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9 ADMINS Unified Community Release Notes — Version 23.3
Human Resources September 2023

1 Employee Maintenance Screens [Enhancements]

Three of the tabs on the employee maintenance screens were enhanced; see details below.

1.1 Personal Tab Exemptions Field [Enhancement]

This tab has a section for entering W4 information. When an employee is hired or an existing employee provides a new W4,
there is more flexibility for the Federal Exemptions field, depending on which of the form W4 radio buttons is selected.

FORM W4 Tax Information .
(7)== 2020 box 2c checked TaxType TaxTable Exemptions If the FORM W4 radio button was not set
(®) == 2020 box 2c not checked Federal FED M | | to <= 2019 no tax exemption could be
(O==2019 State MA M [1 ] )
step3 [ OtnerState | - entered into the Federal Exemption box.

Step 4a
Step 4b
Step 4c

Figure 1 Before

FORM W4 Tax Information Now, exemptions of “99” can be entered
(0)==2020 box 2c checked Tax Type Tax Table Exemptions
® == 2020 box 2c not checked Federa FED W % for exempt from Federal Tax no matter
O==2018 Enter  of Exemptions for Form <=2019 what form is selected. If the form
Step 3 or 99 for Exempt. . .
Steg P — Pt selected is from 2019 or earlier the
Step 4b number of exemptions may be entered in
Step 4c this box.

Figure 2 After

[ADM-AUC-HR-10650]

1.2 Deductions and Benefits Tab [Enhancement]

ADMINS made changes to enhance the deduction/benefits tab of the employee maintenance screen. To access the screen,
from the menu, select:

_w Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 26



9 ADMINS Unified Community Release Notes — Version 23.3
Human Resources September 2023

Human Resources P Maintenance P Employee Maintenance P [3 Ded/Ben]

1.2.1 Direct Deposit Pre-Notes

= [AUC] 6441-Empl Maint H .

T e VAo, ottt umanpncs gt Coctons T Vi i Bling Syt e Sometimes employees with a
DECnconEl @ 0B & direct deposit go on

: 1 Contact ZPEISDHOGdWNEs S Payroll 6 Accounting 7 Salary 8 Dates/Class 9 Dearees. 0 Custom U Accidents VACA hospitalization or WOrkerS Comp

[Cost Code [Effective [5top Date [Table Amount[Message “Additional Ami|5tart Date Stop Date Original Amt] _ Remaining Bal[Note | d d f

ezl I EXEA

DIRDEP [01-Jur 2023 | B59.999.59 1 .eave an are'pal' roman

T iz o202 T e e insurance policy instead of

INC—PMS 15-Jan—2023 9.00007 -

27 |15-Jar-2023 200007 municipal funds.

[OVERSOK  [01-Jun-2023 —

JE-gEn_[oi-Tur-2023 557| [ Direct Deposit & Note for DIRDEP N

Bank ﬁLL ALLIANT CREDIT UNION ’: . . .
ABA  2710-8152-8 Account B8779966 g The direct deposit was going
R |©C"“'“"g S AGUIIE through with a zero-dollar
T T I T amount to the bank from the
- - Note test to verify bank account information .

[P o o omoer e T ke st e Toximomaton e Tabie #Esengt ACH file. The bank requested that
v G e lempovesamounts o these zero-dollar amounts be
NOTE [ Holdover Amount [ |Employer Amount § N

- suppressed from the ACH file.

ADMINS changed the ACH File creation process to suppress zero-dollar prenote amounts for employees who are on
hospitalization or worker’s compensation.

Note: If prenotes are required for when an employee first enrolls in direct deposit, the zero dollar amounts for those will
continue to be included in the file.

[ADM-AUC-HR-10646]

1.2.2 Hover Text on “Original Amount” [Enhancement]

1 Contact 2 Personal 3 Ded/Ben 4 hdd Wages & Accounting *\EI’V & Dates/Class 9 Degrees D?(Dm UAEI?*H'S VACA NOWI the hover teXt

Cost Code |Effectne Tetep Date Tabl:‘muu. “Additional Ami]Start Date Stop Date Original Ami] _ Remaining Bal[Nate clarifies that the "Origina|
DEFVOL  [01-Jul-2002 Q 520,00 01-Har-2022 27 000,00 6.720,00 ” . f h .
DIFDEFP  |[01-Jul-2002 599,599 ,99 amount IS Tor t e entlre
EFTSVL  [01-Jul-2002 BO0,00 [01-Sep-2021 .
EFTSVZ2  [20-Jan-2011 150,00 [01-Jun-2017 dedUCtlon amountl nOt
EFTEVE  [01-Feb-2016 26,00 [01-Jan-2020 H HH
EFTHMS  [01-Feb-2016 25,00 [01-Jan-2020 JUSt the addltlonal
ER EC F  [O1-Mov-2019 30,215.45 [01-Mov-2021 20.215.45
FSA 01-Jun-2019 28,85 (29-Jun-2022 1.500,00 1.124,95 amou nt'
FSA AC  [29-Jun-2022 Q 1.16 60,00 44 .92
HMOF ThM [15-Jun-2019 o 121,46 E 25,00 (1d-Aug-2023 6,315,559 4,736,57 [MOTE
INSPU_[01-Jul 2002 D There are several cost
MA+ 01-Jan-201& 10,00 01-Jan-2016 A
MEDT 01-Jul-2002 1,4500% codes for this emp|0yee
MC-PH3 [01-Jul-2002 9..0000% L.
NCZZ [pB-Jun-zoiz 20000 that show an Original
WG-BEN  [30-Moy-2017 5,00 .

- Amount. We will look at
The maximum amount to be taken for the cost code. If this is both a deduction and a benefit one that uses only an
(i.e., the employEE and employER contribution), add the EE and ER amounts together. Additional Amount,
The original amount iz used for the entire deduction, and uses the h h v th
Table Amount plus the Additional amount in the calculation. another that uses only the
This is most often used when the amounts are not based on a calendar year. table amount, and a 3™

that uses both.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 26
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9 ADMINS Unified Community
Human Resources

Cost Code Table
‘ Cost Code  [f=gial FULLTIME Odie001084
Calculation Method 1 Use Tax Rate Table
(® Method 2  FlatAmount § | 1
Method 3 Base Bubget% | Period Annualized COver Annual §
Base Buckit# | YTD Amount
N\
(@Method2  FlatAmount § | |
Cost Code Table
‘ CostCode g FLEXIELE SPEMDIMG AMMUAL CHARGE

Calculation _ Method Use Tax Rate Table
I
(_) Methad Hase DUCKel e Period Annualized Over Annual
Base BuckeW | YTD Amount
LY
® Method2 FlatAmount $ | 1.16

Cost Code Table

CostCode GRWGRITN HMO BLUE FAMILY TOWM

Calculation () Method 1 Use TaxRate Table
(OMethod 3  Base Buckgt% Period Annualized
Base Buckewg [ YTD Amount

Over Annual $

—

(@ Method 2

Flat Amount $ | 121.4E-|

$121.46 + $25.00 = $146.46

September 2023

The DEFVOL code uses only an
“Additional Amount” of $520
per pay period. There is no
amount set for the cost code
on the cost code table.

This code is identified with an
O The system will deduct
$520 per pay period for
DEFVOL until the original
amount of $27,000 is met and
the remaining balance is zero.

The FSA AC cost code has a
table amount of $1.16, and
there are no additional
amounts on this code. This
employee will not have more
than $60 deducted for the
FSA AC code. The “Original
Amount” of $60 will be drawn
down over the course of each
paycheck until the remaining
balance is zero.

Then the deductions will no
longer be taken for the FSA
AC code. The FSA AC code is
highlighted with a @

For the cost code HMOF
TWN, the flat “Table
Amount” is $121.46. This
employee has an “Additional
Amount” of $25.00 taken out
per pay period. Each pay
period, the two amounts
($121.46 + $25.00 =$146.46)
will be deducted from the
Original Amount until the
remaining balance is zero.
Both the table amount and
the additional amount with
this code are designated with

] c 4

[ADM-AUC-HR-10647]

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.2.3 Additional Deductions Stop Date Extended [Enhancement]

years in the future are now
allowed, with a warning.

ote [ | |Empioyee Amount s
| Holdover Amount [ [Employer Amount §

Other

No picture
Employee Maintenance on File
oot Employee Number 071826 EMILY W, FOX Employee Attachments (2)
actons Position [TLS7AERADMN-01 ADMIMISTRATIVE ASSESSOR 1001 Emplovee Positon Aftachments.
JAdd Gode Current Tier 1
K Delete Code
1 Contact 2 Personal 3 Ded/Ben 4Add Wages S Payroll & Accounting T Salary 8 Dates/Class 9 Dearees 0 Custom U Accidents VACA
r
[Cost Code [Effective Stop Date Table _ ‘Additional Amt[st [stopDate | Original Amf[__ Remaining BallNote
ALTE2l  [oi-Junzvzs 9.65 - |
[[IRCEF _[01-Jurr202s 595,999.99 Ve
[EYETH §_[01-Jul-2023 Jo1-Jul 2043 7] A& 5.00 [01-Jul-202
MELT 15-Jan—2023 AN 1.4500% | £
[HC-PhE 15-Jan—2022 007 End Date for when the Additional Amount will stop.
ez Tz (0 1-Jul -2043 EOW‘ Must enter a Start Date first.
[IVERGOR_[01-Jurr2022 f yd
WG-BEW [01-Jun-2023 5.0 ] [AUC] 6441-Employee Maintenance X
J V4 —
J Vi I
J A
,/ P6178-The end date is more than 30 days ago or more than 2 |
7 y years in the future,
7 £
[ 1 L4
Deduction stop dates many L

Applies to both Cost Code
Stop Date and Additional Amt
Stop Date

Click OK on the warning to use the stop date far into the future.

1.3 Dates and Class Tab [Enhancement]

Employee Maintenance
Sote Employee Number & SANDY SALARIED Emploves Aftachmen:
potons Position fFAGODFHAMEC-01 DPM ASSTSTANT MECHANIC 1of1 Employee Positon Attach
| Add Employee
P Add Postion
i Contact | | 2Personal | | 3DediSen | |4Addwages | | 5Payrol | | 6Accounting | | 7 Salary 9 Degrees
Employee Age| Position Dates Los Eligible for.
Date of Birth 26-Jan-1385 38| Date Applied r— Medicare
Date of Death Offer Date Retirement
Date of Marriage Position Hire Date PI-Mar-2023 Yr: Mo:6 Dy:io Pension
Fingerprint Pasition Hire Reason SickBank
Physical Completed Anniversary Date T-Har-2023 Civil Service(Senior
Lengevity Date T-Mar—2023 fr: Maté Dus10 | ERI
Last Processed Probation End Date 1-Har-2023 Perfect Attendance
Last Payroll Posted Date 31-Aug-2023 Retirement Date Union Dues
Last Perfect Attendance — EEO/Orig Hire Date 1-Mar-2023 Yr: Moie Dy:l0 Custom Dates
Last Annual Attendance | FT Date 1-Mar—2023 Yri Mote Dy:l0 Spouse D.OB.
Final COBRA Date Recall Date
er Layoff Date Seasonal Rehire D:
L+ Leave of Absence Start Recall Date r— Current Position
Leave of Absence End I CTPT Sick Leave Date Other Date #5
SenioriyDate [ Evaluations Date of LastEval [ Other Date #5
Last Processed lenure Date I Date of NextEval | Other Date #7
Other Date #8
Last Payro]] Posted Date 31_gug_2023 lassifications ~ Employee Status R Active Other Date #3
Employee Type F Full-Tine Other Date #10
Last Perfect Attendance I EEO Employment Category 07 Skilled Craft ——
EEO Employment Type oL Full-Tine Termination Date
Last Annual Attendance I Workers Compensation Code E509 hevy dept Lakar Reason
Acerual Group POl DPH UNION-40 HRS

The Posting Date of the last payroll
posted for this Employee

This iz not the Check Date of the last
posted payroll

one processed.

