HUMAN RESOURCES

RELEASE NOTES - JUNE 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system and installed on your site in June 2015.
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ADMINS Unified Community Release Notes — Version 6.1
Human Resources June 2015

1. WARRANT/CREATE TIMESHEET SCREEN

1.1. In Progress Warrants Report

Prior to update, the Edit list did not contain ALL of the warrants listed in the In-process warrant screen. The
warrants listed on the In-Process screen now match with the report.

Under the ACTIONS tab on the Warrant/Create Timesheet Screen » click on In-Process Warrants.

o[ AUC] 6424-Warrant/Create Timesheet Screen [wendy]
File Edit Ledgers Purchase Orders Accounts Pavable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Biling  System  Help
|E|@I I«|4-|-t|»|| &glﬁﬂglzlﬁl
All Warrant/Create Timesheet Screen
Gota..
. Pay #U
Actions . .
= 2 \arrantd | 3 Check Date | 4PostDate | Perind Bank Start End Status Yoid
Add WWwarrant
T a— M 1-Jul-2015  [Eo-Apr-2015 WE  PAYR 01-Jul-2015  14-Jul-2015  Posted
- [H02877 [20-Apr—-2015 17-Apr-2015  WE PAYR  15-Apr-2015  28-Apr-2015  Posted
i ity SRS [5-Aer—2015  [l7-Apr—2016  HE  PAYR 01-Apr-2015  07-Apr—2015  Posted
2 ‘ H02875 d-Apr—2015 BI PAYR  12-Mar-2015  25-Mar-2015  Uncalculated
H02874 15-FApr-2015 17-Apr-2015  kHE PAYR 01-Apr-2015  O7-Apr-2015  Posted
P ‘ 02573 E1-Mar—2015 B-Mar-2016  BI  PAYR 26-Feb-2015  11-Mar-2015  Posted
POZE7E 7 -Mar—2015 BI PAYR 12-Feb-2015 25-Feb-2015 Checks Printed
po2a71 F1-Feb—2015 17-Feb-2015 BI PAYR 29-Jan—2015  11-Fek-2015  Paosted
BOZE70 F1-Feb—2015 EI PAYR 29-Jan—2015  11-Fek—2015  Checks Printed
BozEes 7—Feh—2015 13Feb-2016  BI PAYR  15-Jan—2015  28-Jan—2015  Paosted

Next click Edit List

File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget  Collections Tax  Motor Excise  Misc Biling  System  Help

Bl@| S| w|e|~[n] &% Q| = il

In-Prog Warrant/Create Timesheet Screen
Goto
Py ’ Pay # Unposted
- 2viarrantd | 3 Check Date | 4Post Date | Period  Bank Start End Status YaidiManual
5 Add Warrant
6 Delete Warrant 1 Deteils__ ERERTEN d—ppr-2015 BI  PAYR 12-Mar-2015 25-Mar-2015 Uncalculated
] 7-Mar—2015 EI  PAYR 12-Feh-2015  25-Feb-2015 Checks Printed
fozs70 | Flfeb2015 Bl  PAYR 29-Jan-2015 11-Feb-2015 Checks Printed
] E-FLg-201d WE  PAYR 24-Jul-2014  30-Jul-2014  Checks Printed
& Timesheet Entry H02536 13-Aug-2014 EI PAYR 2d-Jul-201d  06—Aug-201d4  Uncalculated
112014 T6—Now-201d WE  PAYR 16-Now-2014  22-Now-2014  Checks Printed
111014 10—Nov-2014 WE  PAYR 07-Now-2014  13-Nov-2014  Checks Printed
12714 PE—Tar-2015 HE  PAYR 21-Jan-2015  27-Jan-2015  Uncalculated 2
01231 F1-Tec—2013 WE  PAYR 31-Dec-2013  31-Tec-201Z  No Tine Shests 1

M Task 6624: Active Warrant Listing [x]
‘Warrant Listing

Select Warrant Type: © All & In-Progress C Posted
Optional: Check Date Range [mmddyyyy] From: | To:
Optional: Enter up to 9 Warrantll's Edit |l] values:

Runas ¢ Preview ¢ Print  PDF

If Printing use Duplex & Yes ¢ No

Lookup_ | oK | cancel Clear All
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ADMINS Unified Community Release Notes — Version 6.1
Human Resources June 2015

ICnurierNew jlg j Bll QI-v _EI IEEE = @I
a1l

6624-HRWARRANT. FEP Printed 0l-Jun-2015 at 13:24:03 by THERESA Page 1
Town of ADMINS
Active Warrant Listing

Warrant Period Start Period End Period Check Date Post Date  Pay Group

001231 31-Dec-2013 31-Dec-Z013 WE 31-Dec-2013 TE 10 month School Weekly
012714 21-Jan-2015 27-Jan-2015 WE 25-Jan-2015 TE 10 month School Weekly
111014 07-How-2014 13-Now-2014 WE 10-Now-2014 ™ Town Weekly

112014 16-How-2014 22-Now-2014 WE 15-Now-2014 TE 10 month School Weekly
902536 24-TJul-2014 06-Aug-2014 BT 153-hug-2014 26 26 Pays

SUMR BIW Sumner only Biweekly

902548 Z4-Jul-Z0l14 30-Tul-2014 WE 06-Aug-2014 DT Dept Public Works
FIRE Fire Department
POLICE Police Department
T Town Weekly
902570 29-Jan-2015 11-Feb-2015 BI 21-Feb-2015 EI Bi-Weekly

PETEST Police Billing Test
POLICE Police Department
T Town Weekly

902872 1Z-Feb-2015 25-Feb-2015 BI 07-Mar-2015 EI Bi-Weekly
PETEST Police Billing Test
POLICE  Police Department

o Town Weekly
TE 10 month School Weekly
902875 12-Mar-2015 25-Mar-2015 BI 04-Apr-z2015 TEST TC TEST OVER S0K

*** Grand Total *** Bumher of Records : El

Selection Legend:

In-Progress Warrants

[ADM-AUC-HR-9589]

1.2. Check Date and Post Date Column Sorting

Prior to this software update, when clicking on the CHECK DATE or POST DATE column to sort, you would enter a
date and the system would not take you to the correct record. This has been fixed.

