HUMAN RESOURCES
RELEASE NOTES — MARCH 2018

This document explains new product enhancements added to the ADMINS Unified Community for Windows
HUMAN RESOURCES system.
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1. MAINTENANCE P EMPLOYEE MAINTENANCE » DEDUCTIONS

1.1. Inactive Cost Codes [Fix]

Inactive cost codes were not available in the lookup, but an inactive code could be entered directly on the
deduction screen of the employee record. Direct entry of an inactive cost code is no longer allowed and an
informational message will appear to notify the user that the code is not active. In the example, the Cost Code
“01BENS” is Inactive — and when attempting to enter it into an employee deduction record the error message will

appear.

- Cost Code REREEMN FETTCARE BENEFLT - CONVERSION

Caleulation " [i=ifiod 1 Use TaxRate Table

@ Iethod 2 FlatAmount §
C Methond  BaseBucketw [ @ Perdfnnusized  OverAnnual 5
Base Bucket# [ €0 Amount

2AddN ey

Status: Cost Code Inactive

2. TIMESHEET ENTRY

FEDT p5-Har-2018 1.,4500% I I I

[ [AUC] 6441-Employee Maintenance [theresa]

MARIE R GENERELX
TEACHER TEST

ents
ons
Jdd Code. Curent Tier 1
K Delete Code

2P
Table Additional  Addiional  Additional
CostCode Effective  Stop Date Amount Message Amount  StartDate  Stop Date

Add Cost Code

Required: Enter Cost Code [o1BENS |MEDICARE BENEFIT - CONVERSION

Required: Enter Effective Date (mmddyyyy] [03012018]

Lookup 0K | cancel Clear All

[AUC] 644 1-Employee Maintenance

o. P 142-Cost Cods s not active

[ADM-AUC-HR-9968]

2.1. No S Allowed for Unpaid Pay Codes on Manual Entry [Fix]

Pay Code  [CFR CAR ALLOWANCE

Prior to the software update, a dollar amount could be entered in the
manual time sheet entry for an “Unpaid” pay code type. This was
corrected and now neither the Rate nor Flat $ amount fields allow entry

for unpaid pay code types. In the example, the CAR pay code is shown. No

Paycheck Categary EARAL | CAR ALLOWANCE
Account Mumber
Benefit Staternent Category

Percent of Hourly Rate

Flat Amount
Units & Days

Actions

Manual Entry-Timesheets

Warrant F500000 Period 01-Mar-20158 t0 15-Mar—2013
Employee F500228 O hote | MINCHILLO, KAREM E.
Bank Check 0000000 Date

Pay Period E3 Figure Check UMCALCULATED Base Adj. [

 Hours
" PerDiem
N |

Pay Code Type " Regular

((: g;’:ﬂ:‘m Work Date Pay Code  Hours  Days Rate Flat§ Amount Pasition

¢ Unproductive 1-Mar-2018 CAR SO0ESCHCLRE-0Z

 Other 2-Mar—2018 FEG 8.00' 21,2600 170,08 SO0RSCHCLRK-02

2 5-Mar—2018 REG .00 | 21,2600 170,08 SO0BSCHCLRK-02

[MDT-SUP-SAPLAUC-1251]
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2.2. Error Message [Fix]

When adding a pay code for a work date prior to the date of hire, the error message “E6221-Bargaining Unit
Salary Table has no Dollars for this Grade/Step” was displayed.

Work Date Day PayCode Hours  Days Rate Flat§ Amount Sep Chk Account

d=Jul-2016 Mon (Sl [~ [1006-22000-51110-0226—-00000-0000—000
q-Jul—2016 Mon PTHER [~ [1000-22000-51110-0226-00000-0000-(000

E-Jul—-2016 Tus ™ J00G0—-0 0000 -00000 - 0000 —-00000-0000—- 000
5—Jul-2016 Tue OTHER [~ [1000-22000-51110-0226-00000-0000—(000
5—Jul—-2016 Wed LT T W VaTa T WA Ta T VA T Ta AT WA Ta A A W ATaTal