The cost code

“stop date” or
“additional

amount stop

date” previously would
allow entry up to two
years in advance.

Now, a future date of more
than two years can be
entered, but a warning will
be displayed.

This might be used for
pensioners who will
terminate health coverage
on their 65 birthday, for
example.

[ALLEN-SUP-SAPLAUC-260]

ADMINS changed the label of the posted date to the last payroll posted
date to make it clearer when the last posted payroll for the employee was
processed. This is not the check date of the last posted payroll. This does
not mean it was the final payroll for this employee, just the most recent

[ADM-AUC-HR-10568]

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2 Error Checking Enhanced During Payroll Calculation

The Payroll Processing Cost Code Table Error Check runs each time payroll is calculated. Before the software update, there
was no error checking on the vendor bank information, resulting in payroll stopping once it reached the ACH file creation

step.

6075-HRPAYCSTTABERRCHK.REP

Printed 25-Jul-2023

Payroll Processing Cost Code Table Error Report

Town of Admins

Pre-Processing
Cost Code Table

Cost Code MA STATE TAX Status: Active
~~~~~ Cost Code Accounting Tab ~~~-=~

ACH Payment missing bank info in Vendor File
Cost Code MA+ ADDITIONAL STATE TAX Status: Active
ﬁﬁﬁﬁﬁ Cost Code Accounting Tab ~~---

ACH Dayment missing bank info in Vendor File
Cost Code MA- RDDL STATE TAX/NOSED Status: Active
~~~~~ Cost Code Accounting Tab ~~~~~

ACH Payment missing bank info in Vendor File
Cost Code NC-DN9 NORFOLK CTY PEN 9% Status: Active

~~~~~ Cost Code General Tab ~=~==
Vendor Information Missing

~~~~~ Cost Code Accounting Tab ~~~-=~
Payment Type missing

Cost Code Teble Warnings/Errors

This report is anly 3 warning if the cost codes
) are not used this payrall

Click NO to stap now to fixthese errors.

Goto.

Actions

1 Summary-PayCheck
SummaryBeneft 5t

2Add New
Copy This Code

3 Edit List
4 Emp By Code

Category Tables
V Paycheck
W Bensfit Statement

Category Reports
X Paycheck
¥ Beneft Statement

Cost Code Table

CostCode (FHENEM ETATE TAK

Calculation @ Method1  Use Tax Rate Table
O Method 2

(O Method 2

Flat Amount §

Base Bucket# [

alendar Year Annual Maximums

[
Bucket Amount 5
Base Bucket% Period Annualized __Over Annual 5_| Employee Conribution_§

Find the vendor number on the cost code table. Go to

the Vendor screen to add the ACH information

5 General B Accounting 7
Paycheck Category A STATE TAX
Deduction Holdover Method i Take Availakle Anount
Pretax? Yes

Paycheck Calculation Order [~
Always take Benefit OYes ONo
Employer % is Only Reportable Benefit? O Yes @ No

TaxTable Indicator O Federal @ State O Other

Allow Override? OYes @No
Employee Changes Allowed? OYes @MNo
Bond? OYes @No
Qver 50K Life Insurance OYes @No
W2 Box 13 Retirement Indicator OYes @No
Non-Direct Deposit Account Entry OYes @No
Rl Family Court Indicator OYes @No
MA Family Court Indicator OYes @No
Add to Manual Check OYes @MNo

Benefit Statement Category [
MERS Code

Employee Direct Deposit () Yes @Nu\

—

Mass Payment  Vendor

O None

P17673 Remit p1

MASSACHUSETTS DOR - PAYROLL

Separate Check () Yes

PaymentType (O Payroll-Printed Check.
() Payroll-Wire Check

() AP-Voucher

@No

W2 Box#
1099-R Box# [La-#1

[[7—+1 W2Description [ Appliesto: O Benefit
Applies to: (O Benefit

® Deduction O Both
(® Deduction O Both

ONA
ONA

Subtract OYes @®No

Check this report and if ACH Payment
information is reported as missing, or
Vendor Information is missing,

stop processing payroll, go to
the Cost Code table, and look
at the vendor number.

To access the cost code table, from the
menu select:

Human Resources P Tables P Cost Code

Once the vendor number is known,
proceed to the Vendors screen to check
for missing information.

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

Certified Vendor?  Yes

[FRSSACHUSETTS DOR — PATROLL

1 Hame/Address.

2 Addresses 3 Classification 4 Attachment (88)

Certiied By
Date Certified

8 lems 9 User Defined.

RestrictAccess To OTown (O School @ Both
FederaliD# Di-11127pn  Tvpe ONone  ()SS#

®) 72D

| Authorized Representatives

Bank Code |
ABA#  0000-0000-0
Bank Account

Prenote [ Not Active
Type [

ame Title

[
heones [{D00F 000-0000  poo0 [

CT Unemployment# 5000000000

Terms DUR_ Due Upon Receipt

State Bid List? OYes @No
Local Vendor? OYes @ No

Class [NCL Unclassified
Minority Cade [ Hold Code [
1099Code [ Form
Payment Type @ Printed Ck O Wire OACH ONo Check
Separate Check? OYes @ No
1Time Vendor? O Yes @ No Tailing Vendor OYes ~ @No

Business Type  [Sole Prop/Individual /Single-Menber LLC v |

[
Ph 03 000-0000_ 10000 [

Fill in the Bank Code, ABA#, Bank
Account, Prenote, and Type of Account

September 2023

To access the vendor table, from the

menu select:

Accounts Payable P Vendors b

Enter Vendors P [3 Classification Tab]

This error was due to the lack of Bank
information. Add the information and run

the calculation again.

Send Bids Via

[0 USsMail [ Callfor Pick Up
O Ewail O other

0O Fax

Certified Vendor? O Yes @ No

Insurance Certificate Expires [

Certified By

Date Certified

Note I

Werge To Vendor {60000

Addresses on File: 1

Cost Code Table
Co CostCose FC-FHS  FORFOLE CTY FEN SR
Actons
Calculation  (Method 1 Usa Tax Rate Table Calontar Year Annual Maximums
1 Summary.PayCheca OMethod2  Flat Amount § Blscket Amcant s
Summarv-Beneft St @ Method 3 9.0000 ® Period, lized  Over Annual § $
Base Bucket¥ [ 4 CYTD Amourt r Employer Contribuion § [
240 mew
CopyThsCoge
5 Goners & Accountivg 7 Base Buckets 5 Porads o Toke 9Ters. s Notes.
eatlnt
4 e 8y Cove
Paycheck Calegory T WORFOLK CoMTY o
CategoryTabdes | | DecucsonHoloowerMemos [l Take fuailable Ancunt Employee Direct Deposit () ves @ Mg Empiojee DwectDeposk  OYes @No
W Pavcheck Pretax? @Yes ONo
W Beneft Statement | | Payeheck Caleulation Oder 55
Arways take Benefit Oves O Mass Poyment  Vendor 300000 Remt il Wass Payment  Vondor [00G63 Remit BT
Employer % is Benen Oves @ HORFOLK CTY RETIREMENT SY
X Paveheck TaxTavleingcalor | Fedsral | Gtate | Omer (o None 450 NEFONSET ST. LG #15
¥ Benett Statement || | Allow Ovenide? @ ves 5 ) et
Employee Changes Allowed? Otes
Band? OYes.
Over 50K Life msurance Oves
W2 Bax 13 Retirement Indicator Oes Payment Typa apeoll-Printed Chick FasmenlTroe Q) Paoi-Erimsd Chisck
MonDirect DepositAccoutEny  ()Yes avwoll-Wire Check ayroll-Wire Check
R Family Court Inécator OYes ayoll-ACH Iwoll-ACH
WA Farmily Counindicator Oves @® Voucher ]
Aod to Manual Check OYes ®@ho
Benest Stalement Category | Separate Gheck OYes  @No
MERS Cade
w2Bm® [l wzDescripton FENSH Appuesto. (Beneft (8 Deuction () Bom O supwact Oves @No
1099-R Bon# Apphesto. OBeneft  ODeduchion OBot @ N4

Vendor [p1767% JASSACHUSETTS DOR - PAYROLL

1 Name/address.

2Addresses 3 Classification 4 Attachment (99)

8 tems

RestrictAccessTo OTown O School @ Both
Federal ID# PL-1112766 Type ONone (8S# @ TaxID
BankCode [BALI BANK OF AMERICA 122101706
ABA#  1221-0170-6 Prenote f§l 2 Renaining Prenctes

Bank Account 75315924 Type [ Checking

Customerst
HR ACH TaxPayment Type (O CTUnem O Federal O State

CT Unemployment# 2000000000

@ None

Authorized Reprg
Name

Phone# [{000)

Phone# [{000)

The report will also identify any cost
codes that lack vendor information. Add
the vendor number for the cost code and

calculate payroll again.

6075-HRPAYCSTTABERRCHK.REP

o Records Selected

Printed 25-Jul-2023

Town of

dmin

Dage 1

|Payroll Processing Cost Code Table Error Report

Pre-Processing

Cost Code

Table

X

After adding the missing information on the cost code and vendor screens, the Payroll
Processing Cost Code Table Error Report shows “No Records Selected”

[ADM-AUC-HR-10584]
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3 Remove a Zero Net Manual Check after Printing
[Enhancement]

On occasion, after printing a manual direct deposit, it must be deleted, e.g., the employee wants a
printed check instead of a direct deposit. ADMINS added the ability for users to remove a manual direct
deposit advice (or any zero net manual paycheck) after it is printed.

The [Remove Check]
button will be available
after printing for a
manual check that has a

In the image, the Warrant number and Check # are already assigned, indicating that the
manual has already been printed.

Manual Entry-Timesheets zero net pay.
Gofo Warrant 02762 Period 3]-ALg-2023 to 31-Aug-2023 —TaxTable— Exemptions | Gross 2048.00
actone Employee 71826 0 Hote| HOM. EMILY W. Fed FED2020 ? F Deductions  2043.00
Bank FATC__ Check [096591% [Date F1-fug-2023 State 5 i Net Pay
Pay Period N Deposit Rdwice  HRHUAL e Base Ad]. oter [ - Benefits 29.70 (The [Remove Check]
- -
button was always
w\ — JGross  2048.00 ovailable for 0 v or

[Work Date _ |Pay Code Hours| Days Rate] Fiat 5] \\ Amount|Position [Account Deductions 2048 .00 "] .

[24-Jul—=2023 [FEG 10,50 25,601 F=0000-01 N an unprlnted

[F5-Jul 2023 [RER 8,00 75,60 m Period 30000 Net Pay — i .