For example, if you click on the button labelled “Check Date, the data is organized by check date. You may then
type a search value directly in the column. When you press <enter>, the system launches the search. In the panel
below the date of “07022014” is entered.
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m[AUC] 6424-Warrant/Create Timesheet Screen [wendy]

Fil= Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources Budget  Collections  Tax  Motor Excise  Misc Biling  System  Help

aols| 8| wl e+l ]| Qf =] i

All Warrant/Create Timesheet Scred

Goto...

Clicking on these
buttons allows you to
sort the data by either
of these values.

Actions

2 Warranti I

5 Add Warrant
B Delete Viarrant 1 Detailz H0Z550

d-Fug-2014  WE PAYR  24-Jul-20)
02534 Fo-Jul-2014 Pd4-Jul-2014 B3 PAYR  10-Jul-20
7 Ecit List I [H02547 [20-Jul-2014 P4-Jul-2014 W5 PAYR  17-Jul-2014  23-Jul-2014  Posted
F02545 [F0-Jul-2014 P5-Jul-2014 WS PAYR  17-Jul-2014  23-Jul-2014  Posted
& Timeshest Entry: I 02545 P3-Jul-2014 17-Jul-2014  HE PAYR  10-Jul-2014  16-Jul-2014  Posted
F02546 E3-Jul-2014 15-Jul-2014 HE PAYR  10-Jul-2014  16-Jul-2014  Posted
02533 16—Jul-2014 10-Jul-2014  BI PAYR  26-Jun-2014  09-Jul-2014  Posted
[F02542 16—Jul-2014 11-Jul-2014  HE PAYR  03-Jul-2014  09-Jul-2014  Posted
02543 16—Jul-2014 10-Jul-2014  HE PAYR  03-Jul-2014  09-Jul-2014  Posted
[F02539 S-Jul-2014 3-Jul-2014  WE PAYR  26-Jun-2014  02-Jul-2014  Posted
02540 S-Jul-2014 3-Jul-2014  WE PAYR  26-Jun-2014  30-Jun-2014  Posted
F02541 S-Jul-2014 3-Jul-2014 W PAYR  01-Jul-2014  02-Jul-2014  Posted

The system will then display either the date you entered or the closest available match.

All Warrant/Create Timesheet Screen
Gota
Actions Pay #un
- 2 iarrart# | 3 cheshbate| 4PostDate | Perind Bank Start End Status Woidd
5 Add Warrant
[ Delete iarrant | 1Detals  [G02524 B [E0-Jun-2014 BT PAYR 12-Jun-2014 25-Jur-2014 Posted
ERFEFE] 2-Tul-201d  Eé-Jun—201d Bl  PAYR 12-Jun-2014  25-Jun-2014  Paosted
TEdiList | Foz532 Z-Jul-201d  [PE-Jun-201d MWE  PAYR 19-Jun-2014  25-Jun-2014  Posted
foz535 2-Jul-2014  E7-Jun—2014  WE  PAYR 19-Jun-2014  25-Jun-2014  FPaosted
BTimeshest Entry_ | Foz53s 2-Jul-201d  E7-Jun—2014 MWE  PAYR  19-Jun-2014  25-Jun-2014  Posted
02530 PE-Jun—2014  [(3-Jun—2014 WE  PAYR 12-Jun-2014  18-Jur-2014  Posted
poz531 ES-Tun-201d  EO-Jun-201d WE  PAYR 12-Jun-2014  18-Jun-2014  Posted
Foz51z 16-Jun-201d4  [11-Jun-201d BI  PAYR 11-Jun-2014  11-Jun-2014  Posted
poZEz2 (6-Jun-201d  [[2-Jur—2014 BI  PAYR 29-May-2014  11-Jun-2014 Posted
Bozs f6-Jun—z01d  [7=Tun=201d  WE  PAYR 0S-Jun-201d4  11-Jun-7014  Posted

[ADM-AUC-HR-9589]

2. LEAVE ACCRUAL RULES [applies to Connecticut sites only]

2.1. Leave Accrual Rules Table Did Not Allow Accrual Code Entry

The leave accrual screen was not allowing the entry of the associated accrual pay code. This was corrected.

Barqgaining Lnit Table

Base Buckets

Benefit Tiers

Budget Group Table - Read Cnly
Cateqary - Paycheck

Cost Code

FLSA Codes

Accrual Rules
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Leave Accrual Rules Leave Accrual Rules
Tume Sheat Perioils to Apply MoAth Day  Field Time Sheet Periads to Anply Moth Day Fiekd
AccrusiGroup  FTSTER—  Part Time Sick e AccrumiGrow  FTSIGE | Part. Tine Sick e
Leavwe Type Code FTSTcr 1 T Suck e Loave Type Code FTSICK  CF PT Sick e
CT PI Sick Leave e CI PT Sick Lesva e
e E
€ c
(3 &
From  To %ol Accrue During Probation Allow Use During Probation AppyFTE Fom  To ol Accrue During Prabaton Allgw Use During Probation Appey FTE
Soqs Month Morth Oy Hours_HoursDay ] (3 © B @ Seq¥ Month Manth Days Hours HoursDay | & c 3 [ r (3
m e ) " 1
2 — | sconatmormation 2 [ | accrvanmfonnanion
3 — Masirmum Accrual T 000 _or Tienes Annual 3 — M sl 50000 _of Tienes Annual
4 ] —— — Measure Date Figsd TFTOATE 4 - Hea s Y 211703
ol | m— — Tirne Snest Accrual Cose EEEIBS et & Pay Code tha 1es bosn 5 r—r—r Time ShestAccrual Cove EIEEEE Part Tine Sick Rocrual
sctup with Leave Post Type set &
Action on nogative balance (~ Wam AeErUedfoniiis Lese Code Action on negative balance ~ Wam " Siop F NoAdsion
foeaceror i ParotCode —
Expiration Iformation
7 Fioget P h sccru
o E6073-Ds/Hours Flag of Pay Code does not match accrual rate. Fortent Cade | —
£ Employes Dite Exires on ¥ None  Cakuistion Date  Emgioyes Date
= Expiraton Date Field
Aol Roliowss Bagining Month [T 0w T
MU CAITyOver . 0000 0 Times Anfual Masimuem Carmyover .00 or Times Annual
Perfect Attend Dy Add Add ol Perfect Attend Day Add  Add  %of
Coundes Type of Days Days  Hours Hradlay Pay Cosde Counder Type of Daps Doys Hours HesDay Py Code
Perionc o i Periodic e c
sonual B e Anawal e -
CTPTSickLeme 1 He for Every 40 Hrs vorked. Max 40 Hrs/Calerndar Year. CIPTSKKLOMWD 1 Hr for Every 40 Hrs vorked, Msx 20 Hrs/Calendsr Year,

