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ADMINS Unified Community

Release Notes — Version 19.2

e

Human Resources

1. EMPLOYEE MAINTENANCE

June 2019

1.1. Changes to Employees with Future Termination Dates [Enhancement]

@y

&,

termination date has been reached.

Prior to the software update, if a termination date was entered for an employee position that
was in the future, changes could not be made to the position based tabs on the employee
maintenance screen. After the software update, changes may be made up until the future

How might this be used? One example of needing to enter an employee with a future termination date is for
benefits provided to a dependent of a deceased or retired employee. ADMINS allows the creation of a “pseudo-
employee” to provide benefits in such cases. This “pseudo-employee” may be benefit-eligible until the age of 18;

and the termination date is known and can be set.

[ADM-AUC-HR-10092]

1.2. Notes Field for Benefits and Deductions [Enhancement]

No picture
Employee Maintenance on file
Got
ot Employee Number 000040 KETTH F LEDOUX Employee Attachments (16}

J— Position 421DPHOIR -01 DPW DIRECTOR 10f 1 Emplovee Positon Attachments

JAdd Code Current Tier 1

K Delete Code

System messages

1 Contact 2 Personal 4 Add Wages 5 Payroll 8 Accounting T2 appear here U Accidents WACA
[
[Cost Code [Effective [Stop Date Table Amount]Message dditional Amt[Start Date Stop Date Original Amt]| Remaining Bal[Note
IDEFVOL |07 -Feb-1591 Orifmt > CostCocs EE Max 85,00 [07-Feh-1991 24,500.,00 20.165.00
[DIRDEP  [07-Feb-1591 199.993,99
IDS-COL  [07-Feb-1991 4,91 [07-Feb—-1991
ER PGFTW [01-Dec—-2018 27.521.79 [01-Dec—2018 27.521.79 HOTE
FED- 07-Feb-1991 53,65 [07-Feb—-1991
[TMS—HK |07 -Feb-1591 06 .24 [07-Feh-1991 HOTE
MA— 7-Feb-1991 11,50 (07 -Feb—-1991
MEDL 07 -Fek-1991 1.45007%
MC-PHE 07 -Feb-1591 2.00007%
MC2 [28-Jun-2012 22,0000

2.913.53

01-Jul-2011
WG-BEN 7-Feb-1991

Activate a Cost Code record by clicking anywhere
on the record; enter the text below. This will allow
entry of a note related to the "WG-BEN" cost code.

Tax Information  Type Table # Exempt
Federal FED M 1

Life Insurance

Non-Direct Deposit Acct Entry & Note for WG-BEN

Bank —
ABA 0000-0000-0  Account Calendar Year Annual Maximums State  MA M 2
Type Checking Saving Employee Amount 5 Other

Holdover Amount

NOTE Employer Amount $

ADMINS added a NOTE
field to the

[3 Ded/Ben] tab to
allow the entry of user-
supplied notes for each
deduction. This differs
from the Message
field, which is for
System Generated
messages.

Figure 1 NOTE field available for deductions / benefits on the employee maintenance screen

1 Contact 2 Personal ADediBen | | [4AddWages 5Payrol | | 6Accounting 7Salary | |BDates/Class| | 8 Dearees 0 Custom U Accidents. VACA
————
IES( Code [Effective Stop Date Table Amount[Message Additional Amt[Start Date Stop Date Original Ami] __ Remainin g Bal[Note
[DEFVOL  [01-Fek-2017 DrifAnt > CostCode EE Max 500,00 [12-Mar-2018 24,500,00 12,550,00
[ER BCF26 |01-Jan—2012 25,513.86 01-Jul-2017 25,513,686
HMOF26  [31-Fug-1992 216,82 5.502.67 2,9 OTE
[THS-BW  [31-Fug—1952 W12 _—,
—
—
Non-Direct Deposit Acct Entry & Note for HMOF26 Fam urt Life Insurance 7 Tax Information  Type Table #Exempt
Bank DB Federal FED s
ABA  0000-0000-0 Account \nves|memymﬁmnnum Maximums State  MA El
Gheckoc Sakae o Emplayee Amount § Other
MNOTE Make up pagments fover Amount | Emplayer Amount §

Figure 2 Employee Maintenance Query screen

An alert will appear in the
“Note” column signifying that
there is a note for a particular
deduction. Click on the line
with the note to activate the
editable field in the lower left
corner of the screen.
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Up to 80 characters may be entered in the NOTE field. The Human Resources » Employee Maintenance Query
screen displays the notes but does not allow notes to be added or edited.

[ADM-AUC-HR-10063]

2. PAYROLL PROCESSING P CT PART TIME SICK [ENHANCEMENT]

CT part time workers are entitled to carry over up to 40 unused accrued hours of paid sick leave from the current
year to the following year. CT part time workers can only use 40 hours of paid sick leave per year, no matter how
many hours are carried over and accrued.

ADMINS enhanced the Timesheet
Entry and Void/Manual screens to
accommodate these limits.

[AUC] 6200-Timesheet Entry >

P&172-CT PT Sick Used Calendar Year Maximum 40 Hours, Hours
Adjusted.

An error message will pop up stating the calendar
year maximum and will adjust the hours if sick leave
entered is in excess of the 40 hour per year

maximum. The message is shown in Figure 3.
Figure 3 Pop up announces that the hours will be adjusted when the maximum of 40 hours is reached

[COVENTRY-SUP-SAPLAUC-283]

3. TIMESHEET ENTRY [Enhancement]

ADMINS improved the way the timesheet entry screen accesses an employee record. Prior to the software update,
moving between timesheet groups required several
keystrokes (entering the employee number in the field, [F3],

Z= [AUC] 6200-Timesheet Entry [theresa]

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets  Human Resources  Budget Collec

B GE wem BHQ@Fd [31, and then clicking on the employee number in the
Timesheet Entry |00kup).

Cils ‘Warrant P03189 20-Apr—2019 26-Apr—2019

s e o | e Now,if the employee is part of the

s o s e o warrant but in a different timesheet
GE e EH Q@ HL group, just enter the employee
Timeshest Entry number in the timesheet screen. It
| N B T T will go to the correct timesheet
Paosition [T210POLSGT —01  POLICE SERGEANT gI’OUp/emp|0yee An
o] (AUC] 6200- Timesheet Entry X informational message
e will appear alerting the
Eiﬁz:::gi: L:? P6173-Employee entered is not in this warrant/timesheet group user that the employee
zgizz:ggg %I Branching to Timesheet Group:: TOWN -TOWN iS in a diﬁ:erent
| timesheet group. Click

on [OK] to work on the
timesheet.

