HUMAN RESOURCES

RELEASE NOTES - JUNE 2021

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows HUMAN RESOURCES system.
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ADMINS Unified Community

Release Notes — Version 21.2

e

Human Resources

1 POSITION MAINTENANCE [Enhancement]

Human Resources P Maintenance P Position Maintenance

June 2021

Prior to the software update, end users could not reactivate a position once it had been
flagged for deletion and had to ask support to re-activate a position “behind the scenes”.
ADMINS changed the way this works, such that unused positions may be flagged as Inactive
by selecting Actions P Inactivate Position. This is a toggle. To make an inactive position

available for use, select Actions P Activate Position.

== [AUC] 6550-Position Maintenance]
Position Maintenance
Goto Position Flagged Inactive
Position [S00SBEHT ECH-02) Current Employees: ;'
Actions k Position Description [BHV TECH SB 10 MIH BENEFITS :
| 8 ‘..
Add New HY behavior technigian, .. ...~~~ . -
CHOOL-ABA __,.sekbbl weekly aba o =t=e=sesssseens®
Remove Position FLERVIG-FOEL 10 mth behavior tech elem.kna & becp
. el SEEES
Copy Position .
s » ) )
Edit List I Positions that are unused may be flagged as Inactive by selecting
Actions > Inactivate Position. This is a toggle. To use an
Queries .~ > E °] inactive position, select Actions > Activate Position. If a position
- - b1 Ful has current employees, it cannot be flagged as Inactive.
Activate Position =] s
_DNE NO
Reports y I Full-Time #6 000000 | [
Active #7 00000
Accrual Group BCH 10 L 10 month limited #3 100000
Entity 1 TOWN OF ADMINS #a 100000
Default Account# 1000-300-2330-124-05-00-51401 #10  poooos [
Full Time Equivalent 11,0000
Supervisor Position 000 =00 b Ui
Supervisors W
Budget Salary For FY 0000 Posted on
Budget Fringe Amount For FY 0000 Posted on
Allow Multiple Employees Yes t Encumber Position Yes No
Allow Emplovee in this position to take another Position No
Budgeted Position No
Budget for Vacant Position Yes I
Status: Position Inactive
Figure 1

@ If a position has current employees, it cannot be flagged as Inactive.

[ADM-AUC-HR-10136]

1.1 ADD CODE TO ALL POSITIONS IN A BARGAINING UNIT [Enhancement]

Human Resources

ADMINS offers a feature to add a

Maintenance > Employee Maintenance

Payroll Processing > Employee Maintenance Query cost code to a” eX/St/ng emp|0yees
Timesheet Entry > Position Maintenance assigned to positionsin a bargaining
Special Processing > Employee Leave Balance Update Screen

Employee Change Logs

Void/Manual/Figure Payche
| Billing and Invoicing Employee Date Change Logs

Bank Reconciliation Employee Name Search

(e Employee Email / Electronic Form Update Screen
Reports
| Tables Add Cost Code to Bargaining Unit Positions

unit. This could be used, for example,
if many existing employees in a
bargaining unit are likely to exceed
the $200,000 annual maximum that
triggers the additional .09% for FICA
and will require an additional cost
code.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Access the feature by going to:

Human Resources » Maintenance P Add Cost Code to Bargaining Unit Positions

B | Task 6898: Add Cost Code to Bargaining Unit Positions x

Add Cost Code to Bargaining Unit Positions

Optional: Enter up to 9 Bargaining Units Edit |2 values: PROF 01, POL ADM PO,
Required: Enter Cost Code [MEDIOVR | |[MEDICARE OVER $200,000
Required: Enter Effective Date [mmddyyvyy] 01-Jan-2021

Run as @ preview O Print  OPDF O Excel
If Printing use Duplex @ vyes () No

Lookup OK Cancel Clear All

The prompt allows selecting up to nine bargaining units. Enter a single cost code to be applied to all employees
belonging to the selected bargaining unit(s). Enter the required effective date. All checks created for the selected
employees will include the cost code for all warrants created going forward that are dated after the effective
date.

If no bargaining unit selection is made, the cost code will be

applied to all employees in all bargaining units!!!

The system will display the confirmation report; click [Yes] to add the cost code to all the bargaining unit
positions listed; select [No] to abort and leave the positions as is.

- O X
& TedRE - CostCode_Add_6898 |
ed 26-Mar-2021 at 12:00:57 by
City of ADMINS
Add Cost Code to Bargaining Unit Positions
Cost Code: MEDIOVR MEDICARE OVER $200,000 Vendor: 017672-01
Category: ME MEDICARE UNITED STATES TREASURY Processing Order: 106
CINCINNATI, OH 45995-003% Pre-Tax?: Yes
Category Type: Benefit/Deduction
Calculation: % of Base Bucket
Separate Check: No
Bargaining
Emp$ Name Pesition Description Bargaining Unit Effective End Date Note
000040 MOORE, KEITH F T421DPWDIR -01 DPW DIRECTOR PROF =01 01-Jan-2021
001148 HARVEY, KAREN L T154MISMIS -01 MIS PROF -01 01-Jan-2021
001264 BOUCHER, LYNN 2 T137ASRADMN-01 ADMINISTRATIVE ASSIS PROF -01 01-Jan-2021
001272 CLINEFF, MARIE T171CONCOMM-01 CONSERVATION ADMINIS PROF -01 01-Jan-2021
002874 POIRIER, LYNN T29ZACOOFF -01 ANIMAL CONTROL OFFIC PROF -01 01-Jan-2021
070171 HOUDE, MARIE A T154MISMIS -02 MIS NETWORK ADMINIST
070811 HUGHES, LAWRENCE S T172TWNPLNR-01 TOWN PLANNER/ZONING
070871 DE REZENDES, LAWRENCE J T2Z51INSTOWN-01 BUILDING COMMISSIONE
071050 COLLETTE, MICHAEL W JR T421DPWADIR-01 DPW ASSISTANT DIRECT
it M . Tetsracra st oo i rums| () Dol mtheechnger | | SSl6CE Y510 80U the
071227 LACAVA, MICHAEL T2S2ACOASST-01 ASST ANIMAL CONTROL - E::::LEOS:;)‘C\::::‘IHUE COde to the IISted
071245 PATERSON, MARIE T135FINASST-02 ASSISTANT TO THE CFO =
071305 NASH, MICHAEL P T135CT CLTR-01 COLLECTOR-TREASURER employees’ seIeCt [NO]
071323 HOUSTON, MICHAEL T421DPWFORE-01 DPW GENERAL FOREMAN -1 to abort the change.
071335 LAUBENSTEIN, MICHAEL JR TS510BOHAGNT-01 BOARD OF HEALTH AGEN

071366 GONSALVES, LAWRENCE T4S0DPWPM -01 PROJECT MANAGER DPW a’ N
[}
———

Count: 17

< >

Figure 2 #6898 Add Cost Code to Bargaining Unit Positions confirmation report

If an employee already has the cost code listed on the [Ded/Ben] tab of the employee maintenance screen, the
confirmation report will note it as shown in Figure 3. The process will not create an identical entry (same code
and start date) for an employee.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 19
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& TedRE - CostCOde_Add_GSQBl

Cost Code: MEDIOVR
Category: ME ME!

E OVER $200,000

ted Z6-Mar-2021 at 13:55:46 by

City

of ADMINS

Add Cost Code to Bargaining Unit Positions

Vendor: 017672-01
UNITED STATES TREASURY
CINCINNATI,

OH 45995-0038

Processing Order: 108

Pre-Tax?: Yes
Category Type: Bemefit/Deduction
Calculation: % of Base Bucket

cx

PE?

