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9 ADMINS Unified Community Release Notes — Version 22.2
Human Resources June 2022

1 DELETE UNUSED POSITIONS [Enhancement]

ADMINS receives requests to remove a position that was created in error from an employee number. Prior to the software
update, we advised setting a termination date on a position that was added in error.

ADMINS added a “Delete Employee Position” process under the [Actions] button on the Payroll, Salary, and Deductions
Tabs on the Employee Maintenance screen.

== [AUC] 6440-Employee Maintenance

Employee Maintenance

Goto...

Employee Number  SEEEEE Emplovee Attachments
Position FE00ZKHDTCH -0 DIPIETREQ KIMDERGARTEN TEACHER 1 Of 2 Empioyee Positon Attachments

6 ACCDI.InﬁnlJ es 0 Custom U Accidents WACA
Repo
Pay Classification \ ¥ Salary Change Group Information
Effective Date_05-May-2022 Entity [ TOKN OF ADMINS
Bargaining Unit  MTR = . = dipietro school
Grade Schedule B Delete EmployemPosition 26,00 26 Pays
Grade 1 MO FLSA
Step 1
FTE  1.0000
o Delete Employee 071596 Position S003KNDTCH -01
Label
Work Schedule  Shit ||
—
Day Hours Dg ’7
—
Yesy No
1099-R Information
BOXZD{ Tax not determined Total distribution
Y R » o - FW o A Rox 7L A o Bondael 9%  sMRESEP/SIMPL Gt

Figure 1 Click [Yes] to delete the unused position

1.1 Delete Unused Position on an Existing Employee Number

If the position has neither current or historical timesheets nor any posted encumbrances, the Delete Employee Position
action will be available. From the menu, select:

[AUC] 6440-Employee Maintenance *
HR » Maintenance P Employee Maintenance »

[Payroll]/[Salary]/[Deductions] Tabs

. ) o Posted Encurnbrances Exist. Delete Cancelled.
Some positions are encumbered as soon as they are created, if 3

so, this message will pop up:

Use this to delete a position added in error to an existing

employee. Note: an employee number must have at least one
other position to use this feature.

1.2  Delete Unused Position on an Unused Employee Number

Another example results from creating a new employee number, (which requires assigning a position), and then realizing
the employee already has a number.

_w Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page2of 18
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If the only position assigned to an unused employee number is deleted,
the system deletes the employee number, and will display a
confirmation message like this:

This permanently deletes the employee number. When creating the
next new employee, the next sequential number will be assigned; in

this example, if employee number 071595 is deleted, it is permanent,
and the next time the [Add Employee] button is used to create a new

employee, number 071596 will be assigned.

1.2.1 Retain an Unused Employee # for Future Use

———_9

June 2022

Delete Employee

o Delete Employee 071395

If the employee number with the unused position is not deleted, it will be available for the next hire by using the u
(end of file arrow) on the employee maintenance screen to go to the last employee number. Retain the employee number
with the unused position until another employee is hired, and a valid position is added, at which point the unused position
can be deleted. Add the position for the new employee, and then remove the unused prior position. The employee number

will not show that the unused position was assigned to the employee number.

[ADM-AUC-HR-10497]

2 EMPLOYEE MAINTENANCE [Enhancement]

ADMINS describes how to manage overseas & foreign addresses and enhanced the EEO Race Table.

2.1

Military Overseas Addresses

The system accommodates APO and FPO addresses for sending postal mail to military personnel stationed overseas.
Sometimes retirees or terminated employees provide this type of address for W2, 1099R, and 1095C forms to be sent.

Add the zip code to the table for the employee. From the menu, select:

Accounts Payable P Tables P Zip Code Table

Goto

Actions

2 Remove

3 Edit List

Maintain Zip Codes

Zip Code City State County In? |Status

PO AR o] Active

[34002-0000  |0PO AR ] Active
[Fa005-0m00_| Tractive

#7 Add Zip Code x [ fetive
Tnactive

Zip Code 34008 0 [ctive

et

City ‘AFO O [Active

[ [etive

State A4 [0 [Rctive

Cancel O [ctive

O  [|Active

[Fa0EE-0000_[F0 I O [ctive

Fasm=—nnnn e JmJ 5 A

Once the zip code, city,
and state exist in the table,
enter the zip code in the [1
Contact] tab of the
employee maintenance
screen. The City and State
fields will be populated
from the zip code table
with the APO and AA
values.

See also sections 10.4, 10.5, and 2.2 below for information regarding foreign addresses for non-military payees.
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== [AUC] 6439-Employee Maintenance [theresa] X
Employee Maintenance
Got
o Employes Number 071574  KEITH M RYAN Employee Attachments (3)
Actions. Emplovee Position Attachments
14dd Employee ¥ Emplovee Notes | [Np text available Current Positions  T200WTRINTE-01 DPW INTERN - GIS-AUTO.CAD 1.0000
P Add Position 0 All Posttions 000 -00
1 Contact 2 Personal 3Ded/Ben | | 4Add Wages 5 Payrol 6 Accounting 7Salary | |8DatesiClass| | 9Dearees 0 Custom U Accidents VACA
FirstName Middle Name Last Name Suffix Gender Birth Date as# Previous Name
KETTH B RYAN @ Male OFemale (O MNon-Binary B0-Jan-1999 [001-10-5213 |
Residential Addra
= Cell
PO State jA Zip [24009-0000
"Eial—— endyBacnins ,con
Zip [F4009-0000 > DD Email Test Date 10-Jun—-2021 | Test
- Electronic Form | Send Date Consent Date
e ettt et A ettt B T P

2.2 Employee Maintenance for Foreign Addresses

June 2022

[ADM-AUC-HR-10486]

Human Resources P Maintenance » Employee Maintenance P Contacts

== [AUC] 6438-Employee Maintenance]
No pictura .
Employee Maintenance on File ADMINS added a radio
& Employee Humber 771575 CARL JUNG Em:inju\nx;ee:nac:'me:ts - button that will toggle the
et vee Postion Aftachments ] -
. fields on the Mailing
;»::Eplz:::e ‘ 'Y Employee Notes. \No text available c'g:;":;z:’:nni 5gg§UTHUTH :gé PSYCHOLOGIST /TEAM CHAIR 1.0000 Addresses between US
format and Overseas
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages S Payroll 6 Accounting 7 Salary 8 DatesiClass 9 Degrees 0 Custom U Accidents. WACA
First Name Middle Name LastName Suffix Gender Birth Date S5# Previous Name format. The new overseas
[EFRL [ [fonG [ @Male (OFemale  (OMon-Binary fZ-Har-1573  P01-95-9876 format WI” accommodate
Residential Address Employee Contact . .
House# [T Sweet EAEAE —— unit [— Phone #1 {067 G30-0005 Type [ a City, Province, Post
Address [35 SAUSAGE Phene #2 {000} 000-0000 Type |
Prone #3 [f0007 096-6000 Tye | Code, and Country code.
[ Email
oy N st [ Zip Parsioooo DO Email [ TestDat Tes i
‘ - " ? E\ectrr::\‘cForm Send Dalees ae ConsemDate‘li Valld country COdes are
= = identified in the Country
Mailing Address US Address Overseas Address .
[[] Same as Residential Address table as described M
Address [35 VIENNA SAUSAGE
- = ~
ity PO State  E Zip [3751-0000 Mailing Address (O US Address @® Overseas Address [)
[] same as Residential Address
Address PO BOX 123

If © Overseas Address is selected, the system will < m
. . i {
uncheck the “Same as Residential Address” box, as Province  NORTH CHUNGCHEDRG _ Post Code 057510000 County K5

the fields will differ.

See also section 1.2 for Military Overseas addresses.

[ADM-AUC-HR-10486]
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9 ADMINS Unified Community Release Notes — Version 22.2
Human Resources June 2022

2.3 EEO Race Table [Enhancement]

ADMINS changed the lookup on the Employee Maintenance P [2 Personal] tab for the Employee Status Race field. The
inactive codes from the EEO Race table are no longer shown in the lookup.

