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9 ADMINS Unified Community Release Notes — Version 22.4
Human Resources December 2022

1 Employee Maintenance [Enhancement]

Added the “Preferred Pronoun” and “Preferred Name” fields to the first screen of the
employee master file. Sites could use the user-defined fields on the Dates/Class screen
but this will be more readily apparent to the user viewing the employee record.

Human Resources P Maintenance » Employee Maintenance

== [AUC] 6439-Employee Maintenance
)
No picture
Employee Maintenance on File
&
Goto... Employee Number E KEITH HORM Employee Attachments .
AErTs No Active Positions Emploves Position Attachments
| Add Employee ¥ Emplovee Notes No text available Current Positions Q00 =00
P Add Position 0 All Positions. Q00 =00
1 Contact 2 Personal 3 Ded/iBen 4 Add Wages 5 Payroll 6 Accounting 7 Salary & Dates/Class 8 Degrees 0 Custom U Accidents. WVACA
First Mame Middle Name LastName Suffix Gender Birth Date S55# Previous Mame
KEITH [ HORM ® Male (O Female () Non-Binary | [001-10-1001 RETIRED 10-22-97
Residential Address Employee Contact
House# 95 Street  MAIN STREET Unit Phone #1 [{000) 0000000 Type [
Address [35 MAIN STREET Phone #2 [{000) 0000000 Type [
[ Phone #3 |(000} 000-0000 Type l_
Email [
City CAMERTOGE State M Zip 021360000 DD Email [] TestDate Test
Electronic Form | Send Date Consent Date
PTG T T S S f YO SR e

Figure 1 Before — no “Preferred” fields were present on the [1 Contact] screen

== [AUC] 6439-Employee Maintenance [theresa]

Employee Maintenance

Gott
ot Employee Number 071515 LINCOLM M COWELL Emplovee Attachments (1)
Actions Emplovee Position Attachments
1Add Emplovee ¥ Employee Notes. No text available Current Positions  SOOSTUTTUTR-01 TITLE 1 TUTOR 1.0000
P Add Position O All Positions 000 =00
1 ct 2 Personal 3 Ded/Ben 4 Add Wages S Payroll 6 Accounting 7 Salary & DatesiClass. 3 Dearees 0 Custom U Accidents VACA
First Name Middle Name Last Name S5#% Previous Name

LINCOLN H COWELL j01-10-5464 |

O Male (O Female (@ Non-Binary
Preferred Pronoun fthey/them/theirs

Residential Address Preferred Name Lin
House# 2 Street | OCUST DR [ Ve C Cell

Address P LOCUST DR WO 000-0000 Type [
I Phane #3 [{0007 000-0000 Type [
[ Email [
City [CAMERIDGE State MR Zip 021350000 DD Email [] Test Date 04-Sep—2022 | Test
Electronic Form | Send Date ConsentDate [
/“-___/,' B N e P B T Y | Vi WUy

Figure 2 After — new fields for Preferred Pronoun and Preferred Name

[PCS-SUP-SAPLAUC-695]
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ADMINS Unified Community Release Notes — Version 22.4
Human Resources December 2022

2 Cost Code Edit List [Enhancement]

Before the software update, the vendor and remit numbers were not available on the cost code edit list. ADMINS added the
columns to the Excel® version of the edit list. To see the new values on the report, from the menu, select:

Human Resources P Tables P Cost Code Table P [7-Edit List]

