HUMAN RESOURCES

RELEASE NOTES — SEPTEMBER 2021

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows HUMAN
RESOURCES system.
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ADMINS Unified Community

Release Notes — Version 21.3

e

1 EMPLOYEE MAINTENANCE [Enhancement]

Human Resources

September 2021

ADMINS added the ability to provide a note specific to an employee and pay code on the additional wages tab. Select:

Maintenance » Employee Maintenance P [Add’l| Wages]

1.1 Additional Wage Notes

== [AUC] 6443-Employee Maintenance I

Employee Maintenance

Click on the [NOTE] button
in the row for the additional
wage that needs a note, as
shown in Figure 1.

1 Contact 2 Personal 3 Ded/Ben S Payroll 6 Accounting 7 Salary 8 Dates/Class 9 Dearees 0 Custom

e Employee Number  REREEE  LAWRENCE J HORN Emoloyee Attachments

e Position  [S00SABATECH-03 ABA TECH STALL BROOK 10 MTH BE 1 Of 2 |  Emoloyee Poston Atlachments :
J Add Code
K Delete Code Position Control: 000000

A note for each additional

U Accidents VACA
wage can be entered.
[P — Enter up to eighty characters in the note field that [
DACHING PENSIONED s 202L|| appears at the bottom of the screen when adding an  [JW¥iE Enter th te di tlv i
‘\ additional wage pay code. Notes can be added to H— n er € note directly In
existing Pay Codes on the employee record. I the field at the bottom of
\‘ T 7 ] 1 the screen; up to 80
[TTTTT /1 I characters of text can be

[ Note for COCH # 1 Nolleuball coach stipend

Status: Position Active

entered.

Figure 1 Entering a note on the Employee Maintenance P Additional Wage for a Pay Code

To see a list of Employees with Additional Wages and the notes, run report # 6754 Employee List — Additional Wages.

Reports P Report Library P [1 By Employee] #6754 Employee List — Additional Wages

4 TedRE - Employeelist_AddWages_6754 WENDY[2].is
File Edit Format Options

[comeier <1 [s ] Blz[ufws] =] o|[= 23] &)

Fiis

€75 4 EMPADDWAG . REP Printed 09-Sep-2021 at 13:00:00 by WENDY

City of ADMINS
Employee List - Additional Wages

— === Day Periods =

Employeet and Name Position PayCode Seq# Start Date Stop Date 1 2 3 5  Amount

Account/Note

000005 HORN, LAWRENCE J SOOSABATECH-03 COACH NP coach non pensioned 1 09-Sep-2021 WE 50.00

I 000005 HORN, LAWRENCE J SO0SABATECH-03 COCHL‘”'S""”“ =

—_—

1000-300-3510-110-06-00-51260
NOTE for football coach pay

1000-300-3510-110-06-00-51260

T

Pvolleyball coach stipend

Any notes added for the pay code will appear under the Account number for th

e pay code; up to fifty characters of text will

print on the report for each note when the report is “Run as” Preview/Print/PDF® format; eighty will print in Excel®.

< Employeelist AddWages_6754 _- Excel

hat you want to do...

i3l

Theresa Campbe|

H L KM N al
wpDate 1 2 3 "% Amount Account Bargaj Mote
WE 50,00 1000-200- 50-T0-08-0050280  AFLAE} \ISTE For football coach
WE 7500 1000-300-350-T0-06-00-61260  AFLAR] pay
lan-2020 Bl B3 224100 1000-300-3510-10-08-00-61260  WOK | Walleuball coach stipend padded out to eighty characters to see if all will priry
eb-2020 B B3 145400 1000900 5010 05.0051980 MO I e 0 ST SRATAers o see N S Bnn

[BLG-SUP-SAPLAUC-1417]
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Human Resources

September 2021

1.2 New Process to Update Additional Rates en masse [Enhancement]

== [AUC] 6440-Employee Mam(enance]

No picturs
on File

e Employee Number

Position

Actons

KEITH SPENCER
T210POLDISP-G0 POLICE DISPATCH

Employee Atiachments (2)

1001 Employee Poston Attachments.

1Contact | 2Personal | 3DedBen | 4Add Wl@A:mma 7Saary (BDatesClass || 90Dearees | OCustom | UAccdents  VACA

Each employee may be assigned up to
five additional Rates on the Employee
Maintenance P Payroll tab.

Updating these rates for individual
employees can be time consuming if

there are many affected employees,
such as a group of union firefighters
who are all due an increase with a
new contract.

AN
Pay Classification Y Salary Change Group Information
Effective DA 01-Jan-2021 Entty [T TORN OF ADMINS

BargainingUnit TOCL ~ -01  Municipal Employees  Annual Salary TimesheetGroup fTOWN _—POL Police Departnent
Grade Schedule C1 Town Clerical d0hrs  Period Salary PayGroup [TH Town Heekly

Grade 9 Daily Salary FLSACode JIRE MO FLSA

step 1 Hourly Rate Lump Sum Indicator [

FTE 1,0000 Per Diem

Tiers
Additional Rates
p— \ Rate Label
Work Schedule  Shit TS 3 disp of f thur & fri Work Schedule
1 2.5000 [shift diff

Day Hours  Days Day Hours  Days 2 [
Thrs e
Wb 3 38,4000 Hisp dbt
Saturday 16.00 4 [
Sunday 16.00
Horday 16.00 5 [
Tuesdsy 16.00 R

Figure 2 The Additional Rates are set for each employee on the [5 Payroll] tab

ADMINS added the ability to update Additional Rates using this command from menu:

Human Resources
Maintenance
Payroll Processing
Timesheet Entry
Special Processing
Void/Manual/Figure Pa

Billing and Invoicing

Bank Reconciliation

Queries

Reports

Tables

Quarterly Processing
Year-End Processing

Module Maintenance

Human Resources P Special Processing P Additional Rates — Amount Update

Alt Ratedl:

N Required:
> Benefit Statements Optional:
Global Change to Employees Salary Optional:
Retiree Percentage Salary Change Optional:
Middletown Library Salary Change Optional:
Increase Employees Steps Process Optional:

Retroactive Pay Processing
Longevity Processing

Additional Wage - Amount Update
Additional Rates - Amount Update

B Task 6905: Additional Rates - Amount Update x

Additional Rates - Amount Update
@®@102030405

0ld Rate

0ld Rate:
0ld Rate:
0ld Rate:
0ld Rate:

B New Rate:

Run as ) preview O Print
If Printing use Duplex @) yes

0Old Rate

Lookup

2.5 New Rate: (2 775 |
|—| New Rate:| |
New Rate:
|—| New Rate:| |
New Rate: :

OPDF
O No

Clear All

Cancel

Select the additional rate to update and enter the old/new amounts; each can be up to four decimal places. Click [OK].