Human Resources P Maintenance P Employee Maintenance P [2 Personal] tab P Employee Status P Race

No plcture
Employee Maintenance on File
Goto... &
o Employee Number CARL JUMG Emplovee Attachments g
Actions Employee Position Attachments
| Add Emplovee Current Positions S0030THOTH —-01 PSYCHOLOGIST /TEAM CHAIR 1.0000
P Add Position 0 All Positions Q00 =00
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 5 Payroll 6 Accounting 7 Salary & DatesiClass 5 Degrees 0 Custom U Accidents. WVACA
[—
FORM W4 Tax Information
Human Resources ’ Tables ’ EEO Race (®) == 2020 box 2c checked TaxType TaxTable Exemptions
il T (0) == 2020 box 2¢ not checked Federal [FED2020 M [
(O ==2019 State MA M [2
Step 2 d, 000, 00 Other State [ [
EEO Race Stepda [ 5.000,00
Step 4b
ol —
Code 2 Description Status - Hanss
Fractive Employee Status
01 Hor-Hispanicdlatino White Fctive D|Sab||ﬁy Code
(02 Hon-Hispslatino Black or African America  [Active
03 Hizpanic/Lating Active Vete ran CUde
04 Horm-Hispanicdlatino Asian Fctive |mmigraﬁ0n Code 5
05 Hon-HAL American Indian or Alaskan Hativ  [Active
06 Mon-H/L Mative Hawaiian or Pacific Islan  |Active Race [ ﬁ Nun—Hlspam.c/Lat..Lno Two or More Ra
07 Hor-Hispanic/lation Two or HMore Races FActive .
05 F=ian/Pacific Islander/Indian Inactive LIEiEE &
EE] Uknown Fctive
B EEC Race Table >
Co Description Tof
~
01 Mon-Hispanic/Latino Hhite
02 Mon—H/L Black or African American
02 Hispanic/latino
I t' d f th EEO R T bl 04 Mon-Hispanic/Latino Asian
nactive codes 1rom tne dce labile are 05 NorH/L Ansrican Indian or Alsskan Nativ
- 06 Mor—H/L Native Hawaiian or Pacific Islan
no Ionger Shown n the Iookup 07 Mon-Hispanic/latino Two or More Races
09 Uknown
W
Find Search |Cancel Help Eof

[ADM-AUC-HR-10509]

3 TIMESHEET ENTRY DELETE A POSITION [Enhancement]

Prior to the software update, if an employee with two positions was brought into the timesheets when timesheets were
created and one of the positions was not needed, there was no way to remove just that position. ADMINS added two
options for removing an employee position. To try this, from the menu, select:

HR P Timesheets P Timesheet Entry

Select the employee position to be deleted. Once the position is displayed on the screen, there are two options. Either:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 18
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Timesheet Entry

1.Click [Actions] » Remove

‘Warrant 1503590 03-Jul-2022 16-Jul -2022

Annual

Employee Position, or,

1,00 Bargaining Unit  NON -HO

imesheet Group ECHODL-GCHOOL | school cepartnent Period 1.00 2.Click the
mployes 71567 | OMole |  LARSON, LYHN Per Dien 1.00 .
Position FEOOBSCAADVS-01  ADVISORS - SCHOOL ACTIVITIES BHS Daily 1.00 Manually fAdded Tineshest [6 Remove Empl. POSItIOI’I]
Hourly 1,0000
button.
Days| Rate] Fiat §| Amount[SefAccount Number Customer [Reason
Split Day 25,00 25,00 | 1|1000-300-2305-140-12-00-51260

Replace PayCoNe [

AdjustSal [AUC] 6200-Timesheet Entry
Remove Er‘npluyee Pasitien —
Ad

96/4% Split
Reports >
Employee Queries >

o PB069-Delete Employee Position Timesheet Reccords?

Either of these methods will
pop up a confirmation box;
click on [Yes] to delete the
employee position.

The other employee

1.00 28.00 28.00

Paid NOT EQUAL Salary Salary: 1.00

Notes for this line | Note

Working For Qg 00

1Add Line DAdd Range 2 Delete Line 3Reports | 4 SplitDay S Replace Pal

& Remove Empl. Position

position will remain in the
timesheet dataset. Click
€ 8 Emplovee Queries 9 Adiust Salary 96/4% Split [NO] to cancel dE|et|ng the

Accrual Group

4 PROCESS PAYCHECKS

position.

[ADM-AUC-HR-10522]

The payroll processing menu offers a sub-menu with Optional Site Payroll Reports. To access the Payroll Processing menu,

from the main menu, select:

Human Resources P Payroll Processing P Process Paychecks P [Select Warrant Batch]

— [AUC] 6005-ProcessPay:h=cks|

Process Paychecks

ot Batch 3502

Actons.

Description Date st End
Select and Calculate Warrans 01-Feh-2022 10
Fayroll Register

Site Payroll Reporis - OPTIONAL

1 Batch

Create HR Check Downioad File

Succese

01,83 10:43:21.92
23 1523414133
31,08 15:42131.08

Select the [Site Payroll Reports — OPTIONAL] button.

4.1 Site Payroll Reports Optional » Benefit Categories Report

The Benefit Categories report showed a task number of 7226, but the resulting reports showed a task number of 7227.

Site Payroll Reports - OPTIONAL

Description Date Start End Success
Wage Summary.
Deduction RepisiecmCasiCode mmary

( Benefit Categories
Times? v

Payroll Reaister - By Timeshest Group

(7 Task 7226: !Eneﬁt Categories %
Ehelit Categories

Print Reportas: O summary @ Detail

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

Lookup Cancel Clear All

ADMINS changed this so that the task number and report
number match.

Why is this important? When someone wants to recreate an
existing report, Task # provides the information needed to
recreate a report using the Quick Task Selector.

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

S 2 o« Q,

Figure 2 Run the Benefit Categories report from the “Site Payroll Reports — Optional” menu

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 18
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E TedRE - BenDedCat_7226_ l‘l fis

[mmter <[l Blrlufm=] =] 2=l =l5] &)
|

% TedRE - BenDedCat_7226_THERESA_3502(2).lis
File Edit Format Options

A2 6-HRBENDEDCAT .RED Printed 17-Mar-2022 at 11:44:06 by THERESA Page 1
City of ADMINS

Benefit Categories

Category : BC BLUE CROSS
Cost Code Prenote Employee Awt(Ded) Employer Amt(Ben)
HMOS26  HMO ELUE SINGLE 26 PAYS 88.31

Category : DC DEFERRED COMP

Gost Code Social Security # Employee Amt(Ded)

DEF-OB  OBRA 046001084 153.55

DEFVOL ~ FULLTIME 046001084 80.00
Category : DE DENTAL

Cost Code

ALTS2I  ALTUS IND TOWN 52
ALTSS2  ALTUS FAM IOWN 52
Category : DS DIS - NON DEF

Cost Code Prenote Employee Amt(Ded)
DS-COL COLONIAL LIFE 21.51
Category : DS-DEF DISABILITY-DEFERRED
- 2 -
R W S PO R 7 S, .