== [AUC] 6430-Cost Code Table‘
Cost Code Table
Goto.
: The vendor name and
3 Description Code 4 Paycheck Category Status A
Actions e Tractive t b h
OLEENS |MEDICARE BEMEFIT - CONWERSION IFE HEDICARE Tnactive remit numboers have
Summary-Benefi St GZBENS__|CONVERSLON - CAR ALLOWANCE [cAR CAR ALLOWANCE Tnactive ®
BOB0PH__[ELECTION HORKERS 2020 SPECTAL CODE [EOS0PH__[2020 ELECTION WORKERS ADJUSTFENT Tractive been added to Excel
& Add New 957ROTH_|457 ROTH SHART PLAN [FOTH __[ROTH (NDN DEFFERED) Active )
95758 |VOL DEFERRED SEC BEN [ |DEFERRED COHP Rctive version 0n|y_
AC-COL2E [COLONTAL £9423934 ACCILENT IACE [ACCTDENT TNSURANCE POST TR Active
RCCFFL_|FFLAC ACC PRE TAR [ACC_PT__|ACCITERT PRE TAN Active
ACC-COL_|COL INSURANCE EG236846 ACC POST TAK lACC ACCIDENT INSURRNCE POST TAK Active
9 Emp By Code AP0 |AFLAC DENTL M 111F [E ENTAL Active
I [FIF_FUND SERV. AT [AFAULTIES Tnactive AlWayS choose the
Category Tables LT ADM_|ALTUS SCHOOL ADHINISTRATORS FAMILY I I Tractive ® . .
0 Paycheck Active Excel Optlon to view
W Beneft Statement - £630: Cost Code Listing x Active L. )
Cost Code Listing EE this information.
‘Category Reports Active
X Pavcheck Select Statl A @ Only Active O Only Inactive Active
¥ Benefit Statement Active
Active
Z Restrict To Run as O ppF Active
Rctive
Lookup OK & Cancel Clear All
Read
g9 B CostCodeList_6630_1xmi - Excel D Search (Alt+Q) @ m - 0
Fle  Home Insert  Pagelayout  Formulas  Data  Review View  Help & Share ~
8016 - £ | ALTUS DENTAL 7277-0002 v
A B C D E F G BM BN BO
1 Code Description Benefit Category FlatAmt Pretax Order# Vendor Remit Vendor Name
2 |45TROTH 457 ROTH SMART PLAN ROTH  ROTH (NON DEFFERED) 000 N 10522469 1 GREAT-WEST RETIREM SVC-WELLS
3 |457SB VOL DEFERRED SEC BEN DC DEFERRED COMP 000Y 105016896 "1 SECURITY BENEFIT
4 AC-COL26 COLONIAL E4433934 ACCIDENT ACC ACCIDENT INSURANCE POST T, 000 N 0'001823 03 COLONIAL SUPPLEMENTAL INSURANC
5 |/ACC-AFL AFLAC ACC PRETAX ACC PT ACCIDENT PRE TAX 000Y 0009629 1 AFLAC- DISIDENTAL GA
6 |ACC-COL COL INSURANCE E8236846 ACC POSTTAX ACC ACCIDENT INSURANCE POSTT, 000 N 0%001823 04 COLONIAL SUPPLEMENTAL INSURANC
7 |AFLND AFLAC DENTL ND 111F DE DENTAL 000 N 0'009629 01 AFLAC- DIS[DENTAL GA
8 |ALT ADMF ALTUS SCHOOL ADMIN FAMILY DE DENTAL 5687 Y 102013349 1 ALTUS DENTAL 7277-0002
9 |ALT ADMS ALTUS SCHOOL ADMIN SINGLE DE DENTAL 1929Y 102"013349 01 ALTUS DENTAL 7277-0002
10 ALT21I ALTUS IND SCHOOL 21 DE DENTAL 2388Y 102'013349 01 ALTUS DENTAL 7277-0002
11 ALT26S ALTUS IND SCHOOL 26 DE DENTAL 1929 Y 102013349 1 ALTUS DENTAL 7277-0002
12 |ALT411 ALTUS IND SCHOOL 42 DE DENTAL 1286 Y 102"013349 01 ALTUS DENTAL 7277-0002 ]
Hresteod @ Kl 10
Ready 7 Accessibility: Unavailable ii] 0 -+ e

Figure 3 Added columns BM — BO for Vendor information to the Cost Code Edit List (some columns hidden)
[ADM-AUC-HR-10572]

3 Billing and Invoicing — Inactivate Batch [Fix]

Before the software update, it was possible to inactivate a batch that contained records. Now, if you try to inactivate a
batch with records, the system will not allow Inactivate Record option to be selected.

== [AUC] 6378-Batch Entry
Batch Entry
Goto.
Batch Batch Type Edit Note
Pay Trx Date  [01-Tec-2022 (@ Receipt [No text available
A} O Adjustment
Inactivate Record . b=
Add Batch
Delete Batch Expected Amounts cash Entered Amounts Balance
Last Batch CD:I':::( 255,20 -255.20
 Reset Entered Amounts Total Entered 255,20 -255.20
:“m 5 [frans® _ [invoice Number _[Line Emp Name [Transaction [_ Cash | Check | other ||
|_%02 [00007639 Iz }ﬁssm? I | 255.20] | Edit
[ | [ [ [ [ | | |
The Inactivate Record option is not available because the batch contains
entries; remove the records before inactivating the batch

[ADM-AUC-HR-10590]
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9 ADMINS Unified Community Release Notes — Version 22.4
Human Resources December 2022

4 Year End Processing

At year end, we make changes to backers per the IRS, and have also made some enhancements to W2 and 1095C ACA
processing, described below.

