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Introduction

Katie Green has been with the Georgia
Department of Education for over nine years,
currently working with the Data Collections
Department. Katie is responsible for the
Certified/Classified Personnel Information
collection (CPI). She is also the PCGenesis
expert for Data Collections. Katie has 16 years of
service in the corporate sector in accounting and
six years as a Business Analyst. She is a native
of Atlanta, Georgia, and attended Atlanta Public
Schools. Katie holds an Associate’s Degree in
Business Administration and a Bachelor of
Science in Technical Management.
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Objectives / Learning Targets

e The leaner will be able to understand the difference between
the Check/Direct Deposit /add menu and the Manual Checks &
Voids From Previous pay menu under Payroll system

e The leaner will understand how do adjust for TRS and FICA with
Earning history adjustment and Gross data correction.

e The learner will understand the importance of the import and
export tools.

e The learner will be able to set up the TRS for retiree returning at
49% HB385 HB210 /SB 327 TRS Retirees
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Objectives / Learning Targets

Difference between the Check/Direct Deposit /add
menu F6 option

And

Manual Checks & Voids From Previous pay menu
under Payroll system F9 option
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Current Payroll
Check/Direct Deposit Void/Add Menu

] PCG Dist=8991 Rel=21.03.00 10/113/2021 DODO0Z SV CASQLSYS CASECOND YELLOW
The Check/Direct
= = FHey Check and Direct Deposit Menu
Deposit Void/Add
1| -~ Print Balance Sheets [After Updates)
M e n u ( F 6 ) i S u Se d o [E:I:Ln:e:nsc:h P:;t&S Leal:.*re Spysatt:ri Go to Pers Menu & Post Leave]
2 | -- Calculate Payroll & Print Excepti
51 Gt oyl &P Tl gt
to CO rre Ct C h e C k _4 | - Calculate Payroll & Update YTD [Final)
_24 | -- Import Leave Data for Paystubs From Leave Management System
errors for the s
current payroll.
Checks may be i -
] . -~ Manual Checks & Yoids From Previous Pay Menu
VO I d ed y ISS u ed y O r ﬁ] == Print Final Payroll Distribution
13| -~ Update Earnings History With Current Pay

re | SS u e d ; a S 14| - Update Budget Files With Current Pay
necessary.

5 | -- Print Paychecks and Direct Deposits
&5 | -- CheckDirect Deposit YoidfAdd Me

7 | -- PrintFinal Payroll Hegister

_8 | -~ Print Deduction Registers & Create Direct Deposit Export File

Mastur ”“'ligt

| 15| 5| I YN
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Current Payroll
Check/Direct Deposit Void/Add Menu

If you send a NACHA file to the bank, and the bank tries
to process the file but finds an error, if the user has NOT

run F13, Update Earnings History, and F14, Update
Budget Files, the user can use the Check/Direct
Deposit Void/Add Menu to correct the NACHA file. This

can be a life saver!!!

Void/Reissues can handle both regular checks and
direct deposits.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Current Payroll
Check/Direct Deposit Void/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASCOLSYS CASECOND YELLOW — O s
Payroll System PAYMBAOZ
FKey Check and Direct Deposit HMenu

1 | -- Print Balance Sheets [After Updates])

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
2 | -- Calculate Payroll & Print Exceptions
3 | -- Calculate Payroll & Print Trial Register Need to COrreCt
4 | -- Calculate P Il & Update ¥TD [Final ifi
Aleiste e et kel problems for specific
24 | --
: | o Im.purt Leave Data for I_jaystu:sul;rilt]? Leave Management System employeeS, but Checks

-- CheckfDirect Deposit YoidfAdd Me
¥ | -- PrintFinal Payroll Reqister

have already been
| printed.

8 | -- Print Deduction Registers & Create Direct Deposit Export File

9 | -- Manual Checks & Voids From Previous Pay Menu
12 | -- Print Final Payroll Distribution

13 | -- Update Earnings History With Current Pay
14 | -- Update Budget Files With Current Pay

et e VS ) ) S ] [ I bl
| = Wi | PAY. | VEND - \
\V/aVOE

FOHITOR, | MORITOR
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Current Payroll
Check/Direct Deposit Void/Add Menu

E PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 5V CASCOLSYS CASECOND YELLOW — O bt
Fayroll System FAYUODIDP
FKey Check/Direct Deposit Uoid/Add Procedure

Once you start a
Void/Add process, it
must be completed.

I ,_1__] -- Step 1. Void/Add Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessa
_3 | -- Step 3. Trial Register for Additional Checks/Direct Deposits
_ 4 | -- Step 4. Calculate Pay and Update YTD
__'_5_| -- Step 5. Print Additional Checks{Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 - 3 can be repeated as often as necessary.
Hecords will be accumulated until step 4 is processed.

Master | Usetig | 17.01.00 ;
| 15 [ iz | BAY, | VEND O | [ )OE
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Current Payroll
Check/Dlrect Deposit V0|d/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/72021 DOD 002 SV CASQLSYS CASECOND YELLOW
PAYUDID
Payroll Check / Direct Deposit Uoiding / nAdding
Enter Employee Humber: 87781
Employee: ADZER, TAZ
ChecksDD H: S 8882
Amount 3,296 .57
Iwill a replacement check / direct deposit be issued? YES {¥YES or ND)I
Enter — Continue, F16 — ReEnter sExit
zmzlw . ;,-,':—3% 21 .63 .60
el

To simply void the check, answer NO to the question, “Will a
replacement check / direct deposit be issued?”

