Human Resources

Release Notes September 2024

This document explains new product enhancements added to the ADMINS Unified Community (AUC) for Windows HUMAN
RESOURCES module.
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Human Resources September 2024

1 Reactivation of a Terminated Employee

When a position is reactivated, is it now possible to remove all stop dates that match the termination date. This
would expedite the reactivation of a terminated employee.

HR » Maintenance » Employee Maintenance P [8 — Dates/Class]

Human Resources

Maintenance ¥ Employee Maintenance

Below screen shows an employee with a termination date:

= [AUC] 5445-Emp|0yee Maintenanc%umanksourcas Budget Collections Tex Motor Excise MiscBilling System Favorites Help
B S e & Q @ F L o

No picture
Employee Maintenance on File
Goto Employee Number  BEERI  MARIE A ADILETTO Empioves Attachments (21)
Position EUOQEF{ CURR-01 ASST SUPT FOR CURR. IMST & ASS 2 0f 2 Employee Positon Attachments

1Add Employee

ke

Terminated 30-Jun-2024

P Add Position
1 Contact 2 Personal 3DediBen | | 4Add Wages 5 Payroll 6 Accounting 7 S‘ | 8 Dates/Class }g 0 Custom U Accidents VACA

Employee Age| Position Dates LOS ‘ETmemrm Eligibility Date
Date of Birth 05-Mar—1970 54| Date Applied Medicare OYes@No [
Date of Death Offer Date Retirement O Yes @ No
Date of Marriage Position Hire Date PI-JUL-2017 ¥ri6 Mo:il Dyt23 | Pension (O Yes @ No
Fingerprint Position Hire Reason [ | SickBank OYes@No [
Physical Completed Anniversary Date [p-Jul-2012 Civil Service(Seniority Date) O Yes @) No
Longevity Date [pE-JUL-2012 ¥riil Mo:il Dyi28| ERI OYes@Ne [
Last Processed Probatian End Date Perfect Atlendance OYes@No [
Last Payroll Posted Date 05-Rpr-2024 Retirement Date — Union Dues Oves@no [
Last Perfect Attendance — EEOQ/Qrig Hire Date [p2-JuL-2012 ¥r:1l Mo:il Dy:28| Custom Dates
Last Annual Attendance I FT Date [p2-JUI-2012 ¥r:1l Mot1l Dy:28| Spouse D.OB —
Final COBRA Date Recall Date
Other Layoff Date Seasonal Rehire Date
Leave of Absence Start — Recall Date Current Position P1-Jul-2017
Leave of Absence End — CTPT Sick Leave Date [ Other Date #5 .
Adjusted Seniority Date — Evaluations Date of LastEval [ Other Date #5 —
Tenure Date — Date of NextEval [ Other Date #7 —
Other Date #3 —
Classifications ~ Employee Status BB sub no lomger accepting/resigred Other Date #9 —
Employee Type F Full-Time OiherDate 210  —
EEO Employment Category 01 OFficials/Adninistr, n N
EEO EmploymentTipe 01 Full-Tine Termination Date [30-Jun-2024
Workers Compensation Code B868 SCHOOL TEACH & CLERT
Acerual Group F 25 WL adw 150 sick 25 vac Reason
Resigned

When the termination date is removed, the following prompt will appear:

For deductions with stop dates that
match the termination date, it will Click " |to re-instate
display "Start Deductions and o start Deductions Stopped on 30-Jun-20247 the deductions.

Additional Wages Stopped on

[batel”

—
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8 ADMINS Unified Community Release Notes — Version 24.3
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The deduction/benefits tab [3 Ded/Ben] shows the Cost Codes that have a Stop Date applied. These match the termination
date. The stop date will be removed when the employee is reactivated if = |isclicked.

Current Tier 1
Terninated 30-Jun—2024

J Add Code
K Delete Code

1 Contact ages S Payroll 6 Accounting 7 Salary & Dates/Class 9 Dearees 0 Custom U Accidents. VACA
Cost Code |Effective Stop Date unt|Message Additional Amt|Start Date Stop Date Original Amt] Remaining Bal|Note
A57ROTH  |01-Jan-2024 |30-Jun-2024 50,00 [01-Jan-2024

457SE 01-Jan-2024 |30~-Jun-2024

7 1.475.40 SE6,57 [NOTE
ALT ADMF [01-Jun-2022 [30-Jun—2024 (55

JDIRDEP  |02-Jul-2012 [30-Jun—-2024 31,121.55 |L0-How—-2022 31,121.58

ER BC F [01-Dec-2018 [30-Jun—2024[63 6,568, 17 4,294 50

HHMO ADMF [01-Jun-2013 [30-Jun-2024[%
MEDL 13=Jun-2012 [30-Jun-2024
MTPNLL  [13-Jun—-2012 [30-Jun—2024

For additional wages with
stop dates that match the
termination date, it will ask
"Start Additional Wages
Stopped on [Date]?”

