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PCGenesis Personnel System Operations Guide

Overview

Modify Specific Deduction Amounts: Adjust employee deductions using this procedure when
the deduction amount for a specific deduction changes from one amount to another for all
employees.

Clear Deduction Amounts for a Specific Deduction for All Employees: Clear current and
adjustment deduction amounts for a specific deduction after payroll setup and before performing
F4 — Calculate Payroll and Update YTD — Final where appropriate. For payroll reporting
purposes however, PCGenesis retains the year-to-date (YTD) information for affected
employees.

State Health Benefit Plan/Georgia Health Insurance (SHBP/GHI): To facilitate the SHBP
file import, PCGenesis provides instructions for downloading the State Health Benefit Plan
(SHBP) Open Enrollment File from the ADP website in Topic 4: Downloading the State Health
Benefit Plan (SHBP) Open Enrollment File from the ADP Website. During the ADP file import
discussed in Topic 5: Importing the State Health Option and Tier from the DCH File, PCGenesis
automatically imports the option and tier codes for the State Health Benefit Plan deductions for
active employees, based upon the employees’ enrollments for the new plan year. The
Participate in GHI? flag must be set to Y (Yes) for all employees with an SHBP deduction. The
Participate in GHI? flag must be set to N (N) for all employees without an SHBP deduction.

The employees’ insurance premium amounts are automatically updated for these options and
tiers using the procedures in Topic 6: Setting the State Health Benefit Plan (SHBP) Deduction
Amounts for Active Employees. (Note that the premium amounts in the Benefit Plan/Option/Tier
File (BENEDED) are automatically updated by installing the appropriate PCGenesis release. No
manual maintenance is required for updating the Benefit Plan/Option/Tier File.)

Employees’ option and tier information may also be manually set or modified on the employees’
Personnel screen. When the option and tier are manually changed on the Personnel screen,
PCGenesis automatically updates the employee’s deduction information with the correct
premium amount.

PCGenesis users should note the following guidelines when making manual changes:

e Tier and Option changes: When changing the tier and option on the Personnel screen,
PCGenesis automatically updates both, the premium amount and the deduction description
on the employee’s Deduction screen.

e Premium Amount changes: If the premium amount is manually set on the employee’s
Deduction screen however, PCGenesis sets neither the tier nor the option information on the
Personnel screen. Premium changes should NOT be made in this manner.
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PCGenesis Personnel System Operations Guide

Department of Community Affairs (DCH) State Health Option and Tier File:

PCGenesis users should download the Department of Community Health’s (DCH’s) Open
Enrollment file via a Web browser by following the instructions in Topic 4: Downloading
the State Health Benefit Plan (SHBP) Open Enrollment File from the ADP Website.

Users should import the options and tiers into PCGenesis by following the instructions in
Topic 5: Importing the State Health Option and Tier from the DCH File.

After importing the DCH’s Open Enrollment file into PCGenesis, follow the instructions in
Topic 6: Setting the State Health Benefit Plan (SHBP) Deduction Amounts for Active
Employees. This procedure may be initially run in Trial mode to verify the premium changes
before making the updates permanent by running the procedure in Final mode.

To comply with IRS regulations, if the school district or system pays all or part of an
employee’s share of a premium only for select employees, the premium share amount must
be added to the employees’ gross wages. Grossing-up employees’ wages and deducting the
premium through payroll deduction will correctly report the wages for the employees on their
W-2 Statements. Refer to Topic 7: Grossing-Up Wages for Highly Compensated Employees
where applicable for detailed instructions.

Refer to the Payroll System Operations Guide, Section D: Monthly/Quarterly/Annual/Fiscal
Report Processing, Topic 1: Processing Monthly Reports for monthly DCH reporting and
transmission file processing instructions.
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PCGenesis Personnel System Operations Guide

State Health Benefit Plan (SHBP) Open Enrollment
Processing Checklist

Follow these steps in the order presented.

v’ | Step

Action

1

Install the PCGenesis release which updates the employee GHI premium rates for
the new calendar year. This release is typically sent out at the end of November.
The PCGenesis release number is typically YY.03.01, where ‘YY’ is the current
calendar year.

Print the Benefit Plan/Option/Tier Report for the new calendar year. Verify the
correct SHBP options and tiers have been loaded into the system and verify that the
employee premium amounts for each option and tier are correct. (F2, F9, F9)

Refer to PAYROLL: Section F: Description/Deduction/Annuity File Processing,
Procedure 4A.4. Printing the Benefit Plan Record File Report.

Where appropriate, update the Group Health Insurance (GHI) Table with the correct
employer contribution share. (F2, F13, F3, F7)

Refer to PAYROLL: Section I: Special Functions, Topic 3: Tax
Tables/Withholding/Control Information Processing, Procedure A: Display/Update
the Payroll Tax and Pension Tables.

Verify the State Health Benefit Plan (SHBP) system deduction setup. (F2, F9, F5)

Refer to Procedure 3B: Verify the State Health Benefit Plan (SHBP) Deduction
Setup in this document.

Download the State Health Benefit Plan (SHBP) Open Enrollment File from the
ADP Website.

Refer to Topic 4: Downloading the State Health Benefit Plan (SHBP) Open
Enrollment File from the ADP Website in this document.

Import the State Health Option and Tier from the ADP File. (F3, F13, F6)

Refer to Topic 5: Importing the State Health Option and Tier from the DCH File in
this document.

Set the State Health Benefit Plan (SHBP) deduction amounts for active employees.
Run the procedure in Trial mode first, but don’t forget to run in Final mode second.
Enter the date as 01/01/yy where yy is the new year. (F3, F13, F8)

Refer to Topic 6: Setting the State Health Benefit Plan (SHBP) Deduction Amounts
for Active Employees in this document.

Gross-up wages for highly compensated employees, when appropriate.

Refer to Topic 7: Grossing-Up Wages for Highly Compensated Employees in this
document.
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PCGenesis Personnel System Operations Guide

Follow these steps in the order presented.

Step Action

9 Before running the December payroll, make sure to verify the employee and
employer SHBP contribution amounts by running the Payroll Trial Register and the
Trial Employer Benefit Distribution by Employee reports. (F2, F3, F3)

10 Run the December payroll. The December payroll withholds the premiums for

January SHBP coverage.
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PCGenesis Personnel System Operations Guide

Topic 1: Modify Specific Deduction Amounts

Step  Action

1 From the Business Applications Master Menu, select _3 | (F3 - Personnel System).

The following screen displays:

r Ml
E PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND w
Personnel System PERHEHNU
FKey Haster Henu
1 | -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e Y N I A ) I 156200

Step  Action
2 Select 13 I (F13 - Special Functions).

The following screen displays:

E PCG Dist—8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND _Iﬁllil
Personnel System PER13P
FKey Special Functions Henu

- - Modify Specific Deduction Amounts

-- Clear Current Deduction Amounts For All Employees

-- Import State Health Option & Tier From DCH File

-- Set State Health Deduction Amount For Active Employees

- - Payroll Deduction Export

EkkEEREE

-- Load Deduction Import File

Master | Vsetyicy | | |

eS| 1455 [ Prip DAY | VEND
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PCGenesis Personnel System Operations Guide

Step  Action
3 Select 1| (F1 - Modify Specific Deduction Amounts).

The following screen displays:

B PCGDist=§991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND _Iﬁllll
PERB168

Modify Specific Deduction Amounts

Enter Deduction Code for which Deduction Amount is to be changed: __

=
=
=3
=
3
=]
=
El
=
wn

Hew Amounts:

ENTER = Ualidate F16 = Exit
13.83.88

Step | Action |

4 Enter the deduction code in the Enter Deduction Code for which Deduction Amount is to
changed: field.

For example, users may elect to enter the deduction code for GHI Certified in the field.

5 Enter the current deduction amount in the Old Amounts column and the new deduction
amount in the New Amounts column.

For example, if GHI Certified increased the employee’s share of a premium from $110.00 to
$150.00, enter 110.00 in the “Old Amounts” column and 150.00 in the “New Amounts”
column.

6 Verify the entries are correct and select Enter (Validate).
Repeat Steps 4 — 6 for each deduction amount, up to ten deductions and amounts.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DE¥YSYS C:\SECOND _Iﬁ' LI
PERB168
Hodify Specific Deduction Amounts
Enter Deduction Code for which Deduction Amount is to be changed: 26
01d Amounts: Hew Amounts:
28.56 29.56
Deduction to be HModified: VENDOR 882998
Employer Indicator: 8
*%x [5 DEDUGTION CODE CORREGT? %=
ENTER = Continue F16 = Reenter
13.63.88

Step  Action

7 Select Enter (Continue) in response to the “*** Is Deduction Code Correct? ***” message.
“F**Processing Request***” briefly displays.
If the information is incorrect, select F16 to enter the correct information.

