HUMAN RESOURCES

RELEASE NOTES — SEPTEMBER 2020

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for
Windows HUMAN RESOURCES system.
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1 EMPLOYEE MAINTENANCE [Enhancement]

Human Resources P Maintenance P Employee Maintenance

== [AUC] 6439-Employee Maintenance [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B SE we»m & O o
No picture
Employee Maintenance on File
to...
s Employee Number 000031  LESLIE S TAYLOR Employee Attachments (14)
Actions ee Posttion Attachments
1Add Emplovee V Emplovee Notes | [Ng test available Current Positions  T1G2MUNAAST-01 ADMIN ASSISTANT MUNICIPAL 1.0000
P Add Position 0O Al Positions. T8O01POLDETL-05 POLICE DETAIL 1.0000
2 Personal 3 Ded/Ben 4 Add Wages S Payroll 8 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA
First Name Middle Name Last Name Suffix Gender _ SS# Previous Name
ESLIE 3 frAvLOR O Male (OFemale (@ Non-Binary} poi-10-1016 |

Figure 1 © Non-Binary radio button added to the Employee Maintenance ) [1 Contact] tab
The gender field has been updated from ®@Male and ®Female to include ®Non-Binary.

1.1 Reports Changed to Show the Non-Binary Value

These standard reports of the system have been updated. Some of these reports are run from the Reports library.
Others are produced during warrant processing.

Reports Library #5732 Employee Profile Card
#6113 Employees Paid - Date Selection
#6716 Employee Listing - Cost Codes per Employee
#6744 Skills List (Employee by Skill Code)
#7214 Payroll Register History
Warrant Processing #6022 Warrant Employee Count Report
#7209 Payroll Register
#7210 Payroll Register

The Employee List report is shown in Figure 2 as an example.

Human Resources P Reports P #6710 Employee List

& a2 - = EmployeelList_6710_THERESA[2].xml - Microsoft Excel \
Home  Insert  Pagelayout Formulas  Data  Review  View ‘
Q2441 - e
A B c D E F G H | J K L M

1 Position EEO/Original

2 Emp# Name Position# BargUnit Entity PayGr TimeshtGry MIF HireDate Hire Date Race Cat e Err.
2417070381 TAPPAN, MARIE S009SPDOCCT-01  MTA-26 1 26 SCHOOL-sOUT F  05-Nov-2012 05-Nov-2012 Caucasian 11 01 i
2418 #Emps: 1 #Positions: 1 J
2419
24207010202 TAVARES, MICHAEL J S006TEABHS-01 MTA-26 gl 26 SCHOOL-BHS M 30-Aug-1999 30-Aug-1999 Caucasian GG
2421 #Emps: 1 #Positions: 1
2422
24237006010 TAYLOR, KAREN S005CAFLEAD-01  AFL10M-AF10 gl WE SCHOOL-CAFE F  07-Oct-1996 07-Oct-1096 Caucasian 16 01
2424 #EMpS: 1 #Positions: 1 !
2425 J
2426000031 TAYLOR, LESLIE S T152MUNAAST-01  MGMT-TH il T™w TOWN-TOWN N 10-Jan-2020 10-Jan-2020 Caucasian 01 01
2427"000031 TAYLOR, LESLIE S T992RET1095-01 RET-RE gl 1095C TOWN-TOWN N 01-Jan-2015 01-Jan-2015 Caucasian 00 00 f
2428"000031 TAYLOR, LESLIE S T801POLDETL-05  NON-NO gl POLICE TOWN-POL N 01-Oct-2012 01-Oct-2012 Caucasian 30 03
2429 #Emps: 1 #Positions: 3
2430
2431071000 TAYLOR, LYNN S009ILASUBS-01 NON-NO ] WE SCHOOL-SCHOOL F  26-Oct-2017 26-Oct-2017 Caucasian 33 02 1
24327071099 TAYLOR, LYNN S009SPDBUSM-04  NON-NO gl 12 MTH SCHOOL-SCHOOL F 16-Nov-2017 26-Oct-2017 Caucasian 33 02 J
2433 #Emps: 1 #Positions: 2
2434
24357070376 TAYLOR, LYNN J SO12ABATECH-01  AFLBHV10-MOEL " 12 MTH SCHOOL-ABA F  29-Aug-2017 12-Oct-2012 Caucasian "5 o1
2436 #EmpS: 1 #Positions: 1

Figure 2 Employee reports will use the new value “N” for employees identifying as non-binary

If site-specific reports or exports include gender, please consider using this new value. For assistance with any
changes to site-specific reports or exports that include gender, please contact support@admins.com.

[ADM-AUC-HR-10074]
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Batch # PR903345 Voucher Entry
Voucher# 438229 ——
Goto.
A Vendor REZEM o1 Invoice# R 903345 026481 01 @Print  OManual OACH Owire (O NoChk
RHODE ISLAND FAMILY COURT InvDate  P0-Jul-2020 Check Date Bank EAST
Y Go To Baich RI CHILD SUPPORT PAYMENT SERVC Customer# [ Separate Check [
P.0. BOX 5073 Dept Code JADM TOWN ADMINISTRA | Hold Check O

Vou Date  PO-Jul-2020 FY 2021
DueDate P0-Jul-2020 Terms [DUR

HARTFORD CT 06102-5073 Type PR Payroll Payment

Amount to Pay Vendor
3 tems 4 GL Details 5 Status History Q Attachments. 25,00
Line Item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
ol [{.0000 [ Pagroll for checks dated 20-Jul-2020 f 50,0000 [ | [ 50,00
Spit U By Account | [1000-000-0000-000-00-00-21830 PREPAID LEGAL SERVICES
1099 [ FA[
| [f.0000 [ Pagroll for checks dated 20-Jul-2020 [ -25.,0000 | [ [ -25,00
Spit [1600-000-0000-000-00-00-21900 CHILD SUPORT WITHHOLDING PAYABLE
1099 [ FA[

Figure 3 Before — voucher with a credit line was set to Type “PR” — Payroll Payment

Users cannot change the voucher types in the Accounts Payable voucher entry screen.

September 2020

Some sites opt to create
Accounts Payable
vouchers for deductions
from employee
paychecks, such as
insurance, child
support, or taxes, that
are paid to a third party.
The payroll process
creates an Accounts
Payable batch with a
voucher for each payee.

In the rare case that there was a negative on any line of a voucher created from Payroll, ADMINS had to intervene

to allow processing the voucher.

Batch # FR033d8 Voucher In-Progress
Voucher# 135242
Goto. —
e Vendor 026481 01 Invoice# PR 903346 026481 01 Check Type Printed Bank EAST
RHODE ISLAND FAMILY COURT Inv Date 30-Jul-2020 Check #

Separate Check
Ligld Chack

ITVDG PC Payroll Eredlt]

Customer#

Dept. Code ADM

Vou Date  30-Jul-2020 FY 2021
DueDate  30-Jul-2020 Terms DUR

RI CHILD SUPPORT PAYMENT SERVC
P.0, BOX 5073
HARTFORD CT 06102-5073

Amount to Pay Vendor
2 Details (2) 3 tems 4 GL Details S Status History Q Attachments 25,00
Line Item Qty Uom Item Description Price  Freight Other $ To Retain Ext Amount
- 1.0000 Payroll for checks dated 30-Jul-2020 50,0000 50.00

Spit 1000-000-0000-000-00-00-21830 PREPAID LEGAL SERVICES
1099 FA
1.0000 Payroll for checks dated 30-Jul-2020
Spit 1000-000-0000-000-00-00-21900
1099 FA

-25,0000
CHILD SUPORT WITHHOLDING PAYABLE

‘iéeadg for Posti;‘-

Figure 4 After — voucher with a credit line is set to Type “PC” — Payroll Credit

2.1 Posting Payroll [Fix]

Now if there is a
negative amount on any
line on vouchers
created via the payroll
process, the process
will set the voucher
type to “PC” (for
Payroll Credit). This
will allow the vouchers
to be processed without
intervention.

[ADM-AUC-HR-1264]

Prior to the software update, users had to exit the employee maintenance screen during the payroll posting step. If
a user were updating a record for an employee, and another user was posting a payroll that included the employee,
the payroll posting would stop until the data entry user exited from the record. ADMINS corrected this and now the

posting will finish even if a user is maintaining an employee record.

[ADM-AUC-HR-10173]
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2.2 Accrued Payroll instead of Accounts Payable Control Account [Fix]

Maintain General Ledger Controls To report the amount due
Gato-. more accurately between the
Ackons S [ e ruo o > expense date and the check
retnt date, the Accrued Payroll
2Error Check | Line Account Number Description Summarize Postings? control account Wi II be used
Revenue 2 [1000-000-0000-000-00-00-39100 Fevenues u] ~ inStead Of the Accou nts
e —[io00-000-000-000-00-00-35200 b : Payable control account setup
Reserve for Encumbrance = [1000-000-0000-000-00-00-38200 Reserve for Encumbrance uj -
Reserve for PY Encumbrance [6  [1000-000-0000-000-00—00-32112 IF7B RESERVE FOR PY SCHOOL ENCUMBRANCES [ N the COﬂtrOl table. SeleCt
PO Roloyar 7 1ﬂﬂﬂ*?ﬂé—mﬂn7ﬂ{\370ﬂ67n870=|6ﬂﬁ0000 000 00 w WEQE EXPENSES u] L d ’ A t
j—i j— — — | - = PAYABLE u]
I Acccl'l,@ayable ] [ T UNDESIG FUND BALANCE ] e gers ccoun
ue To 000~000-0000-000-00-00-88588 ense H
gue .Frrum ié 1000—000—0000-000—00-00-838&3 l:j:ensc g Malntenance ’ General
o " A T O A M TN e ATABLE.
Accrued Payrol 114 |1000—000—0000—000—00—00—&210 Y g Ledger Controls to access the
11l E: liture Control
‘ T besnde = table. Enter a Accrued Payroll
account on line 14 for every
-- Added 07-Aug-2019 By Changed by Status: Control Accounts Active up

fund that is used for payroll.
Figure 5 General Ledger Controls line 14 instead of line 8

[BLG-SUP-SAPLAUC-1304]

3 MANUAL PAY REGISTER LINE LIMITS INCREASED [Enhancement]

Prior to the software update, the manual pay register would print no more than 25 lines of detail per manual check.
This limit was increased to 40 lines of detail per check. If a manual check requires more than 40 lines of detail,
consider using a second check with the additional lines and print a pay register for each if this report is needed for
audit purposes.