Figure 1 Before Figure 2 After
See the Help Reference Library document “PT Sick Leave Accrual” for more information.

[COVENTRY-SUP-SAPLAUC-69]

3. PAYROLL PROCESSING

3.1. Timesheet History Summary by TS Group/Employee

The correction made to the Leave Accruals Table is reflected on the Timesheet History Summary by TS

Group/Employee report. Prior to the change, the Total column did not always equal the sum of all the hours
columns on the report.

Report Library by Timesheet

Report Name

b6251-Timesheet History Detail by TS Group/Expense Account
*EE—Tinesheet History Summary by TS Group/Empl oyes

Timesheet History Summary by TE Group/Employee

06302015

— — P— P— —
1 Overtime ===== Premium Urproductive === ===== Ocfler/Unpaid Total
Hours Days Paid Hours I)uys Paid W Hours Days Paid Hours Days Paid Hours Days

452,50

403,28

134.00

594,00

1584.75

981.75 16184, 53 1584.75

Figure 3 Before
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Timeshest Hiscvory 5ummary by TS5 Group/Euployee
08302015
P ) === == I . USRI . ., DUTRURNREN ., SPLTRRRRR = Toral
Hours jays Paid Days
29Z_50 3383.11
236.25 4661.28
111.00 T3.59
FTI.LE 64,44
1013.00 LE68Z. 42 1014.00
1013.00 lol4.00

Figure 4 After

See the Help Reference Library document “PT Sick Leave Accrual” for more information.

[COVENTRY-SUP-SAPLAUC-69]

3.2. Time Sheet Entry — Records With Missing Pay Code

Due to the issue with the Leave Accrual Rules screen (see section 2.1), timesheet records were created when the
Time Sheet Accrual Code on the Leave Accrual Rules screen was blank. This was corrected and patched to
Connecticut sites in early March. It is mentioned here to provide documentation of the change. As this is mandated
by Connecticut State law, the accrual is not set on the screen but instead based on every 40 hours worked.

Access the screen that controls the accruals via Human Resources P Tables P Leave Accrual Rules. If the Time

Sheet Accrual Code is blank, no leave accrual records will be created.

Leave Accrual Rules

Time Sheet Periods to Apply Month Day  Field

ccrual Group  FTSICK Part Tine Sick CIEE FayPeried
Leave Type Code |PTSICK CT PT Sick € Thiz Date Every Month
CT PT Sick Leave € This bonth and Day,

€ Calculation Figld-Annually,
€ Caleulztion Field-Monthly

& otAssruEd
From To % of Accrue During Probation Allow Use During Probation Apply FTE
Seq# Month Month Days Hours HoursDay | & vec € fin (R EN olT] (a7

i1 99
2 Accrual Information
k] Maximum Accrual 999,0000 or Times Annual
4 | —
5 Time SheetAccrual Code
Human Resources
Maintenance 4

Payroll Processing
Timeshest Entry

Work Date  Day PayCode  Hours  Days Flat$ Amourt SC Account
[3-Jul-2014 Wed REGPA 3.75 § 42.19 7 110-1701-51020
[[1-J0l-2014 Fri REGPA 3.50 11,2500 39,38 [ 110-1701-51020
[[E-Jul-2019 Wed REGPH 3.25 11.2500 36.56 [0 110-1701-51020

11,2500 20,94 [0 110-1701-51020

[[3-Jul=2014 Sat I 110-1701-51020

Figure 5 Example of a Blank Accrual Record

[COVENTRY-SUP-SAPLAUC-69]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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3.3. New Report: Cost Code Problems

The “Calculate Warrant” issues a report showing cost code problems. This report has been enhanced to include
additional error conditions. It is customary that the payroll supervisors are familiar with any new cost codes and

will know if these cost code errors are applicable to the current payroll. If yes, then these conditions will require
immediate corrective action by the payroll supervisor(s).

Cost Code Table Warnings/Errors

@™ This report is only a warning if the cost codes
L | are not used this payrol
Click YES to CONTINUE.

Click MO to stop now to fix these errars,

|l

A new Cost Code error report is generated during warrant calculation, which will permit the processing of payroll

to continue in the event of cost code errors that exist but are not pertinent to the current warrant. This report is
produced during the pre-processing step.

If the payroll supervisor continues the process and the errors are not for any cost codes processed during this
warrant, they do not have to recalculate.