The following screen displays:

B pCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 SY C:\DEYSYS C:\SECOND = |E‘|£|
PERB168

Hodify Specific Deduction Amounts

88868681 EMPLOYEES DEDUCTIONS WERE UPDATED.

The number of employees affected
by this change determines the total
in this field.

PRESS ENTER KEY TO CONTINUE PROGRAH
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PCGenesis Personnel System Operations Guide

8 Verify the total number of employee records is correct and select Enter (To Continue Program),

If the information is incorrect, verify the employee’s deduction information is correct by using
the instructions in Section B: Payroll Update Processing, Topic 4: Update/Display Payroll
Information. If additional assistance is needed, contact the Technology Management
Customer Center.

The following screen displays:

B PCG Dist=§991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND _Iﬁllil

FKey

-
4|
8|
8|
L9
10

Mastup | Usoriy | |

Personnel System PER13P

Special Functions Henu
- - Modify Specific Deduction Amounts
-- Clear Current Deduction Amounts For All Employees
-- Import State Health Option & Tier From DCH File
-- Set State Health Deduction Amount For Active Employees
-- Payroll Deduction Export

-- Load Deduction Import File

eS| (5 | Vorip| EANT | MERD

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

Topic 2: Clear Employees’ Current Deduction Amount for a
Specific Deduction

r B
1 PCG Dist=8991 Rel=15.0200 07/13/2015 PCW 002 SV CADEVSYS CASECOND w
I Personnel System PERHENU I
| FKey Haster Henu

-- Personnel Update Menu

ad
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13

-- Special Functions Menu

20 | - - File Reorganization

T Y I A Y B

Ste Action

1

Select M (Pay Monitor) to verify payroll has not been set up. After viewing the Payroll
Sequence Monitor, select F16 (Exit) to return to the Personnel System — Master Menu.

2 Select -13_| (F13 - Special Functions).

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEV¥SYS C:\SECOND ;Iglil
Personnel System PER13P
FHey Special Functions Henu
_1 | -- Modify Specific Deduction Amounts
4 | -- Clear Current Deduction Amounts For All Employees
L6 | -- Import State Health Option & Tier From DCH File
_8 | -- Set State Health Deduction Amount For Active Employees
9 | -- Payroll Deduction Export
10| -- Load Deduction Import File

Mazter ”‘e'ugl | |
| M | HoriSy | P | MEND
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PCGenesis Personnel System Operations Guide

3 Select 4| (F4 - Clear Current Deduction Amount for All Employees).

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND _IE il
PERG180O

CLEAR CURRENT DEDUCTION AMODUNT FOR ALL EMPLOYEES

WARNING ¢

This process will clear the deduction amounts (current & adjustment)
for ALL employees who currently have this deduction code.
If the employee has ¥TD information, that information will be retained

for paycheck reporting purposes. DO HOT RUN THIS PROGRAM DURIHNG
THE PAYROLL SEQUEMCE.

Enter the deduction code: -

ENTER = Ualidate F16 = Exit 13.683.88

" Action

4 Review the information on the screen, enter the deduction code in the field, and select Enter
(\Validate).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND

CLEAR GURRENT DEDUCTION AMOUNT FOR ALL EMPLOYEES

WARNING?

This process will clear the deduction amounts {current & adjustment}
for ALL employees who currently have this deduction code.
If the employee has YTD information, that information will be retained

for paycheck reporting purposes. DO HOT RUM THIS PROGRAM DURIHNG
THE PAYROLL SEQUEMCE.

Enter the deduction code: 26 VENDOR 862998

*xx IS5 DEDUCTION CODE CORRECT? %x

ENTER = Continue F16 = Reenter

=1=(x]

PERB188

13.83.88

Step  Action

5 Verify the defaulting vendor information is correct and select Enter (Continue).
If the information is incorrect, select F16 to enter the correct information. “**Processing

Request™*” briefly displays.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 SY C\DEYSYS C\SECOND = E‘lil
PERB180

Clear Current Deduction For all Employees

359 EWPLOYEES' CURRENT DEDUCTION AMOUNTS OR ADJUSTHEWTS FOR CODE 26 WERE
CHANGED TO ZERD.

The number of employees affected
by this change determines the total

in this field.
PRESS ENTER KEY TO CONTINUE PROGRAH 13.83.068
Step  Action
6 Verify the total number of employee records is correct and select Enter (To Continue Program).

If the information is incorrect, verify the employee’s deduction information is correct by using
the instructions in Section B: Payroll Update Processing, Topic 4: Update/Display Payroll
Information. If additional assistance is needed, contact the Technology Management Customer
Center.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND Jilll
Personnel System PER13P

FKey Special Functions Henu
1 | -- Modify Specific Deduction Amounts
4 | -- Clear Current Deduction Amounts For All Employees
_6 | -- Import State Health Option & Tier From DCH File
8 | -- Set State Health Deduction Amount For Active Employees
9 | -- Payroll Deduction Export
10| -- Load Deduction Import File

Mastup U“'[igtl | |

e IRE A

" Action

! Select ﬁl (F16 - EXxit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Personnel System Operations Guide

Topic 3: Verify the State Health Benefit Plan (SHBP)
Deduction Set Up

Procedure 3A: Verify the State Health Benefit Plan (SHBP)
Option and Tier Records

Step  Action

1 Log into PCGenesis.

2 Refer to the Payroll System Operation Guide, Section F: Description/Deduction/Annuity
File Processing, Procedure 4A.4. Printing the Benefit Plan Record File Report to print a
listing of the Benefit Plan, options, and tiers.

3 Compare the results of the SHBP Benefit Deduction Option and Tier Report to recent
changes from the Department of Community Health (DCH).

An example of this report is provided in 3A.1. SHBP Benefit Deduction Option and Tier
Report — Example.

4 If DCH changes have been made, wait for a PCGenesis release to be issued with the GHI
premium updates. Contact the Technology Management Customer Support Center in order
to obtain the PCGenesis release schedule.
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PCGenesis Personnel System Operations Guide

3A.1. SHBP Benefit Deduction Option and Tier Report — Example

REPCRT DATE: 1171372023 10:56 BENEFIT DEDUCTION OFTICM AND TIER REPORT PREE 2
Program ID: PBAY2T

Beport of EMPLOYEE rates in effect from: 01/01/2024 To: 1273172024

Cption Tier Description From Date To Date 3§ © Desc Deducticn Desc PayChk Desc Prem Amt

BA TRICARE SUPPLEMENT Short Desc: TRISUP

10 NCLE COVERAGE % SIHGLE TRICERE SINGLE 5GL
S0 L & SPOUSE % EESP TRICRRE EESE EESP
94 & CEILD(REN) 3 EECE TRICRRE EECH EECH
Sg & SPOUSE & CEILD(REM) 12/31/5595 FRMILY E FRI

Bl LNTHEM GOLD LNTHEM EZOLD

5 SINGLE LNTH ECOLD
5 STHGLE/T LNTH
5 3 LNTH
LNTH
LNHTH
RENTH
RENTH

SINGLE

5POUSE
SPOUSE/TCBRACCO STURCHARCE
CEILD (BEN)
IILD (REN) /TCBACCO SURCHA
LOYEE & SPOUSE & CEILD(REN)
L & SPOUSE & CHILD/TOBACCO SURCHARGE
B2 LNTHEM SILVER

RGE

12
12/31/999% FRMILI/T RENTH
LNTHEM SILVER

SINGLE COVERLCZE SIRGLE LNTH

ZLE COVERRCGE TCBRCZCO SURCHRRGE LNTH SIL
LOYEE & SPOUSE LNTH
LOYEE & SPOUSE/TCBACCO SURCHARCE LNHTH
LOYEE & CEILD(REN) RENTH

'L & CHILD(REN) /TCEACCO SURCHARGE BENTH S

BNTH SIL
1273179593 FRMILY/T BNTH SILVER FRM/T 2

LOYEE & SPOUSE & CEILD(REN)
IFL & SPOUSE & CHILD/TOBACCC SURCHARGE

B3 LNTHEM BRONZE LNTHEM BROHZIE
10 COVERAGE % SINGLE LNTH BEHZE 3
40 VERACE TCBACCO SURCHARCE % SIHNGLE/T LNTH BENZE 3G
S0 LOYEE & SPOUSE EEP ENTH ERNIE E
51 LOYEE & SPOUSE/TCBRCCO SURCHRRGE /T ENTH ERNIE E

ENTH ERNIE E
5 EECH/T LNTH BEMNZE E
S FRMILY LNTH BENZE
FRMILI/T ILNTH BRNZIE

LOYEE & CEILD(REN)

L & CHILD(REMN) /TCBACCO SURCHARCE
LOYEE & SPOUSE & CEILD(REM)
EMPL & SPOUSE & CHILD/TOBACCOC SURCHARCE

B& INTHEM HMO
2 % SIHGLE LNTH HMO SINGLE
% STIHGLE/T LNTH HMO SGL/T
3 LNTH HMO EESP
LNTH HMO EESD/T
ANTH HMO EECH

SPOUSE
SPOUSE/TCOBACCO STURCHARCE
CEILD(REN)

4
4
4
4
4
4
4
4

(TCEACCO SURCHR ECH/T ENTH HMO EECE/T
AT 5 FRMILY ENTH HMO FRMILY
12/31/5595 FRMILY/T

CY2024 Benefit Plan Rate Updates
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Procedure 3B: Verify the State Health Benefit Plan (SHBP)
Deduction Setup

If the school district or system does not contribute to the employee GHI premium, the SHBP deduction
code should not be set up to calculate an employer share, and the employer-paid contribution amount
should be cleared.

