Position Categories are also assigned. The Position number does not have
to contain the position category. To add a position to an employee, from

MaintenanceP Employee Maintenance P [Add Position]

The lookup when adding a new
position to an employee from
the employee maintenance
screen was changed with this
software update.

The lookup window was doing a
"Find" on Position Category
then Position #. Now it searches
on Position # only.

[ADM-AUC-HR-10431]
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Release Notes — Version 21.4
December 2021

ADMINS Unified Community
Human Resources

e

1.2 Number of Pay Periods Displayed on the [5 Payroll] Tab [Enhancement]

Prior to the software update, seeing the number of pay periods for an employee required displaying the pay group table.

Human Resources P Tables P Pay Group Table

Pay Group Table
Pay Periods in Yr Beginning Ending Projection
1 Code 2 Description Freq For Tax Calc|Date Date Periods|Status
ADMTEST |testing pagygroup 2] 52.,000000 [01-Jan-2010 [31-Dec—2050 Fctive
EI Bi-keekly E 26, 000000 Fctive

Now, the number of pay periods is visible right on the [5 Payroll] tab in the Group Information section.

Human Resources P Maintenance P Employee Maintenance P [5 Payroll]

AUCT 6440-Employee Maintenance |
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B SE e +m Q = 488

No picture

on File

Employee Maintenance

Goto... —
o Employee Number  REEEEE  MARIE HOLDEN Employee Aftachments
Actions Position 210POLDTSP-02 POLICE DISPATCH 1071 Employee Positon Attachments
| Add Employee
P Add Position Position Contrali 000000
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 6 Accounting 7 Salary 8 DatesiClass. 9 Degrees. 0 Custom U Accidents WACA

Pay Classification

Y Salary C|

prary Group Information

Effective Date

Bargaining Unit TOCL ~ -01  Municipal Employess  Annual Salary 40 Entity 5 1099R test
Grade Schedule C1 Toun Clerical d0hrs Period Salary E - = - S
Grade g Dally Salary ] Timesheet Group  [TORH__=PQ o Departnent
Step 1 Hourly Rate 19 Pay Group RDMTEST 52,00 testing paygroup
FTE 11,0000 Per Diem 1 -
Tiors FLSA Code HON MO SA

Lump Sum Indicator [

Work Schedule Shift IS & dizpatch off sat & = Work Schedule | T |
2
Day Hours Days Day Hours Days 3 I }
Thurstay 8,00 4 [
Fricay 8,00 5 I
’Satuylag . 2t o B - . RO g N y - -
e A i . » #

With the number of pay periods shown on the payroll tab, it is easier to confirm the results when an employee providing a
new W4 has questions. ADMINS staff use the IRS tool to answer questions about a given employee. This IRS tool can be
used in real time by anyone responsible for providing payroll information to their employees to confirm the accuracy of an
employee check.

Income Tax Withholding Assistant for Employers | Internal Revenue Service (irs.gov)

[ADM-AUC-HR-10413]
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December 2021

1.3 Employees With More Than One Page of Deductions [Enhancement]

Maintenance P Employee Maintenance P [ 3 Deductions] Tab

1 Contact | |2 Personal 4AddWaaes | | 5Payrol | [BAccounting || [ 7Salarv | (8 DatesiCiass | |3 Dearees 0 Custom || | UAccidents VACA
[Cost Code [Efective [Stop Date Table Additional Ami[start Date___[stop Date Original Amt| _ Remaining Bal[Note
57 [P4Nov—2008 250,00 [15-0ct—2021
HE7L0PN_24-Mav-2002 131,25 [11-5ep—2017
ATT21  [4Hov—2008 171,00 [24-Nov—2003
[COLONIAL [01-Ju1-2018 18,34 [01-Ju1-2018
CTADDL _ [01-Hov—2020 16,00 [01-Nov—2020
[DERFP52[10-05t—2016 4.08
[DTROEP _ [24-Hov—2003 99,999.99
FLER  [30-Dec2018 38,46 [P5-Dec—2020 1,999.92 115,38
FERADIER [04-Jan-2021 [05-Jan-2021 185,00 [04-Jar—2021 [05-Jar2021
FERFP20_[01-D=c—2017 67.28
FERLTHAT [01-Jan-2021 7.12 [01-Jan-202L 185,00
[CIFEF  pa-Mov-2003 5.00 [24-Now—2003
FETT1000 [24-Hav-2003 45007
FEDTOVER [13-Mar—2020 50007
VERSOR _[pd-Jan-2016 4,57 [0d-Tan—2016
FENE.E [Pa-Hov-2003 .50007
Non-Direct Deposit Acct Entry & Note for 457 Life Insurance Taxinformation Type  Table #Exempt
Bank Federal FED s
ABA  0000-0000-0 Account Investment Amount Calendar Year Annual Maximums state CT F
Type = g Saving Pre-Note [ Empls Amount §  19,500,01 Other
NOTE | Holdover Amount [ |Employer Amount $ MORE

Figure 3 Before — the MORE indicator as shown in the lower right corner

== [AUC] 6441-Employee Maintenancel

Employees with more
deductions / benefits than
will fit on one screen
require a {page down} to
reveal all the codes.

ADMINS enhanced the
screen so that if an
employee has enough
codes to require more
than a single screen, the
indicator MORE is
highlighted in yellow to
make that more apparent.

Figure 4 After — the MORE indicator is now more visible

2 PAYROLL PROCESSING

ADMINS enhanced and corrected some features within the Payroll Processing steps. The direct deposit advice email was
enhanced, the Reconciliation file location is error checked when the file is created, the Labor Distribution Posting traps
control table errors, and the timesheet entry screen has an enhanced warning message. See below for details.