To void and then to reissue a new check, answer YES to the
qguestion, “Will a replacement check / direct deposit be issued?”
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Current Payroll
Check/Direct Deposit Void/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/2021 DODO0Z2 5V CASQLSYS CASECOMND YELLOW — | bt
Status fActive UpdatesDisplay Gross Data PAYB7
EmpHo 87781 ADZER, TAZ Class 1 CLASSAROOM TEACHERS

55H 999-—@8-7781 Loc 188 Location 888188 Job cd 3 TEACHER 4-8

Salary sched Cert level T& Pay step L2 State yrs 13 Local yrs _3

Work sched ID _  Hrs/sDay _8.08088 Days/Week 8 HrssWeek _48.6868 13714 pay sw ¥ Budget

Ann work days 8 Days worked ¥TD G.88 This per 8.88 Days docked ¥TD g.88 This

Proc FPay Pay Rate DayssHrs Days/Hrs Reqular Ouertime GHI % FPay Pay for The mISSIng
Type Type HrlysDaly Regular Ouertime Gross Gross Dist Reas Period Eng

1. 5 0010 5047 58 1.0000 _ pay can be
g2. 5 8611 23042 /7
g i - - added

86 .
3OOy _57 1.8808 Sub Budget
¥ Fnd F Prgm Fnct Objct Fcty B addt'l Pens Gross Pens Amt Contract Distrib Flag
ACCT 81 22 188 _ 16851 16668 11688 188 1 ¥ 5
ACCT 82 22 188 _ 1853 16866 1168488 _1488 1 il T
ACCT 83 22 188 _ 1638 21668 12188 _ 188 1 _ H
ACCT 84 22 1808 _ 16821 16668 118688 _ 188 1 _ i
ACCT B85 88 55 i 55 R
ACCT 86 68 s s s s
Total gross o9 _a7F Pens code 2 TRS Pens Amt/% -B6 88
Cycle gross hG9h 67 Pens switch il Pay sch. # 12
State salary 48571.88 TRS service ind 1 TRS/ERS Pens Gross Cycle A4, Gal ¥
Local salary 2765.88 TRSE serw lock H Adj Amt/s% Contmo 18
Other S000. 08 Ho pension code 88 PY contmo 18
Contract amt 56336.88 Pens elig date B8/83,/,2017
Validations passed. Save your changes.
ENTE'W Fj..'% Fz*r% F3§ F-+ Fs FE F? F= m Fs-'gdn F1DT i1 |.‘°"i Fia 4] L'E:,_ 21.83.08
e = FPer Ded Grs WwiH L Yid | Help | Adj FICA | Gar

Go back to Payroll update menu option F1 or F4 to put in your adjustment

-«
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Current Payroll
Check/Direct Deposit Void/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/2021 DODOD2 SV CASCQLSYS CASECOMND YELLOW — a =

Payroll System PAYUDIDP

Check/sDirect Deposit UoidsfaAadd Procedure

FHKey
1 | -- Step 1. ¥oidfadd Request Procedure
Step 2. [Return to Update Menu for Adjustments as Mecessary]
2 | -- Step 3. Trial Register for Additicnal Checks/Direct Deposits
4 | -- Step 4. Calculate Pay and Update ¥YTD
Jia |
12 |

-- Step 5. Print Additional Checks/Direct Deposits

-- YoidfAdd Procedure Mnnitnrl

MNote: Steps 1 - 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

Master llserlist 17 _61 _88

|:1:5‘qn “—u% Wor@ MORITOR | MORITOR

| now return to the Check/Direct Deposit Void/Add

Procedure Menu. From here, let’s look at the Void/Add

Procedure Monitor, F12. G
a

OE
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Problems in Current Payroll
Void/Add Menu

m PCG Dist=8991 Rel=21.03.00 10/13,/2021 DOD 002 SW CASCQLSYS CASECOMND YWELLOW — [ >

PAYSTUPH

UoIDSsADD PAYROLL SEQUENCE MONHITOR

Request additional checks

Run exceptions register with no exceptions
Calc payroll and update ¥TD Figures

Print paychecks and Direct Deposits

ZZIZI<

Check the
Void/Add Monitor
to track your steps

Press F16 to exit.

12_83 .88

Use the Void/Add Monitor to track your steps in the Void/Add process.

You can see that | have requested additional checks but have not gone any
further yet.

-« &
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Current Payroll
Check/Direct Deposit Void/Add Menu

m PCG Dist=8991 Rel=21.03.00 10/13/2027 DOD 002 SV CHS5OLSYS CHNSECOMND WELLCW — 1 P
Payroll System PAYUOIDF
FHey Check/sDirect Deposit UoidsAadd Procedure
1 | -- Step 1. voidf/Add Request Procedure
Step 2. [Heturn to Update Menu for Adjustments as Mecessary]
I 3 e SteE 3. Trial F{egister for Additional Checks/Direct Deposits
4 - - Step 4. Calculate Pay and Update ' TD
5 | -- Step 5. Print Additional ChecksfDirect Deposits
12 | - - woidfAadd Procedure Monitor
MNMote: Steps 1 - 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.
Mazten Userlist 1F .81 ._.84a
G| IS | Werdsp | B4 | MEND

From the Add/Void Menu, we will run the Trial Register (F3) for
the reissued or voided checks.
Note that Step 3, 4, and 5 must be run in order

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future : a OE
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Current Payroll
Check/Direct Deposit Void/Add Menu

REPOET DATE 10/1&€/2012 05:18 DAY TRIAT DPAYROLL. TRIAL REGCISTER FOR DAY 09/28/12 DLCE 1

LOCRTION 0102 - Location 000102

LOC EMD § CL HRME REG HRS OT HRS GROSS ANNUITY  FEDERAL OLSDT HI STATE EETIBE BETC
0102 BEEES 10 DRALING, EE4EIS Z115 .31 0. 81 71_22 zZ4a._59 S&. 68 95_8z2
MET DAL¥: 1385_49 DD
316.88 f08 10Z2.8¢ /33 f1a3 1.00 /43
REPORT DATE 10/1&/2012 09:18  PAYTRIAL PAYROLL TRIAL BEGISTER FOR DAY 09/28/12 PAGE 8
DAYROLL GROSS Z,115_31
FICR — OASDT T1.22 1, 695.53
FICAR — HEALTH IHSURANCE 24.53 1, €95.59 Trlal Reglster
03 FED INCOME TAX €081
04 VENDOR 000012 SE_E6 ShOWS One
08  GHI-NON-CERT 316.86 I CheCk
23 VENDOR 002320 102._86 I
43 VENDOR 004320 1.00
TES 95_82 1,597.00