If the school district or system contributes to the employee premium for only selected employees, the
premium’s amount should be included in the employee’s gross wages. This will ensure proper wage
reporting to the Department of Audits on the CS-1 Report, and for income tax purposes. The deduction
for the employee premium should be the regular employee share. Also in this case, the SHBP deduction
code should not be set up to calculate an employer share. If the school district or system pays a portion
of the employee premium for selected employees such as the superintendent and senior officials refer to
Topic 7: Grossing-Up Wages for Highly Compensated Employees.

Enter an employer-paid amount on the SHBP deduction code(s) if the employer-paid amount is the same
for all employees and, if the school district or system pays a portion of the employee premium above
and beyond the required employer share as an extra fringe benefit for all employees.

Do not update the following employee information until after the SHBP import has been run: If
the employer-paid amount varies for employees, the employees must be set up with a different deduction
code for each different employer-paid amount. In this instance, manually clear the normal SHBP
deduction (deduction code ‘08’ for Non-Certified employees or deduction code ‘09’ for Certified
employees) for these employees and enter another SHBP deduction code with an employer contribution
indicator of ‘1’ (Fixed Amount). Enter any remaining portion deducted from the employee’s pay as the
deduction amount. The employer-paid amount for this deduction and the employee-paid amount must
equal the correct premium amount for the GHI Option and Tier selected by the employee.
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For SHBP deductions without an employer contribution, the deduction screen should be set up as shown
below:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 5¥ C:\DEYSYS C:\SECOND _ = x|
- PAYROLL DEDUCTIOH DATA ENTRY PAY @95
Deduction code: 08 Sort: 6
Description: STATE HEALTH -HOW CERT Percent: .BBBBA
Short desc.: HEALTH IHS Uendor : 11

GHI-HOH-CERT
Annuity (Tax Sheltered) 'C' = Credit Union
Imputed Income 'G' = Garnishment
Hon-Taxable Insurance

Deduction type: I n’

1
Fund: 1992 Fiscal: Program: 9998  Expense/receipt function: 9088
Balance #: 475

Benefit plan code associated with deduction: SHEP
—————————————————— Employer Contribution Information -——--——--——-——-——-—

<

Employer contribution indicator: 8 8 = Hone <
1 = Fixed Amount
2 = % of Process Type Gross {specified below)
3 = % of Employee Contribution
Employer Indicator '2° Process Types: 3 D H A B H ¥ 1] P
HN NN H N H H H H H
Contribution amount or %: Object: Balance:

*% Display Hode ==

F2-First F5-Hext F9-Hodify F12-Delete F16-Find Hode F28-Help Screen 12.83.88
Step  Action
1 For SHBP deductions without an employer contribution: To clear the employer-paid

contribution amounts: Refer to the Payroll System Operation Guide, Section F:
Description/Deduction/Annuity File Processing, Procedure 3A. Maintaining Deduction
Records to enter the payroll deduction record and to verify that the employer’s contribution
indicator for deduction codes ‘08’ (State Health-Non Cert) and ‘09’ (State Health-Cert) is
‘0’ (None).
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For SHBP deductions with an employer contribution, the deduction screen should be set up as shown
below:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 5¥ C:\DEYSYS C:\SECOND _ = x|
PAYROLL DEDUCTIOH DATA ENTRY PAY @95
Deduction code: 08 Sort: 6
Description: STATE HEALTH -HOW CERT Percent: .BBBBA
Short desc.: HEALTH IHS Uendor : 11

GHI-HOH-CERT
Annuity (Tax Sheltered) 'C' = Credit Union
Imputed Income 'G' = Garnishment
Hon-Taxable Insurance

Deduction type: I n’

S

Fund: 1992 Fiscal: Program: 9998  Expense/receipt function: 9088
Balance #: 475

Benefit plan code associated with deduction: SHEP
—————————————————— Employer Contribution Information -——--——--—-—-——-——-—-

Employer contribution indicator: 1 8 = Mone
1 = Fixed Amount <
2 = % of Process Type Gross {specified below)
3 = % of Employee Contribution
Employer Indicator '2° Process Types: 3 D H A B H ¥ 1] P
H H H H H H N HN N

Contribution amount or %: 76.180008_ ) Object: 21888 Balance: 421

*% Display Hode ==
F2-First F5-Hext F9-Hodify F12-Delete F16-Find Hode F28-Help Screen 12.83.88

Note that the Employer Contribution Amount will be system specific.

For SHBP deductions with an employer contribution: To set up the employer-paid
amount of the employee premium: Refer to the Payroll System Operations Guide, Section
F: Description/Deduction/Annuity File Processing, Procedure 3A. Maintaining Deduction
Records to enter the payroll deduction record, or to verify that the employer’s contribution
indicator for deduction codes ‘08’ (State Health-Non Cert) and ‘09’ (State Health-Cert) is
‘1’ (Fixed Amount) and that the account information and contribution amount is entered
correctly.

Note that using a percentage (%) of the employee gross income or of the employee-paid
amount will result in incorrect amounts. Repeat these steps at minimum annually, or when
the employer-paid contribution amount changes.

Only use this option if the employer pays a portion of the employee’s premium for all
employees. If the employer pays only a portion of the employee premium for a select group
of employees, adjust the employee gross wages to include the premium’s amount, and the
employee deduction should be the normal employee share.

3 Proceed to Topic 4: Downloading the State Health Benefit Plan (SHBP) Open Enrollment
File from the ADP Website, followed by Topic 5: Importing the State Health Option and
Tier from the DCH File.
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Topic 4: Downloading the State Health Benefit Plan (SHBP)
Open Enrollment File from the ADP Website

These instructions work best when using Google Chrome version 39.0.2171.71. Also, the Aspera plug-
in needs to be installed for downloads to work correctly.

1 Using Google Chrome (Version 39.0.2171.71 or higher), access: https://shrt.adp.com

2 Verify that the Aspera plug-in is installed in the web browser.

The following window displays:

Vo g e

€« C' |8 Automatic Data Processing, Inc [US] |https: //shrt.adp.com/public/login/index.fec ? TYPE=33554433&REALMOID =06-0f

Welcome to ADP

User Login

Enter your user ID and password to log in

KSHBP .@SHEP

Privacy Legal Requirements Copyright @ 2000-2014, ADP, LLC.
- SEN——

Step  Action

3 Enter the User ID and Password in the User Login fields, and select @ (Log In).
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The screenshot examples provided from this point forward are for display purposes only. The responses
will be system-specific and will be completely dependent on the user’s environment.

The following window displays:

Var e

<« C' |8 Automatic Data Processing, Inc [1US]|Htps: //shrt.adp .com browse

7SHSHBP

" Stare Health Benefit Plan

A Diviiron of e Georpla Dapariment of Communty
E—

Home KSHEP @S

SHARES

Select the appropriate SHARES

[ 53332_Coffee_ROE \

[ 53333_coffee_BOE :I d|reCt0ry-
[ additional_SHRT_Ins...
&= State_0Of_Georgia

ACTIVITY
I= My Activity
I= Al Activity

Step  Action

Select the appropriate SHARES directory. In the example above, [ 63332_Coffee_BOE
(63332_Coffee_BOE) is selected.
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The following window displays:

'.SHBP % =l

L C | A Autornatic Diata Processing, Ine [US]/htps: /fshrt.adp .com browse fshares/950 o7

7SHBP

=" Swte Health Benefit Plan

4 Divigson of 16 Georpia Capartmant of Communt,

Home KSHBR @SHBR ~

SHARES 63332_Coffee_ BOE
[ 63332_coffee_BOE
[l 63333 _Coffes_BOE Mame: ! Search sub-folders Advanced

£ additional_SHRT_Ins...

[ state of Georgia | [] Bookmark || g Download || ¢ Ypload Sort | Type v

ACTIVITY I Marme Size Last Modified
f= My Activity L [ From_ADR 2014-12-02 16:04:58 &
1= All Activity

) To_aDp 2014-12-02 14:32:46 &

Step  Action

5 Open the From_ADP directory.

To select the directory: Enter ' in the check box to the left of the directory and click
the directory folder icon ( ~).

