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PCGenesis Payroll System Operations Guide

Overview

Process manual payroll checks and direct deposits for a previous payroll cycle only.

The following manual check and direct deposit processing guidelines apply:

Drop-Down Selection Icon Feature: Certain fields within PCGenesis contain the drop-down

selection icon =/ to aid in the entry of field information. When used, double-click the desired
information to complete the entry.

Account Information: Entries in the Acct# Yr Fnd F Prgm Fnct Objct Fcty B Addt’l fields must
exist in the Budget Account Master file. Refer to the Financial Accounting and Reporting (FAR)
System Operations Guide, Section A: Budget Account Master Processing for instructions. Make
entries on any account line.

Do not process manual payroll checks and direct deposits until after printing the regular payroll
run’s results.

As long as the Transaction Date is within an open Financial Accounting and Reporting (FAR)
accounting period, users may create manual payroll checks and direct deposits as often as needed.

An employee may have only one manual payroll check or direct deposit per payroll cycle.
An employee may have only one voided payroll check or direct deposit per payroll cycle.

If the Enhanced Substitute Pay and Employee Leave System is enabled, the Setup Manual/Void
Check Run Only screen provides an option to allow employee leave to be posted during the
Manual/Void Only check run. Setting the leave option to ‘Y’ will allow employee leave to be
entered into the Enhanced Substitute Pay and Employee Leave System, but will NOT allow
substitute pay to be entered during the Manual/Void Only check run. Substitutes cannot be paid
using the Enhanced Substitute Pay and Employee Leave System during a Manual/Void Only check
run. The Post Leave step must be executed at any point before the Update Earnings History with
Current Pay step is executed.

Sometimes a Manual/Void Only payroll cycle may be set up in error and the user may not have any
manual or voided checks to process. Even when there are no manual checks or voids which need to
be entered, the Manual/Void Only payroll cycle can be cleared simply by executing all of the steps
required for a Manual/Void Only check run. Similarly, if the leave option has been set to ‘Y’ for
posting leave in the Enhanced Substitute Pay and Employee Leave System, but the user determines
there is not actually any leave that needs to be posted, as long as the Post Leave step is processed,
the Manual/Void Only check run can be completed.

Manual payroll checks may be printed from PCGenesis, if desired. Only one manual check may be
printed at a time. (Manual direct deposit statements may not be printed from PCGenesis.)

Process manual payroll checks or direct deposits during calendar year end processing to correct
errors on employees’ W-2 Statements or to reimburse an employee for deductions that were taken in
error.
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PCGenesis Payroll System Operations Guide

e Generate the Final Payroll Register, Deduction Register/Create Direct Deposit Export File, and the
Final Payroll Distribution Report from the Payroll System Check and Direct Deposit Menu after
manual payroll checks or direct deposits have been processed. Review the results of the original and
all subsequent reports. Refer to the Payroll System Operations Guide, Section C: Payroll Check
and Direct Deposit Statement Processing, Topic 4: Print the Payroll Pre-Posting Reports for
instructions and report examples.

The Payroll Check/Direct Deposit Statement Manual/Void Only Checklist has been included to assist in
completing these procedures.

Screen Print: The screen print feature allows the user to obtain a screen print of selected payroll screens.

The screen print feature is available on display/inquiry screens which have the ==& button. The screen
print file will be available in the print queue with the name ‘PSCNnnnn’.

Selecting ﬁ (F15 — Code Lookup) when offered provides additional assistance with the entry of
information.
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PCGenesis Payroll System Operations Guide

Payroll Check/Direct Deposit Statement Manual/Void
Only Checklist

The following steps must be performed in the order provided.
1 Set up for a Manual/Void Only payroll run.

2 If not posting employee leave from the Enhanced Substitute Pay and Employee
Leave System, skip to Step 6.

Steps 3 — 5 apply to systems with the Enhanced Substitute Pay and Employee Leave System
enabled, and the Post Leave for Manual/Void Run set to Y (Yes) on the Payroll Monitor screen.

3 For systems with the Enhanced Substitute Pay and Employee Leave System
enabled, and the Post Leave for Manual/VVoid Run set to Y (Yes):

Enter the leave data by using the Input Employee Leave and Substitute Pay
procedure or Import Leave Data from CSV procedure. The import process may
be run in multiple batches, if desired. The leave data entered for the Manual/Void
Only payroll cycle is collected in the Current Leave Input File.

Setting the Post Leave for Manual/Void Run option to Y will allow employee
leave to be entered into the Enhanced Substitute Pay and Employee Leave
System, but will NOT allow substitute pay to be entered during the Manual/Void
Only payroll run. Substitutes cannot be paid during a Manual/Void Only payroll
run.

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute
Pay and Employee Leave System, Topic 2: Leave Payroll Processing for
instructions.

4 For systems with the Enhanced Substitute Pay and Employee Leave System
enabled, and the Post Leave for Manual/Void Run set to Y (Yes):

Run the following reports as often as needed to verify the contents of the Current
Leave Input File. Run the reports at least one time before posting the leave data.

Current Leave Input File:
e Employee Summary Reports
e Employee Detail Reports

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute
Pay and Employee Leave Processing, Topic 4: Leave Reporting for instructions.
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PCGenesis Payroll System Operations Guide

Step Action

5 For systems with the Enhanced Substitute Pay and Employee Leave System
enabled, and the Post Leave for Manual/Void Run set to Y (Yes):

When all leave data has been entered into the system and verified, execute Post
Leave Input Data. The Current Leave Input Data may only be posted ONE
TIME during the Manual/Void Only payroll cycle.

NOTE: If the Post Leave for Manual/Void Run is set to Y (Yes), the Post Leave
Input Data step must be run, whether or not there is any leave data in the Current
Leave Input File. Even if there is no leave data to post, the posting step must be
executed.

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute
Pay and Employee Leave System, Topic 2: Leave Payroll Processing for
instructions.

Steps 6 — 11 must be completed only if Manual payroll checks or Voided payroll checks are being
processed. (Itis not necessary to enter any Manual or Voided payroll checks.)

6 Calculate and display employees’ payroll.
Refer to Section B: Topic 7: Calculate and Display an Employee's Payroll
Information.

7 Enter the Manual payroll checks and direct deposits.

8 Display/delete the Manual payroll checks and direct deposits from previous
payroll cycles.

9 Print a Manual payroll check, if desired. (Manual direct deposit statements may
not be printed from PCGenesis.)

10 Enter the Voided payroll checks and direct deposits from previous payroll cycles.

11 Display/delete the Voided payroll checks and direct deposits from previous payroll
cycles.

Steps 12 — 17 are required and must be completed.
12 Print the Final Payroll Register.

Refer to Section C: Topic 4: Print the Payroll Pre-Posting Reports.

13 Print the Deduction Registers and create the Direct Deposit Export file.
Refer to Section C: Topic 4: Print the Payroll Pre-Posting Reports.

14 Print the Final Payroll Distribution Report.
Refer to Section C: Topic 4: Print the Payroll Pre-Posting Reports.
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PCGenesis Payroll System Operations Guide

Step Action
Verify all payroll reports have been printed, and all errors have been corrected before
proceeding.

15 Verify all users are logged out of PCGenesis.

16 Update employees’ earning history with the current payroll.
Refer to Section C: Topic 6: Post Final Payroll for instructions.

17 Update the budget files with the current payroll.
Refer to Section C: Topic 6: Post Final Payroll for instructions.
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PCGenesis Payroll System Operations Guide

Procedure A: Setting/Clearing Employee Search
Criteria

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 1:
Set/Clear Employee Search Criteria for instructions.
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PCGenesis Payroll System Operations Guide

Procedure B: Set Up and Monitoring a Manual/Void
Only Check Run

B1: Set Up for a Manual/Void Only Check Run

*** ATTENTION * > *

It is not necessary to set up for a Manual/Void Only payroll run when performing the Manual/Void
Only procedure during a Regular payroll run.

PCGenesis performs the following when a Manual/Void Only Check Run is set up:

e Checks the Payroll Sequence Monitor and determines if F13 — Update Employees’ Earning’s
History with Current Pay and F14 — Update Budget Files with Current Pay from the previous
payroll cycle have been completed.

e Clears all payroll adjustments, overtime pay, and current leave days. If an employee has exceeded
the allotted leave days, the employee’s leave balance is reset to zero.

e Clears all deduction adjustments and resets the deduction amounts to the original deduction amounts.
e Creates the payroll files that are necessary to process the current Payroll Run.

Step | Action

1 From the Business Applications Master Menu, press —2_| (F2 - Payroll System).

The following screen displays:

. —
1 PCG Dist=6791 Rel=1504.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND WHITE [E=REE
Payroll System PAYHMBOBOS

Master Henu

-- Payroll Setup Menu
-- Payroll Update Menu
-- Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

()

B EREEEE [k Rk

- - File Reorganization

| | | 15.03.00
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PCGenesis Payroll System Operations Guide

2 Press — 1| (F1 - Payroll Setup Menu).

The following screen displays:

E PCGDist=8991 Rel=12.03.00 11/15/2012 PC\ 002 C:\DEYSYS C:\SECOND _IE’IEI
Payroll System PaAYHBAA1
FKey Setup HMenu

1 | -- Setup Payroll for a New Payroll Run
2 | -- Setup Manualf¥oid Check Run Only

Print Preliminary Balance Sheets:
3 | -- Location Within Class
4 | -- Class Within Location

Print Atendance Register:
5 | -- Class Within Location

Print Earnings Forecast Register:
6_| -- Class Within Location

11 | -- Create PRENOTE file (Test NACHA)
12 | -- Print PRENOTE File (Trial)
13 | -- Print PRENOTE File (Final)

Master | Usorjiy I |

e ] 15 [ iz | DR | VEND

Step | Action
3 Press —2_| (F2 - Setup Manual/Void Check Run Only).
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PCGenesis Payroll System Operations Guide

For systems that do NOT have the Enhanced Substitute Pay and Employee Leave System enabled, the
following screen will be displayed when setting up a Manual/Void Only check run:

B PCGDist=8991 Rel=13.04.00 12/17/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND = Iﬁ'lil
PAYCHS 81

Setup Manual/Void Check Run Only

This option will process Manual/Uoid checks without running a Regular Payroll Run.
Payroll Transaction Date:

The above transaction date represents the date the Payroll transactions
will be posted to the General Ledger accounts during Budget Updates.

EMTER=Continue, F16=Exit 13.84.00

For systems with the Enhanced Substitute Pay and Employee Leave System enabled, the following
screen will be displayed when setting up a Manual/VVoid Only check run:

B PCGDist=8991 Rel=13.04.00 12/17/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND = Iﬁ'lil
PAYCHS 81

Setup Manual/Void Check Run Only

This option will process Manual/Uoid checks without running a Regular Payroll Run.
Payroll Transaction Date: 12/23/2813

The above transaction date represents the date the Payroll transactions
will be posted to the General Ledger accounts during Budget Updates.

Enhanced Substitute Pay and Employee Leave Option:
To post employee leave, enter 'Y' H

Setting the above option to '¥' will allow employee leave to be entered, but
will NOT allow substitute pay to be entered during the Manual/Uoid Check Run.

EMTER=Continue, F16=Exit 13.084.00
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PCGenesis Payroll System Operations Guide

4 Enter the General Ledger (G/L) payroll transaction posting date (MM/DD/CCYY) in the
Payroll Transaction Date field.

5 For systems with the Enhanced Substitute Pay and Employee Leave System enabled:

Enter Y (Yes) in the To post employee leave field, if there is employee leave which needs
to be posted. Enter N (No) if there is no employee leave which needs to be posted.

If the Enhanced Substitute Pay and Employee Leave System is enabled, the Setup
Manual/Void Check Run Only screen provides an option to allow employee leave to be
posted during the Manual/Void Only check run. At the end of the Leave Plan Year, there
might be the need to enter leave before the next normal payroll run. This feature allows
users to post any outstanding leave taken by employees between the last normal payroll run
of the leave plan year, and the end of the plan year.

Without this option, if the leave cutoff date for the June payroll run was June 15", and all
leave taken through June 15™ was posted in the June 30" payroll, users did not have a way to
enter the leave taken between June 15" and June 30" into the leave system, before running
the Plan Year Rollover and the Leave Advance processes. The option to post leave on a
Manual/Void Only check run solves this problem. Even when there are no manual checks or
voids which need to be entered, leave can still be posted as long as the user executes all of
the steps required for a Manual/Void Only check run.

Setting the leave option to ‘Y’ will allow employee leave to be entered into the Enhanced
Substitute Pay and Employee Leave System, but will NOT allow substitute pay to be entered
during the Manual/Void Only check run. Substitutes cannot be paid during a Manual/Void
Only check run.

6 Select Enter twice.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/15/2012 PCW 002 C:\DEYSYS C:\SECOND =1 x|
Payroll System PAYHOOO1
FKey Setup Henu

1 | -- Setup Payroll for a New Payroll Run
2 | -- Setup ManualfVoid Check Run Only

Print Preliminary Balance Sheets:
3 | -- Location Within Class
4 | -- Class Within Location

Print Attendance Register:
5 | -- Class Within Location

Print Earnings Forecast Register:
6 | -- Class Within Location

11 | -- Create PRENOTE file [Test NACHA)
12 | -- Print PRENOTE File (Trial)
13 | -- Print PRENOTE File [Final]

Master | Uo0i4 I |

FIS« I]-“e: |Wnrd= |M§hﬁ1'\gk MVOEIITDR

Step  Action

/ Press ﬁl (F16 — Exit) to exit the Payroll System Master Menu.
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PCGenesis Payroll System Operations Guide

B2: Displaying the Payroll Sequence Monitor for a
Manual/Void Only Check Run

Step  Action

1 From any system menu, select the Pay Monitor button whatie from the button bar at the
bottom of the menu screen and proceed to Step 3.

or
From the Business Applications Master Menu, select __2_| (F2 - Payroll System).

