HUMAN RESOURCES

RELEASE NOTES — MARCH 2022

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows HUMAN
RESOURCES system.
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Release Notes — Version 22.1
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1 POSITION MAINTENANCE [0 ALL EMPLOYEES] [ENHANCEMENT]

There is a new [0 All Employees] button added to the HR position maintenance screen. Prior to the software update, the
screen showed a maximum of two employees; now all employees assigned to the position will be listed when clicking

[0 All Employees].

HR » Maintenance P Position Maintenance

[AUC] 6550-Position Maintenancel‘

Position Maintenance

-

x

Goto...
Position EE| ZH-0) Current Employees:
e e pescrption 070697  CEOLINSKI, LYMN K
070376 HAGLE. LYNN J
Pasition Category BHY behavior technician
Qe T Timesheet Group FCHOOL-ABA school weekly aha
Bargaining Unit AFLEHV1Z2-MOEL grandfathered hehavior tech elem 2 hec
- Schedule [EHWTECH behavior technician
2 Remove Position _—
Grade i
St
3 Copy Position =P g
— — o o — r " 2 R - o

== [AUC] 6550-Pesition Maintenan:el
Position Maintenance
Goto.
Position EO0ZEERTECH-01 Current Employees:|
Actions Position Description  [EHV TECH GRANDFATHERED DIPIETRO 070745 HOUSEHOLDER . LYNN B
070697 CEOLIMSKI, LYNN K
Position Category  [BHV behavior technician 0 AllEmployees
e Timeshest Group CHOOL-ABA__ school weekly aba
Bargaining Unit RFLBHVIZ-MEL erandfathered behavior tech elem & bes
Schedule BHVTECH behavior technician
2 Remove Position —
Grade T
3 Copy Position Step 3
. Budget Group 1 Employees in Position SOD3BEHTECH-D1 X
4 Edit List
Pay Group
EEO Category Description TernDate | Tof
EEO Type WERT . HARTE EHV TECH GRANDFATHER: 1,001 ~
5 Queries . IAGLE, LYNN T EHV TECH GRANDFATHER K 019
Workers Comp Code || 1070697 CEDLINSKI, LYMM K BHV TECH GRANDERTHER 1.0000 01-Jul-2020
FLSA Cade 070745 HOUSEHOLDER, LYNN B BHV TECH GRANDFATHER 1,000 01-Jul-2019
& Posiion Seqmens Employment Type
ostion Seamen Employment Status
Accrual Group
-
Entity
Default Accountét
Full Time Equivalent 0K Find | Search Help  Eof
Supenisor Position
O
Supenisors
Y, - P . I, R » r »,r A4 B o /f - -2 P

Figure 1 Before — only two employees were shown on the Position Maintenance screen

Figure 2 After — all employees for the position are listed when clicking on the new [0 All Employees] button

[ADM-AUC-BU-3965]

2 EMPLOYEE MAINTENANCE SCREEN [Enhancement]

1 Contact 2 Personal 3Ded/Ben | | 4Add Wages

5 Payroll 6 Accounting 7 Salary 8 DalesiClass

8 Dearees

0 Custom U Accidents VACA

Tax Information

Reporting Location [

Location Grade | Federal FED W

State I
Date Married | Otherstate] [
Fingerprinted

Date of Physical
Date Deceased Surviving Spouse

Figure 3 Before

== [AUC] 6448-Employee Maintenance|

Employee Maintenance

TaxType Tax Table Exemptions

FORM W4

() == 2020 box 2¢ checked
(@) == 2020 box 2¢ not checked
(0 ==2019

Step3 [
step4a [
Stepdb [
Stepdc [ 151,00

-
H
-

-

FORM W4
Reporting Lacation | (® == 2020 box 2c checked
Location Grade (== 2020 box 2c not checked
Date Waried (O ==2019
Fingerprinted St 3
Date of Physical ep

Date Deceased Sunviving Spouse Step 4a
B— — —— ——| stepao
. Step 4¢

Tax Information
TaxType TaxTable Exemptiong

Federal  FED2020 Mo ]
State M MM ]
Other State ] ]

Figure 4 After

HR » Maintenance P Employee
Maintenance P [2 Personal]

ADMINS changed the

[2 Personal] tab of the Employee
Maintenance Screen to better
represent how the W4
information should be entered.

All the same fields remain; the

screen is reorganized to track
with the W4 more easily.

[ADM-AUC-HR-10488]
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2.1 Reinstating Employees [Fix]

March 2022

Prior to the software update, the Employee Reinstatement prompt had the title “Employee Termination”. This was

corrected.

57 [AUC] 6445-Employee Maintenance [theresa]

Employee Termination

Required: Employee Status Code |Rgca||gd
Required: Enter Primary Timesheet Group ([T 0 | [Police Department

oK Cancel Clear All

Figure 5 Before — the reinstatement prompt showed an “Employee Termination” label

Employee Reinstatement

Required: Employee Status Code D |

Required: Enter Primary Timesheet Group |SCHO0L—SOUT | |dipietm school

Lookup Cancel Clear All

Figure 6 After — the prompt is labelled “Employee Reinstatement”

[ADM-AUC-HR-10468

3 TERMINATED EMPLOYEE - Inactive Timesheet Group [Fix]

== [AUC] 6700-Timesheet Groupsl - X
Timesheet Groups

Gato. — e ———

SEETE Timesheet Group [l i
— Description Part Time Town Employees

5 Copy Fro ser ‘ 1 4pproval ~ [ ZEntry
6Add Group
7 Mark for Delete Primary Secondary Tertiary
Level Description Approver Approver Approver

8 Edit List Level 1

8 Emp by Code Level 2

Level 3
Level 4
Level 5

Status: Timesheet Group Inactive
| Status: Timesheet Group Inactive |~ Lkup P

This terminated
employee belongs to the
inactive timesheet group
“TOWN-PT”.

The employee record is
still available.

If a timesheet group was inactivated, any terminated employee in that timesheet group was not available for

viewing in the employee maintenance screens.

This has been corrected. This example uses the inactive timesheet group “TOWN-PT”.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4 VOID/MANUA

L

= [AUC] 6440-Employee Maintenancel
Employee Maintenance
Goto...
ot Employee Number fl  KEITH PADULA Emplovee Attachments
P Position F00STERASUES-01 SUBSTITUTE TEACHER 10f 1 Employes Positon Attachments.
1Add Emploves - E—Fah—,
T Terminated 15-Feb Fosition Contralt 600000
1 Contact 2 Personal 3DedBen | | 4Add Wages Fa 6Accounting | | 7Salary | |8 Dates/Class| | S Dearees 0Custom | | UAccidents VACA
Pay Classification Y Salary Change GTUUD Information
Effective Date  08-Jun—2021 =
Bargaining Unit MON M0 Mo Bemefits Annual Salary 110,00 Entity |1 Enplo
Grade Schedule SUBS Substitute Teachers Period Salary 110,00 TimesheetGroup ﬁUHN -PT
Grade 1 Daily Salary 110,00 —
Step 4 Hourly Rate 110.0000 Lump Sum Indicator [
FTE  1.0000 Per Diem 110,00
Tie, 1
PPN WPV SV V77

[ADM-AUC-HR-10490]

The void/manual screen pay register was not printing all the deductions if there were over 20 deductions/benefits. The
report was enhanced to include more deductions and to sort in the same order as the screen.

