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1 Timesheet Entry GL Account Changes [Fix] 
Some sites pay salaried employees their entire salary listed as a single day within the pay period. The pay code and payroll 
shifts are set up to work this way so that there is a single entry for the salaried employee on the timesheet entry screen. 
 
Before the software update when making a GL account change in the timesheet entry screen, the dollar amount was 
recalculated based on one day times the daily rate.  

 
Figure 1 Example of a salaried employee with an account change 

Now, when making a GL account change, the existing amount will remain “as is”.  

[ADM-AUC-HR-10565] 

2 Tables 
Added access to the Zip Code table and hover text on the cost code table screens. 

2.1 New Zip Code Table Access 

 
Entering a zip code in the address entry fields on the employee 
maintenance screen will fill in the city and state.  
 
Before the software update, access for adding or editing a zip code was 
limited to the Purchasing or Accounts Payable menu. Now, to access the 
Zip Code table, from the menu, select:  

Human Resources  Tables  Zip Code 

Click on the [1 Add New] button to add a new zip code. 
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Enter the zip code, city, and state; click on [OK]. If the zip code already exists in the table, the system will pop up a message 
that reads “Record already exists” and will not update the existing record with new information.  
 
To update an existing zip code, first [Remove] the zip code, and then click on [Add New] to create a new record with the 
correct information.  
 
Enter the county if desired once the zip code is available in the table. 

To find a zip code, position the cursor in the zip code column and click the find button in the toolbar.  Enter the first 
few numbers of the zip code to bring that range to the top of the lookup screen. 

 
 

The first record matching the searched for zip code will be shown at the top of the screen. 

[ADM-AUC-HR-10594] 
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2.2 Cost Code Separate Check Hover Text 

ADMINS added hover text to the Separate Check  Yes /  No radio buttons on the cost code table to remind users what 
happens depending on which radio button is selected. This is evident in the [1 General] and [Vendor Notes] tabs. 

 

[ADM-AUC-HR-10592] 

3 Reports 
ADMINS enhanced reports by adding columns based on our customer requests. 

3.1 #6735 Employees By Cost Code 

ADMINS added the Date of Birth to the Excel® version of report #6735. This will help sites identify payees who are 
approaching age 65 for whom deductions would stop or to anticipate when employees receiving Life Insurance will move to 
a new premium amount. 

  
Figure 2 Employees by Cost code Excel® report will include Date of Birth 

 
Figure 3 Before – no Date of Birth information was shown on the report 
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Figure 4 After – the Date of Birth is shown in column “U” of the Excel® version of the report 

The date of birth will not be shown on the PDF® version of the report due to page size limitations. 

[ADM-AUC-HR-10617] 

3.2 #6740–Position List – Vacant 

The GL account # was added to the Excel® version of this report. To access this report, from the menu, select: 

Human Resources  Reports  By Position  #6740- Position List – Vacant 

   
This field will not be shown on the PDF® version of the report due to page size. 

 
Figure 5 Before–No account number column was listed on the Vacant Positions report 
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Figure 6 After–The new Account number column is highlighted 

[ADM-AUC-HR-10595] 

3.3 # 7225–Benefit Category Report [Enhancement] 

The Benefit Category report is customizable and included in the 
reports generated for payroll warrants or can be run on 
demand from the HR reports library.  
 
This will report on all category codes that are set up on the 
Paycheck Category table.  
 
The list of fields is shown via the lookup when adding a field in 
the Paycheck Category Detail screen. The current list is shown 
on the left.  
 
If there are fields not shown here that you want to include in 
the report, please contact support@admins.com to request the 
enhancement.  
 
 
Our most recent addition to the list was 
adding the warrant number at the request of 
one of our sites. 
 

3.3.1 Setting up the Benefit Categories Report  

Begin by determining the category for the cost code to be reported on. Each Cost Code is associated with a Paycheck 
Category. The Paycheck Category code highlighted on the Cost Code table in the image is “BC”. To access the cost code 
table to see these codes, from the menu, select: 

mailto:support@admins.com
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Human Resources  Tables  Cost Codes 

  
In this case, there are 20 active cost codes in the “BC” paycheck category. Select a cost code and click on the [1 Detail] 
button to view the entire setup for the cost code, which shows the Paycheck Category code and description on the  
[5 General] tab. 
 

 

3.3.2 Select Fields to include in the Report on the Paycheck Category Table 

The report columns shown on the report are defined on the detail page for each code on the Paycheck Category table. To 
select the fields that will be shown on the report, from the menu, select: 

Human Resources  Tables  Category – Paycheck  

 

 Select the Paycheck Category & click on [Detail].  

 On the detail screen, set the report frequency options. This report 
can be run on demand, or with every warrant, or periodically. 

 Choose where this benefit code will be listed on the report – it 
depends on what other codes are set up for the report. 

 Choose fields for the report. Employee number and name are always included; up to eight additional columns 
can be specified. If there are no fields listed, the Paycheck Category will not be included in the report. Add the first 
field in #3, which will then fill in the EMPNO and NAME in #1 and #2. Continue adding up to eight fields. 
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Figure 7 Selecting the options for this code 

3.3.3 Run the Report 

To run the report on demand, from the menu, 
select: 

Human Resources  Reports  Report Library  
By Paychecks/Other  #7225 Benefit Categories 

Enter a required check date range to limit the 
report to only the desired data. 

 
Samples are shown below. 