The following screen displays:

r e
El PCGDist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND WHITE - 28
—— —————_
Payroll System PAYHOBB8

Haster HMenu

-- Payroll Setup Menu
-- Payroll Update Menu
-- Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

[ut)

b lsEel bbb

-- File Reorganization

M,M| use,“d| | | | | | | | | | | | | | 15.03.08
| 5 | MriSy | RO | MEND

Step  Action
2 Select _12 | (F12 - Update/Display Payroll Monitor).
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PCGenesis Payroll System Operations Guide

For systems without the Enhanced Substitute Pay and Employee Leave System enabled, the following
screen displays:

r e o
=] PCGDist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CMSECOND WHITE [ o S
PAYROLL SEQUENCE HMONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period Y
Run exceptions register with no exceptions Y
Calculate payroll and update ¥TD figures ¥
Print paychecks and Direct Deposits ¥
/ Void/add Run Completed N
{This cycle can be repeated more than once) / Final Register H
% Deduction Registers H
| Update earnings history with current pay N % Fipal Distribution H
I Update budget files with current pay
|| q
Manual/Uoid Checks Run Only: Y
||
| Reqular Gross Types H, | 01d P3ERS: 01d ERS: TRS:
| Special Gross Types H, | Hew P3ERS: Hew ERS:
[ - --- PAYROLLS SELECTED DURIHG SETUP --- -
PAY HO. PAYS
| SCH TAX CALC DESCRIPTIDH PERIOD CHECK DATE GHI
| HANUAL /UOID CHECK RUH 18 15 15
||
|
I
| Selected classes:
||
|
||
Il F3=Print screen, F11=Go to screen 2, Flé=exit.
1 ENTEW FBé F11 E' 14.082.80
F|S<::I

The actual screen results are system-specific.
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PCGenesis Payroll System Operations Guide

For systems with the Enhanced Substitute Pay and Employee Leave System enabled, and the Post Leave
for Manual/Void Run set to N (No), the following screen displays:

=1 PCGDist=6791 Rel=15.0400 01/28/2016 PCW 001 SV CADEVSYS CASECOND wire (o
PAYROLL SEQUENCE HONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period b

Run exceptions register with no exceptions v
Post substitute pay and employee leave ¥
Calculate payroll and update ¥TD figures ¥
Print paychecks and Direct Deposits ¥
/ Void/sAdd Run Gompleted N
{This cycle can be repeated more than once) / Final Register N
%  Deduction Registers N
% Final Distribution H

Update earnings history with current pay
Update budget files with current pay

zZ

Manual/Void Checks Run Only: ¥ Post leave for Manual/Void Run: H

Reqular Gross Types : H 01d PSERS: 01d ERS: TRS:
Special Gross Types : H Hew PSERS: Hew ERS:

-—== PAYROLLS SELECTED DURING SETUP -—==
PaY NO. PAYS
SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
MANUAL /UOID CHECK RUN 18 15 15

Selected classes:

F3=Print screen, F11=Go to screen 2, F1é=exit.
EN“W F3§ Fii El 14.62.09
F|S<b

The actual screen results are system-specific.
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PCGenesis Payroll System Operations Guide

For systems with the Enhanced Substitute Pay and Employee Leave System enabled, and the Post Leave
for Manual/Void Run set to Y (Yes), the following screen displays:

f = —_— = b |
1 PCGDist=6791 Rel=15.0400 01/28/2016 PCW 001 SV CADEVSYS CASECOND WHITE B (oo o o
PAYROLL SEQUENCE HMONITOR Screen 1 of 2 PAYSTUPD

Setup payroll for new pay period ¥

Run exceptions register with no exceptions %

Post substitute pay and employee leave H

Calculate payroll and update ¥TD figures ¥

Print paychecks and Direct Deposits ¥

/ Void/Add Run Completed N
{This cycle can be repeated more than once) / Final Register

N
% Deduction Registers H
Update earnings history with current pay %\ Final Distribution H

Update budget files with current pay

z=Z

Manual/Uoid Checks Run Only: ¥ Post leave for Hanual/Void Run: ¥

Reqular Gross Types : H 01d PSERS: 01d ERS: TRS:
Special Gross Types : H Hew PSERS: Hew ERS:

=== PAYROLLS SELECTED DURING SETUP ===
PRY NO. PAYS

SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
MANUAL /UOID CHECK RUN 18 15 15

Selected classes:

F3=Print screen, F11=Go to screen 2, Fi1é=exit.
ENTEW F3§ i El 14.82 .88
F|S<b

The actual screen results are system-specific.
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PCGenesis Payroll System Operations Guide

The following screen displays when the Manual/Void Only payroll cycle has been completed:

R — B
1 PCGDist=6791 Rel=150400 01/28/2016 PCW 001 SV CADEVSYS CASECOND W_@ﬂu
PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period ¥ !
Run exceptions register with no exceptions v
Post substitute pay and employee leave ¥
Calculate payroll and update ¥TD figures ¥
Print paychecks and Direct Deposits ¥
/ Void/Add Run Completed N
{This cycle can be repeated more than once) / Final Register ¥
% Deduction Registers v
Update earnings history with current pay v % Final Distribution ¥
Update budget files with current pay v

Manual/Void Checks Run Only: ¥ Post leave for HManualfVoid Run: ¥

Regular Gross Types : H 01d PSERS: 01d ERS: TRS:
Special Gross Types : H Mew PSERS: Hew ERS:

- PAYROLLS SELECTED DURING SETUP -
PAY NO. PAYS
SCH TAX CALC DESCRIPTION PERIODD CHECK DATE GHI
MANUAL /UDID CHECK RUHN 18 15 15

Selected classes:

F3=Print screen, F11=Go to screen 2, Fl16=exit.

| | [o@ | | | [eS[ef] |w®l.@ [ | |

The actual screen results are system-specific.

Step | Action

3 If the user is finished reviewing the payroll monitor information, select F16 (Exit) to return
to the Payroll System Master Menu.
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The following screen displays:
r|;| PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND wr—mlhlﬂu

Payroll System PAYHMBBAA

Haster Menu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
MonthlyfQuarterly}Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

B EEEEEE b kb

-- File Reorganization

Mastr | e | N I I 15.83.00

re | L5 | MoriSp | BT | MEND

Step  Action

4 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

Procedure C: Manual Payroll Check and Direct
Deposit Statement Processing

C1. Enter a Manual Payroll Check and/or Direct Deposit
Statement

- - o
E] PCGDist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND WHITE _ X
e ————

Payroll System PAYHBBAA

FKey Master HMenu
-- Payroll Setup Menu

-- Payroll Update Menu

-- Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

M

b kbl bl bbb

-- File Reorganization

st | V5 | S 15.63.06

e | M5 | MriSp | EA. | MEND

Step | Action

1 Press  F3  (F3 - Payroll Check and Direct Deposit Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
rE PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND me

Payroll System PAYHOB83
FKey Check and Direct Deposit Henu
1 _| -- Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
Calculate Payroll & Print Trial Register
Calculate Payroll & Update ¥ TD [Final]

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

CheckfDirect Deposit Void/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

ek o b bl kb b

Mastr | e | A I I T 13.02.00

| LS | WoriSp| AN | WEND

Step | Action
2 Press _3_| (F9 - Manual Checks & Voids From Previous Pay Menu).
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The following screen displays:

Bl rCGDist=8991 Rel=17.0 b 4
P—

Payroll System MANLHEHNU

FKey Manual/Void Check & Direct Deposit Henu

LI -- Enter Manual Checki{Direct Deposit

1 - Display/Delete Manual CheckfDirect Deposit

LI -- Enter Yoided Check/Direct Deposit from Previous Pay

_12 | -- Display/Delete Voided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a VoidfManual Check or
Direct Deposit is entered or deleted

Vo) | | | | | [ | [ | | | [ | | 17.01.00

| M5 | WriSp| AN | WEND

Step  Action

3 Press _9_| (F9 - Enter Manual Check/Direct Deposit).
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCGDist=8991 Rel=12.03.00 11/15/2012 PCWODZ  C:DEVSYS C:SECOND _ =] x|
Enter HManual Paycheck PAYFIND
Select Employee
Current Order
Filter set: Status Emp Humber
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
Input Employee Humber or Hame or 3SH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection fAbove
Sl Ff |2 | F2 | F2 | B5 | F6 | F7Z | F8 | F9 | T e 12.83.00
FIS« ?123'” Flsw PGUP-‘- PGDN' HEIP
Step  Action

4 Enter the employee number in the Input field and click ﬂl (Enter). Proceed to Step 6.

If the employee number/SSN is unknown, enter the employee’s complete or partial name in

; ENTEV ; ;
the Input field and select _| (Enter). Proceed to Step 5. Entering a complete or partial
name in the Input field displays results most closely matching the search criteria entered.
Continue to press Pg Down until the employee’s record displays.
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The following screen displays for partial name entries in the Input field:

E PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 0Dl  C:DEVSYS C:SECOND == x|
Enter HManual Paycheck PAYFIND
Select Employee
Filter not active Current Order
Hame
Current
Fkey _Mame | Empno | SSH Loc  Cls Cert Pens ContHo Job Stat
Enter] AB3EU, ET3AN 88942 999-08-8942 101 5 C 2 10 105 A
1 | ABAEY, LI4LIAM 89093 999-08-9093 302 8 N 2 10 108 A
2 | AC9IER, MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
3 | ADZER.ZA2A 89327 999-08-9327 302 9 N 2 12 109 T
4 | AD20CK.FR2DDA 89375 999-08-9375 101 8 N 2 10 108 T
5 | AD3M.SA3 89094 999-08-9094 11 16 N 0 10 116 T
6 | AD4IR. CE4ESTA 89957 999-08-9957 6211 9 H 1} 12 109 A
7 | AD4IR. MI4HAELE 88757 999-08-8757 6211 14 H 1} 10 114 T
8 | AD9ISON. BRICE 89928 999-08-9928 302 8 H 2 10 108 T
9 | ADIISON. 1591AH 88728 999-08-8728 302 5 C 2 10 105 T
FKEY = Record Found Above
or PqUp/PgDn = Previous/NHext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
MYl Ff | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 .. T e 12.83.00
FIS« ?::71 Flsw raur b | o W Help

Step  Action

Press j (Enter) or the Fkey corresponding to the employee’s record.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03707/2013 PCW 001 C:\DEVSYS C:\SECOND _ =] x|
PAYHANL
Hanual Check For: Employee 88607 KESBES, HABACHA 990-B8-8609 Loc @382
Chk Dt Bank BKB8 Chk Ho. DD Bank 13 DD acct 11 1111 111434
Reg Hr Ovt-Hr Reg Amt Ouvt Amt
GHI ind H FICA ¥ TRS Serv 1 Retire ¥ TRS DOE Paid ERCOH ? _ Pens code 2 TRS
Entries may be Proc Pay Pay Pay for
made on any of Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
the account _ _
detail lines. - — —
Press the - — —
appropriate sl — -
Fkey to scroll “Totals -
between entries. ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 13 166 _ 1821 1668 11688 _382 1 36828.11
ACCT 982 13 168 _ 16871 1808 116868 _362 1 1514 .86
ACCT 83 13 186 _ 16821 18680 116888 _382 1 95.62-
ACCT @4 990 ___ _ _
ACCT 5 @80 _
Totals
0ASDI G __ OASDI Amt ___ HI G ___ HI Amt __
Ded 82 M Ded 84 H Ded 17 N Ded 33 ¥ Ded 12 ¥ Ded 36 N Ded 42 H Ded 18 MW Ded __  _ Ded
Ped _ _Ded _ _Ded _ _Ded __ _Ded _ _Ded __ _Ded _ _Ded __ _ Ded __ _ Ded __ _
*x% Gross Pay =% Deductions *x% Net Pay *xx NON TAX
ENT“{ FlpﬁlFZq% F3§ F‘O- FS FS F7 FE u FSI FIOY FIIE F|2E FISQ 13-01-08
Fisﬁ F17E;)|F1s@ ‘ ‘ ‘ ‘ Help

PCGenesis defaults the payroll bank code in the Bank field based on the school district’s
Payroll Control Information.

7 The entries in the Loc and SSN fields default from the employee’s personnel information
and are not modifiable on the Manual Check/Direct Deposit screen. The Bank code defaults
from the school district’s Payroll Control Information.

Refer to Section: B Payroll Update Processing, Topic 3: Update/Display Personnel

Information, or Section I: Special Functions, Topic 3: Tax Tables/Withholding/Control
Information Processing to make changes to the information displayed.

8 Enter the date (MM/DD/CCYY) in the Chk Date (Check Date) field.
PCGenesis will convert dates entered in formats such as MDDYY to MM/DD/CCYY when
using the Tab key to access the next field and selecting Enter.

PCGenesis will default the Pay for Period End field(s) on the account lines to the date
entered for the Chk Date (Check Date). Modify the Pay for Period End entries as needed.

9 Required — Payroll Checks
Enter the payroll check or direct deposit number in the Chk No. (Check Number) field.

10 Required — Direct Deposit Statements
Enter the bank code in the DD Bank (Direct Deposit Bank) field, where applicable.
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11 Required — Direct Deposit Statements

Enter the direct deposit account code in the DD Acct (Direct Deposit Account) field, where
applicable.

12 Optional

Enter the employee’s total number of regular hours or days in the Reg Hr (Regular Hours)
field.

13 Optional

Enter the employee’s total number of overtime hours or days in the Ovt-Hr (Overtime-
Hours) field.

14 Optional
Enter the employee’s regular pay amount in the Reg Amt (Regular Amount) field.

15 Optional
Enter the employee’s overtime pay amount in the Ovt Amt (Overtime Amount) field.

16 Required

Enter Y (Yes) or N (No) in the GHI IND (Georgia Health Insurance Indicator) field to define
the employee’s Georgia Health Insurance (GHI) plan participation.

If GHI will not be deducted from the Manual check, the GHI IND should be ‘N’ even if the
employee is normally a GHI participant.

17 Required
Verify or enter the FICA tax switch code in the FICA (Federal Insurance Contributions Act)
field.

Valid Values: Y = Compute OASDI/Medicare
N = Do NOT compute OASDI/Medicare
M = Compute Medicare only

18 Required

Verify the existing entry is correct or enter 0 (Out of Service) or 1 (In Service) in the SERV
(Service) field to define the employee’s Teacher Retirement System (TRS) participation.
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19 Required

Verify the existing entry is correct or enter the appropriate value in the Retire field to
define the employee’s pension participation.

Valid values: Y = Calculate pension
N = Do NOT calculate pension
R = TRS Retiree — Do NOT calculate an employee percentage

This entry determines the handling of the employee’s pension calculation and the additional
TRS/ERS calculation, and overrides the entry in the Pension Code field.

When entering ‘N’ in the Retire Switch, PCGenesis suspends the pension calculation for
this employee for the current Payroll Run. This entry neither affects other employees’
pension calculations, nor requires the employee’s pension code to be changed.

When entering Y’ (Yes) in the Retire Switch field, and ‘0’ in the Pension Code field,
PCGenesis does not calculate a pension deduction for the employee.

For HB210/SB 327 TRS Retirees: Use Retire Switch ‘R’ for rehired TRS retirees.
HB210/SB 327 allows retirees to return to work full-time, and requires the employer to
pay both the employee’s percentage and the employer’s percentage contribution. When
using the code, ensure that the Pension Code field reflects 2’ (TRS), the Pens Amt field
reflects ‘0.00°, and the TRS service ind field reflects ‘1’ (In-Service).

20 Required

Verify the existing entry is correct or enter Y (Yes) or N (No) in the TRS DOE Paid
ERCON? (Teacher Retirement System - Georgia Department of Education Paid
Employer Contribution) field to identify that the Georgia Department of Education pays
the employer’s contribution for this employee’s Teacher Retirement System (TRS)
participation.

21 Required

Verify the existing entry is correct or enter the appropriate value in the Pens code (Pension
Code) field to define the employee’s pension participation.

Valid Values: 0 = No Pension
1 = Old PSERS Participation
2 = TRS Pension Participation
3 = Old ERS Participation
4 = New ERS Participation
5 = New PSERS Participation
6 = GSEPS Participation
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Steps 22 — 34 describe the steps for entering a normal or adjustment pay amount for an
employee.

22 Enter the code or click on the drop-down selection icon ~lin the Proc Type (Processing
Type) field to identify the employee’s processing type.

Valid values: Reqular Gross Types:

S — Regular salary with pension and taxes
D — Regular daily with pension and taxes
H — Regular hourly with pension and taxes

Special Gross Types:

A —Daily/Hourly adjustment NO pension calculation

B —Salary adjustment NO pension calculation

X —Daily/Hourly, with FICA, NO pension/annuities or tax calculation
Y —Salary, with FICA, NO pension/annuities or tax calculation

Q —Salary adjustment with taxes and pension calculation

P — Daily/Hourly adjustment with taxes and pension calculation

Z — Pension adjustment only

The field’s entry determines how payroll pension contributions are calculated and/or if
PCGenesis will clear the entry during payroll setup.

If entering an account number in the Acct# Yr Fnd F Prgm Fnct Objct Fcty B Addt’l
field(s), enter information in the Proc Type field.

Complete Steps 23 - 34 for each Proc Type entered/selected in Step 22.