Empt  Name

Position

Description

Bargaining

Bargaining Unit £

End Date

001255 CREA

000152 GARIEPY, KEITH C
000152 GARIEPY, KEITH C

001285 CREASIA, KAREN

002150 CLINTON, MICHAEL L JR
002190 CLINTON, MICHAEL L JR  T210POLCHF -01 POLICE CHIEF

T123TWNADMN-01 TOWN ADMINISTRATOR
T123TWNADMN-01 TOWN ADMINISTRATOR

T135HR OFCR-01 HUMAN RESOURCES DIRE
T135HR OFCR-01 HUMAN RESOURCES DIRE

T210POLCHF -01 POLICE CHIEF

MEMT -TH
MCMT -TH
MeuT -TH
MGMT -TH
MGMT -TH
MGMT -TH

Existing Record

Existing Record

Add Cost Code to HR Positions

x_

No Changes to Post
Check Cost Code Status and Bargaining Units

o]

Cancel ‘

Figure 4 Error Popup for invalid cost code or bargaining unit

iote

June 2021

If the cost code already
exists on the employee
record, it will be noted on
confirmation report.

Figure 3 #6898 Confirmation Report showing that the code exists already for the noted employees

If an invalid cost code or Bargaining Unit is
entered, the process will stop, pop up the
information message shown in Figure 4, and
no changes will be made.

I= 1AUC] 6433-Bargaining Unit - Cost Code|

Bargaining Unit - Cost Code

e Bargaining Unit

Actions.

9 Delete

Frofessional Municipal

7 Summary
1 Cost Codes olidays 3 Longevty Pay 4 Retroactive Pay S Salary Sched 6 Other Info Benefa Statements.
8Add New

atfordable CareAct

S~

Pty 1o

Budget Default for

[Code [Description S~ Enroll From  |Enr New Employee [Vacant Position
0 Edi List i [MEDICARE ~ /P‘( \Ees ONo [DYes No
NC-PNG_ NORFOLK CTY PEN 9% N~ AN @Yes ONo [OYes No
Co% DRFOLK CTY 27 N~ ~— @ves ONo  [OYes No
[I0-PRA__ JADHIN, DUES JYes @ HNo Yes No
1

The process will NOT add the cost code to the default cost codes for the bargaining unit. Go to Tables >
Bargaining Unit > [1 Cost Codes] for the bargaining unit to add the cost code and set the default attributes.

1.2 FED2020 Tax Table with Additional Amount [Fix]

Tables P Tax Rate

Em- [AUC] 6423-Tax Ratel

Tax Rate
Goto... I Tax Type m FED 2020 TAX TQBLESI Minimum Bucket Amountto Process Tax [
T Tax Table ederal narried Annual Wages Exempt Amount ]
Base Bucket Number 1 Federal Tax Wages Annual Per Exemption Amount
Second Check Percent Base Bucket for Period TaxReduction [ 2020 W4 Annual Exemption
1-Add New Wages From Wages To Amount — Percentage — On Wages Over
4-Ciear 0,01 12550,00
2EdeList 12550,01 22500.00 10,00 12550.00
3Employees 22500.01 3075.00 995,00 12,00 2250000
53075.01 98925.00 4664,00 [22.00 53075.00
98925,01 177475,00 14751,00 24,00 98925,00
177475.01 221975.00 33603 ,00 [32.00 177475.00
221975.,01 326700,00 47843,00 35,00 221975.,00
326700,01 9999999.00 844%.75 37.00 326700,00
==
-- Added 23-Dec-2019 By Changed 30-Dec-2020 by Status: Tax Record Active

Additional information: To add
a default cost code to the
bargaining unit table go to:

Tables P Bargaining Unit
[Cost Codes]

for the bargaining unit. When
a new employee is created,
this cost code will be added to
the employee record.

[ADM-AUC-HR-10165]

There was an issue with the
FED2020 tax table when
including an additional amount
to be withheld. If the federal
tax amount from the FED2020
table for the employee for a
pay period was less than zero,
the system would net the

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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additional amount instead of taking out the entire amount specified on Step 4c of the W4.

Maintenance P Employee Maintenance P Personal

E [AUC] 6448-Employee Malmenance| No Th f d th
Employee Maintenance on File IS was Tixea wi
Geto Employee Number LYNN ADAMS - Employee Aftachments (4) ) th e Sof‘twa re
Actions E ee Position Attachments -
= B update.
1Add Emplovee ’ Current Positions SO10ABATECH-02 ABA TECH BECP 10 MTH BENE 1.0000
P Add Position 0 All Positions 000 =00
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages S Payroll 6 Accounting 7 Salary 8 Dates/Class. 9 Dearees 0 Custom U Accidents. VACA N OW, fo r
employees using
Tax Information 2020 FORM W4
ReportingLocation  fpreschool dipie TaxType Tax Table Exemptions |Step 2c checked @ Yes (O No (O N/A the FED2020 tax
Location Grade | .
Federal FED2020 [ u Step 3 table, if the net
et sate B B [T o ——
Date of Physical P1-Sep-2019 Other State [_ [_ Step 4b fede I’a' tax before
Date Deceased Sunviving g Step 4c [—30.00 BOX 4C is IeSS than
Primary Timesheet Group ECHOOL-PRE  earTy chilanood program DIEIoMy Cooe T
VeteranCode [ zero for a pay
Immigration Code [0
‘ Race PL  caucasian (non hispanic or latino) pe riOd, the Syste m
takes the full
[ Employee Photograph Z Attach Picture Remove Picture B 4 t
OoX 4C amount.

Figure 5 Employee record uses the FED2020 tax table with an additional amount

[ADM-AUC-HR-10372]

2 PAYROLL PROCESSING REPORT #6199 [ENHANCEMENT]

Payroll Processing P Process Paychecks P Select Batch P [Post Labor Distribution/Email Advices]

== [AUC] 6005-Process Paychecks| ADMINS produces the #6199 Warrant Summary Report as part
FIEEED LT of the Disbursement process.

e Balch =361

be— Description

In response to a customer request, funding

Payroll Reaister

— source information now prints below the
1500 B A total section of the report, as shown in

Create Direct Deposit File

Figure 7.

I Post Labor Distribution/Email Advices I

Create HR Check Downioad File

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 19
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4 HRWarrant_6199_

6199-HRWARANALYSIS.REP

 PDFeader oc 32-bit)

Printed 12-Mar-2021 at 08:24:57 by
city of ADMINS
Warrant Summary Report

Page 1

Batch: 3355

Warrant: 303472 Check Date: 13-Mar-2021 Period 01-Mar-2021 thru 07-Mar-2021

Gross: 220,138.44
Paid Benefits: 2,831.83
Total Expenses: 222,970.27
Employee Net Pay: 8,241.89
Employee Net Direct Deposits: 120,601.10
Employee Other Direct Deposits: 10,596.00
Employee Direct Deposits Net in ACH File: (Void/manual checks without a bank code)
» Vendor Vouchers: 49,888.85

Vendor Checks:

Vendor Wires:
Vendor Direct Deposits: 33,642.43
Total Disbursements: 222,970.27

Figure 6 Before — the #6199 Warrant Summary Report did not include funding totals

%) HRWarrant_6199_ PDF|der D€ G201

6199-HRWARANALYSIS.REP Printed 24-Mar-2021 at 11:00:13 by Page 1

city of ADMINS
Warrant Summary Report

Batch: 3362

Warrant: 303474  Check Date: 27-Mar-2021 Period 15-Mar-2021 thru 21-Mar-2021

Gross: 993,654.99
Paid Benefits: 13,833.10
Total Expenses: 1,007,488.09
Employee Net Pay: 10,978.08
Employee Net Direct Deposits: 644,339.72
Employee Other Direct Deposits: 24,220.01
Employee Direct Deposits Not in ACH File: (Void/manual checks without a bank code

» Vendor Vouchers:  164,772.65
Vendor Checks:

Vendor Wires:

Vendor Direct Deposits:

Total Disbursements:

Gross:
Paid Benefits:
Less Vendor Vouchers:

993,654.99
13,833.10
164,772.65

Total Funding:

June 2021

The report now shows:

Gross Pay
(+) Benefits

(-) Vendor Vouchers

(=) Total Funding

which matches the dollars
posted to the General
Ledger.