Ne picture
Employee Maintenance on File
Gofo Employee Number RG0SR  LYNN E MCDONOUGH Employee Attachments (12)
actons Position [EO0ZAEASUE —01 ABA TECH SUBSTITUTE 2 0f g Employee Poston Afizchments.
JAdd Code Current Tier 1
K Dekete Code Position Control: 000000
1 Centact 2 Personal 4/Add Wages. § Payroll 6 Accounting 7 Salary & Dates/Class. 9 Dearees 0 Custom U Accidents. VACA
[
[Cost Code [Effective Stop Date Table Additional Amt]start Date Stop Date Original Amt]__ Remaining Bal]Note
[F0Z0PH__[01-Dec—2021
[{57ROTH_[01-Dec—2021
5768 [ol-Dec—202L
FFLRD [ol-Dec—2021
FLTZ2IT  [01-Dec—2021 23,42
ALT26S  [01-Dec—2021 16,91
RLTEIT  [ol-Dec—2021 12,61
PLTET  [0l-Dec—2021 9,48
FLTFAM _[01-Dec—2021 27.88
ALTNDF _[01-Dec—2021
ALTG41  [0l-Dec—2021 3717
PLTSEL  [0l-Dec—2021 9,48
ALTUS  [01-Dec—2021 55.75
[DTRDEF _[01-Oct—1974 69,999.99
FED~  [2r-Apr—20L7 30,00 [2r-Apr-2017
fiF [E7-Fpr—2017 10,00 [10-Mag-2017
e |
Non.-Direct Deposit Acct Entry & Note for 2020PW Life lnsurance [ Taxnformation—Tvpe  Table #Exempt —
Bank D Bond: Federal FED  S5—— 1
ABA OD00-D000-0  Account Investment Amount Calendar Year Annual Maximums State 1A 5 T
Type Checking () Saving Pre-Note | Employee Amount § Other Tax Information Type
NOTE | Holdover Amount Employer Amount § MORE P
—— Federal FED
\ State MA
Other
gy
~

Table # Exempt

S 1

S 1
MORE

[ADM-AUC-HR-10429]
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2.1 Direct Deposit Advice Emails Subject Line [Enhancement]

An email of Direct Deposit Advices sometimes made payees think that the funds were immediately available in their
account. ADMINS changed the subject line of the email. Now the deposit date will appear in the subject line after the words
“To be Deposited...”.

w  Todday

i\_l, zeren @ ademing L oam Lwhnn Mocae B - 7000 Direct Deposit Adivice Froem Bhe COity of ADMINS MAon 1172272029 12205 FW 44 KB

Figure 5 Before — the Subject line read: “16-Dec-2020 Direct Deposit Advice...”

~ Today

[L]J theresa@admins.com Direct Deposit Advice From the City of ADMINS to be Deposited on 26-Nov-2021 Theresa Tue 11/23/2021 219 PM 137 KB

Figure 6 After — the Subject shows ...”to be Deposited on...” date

[ADM-AUC-HR-10420]

2.1.1 Direct Deposit Advice Email Wording [Enhancement]

Some email servers trigger an alert that detects personal information sent across the network. To prevent triggering these
alerts, the body of the Direct Deposit Emails sent to employees was changed by masking the first five places of the SSN
examples with ##H-###.

Your password is the first four characters of your last name {capitalized),

then the last four digits of your social security number.
001-01- The original format showing numeric data in the SSN was being
Example: JANE SMITH SS#001-01-1001 trapped by some email service providers

Password: SMIT1001

1
Your password is the first four characters of your last name (capitalized),
Example: JANE LEE SS#001-01-1002 then the last four digits of g pail security nunber.
Password: LEE1002

Example: JANE SHITH (SS# HuH-#UTED1)
Example: JANE MC KINNON ~ SS#001-01-1003 | Password: SHIT18681
Password: MC K1003 Example: JANE LEE (SS# i#tiH-H1-1002)

Password: LEE1062

Example: MICHAEL O'ROURKE SS# 001-01-1004
Password: O'RO1004 Example: JANE MC KINNON (SSH# #i#n-H#-1003) The new format masks the first five
’ Password: MC K1083 numbers with ###-## to prevent the

email being trapped

Example: MICHAEL 0'ROURKE (SS# #uu-#u-1004)
Password: 0'R0O1004

This increases the chance that employees receive their Direct Deposit Advice emails in a timely manner and helps local
system administrators by suppressing unneeded alerts.

[ADM-AUC-HR-10440]
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Human Resources

December 2021

Bank Reconciliation Setup
Goto :
Bank: & File Download Layout for Human Resources
Actons PAYROLL - CITIZENS BANK MEW Record Length 150 File Type @AsCl Ocsv
Cancel Date if Void  ®Yes ONo Orig Ck Amt if Void O Yes  ® No
Full File Path & Name g %l
1 Bank Table GO000-0000 *‘5"- sppayieit , dat | O YYYYHMDD
2 Add Bank ProcessingFile (@ Check Sufsmary File O Check Detail File
3Add ftem *s
4Remove fiem Header Line 1 T 5
5 Copy. Line 2 [ ",
& Egi List Line 3 I '
7 Download Fie s
.,

Error on File Location or Name.
Correct Human Resources > Tables > Bank Codes >
Reconciliation Layout

oK

Bank Reconciliation Setup
ot T - e
o Bank: File Download Layout for Hyman Resources
Actons PAYROLL - CITIZENS BAMK NEW Record Length fig0 7, File Type @ASCI O CsV
CancelDateifVoid @ Yes Orig Ck Amtif Void O Yes @ No
Full File Path & Name is? ol
1 Bank Table 00000-0000 hrh Sippay4dit dat, FYMMDD
2Add Bank Processing File (®) Check Summary File () Check Detail File
3Add tem
4 Remove fiem Header Line 1 [
5 Copy Line 2 [
6 Edi List Line 3 [
7 Download File

Prior to the software
update, if the reconciliation
file could not be created
because the user did not
have access to the specified
folder, the step would
abnormally terminate. Now

this message will pop up instructing the user to correct the Human Resources ) Tables P Bank Codes P Reconciliation
Layout. Contact support@admins.com to get help with setting a valid file path and file name. Tip: using the %d%t in the file
name allows creating a unique file each time the process is run, to help with finding files in history.