4.1 Pay Register with more than 20 Deductions

== [AUC] 6203-Void/Manual/Figure Paycheck]

-

x

1 Timesheets. 2 Wages. eduction Entry j 4 Benefit Entry 5 Base Buckets
Cost Code [Description n fype [Additional Information
NC—PH3 [NORFOLK CTY PEMN 9% 95,33 i 100 Checking Saving HOT EDITAELE - % 0OF BASEBU
INCZ2 NORFOLK CTY 2% 9,65 ¥ 100 Checking Saving HOT EDITRELE - % OF BASEBU
HMOF T [HMO BLUE FAMILY TOWM 200,00 ¥ 102 Checking Saving
IAN-AM JAMERICAN FUNDS 10,00 ¥ 104 Checking Saving
AN=AME [AMEX FIMANCL 0139600 {AMERTFPRISE » 35,00 ki 104 Checking Saving
AN-VAL  [VALIC ANNULTY 14,00 O 104 Checking Saving
45758 IVOL DEFERRED SEC BEN 10,00 ¥ 106 N Checking Saving
[DEFVAC [FULLTIME 046001084 16,00 ¥ 105 ‘\Qnecr:mg Saving
EYELD P [WISION FAMILY 10 MOMTH A1 ¥ 106
PRECNT IPRETAH CANCER TOHN-89519 5,00 ¥ 108
MEDT IEDICARE 12,37 ¥ 106 H
S ) (S Eo T There are 20 lines on the
FED+ JADDITIONAL FED TAH 20,00 N =
FSA AC39 [FLEXKIBLE SPEMDIMG AMNUAL 3% DEDUCTIONS 1.54 N Screen’ If there are more
IINS—Th [TOWN LIFE INS — AFSCME UNION 10K 1K .30 N
] than 20 deductions, hit
LIF-BM  [BOSTOM MUTUAL W- WEEKLY 100% EMPLOYEE 14,07 N
R JstaTe T BN {page down} to see the rest
MA— JADDL STATE TAX/HOSEP 28,00 N
UD-AFL  [UNION DUES-AFL 10,00 N 3
UD-PAA  [AOMIN. DUES 5,00 N 3 T AbAASAAAL I AL
Totals 649.76
6Add Void | 7 Add Manual | 8 Add Empl Code Add Any Code 9 Del Cost Code 0 Recalculate All D Pﬂv Re er ) Check Print Multiple Checks | Remove Check
City of ADMINS
Check Date: 03-Mar- Deductions: Medicare Wages State Taxes
AMERICAN FUNDS
VALIC ANNUITY
AMER ERTC $#29524
If there are more than 20
deductions, the report will
smI I combine the remaining codes in
a category called "OTHER
OTHER 20.00
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4.2 Pay Register & Screen Sort Order for Deductions Match
[ Courier New ~l[e -] Blz[um-] =] ==z g
Manual B =
Goto... Warrant m Period (1-De EZ07-HRPAYREGVOID. RED Printed 10-Mar-202Z at 08:55:01 by THERESR
Cic £ ADMINS
Actions Employee 00040 MOORE, KEITH V:ldfM:n:a; Pay Register
Bank Check [oooo00 Date
Pay Period HE Figure Check UNCALC! Warrant: 000000 Gross Pay: 2,498.50 Federzl Te
WM Warrant List Check Date: 10-Mar-ZO0ZZ Deductions: 1,084.24 Medicare ¥
Employee: 000040 MOCRE, EEITH F Met Pay: 1,434.26 State Taxz
Benafits: 3457 Retirement
1 Timesheets 2Waages Net Direct Deposit: 1,434.26 Total Wage
Cost Code |Description ‘ Amoun Work Date Hours Days Date Flat Ams  Pay Amount Dos
NC-PNE— [NORFOLK CTY PEN 8% [ 199.85| 01-Dee-2021 REGULAR - -40 43s.7000 192.82 Taz
HC2E TN R VG T T =5 = ’Jl’)eC"D:I a0 ago Tann 45.37 I4f
lFr T Description Amount Deductions ——————— ~ 12;5: ;2:
GEFwal  NORFOLK CTY PEN 8% 199,58 NORFCOLE CTY PEN 8 155_88 T
FETT _ NORFOLK CTV 2% 38,43~ Wesss - NORFOLK CTY 2% 38.43 [ Beasfits —--—-o—e
iig_pu PILGRIM FAMILY TOWN 114.49] " ° PILGRIM FEMILY TO 114.49 34.87
e FULLTIME 04001084 265,00 FULLTIME 04600108 2€5.00
A= MEDICARE 34,57 MEDICARE 34.57
[D5-COC [FEDERAL TAK 311,11 FEDERAL TAX 311.11
E?EEEE TOWN LIFE INS- PROF UNION 10K 10K TOWN LIFE INS- DR
STATE TAX 100,76 STATE TAX 100.76
[——|RDDL STATE TRH/NDSEP ADDL STATE TAX/NO
COLONIAL LIFE COLONIAL LIFE
.| NEATEL GARMISH } NEXTEL CAANISH = >
TIRECT DEPOSIT 1434 , 25 Fwem==ssy  DTRECT DEPOSIT 1,434.26 st

This enhancement will make it easier to verify the pay register prior to printing the manual check.

