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1 Reports by Employee [Enhancement] 

 

1.1 #6935 Employee Count Report 

Added the 6935 Employee Count Report, which counts the number of employees within a given period. Sites may use the 
report to provide information required to complete a reporting requirement to the Department of Revenue each year:  

− Total # of PT Employees 

− Total # of FT Employees 

− Total # of Employees 
To run the PDF® report, from the menu, select: 

Human Resources  Reports  Report Library  [1 By Employee]  {Page Down} 

 
Figure 1 A date range is required – provide a “From” and “To” date on the prompt 

 
Figure 2 Report #6935 Employee Count Report 
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1.1.1 Where Does the Data on this Report Come From?  

The employment types are set up in the Employment Type Table; to access it from the menu, select: 

Human Resources  Tables  Employment Types 

 
Figure 3 This Employment Type table is set up when AUC is installed, and then maintained by each site 

The employment type for each employee is specified on the employee’s maintenance record in the master file. To access 
the employee record, from the menu, select: 

Human Resources  Maintenance  Employee Maintenance  [Dates/Class] 

 
Figure 4 The employee type is specified in the Classifications section of the screen at the lower left. 

[ADM-AUC-HR-10626] 
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1.2 #6714 Employee List – Grade Schedules [Enhancement] 

 

ADMINS added the employee email address 
to the Excel version of this report. This was in 
response to a request for assistance with 
providing data for an upcoming classification 
study.  
 
To run the report, from the menu, select:  
 

 

Human Resources  Reports  Report Library  [1 By Employee] #6714 Employee List – Grade Schedules 

 
 
In the example below, other columns are hidden to show the Email column. 

 

[ADM-AUC-HR-10635] 

2 Reports by Timesheet [Enhancement] 

 

The timesheet reports are grouped by “Entry” or “History”; the terms 
“Unposted” and “Posted” are now included at the top of each list of reports 
to highlight which should be used.  
 
If a report shows unposted data, i.e., work in progress, the report name will 
include the word “Entry”. 
 
If the report shows posted data, the report name will include the word 
“History”. 
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2.1 Additional Columns for Days, Hours, Pay Amount and Account # 

 
 

Columns for days, hours, 
pay amount and account 
have been added to the 
Excel® versions of several 
reports.  
 
 
Why only the Excel® version? Page width 
limits the PDF® versions. The Excel® versions 
are flexible. 
 
 
These additional columns are meant to assist 
with budget tracking when timesheets are 
changed and budgeted numbers do not match 
with actuals. 

 

2.2 # 6081 Timesheet Entry Detail with Notes 

To satisfy a customer request 
that will allow additional 
columns to be used for 
budget tracking, ADMINS 
added hours, days, pay 
amount & account number to 
the Excel® version output for 
this report. 

 

 
Figure 5 # 6081 Timesheet Entry Detail with Notes 
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2.3 # 6082 Timesheet History Detail – Notes 

 

ADMINS added hours, days, pay 
amount, and account number 
report columns to be used for 
budget tracking to the Excel® 
output version of this report. 

 

 

 
Figure 6 # 6082 Timesheet History Detail – Notes with Hours, Days, Pay Amount, and Account columns 

2.4 # 6249 Timesheet History Detail by Timesheet Group/Pay Code  

 

ADMINS added Full-Time Equivalent 
(FTE), Hourly, Daily, Per-Diem, Period, 
and Annual Salary columns to Excel® 
output. 

 

 
Figure 7 Before – report # 6249  

 
Figure 8 After – report #6249 with additional columns to aid in balancing budget to actuals 



 

ADMINS Unified Community Release Notes – Version 23.2 

Human Resources June 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 10 

2.5 # 6882 Timesheet Entry Detail with Reason 

 

To satisfy a customer request to 
include additional columns to be 
used for budget tracking, ADMINS 
added Hours, Days, Pay Amount, 
and Account Number columns to 
the Excel® version output for this 
report. The new columns are 
highlighted in the figure below. 

 

 
Figure 9 Report #6882 Timesheet Entry Detail with Hours, Days, Pay Amount, and Account Number columns 

2.6 # 6883 Timesheet History Detail – Reason 

 
Added columns for hours, days, pay amount & account number to Excel output. 