€207-HRPAYRECVOID. REP Printed 14-Sep-2020 at 17:07:58 by THERECA Page 1
City of ADMINS
Void/Manual Pay Register
Warrant: 000000
Chack Date: l4-Lep-2020
Employee: 071345 GONZALES-BALISSARO, LAWRENCE Q Gross Pay: 7,082.80 Federal Tax Wages 5,325.19 State Taxes -29B8.20
Deductions: 1,985.85 Medicare Wages 5,970.40 Pension Plan Flag -645.21
Net Pay: 5,096.95 Etate Taxable Wages E,0970.40
Retirement Wages 5,970.40
Benefits: 86.57 Total Wages E,070.40
Net Direct Deposit: Federal Taxes -855.87
Work Date Pay Code Hours Days Rate Flat Amt Pay Amount Position Account
01-Jun-2020 REGULAR - days 1.00 220.0000 220.00 S0O0GABATECH-01 1000-300-
01-Jun-2020 RECULAR - days 1.00 111.2400 111.24 SOOSABATECH-01 1000-300- ) - -
01-Jun-2020 REGULAR - days 1.00 111.2400 111.24 SO0SABATECH-01 1000-300- ) - -05-0¢
30-Jun-2020 REGULAR - days 1.00 111.2400 111.24 SOOSABATECH-OL 1000-300-2330-124-05-00-51401
30-Jun-2020 RECULAR - days 1.00 111.2400 111.24 SOOSABATECH-01 1000-300-2330-124-05-00-51401
30-Jun-2020 REGULRE - days 1.00 111.2400 111.24 SO00SABATECH-01 1000-300-2330-124-05-00-51401
30-Jun-2020 REGULAE - days 1.00 111.2400 111.24 SOOSRBATECH-01 1000-300-2330-124-05-00-51401
| ** There are more than 40 timesheet entries *¥ I

[ADM-AUC-HR-10327]
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4 BILLING AND INVOICING [Enhancements]

Human Resources

Maintenance » ] -
FarillBiociaing > Invoices are crea_te_d from posted timesheets 'ghgt use a pay
Timesheet Entry > code set up for billing. Once a warrant containing

Special Processing > timesheets with these pay codes is posted, run the Billing
Void/Manual/Figure Paycheck and Invoicing = Generate Invoices command as shown at
Billing and Invoicing > Customer Query left to display a convenient steps menu.

Bank Reconciliation > Customer Update

Queries >

enerate Invoices

Billing and Invoicing - Generate Invoices

Description Date Start End Success
Reset Invoice Files
reate Invoice Fil 15-Sep-2020 17:09:04,09 17:09:16,09 . .
T | - Run the [Create Invoice File] step and select the
i warrant(s) with invoices ready for billing. Then,

Issue Invoice Reaqister

s click on the [Edit Invoices Step] to display the
: Edit Invoices screen.

4.1 Adding a Category to an Invoice

There is a new button, [4 Add Category] on the screen. Use this button to add a category to the edit screen. Select
from the available categories presented on the lookup and click on [OK].

== [AUC] 6367-Edit Invoices [LUANN] -
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B S e »m Q = &4 on
Edit Invoices
Goto. v
Customer # WBBEE! BLACKSTONE GAS
Actions
Address Information
P 0 BOK 162
1 Invoice Query
BLACKSTONE,. MA 02019-0000
2 Edit Invoice
3 Edit List Employee ‘Work Date Billed Adjusted Balance
000307 AYOTTE. KEITH JR PE-Aug-2020 327.89 327.89
4 Add Catego
m i E
Category Aad Bill Category ® justed Balance| A
Enploges charge 4 Description Tof 298,08
Lown fee 01 employee charge A 29.81
02 town fee

D3 cruiser fee

Find Search | Cancel Help Eof

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 34
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The added item will appear in the category list and may be edited and adjusted in the same manner as the entries

created via the timesheets.

E [AUC] 6367-Edit Invaices [LUANN]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Faverites Help
B SE e+ & B &8
Edit Invoices
ot Customer# 000014 BLACKSTONE GAS
Actions
Address Information
P O BOX 162
1 Invoice Query
BLACKSTONE. MA 02019-0000
2 Edit Invoice
3 Edit List Employee Work Date Billed Adjusted Balance
O0Z07  AYOTTE, KEITH JR pa-Aug—2020 327.89 200,00 527.89
4 Add Category
5 Menu Category Hours| Billed Adjusted Balance| A
enployee charge 8,00 298,08 293,08
‘town fees 29.81 29.581
ruiser fee EOU0

Figure 6 The added cruiser fee is shown in the category table

4.2 Prior Balance Amount on Invoices [Fix]

[BLG-SUP-SAPLAUC-1308]

The prior balance amount on the detail billing invoices was sometimes overstated for customers with many

outstanding invoices. This has been corrected.

[PCT-SUP-SAPLAUC-164]

4.3 Bill Information in GL Transaction Query [Enhancement]

Ledgers P Queries P Transaction History P Notes

== [AUC] 1110-Transaction History [theresa]
File Edit
B S E W« +m

Ledgers Purchase Orders  Accounts Payable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBiling System Favorites Help

& LI -
All Trx Co Transaction History

Goto.

Actens Posting#  FY  Reference# User Bat#

pa7o162 2021 22625 27
6 Drill Down
7 Acct Bal nquiry
8 Excel

9 Excel by Date S Trx Date

1 Account 3 User Batch

[T Date [Account Number 5 Display - Notes
16-Sep-2020 1000*000*000(]*000*00*%_/ 21 1 [ HR11 etail Billing Cust#: 000014
16-Sep-2020 [1000-000-0000-000-00- 4 Bill: 0
16-5ep-2020 [1000-000-0000-000-00— Amount|Type Display - Notes N 14 Bill: 0
™ 40.00 [DR  [Detail Billing Cust¥: 000014 Bill: O[5 2
10700070000-000-004 40,00 [CR  [Detail Billing Cust#: 000014 Bill; OPEEI:3
16-Sep—2020 [B010-000-0000-000—-00— Jef 8 22625
40,00 DR  |Detail Billing Cust#: 000014 Bill: O -
Detail Billing Cust#: 000014 Bill: 00022625 Line: 1~ Ref# 22625 7
40,00 [CR  [Summary HR Harrant:; 000000 Batch: 22 /
40,00 [CR Detail Billing Cust#: 000014 Bill: O]/
40,00 [DR [Due To/Due From Trx For Ref# 22625

ADMINS added Billing
Customer number, Bill
number, and line
information to the
transaction history Notes
when the Police Billing
transactions are posted to
the General Ledger.

This information can be
used reconciling revenues.

[BLG-SUP-SAPLAUC-1296]
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4.4 Payment Batch Processing [Enhancement]

Some sites want departmental staff to enter payment batches (decentralized data entry) but reserve
the review and posting of the payment batches for the treasury department (centralized control).
Users can be restricted from submitting & posting payment batches.
To prevent a user from submitting a batch, select
System P User Menu P User Profile P [Collections]

to restrict access to the Batch Entry screen — Set button to “® Send To” for the user. See

User Profile Screen
Goto...
o Username [THERESA
ons Name Theresa
1 General 2 Account Security 3PO/AP 4 Human Resources S Budaet ( 6 Collections >
4__—/
Collecti . " -
Setting the user to "Send To" will
Restrict User to process their own batches ol e restrict them from submittin
Batch Entry screen - Set button to () Submit (@) SendTo . g
Include in the List of SEND TO names T batches for posting

Figure 7 The User Profile Screen - [6 Collections] tab
To prevent a user from accessing the Post batches screen, go to
System P Menu Maintenance P Menu Group/User Menu Maintenance

for the menu group to which the user belongs. Set the Post Batches radio button to @ Hide. Contact

support@admins.com to restrict the posting to one user and not the entire menu group, as a new menu group
might need to be added.

Menu Group/User Menu Maintenance
Goto..

JDEPTENTRY _BUDGET_P|

Actions

Menu

T
S
) [
&

0101010010000

Task Menu Action | A

Customer Update

Generate Irnwoices

1 henu List Credit Balance Processing

Batch Entry
Detail Pagment
Receipt Edit List

Submit Batch
Post Batches

@Cleeeeeeeee

[BLG-SUP-SAPLAUC-1295]
4.4.1 Submit Payment Batch Report #6387 [Fix]

ADMINS corrected this report that was showing wrong ticket numbers when multiple ticket numbers appeared on
the same invoice.

[ADM-AUC-HR-10281]

5 REPORTS

ADMINS enhanced a report (#6802 Paycheck Cost Code Report by Employee / Cost Code) to run faster.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 34
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5.1 #6802 Paycheck Cost Code Report by Employee / Cost Code [Enhancement]

ADMINS improved the performance on the report to provide results more quickly.

Report Library Paychecks/Other
Report Name lew Report 1 Task 6802: Paycheck Cost Code Report by Employee / Cost Code X
Run
7225-Benefit Lategories Run Paycheck Cost Code Report - By EmployeefCost Code
od6d-Employee Corwersion Demographics Run ** EXCEL LINE LIMITS **
Ed63-Tables Audit Reports ‘Run Do not cheose DETAIL if you are
[E465-History Audit Reports Run selecting ALL employees in EXCEL.
77777777 Paycheck History Reparts ——————— . | .
ST Enrloges P T History Fegister = Required: Check Date Range [mmddyyyy] From: Il]IfJaanDZD To: 30-Jun-2020
[7216-Employee Paycheck History Summary Run Optional: Enter up to 9 Employee#f Edit 0 values:
7213-Historical Pagcheck Register — Harrant Detail Run ) .
[7215-Historical Pagcheck Register — Emploges Totals Sample | Run Optional: Enter up to 9 Warrantit's Edit |0 values:
831-Paycheck Listing Run Optional: Enter up to 9 Categories Edit 0 values:
=P, ack Lost Code Sippacy — B Lot Laat Lode Ruc
B802-Paycheck Cost Code Report by Employee / Cost Code || Optional: Enter up to 9 Cost Codes Edit |0 values:
00-Paycheck Cost Code Sumnary - by Timesheet Group Run i . - = N
FEO}Pa-Jchgck Pay Code Summary - By Categoru/Pay Code Run Optional: Enter up to 9 Entity Codes Elf Oivaluesy
804-Paucheck Pay Code Summary - By Emploges/Pay Code Run Optional: Enter up to 3 Pay Groups Edit 0 values:
663-Paycheck Summary - By Emplogee/Account Run " . .. - —
[£757-Faycheck Summary — B Emplowse 7 Pay Code Tupe Run QutonablEnerupieiiaryalnnglUnits Edit__||0 values:
[7600-Register of 0/5 Uncleared Checks Run Optional: Enter up to 9 Timesheet Groups Edit 0 values:
0188-Payroll Warrant List Run .
———————— VEAR END - Fiscal & Calendar ———— (LR e O Summary @© Detail
I6755-List of Cost Codes by W2/1099R Box Run
[7560-ACA_1095 Audit Report Run Run as O preview O Print. OPDF @ Excel
If Printing use Duplex @ ves () No

Lookup Cancel Clear All

[ADM-AUC-HR-9982]

5.2 #6783 Employee Deductions with Notes [Enhancement]

Cost codes may have notes associated with them, unique to each employee.
A cost code is

