Human Resources

Release Notes December 2024

The document outlines recent updates and enhancements to the ADMINS Unified Community (AUC) for Windows Human

Resources module.

e  Mid-Payroll Cycle Salary Changes: Special attention is provided for mid-period salary adjustments for salaried
employees, including a note on the timesheet entry screen and a generated report to notify payroll processors of
these changes.

e Employee Maintenance Updates: Improvements include fixing the "Over 50K Life Insurance" cost code entry loop
and extending the accident date entry to three years.

e Terminated Employee Distribution List: A new feature allows the creation of an email distribution list to notify
relevant individuals or departments upon employee termination, with a report attached.

e Additional Enhancements: Other updates include a column for DedACH on the Manual Check Pay register,
accurate selection of positions for leave reports, changes to Connecticut part-time sick leave accrual rules, and

notifications for account suspension due to inactivity.
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1 Manual Check Register [Enhancement]

When a manual check is entered without complete bank information, the deduction will not be included in the ACH file.
Despite this information being displayed on the Void/Manual Check screen, it sometimes goes unnoticed. To see how this
works, from the menu, select:

Human Resources P Void/Manual/Figure Paycheck

Human Resources

[= [AUC] 6203-Void/Manual/Figure Paycheck
Maintenance 5 File Edit Ledgers PurchaseOrders AccountsPeyable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B ESE me +om Q =\ &L .
Payroll Processing ¥ )
Manual Entry-Timesheets
Tirmesheet Entry ¥ € Warrant Period 28-Sep-2023 to 0d-Oct-2023 _TaxTable. Exemptions  Gross 1030.00
. R o Employee FDT?BZ GEROMINI, MICHAEL R Fed FED E Deductions 1030, 00
Special Processing ¥ i Bank PAYC  Check [3EE9C1 Date [0-Oct-2023 state iR BN — Net Pay
Pay Period ET Ackvice MAUAL Base Adj. Other] — — Benefits 1,89
Void/Manual/Figure Paycheck WhwaEllE
- - 1 Timesheets 2 Wages 4 Benefit Entry 5 Base Buckets
Billing and Inveoicing ¥
[Cost Code |Description Amount PreTax| Order|Bank |Additional Information
MC-PHS  [MORFOLK CTY PEM S 92,70 i 100 MOT EDITAELE - % OF BASEBU
MC27 MORFOLK CTY 2% 9,06 ¥ 100 NOT EDITABLE — % OF BASEBL
FLTFAM  |ALTUS FAM SCHOOL 52 500,00 i 102
i [MEDT [EDICARE 1,89 ¥ 106 NOT EDITABELE — X% OF BASEBL
SE|eCt the 3 DEductan EI'ItI"." tab FED FEDERAL TAX - N
. . . MA [STATE TRH N
to view the direct depOSlt. [DIRDEF _[DIRECT DEFUSLT | .35 N WF;:FE [TNCLUDE T ACH FILE]
[DIRDEP |DIRECT DEPOSIT | Tetals  030.c0 INCLUDE IN ACH FILE|
Click on the Pay Register button to
y g 6Add Void | |7 Add Manual 8 Add Em Recalculal s Pay Reqister Print s | Remove Check
review the report:

€207-HRPAYREGUOID. RER

A new column, "DedACH," has been
added to report 6207 -
Void/Manual Pay Register.

When adding a manual check that
uses a direct deposit, check the
value on the Void/Manual Pay
Register to confirm that the
DedACH amount is present.

Conversely, to suppress the direct deposit
and instead create a paper check, remove

the bank and account information from

this manual check 1 Timesheets 2 Wages 4 Beneft Enry < Base Buckets.
: [Cost Code |Description AmountPreTax|  Order[Bank |Account |Additional Information
[MTPHL1 MASS TCH PEN 11% 38,08 i 100 [NOT EDITAELE - % OF BASEEU
77777777777 Deductions [F=FAN__[FORAGE FAN T50.00 | 7| 104
VASS TeH PEN 115 FEOT _ [FEDICARE 50z V| 106 [IOT_EDITABLE - % OF BASEEU
RS : [BSTHTL _[BOSTON HLT G- IV 02 EE- 100% 50,20 W [i2780-2
HORACE MANN [FARRTS [WAGE_ GARMIGHFENT 25| N
[[5-BH__[TOWN LIFE_INSURPNCE-BIHK_26 WK i
EIEDEP TIRECT DEPOSIT W 5999
GARNISEMENT | T
LIFE INSUREN
DIRECT DEPOSIT PIEDEP |_DIREET DEPOSIT | N | 9999 | [

