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1 Adding a Position – Verify GL Account is Valid [Enhancement] 
Positions can be set up far in advance of them being used – a position can be “dormant” for years if it is not filled or used by 
an employee. An issue came up when a dormant position was added to an employee in the current fiscal year. The account 
on the position was not valid in the current fiscal year, but the system did not check that the account being brought in by 
the value on the position was still valid. ADMINS added error checking to identify this error and prevent using an invalid 
account. 

For example, Employee #72001 has 
taken an additional position with the 
Arts Council, Position T651ARTCOUN-
02. This position was established long 
ago but has been unused until now. 
 
As seen here, the default account 
assigned on the Position Maintenance 
is Inactive in the Chart of Accounts for 
the current Fiscal Year. 
 
Now when adding a position to an 
employee the system checks that the 
account being brought in to the 
employee record is valid.  
 

 
Note: All positions do not have a default account. If there is no 
account on the position, enter one when adding the position to 
an employee. 
 

Adding the position will 
prompt for the required 
salary information as 
usual.  

 

If the account in the position 
table is not valid for the current 
fiscal year, a valid account 
number will be required in the 
prompt: 
 

 

[ADM-AUC-HR-10593] 
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2 Employee Maintenance–Duplicate Deduction Code [Fix] 
When adding a deduction to employee 
maintenance deduction screen, sometimes 
the code would be duplicated. This has 
been fixed. 
 
To add a code, from the menu, select: 

HR  Employee Maintenance  [3 
Ded/Ben]  

Choose  on the left side of 
the screen.  
 
  

 

Click on ; the new code will be 
visible in the grid in the middle section of 
the screen. Codes are listed in alphabetical 
order. 
 

 

Another option is to click on the [Actions] button and 
select Add Code from the drop-down menu.  
 
Both methods will display the same prompt requiring a 
Cost Code and the Effective Date. 
 

 

[ADM-AUC-HR-10706] 

2.1 Positions Set for Multiple Employees [Fix] 

There was an issue when terminating an employee from a position set for multiple employees. While the position was listed 
on the report of vacant positions, the position was not available to add to a different employee. This has been corrected. 

[ADM-AUC-HR-10718] 
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3 #6970 Direct Deposits Not Transmitted to Bank Prenote [Fix] 

When processing a payroll, report #6970 
is produced listing Direct Deposits not 
transmitted to the bank (e.g., an 
employee has provided the bank 
information, but it has not been tested 
via a prenote, or the deposit amount is 
less than or equal to zero).  
 
Employees without a prenote were listed 
in the report in error. The report was 
corrected and installed on site early in 
January 2024, and is mentioned here to 
document the change. 

 
Figure 1 This employee #072001 will be listed on the report as having a prenote in the Reason column 

 
Figure 2 report #6970 identifies the reason for the error as the Prenote 

[ADM-AUC-HR-10700] 

4 Pay Period on Manual Void/Reissue Checks [Enhancement] 
Originally, the “void and reissue” feature was intended to replace a lost check. This use of this feature has expanded to 
include corrections that are not a “one-for-one” replacement of the voided check. Before the software update, when a 
void/manual was done, the pay period was based on the pay period of the void check being replaced and could not be 
changed on the reissued check. Now the pay period can be updated on the Figure Check Entry – Timesheets screen. 

 
While an in-process warrant is required 
when voiding a check, the warrant for 
the re-issued check is not assigned until 
the check is printed.  

 

Pay periods are set on each cost code, 
so it can be necessary to use a different 
pay period on the reissued check. 

Select the new pay period from the lookup or enter it directly. 

 

[ADM-AUC-HR-10574] 
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5 Email Replacement Stubs to Employees [Enhancement] 
Employees sometimes request a copy of the Direct Deposit advice or check stub. ADMINS provides a way to email 
an encrypted and password protected copy of an employee’s direct deposit or paycheck.  

To use this feature, the employee’s email 

must be set on the employee 

maintenance screen in the Employee 

Contact section on the right. To access 

this screen, from the menu, select: 

 

HR  Maintenance  Employee 
Maintenance 

 

 

 
To email a check stub or deposit advice, from the menu, select: 

Human Resources  Queries  Paycheck History – Inquiry  

or 

Human Resources  Queries  Paycheck History – Employee Summary  

 

 

A new button [9 Email] as well as 

an Email option under the 

[Actions] button has been added 

to the # 6833 Paycheck History 

Inquiry screen.  
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The same feature is available on 

the # 6830 Paycheck History–

Employee Summary screen.   

