HUMAN RESOURCES

RELEASE NOTES — MARCH 2016

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

1095-C REPORTING

Affordable Care Act reporting changes continue to be added to the
AUC system. The changes are not itemized nor documented here
as they are being covered during Webinar training sessions.
ADMINS Support continues to work with the IRS and as changes
are needed, they are installed on your site. Future webinars will
be scheduled in March/April as soon as electronic file testing is
ready with the IRS.
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1. PAYROLL PROCESSING

Select and Calculste Viarrants Some Process Paychecks menu steps were renamed to describe
Fayroll Register their use more accurately. “Print/Email Deposit Advices” was
Site Payroll Reports - OPTICRAL renamed to “Print Deposit Advices” as the emailing of the
Check Register deposit advice is now performed in a subsequent step. “Post
Prirt Checks Labor Distribution” was renamed to “Post Labor
Frint Deposit Advices Distribution/Email Advices”.
Create Direct Deposit File
Creste Youchers in &P Changes were also made to three of the Process Paychecks steps
Post Labor DistributionEmail Advices to speed processing. In addition, checking was added to the first
step, Select and Calculate Warrants, to produce a new Cost
Creste HR Check Dovenload File | Code Accounting Errors report.

1.1. Select and Calculate Warrants [to run faster]

Additional work has been done on this process to reduce the time required to calculate a payroll.

[ADM-AUC-HR-9743]

1.1.1. Cost Code Accounting Errors Report [see errors earlier in process]

Deduction and benefit accounting errors were not being reported until the “Post Labor Distribution” step. This
required ADMINS intervention to resolve. Account checking is now performed and reported in the “Select and
Calculate Warrants” step so that errors can be corrected by the user before getting too far into the payroll cycle.

If there are reportable errors, a report will be generated along with an on-screen message prompt. If you receive
reportable errors, please be sure to:

e Correct the errors, and

e Re-run the Select and Calculate Warrants step again

6457-HRLABDSTERR . REP Printed 03-Mar-2016 at 14:43:57 by THERESA Page 1
Town of ADMINS
Labor Distribution Timesheet Account Errors

Transaction
faploges hate Debit  credi Ervor somee
@B Errors Found and Error Report Produced
TeaL ear Ol s '-0-' Correct the Errors then Rerun this Process

005158 BOKDSKI, NICHAEL D 17-Mar-z016 16.27 DIS-AF Invalid/Inactive Account

1000-450-0000-000-00-00-21520 16.27

I o

GA5T-HRIARDETERR . BEA Pringed D3sMene0l6 at 1434357 by TP=Tsh Pance?

[ADM-AUC-HR-9704]

1.2. Check Register [to run faster]

Additional work has been done on this process to reduce the time required to produce a paycheck register.
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Select and Calculste Wiarmants
Payroll Register
Site Payrall Reports - OPTIONAL

Check Register |
— T

Prirt Deposit Advices
Creste Direct Deposit File
Creste Youchers ind/F
Pozst Labor Distribution/Email Advices

Create HR Check Download Fils I

[ADM-AUC-HR-9743]

1.3. Print Checks/Deposit Advice [remove messages]

Prior to this update the Print Checks and Print Deposit Advices steps displayed messages about checking the MICR
Toner cartridge and/or changing the printer to/from check paper. Sometimes these prompts were hidden behind
displayed reports causing the user to think that the process was “frozen” when it was just waiting for the user to
click OK.

Print Checks Print File Copy Checks E
i . 1 Please make sure Check paper has been loaded into printer @8 Please make sure Check paper has been REMOVED Fram printer
! ! Please SHAKE the toner and load MICR TOMER CARTRIDGE | |

= intao printer / - /
ol
A s

These messages are now suppressed to prevent the appearance of these procedures being “frozen”.

[ADM-AUC-HR-97772]

1.4. Post Labor Distribution/Email Advices

In addition to being renamed, the step called “Post Labor Distribution/Email Advices” has been enhanced to
include some new features; most notably to reduce the overall time it takes to run the process.

=elect and Calculate varrants
Payroll Register
Site Payroll Reports - OPTIOMAL
Check Register
Print Checks
Print Deposit Advices
Create Direct Deposit File
Cregte Youchers ind/E

_ Post Labor Distribution/Email Advices

Create HR Check Dowvnload File |
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1.4.1. Post Labor Distribution [to run faster]

The Post Labor Distribution step now runs faster because the attachment of payroll check images was removed
from the process and now runs as a background task at designated times twice a day. When the background task

has completed, designated users will receive an email similar to the image below indicating that the Check Images
are available for viewing.

To designate email recipients to be notified when the
From: aucdev @admins. com . R
To: Anthea Dimand; | Mary Mackinnon check images are available, select Human Resources »
Cc 0 . . 0 . .
Subject: [IRIS-AUC] Create Payroll Check Attachments and Deposit Advices Module Malntenance ’ Emall DIStrlbutlon LIStS ’
The following Warrant Batches have completed the Attachment of Pay Checks HRCHKBST and Cth on Add Emall'
and DD Advices

HR Warrant Batch 001480 has been completed

Email Distribution Lists
Goto...

I Distribution Code RS

Actions HE Payraoll Bursting Checks/DD Advices

** Do not reply to this email message as it was system generated

" s P EE3
via the ADMINS Unified Community {AUC) System User Name Full Name Ernail Address
1 Achd Email
g 2 ﬁNTHEﬂ Anthea Dimond antheaBadnins
; ﬁQRY Mary Mackinnon naryBadnins .cd

This means that when you run the step called “Post Labor Distribution”, you will now receive 2 email messages:

¢ 1 message for the competion of the process,
* | message for the completion of the attachments

IMPORTANT

You should manage these email messages to be sure that you are receiving both for

each payroll cycle you run. If you are missing any messages then please contact
l ADMINS Support immediately for assistance.

%
To DO

WHERE ARE THE ATTACHMENTS?

Check images will not be immediately available in the query screen once the posting
is complete. The images will be viewable after the scheduled task that attaches the
images is run at the the end of each day or the beginning of the following day.

We are rolling this change out slowly to a couple of sites to begin with, once they are up and running we will be

incorporating this change on other sites during late March and early April. You will be notified as these changes
are implemented.

[ADM-AUC-HR-9684]
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1.4.2. Issue Email upon Completion [NEW]

March 2016

The step called “Post Labor Distribution” has been enhanced to send an email notification to the person who ran
the process. This message will be issued upon completion of the process but BEFORE the attachments are

completed.

The email resembles the following:

To: Anthea Dimond
Cc
Subject: AUC: Post Labor Distribution Batch 12345 COMPLETE

Posting Labor Distribution Batch 12345 has been completed

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

Figure 1 Sample of the email that will be sent

Email will be sent

regardless of whether

User Profile Screen
Goto...
AT ::::ame fheresa Canpbell
1 General | 2 Account Security | 3 PO AP | 4 Human Resources |
Security Level ﬁ Admins Support
Dept Group Okt TOKM
henu Group W Adming Support
Account Security @ Yes Mo Allow access to GL Accounts
CashierlD fIT
Job Title |
Start Screen  P520 | AP/PD Dashboard
Receive Approval Email Y@ <
~

this is set to YES or NO

1.4.3. Issue Email after Attaching PDFs [NEW]

The step called “Post Labor Distribution” has been enhanced to send an email notification when the attachments
for the payroll cycle have been created and attached to the employee records.

The email resembles the following:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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[IRIS-AUC] Create Payroll Check Attachments and Deposit Advices

aucdev@admins.com
© Extra line breaks in this message were remaoved.
Mon 3/14/2016 6:31 PM
Anthea Dimond; | Mary Mackinnon; support
The following Warrant Batches have completed the Attachment of Pay Checks and DD Advices
HR Warrant Batch 001501 has been completed

HR Warrant Batch 001502 has been completed

HR Warrant Batch 001503 has been completed

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

2. VOID/MANUAL FIGURE PAYCHECK

March 2016

[ADM-AUC-HR-9720]

2.1. Void Check Register [remove spurious characters]

Removed the stray characters being displayed under the Base Buckets 31 thru 40 column on the Void Check

register.

Vola/Mamual pay Register

warrant

ec-2015 Stipend - Athletic

[[E— Wages ---

Stipend - Athleti 1,259.50 CT TAX

Other FEDERAL TAX B
MEDICARE 18.26

Base Buckets 1 thru 20 Base Buckets 21 thru 40

Federal Tax Wag:

.259.50
.259.50
.259.50

Medicare Wages

.259.50 000278

FICA W
Workers Compensation Wages

Figure 2 Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Vold/Manual Pay Register

Warrant

-2016 parsenal
016 Ragular

[[E— Wages --------oo [[— Deductions -------

Reqular G15.68 o1 TAx

other FEDERAL TAX

personal 55.97 FICA - NON-OPERAT
MEDICARE NON-OPER

Base Buckets 1 thru 20 Base Buckets 21 thru 40

Federal Tax

Workers Compensation Wages

Figure 3 After

3. BILLING & INVOICING

March 2016

[ADM-AUC-HR-9666]

3.1. Adjustments [correct Aging report to reflect adjustments]

Adjustments were not working properly. The corrected balance was showing on the customer account, however the
change was not appearing in the Aging Report. This was fixed in the software update.

3.2. Print Aging Report [alighment issues]

[ADM-AUC-HR-9762]

The Summary By Customer Aging Report columns were misaligned. The format was corrected. To run this report,

select Billing & Invoicing P Print Aging Report and select Summary by Customer:

M Task 6390: Print Aging Report

Print Aging Report
Report @mﬂry by Customer ¢ Detail by Customer ¢ Detail by Age

Runas & Preview ¢ Print  PDF  Excel
If Printing use Duplex & Yes ( No

Lookup | 0K I Cancel Clear All

6390-HRCUSAGE. REP Printed 21-Mar-2016 av 11:53:53 by THERESA
Town of ADMINS
Print Aging Report

Summary by Customer

Page 1

Customer Custy Under 20 Days 31-60 Days €1-30 Days Over 30 Days Total Due Inv Count

Invoice# Inv Date Dus Date Under 20 Days 31-60 Days €1-30 Days Over 30 Days Total Due Inv Count
ZOTH CENTURY HOMES ooo210 1,z00_00 1,z00_00 1

Invoice$ Inv Date Due Date Under 30 Days 31-60 Days 61-30 Days Over 90 Days Total Due Inme Count
A. EWDREASST 000153 1,014 42 1,014 42 1

Invoice$ Inv Date Due Date Under 30 Days 31-60 Days 61-30 Days Over 90 Days Total Due Inme Count
A. DIMARTINO CONSTEUCTION 000289 2,995 46 2,995 46 3

Figure 4 Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6390-HRCUSAGE. REP Printed z1-Mar-2016 at 11:41:23 by THERESL Page 2
Towm of ADNINE
Prine Aging Report
Sunmary by Customer
Custouer Custg Invoices Billg Bill Dace Due Date  Under 30 Days  31-60 Days  61-90 Days Ower 50 Days Total Due Count.
LLNUSE0 CONSTRUCTION LIRS a0 o0 o0 €4z.00 g4g.00
LEWIS TREE SERVICE ooozzE .00 o0 .00 se6. 53 s66.53
LORUSSO CONSTRUCTION CO 000038 oo oo oo 707.48 707.48
MASS RLECTRIC CO (LINE) 000043 00 o0 o0 5,627.28 5,627.28
Miss ELECTRIC CO_(TREE} 000074 00 o0 .00 362.40 36240
gl mng e, i ep e Bz L A, & ani, T,
T K. e 1 [ u o . au AT
TOYS R* US 000397 oo oo oo 385,84 35584
TRAFFIC STSTEMS 000147 a0 oo o0 144.60 14d.80
VERIZOW 000113 .00 o0 00 33,984.23 33,984.23
VERTZON (PLANT) FRAMINGHAM 000063 00 o0 00 3,248.00 3,za8.00
VERIZON-SPRINGFIELD RI 000333 oo oo oo 5,591.36 5,591.36
VERT 20N/ HYNEX 000164 00 o0 o0 470.08 470,08
VFW POST 7272 000126 .00 o0 .00 z00.00 z00.00
W.W. CONTRACTING 000463 oo oo oo 736.00 73600
WALMART 000065 oo oo oo 889,60 88950
WALPOLE COOPERATIVE BANK 000273 a0 oo o0 334.00 334.00
VHITE MOUNTAIN CAELE 000186 .00 o0 .00 2z6.24 226.24
6390-HRCUSAGE . REP Printed z1-Mar-2016 at 11:41:28 by THERESA Page 3
Town of ADMINS
Print Aging Report
Sunmary by Custamer
Custouer Billg Bill Date Dus Date  Under 30 Days  $L-60 Days  61-90 Days Ower 90 Days Total Dus Count
Report Total 284,00 o0 (00 418,882.7L  418,836.7L 34

Figure 5 Excerpt of the Summary by Customer Aging Report

3.3.

[ADM-AUC-HR-9603]

Invoice Transaction History Report [NEW]

A new report of Invoice Transaction History is available with this software update.

Eiling and Invoicing [d  Customer Query
Bank Recondiliation 3 Customer Update
Queries 3
Generate Invoices
Reparts b Iy i
Tables » | redtEsEnce Frocessng Invoice Transaction History
Quarkerly Processing ¥ Batch Entry
¥aar-End Processing »  Detal Payment Required: Enter Pay-Trx Date Range From: |m
Module Maintenance 4 FReceipt Edit List
Interfaces/Imports »  Submit Batch
Site Specific > Fost Batches

Help Reference Library, Bakch Entry

Adjustment Entry
Adjustment Edt List
sibrit Adjustment Batch
Post Adjustments

Optional: Enter up to 9 Invoice#f

Report

Print Customer Statements Bun as & Preview  Print
Print Aging Report

_Inwvoice Transaction Hiskory
Detal Biling 61l Type
Detail Billing Bill Category
Detail Biling Transaction Codes

If Printing use Duplex & ves

Optional: Enter up to 9 Customer# Edit |||] values:

" No

[N Task 6338: Invoice Transaction History

To: (03222016

Edit ||I] values:

& All Transactions © By Date and Category

C PDF

Cancel Clear All

Lookup | 0K I

Bold are required entries
Date Range

Description

Selects ALL transactions between the date range entered. If an invoice pre- dates the

“from” date then only transactions made after the “from” date will be included

Optional: Customer#
Optional: Invoice#
All Transactions

Lists every single transaction
against this invoice.