6905-HRREP : HREMPALTUPD.REP

Printg

City of ADMINS
JAdditional Rates - Amount Update

Page 1

Total: 4

Employee# and Name Position Rlternate Rate # 0ld Rate New Rate
071481 SPENCER, KEITH T210POLDISP-02 1 shift diff 2.5000 2.5700
071537 MAGILL, LYNN T210POLDISP-02 1 shift difif 2.5000 2.5700
071540 TRANDEL, LYNN T210POLDISP-02 1 shift diff 2.5000 2.5700
071568 MACNEIL, KEITH T210POLDISP-02 1 shif diff 2.5000 2.5700

amounts to be updated.

changes; if the changes should not be
applied, click on [No] to try again.

This command cannot be run from
the Employee Maintenance screen.

The “new” rate must be more than

the old rate.

Update Additional Rates

Do you want to post these changes?
Click YES to Post
Click NO to Abort

%]

[ADM-AUC-HR-10393]
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1.3 Allow Entry in Step 3, 4a, 4b, 4c for New W4s [Enhancement]

ADMINS changed the FORM W4 boxes on the Employee Maintenance P Personal screen, to allow entry of a $ amount in
Step 3 for the exemptions and to enter the adjustment $ amounts from line four (a, b, and c) of the W4. This allows the
payroll staff to enter values just as the employee has entered them on the W4. Refer to the link to the Income Tax
Withholding Assistant to check the effect on employees. Depending on the values set on the 2020 Form W4, the system will
set the Federal Tax Type value. Even if the employee has submitted a new W4, if box 2c is not checked, the Federal Tax
Type will show as FED rather than FED2020 (see 2021 Publication 15-T (irs.gov) top of page 6). There is also a spreadsheet
issued by the IRS that allows verifying individual employees:

Income Tax Withholding Assistant for Employers | Internal Revenue Service (irs.gov)

Form W4 Form W4 Form W4
After or Equal to 2020 | After or Equal to 2020 f |
Radio Button Setting Box 2 checked Box 2 not checked Before or Equal to 2019 If an employee
TaxTable FED2020 FED FED furnishes a W4 for
Exemptions Box Based on the No No Yes any year from 2020
Dependents amount (W4 Box 3) W4 Form vear & Yes Yes No . §
Other Income (W4 Box 4(a)) Y Yes Yes No on, fill in the fields for
Deductions (W4 Box 4(b)) W4 Box 2(c) Yes Yes No Step 3, 4a, 4b, & 4c
Extra Withholding (W4 Box 4 (c)) Yes Yes No ! ! !
based on the values

Enter positive numbers only; the plus and minus signs show the impact on withholding. provided on the W4.

pnal] All newly hired
Tax Iniormationv v FORM W4 employees must

TaxType Tax Table Exemptions == 2020 box 2¢ checked furnish a new W4,
Federal  FED2020 E [ (O == 2020 box 2¢ not checked

State MR |1 O <=2019 See also HR-605 W4

Other State! [ [ Step 3
Step 4a Percentage Method
Step 4b
Step 4c

Tables in the Help
For reference, a W4 is excerpted here:

Reference Library
for complete
information.

w_4 Employee’s Withholding Certificate OME No. 15450074
:’-‘:erzn December 2020) | ™ Complets Form W-4 so that your employer can withhold the carrect federal income tax from your pay. e
Department of he Treasairy » Give Form W-4 to your employer. Z¢J21
Internal Revenue Service » Your withholding is subject to review by the IRS. cl . D d t
Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse aim epen ents:
Multiple Jobs also works. The correct amount of withholding depends on income earned from all of these jobs E nter the amount Cl a i med fo r
or Spouse Do only one of the following. )
Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or depe nde nts in Step 3 to reduce
{b) Use the Multiple JobsIWorksheet on page 3 and enller the result in Step 4{c) below for roughly accumttla wllhhr:!\dmg: or the taX W|th h el d .
(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld > |
TIP: To be accurate, submit a 2021 Form W-4 for all other jobs. If you (or your spouse) have self-employment A .
income, including as an independent contractor, use the estimator. M a ke Other Ad] ustments:

Enter the amount of “Other

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will

be most accurate if you complete Steps 3-4{b) on the Form W-4 for the highest paying job.) |nC0me" |n Step 4(3) tO
Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly): increase the tax Wlth held
Claim ) :
Dependents Multiply the number of qualifying children under age 17 by $2,000» §

Multiply the number of other dependents by 500 . . . . » § Enter deduCtiOhS |n Step 4(b)

Add the amounts above and enterthe total here . . . . . . . . . . . . . 3% t .
o decrease the tax withheld.

Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won't have withholding, enter the amount of other income here. This may

include interest, dividends, and retirementincome . . . . . . . . . . . . 4a) [$

Other
Adjustments

Enter extra withholding in Step
4(c) to increase the tax
withheld per pay period.

(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresulthere . . . . . . . . . o . . L L L L L L L L. 4(b) |$

e

(c) Extra withholding. Enter any additional tax you want withheld each pay period . [4{c) |$

Figure 3 Excerpt from a 2021 W4 form
[ADM-AUC-HR-10406]
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Report Library By Employee
Report Name View Report | A
6680-Employee Roster Schedule Sample Run
6710-Employes List Sample Run
6711-Employee List with MHotes Sample Run
6712-Emplogyee List — Phone Directory Sample Run
|6?14—Empl oyee List - Grade Schedules -I
6902-Employee List - Grade Schedule - As of a Date
67 1b-Employee List - Deductions Tl Run
GE62-Employee List — Benefits Run
6708-Employee List - Benefits with Annual Amounts ] Run
JG7 185t o [0 GlgghtmmnsaCogiing e T grdemmnstonl Sanale L Rung |04

2.1 [1By Employee] #6714 Employee List — Grade Schedules [Enhancement]

ADMINS added Date of Birth (DOB) and Gender columns to the Grade Schedules — Excel® report.
Employee type already existed on the Excel® version of the report. Use filtering, sorting and column
removal to get only the desired fields from this report.

Employeelist_Grade_6714 THERESA[2]xml - Excel

View  Q Tell me what you want to do..

. BE BF BG BH | BI BJ
EmpType PeriodHrs DOB Gender PositionCtr#

F 33.75 16-Feb-1975 M 000000

F 35.00 15-Dec-1993 F 000000

F 33.75 08-Nov-1995 M 000000

F 33.75 27-Sep-1958 F 000000

F 33.75 12-Dec-1959 F 000000

F 33.75 03-Jan-1979 F 000000

[AVON-SUP-SAPLAUC-511]

2.2 [1 By Employee] #6902 Employee List as of A Date [Enhancement]

Salary and position information is based on the “as of” date. In the prompt shown in Figure 4, the “As of Date” is specified
as July 6, 2021. The report was run on a different date. Employment type, timesheet group, pay group and shift are as of the
report run date.