 

The email is sent as an encrypted attachment. The 
attachment can only be opened with the normal password 
convention of first four letters of the last name, all CAPS, 
plus the last four digits of the social security number. The 
password instructions and examples are shown in the body 
of the email. The sender will see a progress bar and a pop 
up will announce that the Email has been sent. Click on 

. 
 

 

The email will look like this: 

 

[ADM-AUC-HR-10694] 

 

6 Reports by Employee 
ADMINS has thousands of reports and continues to add and enhance reports with each software update. In Human 
Resources, the four report library sections are sorted numerically to make it easier to find a report. The new and enhanced 
reports are described below. 
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6.1 #6722 Phone Numbers on the “.CSV” Labels Report [Enhancement] 

ADMINS added phone numbers to the 
CSV labels report to satisfy a customer 
request.  
 
Up to three phone number fields may be 
populated on the Employee Maintenance 
screen, and subsequently included on this 
report.  

 

 
 

To run this report, from the menu, select:  

Human Resources  Reports  
 Report Library  [1 By Employee]  
 #6722 Mailing Label CSV file. 

 

 

The report offers optional filtering on Entity Codes, 
Bargaining Units, Timesheet Groups, and Pay 
Groups, and is available to Run as  CSV. 
 

 

By default, the file is saved in the 
Admhome\AUC\HRMOD\Mis\Lis folder on 
the AUC server. 
 
The default report name is 
Mailing_Labels_6722_*.csv (the * is replaced 
by the username of the person running the 
report.)  
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Figure 3 Before – the columns Z, AA, and AB did not have data 

 
Figure 4 After – the phone numbers from the Employee Maintenance Screen are shown in columns Z, AA, and AB 

[ADM-AUC-HR-10717] 

6.2 #6979 Employee List with Grade Schedule & Address 

 

ADMINS added this 
report to satisfy a 
customer 
enhancement 
request.  
 
The report can be run as Excel®. 
A sample of the output and a 
description of the columns is 
provided below. 
 

 

 
The data listed on the report comes from the Employee Maintenance screens. To access Employee Maintenance, from the 
menu, select: 
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Human Resources  Maintenance  Employee Maintenance 

Column Header Description 

Emp# Employee Number from the Employee Maintenance 
screen (all tabs) 

Name Employe name, in Last Name, First Name, Middle Initial format  

Position# Position number from the Employee Maintenance screen 

Description Position description from the Position Maintenance screen 

BargainingUnit 

 
 
Bargaining Unit from the Employee 
Maintenance screen Payroll Tab, Pay 
Classification Section 
 

Schedule Grade Schedule from the Payroll tab of the Employee Maintenance screen (as above) 

Grade Grade from the Payroll tab 

Step Step from the Payroll tab  

FTE Full Time Equivalent from the Payroll tab  

Annual Salary Annual Salary from the Payroll tab  

Period Salary Period Salary as shown above 

Daily Salary Daily Salary as shown above 

Hourly Rate Hourly Rate as shown above 

Per Diem Rate Per Diem Rate as shown above 

TimesheetGroup 

 
Timesheet Group as shown in the Group Information 
section of the Employee Maintenance Screen Payroll Tab 

PayGroup Pay group, as above 

ShiftCod Shift code, as shown in the Work Schedule section 
of the Employee Maintenance Screen Payroll Tab 

OrigHireDt 

 
The original Hire date from the Dates/Class tab of the 
Employee Maintenance screen (#1 in the image) 
 

PosHireDate The Position Hire date from the Dates/Class tab of the Employee Maintenance screen 
(#2 in the image) 
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Column Header Description 

Address1 

 
The 1st Address line of the Residential Address 
section of the Employee Maintenance Screen  
[1 Contact] tab. 
 

Address2 The 2nd Address line of the Residential Address section of the Employee Maintenance Screen  
[1 Contact] tab. 

City The City field from the Residential Address section of the [1 Contact] tab. 

State The State field from the Residential Address section of the [1 Contact] tab. 

Zip The Zip field from the Residential Address section of the [1 Contact] tab. 

Phone_1 The Phone #1 on the Employee Contact section of the 
Employee Maintenance Screen [1 Contact] tab. 

Typ The phone # 1 type (Business, Cell, Fax, Home, Pager) type  

Phone_2 The Phone # 2 on the Employee Contact section of the Employee Maintenance Screen [1 Contact] 
tab. 

Typ The phone # 2 type (Business, Cell, Fax, Home, Pager) type 

Emergency Telephone number of the person identified to contact in 
an emergency, from the Emergency Contact section of 
the [1 Contact] tab. 

Contact_Name Name of the emergency contact 

Reporting Location 

 
The reporting location from the  
[2 Personal] tab of the Employee Maintenance 
screen. 
 

