HUMAN RESOURCES
RELEASE NOTES - JUNE 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system.
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Release Notes — Version 18.2

8 ADMINS Unified Community

Human Resources

1. MAINTENANCE » EXPANDED DATES [Enhancement]

June 2018

To allow human resources staff more flexibility when onboarding employees or changing employee positions, the
acceptable date range was expanded. When adding a new employee or position, the date entered may be up to
180 days in the past or 60 days in the future.

To see this change, go to Human Resources P Maintenance P Employee Maintenance ) [I Add Employee] or

[P Add Position]. The examples shown were created on May 24, 2018, so the acceptable date range is between
November 25, 2017 and July 23, 2018.

o[ AUC] 644 5-Employee Maintenance [theresa]

File Edit Ledgers Purchase Orders Accounts Pavable Fixed Assets  Human Resources  Budget  Collections  Tax Mol

|| S| m| e ||| &% Q| =| &

Employee Maintenance

Gota...
e Employee Number )
. Position | S01P0LAUY —01 AUXILARY POLICE 101
Actions
| 2cd Employes
- P Add Position

Egure 1 Adding a new employee or new position in the Employee Maintenance screen

Add Employee and Position

Required: Enter Bargaining Unit INON “NO INo Benefits
Required: Enter Schedule ||:r|' IPart Time non union
Required: Enter Grade |1—

Required: Enter Step |1_

Required: Enter Full-Time Equivalent |1.|]|]|]|]

Required: Enter Date of Hire [mmddyyyy] |1 1252017|

Lookup | ,TI Cancel | Clear All |
Figure 2 Date of hire is 180 days in the past — the addition is allowed
[N [auUC] 6445-Employee Maintenance [theresa] E3
Add Position to Employee
Required: Enter Bargaining Unit INON -NO INo Benefits
Required: Enter Schedule ||:r|' |paﬂ Time non unjon
Required: Enter Grade |1
Required: Enter Step |1

Lookup | 0K I

Required: Enter Full-Time Equivalent I_z
Required: Enter Date of Hire [mmddyyyy] ||]?242|]13

Cancel | Clear All |

Figure 3 Date of hire exceeds 60 days in the future — the added position is not allowed
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i -~ \ PAl64-Effective date must be in the range of today - 180 days ar
! '+ 60 davs

(0] 4 | Cancel I

Figure 4 Error message when exceeding limits for effective date of hire or position change

After seeing the error message, the screen in Figure 1 will be re-displayed with the date of hire field available to
enter a new date.

[ADM-AUC-HR-9894]

2. PAYROLL PROCESSING [Fix]

ADMINS corrected an issue where the menu allowed the user to rerun the [Select and Calculate Warrants] step
and have two payrolls with the same batch #. The payroll steps screen will now prevent this from happening.

Process Paychecks

Batch 2554

Description Date
Select and Calculate Warrants.

Create HR Check Download File

Figure 5 Before [Select and Calculate Warrants] step remained in focus allowing the same batch to be re-used

Process Paychecks Now the user must
Bath  seos exit the Process
atc
Paychecks menu and
Description Date Start End Success create a new batch
Select and Caloulste Warrarts F0-May-2018 15:48:45,04 15:50:04,08 ¥ -
Fayrol Register 30-May-2018 15:58:09.67 15:58:21.89 7 before processing
Site Fayrol Feports - OETIOMNAL m another warrant.
Check Register Z0-May-2018 15:52:33,34 15:59:07,25 [
Print Checks 30-May-2018 15:59:37 .42 15:59:52,35 &
Brint Deposit SAdvices 20-May-2018 16:00:21,97 16:00:26,96 [
Creste Direct Depost File 20-May-2018 16:00:40,24 16:00:45,13 &
Create Vouchers in L/ 20-May-2018 16:00:55,16 16:01:06,06 =
Fost Labor Disttibution/Email Advices 20-May-2018) 16:02:28,82 16:05:38,20 [
Create HR Check Dovwnload File | r

Figure 6 After—same batch number cannot be used—[Select and Calculate Warrants] is not in focus

[ADM-AUC-HR-10,012]
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3. NO-TIME WARRANT [New]

ADMINS is pleased to announce a new feature. A “No Time” warrant is one in which only void and manual
checks will be created. This provides a simple way to set up a warrant to process adjustments.

