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ADMINS Unified Community

Release Notes — Version 19.3

e

Human Resources

September 2019

1 PAYROLL PROCESSING [Enhancement]

ADMINS enhanced a number of reports and added a new report to the calculation process. ADMINS also corrected
an error with general ledger batches created when posting a payroll that spans two fiscal years.

1.1 #7001 Timesheet Error Report [Enhancement]

7001-HRCHKCLC_TTM.REF Printed 07-Aug-2018 at 09:41:36 by THERESA
Town of Admins

Timesheet Error Report

ADMINS added error checking
to ensure that the timesheet
group in the timesheets is the

Pay Code  Work Date Amount Account

same as the current timesheet

LARTVIERE, KRREN M DREG 18-Ju1-2018 295.59 1000

LG MIRS  31-Jul-2019 £5.38 1000

Error:

Selection Legend

Warrant period ending date is used to determine the fiscal year in account validation

0-2305-110-1.
Error: Timesheet

0-2

2-00-51260

305-110-12-00-51260

Timesheet Group does not match Employee Maintenance

Group does not match Employee Maintenance.

group on the employee
maintenance screen. The error
must be corrected before the

Payroll Calculation

g warrant is processed.
[ADM-AUC-HR-10109]

1.2 #7220 Deduction Register [Site Payroll Reports — Optional] Step

Baich 25 Process Paychecks
Description

Select and Calculate Warrants

Pavrol Regisier

| Site Payroll Reports - OPTIONAL]
; - N

Site Payroll Reports - OPTIONAL

Description
Wage Summary

Deduction Register

Timesheet Entry Detai by TS Group/Leave
Pavroll Register - By Timesheet Group

Create HR Check Downioad File

B Task 7220: Deduction Register
Deduction Register
Print Benefit Information: @ ves O Np

Sort Report By: O Employee Number ® Deduction Code O Category

Print Report as: @ Detail O Summary

Run as O preview O Print @ PDF
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

To make it easier to verify totals,
ADMINS added the Excel® option for
the [Site Payroll Reports Optional] »
[Deduction Register].

7] Task 7220: Deduction Register

Deduction Register
Print Benefit Information: @) ves O No
Sort Report By:

Print Report as:

Run as ) preview O Print O PDF
If Printing use Duplex @ ves (O Ng

@® Employee Number O Deduction Code O Category
@® Detail O Summary

Lookup Cancel Clear All

Figure 1 Before & After prompts for the Deduction Register — now ® Excel® is available as a “Run as” option

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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RG] HRP3y0ed_T220_THERESA_Z363(2Lam - Microoft Excel - B
i [ rr— L]
on - =
A B c D E F G H J K L M N
1 Payroll Deduction Register
2 Batch: 2865 Warrant: 903269 Check Date: 14-Aug-2019 Perlod 14-Aug-2019 thru 14-Aug-2019
3
4 Benefit Holdover Dropped Reportable
5 Empl# Employee Name Code CostCode Cost Description Deduction Amount Amount Benefit Benefit Only Distribution Type Vendor R# Vendor Name
6 070423 DE  ALTS52  ALTUS FAM TOWN 52 -27.48 0.00 000 0.00 0.00
7 070423 FED FED FEDERAL TAX 39.26 0.00 000  0.00 0.00
& 070423 FSA  FSA FLEXIBLE SPENDING ACCOUNT HEAL -51.93 0.00 000 000 0.00
9 070423 FSA  FSAAC FLEXIBLE SPENDING ANNUAL CHARG -1.16 0.00 000  0.00 0.00
10 1070423 IN INS-TW  TOWN LIFE INS - AFSCME UNION 1 0.00 0.00 000 000 0.00
11 1070423 MA MA STATE TAX 401 0.00 0.00 0.00 000
12 070423 ME MEDI MEDICARE 115 0.00 0.00 1.15 0.00
13 070423 NC NC-PN@  NORFOLK CTY PEN 9% -90.50 0.00 000 0.00 0.00
14 070423 NC NC2% NORFOLK CTY 2% -8.57 0.00 0.00 0.00 0.00
15 070423 up UD-AFL  UNION DUES-AFL 0.00 0.00 000 0.00 0.00
16 -135.22 0.00 0.00 1.15 0.00
17
18 Entity 1 TOWN OF ADMINS -135.22 0.00 0.00 115 0.00
19
20 Warant 903260 -135.22 0.00 0.00 115 0.00
21
22 Report Total -135.22 0.00 0.00 115 0.00
23

Figure 2 Sample Payroll Deduction Register run to Excel®
[ADM-AUC-HR-10016]

1.3 #7224 Payroll Calculation Negative Vendor Check Report [New]

Py R ——— - At times a void can result in a net negative

e [ Bl deduction check within the new warrant in which
the void will be processed. ADMINS added a report,

#7224 Payroll Calculation Negative Vendor Check

Report, to alert the user that a “payro11

Deduction Register Negative Check” €XIiSts.

For more information, run the payroll register and

the optional deduction register (described in section

1.2 in this document).

There arel7 reports prodliced by the payroll calculation process; take time to review the reports to ensure that
the payroll is accurate.

Legend:

These negative checks will be created.
You can either continue to run the payroll or run the payroll register and opticnal deduction register by employee to see the
cause of the negative amount and make the correction.

[ADM-AUC-HR-10110]

1.4 #7282, #7283, #7285 Split FY Labor Distribution Posting Reports Legend

ADMINS offers an almost infinite number of options when posting a payroll that straddles the fiscal year. To help
keep track of the options selected, the Labor Distribution Posting Reports now include a legend if the [Split FY?]
radio button is set to “® Yes”.

The image in Figure 3 shows that the Time Split option “C” was selected and the Benefit Chargeback “P” was
selected. Those selections are reflected on the report legend as shown in Figure 4.
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Post Labor Distribution/Email Advices

Guo RN Perfect Attendance —— Time & Expense Time Spitt oo e Benefit Split ———
o Chargeback Chargeback
Warrant  Post? Period Ending  Posting Date ~ Split FY? Fiscal YE  Indicator Percentage  Indicator Percentage
1 Post Labor Dist Rl O Yes @ No | P3-Tul-2013 @ Yes OMo [pE-Jul-2019 £ G000 P 25,0000
Hourly-Days Horked/Salaried-  Percentage
2 Menu

Ready

Figure 3 The Split FY? Radio button is set to ® Yes, with % values entered for Time and Benefits

Split Payroll Legend

(=]
=)

Time Split Indicator -- Hourly-Days Worked or Salaried-% Chargeback Percentage --
Benefit Split Indicator -- Percentage Chargeback Percentage --

[
ool
[=]
=)

Figure 4 The legend appears on Reports #7282 Detail, #7283 Detail by Employee, and #7285 Summary reports

If the [Split FY?] radio button is set to “® No”, no legend will be shown on the Labor Distribution Posting
Reports.

