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Release Notes — Version 23.4

e

Human Resources

1 Employee Maintenance [Enhancement]

ADMINS continually enhances screens and reports throughout every module. This quarter, the Name Search and the

Employee Lookups on the Employee Maintenance screens were enhanced, and these changes are described in detail below.

To access the Employee Maintenance screen from the menu, select:

HR » Maintenance » Employee Maintenance

1.1 Previous Name Search

File Edit

Ledgers

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

Purchase Orders

Accounts Payable

Fixed Assets Human Resources Budget Collection

S E Mo« o

Actions

Q = & 4

Employee Maintenance

Goto...

Employee Number

MONGEE  LYNN PRIMAYERA

Previous Name Search

ve Pozitions

Add Employee ree Notes No text available Current Pos
- 0 All Positio
Add Position
| Previous Mame Search |
d/Ben 4 Add \Wages 5 Pavroll & Accounting 7 Salary &Da
Reports ¥
MIUUIE Ndme LastMame Suffix Gender

| FIrsLdme

Before the software update, the
Actions P Previous Name Search
brought the display to the
Employee Name Search screen,
with the Employee Current Name
as the default search. The

1 By Previous Name

button had to be
clicked before searching for a
previous name.

Now, the screen will be ready for
the Previous Name search.

1 By Previous Name

The

2 By Current Name

and

buttons toggle
between the Previous and
Current data.

December 2023

== [AUC] 6470-Employee Name Search
B SE W+ @ Fu o

Searching by Previous Name

Employee Name Search

- X

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorBxcise MiscBilling System  Favorites Help

Goto...

Search For: |
Actions
e Employee#  [Previous Name Current Last Name Current Full Name
e 071993 WINDSOR MARKLE MARKLE, MARIE

2 By Current Name

The text at the top of the screen is a reminder of which search is active.

== [AUC] 6470-Employee Name Search
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets

B&E me o+ Y = I ]
Searching by Previous Name |

Goto,

Actions

- X

Human Resources  Budget Collections  Tax  Motor Excise  Misc Billing  System  Favorites  Help

Employee Name Search

Search For: | I

Employee#  |Previous Name. [Current Last Name [Current Full Name
(000000 I
1 By Pravious Name
D (000003 RETIRED 10-22-37 BRODKS lBjUUKS, KELTH
2 8y Coment [60000a [FETIRED 8/09/06 REZZUTT [FEZZUTI, MARIE
S QOD0E. T HORN [FORN. LAWRENCE 1
jagoc0s—

CONSIGLI

IEONSIGLI. KEITH H

< By Previous “5“,_;_1)

1

HOLMES

HOLMES. MARIE R

[GEMERELIX

[GENEREUR . LYHM

T—
1000014 [FETIRED 2/1/01

FURTADO

FURTADD- KEITH N

00017 |RETIRED 4-16-09

WETHE'Y

WMETHEY . MARIE

Q00020 |ELHNEHETTE

POHERS

IPORERS, LYNN M

TOF UP

[ADM-AUC-HR-10666]
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1.2 Employee Lookups [Enhancement]

ADMINS added a lookup by position and by previous name on the employee maintenance screen. For information on all
the lookup options, see HR—110 Employee Maintenance Screens in the Help Reference Library. To access the employee
maintenance screen, from the menu, select:

Human Resources P Maintenance » Employee Maintenance

To search, click on the Employee Number field (shown in below in Figure 1), and use the magnifying glass or right-click to

activate the lookup.
== [AUC] 6433-Employee Maintenance

Fie ot Leagers purchase Urders  Acco able

B &GS e+ W

. .
The lookup window will
Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Faverites  Help

s always be sorted by the

Ne plofurs data in the first column.

X

(]

Employee Maintenance

oto.. — “« "o
e Employee Number Q © Epmeet s 5: Employees By Position By Name” will show the
Actions 2: Employees By Number ¥ Name in the first column,
3: Employees By Social Security . “ o
|Add Emploves ‘ * Emoloves Notes ’m 2 aisvt(G Unit and Position AM-03 PSYCHOLOGIST/TEAM CHAIR  1.0000 By Number” will show
P Add Posiion 15/16 sv -00 .
the employee number in
2 Personal 3Ded/Ben | |4AddWages| | SPayrol ||| 6Accounting 75alary | | 8Dates/Class| | 8 Dearees 0 Custom U Accidents VACA fi rst column, and SO on.
First Name Middle Name Last Name Suffix Gender Birth Date S5# Previous Name The f|rst Column shown in
FAREN I EARLETN [ Omale @Female (O MNon-Binary [(2-Aer—1982  o01-10-3848 X
Preferred Pronoun the lookup is the column
Preferred Name [ .
_ that can be used with the
[P YT— [Pr———
Find and Search
buttons.

Figure 1 Searching for an Employee

1.1.1 Employee By Position

The first column shown in
the lookup is the column

Employees By Position

Employees By Position x
Posttion  Desoription Bargtnit  Enpt Frevioustians Taf that can be used with the
SO0 ZABATECH-01 TECH GRANDFATHERED DIPIETRO LADC LR, MARIE M & ~
O A A GRANDEATHERED DIPIETRO 007672 STEWART . KAREN L 30-Jur-2019 Find 5 h
‘SO0ZAEATECH-O01 ABA TECH GRANDFATHERED DIPIETRO GFL -AF 070058 NADEAU. MARTE M SCHOOL-S0UT ~ Yes 21-Jun-2013 n a nd Earc
'S003ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO AFL -fF 070085 LANE. MARIE L SCHODL-S0UT  Yes 23-Aug-2013 CREASIA
'SO0ZABATECH-01 ABA TECH GRAMDFATHERED DIFIETRO AFL -AF 070371 CHERRY . LAWREMCE SCHOOL-S0UT Yes 18-Jan-2013 TERMINATED
'SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO AFLABAL2-MOEL 070376 NAGLE, MARIE J SCHODL-50UT  Yes 29-Aug-2017 butt
'SO0ZABATECH-01 ABA TECH GRAMDFATHERED DIFIETRO AFL =-AF 070520 PONTERIAND. MARIE M SCHOOL-S0UT Yes 01-Sep-2014 u Ons:
'SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO BFL_ -AF 070681 DRONS, L'Mi A SCHODL-50UT  Yes 02-Deo-2
'SO0ZABATECH-01 ABA TECH GRAMDFATHERED DIFIETRO AFLEHV10-MOEL 070745 HOUSEHOLDER. KAREN B SCHODL-ABA Yes 30-Jun=2019 GORDANER
'SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO RAFLABAL2-MOEL 070752 SLEBODA, MARLE Y SCHODL-STAL  Yes 10-Jul-
'SO0ZABATECH-01 ABA TECH GRAMDFATHERED DIFIETRO AFLABALZ-MOEL 070844 BAVOSI, KAREM M SCHODL-AEA Yes 14=-Sep-2018
'SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO AFLBHVLO-MDEL 070957 HOUSTON. MARIE R SCHODL-AEA  Yes 19-Aug—2019 o
SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO AFLABA1Z-MOEL 071070 CURRAN. KAREN D SCHOOL-AER  Yes 30-Jun-2019 Use the Find button to
'SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO AFLABAL2-MOEL 071236 HORGAN, MARIE SCHODL-AEA  Yes 17-0ct-2018
SO03ABATECH-01 ABA TECH GRANDFATHERED DIPIETRO AFLABA1Z-MSEC 071737 RODRIGLES. LYNN SCHOOL-AEA  Yes 30-Jun-2019
SOU3ABATECH-02 ABA TECH DIPIETRO 10 MONTH BEMEFITS AFLABALO-MOEL 071480 MARTNEL, LYHN E SCHODL-S0UT  Yes 21-Jun-2022 :
SO03ABATECH-02 ABA TECH DIPIETRO 10 MONTH BENEFITS AFLABALO-MOEL 071545 DUCHARFE. MARLE SCHODL-S0UT  Yes 17-Jun-2021 search for the sta rtlng
SOU3ABATECH-02 ABA TECH DIPIETRO 10 MONTH BEMEFITS AFLABALO-MOEL 071655 FISHERCOTE. LYNN SCHODL-50UT  Yes 30-Jun-2023
SO03ABATECH-02 ABA TECH DIPIETRO 10 MONTH BENEFITS AFLABALO-MOEL 071778 DOWE. KAREN K SCHODL-S0UT  Yes 08-5ep-2022 v characters of the
Find | [Search| |Cancel | Help | [Eof | , iti £
employee’'s position, Tor
I g ”
. example, enter “SO03AB
Position Descraption Barglhit Enp#  Hane 15 Groue TS Access Ternlate  Previousbane Tof, in the d|a|og box to select
S003TLLLEAD-01 TITLE 1 LEAD TEACHER NON  -ND 070803 ELDERKIN ROULEAU, MARIE R SCHOOL-SCHOOL Yes 29-Har—2017 ~
SOD4BEHSFEC-01 BEHAYIOR SPECIALIST MTA =26 010904 KARWIN, MICHREL L SCHOOL-SOUT Yes 22-Jun=201& .
SO04BEHSPEC-01 BEHAYIOR SPECIALIST MIA 26 070500 MOODY. HARIE B SCHOOL-HACY  Yes 14-Jul-2015 the emp'oyees with a
SO04CAFLEAD-01 CAFETERTA ELEMENTARY LEAD COOK AFL 10M =AF10 D0B0Z2 WERNIG, LYMN SCHOOL-BMMS ~ Yes 23-Jun-2015
S004CUSCUST-01 CUSTODTAN AFL  -AF 007743 NOWLAN. MICHREL J SCHOOL-SOUT ~ Yes ..
S004CUSHEAD-03 HEAD CUSTODIAN OFL  -AF 006035 DROUIN, MICHAEL ALY Yes
S004CUSHEAD-03 HEAD CUSTODIAN AFL -AF 070168 GLENNON. KEITH & Cr  Yes 15 SOO3ABATECH pOSlthn.
S004CUSSPLT-02 CUSTODTAN AFL  -AF 007153 LAQUERRE, HICHAEL M TAL  Yes 01-Feb-2013
SOD4ILASFED-01 ILA = 10 MONTH AFL 10M =AF10 007027 MACLENNAN. MARIE D, SCHOOL-ILA Yes 04-Sep-2019
SO04ILASPED-02 ILA - 10 MONTH AFL L0M —AF10 006037 ROBIDOLK, LYNH SCHOOL-HACY  Yes 30-Jun-2015
‘ SO04ILASFED-04 ILA - 07156 MACADAM,. MARIE SCHOOL-MACY Yes 21-Jan-2011
S004NURSCHD-01 NURSE | a7 Lookup Search % MO712 POLCHER. KAREN A SCHOOL-STAL  Yes 23-Jin-2015 .
SO04DTHOTH -01 PSYCHOLI ? 10894 TESSIER, KELTH SCHOOL-MACY  Yes 30-Jin-2013 Use the Search to find a
SOOAPRIPRIN-OL PRIFCTFA oo o o A 10743 CORDORE. MARTE D SCHODL-SCHODL Yes 30-Tn-2015
5004SCHCLRK-01 CLERK 1¢ Search for Position containing: 04075 LABONTE. LYNN G SCHOOL-MACY  Yes 07-Jan-2011 RETIRED 1/7/11
SOD4SCHCLRK=01 CLERK 1 07851 JOHANSEN, LYMN E SCHOOL-MACY Yes 30-Jun-2015
S004SCHRONU-01 HON UHI 07850 FORTIER. MARIE SCHOOL-HACY  Yes 23- Jun-2015 match on any pa rt of the
SCO4SCHNONU-01 HON LNIY (g epary 70791 FOLNY, MARIE L SCHOOL-STAL  Yes 3 13Click SEARCH to search for a
S004SPCLITR-01 LITERACY ‘ ‘ 10666 DIETZ. LYNN K SCHOOL-HACY  Yes 1 13vafiR{anywhere in the 1st key pOSitiOn
oK @ Cancel| | Help | |Eof]
[ox ] Cancel /
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Locating "NONU"
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In the example, click on
search and enter the