BT 2023 [REn §.50 25,501 F-0000-0 N ChECk/DIrECt Depostt

[57-Tul 2003 REG 5,00 25,60 b? 1826 0 Note | F=o00e=0 Benefits 29,70 ]

[P-Ju1-2003 [RER 5,90 75,601 F-GO00-00 T=UT=OT=S 20 — Advice. )

[FI-Jul-2023 [FER 10.50 75,601 [7-0000-00 1-00-00-51120

[01-Aug-2023 [FER 5.00 75,601 PAYC Check b9659 13 —0000-00 1-00-00-51120

[05-Aug-2023 [FER B.50 75,5000 1760 |1 L37ASRADNH-0L |1000-137-0000-001-00-00-51120

[03-Aug-2023 FER B.00 75,5000 504,80 |1 L37AGRADNN-01 [1000-137-0000-001-00-00-51120 Before the software

[0d-Aug-2023 [FER 5.00 75,5000 128,00 [T L37ASRADMN-0L [1000-137-0000-(Ri=n0=00=51ion d h I .
update, the payroll sta

Totals 80,00 2098:00 Tours ey Paid nore than o] | Remove Check P ’ pay

had to contact

.y

Notes forthis line [ Note su pport@admins.com to
Waorking For [o00  -00 .
remove the printed

6Add Void |7 Add Manual| 2 AddLine | Add Range 9 Delete Line 0 Recalculate ResetAll Deds Pay Reqgister Print Check  Print Multiple Checks Remove Check || VI Warrant List
[ eroecne] direct deposit from the
warrant.
eady Lkup up

Figure 3 The Manual Entry — Timesheets screen now allows removing a net zero check that was already printed

Now a direct deposit advice can be removed from the Manual entry screen after printing using the [Remove Check] button.
This is only available if the warrant is not calculated. Once the warrant is calculated, to remove a net zero manual,
uncalculate the warrant. Then follow the instructions above.

If the warrant is calculated and the check register step is complete, to remove the direct deposit advice, first post the
warrant and then void the manual net zero check/direct deposit advice.

If a printed manual check must be removed, contact support@admins.com for assistance.

[ADM-AUC-HR-10634]

4 Manual Check [Fix]

When a manual check was created for a schedule with days greater than 1, the pay amount was only being set for one day.
This has been corrected.

[ADM-AUC-HR-10663]
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5 Billing and Invoicing Report #6769 [Enhancement]

To assist with GL cash reconciliation, ADMINS added a new column of payments as of the payment date but
with a later revenue date.

5.1 Invoice Report for Cash Reconciliation with GL

6769-HRPBTRNHISASOFZ . REP Printed 25-Jul-2023 Page 3
Town of Admins
Invoice Transaction History as of Report
Transaction History as of 06302019
Payments as of 06302019
7777777 30-Jun-2019 After 30-Jun-2019 Adjusted
Custf  Nams Description Charges Adjustments Payments Refunds Balance Refunds/Payments Balance
000191 STOP & SHOP SUPERMARKET CO oo B8,735.09 0o 416.00 00 416.00
000191 STOP & SHOP SUPERMARKET CO 00 0 00 &0
000191 STOP & SHOP SUPERMARKET CO. .00 .00
000204 J. H. L¥NCH 01 Employee Charge 21,174.18 oo 10,565.27 .00 10,608.91 .00 10,608.91
000204 J. H. L¥NCH 0z Town Fee 1,500.82 oo 1,306.73 .00 194.09 .00 194.09
000204 J. H. L¥NCH 22,675.00 oo 11,872.00 .00 10,803.00 .00 10,803.00
Figure 4 Before — without the additional column of payments with a later revenue date
To run the report, use the Quick Task Selector button:
= [AUC] 72-Quick Task Selection - a X

Goto...

Actions.

File Edit Ledgers Purchase Orders Accounts Payable

B S E e+ m & G =L

Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

Quick Task Selection

Irnvoice Transaction History as of Report

Enter Report/ Task#

€1 Run Process_)>

Irwoice Transaction History as of Report |
3

Or select it from the menu (the same report is produced using either method):

Human Resources

Human Resources P Billing and Invoicing P Invoice Transaction History as of Report

September 2023

Maintenance >
Payroll Processing >
Timesheet Entry >
Special Processing >
Void/Manual/Figure Paycheck
Billing and Invoicing > Customer Query = - . i . )
e N Customer Update Task 6768: Invoice Transaction History as of Report
Queries > . . . .
Rt ,|  Generaielnvoices Invoice Transaction History as of Report
eports Credit Balance Processing . " A . .
Tables > This report will provide the invoice balance as of the
Correct Invoice - Customer Number A
Quarterly Processing > e —— transaction date, then show all payments on those
gy D outstanding invoices as of the payment date.
Module Maintenance > Ciy
o
Detail Payment . .
Interfaces/l; ris > .
;t:s:;:ﬁ:mu s R Required: Enter Transaction as of date (pg302019
Submit Batch A .
Help Reference Library bt Bateee Required: Enter Payment as of date 0630201 g|
Batch Entry
Adjustment Entry
Adjustment Edit List
Submit Adjustment Batch
Post Adjustments Run as () preview O Print @ PDF 0 Excel
Print Customer Statements If Printing use Duplex @ ves (O No
Print Aging Report
Invoice Transaction History I Lookup | I 0K | Cancel Clear All
Invoice Transaction History as of Repart |+
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 26
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676%-HRPETRNHISASOFZ . REP Printed 25-Jul-2023

Payments as of 06302018

Page 3

Depositea || |
30-Jun-2018 Refunds After
Hame Categ Description Charges Adjustments Payments Refunds Balance Payments Balance| 30-Jun-2019 Deposited
- : i - P —
£TOP & CHOP 01 Charge 5,151.08 .00 .00 116.00 .00 0o
STOP & SHOP 02 015, oo 0o 21.60 00 00 30-Jun-2019
000191 STOP & SHOP SUPERMARKET CO. 10,066.20 oo 9,608.60 .00 457.60 0o 00 sEEEEsssssEs
™ .00
000204 J. H. LYNCH 01 Charge .00 .00 00 00
000204 J. H. LYNCH 0z .00 0o o0 194.09 | 278.00 || Jeccccccccaaa
000204 J. H. LYNCH .00 .00 oo 10,803.00 556.00 -00
278.00
___________-—-—-"".p 78 00
New column shows money deposited [~ = |-
556.00
n [ 1]
after the Payments "as of date”.

6 Queries [Enhancements]

Two of the query screens were enhanced.

[BLG-SUP-SAPLAUC-1342]

6.1 Analyze Split Payroll Activity with Report #7279 in Excel

This report will assist analysis efforts on payrolls that cross a fiscal year.

Z= [AUC] 6815-Payroll Disbursement Warrant History |

Fie EGU Leagers Wurcnase Urders ACCountsbayaple Fied Assets HumanResources Budget Collections Tac Motor Brcise MiscBilling System Favorites Help

B SE WMe+m Q & Fu .

Payroll Disbursement Warrant History

Goto.

Warrant# Batch# 3841 CheckDate  25-Jul-2023 Period Stat  01-Jul-2023
e Bank PATC  PAYROLL - CITIZENS BAMK NEW PostedDate  11-Gep-2023 PericdEnd  07-Jul-2023
[Sea# [Desaription Filename. Buttons ~
1 [Warrant Emplouse Count Repart [Hr_Harrant_Eneent_6022_LUANN_3841 paf T View & Email
= Fica Linit Report Ficalimit_©162_LUANN_32dL,pdf
[F_ Marrant Sumnary Report [FRHar rant_6199_LUANN_38d 1, pdf
[ [Cabor Distribution GL Pesting Report FR_Posted_to_GL_6221_LUANN_3841.pdf
E_ Work Date Fiscal Vear Report [CheckCaleF T_6927_LUANN_3841.par
B Haze Sunnary [CaleChkSumnary_7200_LUANN_3841. pdf
[ Faurcll Register [Fagroll Register_7210_LUANN_3841, pof
E_ [Peduction Register - Cost Code Sunnary  |HRPayDed_7220_CODE_LUANN 3841, pdf

F Pauroll Check Register FRPaycheck_Reglster 7231 _LUANN_2841pdr

6Add Attachment

10 [Deduction Register - Enplogee Detail FRPayled_7220_EFP_LUAHN_3841pdF
11 [Deduction Register - Paucheck Category 5 [HRPaulled_7220_CAT_LUANN_3841 pdr i i i

2 Pawroll Voucher - Prelinirary Vouchers_7271_LUAMN_3841 .o II abor_Distribution_ By Employee_7279_38d1.xnl |
13 Woucher Batches Created in Accounts Paua [Veucher Eatches 7272 LUANN 3841 pof

T4 [abor Distribution Detail - By Enplogee |LaborDistribution B Enploges 7279 3841l |

15 [Lebor Distribution Detail [Cabor Ti=tri bt ion_Tetai |72 (AR SEd pdF

6 |abor Distribution Dstail-By Ewplogse  [Labor Distribution B Ewplouse_ 7283 LURNN_ 3041 pdf

7 [Cabor Distribution Sunnary [Labor_Distribution_Sunnary_7285_LUAHN_3841 kdf

The reports for each warrant
are stored on the payroll
disbursement warrant history
screen which allows for easy
retrieval after the fact.

Now a labor distribution by
employee in excel format will
be included on the screen.

The report will not be
displayed during the
processing of the warrant
only saved in the warrant
history screen.

[ADM-AUC-HR-10662]
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6.2 Timesheet History Query

AT (TS The Timesheet History Query screen was enhanced to present the
?a'”t:':”‘e _ ’ timesheet details for the selected warrant more quickly. To access the
ayrol rocessing ¥
E—— . screen, from the menu, select:
Special Processing ¥
Void/Manual/Figure Paycheck
Elinolndinvoc i ? Human Resources P Queries P Timesheet History
Bank Reconciliation ¥
Queries » Timesheet History
- X

== [AUC] 6810-Timesheet History

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

B EE me s+ § @O A
Timesheet History
Gofo Emplayee o iEET SALARTET, SANTY
Position T4S0DPHAMEC-0L DPW ASSISTANT MECHANIC
Actions
2 Detail
. . S elect the warrant in the
Wit [rerod Ending [rmesheet G _[rmeshee raus besad Click the [2 Detail] button . o
G075 [15-Jul-2022 [T -DPW__[departnent poblic uo 00,00 list and highlight it; then
S0T75% oo Jul ooz [TOAN DPW [departmert public works 5.00 800,00 . .
903750  [01-Jul-2023 [TOWH -DFH departnent public uorks 12.00 5.00 160000 C|ICk on the detall button
05790 ge 17 Jur 2023 Gepartnent, pUBLic works .00 600,00 . .
G0s74d |20 [TOWN  L.gPH departnert pUblic uorks 5,00 1600,00 to dr|II down to the detall
03742 [06-May-2023 |1 departnent pUBLic uorks 00| 500 600,00 .
a1 IR Y rarr L 50 1E00 00 Of the time Sheets_
Select the Warrant number to drill down to the detail of the time sheets.
“JU ‘UJ._HFT‘_ {8 IHM"{ =HEW ‘E!EFET‘ENEHE F\..IET].C WUFRS I 12,00 ‘ .00 ‘ TEOCOCY ‘
03736 |05 Mar—2023_[TOWN_DPW___|[departnent public works I 3.0 560,00 |
[ | [ | [ | | |
up
- x

== [AUC] 6812-Timesheet History Detail

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise  Misc Billing  System

B EE me+n U O @ U o

Favorites  Help

Timesheet History Detail

Goto

Warrant ] Period 11-Jun-2023 to 17-Jun-2023
P, Timesheet Group [TOWN -DFH  department public works
Employee 71827 SALARIED, SANDY
Position TA500PHAMEC 01 PH ASSISTANT MECHANIC
In a few seconds, the
= : detail list of timesheets
[WorkDate  |Day [PayCode | Hours| Days Rate] Flat §] Amount[SC [Account Customer_[Reason | for the warrant is
15-Jun-2023 |Fon |DRER 1,00 | 320.0000 320.00 | [p200-450-0000-004-00-00-51130 K
13-Jun-2023 [Tue [IRER 1.00 | 20,0000 320.00 || [0200-450-0000-004-00-00-51130 dlsplayed:
19— Jur-2023 [ied |DRER 1.00 | 320.0000 320,00 | | [0200-450-0000-004-00-00-51130
15— Jun-2023 [Thu [IRER .00 | 320.0000 320,00 | | [0200-d50-D000-004-00-00-51130
16-Jun-2023 [Fri [IRER 1,00 | 320,0000 320,00 || [0200-450-D000-004-00-00-51130
Totals 5.00 1600,00
This Line Check 0004006 23-Jun-2023 Printed
Motes
Working For 000
Lkup up

[ADM-AUC-HR-10658]
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7 Reports

To provide a complete list of employee health deductions, ADMINS added the Bargaining unit to the Excel
version of the Employee by Code report. There are three ways to run this report.