+* DRYROLL CHECKES NET

++ DIRECT DEROSIT NET 1,3835.43
TOTRL DEDUCTIONS TZ9._82
# OF CHECES TO EE WRITTEN hiz MLTES: FEMRLES: hle

Review the Trial Register. Note that the Trial Register reflects
only the reissued or voided checks. o
(70 OE
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Current Payroll
Check/Direct Deposit Void/Add Menu

REPORET DATE: 10/16/2012 TETLT, EMPTOYER BEENEFIT DISTRIEUTION EY EMPLOYEE FOR 05/28/12 DAYTRTAT DLEE ol
EED'}D o o EEGDD e e v e e e e e e e e o 21|:||:||:| o e 21[:”:"} o e e e
DENSION DEN=ION (OBEJECT)
EMPIOYEE NIAME SATAEY GROSS OLES0T GROSS HT GROSS (OBJECT) GROSE DIEN EMPR
EME_ £ OREDT IMT HT AMT TIYPE IMOTUNT C GHT nMT N GHI AMT SHE/EMEL
DLATING, EE4EIS 2,115.31 1,895.55 1, 8595_55 1,5597.00
BEe89 105_13 £4 59 TER=S 18z 22 446 20
Deductions: le.g9 f33 5.75 Ff13
EMPTOYER SHARE GRAND TOTAL 2,115.31 1,895.55 1,€55.53 (23000} 1,5597.00
105_13 £4 59 TR=S 18z 22 446 20

NOTE: TRS DOE PAID ERCON = "Y' ON THE EMPLOYEE BECORD INDICATES THAT THE GEQRGIL DEPRRTMENT OF EDNCATION WILL
DLY THE EMPLOYER-DPATD CONTRIEUTION FOR THE EMPLOYEE. ON THISE REDMORT, THE TOTAL TRE EMPLOYER SHLDE
AMOUNT THCLUDES 'TRS DOE PATD ERCON' CONTETEUTIONS, AND THESE CONTRETIEUTIONS WILL EE ITHCLUDED ON THE
EMPLOYEES " EBRRNTINGS HISTORY BRECORDS.

EEPORT DATE: 10/1&/2012 TRIAL EMPLOYER EENEFIT DISTRIEUTION EY EMPLOYEE FOR 05/28/12 PAYTRILL DPLGE 3
OED NG DEDUCTION DESCRIPTION TOTAT, DED» EMPLE AMT DEDUOCT EMPLE INDICRTOR

13 VENDOR 002520 5.7% Fixed amount
i3 VENDOR 002520 1&_&9 Fixed amoumnt

The Trial Employer Benefit Register is also available

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future L: a OE
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Current Payroll
Check/Direct Deposit Void/Add Menu

E PCG Dist=83%91 Rel=21.03.00 10/13/2021 DOD 002 5V CASQLSYS CASECOND YELLOW — O >
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/add Procedure

1 | -- Step 1. VoidfAdd Request Procedure
Step 2. [Heturn to Update Menu for Adjustments as Necessary]
3 - - Step 3. Trial Reqgister for Additional ChecksfDirect Deposits
I 4

- - StEE 4. Calculate F"ax and UEdate YTDI

9 | -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Voidfadd Procedure Monitor

Mote: Steps 1 - 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

Mastep Userlist 17.81._.88

F1E- I]-u% Wur@ MDPr\ﬂ'IIR MVDEIITDR.
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Current Payroll
Check/Direct Deposit Void/Add Menu

E PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CANSECOMND YELLOW — O >
Payroll System PAYUDIDP
FHey ChecksDirect Deposit Uoid/sadd Procedure

1 | -- Step 1. Yoidfadd Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessary]
3 | -- Step 3. Trial Register for Additional Checks{Direct Deposits
4 -- Step 4. Calculate Pawy and Update ¥ TD
5 -- Step 5. Print Additional Checks/Direct Deposits I

12 | -- Voidffadd Procedure Monitor

MNote: Steps 1 - 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

Master llserlist 17.01._088

Fu;‘h I]-u% Wor% MORITOR: | MORITOR:
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Current Payroll
Check/Direct Deposit Void/Add Menu

If an employee is not in the payroll due to an oversight,
an employee can be added with the Void/Add Menu.

We can run and re-run the Void/Add process as many
times as necessary if F13, Update Earnings History, and
F14, Update Budget Files, has NOT been run. Once
F13 and F14 have been executed, corrections can’t be
made unless files are restored.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ;: a OE

Georgia Department of Education



Current Payroll
Check/Direct Deposit Void/Add Menu

E PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 5SW CASCOLSYS CASECOMD YWELLOW — O >
PAYSTUPH

voIpsAapDd PAYROLL SEQUEHCE MOHITOR

After the pay
statement(s)
have finished
printing, the
Void/Add
Monitor resets

Request additional checks

Run exceptions register with no exceptions
Calc payroll and update ¥TD figures

Print pauychecks and Direct Deposits

T T

Press F16 to exit.

12.83 .88

o
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Current Payroll
Check/Direct Deposit Void/Add Menu

B pCG Dist=8991 Rel=14.03.00 10/29/2014 PCW 004 S¥ CODEYSYS CLSECOMNE WHITE — = Lil
PAYUOID
Payroll Check F Direct Deposit Uoiding 7 adding
Enter Employgee Humber:- B7298H
Employee: HAIDISOMN, YUIIHO
Check/sDD #H:-
Amount:
Employes does not hawvwe a check or direct deposit.
Enter to ADPD employee to paproll cycle F146 to reenter
Enter — Continue, F16 — ReEntersExit
zun:v F15& 14863 .88
o

To process a check for a person that is not on your
pay run ENTER to add the employee to the payroll.

y N “
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Current Payroll
Check/Direct Deposit Void/Ad Menu

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 SY¥ C:\DEYSYS C:\SECOND WHITE - ;Iilil
PAYUDID
Payroll Check / Direct Deposit Voiding / Adding
Enter Employee Humber: S7998
Employee: HAZIDISOH, YUIIKOD
Check/DD #:
Amount:
Employee Upid/Add Successful.
Enter - Continue, F16 - ReEnter/Exzit
E“ﬂf chk 14.83.88
e

o
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Current Payroll
Check/Direct Deposit Void/Add Menu