- Jul—2016 Wed [OTHER EheckiEiion ]
7—Jul—-2016 Thu

F-Jul-2016 Thu OTHER '0' E6ZZ1-Bargaining Unit Salary Table has no Dollars For this
2-Jul-2016 Fri W GradefStep

5-Jul-2016 Fri OTHER

9—Jul-2016 Sat. OTHER

S-Jul-201& Sat THER
10-Jul-2016 Sun JTHER

10-Jul-2016 Sun JJTHER [ 1000-22000-51110-0226—-00000-0000-000

Figure 1 Before

This check error message was replaced with a more helpful message: “E6286—No Employee Salary Record for
this Work Date”.

o= [AUC] 6200-Timesheet Entry [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections  Tax|

g|§| W4 c-l-r " &5'&}‘} Q,

Lol 1

The employee date of hire for\_
this position is February 5, 2018.

The error message appears
when a pay code requiring a

Goto...
Warrant

Timesheet Group
Employee
Position

Actions

@ [AUC] 6200-Timesheet Entry [theresa]

salary amount is entered onto -l Fil=: Edit Ledgers Purchase Orders Accounts Payable Ficed Assets  Human Resources Budget Collections  Tax
Work Date  Day Pay Code the time sheet with a work date B G| we| || 8|5y &
P0-Sep—2017 Hed . he d £ hire for th =
PL-Fob-3018 Thu prior to the date of hire for the 1 The system will permit
5-Feb-2018 Mon FEG current position. -1
o618 Tue FEC P = Goto... Warrant o accrual pay codes to be
7-Feh-2018 Wed ., actions Timesheet Group [ECHOOL-CLERK entered prior to the
= Employee 00040 |0 e .
Pusition e position hire date.
|‘" "" E6286-Mo Emplovee Salary Record For this Work Date Work Date  Day Pay Cod%rs Days Rate Flat & Amount Sep Chk
vy E0—Ser—2017 Hec [DVACACCR I [1000-300-1
- 1—Fob2018 Thu I~ [to00-300-1.
SF k2015 Mon FEG 30,00 18,2600 548,40 [~ [L000-300-1
E—Fen-2018 Tus FEG 30,00 18,2800 548,40 [~ [1000-300-1.
TFeb2015 Hed FEG 30,00 18,2600 548,40 [~ [L000-300-1

Figure 2 After

[ADM-AUC-HR-9814]
3. BANK RECONCILIATION

3.1. Bank Account Management [Fix]

Users encountered errors when clearing checks due to typographical errors on the cleared date. This would cause
the Excel® report to fail and require ADMINS intervention. Error checking was added to limit the date to within
five years of the current date.
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[=a|AUC] 7110-Bank Account Management Lalex]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Biling  System
i@ & e [+[m] 5 o @] &
Bank Account Management
st Bank: [
Actions
- PAYROLL - CITIZENS BANK LastCk# 0092433 iew Restrict View to C
= All Checks From Td
3 Listing ¢ Outstanding Checks Im
4 Man Clear M Task 7112 Clear Checks Amount Cleared
£ 1o Bankc Clear Checks 577 .54
This process will set the CLEAR DATE on HR Checks meeting
the criteria you specify below. You cannot undo this step. 289,20
_dcheck | _ZWETEEC This will physically clear the checks and issue a report.
0092452 T9-Fek
0092483 1a-Ff=b Required: Enter Bank Code |pAYR0|_|_, CITIZENS BANK. [AUC] 7110-Bank Account Management E
0092484 T9-Feb - ) : .
09405 TR Required: Enter Range First Check#: Last Check#: -
0092486 la-Fes  Required: Enter Cleared Date (mmddywyy] [01012081 P .
0092437 14-Feb '.9.' Date must be within 5 years of today
0092468 i-Jan k.
0092489 Ti-Jan
00324%  [IJan Runas @ preview ¢ Prnt ¢ PDF ¢ Excel
0092491 i-Jan -
Smmass T IfPrinting use Duplex & yes © No
0092433 L1-Tan Looku ok | cancel Clear All
0092470 FilDec v | |
Figure 3 Example of a typo that would cause the report to fail Figure 4 Error Message

Now, an error message indicates that the clear date must be within 5 years of today’s date, prompting the user to
adjust the date. The error checking applies for checks cleared using the [4 Man Clear] button as well as for checks
cleared one at a time in the screen (when clearing multiple checks with different cleared dates).