23 Optional

Enter the pay type code or click on the drop-down selection icon ~lin the Pay Type field
to define the employee’s pay type. The Pay Type is used to define earnings categories for
printing on the new detailed pay stub.

The defaulting entry ‘0000’ prints as ‘Regular Pay’ on the detailed check stub.

24 Optional
Enter the employee’s gross salary in the Tot Gross (Total Gross) field.

25 Required — If the FICA indicator is ‘Y’

Enter the employee’s FICA gross salary in the FICA Gr (Federal Insurance Contributions
Act Gross) field.

26 Required — If the FICA indicator is ‘Y’

Enter the employee’s FICA deduction amount in the FICA Amt (Federal Insurance
Contributions Act Amount) field.
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27 Required — If a pension amount will be deducted from the Manual check
Enter the salary amount in the Pens Gr (Pension Gross) field which is subject to pension.

The pension gross determines the employer pension contribution. If an employer pension
contribution is not desired, the pension gross should be zero.

28 Required — If the Pens Gr contains a dollar amount
Enter the employee’s pension deduction amount in the Pens Amt (Pension Amount) field.

29 Enter the pay reason code or click on the drop-down selection icon | next to the Pay Reas
(Pay Reason) field to set a reason code for payroll adjustments and changes to payroll
records.

For example, if an employee receives a certificate upgrade and receives a retroactive pay
increase, a reason code of ‘01’ is entered on the employee’s adjusted new salary line, as
well as any one time retroactive salary adjustment lines entered for the employee. The pay
reason code clears during payroll setup.

The Pay Reas field identifies the reason for a change in an employee’s regular pay and is

required for TRS reporting. This field clears during payroll setup. Proper use of this field
will eliminate manual follow-up reporting with TRS for pay variances.

30 For Pension Adjustments: Enter the date MM/DD/CCYY in the Pay for Period End (Pay
for Period Ending) field to define the employee’s credit for retirement purposes.

This field is not used with normal salary ‘S’, ‘D’ and ‘H’ lines. Whenever prior payroll
period salary adjustment records exist, enter the affected payroll period’s date. Do not enter
future payroll period dates. Because payroll adjustment lines clear during payroll setup,
the pay for period date field also clears.

Proper use of this field will eliminate manual follow-up reporting with TRS and ERS for
pay variances.

31 Click on the drop-down selection icon | or enter the employee’s gross salary account
information in either of the Acct# Yr Fnd F Prgm Fnct Objct Fcty B Addt’] field(s).

If the employee has more than five account lines, enter additional information by selecting
the appropriate Fkey.
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32 GHI Dist: Enter the GHI distribution percentage for the corresponding General Ledger
account number. The GHI distribution percentage indicates the percentage of the employer
GHI contribution to distribute to this GL account line. The GHI distribution percentage is
valid only with Process Types ‘H’, ‘D’, or ‘S’.

All GL accounts must add to 100%. (1.0000 equals 100%, 0.2500 equals 25%)

The GHI distribution percentage must be a positive number, if entered. Manual checks will
no longer refund employer GHI since negative GHI distribution percentages are not
allowed. The GHI distribution percentage must be zero if the GHI Ind (GHI Participation
Switch) is ‘N

Distribute the employer GHI contribution across multiple account lines when charging
GHI to multiple state programs.

33 (Optional for Pay Tracking)

Enter the employee’s gross salary amount that to apply to the employee’s annual contract
salary in the Contract field.

Use this field to track an employee’s pay to help prevent over payments.

34 If there are additional Proc Types: Select the Tab key to access the next Proc Type field
and repeat this procedure at Step 22.

35 Required — If the FICA indicator is Y’

Enter the employee’s OASDI calculation amount of the employee’s gross salary in the
OASDI Gr (Old Age, Survivors and Disability Insurance Gross) field.

36 Required — If the OASDI Gr contains a dollar amount

Enter the employee’s OASDI amount in the OASDI Amt (Old Age, Survivors, and
Disability Insurance Amount) field.

37 Required — If the FICA indicator is ‘Y’ or ‘M’

Enter the employee’s gross salary calculation amount in the HI Gr (Health Insurance Gross)
field.

38 Required — If the HI Gr contains a dollar amount

Enter the employee’s deduction calculation dollar amount in the HI Amt (Health Insurance
Amount) field.
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Step Action

Steps 39 — 41 apply to individual deductions requiring the entry or verification of the deduction
code, deduction indicator, and the deduction amount. PCGenesis will automatically reposition
the cursor after each entry or selection.

39 Enter or click on the drop-down selection icon in the Ded (Deduction) field to identify the
type of deduction.

PCGenesis defaults the entries based on the employee’s current deductions. Refer to Section
B: Payroll Update Processing, Topic 4: Update/Display Payroll Information to modify these
entries as needed.

40 For school district/system deduction contributions: Enter Y (Yes) in the Deduction
Indicator field to define the deduction contribution.

Identify the deduction’s employer contribution participation in the Deduction file. Refer to
Section F: Description/Deduction/Annuity File Processing for instructions.

When there are no school district/system deduction contributions: Enter N (No) in the
Deduction Indicator field.

41 For each deduction, enter the deduction calculation amount in the Amount field located
below the Deduction Indicator field.

EHTER
42 Verify the screen’s entries are correct and click _'Il (Enter).

Select r= & (F3 — Print this data) to obtain a screen print of the Enter Manual
Check/Direct Deposit screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW D01  C:HDEYSYS C:\SECOND — =] x|
PAYHMANL

Manual Check For: Employee £86 T w
Chk Dt 9152812 Bank BHK@ Chk Ho. _58888 DD Bank 12 DD acct 11 1111 111434 D¢
Reg Hr Ovt-Hr 8.88 Out Amt
GHI ind ¥ FICA ¥ TRS Serv 1 Retire ¥ TRS DOE Paid ERCON ? _ Pens code 2 TRS

Proc Pay Pay  Pay for

Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
1 S Bele 5060.0808 4B60.080 226.88 _ 9/15/2812
a2 5 B318 1060.88 9846.688 55.37 9/15/2812
83 _ _
By o
[ _

Totals
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
AGCT 81 12 186 _ 1621 1606 11688 _2062 1 .7588
ACCT 82 13 1688 _ 1871 1068 11688 _382 1 -2588
AGCCT 83 B8 _ _
ACCT B4 B8 _ _ _
AGCCT 85 B8 _ _
Totals

0ASDI Gr _498B.68  OASDI Amt 289 .16 HI Gr _4980.88 HI Amt ¥2.21
Ded 83 H Ded 84 H Ded 17 H Ded 33 ¥ Ded 12 ¥ Ded 36 N Ded 43 N Ded 18 M Ded _  _ Ded __

52.36 25.21 83.24
Ded _ _Ded _ _Ded _ _Ded _ _Ded _ _Ded _ _Ded __ _Ded __ _ Ded __ _ Ded __ _
*xx Gross Pay =%% Deductions *x% Net Pay *xx NON TAX

e 13.01.088

:NT“{ Fi P%I qu% Fz % ‘ Flo- ‘ Fs ‘ FS|F7 Fi u Fa , FIDY Fii E F12E
FIS« FI?ED'FIS@

Help

When data is
entered into
DD Bank and
DD Acct, a
manual direct

deposit is
created.

When the DD Bank and DD Acct fields are filled in, the following message box will be displayed:

This manual payment will take the form of a direct deposit because the
DD Bank and DD Acct are filled in. MOTE: Manual payments do NOT ge
to a MACHA file,

To continue as a direct deposit payment, select "OK',
To change to check payment, select "CANCEL' and delete DD Bank and
DD Account,

" Action

Step

43 To continue as a direct deposit payment, select ‘OK’. To change to a check payment, select

Cancel

(CANCEL), and then delete the DD Bank and DD Account.
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E  pCG Dist=8991 Rel=13.01.00 03,/07/2013 PCY¥ 001 C:\DEYSYS C:\SECOND _Iﬁllil
PAYHANL Insert spaces
Manual Check For: Employee 8860 - M into DD Bank
Chk Dt 9/15/2812 Bank BKG8 CChk Ho. 50068 DD Bank DD acct <
Reg Hr Dut-Hr out_Ant — and DD Acct
GHI ind ¥ FICA ¥ TRS Serv 1 Retire ¥ TRS DOE Paid ERCON ? Pens code 2  TRS in order to
Proc Pay Pay Pay for Create a
Type Type Tot Gross FICA Gr FICA Amt  Pens G Pens Amt  Reas Period End manual
a1 5 6818 S066. 088 L0868, 88 226.808 9/15/72812 CheCk
a2 S 8318 108668.88 0g0.88 LL.37 /1572812 _—"
a3
oy
a5
Totals 6000. 88 L4L080.88 281.37
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 13 1688 1821 1880 11888 382 1 7588
ACCT 82 13 188 1871 1666 11888 382 1 .2588
ACCT 83 B8
ACCT B84 B8
ACCT B85 B8
Totals 1.00888
0ASDI Gr 49BA.80 0ASDI Amt 289 .16 HI Gv L4O8G.88 HI Amt 2.1
Ded 83 H Ded 064 H Ded 17 H Ded 33 V¥ Ded 13 V¥ Ded 36 H Ded 43 H Ded 18 H Ded Ded
£2.36 25.21 83.24
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
**x%x Gross Pay 608688.88 ==* Deductions 442 .18 =xx Het Pay GLL7.82 »xx NON TAX 83.24
Ualidations passed. Save your changes.
7 O P = 9 | P e P = N P PO M e 13.01.00
FIS« Fi?E;) mm_ﬁ‘ Help

Step  Action

44 Verify “Validations passed. Save your changes.” displays, and click ﬁl (F8 — Save

changes).
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The following screen displays:

E PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 0Dl  C:DEVSYS C:SECOND _ =] x|
Enter HManual Paycheck PAYFIND
Select Employee
Current Order
Filter not actiwve Name
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
1 | AB3EU, ET3AN 88942 999-08-8942 101 5 C 2 10 105 A
2 | AD3M.SA3 89094 999-08-9094 1M 16 N 0 10 116 T
3 | AD20CK.FR2DDA 89375 999-08-9375 101 8 N 2 10 108 T
4 | ADZER.ZA2A 89327 999-08-9327 302 9 N 2 12 109 T
5 | AC9ER. MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
6 | VAIHORM.BOSETTE 89016 999-08-9016 302 8 H 2 10 108 T
Input Employee Humber or Hame or 3SH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection fAbove
MYl F | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 | e 12.83.00
FIS« ?::71 Flsw raur b | oo W Help

Step  Action

45 Click ﬁl (F16 — Exit) to the Payroll System — Manual/Void Check and Direct Deposit

Menu.
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The following screen displays:

“-.
Bl PcG Dist=8991 Rel:l?.l]LEﬂ ﬁ’ﬂﬁﬁ PCW 001 SV CADEVSYS CASECOND Hm-_._ .-
e ——

Payroll System MANLHEHNU

FKey Manual/Void Check & Direct Deposit Henu

LI -- Enter Manual Checki{Direct Deposit

1 - Display/Delete Manual CheckfDirect Deposit

LI -- Enter Yoided Check/Direct Deposit from Previous Pay

_12 | -- Display/Delete Voided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a VoidfManual Check or
Direct Deposit is entered or deleted

Vo) | | | | | [ | [ | | | [ | | 17.01.00

| M5 | WriSp| AN | WEND

Step  Action

46 Press ﬁl (F16 — Exit) to exit the Payroll System — Check and Direct Deposit Menu.

a7 Press ﬁl (F16 — Exit) to exit the Payroll System Master Menu.

48 To Print the Final Payroll Register and Payroll Distribution Report: Refer to Section
C: Payroll Check and Direct Deposit Statement Processing, Topic 4: Print the Payroll
Pre-Posting Reports for instructions and report examples.
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C2. Display/Delete a Manual Payroll Check and/or Direct
Deposit Statement
rﬂ _P_‘C_GDist:ﬁ?Sl Rel=15.04.00 01/28/2016 PCW 001 SV C.’\DE\I’S

Payroll System PAYHOBAA

FKey Haster HMenu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
MonthlyfQuarterlylFiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update{Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

b lklihle bl bbb

-- File Reorganization

aster | i | [ ¢ ¢ | | | 15.63.90
- E| LS 5[ bor YENR

Step  Action
1 Press 3 | (F3 - Payroll Check and Direct Deposit Menu).
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The following screen displays:
rE PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND me

Payroll System PAYHOB83
FKey Check and Direct Deposit Henu
1 _| -- Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
Calculate Payroll & Print Trial Register
Calculate Payroll & Update ¥ TD [Final]

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

CheckfDirect Deposit Void/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

ek o b bl kb b

Mastr | e | A I I T 13.02.00

| LS | WoriSp| AN | WEND

Step  Action

2 Press _9_| (F9 - Manual Checks & Voids From Previous Pay Menu).
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The following screen displays:

Bl rCGDist=8991 Rel=17.0 b 4
P—

Payroll System MANLHEHNU

FKey Manual/Void Check & Direct Deposit Henu

LI -- Enter Manual Checki{Direct Deposit

1 - Display/Delete Manual CheckfDirect Deposit

LI -- Enter Yoided Check/Direct Deposit from Previous Pay

_12 | -- Display/Delete Voided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a VoidfManual Check or
Direct Deposit is entered or deleted

Vo) | | | | | [ | [ | | | [ | | 17.01.00

| M5 | WriSp| AN | WEND

Step  Action

3 Press 10 (F10 - Display/Delete Manual Check/Direct Deposit).
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/201Z PCW 001 C:\DE¥SYS C:\SECOND _ =] x|
Display/Delete Manual Check/Direct Deposit PAYFIHD
Select Employee
Current Order
Filter not actiwve Name
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
1 | AB3EU, ET3AN 88942  999-08-8942 101 5 C 2 10 105 A
2 | AD3M.SA3 89094  999-08-9094 101 16 N 0 10 116 T
3 | AD20CK.FR2DDA 89375  999-08-937 101 8 N 2 10 108 T
4 | ADZER.ZA2A 89327  999-08-9327 302 9 N 2 12 109 T
5 | AC9ER. MOSAMMED 89320  999-08-9320 302 5 C 2 10 105 T
6 | VAIHORM.BOSETTE 89016  999-08-9016 302 8 H 2 10 108 T
Input Employee Humber or Hame or 3SH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection fAbove
MYl F | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 | e 12.83.00
FIS« ?::71 Flsw pour ik | poon W Help
Step  Action

4 Enter the employee number in the Input field and click % (Enter). Proceed to Step 6.

If the employee number/SSN is unknown, enter the employee’s complete or partial name in

; ENTEV ; ;
the Input field and select (Enter). Proceed to Step 5. Entering a complete or partial
name in the Input field displays results most closely matching the search criteria entered.
Continue to press Pg Down until the employee’s record displays.
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The following screen displays for partial name entries in the Input field:

B PCGDist=§991 Rel=12.03.00 11/16/2012 PCW 001  C:\DEVSYS C:\SECOND ==l x|
Display/Delete Manual Check/Direct Deposit PAYFIHD
Select Employee
Filter not active Current Order
Hame
Current
Fkey _Mame | Empno | _ SSN Loc  Cls Cert Pens ContMo Job Stat
Enter| AB3IEU, ET3AN 88942  999-08-8942 101 5 C 2 10 105 A
1 | ABAEY, LI4LIAM 89093  999-08-9093 302 8 N 2 10 108 A
2 | AC9ER, MOSAMMED 89320  999-08-9320 302 5 C 2 10 105 T
3 | ADZER.ZA2A 89327  999-08-9327 302 9 N 2 12 109 T
4 | AD20CK.FR2DDA 89375  999-08-9375 101 8 N 2 10 108 T
5 | AD3M.SA3 89094  999-08-9094 101 16 N 0 10 116 T
6 | AD4IR. CE4ESTA 89957  999-08-9957 6211 9 N 0 12 109 A
7 | AD4IR. MI4HAELE 88757  999-08-8757 6211 14 N 0 10 114 T
8 | AD9ISON. BRICE 89928  999-08-9928 302 8 N 2 10 108 T
9 | ADIISONM, I591AH 88728 993-08-8728 302 5 C 2 10 105 T
FKEY = Record Found Above
or FPgUp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection fAbove
Order changed to Alpha
MYl Ff | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 .. T e 12.83.00
FIS« ?::71 Flsw rour i | poon W Help