[ =—] PCG Dist=8991

Status Actiue
EmpHo B799R8 HAIDISOM,

YUIIHD

Rel=14.03.00 10/29/2014 PCW 004 S¥ CHDE¥SYS L SECONE
UpdatesDisplay Gross Data

Class

_IEle
PAY OF
5 TCR AIDES PART-TIHE

E5H CoOO—-—@R—FOOR Loc 30958 Location 883054 Job cd 3 TEACHER AIDES
Salary sched Cert lewuel Pay step E State yrs _ A8 Local uyrs _ 8
Vork sched ID _ Hes/sDay 8._00808 Dayssieek 8 Hrs/sWeek a.o0a 13714 pay sw Budget pay cat ___
Ann work days 8 Days worked YTD B.88 This per a.88 Days docked ¥YTD a.8aa This per a. a8

Proc Fauy FPay Rate Days/SHrs Days/Hrs Regular Ouertime GHI % Pay Pay for

Type Type HrlysDaly Regular Overtime Gross Gross pist Reas Period End
ai1. A 55 .088 168.688 558.88 __
az. n 55 .08688 5.688 275 .88 ——
a3. _ =
an . i
as . S . .
%l —| Th

15 .88 B25 .88 e mISSIng
¥ Fnd F Prgm Fnct 0Objct Fcty B Addt"1 Pens Gross Pens Amt Contra

ACCT 81 15 188 _ 1821 1888 11408 i B o [ pay Can be
ACCT 82 15 188 _ 1821 10808 114808 3858
ACCT a4 08
ACCT 85 88 e = added
ACCT 86 86 i = |

TRS & ERS Pens Gross Ad] Total gross 825 .88
Amt /% Contract amt Cycle gross Cycle 1 Cal ¥r
Pay sch. # 12 State salary Local salary oOther

Pens code a Pens elig date Aamt % Contmo 88

Pens switch ¥ TRS service ind B PY contmo 088
Ualidations passed. Save ygour changes.

ENTEV Fi > % I‘—'Z‘% F= % F'I' F5 F'E F7 F= E F3 Sd‘ Fio I =1 E FI‘Z-IEI F15& 1 !I- = 32 = BB
e | = o A Per | Ded Grs | wsH Lw vid | Help | Adj | FICA | Gar

Now when | access an employee’s Gross Data screen can now add
additional pay!

If | need to change deduction amounts or change direct deposit account
numbers, | will find that F9/pencil is now available on all the employee payroll

screens.
-«
(70 OE
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Current Payroll
Check/Direct Deposit V0|d/Add Menu

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 SY C:\DEYSYS [:'SECOND WHITE HITE _Iﬂlll
Status Active Update/Display Payroll Withholding/Direct Deposit Data FAYag
Employee number 87908 Hame HA3DRISOW, YUITKO Loc 36548

Social security 999 B8 7998

Federal: Har Stat 5 Exempt _8@ Withholding Code 8 Amt/% )
State: HMar Stat A Allowance Har 8 Dep _@ Withholding Code 8 Amt/% .88
Switches: Fed ¥ State ¥ FICA ¥ (¥=Yes HN=Ho H=Medicare)
AEIC _
Enable Direct Deposit ' Yes
" No Direct Deposit Accounts
Bank Hame Account Type Hethod Amt/% Prenote
Db #1687 UHITED BAHMKIHG COMPAHY 1112222333344 C P 1.00088 ¥
Db #2 s i B. 08800 "
Db #3 _ - - A.08844 ooy
DD #4 _ _ 8. 060800 =
Db #t _ _ 8. 080804 =
\\\\\\\\\ Use Percentage of
Ded Desc Ded Annuity Company Tupe Percentage: Annuity Gross:
AHHUITY #1 fFf m — . . H B.808840
ANNUITY #2 7 82 Direct dep03|t N 8.8080
Annuity # 3 /7 68 I b | A.00080
Annuity # & /7 60 Can alSo be N 6.p088
Annuity # 5 7/ 68 | A.00080
added.
UValidations passed. Save your changes. .
EHTEV FL.‘% FZ‘% F3§ F'l- F5 FE[@ W@ Fz n FEilﬂ'l'j-’.I F.1IZIT FIIILl FI2-IE F15l& 1’4.“3.““
e | s e Per | Ded | Grs |Ww/H | Lv | ¥td | Help | Adj | FICA | Gar
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Current Payroll
Check/Direct Deposit Void/Add Menu

E PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOMND YELLOW — O =
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure

__1_| -- btep 1. ¥oid/Add Request Procedure

Step 2. [Heturn to Update Menu for Adjustments as Necessary]
__3__I -- btep 3. Trial Register for Additional Checks/Direct Deposits
_ 4 | -- Step 4. Calculate Pay and Update YTD

_ 5 | -- Step 5. Print Additional Checks{Direct Deposits Come baCk to the

12 | - - voidiadd Procedure Monitor VO|d/Add Menu and
complete the
process.

Mote: Steps 1 - 3 can be repeated as often as necessary.
Hecords will be accumulated until step 4 is processed.

Master User“ﬂ 17 .81._848
e8| 1S | YoriSh | | DAY | MEND

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future V‘ a E OE
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Manual Checks & Voids From
Previous Pay

PCG Dist=8997T Rel=21.03.00 10/13/72021 DODO0DZ2 SV CASCLSYS CASECOND YELLOW — | >
Payroll System PAYHMBOA3
FKey Check and Direct Deposit Henu

-- Print Balance Sheets [After Updates]

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

- Calculate Payroll & Print Trial Register

- - Calculate Payroll & Update ¥ TD [Final)

-- Ilmport Leawve Data for Paystubs From Leawve Management System

- - Print Paychecks and Direct Deposits Use Only for

- - Check/Direct Deposit VYoidfAdd Menu

Print Final Payroll Register CheCkS that

-~ Print Deduction Registers & Create Direct Deposit Export File Were issued Or
- o voided before

== Print Final Payroll Distribution

-- Update Earnings History YWith Current Pay this paer”