7.1 Run Report from the Quick Report Selection Button

Many reports can be run from the Quick Report Selection Button. We have a video demonstration available on the
ADMINS.com website, under Videos and Quick Tips » Getting Started » Quick Task and Report button. This is often the
quickest way to run a task.

File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBiling System Fovorites Help

B S8 e+ B Q a|

fa i

Quick Task Selection

Goto

Actions.

Employees by Cost Code

Enter Report/Task#

Enployees by Cost Code I

1 Run Process. e

1 Task 6735: Employees by Cost Code

Employess by Cost Code

Optional: Enter up to 9 Cost Codes Edit 0 values:
Optional: Enter up to 9 Categories Edit 0 values:
Optional: Enter up to 9 Bargaining Units Edit | |0values:
Optional: Enter up to 9 Timesheet Groups Edit 0 values:
Optional: Enter up to 9 Pay Groups Edit 0 values:
Optional: Enter up to 9 Employee Type Codes Edit 0 values:

Include deductions stopped before today OYes ® No

Run as O preview O Print~ @ PDF O Exccel
If Printing use Duplex ®ves () No

Lookup 0K Cancel Clear All

7.2 Run Report from the Cost Code Table

To run the report from the Cost Code table, from the menu, select:

Human Resources P Tables P Cost Code

Once the Cost Code Table is Cost Code Table
. Goto,
shown on the screen, click on P
Actions
1 Detail Inactive
th 9 E|T||} E‘.l' C.[Idﬂ- 01BENS ~ |MEDICARE BEMEFIT — CONVERSION ME MEDTCARE Tractive
e Summary-Benefit St (03BENS  [CONVERSION — CAR ALLOWANCE [CAR CAR ALLOWANCE Inactive
2020PH__|ELECTION HORKERS 2020 SPECTAL CODE [B020PH_[2020 ELECTION WORKERS ADJUSTHERT Trective
button, 6 Add New [457ROTH 457 ROTH SMART PLAN ROTH ROTH ¢NON DEFFERED Active
Copy This Code 9758 |VOL DEFERRED SEC EEN o [CEFERRED COHF Retive
F433934 ACCIDENT jacC ‘REEIDENT TIHSURANCE POST THH Active
7 EditList [ 9 Emp By Code e [ACC FT__|ACCIDERT FRE TAR Fetive
. . 2 Detail List (ACC-COL  [COL INSURANCE EB236846 ACC POST TAX jacC [ACCIDENT IWSURANCE POST THH Active
Use the Opt|0na| Categones [ SEmpeyode | AFLND_ JaFLAC DENTL ND 111F ]ns—'ﬁmm Rctive
. ATM AIM FIND SERY. Ay [ANNOTTIES Iractive
filter to select only employee Category Tables AT LIS L oot ><
0 Paycheck LT ADFF ALTUS
i H W Benet Statement FLT_ADFS [ALTUS Employces by Cost Code
health deduction categories. SEase N
Category Reports ALT218  |oopy off OPtional: Enter up to 9 Cost Codes [ Edit_1[ovalues:
X Paveheck ALTZIL LTS 1 optionaliEnter up to 9 Categories Edit |
. . Y Benefit Statement ALT265 ALTUS T N
(Wh||e up to nine cost codes LT fLT0S 1) Optional: Enterup o 96 Units Edit ][0 values:
ZRestrict To 232; ZHEE g Optional: Enter up to 9 Timesheet Groups Edit | [0 values:
can be selected at a time, FETF—JTIE ] Optional: Enter up 10  Pay Groups Tl ieres
ALTS41  ALTUS F . -
: Optional: Enter up to 8 Employcs Type Cod i :
running the report by fress—fiToe OPtional: Enter up to 8 Employee Type Codes | Edit | [0 values:
RLTSGL LTS | Include deductions stapped before today O'Yes @ No
category may be faster than AL
i i H mreamr o oy RN as O Preview O Print O PDF | ® Excel ® Excel
filtering by cost code if there AT fERTE i Priting use Duplex. @ves O No
AN-AME  |AMERTCH
H Lookup oK Cancel | | Clear Al
are more than nine employee AT prE 7Y

deduction health cost codes.)  |r

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 26
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7.3 Run Report from the Report Library

Another way to run the report is from the Report Library. From the menu, select:

Human Resources P Reports P By Employee P {Page Down}

September 2023

Report Library By Employee Page 2
Goto.
Report |~
Actions
Run
List - Highest Pay (Leaswve Code} Run
List — Highest Pay (Pay Code) Run
List - Cost of Leave Run
Report Catego List - Cost of Leave — Default Fund Run
F604—Enployee List — Cost of Leave as of a Date — Def, Fund Run
P oL 7 Task 6735: Employees by Cost Code X
28V E07S-Employes Leave Balance Listing Run
3 By Tmeshest [FE03 Hegative Leave Balance Listirg Run Employees by Cost Code
4 By PaychecksiOther 6176-Leave History Attendance) Report o Optional: Enter up to 9 Cost Codes [ Edit_1[0 values:
E75-Enplogees by Leawe Accrusl Group Run —
ard s IEE0R s Leave Tine A en Rt dus Houns s a e PO T T va"al{Emﬂ up to 9 Categories Edit |
. Optional: Enter up 10 9 Units Edit |0 values:
- . Optional: Enter up to 8 Timesheet Groups Edit 0 values:
6924-empLlogee LIt - Chane.d weoactions Run Optional: Enter up to § Pay Groups T
E925-Employes List — Changed Rdditional Wages Run
F749-Enplogess by Enplogss Status = Optional: Enter up to 9 Employee Type Codes | Edit | |0 values:
7 35-Employess by Cost Cocle ] Run Include deductions stopped before today O Yes @ No
[6750-EnpLogess bonEnplognent Tupe Run
Run
E735-Enployees by Cost Code | Trlo Run a5 O preview Ot OPDF | @ Exnl ® Excel
If Printing use Duplex @ves O No
Lookup 0K Cancel Clear All
Once the Excel output is displayed, use standard MS Excel tools to further sort and filter the report.
[} D~ = CostCode_Emp_6735_THERESA[4]xml - Excel £ search
File  Home Insert Pagelayout Formulas Data Review View Help
A2 ~ Jfx | ALT ADMF
v
A 8 c D E F s H i i L ] N o 3 Q R s T u
1_[CostCode _ Description Category Description #Emp _Name Position Effective _ Stop Date § % Amount Addl Amt Start Date Stop Date  Original Balance Vendor® Order PreTax Hold Over DOB Barg Unit
305ERBCS  EMPLOYER HMO SWGLE  BC BLUE CROSS 7507084 PASCIUTO, LYHN E SO0SABATECH-01  01-Dec2018 0.00 11,607.50 01-Hov-2021 1,607.50  0.00 000000-00 0 No 0.00 12.Dec-1953 | AF| ABA12-MOEL
306ERBCS  EMPLOYER HMO SMGLE  BC BLUE CROSS 706000 PELLETER, MARE A SO0BREPCORD-01  01-Dec-2118 0.00 11,607.50 01-Hov-2021 160750 0.00 000000-00 0 No 0.00 06-0ct-1957
307|ERBCS  EMPLOYERHMOSINGLE  BC BLUE CROSS "00152 PETERSON, KEITH € TI2STWNADMN-01 01-Dec-2018 0.00 11,607.50 01-Hov-2021 1160750 0.00 000000-00 0 No 0.00 20-spr-1960 | SNGL SCH-12MT
308ERBCS  EMPLOYER HMO SNGLE  BC BLUE CROSS %70301 PIPER, LYHN 1 SO0BBEHTECH-01  01-Dec-2018 0.00 11,607.50 01-Hov-2021 11,607.50  0.00 000000-00 0 No 0.00 09-Msr-1578 | AMT  TH
309 ERBCS  EMPLOYER HMO SNGLE  BC BLUE CROSS 771693 RIZOLI, LYNH SO09SCHLPH 01 01-Nov-2021 0.00  3,947.77 01-How-2021 394777 0.00 000000-00 0 No 0.00 08-Juk-1968
310[ERBCS  EMPLOYERHMOSNGLE  BC BLUE CROSS 70796 SPAZIANO, LYNN D SO12BEHTECH-01  01-Dec-2018 000 11,607.50 01-Nov-2021 1160750 0.00 000000-00 0 No 0.00 07-sep-1966 | AFLBHV12-MSEC
311ERBCS  EMPLOYERHMO SMGLE BC BLUE CROSS "h02678 THE ESTATE OF, KEITH D TEB0AS FAC 01 01-Nov-2021 0.00  1,968.29 01-Hov-2021 196829 0.00 000000-00 0 No 0.00 05201974 [ SNGL  -01
312ERBCS  EMPLOYER HMO SHGLE  BC BLUE CROSS M71157 VAL, KAREN TE20FRLT -04  D1-Nov-2019 0.00 11,607.68 01-Hov-2021 1160768 0.00 000000-00 0 No 0.00 06-Mar-1995
313[ERBCS  EMPLOYERHMOSNGLE  BC BLUE CROSS f70182 VAN STEERTEGHEM, KEITH A TE10LBYTH 01 30-Nov-2020 000 B777.44 01-Mar-2022 877744 0.00 000000-00 0 No 0.00 26-un-1979 | AFLBHV12-MSEC
314/ERBCS  EMPLOYERHMO SNGLE BC BLUE CROSS 71011 VATER, MARE W SOUBABATECH-01  30-Nov-2020 0.00 11,607.50 01-Hov-2021 11,607.50 0.0 000000-00 0 Mo 0.00 02-4an-19%¢ [ povy P
31S|ERBCS  EMPLOYER HMO SNGLE  BC BLUE CROSS %71543 WALSH, LAWRENCE TEZHOFRFGTR-01  01-Nov-2021 0.00 556868 01-Hov-2021 856565 0.00 000000-00 0 No 0.00 13-Nov-188¢,
316, #Emps: 46 FIRE -FI
an MGMT -TH
318|EYEID+1  VISION +1 10 MONTH VISION  VISION INSURANCE EYE 807002 JENSEN, LYNNT. SO0BLASPED-02  15-Nov-2018 s 430 0.00 167.40  150.20 028839.02 105 Yes 0.00 11-Dec-1857
319 EYEN0 +1  VISION +1 10 MONTH WISION  WISION INSURANCE EYE "B70674 NORTON, KAREN SO03SCHCLRK-01  22-Jun-2022 s 430 0.50 01-Sep-2022 19530 157.08 02883902 105 Yes 0.00 17-Jan-1974 | AFLABA12-MSEC
320 EYE10#1  VISION +1 10 MONTH VISION  VISION INSURANCE EYE 071072 VILLENEUVE, LYNN A SO12ABATECH02  12-Aug-2021 s 430 0.00 16740 15020 02883902 105 Ves 000 246uH1973 | FIRE  .F|
21 #Emps: 3
32
323 EYEIDF  VISIONFAMLY 10MON  VISION  VISION INSURANCE EVE "71711 ALDRICH, LYNN S30TDVAN-01  28-Feb-2022 s &3 0.00 24576 22052 02883902 105 Yes 0.00 13-Juk1577
324 [EYEIOF  VISIONFAMLY 10MON  VISION  VISION INSURANCE EVE "10827 NICKERSON, MARE SOUBLASPED-01  15-Nov-2019 s &3 0.00 24576 22052 02883902 105 Yes 0.00 18-Fep-1968
325(EVEIOF  VISIONFAMLY 10MON  WISION  VISION INSURANCE EVE 'B71655 WALSH, KAREN SO03ABATECH02 01-Sep-2022 s 631 0.00 24576 22052 02883302 105 Yes 0.00 27-Jun-1384 | AFL 10M -AF10
326|EYEIDF  VISIONFAMLY 10MON  VISION  VISION INSURANCE EVE "07772 WILLIAWSON, MARE M SO0SSCHCLRK-01  15-Nov-2019 s &3 0.00 24576 22052 02883902 105 Yes 0.00 17-Sep-1984| AF| 10M -AF10
327 #Emps: 4
e . - — - AFLABA10-MSEC
- = — - S Fr— — H
o, Hrf s - P o o AP » - w
SNGL SCH-10MT
AFL 10M -AF10
AFLABA10-MOEL
AFL 10M -AF10

Figure 5 The Employee by Cost Code Report— the Bargaining Unit is in column “V”

[ADM-AUC-HR-10639]
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7.4 #6720 Employee List with Dates [Enhancement]

The employee listing with dates report is a workhorse that offers selecting and filtering by date fields. ADMINS added
another field to run the report for a single timesheet group or up to nine selected timesheet groups. The timesheet groups

will appear on the Excel output.