Figure 3 The report is available in Summary and Detail versions

v

|
22 §-BENDEDCAT .REP

tegory: BC BLUE CROSS
: EMOS26  EMO BLUE SINGLE 2§ PAYS

Courier New ~| s = BlI‘E‘I' j =3

Printed 17-Mar-2022 at 11:44:35 by THERESA Page 1

Total # Employees: 1

7722 G-BENDEDCAT .REP

Category: DC DEFERRED COMP
Cost Code: DEF-OB  OBRA 046001084

Printed 17-Mar-2022 at 11:44:35 by THERESA Page 2

Employee Name

Social Security # Employee Amt(Ded)

071567 LARSON, LYNN
071574 RYAN, KEITH M

Total # Employees: 2

. e ——ams rY.. P

[ADM-AUC-HR-10503]

5 #6714 GRADE SCHEDULES REPORT [Enhancement]

Human Resources P Reports P Report Library P [By Employee] P #6714 Employee List — Grade Schedules

H °  Employeelist Grade 6714_».. @& — O
Ga Home‘ \nsert|PageL‘Formu | Data | Review | View | Q Tellme.. TheresaC.. ) Share
B2 - fe HORN, LAWRENCE J v
A BE 5F B BH Bl 1l e
1 |[Emp#  EmpType Pertrs D0B Gender BudaetGrp Budueted?
2 [uuuuus |e 1,474.80 16-Feb-1975 M No
3 fo71555  |F 152850 15-Dec-1983  F No
4 [oo7073 |F 150860 27-Sep-1958 F No
5 f0708¢  |F 150860 12-Dec-1958 F No
6 [t078sz |F 1,50860 03-Jan-1879  F No
7 [oo7es7  |F 150860 06-Ju-1980  F No
8 [ir0130  |F 150860 25-u-1967  F No
9 [0r0z25  |F 156450 21-Feb-1885  F No
10 070248 |F 156450 02-0c-1987 N No
11 for0301  |F 158450 08-Mar-1878  F No
12 far0sar  |F 156450 22-Apr-1962  F No
13 foroe1s |F 156450 11-Dec-1968 _ F o
Hremplst_grade ® 4 v
Ready i) o= 1 +  100%

ADMINS added budget group and budgeted position columns to
the #6714 Employee List — Grade Schedules report in Excel® —
the two new fields are in columns “Bl” and “BJ” at the rightmost

of the Excel® spreadsheet.

Figure 4 #6714 Employee List — Grade Schedules — new “Budget Group” and “Budgeted?” columns

6 #6831 PAYCHECK REPORT [Enhancement]

[AVON-SUP-SAPLAUC-541]

Human Resources P Reports P Report Library P [4 By Paychecks/Other] #6831 Paycheck Listing

& Fepeycheck 631 _THERESA(Z] pdi - Adobe Acrobat Reader DC (64-54)

6831-HRPAYCHECK.REP

1-3

Totals

B9 B2Z2a&ahDwa

Figure 5 Before — the #6831 Paycheck Listing report did not show the “Period Start & End” dates

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6831-HRPAYCHECK. REP Printed 22-Apr-2022 at 16:48:50 Page 1

22 01-Apr-2022 14-Apr-2022
29-Apr-2022 12-May-2022]

PRYC 2,498.50
FAYC  240,000.00

.00 38.23
.00 3,480.00

Total

242,490.50  242,498.50 0 3,516.23

27-Jan-2022 09-Feb-2022
10-Feb-2022 23-Feb-202

Figure 6 After — the #6831 Paycheck Listing report shows the “Period Start & End” dates

H S hrpaycheck_6831_ 2mi - Excel

File Home | Inseit  Pagelayout  Formulas  Data  Review  View Q' Tell mewhaty

N15 - I

A B C D E F G H J K L M

1 Sorted by: EMPNO

2

3 Emp# Name Check# Check Date Clear Date Warrant CkType Bank Gross Pay Total Deds Net Pay Total Bens Cancelled
4 7000012 HOLMES, MARIE R '0984565 13-Jan-2016 13-Jan-2016 '902744 E PAYR 3,058 96 3,058 .96 0.00 0.00

5 000012 HOLMES, MARIE R "0985544 27-Jan-2016 27-Jan-2016 902750 E PAYR 3,058.96 3,058.96 0.00 0.00
15 Total 33,748.56 33,748.56 0.00 0.00
16
17 000020 POWERS, LYNN M '0984492 13-Jan-2016 13-Jan-2016 902744 E PAYR 2,902.50 2,902.50 0.00 42.09
187000020 POWERS, LYNN M (0985464 27-Jan-2016 27-an2016 902750 E  PAYR 290250 290250 000 4209

Fiigure 7 Before — the #6831 Paycheck Listing report did not show the “Period Start & End” dates

hepaycheck 6831 Lo -6l

A B c D J K L M N o
1 Sorted by: EMPNO PeriodStart Period End
2
3 Emp#  Neme Checks CheckDate clear| 0 1 P1-2022 14-Apr-2022 ht CkType Bank GrossPay TotalDeds NetPay TotalBens Cancelled
4 000004 REZZUTI, MARIE ‘0907684 10-Apr-2022 10-Ap{ 29-Apr-2022 12-May-2022F e PAYC 0.00 0.00 0.00 0.00
5 000004  REZZUTI, MARIE 0908115 10-Wlay-2022 10-Ma 5 e PAYC 0.00 0.00 0.00 0.00
6 Total 0.00 0.00 0.00 0.00
7
8 1000040  MOORE, KEITHF ‘0907374 10-Mar-2022 10-Maf | . _Fah. E £ PAYC ~ 249850 249850 0.00 3623
9 7000040  MOORE, KEITH F 0908980 24 Mar-2022 26 2 JAN-2022 09-Feb-202211 - PAYC  240,000.00 240,000.00 000 348000
10 Total 10-Feb-2022 23-Feb-2022 242,498.50 242,498.50 0.00 3,516.23
1
12000092  THE ESTATE OF, LYNN M 0907440 10-Mar-2022 10-Ma b € PAYC 128400 126400 0.00 17.69
Total 1,264.00  1,264.00 0.00 17.60
14
15000152 GARIEPY, KEITHC 0807457 10-44ar-2022 10-44e 21 9EN-2022 09-Feb-2022 PAYC ~ 330565 330565 0.00 4738
16 Total 330565  3,305.65 0.00 47.38
17

27-Jan-2022 09-Feb-2022
Figure 8 After — the #6831 Paycheck Listing report shows the “Period Start & End” dates

Added the Period start and period ending date columns to PDF® and Excel® versions of the #6831 Paycheck Listing report.
[MAN-SUP-SAPLAUC-806]
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7 QUARTERLY PROCESSING [Enhancement]

June 2022

-_\g TedRE - Hrod1Wag 6323 I

§3Z3-HRREP:HRI41WAG . REP Printed 07-Apr-202Z at 11:28:27 by THERESA Page
City of ADMINS
Form 541 For The Quarter Ending 31-Mar-2022
and Schedule 341 B

Entity: 1 TOWN ©OF ADMINS
Warrant Check Dates: 01-Jan-202Z to 31-Mar-z022

1 MNumber of employees employed in the pay period.......................

3712, &/12, 8/12 or 12712 1
Z Wages, tips, and other ecompensation. ... ___________ z 327,843 .85
2 Federzl income tax withheld from wages, tips, and other compensation. 3 100,678.72
4 If no wages, tips, and other CODP 2Xe SUBJEOT. .o owveounneoueneaoannn Check and go to line &
Column 1 Column 2
5a (i) Qualified sick leave wages X .08
5a (ii) Qualified family leave wages X .08
Sc Taxable Medi zagas\zblps 1,060,227.58 X 028 = 30,746.€0
5d Addl Medicare Taxable..... X .009 =

Se Total sccizl security and Medicare TEKES.........coooooooooooaoooanss

1

ADMINS updated the
Federal 941 report based
on the advice issued by the
IRS.

5f Section 3121(g) Novice and Demend - Tax due on unreported bips.......

& Total taxes before adjustments (lines 3 + 5e and 5£).................