Figure 4 Timesheet Entry allows the entry of an employee in a different timesheet group

The timesheet group security remains in effect via this method — users without access to a timesheet group will
not be able to view or edit timesheets for that group by entering in the employee number.

[ADM-AUC-HR-10106]
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4. REPORTS PPROGRESS BAR

Human Resources

Building the Report

4.1. New and Enhanced Reports

June 2019

ADMINS reinstated the progress bar
feature that indicates a report is
running.

[ADM-AUC-SY-8093]

ADMINS updated and added reports to the Reports Library, including an enhancement to one of our “Favorite”
reports, #6714 Employee List — Grade Schedules report.

4.1.1.
== |BLIC] 7800-Report Library By Employee [theresa] [5] B3
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Mon 5 Help
BB S8 e+ [~ - F
Report Library By Employee
Goto..
[iiewr Report
ez B Sample | Run
67 10-Enplavee List Sample_|_Run
|f711-Enployes List with Hotes Run
o T i + sample | Run
Report Categories /1ld-Employee List - Grade Schedules | Run
1 By Employves Run
2 By Position G71h-Enploges List - Deductions Run
3 By Timeshest GEEZEnplogee List — Benefits Run
4 By PaychecksiOther G716 Enploges List - GL Home Coding Run
HRRPTLIBEMP
N B %
Figure 5 The Report Library by Employee
= [AUC] 6845-Ernployee Maintenance [theresa] - o x
e dit Ledgers Purchsse Oders Accourts Payable Fixed Assets HumanResources Budget Collections Tax Motorfcise Misc Billing System  Favorites  Help
BGEmes Q@
Ne picturs
Employee Maintenance on File
s Employee Nurmber KAREN M HAYER Employee Aftachmerts (8]
o " ESCERBATECH-0Z ABR TECH SUBSTITUTES 2003 | Encloren PostonAtichnerss 2

| A EMolyEe.
P Add Pastion

S

et | e | s | s | s s _rsony Qo) s | i sncme | osc

Oate,

Classifications =m substitute
Employee Type a Part-Time Faculty
EEO Employment Type 2
Workers Compensation Code EEIGE
Accrual Group NDNE

substitutes

Temporary
SCHOOL TEACH & CLERI
NO BEMEFITS

Status: Position substitute

Figure 6 The Employee Type field on the Employee Maintenance screen

[1 By Position] #6714 Employee List — Grade Schedules [Enhancement]

ADMINS added an Employee Type
column to the Excel® output version of
the report, to allow reporting on
employee types. Run the report by
selecting Human Resources P Reports )
Report Library b [1 By Employee] »
#6714 Employee List — Grade Schedule.

The added column lists the Employee
Type field from the classifications
section on the [8 Dates/Class] tab of
the Human Resources P Maintenance
P Employee Maintenance screen.

Use Excel® sorting and filtering on
this report to segregate the
employees by type for Bureau of
Labor Statistics reporting. Columns
“R” & “S” in the spreadsheet show
Original Hire Date and Position Hire
Date, respectively.

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

Page 4 of 16



ADMINS Unified Community Release Notes — Version 19.2

Human Resources June 2019
a9 s Employeelist_Grade_6714_THERESA[2]xml - Microsoft Bxcel
Home  Insert  Fagelmyout  Fomulas  Data  Review  View
BF29 - £
A B o3 D E = R 3 BE
1 Emp# Name Position# Description BargainingUnit Schedule OrigHireDt PosHireDate EmpType
2 (010697 COMPTON, LYNNK S009HOMESER-01ABA HOME SERVICES PROVIDER NON  -NO ABA 01-Jul-2010  01-Jul-2010 P
3 (010650 MAYER, KARENM S005ABATECH-02 ABA TECH SUBSTITUTES NON  -NO ABA 11-Oct-2016  11-Oct-2016  PT
4 (010699 TRIVEDI, MARIE A S005ABATECH-02 ABA TECH SUBSTITUTES NON -NO ABA 04-Feb-2015 04-Feb-20156 P
5 (070483 PELOQUIN, MARIE A S005ABATECH-02 ABA TECH SUBSTITUTES NON -NO ABA 26-Sep-2017 26-Sep-2017 P
6 (071028 REISSFELDER, KARENA SO05ABATECH-02 ABA TECH SUBSTITUTES NON -NO ABA 01-Jun-2017 01-Jun-2017 P
7 (007845 BLANCHETTE, LYNNLEE SO012ABAABAS-02 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MSEC ABATECH 01-Oct-2018 01-Oct-2018 F
8 (070640 STANDLEY, LYNN A S012ABAABAS-02 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MSEC ABATECH 01-Oct-2018 01-Oct-2018 F
9 (071161  IARUSSI, MARIE S012ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MSEC ABATECH 02-Jul-2018 02-Jul-2018 F
10 071210  HASLAM, LAWRENCE S012ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MSEC ABATECH 27-Aug-2018 27-Aug-2018 F
11 071211 SENDER, KEITH S005ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MOEL ABATECH 29-Aug-2018 27-Aug-2018 F
12 071235 HORGAN, KAREN E S005ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MOEL ABATECH 17-Oct-2018 17-Oct-2018 F
13 (071243 CHATTERTON, LYNN S012ABAABAS-02 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MSEC ABATECH 13-Now-2018 13-Now-2018 F
14 071267 MOORE, LAWRENCE B S003ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIA AFLABA12-MOEL ABATECH 09-Jan-2019 09-Jan-2019 F

Figure 7 — New column “BE” Employee Type

[ADM-AUC-HR-10091]

4.1.2. [3 By Timesheet] P #6669 Timesheet History Reports [New]

[== [AUC] 7810-Report Library by Timesheet [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets HumanResources Budget Collections Tax MotorExcise MiscBiling Systern Favorites Help

BB SE ® &8 ADMINS added #6669
Report Library by Timesheet Timesheet History Detail by
Gt
. TR Expense Account, to allow
jons = A o
et Crery fapores reporting of activity on up to
[E1d6-Harrart Labor Costs - Expected ws, Actual un 1
Report Categories }@—Timeshza Ertry . —th;ngEd i e nine expense accounts.
Rl EERE Tinearent Doy Tot s o3 Boperas o o Access the report by
3By Timeshest 6220-T ineshest, Ertry Datall by T8 Group/Enploges Sampls_|_Fun | .
4 Ry PAushscksither g;gg}:::{fen Entra by 15 ETfgps.ﬁzsg:?;ifuwmd 2:: - ] se ect”‘]g Human Resources
JJ—— S I P Reports P Report Library b
|/214-Enploges Tine Harked For Other Positian [ Run . A
—— Tinesheet Historg Reports ————— I [3 By Tlmesheet] . (See in
6669-Timesheet History Detail by Expense ﬂccuunt_! 18 Mar—2019 [14:24:01.04 Figure 9)
[6247-T ineshest, History Detall by 16 Group/Enploges i [ Fun v

Select the report and click on [Run].