To deselect the download directory: Verify thata  does NOT appear in the check box
to the left of the directory ().
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The following window displays:

R=Aleh e

'. SHEP x4 Y
L C' | @ Autoratic Data Processing, Inc [US]|https: /fshrt.adp .com/browse fshares /051 7path =06 2FFrorm_ADP

@ S H B P Home  KSHBP@SHEP -

=== State Health Benefir Plan

4 Divitson of 129 Georgia Dapariment of Comman
——

=
n

SHARES 63 333_Coffee_BOE > From_aDP

[ 63332_caffes_BOE

[ 63333 Coffee BOE Mame: ! Search sub-folders Advanced

[ additional_SHRT_Ins...

(20 State_of_Georgia | [] Bookmark | | g Download | | 4 Upload Sort | Type M
ACTINITY [ Marme Size Last Modified

= My Activity T parent Directary

I= Al Activit

rity < Open_Enralment_2015 2014-12-01 09:56:21 ©

Step Action

6 Open the Open_Enrollment_ccyy directory.
To select the directory: Enter “! in the check box to the left of the directory and click
the directory folder icon ( ~).

To deselect the download directory: Verify thata ¥ does NOT appear in the check box
to the left of the directory ().

Georgia Department of Education
November 29, 2023 e 11:36 AM e Page 22 of 49
All Rights Reserved.




PCGenesis Personnel System Operations Guide

The following window displays:

'.SHBP * =0 e e
€« C | @ Automatic Data Processing, Inc [US]|https: //shrt.adp.com/browse/shares/951 ?path =96 2FFrom_ADP s

IDSHBP

" State Health Benefit Plan

A Divirion of s Georpla Dapariment of Communi

Home KSHEP@EHBP «

SHARES 63 333_Coffee_BOE s Fraom_aDP
[ 63332_coffes_ROE
—| £3333_Coffee_BOE Mame: ! Search sub-folders Advanced

3 additional_SHRT_Ins...
& State_Of Georgia

| [1 Bookmark || 3 Download || 4 Upload Sort | Type v

ACTIVITY (] Marme Size Last Modified
IS My Activity L parent Directory
1= Al Activity
SHDAUPDT_63413_20141128_ 2014 1128_122624.txt 216 KB 2014-12-01 02:56:21 &

Step  Action

7 Select the correct Open Enrollment Download File as specified by SHBP.
To select the download file: Enter ' in the check box to the left of the file.

To deselect the download file: Verify that a “ does NOT appear in the check box to the
left of the file ().
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The following window displays:

'.SHBP % =0
€« C |8 Automatic Data Processing, Inc [US]|https: //shrt.adp .com,browse/shares/951 ?path =% 2FFrom_ADP

ASHBP

="' State Health Benefit Plun

4 Divitean of s Gesarpia Dapartmant of Gommunsy Hea

Home KSHBP @SHBP ~

SHARES 63 333_COﬂ:ee_BOE > Fram_aDP

[ 63332_Coffes_BOE

[ 63333 roffee BOE Mame: | |'_' Search sub-folders Advanced

= additional_SHRT_Ins.. I N ——

[ state_of Georgia H Bookmark " « Upload Sort |Type v
ACTIVITY T Marme Size Last Modified

i= My Activity % parent Directory

i= Al Activit
Y SHDAUPDT_63333_20141125_2014_1128_122624.txt 216 KB 2014-12-01 09:56:21 @&

2011-2014 Aspera Inc., ADP LLC,
WARMNING: This cormnputer system is the property of ADP and may be accessed only by authorized users. Unauthorized use of this system is strictly prohibited and may be
subject to criminal prosecution, All access through the use of this system may be monitored for all lawful purposes, including ensuring the use is authorized, to facilitate
protection against unautharized access, and to verify security procedures, survivability and operational security. All inforrmation including personal information sent aver this
swstern may be monitored in accordance with applicable law,

Select the | -# Downioad ‘(Download) button.
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The following window displays:

'. SHEP x % Y = |[E T ER
L C' |8 Automatic Data Processing, Inc [US]|https: //shrt.adp.com/browse/shares/951 7path =% 2FFrom_ADP i

@ S H B P Home K SHBP@SHER ~

© State Health Benefit Plan

4 Divitson of 19 Georpia Dapariment of Communy
——

SHARES 63 333_Coffee_BOE > From_aDP
[ 63332_Caffee_BOE
] £3333_Coffes_ROE Mame: ! Search sub-folders Advanced

[ additional_SHRT_Ins...
= State_Of_Georgia

| [] Bookmark || g Download || « Upload | Sort | Type v

:_G_J Confirm - Aspera Conneckt il
ACTIVITY ] Marme t Modified

= i . An atk L iz b de f t with

1= My Activity L parent Directory li sﬁr&raenngfper!id'?!zgn?a = 10 Connect #l

i= Al Activity Do you wank ko allow this?

I+ SHDAUPDT_63333_20141128_=2 4-12-01 09:56:21 @
I iUse my choice For all connections with this host ©
Select Allow to confirm alow | peny

the Aspera Connect.

Step Action

d To confirm the Aspera Connect, select the L2

(Allow) button.

If you check the box (l_) in the security pop-up and click Allow, you should not have to
perform this task the next time you download a file; however, if prompted in the future, just

check the box (#') in the grey dialog box.
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The following window displays:

'. SHER x % Y = [ e
L C' |8 Automatic Data Processing, Inc [US]|https: //shrt.adp.com/browse/shares/05 1 ?path =% 2FFrom_ADP e
m S I I B P Home  KSHBP@SHEP
\\g' State Health Benefit Plan :G Transfers - Aspera Conneck = |EI |5|
A Diteon of T Gorpia Dapartmant of Communty
I
E SHOAUPDT_£3333_20141128_2014_1125_122624, bt
SHARES ¢ =
[ 63332_coffes_BOE oo
Done
& 53333_coffes BOE r

[ additional_SHRT_Ins... |
= State_Of_Georgia |_

0 )
ACTIVITY t Modified

I= My Activity
I= Al Activity

E] SHDAUPDT _63333_20141128_2014_1128_ 122624, tut "ype

#-12-01 09:56:21 @

To locate the downloaded
file, select the Open Folder
icon.

o Clear List |

Step Action

10 A Transfers window will appear showing the status of the download. When the file has
downloaded successfully, the status appears as Done. The file will appear in the
Downloads folder specified in your profile. Do not close the window until you see the
word Done and until you complete the next step.

Once the download is complete, verify the status as Done.

To locate the downloaded file, select © (Open Folder) icon.
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The following window displays:

' &) sHer
&«

ASHBP

== State Health Benefir Plan

A Dhtieon of T Georgia Dapart

C' |8 Automatic Data Processing, Inc [US]|https: //shrt.adp .com/browse/shares/951 7path=%2FFrom_ADP

Home KSHEP@SHEP

:ij Transfers - Aspera Conneck
et of Cormmur

SHDAUPDT _63333_20141128_2014_1128_122624.tat

m

SHARES ¢

OO

[ 63332_coffes_BOE
[ 63333_coffes_BOE i
[ additional_SHRT_Ins... i
= State_Of Georgia 8

Done

SHOAUPDT_63323_20141128_ 2014 1128 122624, txt e

Verify the directory path and file name

ACTIVITY
I= My Activity
1= Al Activity

Done

& C:.Documents and Settings'Diane Ochala'Desktop

of the downloaded file. Typically, the file
is downloaded to the user’s desktop.

File Edit Wew Favorites Tools Help -
\) Back - \) o j‘ | )3 Search | Folders | I; & x
Address I@ C:\Docurents and Settings\Diane OchalaiDeskkop j Go
Size | Type | Date Modified = | Attributes | -
217 KB Text Document 12{3/2014 10:30 AM &
CCITTr 3KB Shortcut 12{1/2014 2:34 AM & —
@AccuWage 2013 Java 3KB Shortcut 12{1/2014 2:25 AM A
@Microsoft Excel 2010 3KE Shorkcut 11/12/2014 4:07 PM A
SCRUBB Process 1 KB Shortout 10j22/2014 1:39 PM A
EIES-WindowsServerZDDS-xSﬁ-ENU.exe 16,468 KE  Application 6/10/2014 10:36 AM A
g rwvard 2KB  Shorkcut 3(20/2014 1LOFPM A
l:-ﬁlword 2010 3KE Shorkcut 311972014 6:40 AM A
[Type: Text Dacument Date Modified: 12{3{2014 10:30 AM Size: 216 KB [z16 kB |9 my Computer

Step | Action

11 Verify the directory path and file name of the downloaded file.
Typically, the file is downloaded to the user’s desktop.
Record the directory path and file name for use in Topic 5.
12 Close the Web browser.
13 Proceed to Topic 5: Importing the State Health Option and Tier from the DCH File.
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4A. Downloaded Open Enroliment File — Example

=IEy
File Edit Formatb Wiew Help

"Report_Record” -
"BO95S90SHERPS9SOR7 06D PAARIS DI4LON M
"89990SHEPYS9037 070 PR3ISSLEY 1431

"BO9990SHEPS990ET07L SCZ2REIBER THZMH L
"B9900SHEPO99087 072 WHOATLEY JESLENE P
"89990SHEPY99037 073 EUSDEM FREMCES |
"BO9900SHEP9S9087 074 M3LL7E =
"B9900SHEPOS9087 07N LAGSHLIM ELBZA3ZETH o
"89990SHEPYS9037 076 MC SREGOR MILOTY