7 Current quarter adjustment for fractions of cemus. ... ... ... ...

8 Current quarter's adjustment for sick PaY ... .. ....._.._...___.._ 8
9 Current quarter's adjustments for tips and group-term life insurance. 39
10 Total taxes after adjUSEENES. . ... ... ..o ooooioanooaoaioaioioaaoon 10 131,424.74

1lz Qualified small business payroll tax credit for increasing reseazch.. lla

11b Nonrefundable portion of ecredit for gqualified sick and family leave

1ld Nonrefundable portion of ecredit for gualified sick and family leave

{see instructions for applicable guarter) . ... ... ... oo -o--

lle Nonrefundable portion of COBRA premium assistance credit /

Changed labels on lines

Added the .062 multiplier
wages for leave taken before April 1, Z0Z1. . ... cueeeouoneouanaaonnnn 11k to Iines 5a (i) and sa(ii);
1lc Reserved £or FUBUEE WSE. . ... ..o .. oooo.ioaiiaioiiaaieiaioiiaiaaaaon 1le added |ineS 11e’ 11f, and

5e, 11c, 11d, 13c, 13d,
13e, 13f, and 13g.

11g to the report

11f Number of individuals provided COBRA premium assistance. . ... .........

llg Total nonrefundable credits. Add lines lla, 11b, 1ld, and lle........

132 Total tax depesits for this quarter, including adjustments zpplied... 13a 131,424.74

13b Reserved for future use

13c Refundsble portion of credit for qualified sick and family leave wages
for leave vaken before April 1, 2021.. ... ... 13e

13d Reserved for FuUTUFe WUSE. ... ____._____.____.____.______ 13d

Figure 9 Form 941 with IRS changes for Q2 2022

7.1  Connecticut Unemployment [Enhancement]

“In July 2022, the Connecticut Department of Labor (CTDOL) will transition to a modern
unemployment insurance system, ReEmployCT. It will vastly improve how employers and

[ADM-AUC-HR-10514]

VI FJENMPLOY/CT BB

Unemployment System Alllance Partner

unemployment filers interact with the systems they need to do business, find forms and information, #REEMPLOYCT
and submit documents to the agency.”
Human Resources
7 Task6321: CT Quarterly Reperting X
Maintenance ¥
Payroll Processing > CT Quarterly Reporting
Timesheet Entry > A : :
. . Required: Check Date Range [mmddyyyy) From: Tn.
Void/Manual/Figure Paycheck Required: Enter output Path [ex. cladmhome] |D:\AUCiDEVELUPMENT\,ADMHOME\THANSFEH
(ngent Boweng B Required: Which Submission is this? @15t O2nd O 3rd O Test O Correction
Bank Reconciliation > . )
r— , Required: Entity Code l:l TOWN OF ADMINS
Reports > Required: Enter Unemployment ID (10 digits or 7 Plus 3 zeroes]
Tebles 4 Sort Report By:
Quarterly Processing > Federal Quarterly Reporting - 941 [RIIERE ® Employee# O Employee Name
Yesr-End Processing > CTQuatterly-341
Module Maintenance > Rl Quarterly - 941 Run as @ Preview O Print O PDF
Interfaces/Imports CT Quarterly Reporting s If Printing use Duplex @ ves O No
Site Specific > MAQuarterly Reporting
Lookup _OK Cancel Clear All
Help Reference Library [ @ty iy
e : ctpih B f
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 18
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& TedRE - CT_Quarterly_6321 -
fie e romar upmons
E]

Courier New <[z =] B|lZ|ujm~] =]
Drinced 05-May-2022 st 10:37:17 by THERESA

Fiis
Cazin
4 ot AnTHS
CT Quarterly Reporting

“HRCTQTRLY.REP

to $L-Mar-z022

TOWN OF ADMINS

LOCATION END N D:\AUC DEVELOPMENT\ADMHOME\TRANSFER\122R12345
e =

S0C SEC #  EMPLOYEZ GROSS  TAXABLE WAGES ZXCESS WAGES
001101013 000040 242,438.50 15,000.00  237,438.50
001101030 000092 1, 1,268

Q01101046  00p152

001105157
001105198
001105200

00110:

HON-REPORTABLE NEGATIVE
GROSS WAGES THIS QUAR:
THIS QUAR'

IS gUAR
THIS QUAR
THLIS QUAR:
THIS GUAR

T 12TH OF 15T MONTH:
2TH OF 2ND MONTH: 221
= 12TH OF SRD MONTH:

o
&l

June 2022

The CT quarterly unemployment file has the July 2022

format.

[E) D:\AUC_Developmentadmheme\Transfer\ 12241234567

$001105105WELLS KAREN 1090832022
$0811085106BELLINGER HARIE ca9832022
S881105107KILLMAN LYNN 6090832022
$0011085108SPAVENTO KEITH HB90832822
$081105109FLAGG HARIE R090832022
$08811085112HORERU MARIE 09032822
S081105113BLISS LYNN RO90832022
$001105117WILHELH KAREN K0908320822
S0811085124RUSCIAND SANTANA HARIE B09A832022
S8811085125MARINEL LYNN EB9032022
$00811085126SPENCER KEITH 09032022
$0811085127CLARK HICHAEL 89832822
S8811085128PATERSON LYNN Me9832022
$0811085129L0HMANN KAREN PB90832022
$0011085130P0RTER HARIE 090832022
$0811685131BASSIGNANT LYNN 89832822
S881105142CHARTIER HARIE 09032822
$0011085154L0NERGAN HARIE 09032022
$0811085158LAPORTA LYNN 89832822
S881185162GILDERUBID KEITH AB9032022
Se81105167MATEJKA LYNN 09032822
$0011085182HAGILL LYHNN 09032022
$0081105186KESSELHAN KAREN 89832822
$0881105187L0GAN MICHAEL 09032822
SO881105188NASSISE LAWRENCE 09032822
$001105189G0NTHIER KEITH 090832022
$0811085190WALSH HICHAEL 89832822
S8811085191DUCHARME LYNN 09032822
$0011085194N0LAN LYHNN 09032022
$0811085196DULCHINOS HARIE 89832822
$0881185197C0RDERD LAWRENCE 09032822
S081105198PARKER KEITH 09032822
$001105200HAMHANN DEFFLEY LYNN 090832022
$0811685205TOFANT HARIE EB9832022
S881105206DEREFAKA LYNN 09032822
$0011085207STYGLES KAREN 09032022
$0811085299LARSON LYNN 89832822

TO800537AGE BBB1234567
<

000000004476 08
BAAAOBBA36I75Y
00980080381924
000000608619130
88060667 E 000
008800680115766
00980080398548
00000060110370
88AAOB6A111488
00980080038228
000000000968 86
860000113526
00988080492484
00980060181877
000000600122300
88AAOB6A111488
009880680111488
000000600154 000
8606066192758
00980060181995
00980080137208
000000000768 00
88060666154 088
00980060113526
009808060113526
00000000113526
B8AAAOBBAAY6728
00980080132308
00000000088 000
8AAAOABAAYG728
00980080096728
009800680132308
00000060115360
B8AAAABAA3AG2 61
00980080200726
00000060132300
86000064 A9262

080081966519650600802274985000000173962115

If the file to be submitted is viewed, close it to allow the command to finish.

7.2

Connecticut Quarterly 941 [Enhancement]

[ADM-AUC-HR-10519]

ADMINS now has a process for CT 941 that produces two reports for sections 1 and 2 as shown below; use these reports to
complete the CT 941 filing requirement each quarter. Go to the MyConnect portal to file electronically.

