Dr.John D. Barge, State School Superintendent
“Making Education Work for All Georgians”

GEORGIA DEPARTMENT OF EDUCATION
OFFICE OF THE STATE SUPERINTENDENT OF SCHOOLS
TWIN TOWERS EAST
ATLANTA, GA 30034-5001

TELEPHONE: (800) 869 - 1011 Fax: (404) 651-5006
http://www.gadoe.org/

MEMORANDUM
TO: PCGenesis System Administrators
FROM: Steven Roache, Senior Information Systems Manager

SUBJECT: Release 12.04.01 — FICA and Federal Withholding Table Updates /
Miscellaneous Updates / Installation Instructions

This document contains the PCGenesis software release overview and installation instructions
for Release 12.04.01.
PCGenesis supporting documentation is provided at:

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx

December, 2012 Payroll Completion Instructions

This release can be installed at any point, as long as the preceding release (12.04.00) has
already been installed. The 12.04.01 release is not dependent on your payroll status.

NOTE: If you have already run a January payroll without the new tax parameters, it is OK as
long as you applied the 2013 OASDI tax rate as directed in the Portal Notification Message of
01/04/2013. Since Federal tax withholding is an estimate of what the employee will owe, and
since the dollar differences generated by the tax updates are minimal, updating the tax tables
after your first payroll of 2013 causes no problems.
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation
Instructions

Section A: Overview of Release

Al. Payroll System
Al.l1. 2013 FICA Updates

The FICA tax parameters have been updated for calendar year 2013. This release automatically
updates the FICA tax tables into PCGenesis.

The employee tax rate for social security is 6.2%. Previously, the employee tax rate for OASDI
was 4.2%. The employer tax rate for social security remains unchanged at 6.2%. The social
security wage base limit is $113,700. The maximum employee and employer OASDI deduction
is $7049.40.

The Medicare tax rate is 1.45% each for the employee and employer, unchanged from 2012.
There is no wage base limit for Medicare tax.

Al.2. New Additional Medicare Tax Effective 01/01/2013

In addition to withholding Medicare tax at 1.45%, an Additional Medicare Tax of 0.9% must
also be withheld on wages paid to an employee in excess of $200,000 in a calendar year. The
Additional Medicare Tax must begin to be withheld in the pay period in which wages exceed
$200,000, and continue to be withheld each pay period until the end of the calendar year.
Additional Medicare Tax is only imposed on the employee. There is no employer share of
Additional Medicare Tax. All wages that are subject to Medicare tax are subject to Additional
Medicare Tax withholding if paid in excess of the $200,000 withholding threshold. This release
automatically updates the FICA tax tables into PCGenesis.

Al.3. 2013 Federal Income Tax Withholding Updates

The Federal withholding tax tables have been updated for calendar year 2013. This release
automatically updates the Federal tax tables into PCGenesis.

Al.4. 2013 Georgia Unemployment Insurance Taxable Wage
Base

Georgia's Unemployment Insurance Taxable Wage Base increases to $9500 from $8500
effective on 01/01/2013. This release automatically updates the DOL Gross Over Amount on
the State Tax Table screen into PCGenesis.
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation
Instructions

Al.5. PSERS Contribution Report & File

The PSERS Contribution Report & File (F2, F5, F10) doesn't handle employees with both old
and new PSERS records in history file in the same period correctly. When the $10.00 and $4.00
amounts are combined, the PSERS extract gives an incorrect error message. This problem has
been resolved.

Al.6. Print YTD Earnings Register

If the new employee FICA tax rate of .062 has been entered into PCGenesis prior to release
12.04.01, the Print YTD Earnings Register — Summary by Employee Report (F2, F10, F13) gives
incorrect OASDI error messages for all employees for calendar year 2012, making it impossible
to balance to the W-2s. This problem has been resolved.

A2. Personnel System

A2.1. Post Leave Input Data

The Leave Posting program (F3, F4, F2, F3) in the new Enhanced Substitute Pay and Employee
Leave System has been enhanced so that when using the ADD option, and when an employee
has used all 40 gross data account lines, the system will now try to condense the employee’s
gross data account lines so that an error does not occur during posting.

A3. Financial Accounting and Reporting (FAR) System
A3.1. Vendor Listing Export File

The report and the export csv file created from the Vendor Listing, by Vendor Name Sequence -
All (F1, F14, F12) procedure has been enhanced to include the vendor e-mail address, the fax
phone number, and the Federal W9 information.

A3.2. Bank File Maintenance

A problem has been corrected with the Bank File Maintenance program (F1, F8, F9, F1). Now,
adding and maintaining records proceeds without any errors.
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation Instructions

Section B: Installation Instructions for Release
12.04.01 Software

B1. Perform a PCGenesis Full Backup

When the prior evening’s backup was successful, and when installing Release 12.04.01 before
performing any work in PCGenesis for the day, proceed to B2. Install PCGenesis Release. In addition
to its current labeling, also label the prior evening’s backup CD/DVD/tape as “Data Backup Prior to
Release 12.04.01”. Continue to use the backup CD/DVD/tape in the normal backup rotation.

Step Action

1 Verify all users are logged out of PCGenesis.

2 Close Uspool at the server.

3 Perform a PCG Full Backup to CD or DVD or Tape.

4 When the PCGenesis backup completes, label the backup CD or DVD or tape “Full System
Backup Prior to Release 12.04.01".

5 Proceed to B2. Install PCGenesis Release 12.04.01.
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation Instructions

B2. Install PCGenesis Release 12.04.01
FROM THE PCGENESIS SERVER

1 Verify all users are logged out of PCGenesis.

2 Open Windows® Explorer.

3 Navigate to the K:\INSTAL directory.

4 Verify PCGUNZIP.EXE, RELINSTL.BAT, and INSTLPCG display.

If PCGUNZIP.EXE and RELINSTL.BAT and INSTLPCG do not display, return to the
MyGaDOE Web portal, and detach the files from the Web portal again.

