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This document explains new product enhancements added to the ADMINS Unified Community for Windows HUMAN 
RESOURCES system. 
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1 MAINTENANCE  
When an employee was added, the file used for doing a lookup was not being updated properly.  This caused 

confusion when trying to use the lookup to find this employee right after they were added. ADMINS corrected this, so 

now after adding an employee, they will be immediately available via the lookup window.  

1.1 Employee Maintenance Screen [Fix] 

 
 

 
 

 
Figure 1 Before – The new employee “Bourman” was not found in the lookup 

 
Figure 2 After – the new employee “Bourman” appears in the lookup immediately after being added or edited 

[ADM-AUC-HR-10061] 

Exit the screen and return later to add or change data; use the 

lookup (this example uses name, but any lookup applies) to 

find the employee: 

 

For example, the employee 

# 071266, Christopher 

Bourman is added in the 

Employee Maintenance 

screen: 
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1.2 Allowable Date Range when Adding Positions [Enhancement] 

When adding a position, the date of hire must be entered, and entry is restricted to a defined date range.  To work 

around this, the user adding the position could enter a date within the defined range, and then go to the dates/class tab 

to enter the actual date.   

 

To eliminate these extra steps, ADMINS added two new module control values that will define the allowable date 

range when adding positions in the employee maintenance screen; each may be modified to suit the needs of your 

location. Select Human Resources  Module Maintenance  Human Resources Module Control to access the feature 

(which may be used only by “Super Users” with a security level of 20 or above – contact the local Super-User or 

support@admins.com): 

 

 
Figure 3 Module Control #s 6164 and 6165 control date range for adding employees 

 

If a position is added with a date outside of the range limits, a message will be displayed: 

 

  
Figure 4 Example of entering a date outside the defined limits 

 

The system will redisplay the prompt, allowing the entry of a date within the limits.  Or, the operation may be 

cancelled, and the module control values set to expand the allowable dates. When installed with the software update, 

the values will be set to 180 days prior and 60 days forward as shown in Figure 3.  

[ADM-AUC-HR-10068] 

support@admins.com
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2 POSTING PAYROLL (HR01) BATCHES FOR SPLIT YEAR [Fix] 

  
 

 
Figure 5 GL Transactions showing batch number 903187 for the old fiscal year and 9031871 for the new fiscal year 

[ADM-AUC-GL-8298] 

3 SPECIAL PROCESSING  ADDITIONAL WAGE–AMOUNT UPDATE [New] 

 

 

ADMINS changed how the GL batch numbers are 

created from the warrant for split year payrolls.  For 

example, in calendar year 2019, for sites that pay from 

Thursday to Wednesday each week, there will be 

transactions dated June 27 – June 30, posted under 

batch number “######”, and transactions dated July 1 
– July3 posted under batch “######1”. This will make 

the posting easier to track through the system when 

there is a pay period that spans fiscal years. 

 

The “old” year will 

use the warrant # for 

the GL batch number; 

the “new” year will 

use the warrant # with 

a “1” appended.   

To facilitate annual amount changes for 

wages paid as an additional wage, 

ADMINS added a process to update all 

active additional wage records with a 

new amount.  All employee records with 

an additional wage set up can be updated 

en masse via this process. Select Human 
Resources  Special Processing  
Additional Wage–Amount Update. 

 

A prompt will pop up and require the 

pay code and the new amount. Decimal 

places are allowed; if none are entered, 

the system will set the amount as whole 

dollars, so entering 325 will result in the 

wage being set to $325.00 on the 

Additional Wages tab of the Employee 

Maintenance screen. 
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Figure 6 The process produces a report, and prompts to review before posting the changes 

 

Once posted, the change is evident on the Employee Maintenance  [4 Add Wages] screen. 

 

 
Figure 7 [4 Add Wages] tab shows the new amount applied for each employee 

[ADM-AUC-HR-10041] 
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4 QUERIES  EMPLOYEE ENCUMBRANCE HISTORY [Enhancement] 
ADMINS added a new report to the Employee Encumbrance History screen.  

 
Figure 8 New Excel

®
 summary added to the screen 

 
 

Column Header Description/How Used 

A FY Fiscal Year 

B Emp# Employee number 

C Employee Name Employee name 

D Position The position number for the employee 

E Position Description The description as defined by the position number 

F Encumbered Account The account number and description for the encumbered amount 

G Annual Salary The current annual salary for each employee 

H Salary-Encum The encumbered amount 

I Adjustment Any adjustments to encumbrance amounts 

J Paid The amount paid to-date for the fiscal year 

K Balance The remaining encumbrance 

[ADM-AUC-HR-10067] 

Note: this button 

produces an Excel
®
 

report of all 
employees; the 

columns provided are 

described in the table 

below Figure 8. 