4.3 Manual Direct Deposit Advices [Clarification]

[ADM-AUC-HR-10485]

= [AUC] 6203 Void/Manaal Figure Payehect) R Frequently, when creating a manual check
Manual Entry-Timesheets H HYH
I for an employee, the Direct Deposit line
viarrant (TR Fericd osDac 221 M6 01 Do 2ZL SLUL S . 249850
[T oz MLIME . KELTH F fed FED o . .
sctns s creck P oo —— ssfi—— [z | Deductions 243.50 on the Deductions tab is cleared out, to
Pay Pariod '3 Fagure Cresse CALOULATED Basaad). [] Oihes| - r
Vi Warrmet Lt Net Pay d h | . d h k
Benefils 34,57 provide the employee a printed check.
[Cost tode [pmaition o] Ordeftatk [emunt [ee [Faditiens infamation
—E_ JORFILE LTV P o il ] Checking _ Gedno MO EITTARLE - % CF BRecH|
2 =] T 100 hacks Basing |\U' CICTARLE - & OF 'E%C[U|
I k] 15 Ch
E e h Manual Entry-Timesheets ‘
(1] — EIERAL TR ] = Gk ‘Warrant Penod  01-Dec-2021 to O1-Dec-2921 —Tax Iable—  Exemphons
- - " P Emokyee Fibooan SE. KETTH # Fed FED [ I Gross 2498,50
- T Eank Check OI0005 Datz Salels W =z Deductions 1064 ,24
.o "fN : E ot Pay Paricd HE Flgure [hec L O ATEL Basand. [ Othar( I I Net PET 1434 .26
= = 3 Benefits 34,57
[DTRECT TEPOSTT [ 143426 TTinsthens 3 vdcien F 4Pl Eire
\ Y /== Tor Em T
Totals 2492, 50 Te1E R 17 FER Y 0 T ENTIRELE - % OF Bsea)
NC2X HORFOLK CTY 2¢ F i T COITACLE - % OF DWSCIU
T LT = ‘
Aot 20 N 201 By LUANN Changed by vET ENTCRRE. W I HOT ENTTAELE - % OF Bz
e ‘
THS-FU [TORH LIFE IS~ FROT LRION 30K 10 i
=) KOO STATE TRE/HDSTR i
e et e s ‘
T T oL GRATE 5 &
[ 1
!
| Totals 1084 ,24|
s ) T
-~ Ridec] 29-Nov-2021 By LUANN Changed by

Figure 7 Before & After — the Direct Deposit Cost Code can be deleted to produce a cashable check.

Or, if desired, the manual check is produced as a Direct Deposit advice. Print the Direct Deposit Advice and provide to the
employee, even if they normally receive an emailed advice. It will not be emailed. The direct deposit will be included in the
bank file when the [Create Direct Deposit File] step is run in the Process Paychecks steps menu.

Employees who receive direct deposit advice via email in a regular payroll warrant will
receive a printed deposit advice. No emails are sent with the manual process as these are

considered “one offs”

[ADM-AUC-HR-10494]
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5 BILLING & INVOICING [Fix]

There was an issue in the Billing and Invoicing - Generate Invoices steps menu. The [Reset Invoice Files] step was not
working properly; ADMINS corrected this with the software update.

HR » Billing and Invoicing P Generate Invoices
E | ~

Billing and Invoicing - Generate Invoices

O intion
Reset Invoige Files

Goto.. Date Start End Success

Actions

| 7 Task 6366: Reset Invoice Files x|

Reset Invoice Files

Default is "No"; be

@ No OYes el SUTE tO Click "Yes" to | ||
< reset the invoice files

Are you sure?

Lookup Cancel Clear All

[ADM-AUC-HR-10441]

6 REPORTS

HR P Reports P Report Library P [By Paychecks/Other] b {Page Down}

== [AUC] 7815-Report Library Paychecks,r’OtherI

ADMINS added a filter to the prompt for

aoto.. Report Library Paychecks/Other the #6804 Paycheck Pay Code Summary -
o el ~ By Employee/Pay Code report. There is
~EED Reports i )
725-EercFit Categarics now an option to “Print Only Employee
Ed6d Enploges Corversion Demographics .
EaE3Tables Audit Reports Total Line”:
Report Categories b4E5—History Audit Reports
S B ————— - Eagcheck History Reports =>-——-—-
2 By Position — ~ - - —
= By Timesnet 7Zi6-Enploume Paycheck History Sumary The report may be run as
4 By PaychecksiOthe: 7213-Historical Paycheck Register — Harrant Detail . .
: 7219 Historical Fa::heck Re:istar ~ Emploges Totals PI’EVIEW/Prlnt/PDF® or as Excel®.

6831-Paycheck Listing

6201-Paycheck Cost Code Summary - By Category/Cost Code
6802—Paycheck Cost Code Report by Emploges / Cost Code
6200—Paycheck Cost Code Summary - by Timesheet Group
6803—Paycheck Pay Code Summary — By Category/Pau Code

680d4-Paycheck Pay Code Summary — By Employee/Pay Code'

cr27—FPaycheck Summary - By Emplouee / Pay Code Tupe
E896—Paycheck Summsry — By Emplognent Type
Fe00—Register of 0/5 Uncleared Checks

6188—Payroll Warrant List

PN EMD = Fiscaiv Cobondas memm—m—

6.1 Report #6804 — Paycheck Pay Code Summary — By Employee/Pay Code

Is there a report by year that will show a combined total of overtime per employee?

This is needed for a FOIA request and should show the overall total of overtime per employee for each year.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 17
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8] Task 6804 Paycheck Pay Code Summary - By Employee/Pay Code

Payche ck Pay Cade Summary - By EmployeefPay Code

L 01012021 To: 01312021

Optional: Enter up to 9 Employeelt Edit | [0values:

Required: Check Date Range [mmddyyyy)

Optional: Enter up to 9 Warranti's Edit | [0values:

Edit__||1 values: OVERTI,

Edit 0 values:

Optional: Enter up to 9 Categorics

Optional: Enter up to 9 Pay Codes

Optional: Enter up to 9 Entity Codes Edit | [0values:
Optional; Enter up to 9 Pay Groups Edit_| [0 values:
Optional: Enter up to 9 Bargaining Units Edit | [0 values:
Optional: Enter up to 9 Timesheet Groups Edit | [0values:
Optional: Enter up to 9 Employee Type Codes | Edit | |0 values:
[Plint Only Employee Total Line: O Yes ® No ]
Run as @ Preview O Print~ OPDF O Excel
If Printing use Duplex @ ves O No
Lookup oK Cancel | | Clear All

Figure 8 Print Only Employee Total Yes/No option added to the prompt

6.1.1 Run as Excel® Format

H ©-

HRPaycheck_Listing_By_Emp_THERESA[4]xm! - Excel

File Home  Inset  Pagelayout  Formulas  Data  Review  View @ Tell me what you want

Theresa Campbell

£ Share

114 h F3
A B ® D E F | 4
1 Employee Hame Pay Code Description Category Description Amount
2 000236 MINCHILLO, MICHAEL J JR
3 (00307 SAVOIE, KEITH JR
4 fooo311 PERRY, LAWRENCE L.
5 001596 KELLY, LAWRENCE T
& 002012 MAZZOLA, MICHAEL P
7 (002697  KUTCHER, MARIE E
8 (002702 KAUKER, KEITHW
9 [o0z2740 WALL, LYNN A
Hrpaychklst payemp ® < ¥
Ready H Mmoo~ 1 100%.