Step  Action

Press j (Enter) or the Fkey corresponding to the employee’s record.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:DEYSYS C:\SECOND = IE’ |£|
HAHLUD
Hanual Check For: Employee 88682 KEBES, HABACHA 999-p2-B6O0 Loc 8382
Chk Date 8971572812 Bank BKBE Chk Ho. G50068 DD Bank DD acct
Reg Hr Out-Hr Reqg Amt 46006.60 Out Amt
GHI ind v FICA ¥ TRS Serwv 1 Pens code 2 TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a 5 @@1@ 5a08.680 Loea.aa 226.08 9/15/2m2
az 5 8318 1668.808 oB@.80 5L .37 /1572012
a3
ay
as
=xx Totals GA08._ a0 LOBA. A0 281.37
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt"l GHI Dist Contract
ACCT @1 13 188 1821 18680 118088 382 1 .75aa
ACCT 62 13 188 1671 16680 116088 382 1 .25088
ACCT a3
ACCT B84
ACCT a5
Totals 1.088688
0ASDI Gr A4980.80  OASDI Amt 209 .16 HI Gr 4988.88 HI Amt 2.1
Ded 83 H Ded 84 H Ded Ded 33 Y Ded 13 Y Ded Ded Ded Ded Ded
52.36 25.21 83.24
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*x* Gross Pay 6000.88 ==x# Deductions 442 .18 =x= Het Pay LLL7 .82  sexx
F18=Delete Rec
EN“V Fl P%I FZ‘% F= é F'Q FS FS F? F2 u =) , FIOY FA1 @ Fiz E FISQ 13 - B1 - BB
FIS« F17E;)| Fiz @ ‘ ‘ | | Help

Step  Action

6 To display the Payroll Check/Direct Deposit Statement only: Review the information
on, and screen-print the Manual Payroll Check For: (Employee ##### Employee Name)
screen. Proceed to Step 9.

Select = & (F3 — Print this data) to obtain a screen print of the Display/Delete Manual
Check/Direct Deposit screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

To delete the Payroll Check/Direct Deposit Statement: Verify the check displayed
check information is correct, click ﬂl (F18 - Delete), and proceed to Step 7.

When selecting F18 in Step 6: the following dialog box displays:

YES to DELETE Employee -

' ': Are you SURE you want to delete the manual check For this Emploves?
AT

Step | Action

! Select Ll (Yes).
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The following dialog box displays:

Step | Action

Successful!

&

-
- | ) rManual check record deleted.

o |

8 Select | (OK).

The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCY 001

Filter not active

-n
Ll

key Hame
AB3EU, ET3AN

AD3M. SA3

ADZER, ZA24

elelele bk

Input:

ADZ0CK, FR2DDA

ACIER, MO9AMMED
VAJHORM, BOSETTE

C:\DEYSYS C:\SECOND
Display/Delete HManual Check/Direct Deposit
Select Employee

Empno
88942
89094
89375
89327
89320
89016

Input Employee Humber or
F16 to Exit, F18 Clear employee filter

S3H
993-08-8942
993-08-9094
993-08-9375
993-08-9327
9959-08-9320
999-08-9016

Mame or 33H -

Loc
101
101
101
302
302
302

Cls Cert Pens ContMo Job Stat

5
16
8

9
5
]

Current Order

Name

C

ZOD T T

2

NN NNS

Press Enter Key

F1-9 = Choose from Selection Aboue
M F | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 |0 e
FIS« ?1:; Fiz m roue b | o W Help

10
10
10
12
10
10

105
116
108
109
105
108

=151

PAYF IND

A

- -

12.83.08

Click ﬁl (F16 — Exit) to the Payroll System — Manual/Void Check and Direct Deposit
Menu.
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The following screen displays:

“-.
Bl PcG Dist=8991 Rel:l?.l]LEﬂ ﬁ’ﬂﬁﬁ PCW 001 SV CADEVSYS CASECOND Hm-_._ .-
e ——

Payroll System MANLHEHNU

FKey Manual/Void Check & Direct Deposit Henu

LI -- Enter Manual Checki{Direct Deposit

1 - Display/Delete Manual CheckfDirect Deposit

LI -- Enter Yoided Check/Direct Deposit from Previous Pay

_12 | -- Display/Delete Voided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a VoidfManual Check or
Direct Deposit is entered or deleted

Vo) | | | | | [ | [ | | | [ | | 17.01.00

| M5 | WriSp| AN | WEND

Step  Action

10

Press ﬁl (F16 — Exit) to exit to the Payroll System — Check and Direct Deposit Menu.

11 Press ﬁl (F16 — Exit) to exit to the Payroll System Master Menu.

12 To Print the Final Payroll Register and Payroll Distribution Report: Refer to Section
C: Payroll Check and Direct Deposit Statement Processing, Topic 4: Print the Payroll
Pre-Posting Reports for instructions and report examples.
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(3. Employer Contributions on Manual Payroll Checks and/or
Direct Deposits

PCGenesis uses the following guidelines when calculating the employer contribution amounts for
manual checks and direct deposits:

» The FICA switch and FICA gross determine the employer FICA contribution.

If the FICA switch is ‘N’, then the FICA gross must be zero and an employer FICA
contribution will not be calculated.

If the FICA switch is “Y’, then the FICA gross must be entered. The OASDI gross plus the
HI (Medicare) gross must add up to the FICA gross. In this case, PCGenesis will calculate
the OASDI employer contribution as the OASDI gross times the OASDI employer
percentage. PCGenesis will calculate the HI employer contribution as the HI gross times the
HI employer percentage.

If the FICA switch is ‘M’, the FICA gross and HI gross must be entered. In this case,
PCGenesis will calculate the HI employer contribution as the HI gross times the HI employer
percentage. The OASDI gross and the OASDI amount must be zero.

» The employee Pension Switch and Pension Gross determine the employer pension contribution.
The pension switch indicates the employee’s pension participation in either TRS, Old ERS, New
ERS, Old PSERS, or New PSERS. In this case, PCGenesis will calculate the employer pension
contribution as the pension gross times the appropriate employer pension percentage.

» The GHI Ind (GHI Participation Switch) and the GHI Dist (GHI % Distribution) determine the
employer GHI contribution.

If the GHI Participation Switch is ‘N’, then the GHI % Distribution must be zero and an
employer GHI contribution will not be calculated.

If GHI Participation Switch is “Y’, then the GHI % Distribution must be entered and must
be a positive number. Entering the GHI % Distributions triggers the system to calculate
and distribute to the General Ledger account numbers an employer GHI contribution. The
GHI employer share dollar amount for certified and non-certified employees is entered on the
Tax/Withholding/Control Menu.

If GHI Participation Switch is “Y’, then the GHI distribution percentages for all GL
accounts must add to 100%.

The GHI distribution percentage must be a positive number, if entered. Manual checks
will no longer refund employer GHI since negative GHI distribution percentages are not
allowed. If refunding a GHI employee deduction amount to an employee, the employer GHI
contribution must be refunded with a negative claim on the financial side.

Voided Checks will refund the actual employer GHI amount from the original check.
(Employer GHI is refunded correctly when voiding a check with the Enter Voided
Check/Direct Deposit from Previous Pay process.)
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» The employer switch on individual deductions determines the employer deduction contribution. If
the individual deduction’s employer switch is <Y’, then the employer contribution for the deduction
will be calculated.

* The deduction’s employer contribution participation is defined in the Deduction File. Refer
to the Payroll System Operations Guide, Section F: Description/Deduction/Annuity File
Processing for instructions.

Example 1:

The following example illustrates the relationship between the gross amounts, distribution percentages,
and participation switches entered on the manual check and the generated employer contribution
amounts. In Example 1, employer contributions are generated for Medicare (HI), OASDI, TRS pension,
GHI, and deductions 13 and 33.

B PCGDist=8991 Rel=12.03.00 10/19/2012 DOD 001 C:\DEWSYS C:\SECOND _ = x|
PAYHMANL
HManual Check For: Employee 88658 ER7L, UIZCE 999-88-8658 Loc @382
Chk Dt 11/@81/2812 Bank BKO8 Chk Ho. 58868683 DD Bank DD acct
Req Hr Out-Hr Req Amt 4678 .42 Ovt Amt
GHI ind ¥ FICA ¥ TRS Serv 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Fens Amt Reas Period End

g} s LATE_ 42 4223 .35 238.62 L6778 .42 2808.71 11/81/2812
a2
a3
ay
a5

Totals 467842 4223 .35 238.62 L6788 .42 288.71

Yr Fnd F Prgm Fnc B Addt'1 GHI Dist Contract
ACCT 81 13 188 16821 1668 116888 382 1 1.8888 L4678 .42
ACCT @2 o4
ACCT B3 B8
ACCT a4 B4
ACCT A5 88

Totals 1.808688 4ATE .42
0ASDI Gr 4223.35 _NASDL An 177.38 HI G G22%.35 HI Amt  61.2%
Ded 63 H Ded 04 HDed 25 HfDed 33 Y|bed 17 N Ded 10 N Ded 89 H Ded 43 N Ded 24 N
317 .65 218.73 2.96 98.35 1082 .86 14.58 42 .88 234 _48 2.88 27.38
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*xx Gross Pay 4678 .42 =xx Deductions 1664.32 =xx Het Pay 3014.18  *xxx NON TAX 455 .87
Validations passed. Save your changes.

ENTW Fl’%IF2‘% F3§ F‘F FS FS F? F2 n FQI FIDT F1IE F|2E F15Q 12-02-00
F|6<::I FI?ED'FISW ‘ ‘ ‘ | Help

Example 1 — Manual Check with FICA Gross, Pension Gross, GHI % Distribution, and Employer Deduction Switches set to ‘Y’
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The Final Payroll Distribution process for Example 1 produces the Employer Deduction Contribution
Report by Employee, as shown below.

REPORT DATE: 10/15/2012 EMPLOYER DEDUCTION CONTRIEUTION EREDORT DLCE 1
PROGRIM: DAYDR1O1 EY EMPLOYEE FOR 11/30/12
DEDUCTION  #: 13 VENDOR 002520 CONTRIBUTION TYPE: 1 1 = FIXED ARMOUNT
VENDOR $: 2520 VENDOR 002320 2 = & OF PROC TYPE GROSE
EMPLOYER OBJECT: 23000 EMPLOYER ELNC: 0421 3 = & OF EMPLOYEE CONTRIBUTION
EMP. NEME EMPLOYER CONTRIBUTION EMOUNT S0C. SEC. HO.
88&50 EATL, VITCE 5.7% 555-08-8&50
DEDUCTION TOTAL CONTRIEUTION AMOUNT 5.75
REPORT DATE: 10/15/2012 EMPLOYER DEDUCTION CONTRIEUTION EEDORT DLCE z
PROGRREM: DRYDRI1OL EY EMPLOYEE FOR 11/30/12
DEDUCTION  §: 32 VENDOR 002320 CONIRIBUTION TYPE: 1 1 = FIXED HMOUNT
VENDOR $: 2520 VENDOR 002320 2 = % OF PROC TYPE GROSS
EMPLOYER QOBJECT: 23000 EMPLOYER ELNC: 0421 3 = % OF EMPLOYEE CONTRIBUTION
EMP. NEME EMPLOYER CONTRIEBUTION EMOUNT S0C. SEC. NO.
28650 EATL, VIVCE 1e.€5 955-08-8650
DEDUCTION TOTAL CONTRIEUTION AMOUNT le.€3

Example 1 — The Employer Deduction Contribution Report resulting from the Manual Check with Employer Deduction Switches setto ‘Y’

Review the Employer Deduction Contribution Report:

» Because the manual check had individual deductions with the employer switch set to “Y”, the
Employer Deduction Contribution Report shows employer deduction contributions for
deductions 13 and 33.

In Example 1, the Final Payroll Distribution process produces the Payroll Employer Benefit
Distribution by Employee Report, as shown below.

REDORT DRATE: 101572012 DPAYROLL EMPLOYER EENEFIT DISTRIEUTION EY EMPLOYEE FOR 11/30/12 DAGE 1
DROGRERM: PRYPRI1O3

22 e v W e W W e MRS D e e e ke e
22000 22000 21000 21000

PENSION PENSION (OBJECT)
EMPLOYEE NIME SARLARY GROSS QREDI GROSS HI GROSS (OBJECT) GROSS PEN EMPR
EMD. £ QREDT IMT HI IMT TYPE IMOUNT C GHI LMT N GHI LMT SER/EMPL
EATL, VITCE 4,878 .42 4,223.358 4,223 .35 4, €78 .42
B88e50 2el.85 €l.24 TRS 533.81 512.34
EMDLOYER SHERERE GERAND TOTRL 4, 878 _4Z 4, 223.38 4 2Z3 35 (23000) 4, 878 42
Zel.gs €l.Z4 TES 533 .81 51Z.34
NOTE: TES DOE PRID ERCON = "Y' ON THE EMPLOYEE BECORD INDICATES THRT THE GEORGIA DEPARTMENT OF EDUCATION WILL
DAY THE EMPLOYER-PATD CONTRIEBUTION FOR THE EMPLOYEE. ON TEIS REPORT, THE TOTAL TRS EMPLOYER SHRARE
LMOUNT INCLUDES 'TRS DOE PAID ERCON' CONIRIEUTIONS, AND TEESE CONTRIEUTIONS WILL BE INCLUDED ON THE

EMPLOYEES ' EAGNINGS HISTORY RECORDS.

Example 1 — The Payroll Employer Benefit Register resulting from the Manual Check with FICA Gross, Pension Gross, and GHI %
Distribution

Review the Payroll Employer Benefit Register:

» Because the manual check had a FICA gross and the FICA Switch was Y’, the Payroll
Employer Benefit Register shows contributions for employer Medicare (HI) and OASDI.
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» Because the manual check had a pension gross and displayed the pension switch as ‘TRS’, the
Payroll Employer Benefit Register shows an employer TRS contribution.

» Because the manual check had a GHI % Distribution and the GHI Indicator was ‘Y’, the
Payroll Employer Benefit Register shows an employer GHI contribution.

Example 2:

Example 2 further illustrates the relationship between the gross amounts, distribution percentages, and

participation switches entered on the manual check and the generated employer contribution amounts.

In Example 2, employer contributions are generated for Medicare (HI), OASDI, and deductions 13 and
33. However, employer contributions are not generated for TRS pension and GHI.