Run the report to Excel® to see all the columns of information; due to page size, when run as PDF®, only a subset of the
information is presented.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 17
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Reports P Report Library » By Employee ) #6902 Employee List — Grade Schedule — As of a Date

B | Task 6902: Employee List - Grade Schedule - As of a Date X

Employee List- Grade Schedule - As of a Date

Required: As of Date (mmddyyyy)

Optional: Enter up to 9 Bargaining Units 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 Employee Type Codes Edit 0 values:

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

Optional: Step Range From: ‘ Tu:‘ ‘

Optional: Grade Range From: \:lTn:

Optional: Enter up to 9 Schedules Edit 0 values:

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 ) No

Lookup Cancel Clear All
Figure 4 Filtering and Sorting options for the #6902 Employee List — Grade Schedule — As of a Date Report

Field Description

As of Date (mmddyyyy) Enter the date or select a date from the lookup
Enter up to 9 Bargaining Select up to nine bargaining units to be reported on — all bargaining units will be reported
Units if no filter selection is made

Enter up to 9 Entity Codes Select up to nine Entity Codes to be reported on — all Entity Codes will be reported if no
filter selection is made

Enter up to 9 Pay Groups Select up to nine Pay Groups to be reported on — all Pay Groups will be reported if no filter
selection is made

Enter up to 9 Employee Select up to nine bargaining units to be reported on

Type Codes

Enter up to 9 Timesheet Select up to nine Timesheet Groups to be reported on — all Timesheet Groups will be

Groups reported if no filter selection is made

Step Range Enter a “From” and “To” range — the “From” value must be less than or equal to the “To”
value

Grade Range Enter a “From” and “To” range — the “From” value must be less than or equal to the “To”
value

Enter up to 9 Schedules Select up to nine bargaining units to be reported on

Sort Report By The report may be sorted and subtotaled by ® Timesheet Group, Entity, Pay Group,
Bargaining Unit, or Name by selecting the radio button. Timesheet group is the default.

Run as: Run the report to Excel® for all columns of information as described below and shown in

the image; due to page size, when run as Print/Preview/PDF®, only a subset of the
information is presented. In the table below, if the column description is in italics, the
column is available only when the report is Run as Excel®

If Printing use Duplex: ®Yes/No — this default is set on each site and can vary

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 17
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= Employeelist_Grade_Asof

027 Excel

File Home Insert Page Layout Formulas Data Review  View ./ Tell me what you want to do...
A2 - I * Indicates as of 21-Sep-2021 {
A B | c | D | E | F | G ;
L
1 |As of Date: 21-SEP-2021
2 |*Indicatel as of 21-Sep-2021
3
4 |[Emp# Name Position# Description BargainingUnit Schedule Grade
5_1)00005 S005ABATECH-03 ABA TECH STALL BROOK 10 MTH BENEFITS AFLABA10-MOEL ABATECH 1 H
677]?1555 S006ABATECH-02 ABA TECH BHS 10 MONTH BENEFITS AFLABA10-MSEC ABATECH 1
7_7]?155? S005ABATECH-03 ABA TECH STALL BROOK 10 MTH BENEFITS AFLABA10-MOEL ABATECH 1(
8 _1]07073 S010ABATECH-01 ABA TECH GRANDFATHERED BECP AFLABA12-MOEL ABATECH 13
977](]]’084 S005ABATECH-01 ABA TECH GRANDFATHERED SB AFLABA12-MOEL ABATECH 1
10_7]07852 S005ABATECH-01 ABA TECH GRANDFATHERED SB AFLABA12-MOEL ABATECH 1
1171]07867 S005ABATECH-01 ABA TECH GRANDFATHERED SB AFLABA12-MOEL ABATECH 1
1277]?’0130 S005ABATECH-01 ABA TECH GRANDFATHERED SB AFLABA12-MOEL ABATECH 1 ’
13_7]70225 S012ABATECH-01 ABA TECH GRANDFATHERED BMS AFLABA12-MSEC ABATECH 1
1477]?’0249 S00BABATECH-01 ABA TECH GRANDFATHERED BHS AFLABA12-MSEC ABATECH 1 ‘
15_1]?0301 S006ABATECH-01 ABA TECH GRANDFATHERED BHS AFLABA12-MSEC ABATECH 14
16_1]70537 S012ABATECH-01 ABA TECH GRANDFATHERED BMS AFLABA12-MSEC ABATECH 1 ‘
1777]?’0615 S012ABATECH-01 ABA TECH GRANDFATHERED BMS AFLABA12-MSEC ABATECH 1
Hremplst_grade_asof @ ] f
Ready i e

Figure 5 #6902 Grade Schedule — As of a Date Report — Run as Excel®

TedRE - EmployeeList_Grade_Asof_6902_ N a 3
gr——l—m—l.e St Dptions
Courier New <l[e ] Blz|ufm~] =| =[5 23| &

|GSO2ARID¢FLST_GN!_ASOE‘NT REP Page 1
City of ADMINS
Employee List - Grade Schedule - As of a Date

As of Dave: 06-JUL-2021
Group: SCHOOL-ABA school weekly aba

06-Ju1-2021 06-Ju1-2021
Annual  Period Daily  Hourly Der Diem Timesheet 06-Jul-202 06-Jul-2021

Name Posiviens Description Barg Unit Type Schedule Grade Step  FIE Salary  Salary  Sa Rate Per Rate Group PayGroup Shift Hire Date
HAYMANN DEFFLEY, L SOOGABATZCH-O ABA TECH BHS 10 MON AFLABALO-MS ¥ ABATECH 1 1 1.0000 25,206.16  576.80 16.4800 115.36000 SCHOOL-ABA WE WELY 35 12-Apr-2021
SALVATORE, MICHAEL SOOSABATECH-0 ABA TECH STALL BROO AFLABA10-MO F ABATECH 11 1.0000 24,306.02  556.20 16.4800 111.24000 SCHOOL-ABA WE WK 33.75
STURGIS, KAREN KIM SOLOABATECH-0 ABA TECH GRANDFATHE AFLABA1Z-MO F ABATECH 1 2 1.0000 29,569.15  €61.50 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
LUSSIZR, LYNN £ SOOSABATECH-O ABA TECH GRANDFATHE AFLABA12-MO F ABATECH 1 2 1.0000 29,569.15  €61.50 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
HATCH, KAREN B SOOSABATECH-0 ABA TECH GRANDFATHE AFLABA12-MO F ABATECH 1 2 1.0000 29,5€9.15  €61.50 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
BENNETT, KAREN M  SOOSABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MO F ABATECH 1 2 1.0000 29,569.15  661.50 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
ZIZGLER, LYNN §  SOOSABATECH-0 ABA TECH GRANDFATHE AFLABA12-MO F ABATECH 1 2 1.0000 29,669.15  €61.50 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
CHASE, MARIZ SO12ABATECE-0 ABA TECH GRANDFATHE AFLABA1Z-MS F ABATECH 1 2 1.0000 30,664.20  €86.00 19.6000 137.20000 SCHOOL-ABA 12 MTH WKLY 35
ZAPPALA, MICHAEL N SOOGABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MS F ABATECE 1 2 1.0000 30,664.20  €86.00 15.6000 137.20000 SCHOOL-ABA 12 MTH WKLY 35
LECLAIR, LYWW J  SOOGABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MS ¥ ABATECH 12 1.0000 30,664.20  €86.00 15.6000 0000 SCHOOL-ABA 12 MTH WKLY 35
BERKELEY, MARIE B SO12ABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MS F ABATECH 1 2 1.0000 30,664.20  €86.00  137.20  15.6000 0000 SCHOOL-ABA 12 MTH WKLY 35
CROWLEY, MARIZ A  SO12ABATECH-0 ABA TECH GRANDFATHE AFLABA12-MS F ABATECH L2 4 ,664.20  €86.00  137.20 19.6000 0000 SCHOOL-ABA 12 MTH WKLY 35
GOULD, LyNN SOOSABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MO F ABATECH 12 a ,669.18  €61.50  132.30 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
PITERS, LYNN SOOSABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MO F ABATECH i3z 2 ,569.15  €61.50  132.30 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75