If there are no $$ here, the deposit
will not be in the ACH file

[ADMAUCHR10766]
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When salaried employees
experience a mid-period
salary adjustment, pay
speC|a| attentlon tO the [E= AU 6200 Timesheet Entry [theresal — X
calculation of daily or perIOd File émélm;rs k:ur:has:(]r::rsq;muum;;ay:: ;gd‘."ls;m‘ Human Resources  Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help ‘
amounts. The timesheet e ymrl Mid.Period Salary Change |
: imesl Puriod Saiary Change)
entry Screen Shows a Mld =2 Warrant 07=Jul -2024 20-Jul -2024 Annual 57617 ,00 Bargaining Unit  MTA -3
Period Salary change note Adiews I\mesneetﬁrwb Stall Brook Elementary School :Eﬂ:l:e 2133,%
mployee JONES, JANURRY 'er Diem 313,14
. . Position FODSGUICOUN-01  GUIDANCE COUNSELOR Daily 213.40
in the upper right corner Moury 521053
1 [Work Date Day [Pw Code Hours|  Days| Rate| Flat §| '_ int Number
when there is such a el e DL T Timesheet shows this message
[10-Jul 24 Jed }WEE 1,00 | 207,5900 207.59 1000-300-27 10~-110-05-00~-51260 for a Mid-Period Sa|ary Change
11-Jul-2024 [Thu [DREG 1.00 | 2075500 207 .59 J1000-300-27 10-110-05-00-51260
FZ-JUI-EUEJ Fri ﬁ& 1,00 | 207,500 207.59 [J]1000-300-27 10~110-05-00-51260
15-Jul -2024 Mon [DREG 1,00 | 213,4000 213,40 [J]1000-300-27 10-110-05-00-51260
Additionally, a report will be o et et h“ T-00 | 7334000 2140 ] 600-300 27 10-110-08-00-815%0
. [18-Jul -2024 [Thu [DREG 1,00 | 213,4000 213,40 []1000-300-27 10-110-05-00-51260
generated When tlmesheets !Tg-m-:n:a Fri [DREG 1,00 | 212.4000 313,40 [1]1000-300-27 10~ 110-05-00-51260
are created detailing these | 5
mld_perlod Salary 10,00 2104,95 Paid NOT EQUAL Salary Salary: 2100,77
. . otes for this line ccrual Group [
adjustments for salaried ‘ Worngror [ Accual Group
employees identified as 1AddLine DAddRange 2 Deiete Line JReports 4 SpitDay 5 Replace PayCode & Remove Empl Posiion T Add Emoloyee 8 Emplovee Queries 9 Adwst Salary 9E/4% Soit
"Salaried" in the bargaining Resdy hp 0P
unit salary schedule, as
opposed to "Hourly".
ADMINS generates a report
of mid-period salary
adjustments when e mm e .
€585-HRTIMMIDPER .REP Prinzed 30-S e ot Bamine Page 1
timesheets are generated. Logees Tith 3 Mid Paried Saiamy chanse
This report will notify the p— LTI T

payroll processor to
examine the timesheets of
employees who experienced
a salary change during the
period.

If there is a mid-period
salary adjustment after the
timesheets have been
generated, please
regenerate the timesheet
for the affected employee.

11 Brook Elementary School

UARY Bosition

IDANCE COUNSELOR

203838
503838
203838 10
503338

2y DREG
=y DREG
2y DREG
2y DREG
2y DREG
ay DREC
ay DREC
2y DREC
=y DREG
2y DREG

213.4000

Employee: JONES, JANUARY Records:

Timeshees Group: SCHOOL-STAL Stall Brook Elemenzary School Records:

[ADM-AUC-HR-10776]
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3 Employee Maintenance 3 Ded/Ben (Over50K) [Fix]

Prior to the software update, the system required additional information when entering the "Over 50K Life Insurance" or
"State Child Court" cost codes.

If the user selected cancel, the

prompt for the amount would AU ST Employee Maintenence theres) * AU 5441 Employes Maimtenanee x
d t “ | Life Insurance Amount
M LLLLLL T YT
reappear an Con- Inua y Oop' Required: Enter Life Insurance Amnunll:l -..l‘ e iy "l-num R g A t must b
This process required oot o grester then $50,000  Vaae
0 LN

intervention from ot e

t@admi W]
suppor @a mins.com. Lookup Cancel |P Clear All

Now you can now cancel out of

. . i [AUC] 6441-Employee Maintenance [shelli] Y

the code if needed. Click on the
Add Cost Cod

Cancel button. ostlode
Required: Enter Cost Code OVRS0K ‘CNER 50K LIFE INSURANCE

[AUC] 6441-Employee Maintenance < Required: Enter Effective Date [mmddyyyy] l:l
o PE001-Add cancelled
0K Cancel Clear All

The cost code will not be added. Try again when the dollar amount is known. See HR-520 Group Term Life Insurance
Over 50K in the Help Reference Library for details.)