COF | GAVIN, J
S003CAFNONU-03 CAFETERTA MO LINION HOH -MO 070708 ALLEN. LYNN H

Locating "NONU"

lesoription Barelinit.
AFETERIA_NON LINION 0 0
AFETERTA MON LINION MO ]

SO0ZCAFMONLU-04 CAFETERTIA NOM LNIOM MO -ND 007697 THIBALLT, MARIE
S003SPONONL-00 SPED CLERICAL PART TIME HOH -MO 007805 FORD, MARIE K
SO0ZSFONONL-00 SPED CLERICAL PART TIME MO -ND 070270 BOGAN, KAREN M
S003SPONONL-00 SPED CLERICAL PART TIME SCHL NOW-MO 070952 DOUGAM. LYNN M
SO0ZSPONONL-0F NOW UNION CLERK 19,5 HOURS MONU  -MJ 070791 POLNY, MARIE L
S004SCHNONL-01 NOW UNION SPED CLERICAL HOH -MO 007860 FORTIER. MARTE
SO04SCHMONL-OL NOW UNION SPED CLERICAL SCHL NOW-MNO 070791 POLNY, MARIE L
SC0SCAFNONU-01 CAFETERTA NON UNION HOR -MO 070538 MACKENZIE, KAREN A
SO0BCAF NONL-07 TA WORKER - UNION FAFL 10M —AF10 007706 PEARSON, MARIE L
S00ECAFNONL-08 CAFETERTA NON UNION HOH -MO 007740 DESMARATS, LYNH L
SO0ESFINONU-0L CLERK 19,5 HOLRS MO -ND 007031 BUCCHIND, LYNN L
S006SPONONU-01. CLERK 19,5 HOURS SCHL NON-NO 070966 NOLAN. MARTE
S007CAFMONLU-0L CAFETERIA MOM LINIOM MO -ND 007781 ERNST, KAREN M
S007CAFNONU-0L CAFETERTA NON LUNION HOH ~MO 007801 LEBLANC. LYHN M
S007SPINONL-07 ON CLERK 19,5 HOURS MOWU MO 070966 MOLAN,
S009CAFNONLU-01 CAFETERTA NON UNION SCAF NOW-NO 007637 THIBAULT, MARIE

D i

E 5
SCHOOL-S0UT
SCHOOL-S00UT
SCHOOL-S0UT
SCHOOL-S00UT
SCHOOL-S0UT
SCHOOL-CLERK
SCHOOL-MACY
SCHOOL-STAL
SCHOOL-STAL
SCHOOL-EHS
SCHOOL-BMMS
SCHOOL-EHS
SCHOOL-BHS
SCHOOL-PJP
SCHOOL-PJP
SCHOOL-CLERK.
SCHODL-CAFE

DetoProvioustias Tof characters “NONU” to

= Swson find all the positions that
Yes 28-Sep-2016

Yes 02-5ep-2012 TERMINATED .

Yes 01-Jul=-2016 FORLER

= o match any portion of the
Yes 10-Aug=2022 .y

Yes 23-Jun-2015

Yes 21=Jun=2017 POSItlon'

Yes 28-Sep-2016

Yes 31-Aug-2009

Yes 29-Fpr-2011

Yes 26-Sep-2016

Yes 24-Jun-2017

Yes 28-Sep-2016

Yes 14-Sep-2010

Yes

Yes 15-Feb-2019 v

ok | | Find Cancel| | Help | [Eof

1.1.2

Employees By Previous Name

(E:ployees By Previ@

® | Employees By

Previous Mame

LBULUERGILE . L'YNH ~

ABATR 010610 ACHIN-HOUSMAM. MARTE F
REBONDANZA-LUURT 071076 MELSON, KAREM
ACC DISABILITY RETIREMENT 002692 CHOINIERE, LAWRENCE
ALLARD 000173 SPENCER-TRAVERS, MARIE M
BENMETT 070225 CHASE, KAREN
BERARD 070118 BRIAND. MARIE M
BERRONG 070065 SULLIVAN. LYNM E
[BIANCO 070733 SOOKLAL, KAREN C
BIEEO 010603 RIEL, KAREN J
[BIMBERG 070945 SKIMNER, MARIE M
BLAMCHETTE 000020 POHERS, LYNN M
(BLANCHETTE 010422 0"MALLEY . MARIE LYN

010308 HAYNES. LYNN K
BOTELHO 007698 DOYLE, LYMM M
(BOUDREAL 071354 SAIYAN. LYNN
BOWEN /RESIGNED 070067 COMBES. MARIE B
BRTSS0M 070241 MORRELL,. MARIE L
[BUCKLEY 002599 BARTHA, LYNH M v

Previous Name

Emp#  MName Tof

Find | |Search | Cancel| | Help | |Eof

There are only three columns in this lookup: Previous
Name, Employee #, and Employee Name.

Use the | Find | hutton to search for the starting characters
of the employee’s previous name, for example, enter
“BLA"” in the dialog box to select the employees with a
former name beginning with “BLA”.

Use Search
Locating "RON" X X
o to find a
Frevious Mame Enp#  Hane Tof
i SLLLIVAN. LYNH E ~ match on

SERFONG S|
CAMERON 003094 DALPE. MARIE
CAMERDOM 070084 CREASIA-GARZOLI. KAREM G

any part of

o the

oKk | | Find Cancel| | Help | [Eof previous
last name.

[ADM-AUC-HR-10665], [PCS-SUP-SAPLAUC-712]

2 Delete Unused Cost Codes from Table 6430 [Enhancement]

H“““: Resourees 2““?”“1 . The cost code can be deleted if it is neither assigned to any employees
aintenance > argaining Unit Table . L. .
Ryl e > BaseBuckets nor exists as a default cost code on a bargaining unit/cost code tab. A
z”“ﬁfhl?““"f i Ee’d‘*f:tze“ . cost code can only be deleted if it was added in error and/or has no
pecial Processing > udget Group Table - Read Only i
R e T Category - Paycheck history. To access the Cost Code table, from the menu, select:
Billing and Invoicing > Cost Code
Bank Reconcilation > FSACods Human Resources P Tables P Cost Code P [Actions] P Delete Cost Code
Queries > Leave Accrual Rules
Reports > Pay Code
Tables > Pay Group Table
Quarterly Processing 3 Pay Period
Year-End Processing > Shift Code Table
Module Maintenance > Tax Rate
Interfaces/Imperts > Timesheet Groups
Site Specific > Zip Code
If the cost code is eligible for deletion, the system will present a confirmation
prompt as shown at left.
g Delete Cost Code AFLND Clickon "I to remove the cost code.

Yes

Click on to leave the cost code in the database.

_w Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 24
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2.1 Conditions That Will Prevent Deleting a Cost Code

[AUC] 8430-Cost Code Table X

Cost Code being used on Employee Deduction/Benefit Tab.
! Cost Code not Deleted

[AUC] 6430-Cost Code Table X

Cost Coade used on Bargaining Unit Table, Cost Code not
! Deleted

! b Cost Code used in Paycheck History, Cost Code not Deleted

[AUC] 6430-Cost Code Table X

Cost Code used in Void/Manual Paycheck History, Cost Code
l"\ not Deleted

[AUC] 8430-Cost Code Table x

If a cost code is used for one or more employees,
(on the deductions/benefit tab of the employee
maintenance screen) it cannot be deleted. This
message will be displayed.

If a cost code exists as a default on a bargaining
unit, it cannot be deleted. This message will be
displayed.

If a cost code exists in Paycheck History, it cannot
be deleted. This message will be displayed.

If a cost code exists in Void Manual Paycheck
History, it cannot be deleted. This message will be
displayed.

Figure 2 Above are the four conditions that will prevent deleting a cost code

If preferred, the same “Delete Cost Code” command is available under the [Actions] button.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 24
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AﬂhD
ot Cost Code e

Calculation Use Tax Rate Table
it Amount &
se Bucket%

se Buckety |

Cost Code Table

- COLONIAL E4433%34 ACCIDENT

Calendar Year Annual Maximums

Bucket Amount 5

Employee Contribution 8 [~
Employer Contribution 3 [

Add New Period Annualized Over Annual §

YTD Amount

Inactivate Cost Code

L ounting 7 Base Buckets 8 Periods to Take 9 Tiers Vendor Notes
Edit List
Employees by Code CC ACCIDEWT INSURANCE POST T
- Employee Direct Deposit Yes @ No
Cost Codes by Order# Tagvzgalgijl; Fmount—Hol ploy D OvYes ®
Delete Cost Code @Yes ONo Mass Payment  Vendor [001823 Remit 03
Benefit? OYes @MNo COLONIAL SUPPLEMENTAL INSURANC
X Paycheck Tax Table Indicator Federal (_ State Other None BCH E4433934
Y Beneftt Statement Allow Override? @Yes OMNo PO BOX 303

Employee Changes Allowed? OYes @No COLUMBIA,. SC 29202-05902
Bond? OYes @Mo
Qver 50K Life Insurance OYes @MNo
W2 Box 13 Retirement Indicator OYes @Ne Payment Type (O Payroll-Printed Check
Non-Direct Deposit Account Entry @Yes ONo O PayrolHWire Check
RI Family Court Indicator OYes @No () Payroll-ACH
WA Family Court Indicator OYes @MNo (@) AP-Vioucher
Add to Manual Check OYes @No
Benefit Statement Category [ Separate Check () Ves @No
MERS Code
W2 Box# [ w2Descripion|[  Appliesto: (O Benefit (O Deduction () Both [ON7Y suntract () Yes @ Mo
1009-RBox# [ Applies to: OBenefit (O Deduction O Both @ NA

Figure 3 Here is the delete option under the ACTIONS button on the cost code table

[ADM-AUC-HR-10653]

3 Payroll Processing

ADMINS expanded the check date range to allow processing No Time warrants for making corrections. Also, separate
checks will ignore any additional amounts on the W4, and there is a new report of Direct Deposits Not Included in the bank
file. See below for details.

