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This document explains new product enhancements added to the ADMINS Unified Community (AUC) for 
Windows HUMAN RESOURCES system. 
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1 PAYROLL PROCESSING [Enhancement]  
ADMINS produces emailed, encrypted, password protected Direct Deposit Advice, W2, and 
1095C documents that employees may print from their smartphone (IPhone or Android).  

 

 

[ADM-AUC-HR-10361] 

 

1.1 Leave Balances on a Manual Check [Fix] 

ADMINS corrected an error on manual checks that was combining the active and terminated amounts for leave 
balances. 

 

[MAN-SUP-SAPLAUC-753] 
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2 BANK RECONCILIATION [Enhancement] 
ADMINS provides a manual method to clear checks, described below. ADMINS changed the message on the 
prompt, and now provides a pre-clearing report to allow a review prior to setting the cleared date on the checks. 

2.1 Manual Clear Button 

 
Figure 1 Before – the message on the prompt  

ADMINS changed the message on the prompt to clarify what will happen during the manual clearing process. 

 
Figure 2 New message on prompt 
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2.1.1 Pre-Clearing Verification Report 

A Check Clear 
Verification Report is 
displayed, with a 
prompt to post the 
cleared date to the 
checks.  
 
Click [No] to return to 
the screen without 
making changes; Click 
[Yes] to enter the 
cleared date on the 
checks as shown in the 
“Proposed Clear Date” 
on the report.  
 
Another prompt will 
announce that the 
Checks have been 
updated. Click on [OK]. 

 
 

2.1.2 Results 

The system will display the Bank Account Management screen and the cleared date column will show the 
cleared dates for each check. 

 

To “unclear” 
a check, 
position the 
cursor in the Cleared 
field and hit 
{spacebar}|{enter}.  

 

This will remove the 
cleared date for a 
check that was cleared 
in error. 
 

 
 
 

Figure 3 Result of the Manual Check Clear of a range of check numbers 

[ADM-AUC-HR-10350] 
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3 QUERIES  
ADMINS enhanced two of the Query screens. 

3.1 PAYCHECK HISTORY DETAIL SCREEN [Enhancement] 

ADMINS added the position number on the Paycheck History Detail screen to show what position was paid for 
the selected check. Go to: 

Queries  Paycheck History Inquiry 

 
Enter the employee # and click on the [0 Detail] button to get to the detail screen. This employee was paid for 
two positions on the same date, in two separate checks. 

 
Figure 4 Before – no Position number on the Paycheck History Detail screen 
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Figure 5 After – added the Position number to the screen 

[ADM-AUC-HR-10339] 

3.2 Warrant History Screen [Enhancement] 

 
Two additional optional reports 

were added to Warrant History 

screen.  
 
If the two reports are run during 

Payroll Processing, the output 

will be available in the Warrant 
History once the warrant is 

posted.  
 
Select [Site Payroll Reports – 
Optional] to run the optional 
reports.  

Figure 6 Before – the Warrant History Screen did not include the optional reports 
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Once the warrant is posted, the optional reports will be included on the warrant history screen. 

[ADM-AUC-HR-10141] 

4 REPORTS ON “REASON” [Enhancement] 
ADMINS added two new reports to the Timesheet report library to list timesheets which have a “Reason” note 
entered on a pay code. Reports are available for in-progress timesheets and for posted timesheets. 
Pay codes may require a “Reason” when a designated pay code is used.  
 

For example, a pay code may 
require additional 
information to help explain 
why the pay code was used. 
Some sites have used this for 
new pay codes that use 
Federal Covid19 relief grants 
for funding sources. 
 
This example uses Pay Code 
EPSLAPOL, with the “Reason 
Code Required” box checked. 
 

Figure 7 Pay Code table with a “Reason Code Required?” set to  Yes 
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When the EPSLAPOL  
code is used on the 
timesheet entry screen, 

a prompt is 
presented, requiring a 
text entry. After entering 

the text, the  

 button in the 
“Reason” column is 
clickable to allow 
viewing or changing the 
stated reason. 
 

4.1 #6882 Timesheet Entry Detail – Reason 

ADMINS added this entry 
report to show in-
progress timesheets with 
a “Reason” notation. The 
prompt requires entry of 
an unposted warrant 
number, and allows 

sorting by  Timesheet Group/Name, Timesheet Group/Employee #, Employee #, or Employee Name. 