"BO99O0SHEPS9G0BTO7T TOSD R
"B9590SHERPS9SORTOFR BE 3MARN CE4ESOINA
"BOO990SHERPRD0EY0TD BOZ2IE KALHLESN B_|
"BO9990SHEPS990ET 080 BROSCOE PA 74, A
"B9S90SHERPS9SORT0SL PABIS JEBMNISER o
"89990SHEPY99037 082 SHTWDEM SA3A E
"BO9900SHER9S9087 083 WASEFIELD SUZAN E
"B9900SHEPOS9087 084 BASKSDALE MASICON E
"89990SHEPY99037 085 EE4ULIEL PAZRIGIA A

All Rights Reserved.
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NOTE: Do NOT edit the open enrollment file in Microsoft Excel®. Editing the file in Excel causes the
formatting of the file to change. If editing the file is required, use Notepad to make changes. In order to
be a valid import file, the file should look as shown above.
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Topic 5: Importing the State Health Option and Tier from the
DCH File

Importing the SHBP option and tier information from the ADP website into PCGenesis processes the
SHBP downloaded file. This procedure sets the GHI Option and Tier in the employees’ personnel
information. Using this function will save the time-consuming steps of manually editing employees’
information to make the deduction change. PCGenesis users must perform this function after open
enrollment is complete.

NOTE: Do NOT edit the open enrollment file in Microsoft Excel®. Editing the file in Excel causes the
formatting of the file to change. If editing the file is required, use Notepad to make changes. In order to
be a valid import file, the file should look as shown above.

e ™
] PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CN\SECOND m
— e
Personnel System PERHMENU
FKey Master HMenu

-- Personnel Update Menu

-- Enhanced Substitute Pay and Leawve System
-- Legacy Leave Menu
-- Personnel Reports Menu

-- Salary Projection Menu
-- Special Functions Menu

1
4
5|
_6 |
11 | -- Employee Contract File Export
12 |
13 |
20 |

-- File Reorganization

mter o] | | | [ [ [} [ [ | [ [ | | 15.62.06

e | 5 | MriSp | EA. | MEND

Step  Action
1 Select 13| (F13 - Special Functions).
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The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 SY¥ C:\DEYSYS C:\SECOND _|E'|5|
Personnel System PER13P
FKey Special Functions Henu

1 | -- Modify Specific Deduction Amounts

4 | -- clear Current Deduction Amounts For All Employees
_6 | -- Import State Health Option & Tier From DCH File

8 | -- Set State Health Deduction Amount For Active Employees
9 | -- Payroll Deduction Export

10 | -- Load Deduction Import File

Master ”“'ug‘ | | |

-] 15 [ iy [ B | VEND

Step  Action
2 Select —& | (F6 - Import Health Option and Tier from DCH File).

The following screen displays:

i [E=REERE)
El PCGDist=8991 Rel=16.02.00 05/19/2016 PCW 001 SV CADEVSYS CASECOND '.|'||"I-IIT‘iEh
PERPI271
1 Import State Health Option And Tier From DCH File
This process will update the GHI Option and Tier for all employees
included in the open enrollment or monthly change file prouvided by
the Department of Community Health.
Select Optional Field to Update:
County of Residence
Enter the import file path and name OR F18 to Browse for file
CATEMPYARCHIVE . TXT
Enter=Continue or F16=Exit
ENTER
vl | [ [ | | | [ | Jee] | O | [|.&] 16.62.60

FIS“
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3 To update DCH-provided County of Residence information: Enter Y (Yes) in the County
of Residence field.

4 Enter the import file name in the Enter the import file path field, or select ﬂl (F10 - to
Browse for file) to locate the file manually.

Verify the file name displays from Topic 4, Step 11 in the file name field.

5 Select ﬂl (Enter) twice.

When the downloaded file’s date differs from the current date, a “This File has a date of
MM/DD/CCYY — Do you want to use this?” dialog box displays after selecting Enter for the

: . . , . ¥
first time. In this instance, verify the file's date is correct and select i (Yes). Ifthe

information is incorrect, select Lo (No) and return to Topic 4: Downloading the

State Health Benefit Plan (SHBP) Open Enrollment File from the ADP Website for the
instructions to download a more recent file.

When selecting Enter, PCGenesis validates the information and produces a report of its
findings. If errors are detected an exceptions report will also be generated.

If the downloaded file’s date differs from the current date, the following dialog box displays:

-~

-
PCG Dist=8991 Rel=16.02.00 05/19/2016 PCW 001 SV CADEWVSYS [ﬁ

Do you want to use this?
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For a successful file import, a screen similar to the screenshot example below displays:
=] PCG Dist=8991 Rel=15.0400 02/01/2016 PCW Q0L SV CADEVSYS C:\SECOND \.'\.rHrl?E!lelélg1

PERPIZ271

GHI import file completed - Ho errors, review print files.

File Id: C:\PCGASHDAUPDT_G67912_208151208.txt l
Total Records Input: 4
Total Errors: i}
Total Records Updated: 4 |
Total Warnings: [}
Enter or F16 = Continue 15.84.88

For errors, a screen similar to the screenshot example below displays:
] PCGDist=3991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND wm‘nﬂg1

PERPIZ271

GHI Import file completed with errors. Review print files.

File Id: C:\PCGASHDAUPDT_G67912_208151208.txt I
Total Records Input: L
Total Errors: 1
Total Records Updated: 3

Total Warnings: 8

Enter or F16 = Continue 15.84.088
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6 If there are errors: For example, the option and tier selected by the employee and supplied
by DCH, could not be loaded into PCGenesis because no employee record matching the SSN
and a GHI Eligible? flag of Y (Yes) could be found. Usually this occurs when the employee
was terminated between the time that the files were submitted to the DCH, and when they
were received by the district for open enrollment processing. The GHI Eligible? flag is
automatically set to N (No) when an employee is terminated.

The wording for the “ERROR - No Update Performed - No Participating Record” message is
generated because the data supplied by DCH has an SSN, but a corresponding employee
number does not exist in PCGenesis. Because school districts and systems may terminate an
employee several times under different employee numbers and an employee can have multiple
PCGenesis active employee records, PCGenesis locates the "best™ payroll record by SSN until
the [first] record containing a GHI Eligible? flag of “’Y” is found. PCGenesis attempts to
update the option and tier on that payroll record.

If no payroll record is found which contains a GHI Eligible? flag of “Y”’, PCGenesis
generates the error message. If the employee was terminated since the enroliment eligibility
data file was submitted to the DCH, the error may be fixed by removing the offending row
from the DCH import file. Do NOT make changes to the DCH file using Microsoft Excel.
Instead use a text editor to make the necessary changes to the DCH import file.

An error may also be indicated if the employee has an active payroll/personnel record and is
eligible for GHI participation, but the employee’s GHI Eligible? flag is “N”. The error
indicates that the employee’s GHI Eligible? flag is not set correctly and the GHI Eligibility
indicator must be manually set by following the instructions in Payroll System Operations
Guide, Section B: Payroll Update Processing, Topic 3: Update/Display Personnel
Information. It would be faster to manually update the option and tier on the Display/Update
Personnel Data screen instead of rerunning the upload and deduction set procedure.

If there are errors, update the employee information as indicated on the Exceptions Report and
proceed to Step 8.

7 If there are no errors: If the employer-paid amount is the same for all employees and if the
school district or system pays a portion of the employee premium for selected employees such
as the superintendent and senior officials, or pays a portion of the employee premium above
and beyond the required employer share as an extra fringe benefit, the amount should be added
to the employee gross wages and the regular employee deduction should be taken. By adding
the amount to the gross wages, the information on the CS-1 Report is subsequently correct.
Additionally, PCGenesis correctly calculates the amount for income tax purposes.

Refer to Topic 7: Grossing-Up Wages for Highly Compensated Employees for instructions.

8 Select Enter (Continue).
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The following screen displays:

B PCG Dist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND _|5|£|
Personnel System PER13P
FKey Special Functions Henu

- - Modify Specific Deduction Amounts

-- Clear Current Deduction Amounts For All Employees

-- Import State Health Option & Tier From DCH File

- - Set State Health Deduction Amount For Active Employees

-- Payroll Deduction Export

EkEEREE

-- Load Deduction Import File

" Action

9 To print the report via the Ugueue Print Manager: Select =] (Uqueue).
To print the report via Microsoft® Word: Select _§| (MS WORD).
Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

10 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

11 Review the State Health Benefit Plan Changes Report and the State Health Benefit Plan Import
Exception Report.
State Health Benefit Plan Import Exception Report:
Review Section 5B.1. Problem/Cautionary Warning/Action Table in this document as an aid in
resolving messages generated on the report.