Select Human Resources P Payroll Processing P Warrant/Create Timesheet Screen. Create a new warrant using
the [5 Add Warrant] button on the Warrant/Create Timesheet Screen:

| Human Resaurces

Mainkenance k I

Payroll Processing Warrant/Create Timesheet Screen

em[AUC] 6424-Warrant/Create Timesheet Screen [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise [t

ol & wle|o|n| 25| Q| ol &

All Warrant/Create Timesheet Screen
Goto...
_ Pay
i 2warrantk | | 3CheckDate |  d4PostDate | Period Bank Batch# Start
__ 5 AddWarrant
Toeemmereepey 1 Detsils | FRERS 11-May-201E H PAYR 2601 11-May-201!
B0Z060  [1B-Maw-2018 B  PAYR 2600 01-May-201
TEdtLst | F03059  [2-May 2018 WE  PAVR 2599 12-May-201
03058 [L1-Mauy-2018 H PAYR 2597 11-May-201
8 Timeshest Entry._| 03057 [L0-Mau-2018 WE  PAYR 10-May-201;
FA0E05A 15=Mau-201 HE PAYE E96 01-Hau-201

[N [AUC] 6424-Warrant,/Create Timesheet Screen [theresa]

Add Warrant The Add Warrant prompt now
Required: Check Date [mmddyyyy) 5242018 includes the option for a “No Time
Required: Enter Beginning Date (nmddyyyy) 05242018 Warrant: No/Yes” selection. Select
Required: Enter Ending Date [mmddyyyy] W Yes to create a No Tlme warrant that
Reauired: Enter Pav Period [N INa Time Wl“ reqUire no t|me Sheets to be

No Time Warrant: ~ No & Yee created.

Lookup I oK | Cancel | CIearAIIl

Figure 7 Add Warrant prompt with new option for a No Time Warrant

i) @] el ]m] e Q] ]

Warrant Pay Groups

B Warrant i Q0 Naotes
P Period Start pa—Mag-2019 Bank FrvR Period | #PaysDeds [I CheckDate Fd-May-2018  Status Mo Time Sheets
— End  [pd-May-2018 Batch NoTime (% “es " o Unposted VoidManual

Sel Pay Group Frequency Sel Pay Group Frequency

1 Select A

2 Dezelect All | ™ 1095C aca 1095c retiree reporting A
T 12 MTH 12 Month School Heekly W
3 Warrant Summary I | =3 ! 21 Paus B
| = 26 Pays B
4 Creste Timeshests I I~ =7 27 paus B
I~ BI Bi-keeskly B
5 Akl Varrant I~ oPW Dept. Public Morks W
& Delete Wiarrart | ™ FIRE Fire Department W
BelS bmpe (Fam B

Figure 8 [4 Create Timesheets] button is gray—change the NoTime radio button to allow timesheets to be created

As shown in Figure 8, the No Time warrant is number 903062. Create as many manual and void checks as
needed. When printing, select the no time warrant.
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EN warrants
Warrant Start Erd Period CheckDate  Bank Poztlate Entryllzer MaTime Tof
2 Zd-May-2018 2d-May-2018 H 2d-May—2018 PAYE THERESA ki -
10-May-2018 10-May-2018 WE 10-May—-2018 PAYE WEMDY Y
S03052  08-May—Z2018 15-May-2013 HE 15-May—2018 PAYE LUARH Y
S ik, G NS i, N gy T L

EN [AUC] 6202-¥oid/Manual /Figure Paycheck [theresa]

The warrant #903062 is selected

from the lookup each time a void or
Required: Enter In-Process Warrant# g|]3|]52 IF‘AYR manual is printzd

Print Manual

Lookup I 0K | Cancel | Clear All

@] & wl« [+ 2 Q| = & .l

Release Timesheets by Warrant

Goto...

These buttons will all

Acti
ons show Warrant 10
. . Check Date 2d-May-2018
No Reports Selected
Status
L Report-All
Wiarrant Summary-&l [SCHOOL-BMMS menorial school &Run Summary Reporl | 7 Run GL Report | _&Re-Open | Releaszed
TSGroup GL Report-Select] | TOWM  —POL Police Department Released
2 Approve All
3 Re-Open All
4 Warrant S -
A S S The time sheet groups for all manual checks

collected in the warrant will appear here and
must be Approved before completing the
warrant processing.