Human Resources  Reports  Report Library  [By Timesheet]  #6882 Timesheet Entry Detail 

 
Figure 8 Timesheet Entry Detail – Reason report run as Print/Preview/PDF®  

[ADM-AUC-HR-10320] 

 

4.2 #6883 Timesheet History Detail – Reason 

ADMINS added this history report to show posted timesheets with a “Reason” note. 
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Human Resources  Reports  Report Library  [By Timesheet]  #6883 Timesheet History Detail 

 

 
Figure 9 Sample of Timesheet History Detail – Reason report run as Print/Preview/PDF®  

 

 
Figure 10 Sample of Timesheet History Detail – Reason report run as Excel®  

[ADM-AUC-HR-10320] 

5 REPORTS [Enhancement]  
In addition to the above, ADMINS made enhancements to three reports. 

5.1 #6254 Primary Timesheet Group vs. Timesheet Group 

ADMINS added a Primary Timesheet Group column to #6254 Timesheet History Summary by TS Group/Pay 
Code to identify productive and unproductive time by employee and pay code and/or location. A Timesheet 
Group may encompass multiple Primary Timesheet groups. Primary Timesheet groups can be used to group 
employees logically based on location or some other characteristic. 
 
As shown on the tabs of the employee maintenance screen, an employee has a Primary Timesheet group 
designated on the [2 Personal] tab that may differ from the Timesheet Group on the [5 Payroll] tab. Timesheet 
Groups are used to collect timesheets from multiple Primary Timesheet groups in logical sets when processing 
payroll.  
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Figure 11 Primary Timesheet Group on the Personal tab can differ from the Timesheet Group on the Payroll Tab 

In this example, as shown on the payroll register for warrant 903458, employees were paid from a Timesheet 
Group that differed from the Primary Timesheet group. 
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Figure 12 Report #6254 run as Print/Preview/PDF® now shows both the Timesheet Group and Primary Timesheet group 

 
Figure 13 Report #6254 run as Excel® now shows both the Timesheet Group and Primary Timesheet group 

[ADM-AUC-HR-10320] 

5.1.1 #7210 Payroll Register  

 
Figure 14 The Payroll Register shows both the Timesheet Group and Primary Timesheet group 
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5.2 #6754 Employee List – Additional Wages [Enhancement]  

  
ADMINS added three new optional filters to the report. Now, up to nine Bargaining Units, up to 
nine Pay Groups, up to Nine Timesheet Groups may be used as criteria. The report is available 
to run as Print/Preview/PDF® or Excel®. 

 
Figure 15 Before – the only selection criteria was on Pay Code 

 
Figure 16 After – three additional selection criteria  

 
Figure 17 The report run as Excel®  

[ADM-AUC-HR-10333] 
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5.3 6720 Employee Dates 

ADMINS added a “last paid” date column to the report of employee dates.  

  
 
This column is available only when run as Excel® due to page width limitations. 
 

 
Figure 18 Report #6720 now includes the “Last Paid Date” in column AB. Some columns hidden for illustration. 

 

[ADM-AUC-HR-10364] 
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5.4 #6896 Paycheck Summary by Employment Type [Enhancement] 

Employment type is designated on the  

Employee Maintenance   
[8 Dates/Class] 

tab, in the Classification area at the 
bottom of the screen. Employees can be 
assigned an employment type here. 
 

  
 

The report shows the 
number of 
employees, the 
number of hours, the 
number of days, and 
the dollar amount in 
pay for the specified 
period broken out by 
employment type. 

 
 
 

[MAN-SUP-SAPLAUC-752] 

ADMINS added a new report to the [By Paychecks / 
Other] Report Library. The Paycheck Summary by 
Employment type report requires a check date 
range and may be filtered by Entity Code, Warrant 
#, Pay Group, Bargaining Unit, or Timesheet Group.  
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6 TABLES [Enhancement] 
The Pay Code table has a 
[7 Detailed List] button 
to produce a quick Excel® 
report of the attributes of 
the pay codes.  
 
ADMINS added 
“Account”, “MERS” and 
“Reason” columns to the 
report to provide more 
complete information 
from the [1 Calculation] 
screen.  
 