3.1 Allowable Dates Extended [Enhancement]

P , Users sometimes set up a “No Time”
B ESE me»m ¥ Q @ Fu . .
o e T warrant for adjustments to a prior quarter
/arrant/Create Timesheet Screen .
and were unable to do so without
e | Zwiarans | [ 3ChackOaie | | dPosiDais | Period Bank Balch# Start End Status. VoidManual ADM'NS Support intervening as It was
:
T e — more than 30 days prior to the current
TEd Lt w7 Today is 24 October 2023. These dates are — date
[p03391 1]
8 TmesnestEnry m‘ within the 120 day allowed time frame. - '
SAdd Warrant  [o=sspeoes—re=ser T ——— = S
£ e — j == ADMINS changed the parameter so that
B td Warrant e A ;
73 Requied: Gheck Dt () Stanzas e warrants with check dates plus or minus
[773 Required: Enter Beginning Date (mmddyyyy] 01-Jul-2023 Fosted .
% Requited: Enter Ending Date [mmddyyyyl  [31-Jur2023 == 120 days will be allowed.
[503| Required: Enter Pay Period [@ | Mo Time IFostes
| Mo Timesheet Warrant: @No Oves fo=e
B stad
ﬂ Posted
E [ Concel | Clear All P:::‘:ulmrﬂ
0355 3 pr-Jul-2003 A PAYC | 4082 Po-Jul-2023 3 mﬁ
[poEe [ro-fug-o023 [p7-Tul-2u% WE JpAvC | 40%% o~ Tul-20a3 Fosted
G065 [2b-Jul 2023 _[po-Jul 2023 [ |PAVC | 4030 |13 Jul-2023 oated
Liup uP

Figure 4 Adding a warrant within the 120 days

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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B [AUC] 6426-Warrant Pay Groups [theresa] s Given that the CheCk date
Add Warrant entered is in June, and
Required: Check Date [mmddyyyy) the current date is
Required: Enter Beginning Dat dd
Reqmred En erEe:mn-;g a e[r:;n yyyyl 06012023 October 24, the warrant
R el s LI 0202023 cannot be created for the
Required: Enter Pay Period El |Nn Time
. i June dates. Contact
No Timesheet Warrant: @ No O Yes .
support@admins.com
[AUC] B426-W: Pay G = .
prua arnt Fay Groups after creating the warrant
e with acceptable dates and
Look oK. C 1 Cl All PE307-Check date must be - 120/ = 120 days from today. .
ookup | | OK | | Cance 21 we will change the dates
“behind the scenes”.

Figure 5 Message when adding a warrant outside of the acceptable date range

[MDT-SUP-SAPLAUC-2231]

3.2 Reimbursements Done Via Payroll Separate Checks [Fix]

Some sites ChOOSE to pay Employee Maintenance FORM W4
employee reimbursements Emplayee Number SRR (O == 2020 box 2c checked
. - i >= 2020 box 2c not checked
via payroll versus Accounts ®
. . 1Add Emplovee ‘Current Positions 5124DISPARA-01 PARAEDLL O <:201 g
Payable. This caused an issue P Add Postion OAlPostons | 000 - stp3z [
for an employee Who had 1 Contact 2 Personal 3 Ded/Ben 4 Add Wages § Payroll 6 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom| Step 43 I
elected an additional Federal Step4d |
: oo | o vees ™™ Stepdc | 30,00
Tax on step 4c of their W4 Location Grace — ©~=2020 box 20 not cnecksd Foveral [ B T
O ==2019 State We BN —
FOrm. Date Married — step3 [ Otherstate] [ -
Fingerprinted Stepda [
Date of Physical  [12-5ep-2023 Step 4b
Date Deceased Suniving Spouse \ Step 4c 30,00
NOW, ADMINS WI” ignore the Primary Timesheet Group ECHODL-STAL EmDDmye:\'st:aé“sd — The additional
W4 form, step 4c - additional e e ade b amounts on the
amount on a separate check. | e Fe e W4 will not be
Reimbursements should ‘ Employes Phatograph Z Atach Prcture X Remove Picture taken from
always be done as a separate separate checks.
check, as they are not = L
taxable.

[ADM-AUC-HR-10664]

3.3 Report #6970 Direct Deposits Not Included in the Bank File

check calculation that identifies any direct deposit amounts that are not greater than zero. This might
happen if a direct deposit was voided, but not replaced with a manual check. Negative and zero amounts
are not included in the file for the bank.

é‘;‘ ADMINS added report #6970 Direct Deposits Not Included in the Bank File that will be produced during the

Keep an eye out for this report and be sure to always review all reports produced as part of the payroll calculation.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 24
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| @ HRPayDed_6970_ﬂ~IERESA_4085[1].pd{
I HRPayDed_6970_THERESA_4085(1]. pdl— Adobe Acrobat Reader (64-bit)
File Edit View Sign Window Help
Home Tools g CostCo... Caleulat HRPayD. HRPayD. HRPayD.. X HRPayD... HRPayD... X Ficalimi CalcChk... HRWarr. HR_Cos Payroll_. < >
w o hh 8 Q ok MO ® wm- /T OB 28D UAQ
Printed 31-0Oct-2023 Page 1

[€970} HREANKNODD . RED
|6970||Batch: 4085|
|Eatch: 4085 |Warrant : 903894

Direct Deposits not Transmitted to the Bank

Check Date: 11-Oct-2023

Town of Admins

Period 28-Sep-2023 thru 04-Oct-2023

Employee Code Cost Code

Amount Reason

072000 ALBUQUERQUE, LYNN NETDIR DIRDEP

DIRECT DEPOSIT

Deposit amount is not greater than zero

Deposit amount is not greater than zero

Figure 6 Report #6970 Direct Deposits not Transmitted to Bank

3.4 FLSA Processing [Fix]

If an employee was paid under two positions in the
timesheet group during the year, the FLSA was
sometimes posting to the old position. This has been
corrected. To access the FLSA process, from the
menu, select:

HR » Payroll Processing P FLSA Processing

Human Resources i
Maintenance
Payroll Processing
Timesheet Entry
Special Processing
Void/Manual/Figure Paycheck
Billing and Invoicing

Bank Reconciliation

v v v v

[ADM-AUC-HR-10573]

Warrant/Create Timesheet Screen
FLSA Processing

Release Timesheets by Group
Release Timesheets by Warrant

Process Paychecks

4 Timesheet Entry [Enhancements]

ADMINS made changes to the Split Day button and Edit List report available on the Timesheet Entry screen. To access the

Timesheet Entry screen, from the menu, select:

Human Resources P Timesheet Entry P Timesheet Entry

B Available Timesheet Warrants

OFF

26 27
FIRE POLICE

eekly
14-5ep-2023 20-Sep-2023 Heekly DPH
12 MTH  HE

PagGre 1 PayGrp 2 PayGre 3 Check D

27-Sep-2023

Calculated Calculated User

X

Printed Date| Tof

903892 14-Sep-2023 20-Sep-2023 Heekly 27-Sep-2023
038932 21-Sep-2023 27-Sep-2023 Heekly DPW FIRE POLICE  0d-Oct-2023
903894 28-Sep-2023 04-O0ct-2023 Heekly ™ HE 11-0ct-2023
v
Find Search  Cancel Help Eof

[ADM-AUC-HR-10688]

Select the desired warrant
from the list of Available
Timesheet Warrants.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.1 Timesheet Entry - [3 Reports] > 6205 Edit List

December 2023

ADMINS added a warrant number column to the Edit List. This is helpful when running the edit list to identify in which
warrant a given timesheet exists. Enter the optional warrant number on the prompt or produce the Edit List for all
timesheets in all open warrants.

= [AUC] 6200-Timesheet Entry |
3 7 sets  Human Resources  Budget Collections Tax Motor Excise  MiscBilling  System  Favorites  Help
B S wme+m UG = ini
Timesheet Entry
Got
ore- ‘Warrant 03834 28-Sep—2023 04-0ct—-2023 Annual 20907 38 Bargaining Unit  AFL 10M -AF10
Actons Timesheet Group school weeklu cafeteria Period 476,25
Employee 005010 | oNote | DUHATME. KAREN Per-Dien 95,25
Position FSO0SCAFLEAD-01  CAFETERIA ELEMENTARY LEAD COOK Daily 95,25
Hourly 19,0500
[
[Work Date Day [Pay Code Hours| Days] Rate] Flat 5 Aﬂ‘ Ti
[FE-Sep—2023 [Tho REG .00 15,0500 CH [ Warrant Harpainng Unit  FFL 10K ~£F10
[E9-Sep—2023 [Fri [REG 5.00 19,0500 Ed (™ Limeshest Group
[01-0ct—3023 [Sun [DSICKACC 1,55 —
(02-0ct—2023 [Mon [REG 5,00 19,0500 95
03 -0ct—2023 |Tus IEG 5,00 19,0500 L o T s O =, Toemer [iasion
[04-0ct—2023 [ed [REG 5.00 19,0500 95 Fui FEG 5.00 [ T5.050 %.5 1
i R 5.00 3.0600 B.%
i TSIV ]
FTT 55 ==
e FEC .00 .
[04D0t=0008 Wed FEG 6.00 000 $400-000-08-00-51130
B Task 6205: Timesheet Entry Edit List X
Tii Entry Edit List
T 1 Optional: Enter Unposted Warrant #
T 6205-Edit List
T Run as O preview O Print~ ® PDF
1 ! It Printing use Duplex @ ves (O No
25,00 1.2% 476.25
.00 1.25 e Lookup Cancel Clear All
Noies for this Iine  [fioi 05 £da Uk
Working For 000
MNotes forthis line | Note 6231-TSG Summary
Working For 505 =5 saune ]| [DASIRIe | [ZD0eteLne | IR 1775 Summany by GL veEmol Poaton | TAGSETRves | 8 Embves Ouarsa)| SAduslSuary | 0GA%SOE
6220-TSG Detail by Employee
1Add Line | |DAdd Range| | 2 Delete Li piit Day | |5 Replace PayCode 6222-T56 Detodl by Py Code
6230-T56 Summary by Empioyee
23456 Summary by Pay Code

HR P Timesheet Entry » Timesheet Entry
Click on [3 Reports]
Select 6205 Edit List and if desired, enter a single unposted warrant #. If no entry is made, all unposted warrants
will be reported on.

