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Release Information
Supported Operating Systems and Browsers

The tables below show the operating systems and browsers currently supported.

NOTE: The list shown in the table below are operating systems we support, though they may not be
actively tested.

Platform | OS Version Browser Version
Desktop Internet Explorer 11
Windows 7,10 Microsoft Edge latest
Mac 10.13.4 (High Google Chrome latest
Sierra)
Mobile Mozilla Firefox latest

i0S 11.4.1 -> latest Safari latest
Android 6.0.1-> latest
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Human Resources

Deduction Info Carries Over to Next Enroliment Period

14701: For Benefit Plans containing a Deduction with an associated Vendor, that allows for employee-
level ACH information, a new Carry Over EE ACH Vendor Info checkbox has been added to Benefit Plans.
When checked, the vendor and the associated employee-level banking information will carry over
during enrollment events, which helps prevent missed payments to the vendors during the transition
period of an employee selecting a new plan.

NOTE: This new setting will also work if the benefit plan is added manually, or through and HR Action or
import. It is not just limited to ESS enrollment periods.

< Benefit Plan

Benefit Plan # Dates

Benefit Type | Supplemental Life DESCRIPTION EFFECTIVE FROM/TO

Mame*  Supp Life Based on PP Hours
DEDUCTION/EARNING £1
Coverage Type User Defined

Eaming/Deduction 401k ~ | [E system1d: DEDUCTION_ 15822491
Icarryovel EE ACH Vendor info [v] ()

This option is only used when the vendor has
the "ACH - Employee Level” Payment type set.
(Ex. HSA deductions).

2 onazoz0  [E 12/31/9900

Credentials

External ID Field Added to Employee Credentials

169068: An External ID field has been added to Credential Types, located under Company Settings > HR
> Credential Types.

When importing credentials, the document number and credential type are used to match the
record from the import to the credential record. Because multiple credentials of the same type
can be created with the same document number this makes importing credential record updates
impossible in some scenarios. If there are multiple credentials of the same document number
and credential type, the first credential is updated by the import. This new field allows for a
unique identifier to be applied to credentials when importing, allowing unique credentials with
the same credential type and document number to be updated.

Credential Type F

Type*  State Teaching Certification

Description

Mask On Reports ||
FIELDS

I External id [ I

Issued
EXpires

[l N

R |

|l
|l
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Custom Fields
Dates in Custom Fields Display in User’s Format
181995: Custom field values of date types will now be stored in the user’s format as follows.

Custom Fields are shown in the user's date format in reports (new entries) - HR Custom Fields, Demographic
Custom Fields, Time Entry Extra Fields, Applicant Custom Fields, Job Requisition Custom Fields.

Custom Fields are shown in the user's date format in PDF.

Employees Import: User should use Date Format column for entering a date in the desired format (see
Instructions tab in the import template.) Otherwise, the user's date format will be used. Note: dd (lower
cases) - days, MM (upper case) - month, yy or yyyy (lower cases) - year.

Custom Forms

Custom Form Signature Fields

126352: Signature fields added to a custom form will now present to the user in the order they are
configured in the custom form. Previously, no matter where a signature field was placed, end users
could not sign them until they reached the end of the form. Now, users can sign the fields no matter
where they are placed in the form.

Custom Form Date Format in Report Columns

104142: Previously, when creating a custom form using date fields, the resulting date format shown in
the date columns of the Custom Form report page defaulted to the system date format and not to the
date format set in the Locale section of the Company Setup page. Moving forward, these columns will
now reflect the date format the company is using rather than the system date format.

Clone Option Added to Custom Form Fields

179787 & 179786: To help speed up the building of Custom Forms, a Clone Field option is available to
add the Fields widget of the Custom Forms edit page, located under Company Settings > HR Setup >
Custom Formes, edit a page. Users require Custom Form Edit permission in their security profiles. Once
the form is assigned, users can no longer delete cloned fields.

To add the button, click the gear icon and choose Select Columns and add the Button: Clone Field
column to the Selected Columns panel. To easily identify a cloned field, it will display in the Form Page
panel with Copy of appended to the name.

Fields ~

Rows OnPage 10 « TRow o) E &

No Form Fields defined on this Page!
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Documents

Multiple Uploads Allowed Across Platform

184745: To prevent users from having to access a document upload link/button multiple times in order
to upload multiple documents, all document upload pop-ups/screens will now allow users to upload up
to 5 documents without leaving the page. Upon clicking Choose, you can select multiple documents by
using the Ctrl or Shift key on your keyboard and selecting between 1 and 5 documents from your
computer at the same time. The documents will load, and you can then add an optional Document Type
or use the Trash icon to remove an unwanted documented. After clicking Upload, all the selected
documents will be added.

NOTE: This functionality is not available in any of the Classic Ul views across the platform.

Supporting Documents X

(L) A maximum of 5 files are allowed to be selected.

1. Upload Document

CLOSE

Employee Information
The following enhancements were made within the new employee information experience. Users can
choose to use the new employee experience as their default when clicking the New Look toggle.

New Look

Employee Documents Widget Converted to Report

195371: The Employee Documents widget has been updated as a report widget. Document can now be
added directly from the widget. Each column now has the standard filtering options and additional
reporting options are available from the actions ellipses. Row level actions are now available to edit,
delete, download, and view download history.

Previous Widget

Employee Documents

Page of 1 1-10f 1 Rows

Resume Employee Resume 10/08/2020 01:00 pm Test Manager2

View/Edit
Download Document

History
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New Widget

Employee Documents

ADD NEW

Page of 1 1-1of1Rows  Saved: [ System] ™ Y0 n
T A A N
= i = - = - = -

¥ Employee Refresh I

¢ m L Q samgple Resume 10/08/2020 System
Resume.docx 11:47= Administrator
(Default)

Reset

Save View As..
Manage Views..

Sort/Multi-Column
Sort...

Export...
Export Settings.

Print...

Viewing Compensation in Job Change History Widget

183910: Previously, users with View or View/Edit permissions to Job Change History without
View or View/Edit access to Base Compensation records were able to see salary amounts in
the Annual Amount column within the Job Change History widget of employee accounts. Moving
forward, the security setting controlling access to compensation records will now prevent users
from seeing these fields, and any other compensation fields, unless they have View or View/Edit
access in their security profiles to Base Compensation

Enrollments

Expiration Message Updated for New and Open Enrollments

169176: The user message displayed when an Open Enrollment and/or New Hire Enrollment expires has
been updated. Previously the message stated the employee had 0 days left for enrollment and to
complete enrollment even though they could not complete the enrollment since it is expired. It will now
state the enrollment has expired.

Before After

Open Enrollment

Open Enrollment Open Enrollment

I L L rom IC T Ic
y 2020. You have 18 days left tc {> PastDue
Please submit your enroliment now. nit \ r er Y i 50%
99%

Started on Apr 27, 2020 Started on Aug 20, 2019
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Forms

VETS 4212 From Updated for 2020

166888: The VETS 4212 form has been updated to the current form for year 2020. The form is located
under Team > HR > Forms > Government Forms > VETS-4212.

Hiring
Auto Population of Effective Dated/Simple Badges Added to Hiring Process
180411: An option is now available in Company Setup to auto-populate simple or effective-dated

employee badges during the hiring process whether using a Hire HR Action or through manually
hiring in Employee Information.

This will work if Employee IDs are being auto-generated.

If using Effective Dated badges, the employees Hire Date will be used as the badge’s Start Date.

In the Account Policies widget of Company Setup, an Auto Populate field has been added with
options to select Simple or Effective Dated badges. The Info icon message on this field will
only display for companies who also have the Access Control sub-system enabled.

1 Base Compensstion Changes Require Reason Codes* | Base Comp Change Reasons ~
1 Job Changes Require Reason Codes

L1 AutoPopulste] Simple ~ | Employee Badge id with Employee Id During Hire $I
 simple red L REQWIRED PROFILEX -
red [ [+ aca profile To auto populste Effective Dated Badges, the
Effective Dated ' Employee Id length should match Access
_'Ed p A Access me"'_e Control Settings for ‘Badge Start Position’ and
Badge Id 1= Unigue [ =7 Accruals Profile 'Badge End Position’

Base Compensation |s Required L L attestation Profil

Manual Hire: Dashboard Layout Profile Options

163251: To help users select the correct Dashboard Layout Profile during the manual hire process, we
have made some changes to the behavior of the default profile that is auto-added when enabled in
Company Setup.

Previously, when a Dashboard Layout Profile was set as a default profile to be added during the hiring
process, the field was then uneditable until the hiring process was complete; then users could come
back and edit the profile.

In this release, users with the proper security permissions can now swap out the profile during the
manual hiring process even if the system assigns a default profile.

Personal Information Defaults
Basic Informat
@ Besic Information Dashboard Layout Profiles
Position Assignme
@ rposition Assignment Dashboard Layout Profile *
@ Other Settings Defauit R

Defaults + Add
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@ Personal Information Defaults
Q Basic Information 0 Dashboard Layout Profile is required
@ Fosition Assignment Dashboard Layout Profiles
@ Other Settings Dashboard Layout Profile *
| B
I Defaults @

+ add

Additionally, if the Dashboard Layout Profile is set as required in the Account Policies widget of
Company Setup, the profile must be added at the time of manual hire and be assigned to employees at
all times during the employee life cycle.

If there is no default profile set in Company Setup, the field will be blank and editable during the manual
hire, and if required, must contain a value.

Rehireable Error Checkbox Added to Company Setup/HR Settings

188830, 188023, 187426: To prevent hiring managers from hiring a previously terminated employee
from one EIN into another who was not designated as Rehireable, an error message can be enabled to
stop the hiring process.

A new Error if Not Rehireable checkbox has been added to Company Setup. This will be available for the
default company as well as for each EIN. As with other Company Setup settings, this will carry over to
any newly created EINs.

Company Settings > Global Setup > Company Setup in the HR Settings widget

Company Settings > Global Setup > Company EINs in the HR Settings widget

HR Settings

Treat Pay Grade Violation A5~ Waming ~
Manager To Use For Organization Chart Generation | Manager ~
Manager To Uise For Compensation Trees ~
Document Type Required L
Bypass HR action For ;2.

Use HR action for Hire ||

Use HR action for Re-Hire [
Use HR action for Terminate [
Disable External Verify for1g [
19 Document Upload Required ||

HIRE/REHIRE

Error If Not Rehireable []
When checked, if a terminated employee does not have the Rehireable checkbox checked in their
Termination Detail section, users will receive an error and the hiring process will be halted.

In the event the employee should be hired, the employee’s Termination Detail will need to be edited
with the Re-Hireable checkbox checked and the hire process attempted again.

This error message will be generated for all methods of hire/rehire (HR Action or Manual hire).

“«— HIRE
091 552020

Growp #1

[ L Tha parson you srhared is makosd as mot rebersable with the following EIM s EIMT l
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HR Actions

Base Compensation/Pay Grade Updates in HR Actions

134153: In a future dated HR Action to change a pay grade and base compensation, an error sometimes
displayed Employee pay is not within selected pay grade. The system has been updated to now apply
the HR Action's effective date (not today's date) to the pay grade and to compare that date to the base
compensation changes, allowing them to update and be approved without an error if the base
compensation is within the assigned pay grade for that future date.

Pay Grade/Currency Mismatch Warning in HR Actions

186447: In the Pay Information widget of employee profiles, a currency mismatch warning message
displays when an employee's default currency does not match the currency from the selected pay grade.
This same warning will now display when updating an employee’s base compensation and pay grade via
an HR Action containing the Treat Pay Grade Violation As rule and it’s set to any of the following:
Warning, Error or Ignore.