March 2022

Figure 9 Report #6804 run with the Employee Summary Total Line set to ® Yes — Excel® format

Frequently a FOIA request will ask for the information in an Excel® format. The report is shown in Figure 9 above.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.1.2 Run as Print/Preview/PDF®

6B04-HRPAYCHKLST_PAYEMP REP Printed 31-Jan-2022 at 11:42:36 by THERESA Page €
City of ADMINS
Paycheck Pay Code Summary - By Employee/Pay Code

Zmployee Name Pay Code Description Category Description Hours Days Amount
071342 JONES, LAWRENCE 50.00 .00 2,020.84
071452 ITANI, MICHAEL DISP OVI dispatchers overtime OVERTI OVERTIME B8.00 -00 223.28
071452 ITANI, MICHAEL HOLWD holiday worked police dispatch OVERTI OVERTIME 32.00 .00 305.68
071452 ITANI, MICHREL 40.00 .00 534.35¢
071481 SPENCER, KEITH DISP OVI dispatchers overtime OVERTI OVERTIME z4.00 .00 707.44
071481 SPENCER, EEITH HOLWD holiday worked police dispatch OVERTI OVERTIME 1€.00 -00 152 .84
071481 SPENCER, KEITH 40.00 .00 860.28
071482 CLARE, MICHAEL FIRE OVI Fire Overtime OVERTI OVERTIME 72.00 -00 2,808.94
071482 CLARE, MICHAEL 72.00 -00 2,808.94

1,875.48 .00 73,565.85
Selection Legend:
Checks Dated: 01012021 to 01312021
Category: 'OVERTI'
Employee Summary Only: 'N°' !
T
6804-HRPAYCHKLST_PAYEMP RED Printed 31-Jan-20Z2 at 11 Page 2

Restricted to 'OVERTI' category; top
shows detail; bottom shows summary

Employee Name Pay Code Deseript Emount
071452 ITANI, MICHAEL _— = = 534 38
071481 SPENCER, KEITH 20.00 .00 860.28
071482 CLARK, MICHAEL 72.00 .00 2,908.34
7 1,875.48 .00 73,585.85

Selection Legend:

Checks Dated: 01012021
Category: 'OVERT
LEn‘l;;ln],'ee Summary Only: 'Y’

Figure 10 Report #6804 run with the Employee Summary Total Line set to © Yes — Print/Preview/PDF® format

The report was installed on the requesting site in January and is included in the March 2022 software update for the
remaining sites.

[ADM-AUC-HR-10480]

7 TAX RATE TABLES/FICA MAXIMUMS

Please check the Tax Rate Tables and Cost Code Tables to ensure that the most up to date information is listed.

7.1 Tax Rate Tables

U ADMINS uses the “2022 Percentage Method Tables for Automated Payroll Systems” as found on
v c page 10 of the 2022 Publication 15-T (irs.gov). Find the “Annual Per Exemption” amount of $4300
BEST f ith the FED table for W4s pri 2019 61
PRACTICE or use with the table for W4s prior to on page 61.
|
‘JA‘ IRS Publication 15 2022 Publication 15 (irs.gov) shows the 22% supplemental wages percentage on
page 20.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 17
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Tables P Tax Rate Tables

Tax Rate Tax Rate
Tax Type FED 2020 TéX TABLES Minimum Bucket Amount to Process Tax Tax Type FEDERAL TAX Minimum Bucket Amountto Process Tax
Tax Table 1 Federal Married Annual Wages Exempt Amount Tax Table b Federal Tax Annual Wages Exempt Amount
Base Bucket Number [1 Fedsral Tax Hagss Annual Per Exemption Amount Base Bucket Number [T Federal Tax Hages Annual Per Exemption Amaunt [ 4300.00
Second CheckPercent [ Base Bucketfor Period TaxReduction [ 2020 W4 Annual Exemption 1550000 Second CheckPercent [ Base Bucketfor Period Tax Reducion [ 2020 W4 Annual Exemption
‘Wages From Vages To Amount —— Percentage — On Wages Over Vvages From Wages To —————— Amount — Percentage — On Wages Over
4-Clear 0.01 1595000 “Clar 0, 1300600
12950,01 53225,00 10,00 12950,00 13000,01 3355000 10,00 13000,00
23225,01 5472500 995,00 12,00 23225,00 33550.01 96550.00 2055.00 12.00 33550.00
54725.01 0025.00 46500 72.00 54725.00 96550,01 151150,00 515,00 22,00 96550 ,00
102025,01 182000,00 14751,00 24,00 102025, 00 19115001 [ 352100,00 [ 30427.00 24,00 191150,00
18300001 525900, 00 3360300 32.00 183000,00 263100.01 444500.00 6929500 32.00 353100.00
228500. 01 33667500 47843.00 35.00 226900.00 444900,01 &0850,00 S8671,00 35,00 444900,00
33687501 9399399,00 712675 37.00 336875.00 660850.01 939999900 17425350 37.00 660850,00
| I |
Tax Rate Tax Rate
Tax Type FED 2020 TR TRELES Winimum Bucket Amount ta Process Tax TaxType FEDERAL TAKX Winimum Bucket Amountto Process Tax
Tax Table & [Federal single Annual Wages Exempt Amount TaxTable 5 Federal Tax Annual Wages Exempt Amount .
Base BucketNumber | [ Federal Tox Hages Annual Per Exemption Amount Base BucketNumber [ Federal Tax Hages ) Annual Per Exemption Amount 4300.00
Second Check Percent | 22,00  Base Bucketfor Period TaxReduction [ 2020 W4 Annual Exemption [ 8600,00 Second Check Percent Base Bucke for Period Tax Reduction |~ 2020 W Annual Exemption
Wages From Wages To Amount — Percentage — On Wages Over Wages From Wages To ———— Amount — Percentage — On Wages Over
+-Clear 0.01 475,00 - o] 0.01 | 4350.00
6475.01 VRG] (o0 6475.00 4350,01 14625.00 10,00 4350,00
11513 01 F7353.00 575 .06 1151300 14625.01 46125.00 1027 .50 12.00 1462500
27363,01 [ &1013.00 [ 2403.75 ’m 27363.00 46125,01 §2425,00 4807, 50 22,00 46125, 00
51013.01 S1500-00 ST 5406 51013.00 93425,01 17440000 1521350 24,00 93428 ,00
3150001 13955 00 e 5206 51500 .00 17440001 22030000 3364750 32.00 17440000
114450,01 [ 27ea25.00 [ 24667.75 ’T,OO 11445000 220200,01 54425000 49335, 50 35,00 220200,00
27642501 5955555 00 15950 =5 276475 .00 544250,01 9399999.00 162718.00 37.00 544250,00
I
Tax Rate Tax Rate
Tax Type FED 2020 TAH TRELES Minimum Bucket Amount to Process Tax Tax Type FEDERAL TAK Minimum Bucket Amount to Process Tax
Tax Table H Federal Head of Housshold Annual Wages Exempt Amount Tax Table H~ Federal Tax Annual Wages Exempt Amount
Base BuckstNumber |1 Federal Tax Mages Annual Per Exemption Amount BaseBucketNumber |1 Federal Tax Hazes Annual Per Exemption Amount 4300,00
Second CheckPercent | Base Bucketfor Period TaxReduction [~ 2020 W4 Annual Exemption 600,00 Second CheckPercent | Base Bucketfor Period Tax Reduction [ 2020 W4 Annual Exemption —
Wages From Wages To Amount — Percentage — On Wages Over Wages From Wages To Amount — ge — On Wages Over
4-Clear 0.01 9700,00 4-Clear 0,01 10800,00
9700.01 17025.00 10.00 9700.00 10800.01 2545000 16,00 1080000
17025,01 37650,00 732,50 12,00 1702500 25450,01 66700, 00 1465,00 12,00 25450, 00
37650.01 54225,00 3207.50 22,00 F7650.00 66700,01 99850,00 £415,00 22,00 66700.00
5422501 9472500 854,00 24,00 5422500 95650.01 T60850.00 13708.00 74,00 9985000
94725,01 117675,00 16574,00 32,00 9472500 180850,01 22675000 3314800 32,00 18085000
117675,01 279650,00 23518,00 35,00 11767500 226750.01 55070000 47836.00 35.00 22675000
279650.01 555955900 060325 37.00 279650 .00 560700, 01 5999999, 00 161218,50 37,00 550700,00
= =