Report

An excerpt of the report is provided below:

Allows you to optionally select up to 9 customer numbers.

Allows you to optionally select up to 9 invoices.

Date and Category
Summarizes transactions for an Invoice/Line
Date to a single value.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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€155-HRPETRNHIS . REP

Printed zl-Mar-20l6 at 10:53:18 by THERESA

Town of ADNINS
Invoice Tramsaction Listing
Trensaction History betveen 01012012 and 03222016

Customer §: 000500
COMMUNICATIONS CONSTR, GROUP

1060 ANDREW DR. 3UITE 130
WEST CHESTER, PA 19380-0000

Page 85

Selection Legend:

Select Date Range: 01012012 to 03222016
Toral By Category within Date and Invoice

[oulc}

Inwoiced # InvoiceDate Due Date Location hddress Work Date Detail/Ticket# Description Trans Date 5 Charges Adjustment  Payments  Refumds Balamce Due

00022651 08-Aug-2014 07-5ep-2014 pulaski blvd 22-Jul-2014 3845 Euployee Charge 08-Aug-2014 0 320.00

00022651 08-Aug-2014 07-%ep-2014 pulaski blvd 22-Jul-2014 3845 Toun Fee 03-Aug-2014 45.00

00022651 D8-Aug-2014 07-Sep-2014 mechanic street 22-Iul-2014 3838 Euplogee Charge 08-Aug-2014  24.00 320.00

00022651 08-Aug-2014 07-5ep-2014 mechanic street 22-Jul-2014 3838 Towm Fee 08-Aug-2014 48.00

00022651 08-Aug-2014 07-$ep-2014 mendon st 16-Jul-2014 3789 Euployee Charge 03-Aug-2014 .00 176.00

00022651 08-Aug-2014 07-$ep-2014 mendon st 16-Jul-2014 3789 Towm Fee 08-Aug-2014 z4.00

00022651 08-Aug-2014 07-5ep-2014 nendon rd 22-Jul-2014 3839 Euployee Charge 03-Aug-2014  16.00 352.00

00022651 08-Aug-2014 07-$ep-2014 mendon rd 22-Jul-2014 3839 Towun Fee 08-Aug-2014 48.00

00022651 08-Aug-2014 07-5ep-2014 nendon rd 16-Jul-2014 3788 Euployee Charge 08-Aug-2014  12.00 160.00

00022651 08-Aug-2014 07-%ep-2014 mendon rd 16-Jul-2014 3788 Toun Fee 03-Aug-2014 24.00

00022651 D8-Aug-2014 07-Sep-2014 toni road 21-Jul-2014 3834 Euplogee Charge 08-Aug-2014 352.00

00022651 08-Aug-2014 07-5ep-2014 toni road 21-Iul-2014 3834 Towm Fee 08-Aug-2014 48.00
Invoicef Total 1,920.00 1,920.00
Customer Total 1,920.00 1,920.00

Figure 6 By Date/Category

4. BANK RECONCILIATION

4.1. Bank Account Management Listing [identify bad dates]

[ADM-AUC-HR-9679]

Enhanced the Bank Account Management Listing to check for errors in the Cleared On date that prevents the
Excel® version of the report from displaying properly. Excel® does not display dates prior to 01-Jan-1900 and will
issue a “Table Load” error. To access the report, select Human Resources P Bank Reconciliation » Bank Account
Management and click on the Listing button.

Goto

Actionz

S §Listin92
4 hlan Clear

5 To Bank

Bank:

Bank Account Management

PAYROLL — CITIZEMS BANK

LastCk# (030384

00000-0000

View

& All Checks

= Outstanding Checks
" Cleared Checks

" Voided Checks

To help identify problems in your dates, the Bank Account Management Listing has been modified to check the
“year” specified in the Cleared On date. To see the errors, you must run the report in Preview or Print mode to see
the specific checks.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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7111-HEENEALCTMGT. REP Printed 20-Now-E01E5 at 15:04:03 by MARY
Town of ADMING

Bank Management Account Listing

Check#

Check Date

PAYE 0080274 01-0ct-Z015 Printed S0Z333 CARRIERE, LAWRENCE L 538,20 01-Dec-Z108
PAYE 0080275 01-0ct-Z015 Printed S0Z333 CHUPA, HAREN P. 481.93 01-0ct-0Z18
PATE 0080276 0l-0ct-zZ015 Printed 202883 EGAN, MARIE M 1,308.6%9 05-Now-Z015
PATE 0020277 0l-0ct-Z01lE Printed S0Z883 GERRIOR, LAWRENCE . E70.26 0E-Mow-Z01E
PAYE 00202728 01-0ct-Z015E Printed S0Z223 ELADES, EEITH 2 E89. 65 05-Mow-0Z14
PAYE 0080273 01-0ct-Z015 Printed S0Z333 HARVEY, KAREN L E86.6% 01-Now-0Z1E
PAYE 0020280 01-0ct-Z015 Printed S0Z333 MARTINIZ, KEITH A 821.25 01-MNow-Z10E
PAYE 0080281 01-0ct-Z01& Printed S0Z333 ALTUS DENTAL 7E77-0002 £23.4Z 0l-Mov-Z108&
PATE 0080282 01l-0ct-Z015 Printed 902383 UNITED STATES TREASURY &,&650.70

*** Total for Bank PAYROLL - CITIZENS EBANE

If this column contai

than “1900” then E
display the

*** Grand Total ***

Figure 7 Before

o~

ns dates earlier
xcel® will not
data.

Bank Account Management
Zoto...
Bank:
Actions N
PAYROLL - CITIZEMS BAMK LastCk# 00202332 Wiew Restrict View to Che
@ All Checks From To
3 Listing ¢ Outstanding Checks [
| SmoEst | I Bank Management Account Listing
Optional: Check Date Range [mmddyyyy] From: |]|]|]115 Tu:|113|]]5 —
1Check | | Zuliarenic - . . nt
o0E0z7a oot 0P Cleared Date Range [mmddyyyy] From: | Tu.l 20
0030275 1-Oct 93
OOR0ETR 1-0ct. Punas ¢ Preview ¢ Print ~ PDF & Fxcel 59
0UE0ETF 1-0ct e S 26
0B0275 oot If Printing use Duplex & Yes  No s
0080273 1-0Oct, Lookup | OK. I Cancel Clear &ll 69
0030220 1-Oct, 25
0030281 1-Oct-2015 01-0ct-2015 HR Dedu 902882 ALTUS DEMTAL F277-0002 23,42

You will get a “Table Load” error like the one shown below:

Problems During Load HE
Prablems came up in the Fallowing areas during load:
Tahle: |
[

This file cannot be opened because of errors, Errors are listed in:
Ci\Usersimary) AppData|Local|Microsoftywindows! Temporary Internet

Files\Content.MSO\739557FD . log.

The report (in Preview or Print mode only) will now indicate an error code alongside the offending check.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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7111-HEENEACTHMCGT . REP Printed 20-Nov-2015 at 15:07:36 by MARY
Tovm of ADMINS

Bank Management Account Listing

Barnk Checkf Check Date Type Warntf Payable To Chack Amount Cleared On  Error
DAYER 0020Z74 0l-0ct-Z015 Printed DJ0Z8283 CARRIERE, LAWRENCE L E92_Z0 01-Dec-Z105 A
DAYE O020Z7E 0l-0ct-Z015 Printed S0EZ2882 CHUPA, EAREN P. 421_92 01-0ct-0Z15 B
DPAYER 0O020E76 0l-0ct-Z01E Printed DJ0Z8283 EGAN, MARIE M 1,208 63 0E-Now-Z0LlE
PAYR 0020E77 01-0ct-Z015 Printed S0Z283 GERRIOR, LAWRENCE B E70_.Z6 DE-Nov-Z01lE
DPAYER 0020E72 0l-0ct-Z015 Printed J0Z883 BLADES, KEITH & E25_ 65 0E-Nov-0Zl4 B
DPAYER 0O020E73 0l-0ct-Z015 Printed DS0Z883 HARVEY, HAREN L E26_69 01-Nov-DZ1E B
DAYE 0020Z20 0l-0ct-Z01E Printed S0Z2832 MARTINIS, EEITH A 8EZ1_ZE5 01-Nov-Z105 A
PAYR 0020281 01-0ct-Z01E Printed 302283 ALTUS DEMTAL 7277-0002 Z3.4Z 0l-Nov-Z106 A
PAYE 0080Z8Z 01-0ct-Z015 Printed 502383 UNITED STATES TREASURY 6,650.70
*** Total for Bank PATROLL - CITIZENS EBANK 1z,130.79

"""""""" Legend at
#%+ Crand Total **+ 12,130.79

================ the bottom
Errors on the YEAR of the Cleared On field. Correct the CLEARED ON date: indicates
A: Cleared On date is greater than current year the €IT10r1.
B: Cleared on date is more than 3 years earlier than the current year

Figure 8 After

March 2016

To correct the problem, return to the Bank Account Management screen and update the CLEARED ON date with a

valid date.

Once done, you may successfully issue the Excel® output.

A B & D E F [e] H
1 Bank Check# Check Date Type Warnt? Payable To Check Amount Cleared On
2 [pavrltos0zre 108172015 Printed 802833 CARRIERE, LAWRENCE L 593,20 114372015
3 PAYR‘ﬁDBDﬂS 108172015 Printed B02883  CHUPA, KAREMF. 45193 10172015
4 |pavR 080276 108172015 Printed 02833 EGAN, MARIE M 1,808 69 114572015
5 |pavRDos0277 10472015 Printed B02833 GERRICR, LAWRENCE R. 57026 1145/2015
£ |PavR 080273 108172015 Printed 02333 BLADES, KEITH S 53965 114572015
7 |PavRos0z7a 10472015 Printed B02833 HARVEY, KAREN L 536,69 11172015
3 |PavRBOs0220 100172015 Printed B02333  MARTIMIZ, KEITH & 82125 114272015
9 |PavR Dos0za 100172015 Printed B02833  ALTUS DENTAL 7277-0002 23.42 114372015
10 PayRD0OS0282 100172015 Printed B02883  UMITED STATES TREASURY £850.70
11 PAYROLL - CITIZENS BAMNK 12130.79
12
13 12130.79
14

5. QUERIES

5.1. Timesheet History Calendar [Add Filtering By Pay Type]

[ADM-AUC-HR-9685]

The Timesheet History Calendar query screen has been enhanced to give the user the ability to restrict the display
of pay types into productive and unproductive time. This allows you to quickly see the days for which employees
have been paid versus the days that have used against their benefit leave.

To access the calendar, select Human Resources P Queries P Timesheet History Calendar. The Actions button has
been modified to add filtering.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources . ’ Emy
Maintenance 4
Payraoll Processing 3
Timesheet Entry L4 Print TRis Calendar
Special Processing 3 Print Sefect Calendar S_I

Woid/Manual/Figure Paycheck ot Cu%nt —e—
Billing and Invoicing o Monday T

Biank. Reconcilistion Al Time

3
»
I QUeties 3 I Timesheet History Paid /0T PremiumCther Time
Reparts ¥ | Timesheet History Calendar UnpraductivefUnpaid

The filtering uses the Pay Code Type from the Pay Code Table to group productive and unproductive time
separately. There are three options available:

1.) All Time,
2.) Paid/OT/Premium/Other Time, and
3.) Unproductive/Unpaid time (which includes codes showing the accrual of benefit time).

Historical Timesheets Timesheet History Calendar Historical Timesheets Timesheet History Calendar Restricted o PaidlOT PremiumOther Time
oo oo

Employee  POI00E  CORRIVEAU, LYNN L
Month I Year Fo1a

’ Employee [0T006  CORRIVERU, LY L
M

2Print This Calendar 2Prin This Calendar

L0s Curen Tmesects January, 2014 i e i Lo Curert Tmesests January, 2014 S Sdeced Ciends
Sundoy Wonday Tusedoy Wednosday sy Tiday Saturdoy Sundoy Wonday Tusedoy Wednosday Thursiay rday
[T-tore- = 3 3 T = 3
DURCRCER 26,5 B | | RES 1.000g | | TRES 1,00 D WEs 100 b | e 100 By
L 1.00 By
tpERCER 2,00 By
s 5 7 s E 5 i He 5 7 5 E 5 i
WES 100Dy | | OREG 1000s | G 10004 | DG 1000 | | RER 100y WES 100Dy | | ORE 1000s | DG 10004 | DRES 1000w | | ORER 100y
= o = = = o = = = P = = o =
WEG 100Dy | | R 100y | | DWC 1000y | DWC 100D | | owC 1000y Weo 100Dy | | OREG 1000y
& & r = = = & & & r = = = &
WO LoD | | OC Lo00s | | DWC 10004 | DWC 10oTu | | BC 1000
22 27 2 = o B = 2 7 = 5 B
WES 100Dy | | ORES 1000s | | DREG 10004 | DG 1000w | | RER 100y WES 100Dy | | OREG 1000s | | DG 10004 | DREG 1000w | | ORER 1000y

Figure 9 Showing All Time Figure 10 Showing Paid/Overtime/Premium and Other
Time

Historical Timesheets Timesheet History Calendar | Restricted to UnpaidUnproductive I

Employee  POI006  CORRIVEAU, LYNN L

Hontn [l Year P01a

M‘
4 Cot Curent Teshests_| January, 2014 2

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
[Ttor Iz s I3

Goto.

Actions

DVACACCR 26.50 Dy

DHOL 1,00 Dy
DPERACCR 2,00 Dy
FES

| = = = s © o
= = w B . P =
W LoDy | | BRC Looms | | RC LovDs
e B pr 2 7 P =
WO LoDy | | BEC LoDy | | BRC Looma | | DRC Lovbs | | W 100D
= = = & . V

Figure 11 Showing Unpaid/Unproductive Time

The Print This Calendar and Print Selected Calendar options have also been modified to include the filtering. This
means that it will print only the data displaying on your screen at the time you selected the Print option.
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In addition, if you have restricted the display of the calendar on the screen that filter will be reflected in the
calendar report. The legend at the top of the report will display the restriction type, if any.

Bargaining Unit: AFL -AF

Enployee: 007167 EERTOLINO, MICHAEL E.