B PCGDist=8991 Rel=12.03.00 10/24/2012 DOD 002 C:\DEVSYS C:\SECOND == x|
PAYHANL
HManual Check For: Employee 88658 EA7YL, UI7CE 099-B8-8658 Loc @382
Chk Dt 11812812 Bank BKG8 Chk Ho. 588883 DD Bank __ DD acct
Bag Ouvt-Hr Req Amt L4678 .42 Ovt Amt
Icn ¥  TRS Serv 1 Pension type TRS

Proc Pay Pay Pay for

Type Type Tot Gross FICA G FICA Amt  Pens Gr Pens Amt Reas Period End
81 s 4678 .42 4223 .35 238.62 280.71 _ A1/81/20812
a2 _ _
83 _ _
ay _
65 _

Totals  4678.42  4223.85  238.62 280.71 | To turn off the employer GHI

Y+ Fnd F Prgm Fnct Objct Fcty B Addt’l GHI Dist Contrac . . - -
ACCT 61 13 108 _ 1621 1060 11660 362 1 ss78.42| contribution, the GHI Dist fields

ACCT @82 B84
e - must be cleared. In order to clear
el —e——— the GHI Dist fields, the GHI ind field
- ~ Totals u678.42] must be set to ‘N’.

0ASDI Gr _4223.35 OASDI Amt 177 .38 HI Gr _h223_35 HI Amt
Ded 83 H Ded B4 H Ded 13 ¥ Ded 25 H Ded 33 ¥ Ded 17 H Ded 18 H Ded 89 H Ded 43 H Ded 24 H

417 .65 218.73 2.96 98.35 162 .86 14.58 42 .08 234 48 2.088 27 .38
Ded _ _Ded _ _Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded __ _

*3x3% [0Sl i L 7 X DOOUC L Lo el x Het Pay 3014.18 *=x HOH TAX 455 .87

& Participating employee needs 188% GHI distribution

ENT:{‘? FlP%IF2‘% F3§ Fli- FS FS F7 FE u FS’ FiOY Fﬂg FIZE F15Q 12-ﬂ2-ﬂﬂ
F|S<::I |=17EI3|F|9‘Wl Help

Example 2 — Manual Check with a total GHI % Distribution of zero requires the GHI Ind to be set to ‘N’

Georgia Department of Education
December 11, 2023 e 3:02 PM e Page 45 of 89
All Rights Reserved.



PCGenesis Payroll System Operations Guide

In Example 2, to turn off the GHI employer contribution, the GHI % Distribution fields must be
deleted. In order to do that, the GHI participation switch (GHI Ind) must be turned off.

B PCGDist=8991 Rel=12.03.00 10/24/2012 DODO00Z C:\DEYSYS C:\SECOND = |E|£|

PAYHANL
Manual Check For: Employee 88658 EAYL, VIYCE 990-98-8658 Loc @382

Chk Dt A4/81/72812 Bank BKB8 Chk Ho. 508083 DD Bank DD acct

et T Ovt-Hr Reg Amt  4678.42 Ovt Amt
@ FICA ¥ TRS Serv 1 Pension type TRS
Froc Pay

Pay Pay for
Type Type Tot Gross FICA G FICA Amt | Pens Gr JPens Amt  Reas Period End
g1 s n678.42  4223.35  238.62 2808.71 1170172012
82
63
i
05
Totals  4678.42  4223.35  238.62 280.71 In order to turn off the
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist ] Contract — .
ACCT 01 13 108 1621 1008 118688 302 1 | se78.m2 employg GHI and pension
ot contributions, delete the
ATE ) () Pens Gr and GHI Dist fields.
ACCT 85 80
Totals 1678 .42
0ASDI Gr 4223.35 0ASDI Amt  177.38 HI Gr 4223.35 HI Amt  61.2%
Ded 63 H Ded 84 H Ded 13 ¥ Ded 25 H Ded 33 Y Ded 17 N Ded 18 N Ded 99 N Ded 43 H Ded 24 N
31765  218.73 2.96 90.35  182.86 14.54 n2.88  234.48 2.00 27.28
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

*x* Gross Pay L678.42 =x% Deductions 1664.24 === Het Pay 301418 === NON TAX 455 .87
Validations passed. Save your changes.

ENTEW » %
Fi
Fis<;:| FI?E';)

FZ‘% F3§ FI| relET] | rol04] F7 Fsu Fs, FIOY FnE' F12E| Fisa V221
m‘mj Help

Example 2 — Manual Check with zero Pension Gross and zero GHI % Distribution

In Example 2, to turn off the TRS employer contribution, the Pension Gross fields must be deleted.
With the GHI participation switch (GHI ind) turned off, the GHI % Distribution (GHI Dist) fields
may be deleted. If the manual check has an employee FICA contribution (entered on the screen as the
FICA Amount), it is not possible to turn off the employer FICA contribution because the FICA gross
amount is required. In Example 2, the FICA gross is entered and therefore, the employer FICA
contribution will be calculated.
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In Example 2, the Final Payroll Distribution process produces the Payroll Employer Benefit

Distribution by Employee Report, as shown below.
REPORT DRETE: 10/Z24/2012 PAYROLL EMPLOYER BEMNEFIT DISTRIEUTION EY EMPLOYEE FOR 11/30/12 DLCE 1
DROGERM: DAYDRI1OZ

22000 weesses 22000 21000 21000 wsessesiis

ol (OBJECT

EMPTOYEE WAME SRLARY GROSS ORSDT GROSS HI GROSS GROSS DEN EMPR

EMP. § ORSDT IMT HI AMT EMOUNT C GHI BMT N GHI AMT SHE/EMPL
ELTL, VITCE 4, 678 _42 4,223.35 4,223 .35
8B8e50 2€1._85 €1.24
EMPLOYER SHARE GRAND TOIRL 4,€78.42 4,223.35 4,223.3¢5
2E81.8% €l.24

NOTE:

TRS DOE PAID ERCON = 'Y' ON THE EMPLOYEE RECORD INDICLTES THLT THE GEORGIL DEDARTMENT OF
DPLY THE EMPLOYER-PATD CONTRIEUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRE EMDL
LMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIEUTIONS, AND THESE CONTRIEUTIONS WILL EE I
EMPLOYEES' ERRNINGS HISTORY RECORDS.

No Pension Gross = No TRS employer contribution
GHI Ind ‘N’ = No GHI employer contribution

Example 2 — The Payroll Employer Benefit Register resulting from the Manual Check with zero Pension Gross and zero GHI %

Distribution

Review the Payroll Employer Benefit Register:

Because the manual check had a FICA gross and the FICA Switch was “Y’, the Payroll
Employer Benefit Register shows contributions for employer Medicare (HI) and OASDI.

Because the manual check did not have a pension gross, the Payroll Employer Benefit Register
shows zero employer TRS contribution.

Because the manual check did not have a GHI % Distribution, the Payroll Employer Benefit
Register shows zero employer GHI contribution.

Example 3: Refund Employee GHI Deduction with a Manual Check - Correct Method
A limitation of the new GHI % Distribution fields is that employer GHI cannot be refunded on a

manual

check. Users need to be aware of this restriction. The following guidelines are advised when

refunding an employee GHI deduction amount on a manual check:

Employer GHI cannot be refunded on a manual check.
The employer GHI contribution must be refunded through financials.

When refunding a pre-tax deduction such as GHI, FICA must be withheld on the amount of the
refund.

GHI is a pre-tax deduction. Therefore, to refund an employee GHI deduction, the FICA gross
and FICA tax amounts must be increased and the non-taxable total must be decreased. Also, the
employer FICA amounts must be withheld.

(Employer GHI is refunded correctly when voiding a check with the Enter Voided Check/Direct
Deposit from Previous Pay process.)
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Example 3 illustrates the correct method for refunding an employee GHI deduction. GHI is a pre-tax
deduction. Therefore, to refund GHI, the FICA gross and FICA tax amounts must be increased and the
non-taxable total must be decreased. Also, because the FICA gross amount is entered, the employer
FICA contributions are generated for Medicare (HI) and OASDI. However, employer contributions are
not generated for TRS pension and GHI.

B PCGDist=8991 Rel=12.03.00 10/19/201Z DODO01 C:\DEVSYS C:\SECOND == x|
PAYHMANL
Hanual Check For: Employee 88361 BABDH, MIBCHEL 999-p2-8361 Loc @181
Chk Dt 978172812 Bank BEKA8 Chk Ho. 580661 DD Bank DD acct
Ros Qut-Hr Reg Amt Out Amt
(w TRS Serv 1 Pension type TRS
Proc Pay Pay  Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 S 75.38 4.25 9/01/2812
a2
a3 I\NE .
ou Set GHI Ind to ‘N’, otherwise GHI
a5 . q a
Totals e a0 . Dist entry will be required, and GHI

¥Yr Fnd F Prgm Fnct Objct Fcty
ACCT 81 13 483 1750 10080 118080 161
ACCT 982 13 188 9998 2218 19988 181
ACCT 83 13 180 99908 2218 19968 161
ACCT B4 13 1688 90008 2168 19968 181

Addt*l | GHI bist | centract _J Pist can’t be a negative number.
GHI Dist fields must be cleared.

-k omh o=k =k OO

AGCT B85 13 188 9998 21688 14688 161

Totals
75.38 0ASDI Amt 3.16 HI Gr 75 .44 HI Amt 1.89
hed 61 M Ded 83 H Ded 84 M Ded 11 H Ded 24 H Ded 25 H Ded 28 HN Ded 33 H Ded 17 H

ed 132 H Ded Ded Ded Ded Ded Ded Ded Ded

*xx Gross Pay =%% Deductions 71.05- #*xx Net Pay 71.85 **x NON TAX 75.38-
Validations passed. Save your changes.

ENTE‘“f Fi » %I F q% F= % F‘O- FS FS F7 F2 n =) , FIDY FA1 @ Fiz E F15Q 12 - 32 - BB

F|S<:I FI?E:)l Fis @ HEID

Example 3 — Correct Method of Refunding Employee GHI Deduction

In Example 3, even if the employee is a GHI participant, the GHI Participation Switch (GHI ind) must
be turned off (set to ‘N”) and the GHI % Distribution (GHI Dist) fields must be zero. If the GHI
Participation Switch is ‘N’, and the GHI % Distribution fields are zero, then the employer GHI
contribution will not be calculated.
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The manual check created in Example 3 produces the following Earnings History Record for the
employee after the payroll process is complete, as shown below.

B PCGDist=8991 Rel=12.03.00 10/19/2012 DOD 001 C:\DEYSYS C:4SECOND _Iﬁllil
Earnings Record for: 88361 - BASOH, MIBCHEL Qtr 12-4 Pay Prd 12 EARNHINGS
*% Issued Check *x 000-98-8361 Loc 81681 Class 85 Cert C Instruc I Type F Pen 2 TRS
Federal: HMar Stat S Exemptions 2 W/H Code @ Fed Amount/% Fed ¥
State: Mar Stat A Allow M[1] D[BB] W/H Code @ State Amount/s% State ¥
Chk Dt 89/81/2812 Chk Bank BEKS88 Chk Ho 5888681 Pay Sched 12 Chk Type K GHI H | —
Trans Dt 11/30/2012 AEIC Ind AEIC Paymt Retr svc credit 1 FICA ¥
Reg Hr Out Hr HI Gr 75.38 0ASDI Gr 75.38 3EC 125 ¥
Req Amt Ovt Amt HI Amt 1.89  0ASDPI Amt 3.16 Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
515 I 75.38 4.2% /017212
aaz
aa3
aay
aas
Totals 75.38 4.2%
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 13 483 1758 1888 116888 1681 1 Ded 1 Co 8
ACCT @82 48 Ded 2 Co
ACCT @83 Ao
ACCT B84 48
Ly, [ 0
Ded B9 H Bed Ded Ded Ded Ded Ded Ded Ded Ded
75308
Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions@ Pension Hedicare 1.89  0ASDI 467 ——
Ded Ded Ded Ded Ded Ded Ded Ded Ded
»*x* Gross Pay =%# Deductions 71.085- =xx Het Pay 71.85 **x HON TAX 75.38-
e I P = i) a8 8 P Y P I P e T2k
F|S<::I F17E§|F|e‘m‘ Help

Example 3 — Resulting Earnings History Record From Correct Method of Refunding Employee GHI Deduction

Example 3 shows the Earnings History Record created from the manual check with the employee GHI
refund. Because the GHI Participation switch was set to ‘N’ and the GHI Distribution (GHI Dist)
fields were cleared, the employer GHI amount was NOT calculated. The system calculates the
employer FICA amounts because FICA Gross was entered on the manual check.

Example 3 shows the correct method for refunding an employee GHI deduction. If the user needs to
refund the employer GHI contribution, the user must enter a negative claim for the amount of the
refunded contribution on the financial side. Entering a negative claim will allow the employer to recoup
their contribution. Then, an Earnings History Adjustment Record must be entered to reflect the negative
employer GHI amount so that the employee’s W-2 is correct at the end of the year.
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The Earnings History Adjustment Record reflecting the negative employer GHI claim amount is shown
below:

991 Rel=12.03.01 11/27/2012 DOD 001 C:\DEYSYS C:4SECOND _Iﬁllil
i for: 88361 - BABON, MISCHEL Qtr 12-3 Pay Prd B8 EARNINGS
*x  000-(8-8361 Loc 8161 Class 65 Cert C Instruc I Type F Pen 2 TRS
o 4 at S Exemptions 2 W/H Code @ Fed Amount/% Fed ¥
State: HMar Stat A Allow M[1] D[6B] W/H Code @ State Amount/s% State ¥
Chk Dt 88/81/26812 Chk Bank Chk Ho Pay Sched 12 Chk Type A GHI ¥
Trans Dt 06/00/0000 AEIC Ind AEIC Paymt Retr svc credit 1 FICA ¥
Reg Hr Ovt Hr HI Gr 0ASDI Gr SEC 125 ¥
Reg Amt Ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant GHI Gr GHI Dist Reas Feriod End
ae1
aaz
o Enter an Earnings History
005 Adjustment Record to reflect the
Totals . .
vr Fnd F Prgn Fnct objct Fety B adat'1 | employer GHI contribution refund.
ACCT 001 B0
ACCT 802 08 No other amounts should be
ACGCT 883 B8 H
s entered on the adjustment record.
ACGCT B85 B8

Ded 89 H Ded 81 H Ded B3 H Ded 84 N Ded 11 H 25 HDed 28 H Ded 33 H Ded 17 H

Ded 18 H Ded 13 H Ded Ded De Ded Ded Ded Ded Ded
Employer paid deductions:Pension Hedicare 0AsSDI

Ded Ded Ded Reaud Ded Ded Ded Ded Ded Ded

*x* Gross Pay ==x# Deductions »xx Het Pay xxx HON TAX

EN“W FlP% F2‘% Fsé F» F5 Fs F? Fs u Fa J FmY i E' F|2E| F‘SQ 12.83._00
F|S<::I F17E;) mm Help

Example 3 — Correct Method of Refunding Employee GHI Deduction
Earnings History Adjustment Record For Employer GHI Refund

The only amount needed on the Earnings History Adjustment Record is the negative employer GHI
amount which was refunded to the employer through a negative claim on the financial side. The
Employer Paid GHI contribution amount should equal the amount of the negative claim entered on the
financial side.
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Example 4: Refund Employee GHI Deduction with a Manual Check - Incorrect Method

Example 4 illustrates the incorrect method for refunding an employee GHI deduction. GHI is a pre-tax
deduction. Therefore, to refund GHI, the FICA gross and FICA tax amounts must be increased and the
non-taxable total must be decreased. Also, because the FICA gross amount is entered, the employer
FICA contributions are generated for Medicare (HI) and OASDI. However, an incorrect employer

contribution for GHI is generated when positive numbers are entered into the GHI % Distribution
(GHI Dist) fields.