Employee Maintenance flagged as
e Employee Number 571345  LAWRENCE O GONZALES-BALISSARD Employee Attachments having a note if
Position [EO0SABATECH-01 APPLIED BEHAVIOR ANALYSIS TECH 1 Of 4 Employee Positon Attachments .
Actions z /| the rlght-mOSt
JAdd Code Current Tier 1 ] column on the
KDsute Code [3 Ded/Ben]
 smamen screen has the
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 5 Payroll 6 Accounting 7 Salary 8 Dates/Class 9 Deqrees 0 Custom U Accidents VACA
: — — - word “NOTE”
Cost Code |Effective Stop Date Table essage A Amt|Start Date Stop Date Original Amt| Remain Bal|Note .
FED+  [01-Jul-2019 [31-Dec-2019 on the line for
FEDT 61-Jar—2020 1,45007% ROTE
NC-PNG  [01-Jan-2020 9 ,0000% NOTE that cost code.
NC22 A 202020 2,0000% —
RSOKLI 0TE .
- W = LT e L r o —— R - AS ShOWﬂ, thIS
employee has
L n + PR Il I - ]
I - | | 1 1 | \ ! — three cost codes
NonDirect De*sit Acct Entry & Note for OVRS0KLI [Famity Cow ife Insurance [ 22,000 TaxInformation Type  Table #Exempt that have nOtes;
Bank y—— - Federal FED M the note for the
» |Non-Rirect Deposit Acct Entry & Note for OVRS0OKLI g™ Sae o
| o i OVERSOKLI
cost code is
0000-0000-0  Account |

Pre-Note [ used for the

Checking Saving |
example.

ale note for the Cost Code for t

Figure 8 Entering a note on a cost code
ADMINS added a report that includes these notes:

Reports P Report Library P By Employee » 6873-Employee Deductions with Notes

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 34
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Click on [Run] and fill in

Report Library By Employee
e the optional prompts. The
Ru
v report runs as Excel®.
Toyee List - Cost of Leave - Default Fund R
o6 mployee List - Cost of Leave as of a Date - Def, Fund Ru!
73-Employee Leave Balance Listing Run
09-Hegative Leave Balance Listing Run
g—mwe History (Attendance} Report Run . -
F-Enrloges Loave Tine over %% Dogs Mo R Opt|ona| filters are
[5462-Enployss Profile Pudit Report Run R
715-Employse List - Salary Level for Date Range Run
el o oss P+ Portol - B e = available on Cost Code,
125-Emplogee Encunbrance Balance Report . -
T B Toges Tist — Facil ihrass Tor Tirect Depoait 1 Task 6873: Employee Deductions with Notes ';’ x Categorles Bal"galnlng
709-Electronic Tax Form Comsent List Employee Deductions with Notes ~ ’
7550-10% - C E Enpl FCA D H H
7560-ACA 1095 ;:::Lh::r:a“ e Optional: Enter up to 3 Cost Codes [ Edit [{1 values: OVR50KLI, U nItS, Tl meSheet
S5-Special Arniversary Reminders Optional: Enter up to 9 Categories Edit | [0 values
[61d40-Enployee Encumbrance Summary j _
[5706-Excel - Account Transactions Optional: Enter up to 9 Bargaining Units Edit 0 values: ( G roupsl Pay G roups' and
o707 Excel — Enployee Transactions Optional: Enter up to 9 Timesheet Groups. Edit | [0 values: Em Io ee T e Codes
_ values:
6873-Employee Deductions with Notesﬂk Optional: Enter up to 9 Pay Groups S [0 vaises: - p y yp
~. Optional: Enter up to 9 Employee Type Codes Edit 0 values: F
Include deductions stopped before today OYes @No 1 The I’eport can inCIUde
4 - -
Fun 28 et ‘ deductions stopped prior
F
Concel | [ Clomtl] ¢ to the current date.
H ©- hrempded_notes_6873_THERESA[3]xml - Excel [Ea) —
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do. Theresa Campbell ,Cl S|
5 t
R32 i S
R B c D E G H | et o P Q R S T U
CostCode Description Category Description #Emp Position Effective Stop_Date 5’ & Original
OVRS50KLI GROUP TERM LIFE INSU LI LIFE INSURANCE 071345 SO0SABATECH-01 01-Jan-2020 { 0.00] Notes
3 #Emps: 1 .
4 A sample note for the Cost Code for this employee
5 p
3 E
7 o
8 |Selection Legend: »
9
10 Incluces all active employees (non-terminated) with the desired cost code where the Stop Date has not been reached ’f
11
12
13 4

Figure 9 The Employee Deductions with Notes report sample showing the note for the OVER50KLI cost code

[ADM-AUC-HR-10178]

6 TABLES P Salary Schedules

ADMINS made two corrections to the way the Salary Schedule data entry works.

Human Resources P Tables P Bargaining Units P [5 Salary Sched]

6.1 Deleting Unused Salary Schedules [FIX]

ADMINS fixed the deletion of unused salary schedules. If a new bargaining unit salary schedule is created in error,

it can be deleted if there are no employees who have a related salary history record for that effective date. See o
in Figure 10.

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 34
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= [AU u eresa — O X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B SE e & Q & & 8 -
Bargaining Unit - Salary
to. - : .
= Bargaining Unit JFL -AF  [School Heskly 12 month employess Calculator Fields
e Schedule Friz Clerical 12 month Salary Base Hourly
o Grade 1 [ Hourly/Salaried/Per Diem 5 Salaried
Effective Date 01-Jun-2020 fTest
7 Summary
B | [AUC] 6438-Bargaining Unit - Salary [theresa] X
8 Add MNew 1 Co: Affordable CareAct
Delete SchedulelGrade/Effective Date o
Required: Enter Bargaining Unit AFL __-AF ‘Schnul Weekly 12 month em| I~ 359,00
D Delete Step 2 Required: Enter Schedule lcL12 Clerical 12 month L.
52,400000
7 Edit List q Optional: Enter Grade [leave blank to Delete all) 1 [ 562000000
Optional: Enter Effective Date (leave blank to Delete all) |g1-Jun-2020 i
Lookup Cancel Clear All
1 1 1 1 T Cothoomea ey
! ! | 1 [
[ [ [ [ 1Y
| %Table Chanae Y New Salary Schedule W Show Emplovees
Ready Lkup

Figure 10 The Bargaining Unit Salary Schedule Screen

If there are employees assigned, the system will display this message:

[AUC] 6438-Bargaining Unit - Salary

x

B

6.2 Editing the Notes Field [Fix]

8 P6092-Cannot Delete as Grade/Effective Date has Current Employees

[ADM-AUC-HR-10249]

ADMINS fixed the data entry for the notes fields. The notes will be available once entered instead of having to do

a {Page Down} or {Page Up} to commit changes made to the field. See 9 in Figure 11 for the location of the

notes fields.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Bargaining Unit - Salary
et Bargaining Unit (iT5] -IP  dpw afscme Calculator Fields
Actions Schedule OFy Department of Public Works - laborers SalaryBase H Hourly
Grade H — ourly/Salaried/Per Diem [ Salaried
Effective Date 1*Jul*2(Q ontractual increase of 2,75% for Grade 1
7 Summary [
8 Add New 1 Cost Codes 2 Holidays. 3 Longevity Pay 4 Retroactive Pay 5 Salary Sched 6 Other Info Benefit Statements|  |Affordable CareAct
8 Delete
Steps Annual] Period] Daily[ Hourly| Per Diem| Tier] A Calculator Fields
Tier# 1 55910.40 | 075.20 | 215.04 | 26,8800 | 215,04 1] Hours in Year 2080,00
D Delete Step 2 573 &1 Grades for DPW  -DP
3 576
2 Edit List 4 5944 Grace Note Effective Date Note
5 6229 01 ] [ 1 A
5 514 2 01-Jul-2020 Contractual increase of 2,75%
3 01-Jul-2020 Contractual increase of 2,75%
v
|
Find  Search | Cancel|  Help | |Eof
! )
| %Table Change Y New Salary Schedule W Show Employees
Lkup up

Figure 11 Editing the notes on the Effective Date for the Salary

[ADM-AUC-HR-10258]

7 QUARTERLY PROCESSING — FEDERAL FORM 941

Cicty of ADMINS
Form 541 For The Quarter Ending 03312020
and Schedule 341 B
Entity: 1 TOWN OF ADMINS
Warrant Check Dates: 01012020 to 03312020
1. Number of employees employed in the pay Period.............ooeeeeoo..
3/12, &/12, 9/12 or 12/12

2. Wages, tips, and other compensation. .......ivicunnrnnnnnonncconannnnn 2,974,808
3. Federal income tax withheld from wages, tips, and other compensation. 323,746
4. If no wages, tips, and other comp are subject.

5. Taxable social security & medicare wages and tips:

S5a. Taxable S5S wages (FICA)... 4,542.72 X .124 = 5€3.30

Spb. Taxable SS tips........... X .124 =

Sc. Taxable Medi wages & tips. 3,315,304.88 X .02%9 56,143.84

Sd. Addl Medicare Taxable..... X .009

Se. Add Columns Z from lines Sa, S5b, Scand 5d....... ... .. ............ 86,707

5f. Section 3121(qg) Notice and Demand - Tax due on unreportes tips.....

€. Total taxes before adjustments (lines 3 + Se and 5£)..... ... ... ..., 420,453.
7. Current quarter adjustment for fractions of cents___ . _______________. -5€3.
8. Current quarter's adjustment £for Sick PaY.....ccvevronnconnncnnnnnnnn

9. Current quarter's adjustments for tips and group-term life insurance
LO. Total taxes after adjusStmentS. .. ... .o rrnrnnnnnannnnanonancnnannnnn 415,890.
Ll. Qualified small business payrcll tax credit for increasing researxch..
L2. Total taxes after adjustments and credits. 415,8390.
L3. Total tax deposits for this quarter, including adjustments applied... 415,890.
Roctual tax deduction amounts from employee records:

FICA: MEDI: 48,072.03 ADDL MEDI: FWITH: 323,746.27 EIC
Rctual tax deduction amounts from employer benefit:

FICA: MEDI: 48,072.03

Figure 12 Before — Human Resources P Quarterly Processing P Federal Quarterly Reporting — 941

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

974,808.0

323, 746,

Check and go to

EIC:

96, TO7.

419,890,

419,890,

419,890,

419,890.