Shovw Approvals
Figure 9 The time sheet groups for all void and manual checks in the warrant will appear here

File | Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources  Budg

D@ G| w]el|+|m| B Qf @ &

Select the warrant for calculation in the customary manner

Select and s

Gato...

Period
Start

Period
End

Calculation
Date

Pay

Warrant Status MNoTime

Warrant Select CheckDate B ds Files Exist  User Name

Actions

——
v E4—Hay—2018 FHYR F E Mo 2d-May-2018 2d-May-2018 Selected Uncalc Y

9

Proceed with the warrant steps. New informational messages will appear during the “check print”, “print deposit
advices” and “create direct deposit file” if there are not records to process.

[ADM-AUC-HR-9985]

4. POSTING MESSAGE [Fix]

When posting a large number of transactions, users would sometimes see this message and get logged off of the
AUC server:
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'.6.' Irwalid RET at paragraph

Figure 10 Before

This has been fixed and the user may now see a “Successfully completed” message like this one once the process
has completed.

LUANN 's Support Help

LastRan Post 1 on P2-May-2018 0906146
Successfully completed Post ) 3
Results _|

[ADM-AUC-GL-8290]

4.1. Labor Distribution Posting

A change was made for the Labor Distribution Posting; the user will no longer see the error message in Figure 10.

[ADM-AUC-GL-8290]

5. SPECIAL PROCESSING P GLOBAL CHANGE TO EMPLOYEE SALARY [Fix]

There was an issue when the global salary change process was run and an effective date did not exist for a certain
salary schedule. It would incorrectly include the next salary schedule and associated employee. This was
corrected with the software update.

[ADM-AUC-HR-9991]
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6. MANUAL CHECK [Fix]

ema[AUC] 6203-Void/Manual /Figure Paycheck [theresa]

Fle Edt Ledgers Purchase Orders AccountsPayable Fixed Assets HumenResowces Budget Collectins Tax MotorExche MiscHilng System Favories Help  Wumi A benefit_only Cost Code may no Ionger

2|8 S| w|« ||| & Qf = & il

Manual Entry-Timesheets

be added to the deduction screen.

L ‘Warrant F 00000 Period 01-Mar-2018 to 15-Mar-2018 ---Tax Table--  Exemptions Gross 302,76
actons Employee 70452 ALTOMONTE, KEITH A Fed FED o Deductions 302,76
= Bank Check [0000000 Date [ State i _ FN - Net Pay
Pay Period BL Figure Check UNCALCULATED Base Adj. [~ Other I Il Benefits 4,39
ure Paycheck [theresa] [x]
1 Timeshest: Add Cost Code 5 Base Buckets
Cost Code Descr - Required: Enter Cost Code [ER Besz6] | | Additional Information
PN HORFO Savio NOT EDITRELE - % OF BASE
FE NIRFO) Savifo NOT EDITRELE - % OF BASE
BLUE BN
B758__ VOL D gavina
IEDT MEDIC a0 NOT EDITRBLE - % OF BASE
ED FEDER Lookup SavinD)
TFW_ HEW - - BaviD
i STRTE TAK 291 N € Chesking € Saving
JEHILD RT CHILD SUPFORT RHODE ISLAND 7500 N3 (& Chesking €1 Saviig
E-COL__| COLONIAL LIFE 0.6d N 5 CHECHIE ) B
TROEP | DIRECT DEPOSIT 103.65 N 9999 AV ng  Saving  INCLUDE IN ACH FILE

Code ER BCS26 is the employer
share of the Blue Cross - as
such it is a Benefit only and can
not be added to the Deduction

screen.
5 Ac Vo 7adamsnusl [ sacd cost Cote [J)_8 Dl Cost Code 0 Recalcuts PayRegster | Pritcheck || Removecheck | _vMwarrant List
-- Added 22-Mar-2018 By THERESA Changed by [ k| [ e

Figure 11-Error checking prevents a Benefit only code from being added to the Deduction entry tab of the timesheet

Similarly, a deduction—only cost code may no longer be added to the benefit tab.

