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Release Notes — Version 23.1
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1 Timesheet Entry GL Account Changes [Fix]

Human Resources

March 2023

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.

Timesheet Entry
Gote Warrant 03734 15-Jan-2023 21-Jan—2023 Annual  50000,00 Bargaining Unit  PROF -0t
Actons Timesheet Group ROMING-TEST testing for adnins Period 957.85
Employee [71826 [onote |  FOX. EMILY W. PerDien  191.57
Position [TIS7ASRADMM-01  ADMINISTRATIVE ASSESSOR Daily 191,57
Hourly 23,9500
[WerkDate  [Day [Pay Code | Hours| Days Rate] Flat 3] Amount[SapeerBUnt Number Customer_|Reason
[21-Jan—2023 [Sat. | 1.00 | 191.5700 957 .. 1000_13?—0000_001_00_00_51120
| [ —
1,00 957 .85 Salaru: 957,85
1Add Line |DAddRange 2 Delete Line 3 Reports. 4 Spiit Day #FS Replace PayCode | 6 Remove Empl. Positio 7 Add Employee 8 Employee Queries. 9 Adjust Salary 98/4% Split
.
J The account number change will not affect the dollar amount
\ Timesheet Entry
Got
o Warrant [po3734 5-Jan-2023 21-Jan—2023 [Annual  50000,00 Bargaining Unit  PROF -01
o Timesheet Group RIMING-TEST testiy For adnins Period 957 .85
Employee f71826 [oote | FOX. EMINE M. Per-Dien  131.57
Pasition [TIZ7ASRADMN-01  ADMINISTRALIVE ASSESSOR Daily 191,57
Hourly — 23.9500
[Work Date  [Day [Pay Code | Hours] Days| Rate] Flats[ % Amount[s m e [Customer [Reason |
[21-Jan—2023 [Sat DREG 1.00 | 191.5700 Wos7. 1000-122-0000-001-00-00-51120 )
[ s S ——— J
1.00 957 .85 e Salarys  957.85

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”.

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

Human Resources
Maintenance
Payroll Processing

Timesheet Entry

v ov v v

Special Processing
Void/Manual/Figure Paycheck
Billing and Inveicing

Bank Reconciliation

Queries
Reports
Tables

Quarterly Processin

Year-End Processing

vov o viwl v v v v

Module Maintenance
Interfaces/Imports

Site Specific

Bank Codes

Bargaining Unit Table

Base Buckets
Benefit Tiers

[ADM-AUC-HR-10565]

Entering a zip code in the address entry fields on the employee

maintenance screen will fill in the city and state.

Budget Group Teble - Read Only

Category - Paycheck

Cost Code
FLSA Codes

Leave Accrual Rules

Pay Code
Pay Group Table
Pay Period
Shift Code Table
Tax Rate

Zip Code

Timesheet Groups

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 P Tables P Zip Code

Click on the [1 Add New] button to add a new zip code.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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8 ADMINS Unified Community Release Notes — Version 23.1

Human Resources March 2023
== [AUC] 2518-Maintain Zip Codes - x
Maintain Zip Codes
Goto.
City State County In? |Status A
AETD Ihactive
D0501-0000  HOLTSVILLE WY 0 |pctive
00544-0000  HOLTSVILLE MY ] FActive
Lt D0E01-0000 |ADJUNTAS FR 0 |pctive
o 00R0Z2-0000  [AGUADA PR ] FActive
“Remes D0603-0000 |AGUADILLA FR 0 |pctive
00604-0000  [AGURDILLA PR ] FActive
D0605-0000 |AGUADILLA FR 0 |pctive
ECI DOBOE-D0D0 |FRRICAD PR O [fctive
D0610-0000 |ANASCO FR 0 |pctive
00611-0000  [ANGELES PR ] FActive
00612-0000 |PRECIED FR 0 |pctive
006 LR-D00CK C LHLIi - 7 PR,* p ~ - Botive
[AUC] 2318-Maintain Zip Codes >
B Add Zip Code x
Zip Code 01460
P2531-Record already exists
City |Litl|eton|
oK
Cancel | ok |

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.

@égn«--meﬂq e
- 5
| aintain Zip Codes
Jipcode  City  Stats Status Tof
L)
| [00501-0000 HOLTSYILLE MR T state County n? [status ~
00E44-0000 HOLTSVILLE M A EH T Totive
| |00601-0000 ADJUNTAS PR A .
| lonEo2-0000 AGLADA PR A AL 0 |Active
| [00603-0000 AGUADILLA PR A A 0 |pctive
00604-0000 AGUADILLA PR A
| |00605-0000 AGUADILLA PR A A B |Astive
00606-0000 MARICAD FR A A g |pctive
00A10-0000 AHASCO PR A BB 0 |fotive
| |00611-0000 ANGELES oo Aot
| l00e12-0000 ARECIED 7 Lookup Find % 1 fetive
00613-0000 ARECIED g 2’3“”3
00614-0000 ARECIED I T ctive
| |00E16-0000 PAJADERD Find Zip Code beginning with: B Trctivs
00617-0000 EARCELONETA S
COE22-0000  BOQUERBA- 02110 ISh1ve
00623-0000 CABD RNk B [fotive
00624-0000 PEHLIEL fiy ke O |fctive
m] FActive
(1] 8 Fin H] Fctive
Cancel N Active
] Active
[35720-0000 |REERDEEN iB 0 |fctive
[PA215-0000 |RECROEEN e 0 |fotive

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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ADMINS Unified Community
Human Resources

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.

[ 5 (4] 8450-Cont Cole Tble [theress] 2 140C) 8433-Cost Code Tabie [theress]