2.3 Timesheet Entry Warning Message [Enhancement]

= [AUC] 6200-Timesheet Entryl

Timesheet Entry
Gote. Warrant EiEee] SPfug-p0rl O2-Gep-D021 Annual 17255500 Bargaining Unit  MGMT  —TH

P Timesheet Group [TOHH_—TaWH Period  7305.65
ons Employee [O0ISE [OMote |  GARIEPY, KEITH C PerDien  £51.13
Position [IO3THIFDM-0T  TOWN ADMINTSTRATOR Daily 661,13
Hourly &2 6400

|Work Date Day |Pay Code Hours|  Days| Rate| Flat 5 Amount|SefAccount Number [Customer [Reason
[B7-Aug-2021 [Fri [IREG 1.00 | 661, 1300 561,13 | [1000-123-0000-001-00-00-51110
[30-ALz=2021 or [TREG 1,00 | #61,1300 F51,13 | [1000-173-0000-001-00-00-51110
[FT—Fua—2071 [Tue [TREG 1,06 | 681, 1300 BE, 13 | [1000-153-0000-001-00-00-51115
[PT-Ser-2021 [Hed [DREG .00 | 661.1300 E61.13 | [L000-125-0000-001-00-00-BIL10
[02-Ser-2021 [Thu DREG 1.%5 | 661.1300 526.41 | |1000-123-0000 001 00-00-51110

P —
} | | P .

[
5,25 Zdwﬂlags OVER schedulel Paid NOT EQUAL Wam: 3305, 65

Accrual Group  RDMH TOWM ADMINISTRATOR

Motes for this line | Note

Working For 000 00

1AddLine | [DAdd Range| |2 Delete Line | | 3 Reports | |4 Spit Day | |5 Replace PayCode | |6 Remove Employee| | 7Add Employee

8 Emplovee Queries || | 9 Adjust Salary | | 96/4% Spit

Added highlighting to the red
text to bring attention to the

E-w !AUC 6200-Timesheet Ent;_gl

alert (enlarged to show detail) |.. .r =

[ADM-AUC-HR-10381]

When entering timesheets and
the total amount of the
timesheet is not equal to the
period salary, the message
"Paid NOT EQUAL Salary" is not
only in red, but also highlighted
to bring attention to this
message so it is not missed.

[ADM-AUC-HR-10449]

Goto Warrant =
Timesheet Group
Actons Employee 000152 | OMote |  GARIEPT: RETTHC EET. 13
Position [TL23THHADMI-01  TOWN ADMINISTRATCR 851,13
£2,6400
[Work Date_|Day [PayCode | Hours| Days Rate] Flat 5| Amount[seAccoyft Number Customer |Reason
[P7-Aug-2021 [Fri DREG 1,00 | 661,1300 £61,13 | [1Gf0-123-0000-00,00-00-51110
[30-Auz-2021 [Mon [REG 1,00 | 661,1300 Pl 14 10008 W3 8090001 Q0051110
[FT-fuz_202L [Tue [DRER T.00 6611300 | _aa i [ 661.13 |/]1000-125 0000001 0Q 00 100 » 5
[PT-Gep 2021 [ied [DRER T.00 | 661, 4200° EE1.17/| [L000- 123 0000001 000051110 Taa,
[05-52=2021 [Tha [IREG T35 BB1. 1300 526 1 | [[000-123-0000-001-004p0-51110 Taal
A ¥,

L] /
- ¥ - r 'S
3470,93 ) Hours/Days OVER Schedule Paid NOT EQUAL Salary Salary: 3305.65
Notes for this line | Note Accrual Group  RDMN TOWN ADMINISTRATOR

Working For 000 -00

1AddLine | [DAdd Range | | 2 Delete Line

9514% Spit

3Reports | | 4 SpiitDay | |5 Replace PayCode | |6 Remove Employee | | 7.4dd Employee | |8 Employee Queries| | 9 Adiust Salary

_w Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 16
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2.4 Missing Control Accounts [Fix]

Payroll Processing P Process Paychecks P [Post Labor Distribution/Email Advices]

ADMINS corrected an issue in the labor distribution posting when control accounts were missing for a fund (for example if
using a new fund). This caused missing accounts during the labor distribution posting; however, no errors were showing on

the report.

§457-HRLABDSTERR.REP Printed 09-Dec-2021 at 11:49:19 by WENDY Page 1
——— sl Errors only
|Lab|:r Distribution Timesheet Account Err:rsl
S — appeared
CALCULATION h t.
- ; wnen postin
Transsction Warning/Error p g
Employes Date Debit Credit  SOUDCE || — e e e e e e e e e e e ] the payro” to
Fiscal Year: 2022 the GL'
2714-000-4220-405-10-00-54160 102 CVRF BUILDING SUFPLIES - FREK
000286 MINCHILLO, MICHAEL J JR 13-Dec-2021 229.04 WAGES
Error: Missing Accrued Payrocll Account
3714-000-4220-405-10-00-54160 225.04 Error: Invalid Accrued Payroll Account
@@ Errors Found and Error Report Produced
---------------------- W' Correct the Errors then Rerun this Process
Fiscal Year 2022 229.04 -

oK

Figure 7 Updated Labor Distribution to Trap Missing Control Accounts

These errors prevented posting the labor distribution transactions to the General Ledger.

With the software update, the errors are flagged in the Labor Distribution Timesheet Account Errors report and the posting
is stopped until the control account errors are fixed.

[ADM-AUC-HR-10409]

3 REMOVE TOP RECORD ON THE SALARY SCREEN [Enhancement]

The topmost |
No picture
record on the Employee Maintenance on File
salary history tab & Employee Number  PISZE  KELTH L TU Encloves Afischments (17
. A Pasition [S007TEARRTS-01 KMA TEACHER 26 PAYS 10f1 Employee Positon Attachments
can be deleted if
there is more than one 1Add Enolovee . e
P Add Pastion osition Control: 00000
record. D Delete Recorg
1 Centact 2 Persor 3 Ded/Ben 4 Add Wages 5 Payroll & Accounting ’? 2 Dates/Class. 9 Degrees. 0 Custom U Accidents. VACA
. Effective Date |Entry Date rgaining Uit [schedule |Grade] Stp| FIE| Annualsalan]  Period Salany| Daily Salary|Hourly Rate| Per Diem|Tiers |Entry User
The SyStem will deteCt that w—ﬂec—ﬂﬂﬂ T ] 1] 1110000 8048700 309565 309,57 | 72,9043 | 437 43 |1 —
. . 13-Aug—2020 |15—-Aug-2020 HTQ\ —2h [B15 1| 10 |1.0000 7451600 2866.00 286.60 | 67.5000 [ 404,98 |1
the top salary record is being 15-Aue 2019 |17-Auz 2019 TR N_26 15 (10 [1.0000 | 72345.00 2762.50 275.25 | 65.5300 | 395.18 |1
I01-Aug-2018 [21-Aug-2018 MTA [B15 1| 10 J1,0000 71806 ,00 2761,77 276,18 | 65,0400 [ 390,25 |1
deleted and pop up a (0T Aug-2017 Fo—aug&on TR iz 1110 11,0000 0E0E,00 O7.E2 076 Ge 7700 | FoeEo It ]
. [25-Aug-2016 [26—-Aug-2015 [MTA -2 .
message to remind the user F5—fiug 0Te [i-Aeo01s A 25| [AUC] 6444-Employee Maintenance X
L K ‘Pl*ﬂug*ZOlB }gfﬂugf%l& T H
[20-Aug-2015 [23-Aug-2015 MTA —2h
to check existing timesheet e =
[01-Sep-2013 [22-Aug-201d MTA -26,
rates. ‘b,gu:,gm 17,;;;,2013 EE— o The top salary record is being deleted. Check existing timesheet rates, n
[F3-Pue 2012 [vB-Puz-2012 A 26
E—Rug—zﬂll 11-Jan—-2012 MTA -2h, :
: [F5-Aue-Z011 [1-Pug-2011 TR 26
Ifa Salal’y record is de/etEd, [01-ALE-2010 [03-Auz-2010 TR =26 N
. . TE-Tlow 2003 |16-Nav-2000 TR 2%
and timesheets exist, remove [3-Hlov—2009 [15-1ov—2000 TR 26 u
the timesheet, then add it
. . . Change Reason lane change B1S st 10 to M st 11
again to bring in the new Comectad Reason
rates.
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 16
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e