Date Range: 0l-May-2012 through 31—H_ay—2012

IRestrlcted to Unpaid/Tnproductive Time \
__ May 2012 This will indicate any restriction on the

Town of ADMINS
Print This Calendar

| 20

22 |

| 24 | 25 | 26

| Sun | Mon | Tue | Ved \ report. If there is no text in this area, sat |

+ + then the calendar report is showing all ~ f--------------- +
! ! 1 Iz time without any restrictions !
| | | FDSICK 1.00 Dayl k Y . _/ |
I I | DSICKAC  1.25 Dayl I : T I
| & 17 | & | | 10 | 11 | 1z |
| | | | | | DVAC 1.00 Dawyl |
| 13 | 14 | 15 | | 17 | 18 | 19 |
| | | | 1.00 Dayl | DYVAC 1.00 Dayl |

| 21

28
DHOL

1 27

1.00 Dayl

29 |
|

I 3L | |
| | |

Note: Those prefixed with ¥ are current Timesheet Entry records

Figure 12 Report restricted to Unpaid/Unproductive Time

Date Range: 01-3ep-Z2015 through 30-3ep-2015
Bestricted to Paid/0T/Premium/0ther Time

Figure 13 Legend example for report restricted to paid time

5.1.1. Print This Calendar [add PDF Option]

Prior to this update, the Print This Calendar would automatically display the calendar report to the screen in
preview mode. Now sites may select the output type from Preview, Print or PDF.

Nl Task 6282: Print This Calendar
Print This Calendar

Lookup | oK I

Cancel

Clear All

Figure 14 Before

BN Task 6282: Print This Calendar [<]

Print This Calendar

Runas @& Preview  Print " PDF
If Printing use Duplex & Yes  No

Lookup | 0K I Cancel Clear All
Figure 15 After

5.1.2. Print Selected Calendar [use new filters from screen]

The prompt for this report has been enhanced to include the same filtering options:

1.) All Time,

2.) Paid/OT/Premium/Other Time, and
3.) Unpaid/Unproductive time (which includes codes showing the accrual of benefit time).

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Print Selected Calendar Print Selected Calendar
Required: Enter Employee# From: ||— To: ,— Required: Enter Employeei From: ||— To: ,—
Required: Work Date Range (mmddyyyy) From: 07012010 To: [02012010 Required: Work Date Range (mmddyyyy) From: [09012015 To: [11012015
Optional: Enter Timesheet Group l— Optional: Enter Timesheet Group ,—
Optional: Enter Bargaining Unit | | Opti""alf Enter Bargaining Unit [ [
Optional: Pay Group | 0""""“_" Pay Group I
Only Print Leave Used: & No © Yes (A s WeB SMNo{ ves

Print Report as: ' Summary ¢ Detail

Run as & Preview( Print  PDF
If Printing use Duplex & Yes ( No

Lookup | 0K I

Cancel Clear All

Include:

 All Time  Paid{OT{Premium/Other C Unpaid/Unproductive

Print Report as:

Runas & preview © Print

If Printing use Duplex & Yes ( Mo

© PDF

& Summary ¢ Detail

Lookup | oK |

Cancel Clear All

Figure 16 Before

IMPORTANT NOTE:

Figure 17 After

If printing where the option of “Only Print Leave Used” is set to Yes, then be sure to select
data showing in your screen to “All Time” or you will get No Records Selected

W Task Selected Calendar

Print Selected Calendar
Required: Enter Employeed From: [ Toi[

Required: Work Date Range (mmddyyyy] From: [01012010 To: [02012010

Optional: Enter Timesheet Group

Optional: Enter Bargaining Unit [ I

—

& No © Yes

Optional: Pay Group
Only Print Leave Used:
Print Report as: & Summary © Detail

Run as @ Preview(" Print ¢ PDF
If Printing use Duplex & Yes  No

Lookup | oK

Cancel Clear All

| Em
Actions ’
Print This Calendar
Print Select Calendar =
Get Current Timesheets Monday 1l
T -
Paid{OT Premium/Other Time
Unproductive/Unpaid

[ADM-AUC-HR-9742]

5.2. Paycheck History—Employee Summary [to run faster]

Additional work has been done on Paycheck History-Employee Summary
this screen to reduce the time Employee # ACHIN-HOLSMAN, LYNN F From Check Date pi-Jan-2014
. . Check Date [21—]]\31::—2014
requlred to dlsplay the data. Address 43 BEMJAMIN LANDTHG LANE Restrict the
47079 ,42
. ri%’gg% tg;;e fons 4707942
city CAMBRIDGE State My Zip o2 p
range
. . efits 626,98
To view this screen, select Human
Resources ’ Querles ’ PaVCheCk Check Check Date Warrant Type Gross Pay Deductions Het Pay Benefits
. i0etal | linace | p99B126 [13-Fug-2014 902544 Teposit Advice 671,00 671.00 9.73
History—Employee Summary. The SERE Il W 0220 Dmpesit Advics
: . 544989 [18-Jun-2014 902622 Deposit Advice 2578,19 2678,19 34,30
view may be filtered by check 57555 [E T D008 905512 Deposit Advic 1209035 1289098 17147
503977 Pd-Jun 2014 902518 Deposit Advice 678,19 257,19 34,23
date range. 343011 Pl Mey 2014 902513 Deposit Advice 2678,19  2578.19 34.29
942062 7 Mag 2014 902507 Deposit Advice 2578,19  2578.19 34,29
941118 [P3-Apr-2014 902604  Deposit Advice 2578,19 2578,19 34,29
540311 PI-Per—201d 902497 Deposit Advice 2673,19 578,19 34,29
T30247 PEMar—2014 902492 Deposit Advice 678,19 2578.19 34,23
T30496 [l2Mar—2014 902467 Deposit Advice 2578.19  2578.19 34.29
Gardsz PeFob-20ld 902482 Deposit Advice 2578,19  2578.19 3d.29
S36662  [12-Feb-2014 902478 Deposit Advice 2578,19 2578,19 34,29
H25788  [P9-Jan-2014 902470 Deposit Advice 2578,19 2678,19 34,29
534714 [I5-Jar—2014 902463 Deposit Advice 673,19 572,19 34,29
S350z Pl-Ja 2014 902453 Deposit Advice 678,19 257,19 34,23

[ADM-AUC-HR-9743]

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

6.1. Bank Code Table » Human Resources ACH Tab

6.1.1.

March 2016

Direct Deposit File Name [Add Date and Time stamp]

Some sites required ADMINS assistance in locating Direct Deposit files when processing multiple warrants in a

single day.

To allow sites to process multiple warrants and readily identify and access their Direct Deposit files, ADMINS
recommends that the file name specified on the ACH tab P Full File Path & Name field be changed to include the
9ob, %d, and %t symbols, which will include the bank, date, and time in the file name. ADMINS staff will be
reaching out to sites after this software update to assist in making this change.

Maintain Bank Codes

Maintain Bank Codes

Signon Line §
—

Bank AR Mame FAYROLL - CITIZENS BANK aBa# B110-7017-5 ABANUmg
ABA Deno

Address 1 Di
Address 2 [
Address 3 Ca
Gty State [ Zip Code 00000000 o

4-Acounts Payable | S-Accounts Payable-ACH

f-Human Resources Human Resources-ACH

Bank AR Mame PAYROLL - CITIZENS BANK ABA# R110-7017-5 ABA Numerator
ABA Denaminatar
Address 1 Direct Dep
Address 2 " Yas
Address 3 Cash Book]
City state [ | Zip Code PO000-0000 & e

4-Accourts Payable §-Accaunts Payable-ACH & Human Resaurces Hurmean Resources-ACH Z-coll

Optional

Signon Line 1

Signon Line 2

Signon Line 3

Signon Line 4

Required

Full File Fath & Name

Company Name

Company ldentification
Immediate Origin Mame
Immediate Origin Route
Immediate Destination Mame
Immediate Destination Route

OkN OF ANYTO
46001085
ITOWH OF AMYTO)
45001088
CITIZENS EBAMK
11070222

Otiginating DFI Route

R1107022

Optional

Signon Line 1

Signan Line 2

Signon Line 3

Signon Line 4

Signan Line §

Iﬁr‘u rkideposit ,dat
i

Wi

9 Reconciliation Layout

Required
Full File Path & Name

hrurk sdeposit_#h_%d_%t txt ||

Company Mame TOWN OF AMYTO
Company [dentification 45001058
Immediate Origin Name TOWN OF AMYTON
Immediate Origin Route 46001088
Immediate Destination Name CITIZENS BAMNK
Immediate Destination Route

11070222

Qriginating DFI Route

W

IWH

9 Recanciliation Layout

6.2.

An enhancement has been made to the

[ADM-AUC-HR-9755]

Bargaining Unit — Retroactive Pay [lookup by Descr or Code]

g Add Mewy

| button on the retroactive pay tab of the bargaining unit

table. Prior to the update when adding a new code, it would display a list of available pay codes by Description.
You now have the option to find a pay code by Description or Code.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Bargaining Unit Table - Retroactive Pay

Goto... - .
= Bargaining Unit FIRE -FI  Fire Union

Actions

ca 2. Add Pay Code to Bargaining Unit - By Description Create Refl

7 Summary |
_ == I O - = = | 4 Refroactive Pay | | Salary Sched | B
CBAdd New> | — 1! Add Pay Code to Bargaining Unit - By Pay Code

JDIR Athletic Director Pay

Z Edit List | FDH FAY  Adwinistrator Pay — non pension

Retro Pay Menu |
[N Add Pay Code to Bargaining Unit - By Pay Code [ =]
Pay Code Description EI WemardEian oy Cas] Tof
AFE HTR Extra hours cafeteria (NP} | =& 2E 5 - 15T DAy P
- CAMP DIR Summer Camp Director = " — B ” 403E
AREER  BHS Caresr Specialist _| QDHIHngY’ POL AOP
| o e Ny AELE RDMINISTRATIVE LEAVE ALY
i . AT TEMDAMCE IMCEMTIVE ATTL
- CMP B MNP Comp Time Used Mon Pension s Summer Hours SUMR GEA
ggH ESSEE§EESPENSIDNED Fidministrator Pay - non pension ADM PAY
r N X Administrator Summer Pay SMRADMIN
- [EOCHRETP Coaching Retro Pensioned Fidvisor/Department Head Pay ADVISOR
oMP COMP TIME USED Fidvizor/Dept Head Retro Pensioned ADY RETF
. [SONT CONTRACT R].JHIN DAYS Fopointed Salary- no work days APPTSAL
OMT HRY Contract Time - hourly hthletic Director Pay ADIR
| [EORT COURT APPEARANCE PHS Career Specialist CAREER
RT Court. EIW workshop day nonpen BIW WKSH
STOTBIL Custodian billable doubletime BIW workshop hours nonpen BIMHSHRL
UST DIF custodial shift differential j BTA First Pay PaYL LI
0K I Find | Searchl Cancell Help | ﬂl 0K I Find | Searchl Cancell Help | Eufl
Figure 18 By Pay Code Figure 19 By Pay Code Description

[ADM-AUC-HR-9745]

6.3. Bargaining Unit — Reminders [NEW]

The Human Resources P Tables P Bargaining Unit Table P Other Info tab now offers a section for two optional
reminders, which operate independently of each other. The first allows the selection of a Measurement Date from
the Date Fields lookup. This measurement date is used to issue a reminder on a specific date each year.

The second, the Service Length Reminder, can be used for up to twenty reminders, each for a specified number of
months. For example, if the municipality hires employees with a contract that requires a review at six month
intervals from the position hire date, the reminders could be set for 6, 12 and 18 months, and so on.

The system does not automatically issue you a report of these notifications — because oftentimes these are dates
that you want to be alerted of “in advance”. Therefore, if you are currently in January and you want to see a list of
employees with Birthdays in March, you may run the report on demand. This is typically done as part of your
Monthly or Quarterly cycle where you may get a list of these special dates as upcoming ticklers. See the Special
Anniversary Reminder Report in Section 8.1.6 of this document.
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Bargaining Unit - Other

Bargaining Unit FERRIRATED

aCouCoses | _ 2tolseys | _3longmtypey | sRetcecivepey [ _ssaaySches || _ccueie |

[ wonns
L oe

—
o C¥es N
B CNo

owrsoonncostcate [ Maxamounts [
o .

ourt Fices Amounts [
I

Rounded € ¢

Bargaining Unit - Other
BargainingUnit  FIRE  ~F1 | Fire Union
1 Cost Coves 2Holdays | |_3LorgeviyPay | | &Retroactive Pay | 5 Salary Sched || __sotherints | | attorasbie Caresc
|
Budget step increases every T2 Months
Step increases measurementfield  [ANNDAT
Cafeteria Plan Value | —
ssivcars Paybalance of salaryon lastpayroll?  C Yes  C No
— Pay Balance in Cash? Yes O No
B pate Fields
Over 50,000 CostCode  [IVERGOK | OVER 50K LIFE TNSURANCE Maxamount § [999995  Field e Tof
‘Over 50,000 Life Insurance 1. No automatis Life Insurance Amount Calculation
& 2.Fixed Life Insurance Amount Fixed Amount § [ 75000
€ 3.Calculated Life Insurance Amount PIE Annual Salary Times [~

ary Tate
CT P Sick Leave Accrual Date
Date of Birth

I

Rounded € 61 €610 € ETPTDATE
0B

Special Anniversary Reminders ALDAT va .
Measurement Date DATE: i i i ULTDAT late Chy Post)
TR or TRDAT = D
r 00 0@ ONGDAT y Date
Service Length Reminders based on POSITION i DATE EVALDAT Next Evalustion Date
TstRerminger g Montns dthReminder [ Months 15t Reminder [ PHIRDAT EED/Orig. Hire Date
2nd Reminder [ 12 Montns sthReminder [ Months 16t Reminder [ PERFATTDAT Perfect Attendarce Date
310 Reminder 60 wontns 10t Reminder [ Months 17t Reminder [ | [ROBIAT Probotion Date (by Post?
4h Reminder [120 Months 11thReminder [ Months 18thReminder [
Sih Reminder 180 Months 120 Reminder [ Months Toth Reminder [ |
Btn Rerminger 5 Months 13t Reminder [ Months 20 Reminder [
7th Reminder =00 Months 1dihReminder [ Months Find | Search| Cancel| Help ﬂl

Figure 20 — Before

Measurement Date

Service Length Reminders
1* through 20"

Figure 21 After Bargaining Unit Other Tab

On this date every year, issue an reminder. This is not required and if left blank will
not issue a reminder. Any of the date fields shown in the lookup may be selected.