Manual Entry-Timesheets

e Warrant [EEGEME Period 01-Mar—2018 to 15-Mar-2018 --Tax Table.. Exemptions  Gross 02,76
Actions Employee proagz ALTOMONTE, KEITH A Fed FED N I Deductions 302,76
- Bank Check [po00000 Date State i I — Net Pay
Pay Period BL Figure Check UNCALCULATED Base Adj. [~ Other I I Benefits 4.3
1 Timeshests | 2ages | 3 Deduction Entry | 4 BErEl ey, | 5 Bese Blckets. |
Cost Code Description Amount Pretaz/Order Bank Account Tyne Additional Information
R BLo26 EMPLOYER HMD SINGLE 26 PAYS N [l 0 =

[N [AUC] 6204-Void/Manual/Figure Paycheck [theresa] & Checking© Saving NOT EDITABLE - % OF BASE
Add Cost Code

Required: Enter Cost Code |ELXF25\ |

A deduction only cost
code may no longer be
added to the benefit
screen

Lookup 0K Can|

Clear All

[AUC] 6204-Yoid/ManualFigure Paycheck

\0\ P8169-Cannot add deduction only to benefit screen

Totals
6 Add Void 7 cid Manval 8Add Gods 9Delete Coce |  ORecalouate | PayResister | PrrtCheck | Removecheck | vMWarrantlist |

Figure 12—Error checking prevents a Deduction only code from being added to the Benefit Entry tab of the timesheet

[ADM-AUC-HR-9978]
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7. QUERIES P PAYCHECK HISTORY » INQUIRY [Fix]

Prior to the software update, VOID checks were not showing a void date for the printed check on the [0 Detail]
screen.

Paycheck History-Inquiry

Highlight desired check and click the button labeled View Check to view check detail information

1 Employes | 2Bank| 3warrant | 4wwarckDate | | Scke | & Check Type | Net Pay

oDetail | limace | REEREE) 0TMETLL. MARIE J FAYR  [p0Z063 P5-Mag-2018 02428 [V void YOIl -5283, 14
06159 07MEILL, MARIE J FAavR | [p03055 E7—Apr—2018 092485 | void ¥OID -523, 14

06153 0"MEILL,. MARIE J FAvR  [03037 14—Feb—2016 092485 P Printed 538, 14

05189 B HETLL, MARIE J PrvRe [poE028 P0-Tec—2017 0052428 P Printed 508, 14

Figh re 13 Multi-record inquiry screen shows check as VOID

Paycheck History-Check Detail
Employee # 05189 O0°MEILL. MARIE J Check Date  14-Feb-2012 Gross Pay
Check () 5 Printed Warrant 902037 Batch 2573 Deductions
Bank PAYROLL — CITIZEHS BANK Period Ending 07-Fekb-2012 Het Pay
Humber Pays 1 Period WE VYoid Date Benefits
2 Wanes/DeductionsBenefits | E Base Buckets |
Wages Amount Deductions Amount Benefits Amount
REGLLAR 915,90 BLUE CROSE 103,76 MEDICARE 11.78
DEFERRED COMP 20,00
FEDERAL TaX 52,55
T INSURANMCE W05
STATE TAX 40, 40
MEDICARE 11,78
MORFOLK COUNTY 89,21

Figure 14 Detail for the check does not show a Void Date

This was corrected. Now the void date will appear on the detail screen. The software update will correct history
records.

Paycheck History-Check Detail
Employee # 05189 O07METILL. MARIE J Check Date  14-Feh-2012 Gross Pay
Check g Printed Warrant 903037 Batch 2573 Deductions
Bank PAYROLL — CITIZEMS BANK Period Ending 07-Fek-2018 Net Pay
Number Pays 1 Period  WE Woid Date 27-Apr-2018 Benefits
5 WanesDeductionsBenefits I E Base Buckets I
Wages Amount Deductions Amount Benefits Amount
REGLLAR 915,90 BLUE CROSS 103,76 MEDICARE 11.78
DEFERRED COMP 20,00
FEDERAL TAX 62,55
Ty INSURANCE 0B
STATE TAK 40,40
MEDICARE 11,78
MORFOLK COUMTY 39,21

Figure 15 Paycheck History-Check Detail screen now shows the cancelled date on a printed check that was voided

[DNV-SUP-SAPLUC-443]
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8. REPORTS

8.1. 6831-Paycheck Listing (Enhancement)

The Paycheck Listing report now includes a column for the cancelled date, for void checks in the system history.