% 87 Task 6720: Employee List - Dates

Employee Listing with Dates

Select Terminated Employces (YIN):
Optional: Enter up to 9 Entity Codes

| Optional: Enter up to 9 Bargaining Units

| Optional: DOB Date Range (mmddyyyy)

Optional: Position Hire Date Range (mmddyyyy)

Optional: Anniversary Date Range (mmddyyyy)

Optional: Longevity Date Range (mmddyyyy)

Optional: Probation Date Range [mmddyyyy)

Optional: Retirement Date Range (mmddyyyy)

Optional: Termination Date Range (mmddyyyy)

Optional: Full Time Date Range (mmddyyyy)

Optional: Evaluation Date Range [mmddyyyy)

Optional: COBRA Date Range (mmddyyyy)

Optional: Other Date #1 Range [mmddyyyy)

Optional: Other Date #2 Range [mmddyyyy)

Optional: Other Date #3 Range [mmddyyyy)

Optional: Other Date #4 Range [mmddyyyy)

Optional: Other Date #5 Range [mmddyyyy)

Optional: Other Date #6 Range [mmddyyyy)

Optional: Other Date #7 Range [mmddyyyy)

‘When selecting dates these use "AND" evaluations. When
dates are entered, the selection will meet ALL criteria.

Optional: EEO # Original Hire Date Range (mmddyyyy)

OYes ©No
Edit_|[0 values: |
Edit | [0 values: |

From: To:

From: To:
From: To:
From: To:

From: To:
From: To:
From: To:

| Optional: Enter up to 8 Timesheet Groups |

|
|
|
|
|
|
|
|
|
| Optional: Next Evaluation Date Range (mmddyyyy)
|
|
|
|
|
|
|
|
|

[Edit_][3 values: SCHOOLSCHOOL, TOWN DPW, TOWN TOWN, |

W7 Task 6720: Employee List - Dates
Employee Listing with Dates

When selecting dates these use "AND" evaluations. When
dates are entered, the selection will meet ALL criteria.
Select Terminated Employees [Y/N): OYes @ No
Optional: Enter up to 9 Entity Codes Edit ‘n values:
Optional: Enter up to 9 Bargaining Units Edit ‘u values:
Optional: DOB Date Range (mmddyyyy) From: | [To|
Optional: Position Hire Date Range (mmddyyyy) From: | To:|
Optional: Anniversary Date Range (mmddyyyy] From: | | To:|
Optional: Longevity Date Range (mmddyyyy) From: | To:|
Optional: Probation Date Range (mmddyyyy) From: | | To:|
Optional: Retirement Date Range (mmddyyyy) From: | | To:|
Optional: Termination Date Range (mmddyyyy) From: | To:|
Optional: EEO { Original Hirc Date Range (mmddyyyy] From: | [ To:|
Optional: Full Time Date Range (mmddyyyy) From: | To:|
Optional: Evaluation Date Range (mmddyyyy) From: | [ To:|
Optional: Next Evaluation Date Range (mmddyyyy] ~ From: | To:]|
Optional: COBRA Date Range (mmddyyyy] From: | | To:|
Optional: Other Date #1 Range (mmddyyyy] From: | To:|
Optional: Other Date #2 Range (mmddyyyy] From: | | To:|
Optional: Other Date #3 Range (mmddyyyy] From: | To:|
Optional: Other Date #4 Range (mmddyyyy] From: | | To:|
Optional: Other Date #5 Range (mmddyyyy] From: | [ To:|
Optional: Other Date #6 Range (mmddyyyyl From: | To:|
Optional: Other Date #7 Range (mmddyyyy] From: | [ To:|
Run as O previewO Print~ @ PDF O Excel
If Printing use Duplex @ yes (O No

Lookup Cancel | | Clear Al

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

| Optional: Enter up to 9 Timesheet Groups |

Lookup Cancel | | Clear All

Added selection of timesheet group to this report and added the timesheet group field to output of Excel version.

[x7] D~ = EmployeeList Dates_6720_THERESA[1]xml - Excel £ search There,
File  Home Insert Pagelayout Formulas Data Review View Help
83 v Jx | CAMPBELL THOMAS F
X Y z AA AB AC AD AE AF AG AH Al Al AK AL AM AN

1 Full Time Evaluation Next
2 |Em Regular Date EvalDate CobraDate LastPaid Spouse D.O. Recall Date Seasonal Re Current PosiOther Date # Other Date # Other Date # Other Date # Other Date # Other Date #Ti tGroup
3 |D00040 |07-Feb-1991 01-Jul-2023 11-Sep-2023 TOWN -DPW
4 000062 05-Apr-2023 SCHOOL-SCHOOL
5 fbooos7 TOWN -TOWN
6 00152 |17-Dec-1987 31-Aug-2023 TOWN -TOWN
7 00199 15-Sep-2022 TOWN -TOWN

00205 TOWN -TOWN

7.5 #6940

[ADM-AUC-HR-10657]

Employee List — Bank Information [Enhancement]

Payroll staff frequently enter bank information for employees to allow payments via ACH. A customer
asked if there is a way to run a report that would show direct deposit to Milford bank with a different ABA
number as originally set up? This was because new hires wanted direct deposit to the bank but provided a

different ABA number.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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To assist with this issue, ADMINS added a new Employee Bank Information report. To run the report, from the menu,

select:

Human Resources P Reports P Report Library P [By Employee]

Report Library By Employee

Report Name

mployes

[View
Sample
Sample

sl

67 11-Enployes

Ligt with MNotes

[E712-Enploges

[ist - Phore Directory and Addresses Sampe

(671 Enployes

List - Grade Schedules

[F902—Enploges

List. - Grade Schedule - As of a Date

[F754Enplogee

List - Additional Wages

67 16-Enployes
6662-Enpl oyes

List — Deductions

List — Benefits

(6708 Ewploges

List - Benefits with Annual Awounts

(6715 Enployes

List - G Howe Codirg

[6715-Enploges

List = GL Home Coding - Element Selection

[6720-EnpLoges

List - Dates

6457 -Enployes

List — Active

[e112-Ewployes

List — Accidents

[6722-Mailing Label

CSY file

(6724 Ewploges

Prafile Cards

[6726~EnpLoges

List - New Hires

List - Terminations

[6725-EnpLoges
6940-EnpLoges
[6729Enployee

List — Bank Information
List — CO. tes

[6940-Employee List - Bank Information [

[6731-EnpLoges

List - Horkers Conp Code

[6765-EnpLoges

List - Inport Timeshests

(732 EnpLoges

Skill Profile Card

[e149-Enployes

Salary History Change Report

6326-Enployes

Salary History Step Change Report

Galary Difference Report

[E6770-Enploges
[6655-EnpLognent Verification Report

[F500-Enplogee List - Custon Fields

87 Task 6040: Employee List - Bank Information

Employee Bank Information Listing
Optional: Enter up to 9 Employeelf Edit
Optional: Enter up to 9 Timesheet Groups Edit
Optional: Enter up to 9 Bargaining Units Edit

Run as O preview O Print
If Printing use Duplex @ ves

O PDF
ONo

Lookup

@® Excel

x
0 values:
0 values:
0 values:
Cancel Clear All

For maximum flexibility, run the report as Excel. Use the Sort & Filter function to sort the report by any of the columns.
Here, the sort is by Bank Code. (The ABA numbers and accounts are intentionally obscured in the image below.)

AutoSum  ~ ? /C) Sort ? *
Fill ¥
! Sort & Find & - Add Level || > Delete Level | [[3Copy Level Options... My data has headers
& Clear~ Filter v Select »
EditiT R Column sort On Order

z} sortatoz Sortby | gank [« | cenrvalues v]| [atoz -

Z] sertZtoA

S FEilter

Cancel
[x ] © - = Employeelist_bank 6240 THERESA[1]xml - Excel £ search
File Home Insert  Page Layout Formulas Data Review \View Help
18 ~ 5
A B C D F G H

1 |Employee# Employee Name Position Cost Code BANK Bank_Name ABA# Account#
2 fro11s CARR, LYNN M S008BUSBKPR-02 DIRDEP BA10 BK OF AM 011500010
3 70140 PACHECO, KEITH S007SPDCLAS-02 DIRDEP BA10 BK OF AM 011500010
4 f70140 PACHECO, KEITH SO07TEASOCS-01 DIRDEP BA10 BK OF AM 011500010
5 /o131 BRACKETT, KAREN P X999TERTERM-01 DIRDEP BE  BAY-MIDDLESEX
6 fB0o6330 QZGILLER, KEITH M T210POLSGT -06 DIRDEP BF ROCKLAND TRUST
7 fBoesao OZGILLER, KEITH M T210POLSGT -06 EFTSV1 BF ROCKLAND TRUST
8 %_?%Edﬁ VORCE. LYNN LEE S009ILASUBS-01 DIRDEP BF ROCKLAND TRUST
9 077 DEVLIN, KAREN M. SO03TEAKIND-03 DIRDEP BF ROCKLAND TRUST
10 10077 DEVLIN, KAREN M. SO003TEAKIND-03 EFTCK1 BF ROCKLAND TRUST
11 /10202 SOUFY, MICHAEL J. SO012TEMLDR -08 DIRDEP BKN TD BANK
12 10447 STROUT. KEITH J SO09EXTTUTR-01 DIRDEP BO BANKBOSTON
13 10447 STROUT, KEITH J S012CCHCRCT-01 DIRDEP BO BANKBOSTON
14 10447 STROUT, KEITHJ S012CCHINTR-01 DIRDEP BO BANKBOSTON
15 03126 PARZIALE, KEITH W T220FIRFGTR-07 DIRDEP BOA9 BOA 011000138
16 03126 PARZIALE, KEITH W T220FIRFGTR-07 EFTCK1 BOA9 BOA 011000138
17 03126 PARZIALE, KEITH W T220FIRLT -04 DIRDEP BOA9 BOA 011000138 _

Run this report to identify all the employees using a particular bank.