For example,
I want to be notified on upcoming birthdays (use DOB) or
I want to be notified of upcoming next evaluation Dates (use NEVALDAT)

This allows for up to 20 different service length reminders. This uses the Position
Hire Date (HIRDAT) for active positions.

You may specify any number of months to issue a reminder.

Special Anniversary Reminders

MeasurementDate  [0OE | Onthis date everyyear

Service Length Reminders based on POSITION HIRE DATE

15t Reminder [ ttonths gth Reminder [ Months 15th Reminder [ Months
2nd Reminder [~ 12 Manths 9th Reminder [ Months 16th Reminder [ Months
3rd Reminder [ &0 Months 10th Reminder [ Months 17th Reminder [ Months
4th Reminder 120 Months 11th Reminder Months 18th Reminder lonths
5th Rerminder [ 150 Manths 12th Reminder [ Months 18th Reminder [ Months
fth Reminder [ 240 Maonths 13th Reminder [ Months 20th Reminder [ Months
Tth Reminder [ 300 Manths 14th Reminder [ Months

Figure 22 Reminders example

In this example, this bargaining unit is using the Employees Date of Birth (DOB) as the base to set the reminders on
this date every year. It will remind you of upcoming birthdays for the month.

In addition, this bargaining unit is also set to issue Service Length Reminders on the Position Hire Date
anniversary. The first reminder will be issued 6 months from date of hire, the next at 12 months and so on.

Using the above example if the employee has both a birthday and a Service Length Anniversary Date in the same
month, both reminders for this employee will be included on the Special Anniversary Reminder Report. An
example of the Special Anniversary Reminder Report is shown in see Section 8.1.6 of this document.

[ADM-AUC-HR-9692]
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6.4. EEO Race Table

6.4.1. Update Race Category [compliance change]

The Equal Employment Opportunity (EEO) Commission has modified the allowable race categories effective for
2015. There are six categories for “Not Hispanic or Latino” races and a seventh category for “Hispanic or Latino”.
Only the Race/Ethnicity categories used on the EEO-1 Survey Form may be used. All employees must be assigned
one of these valid codes. There are no “OTHER” or “UNKNOWN?” race/ethnicity categories allowed anymore.

D. EMPLOYMENT DATA AS OF JUNE 30
(Do not include elected/appointed officials. Blanks will be counted as zero)
1. FULLTIME EMPLOYEES (Temporary employees are not included)

RACE/ETHNICITY

o HISPANIC NON-HISPANIC OR LATING o
[T ANNUAL OR LATIND MALE FEMALE ot
88 {Jn%ﬁ::f:nds o wch H e 5 ey | E5 A-N

e v @ 3 2 | =5g8 £ (e222f8cag | Bey z | 588 5 |22z 8oz | ey

= ooc) E: £ £ |z8s | 3 |2353E|933% |28 | £ |gfs | 3 |535RE eg3F| g2k

o L: 85 | < |FEetE[EEIEE | £<% el Lol
A B c ] E F ] H 1 J K L M M L]

1. £0.115.9

You will need to update your EEO Race table accordingly. The values should resemble the following:

EEQO Race

2 Description

Budget Group Table - Rea

Quarterly Processing
‘fear-End Processing
Module Maintenance
Interfaces Imports
Site Specific

* v v v v i

Help Reference Library

Category - Paycheck
Cost Code

FLSA Codes

Leave Accrual Rules
Pay Code

Pay Group Table
Pay Period

Shift Code Table
Tax Rate

Timesheet Groups

EED Cateqgary
EE: -]

Sk

hite (Mot Hispanic or Latino?

lack / African American (Mot Hisp/lat)

zian (Mot Hispanic or Latino?

ative Hawaiian / Pacific Islander {(NHL}

merican Indian £ Alaskan Mative (HHL}

wo or more races (Mot Hisp, or Latino?

izpanic or Latino

To update an employee profile, go to the PERSONAL tab of the employee maintenance screen:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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No
Employee Maintenance on
e Number  p0DO0Y  MARTE REZZUTI Employes Attachmerts
Mo Active Positions Employes Fostiog Atachments.

Actions
| & Employes Current Positions Q00 =00
P 2dd Position 0 All Positions 000 =00

1 Contact 2 Personal 3DedBen | 4 AddWages SPayrol | Accourting ZSalary | BDatesfClass | _ 9 Degrees 0 Custom U Accidents

Tax Information
Reporting Location | Tax Type Tax Tahle Exemptions
Location Grade | Federal FED N -
State A Firi [
Dale Martied — Other State — - l_
Fingerprinted r
Date of Physical [
DaleDeceased |  SumivingSpouse [
Employee Status
Primary Timesheet Group SCHOOL-SCHOOL SCHOOL DEPARTMENT Disahility Code |—
weleran Code |
B
ol

Irnrmigration Code
| Race Hhite (Mot Hispanic or Latino?

The link below is available for more information, and there is an updated document in the Help Reference Library.
http://www.eeoc.gov/employers/ecolsurvey/sample self identification.cfm

To confirm whether you have got employees coded properly, you will need to issue your EEO reports and review
the results. Be sure to make changes to your employees and re-run these reports iteratively until all corrections
have been made. However, beware of unintended consequences. See section 8.3.1 in this document for how this
change is reflected on reports.

Report Library Paychecks/Other
Goto...

Y Report Hame La
- B739-EED Repnrts’ Sample || Run 19
7225-Benefit Categories Sample | Run 15

cded—Employee Corwersion Demographics Sample | Run
Bd63-Tables Audit Reports Sample Run 19

Report Categories BdEE-History Audit Reports Sample | Run

1 By Employes 7ER0-ACA 1095 Audit Report Sample | Run

2By Postion | | ——————— Paycheck History Feports ———————— Sample || Run
3 By Timezhest 7211-Employes Paycheck History Register SEmple Run 31

4 By PaychecksiCther 7216-Employee Paycheck History Summary Sample Run

[ADM-AUC-HR-9626]

6.4.2. Report on Employees by Code

Increased the width of the race code on the EEO

Employee By Code Reports, which now allows for 2 ” EEOC Race

digit race codes to be used. To run these reports, select - LosE | 20escrpton |

Human Resources P Tables P EEO Race, Category or e

Type and select the | 5 Emp By Code | button when _ aeatist | %‘;; ;strﬁz:a:;zr?g;ami)Hlsp/Lau
L— Psian (Mot Hisparic or Latino!

5 Emp By Code

viewing each table. =
X Restrict To

lative Hausiian / Pacific Islander (MHLD
Finerican Indian / Alaskan Native (NHL)
o or more races (Mot Hisp, or Latino}
Hispanic or Latino

EEEEREE]
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6747-HRRACE_EMPS._ REP

Printed Ol-Mar-2016 ar 15:58:31 by THERESA

Town of ADMINS
Enployess by Race

010926 ACERRA, KEITH L
004142 ALTOMONTE, KEITH I
010763 AMELER, MARIE &
070013 AMITRAND, LYNN S
009304 ANDREWS, LAWRENCE I
003005 ARCAND, LAURENCE
003322 ADMSTRONG, KEITH &

Page 1

March 2016

£747-HRRACE_EMDE. REP

Town of ADMINS
Buployees by Race

000000
070634

070643

070633

070626

0704Z1 DEARY, LEWRENCE D
070485 FISKE, KEITH M
07043 CLENN, MARIE L
070635 HIGGENS, SUSIE LEE
070621 HOURLY, HELEN

Prinved 01-Mar-201€ av 1§:0§:58 by THEREEA

Page 1

Figure 23 Before—EEO Race-Employees By Code

6.5. EEO Type Table

6.5.1. Report on Employees by Code

Figure 24 After—EEO Race-Employees By Code

Corrected the Race Code column in the EEO Type Table Employees by Code report (to show 2 digits not just 1):

EEQ Type Description Emp# Hame Position# Job Title Cateq Description Race| Description
il Full-Time fironag SODSABATECH-01  Stall Brook b5 Para-Professionals |0 Hizpanic:
1 Ful-Time 010926 ACERRA, KEITH L SOOFTEAARTS-01 07 Tz Professionalz B |white
1 Full-Time 04142 ALTOMONTE, KEITH J T220FIRFGTR-01  Fire Department 4 Protective Services |0 Wikite
] Full-Time T10769 AMBLER, MARIE & SO12TEACPTS-01  Middle Schoal s Para-Professionals |0 Wikite
1 Full-Time 0082 AMDERSOM-SPEMCER, LYMM  SO1ZTEAMUSC-01  Middle School Tz Profeszionals il Black
] Full-Time f03005 ARCAND, LAWRENCE T422DPWDROP-01 322 B ServiceMaintenance [0 Jvhite
il Full-Time T10198 ATHANASOPOULOS, KAREN M SODSTEAGRO3-01  Stall Brook iz Professionals T Wikite

. ®
Figure 25 Before—-Employees by EEO Type—Excel™ Output
EEQO Type Description Emp# Hame Position# Job Title Cateq Description Description
ﬁ1 Full-Time 5?0501 ANDES, MARIE S009SPDOCCT-02  OCCUPATIONAL THERARIST ﬁ2 Professionals White (Mot Hispanic
a1 Full-Time: fiosnnz ARCAMND, LYW R SO08BUSCORD-01  BUSINESS COORDINATOR BE OfficeiClerical ‘White (Not Hizpanic
il Full-Time: Tioz004 ARCAMND, MICHAEL T422DPWDROP-07  Driver/OperatorPipefiter UML it} ServiceMaintenance | White (Mot Hizpanic
il Full-Time Bt 373 ARIEL, LM SO 2TEASCIS-01 BrS TEACHER iz Professionals Towid OF MOFe Faces [
i Full-Time firosgs ATWATER-RHODES, MICHAEL R I T220FIRFGTR-01 Firefighter g Protective Services White (Mot Hispanic
f1 Full-Time: Bio7o7e ALTOTE, KAREM M S007ILASPED-01 ILA, - 10 MONTH s Para-Professionals ‘White (Not Hizpanic
(i Full-Time i1 256 BAILEY, MARIE F T12380MASET-01  TCWN ADMINISTRATOR SECRETARY i OfficeiClerical White (Mot Hispanic

Figure 26 After—Employees by EEO Type—Excel® Output

6.6. EEO Category Table

6.6.1. Report on Employees by Code

Corrected the Race column in the EEO Category Table Employees by Code report (to show 2 digits not just 1):

Category Description Emp# Hame Position# Job Title Type Description|Race | Description
il Officistsiddministr. 001001 SALARIED, SALLY S T13SFINCFO-01 fas T Full-Time il Wihite
il Officisls/ddministr.  D10885 SHERIDAN, MARIE H SO09FOODDIR-01  District - wide B Full-Time T |vihite
il Officials/ddministr.  T10743 SLANEY, LYMH D SO04PRIPRIN-01 Macy T Full-Time T |vhite
] Otficislsiddministr.  T10895 TESSIER, LYW D SO09CURRDIR-01  District - wide Tz Pat-Time |0 |vihite
il Officials/bdministr.  T10894 WILLIAMS, MICHAEL SOD4OTHOTH-0M  Macy T Full-Time T |vhite
] Officislsiddministr.  D10675 WILSON, MARIE D SO03PRIPRIN-01 South T Full-Time T |vihite
#Emps: 32

Bz Professionals B8 SO03SPDRSRC-01  South T Full-Time £l

2 Professionals T10458 BAKAS, LM M SO09NURSUBS-01  District - wide B3 Temporary |3

bz Professionals B10275 BAKER, MICHAEL R JR SO09STHATHL-01  District - wide o c]

Tz Professionals 70095 BARROS, KAREM & SO09MURSUBS-01  District - wide Bz PartTime B

Tz Professionals T0787 BECK, MICHAEL R SO06ADY ADVS-02  High School B3 Temporary |0 Wihite
2 Professionals D09837 BEKSHA, MICHAEL [ SO09TEASUBS-01  District - wide s Temporary |0 Wyhite
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Figure 27 Before-Employees by EEO Category—Excel™ Output

Category Description Emp# Hame Position# Job Title Type Description |Ra Description
T Officials/sdministr. 170316 ADILETTO, LM & SO0SPRIPRIM-01 PRIMCIPAL T Full-Time: [ ite (Mot Hispanic
il Officials/sdministr. 03067 AZHLEY, MARIE A TS10BOHCOMM-01 - BOARD OF HEALTH <] Temporary ite (Mot Hispanic
il Officialzibdminiztr Bogs07 BEMMACR, LAWRENCE T137ASRBORD-03  BOARD OF ASSESSORS Liv] Part-Time ite: (Mot Hizpanic
ol Officialzitdministr.  'B02959 BRCWN, MICHAEL B SO09SCHCOMM-02  SCHOOL COMMMITTEE iz Part-Time ite (Mot Hispanic
ol Officialsitdministr.  BF0495 CAMPBELL , MICHAEL D S01240MYPRI-ON MIDDLE SCHOOL YICE PRIMCIPAL il Full-Time ite: (Mot Hispanic

Figure 28 After—Employees by EEO Category—-Excel® Output

6.7. Cost Code

[ADM-AUC-HR-9698]

6.7.1. Over 50K Life Insurance [manage employee benefit amounts]

A change was made to add flexibility to the set up of Over 50K Life Insurance when using Method 2, for a Fixed
Life Insurance amount. An Allow Override box was added to the Bargaining Unit — Other screen.

If the Allow Override box is checked on the Bargaining Unit table then the life insurance amount on the
employee’s deduction/benefit tab may be changed. The benefit calculation will be based on the amount specified
on the Employee Maintenance PDeduction/Benefit Tab rather than the amount on the Bargaining Unit — Other

screen.