41 W2 Reprints [Enhancement]

Human Resources P Year End Processing » W2 Processing b Review W2 Forms

Before the software update, the system would not print a W2 for

Review W2 Forms |
= ey B Tow CF FOS proores By an employee who had opted for an emailed W2.
ctiens b Employer identification numbser (EIN) 1 Wages, tips, other compensation
01234567 920.00
T e s Now, the W2s marked for emailing can be reprinted from the
o, o} Review W2 Forms screen. Select the entity and employee
= 7 Socl secrr f( number, then click on the [2 Print Single Form] button.
t‘ 2 Print Single Form Hnmmmnm o \
Envimosstame 1 Neomnd s ﬂ The W2 will be displayed on the screen, ready for printing. Do
| . . .
SApT—— st R sy ’/ this only if the final attachments step has not been run.
[S—— o !
< Forn uill be snailed to ) ’1
_— — ——— L...AJI
[ wz . admCre - a x
,.3;; a [7] CICNE 2w - “CavaTaL RERORTY

T i P13 o o 0080 6 [ et

THEWG

Z Vi Copy C—| T
wes es 058 g e e DD v e i (e horos io Empiapea on the bacx of Copy B) ranWe2 1545 0008
7 N T e o i T W T
041234567 590,00 34.19 990.00 34.19
3 Soci sacerty s T Sooatssay e ~ Emplopars sl sy ks |3 Socal ety et S ety oS
0.0 0.0 #es_es_1055 0.00 0.
3 Ve wanes o P o= TS Thadeas weps andvon & T
390. 1136 041234567 950.00 | 14.36
+ Erpos nama, sdtiess wa TP code < Empiopars name. acvs ana 2P oo
TOWN OF ADMINS TOWN OF ADMINS
219 LEWIS WHARF 215 LEWIS WHARF
BOSTON, MA 2110 BOSTON, MA U110

& Cantroirmeer
TOWN TOWN 000159

Thea lemation 1 bng furisod 1 o Inlamal Racorus Serace & Comrairumer T st s bang e shes s . o Asvars Ganes. Fyou 212
requiud o 02t roham, 3 nuglgunsca psnaly o sche saeckn ey b

impoed on you s ncomesmaratie v you il reper

TOWN TOWN 000189

R o e ET e s e e
KAREN MBOYAN KAREN M BOYAN
38 LAKESHORE DRIVE 38 LAKESHORE DRIVE
CAMBRIDGE MA 02138 CAMBRIDGE MA 02138
¢ Emplopa's ackbuas nd 26 e + Enoyees actiess nc 2P coe
7 Soonl wortyton W Ao a T Sooal ey e ‘n pe— 0
0.00 | 0.00 0.00 0.00
0 Dupsncet cars banaiis |n Hengalded plans 22 Ser netractons for Bos 12 10 Dsponens cars banstis r| Nonguaified plans li2a See insuctions for Box: 12
0.00 0.00 : 000 0.00 o H 0.00
EQp—r— S T GanoyEmpops | W Goar 5]
0.00 H | 0.00 o 0.00 ‘3& | 0.00
- 0.00 = pe—— 0.00 !
H | 000 o : | 0.00
o0 s ThirPary Sk 000 =
TirsPany Sea Py i Pary kg h y
o 000 H 0.00 o 000 i | 000
ot | Empioyrs e D mamber WG St wagea 178 WE 7 Sote mcome ax TESiae [Emioyrs e 1D rumber |16 St wages 1 ic T St meoma
MA| 041234567 990.00 42.00 MA | 041234567 950.00 4200
0.00 0.00 0.00 0.00
18 Loca wages tiEs atc 9 Local income tar. (28 Locaiey nama 6 Local wages. tps, thc 19 Lowl come tax 2 Localty rame.
. , 0.00 0.00 a.00 0.00

If the attachments step has been run, go to the employee master file, click on attachments, and reprint the W2.

ST r——— =
No picturs
on File
o “Emplwee Number REE KAREN M sman] E ® Lo Employes Mumber  REEEER 45PN M D01
po o

1201 Erplyee ¥ Englayee Neses [—‘;..,...,.w Curront Posiions 1 162TRHPOLL. ZAARA
Paga Feston | om0

2. Go to the attachments

Gl | 2Personal || 30wd0en | 4AdsWonen || SPwrod | Saccowing || 7Seuey |18OutouCiuss | 9Doween tab to print the form e [ zrever | none [T eaarmean . sreex [ srccesel Tacwr: Naoemthe

Fusthiame ks ame Lastame Sum Gendse e
e L) 1-Fab-1947 1-10-1085 PETIRED (2-28-08
1. The Consent Date indicates

Residontial Addrass | that the form is an Emailed form.