B Task 6663 Timesheet History Detail by Expense Account * EaCh Of the flelds is
Timesheet History Detail by Expense Account described in the tab|e

Required: Work Date Range [nmddyyyy] From: “ |Tn:| A
Optional: Enter Posted Waram# | | below. The only required
Optional: Enter up to 9 Timesheet Groups Edit 0 values: field is the WOI’k Date
Optional: Enter up to 9 Employee# Edit 0 values: . - -
Optional: Enter up to 9 Bargaining Units Edit 0 values: Ra nge. If mU Itl ple Crlterla
Optional: Enter up to 9 Pay Codes Edit 0 values: are entered, the data must
OP‘ioptinnal: Enter up to 9 Accounts Edit ||] values: meet all the Criteria to be

Run as @ preview O Frint. O PDF O Excel H
If Printing use Duplex @ ves O No included on the report.
Lookup Cancel Clear All

Figure 8 Setting filter criteria for the #6669 Timesheet History Detail by Expense Account Report
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Selection Criteria (required fields are in bold)  Description/How Used

Work Date Range (mmddyyyy) From: / To: Report on data for time worked in the specified date range

Enter Posted Warrant # A single posted warrant number maybe entered directly or
selected from the lookup; if none is specified, all warrants
within the required date range will be included.

Enter up to 9 Timesheet Groups Timesheet Groups may be entered directly or selected from
the lookup; if no data is entered, all Timesheet Groups will be
included.

Enter up to 9 Employee # Employee numbers may be entered directly or selected from
the lookup; absent criteria, all employee numbers will be
included.

Enter up to 9 Bargaining Units Selected Bargaining Units may be entered directly or selected
from the lookup; if no data is entered, all Bargaining Units will
be included.

Enter up to 9 Pay Codes Pay Codes may be entered directly or selected from the
lookup; if no pay code is entered, all Pay Codes will be
included.

Enter up to 9 Accounts Account numbers may be entered directly or selected from the
lookup; if no data is entered, all Account Numbers will be
included.

Run as: Preview, Print, PDF® and Excel® options are available for this
report.

If Printing use Duplex Yes/No — Selecting “Yes” will produce the report to print on
both sides of the page; “No” will print on one side.

Timesheet History Detail by Expense Account

In the example in Figure 9,

Required: Wark Date Hange [mmadyyyyl From: 01-Janz01a__ 1031 Marz013 | [

Optional: Enter Posted Warrant #
S e T s [ a &=l date range of
Optional: Enter up to 9 Employeeit Edit | [0 values: 01-Jan-2018 through
Optional: Enter up to @ Bargaining Units | Edit | [0 values: .
Oplonal:Entr p 0 8 Pay Godes — e 31-Mar-2018 is entered,
0P10pliunal: Enter up to 9 Accounts Edit 0 values: I
—
Run as @ preview O Prit~ OPDF O Excel
W Printing use Duplex. ® es o two general ledger
Lookup oK Canc Opticthl: Enter um 0 e aunt *
o e s oo e =N ot }15.. accounts are entered. Each

262-Employee Time by TS Group/Pay Code Tupe Run '* - & - -Uu-uu= H

Harked For Othe Runl 2:  [B020-000-4110-000-09-00-51540 account IS entered ona

History Reports 3 | .

oshect Fistory Tetoil bu W _% Separate Ilne
K

Click on [OK] to accept
the criteria, then click on

[OK] to run the report.

Figure 9 Running the new report for selected accounts

© @~ o o@
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- = TS, Detail_Account_6669 THERESA(Z]xml - Microsoft Excel
Home  Insert  Pagelayout  Formulas  Data  Review  View
N531 - Fx
A B c (o] E F G H | J
1 Account Number Work Date  Emp# Employee Hame Warrant Pay Code Description Hours Days Wages
r

G0 8020-000-4110-000-09-0051540 CUSTODIAL DETAIL 007111 NIEDBALA, LAWRENCE E. 20450 0.00 4,340.48
07 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  11-Mar-2015 'D70804 ROBIDOUX, LAWRENCE 03061 FIREDTL  Fire outside detail 800 000 £24.00
08 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  26-May-2018 T70604 ROBIDOUX, LAWRENCE ™03082 FIREDTL  Fire outside detail 400 000 31200
09 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL - 30-Jun2018 'U70804 ROBIDOUX, LAWRENCE W03098 FIREDTL  Fire outside detail 4.00 000 31200
10 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL 070604 ROBIDOUX, LAWRENCE 16.00 0.00 1,248.00
F11

/12 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  21-Feb-2015 B70700 MINICHIELLO, LAWRENCE P'B03053 FIREDTL  Fire outside detail 1200 0.00 624.00
13 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  10-Mar2018 T70700 MIMICHIELLO, LAWRENCE P 903061 FIRE DTL  Fire outside detail 8.00 0.00 624.00
14 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  03-Apr-2016 B70700 MINICHIELLO, LAWRENCE P'B03070 FIREDTL  Fire outside detail 8.00 000 416.00
515 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  05-Apr2018 70700 MINICHIELLO, LAWRENCE P 903071 FIRE DTL  Fire outside detail .00 0.00 416.00
/16 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  28-Apr-2018 D70700 MINICHIELLO, LAWRENCE P'B03080 FIREDTL  Fire outside detail 800 000 £24.00
17 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  15-May-2018 70700 MINICHIELLO, LAWRENCE P 03084 FIRE DTL  Fire outside dstail 400 000 208.00
18 B030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  08-Dec-2018 70700 MIMICHIELLO, LAWRENCE P 903165 FIRE DTL  Fire outside detail 4.00 000 31200
15 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL 'b70700 MINICHIELLO, LAWRENCE P 5200 0.00 3,224.00
F20

21 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL  27-0ct-2018 D71157 FARRELL, KAREN 'B03150 FIREDTL  Fire outside detail 400 000 31200
22 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL 071157 FARRELL, KAREN 4.00 0.00 312.00
F23

24 8030-000-0000-000-00-00-51540 EXTRA WORK DETAIL Account Total 655.50  0.00 41,788.50
F25

F26 Report Total 3,332.25 0.00 107,890.92
F27

Figure 10 Excerpt from the Timesheet Detail by Expense Account as run to Excel®

This allows slicing and dicing the timesheet history data for each account in a myriad of ways.