Bargaining Unit - Other
Bargaining Unit frERMINATED

1 Cost Codes | 2Holidays |  3LongevilyPay | 4 Refroactive Pay 5 Salary Sched || | | Attordable Carel
|

Budget step increases every Months
Step increases measurement field

Caeleria Plan Value
Paybalance of salary on lastpayroll? € Yes " No

Pay Balance in Cash? CYes ( No
Cver 50,000 Cost Cade Max Amount §
Over 50,000 Life Insurance ' 1. No autoratic Life Insurance Amount Calculation
€ 2. Fixed Life Insurance Amaunt Fixed Amount §
3. Calculated Life Insurance Amount P/E Annual Salary Times
Rounded €4 o Lot 2 - (g
Figure 29 Before

Bargaining Unit - Other

Bargaining Unit -TRE B3l Fire Union

1 Cost Codes | 2Holidays | 3Longevity Pay | 4 Retroactive Pay | 5 Salary Sched | 6 0ther Info | Benefit Statements | &fforeable Caresct]
1
Budget step increases every 12 Months

Step increases measurementfield  JANNDAT

Cafeteria Plan Value
Fay balance of salary on lastpayroll? € Yes Mo

Pay Balance in Cash? T Yes (" No
OVEfﬁﬂ‘DDD Cost Code IVERSOK  DVER S0K LIFE INSURAMNCE Max Amount § | 999999
Ower 50,000 Life Insurance 1. Mo automatic Life Insurance Amount Calculation J—
& 2. Fixed Life Insurance Amount Fixed Amount § 75000 Allow Override [~
3. Calculated Life Insurance Amount PIE Annual Salary Times
Rounded € 41 Lo i) Ll 1 Ol Il el o
Figure 30 After

CostCode 1

| Cost Code

JOVER 50K LIFE IMSURAMCE

Calculation__ hod 1 Use Tax Rate Tahle
f Metfod 2 FlatAmount §
thod 3 Base Bucket® & Petiod A

Always take Benefit

FPaycheck Calculation Order |1

] o
Employer % is Only Repaortable Eleréﬂt? Lol Yes, " Mo
TaxTable Indicator € Federal € Other & Mone

Allowy Override? ~ Yes & Mo
Ernployee Changes Allowed?  ¥es & Mo
Bond? . @ o
Over 50K Life Insurance @ Yag ) Mo
W2 Box 13 Retirement Indicator s % Mo
Mon-Direct Deposit Account Entry ™ Yes & No
RI Family Court Indicator  Yes Mo
Ma Family Court Indicator  ¥ag % Mo
Add to Manual Check  Yes % Mo

Benefit Staternent Category |

Base Bucket# [ D A g
5 General I 6 Accourting I 7 Base Buckets I ﬁ
Faycheck Categaory ' I LIFE IMSURAMCE
Deduction Haldover Method [T Take fvailable Amount 3
Pretax? @ Yes O Mo

W2 Box# |12 W2 Description E Applies to:

1099-R Box # | Applies to;

For example, as shown above, the Fire Union contract calls for a fixed amount of Life Insurance of $75,000 for
most employees. The OVER50K cost code has been set up to account for this. However, for some employees, a
different amount is provided. To accommodate those situations, the Allow Override box must be checked. When
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setting up an employee in the Fire Union bargaining unit, the amount may be changed on the Employee
Maintenance P Benefit/Deduction tab. Click on Add Code and select the cost code defined on your site for over
50,000 life insurance. Once you have added the code, enter an amount in the Life Insurance box to over ride the
default amount.

Employee Maintenance

Gota...
= Employee Number ~ POZ35Z  KETTH .1 LOUGHMAN Emplayes Atty
Actions Position Z20FIRFGTR-01 Firefighter 10f2 Employee Posit

J A Code Current Tier 1
K Delete Cods

1 Contact 2 Personl Z0edBen | 4AddWeges | SPayroll | GAccounting | 7Sdlery | §DstesiClass | 3 Dew|

Table Additional Additional
CostCode Effective Stop Date Amount Message Amaunt Start Date
FLTSEZ F 1-Aup-2013 27,88
T i TR - = "4 — =
a oai-. 013 - w000 — -,
11-Jul-2013 2..0000% I_
— - 1-Mar—2016 n
B 11-Jul-2013 14,98 N
& Employee Number KETTH J LOUGHHAN 11-Jul -2013 5.00 I—
Position 22T T Firefighter 1or2
acions
E mdca?e Curtent Tier 1
T ide |l [AUC] 6441-Employee Maintenance [theresa]
Add Cost Code
Required: Enter Cost Code [OVERSOK  [OVERSOK LIFE INSURANCE © © p
Required: Enter Effective Date (mmddyyyy) [13012016] Non-Direct Deposit Acct Entry for OVER30K [ Farmily Caurt Life Insuranc £5.00
Bank 0 Bonds
ABA 0000-0000-0  Account | Inve stment Amount Calendar Year Annual Maximums
Type @ Checking £ Baving Pre-Mote |- Employee Amount &
Lookup Cancel Clear All Holdover Amount Employer Amount §

To run a report of employees with this benefit, select Human Resources P Reports P By Paychecks/Other and
select 6802 Paycheck Cost Code Report by Employee / Cost Code:

Report Library Paychecks/Other

Report Name

———————— Paycheck History Reports ——————- Sample L
7211-Employee Paycheck History Register Sample Run
72le—Employee Paycheck History Summary Sample Run
7213-Historical Paycheck Register — Harrant Detail Sample RLn
7219-Historical Paycheck Register — Employee Totals Sample Run
6831-Paycheck Listing Sample Run
RN —Paurherk Cast Code Simnacu — Bu CatesocuCast Dode [ eamgle | TRun

6802-Paycheck Cost Code Report by Employee / Cost Code

Click on Edit Cost Codes and select the Over 50K cost code uses on your site:

[X Task 6802: Paycheck Cost Code Report by Employee / Cost Code

Paycheck Cost Code Report - By Employee/Cost Code
** EXCEL LINE LIMITS **
Do not choose DETAIL if you are
selecting ALL employees in EXCEL.

Required: Check Date Range [mmddyyyy] From: ||]1 012015 To: 12312015
Optional: Enter up to 9 Employee# Edit |||] values:
Optional: Enter up to 9 Warrant#'s Edit |||] values:

Optional: Enter up to 9 Categories

II] values:

10 values:
Optional: Enter up to 9 Entity { EN optional: Enter up to 9 Cost Codes

1:
Optional: Enter up to 9 Pay Gr IOVER I (LIAE [HHUIRERICE

Optional: Enter up to 9 Cost Codes
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Selecting Detail and Excel will result in a report similar to the one below:

|]_7.| H ) - ¥ Paycheck_List_CostCode_By Employee 6802 _THERESA[1]xml - Microsoft Excel
Home Insert Page Layout Forrmulas Data Rewiew Wit
ha7 - Fx
A B © D E F H
1 Print report as: Detail
2 Checks Dated: 011012015 to 12312015
3 Cost Code: "0VERSOK'
4
5 Employee Hame CostCode Date Cateqory Description Employee Amt Employer Amt
& Bot14a HARNVEY, KAREM L OVERSOK  13-Jul-2015 LI LIFE INSURANCE 0.00 23
7 ot14s HARNEY, KAREM L OVERSOK  01-Oct-2015 Ll LIFE INSURAMNCE 0.00 23
5 Mot14s HARVEY, KAREN L OVERSOK  12-Dec-2013 LI LIFE INSURAMNCE 0.00 23
a 01148 HARVEY, KAREH L OVER5S0K  OVER 50K LIFE INSURANCE LI LIFE INSURANCE 0.00 693
10
11 Do114s HARVEY, KAREH L 0.00 6.93
12
13 ‘1258 C'DELL, JANE COVERSOK O -Jul-2015 LI LIFE INSURAMNCE 0.00 2520
14 'bo1255 C'DELL, JANE COVERSOK  13-Jul-2015 LI LIFE INSURAMNCE 0.00 9.92
15 o255 'DELL, JAKE COVERSOK  01-Oct-20135 LI LIFE INSURAMNCE 0.00 9.92
16 'Do1255 O'DELL, JANE OVERSOK  12-Dec-2015 Ll LIFE INSURANCE 0.00 9492
17 "bo1255 O'DELL, JAHE OVER5S0K  OVER 50K LIFE INSURAHCE LI LIFE INSURAHCE 0.00 54.96
18
13 01255 O'DELL, JAHE 0.00 54.96
20
21 o264 BOUCHER, LM & CVERSOK  13-Jul-2015 LI LIFE INSURAMNCE 0.00 9.92
22 o264 BOUCHER, LYMM & OVERSOK  01-Oct-2013 LI LIFE INSURANCE 0.00 992
23 'o128s BOUCHER, LYK A OVERSOK  12-Dec-2015 Ll LIFE INSURANCE o0.00 9.92
24 "bo1264 BOUCHER, LYHH A OVER50K  OVER 50K LIFE INSURAHCE LI LIFE INSURAHCE 0.00 29.76
25
26 01264 BOUCHER, LYHH A& 0.00 29.76

March 2016

More detail is available in the Group—Term Life Insurance Over 50K document found under Human Resources »
Help Reference Library P Special Processing:

Human Resources Help Reference Library

Reference Card
20K Deduction
Taxshle Fringe — In Lieu of Taxes

™G Group — Term Life Insurance Over 50K

e Email
e Email
e Email
e Email

Last
27-9
16-A
14+

17-A

7. QUARTERLY PROCESSING

7.1. Connecticut Unemployment Reports

[ADM-AUC-HR-9632]

Updated the process to properly report the taxable and excess wages. A new column showing excess wages was
added to the CT Quarterly report. Taxable wages in excess of $15,000 are shown in this column. Gross wages and
taxable wages are not always the same. Column 2 (taxable wages) are CT taxable wages. There may be pre-tax
deductions, such as health care premiums, that reduce the gross to get to the taxable wages. The export has been
changed to report only up to $15,000 of taxable wages per calendar year.

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

Page 24 of 36



ADMINS Unified Community Release Notes — Version 7.0
Human Resources March 2016

Towmn of ADMINS
CT Quarterly Deporting

FOR CHECKS DATED: 01-Jan-20lZ to 31-Mar-z012
QUARTER ENDING: 31-Mar-201Z
FED ID #: 123456789
ENTITY: 1 TOVN OF ANYWHERE
STATE UNEMPLOYMENT #: 1000000
FILE LOCATION AND NAME: d:iheuc_production)adnhome’ LASTUPDHREMODmish1isy1-2A1000000
SORTED BY: Employes Nuubar

S0C ZEC # EMPLOYEE # AND HNAME GROEZE TAXARLE WACES
00L101030 oooosz GOSSELIN LYNN 1,143.30 1,143.30
001101062 Q00z35 CORRIVEAU MICHAEL 2,295,132 Z,024_ 36
00L101065 ooozoz LAMARRE MICHAEL 1,115.48 1,016.14
001101067 aoo0307 ROLLS EEITH 1,351 7F 1,017 38

Figure 31 Before

£321-HRRED:HRCTQTRLY. RED Printed 16-Mar-2016 at 13:04:12 by THERESA Page 1
Toum of ADMINS
CT Quarterly Reporting

FOR CHECKS DATED: Ol-Jan-201Z to 31-Mar-z0lZ
QUARTER ENDING: 31-Mar-2012
FED ID §: 113456789
ENTITY: 1 TOUN OF ANYTWHERE
STATE UNEMPLOYMENT §: 0000004
FILE LOCATION AND MAME: D:\AUC DEVELOFMENTADMHOMEY TRANSFER: 11260000004
SORTED BY: Euployes Number

S0C SEC # EMPLOYEE # AND MAME GROSS TAXABLE WAGES|EXCESS WAGES
00l10100s ooooLz HOLMES MARIE Z0,z0z.z8 15,000.00 4,100.62
00ligroos oooozo POWERS LYHN 12,670,632 15,000.00 2,873.927
00ligioLo ooooz3 OSTEGREN EAREN 18,467.61 15,000.00 Z2,365.95
00ligloLrs o000 NOORE EEITH 25,832.57 15,000.00 8,711.57
001101024 ooooez NCLONOUGH LYNN l,650.00 1,650.00

001101025 ooooeg NOHAN EEITH Z23,234.43 15,000.00 6,304,292
001101030 oooosz CUNMBERBATCH BENEDICT 15,770, 62 15,000.00 062
001101036 oooLLs 0'MALLEY LAWRENCE 200,00 200,00

001101046 0o0LEE GARIEPT EEITH 20,572, 29 L&, 000,00 12,119, 26
o0li0lo4ag oooLEs DETEREON LYHN 12,786,832 L&, 000,00 Z,68E.17
0oll0l054 0ooL7e JACQUES LYNN 25.00 2500

Figure 32 After

[ADM-AUC-HR-9767]

8. REPORTS

Several changes and additions have been included in the Human Resources report library during this software
update. To access the reports, select Human Resources P Reports P Report Library.

8.1. By Employee

8.1.1. Employee List —Grade Schedule #6714 [show CURRENT pay rate]

There was an issue with the display of Schedule/Grade/Step and FTE when salary changes were applied in advance
to an employee. This has been corrected.
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No picture
Employee Maintenance on File
Goto..
e Employee Number J MARIE A JOMES Employee Attachments (1) |
Actions Position O0ZABATECH-01 APPLIED BEHAVIOR AMALYSIS TEC 10f 2 Employee Positon Attachments |
| &cdd Employes
P Add Position
1 Contact | 2 Personal | 3 DedBen | 4 Acld VWages 3 Payroll | 6 Accourting || 7 Salary | ﬁDatas.iCIassl 9 Degrees | 0 Custom | U Acciderts | W ACA |
L
Salary
Effective Date Entry Date Bargaining Unit ~ Schedule  Grade Step FTE Annual Perind Daily Hourly Rate PerDiem Tier#  Entry User
 01-Jul-2016 B2-Feb-2016 AFL —AF ABATECH 1 2 1.00 29340, 30 575,78 115,16 17,0600 115,16 1 LUANN
01-Feb-2015 12-Feb-2015 AFL -AF ABATECH 1 11,00 28501,20 548,10 109,62 16,2400 109,62 1 LUANM

This shows that a salary increase was entered for this employee in advance. Prior to this update, the Employee List
—Grade Schedule report would display the information from the future salary schedule instead of the current salary

schedule.
A B c o] E 7 G H | J L3 L L} i)
1 Emp# Hame Position# Description BargainingUnit Schedule Grd Step FTE Annual Salary Period Salary Daily Salary Hourhy Rate Per Diemn Rate
2 MoM022 JONES, MARE & SO03ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHMICIAN AFL  -AF ABATECH 1 ] 2850120 545.10 10962 16.24 109.62
Figure 33 Before
A B & [¥] E F [E] 1 J K E [ n
1 Emp# Hame Position# Description BargainingUnit Schedule Grade Step FTE Annual Salary Period Salary Daily Salary Hourly Rate Per Diem Rate
2 Bi1022 JOMES, MARIE & SO03ABATECH-01  APPLIED BEHAWIOR ANMALY SIS TECHNICIAN AFL -AF ABATECH 1 11.00 285020 54310 10982 16.24 10982
Figure 34 After

8.1.2.