< TedRE - CostCode_Errors_LUANN[8]

File Edit Format  Options

Couier New =l |E =l B|Z QI- 'I _EI

6075-HRPAVCSTTABERRCHE. REP

Cost Code O1BENS MEDICARE EENEFIT - CONVERSION

Printed 06-May-Z0l5 at 15:56:43 by LUANN

Page 1
Town of ADMINS
Payroll Frocessing Cost Code Tsble Error Report

Pre-Processing

Cost Code Table

~~~~~ Cost Code General Tah

Starus: Actiwve

Vendor Information Missing

Cost Code hecounting Tab
Lisbility hccountf missing

Cost Code MEDI MEDICALE

Starus: Aetiwe

Cost Code Accounting Tab

Expense Account§ missing for benefit with Vendor

If errors are present that will prevent further processing, the following message will be displayed and the errors
must be corrected and the warrant re-calculated:

Payroll Calculation [ x|

[0]

Errars Found and Error Report Produced
Correct the Errors then Rerun this Process

A second report is produced post processing, showing the cost code errors that caused the process to terminate.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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GZES-HPPAYCETTABERPCHEZ . RED Printed 06-May-Z0lE at 16:00:ZZ by LUANN Page 1
Town of ADMINS
Cost Code Table Error Report

Post-Processing
Cost Code Table

Cost. Code MEDT MEDTICARE Status: Active

~~~~~ Cost Code Accounting Tsb wewes
Expense Account§ missing for benefit with Vendor

[ADM-AUC-HR-9500]

3.4. Check Printing - Leave Information

If an employee was being paid for more than one position in a warrant and each position had it’s own leave accrual
code, the information was not printing property or was missing from the pay stub. This has been corrected.

[BLG-SUP-SAPLAUC-559]

4. REPORTS

4.1. Paycheck Cost Code Report by Employee / Cost Code

If the first processed cost code(s) for the warrant was a benefit record, the check date was not properly set. This
resulted in the employee record being excluded from the report. The issue that caused the omission of the data was
that the check date was not being stamped on the OVER 50K records so they were not printing on the reports when
selected by check date.

This was corrected. In the “Before” and “After” samples below, the names are intentionally obscured. To generate
this report, select Human Resources P Reports P Report Library P By Paychecks/Other P 6802 Paycheck Cost
Code Report by Employee / Cost Code.

Paycheck Cost Code Report by Employee / Cost Code
Euployes HName CostCode Date

000336 OVRSOK  08-Jan-2015 OVRSOK  OVER 50K LIFE INSURANCE .00 3.9z
000336 OVRSOE  22-Jan-2018 OUREOK ~ OVER S0K LIFE INSURANCE .00 3.92
000336 OVRSOR  05-Feb-201S OVRSOK ~ OVER SOK LIFE INSURANCE .00 a.92
000336 OVRSOK  13-Feb-201S OVRESOK  OVER SOK LIFE INSURANCE .00 3.92
000336 OVRSOK  05-Mar-201S OVRSOK ~ OVER SOK LIFE INSURANCE .00 3.92
000336 OVRSOK  19-Har-201§ OVRSOK  OVER 50K LIFE INSURANCE .00 3.9z
000336 OVRSOR  OVER 50K LIFE INSURANCE OVRSOK ~ OVER SOK LIFE INSURANCE .00 59.52
000336

Figure 6 Before - Employee #13 is not shown on the report

Faycheck Cost Code Report by Euployee / Cost Code

CostCode Category Euployer Aut
000013 OVRSOE  08-Jan-ZO01S OVRSOR . 4z.68
000013 OVRSOK  22-Jan-201S OVRSOK  OVER SOK LIFE INSURANCE .00 42,68
000013 OVRSOK  05-Feb-Z01§ OVRSOK  OVER SOK LIFE INSURANCE .00 42.65
000013 OVRSOK  19-Feb-2015 OVRSOK  OVER SOK LIFE INSURANCE .00 4265
000012 OVRSOK  05-Mar-zO1S OVRSOK  OVER SOK LIFE INSURANCE .00 4z.68
000013 OVRSOR  19-Mar-201S§ OVRSOK  OVER SOK LIFE INSURANCE .00 42.65
000013 OVRSOR  OVER SOK LIFE TNSURANCE OVRSOR  OVER SOK LIFE INSURANCE .00 285,50
000013

000336 OVESOR 08-Jan-Z0L5 OVESOR OVER SOK LIFE INSURANCE .00 9.9z
000336 OVRSOR 22-Jan-2015 OVRSOK OVER SO0K LIFE INSURANCE .00 9.5z
000336 OVESOR 05-Feb-Z0LS OVRSOR OVER SOK LIFE INSURANCE .00 3.9z
000336 OVRSOR 19-Feb-20L§ OVRSOR OVER SOK LIFE INSURANCE .00 9.92
000336 OVESOR 05-Mar-z015 OVESOR OVER 50K LIFE INSURANCE .00 5.9z
000336 OVRSOK 19-Mar-2015 OVRSOK OVER SOK LIFE INSURANCE .00 5.9z
000336 OVRSOK OVER SOK LIFE INSURANCE OVRSOK OVER SOK LIFE INSURANCE .00 59.52

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 17
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Figure 7 After — Employee #13 appears on the report