[ADM-AUC-HR-9984]
4. QUERIES

4.1. Warrant History Screen P Payroll Register [Fix]

The wrong version of the payroll register was being attached to the Warrant History Query screen. This was
corrected and installed on sites in January; it is mentioned here to document the change.

T

M 60 100 1 165 7 2 24 01 000 0 1 . .

Z2000000000000000000000 Before - the "first pass" register was
saved for retrieval.

K7210-HREAYREG. REP Printed 06-Mar-2018 at 12:18:4%2 by Page 1

Payroll Register

Batch: 346 Warran t: 160262 Check Date: 07-Mar-2018 Period: 26-Feb-2018 thru 04-Mar-2018
o 237
@

7210-HRPAYREG.REP Printed 06-Mar-2018 at 12:18:44

Batch: 346 Warrant: 160262 Check Date: 07-Mar-2018

Page 1
After - the "second pass" register is
saved for retrieval.

[ADM-AUC-HR-9966]
5. REPORTS
5.1. [By Paychecks/Other]

5.1.1. 6801 Paycheck Cost Code Summary-By Category/Cost Code [Fix]
The Paycheck Cost Code Summary-—By Category/Cost Code Report was enhanced to run faster.

[ADM-AUC-HR-9981]
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5.2.

[By Employee]

5.2.1. 6714 Employee List—-Grade Schedules (Fix)

The Grade Schedules table has been modified to remove spaces in the Position # field. This enhances the ability to
make easy comparisons from one report to another. It also makes it easier to sort by the Position # column.