Cost Code Table Cost Code Table
e | contcose N fe e s o1 e Cost Cote S TEVESED S T
Actoss Actiors
Calculsion C)Msthod 1 Use Tax Rats Table Calondar Yeas Annust Maziniams Cocuiaton  ONemoat  Use Tax Rae Tabls Cotemdar Year Anmust Maxirams
1 Summary.suycasce @Method 2 Fiat Amount §. [ Bucket Amount 5 T @Memod2  FlstAmount § BucketAmount
Sunmary-eos 51 Owstnoa3  Base Bucket% Ocerannsi § | Emplosee Conbiulion § ‘Sammarv-Baneft St OMemod3  Base Buckers Ovee Annwisl § | Emplayes Condibution §
Base Buctere [ Empoysr Conmpaton. § [ - Bas Buctetr [ | Employsc Contuon 5
2nsttan frrT
oo T ooy T Cote
e e e
JCMLM — 1EdLisi
4t v Cote 4t by cage
Parnec Categery B CererseD oo N Mass Payment  Vondor TG Remit BT
Category Tables. Dedutton Holoover Metod [T Take fvailable Feount Employes DirectDepost  O)Yes @I Tables. SECLRITY BENEFTT
W Pavchect Prata? N _ IHo V Paycheck P.0. BOH 229141
winenen mere | | Parchack Cakcutaton Order (15 — VAt e v sasai-ceno
Aotk Benelt Mass Poymont Vendor FIEGE Remt B
Emplopet % Only SRy e T
T Tax TabkeWciator 5.0, Bl 213141 i
¥ Bonam Shatnment f‘”“m?”:"" N KRS CITY. MO 64121-0000 ¥ Baneft Sistament Payment Type ‘_lP.ﬂmIIFrﬂlnnrhny Separale Check (V68 @IND S
Empores Cranges Alowss? Orsmainre crge e ~
Bona? ACH It each deductionbenefi taken is its own check
Ovee UKL nsuranc i The s e o a payment ot at v ot
W2 Bex 13 Refirement indicator Payment Type () Payroll-Printed Check 15 where 3 gown check.
o Gt Dopost Accaurt . [re—
Ri Farniy Gourt ndicator e ot Separa}e’cneck OYes @MNo
M Farity Coun Insicator — /
AQGT0 Manus Chack 4 S . "
Benefil Statement Category Separae Check (OYes ® Mo W cach deductionbenefit taken is its own check
MERS Code = s — This is used for a payment for a tax levy to the
IRS where each e deduction is its own check
WeBoxr [ WoDmscipion b Applesio CBenedl (@ Deucion OEgel (| Th s used orapmmentfora aaler I he S .
1099-R Bex Appaesto (OBeneft () Deduction () e “ =
5
I each deduction/benefit taken is its own check
This is used for a payment for a tax levy to the IRS
where each

employee deduction is its own check

[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

D Sewen
Fle  Wome insen  Pagelsyod  Forms Revie Help
A Cut avial Jas LA & Tea
Doy K )
i <A~ $-% 9
s c o . . a " Iy o . a & | s T
i Gesccission Catcgory Gescroion Ema  Meme G Sl i% Amour  AMLATI SBiDie Scelus  Goos  GMame  Venow  Qumr ol puec
2 [VEBFinG Jarou. KREBaE oMLY UEDP . NEDKAL PP 0168 KRESGE SRMARKA P03 e T2ee () a0 00 soniar.02 0 ho s
3 a1
:
w2 ueor  wEocaL o fazman  weLd w Fan ez s i om a0 00 soosur.z o om
‘
7
& |veprar1a BT WD R Ve WEDCALWioT0re  WERMAMG DANEL By ezt s oo 60 ez Fmanz a0 000 sopsar.2 o om
v .
UEGR  NEDKCAL WOTIGSHS  DFLY, O6FOREST 1 P01 i 022 s iz () aso 60 sobian a2 0 hn o
i

b 5 7 Task 6735: Emplayees by Cost Code x
i age
aoto Report Library By Employee 9 Employees by Cost Code
o S Optional: Enter up to 9 Cost Codes Edit |0 values:
Fun Optional: Enter up to § Categorics Edit_||3)values: BC, LI, BC-ND,
[6835-Enployee List - Highest Pay {Pay Code) Run . . N I_L
[E035-Enplouee List — Cost of Leave Run Optional: Enter up to 9 Bargaining Units H3 0 33 -
i - = = 24 Optional: Enter up to 9 Categories
Report Latenter N e N O N e Optional: Enter up to 9 Timesheet Groups Edit |0 valu F i 9
e EniVes Plouss List - Cost of Leave a5 of 4 Date - IoF, Fun n o
[p075-Enplouse Leave Balance Listing wn Optional: Enter up to 9 Pay Groups Edit [0 valud |BC | [BLUE cross |
3 By Timesheet. [p603-Negative Leave Balance Listing m 2
Tov [6176-Loave History (Attendance) Repart o Optional: Enter up to 9 Employee Type Codes | Edit | |0 valu [u | [LIFE INSURANCE ]
[6756-Enpl: by L F L G 3 - | -
e s ek = vy o ol Include deductions stopped before today e [BC-ND_ | [BCBS - NON DEF |
Rl |[ |
e -1 ; i 5!
[%24-Enploges List ~ Chaged Deductions Rin Run 8s O previewO Print @ PDF O Excel ‘ || |
[F25-Enployee List — Changed Additional Hages Run If Printing use Duplex @ ves O No 6 [ i |
TEnployees by Enplogee Stovwan, Run i o 7
6735-Enplogees by Cost Code Y Fun ookup 5 | /[ |
7w rvgtes o nesme e re P T 5 | I ‘
JEeEuglouses by Shitt Cade— Run
[F737-Enplogees by Fag Groue Run 9 | [ ‘
IE753’EMF11DHEES by Worker Comp Code Run | v
OK. Cancel Clear All