A B = 8] E F G H J K 15 ]
1 | Sorted by: EMPNO
2
5 Emp# Hame Check# Check Date Clear Date Warrant CkType Bank Gross Pay Total Deds Het Pay Total Beng Cancelled
90 008189 C'MEILL, MARIE J 092485 14-Feb-2018 27-Lpr-2018 B03037 P PAYR 915490 32776 58514 1178 27-Lpr-2018
91 foos1a9 C'MEILL, MARIE J 092485 27-2pr-2018 27-Apr-2015 903055 v PAYR -915.490 32776 -585.14 -11.78
92 DoE189 C'NEILL, MARIE J 092508 25-May-2015 Boa0sz P PAYR 915490 32776 28514 1178
33 o189 C'MEILL, MARIE J 092428 25-May-2018 25-May-2018 03063 W PAYR -915.90 32776 -58514 -11.78
94 Total 0.00 0.00 0.00 0.00
93
96 DO7045 FLEUETTE, LAWRENCE . ‘D092482 14-Feb-2018 16-&pr-2015 B03037 P PAYR 91480 FIT26 277 .54 1255 16-Apr-20145
57 fornds FLELETTE, LA&WRENCE k. 092432 16-4pr-2018 16-apr-2015 'B03045 W PAYR -914 .80 -337 .26 577 54 -12.55
95 Total 0.00 0.00 0.00 0.00
29
100 /D07 286 CHUP&, LM L T935853 14-Feb-2018 14-Feb-2016 'B03037 E PAYR 1,250.00 1,250000 000 1813
101 Total 1,250.00 1,250.00 0.00 18.13
102
103 007749 FALCIOM, KAREM L 935355 14-Feh-2013 14-Feb-2015 803037 E PAYR 97540 975.40 000 1419
104 Total 978.40 978.40 0.00 14.19
105
106 Hogas1 GARBART, MARIE M935896 06-Mar-2013 06-Mar-2015 B03042 E PAYR 28924 82 2924 52 000 4214
107 Total 2,924.62 2,924.62 0.00 4214

Figure 16 Excel® version showing new column for the cancellation date for void checks

[DNV-SUP-SAPLAUC-443]

8.2. 6801-Paycheck Cost Code Summary—-By Category/Cost Code [Fix]

This report changed with the March software update — zero values were being shown as blanks instead of 0.00.
This was corrected.

Report Library Paychecks/Other
Goto...
Actions Report Hame
— 6789-EE0 Reports Sarmple Run
7225-Benefit Categories Sarmple Run
Bdicd-Enployes Conversion Demographics Sample Run
Bd53-Tables Audit Reports Sample Run
Report Categories BdE5-History Audit Reports Sarmple Fun
1 By Emplayee 7EE0-ACA 1095 Audit Report Sample | Run
2By Position | | ————— Paycheck History Reports ———————- Sample || Run
3 By Timesheet 7211-Employee Paycheck History Register Sample | Run
4 By Paychecks/Gther 7216-Employee Paycheck History Summary Sample | Run
7213-Historical Paycheck Register — Warrant Detail Sample Fun
7219-Hiztorical Paycheck Register — Employes Totals Sample Run
B331-Paucheck Listing Sample | Run
6801-Paycheck Cost Code Summary — By Category/Cost Code
bdUZ=Faycheck Cost Code Feport by Emploges 7 Cost Code T RUn
E800-FPaycheck Cost Code Summary — by Timesheet Group SEmplE | Run ||
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|Z|| ,ﬂ ) - \: Paycheck_Listing_By Costcode 6601 THERESA[L]xm| - Microsoft Excel o = ER
File Home Insert Page Layout Formulas Data Review e 2 @ (= ]
a2 - Fe | amM “
~
>
A B = 2] E E G H | -
1 Category Description CostCode Description Employee Hame Employee Amt Employer Amt
179 UD UHIOH DUES UD-PRO TEACHERS' DUES 26 WEEKS 11,942.16 0.00
180 UD UHIOH DUES un-121 TEACHER'S DUES 21WK 652.32 0.00
181 UD UHIOH DUES UH-FIR FIRE UHIOH DEDUCTION 360.00 0.00
182 uD UHIOH DUES 20,420.07 0.00
183
184w UHITED WAY UHWAY UHITED WAY 4.00 0.00
185 Uw UHITED WAY 4.00 0.00
186
187 Report Total 2,237,924.68 37,543.66
188

Figure 17 Zero amounts are shown in the report instead of as blanks.