Human Resources P Quarterly Processing P CT Quarterly—941

B TedRE - Hrod1WagCT_6922_ o

FilE GrTEE UptIoHE

Courier New <[ =] B|lZ|ufm~] =]

x

Human Resource:

6922-HR941WAGCT . REP Civy of ADMINS

CT-941 For The Quarter Ending 31-Mar-2022

TOWN OF ADMINS

01-Jan-2022 to 31-Mar-2022

Entity: 1
Warrant Check Dates:

1. GEOSS WAGES oot e e e e eee e e e e e e e e 1 1,966,222
2. GrOS3 COMMECTICUL WAGES «onneeenneceenae e sen e s e mnne e eenneeennnns 2 1,883,338
3. COMMECTICUT TaX WITARELE .oeoonee e e e eee e e rn e e eenneeennaes 3 91,503
4. Credit frOM DIiOF QUAFLET ...oooeneeeeennineeenneeeernneecannneneannans & [
5. PAYMENTS Made ThiS QUAFTET ..ooenoeeoenenineeennesaeranaeeoannnenaanaaes 5 91,503
6. Total payments: Add Line 4 and Life 5. wooeeeeeernneereainnneeaannaaaaaaae. 6 91,503
7. Net tax due (or credit): Subtract Line 6 £rom Life 3. .....oeoeeeveeeennoo.. 7 [

8a. Penalty 1 [

&b. Interest . ab. [
6. Total penalty and interest: Add Line 82 and Line 8B. .....ooooeeeveeoennnn.. 8 [
9. RMOURT TO BE CTEAITEA . .oonesiee e e e e e e een e e rn e e eannenennans O [

10. Amount to be refunded 10 [

11. Total 1isbility for the quarter: Add Line 7 and Line g. .1 91,503

Help Reference Library

Queries 5
Reports >

Tables >

Quarterly Processing > Federal Quarterly Reporting - 941

Year-End Processing > CT Quarterly - 941 I
Module Maintenance > Rl Quarterly - 841

Interfaces/imports 5 CT Quarterly Reporting

Site Specific > MA Quarterly Reporting

Rl Quarterly Reporting

& TedRE - Hr941WagCT_6922_

File™ Edit Uptions
Courier New <[ <] BlZ|u[m>~

6922-HR941WAGCT* . RER

Format

Warrant Che:

nCICYT

ck Dates:

Check Date  lst MONTH OF QUARTER 2nd MONTH OF QUARTER 3rd MONTH OF QUARTER
27-Jan-2022 1,136.22
3 10-Mar-2022 48,995.51
3 24-Mar-2022 41,372.18
7. Totals 1,136.22 90,367.67
. Total liability for the quarter: Add LIne 7, Columns A, B and C. Enter Total 91,503.89

[ADM-AUC-HR-10524]

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

Page 10 of 18


https://portal.ct.gov/DRS-myconneCT
https://portal.ct.gov/-/media/DRS/Forms/2021/WTH/CT-941_1220.pdf

8 ADMINS Unified Community Release Notes — Version 22.2
Human Resources June 2022

8 MOVE INVOICE LINE TO ANOTHER CUSTOMER [Enhancement]

Sometimes an error is made during billing, but not detected until after posting the bills. This is a process to correct the
customer number on a per invoice line basis.

This cannot be run from the Detail Billing detail screens. The screens are shown
here to illustrate moving the line from one customer’s invoice to another.

To begin, from the menu, select:

Human Resources P Billing and Invoicing P Correct Invoice Line — Customer Number

In this example, Line #1 from the existing customer #762 invoice #6986 will be moved to customer #641.

Detail by Invoice#
Goto ‘ Customer# Customer Name EVERSOURCE GRS Second Name
Actions
Address Information Contact Information
5 Query Address 1 ATTH: CARMEN HERNANDEZ U129527 Contact
6 Enter Payment Address 2 P.0, BOM 30130 Phone 1 (000} 000-0000 Type
7 Statement Address 3 Phone2  (000) 000-0000  Type
& Single Invoice City State Zip COLLEGE STATION. TH 77842-0000 Refund Information
9 Invoice Details Country Vendor 000000 OO
0 Al Invoices. 1 By Invoice# 2 By DetailTicket# Transaction History 3 Update Customer
Invoice® Line[Detail Ticket# [Emp# [Employee Name [Invoice Date Charges| Adjustements Payments| Refunds| Balance|
4 Details| [Q000EIEE 112613 070647 MACDONALD 0d-Jun—-2021 501,60 501.60
DO00EIRE 2 [1261d 070848 [BARRY 04-Jun—-2021 501,60 501,60
00006986 3 [12615 1070848 [BARRY 04-Jun—-2021 250,80 250,80

Figure 10 As shown above, line 1 is for Ticket # 12613 for $501.60

B Task 6000: Correct Invoice Line - Customer Number X
Correct Invoice Line - Customer Number
Required: Enter Invoiced 6986

Required: Enter Line Number: l:l
Required: Enter New Customer# [g41 | [EXPRESS DANCE 2 ACROBATICS

oK Cancel Clear All

The process removes line 1, leaving lines 2 and 3:

== [AUC] 6352-Detail by Invoice® [luann] - ®
File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System  Favorites Help
B EE e »m b Q = M8 0
Detail by Invoice#
Gore Customer# Customer Name  EVERSOLRCE GAS Second Name
Actions
Address Information Contact Information
S Query Address 1 ATTM: CARMEM HERNANDEZ 1129527 Contact
6 Enter Payment Address 2 P.D. BOM 30130 Phone 1 (0003 000-0000 Type
7 Statement Address 3 Phone2 (0007 000-0000 Type
8 Single Invoice City State Zip COLLEGE STATION. TH 77842-0000 Refund Information
9 Invoice Details Country Vendor 000000 0O
0 AlInvoices 1 By Invoicet 2 By DetalTickets# Transaction History 3 Update Customer
invaice® Line[Detail Ticket® Emp® _ [Employee Name _[Invoice Date Charges|_Adjustements Payments Refunds Balance]
4 Detals| [POD0GDEE | 2 12614 (70848 [BARRY 04— Jun—2021 501,60 501,60
00006986 3 |12615 1070848 [BARRY 04—Jun—-2021 250,80 250,80
|

Figure 11 The corrected invoice for customer #762 with line one removed

The next invoice number in the system will be assigned to the customer to whom the line is being moved; the Detail Ticket,
Employee # and Name, Invoice Date, and charges will all be applied to the new customer’s invoice:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 18
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== [AUC] 6352-Detail by Invoice® [luann] — K
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Biling System Faverites Help
B EE we»m FEHQ = Uy
Detail by Invoice#
Gato Customer # Customer Name EMPRESS DANCE & ACROBATICS Second Name
Actions
Address Information Contact Information
5 Query Address 1 132 CENTRAL ST Contact  ROSE ANH
& Enter Payment Address 2 Phone 1 {508} 245-1719 Type
7 Statement Address 3 Phone2 {000} 000-0000 Type
& Single Invoice City State Zip MILFORD. MA 00000-0000 Refund Information
9 Invoice Details Country Vendor 000000 00
0All nvoices 1By Invoice# 2 By DetailTicket# Transaction History 3 Update Customer
Invoice® Line[Detail Ticket® [Emp# _ [Employee Name [Invoice Date Charges| Adjustements] Payments) Refunds Balance|
4 Details| [Q0005999 112613 070647 MACDONALD 04-Jun-2021 501,60 501.60

Figure 12 The corrected invoice for customer #641 after moving the line

9 YEAR-END PROCESSING

ADMINS added a column to two reports to make it easier to verify the Medicare over $200K taxes.

9.1

(A

June 2022

DM-AUC-HR-10523]

#6851 W2 Register by Warrant New Column [Enhancement]

Human Resources P Year-End Processing P W2 Register by Warrant Report

A B c ] E

1 |Payroll W2 Register by Warrant
2 |Check Date(s): 02012022 to 12312022
3

Wages. tips  Federal

and other income tax
4 Warrant Check Date Gross Pay I withheld
5 (503565 31042022 1,077,193.55 902,523.77 98,108.14
6 503566 411042022 592,961.96 480,749.33 51,761.91
7 (503367 4/20i2022 582,961.98 481,465.50 51,880.73
8 fb03ses 5102022 592,886.98 511,505.14 56,686.69
3 M03s70 512042022 592,885.96 512,916.14 56,841.37
10 503571 2124/2022 862,315.56 754,355.30  137,539.94
1 Entity: 1 4,311,207.03__ 3,643,515.16___ 452,618.78
12| Grand Total 4,311,207.03 364351518 45281878
13

Social
security
wages

Figure 13 #6851 W2 Register by Warrant — Column P for Medicare over $200K Wages

Added column “P” for Wages over 200K to the #6850 W2 Register by Warrant.