B PCGDist=8991 Rel=12.03.00 10/19/201Z DOD 001 C:\DEYSYS C:\.SECOND _ = x|
PAYMANL

Hanual Check For: Employee 88942 AB3EU, ET3AN 990-98-8942 Loc @181

Chk Dt 9/@1/2012 Bank BKB8 Chk Ho. 56808082 DD Bank DD acct

Rog Qut-Hr Req Amt Ovt Amt
m TRS Serv 1 Pension type TRS

Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End

a1 s 75.30 4.25 /0172012

az

a3

o4

a5 iy . 0

Totals 7530 4.95 A positive GHI Dist percentage is
¥+ Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract H e ‘Y’ H
ACCT 81 13 188 1841 1686 11888 161 1 1.8688 reqUIred When GHI Ind IS Y : ThIS
AocT 82 90 will cause an incorrect employer
ACCT B4 08 GHI contribution to be calculated.
ACGCT B85 B8
Totals 1.0000

DASDI Amt 3.16 HI Gr 75.30 HI Amt 1.89
N Ded 13 H Ded 17 H Ded 24 H Ded 28 H Ded 380 H Ded 33 H Ded 83 H Ded 84 H

H Ded Ded Ded Ded Ded Ded Ded Ded

=** Gross Pay *%* Deductions 71.05- ==xx Net Pay 71.05 ==x NON TAX 75.30-
Validations passed. Save your changes.

EN“W Fx'i‘le‘% Fsé F‘f Fs Fs F? F& u Fa , FIOY F11E| F12E| F|sa 12.062.00

FIS@ FI?E;) FISW\ HEID

Example 4 — Incorrect Method of Refunding Employee GHI Deduction

A limitation of the new GHI % Distribution (GHI Dist) fields is that employer GHI cannot be refunded
on a manual check. Users need to be aware of this restriction. If the GHI Participation Switch is °Y”,
the system will require a positive GHI Distribution percentage. This will cause a positive employer
GHI contribution to be calculated instead of the desired negative employer GHI contribution. This is
incorrect because the employer GHI contribution will effectively be taken twice, instead of refunded.

Refunding a pre-tax deduction like GHI, must take into account FICA. When refunding GHI, add the
amount back to FICA gross and FICA tax as shown on the screen in Example 4 above.
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Example 4 produces the following Earnings History Record for the

employee after the payroll process is complete, as shown below.

B PCGDist=8991 Rel=12.03.00 10/19/2012 DOD 001 C:\DEYSYS C:4SECOND _IE'IEI
Earnings Record for: 88942 - AB3EU, ET3AH Qtr 12-4 Pay Prd 12 EARNHINGS
*% Issued Check *x 000-98-8042 Loc 81681 Class 85 Cert C Instruc I Type F Pen 2 TRS
Federal: HMar Stat H Exemptions 4 W/H Code @ Fed Amount/% Fed ¥
State: Mar Stat B Allow M[B] D[61] W/H Code @ State Amount/s% State ¥
Chk Dt 89/81/2812 Chk Bank BEKS88 Chk Ho 588882 Pay Sched 12 Chk Type K GHI Y | —
Trans Dt 11/30/2012 AEIC Ind AEIC Paymt Retr svc credit 1 FICA ¥
Reg Hr Out Hr HI Gr 75.38 0ASDI Gr 75.38 3EC 125 ¥
Req Amt Ovt Amt HI Amt 1.89  0ASDPI Amt 3.16 Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
515 I 75.38 4.2% 1.60884 /017212
aaz
aa3
aay
aas
Totals 75.38 4.2% 1.60888
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 13 186 1641 16688 11688 181 1 Ded 1 Co
ACCT @82 48 Ded 2 Co
ACCT @83 Ao
ACCT B84 48
Ly, [ 0
Ded B9 H Bed Ded Ded Ded Ded Ded Ded Ded Ded
75308
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions Pension Hedicare 1.89  0ASDI 467
Ded Ded Ded Ded Ded Ded Ded Ded Ded
An m e_mp_loyer =*% Deductions 71.85- === Het Pay F1.85 === HOH ThAX 75.38-
GHI contribution is
CaICUIated' F5 Fs [ | u FSJ FIOY F11E| F|2E| F15Q 12.63.08
Fisgl F17§3|F|e‘m I Help

Example 4 — Resulting Earnings History Record From Incorrect Method of Refunding Employee GHI Deduction

Example 4 shows the Earnings History Record created from the manual check with the GHI refund for
the employee, where positive GHI Distribution (GHI Dist) fields were entered. Because the GHI
Participation switch was set to “Y’ and positive GHI Distribution (GHI Dist) fields were entered, the
employer GHI amount was incorrectly calculated with a positive employer paid GHI contribution
instead of a negative contribution. This is incorrect if the user expected to be refunded the employer
GHl share. In this case, the employer GHI contribution will effectively be taken twice, instead of

refunded.
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(4. Printing a Manual Payroll Check

El PCGDist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND w W=
E—————— ——
Payroll 3ystem PAYHMBBAA
FKey Haster Menu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

Annual Reports Menu
MonthlyiQuarterly/Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b ikl bl bbb

File Reorganization

| 15.63.088

Masterl User. | |
r&| 15 | ViS5 | DAV | MERD

Step  Action
1 Press -3 | (F3 - Payroll Check and Direct Deposit Menu).
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The following screen displays:
rE PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND me

Payroll System PAYHOB83
FKey Check and Direct Deposit Henu
1 _| -- Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
Calculate Payroll & Print Trial Register
Calculate Payroll & Update ¥ TD [Final]

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

CheckfDirect Deposit Void/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

ek o b bl kb b

Mastr | e | A I I T 13.02.00

| LS | WoriSp| AN | WEND

Step  Action

2 Press _9_| (F9 - Manual Checks & Voids From Previous Pay Menu).
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The following screen displays:

Bl rCGDist=8991 Rel=17.0 b 4
P—

Payroll System MANLHEHNU

FKey Manual/Void Check & Direct Deposit Henu

LI -- Enter Manual Checki{Direct Deposit

1 - Display/Delete Manual CheckfDirect Deposit

LI -- Enter Yoided Check/Direct Deposit from Previous Pay

_12 | -- Display/Delete Voided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a VoidfManual Check or
Direct Deposit is entered or deleted

Vo) | | | | | [ | [ | | | [ | | 17.01.00

| M5 | WriSp| AN | WEND

Step  Action

3 Press F13 (F13 — Print Manual Check).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/02/2013 PCW 001 SY¥ C\DEYSYS C:\SECOND _ISIEI
Print HManual Check HANMLPRT
This procedure does not print direct deposits.
Pay DD
EmpMo Employee Hame Bank Chk Mo Chk Date Bnk DD Acct Net Pay

[T = 5t DSSIS, B3E2DA B WCs3 2e0007 L/e1/72013 81 2803754 LULE ]
[T = 187 JAZ2250H, UI3I9H WC33 580688 4/088/2013 3508.88
[T = 128 M56ALL, EL99A3EBH A. WCS3 2ae12 L/82/72813 83 16171 7@78.88
r 146 LIBFSE2, A33EL4 WC33 58823 472372013 1823 .88
[T = 153 STFFSTI32, JULEL3N J. WCS3 2e882 L784/72813 81 1184386 6000.88
| 166 S598TH, R6S5HD7 A. WC33 58014 L/14/2013 1014.88
|_ 183 FUS9EB, LI31 P. WCsS3 5aa19 471972013 1819.688
[ = 198 B67FIu1D, R7SBIZ 1. WCs3 28821 4781726812 83 1893086 1111.88
|_ 210 AGSEBTON, H760LAL V. WCcs3 5e068 4ie1/2013 1066.808
|_ 237 HA76UBY, CL4IDPBINA D WCS3 580022 hie2/2m3 1506.808
r 387 M99094LD, D43076H R. WEs3 58811 471172013 5811.88
|_ 89 HELY6, P54G3 W. WCS3 5aez21 217243 16821.88
r 518 T97MB50NH, CAS3IH2 S. WC33 58825 4L/086/2013 32p8.88
|_ £32 G3895, T22A T WCS3 5e68086 4/ 86/2013 3ien.68
r 618 B98FK23LL, J12H23 C WCs3 58817 W/17/2013 1817 .88
|_ 611 F65C3, EF7AR2 M. WCS3 5e0828 4/01/2013 108.88
| 643 C22E3, P76EL3 L. WC33 588683 4/83/2013 2088.88
|_ 662 B22WH1, UB2KI1 B. WCS3 5aaon2 4/03/2013 1166.88
[T = 714 K3IWS4Y, G3I2R11 K. Wes:  2e011 4L/01/72013 83 189748y 18168.88
r 728 B33HA33, T12ES3 U. WC33 588m 470172013 1082 .88
|_ 723 F123GE443D, T4S6UA99TA D. WCS3 Gooaas /0572013 toa.88
[T = 726 B98L33, A21 H. WC33 28088 478172813 83 138823 1088.88
|_ 745 D332, M77AD WCS3 G5ae18 41872013 1818.88
r 764 W6SSB8, B63BSL D. WC33 580816 4/16/2013 1816 .88

# Asterisk indicates manual check has already been printed or item is a direct deposit.

Select one check to print and ENTER

EN“V FIP%IFZ‘% FB% F‘Q FS FS F7 F2 u FS’ FIOY F1|@ FIZE FISQ 13-02-03

FIS« F17E;)| Fig @ ‘ ‘ | | Help

The Print Manual Check screen displays a list of all manual payroll checks and direct
deposits which have been keyed into the system. The procedure does not allow direct
deposits to be printed. The user is allowed to print one manual check at a time.

Check the selection box U to the left of the manual payroll check to be printed. When
checked, the selection box displays I to indicate that the manual check has been selected
for print. Only one item may be selected at a time.

A grey check box I and an asterisk (*) next to an item indicates that the manual check has
already been printed, or the item is a direct deposit and cannot be printed.

Select = & (F3 — Print this data) to obtain a screen print of the Print Manual Check
screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

To examine additional manual checks, select ﬁl (F11 — Next 24 recs) or select ﬂl
(F12 — Prev 24 recs) where appropriate.

5 Select E (Enter) to print the manual payroll check.
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The following dialog box displays:

YES bo PRINT check x|

' E Are wou SURE wou want to prink manual check number 50060 for employes S83627
L

Step | Action
6 Select Ll (Yes) to print the manual check.

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/07/2013 PCW 001 C:\DEYSYS C:\SECOND ;IEIEI
PAYCHK
PRODUCE PAYROLL CHECKS
Are correct checks inserted? ___ {YES,HD)
Press EHNTER to Continue - F16 to Exit 13.81.88
Step  Action
7 Insert the payroll checks, or when using the MICR feature, insert the blank check stock.

DO NOT use standard paper for this purpose. Use an actual payroll check.

8 Verify that the correct manual check number is loaded into the printer. The check number
was identified when the user created the manual check in Procedure C1. Enter a Manual
Payroll Check and/or Direct Deposit Statement.

Enter Yes in the field, and select Enter (to Continue).
To abort the check print process, select F16 to exit the procedure.
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The following window displays:
_ioix
Select Printer: Aprintzerveri2275-HPLJ 4300dtn
SleCtFTINer.  fcend To OneNote 2010
) Microzoft XPS Document Writer
Called By: Microzoft Office Document Image Writer
CHECALL HFP Lazerlet 4 Yirtual
Adobe PDF

i i \iprintzerverh 227 7-HPLJ 4300dtn
Orientation: “\printzerveriXeron 7675 Floor 19
= Portrait
" Landzcape

Default Printer |"\"\printsewer"\22?5-H PLJ4300dtn |

Salected Printer |uprintseweﬁzz?ﬁ-HPL.uauumn |

1.4 | Exit Process

Step Action

9 Within the Select Printer window, verify or highlight the appropriate printer’s name. Verify
that the correct printer displays in the Selected Printer text box.

The printer selected must have already been set up with the appropriate signature card.

10 | select OK Ll.
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For non MICR-enabled banks, the following screen displays:

= PCGDist=0991 Rel=05.04.00 01/09/2008 CJD 001 C:ADEVSYS C:A\SECOND g =
CHKCALL
Select Print Test Options Payroll Check
CURREMT SELECTED \printserver\ND3774-HPLJ2300DN
Please Make Selection

BANK BK.O1

PF1 | - Select Printer
SIGNATURE Disabled

PF2 | - Print S5ample
Check Type PrePrinted PreMumbered

PF3 | - Prints OK. Continue
HMICR Dizabled

PF4 | - Disable MICR

PFh I - Dizable Signature

PF16 | - Cancel and Exit

For MICR-enabled banks, the following screen displays:

=] PCGDist=8991 Rel=08.02.00 06/11/2009 CJD 001 CADEVSYS CASECOND ==E
CHKCALL

SELECT CHECK TYPE Payroll Check

Select to Change Check Type

Fi I PAYROLL

F2 | GENERAL ACCOUNTS Current Selected Check Type

F3 | SPECIAL ACCOUNTS

PAYROLL

F6 I Dizable Acct Type Print

Eonlinuel

08.02.00
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11 For MICR-enabled banks: Verify the selection, or select the appropriate account type,
and select Ml (Continue).

When using the same bank for check processing, up to five different account types may
display on the Account Type screen. The account types displayed are system-specific, and
the configuration for the same was during MICR setup.

For Non MICR-enabled banks: Proceed to Step 13.

For MICR-enabled banks, the following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DE¥SYS C:\SECOND = Iﬂlil
CHKCALL
Select Print Test Options Payroll Check
CURRENT SELECTED \\printserver\2275-HPLJ4300dtn

Pleaze Make Selection

BANK BK.O8
il - Select Printer
SIGNATURE Disabled
- Print Sample
MICR Enabled
Account Type PAYROLL
- Disable MICR
Pay Chk Type Detailed Stub Blank
- Disable Signature
Pay Self Seal OFF
¥nd Chk Type Blank Check Stock
¥nd Self 5eal OFF

- Save and Continue
- Cancel and Exit

13.01.00

12 Verify the entries in the BANK, SIGNATURE (status), Check Type, MICR (status),
Account Type and Self Seal (status) fields are correct. These entries default based on the
payroll check signature card and/or the MICR configuration selections.

If incorrect, select (F16 — Exit) and refer to the appropriate procedures to correct
any errors, and repeat this process.

: | (F1 -Select Printer), (F2 - Print Sample), (F4 - Disable
ﬁ

MICR) or 2 (F5 - Disable Signature) are selected, a sample payroll check is
automatically printed.
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13 Insert an actual payroll check or the blank check stock in the printer’s feeder, and select
LI (F2 — Print Sample). Do not insert standard paper for this purpose.
When using pre-printed and pre-numbered checks, spoil the sample payroll check when the

procedure completes. Print the sample copy of the payroll check to ensure all information
Is correct before continuing.

14 Verify the information on the sample payroll check is as intended.

Even if no errors are displayed when saving the MICR configuration, verify the MICR line.
If the Transit and ONUS symbols are identified with the letters “B” or “C”, the
information is incorrect.

15 If the MICR line is correct: On the Payroll Check Printing — Option Selection screen,
select il (F8 — Save and Continue).
If the MICR line is incorrect: Remove and reinsert the Signature Card. On the Payroll

Check Printing — Option Selection screen, select_l (F2 — Print Sample), and proceed
to Step 14.

The following screen displays:

= PpCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:DEYSYS C:\SECOND = IS IEI
PAYCHK

Please enter any message you wish to print on the check stub

THIS IS YOUR REPLACEMENT CHECKE FOR B9/28/72012

13.81.88
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Ste
16

Action

To enter a message: Enter up to seventy-nine (79) characters and spaces in the field, and
select Enter twice.

To delete an existing message: Using either the Spacebar or the Delete key, remove the
field’s entries.

To bypass entering a message: Select Enter twice.