12 Proceed to Topic 6: Setting the State Health Benefit Plan (SHBP) Deduction Amounts for Active
Employees.
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5A. State Health Benefit Plan Changes Report — Example

Date: 02/01/201€ 03:-55 State Health Benefit Plan Import Changes Dage 1
Drogram: FEREIZTI
-———-—————-—Refore-———-——-———— ———————————-hftEr——————————————

Empno Name CERT OQPTHN TIER Participate County QPTH TIER Participate County
26424 ARTSSWORTH, COSNELL ¥ E3 10 T 1&d EZ Se T 1&0
885ee AL3CEL, DU3TI ¥ Be & ¥ 1&0 E3 10 T 1&0
88385 AL4RECHT, EE4NITH ¥ EBe & T 1&d E& Se T 1&0
8538& BRENTERS, RUTUSTIINE ¥ HC o0 n 1&d E& S0 T 1&0

Totel Records In: 4

Total Errors: 1]

Total Records Updated: 4

Total Warnings: i}

The State Health Benefit Plan Import Exception Report contains records processed, errors, records
updated, and warning error totals.

Date: 02/01/201& 09:55 State Hezlth Benefit Plan Import Exception Report Page 1
Program: EPEREIZTL
85N or
Empno Hame Exception Message Import Data Values
Total Records In: 4
Total Errors: i}
Total Records Updated: 4
Total Warnings: i}
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5B. State Health Benefit Plan Import Exception Report — Example

In addition to the message in the screenshot example, PCGenesis will also display the “Error —NoO
Update Performed — Missing PAYROLL Record” message when no employee information is found for
an SSN.

The final page of the report contains records processed, errors, records updated, and warning error
totals.

Date: 0Z/01/201e 05:-45 State Health Eenefit Plan Import Exception Report Dage 1
Program: PERPIZT1
SEN or
Empnio Name Exception Message Import Data Values
5595554747 ERROR — HNo Update Performed - Missing PRYROLL Record OPTION/TIER EZ/5¢
595557257 ERROR — Mo Update Performed - Missing PRYROLL Record OPTION/TIER E3/10
599931517 ERROR — No Update Performed - Missing PREYROLL Record OPTION/TIER E&/9¢
5995952484 ERROR - Mo Update Performed - Missing PRYROLL Record OPTION/TIER E&/50
$959951280 ERROR — Mo Update Performed - Missing PRYROLL Record OPTION/TIIER E3/59¢
5595554541 ERROR — Mo Update Performed - Missing PAYROLL Record OPFTION/TIER E3/51
$99930569 ERROR — Mo Update Performed - Missing PRYROLL Record OPTION/TIER E3/54
595938731 ERROR — HNo Update Performed - Missing PRYROLL Record OPTION/TIER E3/54
5995953845 ERROR - Mo Update Performed - Missing PRYROLL Record OPTION/TIIER EZ2/54
$9595401¢ ERROR — No Update Performed - Missing PREYROLL Record OPTION/TIER EBZ/59¢
59395228¢ ERROR - Mo Update Performed - Missing PRAYROLL Record OPTION/IIER E&/54
595953488 ERROR — Mo Update Performed - Missing PRYROLL Record OPTION/TIER EZ/10
595938813 ERROR — Mo Update Performed - Missing PAYROLL Record OPTION/TIER E3/10
Total Records Im: 13
Total Errors: 13
Total Records Updated: i}
Total Warnings: [}
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5B.1. Problem/Cautionary Warning/Action Table

Although the message types displayed depend on the file’s data, the following table lists resolutions to a
few of the potential error messages.

Problem/Cautionary Warning Action

SHBP reports data for an SSN not recorded in Check with DCH/SHBP to verify the employee’s

your payroll file. employment by the school district or system.
Where appropriate, correct the Payroll records.

Mismatch between the PCG Payroll and Correct by editing the employee’s Personnel

Personnel files and the employee’s personnel record and saving the changes in PCGenesis. In

information is missing. this instance, reenter the employee’s GHI

eligibility, plan, option, and other information
such as emergency contact information.
Personnel data cannot be updated because the When terminating employees, PCGenesis
employee is coded as ineligible for SHBP. automatically codes the employee as ineligible
for GHI. If DCH/SHBP returns data for this type
of employee, no updates occur and the employee
records will display on the State Health Benefit
Plan Import Exception Report.

Invalid county — Warning When selecting the County of Residence update
option during the DCH file import, the SHBP-
provided county information will be validated in
PCGenesis. Verify and correct the information
where appropriate.
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Topic 6: Setting the State Health Benefit Plan (SHBP) Deduction
Amounts for Active Employees

Setting the SHBP deduction amounts for active employees excluding substitutes, sets the SHBP employee
deduction amount based on the GHI options and tiers. PCGenesis performs this function for SHBP
deductions that were set manually in PCGenesis or were included in the SHBP Open Enrollment File Import
from the Department of Community Health (DCH). Using this function will save the time-consuming steps
of editing employee payroll information to make the deduction change and should be used after Open
Enrollment.

When performing the function in Trial mode, PCGenesis automatically produces a report of pending
modifications to affected employees’ deductions. If not selecting the Trial mode, PCGenesis produces a
report of the deduction modifications.

— - ™
=] PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002_-5_\1’ CADEVSYS CHSECOND W_IEI&IQ
—
Personnel System PERMENU
FKey Haster Henu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization

maboye| | | | [ | [ | | | [ | | | | 15.02.66

A 15 | M5 | BN | MEND

Ste Action

1 To verify payroll has been set up: Select M (Pay Monitor). Verify or enter Y (Yes) in
the Setup payroll for new pay period field. Select Enter (Validate), and F8 (Update).

2 Select 13 I (F13 - Special Functions).
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The following screen displays:

B PCG Dist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND
Personnel System

FKey

1_| -- Modify Specific Deduction Amounts

Special Functions Henu

4 | -- Clear Current Deduction Amounts For All Employees
_6 | -- Import State Health Option & Tier From DCH File

8 | -- Set State Health Deduction Amount For Active Employees
9 | -- Payroll Deduction Export

10 | -- Load Deduction Import File

Mastup U“'[igt | | |

e 1455 [ Vorizp] P | VEND

=l=Ix]

PER13P

" Action

Step

3 Select 8 | (F8 - Set State Health Deduction Amount for Active Employees).

The following screen displays:

m PCG Dist=8991 Rel=18.04.00 12/17/2018 PCG 001 SV CADEVSYS CASECOND WHITE -

Set State Health Deduction Amount For Active Employees
(All substitutes are skipped)

Trial mode to verify changes prior to updating?
Reduce premium amount by normal employer paid share?
Split premium according to employee's pay schedule?

IZ=<=<

Set deductions to rates in effect on: _1/61/2619
The following SHBP system deductions will be modified by this process:

Ded Code Ded Desc Emplr Ind
8 STATE HEALTH -NON CERT Y .25

Emplr Amt

X
PERO150

9 STATE HEALTH CERT ¥ 76.10 }

ENTER = Validate PF16 = Exit

ENTII(
FI"

17.01.080
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4 To run in Trial mode: Enter Y (Yes) in the Trial mode to verify changes prior to
updating? field.

If the function has already been run and the results have been verified, enter N (No) in the
field to run the process in Final mode.

5 Enter the appropriate response in the Reduce premium amount by normal employer paid
share? field.

SHBP-identified deduction codes were identified as such using the instructions provided in
Payroll System Operations Guide, Section F:  Description/Deduction/Annuity File
Processing. The “Benefit plan code associated with deduction” switch within the deduction
record has been identified as “SHBP”. Enter N (No) if employee-paid premium amounts
should not be adjusted.

6 If N (No) was entered in Step 5: Enter the appropriate response in the Split premium
according to employee’s pay schedule? field.

When the school district or system has more than one payroll, the option to split the normal
premium according to each employee’s pay period is available. Enter N (No) to deduct the
full premium amount in one payroll per month. Enter Y (Yes) to split the premium between
pay periods. If the school district or system pays bi-weekly or weekly, PCGenesis divides
the premium by twenty-six (26) for biweekly payrolls and by fifty-two (52) for weekly
payrolls respectively.

If the school district or system has an employer-paid portion that applies to all employees,
splitting the premium is not currently an option in PCGenesis. Contact the Technology
Management Customer Support Center for additional assistance with this matter.

7 Enter the date (MM/DD/CCYY) in the Set deductions to rates in effect on field.

The effective date allows PCGenesis to retrieve and use the rates from the benefit
deduction file in effect for the date selected. Although PCGenesis defaults to the current
date, enter the appropriate date, such as the next payroll period’s date or the new calendar
year’s beginning date in most cases. For example, the December payroll withholds the
premiums for January SHBP coverage, so when setting up for the December payroll,
specify the date field as 01/01/CCYY, where CCYY is the new calendar year.