Terminations: Error Warning Added When Termination HR Actions Set Up Incorrectly

173135: To prevent downstream errors for users attempting to terminate an employee, a warning
message has been added when users create an HR Action containing a workflow with the Termination
step. Users will be prompted to add the Termination HR Action item and make it required.

< HR Action m

0 Emors (2) Hide All

@ Incomrect HR action configuration - Selected workflow contains Employee Termination Step, but HR Action does not contain Terminated item. Please change the configuration or contact your administrator.
Could not save. Some information entered was not cormect. Please fix all errors and try again

Terminations: Hyperlink to View Missing Information Added to HR Action

177683: When terminating an employee via an HR Action Termination action, if there are pending
timesheets that require attention, a hyperlink to the timesheets will now be available so users can
process the timesheets and then complete the termination. This functionality exists when manually
terminating an employee and is now available in Terminate HR Actions.

Imports

Employees Import: Demographic Custom Fields Added

162055: Custom Demographic fields added under Company Settings > Profiles/Policies >
Demographic > Custom Fields can now be imported through the Employees import process,
using the xml version of the Employees import template and then importing through Company
Settings > Imports > Employee Setup > Employees.

15
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Employee Position Assignments Import: Ability to Delete Position Assignments

196116: An Is Deleted column has been added to the Employee Position Assignments import
template. This column can be set to Yes or No.

If setto Y, if there is any update for the assignment in the template within the same row or subsequent rows,
the delete option will not be considered and a warning is shown to the user.

"Deleted assignment cannot be created. The employee's assignment has been created ignoring the
deleted column value. Please review the employee assignments and adjust as needed."

If set to N, and an invalid value (other than Y or N) is entered in the column, the row will not get deleted and
a warning is shown to the user.

"The value for Is Deleted is invalid. Valid values are Y/N. The employee's assignment has been updated
without this information. Please review the employee assignment."

Job Boards

Indeed Link on Job Board Directing to U.S. Indeed Page for AUS & EU

187631: Previously, the Indeed Job Board link was directing AUS and EU users to the U.S. Indeed page
instead of the correct page for these countries. The link will now point to the proper country site if a job
is posted to a different country. The country is determined based on the Country selected in the
Location widget of the Job Requisition. If the job is for an unsupported country, users will be directed to
the U.S. site.

New Pop-Up Message Added to Job Boards
194738: The message that displays when clicking the View Status On Job Boards button in the Job Board
widget of job requisitions has been updated as follows:

Jobs on Indeed should be available 24-48 hours after the date and time posted.
When first opting-in to the Indeed integration, it may take up to 10 days for job content to be validated by

Indeed and made visible.
Job Boards X

Jobs on Indeed should be available 24-48 hours after the date and time posted.
When first opting-in to the Ind=ed integration, it may take up to 10 days for job content to be validatad by Indeed and made
visible.

Page II' of 1 0 Rows Q

Summary Tab Included in Job Description
197319: The Summary tab of Job Requisitions will now be included in the XML feed Job Description sent
over to Indeed.

Pay Grade & Steps

Warning Added for Empty Fields in Pay Grade and Steps via Employees Import

177532: A warning has been added to the Employees import when using the Pay Grade and Automatic
Step fields. If a Pay Grade is changed through the import, and the new Pay Grade has automatic steps, a
warning will be generated if the Automatic Step fields is left blank.

The warning will display in the Import Results page after running the import.
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€ Import Results

Fows OnPage 20 8 Fows ") Refresh Data

Date Created:  Calendar Range ~ All

Warning Automatic Pay Grade Step is required. (P

Wamning Invalid Automatic Pay Grade Step. (Pay Grade Step: Step30, Employee Id: e6)

Warning Emply Pay Grade for Automalic Step Step3. (Employee Id: e7)

New Notification When Base Comp is Changed via Automatic Pay Grades/Steps

173840: A new Base Comp Record Change Automatic Step notification has been added to the system to
inform users when an employee’s base compensation has been changed through Automatic Pay
Grades/Steps. The notification will trigger when there are step changes in base compensation as well as
if the step change results in the same base compensation. The notification is available in the Account
category under Company Settings > Global Setup > Notifications.

New Notification When Last Step Reached via Automatic Pay Grades/Steps

173841: A new Last Automatic Pay Grade Step Reached notification has been added to the system to
inform users when the last step in Automatic Pay Grades/Steps has been reached. The notification is
available in the Account category under Company Settings > Global Setup > Notifications.

New Automatic Step Field in HR Actions

173846: User can now indicate which Automatic Step an applicant or employee should be assigned to,
so the process can be completed in one place rather than having to go to the employee record or create
another HR Action once the Hire, Rehire, or Regular HR Action is approved.

When the Pay Grade item is added to a Hire, Rehire, or Regular HR Action, and the Pay Grade selected
by the recipient is configured with automatic steps (and the recipient has edit permission for Pay
Grades), an Automatic Step field will be added within the HR Action so the recipient processing it can
add an automatic step.

Group #1 PG

PG
Pay Grade

PGAutoSteps R

Minimum
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Performance Management

Profiles: HR Action Added to Review Effects in Performance Review Profiles

5123: Within the Review Effects widget of Performance Review Profiles, a new HR Action checkbox has
been added. When checked, the drop-down will become active and users can select an HR Action to add
to the profile.

The Review Effects update employee accounts and with the addition of the HR Action, a series of events
can then be triggered to flow through specific channels prior to updating employee accounts. This will
be shown to the Finalizer on the Summary tab of performance reviews, just as the other options do.

Profiles: More Employee Profile Fields Added to the Reviews to Finalize Report

155361: In the Reviews to Finalize report, all standard employee centric fields will now be available to be
added as columns within the report page. The report is located under Team > Talent > Performance >
Reviews To Finalize.

Profiles: Performance Profiles Added to Required Profiles

66787: The Performance Review Profile has now been added to the Required Profiles section of the
Account Policies widget in Company Setup and in the Profiles section of the Defaults widget in Cost
Centers.

Profiles: ‘None’ Grade Method Added to Performance Review Profiles

77812: Previously, when creating a Performance Review Profile, the only options available for Grade
Method were Average and Total. We have now added the option of None for cases where ratings do not
have values associated with them. When None is selected, the Final Grade option in the Performance
Review Profile will also default to None and weights will be disabled.

When Grade Method is selected as None, the Final Score, Total Scores section on the Summary tab will
be hidden. Similarly, no total(s) will be shown in the Core Values and Competencies section.

188135: In the Review Steps of a Performance Review Workflow, the Percent for Review weight must
total 100%. If the total does not equal 100%, the user receives a warning on the Review step and
receives an error on the actual workflow when saving. Ratings are allowed to be configured with no
value, so it is possible to need 0.0% weight total in the workflow. The workflow will now allow for 0.0%
as well as 100%.

Reviews: Configuration Error Message for Incomplete Performance Reviews

168700: To prevent configuration errors, performance reviews where Ratings are enabled (Functionality
widget) and Final Grade (Options widget) is set to either Calculated, Selected (Numeric), or Calculated
(Numeric), and final grades are not added to the Ratings widget in the Configuration tab, users will now
receive an error message. Previously, only a warning message displayed, allowing incorrect
configurations to be saved.

Review Effects

EMABLED

Account Status [
Bonus L
compensation |
Cost Centers ||
Job Title L
Manager ||

HR Action 2 | Promotion
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Reviews: HTML Editor Added to Entry Tab Comments

100779: Performance Review comments that are added by reviewers in the Entry tab of performance
reviews will now have more options available in the text editor. We have added a full HTML editor
containing bold/italics/colors and more so you can format your comments. When printing in PDF, the
formatting will not display in the PDF.

Reviews: Performance Review Options Upon Termination

192855, 124928: When terminating an employee manually or via an HR Action, the Items to
Resolve pop-up that displays when terminating the employee will now include options for
performance reviews that are currently Scheduled and/or In Progress.

If the employee being terminated has a scheduled performance review, options will display to
Delete, Initiate, Skip, or Ignore.

If the employee being terminated has a performance review in progress, options will display to
Delete, End the performance review or Ignore.

If users select End (a new option) the performance review will be saved on the Performance Reviews report
page and show a status of Ended. Any pending To Do Items will be removed, and the Review will become
read only.

Items to Resolve

The following items need 0 be resolved before continuing with the termination
. lease access this page in desk

To view all details please access this page in deskiop view

Employee has 1 Pecformance Review that is in progress

Resolutions:
Delete
*) End

Ignore

NOTE: When terminating an employee from the Employee Information page, you must toggle the New
Look on for the Performance Review items to appear in the /tems to Resolve option.

Option to Reassign To Do Item for Terminated Managers

If a terminated manager has pending performance review To Do Items that require attention,
resolutions will be offered in the Items to Resolve pop-up to Ignore or Replace With (with a field to
select the user to assign to.) If reassigning the To Do Item, it will immediately be moved to the new
user’s To Do list.

This will trigger when terminating a manager who has existing Performance Review To Do Items (i.e., the
user was a manager that was part of the Performance Review Workflow to Review, Check, Finalize etc.)
It won’t trigger for the To Do Items of an employee of the terminated manager who needs to process
their own review.

19
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Employee has 1 Performance Review(s) in To Do ltems

Resolutions:
® Ign::r;|
() Replace With

&

NOTE: When terminating an employee from the Employee Information page, you must toggle the New
Look on for the Performance Review items to appear in the /tems to Resolve option.

Option to Bypass Employee Signature Step in All To Do Items Report

187133: When an employee is terminated with a pending Sign To Do Item for a performance
review, other administrators can access the To Do Item from the All To Do Items report and
process it. If the item has an employee signature included from the workflow, an option will
become available to allow the manager/administrator to bypass the required employee
signature (since the employee is terminated and cannot sign.)

Employee 2 80101
& ¢  Name (2021/01/0
Scheduled Date.  01/01/2021

5o T s sownee

The bypass will take the workflow to the next step in the workflow following the Sign path and
allow the item to be completed. This requires Manage for all to be enabled in user security
profiles; and the users must have access to the All To Do Items report.

Security ltems Security ltems

Full Access | | Full Access

EMPLOYEE
o r'STEM REFORTS
Permission Add  Delete

SY
Performance Reviews View/Edit ~ M M (] manage For all } (] view Manager instructions ) (] unfinalize ) 1 all To Do tems

Reviews: Selecting Ratings During the Performance Review Process

99371: When selecting ratings during the review process, only the ratings configured in Performance
Review Profiles will display in the Legend pop-up next to the Ratings drop-down. These rating selections
can be set in the profiles by editing Core Values, Competencies, Goals, etc. and adding a selection list in
the Choose Rating field. If no list is attached, the entire list from the Ratings widget will be available in
the Legend pop-up.

Reviews: Label Name Changes for Prior Reviews Button & Viewing of Incidents

189709, 111833: The Prior Reviews button in Performance Reviews has been updated to more
accurately reflect its purpose and has been renamed to View Prior Reviews. Additionally, a new View
Incidents option has been added to the list of options in the drop-down of the button.

New Name(s):

20
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View Prior Reviews (main button)
View Development Goals (drop-down option from button)

View Incidents (drop-down option from button)

= Note: This option is new and will only display for users with security permission to at least view
Incidents (Employee section of HR tab)

Reviews: Finalize Process Changes

182223: On the Finalize step when managers click the Finalize button to finalize a performance review
from a To Do Item, the system will send them to Summary page instead of the Instructions page.
Additionally, the Finalize button has been moved out from the action ellipses and is now prominent on
the page.

Personal Email

Personal Email Field Added to Custom Forms & Questionnaires

182509: In the Custom Forms setup, the Personal Email field has been added in the list of options when
clicking Add New Field and selecting Type: Applicant (if applicant form) or Type: Employee (if employee
form).