)« @~ < TS Entry Edit 6205 THERESA[4]oxml - Excel P search Theresa Campbell @
File  Home Insert Pagelayout Formulas Data Review View Help 7 E N\
RESIS v & Warrant
A B ] F H I J [3 T [ [ [ d

1 |Empioyee Name Position Description - heet Grp Work Date  Day Pay Code Accounts Hours  Days Bate Flats Amount
503893
8502 [b71971 COTE, KAREN T610LIBPT - LIBRARY PART TME W -TOWN 9121420 dav_ REG 180 1525
8503071971 COTE, KAREN TB10LBPT - LIBRARY PART TME @[] 3893 WN -TOWN 912272 K L M N 0
8504 071971 COTE, KAREN T610LBPT - LIBRARY PART THE % N -TOWN 9125/20)

71071 COTE, KaREN Te100BPT - LIBRARY PART TIME 03893  fwn tovm 926120

Sweffrisri  core, kamen TooLe - LeaRy par e o o oo HOUTS Days Rate Elat Amount
osor fortot COTE, KAREN THOLIBPT - LIBRARY PART TIME 03893 N Town
8508
8509 @[]3893 N -TOWN 54950 110.00
8510 333250 20000
8511/606010 DUHANE, KAREN SO0SCAFLEAD-  CAFETERIA ELEWENTARY LEAD COO HOOL-CATE 9282023 day REG 2020-000-3400-000-09-00-51130 500 7805, 5525

G 503893
85127006010 DUHARE, KAREN SO0SCAFLEAD-  CAFETERIA ELEMENTARY LEAD COO) HOOL-CAFE 9292023 day REG 2020-000-3400-000-09-00-51130 500 1905 8525
8513006010 DUHARE, KAREN SO0SCAFLEAD-  CAFETERIA ELEMENTARY LEAD COQ HOOL-CAFE 10/1/2023__ day DSICKACC 2020-000-3400-000-09-00-61130 125
£512/508010 DUHAINE, KAREN SO0SCAFLEAD.  CAFETERIA ELEMENTARY LEAD COO) HOOL caFe 0 25
astsftoeoto DUHAWE, KAREN Sccaran.  careremaricnanany oap coo 003893 mwﬁf T 549.50 110.00 469.43 51,776.04 |»
8515/606010 DUHANE, KAREN SODSCAFLEAD-  CAFETERIA ELENENTARY LEAD COO| HOOL-CAFE 25
ga;'ﬁmm DUHAIME, KAREN ‘SO0SCAFLEAD- CAFETERIA ELEMENTARY LEAD CO| '9() 3893 HOOL- 3,332.50 3,999.50 192,948.05
3519006032 WERNIG, LYNN SOI2CAFWRKR.  CAFETERIA MDDLE SCHOOL 790 3894 HOOL-CAFE 0282023 day REG 0-09-0051130 5.00 1870 9350
852006032 WERNIG, LYNN S012CAFWRKR- CAFETERIA MIDDLE SCHOOL HOOL-CAFE 929/2023  day REG 00-51130 500 1870 9350
06032 WERNI, LYNN SUI2CAFWRKR.  CAFETERIA MDDLE SCHOOL %03894 HOOL-CAFE 10/1/2023  day DSICKACC 2020-000- 51130 125

522 106032 WERNIG, LYNN SUI2CAFWRKR-  CAFETERIA MDDLE SCHOOL HOOL-CAFE . o B L n 0
8523606032 WERNIG, LYNN SOI2CAFWRKR-  CAFETERIA MDDLE SCHOOL @U 3894 HOOL-CAFE 50
8524 /50032 WERNIG, YN SOI2CAPWRKR.  CAFETERIA MDDLE SCHOOL % HOOL caFe =
8525 /B06032 WERNIG, LYNN S012CAFWRKR-  CAFETERIA MIDDLE SCHOOL 03894 HOOL-CAFE . el
o528 Includes subtotals on the Timesheet Group within each
85271006076 WWOODS, LYNN L. SOOSCAFLEAD-  CAFETERA HGH ScrooL LEancod B g g 4 HOOL-CAFE 45
85281606076 WOODS, LYNH L SO0GCAFLEAD-  CAFETERIA HIGH SCHOOL LEAD CO! HOOLCAFE warrant, and totals for each warrant 5
8520606076 WOODS, LYNN L. SO0BCAFLEAD- CAFETERIA HIGH SCHOOL LEAD CO §U3894 HOOL-CAFE !
8530[B06076 WOODS, LYNN L. SO0BCAFLEAD- CAFETERIA HIGH SCHOOL LEAD CO HOOL-CAFE 45
85311006076 WOODS, LYNN L SOUGCAFLEAD-  CAFETERA HiGH 5cHOOL LEAD cod M) 3,894, HOOL-CATE - 4
85321006076 WWOODS, LYNN L. SOUGCAFLEAD-  CAFETERIA HIGH SCHOOL LEAD CO HOOL-CAFE 1042023 day REG 2020-000-3400-000-05-00-51130 650 -050 2053 027
e=32 [B08076 WOODS, LYNN L SO0SCAFLEAD.  CAFETERIA HIGH SCHOOL LEAD COD CHOOL-CAFE 1042023 day DVAC  2020.000-2400-000-09-00-51120 050 12248 72
25341606076 WOODS, LYNN L. SO0BCAFLEAD-  CAFETERIA HIGH SCHOOL LEAD COO SCHOOL-CAFE 5250 125 50026

Figure 7 The HR Timesheet Entry Edit List

[ADM-AUC-HR-10673]
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4.2 Timesheet Entry — Split Day [Fix]

If an employee was paid hourly but the |4 =pltDav | htton was used on a pay code that was in hours, the split did not occur

properly.

In this example, Timesheet Entry
Wednesday October 4th Goto Warrant Bozasa 28-Sep-2023 04-0ct-2023 Annual 3224556 Bargaining Unit  AFL 10M —AF10
. . s Timesheet Group [SCHOOL-CLERK school weekly clerical Period 736,20
was Spllt using the Employee 71592 [otote | RESTO. KAREN W PerDien 147,24
= Position FO0ZSCACLRK-01  CLERK 10 MONTH Daily 147,24
£ 5pltDav | hytton. The Hourly  24.5400
1 [WorkDate _ [Day [Pay Code | Hours| Days| Rate] Flat 5] Amount[SeAccount Number Customer |Reason
result was that % hour [PE-5er—2023 [Thu ’EEE £.00 24.5400 147.24 [|1000-300-2120-127-03-00-51232
i [F5-Sep—2023 [Fra [FER £.00 24,5400 147,24 |]|1000-300-2120-177-03-00-51232
was aSSIgnEd to REG and [01-0=t—2023 [Eon |ESIEKHCE 1.25 1000—200-2120-127-03-00-5 1232
1, ; [05-0ct—2023 [Flon [FER .00 74,5400 147,24 [|1000-300-2120-127-03-00-5 1232
% day was aSSIgned to [03-0ct—2023 [Tue [FEG £.00 24.5400 147.24 [|1000-300-2120-127-03-00-51232
H [04-0t=2023 [Fed .00 | -.50| 24.5400 —12.27 | [1000-300-2120-127-03-00-51232
DSIC: therEby Changlng [04-0ct—2023 |Wed [DSIC .50 | 1472400 73,62 [|1000-300-2120-187-03-00-51232
the total amount paid e e e e
for the day Notes for this line [Tiste Accrual Group ETH 10 U 10 month unlinitec
Waorking For [ooo -o0
1AddLine |DAdd Range 2 Delete Line 3 Reports. 4 Spit Day | 5 Replace PayCode | 6 Remove Empl. Position 7 Add Employee 8 Employee Queries 9 Adiut 96/4% Split
To see immediately if the leave code is in the same units (Days, 51 Pay Codes x
Hours, or Per Diem) as the pay, the lookup includes a column for Code  Description Units | Tof
. “ oy 0 EXTRA VACAT 5 S PAYOU N
Units. Before the software update, there was no “Units” column on 1ST DAY 1Ist day of school - students Daus
4038 403k paynent Hours
the |ookup ABA EXTR Extra hours ABA non-pensioned Hours
: ABALTSUB ABA Tech Long Term Sub Hours
ACDM POLICE ACADEMY Hours
ADIR Athletic Director Pay Days
ADLY administrative leave day Days
ADLY HR  administrative leave hourly Hours
ADLY WOP administrative leave hourly Hours
ADM PAY Aduinistrator Pay - non pension Days
ADMINPAY Administrator Pay Days
IADP ADMIN DAY POL Days
ADP PO admin day police payout nonpensioned Days
ADV RETF Advisor/Dept Head Retro Pensioned Days
ADVISOR  Advisor/Department Head Pay Days
APPTSAL  Appt or elected Salary- no work days Daus
APR WYAC april vacation Per Diem
ATTI ATTENDANCE INCENTIVE Days
Find Search Cancel Help Eof
Now, instead of Timesheet Entry
. . Goto...
Warrant [pozasd 28-5Sep-2023 04-0ct-2023 Annual 22245,56 Bargaining Unit  AFL 10M -AF10
a”OWI ng the spllt’ a Actions Timesheet Group EEHDDL*ELERK school weekly clerical Period 736,20
. Employee 071992 [omote |  RESTO. KAREN W PerDien 147,24
message WI” be Position [ECOZSCHCLRK-01  CLERK 10 MONTH Daily 147 .24
. .. Hourly 24,5400
displayed advising the
[Work Date Day [Pay Code Hours| Days] Rate] Flat 5| Number Customer [Reason
[F5-5er-2023 [Thu [FEG .00 54,5900 147,24 [[1]1000-300-2120-127-03-00-51252
user that the pay COdes [29-Sep—2023 [Fri [REG 6.00 245400 147 .24 [1]1000-300-2120-127-03-00-51232
. . [01-Dct 2023 [Sun [DSICKACC 1,25 1000-300-2120-127-03-00-51232
are not Compat|b|e with [02-0ct-2023 [Flon [FEG .00 74,5400 147,24 [[1]1000-300-2120- 127-03-00-B1252
[03-0ct-2023 [Tue ‘REE 6.00 245400 147 .24 [1]1000-300-2120-127-03-00-51232
1 1 [0d-Dct—2023 [Wed REG 6,00 147,24 [ 1]1000-300-21 1
splitting a day. i | [AUC] 6200-Timesheet Entry X
[AUC] 6200-Timesheet Entry x |

The message “New Pay
Code is not of the same
Units Hours/Days” will
pop up and prevent the
split.

If this message pops up,
to get the correct
result, instead add a
line with the same date
for the leave and adjust
the amount of the
original line.

9 P6207-New Pay Code is not of the same Units (Hours/Days)

6 P6207-New Pay Code is not of the same Units (Hours/Days)

30,00 1,25 736,20 Salary:

UC] 6200-Timesheet Entry [theresa] X
Pita Day

 Reslece PavCode | 68| Pigquired: Enter # Hrs/Days to move to new PayCode

Required: Enter New Pay Code [psic | [SICK LEAVE - daily rate

Notes forthis line | Note

Working For 000 —00

1Add Line | [DAgd Range| | 2 Delete Line | | 3 Reports

Ready

Lookup Cancel Clear All

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 24
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Example:

Add a line with the
amount of DSIC benefit
time, (.5 days). Adjust
the REG line to reflect
the number of hours
worked (3 hours).

Check that the bottom-
line total ($736.20)
remains the same.