419,990

6323-HREEP:HR341WAS*  REP Printed 14-Sep-2020 at 15:11:30 by THERESA
City of ADMINS
Form 941 For The Quarter Ending 31-Mar-2020
and sSchedule 541 B
Entity: 1 TOWN OF ADMINS
Warrant Check Dates: 01-Jan-2020 to 31-Mar-2020
1 RKumber of employees employed in the pay perdod. ... i
3f12, 6/12, 9712 or 12/12 1
2 Wagee, tipe, and other compensation. . ... ... ... . il iiiiiiaan 2
3 Federal income tax withheld from wages, tips, and other compensation. 3
4 If no wages, tips, and other comp are subject....... ...t
Column 1 Column 2
5a Taxable 55 wagee ......... 4,542.72 X .124 = E63.30
5a {1} gQualified eick leave wages
Sa (11} Qualified family leawve wages
5b Taxable 58 EipE........... X .124 =
¢ Taxable Medi wages & tips. 31,315,304 .88 X .029 = 96,143 .84
5d Addl Medicare Taxabla. .. .. X .009 =
e padd Columne 2 from limes Sa, Sb, Scand sd. ... ... ... ... ... iiiiiiiaan =1
5f Section 3121(g} NWotice and Demand - Tax due on unreportes btips....... sE
& Total taxes before adjustments (limes 3 + Se and SE) ... ... ... .. ... &
7 Current guarter adjustment for fractions of cemta. ... ... ... .. L. 7
B Current guarter's adjustment for sick pay.......cciiiiiiiiiiiiiiiaan a
9 cCurrent guarter's adjustments for tipas and group-term life insurance. 9
10 Total taxes after adjustments. ... .. il 10
11a Qualified emall business payroll tax credit for increasing research.. 1la
11b Wonrefundable portion of credit for gualified sick and family leawe.. 11b
wagee from workeheet 1
11c Nonrefundable portion of employee retention credit from wWorksheet 1.. 11c
11d Total nonrefundable credits. Add limes 1la, 11b and 1lc.............. 11d
12 Total taxes after adjustments and credits. ... .. ... .. Ll 12
13a Total tax depoeite for this guarter, including adjustments applied... 13a
13b Deferred amount of the employer share of social security tax......... 13b
13c Refundable portion of credit for gualified sick and family leave wages
From Morksbeet 1....::c:c000c00s00sa0ssussssss0s0stossasic0acassnsan 13c
13d Refundable portion of employee rtention credit from Worksheet 1...... 13d
13e Total deposits, deferrals and refundable credits
Add limes 13a, 13b, 13c and 13d. . ... .. 13e
13f Total advances received from filing Form{s) 7200 this gquarter........ 13f
13g Total depoeitse, deferrals, and refundable credits leas advances.
Subtranct line 13f from lime 13&. .. ... ..t iiiiiinniiiiniaaeanaennnes 13g
14 Balance due. If line 12 is more than line 13g, enter the difference
here and aee inBbtructions. .. ...l i i ittt 14
15 oOwerpayment. If line 13g is more than line 12, enter the difference 15
Check ons: _ Apply to mext return. = Send a refund
Actual tax deduction amounts from employes records
FICA: MEDTI : 4B,072.03 ADDL MEDI: FWITH: 323,746.27
Actual tax deduction amounts from employer benefit
FICA: MEDI - 4B8,072.03

Page 1

Figure 13 After - Form 941 with new lines and renumbered lines

September 2020

The IRS has added
new lines and
renumbered some of
the existing lines on
the form 941.

To assist in filing the
Federal Form 941,
ADMINS populates
the information
related to federal
taxable wages/taxes,
social security
wages/taxes and
Medicare
wages/taxes.

There are new lines
related to worksheet
1 that ADMINS is
showing with

The new form is
shown in Figure 13
with the changes
highlighted.

Select Human
Resources P Quarterly
Processing P Federal
Quarterly Reporting —
941 to produce the
report.

Links to the relevant
IRS pages are below:

https://www.irs.gov/instructi
ons/i941#idm139649110712
272

https://www.irs.gov/pub/irs-
pdf/f941.pdf

[BLG-SUP-SAPLAUC-1297]
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7.1 Rl Quarterly — 941

“"’“:::::n"::: “Form RI-941 is a new form intended to be filed starting in 2020 by ... employers eligible to
remit, on a Quarterly basis, the Rhode Island state income tax withheld from employees’

wages. Form RI-941 will be used by Quarterly payers to accompany the Quarterly withholding

payment, as well as serve as a Quarterly Reconciliation. For those Quarterly payers, Form RI-

Payroll Processing
Timesheet Entry
Special Processing

Void/Manual/Figure Paycheck

Billing and Invoicing > 941 replaces Form WTQ (RI-941Q) previously used.”

Bank Reconciliation >

Queries >

Reports > ADMINS offers an Rl Quarterly 941 report to assist in the preparation of the state
o : mandated tax filing. To run the report, select:

Quarterly Processing Federal Quarterly Reporting - 941
Year-End Processing > RI Quarterly - 941

Human Resources P Quarterly Processing P Rl Quarterly 941

W] Task 6874: Rl Quarterly - 941 X
Rl Quarterly - 941

Required: Check Date Range (mmddyyyy] From: gi012020 ‘To: 03312020/
Required: Entity Code 1 TOWN OF ADMINS |

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

Lookup Cancel Clear All

Fill in the required date range — the report is usually run for each quarter; in this case, the first quarter of 2020.
The report sample is shown in Figure 14.

- Hr941WagRI_6874_ [1]1.lis
Courier New - |9 - BII[HI-‘ ilﬁf ‘E§|E|@
6874-HR941WAGRI.REP Printed 17-Sep-2020 at 13:28:00 by Page 1

City of ADMINS
Form 941-RI For The Quarter Ending 03312020

Entity: 1 TOWN OF ADMINS
Warrant Check Dates: 01012020 to 03312020

MONTH Check Date 1st MONTH OF QUARTER 2nd MONTH OF QUARTER 3rd MONTH OF QUARTER

1 01-Jan-2020 2,170.55

1 09-Jan-2020 31,143.02

1 15-Jan-2020 28,204.17

1 31-Jan-2020 3,455.68

2 06-Feb-2020 43,529.74

2 14-Feb-2020 2,180.09

2 20-Feb-2020 43,539.54

3 04-Mar-2020 4,554.69

3 13-Mar-2020 1,399.94

3 16-Mar-2020 1,502.77

3 20-Mar-2020 1,421.13

64,973.42 89,249.37 £,878.53

1 Sate income tax withheld from wages, tips and cther compensation for this quarter ..........ceeeen. 1 163,101.32
2 State income tax withholding payments made to the RI Division of Taxation to date for this quarter. 2 163,101.32
3 State income tax withholding amount due and paid with this return. Subtract line 2 rom line 1l..... 3 0.00
4 Number of employees who received wages, tips and other compensation for this quarter............... 4 523
5 Total amount of wages, tips and other compensation f£or this QUALTEL.......ceienvennnccnnsnnssnasans 5 3,322,594.71

Figure 14 Sample Rhode Island Quarterly 941

Find instructions and the state form at:

http://www.tax.ri.gov/forms/2020/Withholding/RI-941%20Instructions.pdf.
http://www.tax.ri.gov/forms/2020/Withholding/941%20Quarterly%20Return _m.pdf

[CRI-SUP-SAPLAUC-905]
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8 YEAR END PROCESSING [Enhancements]

On the employee attachment screen, if the form is a W2, 1095C, or a 1099R, and the employee has both an email
address and a consent date, the form can be emailed to the employee at the email address on the employee
maintenance record. See HR-575 for more information on obtaining consent.

8.1 Email a Single W2, 1095C, or 1099R form to the employee

1. Attachment exists? 3. Employee Consent?
[ < [ < [ <}

2. Employee Email?

== [AUC] 6439-Employee Maintenance [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B EE e»n B Q @ F U
No picture
Employee Maintenance on File
Goto Employee Number KAREN M LARTYIERE 0 mplovee Attachments (26}
No Active Positions -
Actions
|1Add Employee: Y Employee Notes. No text available Current Positions 000 —00
P Add Position 0 All Positions. 000 =00
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 5 Payroll 6 Accounting 7 Salary 8 DatesiClass 9 Dearees 0 Custom U Accidents VACA
First Name Middle Name LastName Suffix Gender Birth Date SS# Previous Name
JAREN F LARTVIERE Omale  @Female  OMNon-Binary [[4-Har-1353 501-10-1010 |
Residential Address Employee Contact
House# 19 Street [EBRA RD, Unit Phone #1 [(508) 883-9261 Type H Home
Address |19 DEBRA RD. Phone #2 [(000} 000-0000 Type |
=y "
el Email Luann@adning ,com
City CAMBRIDGE State PR Zip [2138-0000 ot DD Emal D Test Date Test
Ely| &
Electronic Form Send Date onsent Date Pd-Sep-2020

Figure 15 An employee with attachments and an email address who has provided consent

After checking that the above criteria are met, select the [Employee Attachments] button to access the Employee
Attachments screen. 1. Select the form and then click on the [12 Email Form] button.

== [AUC] 6126-Employee Attachments [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B GE we» PH Q@ FL N
No picturs
Employee Attachments on File
e Employee Number KAREN M LARIVIERE Employee Attachments (26
Actiops Employee Position Attachments
Z Add Attachment
1 Contact 2 Personal 3 Ded/Ben 4 Add Wages 5 Payroll 6 Accounting 7 Salary 8 DatesiClass 9 Degrees 0 Custom U Accidents VACA
Seq# |Description File Name )
E5 2019 WE Entitu:d FHZ_2015_1 ooy Email Tax Forms X 10 View Attachment L [N 12 Emai Form | T
26 [2019 W2 Entity:l W2_2019_1_00( o S
57 [2019 1095C Entitu:l 0950 20101, . . 12 Email Form |
55 019 We Entitu:l W2_2019_1_00¢ & Email has been sent |

(2
2. A popup will confirm that the email has been sent. Click on [OK].

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 15 of 34
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Tax Form From the City of ADMINS - Message (Plain Text)

File Message  Help Q@ Tell me what you want to do
m-98 B 9 € = ('?JEEV fo "E O Fnd | Q Zoom y
Tax Form From the City of ADMINS
° luann@admins.com  Reply G Reply Al 7 Foward
To Theresa Campbell Thu 9/24/2020 9:07 AM The email Wi" be Sent tO the email
e address on the employee record, with the
SRR R R o o R e R 5 form included as a password-protected
attachment with instructions on how to
open the attachment, as shown in Figure
16.
The instructions are intentionally
obscured here.
Figure 16 Sample Email with an attached form
Password % When the recipient receives the
. ‘00003 1taxform.pdf is protected. Please enter a Document Open Password. emall and CIICkS on the attaChn:]ent'
A | the prompt for the password will
Ente Passworc: | appear as shown in Figure 17.

Figure 17 Password prompt to open the encrypted, password protected document

4 000023taxform.pdf (SECURED) - Adobe Acrobat Reader DC

File Edit View Sign Window Help

Home Tools 000023taxform.pdf ... x T-he form WI” be
B & ® 8 Q © 1 RMOBE m- BT B L2 a&D Eﬂsplayedasshown
In Figure 18.
8
. R T —r R R
- i T
@ e | s This example is for a
— ' W2; comparable
e s results will be
- S— N achieved for forms
HOOLBAMS 000023 FAST! Use w5 gl -~ frosser itk . orpe b
o " > i e e - 1095C and 1099R
Prredsraaia when selected for
‘ pe—— emailing.
B Asocaw o o0 I T n |! ‘
- w:;,nn 3 G | 850000 - ;::i:{;n" — T "m;,oe ‘t;hc"-w'rﬁ:;lc:o,na
STI6T6 PENSN | | 0.00 “m‘iu
000 : L o000 o
0.00 120 Ts pary Sk ey
0.00 i 0.00 O

T8 | Empoyers s 0 mumear

LMA L 041234567 ...