When this field is added to a custom form and the user completes and submits the form, once it is approved,
it will update the Personal Email Address on the applicant's or employee's record.

In the Questionnaire setup, the Personal Email field has been added in the list of options when the user
clicks Add New Question and selects Type: Employee.

When this field is added to a questionnaire and the user completes and submits, it will update the personal
email address on the employee's record.

The system currently does not support adding an applicant Type to a questionnaire.

Position Management

Delete Logic Added to Employee Position Assignment Import

195836: To help companies mass delete employee position assignment attributes, a new Is Deleted
column has been added to the Employee Position Assignments import template. In this column, you can
type Y to delete the assignment for the given row(s). Left blank, the system will assume a No answer.

Only an Assignment Number and Y are required to delete an existing assignment.
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Position Management & Recruitment

Position Management Fields Added to Job Requisition Templates

170442, 170444, 170484, 170447, 170445, 170499, 193672: A new Default Position field has been
added to Job Requisition Templates. This field will allow the template to pull in information from the
Position entered and be applied to any Job Requisitions created from the Job Requisition Template.

A pop-up will inform users that any Job Title Description, Default Job and Employee Type from a Default

Position will be overridden by the new Default Position selected. Adding a value to this field will override
any previously copied information that was populated as a result of using the Copy From Job Requisition

value.

ob Title * Default Position

| Tecnnical Support Engineer ‘ Technical Suppon rg‘

Pre-Requisites

Position Management enabled in the company
Users must have security permissions to access, create or edit a Job Requisition Template.
Validations

If a Position is marked inactive and if the user edits the Job Requisition Template for that Position, the user
will receive an The default position selected is invalid error message when saving.

If the Position is deleted, the Position will be de-linked from the template and the Default Position fields will
be blank.

Position Updates and Default Positions

If certain fields within a Position are updated, the impacted fields in the associated templates will be
automatically updated, whether active or inactive. These fields will be updated.

Default Job

Job Title

Description

Employee Type

Category #1
Copying From Job Requisitions — Position/Job Values Displayed
Within the Job Requisition Templates, you can copy data from an existing job requisition into the
template. When Position Management is enabled, you will see the Default Job and Default Position

columns displayed in the pop-up when selecting a value for this field. These values will display whether
the Position is active or inactive.
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Job Requisitions X

Page of 1 1-13 of 13 Rows Q

Copying Behavior in Job Requisition Templates
Users can select a Job Requisition in the Copy From Job Requisition look up.

Access the option from Company Settings > HR Setup > Applicant Tracking/Recruitment > Templates
Library > Job Requisition Templates

Requisition Details

LI Resume Required Use this field to copy data from an existing job X

requisition in to the template

Copy From Job Requisition

Copy From Job Requisition will show all the requisitions (Active, Completed etc.)

Once aJob Requisition is selected for the copy, all the fields in the template will be auto-populated with data
from the Job Requisition selected.

If the selected Job Requisition has a Position available in the Default Position field, the following 4 fields will
be updated with the latest data from the Position (as defined in the specified position page) and the rest of
the fields will be copied from selected Job Requisition:

Default Job
Job Title
Description ( Updated from Position Description)
Employee Type
Job Category #1 is updated from the Job.

All these fields will be read-only once the Position is selected. If the Position is cleared, the fields will be
enabled for editing again.

If the selected Job Requisition has no Position defined in the Default Position field, data is copied as-is from
the requisition.

If the Position in the Job Requisition is set as Inactive, an error message will be generated when saving.
Error message is: Selected position is inactive. Please select a valid position.

If a Position is being used in a Job Requisition, that Position cannot be deleted.
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Questionnaires
Hide Instructions Option Added

177156: When end users are filling out questionnaires, they will now have the option to hide
Instructions to gain more screen space. This option will allow the toggling on/off of the Instructions with
a Hide Instructions link when they are visible, and a Show Instructions link when they are hidden.

Questionnaire

Page3of3 » 75%

X

Consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim

veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

+ Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur.

Hide Instructions

1. Which of the following statements most accurately d ibes your

when you ?

M ) i kit winbting an hald

Questionnaire

Page3of3

Show Instructions

1. Which of the following statements most accurately describes your experience when you phoned?

[] 1was kept waiting on hold

Recruitment
Applicants: Forgotten Usernames

178068(EPIC) & 184572, 134542, 184561, 184558, 184567, 184563, 184571, 184569, 184568, WFR-

184564, 188415, 184566, -184565, 184562:

To help applicants retrieve forgotten usernames, a Forgot Username option will now display on the
login page under the Username field. When selected, users will be presented a series of questions.
Depending how they answer the questions, along with the information entered, will determine
subsequent options. After selecting the link, the first screen displays the following fields.

Have you ever worked at (company name) before? This will have Yes and No radio buttons. (Company name
is pulled from Company DBA. If company DBA is blank, then it will use default EIN name.)

First Name field

Last Name field

Yes Response | If system can identify

applicant, options
expand to include:

system cannot validate —
Drop-down will display
an Identity Question
and will include: —— -
s /"« Pprior Password ™
+ Email (primary,
secondary, personal system can validate —
« Phone (work, home, Message is generated with a
cell) list of options user can select
to receive their username
(typically email or phone.)

for assistance.

+ Date of Birth—or-
+  SSN/Primary National ID
(Full) or last 5 digits

+ Employee 1D
+ Termination/Hire

These screens will
include Continue & Back

B . Dates
to Account Login options

+ security The username will be sent to
| Question/Answer (if personal Email (if on file),

\_  confgured) y Primary Email (if on file and is
—_— not a duplicate of Personal
Email), secondary Email (if on
file and is not a duplicate of

Personal or Primary Email), Cell
Phone (if company has SMS
turned on and user has a cell

\. phone on file).

Applicant selects Continue and
Message is generated directing

user to reach out to the company

|/ Applicant selects Continue and

User makes selection, selects

Submit.
System confirms Username
‘was sent with instructions for
logging in.

User Logs in to account

OnePoint

Human Capital Management
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. i N i itas ™ [ ™
Email field displays If system r.ecogmzes the email y If system val|datfas the email as User makes selection, selects
) as an Active employee, error a former applicant, a list of Submit

User enters email message generated informing options displgys and user System confirms Username
and selects user to c9ntac1 system selects one option to send_the \was sent with instructions for
Continue \_ administrator, Y, Username to, usually email or logging in.
phone. o J

These screens will Additional messaging states if P .
include Continue & Back they do not have access or do
to Account Login options not receive a response, to User Logs in to account

reach out to the company for |\ J

\ assistance. ) /"

Notification Sent to Applicants

Upon selecting the Submit button, if the system can identify and validate the user in the company
database, the system will send the user an email notification that includes their username and
instructions for logging in. By default, only email will be used to send the notification. If you want to
include SMS notifications, you will need to enable the SMS Integration with Twilio Marketplace product
and set up an account with Twilio, which may involve additional fees.

Enabling Configuration of Forgotten Username Preferences

A new Forgotten Username Preferences widget has been added to the Configuration page for
Recruitment. In this widget, administrators can enable the above process which will add the Forgot
Username links for applicants on the log in page. This widget will not be added to the page by default
but can be added using the Edit Tabs link.

Upon enabling the option, the Username Retrieval notification will be created. A hyperlink will take you
to the Company Notifications page where you can view or edit the notification.

Forgotten Username Preferences -~

FORGOTTEM USERMAME SETTINGS
Users Can Retrieve Forgotten Usemame [+
on Successful validation  Send Username

*Mote: "Username Retrieval” Notification has been configured by
defauilt.

Job Requisitions: New Font Added
186690: In the text editor of Job Requisitions, the Roboto family of fonts have been added.

Job Requisitions Template Report — New Columns Added

170446: When Position Management is enabled in your company, the following columns will be
available to be added to the Job Requisitions Template report page, located under Company Settings >
HR Setup > Applicant Tracking/Recruitment > Templates Library > Job Requisition Templates.
Additionally, the Jobs (HR) column has been renamed to Default Job.

Job Requisition Template: Default Position — the information in the column will be in the form of a clickable
link in the desktop version; not currently available for mobile.

Job Requisition Template: Position Id — the information in the column will be in the form of a clickable link in
the desktop version; not currently available for mobile.

Job Requisition Template: Position Abbreviation
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Quick Apply: Questionnaire Pop-Up Updated
173190: The Questionnaire that Quick Apply Applicants use has been updated to correspond with the

standard format used throughout the application. A Page link and status bar will appear at the top, and

the buttons have been updated for both single and multi-page questionnaires.

Questionnaire X

ot dolore magna aliqua. Ut enim ad minim
modo consequat. Duis aute irune dolor in

Show Muore

2. Were there any areas (listed below) that annoyed or peeved you about the customer service
emplayees behaviour?

3. When using our company recently, were you please with the level of services you received?

intriendly

Vendors Added to Conversion Tracker Company Vendors Widget

189524: The system is now updated to work with Recruitment vendors Recruitics and AppCast. On the

Applicant Tracking/Recruitment Configuration page, under Conversion Tracker Company Vendors, two
new checkboxes appear so that users can select these vendors.

Conversion Tracker Company Vendors -~
Sequence Enabled Mame Conversion Tracking id

1 & Indeed IND9aS-0

2 ¥ ZipRecruiter HURg34894

3 v GlBSSDOOT NVW04732

4 Recruitics

5 [ AppCast
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Signature Settings

Form 19 Wet Signature & Biometric Signature Support

169191, 191548: Users can now “wet sign” the 19 Form document in cases where an actual written
signature is required. A Form 19 checkbox can be selected in the Wet Signature section of the Signature
Settings widget (Company Settings > Global Setup > Company Setup) to enable this functionality.

WET SIGNATURE

Benefit Enrollment ||
Custom Forms

Wet signature displays within the Download and Print functions.

If Biometrics is configured, the user is prompted for the biometrics entry, but can access the Wet Signature
option if needed.

If Wet Signature and Biometrics are not configured, the form is signed with the standard signature type.

If Wet Signature is configured and biometrics is not configured, the user does not have the availability to sign
the form with the standard signature type, as Wet Signature will substitute for the functionality of standard
signature type.

When the user adds a signature, selects Clear Signature and then selects | Agree, a red frame in the
signature field is displayed and the user cannot proceed.

When an 19 form is signed with a Wet Signature, the audit reports will show Wet under Signature Type.

Biometrics Signature
172218: Users can now sign with biometrics on their mobile devices using either their face or Touch ID.

Pre-Requisites

Company Settings > Global Setup > Company Setup > Global Policies > Employee Signature Uses with the If
possible: use Biometric (mobile) signature option is selected.

Employee has enabled e-signature within My Profile - Biometrics widget. Unchecked by default.

Using Biometric Signatures

1. The employee user can proceed with signing the 19 Form by selecting the Submit /19 button in both
enabled and disabled Biometrics widget flows.

2. Inan enabled flow, the employee user is presented with a biometrics message.
3. Inadisabled flow, the employee user can opt-out and enter their company configured signature.

4. The manager can sign their part of the 19 form by selecting the Save and Verify button in both enabled
and disabled Biometrics widget flows.

5. Biometrics authentication will be shown only when the user has the option enabled in their Biometrics
widget in their employee profile.

6. A Success inline message will be shown if the form is successfully signed; the signature will be populated
in the 19 signature field.

7. The Failed message will be shown if the signature is unsuccessful; limits for Touch Id: Android - 5 tries, iOS
- 3 tries; Face Id - no limits.
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8. Audit Reports are properly updated on the successful signing of an 19 form.

9. FacelD and Touch ID is supported for iOS phones. Android phones will revert to TouchID only, even if the
phone supports FacelD.