Click " __lto re-instate the
o Start Additional Wages Stopped on 30-Jun-20247 additional wages.

tes

The Additional Wages tab will show any additional wages with an End Date that matches the termination date.

J Add Code

K Delete Code Terminated 30-Jun—-2024

1 Contact 2 Personal 3 Dad.iul\ 6 Accounting 7 Salary 3 DatesiClass 9 Dearees. 0 Custom U Accidents WACA

ods —
Pay Code |Description Seq |Start Date End Date 5 Amount[Account Enc. Balance|Mote
ROIR Athletic Director Pay 1 [01-Jan-202 30—.][1!1—2024 1234, 00 [1000-300-3510-108-09-00-51262
| [T
[ [T 1
If there are stop date(s) for
additional wages that match
the old termination date and , y Click " |to re-instate the
R Start Deductions and Additional Wages Stopped on ..
stop dates for deduction(s) o 30-Jun-20247 additional wages.
that match the old
termination date, the message
i 8
Wi e:

If there are no stop dates in the deduction or additional wage screen that match the termination date, this
message will not appear.

[ADM-AUC-HR-10763]

—
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2 Timesheet (TS) Group Changes [Enhancement]

ADMINS added a feature to prompt for a change to the Primary Timesheet Group when changing
the Position Timesheet Group, preventing oversight when an employee changes positions and the
timesheet group needs updating.

Timesheet groups for individual positions can differ from Primary TS Groups. Employees have a primary
timesheet group assigned to them, and this is the group to which their paycheck is sent. Usually, an employee's
primary timesheet group corresponds to their active job position's timesheet group.

If an employee holds
two active positions at
distinct locations, the
primary timesheet
group designated on
the [2 Personal] tab is
based on where they
are located on the
payroll distribution day.
See the image below,
on the left.

The Position TS group
defined on the [5 Payroll]
tab defines the group in
which this position will be
included for purposes of
electronic timesheet entry.

Each TS Group has
security that allows
only designated users
to do data entry for
the TS Group. The
image below on the
right shows the [5
Payroll] tab.

[E= [AUC] 6448-Employee Msintenance [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tox MotorExcise MiscBiling System Favorites Help

B ESE W+ +om Q & @& u

No picture
Employee Maintenance on File
oo Employee Number  REENEl  HENRY HOLRLY Employes Attachments.
Actions. Employee Postion Attachments
1Add Emplovee Current Positions  T510BOHSCLK-01 SENIOR CLERK- BORRD OF HE 1,0000
PAdd Position 0 All Posttions 000 -00

1 contaf 3 PEraonal | YoeaBen | sadd ases 5 Payroll 6 Accounting 7salary | |8 DatesiClass || | 8 Dearees. 0 Custom U Accidents VACA

FORM W4 Tax Information
Reporting Location [ @® >=2020 box 2c checked TaxType  Tax Table Exemptions
Location Grade [ () »= 2020 box 2¢ not checked Federal FEDR020
O==2019 State PR o [T
Date Married sepz | otherstate] [ F
Fingerprintes [ stepaa [
Date of Physical | stepdo [
DateDeceased | Suniving Spouse | Step 4c
N " Employee Status
|F'nmary Timesheet Group [TOWN —TOWN  TOWN DisabiltyCode [
Veteran Code |
Code [0
‘ Race oo
‘ Employee Photograph 2 Aftach Picture: X Remove Picture

= [AUC] 6440-Employee Maintenance [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B EE we s m i (OR[N H

No picture
Employee Maintenance on File
Gelo. Emplayee Number  SFERE  HENRY HOURLY Employee Afiachments
actons Position  [TEI0BOHSCLK-OL SENIOR CLERK- BORRD OF HEALTH 1 Of 1 Emplovee Posion Aftachments