December 2023

Timesheet Entry
Goto. S .
ote ‘Warrant [ENEELY 28-Sep—2023 04-0ct—2023 Annual 3224556 Bargaining Unit  AFL 10M -AF10
P Timesheet Group [SCHOOL-CLERK school weekly clerical Period 736,20
Employee 71992 | 0 Note RESTO. KAREM H Per-Dien 147.24
Position SO035SCHCLRE-01  CLERK 10 MONTH Daily 147,24
Hourly 24,5400
[Work Date |Day [Pay Code Hours| Days Rate] Flat 5 Amount]SeAccount Number Customer_|Reason
[28-5ep—-2023 [Thu [REG 6,00 245400 147.24 O[1000-300-2120-127-03-00-51232
[F9-Sep—2023 [Fri [REG £.00 24,5400 147,24 [J|1000-200-2120-127-03-00-51252
[01-0ct—-2023 [Sun [DSICKACC 1.25 1000-300-2120-127-03-00-51232
02-0ct~2023 [Mon |REG 6,00 24,5400 147,24 [[1000-300-2120-127-02-00-51232
3-0ct-2023 [Tue [FEG [ 245400 147.24 [1]1000-300-2120-127-03-00-51232
14-0ct-2023 |Hed [REG 3,00 73,52 [|1000-300-2120-127-03-00-51232
d-D0ct—2023 [Hed [DSIC .50 | 1472400 73.62 [11000-300-2120-127-03-00-51232
27,00 1,75 \?35120 Salary?
‘ D4-0ct-2023 |Wed |REG .00 73.62 [
—104-0ct-2023 |Wed |DSIC .50 | 147,2400 73.62 [
Ready uP

[ADM-AUC-HR-10672]

5 Release Timesheets (TS) by Warrant Screen [Enhancement]

To access the Release Timesheets by Warrant screen, from the menu, select:

Human Resources P Payroll Processing P Release Timesheets by Warrant

== [AUC] 6011-Release Timesheets by Warrant [theresa]

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tex MotorExcise MiscBilling System Favorites Help

Each of the reports now
includes the warrant number
in the output file name. See

3Re-Open Al
4 Warrant Scre;

1 TSGroup GL Report-All
GL Report-All
Warrant Summary-All
SGroup GL Report-Seleci

Show Approv?

B &S e sm B Q@ FE o
Release Timesheets by Warrant
Goto
Actons warrant
Check Date 11-0ct-2023
0 Summary Report-All
1 TSGroup GL Report-All [Timesheet Group _[Description [Buttons [status
GL Report-Al |SCHOOL-CAFE [echool veekly eafeteria 6 Run Summary Report | 7 Run GL Report 9approve In—Progress
Warrant Summary-All [ECHOOL-CLERK__|school veekly clerical | In—Frogress
SGroup GL Report-Select Tl ueekly custodians | In-Frogress
kly ila [ In—Frogress
other assista In-Progress
0 Summary Report-All o1y !

ar

or

filename.

These reports now include the
warrant number as part of the output

examples below:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.1 #6231 Warrant Timesheet Group Summary Report

#6231 Warrant

0 Summary Report-Al "
Timesheet Group

B Task 6231: Warrant/Timesheet Group Summary Report X Summary RepOl‘t!
WarrantfTimesheet Group Summary Report
New Page for Every Timesheet Group: () Ng @ Yes Choose the pagination

Sart Report By: @ Employee#t O Employee Name and sort options on the

Run as O preview O Print - ® PDF O Excel prompt and click on

If Printing use Duplex @vyes (Mo to run the

Look 0K C | cl All
SR [ ok | [cance d report as PDF or Excel.

TS_Summary_Employee_6231_Warrant_903894_USERNAME[#].pdf is the output
filename (substituting the user name of the person running the report). That is the
report name to look for when using the Retrieve Output Files feature.

Tt T Having the warrant

o 2-ouigay o number on the output file
name will make it easier
to identify the warrant to
which the report belongs.

The report number and the warrant number are included in the

In addition, the page eject
on the report was fixed
and now a new page for
e each TS group is working
when selecting © Yes on
the prompt.

output file name; this helps to identify the correct report when

retrieving an output file report after the warrant is complete.

[ADM-AUC-HR-10674]

5.2 #6237 TS Group GL Report-All

1T5Group GL ReportAlll #6237 TS Group GL Report—All

New Page for Every Timesheet Group: ) yg @ ves

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

Lookup Cancel Clear All

B " Task 6237: Warrant Timesheet Entry Summary by T5Group/Account *
Ti heet Entry S y by Ti heet Group f Account
Include Employee's Names @ Yes () No

This report provides a
summary of the
timesheet entries sorted
by Timesheet Group and
account.

Select ® Yes to Include
or

® No to Exclude
Employee names.

TS_Account_6237_Warrant_903894_USERNAME[#].pdf is the output filename Choose the desired
(substituting the user name of the person running the report). That is the report name to pagination and output
look for when using the Retrieve Output Files feature. format.

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 24


https://youtu.be/YsuFqOwAAdo
https://youtu.be/YsuFqOwAAdo

ADMINS Unified Community Release Notes — Version 23.4

Human Resources December 2023

[£) T5_Account 6237 Warrant 903884 "™ o
Home Toals 5, 3. % @ signin
ek @ = r®OO - R P BLAaD T a =

6237-HRWARRANTTIMGRE_EXP Printed 23-Gct-2023 Page 1
Town of Admins

Warrant Timesheet Entry Summary by TSGroup/Account

For Warrant Number: 503834 With Employes Names

Expense Account

00-51130 CAFETERIA UNION WORKE CHAMPAGNE, MARIE 20.00 .00 .00 00 oo .00 .00 00 .00 1.25 20.00 1.25

00-09-00-51130 CAFETERIA UNION WORKE CONSIGLI, LYNN M 25.00 .00 .00 00 .00 00 00 .00 00 1.28 25.00 1.28

-09-00-51130 CAFETERIA UNIOM WORKE DUHAIME, KAREN 25.00 .00 oo 00 00 o0 00 oo .00 1.28 25.00 1.28

0-09-00-51130 CAFETERIA UNION WORKE EGAN, KAREN A 30.00 .00 00 .00 00 .00 .00 00 .00 1.25 30.00 1.25

o 2020-000-3400-000-03-00-51130 CAFETERIA UNION WORKE ELLIOTT, LYNW F 20.00 .00 00 00 00 00 .00 00 .00 1.25 20.00 1.25

2020-000-3400-000-09-00-51130 CAFETERIA UNION WORKE LEBLANC, LYNN M 30.00 .00 .00 00 .00 00 .00 .00 .00 1.25 30.00 1.25

2020-000-340 -09-00-51130 CAFETERIA UNICH WORKE MACKENZIE, KAREN 37.50 a0 .00 .00 .00 .00 .00 .00 .00 1.28 1.25

2020-000-340 130 CAFETERIA UNION WORKE BASCHAL, MARIE 20.00 .00 00 .00 00 00 .00 oo .00 1.28 1.28

2020-000-340 -09 0 CAFETERIA UNIOM WORKE PEARSON, MARIE L 20.00 .00 Ll oo .00 .00 00 .00 1.28 1.25

2020-000-340 - 0 CAFETERIA UNION WORKE SMITH, MARIE A 2s.00 .00 .00 00 .00 .00 oo .00 1.28 1.25

2020-000- -09-00-51130 CAFETERIA UNIOM WORKE THOMAS, LYNN J 20.00 13 .00 00 a0 00 oo .00 1.28 1.28

2020-000-3400-000-09-00-51130 CAFETERIA UNION WORKE WERNIG, LYNN 25.00 .00 00 00 00 00 .00 00 1.25 25.00 1.25

2020-000-3400-000-09-00-51130 CAFETERIA UNION WORKE WOODS, LYNN L. 32.50 .00 00 00 .00 .00 50 .00 1.25 32.50 1.25
Total for this Account: 6,354.91  330.00 .00 .00 .00 .00 .00 .50 00 16.25 330.00 16,25 ** OvExp/S

5.3 #6238 GL Report-All

The Warrant Timesheet Entry Summary

by GL Account provides subtotals for

1% Task 8238 Wartant Timeshect Entry Summary by GL Accourt x each account, and optionally includes
Yamant fimesheet Enlry Summary By 6, Arcount employee names and the choice to start

Optional: Enter up to 9 Employee# Edit ||] values:
Include Employee's Names @Yes ONo eaCh depa rtment on a new page.

New Page for Every Department: @Yes ONo

GL Report-Al #6238 GL Report—All

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

Lookup oK Cancel Clear All

The output filename for this report is:
TS_Account_6238_Warrant_903894_USERNAME[#] (substituting the
user name of the person running the report). That is the report name to
look for when using the Retrieve Output Files feature.

(B e ] e This reports on three errors — Over-
®c:m 8OO = N T 8savua Expended Accounts, Inactive Accounts,

{RWARFANT_EXP.REP Printed 23-0ct-2023 Page 13

and Non-Posting Accounts.

Warrant Timesheet Entry Susmary by OL Account

For Warrant Number: 513894  With Employes Names
check Date

0ct-2023

Emp 4 Employee Name Pay Code Deacription

- G R The Over-Expended account error
- message is a warning and will not
- prevent further processing.

2310-EARLY CHILDHCOD TUITION 000~

Fund 2310 EARLY CHILDHGOD TUITICN
071824 NACNEIL, MARIE  REG REGULAR - hours
010802 O'NEILL, KAREN J REG REGULAR - hours

2381-000-2330-421-12-00-51400 ESSER II1 ILA SALARY 00 *r overexpended rr

The Inactive and Non-Posting accounts
must be corrected before proceeding
with the payroll warrant.

2381-ESSER IIT GRANT 000-

Pund 2381 BSSER III GRANT

General Ledger. See #6000 Mod Contrel far PY
he Account Sub Type in the General Ledger.

ot ive

correct s ccount in
Hon-Post ing Error: Change the account m

I to a posting account or change ©
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5.4 #6068 Timesheet Summary by Department

TS_Account_6068
#6068 Timesheet Summary by Department — -
yoyLep _Warrant_903894_USERNAME[#].pdf is the output
87 Task 6068: Timesheet Summary - Dept % filename (substituting the user name of the person
Timesheet Summary - Dept running the report). That is the report name to look

for when using the Retrieve Output Files feature.

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

Lookup I OK | | Cancel | Clear All

‘1@ TS_Dept_Account_6068_Warrant_903894 B Thls report pI‘OVIdes a

[Fome ok | tameme. | Ao | womsme x summary of wages, sorted,
I v ® LB Q ®@® 1 R B OO =- R P BLZ2a&aBLOQ
Eals " and subtotaled by
6068 -HRWARRANTTIMGRP_DEPT.REP Printed 23-Oct-2023 at 17:10:04 by THERESA department, for the
Town of Admins
Timesheet Summary - Dept current[y selected
For Warrant Number: 903894 warrant. The grand tOtaI
Bxpense Account S R Hages for the warrant is included
2100-000-2330-423-03-00-51401 ABA TECH - SOUTH 712.15 at the bottom of the

2100-000-2330-423-05-00-51400 SPED TEA AIDES-STALL 3
2100-000-2330-423-06-00-51400 SPEA TEA AIDES-HS 3
2100-000-2330-423-10-00-51400 TEACHER AIDES/SUBS-BECP 1,424.30 report'
2100-000-2330-423-12-00-51400 SPED TEA AIDES-MIDDLE 5

Department 000 15,076.23

It can be run as © PDF® or
®© Excel®.

