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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 

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

 button had to be 
clicked before searching for a 
previous name.  
 
Now, the screen will be ready for 
the Previous Name search. 
 

The and 

 buttons toggle 
between the Previous and 
Current data. 

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

 

 

[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  Maintenance  Employee Maintenance 

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

 

The lookup window will 
always be sorted by the 
data in the first column. 
“By Name” will show the 
Name in the first column, 
“By.Number” will show 
the employee number in 
first column, and so on. 
The first column shown in 
the lookup is the column 
that can be used with the 

 and 
buttons.  
 

Figure 1 Searching for an Employee 

1.1.1 Employee By Position  

 

 

The first column shown in 
the lookup is the column 
that can be used with the 

 and 
buttons.  
 

Use the  button to 
search for the starting 
characters of the 
employee’s position, for 
example, enter “S003AB” 
in the dialog box to select 
the employees with a 
S003ABATECH position.  
 

Use the  to find a 
match on any part of the 
position. 
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In the example, click on 
search and enter the 
characters “NONU” to 
find all the positions that 
match any portion of the 
Position. 

1.1.2 Employees By Previous Name 

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

 

Use the  button 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  
to find a 
match on 
any part of 
the 
previous 
last name.  

 

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

 

2 Delete Unused Cost Codes from Table 6430 [Enhancement] 

  

The cost code can be deleted if it is neither assigned to any employees 
nor exists as a default cost code on a bargaining unit/cost code tab. A 
cost code can only be deleted if it was added in error and/or has no 
history. To access the Cost Code table, from the menu, select: 

Human Resources  Tables  Cost Code  [Actions]  Delete Cost Code 

 

 

If the cost code is eligible for deletion, the system will present a confirmation 
prompt as shown at left.  
 

Click on  to remove the cost code. 

Click on  to leave the cost code in the database.  
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2.1 Conditions That Will Prevent Deleting a Cost Code 

 

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. 
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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] 

 

Users sometimes set up a “No Time” 
warrant for adjustments to a prior quarter 
and were unable to do so without 
ADMINS support intervening as it was 
more than 30 days prior to the current 
date.  
 
ADMINS changed the parameter so that 
warrants with check dates plus or minus 
120 days will be allowed. 
 
 

Figure 4 Adding a warrant within the 120 days 
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Given that the check date 
entered is in June, and 
the current date is 
October 24, the warrant 
cannot be created for the 
June dates. Contact 
support@admins.com 
after creating the warrant 
with acceptable dates and 
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 reimbursements 
via payroll versus Accounts 
Payable. This caused an issue 
for an employee who had 
elected an additional Federal 
Tax on step 4c of their W4 
Form.  
 
Now, ADMINS will ignore the 
W4 form, step 4c - additional 
amount on a separate check. 
Reimbursements should 
always be done as a separate 
check, as they are not 
taxable. 
 

 

[ADM-AUC-HR-10664] 

 

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

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

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

mailto:support@admins.com
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Figure 6 Report #6970 Direct Deposits not Transmitted to Bank 

[ADM-AUC-HR-10573] 

 

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  FLSA Processing 

 

 

[ADM-AUC-HR-10688] 

 
 

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  Timesheet Entry  Timesheet Entry 

 

Select the desired warrant 
from the list of Available 
Timesheet Warrants. 
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4.1 Timesheet Entry → [3 Reports] → 6205 Edit List 

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. 

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

will be reported on. 

 
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  button was used on a pay code that was in hours, the split did not occur 
properly. 

In this example, 
Wednesday October 4th 
was split using the 

 button. The 
result was that ½ hour 
was assigned to REG and 
½ day was assigned to 
DSIC, thereby changing 
the total amount paid 
for the day. 

 

To see immediately if the leave code is in the same units (Days, 
Hours, or Per Diem) as the pay, the lookup includes a column for 
Units. Before the software update, there was no “Units” column on 
the lookup. 

 

Now, instead of 
allowing the split, a 
message will be 
displayed advising the 
user that the pay codes 
are not compatible with 
splitting a day. 
 
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. 
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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. 

 

[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  Payroll Processing Release Timesheets by Warrant 

 

Each of the reports now 
includes the warrant number 
in the output file name. See 
examples below: 
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5.1 #6231 Warrant Timesheet Group Summary Report 

 

 

 
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. 

#6231 Warrant 
Timesheet Group 
Summary Report: 
 
Choose the pagination 
and sort options on the 
prompt and click on 

 to run the 
report as PDF or Excel. 
 

 

 
 

 
 
Having the warrant 
number on the output file 
name will make it easier 
to identify the warrant to 
which the report belongs.  
 
In addition, the page eject 
on the report was fixed 
and now a new page for 
each TS group is working 
when selecting  Yes on 
the prompt. 
 

[ADM-AUC-HR-10674] 

 

5.2 #6237 TS Group GL Report–All  

 #6237 TS Group GL Report–All 

 
TS_Account_6237_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. 
 