Custom Forms Wet Signature Support

171025: Users can now “wet sign” Custom Forms in cases where an actual written signature is required.
A Custom Forms checkbox can be selected in the Wet Signature section of the Signature Settings widget
(Company Settings > Global Setup > Company Setup) to enable this functionality.

WET SIGNATURE

Form 19
Benefit Enrollment ||

Wet Signature displays within the Signature section of the Custom Form, and users can use Wet
Signature for the signing of the Custom Form. Wet Signature is displayed within the Download and Print
functions.

When a Custom Form is signed with a Wet Signature, the audit reports will show Wet under Signature
Type.

If Biometrics is configured, the user is prompted for the biometrics entry, but can access wet signature option
if needed.

If Wet Signature is not configured and Biometrics is not configured, the form is signed with the standard
signature type.

If Wet Signature is configured and Biometrics is not configured, the user does not have the availability to sign
the form with the standard signature type, as Wet Signature should substitute for the functionality of the
standard signature type.

When a user enters his/her signature, chooses Clear Signature and then selects | Agree, a red frame in
the Signature field is displayed and the user cannot proceed.

NOTE: This functionality excludes Applicant Custom Formes.

Benefit Enrollment Wet Signature Support

193118: Users can now “wet sign” a Benefit Enrollment form in cases where an actual written signature
is required. A Benefit Enrollment checkbox can be selected in the Wet Signature section of the Signature
Settings widget (Company Settings > Global Setup > Company Setup) to enable this functionality.

WET SIGNATURE

Form 19
| Benefit Enrollmentl

Custom Forms

Wet signature is displayed on a Printed/Downloaded enrollment document after it is signed.

Admins can configure Benefit Enrollment within the Signature Settings widget under Company Settings
> Company Setup > Global Policies. Users can use Wet Signature to sign a Benefit Enroliment request
(Confirm & Submit step and Modify step). If a user does not have permissions for MSS, the e-signature
audit report will show the text Benefit Enrollment in the Signature Details column.
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When Benefit Enrollment is signed, the audit reports will show Wet under Signature Type.

If Biometrics is configured, the user is prompted for the biometrics entry but can access the Wet Signature
option if needed.

If Wet Signature is not configured and Biometrics is not configured, the request is signed with the standard
signature type.

If Wet Signature is configured and Biometrics is not configured, the user does not have the possibility to sign
the Benefit Enrollment with the standard signature type, as Wet Signature substitutes for the functionality of
standard signature type.

When a user enters his/her signature, chooses Clear Signature and then selects | Agree, the signature
field frame becomes red and the user cannot proceed.

Succession Management

Option to Hide/Show Eligibility Fields in Succession Plans

51713: A Show checkbox has been added to the Eligibility widget in Succession Plans. This checkbox will
default to show the Successor and Succession Path fields. Uncheck to the checkbox to hide the options.
For example, you may not want to use these fields but do want to use the rest of settings in the plan for
career planning.

Eligibility -
Show |+
Successor | Custom Filter Q
Succession Path | Custom Filter Q
Eligibility -

Show

Trainings/Certifications

Adding Employees to Groups When Adding Trainings/Certifications

152660: When adding trainings and certifications to multiple employees at the same time, the Company
Groups option will now be available when using the employee filter after selecting Add New >
Employee(s) Drop-Down > Browse. If the user does not have access to all the employees in the group, a
message will be generated showing how many employees were not included and why. Company Profiles
and the Advanced Filter are also available for selecting employees. This is done under Team > Learning >
Trainings/Certifications.

Workflows

Generate Notification Step: Specific Email Address Added to Other HR Workflows

45789: Previously, the ability to select a specific email and enter the email address in the Notification To
option inside the Generate Notification step of a workflow existed only in the Benefit Change Request
workflow. This option is now available in all workflows.

Position & Base Compensation Fields Added to HR Action Request Filter
187469 & 187479: Administrators who oversee users with access to enter Position Assignment
information into HR Actions will now have filters available within HR Action Request workflows. These
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filters can be used to route the workflow a particular way if the users forget to fill in a field or fill in a
field they are not supposed to resulting in only properly completed requests moving through the
approval process.

The following filters have been added to HR Action Request workflows for the Start/On Created and
Approve/Reject (On Approved, On Modified, and On Rejected) steps.

Position Fields

Position Directly Reports To Manager (Options to select Null or Not Null)
Position Assignment End Date (Options to select Null or Not Null)

Position Assignment is Primary (Options to select Checked or Unchecked)

HR Action Request Filter: On Approved
*Note: During workflow, applying changes can be done only once. If apply is triggered more than once, only first attempt will
succeed.(If you are using the "Approve Automatically” step in your workflow, do not check the "Apply Changes® check box as the
system will automatically update the information when the workflow is complete. If you do use the "Approve Automatically” step in
the workflow make sure it is the |ast step in the workflow process.)

HR ACTION REQUEST FILTER

*+{Jpdating checklist item can be done only once. If update is triggered more than once, only the first attempt will succeed. Is Primary Assignment | Checked «

HR Action Request Filter AND i
15 Primary Assignment Checked Assignment End Date | Not Null ~
_0 AND Assignment End Date Not Null AND
AND Directly Reports To Manager Not Null Directly Reports To Manager Mot Null -

EMPLOYEE FILTER
&

o it slced D D ED EEa

Base Compensation Fields

Only Effective Base Compensation Record Added with the Date of HR Action — will ensure that the Base
Compensation effective date is the same date as the effective date of the HR Action itself.

Base Compensation — will trigger if a change is made to any Base Compensation record that meets
the criteria specified in the filter (this includes historical records)

Base Compensation Percent Change — will trigger if a change is made to any Base Compensation
record that meets the criteria specified in the filter (this includes historical records)

HR ACTION REQUEST FILTER

SetStatusTo | Approved - only Effective Base Compensation Record Added with the Date of HR Action

Set Status Label To | Approved AMD
HR Action Request Filter
Only Effective Base Compensstion Record Added with the Date of HR Action

£ | anp Base Compensation change IS = $15.00 amount per hour Base Compensation changels > « 200 percent
AND Base Compensation change Is » 2.00% percent

2 EMPLOYEE FILTER

Base Compensstion changels | = 15.00 amount per hour

”~
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Payroll

Deductions
Auto Enroll Status now available for Retirement Plan Scheduled Deductions

185125: When a Retirement Plan profile has the Auto Enroll setting enabled, associated Scheduled
Deductions now display the Auto Enroll Status section with a checkbox to override the setting.
Previously, the Scheduled Deduction did not include the Auto Enroll Status section.

Payroll Reports
Successorship filter options added

184815: For selected Payroll reports that have Payroll Type or Pay Statement Type fields, users can now
create filters for Successorship Payroll Type and Successorship Pay Statement Type.

Payroll Setup

Import Wages into Successorship Payroll

179083: Users can now import wages directly into a Successorship payroll. When using the
Successorship Pay Statement Type, the wages listed in the pay statement should impact the wage and
tax calculations for all pay statements with a current year Pay Date beyond the Successorship Pay
Statement Pay Date.

When an earning/deduction/tax is imported into an inappropriate Pay Statement Type, the import is
executed successfully. However, when the PST is opened, there is a warning message about the invalid
earning/deduction/tax.

Pay Statements

Delete FUTA and SUTA Only on Successorship Pay Statement Type

184825: Users with access to the Pay Statement Types setup can now delete only FUTA and SUTA taxes
from the Tax Settings widget for a Successorship Pay Statement type.

Tax Settings

RowsDnPage 3 Showing 100044 Page 1 afd . - et 2650 EE o B

] ‘Company £ Company 1ax Mame ax Type oW 5w EEasw R ow Ensw nesw

When taxes are added, the delete icon (X) displays only for SUTA and FUTA. When deleting SUTA, any
SUTA_SC/SUI tax codes associated with the same jurisdiction are automatically deleted. When trying to

delete SUTA_SC/SUI using the select checkboxes and choosing the Delete Tax Settings button, the
action is ignored and the taxes are not deleted.
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Tax Forms
1099 Earning Type\Code Setup
175395, 176850: The 1099 box type selections are now updated to reflect the current 1099-MISC Form
for 2020. When the 1099 Rollup Earning Type is selected, users can select which box type the earnings
will populate on the 1099-MISC Form.

e Box1-Rents

e Box 2 - Royalties

e Box 3 - Other Income

e Box4 - Federal Income Tax Withheld

e Box5 - Fishing Boat Proceeds

e  Box 6 - Medical and Health Care Payments

e Box 8 - Substitute Payments in Lieu of Dividends or Interest

e Box9 - Crop Insurance Proceeds

e Box 10 - Gross Proceeds Paid to an Attorney

e Box 12 - Section 409A Deferrals

e Box 13 - Excess Golden Parachute Payments

e Box 14 - Non Qualified Deferred Compensation

Non-employee compensation is no longer reported on the 1099-MISC Form.

2020 Form 1099-NEC to be used for reporting any non-employee compensation

175392: For 2020, the IRS has brought form 1099-NEC out of retirement for use in reporting any non-
employee compensation earned in 2020. In previous years, this compensation was reported on the
1099-MISC form. Payroll users should no longer report non-employee compensation on the 1099-MISC
form in 2020.

Users can find form 1099-NEC in the following locations:

e  Payroll > Forms > 1099s
e HR>Forms > Government Forms > 1099s

e My Team > Employee Information > Edit Employee - [Payroll] > W2/1099 Information widget

2020 Form 1099-NEC now included in Year End Processing

193262, 193644, 194431: Several changes have been made to Year End Processing (Payroll >
Quarter/Year End Process > Company Tax Years > Year End Process) to facilitate usage of 2020 Form
1099-NEC:

e  For the Recalculate W2s/1099s (Optional) process, the system now includes 1099-NEC forms.
e  For the Recalculate 1099s (Optional) process, the system now includes 1099-NEC forms.

e  Forthe Approve W2s/1099s process, labels, hyperlinks, system messages, and Approve options no longer
reference 1099s but now specifically refer to 1099-MISC and 1099-NEC so that users know which forms
they are working with.
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Tax Reports

Tax State field renamed

170327: In the following locations where Tax State was a field or column, the field or column is now
named Tax State/Province to clarify that it can display a Province when required:

e  Company Settings > Payroll Setup > Company Taxes

e  Payroll > Employee Payroll Maintenance > Taxes > Tax Jurisdictions

e  Payroll > Employee Payroll Maintenance > Taxes > Taxes

e Company Settings > Payroll Setup > Earning Codes > New Earning Tax Setting

e Company Settings > Payroll Setup > Deduction Codes > New Deduction Tax Setting

Unemployment State field renamed
180779: Throughout the system, in reports where Unemployment State was a column, the column is
now named Unemployment State/Province to clarify that it can display a Province when required.

New icon to open Account Tax Jurisdiction
189054: On the Tax Information widget, the Federal Tax Information now includes an icon users can
click to access the Account Tax Jurisdiction page.

Updates for the Executive Order on Employee Deferral of Social Security Tax

193948, 194917, 194919, 199308, 199714: In the October 8 Service Pack, several updates were made to
the system to accommodate the Executive Order to allow employee deferral of Social Security Tax. For
more information, please download the document titled Executive Order - Employee Deferral Social
Security Tax under the download category COVID19 Resources on your system’s server.
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Time and Labor

Accruals Balance Widget — Hyperlinks for Accruals Policies

182515: Previously available in the Classic Ul, in Desktop, from the Accruals widget in the Employee
Profile, the time off categories (displayed under the Type column) are now hyperlinks. When you click
the link, you will be taken to the accrual policy configuration to view the configuration or make edits.