Fund 2100 SPED 94-142 ALLOC
2290-000-2330-124-07-00-51401 ABA SALARY - KMA

Department 000

Fund 2290 SPED COLLABORATIVE, ALT HIGH 770.00
2310-000-2330-403-01-00-51400 REG ZLﬁ - BECP SOUTH 993.55
Department 000 993.55
Fund 2310 EARLY CHILDHOOD TUITION 993.55
2381-000-2330-421-12-00-51400 ESSER III ILA SALARY - BMS 1,477.00
Department 000 1,477.00
Fund 2381 ESSER III GRANT 1,477.00

Warrant Total 903894 147,327.29
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5.5 #6639 Warrant Timesheet Entry Summary by TS Group/Account

TsGroup GL Report-Select) \\/grrant Timesheet Entry Summary by TSGroup/Account

| Task 663%: Warrant Timesheet Entry Summary by TSGroup/Account X
Warrant Timesheet Entry Summary by TSGroup/Account

O Yes ® No

@ No O VYes
Optional: Enter up to 9 Timesheet Groups Edit

Include Employee's Names

New Page for Every Timesheet Group:

‘I] values:

Run as () preview O Print @ PDF
If Printing use Duplex @ ves (O No

Lookup Cancel

O Excel

Clear All

Optionally, select up to nine TS groups from the lookup or enter them directly.

TS_Account_Sel_6639_Warrant_903894_Username is the output file

name(substituting the username name of the user running the report.) That is the

report name to look for when using the Retrieve Output Files feature.

§-HRHARRANTTINGRE_EAP_SEL FEF  Frinted 24-60E-202)

Town of Asnina

‘Narrant Timesheet Entry Summary by TSGroup/Account

* P TOTAL *

Select © Yes to Include
Employees Names or ® No to
exclude Employees names.

Select @ Yes to start each
Timesheet (TS) Group on a new
page. Select ©® No for a more
compact report without a page
break between TS groups.

This example was run without
the employee names, to PDF,
without page breaks between TS
groups.

[ADM-AUC-HR-10649]
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Human Resources

6 Email Manual Direct Deposit Advices [Enhancement]

Before the software update, a manual direct deposit advice was available only as a paper copy and could not be provided
via email. Now, the process allows emailing direct deposit advices.

Phone #2 [(000) 000-0000 Type [

o s For example, if a manual check is required
= ngoesvantes R 0w ® O e — (either to void a previously issued deposit
wm [ o | e s i o = advice and reissue it, or to issue a “one-off”
o _ = = new check), the direct deposit advice will be
o v S T emailed to the employee email address
I - ] shown on their employee record.
ot [ ne TR ua [— | Phone ~1C%m Type i Home

The email will be sent when the warrant is
processed, and the
[Post Labor Distribution/Email Advices]

AL SiEEr
Phone #3 [(000) 000-0000 Type [
oty [AERIDE s A 2o EIH00 Email  [heresa@admins .com
DD Email (4 TestDate 02-May-2019 | Test
Electronic Form | Send Date Consent Date
Mailing Address @ushsaress () Overseas Adtress
) Same as Residential Addross Ve
Address {43 COTRAL STREET Phene
Relstien J1
o [RRRTIE ¥ e

step is complete.

Process Paychecks

Batch 4085
Employees who routinely receive direct deposit advice via email will
. . . . . . Description
now receive manual direct deposit advices via email. Select and Calculate Warrants
== [AUC] 6441-Employee Maintenance [theresa] Payroll Register
File Edit Ledgers PurchaseOrders Accounts Payable F.xedi\ms Human Resources Budget Collections Tax MotorExcise  MiscBilling System Favorites Help Site Payroll Reports - OPTIONAL
B EE e »m ¥ @ Check Reqister
No picturs Print Checks

Employee Maintenance on File
Print Deposit Advices
€ Employee Number  [iG7762  MICHREL R GEROMINI Employee Atiachmenis (21) — ?EC —
pctons Position  SOT2CUSHATN-01 CUSTODIAN MIDDLE SCHOOL 4004 Employes Poston Attachments Create Direct Deposit File
Iy < Create Vouchers in A
T CoR] CurrentTier 1 | Post Labor Distribution/Email Advices |
KDekte Code
Create HR Chedk Download File
4 Contact |2 Personal || INST5EHEEA |[4 Acd Wages |5 Payroll_N 6 Accouriina |7 Salery]|8DaiestClass |_9Dearces |0 Custom N U Accitents | vAca
[Eortcoe ieane otopDate[Tabie Amouri[iiessage Rdaonal A Date___[Siop Dete Grginal Arf]__Remaiing BalNote Post Labor Distribution/Email Advices
[ALTFAM ‘01’!!11’2016 I ‘ 28.44 I 1.478.40 1.165.56
[AN-FTIL 1075-:L*2019| ‘ | 210,00 [01-Jun—2022 30,000,000 22.020,00 I
DIRDEP  [01-Dec—2044 | [599,999,99]
R T
[EYE12 F [01-Jul-2023 ERE] 245,76 192,72 [NOTE
HMOBF [01-May-2017 126,32 6.568,17 5.178,65
MEDT [23-Sep-2010 1,4500%
[NC-PNI [23-5ep-2010 9.0000%
N 2.0000%
[UD-AFL  [23-Sep-2010 10,95 .
1. Email address must be on the
Direct Deposit & Note for DIRDEP Life Insurance Taxinformation Type  Table #Exempt H
Bank |G DIGITAL FED. CR. LN. e o S employee maintenance record.
alendar Year Annual Maximums ate 1A s . .
ABA  2113-9182-5 Account 5173416 |—{znvioreeAmaunts oner 2. DIRDEP cost code must be valid with
Type (@ Checking O Saving Pre-Note o Employer Amount §

NOTE | an account and type on the employee
maintenance deduction/benefits tab.

3. The DIRDEP cost code must exist on
the [3 Deduction Entry] tab of the

Manual Entry-Timesheets

felo warrant EEEETEEEN  Period 28-Sep-2023 1o 0d-Oct-2023 —TaxTable— Exemptions  Gross 100,00
- Employee POF7E2  GERDMINI, MICHREL R Fed FEO E [ Deductions  1020,00
= oank PRIC _ Ghock [egEsct bate Fi-fee-5iES swe B[ wens Manual Entry screen
Pay Period BT Avice RHURL Base Adj. Other r - Benefits 1.89
i v
G T e 5 s s
[Cost Code [Bescription Amount FreTaq]  OrderlBank _|Account  [Type [Adattional infarmation
NS NORFOLK CTY PEN 9% 70 v 100 C! EDITRELE - ¥ DF BRSEBU .
2X FORFOLE CTY 2% 9.06 ¥ 100 EDITRBLE - ¥ OF BRSEBU .
FLTFRM TS FAM SCHIOL 52 300,00 102 NOte The burStIng
FETT MEDICARE 1,89 106 T EDITRELE - ¥ OF BRSEBU h
ED EDERAL TRH
e T i process happens once

or twice each
business day
depending on each
site's setup. This
process sends out the DD email.

] ecang Sav m

Jeerovect ceroatT T | | S ST | Gy saing |FRLRE TW AOTICE
L~

DIRDEP [DIRECT DEPOSIT | ™™= o0

BAS VoA |7 Add Manual | 5 A &

If the direct deposit cost code exists on the deduction entry tab as shown above, the direct deposit advice
m will be emailed. If the DIRDEP cost code is removed, the check will be a printed, paper check.
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6.1 Register Reports Identify the MANUAL, Emailed Direct Deposits

7210-HRPAYREG . REP Printed 31-Oct-2023

Page 10
Town of Admin:

Batch: 4086  Warrant: 903898

UNION DUES-AFL

7231-HRPAYCHKREG.REP Printed 31-Oct-2023 Page 1
Town of Admins
Payroll Check Register

Batch: 4086 Warrant: 903898 Check Date: 01-Nov-2023 Period 27-Oct-2023 thru 02-Nov-2023

ACH File Path

Check Amount Direct Deposit Warning/Email
0993591 V 007782 GEROMINI, MICHAEL R -513.53 VOID
0993615 V 071975 VAZQUEZ, MARIE A -467.48 VOID
Check Type: Void Count : P —- S S
0965923 E 007782 GEROMINI, MICHAEL R 1 ’ 286 - 62 MANUAL
R e Count : 1 Emailed to theresa@admins.com
Check Type: Deposit Advice Count : . 1,286.62 I

The #7210 payroll register and #7231 Paycheck Register for the warrant will identify the checks as “MANUAL” and list the
email address.

[ADM-AUC-HR-10580]

7 Reports

ADMINS restructured all the Help Reference Libraries in Human Resources to list the reports in report # order. It is easier to
find a report by matching the number in the upper left corner of the report to the numbers in the Help Reference Library.
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Human Resources |

Maintenance b
Payroll Processing >
Report Categories
Timesheet Entry > q
_ _ 1 By Employee Report Library By Employee
Special Processing 3 =
2 By Position
Veid/Manual/Figure Paycheck 3 By Timesheet Report Name
Billing and Invoicing » 4 By Pa Dther
o E079-Employee Leave Balance Listing

Bank Reconciliation e E112-Employes List — Accidents

Queries > 5125-Employee Encumbrance Balance Report

Reports ¥ Report Library | E1d0-Employes Encumbrance Summary

b1dd-Payrall Labor Costs for a Period — Expected Amount
. . G1d9-Emploges Salary History Change Report

The timesheet reports were sorted numerically for the 76 -Leave History (Attendance) Report
September software update. The reports by Employee, F26E—Employes List - Cost of Leave - Default Fund

. EdeZ-Emploges Profile Audit Report
Position, and by Paychecks/Other are now sorted a7 Enplogse [1st - Aotive
numerica”y as We|| Ed97-Employes List - Email Address for Direct Deposit

Co0d-Emploges List — Cost of Leave as of & Date - Def, Fund
EE0S-Megative Leave Balance Listing

Repor‘t lerary by Position CEES-Special Anniversary Reminders

EE59-Employment. Verification Report

CobZ-Employes List - Benefits

C708-Employes List — Benefits with Annual Amounts
c709-Electronic Tax Form Consent List

— . 57 10-Emplogyse List

B?qO_PDSth’%Dn LJ.'St' - \."‘.ac:ant, c711-Employee List — with Motes

p7d41-Position List - Filled 67 12-Employee List - Phore Directory and Addresses
p758-Position List - Budgeting E71d-Employee List - Grade Schedules

E715-Emploges List - Salary Level for Date Range

57 19-Employee List — GL Home Coding - Element Selection
E720-Employee List - Dates