- - Update Budget Files YWith Current Pay

e [l Lk b

-- Manual Checks & Yoids From FPrevious Pay Menu I

Master Us-erlist 13 _62_88

re 3| IS | MoriS | B4R | MERID

-«
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Manual Checks & Voids From
Previous Pay

m PCG Dist=89971 Rel=21.03.00 10/13/2021 DODO0Z SV CASQLSYS CASECOND YELLOW — O =
Payroll System MAHLMEHU
FKey Manual/Uoid Check & Direct Deposit Henu
9 | - Enter Manual Check{Direct Deposit |

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

13 | -- Print Manual Check

Heminder: Hegisters must be run or re-run after a Yoid{Manual Check or
Direct Deposit is entered or deleted

17.81.88

\JdDoE
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Manual Checks & Voids From
Previous Pay

* 1 manual check per employee per cycle
* 1 void check per employee per cycle

* Manual and void checks can be entered during a
normal payroll cycle as well

* 1 normal check for the employee
* 1 voided check for the employee
* 1 manual check for the employee
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Manual Checks & Voids From
Previous Pay

E PCG Dist=89%91 Rel=21.03.00 10/15/2021 DOD 005 SV CASOLSYS CASECOMD YELLOW = [ ><
PAYHMAHL
Manual Check For: Employee B9118 HE7:Z0M, DO7IAHN 000-g8-9118 Loc G188
Chk Dt Bank BHKB1 Chk Ho. DD Bank 81 DD acct 11 1111 111275
Req Hr Out—Hr Reg Amt Ouvt Amt
GHI ind ¥ FICA ¥ TRS Serv 1 Retire ¥ TRS DOE Paid ERCOH ? H Pens code 2 TRE
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End

a1 o e

az _ L

a3 £ e,

ay ) ey

as i

Totals
¥ Fnd F Prgm Fnct Objct Fcty B Addt’'l GHI Dist Contract
ACCT 81 22 1688 _ 2641 1668 11888 168 1 1.8608
ACCT 82 22 188 _ 2643 10608 11888 _188 1
ACCT 83 22 1688 _ 9998 2168 14688 1688 1
ACCT B84 22 188 _ 9998 21688 14688 188 1
ACCT 65 B8 _ -
Totals

OASDI Gr 0ASDI Amt HI Gr HI Amt
Ded 83 H Ded 84 H Ded 89 H Ded 14 H Ded 17 H Ded 33 H Ded 48 H Ded 58 H Ded 67 H Ded 71 H
ped _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded __ _
=*x% Gross Pay #*x** Deductions #x%x Met Pay *3x% MOM TAX

EHTE? Fi P :E FZ ‘1-&: F= % FI+ F5 FE F? F& E F= f Fid ? Fil E Fiz @ F‘.S% 21 i BE i BB
Fisﬁ Fi?%} F1r.~}':[-ﬁ3 Help
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Manual Checks & Voids From

Previous Pay

E PCG Dist=8991 Rel=21.03.00 10/15/2021 DOD 003 SV CASCQLSYS CASECOMD YELLOW - O >
FAYHMAHL

Manual Check For: Employee 89118 HE7S0M, DO7IAH 090-A8-9118 Loc @108

Chk Dt 92382821 Bank BES®1 Chk Ho. _688848 DD Bank 81 DD acct 11 1111 111275

eq_Hr Qut-Hr Reg Amt Out Amt

GHI ind H FICA QJ TRS Serv 1 Retire ¥ TRS DOE Paid ERCOM ? H Pens code 2 TRS

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

| - 18/15/2821

a2 - o

a3 _ —

8y _

a5 _ sk

Totals
¥ Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT @81 22 1688 _ 2041 1060 11604880 _188 1
ACCT B2 22 188 _ 26843 1060 118688 _188 1
ACCT B3 22 1688 _ 9994 2168 146088 _188 1
ACCT B84 22 1688 _ 92990 21098 146008 _188 1
ACCT 8% @8 - .
Totals
0AsDI Gr OASDI Amt HI Gr HI Amt
Ded 83 H Ded 64 H Ded 69 H Ded 14 HjDed 17 HiDded 33 H Ded 48 H Ded 58 H Ded 67 H Ded 71 H
20.808-

pDed _ Ded _ Ded _ Ded = Ded . _Ded = Ded __Ded __ Ded __ _ Ded
*=x* Lross Pay =xx Deductions *=xx Het Pay =x% MOH TAX
ENTE'?'FJP'::‘:IF:JQEC F3%IF'\‘ FE FEiF? F& ulr:ﬁf |L':-.'-Tir:|@ F!ziﬂ | |!—'1EJ':‘:~'5; 21.83.00
F1E« F‘EF%} F*ﬁ'ﬁ

Help
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Manual Checks & Voids From
Previous Pay

[Ej PLG Dist=8991 Rel=21.03.00 10/75/2027 DHOD 005 SV CASQLESYS CASECOMNB YELL O — ]
PAYHMAML

Manual Check For: Employee B2118 HEYIS0OM, DOFIAMN SO -GS 118 Loc @168

Chk Dt _9/38/20821 Bank BKSG1 Chk Ho. DD Bank 81 DD acct 11 1111 111275

Req Hr Ouvt—Hy Reqg Amt [T] m

GHI ind H FICA H TRS Serv 1 Retire ¥ TRS DOE Paid ERCOH 7 H Pens code 2 TRS

Proc Fay B o Pay for
Type Tupe Tot Gross|Check or Direct Deposit? = Period End

a1 = /38772821

az _

a3z £y This manual payment will take the form of a direct deposit

an - _!isl because the

as -_ DD Bank and DD &cct Elre_filled in. NOTE: Manwual payments

= do MOT go to a NACHA file.
Totals
¥Yr Fnd F Prgm Fn To continue as a direct deposit payment, select "OK'.
ACCT 81 22 188 _ 2ahi 14| To change to check payment, select "CAMCEL' and delete DD
ACCT 82 22 1688 _ 2843 14 Bank and DO Account,
ACCT @83 22 108 _ 9990 21|
ACCT 84 22 108 _ 29990 21|
ACCT 65 @8 _ T oK |
oAsSDI Gr oAsSDT AmE HI Gr HI Amt
Ded 83 H Ded 84 H Ded a9 H Ded 14 H Ded 17 H Ded 33 H Ded 48 H Ded 58 H Ded 467 H Ded 71 H
20.008-—
Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _ _ Ded _
=*xx Gross Pay #*x* Deductions 280.88— =x2xx Het Pay Z28.808 #*x2x HNHOH TAX
Invalid Check Humber — Cannot be Zeroes?