Added Latitude and Longitude to V2 Time Punch API

195306: Previously, the V2 API could be used to bring punch data in for employees but did not have the
ability to pass latitude and longitude data. Because this data could not be brought in, the location of the
punches could not be validated with the Check Distance rule in the timesheet.

What’s new: Latitude and Longitude fields have been added to the V2 Time Punch API. Punch data can
be brought into WFR using the V2 Time Punch APl and the latitude and longitude can be validated
against the Check Distance rule.

Added Profile ID to Attestation Profile Report APD — Report Conversions for Mobile
Version on Desktop

193585: To improve system integration capabilities, the Attestation Profile report, the Points Profile
report, and the REST API have been updated to include the Profile ID column.

Allow Color Selection for Time Offs

177553: Previously, the system assigned color values automatically to time off types without the colors
matching expectations for the types of time offs.

What’s new: From Time Off Properties, you can now choose a color from the Time Off Color selector,
and the system will assign that color for that particular time off. The selected colors will reflect on the
Time Off Calendar, Time Off Statistic widget, and Time Off History.

NOTE: Holiday time off will default to the color that is specified in the tooltip.

APD — Report Conversions for Mobile Version on Desktop

All Punches Detailed/Summary Show Map Button

192354, 182710: The All Punches Detailed and All Punches Summary reports under My Info > My Reports
> System Reports > System Utilities > All Punches > All Punches Detailed (or All Punches Summary) now
contain the Show Map button in the Desktop version of the Mobile App

Calculated Time by Work Day Report Utilities Actions

182707: In the Desktop version of the Mobile App, a Utilities action button is now available in the
Calculated Time By Work Day (Time Entries) report (Team > Time > Reports > Calculated Time >
Calculated Time Summary). These utilities are only available for companies using Pay Calculations 2.0.
Support for Pay Calculations 1.0 will be available in R72.

CMS Submission Report
182696: The CMS Submission report under Team > Time > Reports > CMS is now available in the Desktop
version of the Mobile App.

NOTE: The TLM subsystem must be enabled in order for users to access this report.
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Detailed Calculated Time Report “View Counter Summary”

182709: On the Desktop version of the Mobile App, in the Detailed Calculated Time report (Team > Time
> Reports > Calculated Time > Detailed Calculated Time) the Counter Summary option is now available
when you select View By under the Current view drop-down.

€ Detailed Hours Overview (PDF)

[ 4 Timesheet Dates: 05/06/2020-09/19/2020 » ¥ SR S

& e e

NOTE: The non-PDF version of this report will be available in a future release.

In addition, under Filters, you have the option to enable Employee Has Data and Has Missing Punches.

Attestation Punch
Daily Attestation Summary Report — Added Attestation Category Filter
181911: Previously, the Daily Attestation Summary report only tracked Attestation data for End Of Shift.

What’s new: Attestation Category has been added to the Filters window in the Daily Attestation
Summary report, which allows you to enable categories that you would like to view summaries and
percentages that will display in this report.

Attestation categories include:

Custom Punch
End Of Shift
Punch In

Punch Out

« Daily Atestation Summary

Filters X

e Dec 31,1900 - Jun 05, 2079
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New Punch In Filter Option to Reference Schedule

185285: Attestation can now be triggered within a specified window of time after the employee’s In
punch. From the Attestation Profile, within the Punch In section of the Prompt Settings widget, click the
Add button, then select Around Schedule from the Filters pop-up. You can then enter an amount of time
for hours before or hours after their scheduled time of punching in for Attestation to trigger.

Configuration Summary

Transfer Pay Calc Profiles Rules

191793, 191792, 187040: Users can now download from Pay Calculation Profiles an easily
understandable configuration PDF summary document. The Pay Calc rules Move Counter and Copy
Counter, and Set Counter contain their own customized structures in the PDF summary document.

Move Counter

Decription Rule: Tags Rule: Sequence
aw er |[COUNTERS] 5

Move From Counter To Counter Maintain Distributed Dates
Couriter Counter Test Yes

Counter Conditions

Counter Name Operation Value
Counter Test < 3

Converted .clock Page
181909: The .clock Log In page has been converted to the New Ul view. Any enabled Extra Buttons will
display here with the same look as the New Timesheet.

Log In

Deleting Zeros in Raw Time and Piecework before Inputting Time in New Timesheet —
Mobile/Mobile on Desktop

176615: Previously, when users opened the new timesheet in the mobile app or mobile on desktop and
typed into a field that had default zeros, users had to delete the zeros to be able to add time or move
the cursor to insert time with zeros.

What’s new: Users can now add an amount to the following fields without having to delete the zeros
first:
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Raw Total/Hours (for both timesheet profiles; under Extra Pay & Counter Adjustment and Adjustment tabs)
Amount (under Extra Pay tab)

Piecework, Percentage Hours, Quantity (for both timesheet profiles; under Extra Pay & Counter Adjustment,
Adjustment, and Extra Pay tabs)

Employee Profile Accruals Balance Widget — Updated Order of Fields

188076: Previously, in Desktop and the Desktop version of Mobile, the order of the fields in the Accrual Balance
widget in the Employee Profile were changed from the Classic Ul.

What'’s changed: The fields in the Accrual Balance widget in the Employee Profile will now be in the same order as
the Classic Ul:

Time Off

Accrued To

Current Accrued

Taken

Current Balance

Available Balance
Scheduled

Pending Approval

Projected Accrual

Projected Balance

Current Accrue Rate

Last Carry Over

Carry Over Used By Balance
Used by Date

Earned After Last Carry Over
External Authorized
External Taken

External Carry Over

Extra Pay with Out Punch

Extra Pay on Out Punch to Work with Counter

182729, 187562, 182722: In the previous release, when Collect Extra Pay With an OUT Punch was
enabled in the Timesheet Punch Settings section, Pay Category options would display, which was only
relevant for Pay Calc 1.0 companies.
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What’s changed: Going forward, when Collect Extra Pay With an OUT Punch is enabled for desktop,
mobile, .clock, and InTouch device users, Counter options will be available to choose from. If a user

needs to use Pay Category, select Time Entry Extra Pay within the Pay Calculations box in the Admin
Company.

For InTouch device users, counters can be captured with an out punch using the smart punch key. For
.clock users, upon punching out, an Add Extra Pay window will display for extra pay to be collected.

MCC Widget — Search

192538: Previously available in the Classic Ul, in the Desktop version of Mobile, a search bar has been
added to the Managed Cost Centers widget in the Employee Profile to allow customers with a large
number of cost centers to easily find the cost center that they need.

InTouch DX v1.1.1.68 Verification
184221: New v1.1.1.68 firmware has been added to InTouch DX devices

Master Timesheet

Navigation and Punching with Master Timesheet (Desktop, Mobile App, and Desktop Version on
Mobile)

85950, 85951: Employees can now punch into multiple EINs and see their time entries on one
timesheet. All punches will be routed to the primary timesheet, and all child accounts (timesheets) will
point to the master timesheet.

ESS — Time Off Request (Desktop, Mobile App, and Desktop Version on Mobile)

85953: When Master Timesheet is enabled and an employee has an account in multiple EINs, the time
off requests will always populate to the master timesheet. When the employee requests time off from
any of their EIN accounts, the time off request will populate their master timesheet, and the time off will
default to their primary EIN cost center unless specified otherwise in the time off request.

MSS — Time Off Request (Desktop, Mobile App, and Desktop Version on Mobile)

90869: When Master Timesheet is enabled and an employee has an account in multiple EINs, managers
will only be able to view the time off request history for master accounts and requests for a Time Off
Request on behalf of employees will default to their primary accounts once submitted.

Timesheet Change Request (Desktop, Mobile App, and Desktop Version on Mobile)

85954: Timesheet Change Requests can be submitted, and the history can be viewed by employees
(under My Info > My Time > Timesheet > Timesheet > Change Requests) from their master account.
Added time entries and extra pay/counter adjustments can be performed from the master timesheet by
employees if they have security permission.

MSS/ESS — View Accrual Balances (Desktop, Mobile App, and Desktop Version on Mobile)

90873, 85956: Only employee accrual balances (My Info > My Time > Time Off > Balances) and history
will be visible for master accounts. The accrual balance will be reflective of the master account’s
balance.
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Mass Delete Requests via Pending Approval Reports

Mass Delete Functionality for Time Off and Timesheet Change Requests

193181, 189313, 190010: Previously, managers did not have the option to delete outdated or invalid
time off requests via the Pending Approval report (Time > Time Off > Pending Approval) and All Open
report (Time > Time Off > All Open), nor timesheet change requests via the Pending Approval view (Time
> Timesheets > Change Requests), as a mass action.

What’s new: A delete button has been added to the Pending Approval view for Change Requests, as well
as the Pending Approval and All Open reports for time off requests, so that managers can delete single
or multiple requests at a time. From the Security Profile, under the TLM tab within the Time
Editing/Approving Functionality section, enable the Delete option for Time Off Requests and/or
Timesheet Change Requests.

Navigation
IA Discrepancies in TLM Domain
180092, 181428: The following Menu items have changed:

Under My Info > My Timesheet > Timesheet:

Timesheet is now Current Timesheet (new Menu path: My Info > My Timesheet > Timesheet > Current
Timesheet)

My Timesheets is now Historical Timesheets (new Menu path: My Info > My Timesheet > Timesheet >
Historical Timesheets)

In Desktop, Manage Timesheets has been removed so that all items underneath will be listed under
Timesheet.

In the Desktop version of Mobile, Timesheets has been renamed to All Timesheets.

In the Desktop version of Mobile, Time Entries has been renamed to All Time Entries.

In the Desktop version of Mobile, under My Info > My Time > Points Balance:

Points Balance will now be the last option in the list

In the Desktop version of Mobile, under Team > Time:

CMS Submission has been moved from Reports and is now its own Menu option

For companies with Payroll, In Desktop, under Team > Time > Timesheets:

Payroll Generated Timesheets has been moved up so that it will be under Timesheets (Team > Time >
Timesheets > Payroll Generated Timesheets).

New Timesheet Experience Now Allows Time to End on Following Day on One Line
186904: Previously, in the New Timesheet Experience, the option for a To date field on the time entry
tab was missing, and if any employee had time entry spanning more than 24 hours, it would not show
on one line.

What’s been added: When the timesheet profile is set to 24 hours or greater for Maximum Time Span
From Start To End, a To date column will be added to the time entry tab.
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Pay Calc 2 — Exception Based On Weekly Rest Period

190895: According to the Arbeidstijdenwet (worktime regulations law) law in the Netherlands, any
employee is required to have a 36-hour consecutive rest period over a period of 7 days (or 168 hours). If
this law is violated and the company cannot offer information, they are subjected to a fine.

What’s new: A new drop-down option, Weekly Rest Lookback Type, has been added to the Exception
Based On Weekly Rest Period Pay Calc 2 rule, which will provide an exception in the event that an
employee does not have a 36-hour rest period in a period of 7 days (168 hours). You have three options
to choose from:

End of Day (12 a.m. after a Time Entry)

Start of Time Entry (Shift)

End of Time Entry (Shift)

Exceptions X

Execution Type: Custom ~

At least 0:00 Hours Over a Period of 0 Days
] Consecutive
[“] Include Rest Between Time Entries within a Shift o

Weekly Rest Lookback Type End of Day: {12 a.m. after a Time Entry) ~

S]

SET EXCEPTIONS +" End of Day: (12 a.m. after a Time Ent

. - exc1 Start of Time Entry (Shift)

End of Time Entry (Shift)

Description:

Allows you 1o select an exception related 1o weekly rest periods that can be defined in the Working
Time Requlations profile. Eligibility filters are also available

Tags (Comma (,) Separated) -

Payroll Export
Added EIN Name/EIN Tax ID to Payroll Export Format

187093: Employee EIN Name & Employee EIN Tax ID have been added to the Custom CSV payroll export
formats.