Figure 7 After — the #6199 Warrant Summary Report with Total Funding to match what is posted to the General Ledger

2.1 Mid Cycle Terminations Timesheet Error [Fix]

[ADM-AUC-HR-10377]

The software update fixed an issue with timesheet creation when an employee was terminated mid payroll
cycle. The system was adjusting the pay amount to match the expected amount. Now, this will only happen if

the [Adjust Salary] button is used on the timesheet entry screen.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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EE TAUC] 6200- Timesheet Entryj

Timesheet Entry
et Warrant [Boza82 17-Apr-2021 23-Apr-2021 Annual  39816,86 Bargaining Unit  TOCL -01
Actions Timesheet Group [TOWN —TOMN  TOWN Period 762.80
Employee 001233 | 0 Note POTTER,. MARIE M Per-Dien 152,56
Position [TE10LIETECH-0Z2  LIBRARY TECHMICIAM Daily 152,56
Hourly 23,4700
Work Date Day |Pay Code Hours| Days| Rate Flat §| Amount|SelAccount Number [Customer |Reason
19-Apr—-2021 [Mon [REG 6.50 23,4700 152,56 [J|1000-610-0000-006-00-00-51130
20-Apr-2021 |Tue [REG 6,50 23,4700 152,56 [1{1000-610-0000-006-00-00-51130
[21-Apr—2021 |Hed |REG 6,50 152,56 [J]1000-610-0000-006-00-00-51130

19,50 C_ 457.68 @HUT EQUAL Salary ' Salaru: 762,80

Accrual Group  [CLO9

Notes for this line | Note

QLERICAL 32.5 WEEK
Working For Q00 -00

1AddLine  DAdd Range| 2 Delete Line 3Reports | | 4SpitDay 5 Replace PayCode 6 Remove Employee | 7 Add Employee | |8 Emplovee Qui % Spiit

9 Adiust Salary

Ready
Figure 8 Employee terminated mid-cycle — no automatic salary adjustments

[ADM-AUC-HR-10373]

2.1.1 #6239 Timesheet Creation Accounting Issues

ADMINS added a column to report #6239 Timesheet Creation Accounting Issues that shows the Pay Code for
which there are accounting errors. This highlights the error and makes it easier for the user to correct.

I;* TedRE - TSfAccount,Issuesqu o x
File Edit Format Options
Courier New <|[e -] Blz|ufm>] =| == [ =] =] 8
k11s
€235-HRCRETIM.REP Printed 08-Apr-2021 at 16:05:47 by WENDY Page 1
City of ADMING
|Timesheet Creation Accounting Issues)
For Warrant Numbar: 303478
Zupense Account Emplt Employee Name Position Work Date  Error
1000-210-0000-002-00-00-51800 EDUCATION INCENTIVE ( 000092 MURPHY, LYNN M T2L0POLDET -01 07-Apr-2021 ** Terminated prior to work date **
Selection Legend:
Ezzors
Accounting has expired Warning: Correct esployes nting tab and t
Over Budget Warning: Correct employee nt tab and
6239-HRCRETIM.REP Printed 17-May-2021 at 10:24:35 by LUANN Page 1
City of ADMINS
Timesheet Creation Accou_nting Issues
For Warrant Number: 903481
Expense Account Empl# Employee Name position work pate f[Pay Code Error
1000-210-0000-002-00-00-51800 EDUCATION INCENTIVE ( 000092 MURPHY, LYNN M T210POLDET -01 16-Apr-2021 : R
QUN Terminated prior to work date
<[ Selection Legend:
Errors: Action:
Accounting has expired Warning: Correct emplo Mainbenance 20Counting Lab and Cimesheets
}e;_—-f Warning: Correct employee maintenance accounting tab and timesheets

wprior to work date Warning: Correct employee maintenance dates tab and t@

Figure 10 After — Pay Code column identifies the pay code with the accounting error

This error is just a warning; the example is an additional wage; the system allows paying part or all of amount.

[ADM-AUC-HR-10373]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 19
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3 MANUAL CHECKS - [Reset All Deds] Button [Enhancement]

== [AUC] 6201-Void/Manual/Figure Paycheck|
Manual Entry-Timesheets

&l Warrant 000000 Period 01-Mar-2021 10 07-Mar-2021 --Tax Table— Exemptions  Gross 2498.,50
Employee 60640 0 Note| MOORE. KEITH F Fed [ED H — Deductions 249850

Actens Bank Check [0000000_Date State 4 M [z Net Pay
Pay Period HE Figure Check @ Base Adj. [] Other [ ~ Benefits 34,57

2'Wages 3 Deduction Entry 4 Benefi Entry 5 Base
'Waork Date Pay Code Hours|  Days| Rate] Flat 5] Amount|Position [account [Customer [Reason |
1-Mar-2021 G + | 199,88 [T4210PHDIR -01 [0200-450-0000-004-00-00-51110 | |
4"'\"2!221 Eorr L P T r— ,J.— matd®=7 |T 40400 P j)!h"]300:_gﬁp"\omjyﬂ—ay'\m41qo Fa » Y -,74_1_ W
o R T | 30 4t.uive , s L] sedorRuer —us 2000~ e L JUumoud  ~DU-91aa0 1
05-Mar-2021 LU?EE l J .40 ‘ 499, 7000 I 199.88 ‘T‘J?lDFHDIR =01 |0200—450—0000—004—00—00—51110 ] I
Totals 5.00 2498.50
Notes for this line Note
Working For 000 -00

6AddVoid  TAddManusl  BAddLine  AddRance 9 DeleteLine Pav.Reqister Print Check tMukivle Checks ~ Remove Check WM Warrant List
‘ 0 Recalculate |

Figure 11 Before — The Manual Check had only the [0 Recalculate] button

ADMINS added a [Reset All Deds] button to the Manual Check screen that will remove all the deductions from
the manual check and refresh them with the deductions from the employee’s maintenance screen. Use this
button if the manual check is created for an employee with an unknown weekly schedule. With an unknown
schedule, no dollar amounts are bought into the timesheets, therefore only tax and percentage-based
deductions will be brought in.

= [AUC] 6203-Void/Manual/Figure Paychecki

Manual Entry-Timesheets

Goto...

Warrant EEUGREEEE  Period 01-Mar—2021 10 07-Mar-2021 —Tax Table— Exemptions  Gross 2498,50
e Employee 00040 MOORE. KEITH F Fed FED2020 W W Deductions 2495.,50
ons Bank Check [000000 Date state 1A Mo 2 Net Pay
Pay Period WE Figure Check UNCALCULATED Base Adj. [ Other] [~ [~ Benefits 34,57
1 Timesheets 2 Wages 3 Deduction Entry 4 Beneft Entry S Base Buckets
ICost Code |Description Amount|PreTax]  Order|Bank lAccount |Type |Additional Information
INC-PNE  [NORFOLK CTY PEN 8% 199.88 ¥ 100 ! g NOT EDITABLE - % OF BASEEBU
INC2% NORFOLK CTY 2% 38.43 ¥ 100 J NOT EDITABLE - % OF BASEBU

PTG [FI FAMILY TOHN oo o g gelmeitceds | N0 o | o ———

Totals 2495 .50

0 Recalculate [ Reset All Deds
6AddVoid | 7Add Manual | 8Add Cost Code | 9 Del Cost ‘ 0 Recalculats \} leset All Deds Redqister Print Check Print Multiple Checks | Remove Check | VM Warrant List|

-- Added 20-Apr-2021 By WENDY Changed by

Figure 12 The screen has an additional button to refresh the deductions from the employee maintenance screen

Use the new button when time is added to the timesheet screen and the default deductions that use a table or
flat rate can now be deducted from the known amount.