P Add Posttion

1 Contact 2 Personal 3Ded/Ben | | 4Add Wauccuuntmu 7 Salary & Dates/Class| | 9 Dearees. 0 Custom U Accidents WACA

1Add Employee ‘

Pay Classification ¥ Salary Change GrouD |]’|f0l1Tlat|0I'|
Effective Date  01-May-2024 Entity I~ TOWN OF ADMINS
BargainingUnit TOCL =01  Municipal Emplogess  Annual Salary 46683.00 )
Grade Schedule C2 Town Clerical 35hrs  Period Salary 837,75 Timesheet Group OHN_ —TOWN TOHN
Grade 8 Daily Salary 179,55 PayGroup JTEST 52,00 TEST MWEEKLY
Step 4 Hourly Rate 25,6500 NOE
FTE  1.0000 Per Diem 179.55 FLSA Code NONE NO FLSA
Tiers 1 [Lump Sum Indicator [
Rate  Label
Work Schedule  Shit  REG3S 55 35 hours ‘Work Schedule 1
2
Day Hours  Days Day Hours  Days 3
Thursday 7.50 4
Friday 4.50 5
Saturdag
Sunday
Manday 8,00 1099-R Information
Tuesday 7.50 Box2b Taxnet determined Total distribution
Wecresday  7.50 Box7 [ [ Box9a [ % IRA/SEP/SIMPLE
Boxg | Box9b |
Total # Hours 35,00 Total # Days Boxs [ % Box10 [ Box11 pooo
Box 12 FATCA filing requirement Box13 [

—
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Upon assigning a new role (“position”) to an employee, such as when they transfer departments, if there is a different TS
Group associated with the new position, it is updated in the [5 Payroll] tab.

1. Modifications to the TS Group on the Payroll Tab

If modifications are made to the TS Group within the [5 Payroll] tab, the system now prompts to confirm whether the
primary timesheet group should be updated as well.

Group Information
ity WM OF ADMINS
mesheet Group o VIR I-1:c vo

P = WEEKL

FLSA Code NONE MO FLSA 1 Conta 2 Personal Ded/Ben 4 Add Wages 5 Payroll 6 Accounting
Lump Sum Indicator [

B ASKSCR x
" - . Reporting Location |
Additional Rates Update Primary Timesheet Group? [Y{N] )
Rate Location Grade

] ‘YI Date Married

2 [ - ate Marrie

3 ,7 Flngerprlnteq

4 ,7 Ba:e nghYSICZI cuni . |

ate Decease urviving Spouse
° Cancel
Primary Timesheet GFOUDI Ok —DPk Idepartment public works

1099-R Information | N
Box 2b  Tax not determined Total distribution . =
Box7 [ Box9a [ % IRA/SEP/SIMPLE Primary Timesheet Group TOWN  —DPH
Box 8 Box 9b |
Box8 [ % Box 10 Box 11 o000
Box 12 FATCA filing requirement Box 13

Enter “Y” to update the Primary Timesheet Group and click on . Enter “N” and click on to leave the

Primary Timesheet Group as is.

2. Adding a New Position in Another TS Group to the Employee

If an employee gets a new position with a different timesheet group from their previous one, the system will ask to update
the Primary Timesheet group.

, - Important: Changing the Primary TS Group in the [2 Personal] tab will
?“';;‘m not affect the Position TS Group in the [5 Payroll] tab — it will stay the
~ same.
[ADM-AUC-HR-10567]
3 Queries

ADMINS maintains all reports related to a specific warrant in the Warrant History. From this interface, users can either view
or send reports via email. Reports containing Social Security Numbers will no longer be available for emailing.

—
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The “Email” button is now no longer available for the Benefit Category Report as it might include Social Security Numbers.

Users can only view this report.