PR Export Codes — Added Rate Table to Employee Criteria

184504: A “Rate Table” criteria item has been added to employee specific criteria in Payroll Export
Codes.

PR Export Codes Import
184493: A Payroll Export Codes import template is now available under the Time & Attendance Data
category from Import Overview.

Report Dialogs — Rejected Time Entry Re-Submission

Timesheets — Cannot Edit Rejected Time Entries in Non-Default CC — Label Change

198397: In the Timesheet Profile within the Employee Policies section, the Employee Can Edit Rejected
Time Entries In Any Cost Center setting has been renamed to Employee Can Edit Rejected Time Entries In
Any Cost Center. When this setting is enabled, employees will be able to edit from/to times in time
entries in any cost center that is enabled in the Timesheet Profile that is not Employee Editable. When
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this setting is disabled, employees will only be able to edit from/to times in time entries that are in their
current default cost center.

Reports — Late/Early/Absent Report — Only Include Employees Who's Scheduled Shift Has
Started

181150: Previously, there was no way to get a "real-time" view of employees who had not reported for
their scheduled shift. The Late / Early / Absent Report pulled in any employee with a schedule or time
worked for any date range in the report filter. In addition, there were several columns that pulled in
information related to the employee's punches/schedule, which made it hard to group or get a full view
of what was happening with employees for the current day.

What's been added: A new report filter option, Calculate Scheduled But Absent At Runtime, has been
added to the Filters window in the Late / Early / Absent Report. When enabled, the scheduled In time of
the employee’s record on the report will be compared against the actual runtime of the report and will
adjust the Scheduled But Absent value when needed.

For example, if an employee’s scheduled shift start time is 7:00 PM, their shift start time will display in
the Sch. Time In column, and the Scheduled But Absent column will remain blank unless the employee
does not clock in at their scheduled time of 7:00 PM; in that case, Yes would display in the Scheduled But
Absent column. This will allow users to not only see who is scheduled for the day, but also those who
were scheduled but ended up being absent.

Start/End — Timesheet v2

Start/End Time Entry Settings — Prefer Default Cost Center

178110: The Prefer Default Cost Center setting in the Timesheet Profile within the Start/End Time Entry
Settings section is now available in the Timesheet v2. When enabled, the employee’s default cost center
will be substituted over an assigned scheduled cost center on the employee’s time entry.

Time Off Reports and Card View Consolidation

151931, 155545, 165090, 192484: As previously seen in the Mobile App, managers and employees now
have the ability to see Time Off History and Pending Approval reports in report and card views in
Desktop and the Desktop version in Mobile.

A toggle is available to switch between the report and card views. Select the four-square icon to switch
to the card view. When in the card view, select the icon next to the four-square icon to switch back to
the report view.

& Time Off History

S T L

NOTE: The default view is the report view.
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« Time Off History s

™

Page | 1 i1 #1Rows  Saved: [System] w [ Requested Dates: ThisMonth ¥ (1)

Preferred Langusge Account Field 2w Requested Weekdsy Last Requested Weekday »

Time Off Request Modify

Time Off Request — Allow Editing of Dates, Cost Center, TOP Type, Modify Time Off in Modify Request
Pop-Up

181827, 126830, 179818, 187485, 179819, 193530, 184981.: Previously, when employees selected time
off and then had to modify the request (Dynamic Duration or Multiple Days), Time Off type, time off
planning, Request Type, From/To, or cost center, users had to close the time off pop-up or cancel the
request.

What’s new: Users can now edit the dates in the Modify Time Off pop-up for full, partial bulk, and
partial start/stop time off requests, as well as edit the Time Off Type, Time Off Planning Type, Request
Type, and cost center. Projected Balances are also now available in the Modify Time Off pop-up.

Timesheet Punch Settings

Web Punch Access Profile

164425: New timesheet users can now submit punches according to the Access Profile assigned in their
Timesheet Profile. If the user’s IP is outside the specific range in their Access Profile, their punch will be
restricted.

Timesheet v2

Bulk Timesheet — Manage Exceptions (Employees & Managers)

147273, 147257: In the New Timesheet on desktop, employees with Bulk Hours timesheet profiles can
now manage their exceptions for both calculated and manual. Employees can click the Manage
Exception icon from their timesheet, and the Manage Exceptions pop-up will display.

When exceptions are automatically applied in the timesheets, managers now have the ability to
override and clear the exceptions from the timesheet. Managers can also add exceptions to the
timesheet.

b

Manage Exceptions

Calculated Exceptions 1600 hrs 800 hrs 1200 hrs 400 hrs 400 hrs

Time Off
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Bulk Timesheet — Piecework

141928: Piecework is now available as a customizable tab in the New Timesheet for Bulk Hours
timesheet users. Piecework labels can be defined from the Timesheet Profile in the Time Entry Collected
Data section. Employees can be given permission to view and edit.

To add more piecework entries, click + Add Piecework. In addition, you can select time off, rate tables,
and cost centers.

& Timesheet Edit D 0 m m m
@ Managen v

nt Custom Piecework Name

Time Entry Adjustment: Extra Pay & C djustme Calc Detail Counters Summary By Day
e B s R 55— | s T oS S| e =
0 +
T |

v New Piecework

= v | Grant1 v 1

+ Add Piecework | 1 |

Bulk Timesheet — Show Exceptions on Time Entry Tab

133352: In the New Timesheet, exceptions can now display for Bulk Hours timesheet users on desktop
and in the mobile app. The option Show Exceptions has been added to the Time Allocation section in the
Extra Settings widget.

If Show Exceptions is enabled, the exceptions will be visible to managers and admins on the timesheet
tab. If Show Exceptions and Show Exceptions To The Employee is enabled, the exceptions will be visible
to employees on the timesheet tab.

Calc Detail — Show Days

178081: Previously available in the Classic Ul, from the Timesheet Profile, in the Calculated Tabs widget,
the Show Days drop-down is now functional for the Mobile timesheet view. Show Days allows for days
to display on the timesheet within the timesheet range, or beyond. Options include All Applicable, Only
Within Range, and Within Range Extend.

Show Punches on Map

178079: Previously available in the Classic Ul, from the Timesheet Profile, in the Timesheet Punch
Settings section, the option Show Punches On Map is now available for the Mobile timesheet view,
giving users the ability to see the map with the punches made on mobile. When enabled, the Show Map
button will display. Punches made from a mobile device display on a map with pindrop.

Timesheet v2 Bulk & Start/End (All Days)
Bulk Timesheet — Start/End Time Entry Settings — Enable Break/Lunch Time

178109: Start/End timesheet employees can now enter a bulk time entry in the New Timesheet for their
break or lunch time.

What’s new: You can now add a Break/Lunch Time column to the Start/End timesheet. The option,
Enable Break/Lunch Time within Start/End Time Entry Settings is now applied to the New Timesheet.
You can also edit the label from here.

Time Off Settings — Limit Managers Time Off

178633: For Bulk Hours timesheet profiles, in the Time Off Settings section, admins can now define the
Limit Managers Time Off level and the time off lists that managers have access to from the Limit
Managers Time Off drop-down.
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Time Entry Collected Data — Enable Tooltip Options for Cost Centers

178639, 178560: Under the Timesheet Profile within Time Entry Collected Data, Cost Center Settings
contains a section, Show In Tooltip. These settings are now available in the New Timesheet. You can
enable the following settings:

Name
Abbreviation
Description
External Id

Payroll Code

When any of these settings are enabled, the data will display when hovering over a cost center under
the Time Entry tab of the timesheet.

Toggle for Timesheet v2

184300: For Classic timesheet users, a toggle is now available to allow employees and managers to
easily switch between the classic timesheet and the new timesheet. The toggle is only be visible when
the Desktop (classic view) option is enabled for Timesheet View in the Timesheet profile. If Mobile is
enabled, the toggle will not display.

NOTE: When the user navigates away from the timesheet, the setting enabled on the Timesheet profile

will remain.
mber 01, 2020 - November 30,2020 » Open of' New Look
er Adj Extra Pay Calc Detail Calc Summary Counters Summary

5.00 5.00

Updated Accruals Page Titles and Menu Labels
184104: Previously, in Desktop and the Desktop version of the Mobile App, some of the Accruals page
titles did not match the Menu labels.

What’s changed: The following page titles have been updated to match the Menu labels, as well as
some Menu labels have been updated:

Run Accruals (under Team > Accruals > Run Accruals)

Use By Balances (under Team > Accruals > Use By Balances)
Accrual Details (under Team > Accruals > Accrual Details)
Test Accrual Calculations (under Team > Accruals > Test)

My Info > My Time > Time Off > Accruals History has been updated to My Info > My Time > Time Off > Accrual
Details, and the page has been updated to Accrual Details
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Company Settings > Profiles/Policies > Benefit Accruals has been updated to Company Settings >
Profiles/Policies > Accruals, and the page has been updated to Accrual Profile

From the Accrual Profile within a policy, the page will now display as Accrual Rule (previously it was
Benefit Accruals Rule)
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Scheduler

Moved Schedule Settings and Schedule Templates to Scheduler Setup

167613, 167615: In the Desktop version on Mobile, Schedule Settings and Schedule Templates will now
display in the menu only under Scheduler Setup (Company Settings > Scheduler Setup).

Removed Workload Templates from Advanced Scheduling Menu
176769: In the Desktop version on Mobile, Workload Templates will now display in the menu only under
Scheduler Setup (Company Settings > Scheduler Setup).

Scheduler Setup
Moved Schedule Fairness to Schedule Setup in Company Settings
181153: Previously, the Menu item Schedule Fairness was located under Advanced Scheduling.

Going forward, Schedule Fairness will be located under Company Settings > Schedule Setup.

Updated Open Shift Report Edit Shift Screen to New Ul Manage Shift Screen

170120: In a previous release, the employee selection component in the Manage Shift screen was
updated. In this release, the Open Shift report will now use the New Ul version of the Manage Shift
screen, along with the updated employee selection. Previously, the New Ul version of the Manage Shift
screen was not utilized in the Open Shift report.

Open Shifts

Manage Shift X
Scheduled Changes made through this screen will not triggy

Page | 1 |ctz» 12250ws  Saved: [System] v SEP6

145am-7:45am Din/AACR/ Aus/Downtown/FOH USSee
Pt v | et v | mDam n

Employee Selection B

N N N

S 0o n Do s

Basic Scheduler vs Scheduler

Shift Premiums Available to be Defined in Scheduler Shifts and Display in Reports

171018, 171017, 171019, 171023, 171021, 194416: Shift premiums previously could only be defined and
sent to TLM in TLM Basic Scheduler.

What’s new: When building shifts whether manually or in workload templates (including imports for
workload templates), you can now add a defined shift premium from the Shift Premium field when
building shifts in Advanced Scheduler.
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€ Workioad Requirements

Workioad Template

Temate Name®  Austin - Dowsnown

Workioad Requirements.
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In the Additional section of Manage Shift, you can also define shift premiums.

Manage Shift X

800 am-200pm DVAACK At Dourtomn POH | Busser

Marley Todd Schedule Detadls

You will be able to view the assigned shift prerﬁium from schedules.
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Additional Cost Center

The converted shifts from Scheduler to TLM will send the added shift premium (as applicable) when a
schedule is posted, or a shift is updated to a posted schedule.

For employees and managers, TLM and Scheduler reports will display shift premiums when defined for
shifts. Scheduler reports that will be updated include:
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Open Shifts
Summary By Employee
Roll Call

NOTE: The option Default Shift Premium from Company Setup within the Work Schedules Policies widget
in the TLM Policies section must be enabled.
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General/Cross Product

Affordable Care Act (ACA)

Break in Service Error in ACA Profile Configuration

166576: In ACA Profiles, if the Apply Break In Service Rules is not checked, an error message will now
display informing users to check the setting. Checking the setting will ensure the measurement and
stabilization periods will calculate correctly when the employee has been rehired.