Houses [ 55 _stest

Adoress 55 L - 57 Tiwe £ call
I Emall  Rheresadoc -
oy  RERRE  sam f~ 2 fzi DD Emall Test
Electronic Form | Send [Date Consent Date [01-Nov-2022

“ S~ — — —

View & Print the W2 or Email
it via the secure, encrypted
Email method

N

[ADM-AUC-HR-10346]
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4.2

Human Resources

Human Resources P Year End Processing P W2 Processing P

December 2022

Export File Step Email [Enhancement]

Federal W2 File

ADMINS added the full UNC

[PLUTO22-AU] Federal W2 File has been run

luann@admins.com
To Esupport

'_'i'.‘ We removed extra line breaks from this message,

X 1 2 3 4

The email re: the creation of the W2

file now includes the full path name

to make it easier to find the file when
sending to the IRS

path name to the email to
make it easier for the user to
retrieve the file when it is sent
to the IRS. Before the software
update, the email showed:

User LUANN on 30-Now-2022 @ 09:14:51.77

ran Steo. i
< d:\auc_development\admhome\auc\HRMOD\mis\lis\w2disk_2022_1.txt
T —————

FRECTeve S0 Taski o oda

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

“*Username* ran Step Process HRW2PROC Level 60
Task# 6,048 has been run”

This change applies to both the Federal W2 and
1099R files.

Figure 4 The Federal W2 file email sample is shown; a similar email is sent for the 1099R Export File Step

4.3

1095 Processing

Batch 002022
Description Date Start End
095 17-Mow-20221 12:22:56.94 12:22:56.94
17-Mow-20221 14156142, 16 14156142, 16

Reset 1095 Menu
Payroll W2 1095 - C
ACA Filing Table
Bargaining Unt - Affordable Care Act
Reset Employee ACA Dates.

ACA 1095 Audit Report 17-How-20221 12:23:38,60 12:24:05,71

Edit 1095 Work File

17-Hoy-2022 123126113, 16 12:25:34.07
17-Hoy-2022 12344 110,66 12:4d4:11.43

Print 1085 Forms
Email 1095 Forms.

17-Hou-20220 12196114 ,98 12:26:28,13
17-Hou-20221 13132156, 14) 1313312087

Generate IRS Export File 17-How—2022 14317 :05,23 14:17:48,15

Enter Original Receipk# on ACA Filing Table | Hov—2022114:41:15,57 14:41:14,49

Generate IRS Corrections Export

ETTET COTTECHONS ReCeiDre Of S FMng Taoe

Save 1095 Forms as Emplovee Attachments/Archive

Success

[ADM-AUC-HR-10482]

ACA 1095C Processing Steps [Enhancement]

A challenge with “once a year” processing is
remembering all the steps required to
accomplish a task. To help users remember to
enter receipt numbers in the ACA Filing table,
ADMINS added two buttons to the steps menu.

Now, when the original file is “Accepted” or
“Accepted With Errors” and the IRS and
provides a receipt number, there is a
pushbutton to use to enter the receipt
number, which is a key component if there are
errors to be fixed.

There is also a button for entering the
Corrections Receipt number, if a correction file
is required by the IRS. Having these steps on
the menu provides an instant reminder that

the receipt numbers must be entered on the filing table. The original receipt number is entered as shown in the yellow

highlight below.

ACA Filing Table

Year P22

Software ID  22A0015553

|Entity |Description
|1 |TDHN OF ADMINS

Tcc#  [Original Receipt®
|HYZZZ |95 1357456208

Correction Receipt# ~

Figure 5 Enter the Original Receipt number when the file is “Accepted” or “Accepted with Errors”

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Generate IRS Export *

'0 ACA Filing Table has Original or Corrected Receipt ID# If the [Generate Export File step] is clicked after entering the original

' entered i i ili H H H

W nerate IRS Corrections Export step receipt number in the filing table, the system will display this message to
or Contract AUC Support ask you to run the corrections step or to contact support@admins.com

for assistance.

o]

[ADM-AUC-HR-10516]

4.3.1 Cosmetic Changes to the Form

Made minor cosmetic corrections to the face of the forms, as well as replacing last year’s backer text with the IRS text for
this year.

[ADM-AUC-HR-10589]

5 CT 941

There was an issue with the CT 941 report which was fixed and patched to the sites on October 24, 2022. Line 1 was labeled
Gross in error and is instead Federal Taxable Wages. It is mentioned here to document the change.

[ADM-AUC-HR-10577]

6 Site Specific

The HR-995 and HR-1090 documents were combined (now only HR-995 is available in the Help Reference Library) to
reduce confusion about the steps required for creating the file in AUC and how to file on the ReEmploy website.

[ADM-AUC-HR-10575]

7 HELP REFERENCE LIBRARY

Added the following new or updated documents to the Help Reference Library and content to ADMINS.com:

7.1  New or Updated in the Help Reference Library

Site Specific HR—995 Connecticut Unemployment / ReEmploy Filing [Updated]
System SY-170 System Administration Kit [Updated]

7.2 New or Updated Content on ADMINS.com

SY—170 System Administration Kit [Updated]
HR—995 Connecticut Unemployment / ReEmploy Filing [Updated]
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mailto:support@admins.com
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_995_CT_ReEmploy.pdf?ver=1669846065208
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit-0001.pdf?ver=1669743696321
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit-0001.pdf?ver=1669743696321
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_995_CT_ReEmploy.pdf?ver=1669846065208