7 35-Employee List — by Cost Code

C736-Emplogyes List - by FLSA Code

C737-Emplogyes List - by Pay Group

E738-Employes List - by Shift Code

E7d59-Employee List — by Employee Status

Report Name

cE05-Position List

Report Library Paychecks/Other

Report Name

LW i i 57 50-Empl e y Employment Type
bdod-Employes Conwversion Demographics B753-Emploges List - hy Morker Comp Code
p465-History Audit Reports E7hd-Employes List - Additional Wages
5789-EED Reports _ E7E8-Employee List — Import Timesheets
________ Paycheck History Reports ——————- E795-Employee List - Degree
oo 3-Paycheck Summary — By Emplogyee /Account E525-Emploges List - Highest Fay (Fag Tope’
727-Paycheck Sumnary - By Enploges / EaH Code Type 837 -Employee List — Highest Pay {Pay Code Category?
b200-Faycheck Cost Code Summary — by Timeshest Group ES35-Emplogee List - Highest Pay (Leave Code?
6201-Paycheck Cost Code Summary — By Category/Cost Coce E839-Emploges List - Highest Fay (Fay Code’
202-Paycheck Cost Code Report by Employse / Cost Code ES73-Emploges Deductions with MNotes
6803-Faycheck Pay Code Summary - By CategorysPay Code ES05-Enploges List - Grade Scheduls - As of a Date
6580d-Paycheck Pay Code Summary - By EmployessPay Code ESo4-Emploges List - Chanzed Deductions
E831-Paycheck Listing E925-Employes List - Changed Additional Hages
529E—Paycheck Summary - By Enplogment. Type G926—Employes Salary History Step Change Report
E920-FOIA Report 6932-Mansfield — Employes List - Cost of Leave as of a Date
7211-Employee Paycheck History Register E925—Emploges Count Report
7213-Hiztorical Paycheck Register - MWarrant Detail E5d0—Emploges List — Bamk Information
7216-Employee Paycheck History Summary FEEO-1095 - C Export Emploges ACA Data
7219-Hiztorical Paycheck Register - Emplogyes Totals FREO-ACA 1095 Audit Report
7225—-Benefit Categories FREE-ACA Dependent List
FE00-Register of 045 Uncleared Checks
———————— YEAR EMD - Fiscal & Calendsr ——————-
6755—-Li=t of Cozt Codes by W2/1099F Box
7He0—ACA 1095 Audit Report

Figure 8 The Report libraries are now sorted in numerical order by report number

[ADM-AUC-HR-10619]
In addition, reports were enhanced as described below.
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7.1 #6714 Employee List — Grade Schedules [Enhancement]

To run this enhanced report, from the menu, select:

HR P Reports P Report Library P By Employee P [#6714] » [Run]

ADMINS added a
column to the right
of each "Actual

== [AUC] 7800-Report Library By Employes [theresa] - X
Fle Edt Ledgers Purhus Ordes AccounisPaysble Fired st Huran Resours Qudgat Colecions Tos MotorBxcive MiscBiling Systom Fovoes Help Amount" for each account
BRESGE Me + O A N

number on this report that will
Report Library By Employee .
con pull in the encumbrance balance
Report Name [View Report (Last Run Date |RunTime ~ H
e e e T to each GL account in Excel.
6079-Enployes Leave Balance Listing Sample | Run [26-5ep-2023 |16:01;:03,71
[F11Z Evploves List — Accidents Run_[25 Ser 2023 (610122, 09
[F1%5-Enployse Encunbrance Balance Report Sample | Run [26-Sep—2023 |16:02:41,67 .
Report Categories. (6140 Enploves Encunbrance Sunnary Run_ |26 Sep 2023 |16:02:51.67 That will greatly reduce the
1 By Enm 6144—Pagroll Labor Costs for a Period - Expected Amount Sample | Run [26-Serp-0003 160625, 43 . .
2 By Posi [E145-Enplouse Salary History Change Report Run_[26-Gep-2023 [16:06:49.78 amount Of time spent sea rchlng
3 By Timeshest E176-Leave History (Attendance} Report Run [26-5ep-2023 16107142, 12 )
4By Paychecks/Other | [B285-Ewplouee List - Cost of Leave - Default Furd Run_[26-5ep—2023 |16:09:16.60 to see if all the employees to
BAE2-Employee Profile Audit Report. Run  [26-5ep-2023 |1A119:49,57
6487 -Enployes List - Active Run_[26-Gep-2025 |16:21:50.53 encumber are correct
6497 —Enployes List - Enail Address For Direct Deposit Run [26-5ep-2023 16194157 ,09 :
6604 Enplovse List — Cost of Leave as of a Date - Def, Furd Run_ |26 Ger 2023 [16:25:05. 53
FE09-Negative Leave Balance Listing Run  [26-5ep-2023 |1R126 113,27
6255 Srecial Arniversary Rewinders Run_ |26 Ger 2023 [16:26:30,30
Fonp-see-ouss [ e 14550 The amount of the encumbered
6282 Enplovee List — Berefits Run_ |26 Ger 2023 1613322, 50 | is th h h
[E705-Enploges List - Benefits with Armual Amowts Run [26-Gep-2003 [16:34:33.91 balance is the one shown on the
(6709 Electranic Tax Forn Corsert List Run_ |26 Ger 2023 [16:35: 13,54 .
67 10-Ewploges List Run [26-Gep-2003 [16:36:19.61 Employee Maintenance
6711 Enploee List — with Notes Run |26 Ger 2023 [16:37: 15,55 A ti
[F7 12 Fueloums List — Phone Nicectory aod Addre = ccounting screen.
'#‘I:Im plouce List - Grade Schedules 671d-Employee List - Grade Schedules g
WRloges Lis =lary Level Tor Uste Rar -
6719-Enployss List — GL Home Coding — Element Selection Run_[26-Gep—2023 [16:39:06, 34
6720 Enploges List — Dates Run_[26-Gep 2023 16150130, 31 H
6735Enployss List — by Cost Code Run_[26-Gep—2023 [16:51;15,76 The extra COlUmnS are avallable
6736 Enploges List — by FLSA Cods Run_[26-Gep 2023 [16:52112.59 . .
e Er et 165 o1 in the Excel version of the
[F735 Enplowss List ~ by Shift Cods Run [P Ger 2025 16 154 120,50 . -
6745 Enployee List — by Enplogee Status Run_[26-Gep-2023 [16:55:06,41 | v report. Page size limits do not
allow adding columns to the PDF
HRRPTLIBEMP UP VerSIon.
E F G H I AD AE  AF AG AH Al 1 Al AK AL AM AN AQ
BargainingUnit Schedule Grade Step FTE Account#1 GLPct Typ Budget Amt#1 Actual Amt#1 [EncBal Amt¥1 Mccount #2 GLPct Typ Budget Amit#2 Actual Amt#2) EncBal Amit#2
MTA 26 W&0 1 11 1.00 1000-300-2120-126-10-00-51260 40.00 % 35,025.80 0.004 000-300-2120-126-05-00-51260  60.00 % 52,538.40
SABT -SA SR ABATE 1 1 1.00 1000-135-0000-001-00-00-51140  100.00 % 0.00 0.00 000-000-0000-000-00-00-00000
NON  -NO 1 1 1.00 1000-135-0000-001-00-00-51110  100.00 % 0.00 0.00 00-000-0000-000-00-00-00000
MGMT -TH TWN MISC 1 & 1.00 1000-135-0000-001-00-00-51110  100.00 % 0.00 0.00 00 AO
NON  -NO T 1 1 1.00 8670-000-0000-000-00-00-51140  100.00 % 0.00 0.00 00

40071648 S140TUTMATH-O NON  -NO TUTR 1 1 1.00 1000-300-2305-140-12-00-51260  100.00 % 20,082.80 975.00 00 EncBal Amwz
41007690 S00SPDCOOR-01 GHGL SCH-12MT SA 1 4 1.00 1000-300-1230-101-09-00-51220  100.00 % 54,211.80 2,362.17 51,84 EncBaI Amm1 10 100.00 % 8,148.44 7,086.51 2 ————————
42671680 T430RECWRKR-01 -NO T 1 1 1.00 0100-430-0000-004-00-00-51132  100.00 % 0.00 0.00 ——__ 00 59 838 2
43671680 T137SENSRAB-00 -SA SR ABATE 1 1 1.00 1000-195-0000-001-00-00-57010  100.00 % 0.00 0.00 33 640 72 00 L -
4470740 T4S0DPWADMN-01 c1 10 4 1.00 0200-450-0000-004-00-00-51121 90.00 % 0.00 0.00 - - 21 10.00 %

45671205 S009SPDOCCT-0Z  MTA W 1 7 1.00 1000-300-2320-120-03-00-51260 70.00 % 37,479.50 0.00 36,351, 1000-300-2320-120-10-00-51260 30.00 % 35‘15223|
45002977 T137TASRBORD-01 ELEC 1 1 1.00 1000-137-0000-001-00-00-51180 _ 100.00 % 0.00 0.00 00 0000-000-0000-000-00-00-00000

. Enc. Balance
Employee Maintenance h b d bal h
Goto Employee NumberSih AEERE]  KAREN CRRLSON Emplovee Atlachments (20) The encumbere alance shown
Position EDOEPSVTERM*DZ PSYCHOLOGIST /TEAM CHAIR 10f2 Employee Positon Attachments.
Actons on the report comes from the
J Add Line
Accounting tab of the employee
K Delete Line . ;
maintenance screen; this
1 Contact 2Personal | | 3Ded/Ben | | 4AddWages| | 5 Payrol 7Salary | [8Dates/Class| | 9 Dearees 0Custom | | UAccidents VACA example shows two different
Line|Account # Salary Per Period| Benefit Per Period| Up to §[Start Date End Date Actual Amount] Enc. Balance] H
1 [1000-300-2120-126-10-00-51260 & 40,0000 [£ 40,0000 3R025,60 33640,72 accounts! Wlth the encumberEd
2 [1000-200-2120-126-05-00-51260 &3 50,0000 | B0 L0000 52638 .40 59838.28
balance for each.

[BLG-SUP-SAPLAUC-1556]
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7.2 #6838 Employee List — Highest Pay (Leave Code) Report [Fix]

Town o
Employee List - Hig

ay (Leave Coda)

192.18 35.00

50.00

33.84 18022.17
20.00 8230.80
80.00

Before the software update, the report was truncating the last column. Now the last column (Forfeited Days) is shown.

6838 -HREMPHIGHLEVCOD , REP Printed 23-Got-2023 at 15:44:42 by THERESA Page 1
Tovn of Admine
Employee List - Highest Pay (Leave Cede)

19.00 m

35,00 37961.93
1.00 3396330 1.00
3 50.00 30319.50 -3.00
21818.91
213 108.00 27.00 111.00
38,00
50.00 42.00
3.00 1.00

Paid out
Forfelted:

¥
¥
¥
¥

[ADM-AUC-HR-10675]

8 CT Quarterly File — Social Security # Instead of Employee #s

The CT Quarterly process now combines records for employees by social security number, instead of employee number.
This change was made to accommodate sites that assign a new employee number to a pensioner, who then returns to
employment within the municipality in another capacity.