1 GEARHART, MARIE ¥ SOOGABATECH-0 ABA TECH GRANDFATHE AFLABA12-MS F ABATECH 12 1 ,664.20  €86.00  137.20 15.6000 137.20000 SCHOOL-ABA 12 MTH WKLY 35
CURRAN, KAREN D  SO10ABATECH-O ABA TECH GRANDFATHE AFLABA12-MO F ABATECH £ A ,669.15  €61.50  132.30 19.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
DOTIL, LYMN SOOSABATECH-0 ABA TECH GRANDFATHE AFLABA12-MO F ABATECH 12 1 ,669.15  €61.50  132.30 15.6000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
MARCOUX, KAREN E  SOLOABATECH-O ABA TECH GRANDFATHE AFLABA1Z-MO ¥ ABATECH 3 a2 ,569.15  €61.50  132.30 19.€000 132.30000 SCHOOL-ABA 12 MTH WK 33.75
SCARBORO, LYNW SOOSABATECH-O ABA TECH STALL BROO AFLABA10-MO ¥ ABATECH a2 a ,907.65  €61.50  132.30 15.6000 132.30000 SCHOOL-ABA WE WK 33.75
MARTONE, KAREN N  SOOGABATECH-O0 ABA TECH BHS 10 MON AFLABA10-MS F ABATECH 2@ A ,978.20  €86.00  137.20 15.6000 137.20000 SCHOOL-ABA WE WKLY 35
FLAHERTY, KAREN  SO12ABATECH-0 ABA TECH BMS 10 MON AFLABA10-MS F ABATECH 22 a ,978.20  €86.00  137.20 19.6000 137.20000 SCHOOL-ABA WE WKLY 35 26-Apr-2021

Figure 6 #6902 Grade Schedule — As of a Date Report — Run as Print/Preview/PDF®

The following table describes the columns available on the report.

Column Column Name Description/How Used.

Employee
:’ & o L1t § ZIEAER R AT number from
A Emp# e e e — e A e
[ iGws | ammaow | ousben | ehsvems  Sew | GAowina || TSawy | SosewCass | SDewees | oCumon | UAcooemis | VAGA screen (all
tabs)
B Name Employee name from the Employee Maintenance screen (all tabs) — see #2 above
(o Position# Employee position (based on the As of date) — (see #3 above)
D Description Position description of the position in column D — (see #3 above)

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 17



9 ADMINS Unified Community Release Notes — Version 21.3

Human Resources

Column Column Name

E BargainingUnit
F Schedule

G Grade

H Step

| FTE

J Annual Salary
K Period Salary

L Daily Salary

M Hourly Rate

N Per Diem Rate

September 2021

Description/How Used.

Employee Maintenance + The bargaining unit to which
soto- Employee Number RERFE LYMN S ZIEGLER the employee belongs as
Actions Position [S005ABATECH-01 ABA TECH GRANDFATHERED SB 10
shown on the [5 Payroll] tab
4
144 Encloyee ’ ¢ of the Employee
P Add Position } .
Maintenance screen.
1 Contact 2 Personal 3 Ded/Ben 4 Add WlAccounmu 7 Salary f
r
Pay Classification Y Salary Change !
01-Apr-2021 €
Bargaining Unit AFLABA12-MDEL aba grandfathered ell 200  #
Grade Schedule ABATECH ABA Technician 132.30 ¢
19,6000
Grade 1 132.30 J
Step 2 1 /
FTE_ 1.0000 1

The schedule to which the employee is assigned as shown on the [5 Payroll] tab of the
Employee Maintenance screen.

The grade to which the employee is assigned as shown on the [5 Payroll] tab of the
Employee Maintenance screen.

The step to which the employee is assigned as shown on the [5 Payroll] tab of the
Employee Maintenance screen.

The Full Time Equivalent as shown on the [5 Payroll] tab of the Employee Maintenance
screen — “1” represents a full time position; fractions thereof are possible values.

Employee Maintenance _ The Annual Salary for the
- Employee Number LYNH § ZIEGLER 4
P Positon  [EOOSABATECH-01 ABA TECH GRANDFATHERED SB o7 ey employee as of the

specified “As of” date,

’ . found on the [5 Payroll] tab
< of the Employee

‘

1 Contact 2 Personal 3 Ded/Ben 4Add WInAchullhnu 7 Salary 8 Dates/Claf M a i nte nance screen

L 4
Pay Classification Y Salacy Chanoe |f..

- _ -
Bargaining Unit AFLABA12-MOEL aba grandfathere Effective Date  01-Apr-2021 :sh
Grade Schedule ABATECH ABA Technician | ANNUAl Salary 29569.15 F
Grade 1

pronghs Period Salary 661,50 | ..
FTE 1,0000 Daily Salary 132,30 | =
Posted Encumbrance for 2021 is $26,611.40 / -
Hourly Rate 19,6000 ﬁ?

Per Diem 132,30

Work Schedule  Shit  Ji< 33.75 ELEMEN] Tier# 1
_Bagp _ Houpghemesmi e b Daw  Hourga _fPadn o Lo

The Period Salary for the employee as of the specified “As of” date found on the

[5 Payroll] tab of the Employee Maintenance screen

The Daily Salary for the employee as of the specified “As of” date found on the

[5 Payroll] tab of the Employee Maintenance screen

The Hourly Rate for the employee as of the specified “As of” date found on the

[5 Payroll] tab of the Employee Maintenance screen

The Per Diem Rate for the employee as of the specified “As of” date found on the [5
Payroll] tab of the Employee Maintenance screen

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 17
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Release Notes — Version 21.3

Human Resources

Column Name

*TimesheetGrp

*PayGrp

*ShiftCd

OrigHireDt
PosHireDate

*AltRatel

*AltRatel Desc.

*AltRate2

*AltRate2 Desc.

*AltRate3

*AltRate3 Desc.

*AltRate4

*AltRate4 Desc.

*AltRate5

*AltRate5 Desc

*Account#l

September 2021

Description/How Used.

Employee Maintenance N%mm The timesheet group the
employee belongs to as of
the date the report was
produced — the data comes
from the Group Information
section of the [5 Payroll]
tab of the Employee
Maintenance screen.