ENTE@ F3% F-+ FE F€ F7 Fa g Fa .f ='-.'.T 1 La'_I Fis |EI FiIS -‘{. 21.83.48
F“;@ Help

Manual checks should NOT be created as a direct deposits. Manual
checks created as direct deposits will NOT appear on a NACHA file.

OE

Georgia Department of Education

Go back and erase the DD information. G
a
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Manual Checks & Voids From
Previous Pay

[Fl PCGDist=8291 Rel=21.02.00 10/15/2021 DOD 005 SV CASCOLSYS CHASECOMND YWELLOW iy ] >
PAYHAHL

Manual Check For: Employeese 89118 HE7S0OM, DOF7IAHN 200 QR —O1 18 LOC ﬂlﬂﬂ_1

Chk Dt 9/3852821 Bank BHB1 Chk Ho. agaan DD Bank DD _acct

Reqg Hr Out—Hr Reqg Amt Out Amt

GHI ind H FICA H TRS Serwv 1 Retire ¥ TRS DOE Paid ERCOH ? H Pens code 2 TRS

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

a1 Q38,2821

az

a3z

an

as

Totals
¥r Fnd F Prgm Fnct Objct Focty B Addt"1 GHI Dist Contract

ACCT @81 22 160 2041 10668 116688 1068 1
ACCT @2 22> 1480 2842 18688 118688 1488 1
ACCT @82 22 180 9998 21688 146688 10808 1
ACCT a8y 222 1008 999008 2108 14508 188 1
ACCT B85 @8
oASDI Gr oAsSDI Amt HI nAmt
Ded O3 H Ded 84 H Ded 89 H Ded 232 H Ded L8 H Ded S8 H Ded 467 H Ded 71 H
Ded Ded Ded Ded Ded Ded Ded Ded

*x¥% Gross Pay #*#xx Deductions EB_BB—I*** Het FPauy 2B_BBI *x3x HONH TAX

Validations passed. Save your changes.

ENTE'w relEE | - == Fell=] F7 Fa E Fa f Fio T Fil Iﬂ Fis ':7-:‘- 21.83.4949
F1G@

Verify the Net Pay amount.

Once the check is verified, select F8 — Save.

Gébor
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Manual Checks & Voids From
Previous Pay

B PCG Dist=6991 Rel=13.03.00 10/24/2013 DOD DDZ S¥ C\DEYSYS [C:ASECOND  GREEN — =] =]
Payroll System MANL MHEHU

FKey HManual/Uoid Check & Direct Deposit Henu

AT LA PUDII.
ete Manual CheckfDirect Deposit —

12 | -- Display/Delete Yoided Check{Direct Deposit from Previous Pay
12 | -- Print Manual Check

15 | - - Void/Add Check to Direct Deposit Bank

Reminder: Hegisters must be run or re-run after a Void/Manual Check or
Direct Deposit is entered or deleted

Masten Userliﬂ 13.81.0808

F15@ “—u% Wor@ MDhﬁTDR MOMITOR.

After you have entered the check/direct deposit, you may
review it through the F10 function. If there is an error, you
may delete the check and start over.

Gébor
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Manual Checks & Voids From
Previous Pay

B PCGDist=8991 Rel=13.03.00 10,/24/2013 DOD 002 5% C:\DEWSYS [C:SECOND GREEN _Iglﬂ
Payroll System MANL HEHU

Manual/Void Check & Direct Deposit HMenu

FKey
9 | -- Enter Manual Check/Direct Deposit
10 | - - Display/Delete Manual CheckfDirect Deposit
11 I H Nl ™ = ST B

I P | I.:": - F Tk
g— - DisElayﬁDelete Voided CheckfDirect Deposit from Previou

13 | -- Print Manual Check

15 | -- VYoid/Add Check to Direct Deposit Bank

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

Mastep |.|svarlist 13.81.88

You may enter a voided check/direct deposit through the F11
function. After you have entered the voided check/direct deposit,
you may review it through the F12 function. If there is an error,
you may delete the voided check and start over. -

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Manual Checks & Voids From
Previous Pay

T L s —w 2T Rel=1Z.03.00 1070572012 DOD 003 CHDEVSYS [ SECOND - GREE _|§|x|
BN D Check or Direct Deposit from Previous Pay PAYUD
Employee 89647 BARAZLEY, TIZAHY Loc @162
AEIC IHD ADU EIC PAYHMT 55H 999-G8-90464L7F
3 Chk Bank BHEGs Chk ovr DD {(C ovr D} _ SERU @
Reg Hr Ouvt—Hr Reg Amt Ouvt Amt Contract
Proc Pay Pay Pay for
Type Tyupe Tot Gross FICA Gr FICA Amt Pens Gr Pens AmE Reas Period End
a1
az
a3
a4y
a5
xxx Totals
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist
ACCT 81
ACCT 82
ACCT 83
ACCT AL
ACCT 8%
Totals Employer paid: GHI
DASDI Gr OASDI Amt HI Gr HI Amt ER: FPens
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 #xx Deductions =*#xx Het Pay * %
ke e = I e P e e e = o e @ S = 12.02.00
F15@ F1._-EI|;) F1sm Help

This feature is used if you are voiding a check that was already processed in
a previous payroll run.

The drop-down selection icon on the Check/Direct Deposit Number field
will provide a list of all the employee’s checks in the current calendar year.