%) IRIS - 192.168.168.24 - Remote Desktop Connection

(| i 7 - = EmployeeList_Grade_6714 THERESA[GLml - Microsoft Excel =
Home  Insert  Page layout  Foemulas  Dats  Review  Wiew v @ o &
c34 ~ fe | TBOLPOLDETL-DS
A B o (8] E F G H |
1 |Emp# Name Position# Description BargainingUnit Schedule Grade Step FTE
17 1070440 ANZIVING, KAREN A T138TRSASST-01  ASSISTANT TREASURER/COLLECTOR TOCL -01 C1 10 5 1.00
15 (002794 APP, LAWRENCE L T220FIRLT -02 Fire Lieutenant FIRE -FI Fl 1 4 1.00
18 (010610 ARSEMAULT, LYNN F SO003TEAGROZ-05  SOUTH SCHOCL TEACHER MWTA 26 M30 1 11 1.00
20 (010196 ATHANASOPOULOS, MARIE K SO0BTEAPHED-03 BHS TEACHER MWTA  -26 B 1 10 1.00
21 070845 ALULD, MICHAEL B SO12TEABMMS-01 BMS TEACHER 26 PAYS MTA  -26 M15 1 5 1.00
22 (010016 AURELIO, KEITHP SO0BTEABHS -01  BHS TEACHER 26 PAYS MWTA 26 M 1 11 1.00
23 (003105 AUSTIN, KAREN A T422DPWHCLK-01 PRINCIPAL CLERK HIGHWAY TOCL -01 C1 8 6 1.00
24 (007075 AUTOTE, LYNN SO006CAFWRKR-03 CAFETERIA WORKER - UNION AFL 10M -AF10 CRW 1 11.00
25 (070939 AVERY, MICHAEL M JR SO09ATHATHL-01  COACH NON  -MNO COACH 1 3 1.00
26 (000307 AYOTTE, KEITH JR T210POLSGT -05  POLICE SERGEANT POLU  -PO PO 3 4 1.00
27 070156 BACH, MARIE D S009CAFSUBS-01 CAFETERIA SUBSTITUTES NON - -NO CAFS 2 11.00
28 (004022 BACON, KEITH W T172PLNBORD-01  PLANMING BOARD ELEC -EL PLARN 1 1 1.00
249 (070766 BADEAU, LYNN SOT0ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIAN AFLABA12-MOEL ABATECH 1 2 1.00
30 070481 BAGDASARIAN, LAWRENCE C TE30PRKCOMM-03 PARKS COMMISSION ELEC -EL PT 2 11.00
31 (002783 BAGSTER, KAREN T220FIRCLRK-01  PRINCIPAL CLERK-FIRE TOCL -01 C1 8 6 1.00
32 (001255 BAILEY, KAREN T135HR OFCR-01  HUMAN RESCURCES DIRECTOR MGMT  -TH TWN MISC 1 9 1.00
33 (002944 BAKER, LAWRENCE E T431CEMCOMM-01 CEMETERY COMMITTEE ELEC -EL CEMETERY 1 1.1.00
Figure 5: Before—Grade Schedule Report had spaces in the Position # field.
B3 IRIS - 192.166.168.24 - Remote Desktop Connection -
I = EmployeeList_Grade_§714 THERESA[TIxml - Microsoft Excel =&
Home  Insert  Page layout  Formulas Data Review  Wiew v @ o=
=] ~ Jfe | TLISHROFCR-01
A B c 5] E F G [ H I
1 |Emp# Name Position# Description BargainingUnit Schedule Grade Step FTE
17 1070440 ANZIVING, KAREN A T138TRSASST-01  ASSISTANT TREASURER/COLLECTOR TOCL -01 C1 10 5 1.00
15 (002794 APP, LAWRENCE L T220FIRLT-02 Fire Lieutenant FIRE -FI Fl 1 4 1.00
18 (010610 ARSEMAULT, LYNN F SO003TEAGROZ-05  SOUTH SCHOOL TEACHER MTA 26 M30 1 11 1.00
20 (010196 ATHANASOPOULOS, MARIE K SO0BTEAPHED-03 BHS TEACHER MWTA  -26 B 1 10 1.00
21 (070845 ALULD, MICHAEL B SOT12TEABMMS-01 BMS TEACHER 26 PAYS MTA  -26 M15 1 5 1.00
22 (010016 AURELIO, KEITH P SO06TEABHS-01 BHS TEACHER 26 PAYS MTA 26 M 1 11 1.00
23 (003105 AUSTIN, KAREN A T422DPWHCLK-01 PRINCIPAL CLERK HIGHWAY TOCL -01 C1 8 6 1.00
24 7007075 AUTOTE, LYNM SO0BCAFWRKR-03 CAFETERIA WWORKER - UNION AFL 10M -AF10 CRW 1 1 1.00
25 (070939 AVERY, MICHAEL M JR SO09ATHATHL-01  COACH NON  -NO COACH 1 3 1.00
26 000307 AYOTTE, KEITH JR T210POLSGT-05  POLICE SERGEANT POLU  -PO PO 3 4 1.00
27 070156 BACH, MARIE D SO009CAFSUBS-01 CAFETERIA SUBSTITUTES NON  -MNO CAFS 2 1 1.00
28 (004022 BACON, KEITH W T172PLNBORD-01  PLANNING BOARD ELEC -EL PLARN 1 1 1.00
26 070766 BADEAU, LYNN SOT0ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNICIAN AFLABAT2-MOEL ABATECH 1 2 1.00
30 /070481 BAGDASARIAN, LAYWRENCE C TBI0PRKCOMM-03 PARKS COMMISSION ELEC -EL FT 2 1 1.00
31 (002783 BAGSTER, KAREN T220FIRCLRK-01  PRINCIPAL CLERK-FIRE TOCL -01 C1 8 6 1.00
32 (001255 BAILEY, KAREN T135HROFCR-01  HUMAN RESCURCES DIRECTOR MGMT  -TH TWN MISC 1 9 1.00
32 002944 BAKER, LAWRENCE E T491CEMCOMM-01 CEMETERY COMMITTEE ELEC -EL CEMETERY 1 1 1.00

March 2018

Figure 6: After — The Grade Schedule report has the spaces removed in the Position # field to match other reports

[PCS-SUP-SAPLAUC-588]
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6. TABLES

6.1. FLSA P Error Checking [Fix] Error checking was added to
the FLSA calculation step to

pTE s T = o T notify the user if data is
missing. In the example, the
e e “Start Date” field was left
blank for the 40HOURS FLSA
P— code, and the system displayed
A R @ oo

the error report when the
[Calculate FLSA] step was run.