5 Double-click RELINSTL.BAT to perform the installation.
A status screen will display showing the release steps as they are completed.

A screen will display showing the progress of the installation:

B PCGDist=R3H  Current Relesss 1dnnnn 8 1447004 SV AN BCSECOHI =18 x]
InstlPCG
Install PCGenesis Release
12.nn.nn
Installation Action Status
FCGOS
PFCGTYPE
Check 1|'-l'|r|.?.||.'l Sl Extrecton - POGUNTIP. a8
Too ungip: o Bleg: in POGLUINZIP. exoe 10 thes specifind It
PCGenes  foldes press the Uinzp buion
PCGUNZE  Urcp to folder M_IE
Copy Fi K NSTL Browse.. | L I
W Dvervbe et without peomgding Abent
Conwers _I
Help
Finish ——I
[ Unnppang TAES 27D
Installation in Process 12.nn.nn
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation Instructions

For PCGenesis Release 12.04.01 successful installations, the following message displays:

i PCG Dist=89%1 Current Release 11.an.nn 0 11472601 SW B9 KISECOND =18 =]
InstlPLE
Install PCGenesis Release
12.nn.nn
Installation Action Status
PFCGOS 2K 2083
PEGTYPE k1)
Check Previous Install Continue Installation
PCGenesis Status Ho Active User
PCGUnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed
Finish Installation Cnstallation Successful
_  Any Key to Continue 12.nn.nn

Step Action

6 Select Enter to close the window.
7 If the installation was successful: Proceed to B3. Verify Release 12.04.01 Was Successfully
Installed.

If the installtion was unsuccessful: Proceed to Step 8.
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation Instructions

A problem message displays if an error occurred:

i PCG Dist=89%1 Current Relesse 11anan 0 11472811 SECONE =18 =]
InstlPCE
Install PCGenesis Release
12.nn.nn
Installation Action Status
PFCGOS 26 2083
PEGTYPE k1)
Check Previous Install Continue Installation
PCGenesis Status Ho Active User
PCGUnzip Problem with PCGUHZIP.EXE
Copy Files
Conwersion
Finish Installation
@II with UHZIP Processt? == Call hl@
Installation in Process 12.nn.nn

Step  Action

8 Select F16 to close the window.

9 Return to the MyGaDOE Web portal, and detach the files again.

10 Contact the Technology Management Customer Support Center for additional assistance if
needed. A description of the error will display with instructions to call the Help Desk.
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A warning message will display if the release installation is repeated:

= POGDsU=E99] Cuvent Release 110300 0 09/28/2011 S¥ @7l 2 =1%] x|
CHAMPAYR

’I"U':IS'I-’-I'IE Systen Conversion for Release 12.nn.nn

R

Release 12.nn.nn conversion of the File

PERSOHMEL , DEDS

<El5 already run EWlfSSFHIIQ' >

A warning message will display if the release installation is repeated, but in this case, the installation is
considered successful. In this instance, select any key to continue:

= POG Dist=899 Current Relesse 1nnan 0 19472844 |
Inst1PCE
Install PCGenesis Release
12.nn.nn
Installation Action Status
PLGOS Ik 2083
PECTYPE sU
Check Previous Install Continue Installation
PChenesis Status Ho Active User
PCGUnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed
Finish Installation C Installation SHI:E:E!S'FI.I].)
GEIEJEP Table Already Updated >
_ fmy Key to Continue 12.nn.nn
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Step  Action
11 Proceed to B3. Verify Release 12.04.01 Was Successfully Installed.
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Release 12.04.01 — FICA and Federal Withholding Table Updates / Miscellaneous Updates / Installation Instructions

B3. Verify Release 12.04.01 Was Successfully Installed

1 Log into PCGenesis.
2 From the Business Applications Master Menu, select _30_| (F30 - System Utilities).
3 From the System Utilities Menu, select _17 | (F17 - Display Current Release Number).

The following screen displays:

B PCGDist=§991 Rel=12.04.01 01/08/2013 PCW 001  C:\DEYSYS C:\SECOND =1
DEFNRELH
The Following D.0.E. Releases Have Been Successfully Loaded:
DOE 11.681.88 083/31/72811
DOE 11.82.88 085/31/2811
DOE 11.82.81 07/1472011
DOE 11.83.88 89/38/72811
DOE 11.83.81 1172972811
DOE 11.84.880 1272872811
DOE 11.84.81 B81/25/2812
DOE 12.681.88 083/38/2812
DOE 12.082.00 06/28/2812
DOE 12.83.88 09/28/2912
DOE 12.83.01 1172872012
=i 2
DOE 12.84%.61 81/16/2813
Press <{ENTER> or F16 to Exit
12.03.00

Ste Action

4 Verify Release 12.04.01 displays.
The number of releases and the release installation date displayed may not correspond with
the preceding screenshot example. This is acceptable as long as DOE 12.04.01 displays.
If Release 12.04.01 does not display, contact the Technology Management Customer
Support Center for assistance.

5 Select Enter.

6 Log off the PCGenesis server.

7 Verify users remain logged out of PCGenesis.
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B4. Perform a PCGenesis Full Backup after Release
12.04.01 is Installed

Step Action

1 Verify all users are logged out of PCGenesis.

2 Close Uspool at the server.

3 Perform a PCG Full Backup to CD or DVD or Tape.

4 When the PCGenesis backup completes, label the backup CD or DVD or tape “Full System
Backup After Release 12.04.01”.
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