[ADM-AUC-HR-10651]

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

Page 15 of 26



ADMINS Unified Community

Release Notes — Version 23.3

e

Human Resources

September 2023

7.6 #7216 Employee Paycheck History Summary Report [Enhancement]

To access the report, from the menu, select:

Human ResourcesP Reports P Report Library» [By Paychecks/Other]
[# 7216 Employee Paycheck History Summary.]

Report Library Paychecks/Other

Gato...
Report Name [View  [Report Last Run Date [RunTime ~
ELTS E7E9-EED Reports Run |19-RApr—2023 |17:04:22,63
FEZ5-Beretit Lategories Run_|15-Feh-2023 |15:06 108,47
EAd Enploges Corwersion Tenographics Run_ |17 Dt 2018 [16:01 136, 51
EdE3-Tables Audit Reports Run
Report Categories EARE Tistory FUdit Reporis Run
1 By Emplovee
2 By Posttion 7211-Enployse Paycheck History Register Run J07-Jul-2022 [09:11:34.63
By Timsshss 7216 Enploges Pagcheck History Gunmery T Run_ |07 Jul 2022 [11:56 120,22
7213—H13tﬂr1:al Fagcheck Resivber - Rarrant Detail Run_|L9-Tiow=2020 |16:26 123,76
7219 Historicel Pagcheck Rezister —Praloges Tobals Sample | Run 07— Jul 2022 120055, 57

r.-?E 16-Employee Paycheck History

E502Fauchech Cost Lode Report by Enplogee 7 Cost Code Run_ |2~ Jur—2021 [13:11:41.93
E500-Paucheck Cost Cods Summary — by Tineshest Group Run_[02-Jul-2020 |15:45:45, 14
FB0E—Paucheck Pay Code Summary — Pu Catesoru/Pay Code Bun  |16-Dec—2020 |14 +4d 105 . A6

Summanry _t%

B Task 7216: Employee Paycheck History Summary X
Employee Paycheck History Summary
Required: Enter Employee#f (071826 | [FOX, EMILY W. |
Required: Check Date Range [mmddyyyy] From: ||]1 012022 |To: |1 2312022 |
Run as O preview O Pt OpPDF ((®) Excel
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All
& 5 % Check_History_ 7216 THERESAIZ]xml - Excel P search TheesaCompoel @) £ - O x
File  Home Insert Pagelayout Formulas Data Review View Help
T17 v S ~
A B C D E F G H | J K L a
1 [Employee 571826 FOX, EMILY W. Gross Pay: 766707 Federal TaxWages 6,982 90 Medicare Wages 7.611.02
2 Deductions: 486781 State Taxable Wages 761102 Retirement Wages 7,667.07
3 Net Pay: 2,799.26 Total Wages 7,667.07 Federal Taxes -690.09
4 Deposit: 284092 State Taxes -299 42 Social Security Taxable 3,445 50
5 Benefits: 323.99 Pension Plan Flag -628.12
6
7
8 Description Wages Description D i D i i D Description Benefits Description Hours/Days Type
9 REGULAR -days 217357 ALTUS IND TOWN 52 3595 FED 2020 TAX TABLE 76506 SOCIAL SECURITY TA 21363 REGULAR - days 3.00 Day
10 REGULAR - hours 5,493 50 NEXTEL GARNISH 15.00 STATE TAX 345 58 MEDICARE 110.36 REGULAR - hours 210.00 Hrs
11 SOCIAL SECURITY TA 126 98 MEDICARE 90.10
12 NORFOLK CTY PEN 9% 564.26 NORFOLK CTY 2% 63.86
13 DIRECT DEPOSIT 2,840.92 VISION SINGLE TOWP 20.10
14
i .
Hrempchkhis + i e »
Reacty T3 Aceesaibilty: Unavailable B W+

To allow sites to perform
pension calculations more
readily and W2 calculations
for verification this is now
available as an Excel report.

After filling in the employee
number and the check date
range, select the® Excel radio
button and click on OK.

The format for the new excel
output is shown at left.

[ADM-AUC-HR-10564]
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8 Tables [Enhancement]

The Vendor file is shared by the finance and human resources modules. Because vendors can be paid differently via the HR
module than the finance module, ADMINS clarified the labelling on the Vendor table.

8.1 Cost Code Table Vendor Payments [Enhancement]

Vendors are used throughout the
AUC system and the vendor
database is shared by many
modules.

Human Resources P Tables P Cost Code Tables

Payroll vendors are marked for a

: Vendor [p17672 Remit o1 payment type on the cost code
b S UNITED STATES TREASURY
CINCINNATI, OH 45999-0039 screen.

As shown at the left, Vendor
#17672 will receive ACH payments
when the cost code FED is used.

The Separate Check radio button is

PaymentType (O Payroll-Printed Check

Chari Wi chics set to @ No on the vendor for this
e g::yy"_;m cost code.
-Voucher

Accounts Payable P Vendors P [3 Classification]

Enter Vendors : On the Vendors screen,
e Z:\z:;muﬂ Yes No e . .
ctons. Vendor BFWIEE IS TREASRY - PAYROLL Dats Certified ClaSSIflcatlon tab' there ISa
— payment type and a separate check
SR radio button.
6AddAddress Restrict Access To OTown  (OSchool @ Both Authorized Representatives
Federal D# D1-1110764 Type ONone  (OSS# @ TaxID
7 Reports Bank Code [IRS UNITED STATES TREASURY - TAME Name Title
ABA#  0610-3600-0 Prenote [ Not Active [ [ H
O —— 0 Phone# [ano G000 s [~ To make it clear, the Payment type

Customer#
HRACH Tax Payment Type (0 CT Unem @ Federal () State O None [

[
CT Unemployment # 000000000 Phones [[000 000-0000 000 [

is now labelled as an “AP” Payment
Type, as well as an “AP” separate

Terms [DUR_ Due Ueon Recsipt [ f
Class L Unclassified Phone# [{006 Y 600-6000 5000 [

:'nmgng”gni:de F Hold Code [~ o ‘ : Check.
Phone# [(000Y 000-0000 oGO [
AP Payment Type (@ Printed Ck () Wire O AacH ()Mo Check
P Separate Check? O Yes @ No .
emmOws o O O [t ) covprre To find vendor payment types for
AP Payment Type ® Printed Ck () Wire O ACH (O No Check HR, look at the cost code.
Separate Check? () Yes (@ No
Changed: Date Certified i—
20-Feb-2009 Note [
MUPDEV2
Merge To Vendor BO0O0G Addresses onFile: 1
Status: Vendor Active Lieup up
O O Wi (0] () No Check AP Payment Ty @ Printed Ck (O Wire O ACH {"NDCnukJ
. (o] 4P Separate Chy (Yes @ No
TTima Vendor? TiVes @t TTIMEVenoor7 ) Yes ®INO  Talinbuendor L ves  @ND
Siate Bid List? l_’_! State Bid List? ,:"Yss ?le
Local Vendor? Q, - Local Vendor? () Yes @I No
Business Type, 1 LC Partnership v Business Type Sole Pmﬂ/I'\dl-,LM;’Snglk\L( v
Payment Type (@) Printed Ck (O Wire (O ACH (O No Check AP Payment Type (® Printed Ck () Wire (O ACH () No Check
Separate Check? @Yes (O No Separate Check? O Yes @ No
Figure 6 Before — the label did not include “AP” After — the labels include “AP”

[ADM-AUC-AP-1198]
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9 Timesheet Reports Library

With the hundreds of available reports, it can be hard to
find one. To make it easier to find Timesheet Reports, the
library is listed in numerical order by report number.

The reports are still categorized as “Entry” (unposted)
reports and “History” (posted) reports, but within each list
the reports are shown in numerical order.

If the AUC user community finds this helpful, we can do the
same with the other reports in the Human Resources Help
Reference Library.

Report Library by Timesheet

Report Name |View Report
6270-Timesheet Cards Run
———————— Timesheet Enkry Reports ———-——o

6273-Timesheet Entry Cards Run
c1d6-Harrant. Labor Costs — Expected ws, Actual Run
6093-Tinesheet Entry Detail - Changed Timeshests Run
E081-Timeshest. Entry Detail - MNotes Run
6882-Timesheet Entry Detail - Reason Run
EZ26—T imeshest Entry Detail by Expense Account Run
E220-Timesheet Entry Detail by TS Group/Employes Sample Run
EE0E-Timesheet Entry by TS5 GresEme Unproductive/Unpaid Run
E220-Timesheet Entry Detail by TS Group/Pay Code Run
6223-Timesheet Entry Detail by TS Group/Expense Account Run
F225-Timeshest Entry Detail by TS Group/Date Run
E07E8-Timesheet Entry Detail by TS Groupllesve Tupe Run
E230-Timeshest Entry Summary by TS Group/Emplodes Run
6232-Timesheet Entry Summary by TS Groue/Date Run
[F234—Tineshest Entry Summary by 15 Group/Pay Code Run
6236-Timesheet Entry Summary by TS Group/Expenze Account Run
F240-T imeshest. Hours/Earning 15 Group Sommary Report Sample | Run
6242-Timesheet Earnings Report By Category Run
EZd4—Timeshest Hours Report by Catezory Run
6250-Timeshest FLSA Hours Run
E208-Timeshest. Void and Manual Edit List Run
E260-Employee Time Horked Report Run
627 1-Employee Time by TS5 Group/Pay Code Run
E262-Employee Time by TS Group/Pay Code Tupe Run
7218-Employee Time Morked For Other Position Run
6227-Timesheet History Detail by Warrant /Expensefccount Run
FERS-Timeshest History Detail by Expensze Account Run
6759-Timesheet History Detail - Changed Timesheets Run

Figure 7 Before —not ordered numerically

September 2023

Report Library by Timesheet
Report
Run
Timeshest Entry Reports {Unposted) —————

B078-Timeshest Entry Detail by TS Groupdleave Type Run
BO81-Timeshest Entry Detail - Notes Run
6099-Timesheet Entry Detail - Changed Timeshests Run
Elde—karrant Labor Costs — Expected we, Actual Run
6208-Timesheet Void and Marual Edit List Run
B220-Timesheet Entry Detail by TS Group/Enployse Run
B222-Timesheet Entry Detail by TS Growp/Pay Code Sample Run
B223-Timesheet Entry Detail by TS Group/Expenze Account Run
6225-Timesheet Entry Detail by TS Group/Date Run
B226-Timeshest Entry Detail by Expense Account Run
B230-Timeshest Entry Summary by TS5 Group/Employes Run
6232-Timesheet Entry Summary by TS Group/Date Run
5234-Timesheet Entry Summary by TS5 Group/Pay Code Run
B236-Timeshest Entry Summary by TS5 Group/Expense Account Run
6240-Timesheet Hours/Earning TS Group Summary Report Run
6242-Timesheet Earnings Report By Category Run
B2dd-Timesheet Hours Report by Category Sample Run
6250-Timesheet. FLSA Hours Run
E260-Employee Time Horked Report Run
E2E2-Employee Time by TS5 Group/Pay Code Type Run
627 1-Emplogyee Time by TS Groups/Pay Code Run
6273-Timesheet Entry Cards Run
BEOE-Timesheet Entry by TS Grp/Enp UnproductiveUnpaid Run
6382-Timesheet Entry Detail — Reason Run
7218-Employee Time Horked For Other Position Run