Affordable Care Act (ACA)

Break in Service Error in ACA Profile Configuration

166576: In ACA Profiles, if the Apply Break In Service Rules is not checked, an error message will now
display informing users to check the setting. Checking the setting will ensure the measurement and
stabilization periods will calculate correctly when the employee has been rehired.

Line 15 Logic When Multiple Medical Plans are Offered

181762: To assist users responsible for ACA reporting, the system now considers each plan the
employee is eligible for separately instead of all together when determining the Line 15 code to be used,
so users can be assured that the amount being reported is correct.

When more than one Benefit Plan exists where the Base Type is Health, the system runs the employee
through the eligibility filters and determines which plan(s) the employee is eligible to enroll in. If the
employee is eligible for only one plan, the Line 15 amount should be driven based on that one Benefit
Plan and the Line 14 code. Line 15 should only be populated when Line 14 is either 1B, 1C, 1D, 1E, 1J, or
1K.

If the employee is eligible for more than one plan, system logic looks to the ACA Settings widget of the
plans the employee is eligible for before determining the lowest monthly cost to the employee. The
system looks for the lowest monthly cost of the plans that provide at least MEC and MV to the
Employee. For example, if an employee is eligible for two plans:

Plan A offers MEC to Employee only and does not offer MV to Employee, lowest cost is $90.00

Plan B offers MEC to Employee, Spouse, Dependent, and MV to Employee only, lowest cost is $187.50
Line 15 will be $187.50 based on Plan B.

NOTE: The system can now look to one plan for the Line 14 code and another plan for the Line 15
amount, and this is a change to the current functionality.

Line 14 Coding Logic when Multiple Medical Plans Offered

181760: To assist users responsible for ACA reporting, the system now considers each plan the
employee is eligible for separately instead of all together when determining the Line 14 code to be used,
so users can be assured that the code is correct.

When more than one Benefit Plan exists with a Base Type of Health, the system runs the employee
through the eligibility filters and determines which plan(s) the employee is eligible to enroll in. If the
employee is eligible for only one plan, the Line 14 code is driven based on that one Benefit Plan.

If the employee is eligible for more than one plan, system logic looks to the ACA Settings widget of the
plans the employee is eligible for to determine the Maximum Offer of Coverage to the employee. This is
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where the highest number of Yes results appear in the Minimum Essential Coverage and Providing
Minimum Value columns.

2B Coding to Report when Employee is Not ACA FT Employee and Not Enrolled

186927: For any employee who is Part Time (PT) with no Series 2 codes found for any months, code 2B
populates in Line 16, especially in the case of code 1H. The system now uses code 2B to indicate the
employee was not a Full Time (FT) employee when no other codes apply. Manual adjustments may not
be needed for each employee's Timeline at the end of the year, ensuring correct reporting.

If an employee is ACA PT and none of the following codes apply for Line 16, code 2B populates in Line
16:

2A (indicates the individual was not an employee)
2C (indicates the employee was enrolled in coverage offered)

2D (indicates the employee was in the initial measurement period)

Export Functionality in the ACA Data Summary Report

173839: Users with access to the ACA Data Summary report (Team > Benefits > ACA > ACA Data
Summary) can export the results of the Employee listing so they can easily see all of the employees
making up the count at the same time and in various formats. .

Page 1 of 1 dof 3Rows  Saved: [System] ~ Y (D) | ane

Manage Views

DRI
[N )

Sort/Multi-Column

Add/Remove
Columns

Export Settings

Print

From the ACA Data Summary report, when a user clicks on any one of the hyperlinks for the data values
listed below, a list of employee included in the count displays, including an option to Export. The
following columns include a hyperlink:

ACA Status FT

ACA Status PT

Affordable Plan Offered
Minimum Value Plan Offered
Compliance Alert

Approaching ACA FT

Possible Downgrade
Employees Tested Next Month

In Administrative Period
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Custom Fields
Dates in Custom Fields Display in User’s Format
181995: Custom field values of date types will now be stored in the user’s format as follows.

Custom Fields are shown in the user's date format in reports (new entries) - HR Custom Fields, Demographic
Custom Fields, Time Entry Extra Fields, Applicant Custom Fields, Job Requisition Custom Fields.

Custom Fields are shown in the user's date format in PDF.

Employees Import: User should use Date Format column for entering a date in the desired format (see
Instructions tab in the import template.) Otherwise, the user's date format will be used. Note: dd (lower
cases) - days, MM (upper case) - month, yy or yyyy (lower cases) - year.

Dashboards

Classic Dashboard in the Desktop Application

196928: The Classic Dashboard will continue to be supported in the Desktop application. The Dashboard
button is displayed in the hamburger menu, and when a user applies the Dashboard button, the Classic
Dashboard is displayed.

Dashboard Layout Profile Label Change

198577: The name of menu item New Ul Dashboard Layout Profiles has changed to Dashboard Layout
Profiles (under Company Settings > Profiles/Policies). The menu item moved slightly in the menu order
because of the name change.

Dashboard Layout Profile Updates

Profile Report Page Updates
190169, 187643, 190169: The following updates have been made to the (New Ul) Dashboard Layout

Profiles page under Company Settings > Profiles/Policies > Dashboard Layout Profiles.

Menu item New Ul Dashboard Layout Profiles has been renamed to Dashboard Layout Profiles and is now
formatted to be consistent with the New Ul environment.

The New Layout Profile button has been renamed Add New.

A new column has been added to the report to indicate the Type of Dashboard (i.e. Home)

Dashboard Layout Profile Schedules

Link to Announcements for Dashboard Schedule Changes

149753: Administrators and users with access to dashboard profiles will now have an Announcements
button available within each profile. This button will open the maintenance page for company
announcements where the users can create an announcement to announce to employees that their
dashboards have or are being updated.

T

In the new announcement, you can add a dashboard layout profile in the Visible To section, which will
make the announcement visible to only those employees assigned to that profile.
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VISIBLE TO
Group B
Security Profile o

Dashboard Layout Profile | Employee Dashboard E

147938: When administrators create a new dashboard schedule, they will receive a warning message
when the new schedule is created and then saved.

Introducing a new schedule period will automatically switch employee dashboard views at time of schedule
change.

148098: When an announcement has been created to announce a dashboard schedule change,
employees will receive a message stating their administrator has updated their dashboard layout and no
action is needed on their part.

Your administrator has updated your dashboard layout. No action is needed.

Security Updates Related to Dashboard Layout Profile

188103: The Dashboard Layout Profile is now embedded in the Security Profile so that assignments can
be controlled via the Security Profile (Personas/Roles/Permissions) at both the Admin (via Mass Edit)
and company level. The Dashboard Layout Profile is available in Security Profiles near the First Screen
and Access Policy.

Security Profile

Name*  Company Administrator
Company Administrator - Access to all functions

Description

Active [/]

First Sereen  Dashboard (Not supported in_home and mol [

Dashboard Layout v R [Reset
Access Policy ~ R

Two-Factor Authentication Required
TIMEOUT SETTINGS

Max

28800

)
Display Timeout Warning [+]

Selecting the Dashboard Layout hyperlink takes you to the Dashboard Layout Profiles report (Company
Settings > Profiles/Policies) to view a list of available, active profiles.

193860: With the Dashboard Layout Profile embedded in the Security Profile, assignments can be
controlled via the Security Profile (personas/roles/permissions). When Dashboard Layout Profile
assignments are made, the following logic is used to determine precedence:

Case Employee Record | Security Profile Use Profile From:
1 Assigned Not Assigned Employee Profile
2 Not Assigned Assigned Security Profile

3 Assigned Assigned Employee Profile

The same pattern exists for the First Screen assignment as it appears in both the Security Profile and the
Employee Record.

193878: A Reset link is provided next to the Dashboard Layout Profile lookup in the Security Profile, as
the system continues to support the Dashboard Layout Profile reset. When applied in the Security
Profile, the Reset action impacts all users that are assigned to that Security Profile. When the Reset

/‘\. 52
onEPO"]t 866.938.5835 | www.ONEHCM.com

Human capltal Management © OnePoint Human Capital Management, LLC, All Rights Reserved. Confidential. Not for distribution



action is applied via the Dashboard Layout Profile, it affects all users and Security Profiles using that
assighment.

First Screen = Dashboard (Not supported in .home and mol Ed

Dashboard Layout ~ |::Q" M

Access Policy ~ |::Q"

Dashboard Notifications

Controlling New Widget Notifications
182444: System Administrators can now control the New Widget Notification functionality. This is

controlled in the dashboard layout profiles. A new Show New Widget Notifications checkbox has been
added to the Dashboards Visibility widget in the profiles. When checked, and users access their
dashboards, they will be shown the new widgets pop-up which displays the new widgets added since
the last system release.

Dashboards Visibility »

Show Custom Dashboards
Show My Dashboard
Show Domain Dashboards
show Today's Tasks

iShow Hew Widget Notifications il

185407: For users with authority to edit their own tabs, the pop-up will display upon log in to inform the
users when new widgets have been added to the system since the last release. The notification has been
updated to include new widgets in this (October/November 2020) release, such as the Links, Websites,
and Time Off Awaiting My Approval widgets.

il
ud
ud
ud

Example images display for the new widgets added during the current release. If an image has not been
added, a default image is displayed.

Dashboard Widgets

Renaming of ESS Widgets

178562: To be consistent across the platform, all ESS (Employee Self Service) widgets will be prefixed
with “My” and then the name of the widget. Some widgets already have this prefix. The following
widgets will be renamed to follow this pattern. These will be seen in the dashboards, in the Add Widgets
pop-up, and in the Allowed Widgets of security profiles.

Benefits = My Benefits

Accrual Balances = My Accrual Balances
Timesheet Chart = My Timesheet Chart
Time Statistic = My Time Statistics

Clock = My Clock

Sticky Notes = My Sticky Notes
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Sizing of Widget Tiles Updated
156347: We have updated the process to resize tiles within widgets. This new method requires fewer
clicks.

You will now see one option titled Adjust Size. Upon clicking the option, the Tile/Row parameters will
immediately display without further clicks.

I G My Be

You can click the Plus and Minus symbols multiple times to adjust the size to your liking.
If you are widening the tile, any tiles next to it will wrap to the next row.

The tile will maintain the minimum size when shrinking, and when doing so, the Minus signs will gray out.

New! Time Off Awaiting My Approval Widget

174241 & 146153: The Time Off Awaiting My Approval widget has been added as a new widget, which
allows users to view submitted time offs that are pending approval. In the widget, users can select one
or more time offs to approve/reject, in addition to selecting all rows shown.

IMPORTANT NOTE: The Links, Timesheets Awaiting My Approval, and Websites widgets will not be
available immediately following the release. The widgets will be made available via a gradual rollout
across the 3-4 weeks following the October/November 2020 release

New! Links Widget

150930: Users can click links to important reports/screens that they access frequently in the application
and/or hyperlinks from the Links widget, previously labeled the Quick Links widget. The updated widget
now includes two tabs; one for Quick Links and one for Hyperlinks. Both tabs can be configured from
the widget settings.

Add Widgets X

@ 8 of 9 dashboard slots available.

Q
O
] Announcement ] nks New
] Attendance Board
[l Exceptions
] lissing Punches
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& Links

& My Information

My Profile
My Prof

Notification Pr

@ My Reports

When both the Quick Links and Hyperlinks Allowed Widgets permissions are disabled in a user’s
assigned Security Profile, the Links widget is not displayed.