Figure 11 Tax Rate Tables for Federal Withholding
[ADM-AUC-HR-10446]

7.2 FICA Maximums

Set the Social Security Taxable Wages (FICA) maximum on the Base Bucket Table. For 2022, the FICA maximum is $147,000.
HR P Tables P Base Bucket Tables

E‘ [AUC] 6425-Base Bucketsl
Base Buckets
Goto.
1 Bucket 2 Description Annual Box [W2 Desc [1099-R [ ~ |
Actions Hradaral Tax Hages o1 =
2 Medicare Wages 05
3-Edit List 3 Ftate Taxable Wages 16-#1
3 [Retirenent Mages
g [fotal Hages o1
& Forkers Conp
7 Federal Taxes o4
3 [Brate Taxes
] portakle Heallh Care Coot
FO [Social Security Taxable Wages (FICAD | 147000,00 [02 I
» . - ig/, immm; FENEFIT F o o = Y T Py i . 4./—5 n i - o

Figure 12 Base Bucket Table — Social Security Taxable Wages Maximum for 2022
HR P Tables » Cost Code Tables

If social security taxes are withheld, set the annual employee and employer maximums of $9114.00 for calendar year 2022
on the cost code.

== [AUC] 6430-Cost Code Table [theresa] ~
Cost Code Table
ol CostCode WEBERNEE BOCTAL SECURLTY TS
Actions
Calculation (O Method 1 Use TaxRate Table Calendar Year Annual Maximums
1 Summary-PayCheck| (O MWethod2  Flat Amount §
Summary-Benefit St. @ Method3  Base Bucket% [ 12,4000 @ Period Annualized Over Annual § Bucket Amount N N $ 147000 '00
Base Bucket [0 OYTD Amount Employee Contribution $ 9114.,00
2Add New Employer Contribution $ 9114,00
<

Figure 13 Social Security Taxes are withheld, set the maximums

[ADM-AUC-HR-10446]
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e
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8 YEAR END 1095C PROCESSING [Enhancement]

e Instructions are provided on how to supply forms for terminated employees electing to take COBRA.

e Afiltering option was added when printing 1095C forms.

e The Edit Work File screen ACA Register now has an option for filtering on bargaining unit.

e Thereis a new [7 Print Single Form] button on the 1095C Edit Work File screen to allow producing a single printed
form on demand for any employee, no matter if the employee is setup to receive a printed or emailed form.

See the sections below for a description of how to use each of these features.

8.1 #7565 ACA Dependent List with Social Security #s [Enhancement]

To access the report from the menu, select:

HR P Reports P Report Library P [By Employee] P {Page Down}

= [AUC] 7800-Report Library By Employee|

Report Library By Employee

[Lost Run Date_[Run Time

15 ig Z0e oA 1L 4%

n_jeo-tul=z  Fio. 05

n_|gr-Tul-2021

n_|289-Jan-2022 [10:34:01

March 2022

The report has six optional filters for Entity Code, Bargaining Unit, Timesheet Group, Status Code, Type Code, and ACA

Reportable.

B Task 7563 ACA Dependent List
ACA Dependent List

Optional: Entity Code H | ‘ |

Optional: Enter Bargaining Unit | | |

Optional: Enter Timesheet Group l:l
Optional: Employee Status Code I:I I:I

Optional: Employee Type Code I:l
Include ACA Reportable? ®Yes ONo O Both

Run as @ Excel

Cancel Clear All

Lookup

B Task 7565 ACA Dependent List

ACA Dependent List

Optional: Entity Code H | ‘ ‘

Optional: Enter Bargaining Unit | | |

Optional: Enter Timesheet Group l:l
Optional: Employee Status Code I:l I:l

Optional: Employee Type Code l:l
Include ACA Reportable? @ Yes O No O Both
Ilnclude SS# in Report: O Yes @ No I

Run as @) Excel

Lookup Cancel Clear All

Figure 14 Before & After — the Default for including the SS# is “® No”; select “® Yes” to include the full SS# in column P

If access to this report should be restricted to only authorized users, this can be
handled in the menu options. Please contact AUC support to help make these

changes.

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

Page 10 of 17
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ACA_Dependents_THERESA[2].xm| - Excel

Home Insert Page Layout Formulas Data Review
X286 - I
A B c D E F G H | 4 K L M N ] P Q