Figure 3 Before — no Date of Birth information was shown on the report

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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@ B CostCode Emp_6735_[1xmi - Excel P search
Fle  Home Insert Pagelayout Formulas Data Review View Help
230 v fx
A e o 3 F H | 1 u N P a R L
1 |CostCode Description Category Description  #£mp Name Position Effcctive  Stop Date § % Amount Addi Amt Start Date Stop Date Original Balance Vendor# Order Prelax Hold Over |\DOB
EZ
563|HMOS42  HIMO BLUE SNGL10MTH  BC BLUE CROSS 71665 BLACK, MARE SI0ITD VAN 01 28-Fep-2022 s 60.66 0.00 242620 221422 00292801 102 Yes 0.00
584|HMOS42  HMO BLUE SNGL10MTH  BC BLUE CROSS 71674 CAMPANO, MARE M SOI2ABATECH-02 18-0ct-2021 s 6066 0.00 242620 224422 00292801 102 Yes 000 |22-Aug-1978
585|HMOS42  HIMO BLUE SNGL10MTH  BC BLUE CROSS 07094 DESCHAMPS, KAREN SOBILASPED-03  17-Feb-2017 s 60.66 0.00 242620 224422 00292801 102 Yes 000 |44-]41-1885
585|HMOS42  HIMO BLUE SNGL 10MTH  BC BLUE CROSS  'D71631 DUSSAULT, KETH | SO0SBEHTECH-02  27-Aug-2021 s 60.66 0.00 242620 224422 00292801 102 Yes 0.00 =
587|HMOS42  HMO BLUE SNGL10MTH  BC BLUE CROSS  '06113 FORTI, KAREN J SO0SLBASST-02  01-Mar-2022 s 60.66 0.00 242620 224422 00292801 102 Yes 0.00 [21-Sep-1949
566/HMOS42  HMO BLUE SNGL 10MTH  BC BLUECROSS  'B71636 FRASSA, MAREE SO1ZBEHTECH02  15-Dec-2021 s 60.66 0.00 242620 224422 00292601 102 Yes 000 l0g_jun-1995
569|HMOS42  HMO BLUE SNGL 10MTH  BC BLUE CROSS  'D71805 GARZA, KAREN E SO0IBEHTECH02  29-Aug 2022 s 60.66 0.00 342630 224422 00292801 102 Yes 0.00 =
S90|HMOS42  HMO BLUE SNGL 10MTH  BC BLUE CROSS  "H06095 GODBOUT, KAREH R SO0BILASPED0S  16-Jan-2019 5 60.66 0.00 242620 224477 002928601 102 Yes o.00 [03-Mar-1965
591|HMOS42  HMO BLUE SNGL 10MTH  BC BLUE CROSS 71658 GRENON, KAREN J SOOSBEHTECH-02  01-Dec-2021 s 60.66 0.00 242620 224422 00292801 102 Yes 000 |42 jun-1998
592|HMOS42  HMO BLUE SNGL 10MTH  BC BLUE CROSS 71377 HALEY, MARE SODO03IBEHTECH-02  01-Nov-2021 s 60.66 0.00 242620 224422 00292801 102 Yes 0.00
593|HMDSé2  HMO BLUE SNGL1OMTH  BC BLUE CROSS  'B71581 HOWLEY, MARE C SH1ZABATECH-02 27-Aug-2021 s 60.66 0.00 242620 224427 00292801 102 Yes o.00 [08-May-1997
594|HMOS42  HMO BLUE SNGL 10MTH  BC BLUE CROSS  'D71361 MALHOTRA, KAREN SOOSTECHAST-01  08-Sep-2020 s 60.66 0.00 242620 224422 00292801 102 Yes 000 102 0ct-1957
595/HMOS42  HMO BLUE SNGL10MTH  BC BLUE CROSS 071654 PADDEN, LYNN SO03BEHTECH-02  07-Sep-2021 s 60.66 0.00 242620 221422 00292801 102 Yes 0.0 =
595|HMOS42  HID BLUE SNGL 10MTH  BC BLUE CROSS  'D07084 PASCIUTO, LYNN E SO0SABATECH-01  01-Mar-2017 s 60.66 0.00 242620 221422 00292801 102 Yes 0.00 |31-Jul-1883
597|HMOS42  HMO BLUE SNGL 10MTH  BC BLUE CROSS 70301 PPER, LYNN J SO0SBEHTECH-01  15-May-2012 s 60.66 0.00 242620 224422 00292801 102 Yes 000 |44 Nov-1885
598|HMOS42  HIMO BLUE SNGL 10MTH  BC BLUE CROSS 71639 SHUMAKER, LYNN M SO0SABATECH-02 17-Aug-2022 s 60.66 0.00 242620 224422 00292801 102 Yes 0.00 =
599|HMOS42  HIMO BLUE SNGL 10MTH  BC BLUE CROSS  'D70796 SPAZIAND, LYNND. SO1ZBEHTECH-01  20-Aug-2015 s 60.66 0.00 242620 224422 00292801 102 Yes 000 02-Jul-1984
600|HMOS42  HMO BLUE SNGLAOMTH  BC BLUECROSS  'B71011 VATER, MARE M SO0BABATECH-01 01-Feb-2020 s 60.66 0.00 242620 224422 00292601 102 Yes 000 |57 Sep-1986
601 #Emps: 18
602 28-Nov-1967
603|LF-AF  AFLACLFEGA100%E LI LFE INSURANCE 71482 LOHMANN, MICHAEL TZOFRFGTR-01  01-Jun-2022 0.00 655 01-Jun-2022 0.00 0.0 009629-01 o 000 |12 Dec-1859
604, #Emps: 1
05/ 09-Mar-1978
605|LF-88  BOSTONMUTLW-BI 10 LI LFE INSURANCE 70657 HARTEN, MICHAEL S SO1ZPRBINS-01  01-Dec-2018 000 16.00 01-Sep-2019 000 0.00 01354501 0o 000 |59_ju11862
607|LF-B8 BOSTONWUTLW-BI 10 LI LFE INSURANCE 70335 LAGROIX, KEMTH SO0SPDCLAS-01  01-Dec-2018 000 1538 01-Dec2018 000 0.00 01354501 0 No 0.00
608|LF-88  BOSTONWMUTLW-BI 10 LI LFE INSURANCE 071186 MURPHY, LYNH W SO0SPRIPRIN-01  01-Dec-2018 000 1777 01-May-2019 000 0.00 01354501 0 No o.00 |07-Sep-1966
60a|LF-88  BOSTONMUTLW-BI 10 LI LIFE INSURANCE 071623 RENNE, MARE L SO1ZSCHPSYC-01  12-Aug-2021 0.00 4.8 12.Aug-2021 0.00 0.0 01384501 0o 0.00
610|LF-88  BOSTONMUTLW-BI10 ULl LFE INSURANCE 10131 SURPRENANT, LYNN H SO0STEABHS 01  01-May-2013 0.00 1032 01-May-2013 0.00 000 01384501 0o 0.00
611 #Emps: §
4

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.

3.2 #6740-Position List — Vacant

[ADM-AUC-HR-10617]