 
Figure 8 The legend on the last page of the report will show what selections were made – shown is “Run as” PDF 

[ADM-AUC-HR-10597] 



 

ADMINS Unified Community Release Notes – Version 23.1 

Human Resources March 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 12 

3.3.4 Excel® Version  

ADMINS aligned the headings on the Excel® version of the #7225 Benefit Category Report. To run the report, from the 
menu, select: 

Human Resources  Reports  Report Library  [4 By Paychecks/Other]  #7225–Benefit Categories 

  
 

 
Figure 9 Report #7225Benefit Category run as Excel®  

[EPS-SUP-SAPLAUC-1073] 

3.4 FOIA Report 

Anyone can ask for information on employee salary under the Freedom of Information Act (FOIA). To comply with requests 
(which can vary), ADMINS provides the versatile #6930 FOIA report. To run the report, from the menu, select: 

HR  Reports  Report Library  [4 By Paychecks/Other]  #6930 FOIA Report 

  
 
To satisfy a customer request, ADMINS added annual salary as of the report ending date as shown in column J, highlighted 
below. 
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Figure 10 New Annual Salary Column on the #6930 FOIA report 

[ADM-AUC-HR-10612 

4 Bulk File TIN Matching 
The IRS changed the file format for Bulk File TIN matching. ADMINS updated the format to meet the new requirements. Full 
instructions are available in the HR-780 Bulk TIN Matching document in the Help Reference Library. 

[COVENTRY-SUP-SAPLAUC-319] 

5 Rhode Island Individual Mandate  
Before this year, the state of Rhode Island’s 
deadline for reporting on the offer of healthcare 
was in advance of the IRS reporting deadline for 
1095C.  
 
 
Rhode Island now follows the same schedule as 
the IRS, so sites in states other than Rhode Island 
that employ Rhode Island residents no longer 
need to segregate the residents for reporting.  
 
 
In addition, when asked, “Does the state of 
Rhode Island accept the IRS files that include 
residents from all states?” the Tax Payer 
Assistance Representative sent this information:  
 
 
“Because you have uploaded that information 
with the IRS, you do not need to provide that 
information to the state”. 
 

[ADM-AUC-HR-10609] 
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6 Favorites Screen [Enhancement] 
ADMINS added a button on the Favorites screen to set it as your home screen so that when you click on the home button in 
the toolbar, you will return to the Favorites screen. To access the Favorites screen, from the menu, select: 

Favorites  User Favorites 

 
Once you are on the favorites screen, there will be an [H] icon next to the home button. If you want to make the Favorites 
screen your home screen, click on the [H] icon. If you want to retain your current home screen, do not click on the [H] icon. 
If you click on the [H] icon and change your mind, ask your local super user or support@admins.com to reset your home 
screen. 

 

From anywhere in the AUC system, click on the [Home] button  to return to your home screen. If you have clicked on 
the [H] icon, the Favorites screen is now your home screen. 

[ADM-AUC-SY-8278] 

6.1 Workshop 

To get started with the favorites screen, ADMINS is hosting an interactive workshop, and everyone is invited. Sign up by 
replying to the email invitation that will be sent out on March 6th, 2023. If you want to participate, include a list of the 
screens and reports you use most when you accept the invitation. The workshop will be held on Thursday, March 23, 2023, 
from 2:00 PM - 2:30 PM. 
To join us, accept the invitation in the email and mark your calendars. 

[ADM-AUC-SY-8278] 

6.2 Favorites Video Available Now 

The Favorites video is a 2 ½ minute look at how the favorites screen works. Access it and scores of other Videos & Quick 
Tips (admins.com) from the ADMINS website.  

7 Help Reference Library 
Added the following new or updated documents to the Help Reference Library and content to ADMINS.com: 

7.1 New or Updated in the Help Reference Library 

Reports HR–594.1 FOIA Reports [Updated] 
 HR–594.2 Benefit Categories [New] 
Year End HR–780 Bulk TIN Matching [Updated] 
 HR–610 Fiscal Year-End Split Payroll Slides [Updated] 

mailto:support@admins.com
https://youtu.be/6lEIDjjutB8
https://admins.com/videos-%26-quick-tips
https://admins.com/videos-%26-quick-tips
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_FOIA_Report.pdf?ver=1676560214483
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 HR–630 W2 Year-End Training Slides [Updated] 
 HR–635 Email W2s, 1095Cs, 1099Rs [Updated link] 
 HR–640 IRS Instructions for W2/W3 (CY2023) [Updated] 
 HR–643 IRS–Pub 15-A Employers Supplemental Tax Guide (CY2023) [Updated] 
 HR–647 IRS–Pub 15-B Fringe Benefits (CY2023) [Updated] 
 HR–645 IRS – Pub 15 (Circular E) Employer’s Tax Guide (CY2023) [Updated] 
 HR–648 IRS–Pub 15-T (Federal Tax Withholding Method Instructions) (CY2023) [Updated] 
 HR–660 IRS Instructions for 1099R (CY2023) [Updated] 
 HR–765 Calendar Year-End ACA Training Slides (CY2022) [Updated] 
 

7.2 New or Updated Content on ADMINS.com 

HR–594.1 FOIA Reports [Updated] 
 

7.3 ADMINS Video Library 

Don’t forget to check out all 
these other Videos & Quick 
Tips (admins.com).  
 
These videos are a valuable 
resource for a first look at 
many of the features 
available in ADMINS, as well 
as a refresher for “once in a 
while” tasks.  
 
The videos provide “just-in-
time” training when new 
staff is coming aboard as 
well. 

 

We are adding content all 
the time so check back 
often; we also send out a 
“Featured Video of the 
Month” email. 
 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_FOIA_Report.pdf?ver=1676560214483
https://admins.com/videos-%26-quick-tips
https://admins.com/videos-%26-quick-tips
https://admins.com/videos-%26-quick-tips