-«
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Manual Checks & Voids From
Previous Pay

B2 PCGDist=6991 Rel=12.03.00 10705/2012 DODOD3 C:\DEYSYS C:SECOND —|=| x|
U0ID Check or Direct Deposit from Previous Pay PAYUD

Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZ2AHY Loc 6182

Transactigpe o AEIC IHD ADY EIC PAYHMT S5H 999-08-9647

Chk Date

Ck/DD # hlk: Rank BKOGR ©thk nvr D0 2 o DY SFRII @
HEg HIt Dut-Hr B PCG Select Check Code i - o] x|

Proc Pay O
Type Type Tot Gross FIC EmlﬂﬂEE II[I'ﬁI:-!EF* E%lﬁ
Mame: BAZLEY, TIZANY

a2 Check  Check  Check DD/ Check Total
a3 _Number  Date Bank Chk  Status Het
o4 0026062 01731720012 BKOS3 D lssued 2 185 61
85 0026373 02/29/20012 BKO03 D lssued 2 18561
e . |oozeE91 0373072012 EBKOS D Issued 2244 73
Yr Fnd F Prgm Fnct Obic |pqo7011  04/30/2012 BKOS D lssued 2 207 07
:gg} g; 0127329 0573172012 BKO08 D lssued 2 183.75
el 0127645 0672972012 BKO0S D lssued 2183.75
sl 0127918 07/3172012 BKO0S D Issued 2.171.71 |
0128193 08731720012 BK0S i Issued 2171.71
ACCT A%
oAsDI Gy DASDI Amt
Ded Ded Ded D
Ded Ded Ded D
Employer Contribution Override
ed.)
**x% Bross Pay XK EEIEE‘E Pﬂym[""'tﬂ Fwﬂl“' tﬂIEnﬂa}h __!fE'wﬂ]"'-
HEfMErl Dune | Eancelll
ENTEV Flr% FE‘!% F3§ F'I- F5 FE F? Fi& u Faég‘ F1IZIT Fnltl Flz-lil F15:& 12.82.00
F15@ F1.-E;' mﬂf HE'D

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Manual Checks & Voids From
Previous Pay

B PCGDist=8991 Rel=12.03.00 10/05/2012 DOD 003
UDID Check or Direct Deposit from Previous Pay PAYUD

C:hDEYSYS C\SECOND

Uoid Check/Dir Dep for: Employee 82647 BAZLEY, TIZAHY Loc @162

Transactips=Tate ei? AEIC IHD ADU EIC PAYMT S5H 999-08-0647
Ck/DD # 128193;:] Chk Date) 8/31/2812 Chk Bank BK88 Chk ovr DD (C or D) D SERU @

Reg Hr Ovt-Hr Reg Amt Out Amt Contract
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a2
a3
a4
a5
=*x Totals
¥ Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist
ACCT 81
ACCT @2
ACCT @3
ACCT B4
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 xx%x Deductions #xx Met Pay ** %
ENTEV Fl'% F;‘F?\‘ F3§ FI+ FE FE F? e u FaéE‘ FmT il E F|2-|E| F'15Q 12.02.086
F1s@ F|.‘-E;I Fis m HE'D

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Manual Checks & Voids From
Previous Pay

—-— PCG Dist=8991 Rel=1Z.03.00 10/05/201Z7 DOD OO3 CDEWSYS CHSECOMND - GREEMN _IEILI
UDID Check or Direct Deposit from Preuvious Pay PAYUD

Upoid ChecksDir Dep Ffor: Employee 894657 BAZLEY, TIZAHNY Loc 61682
Transaction Date 1173852812 AEIC IHD AabDyv EIC PAYHT E5H 999-G8-94647
Ck/sDD # 128193 Chk Date BAI1F, 2012 Chk Bank BHA&8g Chk or DD (G or D) D SERU 6O
Reqg He Out—Hr Reqg Amt 3183 .52 Ouvt AmtE Contract 3183 .52

FProc Pay Pay FPay for

Tyupe Type 0 Gross ICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 s (5157 g5 2B68 .02 72 .18 156 .63 Z2BGE 22 AF2 1L o1 BAI12012
az 5 ay10 166 . 67F 61 . B o.18 166 .67 168.8a o1 83172012
a3 s a 5, 288 _33 a1 ._31 11 .38 288 _33 12 .58 o1 Br31728012
(SE 8 =] a8z a [R5 B S8 _36— F_Fa— o1 BAI1A2012
a5

33 Totals 3183 .52 3876 .17 173 .81 FI2L3 D2 19L 64

¥+ Fnd F Prgm Fnct Objct Fcty B Addtb"1 GHI Dist

ACCT B81 13 Laz 1758 18668 11486680 182 1 1.-.68688
ACCT 82 13 1688 20908 21688 144688 1682 1
ACCT 83 13 188 Qo09@ 2188 144608908 181 1
ACCT 84 13 LHG2 17586 168008 11008 182 1
ACCT 8%

Totals 1.-.880068 Employer paid: GHI 12 .34
0oAsSDI Gr 287617 DASDI Amt 129 _28 HI G» 2876 .17 HI Amt i _G61 ER: Pens FFa_.13
Ded @1 H Ded B8B83 H Ded B4 H Ded B9 M Ded 171 H Ded 132 ¥ Ded 24 M Ded 28 H Ded 28 H Ded 33 b'd

29 ._4aa F18 63 130_8Bo6 Ba.58 38 .35 3. aga 1a.as 11 -89 1.58 16 .69
Ded 17 H Ded Ded Ded Ded Ded Ded Ded Ded Ded

12.58
Employer Contribution Ouverride H Sets all deduction employer contribution flags to "H° ifF

OUERRIDE turned on. {(Employer pension, GHI, & FICA not afFfected_)

33 Gross Pay 3183 .52 sesese Deductions 1811 .81 €33 Het Pay 2171 .71 €36 36
N7 ) ) Py e (o P s o O = ) ] P o NSNS S 12 .02 a8
ric | o Ee | e T Help

Verify that this is the check you want to void. Select ENTER and then F8 to
save. If you do not want to reverse the employer contributions for the
deductions, set the Employer Contribution Override to Y. This will cause

the deduction employer contribution flags to be set to ‘N’. However, the
employer contributions for pension, GHI and FICA will NOT be affected.
Voiding a check will always result in the employer pension, GHI, and FICA
employer amounts being voided as well.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ;: a OE
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Manual Checks & Voids From
Previous Pay