1 Empl N, ? Line Last First Middle Sufx DOB AGE Entity Unit T heet-G Emple tatus  Empls Type 58#

2 Moooz3 OSTEGREN, KAREN W Yes 2 POWERS RONALD o 11241960 62" AFLABA10-MOEL SCHOOL-ABA Retired Full-Time 001-10-5002
3 [booo31 BUSSEY, KETH S Yes 2 WHITTEN PAULA 1/9/11955 i) NON  -NO TOWN -POL Police Detail Temporary 001-10-5003
4 o040 MOORE, KETH F Yes 2 DIMARTING CHRISTINE SM0MSST 641 MGMT -TH TOWN -DPW Active Full-Time 001-10-5004
5 [bo0140 KILBURN, LYNN A Ves 2 LAMARRE KENNETH 8i30/1958 63" SNGL SCH-12MT  SCHOOL-SOUT Retired Full-Time Facutty  001-10-5006
6 (000152 GARIEPY, KEITH C Yes 2 FRAINE JOYCE A 8171961 60 MGNT -TH TOWN -TOWN Active Full-Time 001-10-5009
7 Moo1s2 GARIEPY, KEITH C Yes 3 FRAINE ANDREW M 2i25/1988 33 MGMT -TH TOWN -TOWN Active Fulk-Time 001-10-5010
8 Mo020s DOUGLAS, MICHAEL R Yes 2 BAKER LINDA Tisi962 58" NON  -NO SCHOOL-BHS coach Part-Time 001-10-5011
9 Moozz2s MELANSON, KAREN E Yes 2 BOYAN WILLIAM 4 21131953 [k AFL  -AF SCHOOL-CLERK Retired Full-Time 001-10-5012
10 (000286 MINCHILLO, MICHAEL J JR Yes 2 MELANSOMN HEIDI 5/511972 48M POLU -PO TOWN -POL Active Full-Time 001-10-5013
11 (000286 MINCHILLO, MICHAEL J JR Yes 3 MELANSON EMMA 3142002 1871 POLU -PO TOWN -POL Active Full-Time 001-10-5014
12 000286 MINCHILLO, MICHAEL J JR Ves 4 MELANSON ZANE 51232007 147 POLU -PO TOWN -POL Active Full-Time 001-10-5015
13 000295 VATER, MICHAEL J Yes 2 CORRIVEAU CELESTE s 91611962 597 NON  -NO TOWN -POL Police Detail Part-Time 001-10-5016
14 [000295 VATER, MICHAEL J Yes 3 CORRWEAU MATTHEW S 7i5i1990 1] NON  -NO TOWN -POL Police Detail Part-Time 001-10-5017
15 [o00295 VATER, MICHAEL J Yes 4 CORRIWEAU ALLISON M n NON  -NO TOWN -POL Police Detail Part-Time 001-10-5018
16 [oooz9s WHIDDEN, LAWRENCE Yes 2 VATER JEANINE 1zz21951 707 TOCcL -01 TOWN -TOWN Retired Full-Time 001-10-5019
17 [o00299 WHIDDEN, LAWRENCE Yes 3 SIMONSON VATER ERIC 11271991 307 TOCL -01 TOWN -TOWN Retired Full-Time 001-10-5020
18 [o00307 SAVOIE, KEMTH JR Yes 2 ROLLS KAREN M 2231962 59" POLU -PO TOWN -POL Active Full-Time 001-10-5021
15 [boo311 PERRY, LAWRENCE L Ves 2 AYOTTE COLBY D 11182001 207 POLU -PO TOWN -POL Active Full-Time 001-10-5022
[0t SORTESYEH A= g, Yoz 0% | 2PERRY g DA s I | A a0l (POL PO et S gm ryline et |

Figure 15 New column “P” is an option on the ACA Dependents report

A site wants to use this report as a source for Other Post-Employment Benefits (OPEB) compliance reporting, so ADMINS
added an option to include a column of social security numbers on the #7565 ACA Dependent List. The report is available in
Excel®.

Column Column Label Description

Letter
Employee# Employee number
Employee-Name Employee Name (Last, First Ml)
Reportable? Does the employee record have Reportable set to Yes or No
Line Line number the dependent is listed on the employee screen
Dependent Last Last name of the dependent
First First name of the dependent

Middle Middle initial of the dependent

Sufx Suffix for the dependent, if any (i.e., JR.)
DOB Date of birth in DD/MM/YYYY format
AGE Age of the dependent

Entity Entity for the employee

voZ2rXx-—ITeTmmoow>

Bargaining-Unit Bargaining unit of the employee

Timesheet-Group Employee belongs to this default timesheet group
Employee-Status Status of the employee

Employee-Type Employee type e.g., Temporary, Part-Time, Full-Time
SStt Social Security number of the dependent

. Never email a report with Social Security numbers!

[ADM-AUC-HR-10478]

8.2 Terminated Employees that Elect COBRA [Enhancement]

Employees often retire or are terminated mid-year, and some elect COBRA to continue with the site’s health care plan. To
report on these employees for the purposes of ACA, set the ACA Full Time End date, but do not set a Coverage End date:

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 17
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U prCTOrS
Employee ACA [TRAINING] on File
Goto. Employee Number  [p00407 Emolovee Afiachments (17)
Employee Positien Attachments
Actions
| Add Employee
P Add Position Current Positions  0000-000-0
0 All Postti
QACAEd! List Set the ACA Full Time End date
for terminated employees electin
1 Conta) Reporting Entity 1 '7 Dates!! COBpRAy g
Reportaj or Reporting Bargaining Unit |3 -37 #
8:,? Dates: ACA Offer Start/End Bi-Jan2015 | — T
ACA Reporting Start/End 1~ Jan-2015 —— Do not set a Coverage End date
ACA Full Time Start/End [31-Jarn—2016 [20-Jun— 021)
ACA Coverage Declined i
Add L
Line FirstName Middle Initial Last Name Suffix ~ S8# Birth Date Coverage Start  Coverage End
Cear | [ 1 BB sl P1-Jan—2015 |
| |
#3

The 1095C form will show the COBRA in line 14 as “1H”, in line 15 as “2A”, and there will be an “X” for all the months the
employee was covered. This example shows all 12 months.

b00120
o 1095-C Employer-Provided Health Insurance Offer and Coverage O von OMBNo. 1545.9251
» Do not attach to your tax return. Keep for your records.
Department ofthe » Go to www.i for and the latest [ CORRECTED c02l
m Employee Applicable Large Employer Member(Employer)
D —— 2 Social scurty numbe (38 [T— L ——
| 2074
38t acress(ncing apsrimentro) 9 Sireet airesst nckading room orsuenc 10 Contactteephane nunter
4Ckyor town SSmeorprovince | 6 Couniryand ZIPorforegnpostaicode | 14 Cityor swn 12 State or provics 13 Country and ZIP or forsign postal code
cT
mEmployee Offer of Coverage Employee's Age on January 1: Plan Start Month (Enter 2-digit number): 01
Al 12 Months Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec
14 Offer of 1E 1E 1E 1E 1E 1E H H 1H 1H 1H 1H
Goverage (enter
required code )
15 Employee $114.76 $114.76 $114.76 $114.76 $114.76 $11476
Required
Gontribution (see
y
16 Sections 4980H c 2c 2c 2c 2c 2c 2A 28 2 24 2A 2A
Safe Harbor and
Other Relief (enter
code, f apphcable)
17 Zip Code Os238
For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat. No. 60705M Form 1095-C (2021)
L00320
Form 1005-C (2021) Page 3
LAl covered Individuals
If Employer provided self-insured coverage, check the box and enter the information for each individual enrolled in the coverage, including the employee [J
(a) Name of covered iNavous) {B) SSN or (€) DOB(Ir SSNorother | {d) Coverea (&) Montns of Coverane
First Name, miode initial, last name other TN TiNisnot available) | all 12months | Jan Feb | Mar | Am | May | Jure | Juy | Aug | Sep O | Mov | Dec
L | | KX 2074 m] m] m] m] ] m] m] a m] ] ] u]