3 LYW S ZIEGLER
01 ABA TECH GRANDFATHERED SB 107

Employee Attachments (16)
Employee Positon Attachments

Position Control: 000000

u@uc«wma 7 Salary 8Dates/Class 9 Dearees 0 Custom U Accidents VACA

efective | Group Information
fathered el ;nnu.;\ss Entlty [1— TmN CF QDMINS
clan erio

paiys| Timesheet Group SCHOUL—QBQ school weekly aba

ik PayGroup [12 MTH 12 Month School Week
i FLSACode NONE NO FLSA
L_.ump Sum Indicator [
LEMENTARY LEVEL ABA Work Schedule L’ T ==
PRy - S R A~ o e

The pay group the employee belongs to as of the date the report was produced— the
data comes from the Group Information section of the [5 Payroll] tab of the Employee
Maintenance screen.

The shift code the employee belongs to as of the date the report was produced — see BF
below for an illustration.

The original hire date for the employee

The date the employee was hired for the position in column C

Galo

An alternate rate as
shown on the [5 Payroll]
tab of the employee
maintenance record. This
section of the employee
maintenance record is
the source for the Alt
Rate and Alt Rate
Descriptions found in
columns

No picturs
Employee Maintenance on File

IR Enoivee Azachnents 21
26 PArS 1001 | Enobyse Poson Atachments

Employee umber _ GREE
Positon  EDCETEARH -

Posstion Contral s 000K

Additional Rates
Rate Label

—
5 257.0000 0721 per dien

% IRASEPISMPLE

Statuz Positon Actve

The description of the Alternate rate as shown on the [5 Payroll] tab of the employee
maintenance record (see illustration above).

An alternate rate as shown on the [5 Payroll] tab of the employee maintenance record.
The description of the Alternate rate as shown on the [5 Payroll] tab of the employee
maintenance record (see illustration above).

An alternate rate as shown on the [5 Payroll] tab of the employee maintenance record.
The description of the Alternate rate as shown on the [5 Payroll] tab of the employee
maintenance record (see illustration above).

An alternate rate as shown on the [5 Payroll] tab of the employee maintenance record.
The description of the Alternate rate as shown on the [5 Payroll] tab of the employee
maintenance record (see illustration above).

An alternate rate as shown on the [5 Payroll] tab of the employee maintenance record.
The description of the Alternate rate as shown on the [5 Payroll] tab of the employee
maintenance record (see illustration above).

The first (and sometimes only) general ledger account number used for payroll for this

employee

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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September 2021

Column \ Column Name Description/How Used.

AE

AF
AG
AH

Al

Al

AK
AL
AM

AN

AO

AP
AQ
AR

AS

AT

AU
AV
AW

AX

AY

AZ
BA
BB

*GL%

*Typ
*BudgetAmt#1l

*ActualAmt#l

*Account#2

*GL%

*Typ
*BudgetAmt#2

*ActualAmt#2

*Account#3

*GL%

*Typ
*BudgetAmt#3

*ActualAmt#3

*Account#4

*GL%

*Typ
*BudgetAmt#4

*ActualAmt#4

*Account#5

*GL%

*Typ
*BudgetAmt#5

*ActualAmt#5

If multiple accounts are
specified, the % to be

Sae applied to the 1t account as
shown on the Employee

No picture
Employee Maintenance on File

[ p—
| Positon  EOO7SPLRSRC-07 KA TEACHER 26 PRYS 1otz

- e o

| Salary Per Period| | Benefit Per Period]
a3 50,0000 % 50,0000

Maintenance screen [6
50,0000 40243 .50 |

T —i Accounting Tab]

The split may be specified using a percentage or a dollar amount. % is shown for
percentage; $ is shown for a dollar amount.

The dollar amount in the “Up to $” column of line one of the accounting screen

The actual dollar amount applied for the salary to the account on line one as of the “As
of” date

If multiple accounts are specified, the % to be applied to the account on line two as
shown on the Employee Maintenance screen [6 Accounting Tab]

The percentage of salary to be applied to the account on line two of the Employee
Maintenance screen [6 Accounting Tab]

The split may be specified using a percentage or a dollar amount. % is shown for
percentage; $ is shown for a dollar amount.

The dollar amount in the “Up to $” column of line two of the accounting screen

The actual dollar amount applied for the salary to the account on line two as of the “As
of” date

If multiple accounts are specified, the % to be applied to the account on line three as
shown on the Employee Maintenance screen [6 Accounting Tab]

The percentage of salary to be applied to the account on line three of the Employee
Maintenance screen [6 Accounting Tab]

The split may be specified using a percentage or a dollar amount. % is shown for
percentage; S is shown for a dollar amount.

The dollar amount in the “Up to $” column of line three of the accounting screen

The actual dollar amount applied for the salary to the account on line three as of the “As
of” date

If multiple accounts are specified, the % to be applied to the account on line four as
shown on the Employee Maintenance screen [6 Accounting Tab]

The percentage of salary to be applied to the account on line four of the Employee
Maintenance screen [6 Accounting Tab]

The split may be specified using a percentage or a dollar amount. % is shown for
percentage; S is shown for a dollar amount.

The dollar amount in the “Up to $” column of line four of the accounting screen

The actual dollar amount applied for the salary to the account on line four as of the “As
of” date

If multiple accounts are specified, the % to be applied to the account on line four as
shown on the Employee Maintenance screen [6 Accounting Tab]

The percentage of salary to be applied to the account on line four of the Employee
Maintenance screen [6 Accounting Tab]

The split may be specified using a percentage or a dollar amount. % is shown for
percentage; S is shown for a dollar amount.

The dollar amount in the “Up to $” column of line four of the accounting screen

The actual dollar amount applied for the salary to the account on line five as shown on
the Employee Maintenance screen [6 Accounting Tab] as of the “As of” date