[ADM-AUC-HR-10089]

4.2. Email Reports [Tip]

The support team frequently receives emails containing scanned images of ADMINS
reports (we love pictures!). Any ADMINS report may be emailed via the Reports »
Retrieve Output function. This saves time and paper (no need for printing) and ensures
accuracy when sending reports spanning multiple pages to support@admins.com. There
is a document, HR—810 | forgot to print my reports, that gives instructions on how to use
the Reports P Retrieve Output Files feature to email reports.

[ADM-AUC-DOC-166]

5. QUERIES P Vendor Check History P [Fix]

Human Resources

ADMINS made a change to the Queries » Vendor Check

Queries » Timesheet History

Bt o TS History screen. Prior to the software update, if a non-existing

Tables ¥ .

Quartery Processing S| === vendor number was entered, a message “No Records Selected”

. Employee Encumbrance Histery Screen . .- .
ploy y ’

Ve e ’ was displayed and the screen would go blank, requirin

Module Maintenance > Paycheck History - Inquiry R

Interfaces/Imports » Paycheck History - Employee Summary ADMINS Support to reset the session.

Siebpeais ’ Vendor Check History
== 6847-vendor Check History [TRAINING] [MUPDEYS] MER
Fle Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources System  Favorites  Help
(@] S8 e[| % Qf = 5L W

Vendor Check History [TRAINING]

| _zBonk | _3wrant

ngnggq O TNOBTRTAL PERSTON FI i

T gL IMDSTRIAL PEIGION FI__ AT
ez o1t

ATIONL 1N

scitele | _goi

| Amoun

555627
13374.5

2 Chvech Lt |

Figure 11 Before — Vendor Check History screen “freeze” when no records selected
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== [AUC] 6847-Vendor Check History [theresa] — [m] ES
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help . .
B SE mesm B8 O om @y If an invalid vendor number
Vendor Check History is entered, the screen will go
Goto...
to the nearest record.
Actions
- 2 Bank 3 'Warrant 4 CkDate 5 Cl¥ & Check Type Amount
|image 017673 |01 |MASSACHUSETTS DOR - PAYROLL IPRVR \901922 \17*Mar*2010 0950318 IACH Rdvice
017673 [01 |MASSACHUSETTS DOR - PAYROLL [PAYR \301930 \17—Mar—2010 0950433 ACH Advice
7 Chesllinting. (017673 |01 |MASSACHUSETIS DOR - PAYROLL [PAYR: \qu?d |17-Mar—2010 [0550435 ACH Acyise=,
[017673 01 e 2ayROLL [PAY.S -7201070549732 o
_.cl STATE TREh.. 903197 |do . . weduction Che..
[resso [ IUNITED STATE TREASURY \HRVR 903195 07=Jun=2U1 [ HR Deduction Check \ o)
Ready

Figure 12 After — The next record will be displayed; no error message; no “freeze”

[ADM-AUC-HR-10105]

6. TABLES P Employee Type [Enhancement]

Human Resources

Tables > Pay Code

Quarterly Processing > Pay Group Table

Year-End Processing > Pay Period

Module Maintznznce > Shift Code Table Employment Type

Interfaces/Imports > Tax Rate

Site Specific > Timesheet Groups Code 2 Description Status ~

Thactive

Help Reference Library Oy EC appointed board or conmittes Fctive
EEQ Race EL elected of ficial Fctive
EEQ Salary F Full-Time Fctive
DT FF Full-Time Faculty Fctive
Bargaining Unit Schedule P Part-Tine Fctive
Certification Code Table FT Part-Tine Faculty Fctive
Degree Table FE 1095c retiree insurance reporting Fctive

SA =eniorsvet abatement program FActive

Disability Code i Temporary Fotive
Employment Status
Employment Type

Figure 13 Before — Employment Type Table

AUC provides an Employment Type table accessed via Human Resources P Tables P Employment Type. ADMINS
enhanced the table to allow sites to designate an employment type as Full Time for the purposes of ACA reporting.

== [AUC] 6510-Employment Type [theresa] — u] X

File Edit Ledgers Purchase Orders AccountsPaysble Fixed Assets Human Resources Budget

B ESE e s m Q = g a8

Misc Billing  System  Favorites Help

Sites are free to add any
codes for employment type.

Employment
Goto.

Actians Code 2 Description |ACA Type Status ~ . .
i Full-Time Non Full-Time _|Tnactive h
EC lepPainted koard or connittes IO Full-Time @ Non Full-Time _|Active AS suc ! It IS necessary to
3 Add N EL [elected official O Full-Time (®) Non Full-Time  [Active H d h H
- i riar e e provide a mechanism to
4 Edit List FF Full-Time Faculty Full-Time (O Non Full-Time _[Active .
F Part—Tine O Ful-Time Non Full-Time_|Active deslgnate eaCh Code for the
S Emp By Coge: FT Part—Tine Faculty (O Full-Time Non Full-Time _|Active )
RE [1096c retiree insurance reporting (O Full-Time Non Full-Time _|Active f
X Restrict To SA lsenior/vet abatement program O Full-Time Non Full-Time  |Active p u rpOSeS 0 ACA repOl’tI n g .
i [Tenporary (O Full-Time Non Full-Time _|Active

Status: Employment Type Inactive

Figure 14 After — Employment Type table includes radio buttons for ACA reporting of Full Time employees

With the software update, the radio buttons will be set for the “known” existing codes on sites; ADMINS staff will
work with customers in October 2019 to ensure that employment types are set up correctly.
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The [5 Edit List] was updated to include the ACA type.

Enployment Type Table

Figure 15 Before and After — Edit List

The [5 Emp By Code] report was updated to show the ACA type for each Employee Type. This report may be used

Toun of Admins
Ezployment Type Table

Code Descripion Descripsion ACA Type
2 Type 2 appainted bosrd or committes Non Full-Time active
s Type 5 elected official Non Full-Time active
N Fall-Time Full-Ti; Full-Time Aetive
T ot on DET Report Full-Time Faculcy Full Time Aetive
» Partori » Part-Time Non Full-Time Aetive
M pencioner DT Part-Time Faeulty Non Full-Time Aetive
BE 1035 retires insuranse reporting Nom Full-Time Aetive
s+ Crand Toval +7+ Nuuber of Records : & SA semicr/vet sbatemsnc program Nom Full-Time Aetive
T Temporary Non Full-Time Aetive

“++ Grand Total *++ Nurber of Records : 9

o TedRE - Table_Report EMPTYP_6652_THERESA[1].I o X
+& TedRE - Table_Report_EMPTYP_6652_THERESA[L & Te able_Report | 6652 [11lis

File Edt Format Options File Edit Format Options

Courter New <[z =] B|s|ufm>] = E] Courier New < [s -] B|]Z|ufm-

| |

66 5Z-HRENPTYF. REP Printed 29-Apr-2019 at 13:10:27 by THERESA Page 1 6652 -HREMPTYD.RED Printed 28-Apr-2018 2t 13:07:07 by THEREZSA Page 1

as a starting point for checking that employees of each type are set up correctly.