Payroll Degister
Batch: 112 Varrant: 000096 Check Date: 26-Now-2014 Period: 09-Nov-2014 thru 22-Now-2014
Esployee: 000009 Cross Pay 2,566.58 Federal Taxable Vages 2,087.62 CT State Taxable Vages 2,087.62
Tinesheet Croup: 1601-0 PECORDINC/LICENSING Deductions 2,566.58 Social Security Vages 2,486,008 Medicare Vages 2,486.08
Pri.Timesheet Croup: 1601-0 PECOIDING/LICENSING Net Pay Petirenent Vages 2,566,589 Total Vages 2,566.50
Taxes: FED 3 Sequence: 0306532 Ret Direct Deposic 1,364. 00 457 Vages 2,566.59
cr ] Cheack Type: ¥ Deposit Advice Benefics 228.68
(R Vages ~esessccses | =ecccccccce Deductions ~~-~-=== | sesecccccns Deductions ~~~~-== ifeccccccces Beneafity ~-rsrssccc W cossccnnns Rours/Days =-==sveees
PECULAR 2,8¢6.50 DIRXCT DEPOSIT 100,00 STATE TAXES 95.08 FICA-CA 15404 PRCULAR 74.00 Nrs
CT ADDITIONAL $.00 NET CHRCK DEPOSIT 1,264,100 MEDICARE 3.08
FEDERAL TAX 340.%0 FICA-GA 154,14 300163 TAX SHELTE 39.46
MIDICAL INSURANCE 118.9%¢ MEDICADX 36.08
PINSION - UNIONS €%.20 300163 TAX SHILTER 360.00
UNITED WAY 19.00
.....................................................................................................................................................................
Isployes: 000013 Cross Pay 3,692.32 Federal Taxable Vages 2,674.90 CT State Taxable Vages 2,674.90
Tinesheet Croup: 1300-0 FINANCE ADMINISTPATION Deductions 3,692.32  Social Security Vages 3,510.65 Medicare ¥ages 3,510,658
Pri. Timesheet Group: 1300-0 FINANCE ADMINISTRATION Net Pay: Retirenent Vages 3,692.32 Total ¥ages 3,692.32
Taxes: FED N 1 Sequence: 0306533 Net Direct Deposit 1,832.25 457 Vages 3,692.32
cr ] Check Type: 2 Deposit Advice Benetivs 385.68
Enailed to esdavuerfyahoo,. com
|eeccccccnca Vages cesccscccen | eeccccnccen Deductions ===es== | ®eccccccace Deductions =~«==ccell] cccccccccs Bonefity ~ccccccccdll| cccccccncs Hours/Days =-=ssssees
PEFSONAL USED 49.50  STATE TAXES 135.96  NET CHECK DEPOSIT 1,832.28 PERSONAL USED 1.00 Hrs
BECULAR 3,642.42  FEDERAL TAX 295.07  FICA-CA 218,16 | MEIDICARE .02l PECULAR 73.00 Hrs
HIALTN SAVINGS i%4.00 MEDICAL INSURANCE 2.17 OVER SOX LIFR INS
NIDICARR $1.02 PENSION NONS 2.70 99,62l 00163 TAX SHELTE
300163 TAX SHELTE 770.00

Figure 8 Before

In the above warrant, Employee #13 was not the first employee in the warrant, Employee #9 was. Employee #9 did
not fit the criteria that caused the error, so the report was correct. The first record was FICA-GA, while listed in the
Benefits column as an employer contribution, is not a true benefit as it is mandated by law.

Payroll Register
Batch: 124  Varrant: 000102 Check Date: 05-Feb-201% Period: 18-Jan-2015 thru 31-Jan-201§
.....................................................................................................................................................................
Enployee: 00001% Cross Pay 3,692.31  Vederal Taxable Vages 2,652.22 CT State Taxable Vages 2,682.22
Timesheet Croup: 1300-0 FIRANCE ADMINISTRATION Deductions: 3,692.0 Social Security Vages 3.4%6.07 Nedicare Vages 3,4%.07
Pri.Timesheet Croup: 1300-0 FIRANCE ADMINISTRATION Net Pay Petirenent Vages 2,6%2.31 Total Vages 3,692.0
Taxes: FED " 1 Sequence: 0306579 Net Direct Deposit: 1,817.48 457 Vages 3,692.21
(24 1 Chack Type: & Deposit Advice BPenefits: 1,098.49
Inailed to eebauerfyahoo.com
|eecccccccan Yages cccccccccee | =ecccccccecs Deductions ~====== | s=eccccccccs Deductions ~==-sss Qi coccccnnnn Penefity ~cccccccccll] ccccccnnan Hours/Days ===swssces
PERSONAL USED 199.58 STATE TAXES 1. NIT CHICK DEPOSIT 1,017, .48 OVER SOK LIFE INS 42,68 PERSONAL USED 4.00 Hrs
BICULAR 2,50 60 FEDEBAL TAX 290.24 FICA-CA 216.7¢ JICA-CA 216.7%¢ PECULAR $2.00 Mrs
VACATION USED "9 HEALTH SAVINGS 21%.00 MIDICAL INSUBRANCE 2.74 MEIDICAL PREMIUMS 1,804,854 VACATION USED 19,00 Mrs
NIDICARE 50.69 PINSION NONS 2.70 99.69 MIDICARE 50.69
300163 TAX SHILTR 770.00 JO0L63 TAX SHILTR 73.8
Eaployes: 00003C Cross Pay: 2,660.90 Federal Taxable Vages 2,186.63 CT State Taxable Vages 2,186.63
Tinesheet Croup: 2102-0 FOLICE OPEPATIONS Deductions 2,660.90 Social Security Vages 2,594.21 Nedicare Vages z,5%.21
Pri.Timesheot Croup: 2102-0 POLICE OPEPATIONS Net Pay: Petirenent Vages 2,660.90 Total Vages 2,660.80
Taxes: 750 N Sequence: 0306500 Net Direct Deposit 1,125,239 457 Vages 2,660,900
cr A Check Type: & Deposit Advice Benefits: 2,087.10
Inatled to kineol8dfsboglodbal net
|eeccccccnce Vages c~essssccces | eeecccccces Deductionsg ======= | =ececcscces Deductiong ======= | =eeccccces Benefity = sssenns | weescccces Hours/Days ====sssees
PRCULAR 2,627.8%4 DIRECT DEPOSIT 250.00 STATE TAGS 103.¢62 FICA-PUBLIC SARY 160.94 PICULAS 79.00 Xrs
SICK UsSED 33.2¢ CT ADDITIONAL 20.00 NET CHECK DEPOSIT i,1.23 MEIDICAL PREMIUNS 1,820.19 SICK USED 1.00 Hrs
FEDEBAL TAX 238.40 FICA-PUBLIC SAFET 160.84 MEIDICARE - P8 3.6
MIDICAL INSUBANCE 108.08 MIDICARE -~ »5 ».e 00163 TAX SMELTE 3.4
PENSION POLICE M 186.2¢ 00163 TSA IMPLOYE a2
UNION DURS POLICE 34.66

Figure 9 After

The benefits are listed in different order on the two payroll registers. On the one above, dated in January of 2015,
employee #13 shows the benefit OVER 50 K as the first record in the warrant. In the previous example, employee
#9, the first record listed under the Benefits Heading was FICA-GA.