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

Human Resources P Reports P By Position P #6740- Position List — Vacant

W7 Task 6740: Position List - Vacant x
p— - - Position Listing - Vacant
== [AUC] 7805-Report Library by Position
Optional: Enter up to 9 Bargaining Units Edit | |0 values:
Report Library by Position Optional: Enter up to 9 Entity Codes Edit 0 values:
Gate. Optional: Enter up to 9 Position Categories | Edit | |0 values:
[Report Name o )
Actions. |5—ﬂ5,F.Dsmun Tist Optional: Enter up to 9 Timesheet Groups Edit ||0 values:
1 q
Optional: Enter FTE Range From: To:
Vacant o . [ L N
Position Selection: ® Al O Budgeted Only O Non-Budgeted Only
Report Categories .
Sort Report By: @ Position# O Barg Unit
3By Tmesheet Ri q q
4 By Paychecks/Other un as ) Preview O Print O PDF | @ Excel
If Printing use Duplex @ ves (O MNo
Lookup Cancel Clear All
s . ® . .
This field will not be shown on the PDF® version of the report due to page size.
File Home Insert Page Layout Formulas Data Review View Help
1 - £ || Bargaining_Unit
) A B C D E F G H | J K L M N (0]
argaining_Unit Description osition: escription ategory udget Grp Schedule Grade FTE Enti ategory e atus
|§ i Unit D ipti Position# D ipti Cat Budget Grp Schedule Grade FTE Entity EEO Cats EEQ Stats
NON-NO No Benefits S003SPDNONU-03  NON UNIOM CLERK 19.5 HOURS CLERK CcL 1 1.00" M5  adminisirative 2 Part-Time Active
MTA-21 21 Pay Teachers S003TEAGR03-04 DIPIETRO SCHOOL TEACHER 21 P TEACH M43 1 1.007% B5  elementaryclas 02 Part-Time Active
# |NON-NO No Benefits S005ABATECH-02 ABA TECH SUBSTITUTES SuB SuUBS 1 1.00" 83 substitutes 2 Part-Time Active
B |MTA-21 21 Pay Teachers S005ELLTCH-02 ENGLISH LANGUAGE LEARNER 21 TEACH M 1 1.007% M2 otherprofessioc 01 Full-Time Active
NON-NO No Benefits S005ILANONU-01 ILA - 10 MTH STALL BROOK NON AIDES ILA NON 1 000 o bo Active
f |NON-NO No Benefits S005SPDCLRK-01  SPED CLERK 19.5 HW CLERK PT 3 1.00M Fi5  administrative 1 Full-Time Active
MTA-21 21 Pay Teachers S0058PDSB-01 STALL BROOK ABA TEACHER 21 P TEACH M 1 1007 5 elementaryclas 01 Full-Time Active
NON-NO No Benefits S006ASCTUTR-01  ACADEMIC SUPPORT TUTOR ASP TUTR 1 1.007 B4 tuiors 3  Temporary  Active
0 |MTA-21 21 Pay Teachers S006BMHCLI-01 BRIDGES MENTAL HEALTH CLINIC SOCIAL B 1 100" B9 psychologists D1 Full-Time Active
1 [AFL10M-AF10 School Weekly 10 month employe S006CAFWRKR-03 CAFETERIA WORKER - UNION CAFE CFwW 1 100" Fic  serviceworkers 1 Full-Time Active
2 |AFL-AF School Weekly 12 month employe  S006CUS1STS-01  CUSTODIAN CUST cu 1 100" M6 serviceworkers D1 Full-Time Active
3 |SNGL-01 school singleton contractual d SO06ELAINTV-01 ENGLISH LANGUAGE ARTS INTERV ~ TEACH SA 14 100" Fiz  otherprofessic "1 Full-Time Active
4 |MTA-26 26 Pay Teachers S006ELLTCH-01 5 ENGLISH LANGUAGE LEARNER TEACH B 1 0507 M2 other professic B2 Part-Time Active
5 |[MTA-21 21 Pay Teachers S006GUICOUN-03 4 & 6 Guidance Counselor GUIDE M 1 1007 s guidance 1 Full-Time Active
6 |MTA-21 21 Pay Teachers S006TEAMATH-03  BHS TEACHER TEACH B 1 1.00% B2 principals 1 Full-Time Active
Figure 5 Before—No account number column was listed on the Vacant Positions report

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Position_Vacant_6740_xmi - Excel P search |\ - a
Fle  Home inset  Pagelayowt Formulas  Data  Review View  Help & Share
Q42 -
A B c D E F G H 1 J K L M N o P
1 Bargaining Unit Deseription Position# Deseription Category  Budget Grp Schedule Grade FTE Entity EEO Category EEO Type Account Status
2 |NON-NO No Benefits S003SPONONU-03  NON UNION CLERK 19.5 HOURS CLERK cL 1 100 Re  admmstratve Part-Time 1000-300-2315-127-03-00-51232 Active
3 MTA-21 21 Pay Teachers SO03TEAGRO3-04 DIPIETRO SCHOOL TEACHER 21 P TEACH M4s 1 1007 Bs  elementarycles B2 Pat-Time 1000-300-2305-110-03-00-51260 Active
4 |[NON-NO No Benefits SOOSABATECH-02 ABA TECH SUBSTITUTES suB suBs 1 1.00% M3 substitutes B2 PatTime 2100-000-2330-423-06-00-52400 Active
5 MTA-21 21 Pay Teachers SO0SELLTCH-02 ENGLISH LANGUAGE LEARNER 21 TEACH M 1 1007 iz other professio Bt Full-Time 1000-300-2305-110-05-00-51260 Active
6 NON-NO No Benefits SOOSILANONU-01 LA - 10 MTH STALL BROOK NON ANDES ILANON 1 000 Bo o 0000-000-0000-000-00-00-00000 Active
7 |[NON-NO No Benefits SO05SPDCLRK-01  SPED CLERK 18.5 HW CLERK PT 3 1007 "i5  administrative B FulTime 1000-300-2120-127-12-00-51232 Active
8 MTA-21 21 Pay Teachers S0055PDSB-01 STALL BROOK ABA TEACHER 21 P TEACH M 1 1007 ®s  elementaryclas  B1 Full-Time 1000-300-2305-120-05-00-51260 Active
8 |[NON-NO No Benefits SO0BASCTUTR-01  ACADEMIC SUPPORT TUTOR ASP TUTR 1 1007 %4 wtors M3 Temporary  1000-300-2305-123-06-00-51260 Active
10 MTA-21 21 Pay Teachers S00BMHCLI-01 BRIDGES MENTAL HEALTH CLINIC SOCIAL B 1 1007 Mo psychologists 1 Full-Time 1000-300-2710-126-06-00-51260 Active
11 AFL10M-AF10 School Weekly 10 month employe  SO06CAFWRKR-03 CAFETERIA WORKER - UNION CAFE CFwW 1 1009 fig  seviceworkers 1 Full-Time 2020-000-3400-000-09-00-51130 Active
12 AFL-AF School Weekly 12 month employe  S008CUS1STS-01  CUSTODIAN CUsT cu 1 1007 "ig  serviceworkers "1 Ful-Time 1000-300-4110-190-06-00-51450 Active
13 | SNGL-01 school singleton contractual d SO0BELAINTV-01 ENGLISH LANGUAGE ARTS INTERV TEACH SA 14 1.00% "iz  other professio 1 FullTime 1000-300-2305-110-06-00-51260 Active
14 MTA-26 26 Pay Teachers SO0GELLTCH-01 5 ENGLISH LANGUAGE LEARNER TEACH B 1 050" iz other professio B2 Pan-Time 1000-300-2305-110-08-00-51260 Active
15 MTA-21 21 Pay Teachers SD0BGUICOUN-03 4 & 6 Guidance Counselor GUIDE M 1 100% %8 guidance B Ful-Time 1000-300-2710-110-06-00-51260 Active
16 MTA-21 21 Pay Teachers SO06TEAMATH-03 _ BHS TEACHER TEACH B 1 1007 %2 principals B Full-Time 2040-000-2305-401-06-00-51260 Active