Form W=2 viage smd Taz
—

Statement

Figure 18 The requested document will be displayed for the email recipient to view, save, or print

[ADM-AUC-HR-10227]
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8.2 Update Holiday Tab Bargaining Units [Reminder]

This step may be done at any time before the first payroll of the new year; if it is run after the first holiday of the
new year, the timesheets will have to be updated manually with any holiday hours. Select:

HR ) Tables P Bargaining Unit Tables P [2 Holidays]

Bargaining Unit - Holidays

Goto.

Bargaining Unit N Sohool Heekly 12 month emplouees
Actons
7 Summary
1 Cost Codes ©3 Lonaevity Pay | 4 Retroactive Pay 5 Salary Sched 6 Other info Beneft Statements  Affordable CareAct
8AddNew ~[——— 7
9 Delete Restrict Holidays to Year D020 Only 2020 holidaus will be displayed
Z Edt List Date [Description TPayCode | Hours| _ Days[Add, Substitute or lgnore __[Only if Worked _[Recur_|Month _|Week Day of Week] A
DHOL 1,00[DAdd _@Sub_Olgnore[®Yes ONo
DHOL 1,00 [DAdd _@Sub Olgnore[®@Yes ONo N
) Predidents Day IDHOL 1,00 |0 Add )Sub  Olgnorej®Yes ONo [N
0 [Good Friday HOL 1,00 [DAdd @Sub Olgnore[®Yes ONo [N
) [Patriots Day DHOC 1,00 [DAdd _@Sub_Olgnore[®Yes ONo [N
) [Menorial Day IDHOL 1,00 O Add )Sub  Olgnoref®Yes ONo [N
dependence Day DHOL 1.00 [DAdd_@Sub_Olgnore|)Yes @No [N
Laor Day DHOL 1,00 DAdd @Sub_Olgnorej®Yes ONo W & First Monday
1 [Colonbus Day DHOC 1.00 [DAdd _@Sub_Olgnore[®Yes ONo W 10 [econd  |Mlonday
) [Thanksgiving Day IDHOL 1,00 {)Add @Sub (lgnore|®Yes (ONo |[W 11 Fourth Thursday
) [Christmas Day [DHOC 1,00 [ Add )Sub Olgnore[DYes @No |A

[ |
a P Copy From/To Barqgaining Unit | 1 W Create New Year o

Figure 19 Bargaining Unit — [Holidays]

Verify the holidays are correct. Copy current year holidays to the new year using the [W Create New Year] button.
Check the results. Copy the holidays to other bargaining units or select each bargaining unit in turn and click on

[W Create New Year].

[ADM-AUC-HR-10020]

8.3 W2 Steps—Save W2 Forms as Employee Attachments/Archive [Enhancement]

W?2 Processing

Description Date
Reset W2 Menu
W2 Entity Tahle
Buiildd 2 File
W2 Audit Report
Review W2 Forms

Print W2 Forms
Federal W2 File

CTW2 File

&2 File:
Rl2 File

l Save W2 Forms as Emploves Attachmentsiarchive I

To add email addresses, select:

To access the steps menu, select:

Human Resources P Year End Processing » W2 Processing
The last step in the process will now use an overnight batch
job to create the attachments.

Add the users to be notified about this batch job to the
HRW2BST email distribution list.

[ADM-AUC-HR-10261]

Human Resources » Module Maintenance » Email Distribution Lists » HRW2BST
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[== 1AUC] 20-Email Distribution Lists [theresal
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets

B SE me s By Q @agu

Human Resources Budget Collections Tax

Email Distribution Lists

X

Motor Excise  Misc Billing System Favorites Help

Goto...
-
Actions Distribution Code Attaching W2 to Employees System Default Distribution List
[User Name Full Name Email Address Status L)
MUPDEVd Mupdevd [Antheal lsupportBacnins ,com Active

1 Add Email

Lkup up

Read HR-870 Email Distribution Lists for details on how to

The email will look like this, with a description of the work

maintain the distribution lists.

that was done.

[PLUTO-AUC] Create W2 Attachments - Mess...

Tl

v

File Message  Help @ Tell me what you want to do
W-B8 96>|08E B B | O
[PLUTO-AUC] Create W2 Attachments

PR R

aucdev@admins.com
To Hsupport

£
g C
-The following Batches have completed the Attachment of W2s

1. - 2 . .3 . 4. ..

HR W2 Batch 000002 has been completed

Email List: [HRW2BST] HR Attaching W2 to Employees

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

4

[ADM-AUC-HR-10265]

8.4 1099R Steps—Save 1099R Forms as Employee Attachments/Archive

[Enhancement]

1099 - R Processing

Description
Reset 1099 - R Menu
1099R Entity Table
Build 1099 - R Files
Review 1099 - R Forms

Print 1099 - R Forms
Email 1099 - R Forms

Federal 1099 - R File

Save 1099R Forms as Employee Attachments/Archive

To access the steps menu, select:

Human Resources P Year End Processing b
1099R Processing

The last step in the process will now use an
overnight batch job to create the attachments.

Add the users to be notified about this batch
job to the HR1099RBST email distribution list.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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To add email addresses, select:
Human Resources P Module Maintenance P Email Distribution Lists » HR1099RBST

ists
Goto.
e Distribution Code QSEERIEI HR Attaching 1099R to Empl Osiejs)uﬁw List
User Name — Status ~
UPDEV4 Mupdevd [Antheal supportBadmins .con Active

Activ
1 Add Email )| — . otive

2 Remove Email

Read HR-870 Email Distribution Lists for details on how to maintain the distribution lists.

The email will look like this, with a description of the work that was done.

1* J, B [PLUTO-AUC] Create 1099R Attachments - Message (Plain Text)

File Message  Help Q@ Tell me what you want to do

w-8/M |9 > 38 B F'gv& L Find | Q_ zoom

PLUTO-AUC] Create 1099R @
99| >

aucdev@admins.com -
To @ support; campbellt1 89@gmail.com; campbellt189@gmail.com 1:45 PM

E S ' 2 . 3 . 4 - 5 S 6 . 75

The following Batches have completed the Attachment of 1099Rs

HR 1099R Batch 000010 has been completed

Email List: [HR1099RBST] HR Attaching 1099R to Employees

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

[ADM-AUC-HR-10273]

9 105C PROCESSING [Enhancements]

ADMINS made several enhancements to the 1095C / ACA processing.

Human Resources

Quarterly Processing >
Year-End Processing > W2 Register Report

1095 - C Employees with Reportable Health Coverage
1095 - C Export Employee ACA Data

1095 - C Employee Name and Number Export

1095 - C Import Employee ACA Data

1095 Processing

9.1 New 1095 Batch Selection Screen

Human Resources P Year End Processing » 1095 Processing

ADMINS added a screen to allow batches to be accessed by multiple users. This will allow user “Anthea” to create
a batch and another user “Theresa” to complete the batch. There are four batches listed below in Figure 20. The
screen components are described in the table.

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 19 of 34
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== [AUC] 7585-1095 Batch Selection [theresa] — >
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System Favorites  Help

B S ke »m W Q =@ &2 .

095 Batc election
Goto...

Actions [Batch# [Start Date [Created By Vear [1€ [2E [3-E [4-E [Description [in-Proge
07 -Aug—-2020 [THERESA 0000 Regional Employees 3 Select Batch in Progress
000007 [07-Aug-2020 |THERESA 0000 School Emplogses

000006 |28-Jul-2020 |AMTHEA 2020 |1 Toun Emplouses

- 000005 [28-Jul-2020 |ANTHEA 0000 Persion Emplogess

2 Delete Batch

Lkup up

Figure 20 New 1095 Batch Selection screen
Table 1

[1 Create New Batch] Use this button to create new batches for different entities within the municipality.
This is helpful if multiple users are doing 1095s for their responsibility area. A user
can have multiple batches running at the same time, and the previous batch need
not be complete before starting a new batch. If desired, a batch number may be

B ] [AUC] 7585-1095 Batch Selection [theresa) X enter'Ed, or the system will
Add Batch assign the next available
Optional: Batch # number. Enter the

Required: Enter Description |Public Safety| ‘

Required Description

Lookup Cancel | | Clear Al when creating the batch; it
will allow for easily finding
the correct batch when returning to the steps menu to continue processing.

[2 Delete Batch] Allows deleting an existing batch and starting again. Batches may be deleted up to
the point where the 1095
forms are printed. Once 1095 [AUC] 7585-1095 Batch Selection %
forms are printed, the batch
cannot be deleted. @ P7586-Forms have been Printed. Batch cannot be deleted!

Attempting to delete a batch
that has already been printed

will result in the error
message:
[3 Select Batch in This button displays the steps menu for 1095 processing. Use the up and down
Progress] arrows to select the desired batch and click on the button to bring up the steps

menu for the batch to be worked on.
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Screen Component Description

Batch # Either enter a numeric batch number or allow the system to assign a batch number.
Once the batch is created the sequence number cannot be changed by the user. The
batch number is a unique sequence number assigned so that multiple 1095
processes can be run simultaneously and allow different users to access the same

process.
Start Date Indicates the date the batch was created.
Created By Shows which user created the batch. ALL users that have access to this menu item

can access any of these batches. There is no restriction on who can see which batch.

Year This value will be filled in once the step in the menu is run that identifies the year
for the processing.

1-E-4-E If multiple entities are specified in the steps menu, up to four entities will be shown
on the screen. If all entities are selected, these field will not be populated.

Description The description as entered when creating the batch. It cannot be edited after the
batch is created

9.1.1 Completed Batches
This will be available after closing the 2020 year (so after the first cycle is complete)—select:
[Actions] P Closed Batches

== [AUC] 7585-1095 Batch Selection [theresa] - X
File ssets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
1095 Batch Selection
Goto..
@ |Batch# Start Date Created By lyear [1-E |2-E |3-E |4-E |Description In-Progress ]
W— 18-Aug-2020 [THERESA 0000 no batch number enter 3 Select Batch in Progress
Closed Batches B8-Aug-2020 |THERESA 0000 what batch number?
17-Aug-2020 [THERESA [2020 1 Public Safety
Create New Batch 17-Aug-2020 |THERESA 0000 School Employees
Delete Batch in Progress B=Jul=2020 |ANTHER 0000 Pension Employees
Select Batch in Progress \\
AN
B Closed Batches X
Batch# Archive Dat Start Date Created By Description Year 1-Entity 2-Entity Tof
18-A. 18-Aug-2020 THERESA post_cleanup run for 2019 2019 -
000013 14-Aug-2020 14-Aug-2020 THERESA 1095C report dissociated 2020 1
000012  14-Aug-2020 14-Aug-2020 THERESA set. default printer 4 auc 2020 1
000011  14-Aug-2020 14-Aug-2020 THERESA Not Self Insured on Entit 2020 1
000010 13-Aug-2020 11-Aug-2020 THERESA try a 2021 batch to test 2021 1
000008 12-Aug-2020 07-Aug-2020 THERESA Regional Employees 2019 1
000006  14-Aug-2020 28-Jul-2020 ANTHEA Town Employees 2020 1
000001 20-Mar-2020 12-Dec-2019 ANTHEA All Employees 2019
v
0K Find | Search Help | Eof
Ready Lkup up !
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The result will show all the closed batches as of the current date. This is a simple lookup; no drill down is
available from the screen. The fields are described below:

Table 2
Batch # The batch # assigned when the batch was created
Archive Date This is the date the last step was run — the save archive/attach
Start date Date this batch was created
Create by The user who created the batch
Description The description of the batch as entered when the batch was created (see Table 1)
Year The year for which the process was run
1-Entity/2-Entity Up to two entities will be shown if any entity selection was made

[ADM-AUC-HR-10222]

9.2 Steps Menu

1095 Processing
Description Date Start End Succe:!
O . = ADMINS made several
@& Payrol W2 1095 - C changes to the functions
_ ACA Filing Table 10-Aug-2020 15:03:25,31 15:03:25,31 called from the steps
o Baraaining Unit - Affordable Care Act
o ACA 1095 Audit Report 10-Aug-2020 14:42:27 55 14:42:36,42 menu.
Build 1095 Fie 10-Aug-2020 14:42:54,78 14:43:06,80 ; ;
° Edit 1095 Work File 10-Aug-2020 14:43:13,83 14:43:14,18 Each is detailed below
and corresponds to the
ﬁ ~  Print 1095 Forms 10-Aug-2020 14:43:21,16 14:43:29,18 numbered items in
Email 1085 Forms .
° Figure 21.
o enerate IRS Export File 10-Aug-2020 14:43:48,43 14:58:50,45
@ Generate IRS Corrections Export 10-Aug-2020 15:04:09,44 15:05:10,41
o Save 1095 Forms as Employee Attachments/Archive

Figure 21 Updated 1095 Processing Steps Menu

9.2.1 Batch Number [Enhancement]

The batch number will be displayed at the top of the steps menu. The batch number will also appear on the
reports generated during the steps process.

[ADM-AUC-HR-10222]

9.2.2 Payroll W2 1095-C Table [Enhancement]

ADMINS added the Employer Affordability Safe Harbor 2G (FPL) Annual Percentage to the ACA tabs for
the Payroll W2 1095 C table.
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Payroll W2 1095 - C

l Entity

MMM Description [TOWN OF ADMINS O1099R @w-2

Name
Address 1
Address 2
Address 3

City
State
Country

[TOWN OF ADMINS
P19 LEWIS WHARF
[

[BOSTON Phone (617) 494-5100
WA Zip Code [52110-0000 Fed TaxID (41234567

[ State TaxID 1234567

1 Payroll W2 2 Pavroll WZACA 4 Payroll 1095-R ACA
Contact Name LUANN MOORE Phone [(617) 494-5100 Ext P116
Export File Path hrlis:
Transmitter Control Code 222 Plan Start Month [)7 HSAPlan [4
1094.C Line 22 (select all that apply):
A Qualifying Offer Method O B. Qualifying Offer Method Transitional Relief []
C. Section 4980H Transitional Relief []  D. 98% Offer Method %]

Coverage is Provided Through a Self-insured Plan? OYes @No |

Federal Poverty Line (FPL) Amount

1095-C Line 14 Overall Value:

All 12 Months Jan Feb Mar Apr May Jun

fE or [T - I M [] [

Jul Aug Sep Oct Nov Dec

r I - r [ ]

Employee Share of Lowest Cost Monthly Premium for Self-Only Minumum Value Coverage

1095-C Line 15 For Codes 1B,1C,1D,1E,1J or 1K:

All 12 Months Jan Feb Mar Apr May Jun
| or [ 179.64| 179.64| 179,64 179.64| 179.64| 179.64
Jul Aug Sep Oct Nov Dec

[ 172,73 172,73 172,73 172.73| 172,73 172.73

Employer Affordability Safe Harbor [ | Annual %l 9’78

Figure 22 Payroll W2 1095-C Table

September 2020

[ADM-AUC-HR-10269]
[ADM-AUC-HR-10205]

9.2.3 ACAFiling Table — Tax Year, Receipt & Correction Receipt #s [Enhancement]

o The receipt number or a correction receipt number must not contain a space or the export to the IRS will

ACA Filing Table

Year 020

Software ID  20A0010124

ntity [Description

TCC# (Original Receipt# Correction Receipt# ~

TOWN OF ADMINS

gl 102 456 789 A 987

Toun of ADMINS Fire Di [222

School of ADMINS 222

I

Regional School of ADM [BBGRT

o E7541-Receipt® cannot contain spaces

Check Error X

Figure 23 ACA Filing Table does not allow spaces in the receipt numbers

fail. ADMINS added
error checking to
display an error
message if a space was
entered. Try again
without entering any
spaces.

Either the receipt
number or the
correction receipt #
must be entered in the
table before the process
will create the
corrections export file
for the IRS.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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"  JACA Filing Table has not been created for the Tax Year
| Create Tax Year in ACA Filing Table then run this process again

September 2020

The system will check that the tax year has been set up
before the Export step is run (see 9.2.9 below). If the tax
year is not set up, an information message will be
displayed with instructions to create the tax year and run
the export again.

[ADM-AUC-HR-10210]

9.2.4 Bargaining Unit Table [Enhancement]

ADMINS added the Employer Affordability Safe Harbor 2G (FPL) Annual Percentage to the ACA tabs on

the Bargaining Unit Table.

Bargaining Unit - Affordable Care Act

Goto.

Bargaining Unit

SENTTEEEN fschool wkly behavior tech elementary 10
Actions

™ I~ ™

1095-C Line 15 For Codes 1B,1C,1D,1E,1J or 1K:

7 Summary —,
1 Cost Codes. 2 Holidays. 3 Lonaevity Pay 4 Retroactive Pay 5 Salary Sched 6 Other Info Benefit Statemen w
Z Edit List
Override Entity Table =
Plan Start lonth o7
HSA Plan O
1095-C Line 14 Overall Value:
All 12 Months Jan Feb Mar Apr May Jun
fE o [ - - [ - I
Jul Aug Sep Oct Nov Dec

Employee Share of Lowest Cost Monthly Premium for Self-Only Minumum Value Coverage

I~ I I~

of the FPL amount.

All 12 Months Jan Feb Mar Apr May Jun
[ 178,00 or [ [ I I [ [
Jul Aug sep oct Nov Dec
[ [ [ [
Employer Affordability Safe Harbor BG nual % 9'78
Federal Poverty Line (FPL) Amount Calendar-year, FPL affordability safe harbor,

the required employee contribution not to exceed this percentage

9.2.5 Audit Reports [Enhancement]

©

shown below.

[ADM-AUC-HR-10269]

There are four audit reports produced; each will include the batch number (as shown in 9.2.1 above) in the
header of the report. The reports are available to Run as Excel® or Print/Preview/PDF® — samples are

& TedRE - ACA_Audit Report1_THERESA[4].lis

File Edit Format Options

| Courier New

S Blrjujws] = o
lk11s

7560-HRREP: HRACAAUDITRET .REP

Batch#: 000010

Printed 12-RAug-2020 at 17:04:01 by THERESA
City of ADMINS
ACA 1095 Rudit Report

Audit Report 1 - 1095-C ENTITY TABLE

Page 1

Entity: 1 TOWN OF RDMINS

Field Error

No Errors found for 1095-C on this Entity Table

Figure 24 Audit Report #1 1095-C Entity Table

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

Human Resources

ACA_Audit_Report2_THERESA[1].xml - Excel

Data Review  View

Q Tell me what you want to do...

Home Insert Page Layout Formulas

7560-HRREP:HRACAAUDITRPT.REP City of ADMINS

ACA 1095 Audit Report

Audit Report £2 - 1095-C BARGAINING UNTI TABLE - achBatch: 000007

1 Bargaining-Unit Descripticn Field Error-Message
2 AFLBHV10-MOEL school wkly behavior tech elementary 10 Employer Affordability Safe Harbor Set to 2G and Federal Poverty Line amount not set
3
4
5 DPW -DP dpw afscme Mo Errors found on this Bargaining Unit for 1095-C
6

7
8 RET -RE retiree aca reporting No Errors found on this Bargaining Unit for 1095-C
9

September 2020

Figure 25 Audit Report #2 Bargaining Unit Tables

4% TedRE - ACA_Audit_Report3_THERESA[4].lis

File Edit Format Options
ICourierNew LI |9 LI B 7 Ql-' _5, E|tE EE E | é‘
k11s

7560-HRREP : HRACAAUDITRPT.REP

Batch: 000010

Printed 12-Aug-2020 at 17:04:01 by THERESA
City of ADMINS

ACA 1095 Audit Report

Audit Report 3 - EMPLOYEE ACA

Page 1

Field Error

Figure 26 Audit Report #3 Employee ACA

=S

File

ACA Audit Report4 THERESA[T]xm! - Excel

View

Q Tell me what you want to do..

Home Insert Page Layout Formulas Data Review

7560-HRREP:HRACAAUDITRPT.REP City of ADMINS

ACA 1095 Audit Report

Audit Report #4 - NEW HIRES/TERMINATIONS BETWEEN 01-Jan-2020 AND 31-Dec-202vBatch: 00000

1] Employee Name Position Description Hire-Date Termination Reason
2 | "000020 OSTEGREN, LYNN M S003ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNIC 1/1/2020  5/20/2020
3| "000020 OSTEGREN, LYNN M T152HR AAST-01 MUNICIPAL CENTER ADMIN ASSISTANT 1/1/2020  1/1/2020
4 "000031 TAYLOR, LESLIE S SO003ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNIC 1/10/2020 6/30/2020
5 | "000031 TAYLOR, LESLIE 8 T152MUNAAST-01 ADMIN ASSISTANT MUNICIPAL CENTER 1/10/2020
6 | "000040 LEDOUX, KEITH F S003ADJCOUN-01 ADJUSTMENT COUNSELOR 26 PAYS ~ 1/20/2020

- 7| "000040 LEDQUX, KEITHF S012CUS2NDS-02 CUSTODIAN 1/20/2020 6/2/2020
8 | 071343 JINGLEHEIMERSHMICZ, KAREN R T137ASRBORD-01 BOARD OF ASSESSORS 2/15/2020
9 | 071345 GONZALES-BALISSARO, LAWRENCE Q SO005ABATECH-01 APPLIED BEHAVIOR ANALYSIS TECHNIC 1/1/2020
10| 071345 GONZALES-BALISSARO, LAWRENCE Q S009ATHOTH -01 SPORTS OFFICIAL 2/1/2020
11 071345 GONZALES-BALISSARO, LAWRENCE Q S009HOMESER-01 ABA HOME SERVICES PROVIDER 2/1/2020
12 | 071345 GONZALES-BALISSARO, LAWRENCE Q T292ACOOFF -01 ANIMAL CONTROL OFFICER 2/1/2020
13

=~ 14| Total # Employees 5
15

retired

Figure 27 Audit Report #4 New Hires / Terminations

[ADM-AUC-HR-10276]

9.2.6 Edit 1095 Work File Screen shows Email Address for Consenting Employees [Fix]

Prior to the software update, the Edit Work File Screen would display the email address for any employee
with an email address on their employee record.