 

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. 
Choose the desired 
pagination and output 
format. 
 

https://youtu.be/YsuFqOwAAdo
https://youtu.be/YsuFqOwAAdo
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5.3 #6238 GL Report–All 

 #6238 GL Report–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. 

The Warrant Timesheet Entry Summary 
by GL Account provides subtotals for 
each account, and optionally includes 
employee names and the choice to start 
each department on a new page. 
 

 

This reports on three errors – Over-
Expended Accounts, Inactive Accounts, 
and Non-Posting Accounts. 
 
The Over-Expended account error 
message is a warning and will not 
prevent further processing. 
 
The Inactive and Non-Posting accounts 
must be corrected before proceeding 
with the payroll warrant. 

https://youtu.be/YsuFqOwAAdo
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5.4 #6068 Timesheet Summary by Department 

 #6068 Timesheet Summary by Department 

 

TS_Account_6068 
_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. 

 

 

This report provides a 
summary of wages, sorted, 
and subtotaled by 
department, for the 
currently selected 
warrant. The grand total 
for the warrant is included 
at the bottom of the 
report. 
 
It can be run as  PDF® or  
 Excel®. 
 

https://youtu.be/YsuFqOwAAdo
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5.5 #6639 Warrant Timesheet Entry Summary by TS Group/Account  

 Warrant Timesheet Entry Summary by TSGroup/Account 

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

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. 
 

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. 

 

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

[ADM-AUC-HR-10649] 

  

https://youtu.be/YsuFqOwAAdo
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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. 

 

Employees who routinely receive direct deposit advice via email will 
now receive manual direct deposit advices via email. 

 

 
 

For example, if a manual check is required 
(either to void a previously issued deposit 
advice and reissue it, or to issue a “one-off” 
new check), the direct deposit advice will be 
emailed to the employee email address 
shown on their employee record.  
 
The email will be sent when the warrant is 
processed, and the  
[Post Labor Distribution/Email Advices]  
step is complete. 
 

 
 
 

1. Email address must be on the 
employee maintenance record. 

2. DIRDEP cost code must be valid with 
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 screen 

 
 
Note: The bursting 
process happens once 
or twice each 
business day 
depending on each 
site's setup. This 
process sends out the DD email. 

If the direct deposit cost code exists on the deduction entry tab as shown above, the direct deposit advice 
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 

 
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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The timesheet reports were sorted numerically for the 
September software update. The reports by Employee, 
Position, and by Paychecks/Other are now sorted 
numerically as well. 

 

 

 

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  Reports  Report Library  By Employee  [#6714]  [Run] 

 

ADMINS added a 
column to the right 
of each "Actual 
Amount" for each account 
number on this report that will 
pull in the encumbrance balance 
to each GL account in Excel.   
 
That will greatly reduce the 
amount of time spent searching 
to see if all the employees to 
encumber are correct.  
 
The amount of the encumbered 
balance is the one shown on the 
Employee Maintenance 
Accounting screen. 
 
The extra columns are available 
in the Excel version of the 
report. Page size limits do not 
allow adding columns to the PDF 
version. 

 

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

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

 

[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 Year End Processing 
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.  

[ADM-AUC-HR-10682] 

9.1 W2 Attachment Step 

HR  Year End Processing  W2 Processing 

 

 

 

When the  
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. 
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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” 
date for covered 
individuals. 

 

[ADM-AUC-HR-10622] 

1.1.4 ACA Audit Report Prompt [Enhancement] 

To access the report, from the menu, select: 

HR  Reports  Report Library  [4 By Paychecks/Other] 

 
 

The Audit reports can be run either with or without the 
“Warning” messages. Warning messages identify errors 
that will not prevent the process from continuing. 
 
To make it easier to run this report, the selection to 
include warnings will be saved the first time this report is 
run, and any subsequent reports will remember the 
selection. 
 

 
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. 
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Errors that are “Warnings” will be 
prefixed with “Warn:” as shown at 
left.  

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

[ADM-AUC-HR-10613] 

1.1.5 ACA Audit Report #3 [Fix] 

Before the software update, 
the report listed employees 
with errors that were hired 
after the calendar year end.  
 
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.  
 

 

[ADM-AUC-HR-10607] 
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1.1.6 2023 Software ID 23A0017991 

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. 

 

 

[ADM-AUC-HR-10684] 

10 Site Specific–CT TRB Reporting 
Human Resources  Site Specific  CT TRB Reporting 

 
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%. 
 

 
Before – the TRB Cost Codes accepted a single code 

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

[PCS-SUP-SAPLAUC-717] 

11 Help Reference Library 
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 HR–110 Employee Maintenance Screens [Updated] 
Payroll Processing HR–310 Payroll Processing Flowchart [Updated] 
Site Specific  HR–1085 Middletown Board of Education Frontline Timesheet Import [New] 

mailto:support@admins.com