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

m R rt Field s
Epom e reports generated for payroll warrants or can be run on
S demand from the HR reports library.
Ll
Arnual Salary AMMSAL
Bank Account BAMKACT X .
Bank Lode A This will report on all category codes that are set up on the
Benefit Category BEMCOD
Benefit /Deduction BEMTET PayCheCk category table'
Check Date WARCKDATE
Check Mumber CHECK
Cost Code CSTCOD i I i i i 1 i
e o Jropfnt £sTcon The list of fields is shown via the lookup when adding a field in
Cost Code Prenote PREMNOT H i i
e o oot L the Paycheck Category Detail screen. The current list is shown
Date of Birth TDE
EEQ/Orig, Hire Date OHIREDAT on the left
Emploges Amt{Ded) EEAMT
Emplayn_ar‘ Amt {Ben? ERAMT
Expenditure Acct EAPACTHUM If there are fields not shown here that you want to include in
Holdover Amount HLOOAMT
Ligkility Account LIAACTHUM i
qLobilizy Pocount LIeAcT the report, please contact support@admins.com to request the
Mailing Addresz#2 OZMADR
Mailing Address#3 OZMADR enhancement.
Mailing City MCITY
Mailing State MSTATE
Mailing Zip Code MZIPCOLE
MHote
Social Security # S5HO iti i
jociel Security ¢ SR Our.most recent addition to the list was
Harrant WARRANT hd adding the warrant number at the request of
Find Search | | Cancel Help Eof 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:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 12
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Human Resources P Tables P Cost Codes
== [AUC] 6430-Cost Code Table
Cost Code Table
.
T - S—r coae : —
[ER_BCS21 e o =teie = s BLUE CROSS Tractive
oo ER Trcoe [ w0 stie o s T i Tractive -
ER BCSTH Rerrerer o= = e R fetive Code |+ |Description ~[Benefit |7 Category
Rt R A — potive BLXF26  BLUE CROSS FAMLY 75/25 BC BLUE CROSS
el o e ot BLLE CROSS Fetius BLXS26  BLUE CROSS SINGLE 65/35 BC BLUF CROSS
Toou EED”:;MS X L — E :i Egggg fetive ERBCF  EMPLOYER HMO FAMLY BC BLUF CROSS
T 0 T T2 SO0 A et ERBCS  EMPLOYER HMO SINGLE BC BLUE CROSS
HMO ADMS e Frcy o C ELUE CROSS etive ERMH+F EMPLOYER MASTER HEALTH FAMLY ac BLUE CROSS
e I S C BLUE CROSS i ERMH+5 EMPLOYER MASTER HEALTH SINGLE BC BLUE CROSS
W enett Satemest HMOBF o e om sooa e C ELUE CROSS Petve HIO ADMF HWO BLUE FAMILY SCHOOL ADMINISTRATION B BLUE CROSS
, HMOBL b e T BT BLUE_ CROSS bt HMO ADMS HMO BLUE SINGLE SCHOOL ADMINISTRATION BC BLUE CROSS
X Povchect HHMOF THN Je st 2 Fars C BLUE CROSS feilve HMO BCX  HMO BLUE EXTRA PAYMENT BC BLUE CROSS
[ Bene® Evmomert HMOF21  [or S tomn e oo C BLUE_CROSS b HMOBF  HMO BLUE FAMILY 12ZMTH SCHOOL AFSCME BC BLUE CROSS
F HMOF26 C BLUE CROSS Fetive HMOBI HMO BLUE IND 12MTH SCHOOL AFSCME BC BLUE CROSS
R AT e e T BLUE CROZS | e HMOF TWN HMO BLUE FANILY TOWN BC BLUE CROSS
LT S — BLUE_CROSS fetive HWOF21  HWO BLUE FAMILY 21 PAYS BC BLUE CROSS
T S L — C BLUE CROSS o HWOF26  HWO BLUE FAMILY 26 PAYS BC BLUE CROSS
A C BLUE CROSS Tetive HMOF42  HWO BLUE FAM 10MTH SCHOOL AFSCME BC BLUE CROSS
HMOS42 | e e ic [BLUE CROSS P e HMOS TWN HIMO BLUE SINGLE TOWN BC BLUE CROSS
[FFPF2IC | sreooreme C ELUE CROSS ractive HWOS21  HWO BLUE SINGLE 21 PAYS BC BLUE CROSS
MEDEX T iC [BLUE_ CROSS Jirsertve] HMOS26  HMO BLUE SINGLE 26 PAYS BC BLUE CROSS
734TEDS C BLUE CROSS | HMOS42Z  HMO BLUE SNGL 10MTH SCHOOL AFSCME BC BLUE CROSS
s = WEDEX  MEDEX BC BLUE CROSS

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.

= [AUC] 6430-Cost Code Table
Cost Code Table
Got p
o CostCode [J [BLUE CROSS FAMILY 75725
Actions
Calculation () Method 1 Use Tax Rate Table Calendar Year Annual Maximums
1 Summary-PayCheck] @ Method2  FlatAmount $ 799,49 Bucket Amount 3
Summary-Benefit St. (O Method 3 Base Bucket% Period Annualized Over Annual § | Employee Contribution §
Base Buckst# | ¥TD Amount Employer Contribution &
2 Add New
Copy This Code
5 General 8 Accounting 7 Base Buckets & Perinds to Take 8 Tiers Vendor Notes
3 Edit List
e
4 Emp By Code
Paycheck Category [BC BLUE CROSS_2
Category Tables Deduction Hol T TEEEITaOIE Ahount—Hol Employee Direct Deposit O Yes @No
V' Paycheck Pretax? @Yes ONo
W Benefit Statement Paycheck Calculation Order [102
Always take Benefit @vYes (ONo Mass Payment Vendor [002928 Remit o1
Category Reports Employer % is Only Reportable Benefit? () Yes @ No TOWM OF BELL-GROUP INS CL T F
X Paycheck Tax Table Indicator Federal | State Other Mone 10 MECHAMIC ST
* Benefit Statement Allow Override? @ves (CiNo BELLIMGHAM, MA 02019-0000
Employee Changes Allowed? OYes @ MNo
P o—— JBONd? s ‘J; _ gttt g (OYas  GhNge Y e b b ettt et e eame, [

3.3.2Select 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 P Tables P Category — Paycheck

Human Resources  Budget Collections Bank Codes

Maintenance ¥ Bargaining Unit Table

Payroll Processing > BaseBuckets O sclect the Paycheck Category & click on [Detail].