—— —— Timezhest History Reports (Posted) —
B039-korkers Compensation Salary Report Run
E082-Timesheet History Detail - Motes Run
E121-Timesheet History Summary by Employse Marrant Run
Run
6247-Timesheet History Detail by TS Group/Enployee Run
E248-Timesheet History Detail by TS Group/Date Run
B2d9-Time=shest Hizstory Detail by TS5 GroupsPay Code Run
B251-Timesheet History Detail by TS Group/Expense Account Run
E252-Timesheet History Summary by TS Group/Employes Run
B253-Timesheet History Summary by TS Group/Date Run
6254-Timesheet History Summary by TS5 Group/Pay Code Run
E255-Timesheet History Summary by Expense Account/Harrant Run
BE07-Timesheset Hiztory by TS GrpEnp Unproductive/Unpaid Run
B669-Timesheet History Detail by Expense Account Run
5759-Timesheet History Detail — Changed Timesheets Run
E283-Timesheet History Detail — Reazon Run
6I0d-Timesheet. History Detail — Hotes By Date Run
[F228-History Enployee Time Horked For Other Position Run

After — the reports in numerical order within the category

[ADM-AUC-HR-10619]

10 Field Logging When Deductions or Benefits Are Changed

While users making changes will see no difference in the Employee Maintenance DED/BEN screen, the changes will be

logged here. To access the screen from the menu, select:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Human Resources P Module Maintenance P Field Logging—Employee Deductions/Benefits

Human Resources == [AUC] 7980-Field Logging - Empleyee Deductions/Benefits [theresa]
Maintenance > File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
Payroll Processing > B S8 wesm @ Q B &8
Timesheet Entry > ) ) .
Gy 5 Field Logging - Employee Deductions/Benefits
Void/Manual/Figure Paycheck oto
Employee  [000040 THOMAS F CAMPEELL
>
Billing and Invaicing Adtions Positon FM DIRECTOR 1 Edi List 2 By Warrant
Bank Reconciliation >
Queries >
/Change Date Time User Cost Code Effective Field FromiTo Where Changed
bepeis 4 05-S2p=2023 14106 LUANN Bark Account. 1310921358 EMPMATNT
Tables > 11111141
Al =y N 05-Gep-2023 14306 LUANN Cost. Code . EMPHATNT-ADD
Year-End Processing z 05-S2p=2023 14106 LUANN Additional Amount EMPMATNT
Module Maintenance > Human Resources Madule Control 50.00
05-Gep-2023 1407 LUANN Cost. Code PLGF THN EMPMATNT-DEL
Interfaces/Imports > Payroll Check Form Maintenance
Site Specific > Payroll Check Form Maintenance by Bank 05-Sep-2023 14 :07 LUANN Original Amount 27.000,00 EMPMATINT
HR Module Control Detail Billing
Help Reference Library 05-5ep-2023 14107 LUANN Cost Code EMPHATNT-ADD
Archive Terminated Employees OVERSOK
06-Sep-2023 121028 ANTHEA MA- 05-Sep—-2023 Additional Anount 50,00 EMPMATINT
Email Distribution Lists 5,00
Email Users 0A-Gep-2023 12:03 ANTHEA HA- 05-Sep-2023 Additional fnount  55.00 EMPHATHT
56,00
Field Logging - Human Resources Module Cantral 07-5ep-2023 08503 LUANN Cost Code NC22 EMPMATNT-DEL.
Field Logging - Employee Personnel
07-Sep-2023 08:06 LUANN Cost Code EMPMAINT—ADD
Field Logging - Employee Deductions/Benefits I ACC-AFL
07-Gep-2023 08107 LUANN ACC-AFL  07-Sep-2023 Additional Anount EMPMAINT
Field Logging - Bank Table 50.00
07-Sep-2023 10:58 LUANN ACC-AFL Cost Code EMPMAINT—ADD
ALTHIF
07-G2p-2023 11:00 LUANN OVERSOK  01-0ct-2023 Stap Date EMPMAINT
06-0ct-2023
07-Sep-2023 11:04 LUANN NC-PHS Cost Code NC-PNE EMPMAINT-DEL
10.1 Screen Features
= [AUC] 7980-Field Logging - Employee Deductions/Benefits [theresa] The COI umns on the screen are:
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help .
BSE e+ EHQaEL Change Date
Field Logging - Employee Deducticns/Benefits Time
Goto U
Employee {00040 THOMAS F CAMPEELL ser
Actions ploy x . 1 Edit List 2By Warrant
Pasition BRI DPH DIRECTOR Cost Cod
Change Date Time User Cost Code Effective Field FromTo Where Changed Effective Date
(7-52p-2023 03107 LUANY ACC-AFL  07-5ep-2023 FAdditional Fmount EMPHATNT
50,00 /
07-Sep-2023 10358 LUANY ACC-AFL Cost Code EMPMAINT-ADD From /To
ALTNDF
07-Sep-2023 11300 LUANN OVERSOK  01-0ct-2023 Stop Date EMPMATNT Where Cha nged
06-0ct-2023
07-Sep-2023 11104 LUANN NC-PH Cost Code HC-PNS EMPMAINT-DEL

To match the change with the cost code quickly — the Cost Code and Effective date are shown on the screen.
If either the “From” or “To” field is blank, no data will be shown on that line. For example, the change on September 7 at
8:07 for the cost code ACC-AFL did not have an original additional amount but now has an additional amount of $50.00.

Field Logging - Employee Deductions/Benefits

2 By Warrant

Goto.
Employee THOMES F CAMPEELL 1 Edit List
P Position G2 TPAITR 01 TPH DIRECTOR C eyvama>

Change Date Time User Cost Code Effective Field From/To,
07-52p-2023 1634 ANTHER A 05-Sep-202% Stant Date 09-52p-2023
07-52p=2023 16:3d ANTHER A= 05-Sep-2023 Additional Amount 55,00
11-5ep-2023 14:06 THERESA DEFVOL  07-Feb-1391 Cost Code DEFVOL

Where Changed
EMPHATNT

EMPMAINT

EMPMATNT-DEL

Two buttons on the screen allow
printing a list of the changes. The first
is the edit list button.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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10.1.1Edit List

Click on the [1 Edit List] button to run this report.

Human Resources

September 2023

B Tosk 7981: Field Logging - Deduction/Benefit Edit List x
Field Logging - Edit List
Optional: Enter up to 9 Employee# Edit |[| values: |
Optional: Include Only Changes by this User ‘ | ‘
Optional: Change Date Range [mmddyyyy]  From: | ‘Tu:‘ The ed|t ||St can be ﬁltered to use Only
selected employee numbers; it can list
Run as @) Excel . )
changes made by a particular user and it can
Laokup ok Cancel | | ClearAll list changes only within a specified date range.
All the criteria are optional. If no criteria is entered, the field logging
edit list will include all changes for all time.
?z Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B S8 e+ EY Q@ E L
) No picture
Employee Maintenance on File
ez mployee Number 00040 TR
zas Emplovee Positon Attachments.
- Position fT421DPWDIR -01 DP : .
s curent T 7 The edit list is always run as
K Delete Code ., excel and shows the
‘ 1 Contact 2 Personal 4 mes\ SPayrol | | GAccounting| | 7Saary | |8DatesiClass| | 9 Dearees 0Custom | | UAccidents VACA em p | Oyee num be r’ nam e’
H:;g’;:& }(E;f;fgg;fzozz };m Date ramummm;@\\ = e Griginal Ami__Remaining Saliote pOSitiOI’\ change date. time
FLTHDF  [p1-0ct-2023 S~ 4 4 4
ey s 99,599.99 \,_$.00 —— P the Change user, the cost
Egiggtm 21:;:;:;2?; 0T-Jar-202% 30,292?5?@11;2;21 [01-Jan-2023 | 30,296.63 Code that was Changed, the
[[NS-PU_ [01-Jan—2020 .30 e NOTE . )
P e i Bl Mantance effective date, the field that
MEDD [07-Feb-1991 1.45002
[DVERSOK_[01-00t-2023 [06-0ot-202%, Was Changed, the old value
HG-BEM [07-Fek—1991 5,00 (? Delete CostCode: DEFVOL Effective: 07-Feb-19917
and the new value, and
= where the change was made.
Non-Direct Deposit Acct Entry & Note for DEFVOL | Family Court Life Insurance [ Tax Information  Type Table #Exempt
Bank ds Federal FED2020 H 99
ABA  0000-0000-0 Account| | InvestmentAmount Calendar Year Annual Maximums State MA M 2
Type Checking Saving Pre-Note [~ Empl Amount § Other
NOTE [incresse recuested 0L/2021 Holdover Amount [ [Employer Amount §
aH9- = DedBen Changes 7061 THERESA[3)xml - Excel
Fle  Home et Pagelayout Formuas Data Review View Help For example, if the change
s # o . - : . . , . ) | was the result of deleting a
1 E N Positi Change Date Time Change User CostCode Effective Field old N Wh f :
157000030 CAMFBELL TFOWAS F T IDPWDIR 0T STt 110 LA CuERan 000 ﬁnm _ OO 7073 EMPART cost code it will show that
15 00040 CAMPBELL, THOMAS F T421DPWDIR -01 977 11:04 LUANN NC-PNB Cost Code NC-PNB EMPMAINT-DEL
16 00040 CAMPBELL, THOMAS F T421DPWDIR -01 16.34 ANTHEA MA- 9/5/2023  Start Date 09-Sep-2023 EMPMAINT the Change was made on the
17 00040 CAMPBELL, THOMAS F T421DPWDIR 01 977/ 16:34 ANTHEA  MA- 91512023 Additional Amount"56.00 EMPMAINT .
18 D00D40  CAMPBELL, THOMAS F T421DPWDIR 01 9/11/2023  14:06 THERESA [DEFVOL _ 271991 |Cost Code DEFVOL emp|0yee maintenance
19 Total Changes for Employee 17.00
= (EMPMAINT) screen using
DEFVOL 2/7/1991 MPMAINT-
gg Selection Legend: E DE the (DEL) [K Delete COde]
P Ermioree 40 button.
26 Change Date: 09012023 to 09302023
27