[ADM-AUC-HR-10120]

1.5 Year End Processing GL Batches [Fix]

ADMINS corrected an error with split payroll batches in July of 2019. Instead of two batches, three were created.
This was corrected and patched in July of 2019 and is noted here to record the change. The batch number for the
labor distribution for a payroll with time worked over two fiscal years, or with time worked in one fiscal year and
a check date in the next, will be:

e warrantl for new fiscal year — as shown in Figure 5, #9031981 for FY2020
e warrant for old fiscal year —as shown in Figure 5, #903198 for FY2019

== [AUC] 1116-Post GL Transactions [theresa] - ] X
File Edit Ledgers Purchase Orders AccountsPayable Fived Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System Favorites Help
B SE M+ +»m = T FR
Post GL Transactions
Goto
1 Select All 2 Deselect All 3 Edit List 4 Postto GL
Actions.
Year |GL Batch riginal Bal Debits| Credits Adjustments|  Encumbrance|Entered By [Type Details [Locked By A
278468,45 213090,43 —-389.24 Pauyroll Posting Lines
9051921 = = :
B87381.58 43813.87 -246.16 Payroll Posting Lines.

Ready

Figure 5 Two Payroll Posting batches

a2 The two batches will be created for any payrolls with split labor or benefit
- distribution, as well as any payrolls with a check date in the new fiscal year
1'/\{1.- and days or time worked in the old fiscal year.

[ADM-AUC-HR-10117]
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2 VOID / MANUAL

2.1 Cost Codes P Non-Direct Deposit Account Entry [Fix]

Dhdar Vb 1 bbby LIS Fay G

=

Some cost codes such as Roth IRA codes require an account number to be
entered on the cost code table. These are not bank codes used for direct
deposit, and do not require any bank information. Prior to the software
update, when issuing a manual check that used the code, it was triggering
a stop error. This was corrected.

i v | P6214-Missing Bank Information
/' Cost Code:

Cost Code Table

oo Cost Code Fi57 ROTH SHART PLAN
Actions A I f h' 1 h 1 H
Calculation () Method 1 Use Tax Rate Table Calendar Year Annual Maximums n examp e O t Is COSt IS S own In Flgure
1 Summary-PayCheck @ Method 2 FlatAmount § Bucket Amount $ - - -
vy OMelnoas  BaseBuckets [ periodsmualizzs _ Over el § | Emoloyee Gontdbuton § [ 6 showmg the ® Yes radio button is
Base Bucket# [ YTD Amount [T | EmployerContribution $ ’
2Add N . -
b I selected for the “Non-Direct Deposit
5 Generai S Ascountna 7 Base Buckets 3 Perdsto Tke oTers Vendor tctes
seat it ”
Account Entry” for the code 457ROTH.
Paycheck Category ROTH  ROTH ¢NON DEFFERED)
Category Tables Deduction Holdover Method [~ Take Available Anount Employee Direct Deposit OYes @No
V Paycheck Pretax? OvYes @MNo
W Benefit Statement Paycheck Calculation Order [105
Always take Benefit @Yes OMNo Mass Payment  Vendor [022d63 Remit |1
Category Reports. Employer % is Only Reportable Benefit? O Yes @ No GREAT-HEST RETIREM SVC-WELLS
X Paycheck Tax Table Indicator Federal S\a\é Cg&r None MA DEF COMP SMART PLAN FULL TI -
e : When the cost cod ked f -
e B R i G L en the cost code Is marked for Non
Bond? OvYes @N . .
O oo Direct Deposit Account Entry, and
D Payroll-Printed Check
| Non-Direct Deposit Account Entry @Yes ONo_|5ramoiwirecnack
Lt alL, e subsequently used on the Employee
WA Family Court Indicator OYes @MNo @ AP-Voucher
Add to Manual Check OYes @MNo

e SN —— Maintenance P [3 Ded/Ben] screen, the
e [T wansmamn FE wiess Qo QU Qmn  QwA siws Ovs @ account number may be entered, as shown

1099-R Box# Applies to: CiBenefit O Deduction O Botn ®NA . .
In Figure 7.

Figure 6 A cost code that allows Account Entry but is not a Direct Deposit code

No picture
Employee Maintenance on File
Geto Employee Number 571343 KAREN R JONES Employee Aftachments
actons Position FEQ0ETEAEHS -01 EHS TEACHER 26 PAYS 10f 1 Employes Poston Afizchments.
1 Contact 2 Personal 4 Add Wages S Payroll &Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA
0 [Stop Date Table Amount|Message ‘Additional Amt|Start Date Stop Date Original Amf|  Remaining Bal]Note
g 4,0000% 35.00 [01-5ep—201% 250,00 750,00
SJE] 18.51 491,64 491,64
[DTRDEF [15-Auz—\I9 95.999.99
FETT [Z2-Fiug-20: 1.35007
TPl |2o-Auz—201" 1100007
[ N
N\
Non-Direct Deposit Acct EnByg8 Note for 45TROTH Fam Life Insurance Tax Informatien  Type Table #Exempt
Bank D Bonds Federal FED 5
ABA O000-0000-0 Investment Amount Calendar Year Annual Maximums State  Ma N
Tipe Checking - PPN Employee Amount § Other
NOTE [ Holdover Amount [ |Employer Amount §
Status: Position Active

Figure 7 Adding a 457ROTH code account number to the Employee Maintenance [3 Ded/Ben] screen

[ADM-AUC-HR-10119]
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= [AUC] TE00-Report Library By Employee [theresa]

B & e

= 8

Goto

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBillng System Favorites Help

Report Library By Employee

- x

ADMINS corrected an error
and enhanced the #6711
Employee with Notes

[Report Name
Actions.

[67 10-Enploges List

View Report [Last Run Date [Run Time ~
Sample | Run
Sample Run_[10-Apr-2019 [15:51348.24

report, added a new report
#6604 Cost of Leave as of a

—Emploges List wit otes

p =
15714 Fows

Actions,

Cample | _Run _[0B—Fug-P019 i
E

Date — Default Fund, and

s enhanced #6715 Employee

[6E05-Hegative Leave Balance Listing

Report Categories 6176-Leave History {Attendance) Report

List — Salary Level for Date
Run |279*Jul*2019 109:49:15,87

6&08-Emplovee Leave Tine over XX Daus/Hours

] Range by adding additional

2By Position

EdioEnploves Profile Audit Report

3 By Timesheet

selection criteria.