 

Timesheet security 

ensures that records 

will only be visible to 

authorized users with 

access to the 

employee’s timesheet 

group. 
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5 REPORTS  
A change was made for all reports. In the 

past, this progress bar image was displayed 

as reports were running.  This was causing 

an issue with some Excel® reports; ADMINS 

turned this feature off for now and will reinstate it at a later time.  

[ADM-AUC-SY-8093] 

 

5.1 Retrieve Output Files Customized Subject Line [Enhancement] 

 
Figure 9 New Subject Line field is an optional field on the Email Reports form  

 
Figure 10 Email with attached file 

ADMINS offers the 

Retrieve Output file 

feature on every module, 

allowing all AUC users to 

send a report to any valid 

email address.  With this 

software update, ADMINS 

is pleased to announce a 

customized subject line 

for email reports. 

 

Select the file and click on 

[4 Email Report]. Fill in 

the prompts as shown in 

Figure 9. 

The result is shown in 

Figure 10.  Most output 

formats (.lis, .xml, .xls) are 

converted to PDF prior to 

emailing. If mailing a .csv 

file, the .csv format is 

retained. 

 

[ADM-AUC-SY-8084] 
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6 COST CODE TABLES [Fix] 

A 
Figure 11 New cost codes copied properly 

 
Figure 12 After – adding multiple cost codes using the [Copy Code] button works properly 

[ADM-AUC-HR-10059] 

7 TAX RATE TABLES [Enhancement] 
To accommodate the Rhode Island state changes to the taxation of supplemental wages, ADMINS changed the Tax 
Rate table to allow a second check percentage.  Access the table by clicking on Human Resources  Tables  Tax 
Rate and page down to the records for Rhode Island.  

ADMINS was 

alerted to an error 

that occurred when 

repeatedly copying 

cost codes to 

create new cost 

codes.  This was 

corrected and 

installed with the 

software update.   

 

Now when 

copying cost codes 

to create new 

codes, the new 

code will be 

evident in the cost 

code field on the 

screen (see Figure 

11) and in the edit 

list (see Figure 12). 
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Figure 13 Second Check state percentages allowed  

Learn more about this change on the Rhode Island tax web site: 

http://www.tax.ri.gov/forms/2019/Withholding/2019%20Withholding%20Booklet. 

[ADM-AUC-HR-10066] 

8 YEAR END PROCESSING  1099R FORMS [Fix] 
The changes to the 1099R form resulted in the TIN number showing in the window envelope.  Sites were notified to 

take corrective action. This was fixed and patched to all sites in January and is noted here to document the change. 

[ADM-AUC-HR-10070] 

8.1 Edit 1095 Work File screen and 1095C Forms [Fix] 

Line 15,  Employee share, will not display “0.00” if there are no amounts charged to the employee.  The file as 

submitted to the IRS will be correct.  

 
Figure 14 The 1095C form line 15 is correct – it will not show “0.00”, it will be blank 

[ADM-AUC-HR-10073] 

 
Figure 15 Edit 1095 Work File screen 

 

ADMINS also changed the 

screen to match the 

forms; the  12 Mth 

label above the list of 

covered individuals was 

properly labeled with a 

(d) instead of an (e) and 

the  “Months 
Covered” label was 

changed to “Months of 
Coverage”. 

[ADM-AUC-HR-10065] 

http://www.tax.ri.gov/forms/2019/Withholding/2019%20Withholding%20Booklet
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8.2 ACA Processing Error Reports [Enhancement]   

To accommodate sites transitioning to or from using a Health Savings Account 
(HSA) plan, ADMINS changed the error checking report produced when building 

the 1095 file.  

 

The 1095 Form Error Checking report will issue a warning, prompting the user 

running the process to check on the employee record to ensure that it is correct.  

The 1095C will still be issued; this is a warning, not a hard error. 

 

 
Figure 16 1095 Form Error Checking report showing new warning messages 

[ADM-AUC-HR-10073] 

9 HELP REFERENCE LIBRARY 
The following new and updated documents were added to the help reference library. Updated webinar materials are 

always available on the ADMINS website; go to http://www.admins.com/Pr1v8/customer-webinars.asp to view them.  

9.1 New and Updated Documentation 

 SPECIAL PROCESSING HR–455 Additional Wage Update [New] 

 YEAR END PROCESSING HR–620 W2 Processing [Updated] 
  HR–765 Calendar Year End ACA Processing Slides [Updated] 

 OTHER HR–850 Module Control [Updated] 
  HR–825 Favorites Screen [New] 

http://www.admins.com/Pr1v8/customer-webinars.asp