[COVENTRY-SUP-SAPLAUC-72]

4.2. Employee Leave Balance Report

There was an issue with the March 2015 software update to this report. If the termination date was set for an
employee without any leave balances, a report was generated that said — “no records selected”. This has been
corrected. Now, if a user does not have any leave balances, only the termination date will be set and no report will
be generated.
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[ HEFUK |

! , Mo Records Selected

Date " Yes & No
e Date Pi-Apr-1995 Yr:19 " s ¥ Mo
P1-Apr-1995 Yr:19 t
h Date [ Lay Off Date I
— Recall Date —
Seasonal Rehire Date
eave Date Current Position
Other Date #5
Eval Other Date #6
Eval I Other Date #7 F1-Har-1987
Other Date #8
Active Other Date #9
Part-Time Other Date #10
Service/Maintenance
Part-Time Termination Date
CLERTCAL Reason

4.3. Detail Billing Calculation Report Change

This report was modified to display missing information and to be easier to read.

June 2015

[ADM-AUC-HR-9594]

6364 -HRPECALC.REP

ustomer

oo

000043 NATICONAL GRID
WORK SUPPORT NE
ATTN: SHARKEY

280 MELROSE STREET

PROVIDENCE,

RI 02907-0000

Printed 27-Apr-2015 at 11:51:48 by LUANN Page 1
Town of RDMINS
calculation Edit Report
Warrant Work Date  Employee Detail/Ticket # StartTime EndTime Pay Code Hours Paid
902545
13-Jul-2014 002787 CAMPANO, MICHAEL C 3779 00:00:00 00:00:00 DTP 8.50 561.00
Category Charge Adjustment Balance
01 Employee Charge 340.00 340.00
02 Town Fee 51.00 51.00
391.00 391.00
01 Employee Charge 60.00 60.00
02 Town Fee 5.00 5.00
69.00 69.00
09-Jul-2014 004407 KEEFE, LAWRENCE G JR 3754 00:00:00 00:00:00 DTP 8.00 352.00
Category Charge Adjustment Balance
01 Employee Charge 320.00 320.00
02 Town Fee 48.00 48.00
368.00 368.00
09-Jul-2014 070274 MICHNIEWICZ, LAWRENCE M 3755 00:00:00 00:00:00 DTP KOS 8.00 352.00
Charge Balance
01 Employee Charge 352.00 352.00
02 Town Fee 48.00 48.00
400.00 400.00
000043 NATIONAL GRID Details: 4 1,228.00 1,228.00

Figure 10 - Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6364-HRPECALC. REP Printed 27-Apr-2015 at 11:51:03 by LUANN Page 1
Town of ADMINS

Calculation Edit Report

rk Date Employee Detail/Ticket # Time B Paid Category rge Adjustment Balance
13-Jul-2014 002787 CAMBANO, MICHAEL C 2778 00:00:00 561.00 01 Employee Charge 240.0

02 Town Fee 51.0

502545 13-Jul-2014 002787 CAMPANO, MICHAEL C 3773 00:00:00 00:00:00 DT® 1.50 66.00 01 Employee Charge 60.00
02 Town Fee 9.00

902545 09-Jul-2014 004407 KEEFE, LAWRENCE G JR 3754 00:00:00 00:00:00 DTP 8.00 352.00 01 Employee Charge 320.0
02 Town Fee 48.0

902545 09-Jul-2014 070274 MICHNIEWICZ, LAWRENCE M 2755 00:00:00 00:00:00 DTE NOS .00 352.00 01 Employee Charge 352.0
02 Town Fee 42.00 48.00

000043 NATIONAL GRID s e oo
Count 1 1,228.00 1,228.00

Total Customer 1
Printed Bill 1
E-mailed Bill

Sorted by Customer, Employee

Figure 11 - After
[AVON-SUP-SAPLAUC-182]

4.4. Weekly Table Audit Report Change

The weekly table audit report has been modified to display an error to notify the user that an invalid or missing
accrual code (see section 2.1) is present.

6463 -HR*==xERRCHK .REP Printed B81-Jun-2815 at 18:13:56 by LUANH
Town of ADMINS
Tables Audit Reports

fAiccrual Rules Code Table

Accrual Gro PTSICK Part T Sick Status: Active

I =

ficcrual code leave PTSICK

|- I — R |
e 1= u

[ o )
I H==0 =3

I wonmoou

I ==
e n
=

| Time Sh sing or invalid

[COVENTRY-SUP-SAPLAUC-69]

5. QUARTERLY PROCESSING

5.1. Federal Quarterly Reporting — Schedule 941

The IRS regulations state that once an employee receives $200,000 in Medicare wages, they must pay an additional
.9% tax on the Medicare wages. The Federal Schedule 941 report is available as part of Quarterly Processing. The
link to the IRS web site for form 941 is: http://www.irs.gov/pub/irs-pdf/f941.pdf.

The Form 941 generated from the AUC system was renumbered to make it equivalent to the IRS form and now
provides a breakout on line 5d showing the employee’s Medicare only tax for wages over $200,000.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 17
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341WAGH . REP Printed 20-Apr-2015 at 10:50:34 Dy LUANN
TOWN of ADMI
The Quart
Schea

Form 941 F

Entity: 1
Warrant Check Dates:

of Anywhere
015 to 09302015

6323 -HRREP :HR94 1WAG* . REP Printed 13-Apr-2015 at 08:12:11 by LUANN
Town of ADMINS
Form 941 For The Quarter Ending 03312011

. T 1. NUMber of EmplOYESE EMPLOYEQ 1M LHE PAY PETION.............c..coonnn.
edule 94 P -
sad Scheduls 941 2 3/12, &/12, 9/12 or 12/
Entity: 1 Town of Anywhers N es, tip, ana otmer