4 By Paychecks/Othi

6125-Employes Encunbrance Balance Report

T R
6715-Employee List — '95-1.3_1-14 Level for Date Rangea
Run

Run_[29-Jun-2018 [15:04:55.44

7550-1095 - C Export Enploges ACA Data

Run_[19-Jun-2019 [15:53120,54

7EE0-ACA 1095 Audit Report

Run_[10-Jan-2019 [11159133,51

6497-Employes List — Email Acdress for Direct Deposit

[BESE-Special APniversary Reninders

Run_[10-Apr—2019 [15:53:30,63

[E140-Emplages Encunbrance Sunmary

Run

HRRPTLIBEMP

up

3.1 #6604 Cost of Leave as of a Date — Default Fund [Enhancement]

Run this new report via the menu:
Reports P Report Library P

{Page Down} P #6604 Employee
List — Cost of Leave as of a Date -
Def. Fund.

The fields to run the report are
described below:

B Task 6604: Employee List - Cost of Leave as of a Date x
Employee List - Cost of Leave as of a Date - Default Fund

06302019

Required: As of Date (mmddyyyy]

Optional: Enter up to 9 Leave Codes Edit 1 values: VACATION,
Optional: Enter up to 9 Leave Accrual Groups Edit 0 values:
Optional: Enter up to 9 Entity Codes Edit 0 values:
Optional: Enter up to 9 Pay Groups Edit 0 values:
Optional: Enter up to 9 Timesheet Groups Edit 0 values:
Run as ) preview O Print - O PDF @ Excel
If Printing use Duplex @ves O No
Lookup Cancel Clear All

3.1.1 Report Prompt Filtering Fields Description

Field (required entries are in Bold)

How Used

As of Date (mmddyyyy)

Enter up to 9 Leave Codes

Limit the data to the leave balances/costs as of the entered
date; the date used in the example is 30 June 2019, specified
as 06302019. The date must be entered directly or selected
from the [Lookup].

Each site defines Leave Codes; the data may be entered
directly or selected from a [Lookup]. Leave this filter field
blank to generate the report for All Leave Codes.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Field (required entries are in Bold) How Used
Enter up to 9 Leave Accrual Groups Each site defines Leave Accrual Groups; the data may be

entered directly or selected from a [Lookup]. Leave this filter
field blank to generate the report for All Leave Accrual
Groups.

Enter up to 9 Entity Codes Each site defines Entity Codes; the data may be entered
directly or selected from a [Lookup]. Leave this filter field
blank to generate the report for All Entity Codes.

Enter up to 9 Pay Groups Each site defines Pay Groups; the data may be entered directly
or selected from a [Lookup]. Leave this filter field blank to
generate the report for All Pay Groups.

Enter up to 9 Timesheet Groups Each site defines Timesheet Groups; the data may be entered
directly or selected from a [Lookup]. Leave this filter field
blank to generate the report for All Timesheet Groups.

Run as: OPreview OPrint OPDF ® Excel Select the desired format from the radio buttons.

If Printing use Duplex ® Yes O No The default value is determined by each site; the other value
may be selected

3.1.2 Sample Reports

FEEGHD EmpleyesLiSickCest, Fund 8604 TERESALHjam) - Micrench Excel

3 - £

A B c D E F G H 1 J K
48
49 007749 FALCIONI, KAREN L 1000 145 cLot CLERICAL 40 HRS VACATION  Vacation 2.00 391.36
50 1070440 ANZIVINO, KAREN A 1000 "145 cLot CLERICAL 40 HRS VACATION  Vacation 800 1,174.08
51 070854 LEONG, KAREN A "1000 "145 PROF  PROFESSIONAL UNION VACATION  Vacation 1500  4,201.65
52 Leave Total 1000 145 VACATION  Vacation 23.00 5,767.00
53
54 Department Total 1000 "145 23.00  5,767.09
55
56 071078 GOLDSTEIN, LYNN A "1000 "152 cA TWN ADMN SECRETARY VACATION  Vacation 181.50 4,174.50
57 001255 BAILEY, KAREN 1000 152 PROF PROFESSIONAL UNION VACATION  Vacation 31.50 10,419.26
58 Leave Total 1000 152 VACATION  Vacation 181.50 31.50  14,593.76
59
60 Department Total 1000 152 181.50 31.50 14,593.76

Figure 8 Sample of the Employee List Cost of Leave as of a Date Report as run to Excel®

T Empioyeedin Schceat Fud 0008 THERESAI T - Ao Acrobt Feadr 2 = 8 x

R R ® signin

® 88 Q @ 15 R MOG® - RT| B L £l Shace

§604-HREMFLST_SICECOST_ASOF.REP  Printed 05-Aug-2013 at 13:3 Town of Admins Bage 1

Employee List - Cost of Leave as of a Date - Def. Fund

Figure 9 Sample of the Employee List Cost of Leave as of a Date Report as run to Print/Preview/PDF®

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 18
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3.1.3 Report Columns Description

Column Header Description

Emp# The Employee number

Name The Employee name in the format Last name, First name
Fund The default fund for the employee

Department The department number for each employee

Code / Accrual Description The accrual codes and descriptions

Leave / Description The leave codes and the descriptions

Hours Balance The leave balances accrued in hours

Days Balance The leave balances accrued in days

Value The dollar value of the leave

The report subtotals by leave, department and fund. A Grand Total is supplied on the last page of the report.
The “As of Date” specified by the user is shown in the upper left corner of the Preview/Print/PDF® version of the
report.

[MAN-SUP-SAPLAUC-633]

3.2 #6711 Employee List with Notes [Enhancement & Fix]

ADMINS added the option to enter up to nine employee numbers on the #6711 Employee List with Notes Report:

B Task 6711: Employee List with Notes x

Employee List with Notes

Optional: Enter up to 9 Bargaining Units Edit ‘[I wvalues:

Optional: Position Hire Date Range (mmddyyyy] From: ‘ |Tn:‘ |

Optional: EEO { Original Hire Date Range [mmddyyyy] From: ‘ |Tn: ‘ |

Optional: Enter up to 9 Entity Codes Edit 0 values:

Optional: Enter up to 9 Pay Groups Edit 0 values:

Optional: Enter up to 9 Timesheet Groups Edit 0 wvalues:

Sort Report By: ® Timesheet Group O Entity O Pay Group O Bargaining Unit O Name

Run as @ preview O Print O PDF
If Printing use Duplex @ves O No

Lookup 0K Cancel Clear All

Figure 10 Before — no option for filtering by employee number(s)

B Task 6711: Employee List with Notes x

Employee List with Notes

Optional: Enter up to 9 Employee# Edit 1 values: 71343,

Optional: Enter up to 9 Bargaining Units Edit 0 values:

Optional: Position Hire Date Range [mmddyyyy] From: ‘ |Tn:‘ |

Optional: EEO { Original Hire Date Range [mmddyyyy] From: ‘ |Tu: ‘ |

Optional: Enter up to 9 Entity Codes Edit 0 values:

Optional: Enter up to 9 Pay Groups Edit 0 values:

Optional: Enter up to 9 Timesheet Groups Edit 0 wvalues:

Sort Report By: ® Timesheet Group O Entity O Pay Group O Bargaining Unit O Name

Run as @ preview O Print O PDF
If Printing use Duplex @ves O No

Lookup 0K Cancel Clear All

Figure 11 New option to run the report for up to nine employee number

[ADM-AUC-HR-10126]
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= [BLG] 6439-Employee Maintenance [mupdev5]
Fle Edt Ledgers Purchase Orders AccountsPaysble HumenResources Budget Collections Tax MotorExcise System Favorkes Help
Zlef 88| x| «| ]| 5 Qf @ & il
No plcture
Employee Maintenance on File
(2 Employee Number  FYREEE Employee Attachments (13)
= o Effschech 7
1A Employee [ Employee Notes Ilune change b to b#15 13;1;&' Current Positions S003SPDRSRC-01 DIPIETRD SPED TEACHER 26 1.0000
P Add Postion = Omnpostions | 000 =00
to | _2Personel | 3DedBen | 4AddWages |  SPayrol | GAccounting | 7 Selary | SDatesitlass| 9Degrees |  0Custom | Ukccidents | vaca |
First Name Middle Namea Last Name Suffix Gender Birth Date 55% Pravious Name
KRISTEN M = - = - — =] E3
Residential Address G G o od ol (oD
House# [ 82 Steet PICERING Ave_ (|| @ 2 [ | g
Address |52 PICKERING AVE _I_I_I ﬂj B 'EH
[Comsier Hew Twesiffri = [o =] B|s|u ,@“;t = _E[
P EE—— ) R RN SR .a.' ...... & ...... 7.
City [BELLTHGHAM =l
ane change b to b+l5 13/14 sy
flane change scep 10 B+15 to step 11 B+30 17/18 sy
Mailing Address
[ Same as Residential Address
Address [B2 PICKERING AVE
—
—
city  [BELLINGAAN S1 For Help, press F1 Int, Colll oz The report
sometimes lacked
£711-HREMPNOTE . REP Printed 12-Aug-2019 at 11:28:28 bv MUPDEVS the notes that were
Employee List with Notes HS
wre ' visible on the
Timesheet Group: SCHOOL-SOUT employee
Bargaining maintenance screen.
This was corrected

Nc‘::as- lane change fFags to m+45 13/14 :frCSOTHO:H-Ol R ' *® sene and nOtes appear
properly on the

010745 . ' S003SPDRSRC-01 MTA-26 1 28 SCHO

Notes: |lane change b to b+l5 13/14 sy report nOW.

lane change step 10 B+15 to step 11 B+30 17/18 sy

Figure 12 #6711 Employee List with Notes now shows all notes

[BLG-SUP-SAPLAUC-1218]

3.3 #6715-Employee List — Salary Level for Date Range [Enhancement]

B Task 6713 Employee List - Salary Level for Date Range >

Employee List - Salary Level for Date Range

Required: Effective Range [mmddyyyy]  From: | |Tu:| |

Sort Report By: ® Timesheet Group O Entity O Pay Group O Bargaining Unit O Name

Run as @ preview O Print  OPDF O Excel
If Printing use Duplex @ ves (O No

Lookup (0] 4 Cancel Clear All

Figure 13 Before - the only selection was the Required: Effective Date Range

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 18
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Optional: Enter up to 9 Bargaining Units
Optional: Enter up to 9 Entity Codes
Optional: Enter up to 9 Pay Groups
Optional: Enter up to 9 Timesheet Groups
Optional: Enter up to 9 Employeelf
Required: Effective Range [mmddyyyy]
Sort Report By:

If Printing use Duplex @ ves (O No

B Task 6715: Employee List - Salary Level for Date Range *

Employee List - Salary Level for Date Range

Run as @ preview O Print = O PDF O Excel

| Edit ||l] values: |
Edit 0 values:
Edit 0 values:
Edit |I] values: |
Edit |I] values: |

From: [g1gu-2017  |To:[31gu-2019 |

® Timesheet Group O Entity O Pay Group O Bargaining Unit O Name

Lookup OK Cancel Clear All

Figure 14 After — Optional filters added for Bargaining Unit, Entity, Pay Groups, Timesheet Groups, and Employee #

3.3.1 Report Prompt Filtering Fields Description

B REPORT X

l L Mo Records Selected

The filtering delivers data that meets all of the entered criteria, described
below. If a wide Effective Date range is input, there may be multiple
records per employee. If filters conflict, a message will be displayed “No
Records Selected”:

Field (required entries are in Bold)

How Used

Enter up to 9 Bargaining Units

Enter up to 9 Entity Codes

Enter up to 9 Pay Groups

Each site defines Bargaining Units; the data may be entered
directly or selected from a [Lookup]. Leave this filter field
blank to generate the report for All Bargaining Units that also
meet any additional criteria as entered.

Each site defines Entity Codes; the data may be entered
directly or selected from a [Lookup]. Leave this filter field
blank to generate the report for All Entity Codes that also
meet any additional criteria as entered.

Each site defines Pay Groups; the data may be entered directly
or selected from a [Lookup]. Leave this filter field blank to
generate the report for All Pay Groups that also meet any
additional criteria as entered.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 18
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Field (required entries are in Bold)

How Used

Enter up to 9 Timesheet Groups

Enter up to 9 Employee #s

Enter Effective Date Range (mmddyyyy)

Run as: OPreview OPrint OPDF ® Excel

If Printing use Duplex ® Yes O No

3.3.2 Sample Report Output

Each site defines Timesheet Groups; the data may be entered
directly or selected from a [Lookup]. Leave this filter field
blank to generate the report for All Timesheet Groups that
also meet any additional criteria as entered.

The employee number may be entered directly or selected
from a [Lookup]. Once the number is entered or selected, the
employee name will appear on the right side of the lookup.
Leave this filter field blank to generate the report for All
Employees that also meet any additional criteria as entered.

7 Optional: Enter up to 9 Employee®

: (010825 | [AILINGER, KAREN

* (071195 | [ZALUSKY, LYNN A

1
2
3
4
5:‘
[3
7
8
9

X
: 070328 | [ABBRUZZESE, LAWRENCE |
|
|
|
|
|
\
\
|

(oo ] ok

Cancel Clear All

Limit the data to the entered Effective date range. Enter the
date range in the format mmddyyyy or select the “From” and
“To” dates from the lookup.

Select the desired format from the radio buttons.