June 2018

Category Description CostCode Description Employse Name Employes Amt Employer Amt
457 4STLOAN 457 LOEN 000873 ALBERT, DAVID R. 59.68
457 45TLOAN 457 LOAN 000510 BATTS, RICHARD M. JR. 85.93
457 4STLOAN 457 LOAN 000575  BEELER, STEVEN 74,04
457 4STLOAN 457 LOAN 000837  ERUTON, JEROME E 87.50
457 4STLOAN 457 LOAN 001084 CARR, NE'COLE R 27.26
457 4STLOAN 457 LOAN 001288  CLARK, DOUGLAS 204.99
457 4STLOAN 457 LOEN 001758  D'ARESTA, MICHAEL 43.85
457 4STLOAN 457 LOBN 001824 DEFRANCE V, AUGUST L. 19.28
457 457 LOBN 4STLOAN 457 LOEN 002035 DIMASSA, STEVEN J 133.64

Figure 18 Before shown with Print/Preview/PDF® selected

Category Description CostCode Description Employse Name Employes Amt Employer Amt
457 457 LOBN 4STLOAN 457 LOBN 000073 ALBERT, DAVID R. £5.68 .00
H 457 LOBN 4STLOAN 457 LOBN 000510  BATTS, RICHARD M. JR. 85.93 .00
457 457 LORN 45TLOAN 457 LOAN 000575 BEELER, STEVEN T4.04 .00
457 457 LOBN 4STLOAN 457 LOBN 000937  BRUTON, JEROME E. 87.50 .00
4 457 LORN ASTLOAN 457 LOAN 001084 CRRR, NE'COLE R 27.26 .00

457 LOBN 4S5TLOAN 457 LOBN 001288  CLARK, DOUGLAS 204.99 .00
1z 457 LORN ASTLOAN 457 LOAN 001752  D'ARESTA, MICHAEL 43.85 .00
457 457 LOBN 45TLOAN 457 LOBN 001924 DEFRANCE V, AUGUST L. 15.28 .00
457 457 LOBN 4STLOAN 457 LOBN 002035  DIMASSA, STEVEN J 133.64 .00

Figure 19 After shown with Print/Preview/PDF® selected

[ADM-AUC-HR-9998]

8.3. 6497-Employee List - Email Address for Direct Deposit [Enhancement]

There is a check box on the Maintenance P Employee Maintenance P Contact tab indicating if the direct deposit

advice is to be emailed to the employee.

No picture
on flle

£
Employes Attachments ()
Employee Posttion Attachments. 4

Current Positions  T4220PHHCLK-01 PRINCIPAL CLERK HIGHWAY

0 Al Positions 000 -00

Employee Maintenance

JSTIN

1,0000

| Bacoounting 7 Salary 8DatesiCless | 9 Degrees 0 Custom U Acciderts VACA

Suffix Gender Birth Date 58% Previous Mame
7  wale]
— | Employee Contact
" Phone #1 [(508) 966-2140 Type H Home
nit e
Phone #2 [(508) 494-1469 Type £ Cell
Phone #3 [(000) 000-0000 Type [
v [ET-0900 Frmail hact@omail ,con

DD Email v |TestDate 25-Feb-2015

Test

Figure 20 The employee maintenance screen Employee Contact section showing the DD Email box checked
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All Employees Employee Email Update Screen
Giota...
= Active wiDirect Deposit | Active | i |
Actions | 1 Emplayes | 2 Name | ETimeshestGraus| Fosition TernDate  Email Address Email DD TestDate
1
Test FIER DSTEGREN,. LYNN M ECHOOL-BMMS  |SO12TEASSTS—0L ftheresaladnins ,con W Pa-May-2018
pooozz | PORWERS. KAREN M ECAOOL-SCHOOL | SO0SERTSUMR—01 1-Jul—2013 r

Figure 21 The checkbox is also found on the Human Resources P Maintenance P Employee Email Update Screen

The report was enhanced to include the checkbox for DD email from the screens. Select Human Resources »
Reports P Report Library P [1 By Employee] P 6497 Employee List - Email Address for Direct Deposit to run the
report. This report is available in Excel®.