[ADM-AUC-HR-10465]

8.3 Printing/Emailing Forms by Bargaining Unit [Enhancement]

The state of Rhode Island adopted an individual mandate in 2020 and requires that 1095C forms be supplied to employees
no later than January 31, 2022. The federal deadline to supply forms to the IRS is March 2, 2022. To supply forms by the
January 31 deadline to Rhode Island residents, and to the remaining employees by March 2, (without reprinting the Rhode
Island resident forms), ADMINS added options to the prompts for printing and emailing forms.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Bargaining Unit - Affordable Care Act

Bargaining Unit

Fhode Island Resident 1095C Forms

1 Cost Codes 2 Holidays. 3 Lonaevity Pay 4 Retroactive Pay S Salary Sched & Other Info Benefit Statements|| &ffordable Carefct
C Override Entity Table >
Plan Start Month o7
Py RPN ST e r - . P - / s R -

March 2022

While these instructions
use Rhode Island as an
example, this applies to
any state with an
individual mandate that
opts to use 1095C forms
for compliance.

Figure 16 Establish a Bargaining Unit for employees residing in a state that has adopted an individual mandate

To use this feature,
establish a bargaining unit
such as “RIACA-1".

Set up the ACA tab with
the same selections as the

Employee ACA
Goto...
Employee Number MICHAREL R DOUGLAS

Actions =
| Add Emplov
P Add Position Current Posit

0 All Position

Q ACAEdit List

1 Contact 2 Perzonal 3 Ded/Ben 4 Add Wages S Payroll & Accounting 7 Salary & Dates/Cla
Reportable? Reporting Entity #1 #2 #3
@ Yes Reporting Bargaining Unit RTACA -1 -
O Mo Dalfmem oner St ena s plduleee e, o0

ACA Reporting Start | End [01—Ju1-2013 | [ |
ACA Full Time Start/End [01-Jan-2012 B1-Dec—2013 | [

ACA Coverage Declined
Figure 17 Set the Bargaining Unit on selected employees
1095 Processing
e Bateh: 000022
Actions Description Date Start End  Success
Reset 1095 Menu 07-Jan—2022 10:42148,03 10:43:42,03
Payrol W2 1095 - C
B Print 1095 Forms
Optional: Enter up to 9 Employeei Edii [0 valuce:
Optional: Enter up to 9 ACA Bargaining Units Edit
Optional: Exclude up to 9 ACA Bargaining% Edit
/ Gro # O Name
1 ‘ ar All
2; #7 ACA Bargaining Units X
s ] 5 Barg Unit | Tof
< o TR T e
3 I:l I: own Managenent. & Singletons =
& |
= |
8
9% |
C
Find | |Search Cancel | Help Eof

Figure 18 Selecting a Bargaining Unit from the Lookup for Printing/Emailing

Entity table. On the ACA
tab, check the “Override
Entity Table M” box.

Set the Bargaining Unit on
each Rhode Island resident
maintenance screen ACA
tab to use the “RIACA-1”
bargaining unit.

When printing or emailing
from the steps menu, the
prompt has an option to
include up to 9 ACA
Bargaining Units, and a
second option to Exclude
up to 9 ACA Bargaining
Units.

If printing just the Rhode
Island resident forms,
select the Rhode Island
ACA bargaining unit.

When printing the
remainder, use the second
option to exclude the
Rhode Island ACA
bargaining unit, since they
were already printed.

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

Page 13 of 17



9 ADMINS Unified Community Release Notes — Version 22.1
Human Resources March 2022

In Figure 18, the Bargaining Unit RIACA-1 and two other bargaining units are listed in the lookup and can be selected. Only
bargaining units with the “Override Entity Table & box checked are available for selection in the lookup.

I\/- t Site is out of state, but | employ Rl residents. Am I required to report?
lus “Yes, if you employ Rl residents, you are subject to the reporting requirements. You may
DO submit the same IRS Mandate reporting to us for your employees that are Rl residents.”

Health Insurance Mandate | Rl Division of Taxation

[ADM-AUC-HR-10466]

8.3.1 Edit Work File Screen 1095 Register [Enhancement]

Printing a 1095 Register from the edit work file screen now offers the option to select up to nine bargaining units, as well as
the option to exclude up to nine bargaining units.

HR » Year End Processing P 1095C Processing P Edit Work File P [3 1095 Register]

== [AUC] 7574-Edit 1093 Work Filel

2021 Edit 1095 Work File
(el Employee# | 1MName of Employee 255# Reporting Entity
o J 75 CAEL  JUMG HKHK-HR-9876 1
jons o

3 Street Address
35 VIENMA

Legend on the report
will show selections
and exclusions

11085 Menu
W Task 7580: 1095 - C ACA Register

2 Check for Errors 1095-C ACA Register

( 3 10585 Register
4 Employ?

Optional: Enter up to 9 ACA Bargaining Units Edit 1 values: RIACA 1,
Optional: Exclude up to 9 ACA Bargaining Units Edit I 1 values: MGMT TH,

*** Total # Employees for Entity TOWN OF ADMINS
 Rameve Emayee Run as @ preview O Print O PDF e ‘
& Add Emplayee I Printing use Duplex @ves (O No
*** Total 4 Employees: 4
Lookup oK Cancel Clear All Total # Entities : 1 \L

‘EMPLDYEEDFFERANDCDVERAGE "

— elect Reporting Bargaining Unit:
- Select R ing B ing U RIACA 1
N W T A ren | e [ [ T S PP Exclude Reporting Bargaining Unit: MGMT  TH

Figure 19 The 1095 Register with optional filters

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 17
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7580-ER1095REC. RER

E' TedRE - 1095C_Register_7580

Printed 26-Jan-2022 at 09:21:49 by THERESE

City of RDMINS

Page 1

Total # Entities

#w#+ Total # Erployees: 4
1

Select Reporting Bargaining Unit: RIACA 1
Exclude Reporting Bargaining Unit: MGMT T

~ oA :
10895 - C ACA Register

Batcn#: 000022

—— ToMI OF AnMINS

Exployeet Exployee Firat Neme Middle Neme Lasc Yeme sse Meiling Rddreas cicy Stace-zipcode
x osTEGREN 1010 13 CEGRA RO —— ¥ 021380000

211 12 Months e o yar . vay . Ee g Sep ot How Dec  Print Bargaining Uait

Line 1¢ 16 IR -

Line 15

Line 16 x

Line 17 02110 Age as of Jan 1: 61

COVERED INDIVIDUALS

Line Ficst Heme Viddle Name Last Name suffix 558 Birch Dace Allon Jan  Teb Mar Apr May Jum  Jul  Bug  Sep  Oct  Nov  Dec

1o emEn M osTEGREN — x

P = i - o
000205 MrchaEL R — JoExx10S6 104 FINE AILL KD P— . 02132-0000
211 12 Monwns an e var 2pr vay aun a fug sep oot Hov Dec  Erint Bargaining Uais

Lise 14 16 macA -

Tine 15

Line 16

Line 17 02110 2ge 2z of Jan 1: 72

COVERED TNDIVIDUALS

Line Fizst Name Middle Hane Last Yame Sufsix 53¢ Birch Date AllMon  Jan  Feb  Mar  Apr  May  Jum  Jul  Aug  Sep Ot Nov  Dec

1w shcR B x

4%+ Total 4 Enployees for Entity TOHN OF ADUINS 4

Figure 20 Generating the 1095—C — ACA Register from the Edit Workfile Screen

If the fields are left blank, all bargaining units will be printed.