Note: Any deductions added on the manual check deductions tab that do not exist
on the employee’s maintenance screen will be removed and must be re-added
manually if the [Reset All Deds] button is used.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 19
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3.1 Example — Using the [Reset All Deds] Button vs. the [0 Recalculate] Button

[AUC] 6201-Void/Manual/Figure Paycheck] A manual check is
e created for employee
o Warrant 00000 Period to 07-Mar-2021 --TaxTable-- Exemptions  Gross 124,93
Actons Employee o000 0Note| MOORE, KEITH F Fed FED2020 M~ - Deductions 243850 #40, who as an unknown
Bank Check [000000 Date State ] [N z NetPay  -2373.57 .
Pay Period WE Figure Check  UNCALCULATED Base Adj. [] omer [ [ Benefits .57 schedule. After the first
1 Timesheets 2'Wages 3 Deduction Entry 4 Benefit Entry S Base Buckets entry IS made’ the CheCk
orkDate  [PayCode | Hours Flat §| Amou Customer_[Reason is recalculated. This
1—m—2021@ 129 .63 [12-0000-004-06-06-51110 .
[01-Mar-2021 [DREG + 22 K80-0000-004-00-00-51110 results in only
I
| ) . percentage-based

Totals 124,93 . .
deductions and tax being
| Moesine hoe taken out on the
6Add Void  7AddManual 8AddLine  Add Range 9 Reset All Deds ister | Print Check  Print Muliple Checks | Remove Check VM Warrant List) dEd UCtions screen.

Calculate the check.

Manual Entry-Timesheets
ok, Warrant DT Period to 07-Mar-2021 —Tax Table— Exemptions  Gross 124,93
e Employee 00040 MOORE, KEITH F Fed FED2020 P M Deductions 124,93
= Bank Check [oo0000 Date [ st} M 2 Met Pay
Pay Period HE Figure Check CALCULATED Base Adj. [ Other, . m Benefits J5
1 Tmeshests 2 Wages Qm 4 Benefit Entry 5 Base Buckets.

|Cost Code [Description AmounfiPreTax]  Order[Bank |Account |Ty|u |~dditional Infarmation
[NC-Fi8__|NORFOLK TV _FEN 8% 5.9 V| 100 T EDITABLE - 4 OF BASEBU

2% ORFOLK CTY 2% V| 100 IS¢ INOT_EDITABLE - % OF BASEBU
[PLGF TN JPTILGRIM FAMILY TOWN 114,49 Y 102
DEFVOL__FULLTIFE 046001084 K IR
PFEDT _ pEnIceRE V] 106 No flat rate or table | Jwor entmeece - % or ssenu
MEDIOVRE MEDICARE OVER $200.000 i i HOT EDITRBLE - X OF BRSEBU
FED2020_FED 2020 TAX TRBLES T = driven deductions
TNS-PU__[TOWN LIFE TN5- PROF UNION 0K 10K I are taken
MA H
MA- DDLU STATE TAX/NOSEP H
AIM IM FUND SERV, H 4
[DS=coC OLONIAL LIFE N 5
FG-BEN_[NEXTEL GARHIGH i 5

DIRDEP  |[DIRECT DEPOSIT H| 9999 1 1310921358 Checking O Saving

|
Totals 124,93
6Add Void 7 Add Manual B Add Cost Code 8 Del Cost Code 0 Recaiculate Reset Al Deds Pay Register Print Check Print Muliple Checks  Remove Check VM Warrant List
-- Added 23-Apr-2021 By THERESA Changed by

Changes are made to the timesheets, adding hours/days/dollars.

== [AUC] 6201-Void/Manual/Figure Paycheck[
Manual Entry-Timesheets
== Warrant 536600 Period 0 07-Mar-2021 —TaxTable  Exemptions  Gross 2498.50
ctons Empioyee 000040 0Nate| HOORE, KEITH F Fed FED2020 P - Deductions 249850
Bank Check 000000 Date State MR K =z Net Pay
Pay Period WE Figure Check  LNCALCLLATED BaseAdi. [ Other, r r Benefits 34,57
1 Tmesheets 2 Wages 3 Deduction Entry 4 Benefi Entry 5 Base Buckets
ok Date _[Pay Code | Hous]  Days Rate| Flat § bt [Customer _[Reason
-Mar—2021 a2 d—00-00-51110
1-Mar-2021 [IREG 5.00 249850 Fie5-0600-004-00-00-51110
T-Mar—2021 [FEG 499 , 7000 {422-0000-004-00-00-51110
T T Y .
Totals 5.00 2498.50
Notes for this line [Hiote
Working For 060 B
. J [0 Recaicuiate ], [ ResetAuDeds |
BAdd Void| 7AddManual 8AddLine AddRange 9 Delete Line Dﬂnﬂbum! eset All Deds Register  Print Check  Print Muliple Checks  Remove Check VM Warrant List
Ready

The result of using the [0 Recalculate] button versus the new [Reset All Deds] button is shown below:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 19
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== [AUC] 62 wal/Figure ’“.;'.I ¢ === [AUC] 62 anual/Figure Paycheck| .
Manual Entry-Timesheets . Manual Entry-Timesheets
Goto.. L
oo Warrant T Period © o7tarzo2t Warrant A Periot iy
Employee jpoooao MOORE, KEITH F Actions Employee pooc4o MOORE. KEITH F
Actions Bank Check [0000000 Date j Bank Check 000000 Date
Pay Period HE Figure Check CALCLLATED Base Adj. [ Pay Period WE Figure Check CALCULATED Base Adj. [ f
( %
1 = —_—
S— 2 e > et - s D ¢
[Cost Code [Desiption Amouni]PreTay] _Order[Bank  [Account | [Cost Cade [Description Amount[PreTax] _OrderfBank _[Accounty’
NC-PNE_ |NORFOLK CTY PEN 84 199.88| VY| 100 1 NC-PN8  NORFOLK CTY PEN 8% 199,88 V| 100 ¢
NCz7 NORFOLK CTY 27 38.43| Y| 100 7 INC22 [FORFOLK CTv 2% 38,43 v | 100
FLGF T [PILGRIM FAMILY TORN 1445 7] 102 [PLGF THH [FILGRIM FAMILY TORN 114,49 | V| 102 P
DEFVOL  [FULLTIME 046001084 .45 ¥ 105 K, IDEFVOL  FULLTIME 046001084 245,00 Y 105 E |
FEDT MEDICARE 34.57| Y| 106 F MEDT MEDICARE 3457 V| 106 3
MEDIOVR |MEDICARE OWER $200,000 Y 106 4 MEDIOVR [MEDICARE OVER $200.000 ¥ 106
FED2020 [FED 2020 TAX TABLES 465,41 N b FED2020 |FED 2020 TRX TABLES 406.75 [ N ‘
TNS-PU_ [TOWN LIFE INS- PROF UMION 10K 10K 0] + [[NS-PU_ [TOWN LIFE INS- PROF UNION 10K 10K 30| N ¥
A [STATE TAX 113.99| N 4 IFA [STATE TAK 101.76 | N Ed
A= ADDL STATE TAX/NOSEF /" N ¥ MR- [FODL_STATE TAK/NOSER /' 11,50 | N ,
ATH AIM FUND SERV, / N 7 & [ATH [RIM FUND SERV, 4 100,00 N 4 3
DS-COL  |COLONIAL LIFE 7 T 5 3 [D5-COL  |COLONTAL LIFE 7 451 N 5 F
WG-EEN  [NEXTEL GARMISH 7 ] 5 1 WG-BEN _|[NEWTEL GARMISH i 5.00| N 5 F,
- - T 3109203 " - N 9939 [CT 131092,
[0 Recalculate] button brings in only % ) [Reset All Deds] button brings in all 3
based deductions and recalculates tax } deductions and recalculates tax J
6Add Void | 7 Add Manual 8 Add Cost Code 9 Del Cost Code 0 Recaiculate Reset All Deds Pay Reqister 1 - /
6Add Void 7 Add Manual| 8 Add Cost Code S Del Cost Code 0 Recalculate Reset All Deds Pay Register
1 P
o <
-- Added 23-Apr-2021 By THERESA Changed by e