[ADM-AUC-HR-10778]

4 Employee Maintenance [U Accidents] Tab [Enhancement]

| [AUC] 6111-Employee Maintenance [shelli] x
Add Accident
When add|ng an accident, the date can now be up Required: Enter Accident Date [mmddyyyy] 11“82“2“|

to three years ago (was previously up to one year Required: Accident Time (24hr Time Ex: 18:00]
ago).

Lookup Cancel Clear All

[AUC] 8111-Employee Maintenance K

This is the error you will see if the date is over three years ago. o P61A7-Date must be less than three years ago,

[ADM-AUC-HR-10780]
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5 Terminated Employee Distribution List [Enhancement]

Upon the termination of an
employee, you may now send
an email to a distribution list to
inform the relevant individuals
or departments.

To create the email distribution
list, click on Add a new list

Use the code HRTERMDAT as
the Email Distribution code and
enter a description and your
username.

ADMINS will send an email as
part of the daily process that
runs each morning with the
report attached.

ADMINS attaches a report
of terminated employees to
the email that is sent to the
new distribution list.

== [AUC] 20-Email Distribution Lists [shelli]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing  System
B &ESE me»m EH Q @ FUL
Email Distribution Lists
Goto.
o | Distribution Code HRTERMDAT | [Terminated Emplogyees System Default Distribution List
[User Name Full Name Email Address Status A
LuAnn Moore L uann@adn Lns , com Active
1 Add Email
2 Remove Email
3Add New List
4 Remove List
7 [AUC) 20-Email Distribution Lists [shelli] e
Add Distribution List HRTERMDAT l
Enter Distribution Code HFITERMDAT
Required: Enter Description ITelminaled Employees| |
Required: Enter Username IABm 23 J Imsl I
Lookup Cancel Clear All
All Unread ByDate v T
1_13 O |@ |From I Subject Cat.. |¥
v Teday

@j aucdev@admins.com LuAnn Moore [PLUTO22-AUC] Daily: Terminated Employees Fri 11/15/2024 2:08 PM

1

[PLUTO22-AUC] Daily: Terminated Employees

. . Repl! % ReplyAll | —> F d ‘
aucdev@admingcom <auc.do.not.reply@gmail.com> @ |  Reply | © Reply | orwar @ L
To LuAnn Moore Fri 11/15/2024 2:07 PM
(@) we removed extra line breaks from this message.
hrtermdatchk.htm

€ v

File Attachment Included

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System ** Email List: [HRTERMDAT] Terminated Employees

v @ hrtermdatchkhtm X +

¢} @ File  C:/Users/LuAnn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/60203LMT/hrtermdatchk.htm

oo @ NewTab G Google @ Mansfield [ East Providence Sch @ plainvile (@ Nashua € Concord M Middletown BOE @ Allentown @ D

6989 -HRTERMDATCHK . REP Printed 15-Nov-2024 at 14:06:58 by LUANN Page 1
Town of Admins

Terminate Employees

Employees who were terminated in AUC

Empl# Position# Description Term Date  Email

000040 T450PRCCONS-01 DPW PROCUREMENT CONSULTANT

15-Nov-2024 luann@admins.com

#Records: 1

[ADM-AUC-HR-10709]
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6 Cost of Leave Reports [Fix]

Before the software update the
reports (6604 and 6932) did not

accurately select the correct A 5 R £ F s A i ra—
1 Emp# Name Fund Department Code Accrual_Description  Leave_Code Leave_Description Hours_Balance Days_Balance Value
r sund L

it i 2 000627 JONES, SALLY 1000 1000 AFSCME20 AFSCME20HOURS  SICK sicK 3763
pOSItlon If the em ployee had a 3 7'001369 CONWAY, MICHAEL "1000 'D1000 NONB40 Non-Bargaining 40 hours  SICK SICK 988
. ey 4 003305 DICKINS, CHARLES "1000 'D1000 NONB40 Non-Bargaining 40 hours  SICK SICK 951.29
new active pOSltlon. It now 5 [011245 PERRY, MICHAEL 1000 01000 NONB40  Non-Bargaining 40 hours  SICK SICK 79.70
i . 6 D06045  SMITH, JOHN 7000 1000 UPSEU  UPSEU sick sick 1215
Selects the active pos|t|on based 7 Leave Total 1000 01000 SICK SICK 1,090.65

on the as of date to calculate
the correct rate and value.