The system will prompt for
confirmation of the deletion.
Click [Yes] to delete the
topmost salary record; click
[No] to leave the employee
salary as is.

Human Resources

The [D Delete Record] button
will not be available if there is
only one record; first create
an historical salary change
that is dated prior to the
topmost record.

December 2021

[AUC] 6444-Employee Maintenance

22-Dec-20207

Delete Emp#® 010926 S00TTEAARTS-01 EffDate 13-Aug-2020 Entered

Yes

Employee Maintenance

Gete. Employee Number  REBGEEl  KEITH M RYAM Emplovee Alachments (1)
Actions Position SOOWTRINTE-O1 DPW INTERM - GIS-AUTO.CAD 1 0f 1 Emplovee Positon Attachments
|Add Employee
Position Control: 000000
1 Contact ||| 2Personal | | 3DedBen | |4Addwages| | 5 Payrol If there is only a single record, the Delete Record
- button will not be "clickable". First create an

Effective Date |Entry Date Bargaining Unit Schedule  |Grade| Stp| - . -
O7F—Jor 2021 [To-Jun202l iod 0 T T 1L, historical record dated prior to the topmost record.

—

/

= [AUC] 6444-Employee Maintenanc

Employee Maintenance

-~
'mployee Number KEITH M REYAM
Position Z200WTRINTE-OL DFW INTERM - GIS-AUTO.CAD

10f 1

Add Historical Salary Change

Add Employee
Add Position

4 Add Wages. 5 Payroll

8 Accounting 7 Salary. 80|

nit |smenu|e |Graue\ Stpl FTE‘ Annualsa\ary\ Period 5al

Delete Emplayee

0T [T 1]r.0000] 17,00 | 7

[ADM-AUC-HR-10426]

4 VOID/MANUAL FIGURE PAYCHECK [Enhancement]

Human Resources P Void/Manual/Figure Paycheck P [3 Deduction Entry]

== [AUC] 6203-Void/Manual/Figure F‘aycheckl

Manual Entry-Timesheets

Maintenance Ded/Ben screen

ol Warrant ST Period 01-Jum-2021 fo O7-Jum-2021 —TaxTable— Exemptions  Gross 170,00
ctons Employee 71574 RYAN, KEITH M Fed FED2020 M Deductions 15,93
Bank Check 0000000 Date State }A M | Net Pay 154,02
Pay Period HE Figure Check UNCALCULATED BaseAdi. [] Other] - - Benefits 2.59
Vit Warrant Lt
1 Timesnests 2uaces 3 Dsducton Entry 4 Beneit Entry s Base buctets
[Cost Code [Descrintion Grdergank_[iccount e [Fdciional nformation
[DEF-0B  [OBRA 04001084 13,39 i 100 Checking [NOT_EDITAELE - % OF BASEEU
[ALTSS2  [ALTUS FAM TOWN 52 27,88 ¥ 102 Chec
[MEDT MEDTCARE 2,59 ¥ 106 B [NOT EDITAELE - % OF BASEEU
[FED2020 [FED 2020 TAX TABLES N Chec
R [STATE_TAH N Checking Saving
N | 2999 [BK__|6255623545 |® Checking O Saving
Will show cost codes from the Employee's _
_— IL Will show all cost codes

-~ Added 20-Oct-2021 By LUANN Changed by

6 dd Void |\ Morat {[& Add Emp Code [ Fosé Ay Code] | ODeicost Code Gt | | ResetAlDeds | | Pay Reaster | | Frint Check | PrntMufiok Checks | [Remove Check
BAdd Empl Code ]|~ -]AddAny Code

Figure 8 New “Add Any Code” button on the Manual Entry — Timesheets P [3 Deduction Entry] tab

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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December 2021

To add flexibility and ease of use when producing a manual check, ADMINS added this [Add Any Code] button to the
Void / Manual / Figure Paycheck [3 Deduction Entry] screen to allow adding any deduction via a lookup.

To make room for
the new button, the

d4z0 FUIE SRk A
WUo LEFERSED SED HEH
FFJC JEHTL HD 114F
FLTS IRD SCHOCL 21
FLTLE ThO SCHOCL 25

Manual Entry-Timesheets
. Waran fooooon | Parind  J1-Jur-23021 85 O7F-Jua-20EL Tax Tabla Fesmpiinns  {rmsk 170,00
e Employee [T 2. KETTH b ted FEERG B [ Ueduchions 15,53
Adtars Bank Check fivmmcn Date [ State [ F | Het Pay jl=mes
Py Pasind HE Figure Doody LACMLELLTTED Rase Af. ] it - r Fanfita z.m8
L Y
[ Viarrant List .
& Biws Sushels
fudd Table Coxl Code
|2escrickan . . . I add&anal nfarraticn
CE= qeqoqy Hequined: Bmier Cast Code | e e - o e
FLTLE FEH TN |
FELLOAFL [Fo W7 ECITARE - 2 0F 9L
FED er [y
ETaF TEH g
[IELT TETH Loakusp N\ ok Gancel Clearall fra
E [ 1 I I
L 8" Active Cost Codes ®
izl esorlption Tt