4% TedRE - EmployeeList_Type_6750_THERESA[]lis
File Edit Options.

[owetr =] [+ | Bl ufms] |

Format

el

Exployment Type: EL elected official

& TedRE - EmployeeList_Type_6750_THERESA[2] s
File Edit Options.

Courier New e -] Bls|ufm~

Format.

&

Employment Type: EL slected official

ACA Type: Non Full-Tims

Dositiont Job Title ‘mp#  Name Tositiong Job Title m
070311 T610LIBTRST-01 LIBRARY TRUSTEZ 070311 BANGMA, KAREN TELOLISTRST-01 LIBRARY TRUSTEZ =3
070737 T172PLNBORD-01 PLANNING BGARD 070737 CHOQUETTZ, KAR FLANNING ECAZD ;
o70160 070160 EATHWAY, LAWRENCE 3 crann
070644 o70ee4
070584 ¥ TE10LIBTRST-01 070884 TELOLIBTRST-01
070460 S00sSCHCOMM-02 070460 EE: 50035CHCOMM-02 &
Te10LIRTRST-01 010647 T610LIBTRST-01 =L
Erployment Typa: T Full-Time Enployment Type: T Full-Time ACA Type: Full-Time
Hame Positiomt Job Title L Name Posiziont Job Tivle L
071074 ABBONDANZA-LUURI, MARIE & 5005ABATECH-01 BEHAVIOR ANALYSIS TECHNICIAN & 071074 ABBONDANZA-LUURI, MARIE & SO0SABATECH-01 APPLIZD BEMAVIOR ANALYSIS TECHNICIAN A
070452 ALTOMONTE, KEITH A T220FIRFETR-01 ghter a 070452 ALTOMONTZ, KEITH & T220FIRFGTR-01 2
007788 ALWARD, LYNN S012SCHCLRK-03 CLERK 10 MONTH 3 007788 ALWARD, LYNI S0125CHCLRR-03 3

T135TRSASST-01 ASSISTANT TREAST:
TZ30FIRLT-02  Fire Lisutenant
T422DEWHCLK-01 PRINCIPAL CLERK HICHWAY

070440 ANZIVINO, KAREW A T132TRSASST-01 ASSISTANT TRERSURZR/COLLICTOR
002734 APP, LAWRENCE L T220FIRLT-02  Fire Lisutenant
003105 AUSTIN, KAREN & T422DPWHCLK-01 PRINCIPAL CLERK HIGHWAY

070440 ANZIVINO, KAREN &
002784 ADD, LAWRENCE L
003105 AUSTIN, KAREN &

Figure 16 Before and After — Employees by Employment Type Report now shows ACA Type for each Employment Type

[ADM-AUC-HR-10098]

7. W2 REGISTER » Column for Timesheet Groups [Enhancement]

The W2 Register now includes a column for Primary Timesheet Groups.

(& 9~ v ' = W2 Payroll_Register 650 UANN] T .ami - Microsaft

Home  Insert  Pagelaweut  Formulas  Data  Review  View , e r\ fomin B ]

N93s - 5 A B & o] £ F G
A - B < b £ £ , | Payroll W2 Register
1 Payroll W2 Register |
2 Check Date(s): 01012018 to 12312018 , 2 Check Date{s): 01012018 t0 12312018 ‘
g 3
Employee Name Soc Sec Number Primary TS Group Gross Pay  Wages, tips and_ Federal
SocSec SENDER, KEITH OOL-GTAL 4 5,564.40

4 Empho Emplovee Hame Humber Gross Pay Federal income tax withheld_ |, ENNLILAT, MICHAEL TOWN -FIRE
007071219 FLOMAN, MARE 001-10-486% 750 ] i 1
ani 571213 JOHNSON, LAWRENCE 1 01104584 1asn270 123815 12203 4
02071220 GARROLL, KEMH 001-10-4865 267500 285034
305771221 BIRD, MARE 001-10-4566 501250 463655
0471223 GNELL, KAREN 001-10-4868 1318.00 121918 6153
05771224 GOMES. MARE 001104550 13900 FTY 33 ]
50571225 RENFREW, LYNN M 001-10-4570 15634568 1232473 107121 TOWMN T 9
077671225 KELLEER, KAREN o0t 104871 7500 03 o Sldv,
508%071227  LAGAVA, MICHAEL 001104672 45100 41747 1340 GRENARD, MARIE CHOOL-SCHOOL
90071228 BURCH, LAVRENCE 001-10.4575 2000 192.40 1212 MARCOLX, LYNN SCHOOL-SCHOOL
510071232 MAHONEY, KEITH 001-10-4577 560432 500567 60325 {O0L-5TAL
9117571233 MILLER, MARE 001104578 15000 3T ‘
5127071234 GRENARE, LYNN 001-10-4578 22500 20812 SLosies
0137571235 MARCOUX, KARENE 001104850 376248 344176 18005 criabzzisnt ]
9147071237 SLVA, LYNN 001-10-4552 133.00 123.02 TOWMN -TOWN
915071238 BOGHANNO, KAREN 001-10-4363 323978 251436 a7 HAMILTON, MICHAEL
316071233 MARSH, MICHAEL 001-10-4854 711336 584419 43742 HAMILTON, LAWRENCE
017071240 HAMLTON, LAWRENCE o01-10-4855 2500 20812 658 SMITH. La 837 50 ‘
1671245 MCCARTHY, LN oo1-10.4581 5370 o SR ot e
0197071247 SMITH, KaREN 001104892 2550 259 . Lk, hAR o = —
320%671250  DOYER, KAREN J 001104695 550602 430035 sz CALNAN, KAREN J i 5.506.02 4,900.35 457 324
921 For Entity-1 TOWH OF ADMINS  Enity Tatal: __33,796,266.61 27,610,625.24 29328030, For Entity 1 TOWN OF ADMINS Entity Total: S5,966,681.71 _ 27,751.334.57 _2249,668.04,
022 Grand Totak: —33,796,266.61 20,610625.21 3.952,003.80 Grand Total: 33.966,681.71  27.751,934.37  2,949,669.04
a2 y

Figure 17 Before — no column for Timesheet group

[ADM-AUC-HR-10037]
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e

8. 1095 PROCESSING

ADMINS made several enhancements to the 1095 Year End Process. Access the process by selecting Human
Resources P Year End Processing P 1095 Processing.