9.2

#6850 W2 Register — New Column [Enhancement]

A B = o E F
Wages, tips and
other

4 EmpNo Soc Sec Number Primary 1SGroup  Gross Pay

5 000040 MOORE. KEITHF 001-10-1019  TOWN -DPW 24249850 21774173
6 (000092  THE ESTATE OF LYNN M 001-10-1030 TOWN -POL 1.264.00 105516
7 (000152 GARIEPY, KEITH C 001-10-1046 TOWN -TOWN 330565 244850

Figure 14 #6850 W2 Register — Column “R” for Medicare over $200K Wages

Added column “R” to the W2 register for the Medicare Wages over 200K.

0 P |
G H 1 J K L M N |
Other - !ﬂ
Social Medicare Box 12 Put Cateqory State wages, ED' CARE M
security tax wages and  Medicare tax D CodeinW2 usedas tips, etc.- State incd] OVER S200K OVER $200K
withheld tips withheld care benefits Description description First tax-First A K
1,033,086.18 14,979 45 3847 30,778.60 109,867.99 1,012,391.786 4B,Bsﬂ M
561,756.32 8,14553 171741 63,958.60 54470793 26,49
562 47249 5,155.84 17,174.31 63,958.60 54542410 26,44
592,338.13 8,580.89 17,060.31 63,958.60 575,483.74 27,99
592,393.13. 8,589.89 15,649.31 B63,958.60 578,874.74 28,03
861,807 .41 12,496.33 16,841.47 90,736.56 845,091.86 41,37
4,203,918.66. 60,956.93 3847 114,678.31 456,438.95 _ 4,099,954.13 199.23
4,203,918.66 60,956.93 3847 114,678.31 456,438.95  4,099,954.13 199,24
38.25 42,4985
38.25 42,498.5(
38.25 42,498.5(
Human Resources P Year-End Processing P W2 Register Report
= H J K L u N o 3 Q R
Box 12 Put Other
Social security Medicare CodeinWz  Categoryused State incoy A MEDICARE
1BX WINGId  WageS BXWINNeld  Wages andtps withheld Dbenefits Descripion s descripion  Ups.etc First  tackirst JOVER $200K OVER $200K
8872 122002 17.69 50.00 11486 1.170.02 L A
38950 3126762 4738 500.00 319,02 276762 1) 3825 42 498 50

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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10 ACA PROCESSING

ADMINS made several enhancements, detailed below.

June 2022

e Added a new step to the processing that sets the “Not Reportable” button to ® No based on if the reportable
ending date is set for the employee and that date is before the beginning of the current reportable calendar year,

e Enhanced the error checking on dates on the [V ACA] Employee Maintenance tab,

e Added an “IRS Code” column to the Country Code table,

e Added a radio button for “US Addresses” or “Overseas Addresses” on the Employee Maintenance [1 Personal] tab
to allow for processing 1095Cs sent to foreign addresses,

e Added a check for receipt numbers when the [Generate IRS Export File] step is run.

10.1 [Reset Employee ACA Dates]

[E= TAUTT 7570- 1035 Processing] —oOx

1095 Processing

Batch: 020150

Description
Reset 1095 Menu
Payroll W2 1085-C
ACA Filing Table

e ———

I Bargaining Linit - Affordable Care Act
€ ResetEmpioyec ACADates
. - HCAT ] €|

Build 1085 File
Edit 1085 Work File

HR1095PROC-AIl Users

This should be run at the beginning of the ACA cycle before
running the audit reports. 1095C/ACA reporting looks at each
year in isolation. This process reviews all employees that are
currently set to be reportable for ACA. It looks at the dates
set and if any ending dates are set that are before the
current calendar year.

If multiple dates are set on the Employee Reportable
columns #2, 3, or 4, the process will move dates from
columns 2, 3, or 4 to column 1, so that each new calendar
year starts fresh.

Human Resources P Year-End Processing P 1095 Processing

ADMINS added a [Reset Employee ACA Dates] step to the
processing menu to reset the ACA Dates.

B ' Task 758T: Reset Employee ACA Dates *

Reset Employee ACA Dates
This will reset ACA Dates to the last dates entered on the '
ACA Tab for the Employee.

Required: Enter Tax Year [EIRE

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

Lookup Cancel Clear All

Figure 15 1095 Processing Steps — Reset Employee ACA Dates button

10.1.1 Reportable Radio Button Reset

Use this step to check if the “reportable ending date” is before the current reportable calendar year and correctly sets the
reportable radio button. In this example, the system found 58 employees that had the “Reportable” radio button set to “®
Yes” that met the conditions stated above. The system set the “Reportable” radio button to “® No” based on the existence
of the reportable ending date before the beginning of the current reporting year in Column 1.

If Columns #2,3 or 4 have dates that should be moved, the process first moves the most recent dates to Column 1.

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

7587-HRREP: ER109SRESETDATES. REP

Printed 25-Mar-2022 at 13:53:11 by THERESA Page 7
City of ADMINS

Reset Exployee ACA Dates

Update for Tax Year 2013

Employeet Employee Name #1 #2 #3 #

071181  PAPINEAU, KRREN

Reportable : Yes ACA Reporting End 30-Nov-2012

Reportable : No

Before Update
After Update

071193 GLASSMAN, KAREN R

Reportable : Yes ACA Reporting End 06-Sep-2012

Reportable : No

Before Update
After Update

071212 SENDER, MICHAEL

Reportable : Yes ACA Reporting End 30-Nov-2012

Reportable : No

Before Update
After Update

071215 KRZAKIS, MICHAEL

Reportable : Yes RACA Reporting End 28-Nov-2018

Reportable : No

Before Update
After Update

*** Total + Employees: 58

Figure 16 #7587 Report of the Reset Employee ACA Dates

N

This process will not set the Reportable radio button to “Yes” if the dates are in the
current calendar year. This process is triggered to reset the reportable radio button
for dates in a prior fiscal year.

[ADM-AUC-HR-10510]

10.2 Dates in Columns 2, 3, & 4

1095C / ACA reporting looks at each year in isolation. If an employee:

e declines coverage when offered but opts for coverage later in the same calendar year,

e changes from one bargaining unit that is used on the ACA tab to another bargaining unit,

e  or stops employment and returns later in the year,
the [Reset Employee ACA Dates] step detects dates in the current reporting year and moves the dates from columns 2, 3,
or 4 to column 1 — the most recent dates for the current year will be moved to column #1.

The Employee ACA tab will not 1
) Employee ACA
allow entry into Column #2'31 and En Employee Number  [i70726  MARIE E KANE Emploves Aliachments (9)
. Employee Position Attachments

4 start dates unless they are in A

1Add Emplovee
the same calendar year as the AsdPoston ‘ o
Column #1 Reportable end date. e —_

1 Contact 2 Persenal 3 Ded/Ben 4 Add Wages 5 Payroll & Accounting 7 Salary & Dates/Class 9 Dearees 0 Custom U Accider i“

If any start date entered (ACA vt or Repering uraing i [—— i — o — o —

ONo Dates: ACA Offer Start/End B7—fug—2020 [B1-0ot—2020  [pi-Mov—2020 | [ [

ACA Reporting Start /End [B7—Aug-2020 [31-0ct—2020, [ [

Offer, ACA Reporting, ACA Full

ACA Full Time Start/ End

B7-Aug-2020 F1-0ct—2G80

ACA Coverage Declined  [27-Aug-2020

Time, or ACA Declined) in Column
#2,3,4 is not in the same
calendar year as the Reporting

End Date in column #1 thiS EE;iiS-Column #2 Start Date must be in same Calendar Year as #1 End
message will display:

Add Line | Covered Individuals: First line must be th

Line FirstName wigdle In|  Check Error X
cear | [ 1 FMARIE E

w2 [ [
s [

Figure 17 Employee ACA tab — error message if invalid dates are entered
[ADM-AUC-HR-10512]
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10.3 Covered Individual Dates Row #2 & #3 Must Match Year in Row #1

[E= TAUCT 6489-Employee ACA]

Mot

Goto...