All Active Cost Codes

VM Warrant List
button was moved

ELTIE THD S0 .
T T are available from the

[Lookup]

Talnk:

BAod Woud | T Ao Masu &S Enel Caly Lot D
Add Any Code

Acbchec] 20Okt 221 By LUAK Chargu by

Figure 9 The lookup for the Add Any Code is shown

FLTIES TROD SCHOCL 52
ELTUE PR SCHOC L
o

LTS Tes GOCCL 21
HoRLUFE - RS

Rumes: Chizch

O =D SEVIC Pl Maizh: Clucka
s FIRONCL CLIseo0 i N4sRIFFISE !
Frd ERUTTARE A03E

w

Find | Search  Cancel  Help Euf

To make room for the new button, the [VM Warrant List] button was moved to just below the Actions button in the upper
left section of the screen.

Manual Entry-Ti
= Warrant EEIEINN  Period Oi-Jun-2021 fo 07-lun-2021 Tax Table—.  Exemptions  Gross 170,00
Employes P o, KETTH A feo FEmoam B [ Oeductoms 159
fetis Bank Check [0 Date smefE F C Het Pay 154.02
Py Period HE Figure Check UNCALCLLATED Base Agi. [ Omer| I I Benefits. 2,59
Wt Lt
.
e hdd Cost Code
. [Cot Coe [pssermtion
Employee Maintenance B Requircd: Enter Cost Code E
Ei- Employee Number KEITH M RYAN ng T EUITARLE - ¥ O Bseml
Actons Position [T200KTRINTE-OL DPW INTERN - GIS-FUTO.CAD 10f1 *
Lookup oK Cancel Clear All o
J Add Cod Current Tier 1 # W T ]
= % Employee Cost Codes *
K Delete Code
I’ Gode  Desoription Start Date Erd Date [Tof |
TN w
y 4 DIEDEF  DIFECT DEFUSLT o
y i I rENCRE
1 Contact 2Personal ||| 3DedBen | [4AddWaces| | SPayrol | [GAccountina| | 7Salry | [8D: ya
Toi
EEEE——
[Cost Code |Effective Stop Date [Table Additional Amt[start D aavon | 7uss ied 8 AGD EMDI COGE i any Cooe Femove Chect
[DEF-0B _[07—Jun—202L 750007 v
DIRDEF _[07—Jur—202L EEREEENE]
FEDL  [o7—Jun202L 1.45007 Find | (Search| [Cancel] [ Help | [Eef
- Aded 20-Oct-2021 By LUANN Changed by

The [8 Add Empl Code] restricts the lookup to only those cost codes that exist on the Employee Maintenance Deductions
screen.

[ADM-AUC-HR-10425]
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5 MASS TERMINATIONS [Enhancement]

Human Resources
Maintenance
Payroll Processing

Timesheet Entry

R )

Special Processing Benefit Statements

S TRl Global Change to Employees Salary
Billing and Invaicing Retirce Percentage Salary Change

ez Middletown Library Salary Change

Queries Increase Employees Steps Process
Reports
atles Retroactive Pay Processing

Lengevity Processing
Additional Wage - Amount Update
Additional Rates - Amount Update

Quarterly Processing
Year-End Processing
Module Maintenance
Degrees/Skills Adding En Mass

Employee Termination En Mass

Interfaces/Imports
Site Specific

Empl; Re Hire En M.
Help Reference Library mployee e Hire tn WMass
Employee Termination - As of a Date

Encumbrance Processing
Bond File Creation Processing

Tax Form Batch Email Process

December 2021

ADMINS added a process that selects employees who have not been
paid since a date and sets the Employee Status code and termination
date. This allows terminating employees “en-masse” that meet the

criteria.

5.1

Select the Termination Code

Prior to running the process, check to see which Employee Status Code
will be used; if there is not an appropriate code, create one using.

Human Resources P Tables P Employment Status P [3 Add New]

While this example uses “MT” for the code and “Mass Termination” for
the description, each site can set their own code.

5.2 Run the Mass Termination Process

Once the code to be used is known, from the menu, select:

Human Resources P Special Processing? Employee Termination — As of a Date

e Enter the Date the employees have not been paid since. (This will be used for the termination date set on the

employee record.)

e Set the employee status code. This example uses the code “MT” with a description of “Mass Termination”.

B Task 6912: Employee Termination - As of a Date

Employee Termination - As of a Date

Required: Terminate Employees Not Paid Since [mmddyyyy) [RTITIT B

Required: Set Employee Status Code

|Mass Termination

Run as @ preview O Print
If Printing use Duplex @ ves

OPDF O Excel

O No

OK Cancel Clear All
&
File Edit Format Options
Courier New ~[[e <] Blz|ufm-] =] =]

@ The process will not run from the [8

Dates/Class] tab of the Employee
Maintenance screen. Move to another
screen to run the process.

The system will produce a report
of the employees that meet the
criteria. Review the report, and if

Terminate As of Date: 30-Jun-2021
New Termination Date: 30-Jun-2021

New Emﬁlci'mem: Status: MT Mass Terminaticn

1
Employee Termination — A3 of a Date

Eap#  Name

Pogiticn Deseriptien Hire Date

Last Paid

TE01BOLDETL-05 BOLICE DETRIL
T421DPWDIR -01 DPW DIRECTOR

S00SAEASUE -01 ABA TECH SUBSTITUTE
S00SABASUBS-01 ABA TECH SUBSTITUTES - T
T210BOLDET -01 B

000092

THE ESTATE O DETECTIVE 29-Dec-1993
KARE

N/TOWN MEETING WO 01-Dec-2020
01-Jan-2010

BATROL OFFICER
PATROL OFFICER  26-Apr-2021
DETAIL 29-Nov-2017
01-Jul-1993
25-Sep-1995
04-Nov-2016
CLERK 14-Dec-2020
07-5ep-1993
01-Jul-1937
14-Dec-2005

15-5ep-2010
R 11-3ug-2020
RK - POLICE 31-May-2016
TL37ASRADMN-01 ADMINISTRATIVE ASSISTANT 16-Aug-1993
T610LIBTECH-01 LIBRARY TECENICIAN 22-0ct-1992
TL71CONCOMY-01 CONSERVATION ADMINISTRAT 17-Sep-2015
S00ITEASUBS-01 SUBSTITUIE TEACHER 01-0ct-2003

001267 FARRINGTON, LYNN
001272 CLINEFF, MARIE
001308 DELUCA, KRREN A

25-Mar-2021

10-|
10-| Mass Employee Termination as of a Date
10-
10-

0 @ - ) Do you want to post these terminations?
20- @Y Click vESto Post
" Click NO to Abort

PN

11-Sep-2020

the employees listed should all
be terminated, click on the [Yes]
button. (To cancel, click on [No],
no changes will be made).