This identifies Pay Codes 
that require a reason 
note to be added to the 
timesheets when the pay 
code is used. See also 
section 3.2 above. 

 

 

[ADM-AUC-HR-10352] 
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6.1 Bargaining Unit Table  Salary Schedules 

ADMINS added a Delete Step Range button to delete a range of steps instead of having to delete each individual 
step. 

 

[ADM-AUC-HR-10252] 

7 YEAR END PROCESSING 

The Additional Medicare Tax rate for employees earning over $200,000 per year is 0.9 percent. Learn more 
about this tax by visiting the IRS web page:  

Topic No. 560 Additional Medicare Tax | Internal Revenue Service (irs.gov). 

7.1 #6850 W2 Register 

Prior to the software update, all Medicare taxes including “Additional Medicare Tax for employees earning over 
$200,000 per year” were reported in the Medicare Tax Withheld column. ADMINS added a column to the W2 
Register to break out the additional Medicare tax that only employees pay to make it easier to balance to the 
941. 

https://www.irs.gov/taxtopics/tc560
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Figure 19 W2 Payroll Register 

[ADM-AUC-HR-10347] 

7.2 #6851 W2 Register by Warrant 

ADMINS also added a column to the W2 Register by Warrant to make it easier to see the additional Medicare 
deductions for employees earning over $200,000 per year. Now it can be more easily balanced to the 941. 

 
Figure 20 W2 Register by Warrant with a new column showing additional Medicare 

 
Run the W2 Register by Warrant after each warrant, and then run the 941 for the calendar 
year up to the current date. This helps to stay on track with the numbers and swiftly identifies 
any issues that require attention. The illustrations show that the 941 and W2 Register are in 
balance with the additional Medicare amount of $40.31 and the regular Medicare amount of 
$25,6414.66. 

7.2.1 Balancing to the 941 
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Figure 21 Schedule 941 B with the “Employee Addl Medi” highlighted 

The 941 reports show the over $200,000 additional Medicare as “Employee Addl Medi” above, and as “ADDL 
MEDI:” below. 

 
Figure 22 Form 941 with Additional Medicare payments emphasized 

[ADM-AUC-HR-10347] 

7.3 #7565 Dependents List Report [Enhancement] 

The ACA reporting 
tracks health care 
coverage for 
dependents or 
“covered individuals”.  
 
ADMINS created a 
report that will list 
the date of birth for 
all dependents. This 
will help sites perform 
analysis based on the 

dependent’s ages. This report is run to Excel®, and has several optional filters. Most of the filters are 
related to tables that each site controls. 

Human Resources  Reports  [Employee Reports]  {page down} 7565 ACA Dependent List  

Table 1  

Field Description 

Entity Code Restrict the report a single entity 
code – type the entity code into the 
field or select it from the lookup. 



 

ADMINS Unified Community Release Notes – Version 21.1 

Human Resources March 2021 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 19 of 25 

Field Description 

Enter Bargaining Unit Restrict the report a single 
bargaining unit 

Enter Timesheet Group Restrict the report to a single 
timesheet group 

Enter Employee Status  Restrict the report to an employee 
status  

Enter Employee Type 
Code 

Restrict the report to a particular 
employee type code.  

Include ACA Reportable  Yes  No  Both Select Yes for employees marked as ACA Reportable, 
select No for employees that are marked not ACA reportable, and Both to 
include employees marked either Yes or No. 

 

[AVON-SUP-SAPLAUC-484] 

7.4 Error Checking on 1095C Batch Entity [Enhancement] 

ADMINS introduced the batch selection screen for the 2020 1095C filing. This allows multiple 1095C batches to 
be in process at the same time. In the example below, Batch #21 is in use for Entity #4. 
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If during the Generate IRS Export File step, a selection is made that does not match the entity on the batch 
screen, the system will display an informational message that the “Entity does not match what has been 
selected for the Batch” and will not create the export file.  

 
 

Click the step again, select the correct entity, and continue. 

[ADM-AUC-HR-0365] 
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7.5 Bulk Tin Matching 

The IRS offers a TIN matching service. Sites wishing to use the service must register with the IRS to participate in the 

process. There are two options available, Interactive and Bulk. The Interactive TIN Matching process will accept 
up to 25 input name/TIN combination requests online. Results will be returned to the user in real time. In 
addition, ADMINS offers a file to be used in the bulk matching. Visit the link for instructions. 

https://www.irs.gov/pub/irs-pdf/p2108a.pdf 

 
Click on: 

Human Resources  Year End Processing  IRS TIN Matching  

to display the prompt.  
 