This allows retirees or other former employees to participate in a pension plan under a new employee number and be paid
for election work, police details, senior work-off programs, etc., under a distinct employee number. Pension and “other”
income are segregated by entity, ensuring the accuracy of year-end reporting on 1099R and W2 forms.

[ADM-AUC-HR-10687]
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9 ADMINS Unified Community
Human Resources

9 Year End Processing

December 2023

All the year-end reporting forms (1099R, W2, and 1095C) were compared to the new versions from the IRS and updated as
needed. These updates affected the backers on the 1099R and W2 forms. In addition, some enhancements described in the

sections below were added to the processes and reports.

9.1 W2 Attachment Step

HR P Year End Processing P W2 Processing

Human Resources

Maintenance >

Payroll Processing ¥

Timesheet Entry ¥

Special Processing ¥

Void/Manual/Figure Paycheck

Billing and Invoicing ¥

Bank Reconciliation >

Queries >

Reports ¥

Tables >

Quarterly Processing > B

Year-End Processing > IRS TIN Matching
Module Maintenance > W2 Register Report
DSt Bhone ’ W2 Register by Warrant
Site Specific ¥

w2 Procminj}

When the | Save W2 Forms as Employee Attachments/Archive
step is run, the system will display this message as a
reminder that the forms will be attached overnight and
available on the following business day.

[ADM-AUC-HR-10682]

Reset W2 Menu
W2 Entity Table
Build W2 File
W2 Audit Report
Review W2 Forms

Print W2 Forms
Email WW2 Forms

Federal W2 File

CT W2 File

MA W2 File
RI'W2 File

Save W2 Forms as Emplovee Attachments/Archive |

Create attachments and Archive W2 File

% *** Process is Complete ***
| Forms Will be Attached Overnight and Available Tomorrow

Cancel

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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9.2 1095C Processing

ADMINS installed changes for the 2023 Calendar Year filing.

1.1.3  ACA Register Now Shows Coverage Declined Date

The 1095C ACA Register
is produced when the
work file is built. The
report now includes a
“Coverage Declined” e
date for covered
individuals.

18 R E cEmwE mocuelala

[ADM-AUC-HR-10622]

1.1.4  ACA Audit Report Prompt [Enhancement]

To access the report, from the menu, select: The Audit reports can be run either with or without the

HR P Reports P Report Library P [4 By Paychecks/Other] Warnllng messages. Warning messages |d.ent_|fy errors
that will not prevent the process from continuing.

Gato.. it sty Pav izl To make it easier to run this report, the selection to
Report Hame . . . . . . .
Actors [F160-Payrall Warvant List include warnings will be saved the first time this report is
[EAEd—Emploges Carwersion Demographice .
455 Fistory Audit Peparts run, and any subsequent reports will remember the
I5789-EED Reports .
Report Categories [F——————— Pagycheck History Reports —————— selectlon.
1 By Emplovee [FRE3-Paucheck Sumnary - By Enployee/Rccount
2 By Posilion 6727 —Faucheck Sunmary - By Emploges ¢ Fay Code Tupe
3 Bv Timesheet 5200-Paucheck Cost Code Summary — by Timesheet Group
[FE01-Faucheck Cost Lode Summary - By Category/Lost Code B Task 7560: ACA 1095 - C Audit Reports X
IE802-Paucheck Cost Code Report by Emplouee / Cost Code N
EZEagheck Fay Code Summary - By Cotegory/Fay Code Tax v A_C””"?ft' € ﬁ“d" Fi‘t"’E"S \ th acti
s/C JerEck Pay Code Sunmary - By Ewplogee/Pay Code ax rearis used to only select Employees with active
[E83L-Paucheck Listing positions after 01{01}<yr> for audit checking purposes
gggg—i;?:h;ck Sl:mmarg - By Emploument Tupe Required: Enter Tax Year 2023
= EpoT
[7211-Employee Paycheck History Register |Inc|ude Warnings in Audit Report ® Yes O No I
[7213-Historical Paycheck Register - Warrant Detail
[7216~Emploges Pagcheck History Summary
[7o19-Historical Pagcheck Register - Emploges Totals . . .
ottt e Include Warnings in Audit Report ® Yes O No
[7600-Register of 0/5 Uncleared Checks W Prnting use Duplex &
r” =SYERR END — rinting use Duplex @YBE O No
6755-List of Cost Codes by W2/1099R Box Looku 0K Cancel Clear All
Be0-ACA 1095 Audit Report | P _
~
[7560-ACA 1095 Audit Report =7 The #7560 ACA 1095 Audit Report runs four different
reports:
Audit Report #1 Checks for errors on the Entity
Table

Audit Report #2 Checks for Bargaining Unit Errors

Audit Report #3 Checks for Employee Errors
Audit Report #4 is a list of New Hires, Terminations, and
Position Changes. It does not show errors.

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 22 of 24
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Human Resources

File Edit View Sign Window Help

Home  Tools ACA_Audit Report.. X ACA_Audit Report.. @ signin

"ﬂ?t’ﬁl?aéﬂ @ 17 k@@@mz%vﬁv... & =E o

-

left.

7560-HRREP: HRACAAUDITRDT . REP Printed 14-Nov-2023 at 12:11:42 by THERESA Page 1
Town of Admins
ACA 1095 Audit Report

Audit Report 3 - EMPLOYEE ACA

Employee: 000012 HOLMES, MARIE R
IWam #1 Full Time End Date Date prior to 2023 year. Review Dates
| Warn: #1 Full Time End Date Date prior to 2023 year. Review Dates I rrrrr

Warn: #1 Full Time End Date Date prior to 2023 year. Review Dates

3 4

Figure 9 The Audit Report #3 Employee ACA errors showing the warning

1.1.5  ACA Audit Report #3 [Fix]

December 2023

[#) ACA_Audit_Report3_THERESAIE].pdf - Adobe Acrobat Reader (64-bit) - O X Errors that are ”Wa rnings" WI” be
prefixed with “Warn:” as shown at

[ADM-AUC-HR-10613]

Before the softwa re update, ACA_Audit_Reportd_THERESA[3].pdf - Adobe Acrobat Reader (64-bit)
the report listed employees Fle Et Yiew San Wndow Hop

with errors that were hired
after the calendar year end.

Home Tools ACA_Audit_Report.. %

w o hB Q@ 3 /3 R MO @ wx- -

@ Sign In

~

This was corrected and
employees with hire dates
after the calendar year being
reported on (that have errors)
will not be listed on the audit
reports.

7560-HERREP: HRACARUDITRPT . REP printed 14-Nov-2023
Town of Admins

are both missing. Either Entity or Bargaining Unit must be set

Reporting Entity/Barg Unit are both missing. Either Entity or Bargaining Unit must be set
#1 Offer Start Date missing and Reportable set te Yes
#1 Reportable start Date missing and Reportable set to Yes
Line 1 Cover Start Date missing from covered individual
Line 1 Cover Start Date missing. Decline date different month after Rpt Start
4 Reportable set to Yes but Employee has no active Covered Individuals

+% Total # Employees with Errors 20

page 3

[ADM-AUC-HR-10607]
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e

1.1.6

Human Resources

2023 Software ID 23A0017991

December 2023

The 2023 Filing software ID was updated. If the
ID on your filing table is not 23A0017991,
please notify support@admins.com before
filing; we will update the Software ID.

1085 Processing
| ACA Filing Table |

Description
Reset 1085 Mghu

Batch: 000022

Bargaining Unit - Affordable Care Act
Reset Employee ACA Dates
ACA 1085 Audit Report

ACA Filing Table

SoftwareID 2370017991
—~

Software I 23A0017991 |

| Year

Entity [Description [Tcc=[Original Receipt= Correction Receipt= ~
1 [TOWN OF ADMINS perzzz

] [Town of ADMINS Fire Di [222

E_ [School of ADMINS 22z

@ [Resional Sohool of ADH [BEGRT

5 [10%3R test

|EEI3ET

023 By THERFSA Changed 30-0ct-2023 by THERFSA

[ADM-AUC-HR-10684]

10 Site Specific—CT TRB Reporting

Human Resources P Site Specific » CT TRB Reporting

Special Processing
Veid/Manual/Figure Paycheck

Billing and Invicing >

CTMERS Reporting

CTTRE Reporting

Bank Reconciliation >

Queries %
Reports

Tables

Quarterly Processing
Year-End Processing
Module Maintenance
Interfaces/Imports
Site Specific

Help Reference Library

ADMINS updated the CT TRB report to allow
for multiple 7% and 1.25% cost codes. This
allows corrections codes to be included in the
reporting.

The label on the field was updated from 6%
to 7%.

87 Tesk 6138 CT TRE Reporting

CT TRB Reporting
Required: Enter up to 9 Categories [at least one] for TRB Retirement Edit 1 values: THB,
Required: Enter Cost Code for TRB 6% RETE TRB RET 7%
Required: Enter Cost Code for TAB 1.25% nET1ZS | m'
Optional: Enter Cost Code for TRB Yoluntary N
Required: Enter Cost Code for TRB 6% RET6 TRB RET 7%
Required: Enter Cost Code for TRB 1.25% RET125 | [TRB RET 1.25%

|gg~wuw-'w‘o-——-—4r\r B .--u—-FJJ

Before — the TRB Cost Codes accepted a single code

57 Task 6138 CT TRB Reporting

CT TRB Reporting

Required: Enter up to 9 Categories (at least one) for TRB Retirement Edit |[1 values: TRB,

Required: Enter Up to 9 Cost Codes (at least one) for TRB 7% Edit_||2 values: RET6, TRBCORS, |

Required: Enter Up to 9 Cost Codes (at Ieast one) for TRB 1.25% Edit_||2 values: RET125, TRBCOR.

Optional: Enter Cost Code for TRB Volugtary TRBVOL VOLUNTARY TRI INTRIBUTION
Optional: Enter Cost Code for TRB Installmignt [ ][

N\ J
AT

2 Required: Enter Up to 9 Cost Codes [at least one] for TRB 7% 2 values: RET6, TRBCORS,

of Required: Enter Up to 9 Cost Codes [at least one) for TRB 1.25% 2 values: RET125, TRBCOR,

Required:
Required: Entity Code

ECk ate Hange (mmadyyyy]

From: (17012023 To: 7302073
[@] [Prainvitte Community Schao|

Run as O preview O Print @ PDF
If Printing use Duplex Ovyes @ No

O Excel

Lookup Cancel Clear All

Figure 10 After — Up to 18 TRB Cost Codes can be reported on (9 for TRB 7%, 9 for TRB 1.25%)

11 Help Reference Library

[PCS-SUP-SAPLAUC-717]

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

11.1 New or Updated in the Help Reference Library

Employee Positions
Payroll Processing
Site Specific

HR—-110 Employee Maintenance Screens [Updated]
HR-310 Payroll Processing Flowchart [Updated]
HR-1085 Middletown Board of Education Frontline Timesheet Import [New]
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