Once the mass terminations are
posted, the date and reason will
be stamped on each affected
employee’s record on the [8
Dates/Class] tab of the Employee
Maintenance screen.

Figure 10 Employee Termination as of a Date report

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources December 2021

== [AUC] 6445-Employee Mainlenancel
No picture
Employee Maintenance on File
Gote. Employee Number KEITH 5 BUSSEY Employee Attachments (14) ,
Actions Position 992RET 109501 RETIREE ACA 1095C REPORTING 30f 3 Emplovee Positon Attachments 4 3
| Add Employee
P Add Position Terminated 01-Now-2021 Position Control: oooooo
1 Contact 2 Persenal 0 Custom U Accidents WACA
Each emp_loyee — — ’
record will be
i oth.. .. '
stamPed_wnh the om. - —
cassificaons  Empiod ~ t@rmination date ien Other Date #9
Employ urance reporting Other Date #10  —
=o=] and reason on the \
EEO Enf Termination Date 1-MNov-2021
toe] [8 Dates/Class] tab X 2
Accrual Reason
Mass Termination

[MDT-SUP-SAPLAUC-2074]

6 QUARTERLY REPORTS — 941 [FIX]

ADMINS changed the 941, quarterly, and multiple worksite reports to go outside of the reporting period to get payroll data
from the 12th of the month. When a site has multiple worksites, like a Town, they are required to provide dollars by
category (worksite). The city or town is also required to provide who was paid during the 12th of the month for each month
in the quarter.

In one case, employees were paid on an October check for the September 12, 2021, work date. ADMINS updated the
process to provide the count from the October paycheck but the dollars from the July - September 2021 paycheck.

[MAN-SUP-SAPLAUC-772]

7 YEAR END PROCESSING-W2 & 1099R

ADMINS updated the W2 and 1099R form backer instructions per the IRS specifications and improved the process for
printing single corrected forms at year end.

[ADM-AUC-HR-10436]

7.1 New Button for Printing a Single 1099R Form [Enhancement]

== [AUC] 6535-Review 1098 - RFormsl . .
T Y— Occasionally a form will need to be
o Entity [ 1099R test Employee # pro3ia corrected .
LD 1Gross Distribution
PAYER Regional School District 62856, 22
AR, 1 01EeT e e The new single form print button will print
e s * eomnen ot itrbuton the form even if the form is usually emailed.
R PAYER Identification Number | RECIPIENT Identification Number | 3 Capital Gain (included | 4 Federal Income Tax
| FECPE iy moon ‘i
2 Print Single Form\ Clicking the I R |
5 Employee 6 Net Unrealized
et L 1 soLero ppreciton step will issue a message if there are no
EATRIDSE, 1 C213 T | e | forms to print (if the selected forms are all to
iz ; .
be emailed).
Added a new button to the omamaon | conmators )
review screen for printing a *
Single form 12FATCA 14 State tax withheld 15 State/Payers state no.| 16 State distribution When Correcting a form’ be Sure to provide
13 Date of Payment | 17 Local tax withheld 18 Name of locality 19 Local distribution the corrECtion to the IRS'
-- Added By Changed by

[ADM-AUC-HR-10384]
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Human Resources December 2021

7.2 W2 Processing — Issuing A Corrected Form [Enhancement]

The W2 steps menu uses the success flags
on prerequisite steps before allowing the

W2 Processing

Description Date Start End Success
Reset W2 Menu 29-5ep-2021 15:29:51,69) 15:29:51,63 user to proceed to the next step. For
W2 Entity Table: 29-Sep-2021 15:30:00,23 15:30:00,23 . .
Build W2 File 259-Sep-2021 15:30:20.76/ 15:32:56.72 example, the [Print W2 Forms] & [Email W2
W2 Audit Report 29-Sep-2021 15:41:53,30 15:41:55,23 Forms] steps are prerequisites to the
Review W2 Forms 29-Sep—2021 15:52:141,25 15:52141.25 EIectronic F|Ie creation steps
Print V2 Forms 05-Mov-2021 09:37:51,44 09:37:56,37
Email W2 €ormk 08-Movy-2021 14:34:02,99 14:34:24,94 ADM]NS enhanced the process to enable
Eederal W2 FiE a user to skip the email W2 forms
CT W2 File \| Email W2 Forms step when doing a corrected W2.
— When issuing a corrected form,
@eYy ssuing a Corrected Form Only? i i H
cave I‘-\_ _,-'I ChooseYesto Sl_(IP this step and continue to the Federal W2 File once the form Is prlnted’ the emall
Click Mo to Email the Forms forms Step W|” pop up a prompt'

allowing the step to be skipped.
Continue with the creation of the

e | Ne | Federal W2 electronic file.

[ADM-AUC-HR-10343]

8 1095C - ACA STEPS MENU [Enhancement]

ADMINS made changes to forms per IRS statute and enhanced some of the features found in the steps menu.

8.1 Steps Menu - Corrections to Forms [Enhancement]

Prior to the software

1095 Processing update, the dates and
Goto Baleh 000013 - - - - success flags were cleared
atons _ Notice that the Email step time stamp is he E il h h
Dsscipten 12:02; the Edit and Print steps are time on the Email step when the
Payroll W2 1095 C stamped 12:19 and 12:20; the Email step Print step was run.
Bmmmﬁ:ﬂl\'fﬁ;‘::&Carem retained the time stamp from the previous run Changing a single form and
1 Baten ACA 1095 Audit Report To-Nou 2021116 126 104 . 7ATIE 136115, printing it required running
Build 1095 File 12-Mow—2021 16:36:38 .83 16:36:50,82 the unneeded ema” Step
Edit 1095 Work File 02-Dec—2021 12:19149.91 12:19:50.72
Print 1095 Forms 02-Dec—2021 12:20:47 93 12:21101.04 ADMINS changed the steps
Email 1095 Forms 02-Dec-2021/ 12:02319,82 12:02:52,93 menu to allow a changed
- form to be printed and an
Generate IRS Export File .
updated IRS file be created

v o | without running the
[Email_1095_Forms] step.