Haorme Insert Page Layout Farmulas Data Review Wiew
F20 - fe | CUSTODIAN
A B C D E £ G H | J K L L} N

1 [Emp# Employee TimsheetGrp  BargUnit Position# Description CostCode Description  Email Bank AcctType Prenote Effective  Ending
2 03094 AHERN, MARE SCHOOL-CLERK  AFL  -AF SO09BUSPAY 01 SCHOOL PAYROLL CLERK DIRDER DIRECT DEPOSIT BOAS C ] 01-Jul-2003

3 04008 SLANEY, LYNNS SCHOOL-CLERK  AFL  -AF SO0SSPDCLRK-02  CLERK 12 MONTH DIRDEF DIRECT DEPOEIT DN C ] 15-Jan-1958

4 04084 FLEURY, MARE R SCHOOL-CLERK  AFL  -AF SOOBSCHCLRK-01  CLERK 12 MONTH DIRDEP DIRECT DEPOSIT BF C ] 04-Dec-1385

5 MoTE22 CUPP, KARENT SCHOOL-CLERK  AFL  -AF SO0SBUSEHPR-01  BOOKKEEPER DIRDER DIRECT DEPOSIT cl 2 ] 01-Feh-2003

& 07851 RUGGIO, KAREM E SCHOOL-CLERK  AFL  -AF S0125CHCLRK-01  CLERK 12 MONTH DIRDEF DIRECT DEPOEIT 50 C ] 25-Aug-2009

7 070118 MCCANM, LYNN M SCHOOL-CLERK  AFL  -AF SO0SBUSBHPR-01  BOOKKEEPER DIRDEP DIRECT DEPOSIT B&I0 C D 29-Nowe-2010
Figure 22 Before — no indication that the Direct Deposit Email flag is set on the employee record
Home Insert Page Layout Formulas Data Rewview Wiew

A2 - Fe | 002034
A B € D E F G H | d K L [ 1 o

1_Emp# Employee TimsheetGrp _ BargUnit Position# Description CostCode Description _ Email DD Email? Bank _AcctType Prenote Effective  Ending
73R 71044 GONZALEZ, MARE SCHOOL-MEOU  SNGL SCH-12MT  SODSBUSFIN-01  DIRECTOR OF FINANCE SCHODL DIRDEP  DIRECT DEPOSIT S0 C ] 01-Aug-2017
743071085 LARSON, MARE C TC -TEST TOCL - T210POLDISP-02  POLICE DISPATCH DRDEP  DIRECT DEPOSIT Usaa C il 09-0ct-2017
750003105 AUSTIM, KAREN & ToWN DPW  TooL 01 T422DPWHCLK-D1  PRINGIPAL CLERK HIGHWAY DIRDEF  DIRECT DEPOSIT test@omail.com ¥ RK  C il 20-Jun-2011

751 B70740 MORRIS, KAREN TOWMN DPW  TOCL 01 T4SODPWADMN-01  ADMMISTRATIVE ASSISTANT- DPW DIRDEP  DIRECT DEPOSIT ROCK C il 01-May-2015
752070979 DASARO, LYNN M TOWN DPW  TOCL 01 T4SODPWAICLI-01  PRINCIPAL CLERIAWATER & SEWER DRDEP  DIRECT DEPOSIT u c ol 15-Mav-2016
753002763 BAGSTER, KAREN TOWMN -FIRE TOCL - T220FIRCLRK-0N  PRINGIPAL CLERK-FIRE DIRDEF  DIRECT DEPOSIT DN C il 13-Jun-2002

754 /001260 FIELD, LYNN TOWM -POL TocL M T210POLPRC 01 PRINCIPAL CLERK - POLICE DIRDEP ___ DIRECT DEPOSIT Ms__ c i} 20-Mar-2000

Figure 23 After — Column J “DD Email?” indicates that the Direct Deposit Email checkbox is checked on the employee

[ADM-AUC-HR-9959]