8 Verify the (Certified) and (Classified) benefit plan entries are correct.

These entries default from the Benefit configuration record. If the information is incorrect,
refer to the results of the Benefit Deduction Option and Tier Report to determine the
discrepancy. Follow the steps necessary to correct the error(s) before attempting to add
the deduction information to PCGenesis. (This report will be generated and printed in
Steps 13 - 16.)
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9 Select ﬂl (Enter) to validate.

Error messages display where appropriate, as in the case of rates not being found for a
specific date. In this instance, correct the errors, and repeat the procedure beginning at
Step 1.

PCGenesis users should bypass cautionary messages at the user’s discretion.

The following screen displays:

r T — — B
=] PCGDist=8991 Rel=16.02.00 05/19/2016 PCW 001 SV CADEVSYS CASECOND wm‘r‘[nﬂg
I
PERB158

Set State Health Deduction Amount For Active Employees
{All substitutes are skipped)

Trial mode to verify changes prior to updating? ¥
Reduce premium amount by normal employer paid share? H
Split premium according to employee’'s pay schedule? H

Set deductions to rates in effect on: 1/81/28mn

The following SHBP system deductions will be modi by this process:
Ded Code Ded Desc Emplr In
8 HOHCERTIFIED MERIT H
9 CERTIFIED HMERIT H
42 BOARD HEMBER MERIT H

GHI premiums for a new calendar year are withheld in
December of the prior calendar year. For example, if
setting up for the December 2023 payroll, an effective
date of 01/01/2024 should be used in this process.

PF8-Process PF16-Reenter

Fs n FISQ
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10 Select ﬁl (F8) to process.

“** * Processing Request * * *” briefly displays.

For errors and cautionary messages: Verify the dates entered are correct and refer to the SHBP
Benefit Deduction Option and Tier Report to verify all benefit plan options and tiers have been
entered. If the information is incorrect, refer to the results of the Benefit Deduction Option and
Tier Report to determine the discrepancy. Follow the steps necessary to correct the error(s)
before attempting to add the deduction information to PCGenesis. (This report will be generated
and printed in Steps 13 - 16.)

Although PCGenesis permits bypassing cautionary messages, consider correcting as many
records as possible to ensure data quality.

The following screen displays:

B PCGDist=8991 Rel=12.04.00 1Z/14/2012 PCW 001 CDEYSYS C:%SECOND = IE' IEI
PERB158

Set State Health Deduction Amount For Active Employees

880295 EMPLOYEE DEDUCTIONS WOULD BE UPDATED.

PRESS ENTER KEY TO CONTINUE PROGRAM

11 Select Enter (to Continue Program).

If selecting “Trial” in Step 4, repeat this procedure beginning at Step 2. Enter N (No) in the
Trial mode to verify changes prior to updating? field at Step 4.
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The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/18/2013 PCW 001 S¥ CADEVSYS C:\SECOND _Iﬁllﬂ
Personnel System PER13P

FKey Special Functions Henu
1 -- Modify Specific Deduction Amounts

-- Clear Current Deduction Amounts For All Employees
-- Import State Health Option & Tier From DCH File

-- 5Set State Health Deduction Amount For Active Employees

-- Payroll Deduction Export

ElkEEE

-- Load Deduction Import File

Step  Action

12 Select Ml (Master) to return to the Business Applications Master Menu.

13 From the Business Applications Master Menu, select —2 (F2 — Payroll System Master
Menu).

14 From the Payroll System Master Menu, select _9 | (F9 — Update/Display
Description/Deduction/Annuity Menu).

15 On the — 2| (F9 — Print Benefit Plan/Option/Tier Records).

16 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

17 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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6A. (Trial Mode — No Updates) — Errors Encountered - Example
If errors are encountered, specific error messages displays for affected records. In our example, the
correction was made by modifying the employee 's GHI option and tier and deduction information.

The final page of the report lists the number of employee records updated and the number of errors
and/or exceptions (cautions) encountered where appropriate.

age Br
REPORT DATE:16/21/2088 89:24 SHBP DEDUCTION UPDATE REPORT PAGE 1
Progran ID: PERO150 ®xx TRIAL HODE - NO UPDATES xxx

Enp Work Pay  Ded Plan Plan 01d 01d New Hew

Num Enployee Name Loc Glass Periods Code Option Tier Anount Flg  Amount Flg

687742  ABLEY, LEMNARDD 3052 (] 12 89 83 30 8.00 6.80

%% ERROR xx SHBP Option/Tier 03/30 not found in Bemefit deduction file

887983 ACOER, NU9IA 8199 73 12 88 a3 58 8.08 8.88
%% ERROR xx SHBP Option/Tier 03/50 not found in Bemefit deduction file

889279 AD2ER, ZA2A 6184 L] 12 89 58 18 73.26 ¥ 81.10 v
688042 AD20CK, AL20NZO 0299 [l 12 09 83 29 8.90 680
*% ERROR x* SHBP Option/Tier 03/20 not found in Benefit deduction file

B PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHm l"':’ (=]
Update/Display Personnel Data PAYO2
Status A -- Active AB3EU, HMO3TY
Emp. no. 87742 Pay Loc 8858 Location 0686858 Class _5 HOHCERTIFIED SUBST
Sex Code E Work Loc 8858 Location B88858 Job _19 SUBSTITUTE TEACHER
Mar Stat H SSH 999 B8 7742 EED-5 Job 888 Undefined
Ethnic _4 BLACK
MAME First HO3TY Middle EE0D-5 and CPI Ethnic/Race:
Last RB3EU Suffix Prefix Hispanic/Latino Ethnicity?
" Yes™ No
Address 3299 MAIH STREET Certificate Type PBT Race (Select all that apply)
Address L2 C£31 Job {from CPI) 668 " Yes{ No Am Indian Alaskan
City/State SHITH . GA Include on CPI 2 N * Yes{ Mo Black
2ip Code 33333 County 168 Sick Bank ? H " Yes™ No White
Phone {999)555-2331 Out of State Substitute rank _ " Yes™ Mo Asian
Cell phone {__ )B@8-8688 Ouerride accrue? _ " Yes™ No Hawaiian Pacific
Adj Lv Elig Date
Spouse SSH _ Lv Reason Hax
Birth Date Hours Per Day
Hire Date 5/81/1996 Pens Elig Date
Rehire Date GHI Eligible ? ¥ TRS DOE Paid ERCOM 7 _
Background Ck Hrs/Week 40. 688 Health ins flag ¥
Date of Death GHI 1ST Day Wrk Participate in GHI 7 ¥
Elig for Rehire _ GHI Eff Date GHI Option B3 UHC HHMD
Term Date GHI Final Ded Dt GHI Tier 38 EESP -
Term Reason _ GHI Change Code GHI Ded Cd _8
*%%%% TAX DATA *xx%x
Federal: HMar Stat H Exempt _8 Withholding Code B ANt/% .88
State: Mar Stat C Allowance Mar B Dep _8 Withholding Code B8 ANt/% - 88
Tax Switches: Fed H State N FICA ¥ Pension H RAEIC _
A PRI o & 65| T 15.02..00
m<::| Ded | Grs |W/H L¥ | ¥td | Help | Adj |FICA| Gar
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REPORT DATE:02/01/201& 11:04
Program ID: PERDI1SO

Erp
Tham

027853
o2eT728
08 &328
028464
O2edzd
088824
088968
027185
028385
087928
08938¢
028072
087633
087807
027588
087343
088367
083095
028447
087558
08 &358
02523¢
087204
08 &338
088361
02716l
088393
087512
O2eded
083632
088432
088320
027503
08 &503
08&511
028278
087301
088739
088187
o2gsas
089720

Employee HName

BE4EY, LE4HARDO
EDSISON, ISSIRE
LDSIS0N, TRSCEY
LCSILERA, JOSUE
LISSWORTH, COSHNELL
LTSSWORTH, XASTER
BLACEA, DUSTI
LL4RECHT, CH4RELLE
LL4RECHT, KE4NITH
LL3ARD, BRSCE
INTERS, AUTUSTINE
INSREW, JESLENE
LDELEGATE, SHEQUANA
BRZEMAULT, ELZIN
LSZEY, JOSHSIE
KVZLOS, AZZLEE
LYZES, VIZENTE
BAZCLAY, BUZ
EAZLEY, REZNA
BA3N, FRIDERIC
BL3N, ZA3E
BASFIELD, JOSEFINE
BASCETT, DRMSH
BATNHART, RRTEL
BAZON, MIECHEL
ELZON, YEEETTE
BLSTH, ERSN

BLSE, EMSRY
BASEOSAE, JOSUE
BASBOUR, DESNY
BASBOUR, GESARQ
BASM, MOSAMMED
EEZRY, EIZLI
EEZLEY, BIZLI
EEZUCHAME, CAZLEE
EEZMEN, NO3UKD
BE4ERNRA, TE4DLE
EEELVIDES, ROEY
EE&TY, FRETZ
EE7EDICT, DOTHNETTA
ZESEDL, LOSD