The default value is determined by each site; the alternative
value may be selected

& TedRE - Employeelist_SalaryLevel_6715_THERESA[2].lis
File Edit Format Options

&715-HREMPLST_SALLVL.REP Drinted 20-Aug-2019 at 16:35:11 by THERESA

Timesheet Croup: SCHOOL-BHS high school

Empé  Name Positiong Deseription Barg Unit

010247 ROONEY, KEITH J SO0GTEABHS-z1 BHS TEACHER Z1 DAYS MTA-21 M
010832 COLE, MARIE C SO0GTEABHS-21 BHS TEACHER Z1 BAYS MTA-21 M
010358 CARR, LYNN J SO0ETZASCIZ-07 BHS TEACHER MTA-21 Mis
#Emps: 3 #Positicns: 3

EZmployee List - Salary Level for Date Range

Schedule Crd Step  FIZ AnnuelSalary PeriodSalary DailySalary Hourly Rate Der Diem Rate Timesht Group

111
111
111

flSelection Legend:

Sorted by:
Beginning Effective Date Range:
Ending Effective Date Range:

Timesheet Group
01-Jul-Z018
31-Jul-2Z013

Barganing Unit: MTR 21

Town of Admins

Effective Dase

1.0000
1.0000
1.0000

77,580.00
77,560.00
62,428.14

3,893.33
3,693.33
3,468.23

389.33
389.33
346.82

70.2536
70.2536
&9.8700

421520000 SCHOOL-BHS
421520000 SCHOOL-BHS
427530000 SCHOOL-BHS

01-2ug-2018

The legend shows the
filter selections.

Timesheet Group: SCHOOLBHS

Pay Group: 21

-

Figure 15 Report #6715 as run to Print/Preview/PDF® format showing multiple employees

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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|l_—'.| Microsoft Excel - Employeelist_SalaryLevel_&715_THERESA[1]xml - [m] x
Q6 M b N
A B = o E F G H | J K L M N o P —
1 Emp# MName Position# Description BargainingUnit Grd Step FTE Annual Salary Period Salary Daily Salary Hourly Rate Per Diem Rate Tim oup EffectiveDate :
2 071185 ZALUSKY, LYNN A SO0STEABHS-01 BHS TEACHER 26 PAYS MTA-26 1M 9 1.00 70,646.00 271715 7z 63.99 383.95 SCHOOL-BHS 15-Aug-2018 EI
3 #Emps: 0 #Pos: 1
4
5 #Emps: 0
& |#Pos; 1 l
W 4+ ¥ | Hremplst sallvl %3 4] [ | |
Ready | IEEER 0 (¥)

Figure 16 Report #6715 as run to Excel® for one employee

3.3.3 Report Columns Description

Column Header

Description

Emp#

Name

Position
Description
Bargaining Unit
Grd

Schedule

Step

FTE

Annual Salary
Period Salary
Dailey Salary
Hourly Rate

Per Diem Rate
Timesheet Group
Effective Date

The Employee Number

The Employee Name in the format Last name, First name

The employee’s Position Number

The Position Description

The Bargaining Unit to which this employee is assigned

The Grade within the bargaining unit and salary schedule

The Salary Schedule for the employee

The salary Step within the grade and schedule

The Full Time Equivalent — 1.0 is Full Time; values less than that are a
percentage of the Full Time value

The employee’s Annual Salary as of the effective date

The employee’s Period Salary (for the pay period)

The employee’s Daily Salary

The employee’s Hourly Rate

The employee’s Per Diem Rate

The Primary Timesheet Group to which the employee belongs
The Effective Date of the salary level reported

[ADM-AUC-HR-10122]

3.4 #6718 & #6719 Employee List — GL Home Coding Excel® Reports

o7 18-Employes List — GL Home Coding
67 19-Employee List — GL Home Coding — Element Selection

Access the reports by selecting Human
Resources P Reports P Report Library ) #6718

(]| 9 - = Employeelist GL_§718_MUPDEYS[Zxml - Microsoft Excel oF
Home  Insert  Page Layout Fo) / °c@ =5
we - CAECT 4 f ADMINS added an
£ B H [ o P
1 Emp# Position# B Account# Acct Description Actual Amount  Enc. Balance ACtua| AmOU nt and
2 070745 SO03ABATECH-01 1000-300-2330-124-03-00-51401  ABA TECH-SOUTH 0.00 0.00
3 070802 SO05ABATECH-01 2 1 1000-300-2330-124-05-00-54401  ABA TECH WAGES - STALL / 0 0.00 0.00 an Encumbrance
4 071016 SO0SABATECH-OT 1 1000-300-2330-124-05-00-51401  ABA TECH WAGES - STALL 9 0.00 0.00
5 1071063 SO0SABATECH-01 1000-300-2330-124-05-00-51401  ABA TECH WAGES - STALL 0.00 0.00 Balance column to
6 (071070 S003ABATECH-DI 2 1000-300-2330-124-05-00-51401  ABA TECH WAGES - STALL / 0.00 0.00 these reports
7 1071235 SO0SABATECH-01 1 1000-300-2330-124-05-00-51401  ABA TECH WAGES - STALL 0 0.00 0.00 :
§ (070761  SOOBABATECH-01 1 1000-300-2330-124-06-00-51401  ABA TECH WAGES - HS 0 0.00 0.00
o 070841 SOI2ABATECH-O1 » 1000-300-2330-124-06-00-51401  ABA TECH WAGES - HS 0.00 0.00
10 7070997 SO12ABATECH-D1 1000-300-2330-124-06-00-51401  ABA TECH WAGES - HS 0.00 0.00
117071043 SO124BATECH-D1 1 1000-300-2330-124-06-00-51401  ABA TECH WAGES - HS / J 0.00 0.00
127071210 SO12ABATECH-O 1 1000-300-2330-124-06-00-51401  ABA TECH WAGES - HS 0 0.00 0.00

Figure 17 New “Actual Amount” and “Enc Balance” columns
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The data for these columns is taken from the [6 Accounting] tab of the Employee Maintenance screen.

No picturs
Employee Maintenance on File
Coto...
o Employee Number ~ EEEWE KEITH BROOKS Employee Attachments
J— Position [{S5SRETTERM-01 RETIRED POSITION 1001 Emplovee Positon Attachments.
JAdd Line
K Delete Line Retired 22-Oct-1997

1 Contact 2 Personal 3 Ded/Ben 4 Add Wages S Payroll § Accounting 7 Salary & Dates/Class 9 Dearees 0 Custom U Accidents VACA
Line|Account # salary Per Period| | Benefit Per Period Up to 5|Start Date End Date Actual Amount|  Enc. Balance|
1 [1000-450-0000-004-00-00-51123 ES 50,0000 | 50,0000

Ed

50,0000 (4 50,0000

]

1000-422-0000-004-00-00-51123

Status: Position Terminated Status Retire

Figure 18 Actual Amount and Enc Balance columns shown on the Employee Maintenance [6 Accounting] tab

[ADM-AUC-HR-10132]

4 TABLES P Adding A New Bank Account Document [Enhancement]

Some sites retain their current bank but need to use a new account number. ADMINS advises that the following
procedure be followed. This will delineate between the two bank accounts for audit purposes.