HR » Queries » Warrant History

== [AUC] 6815-Payroll Disbursement Warrant History
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  Systemn  Favorites  Help
BB S me +om Q = &8
Payroll Disbursement Warrant History
Goto... Warrant# Batch# 4101 CheckDate  28-Feb-2024 Period Start 11-Feb-2024
Actions Bank PAYC  PAYROLL — CITIZEMNS BAMK NEW Posted Date  08-Feb-2024 Feriod End 24-Feb-2024
5 [5eq® [Description Filename Buttons ~
1 blarrant. Employee Count Report Hr_barrant_Empcnt._6022_THERESA_4101, pdf
= Fica Limit Report Ficalimit_6162_THERESA_4101, pof
I Warrant. Summary Report HRHarrant_6199_THERESA_410L.pdf
14 Labor Distribution GL Posting Report HR_Posted_to_GL_6221 THERESA 4101, pdf
5 Work Date Fiscal Year Report CheckCalcFY_6927_THERESA_4101.pdf
d Wage Sunmary CalcChkSummary_7200_THERESA_4101 , pdf
7 bage Summary CalcChkSummary_7200_THERESA_4101 , pdf
El [Deduction Register - Cost Code Summary  |HRPayDed_7220_00_THERESA_4101,pdf
El FPauroll Register — By Timeshest Group Payroll Regizter TSG_7209_THERESA_4101.pdf
10 |Payroll Payroll _Register_7210_THERESA_4101.pdF
|t eduction Register - Cost Code Summary  [HRPayDed_7220_CODE_THERESA_4101,pdf
C 7 [erefit Categories [BenDedCat._7226_THERESA_4101 , pdf 7 View l 8 Erna
[Peweall Check Resister HRPaycheck Register_7231_THERESA 4101, pf il
14 |Deduction Register - ERPLOUEE DETET———iHiPerbes— e N = S ERSE e
15 [Deduction Register - Paucheck Category S [HRPayDed_7220_CAT_THERESA 4101.pdf
16 |Payroll Voucher - Preliminary Vouchers_7271_THERESA_4101.pdf
17 |Vou#'er Batchae Created in Accounts Pgeelee®hes Batches 7272 THERESA_4101, pof
Figure 1 Screen before - Email button available
== [AUC] 6815-Payroll Disbursement Warrant History
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

BE S8 M+ m Qo= B A

Payroll Disbursement Warrant History

Goto..

13 |Payroll Check Resister

HRFaycheck_Register_7231_THERESA_4101,pdf

Warrant# Batch# 4101 CheckDate  28-Feb-2024 Period Start 11-Fekb-2024
Actions. Bank PAVC  PAYROLL — CITIZENS BAMK NEW PostedDale  08-Feb-2024 Period End 24-Feh—2024
+ [5ea= [escription Filename Buttons ~
1 Harrant Employse Count Report Hr_Warrant_Empont_6022_THERESA_4101.pof
2 Fica Limit Report Ficalimit_G162_THERESA_4101,pdf
H blarrant. Summary Report HRkarrant._6193_THERESA_4101 , pdf
14 lLabor Distribution GL Posting Report HR_Posted to_GL_&221 THERESA_4101.pdf
5 bork Date Fiscal Year Report CheckCal oFY_B6327_THERESA_4101, pdf
e age Summary CalcChkSummary_7200_THERESA_4101.pdf
7 kage Summary CalcChlkSummary_7200_THERESA_4101.pdf
] [Decuction Register — Cost Code Summary  |[HRPayDed_7220_00_THERESA_4101,pdf
El Payroll Regiszter — By Timesheet Group Payroll Register TSG_7209_THERESA_4101.pdf
10 |Payroll Register Pauroll_Register_7210_THERESA_4101,podf
11 [Decuction Register - Cost Code Summary  HRPayDed_7220_CODE_THERESA_4101,pdf
12 |Berefit Categories BenDedCat_7226_THERESA_4101.pdf 7 View

14 [Decduction Register - Emplogss Detail

HRPayDed_7220_EMP_THERESA_4101,pdf

15  |Deduction Register - Paycheck Category S

HRPayDed_7220_CAT_THERESA_4101,pdf

16 [Payroll Voucher — Preliminary

Wouchers_727 1_THERESA_4101, pdf

|17 [uoue 1 Accounts

ndtehes Batches f272 THERESA_4101.pclf

Figure 2 Screen after — no Email button available

4 Reports [Enhancements]

Occasionally, users inquire about locating the latest version of a report for which they have a physical copy. Identifying such
reports can be challenging if they originate from a table screen. Some reports produced from these table screens are now
accessible in the Human Resources Report Library.