[ADM-AUC-HR-10786]

7 Connecticut Part Time Sick Leave [Statutory Enhancement]

The Connecticut Part Time sick leave accrual Connecticut Greatly Expands Paid Sick Leave Law
rules are changing. The rate of accrual has been

changed to earn 1 hour for every 30 hours

worked.

This wil appy to employees with the CT PT Sick
Time Sheet Periods to Apply Month Day Field

Leave accrual code
cen[yGroup  PTSICK Part Time Sick Leave 1/1/12 Ev
Leave Type Code GISURMM  Part Time Sick
CT PY Sick Leave

[MAN-SUP-SAPLAUC-943]

8 2024 Software ID 24A0020853

The 2024 Filing software ID was updated. If the ACA Filing Table
ID on your filing table is not 24A0020853,
please notify support@admins.com before | Year ERE Software ID  2dA0020853
filing; we will update the Software ID.
‘l Year Software ID  24A0020853
1095 Processing
Batch 00022 | ACA qu Tabk | imity ?Dl;:lpmtrr:m”ms ;ng Original Receipt® Correction Receipt® ~
2 Toun of ADMINS Fire Di IEZZ
Description 3 [5chool of ADMINS o2o
Reset 1085 Mehu 4 |Regional School of ADM IF_BGRT
Payroll W2 1435 - C 5 1099R test IBBGRT
T

Bargaining Unit - Affordable Care Act
Reset Employee ACA Dates
ACA 1085 Audit Report

[ADM-AUC-HR-10684]
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9 Email of Intent to Suspend an Account [Enhancement]

Users are inactivated if they have
not logged in before their expiration
date.

For instance, on sites with a six
month expiration window, users
who haven't logged in since 20-May-
2024 would be “suspended” or
“marked inactive” on 20-November-
2024.

The notification period is 14 days
from the suspension date, in this
example, from 05-November-2024
through 20-November-2024.

Up to two reminder emails are sent:
the first ~14 days before account
expiration, and the second ~5 days
before. If users do not log in when
reminded, their accounts will be
deactivated.

The notification is sent if there is an email address present on the
User Profile screen:

= [AUC] 3-User Profile Screen

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

B GE e+ BN Q EEFL W

User Profile Screen

Goto 07-52p-2008 MUPDEVL
u Hew-B0Rd—HHEREsA
s ser Name. THERESA
Name freress

StLo 05-Dec-2024 08:40:22,80 Live

Lastlogin (09-Dec-202d4 08:40:22,80 Live

1 Genera 2Account Securty 3P0 AP & Human Resourd

3

Security Level 59 Adnins Support Osystem De'aunuseﬂ
DeptGroup  HIGHSCHOOL HIGH SCHOOL Restricted Deskiop Uer OYes  @No
Menu Group  EVSTEN Default Menu for Susten AdninistratoOverride Usemame Resirictiols ()bo  (@)Ye:

AccountSecurity  @Yes  (ONo Allow access to GL Accounts

This user account
CashierD fTE is currently

Phones [(617) 434-5100 Extension active.

JobTitle  Pagrall Seaff

Start Soreen 73 Users Favorite Selection

Receive Approval Email ® Yes () TET
Use Alternate Email

mail Address ftheresaBadnins.con A& OYes @No
< Email Address |

Background Color LIGHT GRAY - DEFALT COLOR v|  ResetDefaultColor  OYes @ MNo

8 Add User 9 Change Password 0 Menu Listing for User

Two emails are sent to allow for users on vacation, etc., to
have time to respond. If you will need the account, log in
before the expiration date.

The emails include expiration dates, steps to prevent suspension,
and instructions for requesting reactivation after suspension.

To Anthea Dimond

(@) We removed extra line breaks from this message.

Good Morning,

\%JC User Account will expire within the next 13 days|

Your AUC user account was last used on 03-Jun-2024.

=

Please login to your AUC account within the next 13 days, to prevent your account being inactivated.

no login detected by 03-Dec-2024, your account will be inactived and you will need to contact your IT dept or AUC Support to get your account activated again.

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

Figure 1 Email example sent two weeks before the username expiration date

To Anthea Dimond

(©) We removed extra line breaks from this message.

Good Morning,

AUC User Account will expire within the next 5 days|
anthea@admins.com <auc.do.notreply@gmail.com>

Your AUC user account was last used on 25-May-2024.

Please login to your AUC account within the next 5 days, to prevent your account being inactivated.

If no login detected by 25-Nov-2024, your account will be inactived and you will need to contact your IT dept or AUC Support to get your account activated again.

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

Figure 2 Email example sent the following week
[ADM-AUC-SY-8356)
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10 Help Reference Library & ADMINS Website

This section lists the new and updated content available in the Help Reference Library and the ADMINS website.

10.1New Content on ADMINS.com

User Account Security Inquiry Screen (2:38)
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