Figure 13 The [0 Recalculate] button and [Reset All Deds] button behavior impacts the deductions
[ADM-AUC-HR-10326]

3.2 Inactive Cost Codes [Enhancement]

Prior to the software update, the system allowed inactive cost codes to be brought into the Manual Check,
resulting in an error when the check was printed. Inactive Cost Codes are no longer included on the deductions
and benefits screens when a manual check is created. For example, an employee has a cost code “ALTS41” listed
on the [3 Ded/Ben] tab of the Employee Maintenance Screen.

Human Resources P Maintenance P Employee Maintenance P [3 Ded/Ben]

= [AUC] 6441-Employee Maintenance]
No picture
Employee Maintenance on File
oo Employee Number  REBERE Emplovee Attachments (4)
PR Position [EO10ABATECH-02 ABA TECH BECP 10 MTH BENEFITS 2 Of 2 Emoloyee Positon Attachments
J Add Code Current Tier 1
K Delete Code Position Control: 000000
1 Contact 2 Personal ed/Ben 4 Add Waces S Payroll 6 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA
L
Cost Code [Effective [Stop Date Table Additional Ami[Start Date __[Stop Date Original Amt| _ Remaining Bal[Note
oJan-2021
LTS41 -2019 37.17 1,d449.36 817.47
p-2019 P99.993.99
|ER_PGFTH [01-Nov-2019 7.283,91 [01-Nov-2019 7,283,91
|TNS-10_[0a-0ct-2019 .07
NI o 30-5en-3010 L. o LIS ™ o sl ot g T g e d bo

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 19
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E"- [AUC] 6430-Cost Code Tablﬂ f
i
Cost Code Table £
Goto
3 L 2ck | [Status ~
Actions 3 "
1 Detail Inactive
1BENS EDICARE BENEFIT - CONVERSION I Inactive
Summary-Beneft St SBENS  |CONVERSION - CAR ALLOWANCE Ice Tractive
T a7 R ST P 1 erree The code ALTS41 was subsequently
6 Add N 57SB ‘0L DEFERRED SEC BEM i Active . .
R AR JFFLAC TV 0TI - R EE marked as Inactive on the Cost Code table:
PIM JAIM FUND SERV. = Fctive
7 Edit List FLT211 jALTUS IND SCHOOL 21 It Inactive
o] T2 LTS THD SCHOOL 26 R Fetive Human Resources P Tables P Cost Codes
9 Emp By Code FLTA1I [ALTUS IND SCHOOL 42 ity Fctive
ALTS2T  JALTUS IND TOWN 52 L3 Active
Category Tables FLTFAM  JALTUS FAM SCHOOL 52 iy Active
0 Pavcheck AL THIE < = IC At
W Beneft Statement LTS41 |ALTUS FAM SCHOOL 42 35— nactive
e i'
Category Reports [FCTSGC__JALTUS IND SCHOOL 52 It fctive |

Human Resources P Void /Manual /Figure Paycheck P [Deduction Entry]

E [AUC] 6203-Void/Manual/Figure Pay[he(kl h d
Manual Entry-Timesheets The ALTS41 cost code
2 Warrant OGN Period 01-Apr-2021 10 02-Apr-2021 —TaxTable— Exemptions  Gross 126,10 will not be brOUght in
Actons ;r:::nyee W ngg;;o%:r:e :n‘ FET E E ﬁ:ﬂnnns 126,10 .
o eck [900900 Date [ atefn et Pay
Pay Period WE Figure Check CALCULATED BaseAdj. [] omer[ [ - Benefits .16 asa dedUCtlon or
benefit when creatin
1 Timesheets 2 Wages 4 Benefit Entry 5 Base Buckets g
Cost Code [Desoriphion - OrderfBank__[Account Trype [Adaitional a manual CheCk If an
NC-PH3  NORFOLK CTY PEN 9% 100 necking _ Saing |NOT EDITABLE - % OF BASEBU | .
[iC2%z  [NORFOLK CT7 2% [0 1] attempt is made to
FLGFA2_ |PILGRIM FAMILY 10MTH SCHOOL AFSCME 2] Only Active Cost Codes are brought into the add the code after the
';52110 ':'TEI[:{LE;;E e - manual check. Attempting to add an inactive )
AT ATH FUND SERV, 95 /d code, such as ALTS41, results in an error message manual check is
DIRDEF |DIRECT DEPOSIT 1 and the inactive code is not added: created, an error
T el e I | | p— message will be
-- Added 20-Apr-2021 By THERESA Changed by displayedr and the

E6308-Cost code is inactive in the cost code table.

inactive code will not
be added.

I 0K I |

[ADM-AUC-HR-10336]

4 BILLING AND INVOICING BATCH QUERY [Enhancement]

Billing and Invoicing > Customer Query
Bank Reconciliation > Customer Update
Pl ’ Generate Invoices
Saports & Credit Balance Processing
Tables 2 Correct Invoice Customer Number
Quarterly Processing >
Year-End Processing > Batch Entry
Module Maintenance > et o
Interfaces/Imports N Receipt Edit List
h

Site Specific > Sl

Post Batches
Help Reference Library

Batch Entry

Adjustment Entry

Adjustment Edit List
Submit Adjustment Batch
Post Adjustments

Print Customer Statements
Print Aging Report

Invoice Transaction History

Invoice Transaction History s of Report

Detail Billing Bill Type
Detail Billing Bill Category
Detail Billing Transaction Codes

Batch Query Screen

Human Resources P Billing and Invoicing P Batch Query
Screen

ADMINS added a new Billing & Invoicing Batch Query screen
that allows viewing all batches. The screen provides filtering by
batch status and sorting by batch number, batch owner, or
entry user.