4.1 Create New Bank Code

Create a new bank account code following the instructions in HR-599 Implementing a New Bank Account. It will
= It will be easier to replicate the data if

Dl B e QT T e M S e the new bank account code
Maintain Bank Codes immediately follows the old bank

T T I —— account code alphabetically, for
—yrr — ” example, if the current bank code is

Bank Code EAST, the new bank coded could be _
e r Bank Name [NEw PAYROLL - CITIZENS BANK| EAsu’te?fu”t?]g thlgt t(hBe nekw nge will

3 e just after the old. (Bank codes are
K Sance limited to four alphanumeric
-] characters).

4.2 Copy the Data from the Old to the New

Take a screen shot of the old bank code record and replicate the entries manually. Be sure to
edit the field labeled Bank Account # to use the new account number. &

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 18
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= tauc) 2517-Mainain - B8 x = (4UC) 2917
File Edt Ledgers B ccounts Payable Fued Assels Human Resources Budget Collecions Tax MotorExcise Misclling System  Favarites Help Fie E6% Ledgers Purchee Orde tsPayable Fued Ausets HumenResources Gudgel Collecbons Tex MetorExcze MiscBiling Syeber
B SE we +m @B @mE - s Qo
Old Bank Maintain Bank Codes New Bank Maintain Bank Codes
qon —~.
| Bank vk Mame FRTROLL - CITIZOE B P Ab o7 e ‘ Bank TS Name FEW FAROLL ACCOLNT = CITIEOE  AB# [F595-G000-T
o o o
1-42a Bk adgBank
semist | Mgess2 [ Ops @M b e o
st account Gash ook Bank
3 fank Semrch i Cooe [i6000-0000 o 29 Cods [GG-0000 Oves  @ho
— accoums ayasie [r—— uman fesources- = etnc pan & Human Resources uman Resaurces. Ach 7 Catactons
Summanzs Posting @lo. ¥ Summazz Postng. @Na OV
BB Twe [ Checking s Bl Checiing
009559 Last Direct Daposi Used 0965683 2 ed oo Last Direciggusit Used 900000
Pescurces Chock \
o T Sy Once the account # is entered, the
[9 Reconciliation Layout] button
appears on the screen /
$ Aconotatin Lavou 9 Reconciliation Layout
Status: Bank Active Lk up SHatus: Bank Actve

Figure 19 Old bank code and new bank code

Save time using {CTRL| C} on each field to copy the data from the old bank code
to the new bank code. Using this timesaver will only work if the new code is the
next record. {CTRL|C} copies whatever is in the same field on the prior record
into the current record.

Click on the [9 Reconciliation Layout]

= 7 button to populate the Reconciliation
Bl B e EN B e e e e R Layout Table for the new account.
Bank Raconciliation Satun _ Use the [5 Copy] button on the Bank
o T — Reconciliation Setup screen copy the
Reuired e Berk ¢S] 1| | eccamevenOree Svo | setup from an old account to a new
o [Srnoumris ' account. Start on the old bank code
- screen and select [5 Copy]. Select the

! new bank and click on [OK].
tem St [End BRI Just TS B o . ~ |
| — : If the Bank Account number on this
TR 3 | screen is entered as a literal, first note
e 5 the characteristics (start, end, zero fill,
| and justification), and then remove the
1 < literal entry. Replace it with field #75
Bank Account available from the

lookup by using [3 Add Item] to add a
field. Use the same values for start, end, zero fill, and justification.

4.3 Ask ADMINS to Set the Beginning Check Number & Refresh Training

The check number can only be set by ADMINS staff. When setup is complete, notify ADMINS and ask that LIVE
be copied to training so that the reconciliation file may be tested with the bank using the new account number.
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When the new bank code is ready for use, inactivate the old code following the steps in HR-599 Implementing a

New Bank Account.

5 MODULE MAINTENANCE

[ADM-AUC-DOC-169]

Two new sequence numbers were added to Module Control, which allow sites to control the upper limits on
certain dates. Access the screen by selecting Human Resources » Module Maintenance.

Human Resources Module Control

Buttons M

Seg#|Description Answer
# Days +4— From Today date for checking Mext Evaluation Date |327&57

1 Edit

7223 |# Days +/- From Today date for checking Termination Date 29000

Figure 20 HR Module Control Table showing new sequence #7222

5.1 7222 -# Days +/- From Today’s Date for Checking Next Evaluation Date

This module control #7222 specifies the upper limit of the date range for the Date Of Next Eval found on the

No picture
Employee Maintenance on File
Gote
oo Employee Humber 071342 LAWRENCE JOMES Emplovee Attachments
e Position [T22GFIRFGTR-01 Firefighter 101 Emplovee Poston Attachments £
| Add Employee
P Add Postion
1 Contact 2 Personal 3 Ded/Ben 4Add Wages & Payroll & Accounting 7 Salary & Dates/Class 9 Dearees. 0 Custom U Accidents VACA
Employee Age
Date of Birth og-May-1991 22| Check Error x
Date of Death
Date of Marriage
Fingerprint
Physical Completed 02-May-2015
E6391-Next evaluation date not within module control 7222 range.
Last Processed
LastPayroll
LastPerfect Attendance
LastAnnual Attendance [
Oter
Leave of Absence Start -
Leave of Absence End —
Adjusted Seniority Date Evaluations Other Date #5
Tenure Date ~
Date of Last Eval Other Date #6
Classifications ~ Employee Status Date of Next Eval Other Date #7
Employee Type = P,
EEO Category "I Tire oept
EEO Emplayment Type o1 Full-Tine Termination Date [
Workers Compensation Code FD_ FIRE EXCLUDED Reason
Accrual Group PLAT PLATOON FIRE ACCRUAL ]
Status: Position Active Lkup

Figure 21 Date of Next Eval field governed by module control #7222

[8 Dates/Class] tab of the
Employee Maintenance
Screen. The minimum is 1; the
maximum is 32767. If an out-
of-range date is entered, a
message will pop up.

This will allow entering dates
far into the future, for
example, if a teacher will be
due the final pay step at ten
years of service. ADMINS will
set the value to be 3650 during
the software update; users
authorized to access module
maintenance may change the
value.