Warrant Check Dates: 01012011 to 03312011

3. Federal imcome tax withhe

wages, tips,

ages, tips, and other cosp are sul

1. Number of employees em

3/12, 6/12, 9/12 606 5. Taxable social security & medicare wages and tips:
2. Wages, tips, and o O 5,811,877.98 5a. Taxaple S5 wages .
3. Total income tax wit e, tips, and other 707,493.15 5b. Taxable S5 tipe....
4. If no wages, tips, = are subject........ 5c. Taxaple Medl wages
5. Taxable social security & medicare wages and tips 5d. AG4l Medicare Taxable.....
Sa. Taxable S5 wages ( ). X .124 = 5e. Agd Columna m lines 5a, ,513.48
Sb. Taxable SS tips . X .124 5I. section 312 Notice and Ix
Sc. Taxable Medi e tips. 5,912,1 .0z29
5d. Total 55 and Medi taxes (Column 2, lines Sa + 5b 171,453.49 €. Total taxes before adjustments {lines 3 + 103,489.43
6. Total taxes before adjustments (limes 3 + 5d)............... B878,946.64
7. Tax adjustments: guarter adjustment for fra 12
7a. Current guarter fractioms of cenmts.. 1.03
Th. Total adjustments. ... N 1.03 guarter's adjustment for sick
8. Total taxes after adjustments ( 878,948.57 B
. : $. Current guarter's aOjustments for Cipe and group-term life ing
9. Advanced earned income credit.... .
al taxes after adjustment for adv E 878, 948.57 10. TOLAl L3XEE ATLET AATUSEEMEILS. . ... un e e ananneaaanneamaanneamnnnees 103,489.61
al tax deposits including adjustments. 878,948.57 sTEEE
- Balance due (10 - 11) T 11. Total tax deposits including adjustments. . ... o . . 101, 289.861

Actual tax deduction amounts from employse records:
FICA: MEDI: 85,727.71 FWITH: 707,493.15 EIC:

tax deduction oyee records:

ADDL MEDI: 676.50 FWITH 93,976.01 EIC:

Actual tax deduction amounts from employer benefit:
FICA: MEDI: 85,727.71

tax geduction oyer benefit:

Figure 10 Before Figure 13 After

The report generated was updated to include a column for Employee Additional Medicare Tax.

er Ending 033
le 941 8

Figure 14 Bé"fore

6323-HRREP:HR941WAG* . REP Printed 20-Apr-2015 at 10:52:57 by LUANN Page 1

Form 941 For The Quarter Ending 09302015
and schedule 941 B

Entity: 1 Town of Anywhere
wWarrant check Dates: 07012015 to 09302015

Month Check Date  Total Liability Federal Taxes Employee Fica Taxes Employer Fica Taxes Employee Medi Taxes Employer Medi Taxes Employee Addl Medi

1 01-Jul-2015 103, 483.51 93,976.01 4,418.55 2,418,585
1 Total 4,418.55 3,418.55
Entity Total 103,489.51 93,575.01 4,218.55 4,418,585 676.50

Figure 15 After

5.2. Module Control 6012 — Additional Medicare Tax

This is the cost code associated with that employee only deduction. It is used during the payroll calculation and on
the 941 form.

Human Resources Module Control

Seq#  Description Answer

Cost Code for 9% over #$200.000 Medicare Deduction MEDIOVRE 1 Edit I

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 17
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The 941 report has been modified to breakout of the employee’s Medicare only tax for wages over $200,000
If there is a possibility that a MEDICARE employee could receive over $200,000 in Medicare wages you must
create the cost code and apply it that employee.

Information regarding the additional Medicare tax setup is found in the December 2013 release notes, pages 6
through 8.

The Cost Code table has been enhanced to allow the indication if the Over Annual $ amount is based on the Period
Annualized or the YTD Amount. Use the “Period Annualized” for 2% over $30,000 Massachusetts Teacher’s
Retirement. Use the “YTD Amount” for the Medicare over $200,000.

The “Period Annualized” will multiply the period amount by the number of pays to determine if the calculated
amount is over the “Over Annual” amount on the cost code.

The “YTD Amount” setting will not process the deduction until the employee’s annual base bucket amount reaches
the “Over Annual” amount on the cost code.

Cost Code Table

Cost Code MEDIOVE =~ MEDICARE OWER 200,000

Calculation Calendar Year Annual Maximums
" Method 1 Use Tax Rate Table Bucket Amount 5
" Method 2 FlatAmount § | Employee Contribution § |

* Method 3 Base Bucket% | L9000 Base Bucket # |_2 O\rerAnnuaI$| 200000, 00 Employer Contribution & |

Figure 16 Before

Cost Code Table

MEDICARE OVER $200, 000

Cost Code

Calculation ¢ Method 1 Use Tax Rate Table Calendar Year Annual Maximums
 Method 2 FlatAmount§ [ Bucket Amount 5
f* Method 3 Base Bucket% W " Period Annualized Cver Annual § Employee Contribution §
Base Bucket® [2 & YTD Amount [ 20000000 | Emplover Contribution §

Figure 17 After

[ADM-AUC-HR-9599]

6. MASSACHUSETTS TEACHERS RETIREMENT

6.1. Export File

The export file was missing the longevity amount on records with multiple additional pay categories. This has been
corrected.

[BLG-SUP-SAPLAUC-560]
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7. TABLES

7.1. Over 50K Life Insurance

“IRC section 79 provides an exclusion for the first $50,000 of group-term life insurance coverage
provided under a policy carried directly or indirectly by an employer. There are no tax
consequences if the total amount of such policies does not exceed $50,000. The imputed cost of
coverage in excess of $50,000 must be included in income, using the IRS Premium Table, and are
subject to social security and Medicare taxes. ... Because the employer is affecting the premium
cost through its subsidizing and/or redistributing role, there is a benefit to employees. This benefit
is taxable even if the employees are paying the full cost they are charged. You must calculate the
taxable portion of the premiums for coverage that exceeds $50,000”.