Timesheet Entry > Benefit Tiers

Special Processin, ¥ Budget Group Table - Read Onl: . . .

Vot ot i Paychec fEn—— '% © 0On the detail screen, set the report frequency options. This report
Billing and Invaicing o) G can be run on demand, or with every warrant, or periodically.

Bank Reconciliation FLSA Codes

Queries > Leave Accrual Rules 9 . . . . .

h— I —— Choose where this benefit code will be listed on the report — it
Tables 3 PayGroupTable depends on what other codes are set up for the report.

O 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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== [AUC] 6428-Paycheck Category

Paycheck Category

Goto.

TTvpe [Satus_ [Orders [CkOrder [~
Aetons oy E fotive |
1 Detail [BC [BLUE CROSS ) fctive
5Add New oy L W Active
FLES - HOd T
6 Edit List [l Active
e Paycheck Category

8 Pay Code Table

Category  [BC LLUE CROSS

X Restrict To
Actions
Category Type @ BenefitDeduction Report Frequency On Demand Benefit Report Order [t o
1 Summary O Wage Every Warrar Check Layout Order  —
OManthly
2Add New Oouarterly
Oannually
3 Edit List
4 Cost Code Table Place the field names below in the order in which they are to be printed on the report
S Pay Code Table
Report Field Name Description

L EMPND Enployee Nunber
2 HAME Enplayee Nene
IEEAT Enplogse Ant.{Ded)
4 ERFHT Enployer Ant(Ben)
5 [EsTCon Cost, Codls:
6 WARCKDATE Check Date Select the field names by right-
; 7:;;“ E:f:;t“’“b” clicking in the box and choosing
3 [TOTAMT <_T_uc_a1_<_ne_a_&j=m_— the field to be included on the
1 | report from the lookup

Figure 7 Selecting the options for this code

3.3.3Run the Report

57 Tesk 7225 Benefit Categerics x To run the report on demand, from the menu,
Benefit Categories select.

Category Frequency: O 0On Demand ® Every Warrant O Monthly O Quarterly O Annually

Print Report as: O Summary_ ® Detail Human Resources P Reports P Report Library P

Required: Check Date Range [mmddyyyy] From: |07012022 |Tn: | 09302022 |
Optional: Enter up to 9 Warranti's Edit ||] values:

By Paychecks/Other P #7225 Benefit Categories

Run as O PreviewO Print .~ @PDF O Excel Enter a required check date range to limit the

If Printing use Duplex @ vyes (O No .
i Sl o report to only the desired data.

Samples are shown below.

7225-HRBENDEDCAT .REP Printed 15-Feb-2023 at 15:18:44 by THERESA Page 158
Town of Admins
Benefit Categories
Check Date between 07012022 and 08302022
Category: BC BLUE CROSS
Cost Code: ER BC F EMPLOYER HMO FAMILY

Employee Name Prenote Employee Amt(Ded) Employer Amt(Ben) Cost Code Check Date Check Number Warrant Total (Ded & Ben)
BARTLETT, MICHAEL P 15203.10 06-Jul-2022 0948598 503695 15203.10
CLINTON, LAWRENCE 17019.73 20-Jul-2022 08949724 803700 17018.73
DONAHUE, LYNN R 20566.87 31-Aug-2022 09862969 803717 20566.87
ESPOSITO, KEITH L 14951.11 03-Aug-2022 0961046 803706 14951.11
MCKINNEY, KAREN A 2422.42 03-Aug-2022 0960924 803703 2422.42
MOLLOY, KEITH M 20566.87 31-Aug-2022 0962968 803717 20566.87
O'NEILL, MARIE T 20566.84 14-8ep-2022 0964064 803723 20566.84
PERRY, KEITH JR 9426.70 24-Aug-2022 0962229 503714 9426.70
RANDAZZO, MARIE J 15202.91 0849037 803684 15202.91
SATYAN, KEITH 20399.04 06-Jul-2022 0849160 503694 20399.04
SCHMIDT, KEITH A 20566.87 24-Aug-2022 0962122 503714 20566.87
SLANEY, KAREN 23162.29 07-5ep-2022 0963296 803721 23162.29

WYNN, LYNN A 19096.09 10-Aug-2022 0961412 503709 19096.09

Total # Employees: 13 219150.84 219150.84

Selected Report Format: In Detail
Selected Check Date: 07012022 to 09302022
Selected Frequency: Every Warrant|

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]
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3.3.4Excel® 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 P Reports P Report Library P [4 By Paychecks/Other] P #7225-Benefit Categories

[AUC] 7815-Report Library Paychecks/Other

Report Library Paychecks/Other

Goto.

B Task 7225: Benefit Categories x
[Report Name ~
Actions W Benefit Categories
/225-Benefit Categories .
<W e Lt £ % Category Frequency: O On Demand @ Every Warrant O Monthly O Quarterly O Annually
RevortCat _ E:g?;ahtss R:d;tLR:pnrtt Print Report as: O Summary @ Detail
leport Categories -History Audit Reports ra— . .
A0 Ercimice F—————Faucheck Fiztory Feports ——— Required: Check Date Range [mmddyyyy] From: | 01-Jan-2023 ‘Tu.‘ 31.Jan-2023 |
28y Postion [F2Ti-Enployss Paucheck Aistory Reeister Optional: Enter up to 9 Warrant's Edit  [0values:
[F2le—Employse Paycheck History Summary
[F213-Historical Paycheck Register — Warrant Dstail
[F215-Historical Pagcheck Register - Emplogee Totals Run as O preview O Print. - O PDF @ Excel
[EE31-Paycheck Listing If Printing use Duplex @ ves O No
[E501-Faucheck Cost Cods Sunnary — By Categorg/Cost Code
e e e Laokup Cancel | | Clear Al