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Column Column Name Description/How Used.
Empl PICREEN j The text entered in the
Goto.. e———— — ¢ [2Personal] tab of the
Ackona ( Employee Maintenance
" H
1403 Employee { comentposy  SCTEEN Reporting
PR omresens | ocation” field. (see #1 in
BC *RepOl‘tIngLOCﬁthﬂ 1 Contact lm 4 Add Waages S Payroll 6 Accounting 7 Salary El)llell the II|UStratI0n at Ieft).
Reporting Location @ papervork updated 9, 15,2020px mformaton
= Tax Typ
Location Grade e doral  FETGE
State 4
Date Married | Other State| r
Fingerprinted
Date of Physical [ {
Date Deceased |  Suriving Spouse
R PN N—_ .Wm
. ) The text entered in the [2 Personal] tab of the Employee Maintenance screen “Location
BD LocationGrade o . . . e
Grade” field. (see #2 in the illustration for column “BC” above)
. The employee type is the value
e D o e o o co: SIEZZEL L shown in the Employee Type field
4 .
o e ‘ ] . of the Employee Maintenance »
Pt Postion Position Control: 000000 ,
e . 1 [8Dates/Class] screen.
;‘-’J"J""I———— P LS ST S N e =
BE *Em pTyp Lonute wa. 1 ate v e Eve. ﬁ;;;:;a )
Classifications  Employee Status ED o e 4
Employee Type BC 1
EEO Employment Category 1 e e oot 1
EEO Employment Type B3 f 4
Workers Compensation Code [BS10NC b
Accrual Group NONE !
b
p
1
Employee Maintenance /
Go.. ‘F 20} r . .
e E::n‘gum"“m bl TEGH CRADFHTHERED 1o 7" The period hours value is taken
+ from the total # of hours for the
1Add Employee < . .
P Add Posiion | + Shift code set in the Employee
— 4 i
B ‘mmmm e Maintenance » [5 Payroll] tab.
Pay Classification 'Y Salary Change 1
Effective Date  01-Apr-2021
Bargaining Unit AFLABA12-MOEL aba grandfathered el  Annual Salary 29569,15
. Grade Schedule ABATECH ABA Technician Period Salary 661.50
BF Period Hours Grade 1 Daily Salary 132,30
Step 2 Hourly Rate 19.6000 I
FTE 1.0000 Per Diem 132.30
Posted Encumbrance for 2021 is $26,611.40 Tier# 1
| Work schedule  shit  JiK 33,75 [ i [ vensesn |
Day Hours Days Day Hours Days
Thursday 6,50 k
Friday 6.50 &
Sat
Monday 6.50 p
Tuesday 6,50 }
Wednesday ~ 7.75
Total # Hours 33,75 Total # Days P

[ADM-AUC-HR-10392]

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources September 2021

2.2.1 #6873 Employee Notes [Fix]

Report Library By Employee
[View Report || A

1o t - Pay (Pay Run
6038-Employee List - Cost of Leave Run
6266-Employee List — Cost of Leave — Default Fund Run
6604-Employee List - Cost of Leave as of a Date - Def. Fund Run
6079-Employee Leave Balance Listing Run
6609-Negative Leave Balance Listing Run
6176-Leave History (Attendance) Report Run
EG05-Emplogss Leave Time over X Dags/Hours Run
6d62-Employee Profile Audit Report Run
6715-Employee List - Salary Level for Date Range Run
6144-Payroll Labor Costs for a Period - Expected Amount Run
6125-Employee Encumbrance Balance Report Run
6457 -Empl, List - Email Add for Direct De t R .
I e T Fo T e = ADMINS corrected the screen so that the report is
7550-1095 - C E Enpl ACA Da i . . .
T e - available — prior to the correction, the #6873 Employee
[5658-Special Annmiversary Reminders Run H H el

- e ra— — Deductions with Notes report was not visible on the
%ﬂmctlons with Hotes| o Report Library. This was patched to sites in July and is
mentioned here to document the change.

[ADM-AUC-HR-10395]

2.3 [3 By Timesheet] #6904 Timesheet History Detail Notes by Date [Enhancement]

= [AUC] 7810-Report Library by Timesheet]
Report Library by Timesheet
Goto.
X |Repurl Name View Report
HELTD |6092—Tmesheet History Detail - Notes Run
=14 ail - Pesson Run
904-Timesheet History Detail - Motes By Date | Run
Run
Report Categories 6607-Timesheet History by TS Grp/Emp Unproductive/Unpaid Run
1 By Employee 6248-Timesheet History Detail by TS Group/Date Run
2 By Position 62d9-Timesheet History Detail by TS Group/Pady Code Run
6251-Timesheet History Detail by TS Group/Expense Account Run
4 By Paychecks/Other 6252-Timesheet History Summary by TS Group/Employes Run
6253-Timesheet History Summary by TS Group/Date Run
6254-Timesheet History Summary by TS Group/Pay Code Run
6255-Timesheet History Summary by Expense Account/Warrant Run
|6121-Timesheet History Summary by Emplogee/HWarrant Run
[7228-History Emplogyee Time Worked For Other Position Run
Run
HRRPTLIBTMS

ADMINS added this report to satisfy a customer request. The report includes information on all notes for a given time for
each employee.

¥ | Task 6904: Timesheet History Detail - Notes By Date X
Timesheet History Detail - Notes By Date

Required: Work Date Range (mmddyyyy] From: FTSFI] To: p1312021

Sort Report By: @ Timesheet GroupN O Timesheet Group/fEmployee# O Employee# O Name

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

Lookup Cancel Clear All
Figure 7 Filtering and Sorting options for the #6904 Timesheet History Detail — Notes by Date Report

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 17
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Field Description

Work Date Range Enter dates in the format MMDDYYYY or select each date from the lookup:
From: 01012021
To: 01312021

Sort Report by: Sort the report by one of the following options:
® Timesheet Group/Employee Name
® Timesheet Group/Employee Number
© Employee Number

© Employee Name

Run as Select the “Run as” from the following options:
®© Preview

® Print

®© PDF®

®© Excel®

If Printing use Duplex | Choose whether to print on both sides of the page:
® Yes ®No

Enter the required work date range; choose from the four sorting options and click on [OK]. The report may be Run as
Preview/Print/PDF® or as an Excel® spreadsheet.

H - s | e_6904_THERESA{1)xml - Excel
File Home Insert Page Layout Formulas Data Review
M1682 - S
8 c D E E G H ! )

1 Employee Employee Name Timesheet Group Work Date  Pay Code Hours  Days  PayAmt Line Note/Check Note

2 [oo7867 BENNETT, KAREN M SCHOOL-ABA 903492 21-Jan-2021 REG 650 000 126 10 Check: 1/27 Longevity, Congrats!

3 fbo7867 BENNETT, KAREN M SCHOOL-ABA 003492 22-Jan-2021 REG 650 000 126 10 Check 1/27 Longevity, Congrats!