Changing a form does require that the [Generate_IRS_Export_File] step be re-run.

[ADM-AUC-HR-10344]
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8.2 Payroll 1099R 1095-C Step (Entity Table)

December 2021

== [AUC] 6482-Payroll 1099 - R 1095 - C|

Payroll 1099 -R 1095 - C

Goo,

7 EditList

1 Payrol W2 2 Payroll W2 ACA 3 Payroll 1095-R

entity N Descripion [oun of ADMINS Fire District @®1099R Ow-2
Actions
Name  fToA Fire District
Address1 19 LEWLS WHARF
Address 2
U Address 3
City  [BOSTON Phone (617} 494-5100
e State @ Zip Code (Z110-3927 Fed TaxID  [0d1234564
elete Entity County [ State TaxID  [341234564

New button to
return to the
1095 Menu

1094.C Line 22 (select all that apply):

C. Section 4980H Transitional Relief []  D. 98% Offer Method

1095.C Line 14 Overall Value: Al 12 Months Jan Feb Mar Apr
[E or [ ™ I~ ™~
Jul Aug Sep oct

- - I~ -

<

SR ContactName  LUANN HOORE Phone  [(617) 434-5100 B4 [
ExportFile Path  [:haduhows'transfer
91095 Menu Transmitter Control Code Bz Plan Start Month |57
Coverage Offered to Employee
Spouse HSAPlan ]
Dependents HRAPlan [] (OEmployerZip Code () ResidentZip Code

A Qualifying Offer Method B. Qualifying Offer Method Transitional Relief []
O

Coverage is Provided Through a Self-Insured Plan? @Yes ONe  Employer Affordability Safe Harbor [ Annual %[ 9.78
Federal Poverty Line (FPL) Amount

Prior to the software
update there was no
button to explicitly return
to the 1095C Steps menu

from the

Payroll 1099R - 1095-C
screen.

ADMINS added the

button to allow easy
navigation when
returning to the 1095C
Steps menu.

Figure 11 New Button to Return to the 1095 menu from the 1099 R 1095C entity table

8.3 Edit 1095 Work File

Prior to the software update, when adding an employee
from the [Edit 1995 Work File] screen, if the system
found no covered individuals for the year, the process
would stop without indicating why the employee was not
added.

Now, if an attempt is made to add an employee for
whom there are no covered individuals, the system will
display this pop-up message:

[ADM-AUC-HR-10357]

Employee not added te 1095 werk file. Review Employee ACA Tab
Check Covered Individual dates. Add Cancelled

[ADM-AUC-HR-10362]

8.4 1095C Forms — Line 14 Codes “1T” and “1U” [Statutory Change]

The IRS added new codes “1T” and “1U” for Part Il, Employer Offer of Coverage, line 14. ADMINS updated the instructions
on the back of the form with this change and others per the IRS specifications. The new codes impact what is shown on
Lines 15 and 17. See the Instructions For Forms 1095C. HRA is the acronym for a Health Reimbursement Arrangement.

1T. Individual coverage HRA offered to employee and spouse (no dependents) with affordability

determined using employee’s primary residence ZIP code.

1U. Individual coverage HRA offered to employee and spouse (no dependents) using employee’s
primary employment site ZIP code affordability safe harbor.

[ADM-AUC-HR-10357]
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Human Resources

8.5 Entity Table Changes

E AUC] 6481-Payroll W2 1095 - Cf

Payroll W2 1095 - C

fTOWN OF ADMING QO1098R @W2
> P Y e B T Y R

Entity Il Description
o

4 Payroll

1 Payroll W2

Contact Name LUANN_ MOORE

Phone  [(E17) 494-5100 Edt P115
Export File Path [ "AC_Tevelopnent \aduhane'TransferACA
Transmitter Control Code fvzzz Plan Start Month |7
Coverage Offered to Employee
Spouse HSA Plan
Dependents HRAPIan [J (O EmployerZip Code (O Resident Zip Code
Coverage is Provided Through a Seftinsured Plan® ~ @Yes ONo | Employer Affordability Safe Harbor BG Annual %[ 9,83
1094.C Line 22 (select all that apply): Federal Poverty Line (FPL) Amount [12880,00
A. Qualifying Offer Method O B Qualifying Offe ]
C. Section 4980H Transitional Relief []  D. 98% Offer Method

1095-C Line 14 Overall Value:
All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
L1 i e i s e i el e el

1095-C Line 15 For Codes 1B,1C,1D,1E,1J 1K, 1L,1M,1N,10,1P,1Q,1T or 1L:
Employee Share of Lowest Cost Monthly Premium for Self-Only Minumum Value Coverage
All'12 Months Jan Feb Mar Apr May Jun’ Jul Aug Sep Oct MNov Dec

or | 179,64 | 179,64 | 173,64 | 179,64 | 175,64 | 179,64 | 172,73 | 172,73 | 172,73 | 172,73 | 172,73 | 172,73

-- Added 12-Jan-1999 By MUPDEV Changed 08-Dec-2021 by ANTHEA

Figure 12 Payroll/W2 1095C Entity Table Update Screen

8.5.1 New Line 15 Codes

December 2021

For calendar year plans using
the FPL affordability safe
harbor, the required
employee contribution is not
to exceed this percentage of
the Federal Poverty Line
amount. See Federal Poverty
Level (FPL) - HealthCare.gov
Glossary | HealthCare.gov.
If Employer Affordability
Safe Harbor is “2G”, a
Federal Poverty Line (FPL)
amount must be entered.
The FPL amount is $12,880
for Tax Year 2021. See
Employer Affordability.

These new Line 15 codes “1T” and “1U” are shown on the Entity Table in Figure 12 and are described in section 8.4 above.

8.5.2 Safe Harbor and Federal Poverty Line Changes

Update the Employer Affordability percentage on the Payroll W2 1095C Entity Table and the Payroll 1099R 1095C Entity
table. See Figure 12 above. See also Federal Poverty Level (FPL) - HealthCare.gov Glossary | HealthCare.gov.