T TR Sl e

File ~ Home  Insert  Pagelayout  Formuls  Data  Review  View  Help
A2 - fe | Emp#
A B c 1} E F (<] H 4 [ a
1 Check Date between 09142022 and 09222022
2 [Empz_lEmployee Name Prenote  Category  Category Description CostCode  Cost Code Description Employee Amt{Ded) Employer Amt(Ben)  CostCode Direct Deposit
3 07852 BRADY, KAREN B BC BLUE CROSS HMO BCX  HMO BLUE EXTRA PAYMENT r 3287
& PO71655 WALSH, KAREN BC BLUE CROSS HMO BCX  HMO BLUE EXTRA PAYMENT v ‘288
5 Total # of Employees: 2 8C BLUE CROSS. HMOBCX  HMO BLUE EXTRA PAYMENT 45.85
3
7 |Empe  Emplovee Name Prenote  Category  Category Description CostCode  Cost Code Description Emplovee Amt(Ded Emplover Amt(Ben)  CostCode Direct Deposit
8 J007184 BOYAM, KETH P BC BLUE CROSS HMOBF HIO BLUE FAMILY 12MTH SCHOOL A r 121.48
9 70168 BRODEUR, MICHAEL G 8C BLUE CROSS HHMOBF HIO BLUE FAMILY 12HTH SCHOOL A r 12146
10 (670148 BURCH, KETH 5 BC BLUE CROSS HMOBF HIO BLUE FAMILY 1ZMTH SCHOOL A r 121.48
11 [007788  CATALANO, LYNN 8c BLUE CROSS HHMOBF HIQ BLUE FAMILY 12HTH SCHOOL A r 12146
12 [b70684  CATANZARI, MARE W BC BLUE CROSS HMOBF HIO BLUE FAMILY 1ZMTH SCHOOL A r 121.48
13 [007762  KILDUFF, LAWRENCE R 8c BLUE CROSS HHMOBF HIQ BLUE FAMILY 12HTH SCHOOL A r 12146
14007111 LADOUCEUR, LAWRENCE E BC BLUE CROSS HMOBF HIO BLUE FAMILY 12MTH SCHOOL A r 121.48
15 [B07737  WORO, KEITH P 8C BLUE CROSS HHMOBF HIQ BLUE FAMILY 12HTH SCHOOL A r 12146
16 [B71167  REMILLARD, MARE BC BLUE CROSS HMOBF HIO BLUE FAMILY 12MTH SCHOOL A r 121.48
17 [070447  SALISBURY, MICHAEL R 8C BLUE CROSS HHMOBF HIQ BLUE FAMILY 12TH SCHOOL A r 12146
8 A TORUECIEmPloyees 10\ v cninin P L FPUUCROES o peocaHMOBEN.  HMOLUE FAMILK M SRNOOLA L I P SR W SRR

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 P Report Library P [4 By Paychecks/Other] P #6930 FOIA Report

[= [AUC] 7815-Report Library Paychecks/Other

Repeort Library Paychecks/Other

Go.
Report flame. Wiew  [Report_~
Actons E_ o
Categories hun
wplogee Corwersion Demographics bun
bles Audit Reports bun
Report Story fudit Feports R
18y Empioyee A T —
28y Postion 2T Errloyes Pagcheck History Realster ET)
use Paychack Mistory Sumnary Run
dmnb o : = Saister - Harrent Detail R
7 ter - Enploges Totals Sample Run
- Fun
0T Paycheck Cost Code Summary - By Category/Cost Code Fun B Task 6930: FOIA Report X
|pB02-Faycheck Cost Code Report by Employee / Cost Code Run
EB00-Pauchecl: Cost Code Susmary - by Tineshest Group Run FOIA Report
03-Paycheck Pay Code Sussary - By Category/Pay Code Run - . )
ES0aFouchock Pag Tode Summory = Bu EnplousePey Code P Required: Work Date Range (mmddyyyy] From: |TfIifFIFR To: 12312022
5T-Paucheck Sunarg — By Ewplogss Rocount. R L
727 Taucheck Sunnarg — Dy Ewploges / Pag Cods Tops Run Optional: Entity Code I:l I:l
E06-Paycheck Sumnary — By Explognent Tues an ional: - .
es-Fegteter < 075 Tcieared Checks = @pfthmefh o @ O Py G Edit |0 values: |
TV un Optional: Enter up to 9 Bargaining Units | Edit | |0 values:
€|6930-FOIA Report > un ‘ = ‘
=—TPrRCTD=T Tizal & Calondsr ———
St of Cost Codes by WE/I009F Tox R @
ACA_ 1095 Uit Fepart, Run un as @) Excel
Lookup Cancel Clear All

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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Theresa Campbell  TC

2= s FOI_6930_THERESA[2]xm - Excel
File  Home Insert  Pagelayout  Formulas  Data  Review  View  Help
N22 < A || o
A B (o] D E
2 |Check Dates: 01012022 to 12312022
3
4 |Year [-|Emp N¢-|First Nam¢-|Middle Nam/-|Last Name
5 | 2,022'000040 KEITH F DION
6 | 2,022'000092 LYNN M DEWITT
7 | 2,022%00152 KEITH C PETERSON
8 | 2,022"00199 KAREN M BOYAN
9 | 2,022'00205 MICHAEL R MELANSON
10| 2,022'000286 MICHAEL J CORRIVEAU
11| 2,022"000288 KEITH WHIDDEN
12| 2,022"000307 KEITH PERRY
13| 2,022"000307 KEITH PERRY
14| 2,022"00311 LAWRENCE L GIVENS
15| 2,022"000311 LAWRENCE L GIVENS
16 | 2,022'001006 LYNN L EMIDY
17| 2,022'001006 LYNN L EMIDY
18| 2,022'01148 KAREN L PULTZ
19| 2,022'01239 MARIE M EINSTADTER
37| 2,022 B02190 MICHAEL L KEITH

01-07-1985

~|Hire Date -| Pay Grouy -|Position Description
02-07-1991
12-29-1993
12-17-1987
12-01-2020
01-01-2010
10-04-1993
04-26-2021
05-02-1988
07-20-2022
09-25-1995
09-25-1995
11-04-2016
10-23-2017
09-07-1993
07-01-1997