Enter the required warrant check date range (this ensures capturing data for the 
entire filing year).  
 

Enter the name of the folder where the file will be created. 
 

 

 
 
When the process is complete, the system will pop up a message showing the location and name of the export 
file: 
 

 
 

https://www.irs.gov/pub/irs-pdf/p2108a.pdf
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Upload the file according to the instructions from the IRS. 

 
The file created will conform to the bulk filing specifications, shown below. 
 

 
 

The data will include employees and covered individuals for ACA reporting. This TIN matching ensures accurate 
and timely reporting for W2, 1095C, and 1099R forms. 

[BLG-SUP-SAPLAUC-1349] 

8 EMAIL DISTRIBUTION LISTS [Enhancement] 
ADMINS provides system default distribution lists for the Human Resources Module. To add, remove, and view 
users on the lists, go to: 

Human Resources  Module Maintenance  Email Distribution Lists 

Table 2 Human Resources Email Distribution System Default Lists 

List Name Description Frequency Notifies recipients that: 

HR1095BST HR Attaching 1095 
Forms to Employees 

As needed The 1095C forms are attached to the employee 
records for viewing, etc. 

HR1099RBST HR Attaching 1099R to 
Employees 

As needed The 1099R forms are attached to the pensioner 
records for viewing, etc. 

HRAUDIT HR Audit Reports Weekly There are errors on the various HR tables 

HRCHKBST HR Payroll Bursting 
Checks/DD Advices 

Once or 
twice 
Daily 

Attachments are complete for the most recent 
payroll warrant. Schedule can vary. 

HRW2BST HR Attaching W2 to 
Employees 

Yearly/As 
Needed 

The W2 forms are attached to the employee records 
for viewing, etc. 
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List Name Description Frequency Notifies recipients that: 

BROKENATT Broken Attachments 
List 

Weekly Some attachment files are missing. If user-supplied 
attachments are missing it is usually due to an invalid 
location being used when the attachments are made. 
The site system administrator should provide 
guidance to the users. System generated 
attachments (check copies, tax forms) reported as 
missing should be reviewed by ADMINS. 

SYUPDTRAIN Submit Copy Live to 
Training in Batch 

As needed The request to copy live to training was submitted 
and will be run; also works to notify if the copy live to 
training was cancelled and / or completed 

 

8.1 New Buttons on Screen 

 
 
 
 
ADMINS added three new buttons to the screen to help manage the lists. 
 
 
 

8.2 Add User – All Lists  

A user may need to 
receive all emails issued 
from the system; 
typically, this would be a 
“Super User” or a local 
system administrator.  
 
To add the user at once 
to all existing email lists, 

click the  
[Add User–All Lists] 
button. Select the user 
from the pick list.  
 
This feature does not 
offer the [Add New Email 
Address] option. 
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8.3 Remove a Name from All Email Lists  

To remove a user from all 
email distribution lists (for 
example, due to termination 
of employment), click on 

 [8_Remove 
User All Lists].  
 
This will remove the 
username from the email 
distribution lists only; it will 
not remove or inactivate the 
user’s AUC credentials. 
 

[ADM-AUC-SY-8176] 

 

8.4 Copy a User to The Same Lists as an Existing User 

If a user, LuAnn, is replacing 
another user, BD, the new 
user LuAnn may be added to 
all the lists on which BD is 
currently included. Click 

 [9 Copy User-
Same Lists].  
 
(Do this first before removing 
BD from all lists.)  
 
The existing user is the 
FROM username and the 

new user is the TO 
username. 
 
Use this to add a new hire 
to all lists to which 
current department 
members belong.  

[ADM-AUC-SY-8181] 
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9 HELP REFERENCE LIBRARY 
The following new or updated documents added to the Help Reference Library: 

9.1 New or Updated Documents 

• YEAR END PROCESSING HR–780 Bulk TIN Matching [New] 

• OTHER HR–850 Module Control [Updated] 

• SYSTEM SY–150 AUC Email Distribution Lists [Updated] 
 SY–170 System Administration Kit [Updated] 
 


