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This document explains new product enhancements added to the ADMINS Unified Community (AUC) for 
Windows HUMAN RESOURCES system. 
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1 POSITION MAINTENANCE [Enhancement] 
Human Resources  Maintenance  Position Maintenance 

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  Inactivate Position. This is a toggle. To make an inactive position 
available for use, select Actions  Activate Position.  

 
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] 

 
 

ADMINS offers a feature to add a 
cost code to all existing employees 
assigned to positions in a bargaining 
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.  
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Access the feature by going to: 

Human Resources  Maintenance  Add Cost Code to Bargaining Unit Positions 

 
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. 

  
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. 
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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. 
 
 
 

Figure 4 Error Popup for invalid cost code or bargaining unit 

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

Tables  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] 

1.2 FED2020 Tax Table with Additional Amount [Fix] 

Tables  Tax Rate 

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 

If the cost code already 
exists on the employee 
record, it will be noted on 
confirmation report. 
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additional amount instead of taking out the entire amount specified on Step 4c of the W4. 

Maintenance  Employee Maintenance  Personal 

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

ADMINS produces the #6199 Warrant Summary Report as part 
of the Disbursement process. 
 
In response to a customer request, funding 
source information now prints below the 
total section of the report, as shown in 
Figure 7. 
 

 

This was fixed with 
the software 
update.  
 
Now, for 
employees using 
the FED2020 tax 
table, if the net 
federal tax before 
Box 4c is less than 
zero for a pay 
period, the system 
takes the full  
Box 4c amount. 
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Figure 6 Before – the #6199 Warrant Summary Report did not include funding totals 

 

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

[ADM-AUC-HR-10377] 

2.1 Mid Cycle Terminations Timesheet Error [Fix]  

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. 

The report now shows:  
 

Gross Pay  

(+) Benefits  

(-) Vendor Vouchers 

(=) Total Funding 

 
which matches the dollars 
posted to the General 
Ledger. 
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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.  

 
Figure 9 Before – the report did not have a pay code column 

 
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] 
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3 MANUAL CHECKS – [Reset All Deds] Button [Enhancement] 

 
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.  

 
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.  
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3.1 Example – Using the [Reset All Deds] Button vs. the [0 Recalculate] Button 

A manual check is 
created for employee 
#40, who as an unknown 
schedule. After the first 
entry is made, the check 
is recalculated. This 
results in only 
percentage-based 
deductions and tax being 
taken out on the 
deductions screen. 
 

 

Calculate the check. 

 

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

 
The result of using the [0 Recalculate] button versus the new [Reset All Deds] button is shown below: 
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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  Maintenance  Employee Maintenance  [3 Ded/Ben] 
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Human Resources  Void /Manual /Figure Paycheck  [Deduction Entry] 

 

[ADM-AUC-HR-10336] 

4 BILLING AND INVOICING BATCH QUERY [Enhancement] 
Human Resources   Billing and Invoicing  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  
 
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. 

The code ALTS41 was subsequently 
marked as Inactive on the Cost Code table: 

Human Resources  Tables  Cost Codes 

The ALTS41 cost code 
will not be brought in 
as a deduction or 
benefit when creating 
a manual check. If an 
attempt is made to 
add the code after the 
manual check is 
created, an error 
message will be 
displayed, and the 
inactive code will not 
be added. 
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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. 
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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 

 
 

Status Radio 
Buttons 

 All (all batches are displayed by default) 
 In Process – limits the batches displayed in the screen to in process batches 
 Submitted – limits display to submitted batches 
 Posted – limits the display to posted batches 
 

 

 
Figure 14 Detail Billing Query Listing produced by clicking the [4 Batch Report] button 

[ADM-AUC-HR-10379] 

5 REPORTS [FIX] 
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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 bargaining unit, FIRE FI. 

5.1 #6831 Paycheck Listing 

 

[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. 
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[ADM-AUC-HR-10383] 

 

6 ATTACHMENTS HOVER TEXT [Enhancement] 
 
ADMINS added more 
information to the hover 
text on attachments 
indicating when the 
attachment was made 
and by whom. If the 
“Special Note” begins 
with “BURST”, it identifies 
a System-Created 
attachment, which cannot 
be removed by the user.  
 
Attachments without a 
“Special Note” are user-
supplied and may be 
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  Maintenance Employee Maintenance  [Employee Attachments] 

 
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  Maintenance Employee Maintenance  [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. 

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

 
Figure 17 The Employee Position Attachments screen 

6.3 #6783 - Inquiry Employee Attachment 

Human Resources  Maintenance  Employee Maintenance Query  [Employee Attachments] 

 
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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6.4 #6784 - Inquiry Employee Position Attachment 

Human Resources  Maintenance  Employee Maintenance Query  [Employee Position Attachments] 

 

Figure 19 The Read Only Employee Position Attachments Inquiry Screen 

6.5 #6815 - Warrant History 

Human Resources  Queries  Warrant History 

 
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  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 

 SPECIAL PROCESSING HR–430 Manual Checks [Updated] 
  HR–527 Add a Cost Code to All Existing Employees [New] 

 SYSTEM SY–170 System Administration Kit  [Updated] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://admins.com/videos
https://admins.com/contact-us
https://admins.com/videos