[ADM-AUC-HR-9749]

Employment Verification Report [NEW]

Added a new report called #6659-Employment Verification Report that will issue a summary of the wages paid to

an employee for the
this report.

past three years. Select Human Resources P Reports PReport Library » By Employee to issue

Report Library By Employee
Goto...
actinns Report Name M Task 6659: Employment ¥erification Report
- 6680-Enployes Roster Scheduls Sample Employment Verification Report
£710-Enployee List Sample -
£711-Enployes List with Motes Sample Required: Enter Employee? (2555 ™
£712-Enplayes List - Phane Directory Sample - Q ,P
Report Categories 6714-Enploges List — Grade Schedules Sample
i By Emloyee £754-Enployes List - Additional Wages Sarmple Run as & q ~ Pri ~
26y Postion £716~Enploges List - Deductions Samil Freview Print PDF
3 By Timesheet 6718-Enployee List - GL Home Coding Sample If Printing use Duplex & ves  No
4 By Paychecks/Cther 6719-Enployes List - GL Hone Coding - Elemsnt Sslection Semple
6659-Enplognent Verification Report I Serple Lookup | OK I Cancel Clear all
7500-Enploges List - Custon Fields Sample

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6659-HRREE : HREMPVERRET . REP Printed 09-Dec-2015 at 17:56:03 by MARY
Town of ADMINS
Employment Verification Report

Name 002855 MARSMELIL, KEITH R

status : Al

Employment Date : 21-Feb-2013

Position : POLICE PATROL OFFICER
current Year Salary : 48, 650.
2015 vear to dete Total 1z,116.
2014 Calendar Year Total : 55,282
2013 Calendar Year Total : 58,805.

Probability of Continued Employment:

Contawt:  Mary Mackinnen
Payroll Master Supervisor
617.494.5100 ext 2119

Page 1

March 2016

The footer information is from the Module Control table —
parameters 6100-6102:

Human Resources Module Control

|SEH# Description Angwer

Payroll Contact Mane Mary Mackinncn
G101 Pagroll Contact Title Payroll Master Supervisor
6102 Payroll Contract Phone# 617.494.5100 ext 2119

See the Help Reference Library for an explanation of this report:

Human Resources Help Reference Lib

Reference Card

———————— EMPLOYEE POSITIONS ———————-
Position Maintenasnce Screens

Add A Mew Employes

Pozition Maintenance - Add Position to an Emplogyee
How Account Mumbers are Used

Maz=z Change Employee Salaries

PT Sick Leave Accrual

How Deductions are Taken

Tax Shelter — Matched Benefits

Medicare Adjustments

Rezet Annual Maximum on Employes Cost Codes
Leave Accrual

Employes Attendance Log (Time Used)
Enployee Verification {3 yr wages} -

gy Email
iy Email
e Email
gy Email
gy Email
gy Email
gy Email
gy Email
iy Email
e Email
gy Email
e Email
gy Email

[ADM-AUC-HR-9693]

8.1.3. Employee Leave Balance #6079 [fixed Excel output]

Prior to this update, the Excel® output option was not working. This has been corrected.

Report Library By Employee

Report Hame

7E00-Employee List - Custom Fields

6E36-Employee List - Highest Pay (Pay Type!
6E37-Employee List - Highest Pay (Pay Code Categoryl
6B838-Employee List - Highest Pay {Leave Codel
6B39-Employee List - Highest Pay (Pay Code}
RNER—Fnolrues | izt — Cost of | rave

6079-Employee Leave Balance Listing

Sample
Sample
Sample
Sample
Sample
Sample
Sample
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FaN™ A |= Emplayee_Leave_6079_THERESA[1]xml - Microsoft Excel o @ 5%

Home Insert Page Layout Farmulas Data Resiew RHEY 2 @ o @ R

A2 - Jx | 003249 <

A B C o] E F G H I J K L M -

1 Empl# Hame Accorual Group Acerual Deseription Leave Code Leave Description Beginning Balance Accrual Taken Forfeited  Paid Out Balance As Of Date |
2 003243 .DINEEN, LWHMH SC23 TEACH -UNLIMITED PERSOMAL  Personal 10.00 Days 10.00 Days 08-Dec-2015
3 003243 DINEEM, LYNNH SC23 TEACH -UNLIMITED SICKLEA Sick Leave 22300 Days 75.00 Days 40.50 Days 257 50 Days 08-Dec-2015
4 "H04053 FOMLER, KAREN SCHI0L 10 marth limited PERSOMAL  Personal 7 50 Days 650 Days 1.00 Days 08-Dec-2015
5 "H0d058 FOMLER, KAREN SCHIO0L 10 marth limited SICKLEA Sick Leawe 13225 Days 17.00 Days 1.00 Days 114.25 Days 08-Dec-2015
6 04058 FOMLER, KAREN SCHIO0L 10 marth limited WACATION — Wacation 50.00 Days 40.00 Days 10.00 Days 05-Dec-2015

[MAN-SUP-SAPLAUC-383]
[ADM-AUC-HR-9671&9705]

8.1.4. Leave History (Attendance) Report [Add Day of Week]

The #6176-Leave History (Attendance) Report now includes the transaction day of the week.

Repolt lerary By Employ T T H_-EL'I LU AT L LT I L LT IE
Goto

e Bl17E-Leave History (Attendance! Feport

- Report Name
- 6603-MNegative Leave Balance Listing Pl L P g 1 1 T Yy T |
e rowm 1 11 1ira 1 M

6176-Lsaws History (Attendance} Report
6608-Enploves Leave Time over X Days/Hours
6462-Employes Profile Audit Report

Report Categories 6715-Ewployes List — Salary Level for Date Range
1By Eriployes 6144-Payroll Labor Costs for a Period - Expected Anount
2By Position 6125-Employes Encunbrance Balance Report
3 By Timesheet 6497-Employes List — Email fddress for Direct Deposit
4 By Paychecks/Other 7550-1095 - C Export. Ewplogse ACA Data Fample | _Run
7SE0-ACA 1095 Audit Report Senple | _Run
6658-Special Anniversary Reminders Sample | _Run

Leave History Detall Report

ate Range: 01012015 to 123

¢ ZALEWSKI, }

74 ZALEWSKI, MARI? AFSCME RSONAL .00 .7 25 -2014 wWednesday 03-Dec-201

002674 ZALEWSKI, MARIA MEDINA AFSCME PERSONAL 3.75 Hours
4 ZALEWSKI, MARIA MEDINA SICK Taken 8.00 134.50 wadnesday €0001 15
ZALEWSKI, } SICK 8.00 Thursday 01 s
ZALEWSKI, B SICK 142.50 00000
ZALEWSKT, SICK 8.00 Tuesday 60004 5
ZALEWSKI, MARIA MEDINA SICK 10.00 28.50 €0007 s
002674 ZALEWSKI, MARIA MEDINA AFSCME SICK 128.50

[ADM-AUC-HR-9694]

8.1.5. Employee Leave Time Over XX Days/Hours [NEW]

There is a new report that will show employees who have used in excess of a specified number Days/Hours for
Personal and Sick Time. HR departments may run this report to identify patterns of absenteeism.
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M Task 6608: Employee Leave Time over XX Days/Hours

This report will print employees who have sick time or
personal time over the limit entered.

Required: ¥ork Date Range [mmddyyyy] From: To: W
Optional: Enter up to 9 Pay Groups Edit Iu values:
Optional: Enter up to 9 Timesheet Groups Edit |I] wvalues:
. Required: Enter Category for SICK Time ISICKL |S|L‘K LEAVE
Report lerary By Employee Required: Report Sick Time Used Greater then #: |z
Required: Enter Category for PERSONAL Time |F‘ERSON |PERSONAL LEAVE
Report HName Required: Report Personal Time Used Greater then #: [z
6B03-Megative Leave Balance Listing Sample Sort Report By: & Employee#t = Employee Name
L176—Leave History (Rttendinc:e) REPcn"t, Sample
BEOEB-Employee Leave Time owver HH Days Hours I Sample RNES & Fmday # G ® FiF ® B
bdbZ—Emplogee Protile Audit Report Sample I Printing use Duplex & v &0
6715-Employee List - Salary Level for Date Range Sample s o
6144-Payroll Lsbor Costs for & Period - Expected Amount Sample Lookup | 0k | _ Cancel Elcansll
Field (Bold=Required Field) Description
Work Date Range Enter the Work Date range to be reported on.
Pay Group Enter up to 9 Pay Groups (optional — leave blank to report on all groups).
Timesheet Group Enter up to 9 Pay Groups (optional — leave blank to report on all groups).
Report Sick Time Used Greater  This will select the days or hours in excess of the specified number.
than #:
Report Personal Time Used This will select the days or hours in excess of the specified number.
Greater than #:
Category for Sick Time This is the Paycheck Category Pay Code Table
Comprising Pay COdeS used for | PayCode S ETCK LEAVE - HOURLY
SICk Tlme- SNz [0 i) | 2Base Buckets | 3 Detall Billing
| Paycheck Categary (m TICK LEAVE
Category for Personal Time This is the Paycheck Category pevicacelible
com pr|S|ng Pay Codes used for I PayCode FER | R ANE
PerSOha| Time. ilCaiEtsn 2Base Buckets | 3DetalBiling |
Paycheck Categaty (m RSONAL LEAVE
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Town of ADNINS
Euployee Leave Time over XX Days/Hours

Attendance leave Totals for 01012016 to 03312016

Pay Group: Police Department
Timesheet Fick Fick Personal  Personal
Euployee Timesheet Grp Days Hours Days Hours
000092 CUMEERBATCH, BENEDICT M TEST -TC .00 40.00 .00 .00
000314 CORTEY, FEITH & TOWN -FOL .00 16.00 .00 .00
001260 DANIEL, LYRN TOWN  -POL .00 .00 .00 .00
001596 KELLY, LAVRENCE T TOW  -POL .00 24.00 .00 .00
Pay Group: POLICE  Total Euployees: 4 .00 88.00 .00 .00
Pay Group: Town Veekly
000152 GARTEPY, KEITH FERN TEST -TC 3.00 il .00 il
Pay Group: TW Total Euployees: L 3.00 o .00 o
Grand Total Employees: 7 13.00 88.00 il il

Selection Legend:

Work Date : 01012016 to 03312016
gick Category i 9ICKL

#ick Time Over # : 2

Personal Category : PERSON

Personal Time Over: 2

Forted By : Employee#

March 2016

A B C D E F G
1 Timesheet Sick Sick Personal Personal
2 Emp#  Hame Group Days Howrs Days Hours
9 'D000S2  CUMBERBATCH, BENEDICT M TEST -TC 0.00 4000 0.00 0.00
10 ‘Booza CORTES, HEITH & TOWM -POL - 000 16.00 ooo onoo
11 01260 DAMEL, LYNM TOWW -POL 000 800 0.00 0.00
12 o153 KELLY, LAWRENCE T TOWM -POL - 000 2400 ooo onoo
13 Total Employees: 4 for Police Department 0.00  §8.00 0.00 0.00
14
15 MO0152  GAREPY, KEITH FERN TEST -TC 300 000 0.00 0.00
16 Total Employees: 1 for Town Weekhy 3.00 0.00 0.00 0.00
17
18 Grant Total Employees: ¥ 13.00 _ $8.00 0.00 0.00
19
20
21
22 Selection Legend:
23
24 Work Date 010120160 03312016
25 Sick Category @ SICKL
28 Sick Time Over # @ 2
2 Personal Category : PERSON
28 Ferzonal Time Over. 2
29 Employes#

Figure 35 Example of Preview, Print, PDF Output

Figure 36 Example of Excel® Output

8.1.6. Special Anniversary Reminders Report [NEW]

This report lists all Employees with a special anniversary for
the selected month and year based on the reminders set in the
Human Resources P Tables P Bargaining Unit » Other Info

tab (see Section 6.3).

Task 6658: Spe Anniversary Reminders

Special Anniversary Reminders
Required: Enter Month for Reminder (1-12) |
Required: Enter Year for Reminder [YYYY] [2016

[ADM-AUC-HR-9691]

Runas & Preview  Print  PDF  Excel
If Printing use Duplex & Yes ¢ No
Enter the Month and Year to report on Reminders: Lookup | [T 0K |  Cancel |  Clearan
6658-HREHP ANNREN. REF Printed 18-Mar-2016 at 16:47:42 by THERESA Fage 1
Town of ADMINS
Special Anmiversary Reminders
For June Year: 2016
Eupé  Name Position Description Hire Date Vears Honths Barg Unit Hessage
006036 DROUIN, MICHAEL S004CUSHEAD-03 HEAD CUSTODIAN 14-Hov-1334 ATL -&F For Date of Birth on the Sth
007782 GERUNINI, LAWRENCE R S006CUSZNDS-06 CUSTODIAN 28-Feb-2006 AFL -&F For Date of Birth on the 28th
070133 GAURON, LAWRENCE E SODSMAICLRK-01 CLERK - MAINTEWANCE DEPARTMENT  09-Jan-2013 ATL -&F For Date of Birth on the 20th
070437 DIGTAMPAOLO-BOGAN, KAREN I SO0SABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNIC 22-Mar-2013 ATL -&F For Date of Birth on the 28th
# Reminders for Bargaining Unit AFL -&F 4
006032 WERNIG, LYNN SO04CAFLEAD-0L CAFETERTA ELEMENTARY LEAD COUK  21-Sep-2000 0 0 AFL 1O0M -AF10  For Anniversary Date on the 15th
# Reminders for Bargaining Unit AFL LOM -AFLO 1
007213 LEVESQUE, LYNN R T4SODPWFOPR-01 FACILITIES OPERATOR/MECHANIC 0s-Jun-2006 10 0 DR -pP For Service Length
# Reminders for Bargaining Unit DRV -DF 1
010142 FISHER, MARIE SO1ZTEAPHED-02 EMMS TEACHER 18-Jun-2010 0 0 MTA -z1 For Position Hire Date on the l8th
070341 BEAUDREAU, KAREN SODSPHTPHYT-01 PHYSICAL THERAPIST .6 29-Jun-2012 0 0 M -21 For Position Hire Date on the 29th
# Reminders for Bargaining Unit NTA -z1 2
010077 RASCHE, KAREN M. SODSTEAGROL-02 STALL BROOK SCHOOL TEACHER 22-Jun-2011 5 0 M -26 For Service Length
# Reminders for Bargaining Unit NTA -26 1
001635 FOX, LAVRENCE & SODSTEASUBS-01 SUBSTITUTE TEACHER 13-Mar-z000 0 o momw -1 For Date of Birth on the znd
002238 LEMON, MICHAEL TE0LPOLAUX -01 AUXILARY POLICE 08-Har-1983 0 0 mow -1 For Date of Birth on the &th
002832 MAHAN, WICHAEL I TBOLPOLDETL-05 POLICE DETATL 01-Dec-2010 0 o mow -1 For Date of Birth on the 29th

Figure 37 Sample of the Special Anniversary report

[ADM-AUC-HR-9692]
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8.2. By Timesheet

8.2.1. Timesheet Entry Detail-Changed Timesheets

The changed timesheets report was incorrectly listing a change on the first day of the warrant for an employee for
whom a line was added for a day — when there was no change for the first day. In the example below, a line was
added for February 5 for both employees. The changes are listed, along with an incorrect record for February 1.