[ADM-AUC-HR-9918]

6.2. FLSA Document [Updated]

The FLSA document was updated to reflect changes made to the process since the original release. There is no
longer a steps menu for the FLSA calculation. See HR-460 FLSA Processing in the help reference library.

[ADM-AUC-HR-9918]

7. REPORTS “DROPPING OUT OF SIGHT” [FIX]-V92 SITES ONLY

Reports were hidden behind the AUC application, requiring users to minimize the AUC application to view or
print reports.

1. Adobe PDF®
2. Excel®
3. Preview/LIS format

== [CRI] 2057-Yendor History - Youchers Payable [theresa] =B %
File Edt Ledgers PurchaseOrders Accounts Payable Fixed Assets HumanResorces Budget Colections Tax Motor Excse MiscBiling Sys) p h Id
o= =
e[ = 1= T T = e T Q:’ Cl The user could use
o) G=lnsert - - E
; 2 5 CITAT @ I I
Vendor History - Vouchers Payable | . | Dol @ ot Find & Alt Tab or Insert Tab
Goto. tyles = | = Format ~ <2~ Fitter~ Select~ H H
B04379 Local vendor © ves & {0 k y k b
Actions ’ OMNI HOTELS & RESORTS 1099 Code Entered  09-Now-2017 BLYNCH =l Edtng e Stro e Com Inatlons
Class UNCL Unclassified changed b
; R to toggle between the
b Paid Liuidsted Re | . K
i [ | 45300 45300 ann ppl d h
Ending Date I Imvoice Selection % Cleat Invoice Select | 45300 45300 0 000 | AUC A |Cat|0n an t e
906.00 906.00 0.00 h - dd t
3Purchase Orders | RIS | SOREEEES p )
Seieatch [Voucher® [Voucher Date _[Department _[invaice® frwoice Date Emur] Remainmn g Balfstatus Check Type
I~ 2952 469868 [16-Nov-2017 (1202 951701 [05-Naw -2017 453,00 [Flosed Printed
[2482 465865 |16-Nov-2017 [1202 [ 451702 [05-Nov —2017 453.00 [losed Printed
Clicking on this resize
button would allow the user
to reduce the size of the
application window to find
the hidden reports.
6 Yon Seerch A | 8 Excel oprev | ot | J
- al
~ Added 03-Now-2017 By BLYNCH Changed by [Seatus: Vendor Active T 2 0 100% (o U )

Figure 7 Before — Report “hiding” behind the AUC application

With the software update, the reports will now remain the focal point until the user closes or minimizes the report.
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~ hdded 02-3an-2015 By THERESA Changed by