From this screen, a user can:
° view a list of all batches, with filtering by batch status
(All Batches, In Process, Submitted, or Posted)

print a batch report of any batch
transfer any unsubmitted batch

N
If a user starts a batch and is out, another user may need to

finish it. This transfer feature also allows ADMINS access to see what the user sees when troubleshooting.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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I [AUC] 6900-Batch Query Screen) - X
Batch Query Screen

Goto. All Batches (O In Process () Submitted () POSD
—

Actions Qm 2 Owner 3 Entry U Date Submit Date  Post Date Expected Amt Entered Amt  Locked

m DM200B812 JWENDY MUPDEVL [N ”

AYM200722  [MUPDEVZ2 MUPDEVZ2 22-Jul-2020 [22-Jul-2020 [22-Jul -2020 21%4,51 2194 .51

5 Trans fer Batch THERESA THERESA 23-Mar-2021 [23-Mar-2021 [23-Mar-2021 1023.20 1023.20

32 LUANN [THERESA 11-May-2021 957 .60 957,60

34 HENDY [THERESA 1d-May-2021 2000 ,00 912,00

35 HENDY [THERESA 17-May-2021 1278,40 1278,40

16 HWENDY WENDY 08-Mar-2021 |08-Mar-2021 [0B-Mar-2021 684,00 684,00

17 LUANN WENDY 05—-Mar-2021 872,00

26 HENDY WENDY 19-Apr-2021 500,00 501,60
v

Lkup up

Screen Component | Description

[1 Batch] Shows the batch number and is the default sort for the screen. To use the column, click
on the [1 Batch] button to activate the column, then enter the batch number directly
to bring it to the top of the screen.
[2 Owner] Shows the current owner; to use the column, click on the [2 Owner] button to activate
the column which sorts the data is sorted by owner name; enter the username to bring
all batches owned by the user to the top of the screen
[3 Entry User] Shows the entry user (originator); to use the column, click on the [3 Entry User] button
to activate the column which sorts the data by Entry username; enter the Entry
username directly to bring it to the top of the screen the, the

Trx Date Displays the transaction date of the batch

Submit Date If the batch was submitted, displays the submitted date

Post Date If the batch was posted, displays the posted date

Expected Amt If the data exists, shows the expected amount entered on the batch

Entered Amt If there are records in the batch, it shows the total entered amount

Locked If there is a username listed in the column. The batch is locked for processing.

[4 Batch Report] Will produce a Detail Billing Query Listing of the currently selected batch; see Figure 14

for an example of the report.

B | Task 6901: Detail Billing Query Listing X

Detail Billing Query Listing

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

Lookup Cancel Clear All

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 19
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Screen Component | Description

[5 Transfer Batch] Initiates a transfer of the currently selected batch — Batch 26 will be transferred from
user “Wendy” to user “Anthea”. Anthea will be listed as the owner of the batch
DY T5-Apr—2021 | T T 500,00 | 50160 |
| [ | [ [
B [AUC] 6900-Batch Query Screen [theresa] X

Detail Billing - Transfer Batch
Required: Transfer Batch To Username |[[YTjja[3> ‘ ‘Anthna Dimond

LTI

oK Cancel | | Clear Al

Status Radio ® All (all batches are displayed by default)

Buttons O In Process — limits the batches displayed in the screen to in process batches
O Submitted — limits display to submitted batches

O Posted — limits the display to posted batches

-4 TedRE | PB_Query Edit 6901 |

€301-HRPEQRYEDT.REP Printed 04-Jun-2021 at 10:09:31 Page 1
City of ADMINS

Detail Billing Query Listing

Batch # : 24 Detail Billing
Owner
Entered $ 1,023.20
Expected: $§ 1,023.20
Trx# Bill# Line Cust Ticket Number Description Employee Charge Amt Adjustment Paid Pay Date Rev Date
1451 00006461 1 000017 10879 Employee Charge MACDONALD 456.00 23-Mar-2021 23-Mar-2021
1452 00006461 1 000017 1087% Town Fee MACDONALD 45.60 23-Mar-2021 23-Mar-2021
1453 00006448 1 000017 10854 Employee Chazge HOUSTON 476.00 23-Mar-2021 23-Mar-2021
1453 00006448 1 000017 10854 Town Fee HOUSTON 45.60 23-Mar-2021 23-Mar-2021
+++¢ Total for Detail Billing bl 1023.20
*4+ Total for Batch 24 i 1023.20

Figure 14 Detail Billing Query Listing produced by clicking the [4 Batch Report] button
[ADM-AUC-HR-10379]

5 REPORTS [FIX]

== [AUC] 7815-Report Library Pay:hecks,fotherl - a X
o Report Library Paychecks/Other
P Report Hame n-::: = 1 Task 6831: Paycheck Listing X
[7225-Banef Lt Lategories Run Paycheck Listing
[E464-Enploves Conversion Demograchics Run
[dbs-Tables Audlt Reports fon Optional: Enter up to 9 Employee# i .
o B P P@OEEE Edit [0 values: |
18y Emoloyee [-————— Paucheck History Reports ———— Required: Check Date Range ([mmddyyyy] From: ‘m.‘ja".zuz] ‘Tu: |[|4.J|"|.Z[|2‘| |
2By Posiion [721I-Enploges Paucheck Ristory Reglster Run
[7216-Emplogee Paucheck History Summary Run Optional: Cleared Date Range (nmddyyyy) From: “ ‘Tn:l |
|7213-Historical Paycheck Register - Harrant [etail Run
éé31 5 S P'e '; |_ T=Tp Totale Sampie | Run Optional: Enter up to 9 Warrantit's Edit ‘u values: ‘
= Run
e e ,'"S..t,'lng‘lgfcnst Code Run Optional: Enter Check Type l:l
[6802-Paycheck_Cost Code Report by Enploges 7 Cast Code Fun T
[6800-Faucheck Cost Code Sunmary - by Tinesheset Grous Fun Sort Edit List By: ® Employee#t O Warrant O Bank O CheckType
[E803-Faycheck Pay Code Summary - By Category/Fay Code Run . . _
@_pawmk P oo Sammary — B Enplogse/Pay Code = Optional: Enter up to 9 Bank Codes Edit 0 values:
[Eo63-Paycheck Susnary - By Enplogee/Account Fun T = " =
[E727-Paycheck Summary - By Enploues / Pay Code Tupe Run Optional: Enter up to 9 Units l Edit ‘ 1 values: FIRE FI,
[6896-Paucheck Sunnary - By Enplounent Tupe Run ional: : = -
P o iste o 075 TreTerad Crche = Optional: Enter up to 9 Timesheet Groups Edit 0 values:
E165-Pauroll Warrant List Fun
F———— VEAR 10 - Fiscal & Calerdar ————
[6755-List of Cost Codes by W/1099% Box Run Run as O preview O Print. - OPDF @ Excel
[P960-ACA 1095 Pudit Report Fun If Printing use Duplex @vyes (O No
OK Cancel Clear All
HRRPTLIBOTH up
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There was an issue with the report selection on report #6831- Paycheck Listing that ADMINS fixed with the
software update. The report will produce results when the optional Bargaining Unit filter is used. The example

selects a single

5.1 #6831

bargaining unit, FIRE FI.

Paycheck Listing

€831-RAPAYCHECK. REP Printed 04-Jun-2021 at 03:75
City of ADMINS
i bys depionesd Paycheck Listing
Emps Name Checkt Check Date Clear Date  Warrant CkType Bamr

Total Bens

Cancelled

0905695 03-Apr-2021 03-Apr-2021 903476 E

0902522 503488

1.63

1.63

14.67

Check Date From: 01-Jan-2021 to 04-Jun-2021
Bargaining Unit: FIRE FI
Sorted by: EMPNO

on :
0 0302789 1 so34ss =

0 0303088 2 903460 z

o 0303375 sosr =

0 0303300 06 903462 z

o 030487 so34m =

0 0504609 1 903472 £

o 0305425 03474 =

07. 0905704 90347¢ £

Tozals
071 09025 903458 E PAYC
o 0502779 903459 £ PAYC
) 0903048 903460 E PAYC
0 050336 903461 £ PAYC
) 0903850 903462 E PAYC
0 050486 903471 £ PAYC
) 0904599 903472 E PAYC
) 035054 903474 £ PAYC
071 0905654 903476 E PAYC
Totals
Selection Legend: bkl

3,468.12

[ADM-AUC-HR-10383]

5.2 #6407 Employee List — Email Address for Direct Deposit [Fix]

ADMINS fixed an issue with the bargaining unit displayed in the report. The report was listing the bargaining unit
from the position, instead of from the employee record. Employees may belong to a different bargaining unit
than the position default. Now, the Bargaining Unit from the employee is shown instead of the bargaining unit
for the position.

E [AUC] 7800-Report Library By Employeel

Report Library By Employee

Goto.