8
475 007075 CEURVELS, LYNN SCHOOL-CAFE '603482 01-Jan-2021 HOL 4.00 0.00 68.76 Check: Reduced pay by 33 23 due 10 workers comp check.
476 1007075 CEURVELS, LYNN SCHOOL-CAFE 003482 01-Jan-2021 DSICKACC 0.00 125 0.00 Check: Reduced pay by 33.23 due to workers comp check.
477 [007075 CEURVELS, LYNN SCHOOL-CAFE 003482 04-Jan-2021 FURLO 0.00 1.00 0.00 Check: Reduced pay by 33.23 due to workers comp check.
478 (007075 CEURVELS, LYNN SCHOOL-CAFE '003482 05-Jan-2021 FURLO 0.00 100 0.00 Check: Reduced pay by 33.23 due to workers comp check.
479 1007075 CEURVELS, LYNN SCHOOL-CAFE 003482 06-Jan-2021 FURLO 0.00 1.00 0.00 Check: Reduced pay by 33.23 due to workers comp check.
1228
12201070648 FERREIRA, MICHAEL M TOWN -POL 03486 14-Jan-2021 REG 8.00 0.00 260.24 Check: 1/15/2021-#12223
1230 Check: 1/17/2021- 4 HRS STOP THE BLEED & NARCAN TRAINING
1231070648 FERREIRA, MICHAEL M TOWN -POL 003486  15-Jan-2021 DTP1 800 000 456 00 Check 1/15/2021-#12223
1232 Check: 1/17/2021- 4 HRS STOP THE BLEED & NARCAN TRAINING
1263071315 GARTEN, LAWRENCE S TOWN -POL 003491  28-Jan-2021 HOL HRS 800 000 160.96 Check: +1.5 vac days for no sick Nov-Dec-Jan
1264/671315 GARTEN, LAWRENCE S TOWN -POL '002491 28-Jan-2021 SHDF 8.00 0.00 1288 Check: +1.5 vac days for no sick Nov-Dec-Jan
1265/071315 GARTEN, LAWRENCE S TOWN -POL 003491 29-Jan-2021 REG 8.00 0.00 160.96 Check +1.5 vac days for no sick Nov-Dec-Jan
1266071315 GARTEN, LAWRENCE S TOWN -POL 003491 20-Jan-2021 SHDF 8.00 0.00 12.88 Check +1.5 vac days for no sick Nov-Dec-Jan
1267/071315 GARTEN, LAWRENCE S TOWN -POL. 003491 30-Jan-2021 REG 8.00 0.00 16096 Check: +1.5 vac days for no sick Nov-Dec-Jan
1268071315  GARTEN, LAWRENCE S TOWN -POL 003491  30-Jan-2021 SHDF 8.00 0.00 12.88 Check: +1.5 vac days for no sick Nov-Dec-Jan
1260071315  GARTEN, LAWRENCE S TOWN -POL '003491 31-Jan-2021 SHDF 8.00 0.00 1288 Check: +1.5 vac days for no sick Nov-Dec-Jan
1270071315  GARTEN, LAWRENCE S TOWN -POL 903491 31-Jan-2021 REG 800 0.00 160.96 Check: +1.5 vac days for no sick Nov-Dec-Jan
1271
1273071452 ITANI, MICHAEL TOWN -POL '003486  01-Jan-2021 DPERACCR 000 -1.00 0.00 Check +5 vac days for 6 mo anniv
1274/071452 ITANI, MICHAEL TOWN -POL '003486  14-Jan-2021 REG 800 0.00 153 60 Check +5 vac days for 6 mo anniv
127§YD7|A52 ITANI, MICHAEL TOWN -POL 003486 14-Jan-2021 SHDF 800 0.00 12 32 Check: +5 vac days for 6 mo anniv
1276/071452 ITANI, MICHAEL TOWN -POL '003486  15-Jan-2021 SHDF 800 0.00 12.32 Check: +5 vac days for 6 mo anniv
1280071452 ITANL MICHAEL TOWN -POL 003486  18-Jan-2021 REG 8.00 0.00 153 60 Check: +5 vac days for 6 mo anniv
1281071452 ITANI, MICHAEL TOWN -POL '003486  18-Jan-2021 HOLWD 8.00 0.00 76.80 Check: +5 vac days for 6 mo anniv
1282_'071452 ITANI, MICHAEL TOWN -POL ’003486  20-Jan-2021 DVACACCR 0.00 5.00 0.00 Check: +5 vac days for 6 mo anniv
1283,
1664/002740  WALL. LYNNA TOWN -TOWN '003483 01-Jan-2021 DVACACCR 0.00 150 0.00 Check: 1.5 vacation days Oct. Nov, Dec
1668/002740 WALL. LYNN A TOWN -TOWN '903483 13-Jan-2021 REG 9.00 000 213.32 Check: 1.5 vacation days Oct, Nov, Dec
1672
1673 Selection Legend
1674
1675 Work Dates: 01012021 t0 01312021
1676 Sorted By: Timesheet Group/Name
1677,

Figure 8 Timesheet History Detail Notes by Date Run as Excel®

The following table describes the columns available on the report.

Column Column Name Description/How Used.
A Emp# Employee number from the Employee Maintenance screen (all tabs)
B Employee Name Employee name from the Employee Maintenance screen (all tabs)

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

C Timesheet Group

D Warrant

E Work Date

F Pay Code

G Hours

H Days

| Pay Amount

J Line Note/Check
Note

Human Resources

September 2021

Description/How Used.

The timesheet group as shown on the [5 Payroll] tab of the Employee Maintenance

screen.
= (AUC) 6440-Employee Maintenance]

No picture
on File

Gats

Employee Number REFEEE  KEITH 1 RYAN Emolovee Aciachmerdts
Position

" [TE00RTRINTE-OL IPW INTERN - GIS-AUTO.CAD 40f 1 [ Emoleyes Poston atacaments

1494 Emolovee
Pigs Postion

1Contaci | ZPersanal | 30edBen -m{ < Payrol }nmu TSabrv | EDatesiCoss | S0carces | OCusom | UAcodews | VACA

Pay Classification ¥ Saiary Change e
EMocte Date 07~ Jun-2021 Group Information

BarganingUnit 1N 0 o Bensfits Anmaal Salary s Entity [
Grage Scheue PT Part. Tine ren union  Period Salary 17,00 - ————
Grade 1 Dally Salary 17.00 Timesheet Group  [TOWN _-DPW
Step 1 Hourly Rate 17,0000 Pay Group [DPH
FTE 10000 Por Diem 17.00
Tiers :

Position Control 000000

TOWN OF ADMINS

departnent public wo

Dept. Public Horks
FLSA Code NONE HO FLSA

Lump Sum Indicator

oeSchpule g SHL JB o n i o SRR oo, g, mr‘_.- T

The payroll warrant number for which the notes appear

The date worked that is associated with the note

The pay code associated with the note (some pay codes require notes)
The number of Hours worked

The number of Days worked

The amount paid for the hours/days worked

This indicates if the note is a “Line” note, if it relates only to the line shown, or if it is a
“Check” note, indicating the note applies to the check in entirety.

[ADM-AUC-HR-10396]

3 SALARY SCHEDULE CALCULATOR FIELDS [Enhancement]

# Salary Base Flag

Base Description
/ﬂ Daily Sets the amount column available to enter the rate for each step.

_—~Calculator Fields

SalaryBase H Hourly
Hourly/Salaried/Per Diem |5 Salaried
N,

Hourly

P Fortod The other columns will be calculated based on the Calculator Fields.
er Liem

Ex. Salary set to H, only the HOURLY column will be available for entry.

5 | Employee Payroll Type

Code Description

}s Salaried

H Hourly
S EI.AZ0  |SALARIED ONLY.. The timesheets are adjusted on the last productive pay code

so that the total productive pay matches the period salary of the employee.

The adjust salary button is also available when entries are made.
| Mid-period salary changes are adjusted in the timesheets based on the value
set in module control 6001. See HR-850 Module Control for additional information.