=] - GL_Monthly_TH_Bal THERESARZ]xml - Microsaft Excel EIEES
Fie Edi Ledgers Purchase Orders  Accounts Payal @ =
o] @B @] we| [ | o] &[S Home | Inset  Pageloyout  Formulss  Data  Review  View  Team c@o@
TR e S Swmre o E 5 v T AR
1643 M. , PP N B JELCSE A
Goto - - Ewerge e conter = § - 0 e - sties- | (HFomets 2+ At S
PRI oo Font: Aligrment Mumber Styles cells Eciting
Actions a2 - 7
P ol A B < o E =
4 Fiscal Year: 2018 for Dates from 01.Dec2017 to 31.Dec2017 =
2] 1
 Eelecir Criere|| 3 Aecount and Deseripfion Beq Balance Pri Balance Curr Debits Curr Credits
4 101-0000-11200-000000 CASH 674054745 768320820 542428286 1,457 216,68
Element From || 5 101-0000-11201-000000 VVEBSTER BANK 101,902,710 532,171 34 T8 A15T4
3RunReport From Fund G5 || 101-0000-11202-000000 GITIZENS-370 PARTY RESCUE 24852125 246,931 56 000 248 531 56
Oepartmart o || 7 101-0000-11370-000000 CASH -CTY HOSFTAUZATION 533067 693535 000
oot St g C110000-11320-11101 CASH ITY HOSPTALIZATION 238143313 000 237 55226
4 Clear Al §_101-0000-11320-111302 CASH -CITY HOSPITALIZATION 0m 126475808 000 125,108.07
Preject 00| 10 101-0000-11320-111304 CASH -CITY HOSPITALIZATION 000 1361758 000 126858
1 101-0000-11320.111305 CASH -CIT¥ HOSPITALIZATION 0 -259,308.57 000 28,683 32
12 101-0000-11320.111305 CASH -CITY HOSPITALIZATION 0 2,447 70651 000 000
13 101-0000-11320111307 CASH -CITY HOSPITALIZATION 0 1541 75718 000 000
13 101-0000-11320.111308 CASH -CITY HOSPITALIZATION 0 2818471 000 000
Reports will remain 15 101-0000-11320111308 CASH -CITY HOSPITALIZATION .00 1301600 0.00 0.00
15 101-0000-11400-000000 PETTY CASH - CITY TREAS 150000 150000 000 000
front of the AUC 17 101-0000-11491-000000 PETTY CASH - PLRCH DEPT 10000 50000 000 000
application until 15 /101-0000-11402-000D00 PETTY GASH - PURGH ROT FD 50000 50000 000 000
R 19 /101-0000-11403.000000 PETTY CASH - CITY CLERK 25000 25000 000 000
minimized or closed. 20 101-0000-11404.000000 PETTY CASH - LIBRARES 42000 42000 000 000
21/101-0000-114D5.000000 PETTY CASH - DEPT SR SER 20000 20000 000 000
22 101-0000-11405-000000 FETTY CASH - MLNICIPAL COLRT 50,00 5000 000 000
23 101-0000-12200.000000 INVESTMENT - CITIZENS 252 252 000 000
el Onty Postea H| 2 | 1-0000-1 2201-000010 EBSTER INVESTHENT 1035,086.04 507879776 4,000,000 00 000
25 1(01-0000-12204-000000 INVESTMENT-WASHINGTON TRUST 63922.40 12,076,421 71
Posted Date 26 1(01-0000-12205.000000 IVESTMENT-BAHK RI 10,75,169.11 0,201 34852 10217 54492 10,20 848.52
Joumaté 27 101-0000-12208-000000 INVESTMENT-OSP 201183921 2021 59433 000 000
Joumnal Type 25 101-0000-12203-000000 INVESTMENT-CENTREVILLE SAVINGS 2,091,19062 713257283 0.00 0.00
oL Gode [~ |22 101-0000-13103-000000 e AsSEM. REC. 2008 FY2009 588,124.10 58489503 000 Fi087
SubGLCode [ || 30 101-0000-13110-000000 Tix ASSEM. REC. 2009F Y2010 539,089.79 537 25277 000 40448
Cortral [ a1 101-0000-13111-000000 T ASSEM. REC. 2010 F Y2011 938,662.50 330,464 7 000 228827
32 101-0000-13112.000000 TA% ASSEM. REC. 2011 F2012 840,931.70 827 48485 000 108774
33 101-0000-13113.000000 TAX ASSEM. REC. 2012F2013 851,140.67 83499233 000 0503 v
44 » | Gltrimedrpt T Ikl 1|
Ready | | [EE| I 1003% (=) v +

Figure 8 After

B el\a...

ogin.tro

If a small window like this appears at the top corner of the AUC application screen
after running a report, minimize it using the "minus" sign, NOT the "X" in RED--
this will only need to be done once per AUC session

8. HELP REFERENCE LIBRARY

8.1. New or Updated Documentation

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

e SPECIAL PROCESSING
e YEAREND

HR-460 FLSA Processing
HR-630 W2 Year End Training Slides

HR-635 IRS Notice 1036 (2018 Withholding Tables)

HR-670 1099-R Slides
HR-760 ACA Webinar January 2018

March 2018

[ADM-AUC-V90-78]

[Updated]
[Updated]
[New]
[Updated]
[New]
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