TIN Matching (or How to Achieve Error-Free Filing)

8.1.

The IRS offers a free service to filers to allow checking the social security or federal
identification number for employees and vendors. This can save countless hours of time in
correcting errors once the filing is attempted and has a status of “accepted with errors”. Please
visit the link below to ensure that someone in each organization is able to perform TIN matching.
It is available in both interactive and bulk mode.

https://www.irs.gov/tax-professionals/taxpayer-identification-number-tin-matching
[ADM-AUC-DOC-166]

8.2. Export File Includes Annual Salary [Enhancement]

Report Library By Employes ADMINS added the salary column to the export to make it
— e o easier to assign employees to bargaining units for the purpose
T =
of ACA reporting:
Report Categories Fun
T F1aiFagrol T Laber T o = Rk v HR_ACA_Employee_Export THERESA[3Lxml - Microsoft Excel - 0O
[5125-Eaplouee Encumbrance R Ho Insert Page Layout Formulas Data Review  View v @,
it

7550-1095 - C Export Emploges ACA Data | Run w18 - Jx | HARRINGTON

— R E — \
| R N TR T T ofF 1 Annual-Salary |ble
Ont e AT s e R DATE e 1251 Pl

e e e DBl Sl Sacco K Tmsisr s smem Tw  Townsal
other words, must be employed between 111 and 12/31 of <yr> 192 ,ggmg 2:223 xagx §1,533.17]
Required: Enter Tax Year 2018 ﬁ :Sgli: z::g:zg t::: TAI7ASRADMN-01 ADMINISTRATIVE ASSISTANT arensss T Townsall
Optional: Enter up ta 9 Bargaining Units Edit 0 values: 17 7001264 SKONSKI  LyNN 7771459
i 18 (001272 HARRNGTON MARE T171CONCOMM-01 CONSERVATION ADMINISTRATOR/CLERK 10/4/19%6 TW TOWN SALY L N
Optional: Enter up to 9 Timesheet Groups — Edit 0 values: 15 7101272 HARRNGTON MARE
Include ® 20 1001272 HARRINGTON  MARE
Reportable O Non-Reportable ® Both W 4 M| Hrempacaexp ~¥J M4l ]
Ready | I} il Sw v
Run a5 @ Excel
Lookup Cancel Clear all

Select Human Resources P Reports P Report Library P [By Employee] #7550 1095—C Export Employee ACA Data

to run the export.
[AMD-AUC-HR-9987]

8.3.

Error checking was added to identify records without an entity. Reports were updated to include this check for a
missing entity.

Error Checking

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 16
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= AUC] 6489-Emplayee ACA [theresa] - X
Systern  Fawarites  Help

File Edit Ledgers Purchase Orders Accounts Payable Fived &ssets  Human Resources  Budget  Collections  Tax  Mator Excise  Misc Billing
BSE e ESGQaFd 4 The entity either comes
No picture

& Employee ACA on fiie from the [V ACA] tab (first)

el == " or the [5 Payroll] tab on the
Lo ' employee (entity value is
taken from the first non

1 Contact | | 2Persoy ing | | 7Sslary | [6DstesiClass| | Deoress | | 0Custom | | UAccidents VACA termlnated posltlon, |f no
oporiatier | _Reporting Entity _ #1 11 . i — o — active position then entity
O e RBIEERERR TR et from first terminated

position).
Status: Ernplayee has no active positions Lkup up

Figure 19 Reporting Entity field on the [V ACA] tab of the Employee Maintenance screen

No picture
Employee Maintenance on File
Geto Employee Number [0 MARTE R GEMEREUX Emplaves Atachmarts (14] 1085 Processing
Position F00SSPLISPEE-0L SPEECH THERAPIST 10f 1 Employee Positon Altachments
Actions Cescription

Reszet 1095 Menu
Pavyroll W2 1085 - C
ACA Filing Table

221095 Aucit Repart

| el Employee
P Add Position

(1}
1 Cortact 32 Persanal 3DediBen | | 4 Al ael ‘ 5 Payroll b A ccounting 7 Salary 8 DatesiClass| | 9 Dedrees 0 Custom U Accidents W ACA

Terninated 30-Jun-2016

. 9 Build 1095 File
Pay Classification Group Information T
Effective Date E i
A nti
Bargaining Unit MTA 26 26 Pay Teachers Annual Sal L TOWH OF ADMINS Print 1035 Farms
Grade Schedule MEO MASTERS +60 Period Salary 2593.58 PayGroup |5 Lunp Sun Generats IS Export File
Grade 1 Daily Salary 299.36 FLEA Code NONE MO FLSA
Step 11 Hourly Rate 70,5003 Lump Sum Indicator [5 Lump sun paument.
FTE 10000 Per Dismn P Save 1095 Forms as Emploves Attachments/Archive
-- Added By Changed 29-Sep-2016 by Status: Position Terminated Status Retired Lkup up

Figure 20 Reporting Entity field on the [5 Payroll] tab
[ADM-AUC-HR-10099]

8.3.1.  Audit Report #3 Shows Employees with No Entity [Enhancement]

The first report that identifies the “no entity” error is Audit Report # 3, run from the 1095 Processing » [ACA 1095
Audit Report] button.

— Audit Report 3 shows that this
[ = Blrjufw>] i .
o e e employee has no entity set. The
error message gives instructions on
where to make the change.

Page sa

dadat Report 3 - ENPLOYEE ACh

Euploves: 071269 TACOBS, MARIE EXSPOVIE

IP.eEurtlni Entity for E_lElnyee is not set. Goto EmElcxee Maintenance and Set Enr,i\':‘ on Paxrnll Tab I
Figure 21 Audit Report #3 — Employee ACA

8.3.2.  [Build 1095 File] Step Form Error Checking [Enhancement]

[ADM-AUC-HR-10099]

& TedRE - 1095_ErrorCheck_THERESA[S] lis - o x
File Edit Format Options
Courier New S[[s <] B|Z7|ufm=] =] &
~
7568-HR109SCHFERR. REP Printed 15-Apr-2012 at 15:44:04 by THERESA lPagE 44
Towm of Adwins
1035 Form Error Checking
Ewployee: 071269 JACUES, MARIE EXIPOUSE
IMissinE Entity on Payroll or ACA Tah Tpdate Employes Maintenance then Build 1095 again or Remove/Add on Form screer |
== a0 = K =
#*% Total # Employees with Errors 303

Figure 22 The 1095 Form Error Checking report is produced when the [Build 1095 File] step is run
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8.4. [Edit 1095 Work File] Error Check [Enhancement]

This report can be run from the [Check error] button on the [Edit 1995 Work File] screen.