[Report Name View Report | A

Actons 6038-Enployee List — Cost of Leave Run

6266-Enployee List - Cost of Leave - Default Fund Run

660d-Employee List — Cost of Leave as of a Date - Def, Fund Run

6079-Enployee Leave Balance Listing Run

6609-Negative Leave Balance Listing Run

1 By Employee 6176-Leave History (Attendance) Report Run

S By Posmon 6608-Enplogee Leave Time over XA Dags/Hours Run

3 By Timesheet 6d62-Employee Profile Audit Report Run

4 By Paychecks/Other 6715-Employee List — Salary Level for Date Range Run

61d4-Payroll Labor Costs for a Period — Expected Amount Run

6125-Enployee Encumbrance Balance Report

6497-Employee List - Email Address for D

irect Deposit |
s 4

i e v e e L e

7950-1095 - C Export Employse ACA Data

[7560-ACA 1095 Audit Report

+

E658-Special Anniversary Reminders [ 5 Task 6497: Employee List -

6140-Enployee Encumbrance Summary

[F565-ACA Dey ent List Employee List - Email Address for Direct Deposit

Run as @ Excel

Lookup

Email Address for Direct Deposit

Conce

Clear All

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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H - s Emp_DirDep_Email 6497 THERESA[1]xmI - Excel
File ~ Home Insert Pagelayout Formulas Data Review  View Tell me whatyou want to do.
p37 - S D
A B @© BargUnit E E [ H J K L M N o

1 Emp# Employee TimsheetGrp 3 Description CostCode Description Email DD Email? Bank AcctType Prenote Effective  Ending
2 (003004 DALPE, MARIE SCHOOL-CLERK AFL -AF PAY -01 SCHOOL PAYROLL CLERK DIRDEP DIRECT DEPOSIT BOA9 C ° 01-Jul-2009
3 004009 HARPIN, LYNN S SCHOOL-CLERK | AFL -AF CLRK-02 CLERK 12 MONTH DIRDEP DIRECT DEPOSIT DN C 6] 15-Jan-1988
4 004084 GABOURY. MARIE R SCHOOL-CLERK PAY-01  SCHOQLBAYROIL CIERK DIRDEP  DIRECT DEPOSIT BF C d 04-Dec-1995
5 (007861 JOHANSEN, KAREN E sctooL-cLerk |AFL  -AF CLRI-01  CLERI so ¢ ) 25-Aug-2009
€ (070118 BRIAND, LYNN M SCHOOL-CLERK | AFL -AF BKPR-01  BOOK] BA10 C d] 20-Nov-2010
7 070270 BOGAN, MARIE M SCHOOL-CLERK CLRK-01 CLERI BOA9 S 6] 06-Dec-2011
8 (071322 SEARIAC, KAREN scrooL-cLerk |AFL  -AF CLRICO1  CLERI B UsAA C ] 01-1u-2019
9 (006036 DROUIN, MICHAEL scHooLcusT |AFL -AF = HEAD-03  HEAD Employees may be ass|gned a BOA9 C o 14-Nov-1994
10 '006137 KELLY, KEITH SCHOOL-CUST Hi D - .. - DN C d] 05-Jan-1998
11 007111 LAFERRIERE, LAWRENCEE scrooL-cust |AFL  -AF 2NDS-02  CUS different bargalnlng unit than the DN C G} 01-Jul-2001
12 7007129 CACI, LAWRENGE M. SCHOOL-CUST |AFL  -AF MAIN-03  CUST P BF C ] 01-Jul-2001
13 1007167 BERTOLINO, MICHAEL E. SCHOOLCUST |\ ap HEAD-01  HEAD position default. Now, the BSSW C b 04-Dec-2001
14 (007181 POISSON, KEITH J. SCHOOL-CUST - CUST-01  CUST! ini H MS C 0 08-Jul-2002
15 /007184 RANIER!, KEITH P SCHooL-cusT | AFL -AF MAIN-01 CUST! Bargalnlng Unlt from the employee DN C 6] 08-Jul-2002
16 (007737 PETERSON. KEITH P SCHOOL.CUST | ne _AF 2anps04_cusd  js shown instead of the bargaining DG__C ] 30-Aug-2004

AFL  -AF unit for the position.

AFL -AF

AFL -AF

AFL___-AF

[ADM-AUC-HR-10383]

6 ATTACHMENTS HOVER TEXT [Enhancement]

ADMINS added more

[EE TRUC] 2066-Posted - Attachments]

information to the hover

me r: % Posted - Attachments TE:::
text on attachments o [ e G
indicating when the b Do e T
HMA  01013-0000 Vou Date  16-Mar-2021 FY 2021 Type P Pagnent Voucher
attachment was made pueose etz Term ox
Amount to Pay Vendor
and by Whom If the 2Detais (1) 3 tems 4 GL Detaiis 5 Status History & Check st (1) ranaes QAttachment ( 56.58
. . [eq= [Description [Buttons ]
“Special Note” begins - . !

. A . pe = w Vi
with “BURST”, it identifies e e R —
a System-Created = Yoo
attachment, which cannot
be removed by the user. Entry Date 01 Apr 2021

Entry Time: 16:69:20.58
9Add Attach Entered %6.55 Liuidal special Note: .
o~

Attachments without a
“Special Note” are user-
supplied and may be

Additional hovertext shows the Entry User, Entry Date, Entry Time, and any special notes. If the
Special Note is "BURST", this is a system generated attachment and cannot be removed.

detached using the [Remove] button. To see this feature, available on several screens in the Human Resources
Module, go to the following screens.
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6.1 #6126 - Employee Attachments

Human Resources P MaintenanceP Employee Maintenance P [Employee Attachments]

E [AUC] 6126-Employee Attachments|
No picture
Employee Attachments on File
o Employee Number 07184  KAREN P LOHMANN
Actions
F Z Add Attachment > System-supplied attachments have a Special Note: BURST
and may be [10 Viewed] and optionally [12 Emailed], if the
1 Contact 2 Personal 3Ded/Ben | 4Add Wages emploYee has prOVIdEd consent
—=
Seq# [Description [File Name
1099R Entity:2 |1095R_2020_2_071484_201 d 10 View Attachment 12 Email Form
2 20 1099 gjie Location T T B R f—
g 20 1095( d:\auc_¢ -_doc _2020_2_071484_201021164
a 20 1099 S-pdf
3
7 2020 1099 Entry User: AUCBATCH
8 2020 109 Emn-moo:oo:oom
5 2020 1095 special Note: BURST
Hov . text on Emp M PLUTOInfo.txt N 10 View 11 Remove.
File Location
DAAUC_ UTOInfo.txt
E:gyy g::e'_’:’m“ User-supplied attachments may
Entry Time: ,'3.‘.,"’1.0" zqu‘p be [10 Viewed] or [11 Removed]
Special Note: —

Figure 15 Use the Employee Attachments button to view system-supplied attachments

The “Employee Attachments” button displays the Employee Attachments screen, where the system-supplied
attachments are listed. Examples are W2 forms, 1095C forms, and 1099R forms. A user-supplied attachment
may be added here; as an example, use this screen for attachments that are not specific to one of the employees
positions but apply to the employee across all positions. This button is available on all tabs of the Employee
Maintenance screen.

6.2 #6127 - Employee Position Attachment

Human Resources P Maintenancel Employee Maintenance P [Employee Position Attachments]

The [Employee Positions Attachments] button is available from the [3_Ded/Ben], [4_Add Wages], [5_Payroll],
[6_Accounting], [7_Salary], and [8_Dates/Class] tabs of the Employee Maintenance screen.