4. Option 1 - from the Report Library

[ADM-AUC-HR-10611]

One example is report # 6648, the Bargaining Unit Salary Listing. To run this report, from the menu, select:

—
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HR D Reports P Report Library P [By Employee] P #6648 Bargaining Unit Salary Listing

== [AUC] 7800-Report Library By Employee

Flie tar Leagers rurchase Uraers Accounts kayabie  rixed Assets Human Resources Budget Collections Tax  Motor Excise

B SE me»m & il I
e Report Library By Employee

Maintenance > Goto...
Payroll Processing > Ve Report last Run T
Timesheet Entry > Actions Run |26-Sep—2
Special Processing » Leave Balance Listing Sample Run [26-Sep-Z
Void/Manual/Figure Paycheck 6112-Employee List - Accidents Run  [|26-Sep-2
Billing and Invoicing > 6125-Employes Encunbrance Balance Report Sample Run  [|26-5ep-2
Bank Reconciliation > Report Categories 6140-Employes Encunbrance Summary Run |26-Sep-2
Queries » 1 By Emplovee E1dd-Payroll Labor Costs For a Period — Expected Amount Sample Run [26-Sep-2
Reports m— fepor Ly 2 By Postion E149-Enployes Salary History Charge Report Run [PB-Gep—7
Tobles SR 3 By Timeshest E176Leawe History (fAttendance Report I
T P 5 e 4 By Paychecks/Other E26b-Employes List — Cost of Leave — Defsult Fund Run ZE*SEP*E
D Ed6Z-Enployee Profile ALdit Report Run |05-Fpr—2

6487-Employee List. — Active Run  [|26-5ep—2

6497-Employes List — Email Address For Direct Deposit Run [26-Sep-2

Ee0d-Employee List - Cost of Leave as of a Date — Def. Fund

[EE0S-Heeative | caus Balancs | istin

< [pb48-Bargaining Unit Salary Listing

BENE-oPECIal APLVET=aTy RemLrider =

E653-Employment Verification Report

E662-Employee List. — Benefits Run  [2E8-Mar—2

E706-Excel - Account Encumbrance Transactions Run NM8-Dec—

B " Task 6648: Bargaining Unit Salary Listini X
Bargaining Unit Salary Listing

If desired, enter a Bargaining Unit and Effective
date to filter the list. Run as © PDF or® Excel;
Excel excerpt is shown below.

Optional: Enter Bargaining Unit | ‘

Optional: Enter Effective Date (mmddyyyy] I:I

; . ; : . Run as () previ Pri FDF Excel
If neither Bargaining Unit nor Effective Date is i Prining b o gtvesoorqo © Exce

supplied, the list will include all Bargaining Units Lookup TE— [FE——
for all dates.

Figure 3 The prompt for running the Bargaining Unit Salary Listing

E Home Insert Pagelayout Formulas Data Review \View Help

F16 v J&| 11/12 contract 12 mth 5 days 8 hours
A B Cc D E F G H | J K

1 BargUnit Description GradeSch Grade Note Description Effective Step Annual Period Daily He
2 |ABA SCH-12MT  inactive ABATECH 1 Elem & BECP 33.75 hiw 6. 167 2% increase 12mth 6.75 hid 33.75 hiw 01-Juk2016 1 28,922.40 556.20 1M1.24
3 |ABA SCH-12MT inactive ABATECH 1 Elem & BECP 33.75 h/w 6. 16417 2% increase 12mth 6.75 hid 33.75 hiw 01-Jul-2016 2 31,467.15 B805.14 121.03
4

S |AFL -AF School Weekly 12 month emp cL2 1 12 month 5 days 8 hour days 30-Jun-2006 1 32,906.88 B830.40 126.08
B AFL -AF School Weekly 12 month emp cLi2 1 12 month 5 days 8 hour days 30-Jun-2006 2 38,273.04 73320 14564
7 |AFL -AF School Weekly 12 month emp cL2 1 12 menth 5 days & hour days 30-Jun-2006 3 39,003.84 747.20 149.44
8 |AFL -AF School Weekly 12 month emp cLi2 1 12 month & days 8 hour days 30-Jun-2006 4 4165560 798.00 159.60
9

10 |AFL  -AF School Weekly 12 month emp cL2 1 10411 contract 12 mo Sday 8 hours 01-Juk-2010 1 33,408.00 840.00 128.00
11 AFL -AF School Weekly 12 month emp cLi2 1 10411 contract 12 mo Sday 8 hours 01-Juk2010 2 38,836.80 74400 14330
12 |AFL  -AF School Weekly 12 month emp cLi2 1 10411 contract 12 mo Sday 8 hours 01-Juk-2010 3 39,586.48 758.40 151.68
13 |AFL -AF School Weekly 12 month emp cLi2 1 10411 contract 12 mo Sday 8 hours. 01-Juk-2010 4 4228200 &10.00 162.00
14