The Hyperlinks tab displays links enabled for a user via widget configuration by either a layout set by an
administrator or by user modification.

The configuration of Hyperlinks is done via the gear icon for widget settings. Users are presented with a
single initial configuration field for a Hyperlink that includes fields for the Link Title and the Link, and the
+Add option provides the ability to add additional rows. There is no limit of links that can be created.

X

If only the label is input without the actual Link, nothing is created for that link. An inline informational
message displays if no Hyperlinks are enabled, No Hyperlinks are configured, access widget settings, and
the same message is displayed if no Quick Links are enabled.

Quick Links (6)  Hyperlinks (0)

(@)  No Hyperlinks are configured, access widget settings.

NOTE: Links without http:// or https:// entered in the Link field that are written as wikipedia.org or
www.wikipedia.org will automatically open with https:// protocol when clicked. To open links with
http://, the protocol should be explicitly included into the Link field.

IMPORTANT NOTE: The Links, Timesheets Awaiting My Approval, and Websites widgets will not be
available immediately following the release. The widgets will be made available via a gradual rollout
across the 3-4 weeks following the October/November 2020 release

New! Websites (External URL) Widget

143623: Users can expose one or more websites inside the Websites (External URLs) widget in the
Dashboard. Administrators can configure the Websites widget via a New Ul Dashboard Layout Profile
Schedule. Users can edit the configuration from a Dashboard tab when the Websites widget is included
in the Dashboard Layout and the widget is enabled in the Allowed Widgets (Dashboards tab, Dashboard
Widgets section) of the assigned security profile.
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http://www.wikipedia.org/

&’ Websites

IRS  Google
Edit Websites X
(@  Some websites may not display correctly in the widget as they do not permit being loaded in an iframe. >
ink Title ink
IRS wawwirs.gov W
ink Title
Google www google.com W
=+ Add

The widget allows up to 5 tabs to be configured with URLs, and users have options to +Add or
remove/delete extra tabs/URLs. If a website uses HTTPS or only HTTP, users should include this piece in
the URL within the Link field. When a Link Title is not configured, the link displays instead.

Each tab displays the name of the URL Link Title. In a single column width and mobile view, the tabs are
shown as a drop-down. When user clicks on a tab, the website is reloaded. If multiple tabs are
configured, the last tab visited by a user (on the Desktop version) is displayed to the user when they
login and view their Dashboard tab.

An informational message displays in the configuration popup that states Some websites may not
display correctly in the widget as they do not permit being loaded in an iframe.

Employee Information Report Showing Unwanted Termination Details

188592: Previously, users without permission to Termination Reasons in their security profile
were able to see the Termination Reason (Last) column in the Employee Information report
page. Moving forward, the Termination Reasons permissions will be tied to users’ ability to view
termination reasons in the Employee Information report page.

Security [tems

Full Access [
ﬁ Modules Reports

EMPLOYEE
Permission Add  Delete
Termination Details view - o

HR ACTIONS

HR TABLES

view Edit Add Delete
Temmination Reasons 1 L L1 L
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Employee Profile Search Widget Names

100816, 168764: When the New Look is enabled for the Employee Information, users can search for
widget names from within the Employee Profile using the Search field that is available for Employee
Information (MSS) and My Profile (ESS).

e

New Lock

em| |

Main
Employee Documents

Account Demographics

HR

Employee Documents

The search is performed on widget names across all Tabs and the Employee Profile (Field names are
coming in a future release). The search will execute after a few characters are entered and a pause,
allowing for the search results to be seen by the user so s/he can determine if a more specific search is
needed. The search results are displayed in a drop-down list and are grouped by Tab name.

Once the results are loaded and a user selects one of the widget options, the user is directed to the
appropriate tab, with the selected widget in focus. The search field will be updated to reflect the
selected value.

To clear the Search, users can:

Click the X in the Search bar.
Navigate away from the Employee Profile.

Refresh the browser or log out of the system.

All relevant search results and labels are translated appropriately. Partial searches return results. For
example, if “Ben” is entered, the Search will return Widgets with Benefits in their name.

Sort Order for Most Recent Items within Widgets in Employee Profiles
184947: The content within the following widgets of employee profiles will be sorted by the most recent
content at the top of the list. Users can still sort the items in any order.

Disabilities: Sorted by Most Recent "Start Date" first
Disabilities with no Start Dates will be sorted last
Asset Assignment: Sorted by most recent "Issued" date first
Additional Compensation: Sorted by most recent "Effective From" date first
All Forms: Sorted by most recent "Created" date first
Assignments to Positions: Sorted by most recent "Start Date" first

Badges: Sorted by most recent "Start Date" first
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Incidents: Sorted by the most recent "Incident Date" first

Incidents with no Incident Date will be sorted last
Vehicles: Sorted by the most recent "Issue Date"
Vehicles with no Issue Date will be sorted last
Job Change History: Sorted by the most recent "Effective Date"

Additionally, sorting of the Level column has been added to the following widgets.

Scheduled Cost Centers

Managed Scheduled Cost Centers

Utilities Button Added to Header of Employee Profiles

184743: A Utilities button has been added to the header of Employee Profiles. When selected, the
Employee Quick Links pop-up will open, and dependent on the user’s permissions, will display selectable
common quick link options. The options here will be same as the Employee Utilities/Quick Links icon
next to the employee’s name.

Today’s Tasks Widget
The following updates have been made to the Today’s Tasks widget on employee dashboards.

Today’s Tasks ')

s 6 * 1 w4 4 2 +4~

Employee Employee Interviews Timesheets Open Shifts Today's Tasks
Birthdays Anniversary to Attend to Review to Fill to Review

© Benefits Enroliment ® COVID information Open Enroliment

Interviews to Attend

166625: Recruiters with access to Security Profile > Security Items > HR tab > Recruitment section >
Applicants will now have an Interviews to Attend task in the Today’s Tasks bar. This will be available on
the Home dashboard and Recruitment dashboards. The information in the task will have an icon,
number, and link to the content. Selecting the widget will direct users to Recruitment > Candidates >
Applicant Interviews.

Employee Anniversary
164173: Managers with access to My Reports > HR Reports > Calendar > Anniversary Calendar (Security

Profile > Reports tab > Employee Information Reports > Anniversary Calendar) will now have an
Employee Anniversary task in the Today’s Tasks bar. This will be available on the Home dashboard and
Team dashboards. The information in the task will have an icon, number, and link to the content.
Selecting the widget will direct users to HR > Reports > Anniversary Calendar filtered by Type: Started.

Employee Birthdays
164170: Managers with access to HR > Reports > Calendar > Anniversaries by Month (Security Profile >

Reports tab > Employee Information Reports > Anniversary Calendar) will now have an Employee
Birthdays task in the Today’s Tasks bar. This will be available on the Home dashboard and Team
dashboards. The information in the task will have an icon, number, and link to the content. Selecting the
widget will direct users to HR > Reports > Anniversary Calendar filtered by Type: Birthday.
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Time Zone Corrections in Reports

184205: Time Zones in reports now reflect the correct time zone based on the time zone in the Locale
Settings for the current user/company. In a Multi-EIN company, the Time Zone follows the Company EIN
the user belongs to. If the user EIN is set, it takes precedence over the Company EIN Time Zone.

This update was done in previous releases for other reports and continues in this release with the
following reports or report pages.

Data Removal Requests
Job Info History

Assignment History

189388: Additionally, the following reports have also been updated to reflect the correct time zones.

Leave Request History/History
IntelligentUnitDoor.xml
IntelligentUnitReader.xml
AccountSchedulePlannerShifts.xml
LOARequestHistory.xml
MyLOARequests.xml

Twilio/Broadcast Messaging
183105: In this release, we are introducing messaging that allows managers and administrators to send

messages to their employee en masse. A single message can be sent to employee at the same time using
a one-time message or using a template that can be edited for each message.

This new messaging is named Broadcast Messaging and can be created and delivered through Email,
Mailbox, Notifications, or SMS (which requires the download of the SMS with Twilio Marketplace App
and an account with Twilio).

Broadcast Messaging Configuration

180315: Users can now turn the Broadcast Messaging functionality on or off from within the Mail
Settings widget on the Company Info tab under Company Settings > Global Setup > Company Setup.
This provides users with more control over whether or not clients can use this functionality.

You must save the setting, exit the application and when you return, a new Broadcast Message
Templates menu option will be added under Company Settings > Global Setup.
MAIL SETTINGS
Mail Account ~
Partner Mail Account  de ~
Notifications Through ~ Email & Mailbox ~

SMS Header
I Broadcast Messaging E
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In order to create a Broadcast Message, the manager/authorized user should navigate to Team > My
Team > Employee Information. When one or more employee(s) is/are selected, the Communicate
button on the top right is enabled for selection. The Communicate option is inactive until you select at
least one employee in the Employee Information list.

With No Employee Selected:

¢ Employee Information E

« Employee Information m m

Coumms() ® Y

Configure Template Broadcast Message (SMS)

180322, 193978: Users can configure each notification to send out via email so they can easily add or
update the configuration as needed so that the exact message they want to send is sent. A new
Broadcast Message template (for SMS and Email) has been added in the system along with the desired
tags under Company Settings > Global Setup > Broadcast Message Templates.

System Generated Email Report
169962, 180332: Users can view the history of outgoing Email communications within their company for

proper accounting using the System Generated Emails report under My Info > My Reports > System
Reports > System Utilities > System Generated Emails.

€ System Generated Emails

Rows On Page 15 + Showing: 1-15 of 154 Page 1 of11 > D) Refresh Data % & Full Screen | Default | ~ Tf Settings « Y Filter ~ == Select Columns & Export

Dote Created:  Calendar Range ~  This Year ~  (01/01/2020 - 12/31/2020)

noreplyg TIME OFF REQUEST Tim

Users must have the System Generated Emails security item enabled in the System Reports section on
the Reports tab of their assigned Security Profile to access this report.
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SYSTEM REPORTS

All To Do Items

Bank Account Transactions
Configuration Documents
Delayed Emails

Global Access

Popup Communicator Statistic
REST Invocations

Remote Device Access

Swipe Summary

System Generated Emails

System Minimum Wages ( Override )

System Generated SMS Report

169958: Users with the appropriate security settings can view the history of outgoing SMS
communications within their company to allow for proper accounting. The System Generated

SMS report is available under My Info > My Reports > Marketplace Reports > Twilio > System Generated
SMS.

€ System Generated SMS
Rows OnPage 20 ~  Showing: 1-20 of 62 Page 1 ofd > D) RefreshData Sl FuliScreen  [Default] ~ $f Settings ~ Y Fitter ~ =Z Select Columns +, Export

Date Crested:  Calendar Range ~  All ~

[Jrage Account Id Type Evant Type From Number To Number Body Croated Time Sent Status

DELIVERED

This report is only visible if the SMS Integration with Twilio Marketplace item is added to the company.
In addition, users must have the System Generated SMS Report security item enabled in the
Marketplace Reports section on the Reports tab in their assigned Security Profile under Company
Settings > Profiles/Policies > Security.

MARKETPLACE REPORTS

|System Generated SMS F:eportl

User Generated SMS Report

Workflows Related to Broadcast Messaging

Two Way SMS Workflows — Required Comment

191044: Admins can configure a Workflow to allow for a SMS response to Approve or Reject, plus any
required Comment, so that users can Approve/Reject a Workflow that includes a Comment and submit
it via SMS. When the Workflows listed below are sent through SMS 2-Way, the user is notified that a
Comment is required in addition to their Approve/Reject and unique code.

Time Off Request

Timesheet

Timesheet Change Request
Schedule

Schedule Open Shift

Schedule Request for Coverage
Schedule Shift Swap
Compensation Proposal Request
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