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

All Warrant/Create Timesheet Screen
Goto.
Pay H
A ‘ 2ot | | 3GhoskDals | | &nosioais | Perod Bank Batns S Ena The [By Warrant] Button will generate a
SAgt iaran report that lists all changes to employees
6 Delete Warrant 1 Detais m14—55p—2023 FE__JFATC 0d—Sep—2025  [13-Sep-2023 |V
[PO3762  [31-Aug-2023 |N IPAVC [F1-ALe-2023  [31-Aug-2023 [N
7 Edit List [BOZ7A1 ‘OE—ng—ZOZZ [29-ALg-2023  [4E IPAYC 2860 01-Aug-2023 [31-Aug-2023 [P between the Sta rt and end dates of a
[B0Z760 [11-Aug-2023 [31-Aug-2022 |[EL PAVC 2053 [23-Jul-2023  [05—-Aug-2023 |
8 Timesheet Entry BOZ7E8 [P-Tu1-D003 [04-Fug—2023 [ FEve 3561 [Pe-Jul-2002  [Pe-Jul-2023 |F. warra nt_
ENETEE] ‘04*9\.@*2023 28-Jul-2023 |HE PAVC 2848 |16*Jul*2023 [22-Jul-2023 |
eady
B Task 7982: Field Logging - Deduct/Benefit Changes by Warrant X
Field Logging - Deduction Changes by Warrant
Required: Enter Warrant? (90376 Multiple changes to multiple employees
by multiple users will be shown on the
Run as @ Excel report.
Lookup Cancel Clear All
D= = DedBen_Changes_ByWarrant ol - Bcel P search &
File  Home Insert Pagelayout Formulas Data Review View Help
050 vl S v
A B Cc D E F G H I J K L M N o a
1 |[Emp# Name Position Change Date Time Change User CostCode Effective Stop-Date  Start-Date Stop-Date  Field Old New  Where
8 000040 CAMPBELL. THOMAS F T421DPWDIR -01 9/7/2023 16:34 ANTHEA MA- 9/5/2023 Start Date 09-Sep-2023 EMPMAINT
9 [Bo0040 CAMPBELL. THOMAS F T421DPWDIR -01 9/7/2023 16:34 ANTHEA MA- 9/5/2023 Additional Amount "56.00 EMPMAINT
10 "500040 CAMPBELL, THOMAS F T421DPWDIR -01 9/11/2023 14:06 THERESA DEFVOL  2/7/1991 Cost Code DEFVOL EMPMAINT-DEL
1 Total Changes for Employee 9.00
12
13 00199 BOYAN, KAREN M T162TWNPOLL-01 9/7/2023 11:25 ANTHEA AN-MASML 10/1/2023 Cost Code AN-MASMU EMPMAINT-DEL
14 00199 BOYAN, KAREN M T162TWNPOLL-01 9/7/2023 1542 LUANN DIRDEP  5/25/2021 Cost Code DIRDEP EMPMAINT-DEL
15 Total Changes for Employee 2.00
16
17 07788 CATALANO. LYNN 50125CHCLRK-01 9/5/2023 1410 'WENDY Cost Code EFTCK1 EMPMAINT-DEL
18 Total Changes for Employee 1.00
19
20 1071824 LINGLEY. MARIE S009TEASUBS-01 9/5/2023 1411 THERESA Cost Code DIRDEP EMPMAINT-DEL
21 71824 LINGLEY. MARIE 5012TEABMMS-01 9/5/2023 1411 THERESA Cost Code DEF-OB EMPMAINT-DEL
22 Total Changes for Employee 2.00
23
24 1071825 GIANGRANDE. HARRIET X BRILLANT T422DPWDROP-01 9/5/2023 14:07 THERESA Cost Code BLXS26 EMPMAINT-DEL
25 Total Changes for Employee
26
27
28
29 Selection Legend:
30 |————
<l
32 Changes for Warrant 903763 between 9/4/2023 9/13/2023

[ADM-AUC-HR-10660]

11 Site-Specific #6919 Bargaining Unit Dues [Enhancement]

Specify the directory when this report is run. This allows the user running the report to know precisely where it is
located when it is time to send it on to the intended recipient. To run the Bargaining Unit Dues report, either select
# 6919 from the Quick Task and Report Selector:
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B S8 e + M & QH

Goto..

Actions
Enter Report/ Task#

Quick Task Selection

Bargaining Unit Duss Report.

e 1 Run Process.

Or from the menu, select:

Human Resources P Site Specific » {Scroll to the bottom of the list} » Bargaining Unit Dues Report

Site Specific

>
\ Bargaining Unit Dues Report

8 Tosk 6315: Bargaining Unit Dues Report
Bargaining Unit Dues Report

Required: Check Date Range [mmddyyyy)

Required: Enter Posted Warrant &

From: [[[ETTEATR
903567

Required: Enter Local it 12345
Optional: Enter Bargaining Unit

Edit

Edit

Optional: Enter up to 9 Calegories 0 values:

Optional: Enter up to 9 Cost Codes 0 values:
Run 85 ) preview (O Primt @ PDF () Excel
H Printing use Duplex @ Yes () MNo

Lookup

To: [20-apr-2022

Cancel Clear All

Figure 8 Before — There was a hard-coded directory location

Specify the export directory location here

—

7 Task 6910 Bargaining Unit Dues Report
Bargaining Unit Dues Report

Required: Check Date Range [mmddyyyy)

Required: Enter Posted Warrant # 903761
Required: Enter Local #: 12345

From: [TENIEAFE  |To:

31-Aug-2023

Enter Bargaining Unit Dues Export Directory (ex: D:PAYROLLADUERPT): ‘Z:\gdmhnmg\au:\tnnv:ﬂ

Optional: Enter Bargaining Unit

[0 values: |

Optional: Enter up to 9 Categories Edit
Optional: Enter up to 9 Cost Codes Edit |u values: ‘
Run as O preview O Print.~ @ PDF O Excel
If Printing use Duplex @ ves O No

Lookup Cancel Clear All

Figure 9 After — Specify the export directory

Bargaining Unit Due Report

B Unable to Access folder
|| dadmhome'transfer
Review Export Directory entered

If the folder that is entered does not exist, it will display this message and
stop the process.

The specified directory will be saved, and will appear on the prompt the next
time the report is run.

The report that is produced and displayed will show the export location. In
this case, Union_Dues_6919 WENDY.csv is the file name, and it is located in
the directory z:\\admhome\auc\convert\ that was specified when the user
ran the process.
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Home  Tools u

w®h 8 Q

(&) Union_Dues_6919 WENDY(2].pdfesse (-1

@ 1>

R DOOG - R T BZ2&4D0Q

[Export: z:\admhome\auc\convert\Union Dues 6919 WENDY.csvV |

6919-HRPAYCHKLST_CSTCOD.REP

Printed 08-Sep-

3~at 14:57:48 by WENDY Page 1
Town of Admins
Bargaining Unit Dues Report

Local: 511

Export: z:\admhome\auc\convert\Union Dues 6919 WENDY.csv

Empl# Name

Position

Description Dues Hire Date HR Rate Sched.Hrs

000040 CAMPBELL, THOMAS F
000062 DAY, LYNN E

000074 PROVOST, MICHAEL

000087 THE ESTATE
000152 PETERSON,

0 KAR

OF, KAREN A
ITH C

0 S
T421DPWDIR -
SO09TEASUBS -
X999RETTERM-
T992RET1095-

DPW DIRECTOR 981.44 07-Feb-1991 66.5700 Ré6
SUBSTITUTE TEACHER 29-Aug-2022 110.0000

RETIRED POSITION 03-May-1978  55.7962

RETIREE ACA 1095C REPORTING 01-Jan-2015 1.0000

TOWN ADMINISTRATOR 17-Dec-1987  85.9500 TOWN SAL
E!

TION/TOWN MEETING WORKERS 01-Dec-2020 1.0000

Figure 10 Sample of the Bargaining Unit Dues Report

September 2023

[ADM-AUC-HR-10566]

12 Site-Specific Danvers Health Equity Reports [Enhancement]

There are two exports. One for HSA and one for FSA. Each export report has been updated with a legend that shows the
warrant number and all of the selection criteria.

MName

HR_HealthEquity_HSA_Expart_6760_WENDY[2].pdf
HR_HealthEquity FSA_Export_6761_WENDY[2].pdf

Human Resources
Maintenance

Payroll Processing

Vear-End Processing
Module Maintenance
Interfaces/imports
Site Specific

Help Reference Library

Iy AESOP Timesheet Import
> ICMA Export

Novatime Timesheet Import

FinTrac Timesheet Import

Voya Financial Export

CrewSense Timesheet Import

CrewSense Police Timesheet Import
Danvers - Health Equity HSA Export
anvers - Health Equity FSA Export

ranston Police Timesheet Import

PowerSchool Timesheet Import

Crewsense Timesheet Import - Fire

Crewsense Timesheet Import - Police

Detail Billing Impert - Police

Town of Danvers
Danvers - Health Eguity FSR Export

AVERY, GAIL
DALTIMORE, HANNAH
ERULIEU, MECHRN B
DENCAL, MATTHEW
BLACK, AMANDA
BOUCHEARD, AMY
DOUDREAULT, KELLEE
DoCC0, JRCLYN
CARLEON, ERIESTOFER
D"ENTREMONT, ERIETEN
DEMASI, KATHARINE
DEMERS, KERI L

E7&1-HRULTHEQFLET . REP Printed 07-Sep-2022 at 15:48:38 by CGRACE Dage 1

To access the reports, from the menu, select:

Human Resources P Interfaces Imports P Danvers Healthequity HSA or FSA Export

The legend will include the warrant for this report and list each of the selected categories.

Selected
Selected
Selected
Selected
Selected

903758
BC
CH
AN
CI
FSA DC

Warrant:
Categories:
Categories:
Categories:
Categories:
Categories:

[ADM-AUC-HR-10563]
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13 Help Reference Library

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

13.1 New or Updated in the Help Reference Library

Employee Positions HR-110 Employee Maintenance Screens [Updated]

[ADM-AUC-HR-10588]

13.2 New or Updated Content on ADMINS.com

How to Void a Payroll Check and Replace it with a Manual Check (5:25) [New]

14 Using GoToResolve

[0
‘ AUC support staff will use e [Mewp GER
/-"__.* a new tool called W-= e ©6 > P b B | O g y
- “GoToResolve” to allow
| users to share their

Remote Support Invitation - PIN: 835604984
Wendy Tarantola @9 |& ||
To Theresa Campbell Thu 9/7

We will telephone you first to review the e s e

B .
problem. Then we will send an e-mail with
a link to click on.

o = screens more easily.

Please join my session at:

https://helpdesk.me/join/835604984 . .
Sent from Mail for Windows CIICk on the Ilnk'
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G oTo Resolve

Your agent is ready to help you

Only accept support from an agent you trust.

Clicking on the link will open a browser WT
window that looks like this.

Wendy Tarantola
Click on the accept button to begin.

Company  supportadmins.com Click on Accept to begin

Email wendy@admins.com

Decline
ﬁ Active session 00:05
Your name: Not provide 4
A browser window with instructions opens. T

device as if they were right next to you.
Wendy Tarantola

Click on the m button. N ‘
@  Support session established with Wendy Tarantola,

B Contseeyourscreen, RS Can't control yourdevie

A+ Wendy Tarantola has joined the session.
During the support session you may be 9 Connected Yoursupport sgentwillbe withyou shorty Company  supporadminscom | Click on End
asked to provide additional access. The Emal  wendy@adminscom | finished

support team member will walk you
Report abuse

through that process if we need to control
K . ) ) To let Agent see your screen, click sHare and share your entire screen.
yOUr screen Instead ijust view it. Agent will be able to see your screen, same as you.

B3 This session will be recorded. Important information about this session

By continuing, i t our F Policy. Click on Share to allow su A Never provide sensitive information during this
. . . . W support (such 5 credit card dat d
Click on end session when finished. to view your screen session such 35 credic card data or passwords)
i A Ifyou experience anything suspicious, please use

the report abuse button.

& e srantola B A Vou can end this session any time by clicking end
session button.

[ADM-ADM-ADM-6500]
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15 Access Videos & Quick Tips from the AUC Login Screen

Please Sign In:

Username |THERESA Theresa
Password |

Training Mode
Login Exit O 9

Reset Password

IMPORTANT NEWS | About our products E-newsletter
[ Click on the link to go to the Video Launchpad

on the ADMINS website.
Support Info

The website direct address is above. The link on

IMPORTANT NEWS  About our products Support Info E-newsletter the AUC home page shown at leftis a qUiCk
Support option if the site allows direct access from the

Click the Button to start your browser AUC server.

Join Go To Meeting

ADMINS Website

Videos and Quick Tips ,

support@admins.com

—
w Home  What'sNew  Videos & Quick Tips  Library ¥ More ¥ 2

We are adding content all the time so check

AUC Video Launchpad
back often; we also send out a “Featured Video

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

users to take a deeper dive into a process or get a refresher for "once a year” tasks. Of the M (0] nth" ema | | .
Getting Started GL Training AP Training
Logging In to AUC & Basics (7:00) Add a New GL Account (4:07) Approvals - The AP/PO Dashboard (3:49)
Logging_out of AUC (1:54) Budget Transfers via a JE (2:55) Create a Direct Payment Voucher (5:35)
Reset AUC Password (2:00) Drill Down on Account (4:51) Create a Voucher from a PO (6:20)

[ADM-AUC-SY-8305]
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