March 2022

This allows printing just a bargaining unit that was set up for a state that has adopted an individual mandate, and uses the
Federal 1095C form, but requires an earlier deadline.

If, for example, the RIACA 1 Bargaining unit forms were due January 31, and the remainder are due in March, this register
can be printed first to include only RIACA 1, and then later printed to exclude the RIACA 1 bargaining unit.

8.3.2 Print Single Form [Enhancement]

[ADM-AUC-HR-10472 & 10477]

HR » Year End Processing P 1095C Processing P [Select Batch] P [Edit 1095C Work File]

= [AUC] 7574-Edit 1095 Work Fila

- x
2021 Edit 1095 Work File
Co Employee# | 1MNameof Employee Enziled to supportBschins,can 28s5# Reporting Entity
o LAWRENCE J HORN HAK=KH-1003 1
fons Report Bargaining Unit
3 Street Address
23 VILLAGE CIRCLE ACA Offer Start
11095 Menu o221
2 Check for Errors 4City or Town 5 State 6 Zipcode ACA Reporting StartEnd
CAMERTIGE 1A 02138-0000 01-Feb-2021 15-May-2021
ACA Full T
AT 7Name of Employer 8 Employer ID (EIN) 01-Feb-2021 15-May-2021
TOWN OF ADMING 041234567 ACA Decined
4 Employes Edit
¢ Romove Employes 9 Street Address 10 Contact Phone
Py 215 LEWLS HHARF (617} 434-5100 x 2116
7 Print Single Form
&.add Empioyee 11 City or Town BOSTON 12tate bR 13Zipcode  02110-0000 K>_ o
EMPLOYEE OFFER AND COVERAGE Employees Age on January 1 Plan StartMonth 07
12 Mitns Jan Feb Mar Apr May Jun Jul Aug sep oct Nov Dec
14 Offer of Coverage ™ S i E i T E € i i € i€
15Employee Share 185,75 [185.75 [1899.75 | 189.75 155,25 [195.25 | 196.25 |195.25 [155.25 | 195.25
16 Applicable Section %A £ £ £ £ Ea £ o€ @ s o€ s
17 Zip Code
COVEREDINDIVIDUALS I Employer provided self-insured coverage, check the box B (e} Months of Coverage ———————————-——=
(a) Name of Covered (b) SS# (c) DOB (d)12Mth_Jan_Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec
5 [LAWRENCE_J HORH Fo-RA=1003 F F F F F K [ F F F K
Ready Liup up

Figure 21 The new [7 Print Single Form] button on the Edit 1095 Work File screen

Prior to the software
update, producing a
printed form for an
employee who had
previously been sent an
emailed form required
several steps.

Now, any form in the
work file can be printed
using the new [7 Print
Single Form] button on
the Edit 1095 Work File
screen.

[ADM-AUC-HR-10489]
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9 YEAR END W2 PROCESSING

ADMINS enhanced the lookup when selecting a form to reprint or email. Until now, the lookup allowed selecting from all
employees, even if they did not receive a printed or emailed W2. Now the lookups are restricted to employees who receive
a W2, and further by the distribution method, either printed or emailed.

9.1 Printing Selected W2s

Goto.

Actions

W2 Processing
Description Date Start End Success
Reset W2 Menu 18-Feb-2022 10:49:35,05 10:43:35,05
W2 Entitv Table
Build W2 File 18-Fek-2022 10:49:50,67

W2 Audit Report

< Print W2 Forms >

eman vl rorms

18-Feb-2022 10:52:17 .88
02-Mar-2022 15122104 ,40.

18-Fekb-2022 11:21145,22/ 11121149,
18-Fek—2022 11:23:41.74/ 11:23:50,

Required: Enter Year

Required: Entity Code 1 TOWN OF ADMINS 7 Employees by Neme X
Optional: Enter up to 9 Empluyéﬂ Edit €s: Last FirstName Tof
. FCH
Sort W2 Forms By Entity then : ) Primary IS GroupfName O Primary TS Grof ADAMS -
ADAMS NN 071375
B ALEANESE KAREN 071489
ALEERTO MARTE 071371
1 ALEEECHT KEITH 010016
I | —
B | | 4 The lookup is limited to only
3: o .. .
L |1 %l employees receiving a printed
« |1 7 w2
5 | I prd |2
EARAS FIRRIE 010457
6: EAKER KAREN 000199
[ pd EAKER KAREN 070203
7 I d EAKER KEITH 010274
a- BALI LN 010029 ¥
L
EH Find | |Search | Cancel| | Help = Eof
\ 4 |
Lookup OK Cancel Clear All
up
.
9.2 Emailed W2s
W2 Processing
Description Datey . ..
v sre] The lookup is I|m|t_ec_i to only
W2 Entitv Table employees receiving an
Buikd W2 File 15-Feb emailed W2
W2 Audit Report 15-Feb
0
Email W2 Forms
Required: Enter Year 2021
Required: Entity Code 1 TOWN OF ADMINS
Optional: Enter up to 9 Employe: Edit values:
1 Employees by Name hd
LastName FirstMane Emp# | Tof
LAKRENCE i~
Lookup 0K Cancel Clear|
i
B | ||
B | ||
B | /| A
« L /]
s ]/ |
B | || /
7. ? v
a: ?
9 ’—‘ |7'— Find | Search |Cancel| Help Eof
m oK Cancel Clear All ‘
T O T up

March 2022

[ADM-AUC-HR-10454]
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8 ADMINS Unified Community
Human Resources

March 2022
10 HELP REFERENCE LIBRARY
The following new or updated documents added to the Help Reference Library:
10.1 New or Updated Documents
e Maintenance HR-125 Terminating & Reactivating an Employee [New]
e  Special Processing HR-477 Rehire Employees En Masse [New]
[ADM-AUC-HR-10469]
e Year End Processing HR-765 Calendar Year End ACA Slides [Updated]
HR-620 W2 Processing [Updated]
HR—625 Issue a Corrected W2 [New]

[ADM-AUC-DOC-182]
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