 
Figure 10 Report # 6883 Timesheet History Detail – Reason with additional Hours, Days, Pay Amount, & Account Columns 

[BLG-SUP-SAPLAUC-1509] 
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3 Accruals & the Calculator Fields on the Salary Schedule [Info] 

 
 
 

 
 
 

 
 

ADMINS updated the HR–210 
Accruals document in the Help 
Reference Library with a new 
chapter that explains the 
relationship between the 
calculator fields on the 
Bargaining Unit Salary Schedule 
and how they impact the 
accruals. 

When accruals are calculated 
using a percentage, the 
Calculator Fields on the 
Bargaining Unit – Salary 
Schedule tab are used.  
 

For example, this salary schedule 
is for a part time employee, who 
is to accrue 125% each month.  
 
The Dates/Class tab of the 
employee maintenance screen 
shows that the employee is in 
the AFSCMEPT accrual group.  
 
The hours per day are calculated 
by dividing the Hours In Year, by 
the Days In Period, by the 
Periods In Year.  
 
Then the hours per day result is 
multiplied by the accrual rate to 
arrive at the number of hours to 
be accrued per month. 
 

1300 ÷ 5 ÷ 52 = 5 × 1.25 = 6.25 
If the accruals for an employee are not correct when the timesheets are created, check that the calculator fields on the 
Bargaining Unit  Salary Schedule are correct. 

[ADM-AUC-HR-10636] 

 



 

ADMINS Unified Community Release Notes – Version 23.2 

Human Resources June 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 10 

4 Interfaces/Imports [Fix] 
Corrected an issue in the HR CrewSense timesheet import process when there was a space in the import file. Now the 
import file can contain spaces. 

[ADM-AUC-HR-10616] 

5 Bank Table Field Logging [Enhancement] 
ADMINS added field logging to the bank table. This means that when changes are made to the bank 

table, they are tracked and reportable. To access the field logging table, from the menu, select: 
 

Module Maintenance  Field logging – Bank Table 

 

 

 

The table will show the Change Date and Time, the Field that was Changed, the username of the person making the change, 
and the “From” (before) and “To” (after) values. The Edit List can be run as PDF or Excel. 

 

Note: The screen is sorted by date, with the most recent date at the top. Within each 
date, the sort is in ascending order by time (so if a change was made in the morning, 
and another in the afternoon, the change made in the morning will appear first on 
the screen.) 

 

 

 
Figure 11 Bank Table Field Logging Edit List showing “old” (before) and “new” (after) values 

[ADM-AUC-SY-8286] 
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6 Help Reference Library 
Added the following new or updated documents to the Help Reference Library and content to ADMINS.com: 

6.1 New or Updated in the Help Reference Library 

Employee Positions HR–210 Accruals [Updated] 

6.2 New or Updated Content on ADMINS.com 

Attachments in AUC [New] 
Adjust a Cost Code on the Employee Maintenance Screen [New] 
Maintaining Email Distribution Lists [New] 
Printing to the Local Printer [New] 

[ADM-AUC-DEMO-49] 

6.2.1 Adjusting a Cost Code [Video] 

ADMINS added a video to the Videos and Quick Tips library to demonstrate how to make an adjustment to a cost code, e.g., 
if an employee was not contributing for health care or was contributing the wrong amount. Find it here: Adjust a Cost Code 
on the Employee Maintenance Screen. 
 

6.2.2 ADMINS Video Library 

Please check out these Videos & Quick Tips (admins.com), a valuable resource for a first look at many of the features 
available in ADMINS, as well as a refresher for “once in a while” tasks. The videos provide “just-in-time” training when new 
staff are coming aboard. 
 

We are adding content all the time so check back often; we also send out a “Featured Video of the Month” email.  
 

https://youtu.be/oS9lM_oU2fU
https://www.youtube.com/watch?v=zlKNQt-zNV8
https://www.youtube.com/watch?v=eYiMVT-znW4
https://youtu.be/i7sXIPDpWfM
https://admins.com/videos-%26-quick-tips
https://www.youtube.com/watch?v=zlKNQt-zNV8
https://www.youtube.com/watch?v=zlKNQt-zNV8
https://admins.com/videos-%26-quick-tips