B Task 7368 1093 Form Error Checking X

1095 Error Checking on Form

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

Lookup Cancel Clear All

Figure 23 Before —Error Checking did not allow restricting the report to Hard Errors Only

2018 Edit 1085 Work File ADMINS added two

Gota, » - -
Employee# | 1Name of Employee 2558 Reporting Entity
00286 MICHAEL J COSTELLOD JR HHH-HH-1059 1 Optlons to run thls
AT Report Bargaining Unit - -
P—— report. The first will
11085 eny 242 CENTER STREET ACA Offer Start X
- 200
2 Check for E oo Toun e | ozpee ACA Reporting StartEnd accept up to nine
IECK for Crrors MBRIDGE =
employee numbers to
7M 1095 Error Checking on Form
v | TN OF ke Otons:Enterup to 9 Employect [T o votues: be checked. The second
9 Street Address Includ: - -
o (@411 Epors O Hord Erors Only option will allow the
11 City or Town Run as @ preview O Print O PDF H «“
& Add Employes EOSTON If Printing US’:"[')?J“;IEX rCL')IYes e SE|eCt|0n Of Hard
EMPLOYEE OFFER AND COVERAGE Plan Start Lookup 0K Cancel Clear All Erro rs only",
12 Mths Jan Feb Mar | Apr May jun | wn | Sen | net | wew | nee
14 Offer of Coverage [ E[ €| & 1E [ IE [ 1E| & Optionffl: Enter up to D Employestt X
15 Emplayee Share — I " [ess'¥ | [costELLO, MicHAEL 1 uR | Hard errors prevent the
" 2: [o02712 | [TESTA MARIE JEAN | .
16 Applicable Secti [ [ x| x| x| x| x| ez
b 3 (002817 | [SZAMRETA, LAWRENCE E | Compleuon Of the
COVERED INDIVIDUALS IfEmployer provided 5 4. H
77777 (002924 | [SIRAVO, KAREN M | process_ ThIS means
(a} Name of Covered By SS# (€)DOB @ 12mth_Jan|5: (002843 | [MALIA. KAREN M | .
17 MICHREL J COSTELLOD JR JHHH-HK- 1069 I .
18 EMMA MINCHILLO - HH-5177 Ji 6 H H ‘ errors that are JUSt
19 MINCHILLO [HHH-HH-5178 I8 H H
— | warnings will not be
| \ shown on the report.
Lookup Cancel Clear All
Ready

Figure 24 Run the errors report from the Edit 1095 Work File screen

[ADM-AUC-HR-10099]
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8.5. [Print 1095 Forms] Error Check [Enhancement]

&
Caurie New [ ] Bls|ufw-] =| || [E 23] &
7368~ HRIDS5CHRERR. REE Frinted 15-Apr-Z019 st LErd3:16 by THERESA Fage 1

or 1% Line 15 § , Errors Found that need to be corrected
Before Printing 1095 forms

g |

then Bui

MALIA, FAREH M

or to start tax year i

PERREAULT, MARTE 8
ior to start tax year Updste Employes Msintenance to Non Reportable or Updste Coversd End Dates

then Build 1055 sgain or Remove/Add on Form screen

SZAMRETA, LAWRENCE E

Update Employee Mai £
hen Build 1095 egain or Remove/Add on Form screen

June 2019

ADMINS added error checking to
the print 1095 forms step. A report
will be produced listing the errors
to be corrected prior to printing the
1095 forms.

[ADM-AUC-HR-10099]

8.6. New Prompts when Creating Attachments [Enhancement]

1095 Processing

Description Date Success

Press Mo to Exit

- | Has the IRS Export been accepted WITHOUT Errors all Entities
! Press Yes to Continue

Press Mo to Exit

&P press ves to Continue

0 Press Mo to Exit

C3 Are you SURE the IRS Export been accepted WITHOUT Errors

Running the [Save 1095 Forms as Employee
Attachments/Archive] step prematurely will result in delays

Resa 1008 e R tor 2019 when filing corrected returns. ADMINS added three prompts
___Scafbateh____ to help ensure that all necessary pre-requisites are complete.
ACA 1095 Audit Report 22-Mar—2019
R e This step is only run when the filing is complete. Three
se-ppr2015 prompts were added to the final menu step.
Generate IRS Export File 08-Apr-2019
MR AR PR BT LT Once the ACA filing with the IRS is accepted without
Save 1055 Forms a2 Empleyee Axtachmentrirchive errors, run the final step on the 1095 Processing Menu to
_ create and attach copies of the 1095s to the employee
1 Has the IRS Exportfile been Submitted to the IRS Wehsite . .
B9 press s o Continue records and archive the work files.

[ADM-AUC-HR-10096]
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Human Resources

8.7. Sites that Self-Insure [Enhancement]

June 2019

If the site is self-insured and Covered Individuals are missing the First name, and the Last name, and do not have
a start date at all, these records will no longer be exported to the work files that are used to create the 1095

printed forms and the IRS fil

8.7.1.

ing.

[ADM-AUC-HR-10099]

Self-Insured Checkbox on 1095C Forms after IRS Export is Created [Fix]

ADMINS corrected an issue with the self-insured checkbox not remaining “checked” on forms that were printed
after creating the IRS export file and on the attachments. If a site is self-insured, the box will be checked on the

attachments.

<lsdlll Covered Individuals

If Employer provided self -insured coverage, check the box and enter the information for each individual enrolled in the coverage, including the employee. E

(a) Name of covered individual(s) (€} DOB (If SSN or {d) Covered (€) Months of Coverage
First name, middle initial, last name (b} SSNor other | other TIN s ot /%50 i
' . TIN available) Jan | Feb ar Apr My June July Aug Sept Oct Mow Dec
17 MARIE V ADAMS XXX-XX-2648 X X X X X X
18 WILLIAM MCDONALD XOO(-XX-9968 X

Figure 25 Self-Insured coverage box will remain checked after IRS export file is created