[ADM-AUC-HR-10088]
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5.2 7223 - # Days +/- From Today’s date for checking Termination Date

File Edit Ledgers PurchaseOrders AccountsPayable Fired Assets Human Resources Budget Collections Tax Motor Bxcise MiscBilling System Favorites Help
BB S we +wm T 2 L
No picture
Employee Maintenance on File
Got
ot Employee Number 071343 KAREN R JONES Emplovee Attachments
Position FS00GTEABHS —01 BHS TEACHER 26 PAVS 1001 Emploves Poston Attachments A
Actions -4
| Add Employee
P Add Position
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 5 Payroll & Accounting 7 Salary 9 Dearees 0 Custom U Accidents VACA
Employee Age| Position Dates LS Eligible for Eligibility Date
Date of Birth 19-Fek-1996 23| Date Applied Medicare O Yes ®No
Date of Death Offer Date Refirement O Yes @ No
Date of Marriage Position Hire Date Po-Auz-2019 Yr: Mo: Du:d Pension (O Yes @ No
Fingerprint Anniversary Date [P2-Fug-2019 Sick Bank QO Yes @No
| nnavity Nata Bmtn 0019 Civil Servia(Seninity Nate)O) Yas (@ Mo

Physical Completed

X

Last Processed Check Error
Last Payroll
Last Perfect Attendance
LastAnnual Attendance [
oth 0 EG107-Entered Date outside boundaries of Today - 80 years and Today +
er
Leave of Absence Start 5
Leave of Absence End [
Adjusted SeniorityDate |
Tenure Date
Employee Type
EEO C

p
EEQ Employment Type p1 Full-Time Termination Date
Workers Compensation Code 5868 SCHOOL TEARCH & CLERT Reason

Accrual Group Eraz TERCH-15T VR ]

Status: Position Active

As currently implemented, the
termination date limits are
between 80 years past and 5
years in the future. With the
software update, the upper limit
of the termination date range
will instead be defined by the
value of module control #7223.

This is used for checking the
next evaluation date found on
the [8 Dates/Class] tab of the
Employee Maintenance Screen.
The minimum is 1; the
maximum is 32767. Set the
value to a realistic number to
trap errors such as entering 2109
instead of 2019.

Figure 22 Before — the date range limits are between 80 years past and 5 years in the future

The number will be set to 365 during the software update; users authorized to access Human Resources » Module

Maintenance may change the value.

Human Resources Module Control

Answer

|Buttons |A

7205

1 Edit

Seq#|Description
# Dayz +/= From Today date for checking Termination Date

Figure 23 HR Module Control Table showing new sequence #7223

This example date range was set to 7305 days, or 20 years (including leap years). Entering a date in excess of the
20 years will trigger a check error message identifying that the date is not within the defined range.

Custom Date:
Spouse D.0.B| Check Error x
Recall Date
Seasonal Reh F= R R e
S:Ihr;errgzzs?;ts' o E5010-Termination date not within module control 7223 range. “ el :| v @ o @ =
Other Date #5 o v = Calculate the
Other Date #7 A b = desired value
Other Date #8 - : ®
Other Date #9 : 1 | 8/27/2039 using Excel
Other Date #10 2 8/27/2019 If the number
3 .
Termination Date a 3 of years In the
|Reason i < » »| Sheet 2l future needed is
a (+)
Ready | |lEE known,

Figure 24 The termination date now allows sites to specify the upper limit via Module Control #7223

[ADM-AUC-HR-10087]
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6 INTERFACES/IMPORTS P Novatime Timesheet Import [Fix]

ot e ADMINS corrected an error when importing timesheets. Now the
S—  SSOp Tmedhestimpor filename and directory path for importing timesheets may contain
ite Specific td ort -
j : \ NﬂvatimZTimsheetlm ort Spaces In the names-
Heln Reference | ibrans P

[ADM-AUC-HR-10104]

7 SITE SPECIFIC P Norfolk County Retirement System Export
[ Famen Resources ADMINS installed an update to the Norfolk County

Site Specific >

; ING 4038 Contributions Listing eport Retirement Reporting export to comply with the new
Help Reference Library ING Plan With Ease Census Export . g . .
S specification for the PTG Employer Reporting (ER)
e Smﬂ"ft:;{m: ey portal. To access the export, select Human Resources »
ongevi lonth Repol . . p. . .
e Site Specific P Norfolk County Retirement Reporting.

m::ljv"o“j:;':;::j’”“"” R A prompt will appear as shown in Figure 25. The export
Norfolk County Retirement Reporing will be created as a text file called “NORFOLK.TXT” in
the specified output path.
After entering data in the four
1 Tk G5 NolkCouty etvemnt Fepering x required fields, fill in the optional

Norfolk County Retirement Report I . ” d t “ b d f th
Required: Check Date Range (mmddyyyy) From: Tn: va ues1 a ata wi € save or e

Required: Enter output Path (e, c:\admhome] EluC’DEVELOPMENMDMHOME\TRANSFER next t| me the export |S run. (U pdate
Required: Enter The Base Bucket Number for Retirement Wages -
« ” uT "

Feauire: Nortlk Gaunty Reiement Categary e oo the “From” and “To” date fields on
Optional: Enter up to 9 Longevity Earning Categories Edit |[1 values: LONGEY,
Optional: Enter up to 9 jon-Incentive Eaming Categori Edit |1 values: EDUC, fUtu reru ns')
Optional: Enter up to 9 Stipend Earning Categories Edit 1 values: STIPEN,
Optional: Enter up to 9 Non-Taxable Pensionable Earning Categories | Edit | |0 values: .
Optona: nter upt § Rtsoacive Eaming Gtogoris - e An error report and a list of the
Optional: Enter up to 9 Retroactive Non-Taxable Earning Categories Edit 0 values: H H
Optional: Enter up to 9 Non-Pensionable Earning Categories Edit |1 valucs: NON-PE, SeIeCtI ons wi I I be prOdUCEd . An eXCEI
Optional: Enter up to 9 Retirement Cost Codes Edit | [6 values: NC-30+, NC-PNS, NC-PN7, NC-PN9, NC2%, NCND2%, Spreadsheet ed|t I ISt wi I I be produced
Optional: Enter up to 9 2% Retirement Cost Codes Edit 0 values: - - !
OpSonak nte up 0 B BuybackMakeus Retiment CostCodes. | gt [ vauea: with a prompt to review the data and
Optional: Enter up to 9 Non-Taxable Retirement Cost Codes Edit |[0values: i 1 .
Optional: Enter up to 9 Non-Taxable 2% Retirement Cost Codes Edit |[0values: the Optlon to continue or to Cance' )
Optional: Enter up to 9 Injured on Duty Pay Codes Edit |[0values:
Optional: Enter up to 9 Member is Over 70 Pay Codes Edit |[0values:
Optional: Enter up to 9 On Call Duty Pay Codes Edit | [0 values: Norfolk Export
Optional: Enter up to 9 Coaching Pay Codes Edit 1 values: COCH,
Opitonal: Enter up to 9 Shift Differential Pay Codes Edit | [0 values: % Review Edit List
Optional: Enter up to 9 Yacation Buyback Pay Codes Edit | [0values: &' Ciick vES to continue and create the aport file
Opitonal: Enter up to 9 Comp Time Pensionable Pay Codes Edit |[0valucs: Click NO o cancel
Optional: Enter up to 9 Hazmat Centification Pay Codes Edit_|[0 valucs:
Fun 25 & Exce Ye

Lookup oK Cancel | | Clear All

Figure 25 Fill in the fields to produce the Norfolk County Retirement Export

OLKERR . REP

ection Report]

Make note of the file location and name listed ‘
on the selection report. Expozt Files Di\

[Norfolk County Retirement

EVELOPMENT\ADMHOME \ TRANSFER\NORFOLK . TXT

6859 -HRNORFOLKERR . REP Printed 04-Sep-2019% at 14:39:26 by THERESA Page 1
Town of Admins

Norfolk County Error Report|

No Records Selected

Figure 26 The Norfolk County Retirement Error Report and Selection Report
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The image in Figure 27 shows the Excel® edit list (some columns are not shown due to page size limitations).