15 |AFL  -AF School Weekly 12 month emp cL2 1 1112 contract 12 mth 5 days 8 hours 01-Juk-2011 1 33,909.12 549.60 129.92
16 |AFL -AF School Weekly 12 month emp cLi2 1 1142 contract 12 mth 5 days 8 hours. -|ﬂ1wlul»2011 2 39,421.44 755.20 151.04
17 |AFL  -AF School Weekly 12 month emp cLi2 1 1112 contract 12 mth 5 days & hours 01-Juk2011 3 40,173.12 769.60 153.92
18 |AFL  -AF School Weekly 12 month emp cL2 1 1112 contract 12 mth 5 days 8 hours. 01-Juk2011 4 42,908 40 82200 164,40

Figure 4 Report #6648 Bargaining Unit Edit list run as Excel

—
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5. Option 2 — from the Bargaining Unit table [Salary Schedule] tab

Run the Edit list from the Bargaining Unit Table, Salary Schedule Tab. To access the table, from the menu, select:

HR P Tables P Bargaining Unit Table » Select a Bargaining Unit » [1 Detail] P [5 Salary Schedule]

== [AUC] 6438-Bargaining Unit - Salary

Fie Edit Ledgers Purchase Urders AccountsPayable Fixed Assets Human Resources  Bud

B EE e+ Y Q= FEu g ce o RES RY . RED
[¢648-HRBARGSALARY .REP
Bargaining Unit - Salary |
1
Gotr [
o Bargaining Unit Bchool heskly 12 month enrloge:
Schedule £Li2 Clerical 12 nonth
Actions
Grade 1 kelerial F425 .5% contractual inc
Effective Date {i1=Tan-205 [Fy25 5% clerical contractual in:
7 Summary
B Add New 1 Cost Codes. 2 Holidays S Salary Sched
3 Dot .
Steps Annual g Period| Daily]
£Add Step T 35393.1 66960 173.52 7
DDekete step || [ 527 011,20 20224 =
Del Step Range || |3 503,52 1101,60 220,32 2.
4 53129,92 111360 222,72 B
XListBy GrDesc g
Z Edit List

e

Click on the [Z Edit list] button to see
the same prompt as shown in Figure 3.

Figure 5 Report #6648 Bargaining Unit Salary Listing run as © PDF

6. Option 3 — from the Quick Report Selector

To run a report quickly without having to navigate to the report

library or a screen using the Quick Report Selector button.
== [AUC] 73-Users Favarite Selection [theresa] 1. Clickthe L —| bUtton;
L T R = fsms Human R 2. Enter the report number (available in the
4 Ho upper left corner of each report page —
Quick Report Selection see highlight in Figure 5).
1 .
3. Click on [1 Run Process] to see the same

prompt to run the report:

Quick Task Selection - - —
B " Task 6648: Bargaining Unit Salary LIS'IT\J X
—t Bargaining Unit Salary Listing

a Optional: Enter Bargaining Unit

[
Enter Report/Tagkd Optional: Enter Effective Date (mmddyyyy] I:'

Fargaiming Lnit Salary Run as () previewO Print O PDF @ Excel
It Printing use Duplex @ ves O No
1 Run Process
Lookup Cancel | | Clear All

Figure 6 Run report #6648 from the Quick Report Selection screen

To see this in action, view the Quick Task & Report Button (2:12) in our Video Library on the ADMINS.com website.
[ADM-AUC-HR-10758]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 11


https://youtu.be/eUv5bfJhWzI

ADMINS Unified Community

Release Notes — Version 24.3

Human Resources

September 2024

5 Conceal Initial 5 Digits of SS# in MA Quarterly Report

Human Resources

Maintenance >
Payroll Processing >
Timesheet Entry >
Special Processing >

Void/Manual/Figure Paycheck

Billing and Invoicing >
Bank Reconciliation >
Queries >
Reports >
Tables >
Quarterly Processing >
Vear-End Processing >
Medule Maintenance >

Interfaces/Imports
Site Specific >

Help Reference Library

MA Quarterly 6322- MA Quarterly Reporting report now does not
show the first 5 digits of SSN. To run the report from the menu,

Federal Quarterly Reporting - 341
CT Quarterly - 941

Rl Quarterly - 941

CT Quarterly Reporting

MA Quarterly Reporting

select:

Rl Quarterly Reporting

HR » Quarterly processing » MA Quarterly Reporting

RREP : HRMAQTRLY .REP

Printed 18-Jul-2024 at 1

:59 by WENDY
T

Zdmins
1y Reporting

o

Page L

ENTITY: 1 TOWN OF ADMINS
STATE ID # 7
EMPLOYER ACCT #
FILE LOCATION AND NAME D:\AEQiDEVELG?]'LEN':‘\ADMHGHE\AEL‘\ER]'IO: \dat\wrk\MAQTRLYDATA.TXT
REPORTAEBLE REPCRTABLE REPORTAELE NON-REPORTABLE NON-REPORTAELE
EMPLOYEE # NAME GROSS TAXABLE WAGES AMOUNT WITHHELD HOURS GROSS TAXABLE WAGES
0 1 0.00
001-10-104 g o 0.00
MINCHILLC MICHAEL 5 80 0.00
OOl_lO_l CORRIVEAU KEITH 7 80 0.
Ool_lo_li PERRY LAWRENCE (4] a8 0.
. HARVEY KAREN 5 0 0.
001-10-1069 POTTER MARTE 3 €5 0.
OOl_lO_l :‘ 3 PLOUFFE LAWRENCE 0 40 0.
C SIA KRAREN 0 0 0.
1131 : :
001 10 ‘L - DANIEL LYNN 0 a0 0.
OOl_lO_l_SE 4 BOUC] LYNN .45 0 0.
D1267 FARRINGTCON LYNN 10 €5 0.
| oo1-10-1203 001375 WORSLEY MICHAEL 04 0 0.
Figure 7 Screen before — full SSN is displayed
6322-HRREP: HRMAQTRLY . REP Printed 14-Aug- Page 1
to 31-Mar-2024
FED ID # 34567
Y TOWN OF ADMINS
sTA #: 041234567
[PLOYER T #: S
ATION AND NAME: JELOPMENT\Z “\HRMOD\dat\wrk\MAQTRLYDATA. TXT
REPORTABLE NON-REPORTABLE NON-REPCRTABELE NON-REPORTABLE
[EMPLOYEE # NAME GROSS HOURS GROSS TAXABLE WAGES AMOUNT WIT!
REZZUTI MARIE .00 0.0 0.00
GARIEPY KEITH 8 0.00 0
XXx-xx-1046 5 0.00
7 10 0.00
—, -1059
XXxX-xXx-1059 ¥ 0 6 0.00
XXX-Xx-1061 HARVEY FAREN 45 4 0.00
106G 0 POTTER MARIE €3 3 0.00
XXxX-xx-1069|, 0 .00
xxx-xx-1103|0 CREASIA KAREN 70 0.00
ll-,. 0 DANTEL LYNN .80 0.00
EEX-Xx—-1151 .45 .45 0.00
¥xx-xx-1138 FARRINGTON LYNN .63 .10 0.00
001375 WORSLEY MICHAEL .67 04 0.00 0.00
| sxx-xx-12355 001536 KELLY LAWRENCE 97.20 44 0.00 0.00

Figure 8 Screen after — only last four digits of SSN are displayed

[ADM-AUC-HR-10759]
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6 User Account Security Query

Users often ask why they cannot access a specific GL account. To clarify their access rights, ADMINS has included the
account user security inquiry in all modules.

Find the information from the menu by selecting the module then:

Queries P User Account Security Inquiry

Usens Accaunt Securty Inguey

== [AUC] 1080-Users Account Security Inquiry
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites
BEE e+ PN Q= FLU G )
Either
Users Account Security Inquiry "Read" or
. Goto "W '-t " 'f
1. The username is shown at the top : usor (EEEESE ereee Fiscalvear 775 e riet - 1
Actions
f th [Accounts [Description [Access Type no Access,
o e screen o1007000—0000—000700—00710400a [CASH. TRASH Write the account
2-Accountk [0 100-000-0000-000-00-00-12700 [TRAEH CHARGES A/R Frite will not be
|0100-000-0000-000-00-00-20200 JACCOUNTS PATABLE. TRASH Write
2-Edi List [P I00-000-0000-000-00-00-20210 [ACCRUED PAYROLL, TRASH Frite listed on the
|0100-000-0000-000-00-00-26600 IDEF REVENUE-TRASH CHARGES Write
e [0 T00-000-0000-000-00-00-26730 [DEF_REVENUE-TRASH LIENS Frite user record
|0100-000-0000-000-00-00-26993 REFUNDS DUE (W/S/T/ST) Write
[0 T00-000-0000-000-00-00-32110 7B FES FOR ENCUMB, TRASH Frite
RD ARTICLES. TRASH

The account Number is shown, with the description within the grid. The Access Type will be either “Write” or “Read” — if
there is no access, the account will not appear in the user’s list.