The email address and the consent date must be present for an employee to receive an emailed form. With the
software update, only employees that have consented to an emailed delivery of the 1095C form will have an
“Emailed to email@address” displayed at the top of the employee record in the Edit 1095 Work File screen.

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

Page 25 of 34



Release Notes — Version 20.3

9 ADMINS Unified Community
Human Resources

September 2020

B SE e »m By Q @8 48 0

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

2020 Edit 1095 Work File
Goto. Employee# | 1 Name of Employee @cd to theresa@admins '[DZ Ss# Reporting Entity
Ak Pooos7] KAREN A GOSSELIN T 003041028
Report Bargaining Unit
3 Street Address RET RE
11095 Menu 8 CROWNINGSHIELD ST Unit# 103 ACA Offer Start
08-Sep-1982

Figure 28 Edit 1095 Work File screen shows “Emailed to ....”

The consent date is entered on the Employee Maintenance P [1 Contact] tab in the Employee Contact area on the
right side of the screen. The consent date may also be entered on the Maintenance Employee Email/Electronic

Form Update screen.

No picture
Employee Maintenance on File
O Employee Number  [iG0087 Emplovee Aftachments (4)
Actons . — —
rsonal 3 Ded/Ben 4 Add Wages S Payroll 8 Accounting 7 Salary 8 Dates/Class. 9 Dearees 0 Custom U Accidents VACA
flsvll!ame M ‘LZSINBHG [Su—m‘ Emp‘oyee Con'acl
. Phone #1 [(508) 983-6289 Type H Home
esidential Address
House# [ B Street [ROMNINGSHIELD ST ni 2 [{0005_000-0000 Type [
Address |5 CROWNINGSHIELD ST Unit® 103 Phone #3 -0000 Type [
Email heresaladninsy
cty  [AmBRIDGE  Swe jA Zp feisl DD Email [ TestDate Test
Electronic Form | Send |Date 30-Apr-2020 Consent Date [05-May-2020

Figure 29 Employee Maintenance P Contact tab shows consent date

All Employees Employee Email / Electronic Form Update Screen
Active wiDirect Deposit Active A
1 Employee 2 Name 3 Timesheet Group |Position [Term Date [Email Address [ DDEmaillConsent Date )
TOWH  ~TOWH [T992RET 1095-01 her ins.com =N 5-May-2020
00087 SCHOOL-SCHOOL  [X99SRETTERM-01 [23-Jun-1999 [theresaBadnins ,com EI 05-May-2020

Figure 30 Employee Email/Electronic Form Update Screen shows consent date

9.2.7 Print 1095 Forms [Fix]

[ADM-AUC-HR-10274]

Sites that are not self-insured experienced errors during the printing phase. The error check will now
ignore the check on covered individuals’ end dates for sites that do not self-insure. Set the self-insured

flag on the [Payroll W2 1095C] entity table (see Figure 22 above).

9.2.8 Email 1095 Forms [Enhancement]

The [Email 1095 Forms] button will be in focus only if there are
o employees consenting to have forms emailed. If there are no forms to be
emailed, the step will be grayed out and will not be available to click; continue to
the [Generate IRS Export File] step.

[ADM-AUC-HR-10205]

Batch: 000015 1095 Processing

Build 1095 Fie
Edit 1095 Work File

Print 1095 Forms

_ Generate RS Export Fle

D T e Y L e
[ADM-AUC-HR-10206]
[ADM-AUC-HR-10275]
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9.2.9 Generate IRS Export File [Enhancement]

o ADMINS added a — p—
new Exce|® report File Pagelayout Formulas Data  Review View (Q Tell me what you want o do..
to the [Generate IRS m : ge | iy
. A B [ o E F G H J K L M N o
Export F||e] (and ;"Enmy Des B Eirst-Name Last-Name Suffix |RS_RecordID
1 TOWN OF ADMINS BO0012  MARIE & 1
H 3N TOWN OF ADMINS BO0020  LYNN M 2
Correctlon) Steps that 47 TOWN OF ADMNS B00023  |KAREN M a
£ Tomoome :
61
mapS the AUC 7h TOWN OF ADMINS D002 LYNN [ 7
871 TOWNOF ADMNS 000140 |LYNN A ]
2 TOWN OF ADMINS 000152 KEITH [+ 9
Emp'Oyee# tO the IRS 107 TOWN OF ADMINS 000286 MICHAEL  J R 1"
. . 1A TOWN OF ADMINS D00Z05  MICHAEL J 12 Generate IRS Export X
121 TOWN OF ADMINS 000307 KEITH JR 14
Record ID#. Thls WI" 137 ToH OF ADMNS 000311  |LAWRENCE L 15
“ f _d 1a:| TOWN OF ADMINS Dooz1a KEITH A 16 0 Export Complete
1571 TOWN OF ADMINS B01022  MARE A 7 o "
_a OV\{ _Or r_nore rapl 7 Tomnoraowis Dot ksmen L s o o sttt of o P o i
d f d 18 TOWN OF ADMINS Bo1230  |MaRE M 20
! entl IC&tIOI’l an 1971 TOWN OF ADMINS szas LAWRENCE 21
resolution of errors when 27 Tomioraowis Dotz v 2 o]
221 TOWN OF ADMINS %125« LYNN A 24
2371 TOWN OF ADMINS 1267 LYNN 25
the IRS Sends an error 2471 TOWN OF ADMINS 01272 maRiE i 2%

report.
Figure 31 Employee # and IRS Record ID map

[ADM-AUC-HR-10270]

9.2.10 Generate IRS Corrections Export File [Enhancement]

o ADMINS added a button on the steps menu to generate the corrections export file. This step checks that at
least one record has been marked for a correction export. The process also checks that the original or
correction receipt number has been entered on the ACA filing table.

All sites must run this step when corrections are made; however, for locations (e.g., Middletown
City and Board of Education) that require a combined file, run the step and notify
support@admins.com to create the corrections file.

Do not run the [Save 1095 Forms as Employee Attachments/Archive] step until the corrections file has been
accepted.
[ADM-AUC-HR-10225]

9.2.11 Save 1095 Forms as Employee Attachments/Archive [Enhancement]

All sites should run this step after the IRS file has been accepted — read and respond to the three prompts
to ensure that the step is ready to run. This step will run overnight as a scheduled task, freeing up the user
and the system for other tasks.

Add email addresses to the HR1095BST distribution list for users who should receive notice that the step has been
run and that the forms are attached to the employee records. Learn about Email Distribution Lists in the Help
Reference Library in document HR—-870 Email Distribution Lists.

Email Distribution Lists

Distribution Code GIGESEIM HR Attaching 1095 Forms to Employees [ System Default Distribution List
User Name Full Name Email Address Status ~
MUPDEVS Mupdevd [Antheal supportBadming ,com Active

[ADM-AUC-HR-10262]
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9.3 Reporting on Employees Declining Coverage
If the employee is offered coverage and they decline coverage:

1. Set the employee as reportable

2. Set the declined date

3. If the declined date is prior to the start of the calendar year being reported on, the covered individual
should be set on line one but the start/end dates can be blank.

If the declined date is after the start of the calendar year being reported on, the covered individual should
be set on line one, and the start/end dates must be set

The Edit 1095 Work file Screen always displays the employee on line 17 of the
U covered individuals - but the printed or emailed forms will not show a covered
individual on line 17 if the coverage is declined for the entire year.

== [AUC) 7574-Edit 1095 Work File [theresa)
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help

RR SE we+m Y Q @ F U

2020 Edit 1095 Work File
e Employee# | 1 Name of Employee 255# Reporting Entity
P p71345) LAHRENCE 0 GOMZALES-BALTSSARD WO-HK-4990 ACA Offer Start
3 Street Address 01-Jan-2020
Py —— 13745 WILLIAMSTOWN ROAD ACA Reporting StartEnd
2 Check for Errors 4 Gy or Soum 5 State 6 Zipcode 01-Jan-2020
CAMBRIDGE " 02138-0000 ACA Full Time Start/End

Employees hired within the reporting calendar year who decline
coverage will show up on the Edit 1095 Work File screen, because that
portion of the screen requires a value in line 17 to display the screen.
The 1095 form that is printed or emailed will properly reflect that no
coverage was accepted for any part of the year.

eck the box

(e) Months of Coverage ————————————
{a) Name of Covered (b) S5# {c) DOB (d) 12 Mth Jan F r Apr May Jun Jul Aug Sep Oct HNov Dec
17 |LAKRENCE Q GONZALES-BALISSARD H=KK-4990 i

Employer-Provided Health Insurance Offer and Covera 0 voio
~»1095-C | EmP'Y oe

OMB No. 1545-2251
B Do notattach to your tax rebum Keep for your records. . -

Degarment ot o Ty P Ga to www irs goviForm1085C for instructions and the latest information [] CORRECTED W
mEmployn

1 Name of Empcyes (rst rame. midde Tl (a8t rame ) 2 Social security rumber (S5N)

LAWRENCE | @  |GOMZALES-BALISSARO S

IEMpmf——mmmn ) 4 a0 T e B Bttt el Tt g a0 o
woime ) I N T N NN NN NN TR NN N R

Covered Individuals

fEmployerprovised seff insured coverage, checkine boxand entering infomation foreach inckidusl enmled 7 the coversge, ncuding theempoyes. by

) (L] =
q oo {8 Mo of Coverage

Pl ol
0

{8) Name of coversn navia () fb) SN or
Firetrame, mixde infSal, [strame oirer TIN

| L |

[ADM-AUC-HR-10223]
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10 INTERFACES / IMPORTS [Enhancement]

Human Resources

Human Resources

Interfaces/Imports >
Site Specific >
Help Reference Library

\ Timesheet Import from Spreadsheet

10.1 Timesheet Import from Spreadsheet

The import timesheets process now accepts spaces in both file names and folder names.

September 2020

B | Task 6762: Import Timesheets

Import Timesheets
This process will create timesheet records based on the
template saved as a .csv file.

Required: Enter Import Fil (ex: d:Yadmh fer\FILENAME.CSV) D:\AUC_Developmentiadmhome\FilesToTestUploads\HR{Upload Timesheets.csv
Required: Enter In-Process Warrant# 903337 | [PAYR

Run as @ preview O Print - OPDF O Excel

It Printing use Duplex @ vyes (O No

Cancel Clear All

[ammn] | o

Figure 32 Import Timesheets prompt now allows spaces in the folder and file name

Select Human Resources P Interfaces / Imports P Timesheet Import from Spreadsheet to run this process. Learn
about importing timesheets in the Help Reference Library in document # HR—345 Import Timesheets from a

Spreadsheet.