Work
Loc

S050
S050
G000
0154
S050
0135
5050
201z
0154
8012
&001
201z
0101
0155
e000
8014
0155
S050
2014
G001
G000
0154
5050
5050
0135
S050
0154
0101
0155
0155
5050
0134
2010
0155
0101
010l
0155
0101
S050
S050
8010

NUMEER. OF ERRORS ENCOUNIERED o

NIMEER OF EMPLOYEES UPDATELD

PCGenesis Personnel System Operations Guide

SHEP [DEDUCTION UPDARTE BERORT
% LIVE MODE - EMPLOYEES UPDATED ++*

Pay Ded
Class Periods Code
04 12 og
13 12 og
11 12 08
13 1z og
o3 12 03
04 1z 08
03 12 o
te 12 og
o3 12 03
0e 12 08
[} 1z 3):]
te 12 og
03 1z )]
13 12 08
11 12 og
iz 1z 08
03 12 o
3o 1z 03
de 12 03
04 12 08
11 12 08
04 12 og
03 1z )]
11 12 08
o3 1z 03
o3 12 03
03 12 o
33 12 08
o3 12 03
03 1z )]
17 12 08
o3 1z 03
Z7 12 og
13 12 08
03 12 o
o3 12 03
03 1z )]
03 12 o
o3 1z 03
o3 12 03
02 12 08

Plzan Plan
Option Tier
NE s]u]
E3 10
NE oo
NC oo
EZ Se
E3 10
B3 1
E3 S
Ee Se
NE oo
Ee S0
NC s]u]
B2 10
B2 1
NC s]u]
B3 37
B2 54
NE oo
NE s]u]
NC oo
NC oo
E3 10
B3 31
NE oo
BEZ 54
E3 Se
E1l ]
B2 54
NC s]u]
B3 S&
Be 1
BEZ Se
NE s]u]
B2 S&
B3 1
E3 10
NC [v]s]
B3 1
NE oo
Ee Se
B3 54

0ld Q1d
Lmount Flg

0.

SE.

0.

0.
Je5.

SE.

SE.
130.
440,

0.
325,

0.
105
-33
. oo
- 40
S1z
i)
. oo
i)
i)
.28
275,
i)
137.
2e0.
330
157.
. oo
2&0.
130
363,
. oo
389

SE.

SE.
]
SE.
i)
440,
130
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oo
28
oo
oo
T4
28
28
Se
44
oo
59
oo
33

=1

1z
40
23
1z

40
58
T4

T4
28
28

28

44
T4

o)

HE 2 5 HEgg9

==

HE 2 E5gsE =EgE =S5Es

Hew New
Imount Flg

275,

137.
2e0.
3302
157.

2e0.
130.
363,

369
L1
£E.
L1

440,
130.

=

ZE o =2E 5 SZE==S

o=

ZE =2 =SZ=E =E=E=E ===

PLGE

1
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6C. Benefit Deduction Option and Tier Report — Example

REPORT DATE:
Program ID:

11/06/2020 14:49
PAYZT

Repors of EMPLOYE

Cption Tier Description

a8

B2

B&

TRICARE 3UPFLEMENT

3INGLE COVERRGE

EMPLOYEE & 3FPOUSE

EMPLOYEE & CHILD (REH)
EMPLOYEE & 3POUSE & CHILD(REH)

ENTHEM GOLD

SINGLE COVERAGE

S3INGLE COVERARGE TOBACTO SURCHARCE
EMPLOYEE & SPOUSE

EMPLOYEE & SPOUSE/TOBACCO SURCHARGE
EMPLOYEE & CHILD (REH)

EMPL & CEHILD(REN]/TOBACCO SURCHRRGE
EMPLOYEE & 3POUSE £ CHILD(REHN)

EMPL & SPOUSE & CHILD/TOBACCO SURCHARGE

ENTHEM SILVER

S3INGLE COVERAGE

S3INGLE COVERARGE TOBACTO SURCHARCE
EMPLOYEE & SPOUSE

EMPLOYEE & SPOUSE/TOBACCO SURCHARGE
EMPLOYEE & CHILD (REM)

EMPL & TOBACCO STURCHARGE

) T, [ ug { }
EMPL & SPOUSE & CHILD/TOBACCO SURCHARGE

ANTHEM ERONZE
SINGLE
3INGLE
EMPLOYEE &
EMPLOYEE & SPOUSE/TOBACCO SURCHARGE
EMPLOYEE & CHILD (REH)

EMPL & CHILD(REN]/TOBACCO SURCHARGE
EMPLOYEE & SPOUSE & CHILD({REHN]

EMPL & SPOUSE & CHILD/TOBACCO SURCHARGE

COVERAGE
COVERAGE TOBACTO SURCHARGE
SPOUSE

ENTHEM HMO
3INGLE
SINGLE
EMPLOYEE &
EMPLOYEE & 3POUSE/TOBACCO SURCHARGE
EMPLOYEE & CHILD(REMH

EMPL & CHILD(REN]/TOBACCO SURCHRRGE
EMPLOYEE & SPOUSE & CHILD(REHN)
CHILD/TOBACCO SURCHARGE

COVERRGE
COVERAGE TOBACTO SURCHARGE
SPOUSE

EMPL & SPOU3E &

EEREFIT DEDUCTION OPTICH

E rases in ef
From Dase

Short Desc:

(T1/01/201T)
oL/01/201
01/01/2017
01/01/2017

Short Desc:

01/01/2021

oL/olfzo21

Short Desc:

0l/o01/z021
oL/o1l/z021
0l/o01/z021
oL/o1/z021
0l/01 2021
o 172021
01/01/2021
oL/olfzo21

Short Desc:

oL/o1l/z021

Short Desc:

oL/o1/z021

fect from:
To Dase
TRICARE
LI/3l/eaen
L2/al/egss

L2/31/8885
L2/31/098%

SIHGLE
EE3P
EECH
FAMILY

ANTHEM GOLD

[ 2/31/85858% JINGLE

L 2/31/88588 SINGLE/T
5% EESP
5

¢ EE3R/T

L2/31 /049
L o2/al/es
[ 2/31/ /858
L2/al/ /888
Lz/al/esg
L2/al/egss

w

w0

FEMILY/T
ANTHEM SILVER

b 2/21 /0958
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PCGenesis Personnel System Operations Guide

Topic 7: Grossing-Up Wages for Highly Compensated
Employees

IRS Publication 15-B, Employer’s Tax Guide to Fringe Benefits, located at http://www.irs.gov/pub/irs-
pdf/p15b.pdf requires employees receiving extra benefits (benefits beyond what regular employees
receive), to have those benefits recorded as wages. The following is a quote from IRS Publication 15-B:
“If your plan favors highly compensated employees as to eligibility to participate, contributions, or
benefits, you must include in their wages the value of taxable benefits they could have selected.”

To comply with this regulation, if the school district or system pays all or part of an employee’s share of
a premium only for select employees, add the premium amount to the employees’ gross wages, and take
the deduction for the benefit through payroll processing. Grossing-up employees’ wages and deducting
the premium through payroll deduction will correctly report the wages for the employees on their W-2
Statements.

If paying all or a portion part of an employee’s share of a premium for all participating employees, it is
not necessary to gross-up the wages. In this instance, the employer contribution flag on the deduction
screen should be setto Y (Yes). Employees’ wages should be grossed-up only if the employer
contributes for a select group of employees.

Example: The school district or system pays all health insurance premiums for the superintendent, but
all other employees pay the regular employee’s share. The superintendent’s monthly salary is
$10,000.00 and the employee’s share for the insurance is $400.00. To report this information correctly,
increase the superintendent’s monthly gross pay to $10,400 per month and enter the employer share
premium on the superintendent’s deduction screen. PCGenesis will in turn deduct the premium from the
employee’s gross pay when running payroll. If the SEC125 flag on the deduction screen is marked with
‘Y’ (Participating in section 125), PCGenesis deducts the premium pre-tax, and subsequently, there is no
affect on the superintendent’s net pay.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 4:
Update/Display Payroll Information, Procedure B: Updating/Displaying Deduction Data for the
instructions to change employees’ premiums. Procedure C: Updating/Displaying Gross Data of the
same document provides the instructions to change employees’ gross pay.
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PCGenesis Personnel System Operations Guide

Topic 8: Exporting the Payroll Deduction Export File from
PCGenesis

Refer to the Payroll System Operations Guide, Section I: Special Functions, Topic 8: Payroll Export

and Import File Processing, Topic 8B: Payroll Deduction Data Export and Import File Processing for
instructions.
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PCGenesis Personnel System Operations Guide

Topic 9: Importing the Deduction File into PCGenesis (Not for
use with the State Health Benefit Plan)

Refer to the Payroll System Operations Guide, Section I: Special Functions, Topic 8: Payroll Export
and Import File Processing, Topic 8B: Payroll Deduction Data Export and Import File Processing for

instructions.
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