A B e 5] El I <} | J K 15 i} il Lo}

1 Emp# Hame Position# T Warrant Pay Code Description Exa Hours Days HourhyRate Flat Amt Wages Change User Changella
2 Moo152 GARIEPY, KEITH FERN T123TwNADMN-01 (1 -Feb-2019&2051 6§ [DREG REGULAR - days 10 1.00 456,59 0.00 48639 THERESA
3 00152 GARIEPY, KEITH FERN T1 23T ADMN-01 SPEm=ZE D20516  DSIC SICK LEAVE - daily r 0L, 0.s0 486.59 0.00 24330 THERESA Be-hdan-20T6
4 o015z GAREPY, KEITH FERN T1Z3TWHADMN-01  05-Feb-2016 20516 DREG REGULAR - days 19 030 456,59 0.00 24330 THERESA 02-Mar-2016
]
6 Total TimeSheetGroup TEST -TC = -
7 03105 BOITEAL, KAREN & T4220PAHCLK-01 (01 -Feb-201 B,h2051 & REG REGULAR - hours 01k 0.80 1819 000 1455 THERESA 2-Mar-201
& finains BOITEALL, KAREN A T422DPWHCLK-01 = Tz0516  REG REGLLAR - hours 02008 3.00 1818 0.00 5457 THERESA 02-Mar-2016
9 03105 BOITEAL, KAREN & T4220PAHCLIK-01 05-Feb-2015 D20516  REG REGULAR - hours 14 a 060 1819 000 1091 THERESA 02-Mar-2016
10
11 Total TimeSheetGroup TOWH -DPW
12 Legend:
13 For Warrant Mumber: 020516
14 Change Date: 02-Mar-2016
15 Sorted by: Timesheet Group/Employes Mame
16

.

Figure 38 Before

The report now shows only the changes actually made. This will make it easier to reconcile “last minute” changes
made, for example, on the day the payroll is being processed.

& B © D E! I 2} | J 3 5 il i} (o]
1 Emp# Hame Position# Work Date Warrant Pay Code Description Expense Hours Days HourlyRate Flat Amt Wages Change User Change Date
2 701143 HARVEY, KAREN L T1S4MISMIS 01 23-Mar-2016 B10002  DSIC SICK LEAVE - daily r 1000-154 050 32241 000 161.21 THERESA 14-Mar-2016
3 01148 HARVEY, KAREN L THS4MISMIS -1 23-Mar-2016 'B10002  DREG REGLULAR - days  1000-1% 0.50 32241 000 16121 THERESA 14-Mar-2015
q
= Total TimeSheetGroup TEST -TC
1 Legend:
7 For Warrant Mumber: 910002
8 Change Date: 14-Mar-2016
a9 Sorted by: Timesheet GroupEmployee Mame
10
Figure 39 After

In addition, records that were changed and now had no hours, days or pay were not being reported. This has been
fixed

[BLG-SUP-SAPLAUC-623]
[ADM-AUC-HR-9657]

8.2.2. Timesheet Detail Report #6249 — Added Bargaining Unit

Modified report #6249-Timesheet History Detail by TS Group/PayCode to include a column for the Bargaining
Unit in the Excel output only — see Column “L”.

A 2] 4 o E F G H 1 J
1 Paycode Description Work Date Weekday Warrant Emp# Hame Expense Account Hours Days
2 |ALLOW.2 POST TAX ANNUNITY 13Now.20M5 Fri fis1113 Trveds 10000000-01100.531-10-2500-51110-2101 SUP.REGULAR 0.00 1.00
3 Total Other 0.00 1.00
5 |SCHCOMM SCHOOL COMMITTE SECRET  13-Now-2015 Fri fis1113 Tosn 10000000-01100-531-10-2500-51110-4109 SUP-REGULAR 000 1.00
& Total Premium 0.00 1.00
8 |SREG REGULAR - SALARIED 02-Nov-2015 Mon fis1113 s 10000000-01100-531-10-2500-51110-4109 SUP-REGLLAR 0.00 1.00
9 |SREG REGULAR - SALARIED 02-hov-2015 Mon fis1113 Bassie 10000000-01 200-222-10-0000-51110-3200 STAFF DEV-REGULAR 0.00 1.00
10 SREG REGULAR - SALARIED 02-Now-2015 Mon fis1113 Brrare 10000000-01 403-214-10-0000-51110-4661 ATTENDANCE-REGULAR 0.00 1.00

Figure 40 Before
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A B c [ E F G I | < L
1 Paycode ipti Work Date  Weelday Warrant Emp# Hame Expense Account Deys  Wages BargUnit

2 |ALLOW-2 POST TAX ANNUNITY 13-Now-2015 Fri Asi113 br7sds 10000000-01100-531-10-2500-51110-2101 SUP-REGULAR 1.00 277,92 ADMNDY -26
3 Total Other 1.00 271.92

5 [SCHCOMM SCHOOL COMMITTE SECRET  13-Nov-2015 Fri 51113 Biesz 10000000-01100-531-10-2500-51110-4109 SUP-REGULAR 0.00 1.00 34615 NC1201 226
& Total Premium 0.00 1.00 34615

7

8 |SREG REGULAR - SALARIED 02-Mov-2015_Mon fis1113 sez 10000000-01100-531-10-2300-51110-4109 SUP-REGLLAR 0.00 1.00 25598 NC1201 26
9 |sres REGULAR - SALARIED 02-Mov-2015 Mon fist113 beesse 10000000-01 200-222-10-0000-51110-3200 STAFF DEV-REGULAR 0.00 1.00 354,53 ADMNDT -26
10 |SREG REGULAR - SALARIED 02-Nov-2015 Mon fisins brrare 10000000-01403-214-10-0000-51110-4651 ATTENDANCE-REGULAR 0.00 100 129.35 NC1201 -26
11 SREG REGULAR - SALARIED 02-Now-2015 Mon 51113 Brraor 10000000-01403-231-10-0000-51110-3200 ATTENDANCE-REGULAR 0.00 050 191.07 NC1201 26
12 SREG REGULAR - SALARIED 02-Now-2015 Mon 51113 br7aar 10000000-02600-311.10-2500-51110.3200 TRANSP.REGULAR 0.00 s 191 07 NC1201 .26
13 SREG BEGULAR - SALARIED 02-Now-2015 blon Asing hr7eds 10000000-01400-531 -10.2500- 511102401 SUP-REGULAR 000 100 6020 ADMNOY -2

Figure 41 After

[ADM-AUC-HR-9700]

8.2.3. Timesheet History By Ts Grp/Emp Unproductive/Unpaid [add Totals]

This report has been modified to add totals by pay code for each employee.

Town of ADMINS

Timesheet Entry by TS Grp/Emp Unproductive,/Unpaid

EE06-HRTMSEMPDETUNE . REP Printed 11-Dec-2015 at 10:24:08 by LULNN Page 1
Town of ADMING
Timesheet Entry by T% Grp/Eup Unproductive/Unpaid
Work Date Warrant FPay Code Hours Days Wages Paild Expense Account
001148 HARVEY, EAREN [ TLSAMISMIS -01
13-Mar-2015 302875 DsIC SICE LEAVE - daily r l.o00 322.41 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
16-Mar-2015 902875 DSIC SICH LEAVE - daily v l.o0o 322.41 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
Z0-Mar-2015 902875 DsIc SICE LEAVE - daily ¢ l.oo 322.41 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
23-Mar-2015 902875 DVAC Vacation - Days .50 161.21 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
£4-Mar-2015 902875 D¥AC Vacation - Days .50 161.21 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
25-Mar-2015 902875 DVAC Vacation - Days .50 161.21 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
Hours Days Wages Paid
Unproductive: 4.50 1450.86
Employee Total: 4.50 1450.86
Hours Days Wages Paid
Unproductive: 4.50 1450. 86
Timesheet Group TEST -TC Total: 4.50 1450. 86 THERESA TEST GROUP FOR OVERSOK
Hours Days Wages Paid
Unproductive: 4.50 1450.86
#*** Grand Total: 4.50 1450. 86
Selection Legend:
.
Figure 42 Before
6606-ERTHSEMPDETUNF. REP Printed 11-Dec-2015 at 10:49:16 by LUANN Page 1

Selection Legend:

Work Date Uarrant Pay Cods Hours Days TUages Paid Expense Account
001148 HARVEY, KAREN L TLSANISNTE -01
13-Mar-2015 902875  DSIC SICK LEAVE - daily r 1.00 322.41  1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
16-Mar-z015 902875  DSIC SICK LEAVE - daily ¢ 1.00 322.41  1000-154-0000-001-00-00-51110 DEFARTMENT HEAD SALARY
20-Mar-z015 902875  DSIC SICK LEAVE - daily © 1.00 322.41  1000-154-0000-001-00-00-51110 DEFARTMENT HEAD SALART
SICK LEAVE - daily
23-Mar-2015 9028 161.21 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY
24-Mar-z015 902875  DVAC Vacation - Days 161.21 1000-154-0000-001-00-00-51110 DEFARTMENT HEAD SALARY
25-Mar-2015 902875  DVAC Vacation - Days 161.21 1000-154-0000-001-00-00-51110 DEFARTMENT HEAD SALARY
I DVAL Vacation - Days

Hours Days Uages Paid

Unproductive: 4.50 1450. 66

Enployes Total: 4.50 1450, 66

Hours Days Uages Paid

Unproductive: 4.50 1450. 66

Tiuesheet Group TEST -TC Total: 4.50 1450.66  THERESA TEST GROUP FUR OVERSOK

Hours Days Uages Paid

Tnproductive: 4.50 145086

#7157 Grand Total: 4.50 1450, 66

Figure 43 After

[ADM-AUC-HR-9699]
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8.3. By Paychecks/Other

8.3.1. EEO Reports—Reconciliation Reports

March 2016

Prior to this update, the EEO reports used six race categories; these reports will now display nine race columns per
gender on the reconciliation reports. This will accommodate the seven categories in current use and allow for
future additional categories.

23456789

10,000.01 15,000.00
15,000.01  20,000.00
20,000.01 2500000 1
25,000.01 30,000.00
30,000.01 3200000 2
32,000.01 40000.00
40,000.01 45000.00 =

45,000.00 Pl

lus

Officials/administr.  upto 10,000.00

i1 Town of Anywhere

Male Male Male

All Employees Active Between: 01012010 and 1131 E B B ﬂ

Male Male Male Fu

Job Cateqory  From Salary To Salary Total White Black Hispan Indian Asian Uknown Whi
upto 1000000 1 1

=1

up to
6587.01
15,000.01
20,000.01
25,000.01
30,000.01
35,000.01

TOWN OF ANYWHERE

11-3456789

Full Time Employees Hired Between:l]1l]1201l]a|n1 E ﬂ E B

Male Male Male Male Male

§,567.00
15,000.00
20,000.00
25,000.00
30,000.00
35,000.00
40,000.00

40,000.00 Plus

Male Male F

Job Category From Salary To Salary Total White Black Asian Mative Americ Twoor Hispan L

10,00001 15000.00 Officialz/Administr.  upto B,587.00
1500001 2000000 &58701 1500000
000001 2500000 15000.01 20,000.00
ooy o 2000001 25,000.00
3200001 4000000 1 25,0001 30,000.00
40,000.01 45000.00 30,000.01  35,000.00
iz 3500001 40,000.00
45,000.00 Plus 10 7
Figure 44 Before Figure 45 After

8.3.2. EEO Reports—Salary Reports [show code and description]

[ADM-AUC-HR-9697]

The Excel® versions of the EEO Salary Reports now include the code for the EEO Type, Category and Race in
addition to the description.