8.6 Bargaining Unit Table

== [AUC] 6483-Bargaining Unit - Affordable Care Act|
Bargaining Unit - Affordable Care Act

Goto.

Bargaining Unit Police Administration

Actions

7 Summary

1 Cost Codes 2 Holidavs 3 Longevity Pay 4 Retroactive Pav 5 Salary Sched 6 Other Info Benefit Statements &ffordable CareAc
Z Edit List \‘
. e I Ovoride EpfmTeble b ] 0 e aa e RSO
I I i I
<1095.C Line 15 For Codes 18,1C,1D,1E,1J,1K,1L,AM,1N,10,1P,1Q,1T or 10, _—>
All1Z Months Jan Feo Mar Apr May Jun
| or | I I I I I
Jul Aug Sep Oct Nov Dec
I L [
Employer Affordability Safe Harbor B Annual %
Federal Poverty Line (FPL) Amount

Figure 13 Bargaining Unit Table — if using, must fill in Safe Harbor, Annual % and FPL fields

ADMINS will install the
Entity Table as shown in
Figure 12 above. Since each
site has their own
Bargaining Units, it is the
responsibility of the site to
update the Bargaining Unit
Tables that are used for
ACA.

These new Line 15 codes
“1T” and “1U” are shown on
the Bargaining Unit Table in
Figure 13.
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Update the Employer Affordability Safe Harbor Annual percentage on the Bargaining Unit Table ACA Tab (if using a

bargaining unit table for ACA). See the instructions in section 8.5.

8.7 Error Creating the IRS Manifest File [Enhancement]

[ADM-AUC-HR-10445]

If there is an error when creating the IRS file, the system will pop up this
message:

Generate RS Export

PN
]
k. "

Error Creating IRS Manifest
Contact Support
Export terminated

Please contact support@admins.com immediately so we can investigate.

8.8 Employee Added at Year End

[ADM-AUC-HR-10378]

Employees who are onboarded at the end of the Calendar year and offered coverage this year, but do not accept coverage

until the new year, should get a form.

“On advise of the IRS employees

that start at a City or Town late in

the calendar year and don’t start or
decline coverage until the new year
should also receive a 1095C from
the City/Town”

In this example the employee
started in November and they
were offered coverage in
November but do not start
coverage until January of 2022.

Reporting Entity #1 1 #2 #3 #4
or Reporting Bargaining Unit | - [ - [ - [ -
Dates: ACA Offer Start/End D1-hov-z0z1 [ | [ [ [ [ I
ACA Reporting Start / End 51—15.—.—2022 [ [ [ [ [ [
ACA Full Time Start /End [11-Hov—2021 | [ I [ [ [ I
ACA Coverage Declined
vered Individuals: First line must be the Employees information
e FirstName Middle Initial Last Name Suffix SS# Birth Date Coverage Stat  Coverage End
11 KEITH F MOORE J P9-Mauy-1956 #1 P1-Jan-2022 |
w [
. L0120
o 1095-C Employer-Provided Health Insurance Offer and Coverage )
Department ofthe + Do not attach to your tax return. Keep for your records. O voip OMB Ho 1545 2251
Treasury * Go to www,irs.g r and the latest infc i O CORRECTED EDEI
m Employee ‘Appll‘cable Large Employer Member(Employer)
— — — - —
WEmployee Offer of Coverage Employee's Age on January 1: Plan Start Month (Enter 2-digitnumber): 07
AR1ZMonths | Jan Feb Mar Aot Way June July Aug Sept Odt Nov Dec
14 Offer of H H H H H H H H H H 1€ 1€
Coverage (enter
required code)
15 Employee $17273 $17273
Required
Contribution (see
instruciions )
16 Sections 4980H 2A 2A 2A 2A 2A 2A 2A 2A 2A 2A 20 20
Sate Harbor and
Cther Relie (erter
code, it applicatie )
17 Zp Code 02110
For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat Mo. 60705M Form 1095-C (2021)
00320
Form 1085-C (2021) Pag 3
LA covered Individuals
If Employer provided self insured coverage, check the box and enter the information for each individual enrolled in the coverage, including the employee O
(a) Mame of covered indicuss) ®)SSNor  fe) DOB(1SSN or ofher | {d) Coverest fe) Monins of Coverage
First Name, misdle initial, last name other TIN TIMisnot avaiable) | all 12 monthss jan Feb ar A May July Bug Sep od v Dec
o (m] o oo a oo o o O O O
[m] [m] O[O [0 a of[o g [m] o[ o [m}

No month is checked as they did
not have coverage during the
Calendar year 2021.

[ADM-AUC-HR-10445]
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9 ATTACHMENTS [Enhancement]

ADMINS changed the error checking on attachments to limit the check to \\tsclient\C, so the system will prevent the
attachment if a user tries to attach a file from the C drive of their local PC. If they are attaching to another mapped network
drive shared from the local PC, the attachment will be allowed. System Administrators can minimize attachment loss by
ensuring consistency in drive letter mapping; for example, push the drive mapping out via group policy for all users of AUC.

Please see the September 2021 Release Notes for a list of the modules and screens this change will impact.

[ADM-AUC-SY-8225]

10 HELP REFERENCE LIBRARY

The following new or updated documents added to the Help Reference Library:

10.1 New or Updated Documents

e  Payroll Processing HR-380 Emailing Direct Deposit Advice
e Special Processing HR-475 Mass Terminations as of a Date
HR-495 Correct Invoice Customer Number
HR-585 Leave Balance Update Screen (Adjustments & Transfers)
e Year End Processing HR-630 W2 Year End Training Slides
HR-640 IRS Instructions for Forms W2 & W3
HR-645 IRS Publication 15 (Withholding Tables) in Circular E
HR—-647 IRS Publication 15B (Fringe Benefits)
HR—648 IRS Publication 15T (Federal Tax Withholding Method Instructions)
HR-660 Instructions for Forms 1099R
HR-670 1099-R Year End Training Slides
HR-680 IRS Instructions for Forms 1094C & 1095C
HR—775 1095 / ACA Step Menu Process

[Updated]
[New]
[New]

[Updated]

[Updated]

[Updated]

[Updated]

[Updated]

[Updated]

[Updated]

[Updated]

[Updated]

[Updated]
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