When the screen is displayed by “Account #”, users and their permissions are listed.

== [AUC] 1080-Users Account Security Inquiry

Fie CQIl LEQGErS FUICMASE UTGErS ACCOUNIS Fayaoie ried Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites

BB S E e s Q & &4 .

. Users Account Security Inquiry
2. Click on the [2 Account#] to re- o, o o
dlsplay the screen, dlsplaylng the e 100-000-0000-000-00-00- 10400 CASH, TRASH
account number at the top of the — o e o
screen, with a list of users and — e _ e
their respective access shown in S = —F e
. [0 ICc Hrite
the grid. ™ S I it
[TH | Write
WE I “prite
kE ke rite
B Task 10817: User Account Security Edit List *

3 The [3 Edit List ] button will User Account Security Edit List

produce a listing; the username
. . Required: Enter Fiscal Year R: 5 From: To:
and fiscal year range are requ"_ed Equire nter Fiscal Year Range [ex: YYrY] From: [2p24 0. (2025

fields. The list can be run as

Required: Enter Username |E|_| | |E|E

Run as O preview O Print - OPDF O CSY @ Excel
Excel® or PDF®. If Printing use Duplex ®vyes (O No

Lookup Cancel Clear All

—
ADMINS

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 11



9 ADMINS Unified Community Release Notes — Version 24.3
Human Resources September 2024

* GL_User_Account Security_ - bxcd 1 Saih _

File Home Insert Pagelayow Formulas Data Review View Help
A2 vii Jx  ELENA

A B Cc D E E
1 User Name User _Description FY  Account# Account_Descriptio Access_Type,
2 |ELS IE %025 0100-000-0000-000-00-00-10400 CASH, TRASH Write
3 |EL ‘Bl 2025 0100-000-0000-000-00-00-12700 TRASH CHARGES AR Write
4 [EL El 2025 0100-000-0000-000-00-00-20200 ACCOUNTS PAYABLE, TRASH Write
5 |EL El 2025 0100-000-0000-000-00-00-20210 ACCRUED PAYROLL, TRASH Write
6 EL El 2025 0100-000-0000-000-00-00-26600 DEF REVENUE-TRASH CHARGES Write
7 EL El 2025 0100-000-0000-000-00-00-26730 DEF REVENUE-TRASH LIENS Write
8 |EL El 2025 0100-000-0000-000-00-00-26999 REFUNDS DUE (W/STIST) Write
9 |EL El 2025 0100-000-0000-000-00-00-32110 F/B RES FOR ENCUMB, TRASH Write
10 |EL El 2025 0100-000-0000-000-00-00-32160 BROUGHT FORWARD ARTICLES, TRASH Write
11 [EL El 72025 0100-000-0000-000-00-00-32711 F/B RESERVED FOR EXP - (2019)RETAINED Write
12 |EL El 2025 0100-000-0000-000-00-00-35900 UNDES FUND BALANCE, TRASH Write
13 EL El 2025 0100-000-0000-000-00-00-35906 TRASH RETAINED EARNINGS Write
14 [EL El 2025 0100-000-0000-000-00-00-38200 RES FOR ENCUMB, TRASH Write
15 EL El 2025 0100-000-0000-000-00-00-39100 REVENUE, TRASH Write
&lEL ke pragprn e P D025 5400000 H00PI0F 0080200 47 P IMEGINCE, TROSH et o vt

With this feature all users will be able to see a precise list of the accounts to which they have access.

[ADM-AUC-SY-8350]

7 Site Specific

The following are changes made to the HR module for the listed sites; all other sites can safely disregard this section.

7. Bellingham, MA

The HR-1006 Bellingham, MA CrewSense Police Timesheets Import document was installed in the Help Reference Library.

[ADM-AUC-HR-10756]

8. Cranston, Rl

The HR-1008 Cranston Police Timesheets Import document is available in the Human Resources Help Reference Library.

[CRI-ADD-TSIMPORT-2]

8 Help Reference Library

The Help Reference Library has new or updated documents and content:

9. New or Updated in the Help Reference Library

Site Specific HR-1006 Bellingham, MA CrewSense Police Timesheets Import [New]
HR-1008 Cranston, Rl Police Timesheets Import [New]
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