EEQOriginal
Entity Emp# Hame EEQ Type EEQ Cateqory Gender Race FTE HireDate TermDate  Salary Hew?
i 02924 DEMATTIAS, KAREN M Full-Time F White 1.00 94972005 4920619
i B01204 MACLAUGHLIN, KAREN Full-Time F White 1.00 114941951 41 69475
i BOS005  GERWAIS, MARIE Full-Time F White 1.00 1726/ 935 40,214 .83
i BO5162 LOFGREN, MARIE M Full-Time F White 1.00 8311987 44 474 .40
i BO2903 PACAK, KAREN J Full-Time F White 1.00 3M4/2005 3016116
i B01278 JOHNSON, MARIE Full-Time F White 1.00 32172011 30,777.12 NEW HIRE
i DO0286 MELANSON, MICHAEL J JR Full-Time 1] White 1.00 10441993 213052011 56,271 80
i BO0295 CORRIVEAU, MICHAEL J Full-Time i White 1.00 5M2M 986 59,695.50
Figure 46 Before
] EEQ/Original
Entity Emp% Hame Code | EEQ_Type EEQ Category Gender [Code] Race FTE HireDate TermbDate Salary Hew?
il 70635 HIGGENS, SUSIE LEE 1 Full-Time CrificialsiAdministr F [} 1.00 8122015 90,000.00 MEW HIRE
il Tro316 ADILETTO, LR A 1 Full-Time Ortficialsfadministr F il Wihite: (Mot 1.00 7i2f2012 93 421.00
il TF0135 MOFFETT, MARIE M 1 Full-Time CrificialsiAdministr F ] White (Mot 1.00 7i2m 96,520.00
il 7286 DILL, LY¥MM L 1 Full-Time Ortficialsfadministr F il Wihite: (Mot 1.00 Si7 120085 57 35651
il 01221 PETERS, KAREN & 1 Full-Time CrificialziAdministr F il White (Mot 1.00 4211983 £0,000.00
il 10885 MICALONE, MARE H 1 Full-Time CrfficialsiAdministr F ]l ‘White (hot 0.53 7i1/2009 40,243.00
il 06183 WALDEN, MARIE J 1 Full-Time CrificialziAdministr F il White (Mot 1.00 121997 45,053.82
il 0743 CORDONE, LYNN D 1 Full-Time CrfficialsiAdministr F ]l ‘White (hot 1.00 72007 93,556.00
il 00152 GARIEPY, WEITH FERM 1 Full-Time CrificialziAdministr M il White (Mot 1.00 12171887 127,000.00
il 00040 MOORE, KETHF 1 Full-Time CrtficialzsiAdminisir [l @l ‘White (hot 1.00 271931 107 413 .61
Figure 47 After

[ADM-AUC-HR-9697]
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8.3.3. Historical Paycheck Register — Employee Totals [add Totals]

The 7219 Historical Paycheck Register —-Employee Totals report was enhanced to include a Report Total section on
the last page to provide base buckets totals for the period specified.

7ZZZ-HREMPCHFHISALL. REP Printed 18-Mar-Z0l€ at 10:00:08 by THERESAL Page 113
Towm of ADMINE
Historical Paycheck Register - Employee Totals
Warrant Check Dates between 0101Z01Z and lZ31zZ012
Ewployee: 070132 ROCHE, LAURENCE E Gross Pay: &40.00 Federal Tax Wages £21.14 Medicare Wages &40.00
Deductions: &40.00 State Taxable Wages £40.00 Retirement Wages £40.00
Net Pay: Toral Wages 640.00 457 Wages 2542
Deposit: 482_79 Pension Plan Flag -58_86
Benefits: S.zg
I Wages I Deductions —------- | -——-—--—---- Deductions Benefits I Hours/Days ---------- I
LEGULAR - hours 640,00 FEDERAL TAX E1.E3 TOWN INSURANCE-WE .0g MEDICARE 2.z8 LEGULAR - hours £0.00 Hrs
SICK ACCRUAL DAY ETATE TAX 28.42 MEDICALE 2z SICK ACCRUAL DAY 1.ZE Day
MORFOLE CTY. 30+ 1.Z6 NORFOLE CTY PEN 2 E7_60
DIRECT DEPOSIT 48279 UNION DUES-AFL S.00
.
Figure 48 Before
Employee: 070617 MARTINIZ, KEITH A Gross Pay: 1,130.27 Federal Tax Wages 1,038.47 Medicare Wages 1,140.1%
Deductions: 203,02 State Taxable Tages 1,140.1% Petirement Wages 1,120.27
gzl.2& Total Wages 1,120.27 Federal Taxes -lzE.34
Btate Taxes -£0.42 Pension Plan Flag -lal.7z
ZE.48
Tages I Deductions ------- —--- Deductions | Benefits I Hours /Days —-—--—----- I
RBEGULAPR - hours 1,130.27 FEDERAL TaX 1zE.34 A 60,432 OVER ES0EK LIFE INZ 9.9z REGULAR - hours 20.00 Hrs
MEDICALRE 1. 52 NORFOLK CTY PEN 3 lol.7z MEDICARE 1,63
ADMIN. DUES £.00
7Z13-HREMPCHEHEIZALL.REP Printed 18-Mar-Z01€ at 05:5Z:528 by THERESA Page 111
Tovm of ADMINE
Historical Paycheck Register - Employee Totals
Warrant Check Dates between 1Z01Z01E5 and 1Z31Z015
! Beport Total: Warrant Check Dates betwesan 1Z01Z015 and 12312015
== 1,338,728.38 Medicare Wages 1,488,862.97
Deductions: 1,53E,705.05  State Tazable Wages 1,501,201.51 Retirement Wages 1,573,198, 26
Net Pay: 24,864.81 Total Wages 1,573,573.590 Workers Comp
Deposit: 9ZZ,869.45 Federal Taxes -Z242,323.29% Brate Taxes -77,E00. 52
Benefits: Z21,671.9& Reportable Health Care
TAXAELE BENEFITE
Pension Plan Flag -l6Z, 472,12
Deferred Comp Wages -£,565.37 EFT Deductions -2E,TEE.02
0JIF111F wages Clothing non taxable
car allowance Clothing taxable
Zenior Tax Cross Pay Senior Tax Net
Poth Contribution

Figure 49 After

9. MODULE CONTROL

9.1. 6026-Summarize Expenses to GL Posting [NEW]

A new module control was added to allow posting expenses in summary to the general ledger.

Madul

aintenance

Inkerfaces)Imports
Site Specific

Hurnan Resources Module Control

g Fayrall CReck Form Mantenance

3 Pavroll Check Form Maintenance by Bank:

[ALLEN-SUP-SAPLAUC-22]

Human Resources Module Control

Seqr

Description

Answer

EEnter ¥ to summarize expense account transactions posted to t

1 Et |
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The default value is blank, which will post expenses in detail to the general ledger. To summarize expense posting
to the general ledger, enter a value of Y in this field.

With module control #6026 set to blank (the default), expenses are posted in detail and one record is posted for

each employee:

Ele Edit Ledgers Purchase Orders AccountsPayable Fixed Asssts HumanResources Budget Collections Tax Dotor Excise MiscBiing System Help

Ble| g wle|~ || E Ql = )

All Trx Co Transaction History
Goto
felons User Batch# F¥  Reference# Postingt
EIGEIVI 016 1505 910011

6 Dril Down

T Acct Bal Incuiry
& Excel

& Excel By Date 1 Accourt | 2Postingt_| ermaich | 4 Referenced | 5TrxDate |
Trx Date Account Humber Line GL Line TrxCode Amount Type Display - hotes I
07-Mar-2016 0200-000-0000-000-00-00-10400 1 HROL 3733.59 CR Sunnary HR Harrent: 910011 Batch: 15
07-Mar-2016 0200-000-0000-000-00-00-20200 6 HROL 2486,05 IR Sunnary HR Marrant: 910011 Batch: 15
07-Mar-2016 0200-000-0000-000-00-00-20200 6 HRO1 2486,05 CR Sunnary HR Marrant: 910011 Batch: 15
67-Mar-2016 0200-000-0000-000-00-00-39300 7027 HROL 3733,59 IR Sunnary HR Marrant: 910011 Batch: 15
07-Mar-2016 0200-450-0000-004-00-00-51110 a7 HROL 34,67 IR Ewp: 000152 Pos: TA2ITHMADMN-01
07-Mar-2016 0200-450-0000-004-00-00-51110 30 HROL 21.78 IR Emp: 001148 Pos: TISAMISMIS -01
07-Mar-2016. 0200-450-0000-004-00-00-51110 32 HROL 2.97 IR Ewp: 001166 Pos: TEIOLIBCUST-06
07-Mar-2016 0200-d50-0000-004-00-00-51110 E) HROL 7.94 IR Emp: 001239 Pos: TEIOLIBTECH-02
07-Mar-2016 0200-450-0000-00d-00-00-51110 k] HROL 5,58 IR Emp; 001248 Pos; TZSIINSPLMB-01
07-Mar-2016 0200-450-0000-004-00-00-51110 40 HRO1 15,30 IR Emg: 001255 Pos: TLZ5HR OFCR-01
07-Mar-2016 0200-450-0000-004-00-00-51110 a4 HRO1 11,23 IR Emp: 001257 Pos: TLI5FINASST-01
07-Mar-2016 0200-450-0000-004-00-00-51110 46 HROL 13,35 IR Emp: 001264 Pos: TLZ7ASRADNMN-01
07-Mar-2016 0200-450-0000-004-00-00-51110 48 HROL 9.11 IR Emp: 001267 Pos: TEIOLIBTECH-O1
07-Mar-2016 0200-450-0000-004-00-00-51110 50 HRO1 7.63 IR Emp: 002683 Pos: TH41COAADD -01 f'
07-Mar-2016 0200-450-0000-004-00-00-51110 52 HRO1 17.17 IR Emp: 002702 Pos: T210POLSGT -01
07-Mar-2016 0200-450-0000-00d-00-00-51110 54 HROL 8,23 IR Ewp; 002740 Pos; TZS0INSPCLK-01
07-Mar-2016 0200-450-0000-004-00-00-51110 56 HRO1 5,42 IR Emp: 002791 Pos: TH4ACOACLRK-01
07-Mar-2016 0200-450-0000-004-00-00-51110 58 HROL 12,22 IR Enmp: 002825 Pos: TL7EPLNTOWN-OL
07-Mar-2016 0200-450-0000-004-00-00-51110 0 HROL 2.90 IR Emp: 002874 Pos: T292ACOASST-01
07-Mar-2016 0200-450-0000-004-00-00-51110 62 HROL 8.97 IR Emp: 002903 Pos: TEIOLIBTECH-03
07-Mar-2016 0200-450-0000-004-00-00-51110 64 HROL 10,00 IR Emp: 002919 Pos: T139COLSCLK-01
07-Mar-2016_0200-450-0000-004-00-00-51110 66 HRO1 14.10 IR Enmg: 002924 Pos: TB41COADIR -01 !

Figure 50 Expenses Not Summarized

Summarized—each expenditure account only has one record, in summary, for each warrant number:

a[AUC] 1110-Transaction History [luann] [_15]
Fle Edt Ledgers PurchaseOrders Accounts Payable FixedAssets HumanResources Budget Collections Tax MoforExcse MiscBling System Help
iy &) wlo|+|w] 2 Qf =] il
A Uiz G0 Transaction History
Gato...
Adtiens user Batch# FY  References Postingi
2016 1506 910012
& Dril Dawn
T Acct Bl Inguiry
& Exeel
& Exoel By Date 1account | 2Posting# | Jliser Bateh | 4 Referencedt | 5TrxDate |
Tre Date Account Humber Line GLLine TreCode Amount Type Display - Notes |
OP-Har-2016 0200-000-0000-000-00-00~10400 1 HRO1 3733.59 R Sumnary HR MWarrant: 910012 Batch: 15
O7-Mar-2016 0200-000-0000-000-00-00-20200 6 HRo1 2486.05 IR Sumnary HR Harrant: 910012 Batch: 15
07-Mar-2016 0200-000-0000-000-00-00-20200 6 HRo1 2486,05 CR Sumnary HR Warrant; 910012 Batch; 15
O7=Mar-2016 0200-000-0000-000-00-00-33300 7027 HRo1 373359 IR Sumnary HR Marrant: 910012 Batch: 15
O7-Mar-2016_0200-450-0000-004-00-00-51110 o7 HRo1 670.63 DR Sumnary HR Marrant: 910012 Batch: 15

Figure 51 Posted transactions when Module Control is Y-Yes

10. YEAR-END PROCESSING

10.1. 1099 R Processing

1099 - R Pro

Description
Re=et 1099 - R Menu

When creating the Federal 1099-R file, there was an

1099F Ertity Table

error if the file was not previewed prior to creating it.

Build 1099 - R Files

This was corrected.

Review 1093 - R Farms

Print 1093 - R Forms

Federal 1039 - RFile |

[ADM-AUC-HR-9773]

Save 1099R Forms as Employee Attachmerts/archive I

[MDT-SUP-SAPLAUC-789]

Federal 1099R

Do you wank to view the file?
Click. MO ba Skip View
Click. YES to Yiew File
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Errors were being issued during the W2 processing if information was missing from the Entity Table for ACA.
This has been corrected and during the W2 processing it will no longer check for missing ACA information.

ADMINS Unified Community

Human Resources

10.2. W2 Errors on Missing ACA Information

Payroll W2 1095 - C

1095-C Lin

1095-C Lin

. Section 4980H Transitional Relief [~

I entity [l Description [OWN OF ANVHHERE C109-R W2
Name  [TOWM OF ANYHHERE
Address 1[I MAIN STREET
Address 2
Address 3
City [CAMERIDGE Phone {505 555-0555
State f1§ | Zip Code f2135-0000 FedTaxID  [[1-3456795
Country State Tax 1D [[11-111-1111
1 Payroll 2 | DFayralEEeE] IPayrolgsR_ | 4 Payrol 1098-R ACE |
Contact Mame ﬁLLV W. PUBLIC Phone  [(555) 321-9876 Bt 123
Export File Path H:hauc_developnent aduhonestransFer
Transmitter Control Code Feza8
1094-C Line 22 (select all that apph/):
A Qualifying Offer Method I~ B. Qualifying Offer Method Transitional Relief [~

Coverage is Provided Through a Selfinsured Plan? & Yes © Mo

e 14 Overall Value:

All12 Months Jan
E o [
Jul

e 15 For Codes 1B, 1C, 1D or 1E:

Employee Share of Lowest Cost Monthly Premium for Sel-Only Minumum Yalue Coverage

D. 88% Offer Method

Employer Affardability Safe Harbor |_
Federal Poverty Line (FPL) Amount

Feb Mar Apr May Jun

[~ I r r I
Aug Sep oct Mo Dec
-

All 12 Months Jan Feb Mar Apr May Jun
I or [ 92,15 970 o7.10[ 97,10[ 101,56 101.%6
Jul Aug Sep oct Mo Dec

[ 101,96 101.96[ 101,96 | 101,96] 101,96| 101,59

11. HELP REFERENCE LIBRARY

11.1. New or Updated Documentation

The following new or updated documentation was added to the Help Reference Library.

EMPLOYEE POSITIONS

YEAR END PROCESSING
SPECIAL PROCESSING

OTHER
SYSTEM

Attendance Report (Time Used)

Employment Verification Report (3 yr wages)
W2 Year End Training Slides

EEO Reporting

Group Term Life Insurance — Over S0K
Module Control

System Administration Kit
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