The following screen displays:

PCG Dist=§991 Rel=13.01.00 03/07/2013 PCW 001 C:)DEVSYS C:\SECOND = x|
PAYCHK
ALL CHECKS PRIHWTED
Have all checks finished printing? (YES,HD)
Press EHTER to Continue 13.081.88

* k% ATTENTION * * * *

Do not continue payroll processing until payroll check printing is complete. Verify

each payroll check before continuing.

" Action

Step
17

Make sure the payroll check printed correctly and that there are no blank checks.
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Ste Action

18 Enter Y (Yes) or N (No) in the Have all checks finished printing? field, and select Enter
(to Continue).

Enter Y (Yes) in the field even when payroll checks jam, and after the resolution of printer
malfunctions during check printing etc., regardless of the assigned check numbers at this
point. Later in the check printing procedure, PCGenesis displays the Payroll Check
Printing — Skipped Check Entry screen for the entry of skipped check numbers where
appropriate. Topic 4: Print the Payroll Pre-Posting Reports, Procedure A: Printing the
Final Payroll Register provides the instructions to enter spoiled check number information.

When entering N (No) within the field, exercise extreme caution! PCGenesis automatically
exits the check printing procedure. If conditions contrary to those mentioned in Step 17
exist, contact the Technology Management Customer Support Center for assistance.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:HDEYSYS C:\SECOND _Iﬁllﬂ
PAYCHK
LAST CHECK VERIFICATION
Was the last check number printed 500687 {YES,MD}
Press ENTER to Continue 13.81.688

Ste Action

19 Verify the last check number printed corresponds to the number displayed in the field, enter
YES or NO in the field, and select Enter (to Continue).

When entering YES in the field, proceed to Step 24.
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For Step 19 - NO entries, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DEYSYS C:\SECOND _ =] x|
PAYCHK
LAST CHECK VERIFICATION
Was the last check number printed 588687 NO {YES,HD)
Enter the last check numbeyr prinD
Press EHTER to Continue or F16 to Re-Uerify check number 13.81.88

20 Enter the number of last correctly printed check in the field, and select Enter (to Continue).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DE¥SYS C:\SECOND _ =] x|
PAYCHK
LAST CHECK VERIFICATION
Was the last check number printed G@8687 HD ({YES,HD)
Enter the last check number printed: 58861
Is the last check number printed 588461 correct? _ (YES,HD)
Press EHTER to Continue or F16 to Re-Enter the last check number 13.81.88

21 Verify the Is the last check number printed field’s entry defaults correctly, enter YES in
the field, and select Enter (to Continue).
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For skipped checks, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:DEYSYS C:\SECOND = IS IEI

PAYCHK
Please enter 1 checks to be skipped

Press EHTER to Continue or F16 to Re-Uerify check number 13.81.88

Step Action

22 Enter the number of the check(s) omitted during payroll check printing, and select Enter (to
Continue) once.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:DEYSYS C:\SECOND = IS IEI

PAYCHK
Please enter 1 checks to be skipped
LoB60)000000 DPOBEA 0O0AO0 DPOOBA OB0AO0
reaa#d HA000E AOAAEN BAO0RA AOAAA0 BA0088

Press EHNTER to Continue or F16 to Re-Enter 13.81.808_

Step Action

23 Verify the field entries are correct, and select Enter (to Continue).

If the information is incorrect, select F16 (Reenter), make the appropriate modifications,
and select Enter.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DE¥SYS C:\SECOND _ =] x|
Print Manual Check HANLCKP

Remove FORMS from printer and press ENTER to Continuet

24 Remove the check statements from the printer, and select Enter (to Continue).
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The following screen displays:

B9 PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DEYSYS C:\SECOND —[=] x|
Payroll 3ystem HANLMENU
Fey Manual/Woid Check & Direct Deposit Henu
9 | -- Enter Manual CheckfDirect Deposit
10 | -- Display/Delete Manual CheckfDirect Deposit
11 | -- Enter Yoided Check{Direct Deposit from Previous Pay
12 | -- Display/Delete Yoided Check/Direct Deposit from Previous Pay
13 | -- Print Manual Check
15 | -- VoidfAdd Check to Direct Deposit Bank

Reminder: Registers must be run or re-run after a VoidfManual Check or
Direct Depositis entered or deleted

Master | Ysery | | 13.91._00

FIS« "_LI% | wvr@l M'Djhﬁ'l'rk MVDEIITDR
Step  Action

25

Press ﬁl (F16 — Exit) to exit to the Payroll System — Check and Direct Deposit Menu.

26 Press ﬁl (F16 — Exit) to exit to the Payroll System Master Menu.
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Procedure D: Voided Payroll Check and/or Direct
Deposit Statement Processing

D1. Enter a Voided Payroll Check and/or Direct Deposit
Statement

- - "
E] PCGDist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CNSECOND WHITE _ 28
e ————

Payroll System PAYHBBAA

FKey Master HMenu

-

-- Payroll Setup Menu
-- Payroll Update Menu
-- Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- UpdatelDisplay DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

[

E EREEEE bk RE

-- File Reorganization

st | V5 | I 15.63.06

e | 5 | MriSp | EAN. | MEND

Step | Action
1 Press _ 3 | (F3 - Payroll Check and Direct Deposit Menu).
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The following screen displays:
r|;| PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND WI—H’[I‘E@@1

Payroll System PAYHOB83
FHey Check and Direct Deposit Henu
1_| -- Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
Calculate Payroll & Print Exceptions

Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD [Final]

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

CheckfDirect Deposit VoidfAdd Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

ek o e bl b b

Mastr | e | N I I 130200

e | 5 | MoriSy | BT | MEND

Step | Action
2 Press 9 1 (F9 - Manual Checks & Voids from Previous Pay).
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The following screen displays:

—
=1 PCG Dist=8991 Rel=17.0 SV G : _F]

Payroll System MANLHEHNU

ManualfVoid Check & Direct Deposit Henu

FKey
9 | -- Enter Manual Check{Direct Deposit
10 | -- Display/Delete Manual Check/Direct Deposit
11 | -- Enter Voided Check/Direct Deposit from Previous Pay
12 | -- Display{Delete Yoided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a YoidfManual Check or
Direct Depositis entered or deleted

MESHFI use'listl | | I | | | I | | I I | | I 17.681.88
| 5 | YoriS | DAY | MERD

Step  Action
3 Press 11| (F11 - Enter Voided Check/Direct Deposit from Previous Pay).
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’|£|
Void Check/Direct Deposit PAYFIHD
Select Employee
Current Order
Filter not actiwve Name
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
1 | AB3EU ET3AN 88942 999-08-8942 101 5 C 2 10 105 A
2 | AD3M. SA3 89094 999-08-9094 101 16 H 1} 10 116 T
3 | AD20CK. FR2DDA 89375 999-08-9375 101 8 H 2 10 108 T
4 | ADZER. ZA2A 89327 999-08-9327 302 9 ] 2 12 109 T
5 | ACIER. MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
b | VASHORN. BOIETTE 83016 999-08-3016 302 8 ] 2 10 108 T
Input Employee Humber or Mame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
Ml F | F2 | F3 | F4 [ s | F6 | F7 [ F2 | FI | T e 12.83.00
FIS« ?1:7' Fiz m vour b | o W Help
Step | Action

4 Enter the employee number in the Input field and click E (Enter). Proceed to Step 6.

If the employee number/SSN is unknown, enter the employee’s complete or partial name in

the Input field and select i (Enter). Proceed to Step 5. Entering a complete or partial
name in the Input field displays results most closely matching the search criteria entered.
Continue to press Pg Down until the employee’s record displays.

Georgia Department of Education
December 11, 2023 e 3:02 PM e Page 73 of 89
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays for partial name entries in the Input field:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 001 CHDEYSYS C:\SECOND =|i|£|
N Void Check/Direct Deposit PAYFIHD
Select Employee
Filter not actiwve Current Order
Name
Current
Fkey _Mame | Empno| _ SSN Loc Cls Cert Pens ContHo Job Stat
Enter| AB3EU. ET3AN 88942 999-08-8942 101 5 C 2 10 105 A
1 | AB4EY. LI4LIAM 89093 999-08-9093 302 8 N 2 10 108 A
2 | AC9ER. MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
3 | ADZER.ZAZA 89327 999-08-9327 302 9 N 2 12 109 T
4 | AD20CK. FR2DDA 89375 999-08-9375 101 8 N 2 10 108 T
5 | AD3M. SA3 83094 993-08-9094 101 16 ] 0 10 116 T
b | AD4IR. CE4ESTA 89957 999-08-9957 6211 9 ] 0 12 109 A
7 | ADAIR. MI4HAELE 88757 999-08-8757 6211 14 N 0 10 114 T
8 | ADSISON. BRACE 89928 999-08-9928 302 8 N 2 10 108 T
) | ADSISOMN. 1591A4H 88728 999-08-8728 302 5 C 2 10 105 T
FKEY = Record Found Above
or PqUp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Aboue
Order changed to Alpha
Ml F | F2 | F3 | F4 | Fs | F6 | F7 [ FB | F3 |.. T e 12.83.00
FIS« ?1:7' mm vour b | o W Help

Step | Action

Press j (Enter) or the Fkey corresponding to the employee’s record.
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCV 001 C:\DEYSYS C:\SECOND _|5’|£|
UDID Check or Direct Deposit from Previous Pay PAYVUD

Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHNY Loc @182
Transaction Date 9/15/2812 AEIC IND ADY EIC PAYMT S5H 900-08-9647
Ck/DD # vl Chk Date Chk Bank BKB8 Chk or DD (C or D) _ SERU @
Reg Hr Ovt-Hr Reg Amt Ovt Amt Contract

Proc Pay Pay Pay for

Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
i3]
az
a3
ay
ac

*xx Totals

¥Yr Fnd F Prgm Fnct Objct Foty B addt'l GHI Dist
ACCT M@
ACCT @2
ACCT B3
ACCT B84
ACCT @5
Totals Employer paid: GHI
0ASDI Gr 0ASDI Amt HI Gr HI Amt ER: Pens
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer Contribution Override Sets all deduction employer contribution flags to 'H° if
OUERRIDE turned on. {Employer pension, GHI, & FICA not affected.)

*x* Gross Pay **% Deductions =x* Het Pay ®x%
EN“V FlP%IFZ‘% FB% FI| FS FS F? FE u Fsé.tf. FiOY F11@ FIZE Fis& 12-‘]2-‘]‘3
FIS« F17E|;)|F|8m Help

Step | Action

6 Click on the drop-down selection icon | or enter the information in the Ck/DD#
(Check/Direct Deposit Number) field.
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When using the drop-down selection icon ﬂ, the following screen displays:

B PCG Select Check Code =10l x|

Employee number: 89647
Hame: BAZLEY, TIZ2AHY

Check Check GCheck DDf GCheck Total

Humber Date Bank Chk Status Het
0026062 0173172012 BEOD D Izsued 2.185.61
0026373 02/29/2012 BkOZ D Izsued 2.185.61
0026691 03/30/2012 BKOS D Issued 2,244 73
0127011 044302012 BEKOZ D Issued 2.207.07
0127329 053172012 BEKOZ D Izsued 2.183.75
0127645 0672972012 BKOS D Issued 2.183.75
0127918 07/31/2012 BEKOZ D Issued 2.171.A1
0128193 083172012 BEKOS D Issued 2.171.A1

Select payments for calendar year: [:]

He-ﬁlterl Done | Cancel |

7 If the correct calendar year is displayed, select the appropriate payment to void and press
the __Dene | putton. Otherwise, change the calendar year, press the _Refilter | button, and
then select the appropriate payment. Selecting a payment will cause the Ck/DD #
(Check/Direct Deposit Number), Chk Date (Check Date), and the Chk Bank (Check Bank)
or DD Bank (Direct Deposit Bank) fields to be defaulted on the void payment screen.
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCV 001 C:\DEYSYS C:\SECOND _|5’|£|
UDID Check or Direct Deposit from Previous Pay PAYVUD

Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHNY Loc @182
Transaction Date 9/15/2812 AEIC IND ADY EIC PAYMT S5H 900-08-9647
Ck/DD # 128193j Chk Date _8/31/2812 Chk Bank BKBE Chk or DD (C or D) D SERU @
Reg Hr Ovt-Hr Reg Amt Ovt Amt Contract

Proc Pay Pay Pay for

Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
i3]
az
a3
ay
ac

*xx Totals

¥Yr Fnd F Prgm Fnct Objct Foty B addt'l GHI Dist
ACCT M@
ACCT @2
ACCT B3
ACCT B84
ACCT @5
Totals Employer paid: GHI
0ASDI Gr 0ASDI Amt HI Gr HI Amt ER: Pens
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer Contribution Override Sets all deduction employer contribution flags to 'H° if
OUERRIDE turned on. {Employer pension, GHI, & FICA not affected.)

*x* Gross Pay **% Deductions =x* Het Pay ®x%
EN“V FlP%IFZ‘% FB% FI| FS FS F? FE u Fsé.tf. FiOY F11@ FIZE Fis& 12-‘]2-‘]‘3
FIS« F17E|;)|F|8m Help

Step | Action

8 Verify the defaulting information in the Ck/DD # (Check/Direct Deposit Number), Chk
Date (Check Date), and the Chk Bank (Check Bank) or DD Bank (Direct Deposit Bank)
fields.

9 Select ﬂl (Enter).
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllil
UDID Check or Direct Deposit from Previous Pay PAYVUD
Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHNY Loc @182
Transaction Date 9/15/2812 AEIC IND ADY EIC PAYMT S5H 900-08-9647
Ck/DD # 128193 Chk Date 8/31/2012 Chk Bank BK68 Chk or DD (C or D) D 3ERU @
Reg Hr Ovt-Hr Reg Amt 3183.52 0wt Amt Contract 3183.52
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
i3] 3 @e18 2868 .92 27¥F2.18 156.63 2868 .92 172.14 91 8/31/2012
a2 5 @3ie 166 .67 161 .84 2.18 16667 18.88 Lal 8/31/720912
a3 5 B831e 208.33 2e1.11 11.38 2088.33 12.58 " 8/31/2012
ay B 83m 68 48- 58.36- 3.38- 91 8/31/2m2
ac

*#%x%x Totals 3183 .52 3876 .17 173 .81 3243 .92 194 .64
¥Yr Fnd F Prgm Fnct Objct Foty B addt'l GHI Dist

ACCT 81 13 482 1750 16880 11888 182 1 1.868088
ACCT 82 13 188 9998 2160 14688 162 1
ACCT 83 13 1688 9998 2160 146688 161 1
ACCT 84 13 482 1758 1800 11868 162 1
ACCT B85
Totals 1.8008 Employer paid: GHI 912.34
0ASDI Gr 3676.1F  OASDI Amt 129.20 HI Gr 30676.17 HI Amt 44 .61 ER: Pens 370.13
Ded 81 H Ded 83 N Ded 64 N Ded 89 H Ded 11 H Ded 13 ¥ Ded 24 H Ded 28 H Ded 36 H Ded 33 ¥
28.88 318.63 130.86 88.58 38.35 3.88 18.88 11.89 1.58 16.69
Ded 17 N Ded Ded Ded Ded Ded Ded Ded Ded Ded
12.58

Employer Contribution Override H 3Sets all deduction employer contribution flags to "H' if
OUERRIDE turned on. {Employer pension, GHI, & FICA not affected.)

=% Gross Pay 3183.52 **% Deductions 1811.81 =xx Het Pay 2171.71  ==x

EN“'V n'%lrz‘% r= & | B2 | BT rs F? F& = ra 4 FiOY FﬂE' an' Fis& 12.82.80
FIS« F17E|;)|F|8m Help

Step | Action

10 The Employer Contribution Override field determines if employer contribution amounts
for deductions will also be calculated as part of the void process. If employer contribution
amounts for deductions should be calculated as part of the void process, enter ‘N’. If
employer contribution amounts for deductions should NOT be calculated as part of the void
process, enter ‘Y.