FHIE= v Norfolk_Edit 6358 THERESA[3]aml - Microsoft Excel - 0

Home  Inset  Pagelaout  Formulas  Data  Review  View v@od

u212 hd P
A B [c| oD e F G " 1 1 [3 L " [ o e a R s T u v w

1 Base  Annual Retirement Non-Taxable Non-Taxable Retirement 2% Retirement BuybackNT Retirement Hon-Taxable Additional Ad
2 Employee Chk Date Unit Empl# Position 5s¢ Earnings Salary Wages  Longevity Education Stipend Pensionable Retroactive Retroactive Non-Pensionable Deduction Deduction  Deduction Deduction 2% Deduction Reason Reason1 Re .
194 DRONAN, MARIE ELAN _ 1/3012018 BEL "0 Frefghter 105966 5510232 129458 -30.00 130,86
195 MARSHALL, KETH R 122013 BEL D POLICE SERGEANT 143240 74484.80 96.16 156.60
195 IARSHALL, KETHR 12019 BEL 'O POLICE SERGEANT 143240 74484580 %.16
197 MARSHALL, KETH R 141672019 BEL D POLICE SERGEANT 143240 74,484.80 96.16.
198 MARSHALL, KETH R 172312019 BEL D POLICE SERGEANT 143240 7448480 96.16
199 MARSHALL, KETH R 173072019 BEL 'D02855 POLICE SERGEANT 143240 7448480 96.16.
200 FORER, Lyhin 122019 BEL 'B02674 ASSTANMAL CONTROL 91300 47476.00
218 TURCOTTE, LAWRENCE  1/23/2019 BEL '003005 DriverOperatoriPipefiter UN 98880 51417.60 248880 1,500.00
218 TURCOTTE, LAWRENCE /2072019 BEL "003005 Driver/Operator/Pipefiter UN 988.80 51,417.60 988.80
220 MARTINS, MICHAELR 1212019 BEL '003016 Firefighter 1218482 152203
221 MARTINIS, MICHAEL R 152013 BEL 'D03016 Firefighter 121842 1523.03
222 NARTINS, MICHAELR 111672019 BEL 'D03016 Firzfighter 121882 1218.42
223 MARTINIS, MICHAEL R 172372019 BEL "D03016 Firefighter 121842 121842
224 MARTINIS, MICHAEL R /3012018 BEL 'D03016 Firefighter 121842 5 1,453.03 -30.00
25 VARTERESIAN, LYNN A 1/272019  BEL '003050 ASSISTANT TOWN ACCOUNTANT 85610 44,517.20 85610
226 VARTERESIAN, LYNN A 1/972019  BEL '003050 ASSISTANT TOWN ACCOUNTANT 85610 44517.20 868.33
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Figure 27 Norfolk County Retirement Export Edit List

Once the report has been created and displayed, close the report and make sure that the export location is known
and available for uploading to the portal. (If the report is left open, it may not be available for the upload.)

-8 TedRE| NORFOLK. TXT

File  Edi

Courier New A <] Blz|ufm] =]

lplozz0198EL. 001101019 REITH F MOORE 05291956M 02071991 8 GREENSFIELD ROAD(
010920198ET. 001101019 RETTH F MOORE D5291356M 02071991 8 GREENSFTELD ROAD
011620198EL 001101019 RETTH F MOCRE 05251356M 02071951 8 GREENSFTELD ROAD [,
01232019BEL 001101019 KEITH F MOORE 05291356M 02071991 8 GREENSFIELD ROAD
013020198ET. 001101019 RETTH F MOORE D5291356M 02071991 8 GREENSFTELD ROAD
01022019BEL 001101030 YN M THE ESTATE OF D3291967F 12291993 274 EAST STREET
01092019BEL 001101030 LYNN u THE ESTATE OF 03291367F 12291933 274 EAST STREET
011620198ET. 001101030 YN u THE ESTATE OF D3251367F 12291993 274 EAST STREET
012320198EL 001101030 LYNN u THE ESTATE OF D3291967F 12291993 274 EAST STREET
01302019BEL 001101030 LYNN u THE ESTATE OF 03291367F 12291933 274 EAST STREET
01022019BEL 001101046 EEITH ! GARTEPY 04301960M 12171987 20 DUPRE ST
010920198EL 001101046 RETTH o GARTEPY D4301960M 12171987 20 DUPRE ST
01162019BEL 001101046 RETTH o GARTEPY 04301360M 12171987 20 DUERE ST
01232019BEL 001101046 EEITH o GARTEPY 04301960M 12171987 20 DUPRE ST
013020198ET. 001101046 RETTH e GARTEPY D4301960M 12171987 20 DUPRE ST
01022019BEL 001101058 FAREN E. MELANSON D7171354F 04011987 07172019132 THAYER ST.
01092019BEL 001101058 EAREN E. MELANSON 07171354F 04011987 07172019132 THAYER ST.
011620198ET. 001101058 RAREN E. MELANSON D7171954F 04011987 07172019132 THAYER ST.
012320198EL 001101058 RAREN E. MELANSON D7171954F 04011987 07172019132 THAYER ST.
01302019BEL 001101058 EAREN E MELANSON 07171354F 04011987 07172019132 THAYER ST.

Figure 28 Sample “Norfolk.txt” file for uploading to the PTG Employer Reporting (ER) portal

[ADM-AUC-HR-10128]

8 HELP REFERENCE LIBRARY

The following new and updated documents were added to the Help Reference Library:

8.1 New and Updated Documentation

° PAYROLL PROCESSING HR—-335 No-Time Warrant [New]
e  SPECIAL PROCESSING HR—430 Manual Checks [Updated]
e  TABLES HR-599 Implementing a New Bank Account [Updated]
e SYSTEM HR-815 Training Mode [New]
HR—850 Module Control [Updated]
HR-1110 System Administration Kit [Updated]
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