E [AUC] 6441-Employee Maintenance|
No picture
Employee Maintenance on File
Lo Employee Number MARIE LEDOUX Emoloyee Attachments
F210POLINT 01 -
P Position 10POLINT -01 POLICE OFFICER Jt Employee Positon Attachments
J Add Code Current Tier 1
K Delete Code Position Control: 000000
1 Contact 2 Persnnal( Ded/B 4 Add Wages S Payroll 6 Accounting 7 SIB@ 9 Dearees 0 Custom U Accidents VACA
Cost Code |Effective Stop Date Table Amount ional Amt|Start Date Stop Date Original Amt] Remaining Bal[Note
i 7-Apr-1978 3.00 [P7-Apr-1978
[TNS—hK |27-Apr-1978 .06
NC-PN7  [27-Apr-1978 7.0000%
PLGFa2__[29-Jan—2004 [~ 198,84 = [25-Jan-2004 2,212,80 A
e — e — = — = —= e i e RS

Figure 16 [Employee Position Attachments] button available from selected tabs on the Employee Maintenance Screen

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 16 of 19



Release Notes — Version 21.2

9 ADMINS Unified Community
Human Resources

June 2021

If an attachment is needed for a particular position, such as a copy of a certification, or an enrollment form for a
benefit, make the attachment using the [Employee Position Attachments] button. These attachments will be
accessible only from the [Employee Position Attachments] button and will not be available on the [Employee

Attachments] button.

Employee Position Attachments

¢ Add Attachment D

== [AUC] 6127-Employee Position Attachmentsll .
lo picture

on File

Gore Employee Number 500046 MARIE LEDOUX et )
rctons Positon  [210POLINT —01 POLICE OFFICER 10f 2

= File Location
D:\AUC_Developmentiadmhome\TransferiPLUTOInfo. txt

Entry User: THERESA
Entry Date: 14-Apr-2021
Entry Time: 14:15:10.65
Special Note:

I I B I |

1 Contact 2 Personal 3 Ded/Ben 4 Add Wages S Payroll 8 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA
Seqe File Name
PLUTOInfo, txt N 7 View Attachment 8 Remove Attachment
by

Status: Position

Figure 17 The Employee Position Attachments screen

6.3 #6783 - Inquiry Employee Attachment

Human Resources » Maintenance P Employee Maintenance Query » [Employee Attachments]

== [AUC] 6783-Employee Attachments - Read Onlyl
No picture
Employee Attachments - Read On| on File
Stk Employee Number 000004  REZZUTI, MARIE E
Actions Em
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages S Payroll 6 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA
Seq# |Description File Name
1 2012 W2 Entity:l W2_2012_1_000004_1308261055. pdf
2 2013 W2 Entity:l W2_2013_1_000004_1403051551,pdf
3 2014 W2 Entity:l W2_2014_1_000004_1503041456, pdf
4 2015 W2 Entity:l W2_2015_1_000004_1603291219, pdf
016 W2 Entity:l W2_2016_1_000004_1701301012, pdf N -
6 2017 W2 Entity:l File Location i T Tl o e i S 7 View Attachment
7 2018 W2 Entity:l :_doc_t )_2016_1_000004_1701301012.pdf R e
& 2019 W2 Entity:l
Entry User:| W 0
Entry Date:
Entry Time: 00:00:00.00
Special Note: BURST

Figure 18 The Read-Only Employee Attachments Inquiry Screen

This screen allows viewing existing attachments. Attachments can neither be added nor removed.
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Human Resources P Maintenance P Employee Maintenance Query P [Employee Position Attachments]

= [AUC] 6784-Employee Position Attachments - Read Only|
No picture
Employee Position Attachments - Read Only on File

. Employee Number 00046 MARTE LEDOLX mmmatan e

Position  [T210POLINT 01 POLICE OFFICER 1 0f 2 € Emploves Poston Attachment (2) 3
Actions

1 Contact 2 Personal 3 Ded/Ben 4 Add Wages S Payroll 8 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA

[sea# [Desaiption File Name

1 hovertext on emp pos attachment screen |PLUTOInfo.txt

H TEST.txt N w
ile Location
D:AUC_E Transfer\TEST.txt

Attachments can neither be added nor
S e removed in this "Read Only" screen.
Enthirm.;: ":1';“3 48 Attachments can be viewed.
Special Note: ]

Status: Position

Figure 19 The Read Only Employee Position Attachments Inquiry Screen

6.5 #6815 - Warrant History

Human Resources P Queries P Warrant History

== [AUC] 6815-Warrant History |

Warrant History
e Warrant# 503475 Batch# 3365 Check Date 03-Apr-2021 Period Start 22=-Mar-2021
Actoma Bank PAYC  PAYROLL - CITIZENS BANK NEW Posted Date  26-Mar-2021 Period End 28-Mar-2021
[Description Filename Buttons ~

Warrant. Employee Count Report Hr_Warrant_Empcnt_6022_THERESA_3365 . PDF
Warrant. Sunmary Report HRWarrant._6199_THERESA_3365 .PDF
lLabor Distribution GL Posting Report HR_Posted_to_GL_6221_THERESA_3365,PDF

[Faze Sunnary [CalcChkGunnary_7200_THERESA_ 2365 .PIF System-supplied
Paurall Register Paurall_Register_7210_THERESA_3365_237 FIF

Payroll Register - Exception Report [Falculation Exception_7215_THERESA_3365.FIF attachments can be
Deduction Register - Cost Code Summary [HRPayDed_7220_CODE_THERESA_3365.FDF < Viewed or emailed,

Separate Check Listing
Pagroll Check Register

CheckClc_sepchk_7223_THERESA_3365 ,PDOF
HRPaycheck_Register_7231_THERESA_3365.PDF

but cannot be

[Decuction Register - Employee Detail

HRPayDed_7220_EMP_THERESA_3365 ,PDF

[Deduction Register - Paycheck Category S

HRPayDed_7220_CAT_THERESA_3365 ,PIF removed by the user

Fauroll Voucher - Preliminary

Vouchers_7271_THERESA_3365 .PDF

[Voucher Batches Created in Accounts Paya

Voucher_Batches_7272_THERESA_3365.PDF

lLabor Distribution Detail

Labor_Distribution_Detail_7282_THERESA_3365.PDF

Labor Distribution Detail-By Emploves

Labor_Distribution_Buy_Emplowee_7283_THERESA_3365.P

Labor_Distribution_Summary_7285_THERESA_3365.PDF

lLakor Distribution Summary
Fopy of C =] it Ad

File Location R ) 7 F_/
DAAUC _doc_mg 1\HR_PAYC0905603903876.pdf

HR_PAYCO905603903476 . pdf I 7 View 8 Email 9 Remove __JP

Entry User: Wl
Entry Date: 14-Apr-2021
Entry Time: 14:50:42.53
Special Note:

|| User-supplied attachments may be

6 Add Attachment

Ready

viewed, emailed, or removed

Figure 20 The warrant history screen shows the enhanced hovertext on user-supplied attachments

[ADM-AUC-SY-8171]
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7 ADMINS.COM TRAINING VIDEOS

The ADMINS training videos were converted to provide ﬂ Vl]llTlle features, such as pause, rewind, fast
forward, closed captions, and playing at faster speed. This training is restricted to “Customers Only”. Need
credentials? Go to: Contact Us | ADMINS, Inc. and follow the instructions in the quick start guide. Then, use the
link to access the Videos | ADMINS, Inc.

[ADM-AUC-WEB-2]

8 HELP REFERENCE LIBRARY

The following new or updated documents added to the Help Reference Library:

8.1 New or Updated Documents

e SPECIAL PROCESSING HR—430 Manual Checks [Updated]
HR-527 Add a Cost Code to All Existing Employees [New]
e SYSTEM SY-170 System Administration Kit [Updated]
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