ADMINS added hovertext to the calculator fields on the [5 Salary Schedule] tab of the Bargaining Unit table. To access the

screen, select:

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Tables P Bargaining Units P [1 Detail] P[5 Salary Schedule]

a9

Bargaining Unit - Salary — Calc l@

Goto... = =
Bargaining Unit [DPK -DP  dpw afscme
Schedule [DPH Fment nf EuEIu: Euu R sa'aly Base N ,E HOU‘FlH

Actions
Sise 1 s du_Laborers [eats the amount column available to enter the rate for each step.

Effective Date -Jan—: % i
e Pi-Jar2021 [ 1AQL 1 ireredape other columns will be calculated based on the Calculator Fields.
Ex. Salary set to H, only the HOURLY column will be available for entry,
8 Add New 1 Cost Codes 2 Holidays 3 Longevity Pay 4 Retroactive Pay I S Safary Sched 6 Other Info Beneft Statements Atfordable CareAct
9 Delete ~.
Steps Annual| Period| Daiy| S Houry| Per Diem| Tier| ~ Calculator Fields
E Add Step 1 55290.24 1059.20 211.84 26,4800 211,84 1 Hours in Year 2088.,00
D Delete Step 2 56793 .60 1088.00 217 .60 27.2000 217.60 | 1 Days in Period [ 5.00
Del Step Range 3 57065 .04 1093.20 218.64 27,3300 218.64 | 1 Periods in Year [ 52,200000
4 58860.72 1127 .60 205,52 28,1900 295,62 | 1 Days for PerDiem [ 261,000000
Z Edit List 5 61575.12 1179.60 235,92 |______29.4900 | 235.92 | 1 Hourly Digits 7]
- A
UDF Calculator 1
UDF Calculator 2

i ifi i User Defined #3
Data entry allowed only in the Salary Base column specified in the Calculator s Dened @t [

Field. All other columns will be calculated based on this calculator field. ser Defined#5 [

- m“[{wir”’" WL‘ e }’,,,4.,..—M.»~!~ ,m»-m”‘"““"""l’ o J -~ l/‘l‘*»‘ lvv B o PN

Example: Data entry is allowed only in the HOURLY column since H has been set in
the Salary Base field. All other columns will be calculated based on this calculator
field.

== [AUC] 6438-Bargaining Unit - Salary

Bargaining Unit- Salary _— Calculator Fields

Goto... Bargaining Unit BA SCH -12M7 finactive Kmm\SalaW Base F Hourly
X Schedule EBHTECH ABA Technician ried i - :
el Grade 1 Elen & BECP 33.75 h/w 6.75 h/d ly/Sala /Per Diem Salaried

Effective Date 01-Jul-2016 [16/17 2% incred = s
S SALARIED ONLY.. The timesheets are adjusted on the last productive pay code

so that the total productive pay matches the period salary of the employee.
The adjust salary button is also available when entries are made.

8 Add New 1 Cost Codes 2 Holidays 3 Longevity Pa!
9 Delete Mid-period salary changes are adjusted in the timesheets based on the value
Steps Annual| Period| set in module control 6001. See HR-850 Module Control for additional information.
E Add Step 1 28922 .40 556,20 TIT.ES IO O TitecT | = TS T TEaT T T755.00
D Delete Step 2 31467 .15 605,14 121,03 17,9300 121,03 1 Days in Period 5,00
Del Step Range Periods in Year 52,000000
Days for Per Diem | 260,000000
Z Edit List Hourly Digits

Figure 9 Salary Base and Employee Payroll Type Calculator Fields
[ADM-AUC-HR-10400]

4 ATTACHMENTS [ENHANCEMENT]

Users occasionally find that an attachment listed on one of the many attachment screens is not available. ADMINS found
that this frequently is due to the attached file residing on a local client workstation or location that is not available to all

users.

4.1 Prevent Attaching Files Residing on Local Workstations

ADMINS made a change to prevent users attaching files from local workstations:
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On the Attachment entry screens, if the file being attached has “TSCLIENT” in the path (or even the filename), the system
will reject it and display this message:

== Open x
« v > Network > tsclient > \\tsclienth\C > WRK > )v &  SearchWRK »
Organize » MNew folder =« [ e

[ MKETABI-SURFACE o) Name - Date modified Type Size ~
m ODIN repayprs_IMIALMUUUVAR.Mas L AUBEHER ] IVIAD rle £U3 KD

repayprt3_MUPDEV3.mas 7:25 AM MAS File 107 KB

= I -
PHOENIX = repayprt3_THERESA.mas MAS File 107 KB
E L = repayprtd CRHINHART.mas MAS File 170 K8
5 SEDNA = repayprt4_MALMODOVAR mas MAS File 250KB
[0 THERESA-2019 = repayprtd_MUPDEV5.mas MAS File 122 KB
> [ tsclient = repayprtd_THERESA.mas 2 MAS File 122 KB
v | TexFiles.ot 5/24/2021 11:57 AM  Text Document ET] -
File nafne: | TextFiles.tt v| | ANfiles: > v
[AUC], 1320-Journal Entry Attachments ot

9 The selected file is located on your Local PC and cannot be attached
as other users cannot see attachments located on your local PC.
First move the file to a Network Common area and attach the file from
there
Add Cancelled

Users still need access to the TSCLIENT area to be able to download files to
their local workstations, such as files to be transmitted to 3™ parties.

4.1.1 Screens Using the New Feature

Table 1 The following screens will use the new feature:

Taskit Description Access the screen via the menu path: ‘
6126 Employee Attachments Maintenance P Employee Maintenance P [Employee Attachments]
6127 Employee Position Attachments Maintenance P Employee Maintenance P

[Employee Position Attachments] (tabs 4-9)
6815 Warrant History Queries P Warrant History P [6 Add Attachments]

[ADM-AUC-SY-8206]

4.2 Weekly Error Check Report

ADMINS changed the weekly error check on attachments to report only selected broken attachments:

1. |If attachments are system generated, or
2. If “TSCLIENT” is present in the file name

Note: Attachments from network common areas will not be error checked since each site establishes a network common
area to which the ADMINS account running the process does not necessarily have access.
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The weekly error check report is sent to the members of the BROKENATT email distribution list. To add users to the list,
follow the instructions found in SY-150 AUC Email Distribution Lists in each Help Reference Library. If the weekly process
identifies missing TSCLIENT attachments, contact the owner of the source document; if the missing attachments are system
generated, contact support@admins.com.

September 2021

Goto...

Actions

1 Add Email

2 Remowve Email

== [AUC] 20-Email Distribution Lists

Email Distribution Lists

!_Distribution Code BROKEMATT | PBroken Attachments List

» Default Distribution List

User Name (O . a3 Status

MUFPDEYZ ADMIMNS,. Inc, [LuAnnd supportBadning  com FActive
THERESA Theresa theresaladnins , com Fctive
EHDY blendy Tarantola Hendy@adning , com Fctive

Ll

5 HELP REFERENCE LIBRARY

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

5.1 New or Updated Documents

e YEAREND
e  SITE SPECIFIC

HR-650 W4 Percentage Method Tables
HR—900 Allentown, PA 26/27 Pay Period Processing

[ADM-AUC-SY-8206]

[Updated]
[New]
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