8.8. Mid-Year Terminations [Fix]

No picture
Employee ACA on File
ete Employee Number B MICHAEL & BANKS IR Emlovee Aftachments
Employes Pasition Attachmants =
Actions i
| Acid Emploves
P 2dd Postion Current Positions  T210POLINT POLICE OFFICER 1.0000
Q All Positions: 000
G ACA Edit List
1 Corttact 2 Parsonal 3 Ded/Ban 4 Add Wanes 5 Pavyroll 6 Accounting 7 Salary 8 Dates/Class 9 Datress 0 Custam U Accidenits VACA
Reportahle? Reporting Entity #1 ,1_ M
@ves N . _ - -
ONe D or Reporting Bargaining Unit - T T
|pates: aca offerstart/End  P3-Jan-2019 | ‘ [
ACA Reporting Start /End P3- Jan—-2019 E—) ‘
ACA Full Time Start /End [£3-Tan-2019 [31-Mar—2019
AddLine | Coverd = m—
Lins ACA Coverage Declined Coverage Start  Coverage End

Y

Clear

#1 [P3-Jan-2019  [E1-Mar-2019
T T

Figure 26 Example of employee terminating full time employment on March 3

2019 Edit 1095 Work File
Goto Employee# | 1MName of Employee 2888 Reporting Entity
57 MICHAEL G BAMNKS JR HHH-HH-4923 1
pilics ~* Rargaining Unit
2 Street
EMPLOYEE OFFER AND COVERAGE Plan Start Month 07
14 Offor o O Mar Apr May Jun Jul Aug Sep Oct Nov Dec
1E | 1H H | 1H | H | 1H iH | 1H I | 1H
15 Employee
16 Applicabie Section ‘17 ‘172: ‘172: ‘172: |!72n |!7zn ‘!729 ‘!7% == ‘!7% ‘!7% |!72n

ITEmpioyer provided selrinsured coverage, checkthe hox

ie) Months of Coverage

@) 12Mth Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
3 3

COVERED INDMIDUALS

(a) Name of Covered i) DOB

7 MICHAEL G BANKS IR

by SS#
[HHHA=4923

=

Figure 27 1095 form will show “1H” on the months not employed/not offered coverage

[ADM-AUC-HR-9869]

Line 14, Offer of
Coverage, on the 1095
ACA forms is controlled
by the date values on the
Employee Maintenance
P [V ACA] tab.

If an employee is
terminated from full-time
employment, and no
longer covered by health
insurance, set both the
ACA Full Time End and
the Coverage End dates.

Lines 14, 15, and 16 may
be edited on this screen
when required to handle
unusual situations.

[ADM-AUC-HR-9979]
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9. DISTRIBUTION LIST EMAILS [ENHANCEMENT]

Module Maintenance > ADMINS uses dozens of distribution lists to notify designated users of a

\ S variety of system events. The lists are set up in the
Ermail Distribution Lists . e . . .
Module Maintenance P Email Distribution Lists for

Ermail Users
each Module.
=11 4 ¢ |+ NewVendor Added: 027768 AMAZON - Message (Plain Text) (B . .. .
. - The Email List Name and Description is
© cxra e bress i this misaaga e remored now included in the body of the email to
R e e e identify the origin of the email.
G e vendor e e o . This will help when users are receiving
3 Email sent via a = emails but are not sure where the email
This Vendor was added on the fly by THERESAon Q) distribution list now shows Ol‘iginates or Why a particular user iS

to update any pertinent information for this

which list is in use

receiving the email. In Figure 28, the Email
Distribution List named “VENDFLY” was
used by the system to notify users that a
new vendor was created.

Email List: [VENDFLY] New Vendor created on the Fly

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

Figure 28 System generated email identifies the Email List [Name] & Description

If the distribution needs to change, the list may be edited. Detailed instructions are available in the Help Reference
Library for each module, for example, HR—870 Email Distribution Lists.

[ADM-AUC-SY-8102]

10. SITE SPECIFIC b ERSRI Export [Fix]

Human Resources ADMINS provides an interface to the Employees’ Retirement System of Rhode
:dt‘Mt - : Island (ERSRI). Access the export by clicking
(T — / ERSRI Export on Human Resources P Site Specific » ERSRI

. - Great WWest Annuity Remittance
Site Speific ING 403B Contributions Listing Report Export'
Help Reference Library ING Plan 'With Ease Census Expaort

T : Prior to the software

Required: Enter Warrant# update, If a flle path was

Required: Enter ESRRI Organization Code Speclfled that was not

O | — currently available, the

Required: Enter File Output Path WAERSRL Export process would abnormally

Required: Enter User Defined 30 Character Field for Position [ex: 01) termlnate

Required: Enter Bargaining Unit User Defined Field for Base Units [ex: 01)

ReauliedlERSRIEYPE @ Municipal{Non-Certified O Teachers/Certified

Optional: Enter # of Certified Teacher Work Days ‘ | NOW the System prOdUCBS

Opliunal: Enter # of CE.l'liﬁEd PIJI]I'I’TE?][:hEr Work Days ‘ | an error When there is there

Optional: Enter Reporting Periods for 26 Pay Teachers | is an issue With the Fi Ie

Run 28 @ preview O Print O PDF Output Path.

If Printing use Duplex @ vyes (O No
Lookup OK Cancel Clear All

Figure 29 ERSRI Export prompt with a “bad” file output path
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Errar >

Cannot write to a\ERSRI_Export”

Ly ! Check if location of Falder is correct
and that you hawve write access

O

June 2019

Cannot write to a:\ERSRI_Export
Check if the folder location is correct
and that you have write access.

Figure 30 New popup error message when file path is not available

B Task 6323: ERSRI Export

ERSRI Export
Required: Enter Warrantif
Required: Enter ESRRI Organization Code 3112
Required: Enter ERSRI Pension Category ‘NC ‘ |NOHFOLK COUNTY |

Optional: Survivor Benefit Category ‘ | |
Q:\ADMHOME\ERSRI_Exporty | HI |
Required: Enter User Defined 30 Character Field for Position [ex: 01] LR)

Required: Enter Bargaining Unit User Defined Field for Base Units [ex: 01]

Required: ERSRI Type ® MunicipalfNon-Certified O Teachers/Certified
Optional: Enter # of Certified Teacher Work Days ‘ |

Required: Enter File Output Path

Optional: Enter # of Certified Non-Teacher Work Days ‘ |

Optional: Enter Reporting Periods for 26 Pay Teachers ‘ |

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

Lookup 0K Cancel Clear All

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

HR—770 ACA & Non-Employee Participants

e OTHER HR-810 | forgot to print my reports
HR—825 Favorites Screen
HR-1055 AIG Export

HR—-1110 System Administration Kit

e SITE SPECIFIC
e SYSTEM

The next time the
process is run, most
information will be
retained; enter the

1.) Warrant # and

2.) The correct File
Output Path.

[ADM-AUC-HR-10084]

[Updated]
[New]
[Updated]
[Updated]
[New]
[Updated]
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