10.2 Duplicate Entries Allowed

Timesheet Entry
O Warrant poz352 29-fug-2020 11-Sep-2020 Annual  35763,84 Bargaining Unit  AFL -AF
e Timesheet Group [SCHOOL-CUST school weekly custodians Period 701,60
Employee 00040 | ONote |  LEDOL, KEITH F PerDien 140,32
Position BO12CUS2NDS-02  CUSTODIAN Daily 140,32

Hourly 17,5400

[ADM-AUC-HR-10248]

The process allows
duplicate entries —
for example, if
employee #7861 has

ork Date  |Day [Pay Code | Hours| Days Rate] Flat §] Amount]SefAccount Number Customer [Reason
n 200,00 1600, 00 |1[5120-000~-4110-000-03-00-51450
200,00 1600,00 FI[5120-000-4110-000-09-00-51450
9-Sep-2020 |Wed [COVID19 8.00 |
L Ll | | | | i Il | J
16.00 400,00/ 3200,00 Paid NOT EQUAL Salary | Salargs 701,60

Working For 000 =00

‘ Notes forthis line | Note | single day pau for guarantine
1AddLine | DAddRsnae| 2 Delets Line

Ready

3Reports | 4 SpitDay S Replace PayCode 6 Remove Emplovee 7 Add Emplovee

Accrual Group [BCH 12 L 12 month linited
96/4% Soit

8 Employee Queries | | 9 Adiust Salary

Lkup up

Figure 33 Timesheet entry screen as updated by the Import from a Spreadsheet process

an entry for 09-Sep-2020, for
pay code COVID19, and
timesheets are uploaded, the
process will upload a second
timesheet record for that day
and pay code.

[ADM-AUC-HR-10251]
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11 QUICK REPORT SELECTOR [ENHANCEMENT]

The Quick Report/Task Selector button is in the toolbar on all Auc screens. This feature allows a user to run any
report in Auc quickly from any module instead of going to the report library for each module. Read SY-117 Quick
Report Selector in the Help Reference Library for details on how to use this feature.

[l &l el ww =]l % A & EEAkl Ll

[ADM-AUC-DOC-183]

12 CHANGE / SET AUC PASSWORDS [ENHANCEMENT]

ADMINS added a [Reset Password] button on the login screen that allows users to reset their own AUC passwords.
The feature requires an email address on the user profile for the user account.

Please Sign In: Please Sign In:
e ﬂa~ E2 Lo
2 4 Username THERESA_ADMIN Theresa Campbell - s Username THERESA_ADMIN Theresa Campbell - s
3 & Password | NN \ Password

w z z

T ] . 3

Training Mode J
¥ ¥ Login Exit - b Login Exit Trsialag Hede

Reset Password

"MPORTANT NEWSm""~ our products ~~rt Info Eamettter “OORTANT NEWS *aur products_. =t Info 5 “wer

Figure 34 Before and After — the new Reset Password button on the Iogi?‘n screen

Use this feature if the password is forgotten.

Please Sign In:

1.  Click the |_Reset Password | py,tton to

Username THERESA_ARDMIN Theresa Canpbell - s

Password initiate setting a new password.
. . Training Mode
Login Exit
Reset Pgsswordy .
1 2. Click [Yes] to the “You have elected
IMPORTANT NEWS  About our products Support Info E-newsletter to Reset your‘ passwor‘d dO you Want
ATTENTION! ADMINS Unified Community - Please Sigoln \J_ to continue ?’-' prompt
A Quarterly software upd )
dick on the links below ta You have elected to Reset your password do you want to Continue?
June 7 é 3. Click [OK] to the popup showing
6L C e % ] ‘ where the email has

Ae T Send Password Reset Email x bEen Sent
ko e me ; Email has been sent to
HR T FA campbellt189@gmail.com
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User Profile Screen
i ®  30-Jul-2014 THERESA
7 Usemame [THERESA_ADHIN 23-Jun2020 THERESA
Hame [Theresa Canpbell - cecondsry sdhin sccou 23-Jun-2020 11:45:45.37 Live
1 Gen 2 Account Securty 3P0 /AP 4 Human Resources S Budet & Colections 7 Misc Biling ¥ Loain Hist
e — e — e —
— — — ——
‘ X Send Test Email
mail Address fcampbellt189@gmail .com b Use Aternate Email
Alternate OYes @MNo
‘ Background Color [LIGHT STEEL BLLE o ResetDefaultColor  (OYes @ No
8 Add User 9 Change Password 0 Menu Listing for User
Status: Active Lkup up

Figure 35 Set up email addresses for AUC users

M AUC Password Reset - campbelll x| =

password will be sent
to the email address

lemporary Password exactly as displayed

Please log into AUC using this lemporary password
and you will be asked to change it

Meet
WK Start a meeting
Join a meeting

Chat

L +
. . Reply

= Forward

* Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

September 2020

The email will be sent to the email
address on the contact tab of the
user profile table. The prompt will
show which email address will be
used. Check the email account for
the new password for AUC.

{If the email is not in the Inbox, check
the Junk or Spam folder. Mark the

& O A hitps://mail.google.com/mail/u/0/ ® ¥ @ = @& & -

= M Gmalil Q  searchma - o8 s @

< o o & = 0 ¢ D =»

l— Compose

O inbox AUC Password Reset o inboxx i

%  Starred

.com 9:11 AM (12 minutes ago {:— 4
W tome ~ M Spam (2) - campbelit1 89@gma
A temporary ) < o

I— Compose

O spam

B Trash

B Categories
=% Social

© updates

& hitps//mail.google.com/y

= M Gmail

x +L email as “Not spam” or “Not Junk”

Messages that have been in Spam more than 30 days will be
automatically deleted

Delete all spam messages now

aucdev 9:11 AM

AUC Password Reset

2062 You have been assigned a temporary password welco.

Figure 36 Sample email sent with temporary password

Please Sign In:

Username THERESA_ADMIN
Password [IEm3

Theresa Campbell - =

Training Modo

B Please Enter Password

When entering the

New Password ‘ 0000000000000 RS

Confirm Password YLy
Qam::l

A Quarterly software update was installed on your site. Please
dlick on the links below to review the

new password, the
characters will be
masked and the
length may look

different from what | |

Figure 37 Entering a new password

is typed. Click on
[OK]

If the email is not found in the inbox,
check the spam or junk folder. Use
the password in the email exactly as
shown (case sensitive). The system
will immediately prompt for a new
password.

Type a new password and confirm
the new password.
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User Profile Login History

Emed  30-Ju]-2014
Changed  23- Jur—2020
Last Logn 23-Jun-2020 11:45:45.37 Live

Name Theresa Canpbell - secondary adnin accou

1 General 2 Account Security 3P0 /AP 4 Human Resources S Budaet 8 Collections 7u.n©‘ The SUpGI’-USGr On the Site

e e TE A T T N ‘ may view the User Profile b
4217:10 ser Requested Fassvord Reset [Y Login HiStOry] tab to see

10:173:09,16 |Live
User Requested Passuord Reset

.45 Live
e — logon and password reset

activity.

Live

10-Dec-2019 |1

Live

Figure 38 Login History Screen for super-users

ADMINS Unified Community - Please Sign In X

If the user profile does not have an email set up, the system will
display this message. Contact the super user on your site or (D o o et syour e dost e n
ADMINS to add an email address to the user profile.

Contact Support to reset your password and update your email address

If no email should be associated with the username, contact
support@admins.com to reset the password.

[ADM-AUC-SY-8130]

12.1 New Message on Password Errors [Enhancement]

ADMINS changed the invalid password message to reflect the availability of the Reset Password button and to let
users know that they may try again after five minutes.

ADMINS Unified Community - Please Sign In X

Incorrect Password entered more than 3 times
Close the screen, wait 5 mins and try logging in again

If that doesnt work, use the Reset Password button te change your
password

Figure 39 New Incorrect Password message

[ADM-AUC-SY-8159]

13 LOGIN SCREEN SUPPORT INFO TAB [ENHANCEMENT]

Many users only use this screen to log in — but there are other features available. Click on the [Support Info] tab.
There are 3 buttons on this screen to easily join a Go To Meeting, access the ADMINS website or email ADMINS
support.
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13.1[Join Go To Meeting]

Human Resources

/== ADMINS Unified Community - Please Sign In o

File Edit Help

Please Sign In:

Os280,

& 4 Username THERESA Theresa

3 'i Password

¥ H

2 ~ s = Training Mode

Reset Password

IMPORTANT NEWS  About our produ E-newsletter
Support

September 2020

The first button, [Join Go To
Meeting], brings up the
GoToMeeting website, to allow
joining a GoToMeeting from the
AUC server. Enter the nine-digit
meeting number to be joined to
the meeting.

Click the Button to start your browser

ttps./www gotome
Join Go To Meeting

i GoToMeeting teweey  sutons v bamsipiig ke
ADMINS Website

Ready to meet on GoToMeeting?

To connect to an online meeting, enter the GoToMeeting
1D provided by the organi

Send E-Mail to Support

13.2 [ADMINS Website]

tesv SupmrtfFAQ  CONTACTSALES Join | et

The second button will bring up the ADMINS website home screen. Access news, release notes, webinars, and

selected help documents here.

Please Sign In:

Support s
ADMINS
i

Click the Button to start your browser
Join Go To Meeting

ADMINS Website

Send E-Mail to Support

IDEAS, RELATIONSHIPS, RESULTS

ince 1974, we have provided our cut

highest leve

OE280,
£ 4 Username  THERESA Theresa
3, < Password
v g
T 5
Training Mode
¥ » Login Exit -
- u] X
Reset Password — 5
e == nttps//adminscom/ O ~ @ G | == ADMINS, Inc. - Municipal S
IMPORTANT NEWS  About our products Support Info SPpaigeimi A
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13.3 [Send E-Mail to Support]

The third button opens the ADMINS “Contact Us” page to instantly send an email to ADMINS support. Every
page on the website has the button to allow emailing support instantly.

Please Sign In:
OE2S0,
& Ve Username  THERESA Theresa
o A Password G
y g
¥ < = = Training Mode
Reset Password O -

== hitps//admnscom

EP————

IMPORTANT NEWS  About our products Support Info
S
Support

e

St
ADMINS . NI X e 2
e . " .

Click the Button to start your browser

Join Go To Meeting F
2 = " [ oo
ADMINS Website
i == Use this button to send
Send E-Mail to Support o support@admins.com

Hit Let us know how we can hel| d %
sttt e a quick email from the

we'll respond shortiy. For the best v AUC server

response, include a phone number in

the message . > Ve
4 )
Name* Ll
b r " N ane N o » A
A simple, quick form R o O
Email* " v
will pop up - be sure to _—

include a phone

number and email
address so that we
may reply

[ADM-AUC-5Y-8154]

14 HELP REFERENCE LIBRARY

In addition to the following new or updated documents added to the Help Reference Library, the “SYSTEM”
sections of each library were standardized for the help documents that are not specific to the module. See the
“System” bullet below for an example.

14.1 New or Updated Documents

* Top Level ----- HR—-100 HELP DOCUMENTS INDEX [Updated]
e PAYROLL PROCESSING HR—-345 Import Timesheets from a Spreadsheet [Updated]
e SPECIAL PROCESSING HR—490 Billing and Invoicing [Updated]
o YEAR END PROCESSING HR-620 W2 Processing [New]

HR-635 Email W2s, 1095Cs, 1099Rs [New]
e SYSTEM SY-117 Quick Report Selector [New]

SY-145 Reset Password [New]
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