ADMINS provides a method to comply with this IRS requirement. An over 50K life insurance cost code is set
based on:

e A flag set in the Human Resources P Tables P Cost Code Table:

I A AT Paycheck Category [I LIFE INSURANCE
] ] ) S O e ea— Deduction Holdover Method 1 Take Available Amount
Gost Code Table Pretax? @& Yes ( No
é‘ | comcov B eI TR —— Paycheck Calculation Order [T
Smeimmerall o Fhahsd| Pttt [ Always take Benefit @ Yes  No
"":‘:“ e e £ £ E— : . Employer % is Only Reportable Benefit? & Yes ( No
ﬁli' ghornetng (] 7Bmtatios [ grotenarun | = e TaxTable Indicator € Federal€ State. € Other & None
Allow Qverride? T Yes (¥ No
Employee Changes Allowed?  Yes ¥ No
Bond? { ol (¢ NO
Over 50K Life Insurance G ves ) no
W2 Box 13 Retirement Indicator Yes (+ Mo
T Non-Direct Deposit Account Entry C Yes & No
I RI Family Court Indicatar T Yes & No
T MA Family Court Indicator T Yes ¢ No
S S e - Add to Manual Check C Yes & No
Benefit Staternent Category [

e A selection made in each Bargaining Unit Table under the tab
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[0 AU ) BABD: Dargoinie Uk - Other [theresa)

Fia Edt Ledoers Purchase Orders  Accounts Payatle  Fioed Aasets  Hman Fimiources Budet Colections Tax  Motor Excie Misc Bllog Systeen el
Dl & w| v [~]m] &[5 O = .

ing Unit - Other

June 2015

Over 50,000 Cost Code OVERSOK | OVER 50K LIFE INSURANCE Max Amount $ [995999
Over 50,000 Life Insurance ¢ 1. No automatic Life Insurance Amount Calculation
(¢ 2. Fixed Life Insurance Amount Fixed Amount § [ 100000
" 3. Calculated Life Insurance Amount FIE Annual Salary Times [
Rounded &1 € $10  €5100 €151,000 € $10,000

Prior to the software update, the system was not displaying the right parameters when adding this cost code to an

employee profile via the Employee Maintenance P Ded/Ben Tab.

Ovdes Acoourts Payatie Fucnd hevets. Hunan Rascurces udgt Colections Tar Motor Bxcie e bllg Sritens Heb
DB @ || 2] Qf =]
No pleture
Employee on file
= Ermplayes Nurnber Alimchmets (1]
g Pustion 14215 o TR
‘ s oo - EM[PCT] 6441-Employee Maintenance [1
Add Cost Code

Required: Enter Cost Code

ot | s e i R g e 8
concose , E

o s SiopD:

op Dt

essage ADs

maicing
Balance

Required: Enter Effective Date [mmddyyyy] 03012015

RAINING] [ty

pdevl]

[ovERSDK  [OVER 50 LIFE INSURANCE

Lookup_| 0K Cancel Clear All |

0 - - ]
Life Insurance Amount

[T TR ———— e O e — ek Exec Bislis e st couud

Bank [ Federsi FED "

o ooo-t00-0_secosnt ) | ies rant Aot Sue om

Tee - Pretiore [ pioyse Aemoun omar

Moo Aot [ |Emplayer Amount §
Lookup | [0k ] caneet | clearan
= iAo i v

The method is set on the tab of the Bargaining Unit Table

Bargaining Unit - Other
AFL 10M —AF 10

Bargaining Unit

i Echool Weekly 10 month emplogees

1 Cost Codes

| 2 Holidays | 3 Longevity Pay | 4 Retroactive Pay

5 Salary Sched | I E Gther Infa | Benefit Statamerrtsl

Budget step increases every | Months
Step increases measurement field

Cafeteria Plan Value

Pay balance of salaryon lastpayroll? Yes (% No
Pay Balance in Cash?  Yes & Mo

Over 50,000 CostCode  [IVERGOK | OWER 50K LIFE INSURAMCE

Ower 50,000 Life Insurance € 1. Mo autornatic Life Insurance Armount Calculatio
@ 3. Fixed Life Insurance Amount
€ 3. Caleulated Life Insurance Amount

Fixed Amount § I

If Method 2 or 3 was set, the
prompts were erroneously
displaying. This has been corrected.

Now, the prompt only displays when
Method 1 is set.

F/E Annual Salary Times|

Rounded £ §1 Lol (]

L]

I 00 T g 0,000
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For instructions on the use of an Over 50K cost code, see the document found in the Help Reference Library P
Special Processing P Group—Term Life Insurance Over 50K.

Human Resources Help Reference Library

Reference Card Last Run
Group — Term Life Insurance Ouver 50K \-’iewl Email | 1d-Apr-2015

[ADM-AUC-HR-9597]

7.2. Bargaining Unit Schedule

The system was allowing the addition of a bargaining unit schedule that included a dash then a space.
This caused issues when the “Global Change to Employee Salary” process was run. A modification has been made

to remove any spaces in the bargaining unit schedule.
[PCS-SUP-SAPLAUC-430]

8. IRS: 1095-C

8.1. Employer Provided Health Insurance Offer and Coverage

The IRS requires the creation and distribution of 1095-C Forms for any employer with more than 50 employees.
At this time, ADMINS, Inc. is adding functionality to meet this requirement. Some of those changes will be
introduced in this June update but will be explained more fully at a later date. Please watch for announcements
from our Support staff over the months of June through August. Additionally, a webinar training session will also
be scheduled for Summer 2015 to more fully explain the process and begin capturing the required data.

For additional information, please refer to the IRS publication found at;
http://www.irs.gov/pub/irs-pdf/i109495c.pdf

9. HELP REFERENCE LIBRARY

9.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

e SPECIAL PROCESSING Group—Term Life Insurance Over 50K
e OTHER Module Control

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 16 of 17


http://www.irs.gov/pub/irs-pdf/i109495c.pdf

ADMINS Unified Community Release Notes — Version 6.1
Human Resources June 2015

" http://www.irs.gov/Government-Entities/Federal,-State-&-Local-Governments/Group-Term-Life-Insurance

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 17


http://www.irs.gov/Government-Entities/Federal,-State-&-Local-Governments/Group-Term-Life-Insurance