~|Bargaining Unil -] Annual Salarj~ | Total Pay [-|111F }

DPW DPW DIRECTOR MGMT -TH
POLICE POLICE COURT OFFICER POLU -PO
™ TOWN ADMINISTRATOR MGMT -TH
™ ELECTION/TOWN MEETING WORKER{NON -NO
BI COACH NON -NO
ADMTEST POLICE PATROL OFFICER POLU -PO
POLICE POLICE PATROL OFFICER POLU -PO
POLICE POLICE SERGEANT POLU -PO
POLICE POLICE DETAIL NON -NO
POLICE POLICE PATROL OFFICER POLU -PO
POLICE POLICE SERGEANT POLU -PO
T™W BOARD OF ASSESSORS ELEC -EL
T™W PART TIME CLERK ASSESSORS NON -NO
T™W MIS PROF -01
T™W LIBRARY TECHNICIAN TOCL -01
POLICE PGLICE CHIEF MGMT -TH

-
Jf
J K 4
4
P
4
139,000.00 10162842 ¢
67,296.24  24,075.11
179,460.00 127,043.54 1
1.00 990.00 .
100 586100
71,367.84 122,321.92
54580.32 6490328 1
81766.08 14872129  f
58.00 928.00
6729624 5275272 €
81766.08 3638854 p
1,200.00 800.00
1500 107000 4
10006923  76,822.90 ;
4100571 3072590 |
17699424 14445850 ¢

Figure 10 New Annual Salary Column on the #6930 FOIA report

4 Bulk File TIN Matching

[ADM-AUC-HR-10612

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.

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”.

[COVENTRY-SUP-SAPLAUC-319]

DOR Tax Portal <Tax.Portal@tax.ri.gov:
To Theresa Campbell

() Vou forwarded this message on 2/2/2023 .59 AM,

E i 2 3

» RE: Question on Filing for the Individual Mandate - Message (HTML)

P - o

RE: Question on Filing for the Individual Mandate
O |9 %>

information to the state.

Amber
Taxpayer Assistance Representative

| taxportal@tax.ri.gov
e CapToT

Because you have uploaded that information with the IRS, you do not need to provide that

Providence, Rhode Island 02908

From: Theresa Campbell <theresa@admins.com>
Sent: Tuesday, January 24, 2023 10:49 AM

To: DOR Tax Portal <Tax.Portal@tax.ri.gov>

Ce: support <support@admins.com>

subject: Question on Filing for the Individual Mandate

Good Morning,

We have a few in tts and Co

individual mandate.
We do not separate the files by state.

Does the state of Rhode Island accept the IRS files that include residents from all states?

who employe residents of Rhode Island.
Our software creates a manifest and 1094C file (example below of the file names).
These are the files submitted to the IRS, and if | understand correctly, can be used to satisfy the

-

[ADM-AUC-HR-10609]

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

Page 10 of 12



8 ADMINS Unified Community Release Notes — Version 23.1
Human Resources March 2023

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 P User Favorites

== [AUC] 1025-Maintain Allocation Codes [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing €m || Favorites  Help
B S E M e +m Q B FE S N User Favorites

Favorites = Help

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.

== [AUC] 73-Users Favorite Selection [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B SE e+ @ 3(H)

®)

From anywhere in the AUC system, click on the [Home] button M 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 % 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]
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HR-630 W2 Year-End Training Slides
HR-635 Email W2s, 1095Cs, 1099Rs
HR-640 IRS Instructions for W2/W3 (CY2023)

HR-643 IRS—Pub 15-A Employers Supplemental Tax Guide (CY2023)

HR-647 IRS—Pub 15-B Fringe Benefits (CY2023)

HR—645 IRS — Pub 15 (Circular E) Employer’s Tax Guide (CY2023)
HR—648 IRS—Pub 15-T (Federal Tax Withholding Method Instructions) (CY2023)

HR-660 IRS Instructions for 1099R (CY2023)
HR-765 Calendar Year-End ACA Training Slides (CY2022)

HR-594.1 FOIA Reports

7.3 ADMINS Video Library

7.2 New or Updated Content on ADMINS.com

I
ADMINS
I

Home  What's New

AUC Video Launchpad

Videos & Quick Tips  Library = More »

Below is a list of training videos for new users to get acquainted with AUC, and for current

users to take a deeper dive into a process or get a refresher for "once a year tasks.

Getting Started

Logging In to AUC & Basics (7:00)
Logging out of AUC (1:54)

Reset AUC Password (2:00)

Use the Training Area (2:04)
Clear Data From A Field (1:17)

Favorites Screen (2:23)
Index Of Help Documents (0:51)
Reprinting A Report (4:20)

Optimize the PDF Viewer (3:37)

Email Signatures (1:36)
Quick Task & Report Button (2:12)
Check for Record Locks (2:14)

Collections & Tax

Enter Bill Payment Receipts (7:14)

Enter Treasury/ Departmental Receipts

GL Training

Add a New GL Account (4:07)
Budget Transfers via a JE (2:55)
Drill Down on Account (4:51)

Transaction History Queries (7:07))

General Ledger Reports (10:09)
Expenditure Summary Report (4:04)
Set Up A New Fund (9:17)

Automate Reports using_Job Stream

AP/PO Training

Approvals - The AP/PO Dashboard (3:49)

Purchase Order Entry (7:28)
Reprint Purchase Order (3:17)
PO Change Orders (5:43)
Request A PO Liguidation (2:34)
Liguidate a PO (3:11)

Create a Direct Payment Vouc

her (5:35)

Create a Voucher from a PQ (6:20)

(24:28)
How to Upload a Journal Entry (5:57)
How to Reverse a Journal Entry (4:08)

Fixed Assets Module (1 hour 21 minutes)

User Account Security (6:32)
Budget Transfers via a Journal Entry

Woucher Change Orders (4:22)

Liguidate a Voucher (4:16)
PO Queries (7:14)

PD & Voucher Reports (2:47)
Querying Vouchers (5:29)
Add a Mew Vendor (2:54)

(HVMA) (3:00)

HR Training

Create A Payroll Warrant (3:31)

Timesheet Entry (7

(10:57)
Reprint a Bill (4.01)

Bill Inquiry Screen (7:26)

Bill Locator Screen (3:30)

How To “Uncalculate” A Warrant (2:14)
Create A Recon File After Warrant |s
Posted (1:10)

Add Historical Salary Change Record

(2:47)

Wendor Attachments (2:50)
Add a Vendor Remit Address (3:20)

Woucher Selection Error Report |
AP Disbursement Process (10:45)

Webinar Links

Fiscal Year End

PO Rollovers (24:31)

Split Labor Distribution (21:18)
Calendar Year End

AP 1099 Processing (G, Int, MISC, MNEC, S)

(26:21)

HR W2 Processing_(28:01)

March 2023

[Updated]
[Updated link]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]
[Updated]

[Updated]

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.
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