Employee Number 071575  CARL JUNG
Actions
| Add Emplovee
P Add Postion ‘
QACAEdit List

Use column two only if coverage is
initially declined or changes within the
same calendar year

L0000

1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 5 Payroll 6 Accounting 7 Salary 8 Date r! 8§ Dearees. 0 Custom U Accidents VACA

Reporting Entity ML #2 [1 i
or Reporting Bargaining Unit [ - = T - |
Dates: ACA Offer Start/End 01-Jan-2019 p3-Aug-2019] P1-Dec-2013 ) [
ACA Reporting Start/End [)1-Jan—-2019 [03-Aug-2019) 01-Dec-2019 | L ‘,— ‘
ACA Full Time Start/End  [01-Jan—-2019 [03-Aug-2019] 01-Dec-2019 |
ACA Coverage Declined ’7 it Coverage Stat  Coverage End
[ 1 FARC [ [IONG. [ Tlpoi-s3-5 Coverage Stat  Coverage End

The system checks that the Covered Individual
Start dates in rows #2 and 3 are in the same

calendar year as row #1:

#1 1-Jan-2019  [02-Aug-2019

_._r=’2 01-Tlec-2019 |
D0-00-0

w2 [ [
s

Figure 18 Employee ACA tab — Covered individual date validation

The system checks that the
Covered Individual Start
dates in rows #2 and 3 are in
the same calendar year as
row #1:

If the start date in row #2 or
#3 are not in the same

% calendar year as row #1, the

Add Line | Covered Individuals: Firstline must be the Employees information
Line _FirstName Widdle Initial LastName ss# Birth Date Coverage Start  Coverage End
clear | [ 1 KETTH I ACHETL [p01-10-5213 [i6-Sep-1992 #1 M6-Jun-2013 [B0-Jun—2019
#2 a)
Check Error

—=r————

E6334-Covered Start Date #2 must be in same Calendar Year as #1 End
=

Date
[al

system displays this
message:

Figure 19 Error message if Covered Start Date in row #2 is not in the same calendar year as the row #1 End Date

[ADM-AUC-HR-10512]

10.4 Foreign Address for Employee Receiving 1095C Form

ADMINS added a column to the Country Code table to accommodate IRS filing of 1095C forms for employees with an
overseas or foreign address. To access the country code table from the menu, select:

Accounts Payable P Tables P Country Code

10.5 Country Code Table [Enhancement]

Figure 20 Before and After — Country code tabl

e with new [4 IRS Code] column

E [AUC] 2515-Maintain Country Codeil == [AUC] 2515-Maintain Country Codes|
Maintain Country Codes Maintain Country Codes
‘Goto.
2 Code 3 Cauntry 3 Short Hame Status ~ 1 Code 2 Country 3 Short Name 4 RS Code [Status ~
Actions Erioes Eritrea Fotive Gote. [Eritrea Eritrea [ER [Fetive
ESH Western Sahara W Sahara Fctive P ESH kestern Sahara W Sahara W ctive
= [Erain Spain [Pctive £SP Bpain Spain 5P Fetive
1Add Hew FeT Fstonis Estonia Fotive EST  [Estonia Estonia  [EN fctive
ETH Ethioria Ethicria Fctive P— FTH  Fthiopia Fthiopis [ET Fctive
2 Remove FTH Firland Finland Fotive FIN Finland Finland 3 Pctive
FiT iy For Fetive 2 Remove FIT Fin Fiji 7 Aetive
R Falilend Tolards Talvinesy Pl T Fetive FLK__ Falkland Islonds {Islas Malvinas) Falklond 1 [FK etive
3 Edit List e — France Fetive i [Federated States of Micronesia Federated [fH fAetive
Fro Farce Tolonds Faros To. Aetive o F@_ [Baker Island Baker Tsla[Fd etive
& Ficronesia Federated [Fetive FRA__ France France FR fctive
o — Gobon Aetive R0 Faroe Tslands Faroe Ts. [0 otive
R i ted Kingdon 3 Aetive FSH _ [icronesia Foderated Tnactive
. 5 e + B _Jeebmn B B Fotive
o 0 Lrciad o R 75;9)7 NS —# P = s = R A A

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Sort the table by [1 Code], [2 Country], [3 Short Name], or [4 IRS Code]. The Status column indicates if the country code is
Active or Inactive.

To find a country by name, first, activate the column by clicking on the [2 Country] column header button. Type in the first
few letters of the country name and hit {enter}. The country names that match the search term are brought to the top of
the display.

The IRS Code values will be used in 1095C processing when creating the files to be exported to the IRS. See also section 2.1
above and 2.2 above for more information regarding foreign addresses.

[ADM-AUC-HR-10486]

10.6 ACA Filing Table Checked for Receipt IDs when Creating Export File

To reduce lapses when the step is run to create an export file, ADMINS added an error check. If there is a receipt ID entered
in either the Original or Corrected column for the year in the ACA Filing table, and the Generate IRS Export Fils

step is clicked, the system will advise the user to run the Generate IRS Corrections Export step instead, or to contact
support@admins.com for assistance. This message will pop up:

ACAHFiling Table
[E= TAUC] 7520-ACA Filing Tzble] v - x
ACA Filing Table
Goto
If a receipt ID exists in either column, and the [Generate IRS Export File]
Actions - - .
step is run, the system will display the message.
7 <
YT Year IR Software ID 2190013222//5\
e Entity [Description [tcce [original Receipt® ;’ Correction R:celpt? A
1 TOWN OF AOMINS HYZZZ  [1094C-21-00146042 1094C-21-0037 1535
E [Town of ADMING Fire Di 722
3 1095-Process |
l Generate IRS Export

Status: Active

R ACA Filing Table has Original or Corrected Receipt ID# entered
| d
MV Run Generate IRS Corrections Export step

or Contract AUC Support

Figure 21 Error checking on the Generate IRS Export File step

[ADM-AUC-HR-10505]

11 CLEARING DATA FROM A FIELD [Information]

When removing data in a field use {Spacebar} | {Enter} to clear the field.

11.1  Example — Voiding a “No Check” or “Wire" in Accounts Payable

Users report being unable to remove data that exists on a screen. For example, processing a “No Check” or “Wire” in
Accounts Payable stamps the cleared date on the record when it is disbursed. To void a “No Check”, or “Wire”, the “Cleared
Date” for the transaction must be blank.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 16 of 18
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Bank Account Management
&0 Bank:
G BANK LastCk#t 0329346 View Restrict View to Check Date
TESTING FOR TOC TD0S O Al Ghecks From To
3 Listing O outstanding Cheeks [ [
4 Clear Checks @ Cleared Checks
5 Ta Bank 000000000 OVoided Checks
1 Check | 2CheckDaie |Type Aarrant]Payable To Amount] Status| Voided| Cleared|Detail
F000210 |15 Nov—2018 [No Chec [005031 [FFL-C10 AFSCHE LOCAL 747 20,00 Tssued 52 0ot 2008 | 6 vView Detal
4000211 [15-Nov—2018 [No Cheo [005E3L [FFLAC- DIS/IENTAL GA £3.57 | Tosued >0t o018
4000212 [15-Nov—2018 [Ne Chec [005E31 [FREATWEST RETIREM SVC - WELLS 370.19| Tssued 5-Oct- 2018
—ICT =0T
- il 5 0ot 2018
The system has automatically supplied a cleared date. To erase the i 5-Dct 2018
- 4 5-05t-2018
date, position the cursor in the field and press {Spacebar}|{Enter} e
— _ et 2015
5001795 [25-5ep2018 Wire Tr POBE30 [TOWH OF BELL-GROUP INS CL T F I 208,74 | Issued 5 0ct-2018
14000210 [15-Hew-2018 Mo Chec 005831 [AFL-CI0 AFSCHE LOCAL 747 20,00 | Tssued 2-0ct-2018 | |
(4000211 [15-Now=2018 [0 Chec 005831 [AFLAC- DIS/DENTAL GA 63.57 | Tesued 5-0ct-2018 | |
(4000217 [15-How-2018 [0 Chec 005831 [GREAT-HEST RETIREM SVC - FELLS 370,19 | Tssued |
[4000213 [15-Nov-2018 [¥o_Chec |005831 [GREAT-HEST RETIREM SVC-HELLS 123.00 | Issued [E2-0Ct2018 | & view Detal
(3001757 [15 How—2018 [Hire Tr DOSG31 [MUTUAL OF OMANA €0 13,50 | Tssued 7-0ct—2018 | |

Figure 22 Removing the date from the “Cleared” column

While the example used the Accounts Payable cleared date, this works on most fields in the AUC system.