Note: The employer contribution calculation for pension, GHI, and FICA is not affected
by the Employer Contribution Override switch.

EMTER
11 Review the screen’s information, and select _"l (Enter).

Select ==& (F3 — Print this data) to obtain a screen print of the Enter Voided
Check/Direct Deposit screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCV 001 C:\DEYSYS C:\SECOND _Iﬁllil
UDID Check or Direct Deposit from Previous Pay PAYVUD
Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHNY Loc @182
Transaction Date 9/15/2812 AEIC IND ADY EIC PAYMT S5H 900-08-9647
Ck/DD # 128193 Chk Date 8/31/2012 Chk Bank BK68 Chk or DD (C or D) D 3ERU @
Reg Hr Ovt-Hr Reg Amt 3183.52 0wt Amt Contract 3183.52
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
i3] 3 @e18 2868 .92 27¥F2.18 156.63 2868 .92 172.14 91 8/31/2012
a2 5 @3ie 166 .67 161 .84 2.18 16667 18.88 Lal 8/31/720912
a3 5 B831e 208.33 2e1.11 11.38 2088.33 12.58 " 8/31/2012
ay B 83m 68 48- 58.36- 3.38- 91 8/31/2m2
ac

*#%x%x Totals 3183 .52 3876 .17 173 .81 3243 .92 194 .64
¥Yr Fnd F Prgm Fnct Objct Foty B addt'l GHI Dist

ACCT 81 13 482 1750 16880 11888 182 1 1.868088
ACCT 82 13 188 9998 2160 14688 162 1
ACCT 83 13 1688 9998 2160 146688 161 1
ACCT 84 13 482 1758 1800 11868 162 1
ACCT B85
Totals 1.8008 Employer paid: GHI 912.34
0ASDI Gr 3676.1F  OASDI Amt 129.20 HI Gr 30676.17 HI Amt 44 .61 ER: Pens 370.13
Ded 81 H Ded 83 N Ded 64 N Ded 89 H Ded 11 H Ded 13 ¥ Ded 24 H Ded 28 H Ded 36 H Ded 33 ¥
28.88 318.63 130.86 88.58 38.35 3.88 18.88 11.89 1.58 16.69
Ded 17 N Ded Ded Ded Ded Ded Ded Ded Ded Ded
12.58

Employer Contribution Override H 3Sets all deduction employer contribution flags to "H' if
OUERRIDE turned on. {Employer pension, GHI, & FICA not affected.)

=% Gross Pay 3183.52 **% Deductions 1811.81 =xx Het Pay 2171.71  ==x

————PSave to complete payment void.
EN“'V n'%l = r» FS rs F? Fz =] ra 4 FiOY Fif El an' Fis& 12.82.80
FIS« F17E|;)|F|8m Help

Step | Action

12 Verify “Save to complete payment void.” displays, and select ﬁl (F8 - Save).

The following dialog box displays:

Success! ﬁ

-
1 ) ‘oid of pavroll payment created.

13 Select Ll (OK).
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCV 001 C:\DEYSYS C:\SECOND _|5’|£|
Void Check/Direct Deposit PAYFIHD
Select Employee
Current Order
Filter set: Certified,Status Name
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
_1 | AB3EU. ET3AN 88942 999-08-8942 101 5 C 2 10 105 A
_ 2 | BAZLEY. TI2ANY 89647 999-08-9647 102 5 C 2 10 105 A Y
_ 3 | AGIILERA.JOSUE 88464 999-08-8464 101 17 H 1} 10 117 A
L[ AD3M. SA3 83094 993-08-9094 101 16 ] 0 10 116 T
L[ AD20CK. FR2DDA 89375 993-08-9375 101 8 ] 2 10 108 T
Ll ADZER. ZA2A 89327 999-08-9327 302 9 ] 2 12 109 T
Ll ACSER. MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
Ll VASHORMN. BOSETTE 83016 999-08-9016 302 8 N 2 10 108 T
Input Employee Humber or Mame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
Ml F | F2 | F3 | F4 [ Fs | F6 | F7 [ FB | F9 |, T e 12.83.00
FIS« ?1:7' mm vour b | o W Help

Step | Action
14

Select ﬁl (F16 — Exit) to the Payroll System — Manual/Void Check Direct Deposit Menu.

Georgia Department of Education
December 11, 2023 e 3:02 PM e Page 80 of 89
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

H-.
] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CEW- Q.L.

Payroll System MANLHEHNU

ManualfVoid Check & Direct Deposit Henu

FKey
9 | -- Enter Manual Check{Direct Deposit
10 | -- Display/Delete Manual Check/Direct Deposit
11 | -- Enter Voided Check/Direct Deposit from Previous Pay
12 | -- Display{Delete Yoided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a YoidfManual Check or
Direct Depositis entered or deleted

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

15 Press ﬁl (F16 — Exit) to exit the Payroll System — Check and Direct Deposit Menu.

16 Press ﬁl (F16 — Exit) to exit the Payroll System Master Menu.

17 To Print the Final Payroll Register and Payroll Distribution Report: Refer to Topic 4:
Print the Payroll Pre-Posting Reports for instructions and report examples.
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D2. Display/Delete a Voided Payroll Check and/or Direct Deposit

"
Q PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND WHITE - &8
 ———— ————
Payroll System PAYHBBAA

FKey Master HMenu

-
'
|

b Rkl bl bbb

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

Annual Reports Menu
MonthlyfQuarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Updatel/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdateDisplay Payroll Monitor

Special Functions Menu

File Reorganization

| 15.83.088

Mast-erl ””'[igt | | |
Fisﬁ lll-le: wnr@ ME@:{R MONND[P!

Step | Action
1 Press _ 3 | (F3 - Payroll Check and Direct Deposit Menu).
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The following screen displays:
r|;| PCG Dist=6791 Rel=15.04.00 01/28/2016 PCW 001 SV CADEVSYS CASECOND me

Payroll System PAYHOB83
|
FHey Check and Direct Deposit Henu H
1_| -- Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
Calculate Payroll & Print Exceptions

Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD [Final]

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

CheckfDirect Deposit VoidfAdd Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

ek o e bl b b

Mastr | e | N I I 130200

e | 5 | MoriSy | BT | MEND

Step  Action
2 Press _9_| (F9 - Manual Checks & Voids from Previous Pay).

Georgia Department of Education
December 11, 2023 e 3:02 PM e Page 83 of 89
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

—
=1 PCG Dist=8991 Rel=17.0 SV G : _F]

Payroll System MANLHEHNU

ManualfVoid Check & Direct Deposit Henu

FKey
9 | -- Enter Manual Check{Direct Deposit
10 | -- Display/Delete Manual Check/Direct Deposit
11 | -- Enter Voided Check/Direct Deposit from Previous Pay
12 | -- Display{Delete Yoided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a YoidfManual Check or
Direct Depositis entered or deleted

MESHFI use'listl | | I | | | I | | I I | | I 17.681.88
| 5 | YoriS | DAY | MERD

Step  Action
3 Press 12 (F12 - Display/Delete VVoided Check/Direct Deposit from Previous Pay).
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’|£|
Display/Delete Woid from Previous Pay PAYFIHD
Select Employee
Current Order
Filter set: Certified,Status Name
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
1 | AB3EU ET3AN 88942 999-08-8942 101 5 C 2 10 105 A
2 | BAZLEY. TI2ZANY 89647 999-08-9647 102 5 C 2 10 105 A Y
3 | AGIILERA. JDSUE 88464 999-08-8464 101 17 H 1} 10 117 A
4 | AD3M. SA3 83094 993-08-9094 101 16 ] 0 10 116 T
5 | AD20CK. FR2DDA 89375 993-08-9375 101 8 ] 2 10 108 T
b | ADZER. ZA2A 89327 999-08-9327 302 9 ] 2 12 109 T
7 | ACSER. MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
8 | VASHORMN. BOSETTE 83016 999-08-9016 302 8 N 2 10 108 T
Input Employee Humber or Mame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
Ml F | F2 | F3 | F4 [ Fs | F6 | F7 [ FB | F9 |, T e 12.83.00
FIS« ?1:7' Fiz m vour b | o W Help
Step | Action

4 Enter the employee number in the Input field and click E (Enter). Proceed to Step 6.

If the employee number/SSN is unknown, enter the employee’s complete or partial name in

the Input field and select i (Enter). Proceed to Step 5. Entering a complete or partial
name in the Input field displays results most closely matching the search criteria entered.
Continue to press Pg Down until the employee’s record displays.
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The following screen displays for partial name entries in the Input field:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCV 001 C:\DEYSYS C:\SECOND ;Iilil
Display/Delete Woid from Previous Pay PAYFIHD
Select Employee
Filter set: Certified,Status Current Order
Name
Current
Fkey _Mame | Empno| _ SSN Loc Cls Cert Pens ContHo Job Stat
Enter| AB3EU. ET3AN 88942  999-08-8942 101 5 C 2 10 105 A
1 | APSLEGATE. ELBIOT 886833  999-08-8833 302 5 C 2 10 105 A
2 | ASSCRAFT. JASIKA 89068  999-08-9068 101 4 C 2 11 104 A
3 | AS7ER. GE7EVIVE 89058  999-08-9058 302 5 C 2 10 105 A
4 | AU4USTINE, MA4LIN 89421 999-08-9421 302 5 C 2 10 105 A
5 | BAZLEY. TI2ZANY 89647 999-08-9647 102 5 C 2 10 105 A Y
b | BASFIELD, JOSEFINE 89236 993-08-9236 101 5 C 2 10 105 A Y
7 | BABSON. MIBCHEL 88361 999-08-8361 m 5 C 2 10 105 A N
8 | BE2AY, MAZYROSE 85903 999-08-9903 202 5 C 2 10 105 A
) | BEZMER. LEZNORA 85087 999-08-9087 302 5 C 2 10 105 A
FKEY = Record Found Above
or PqUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
Ml F | F2 | F3 | F4 | Fs | F6 | F7 [ FB | F3 |.. T e 12.83.00
FIS« ?1:7' mm vour b | o W Help

Step | Action

Press j (Enter) or the Fkey corresponding to the employee’s record.
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCW 001 C:\DEYSYS C:\SECOND _|5’|£|
Display/Delete Voided Check/Direct Deposit PAYVDUD
Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZANY Loc @182
Transaction Date 9/15/2812 AEIC IND ADV EIC PAYHT
Chk Date 68/31/2612 999-88-92647 Chk Mo. 128193 DD Bank B85 3ERUV @
Reg Hr Ovt-Hr Reg Amt 3183.52 0wt Amt Contract 3183.52
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a 5 ae18 2868.902 2772 .18 156 .63 2868.92 172.14 21 8/31/2m12
a2 5 @3ie 166 .67 161 .84 2.18 16667 18.88 Ll 8/31/20912
a3 5 B831e 208.33 2e1.11 11.38 2088.33 12.58 21 8/31/2812
a4 B 83m G6a.48- 58.36- 3.38- 91 8/31/2m2
ac
*xx Totals 3183 .52 3876 .17 173.81 3243 .92 194.64
¥Yr Fnd F Prgm Fnct Objct Foty B addt'l GHI Dist
ACCT 81 13 4@2 1750 1068 11888 182 1 1.8668
ACCT 62 13 188 9998 2180 14688 182 1
ACCT 83 13 1868 00048 2108 14668 181 1
ACCT 64 13 482 1758 1860 11888 182 1
ACCT B%

Totals 1.8008 Employer paid: GHI 912.34
0ASDPI Gr 3676.17  OASDI Amt  129.20 HI Gr 3876.17  HI Amt 44 .61 ER: Pens  378.13
Ded 81 H Ded 83 H Ded 64 H Ded 892 H Ded 11 H Ded 13 ¥ Ded 24 H Ded 28 H Ded 38 H Ded 33 ¥

28.88 318.63 138.86 80.58 38.3% 3.88 10.88 11.89 1.58 16.69
Ded 17 N Ded Ded Ded Ded Ded Ded Ded Ded Ded
12.58
x%% Gross Pay 3183 .52 =x# Deductions 1611.81 =xx Het Pay 217171 ===
F18=Delete
EN“V FlP%IF2‘% F3§ FI} F5 FS F? F& u FS’ FiOY F11@ FIZE Fis& 12-‘]2-‘]‘3
FIS« F17E|;)|F|8m Help
Step | Action
6 To display the payroll check/Direct Deposit Statement only: Verify and/or screen-print

the information on the Void Check Dir Dep for: Employee Number ##### Employee Name
screen. Proceed to Step 8.

Select e (F3 — Print this data) to obtain a screen print of the Display/Delete Voided
Check/Direct Deposit screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

To delete the payroll check/Direct Deposit Statement: Click ﬂl (F18 - Delete) and
proceed to Step 7.

The following dialog box displays:

YES to DELETE Void A5

' E Are vou SIURE wou want to delete this WOID?
L]

Georgia Department of Education
December 11, 2023 e 3:02 PM e Page 87 of 89
All Rights Reserved.



PCGenesis Payroll System Operations Guide

7 Select the appropriate response.

The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/16/2012 PCWOD1  C:\DEYSYS C:\SECOND _ = x|
Display/Delete Uoid from Previous Pay PAYFIND
Select Employee
Current Order
Filter set: Certified,Status Hame
Input:
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat
1 | BAZLEY. TI2ANY 89647 999-08-9647 102 5 C 2 10 105 A Y
2 | AB3EU. ET3AN 88942 999-08-8942 11 5 C 2 10 105 A
3 | AGYIILERA.JOSUE 88464 999-08-8464 101 17 N 0 10 117 A
4 | AD3M. SA3 89094 999-08-9094 101 16 H 1} 10 116 T
5 | AD20CK. FR2DDA 89375 999-08-9375 101 8 H 2 10 108 T
b | ADZER. ZA2A 89327 999-08-9327 302 9 ] 2 12 109 T
7 | ACIER. MOSAMMED 89320 999-08-9320 302 5 C 2 10 105 T
8 | VASHORN. BOIETTE 83016 999-08-3016 302 8 ] 2 10 108 T
Input Employee Humber or Mame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection fAbove
Ml F | F2 | F2 | F4 [ s | FE | F7 [ FB | F9 | T el 12.83.00
FIS« §1E7' Flsw raur ke | oo W Help

Step  Action

8 Click ﬁl (F16 — Exit) to the Payroll System - Manual/Void Check and Direct Deposit
Menu.
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The following screen displays:
[] PCG Dist=8991 Rel=170100 03/13/2017 PCWOOL SV CADEVSYS CASECOND  WHITEWM (oo (o i)

Payroll System MANLHEHNU

ManualfVoid Check & Direct Deposit Henu

FKey
9 | -- Enter Manual Check{Direct Deposit
10 | -- Display/Delete Manual Check/Direct Deposit
11 | -- Enter Voided Check/Direct Deposit from Previous Pay
12 | -- Display{Delete Yoided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a YoidfManual Check or
Direct Depositis entered or deleted

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step | Action

9 Press ﬁl (F16 — Exit) to exit the Payroll System — Check and Direct Deposit Menu.

10 Press ﬁl (F16 — Exit) to exit the Payroll System Master Menu.

11 To Print the Final Payroll Register and Payroll Distribution Report: Refer to Section
C: Payroll Check and Direct Deposit Statement Processing, Topic 4: Print the Payroll
Pre-Posting Reports for instructions and report examples.
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