9. ADMINS REPORT GENERATOR (ARG) [Enhancement]

Hurman Rescurces

Maintenance »
Payroll Processing »
Timesheet Entry >
Special Processing b

Void/Manual/Figure Paycheck

Billing and Invoicing »

Bank Reconciliation ¥

Queries >

Reports » Report Library

Tables » ADMIMNS Report Generator

COeataiiyimesing ’ Retrieve Output Files

To access the ADMINS Report Generator, select Human Resources P Reports P ADMINS Report Generator.
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— Available Report Templates & Perzonal Reports

Human Resources

[l Human Resaurces Add Hew

Copy

Share

=- T_imesheet History
- Timeshest Infarmation

Delete
Edit
Fename

Froperties

lEELLE

Fur
Refresh
Help

About

Exit

Ll

Figure 24 ADMINS Report Generator (ARG)
The new prompts for the Paycheck History reports are shown in Figure 25:

[N AdmReport X

Enter From Check Date MMDDY Y™™

June 2018

This modification applies to only
NEW reports created for the
Paycheck History — Summary,
Paycheck History — Detail or
Timesheet History — Timesheet
Information reports. For Paycheck
History reports, a check date range
will be required.

For Timesheet History — Timesheet
Information, a work date range
will be required.

This will speed up the report
generation.

EN AdmReport X

Enter To Check Date MMDDY Y YY"

i
Cancel |

i
iy

il

Cancel |

Figure 25 Prompts for New Paycheck History Summary or Detail Reports

While the report is being built, a progress bar will be shown along with the dates entered when the report was run:

1 site: AUC
Enter From Check Date MMDDYYYY: 81912817
Enter To Check Date MMDDYYYY: 12312817

1 usrnam: THERESA

Building the Report (Not Responding)

Figure 26 New progress bar and information

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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When the Timesheet History reports are created and run, the following prompts will appear and are required:

B AdmReport X B AdmReport X
Enter From Work Date MMDDY Y Enter To Work Date MMDDY YY"

12012017 12312017

< > < >

Figure 27 Timesheet History Date prompts
A progress bar similar to the one shown in Figure 26 will be shown before the report is displayed.

[ADM-AUC-HR-10006]

10. SITE SPECIFIC » CT TEACHER’S RETIREMENT BOARD (CT TRB) [Fix]

Prior to the software update, if an employee address used more than 30 places on the first line of the address, the
first line of the mailing address was written to the CT TRB file and truncated to 30 characters, followed by up to
thirty characters of data from the second line of the address. If line one was longer than 30 characters, some
critical information was missing.

Now, the two lines will be concatenated and the first 60 characters will be populated on the edit report and disk
file sent to the retirement board.

Mailing Address
[ Same as Residential Address

Address |12 PINECREST VILLAGE APPARTMEMTS Unit# 12341
FEAR
City CAMBRIDGE State ﬁﬁ Zip 52138—0000
T T T Pensionsble  Farnable Wy
sag Emplf MName Gender DOB Address ; E-mail Fhons Annalslo knn/FTE/LO FIE pd
001-10-460L 070956 HOUSTON, KEITH D n 22-Bug-1991 12 PINECREST VILLAGE APFARTME {7813 915-4047  5,032.80  5,032.80 L.0000 4

REAR
CAMERIDCE, ML 02].38—0000'

Figure 28 Before — Line one was truncated — Unit # was missing

Earnable
Arn/FTE/LD

Pensionable

33f Address / E-mail Phone Armual/1lo FTE Red

001-10-4&01 07035 HOUSTON, EEITH I

ZZ-hug-15%1 1Z PINECRESET VILLAGE APDARTHMEN
TS Unit# 12341 REAR
CAMERIDGE, MA 0OZ138-0000

Figure 29 After — The entire mailing address line one prints followed by the data from mailing address line two

§78L) 215-4047 &,022.80 &,02Z.820 1.0000

[ADM-AUC-HR-9996]
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11. HELP REFERENCE LIBRARY
The following new and updated documents were added to the help reference library:
11.1. New and Updated Documentation
e YEAR END PROCESSING HR-610 Fiscal Year End—Split Payroll PowerPoint® Slides [Updated]

e OTHER HR-910 How to Exit from AUC [New]
HR-920 The Best Way to Contact Support [New]
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