Location Grade The Location Grade from the [2 Personal] tab 

EmpType 

 
Employee Type from the Classifications section of 
the [8 Dates/Class] tab of the Employee 
Maintenance screen. 
 

PerHrs PerHrs is based on the Bargaining Unit for the employee. This 
is the hours in a year from the Calculator Fields on the:  

Bargaining Unit Table  Salary Schedule  

.  

DOB 

 
Date of Birth from the [1 Contact] tab 
 



 

ADMINS Unified Community Release Notes – Version 24.1 

Human Resources March 2024 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 13 

Column Header Description 

Gender Gender from the [1 Contact] tab 

BudgetGrp 

 
The account that is set up on the  
[6 Accounting] tab. 
 
The Budget Group and Budgeted? 
Information for the account is taken from 
the Chart of Accounts under  

Ledgers  Account Maintenance  Chart of 
Accounts  

screen, in the Budgeting section. 
 

Budgeted? The Budgeted? “Yes/No” is taken from the Chart of Accounts under Ledgers  Account 
Maintenance  Chart of Accounts screen, in the Budgeting section of the screen. 
 

Email 

 
The Email address is found in the [Employee 
Contact section of the [1 Contact] tab. 
 

7 Reports by Timesheet 
ADMINS complies with the new OSHA 300A report requirements for employee count using the number of employees and 
totaling hours for the selected period. The hours do not include unproductive or unpaid hours. To run the reports, from the 
menu, select: 

Human Resources  Reports  Report Library  [4 By Timesheet]  {Page Down} 

 

 

Note the hovertext that describes each of 
the two new reports.  

 

https://www.osha.gov/recordkeeping
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7.1 # 6977 OSHA 300A Report by Timesheet Groups [Enhancement] 

 

 
This option produces a report broken out by 
timesheet group, including the Timesheet 
Group, Description, the number of 
Employees, the number of Hours, and the 
number of Days. A total of Employees, 
Hours, and Days is shown at the bottom of 
the report. 

 

7.2 # 6978 OSHA 300A Report by Employment Types 

 

 
This option produces a report totaled by 
Employment Type, including the 
Employment Type Code, Description, the 
number of Employees, the number of 
Hours, and the number of Days. A total of 
Employees, Hours, and Days is shown at the 
bottom of the report.  

[ADM-AUC-HR-10713] 

8 Voiding a Vendor End Check [Enhancement] 
The document for voiding a vendor end check was updated to clarify the instructions when voiding a vendor check but not 
replacing it with an AP check. See HR–420 Voiding a Vendor Check in the Help Reference Library. 

[ADM-AUC-HR-10724] 
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9 Site Specific–CT Quarterly New Limit is $25,000 
ADMINS made changes to comply 
with the new Taxable Wage Base for 
Unemployment Insurance.  
 
Learn more about this change from 
the CT Department of Labor by 
visiting:  
Information on Unemployment Tax 
Rate for Calendar Year 2024 (ct.gov) 
 
Sites will see the effect when the  
CT Quarterly is run at the end of 
March 2024. 

 

[ADM-AUC-HR-10701] 

 

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

10.1 New or Updated in the Help Reference Library 

Void Processing HR–420 Voiding a Vendor Check [Updated] 
Year End HR–780 Bulk TIN Matching [Updated] 
 HR–630 W2 Year-End Training Slides [Updated] 
 HR–670 1099R Year End Training Slides [Updated] 
 HR–765 Calendar Year-End ACA Training Slides (CY2023) [Updated] 
System SY–170 System Administration Requirements Kit [Updated] 

10.2 New or Updated Content on ADMINS.com 

How to Enter a No-Time Warrant (4:12)  [New] 

[ADM-AUC-DEMO-60] 

https://portal.ct.gov/dol/Divisions/Unemployment-Insurance-Tax/Information-on-Unemployment-Tax-Rate-for-Calendar-Year-2024
https://portal.ct.gov/dol/Divisions/Unemployment-Insurance-Tax/Information-on-Unemployment-Tax-Rate-for-Calendar-Year-2024
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/W2_Training_Slides.pdf?ver=1702668698340
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/1099R_Training_Slides.pdf?ver=1702668577107
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/ACA-SlidesCY2023.pdf?ver=1705585432687
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_SystemAdmin_Requirements_Kit.pdf?ver=1707769068704
https://www.youtube.com/watch?v=3Fv0nCVz08k
https://portal.ct.gov/dol/Divisions/Unemployment-Insurance-Tax/Information-on-Unemployment-Tax-Rate-for-Calendar-Year-2024