[ADM-AUC-SY-8242]

12 QUICK TASK SELECTOR [Enhancement]

ADMINS added task #6815 Payroll Disbursement Warrant History to

Payroll Disbursement Warrant History

SE mesm By Q
the Quick Task selector button on the toolbar.
Quick Task Selection
Enter Report/ Task#
Paurcll Dishursement Harrant History
1 Run Process
Ready Likup TOF UP
)~
== [AUC] 6815-Payroll Disbursement Warrant History - X
B — woinan Resources  Budget Collections Tax Motor Excise  MiscBilling  System  Favg
B &S W& »n U Q = fa

Geto Warrants Batch# 3529 CheckDate  2d-Jur-2022 Period Start  12-Jun-2022

ctons Bank PATC  PATROLL ~ CITIZENS BANK NEW PostedDate 0z-Jun-2022 PeriodEnd  16-Jun-2022
oo [peserption Fiename Euttons &
1 |Warrant Emplogee Count Report [Fr_Warrant_Enpent_6022_THERESA_3529 , FOF. 7 View 2Emal
[2 [Fica Limit Report Ficalimit_6162_THERESA_3529 PDF
5 [Rerrart Sunmary Report FRWarrant_5193_THERESA_3523 POF
[ |Cebor Distribution GL Fosting Report R Posted_to GL 6221 THERESA 3523 .PDF
E JHeee Sumnary [CalcChkSunnaru_7200_THERESA 3509 FIF
E|Paurell Rezister [Paurcl] Register 7210 THERESA 3509 037 FIF
7 |Deduction Rezister — Cost Code Suwnary |RPauDed 7220 CODE TREREGA 7523 .P0F
E] [Paurall Check Register HRPaycheck _Register_7231_THERESA_3529,PTF
El [Decuction Register - Employes Detail HRPayDed_7220_EMP_THERESA_3529 . FDF
110 [Decuction Register — Paycheck Category S HRPayDed_7220_CAT_THERESA_3529.FDF
TT_|Lobor Bistribution Detail [ebor_Tistrabution Detail 7202 THERESA 3529 707
12 |Labor Distribution Detail-Bu Enplouse  [Labor Tistribution By Emplogee 7253 THERESA 5237
T3 [Lobor Distribution Sumnarg [Cebor i stribut ion_Sumnary 7265 THERESA_3529 PIF

6 Add Attachment
Ready Lkup up

[ADM-AUC-SY-8258]
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13 SITE-SPECIFIC &> MTRB Export File [Fix]

Human Resources P Site-Specific P Massachusetts Teachers Retirement

The MTRB export requires a text file; the software

Fequired: Check Date Range [mmddyyyy] From: [IENEIED | Te: [31-aut2020
update fixed an issue when selecting PDF® to run LA D CL L1150 S
Required: Restrict to this Categery MTRB MASS TEACHERS
this process It was generating the eXpOrt file as a Requircd: Enter Coach Pay Codefs] Edit |2 valucs: COCH. COCHRETP.
. Required: Enter Repay Cast Codefs] Edit :
PDF® file instead of a “.TXT” file Required: Enter OVERIOK Cost Cade(s) R 7 -
. M Required: Enter Retro Pay Code(s] Edit vi 3
Human Resources Required: Enter Stipend Pay Cadefs) Edit :
Required: Enter Longevity Pay Codels] Edit i G SC.
Site Specific > Required: Indicate the Transaction Type e O AT [O Faaae
1 Leave Summary Reports - Coventry Required: Enter output Path (ex. cladmhame) DAUC_DEVELOPMENTADMHOMEWUCICONVERT
] Required: Enter The Base Buckel Number for Retirement Wages 04 | Retirement Wages.
Longevity Month Report Required: Enter School District Agcnag Code: 0230
| Massachusetts Teachers Retirement @
[+ Run 25 O Preview O Print
1 Middlesex Retirement Report and Export I Printing use Duplex @ yeg
1 Multiple Worksite Report Loakup Cancel | Clear Al
§364-ERMTRBEDT_REP Printed ZB-Apr-2022 at 16:15:30 by THERESA . . .
MTRB Edit List ‘;‘F The fix was installed on sites
Cheek Renge: 01-7u1-2020 to 31-7u1-2020 | reporting the problem in
E ile: D: ZVE ENT® =z VERT\TEACHERS. 1 il:iti i
Export File: D:\AUC_DEVELOEMENT\ADMHOME\AUC\CONVERT\TEACHERS.TXT f April; it is mentioned here to
1.00 i
Zepioree Gk Dave  Zmlr  Sesivien s8¢ document the change.
W L L I Y e e L L L L WL S

[ADM-AUC-HR-10518]

14 HELP REFERENCE LIBRARY

Added the following new or updated documents to the Help Reference Library and content to ADMINS.com:

14.1 New Or Updated Documents

Employee Positions HR—-135 Delete Unused Positions [New]
Special Processing HR—-490 Billing and Invoicing [Updated]
Year-End Processing HR-605 W4 Percentage Method Tables [Updated]
HR—625 W2 Corrections After Filing with the IRS [Updated]
Site-Specific HR—900 Allentown, PA 26/27 Pay Periods Process [Updated]
HR—995 Connecticut Unemployment [New]
HR—1075 AFSCME Dues Reporting [New]

14.2 New or Updated Content on ADMINS.com

Create a Reconciliation File after the Warrant is Complete [1:10] [New]
“Uncalculate” a Warrant [2:14] [New]
Timesheet Entry [7:34] [New]
Create a Payroll Warrant [3:31] [New]
Clear Data from a Field [1:17] [New]
Favorites Screen [2:23] [New]
How to Exit from AUC [1:54] [New]
Index of Help Documents [0:51] [New]
Log in to the Training Area [2:04] [New]
Quick Task Selector [2:12] [New]
Reset an AUC Password [2:00] [New]
Resolving Record Locks [2:14] [New]
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_Delete_A_Position.pdf?ver=1654690263578
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_BILLING_INVOICING.pdf?ver=1654690263578
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_W4_Step2_Checkbox.pdf?ver=1654690263578
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_W2_Corrections.pdf?ver=1654690263988
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/Allentown_AUC_HR_26_27_PayPeriods.pdf?ver=1654690264172
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_AP_995_CT_ReEmploy.pdf?ver=1654690737401
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/SSC_AFSCME_Dues_Reporting.pdf?ver=1654690737401
https://youtu.be/GCizhDiULU0
https://youtu.be/gHLcQdAZa6A
https://youtu.be/3UhfsGdiyK0
https://youtu.be/QLiAxuQVvT4
https://youtu.be/Rm-W12Bpttg
https://youtu.be/6lEIDjjutB8
https://youtu.be/gY7nozzL_bg
https://youtu.be/0vMOzr7ZxRM
https://youtu.be/DMRYi_4Ni6g
https://youtu.be/94cVx8_PIg8
https://youtu.be/tMBY2gMLZlU
https://youtu.be/Gf7wrNxl1uA