B2 PCGDist=8991 Rel=12.03.00 10/05/2012 DODOD3 C:\DEYSYS C::SECOND _Iﬂlﬁl
UDID Check or Direct Deposit from Previous Pay PAYUD
Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHY Loc @162
Transaction Date 11/38/26812 AEIC IHD ADU EIC PAYMT SSH 990-88-9647
Ck/DD # 128193 Chk Date 8731726812 Chk Bank BK868 Chk ovr DD (C or D)} D SERU @
Reg Hr Ouvt-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
5 8818 2868 .92 2772 .18 156.63 2868 .92 172.14 M 8/31/2812
a2 5 8318 166 .67 161.8% .18 166 .67 18.688 o1 8/31/2m2
a3 5 8318 288 .33 281.31 11.38 268.33 12.58 91 B/31/2012
Ay B —

B3 a1 68.48- CE. 21 873172812
05 successt ]

=*x Totals 3183 .52 3876.
L

accT 01 19 40> 1790 1000 17000 J)  Vodof payrol payment created
ACCT 62 13 168 9990 2160 146600
ACCT 83 13 188 9998 21080 14608
ACCT 4 13 482 1758 10086 11808

ACCT A5
rocars ) Employer paid: GHI 912.34
0DASDI Gvr 3676.17 0ASDI Amt 129.28 HI Gr 36876.17 HI Amt Ly 61 ER: Pens 378.13
Ded 81 H Ded B2 H Ded B4% H Ded 89 H Ded 11 H Ded 12 ¥ Ded 24 H Ded 28 H Ded 38 H Ded 33 ¥
20.88 318.63 138.86 #0.58 38.35 3.088 10. 88 11. 689 1.58 16.69
Ded 17 H Ded Ded Ded Ded Ded Ded Ded Ded Ded
12 .58

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

#x% Gross Pay 3183.52 =x%x Deductions 1611.81 === Het Pay 2171.71 ===

Save to complete payment void. —
ENTEV Fl'% F;‘F?\‘ F3§ FI+ FE FE F?@ Fg n Xﬁn FmT il IL' F|2-|E| F15& 12.92.00
F1s@ F|.‘-E;I Fig m \! _‘/ HE'D
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Manual Checks & Voids From
Previous Pay

B PCGDist=8091 Rel=12.03.00 10/05/2012 DODOO3  C:\DEVSYS CASECOND GREEN -5/ x|

-Update Budget Files oy
with Current Pay
(F14)

Run F13 and F14
back to back

-- Print Balance Sheets [After Updates]

-- Calculate Payroll & Print Exceptions

-- Calculate Payroll & Print Trial Register

-- Calculate Payroll & Update YTD [Final)

-- |mport 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 & Yoids From Previous Pay Menu

* Payroll is complete

* You cannot repost
even if you try to run
these steps again

* No reports produced ‘=

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

EEE bk BkkERkERE

PAY
MOITOF: | HOKITOR:

-«
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Objectives / Learning Targets

The leaner will understand how do adjust for
TRS and FICA with Earning history adjustment
and Gross data correction.

40  Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



FICA Adjustments

* Whenever possible, process FICA adjustments through
payroll.

= Earnings history will be correct
» FICA and taxes will be correct

« Two methods for FICA adjustments:

* FICA Adjustment (F2, F2, F9) — easiest method
» Manual payroll check to refund the FICA

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ;: a OE

Georgia Department of Education



FICA Adjustment Screen

* The easiest way to adjust FICA is on the FICA
Adjustment screen (F2, F2, F9)

 This works if the FICA switch has not changed for
the employee

« Use if wages were not taxed that should have been
taxed

* Use to refund a FICA amount

L __N .

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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FICA Adjustment Screen

E PCG Dist=2991 Rel=21.03.00 10/22/2021 DOD 002 5V CASQOLSYS CASECOND YELLOW — O =
Status Active Update/sDisplay FICA/HMedicare Adjustments PAYADJZ
Employee 87832 — AS9TON, YUYHE

E5H 990-B8-7836 Work-Loc @148

FICA/HMedicare flag is currently set to: ¥

FICA/Medicare Adjustment:

0AsSDI GROSS .48 Amt . in Fund/Fisc

HI GROSS AmL .
Pension Adjustment:

Pension adju
on the Gro

nts are now accomplished with a Gross Type "Z2°
screen (PAYA7T).

OASDI Gross = OASDI employer contribution
Hl Gross = Medicare (HI) employer contribution

Mode changed to update
EHTEV Fi'% Fz‘?% F3% LWE LSE su@ L?E F& m |--5-'§'jfl FmT £ E F:ziﬂ ;1._7?& 22.81.88
| B L Per |Ded | Grs |W/H | Lv | Ytd | Help | Adj | FICA | Gar

-«
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FICA Adjustment Screen

m PCG Dist=8991 Rel=21.03.00 10/22/20217 DODOD2 SV CASOLSYS CASECOMND YELLOW — O =
Status Active UpdatesDisplay FICA/Medicare Adjustments PAYADJZ2

Employee 87832 — AS?TOH, YU?HE
55H 999-A8-7B36 Work—-Loc 81488
FICA/Medicare flag is currently set to: ¥
FICA/Hedicare Adjustment:

0OASDI GROSS .88 Amt . in FundfFisc
HI GROSS Amt .

Pension Adjustment:
Pension adjustments
on the Gross Data scre

accomplished with a Gross Type '2°
7).

OASDI Amt = OASDI employee contribution
HI Amt = Medicare (HI) employee contribution

Mode changed to update
ENTE? F ??: Fz ‘E.‘ F= % qu_!-k-_uﬁ s—'sz_|_=r"-"-'_-..?:%I-E Lbr.:.:_u‘_;ﬁ ,_.?E___.?ﬁ F& E Fa & Fid Y Fi o] Fiz [« ==1FJ':‘-:~4» B sabo il
O =) Per |Ded | Grs |W/H | Lv | Yid | Help | Adj | FICA | Gar

-«
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FICA Adjustment Screen

« Use the Calculate and Display screen (F2, F2, F14) to verify
results

» Before adding the FICA adjustment, look at the calculated
OASDI and HI amounts

« After adding the FICA adjustment, look at the calculated
OASDI and HI amounts

* Now, you can be certain the adjustments are correct

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Employer FICA, TRS, and GHI
on a Manual Check

« FICA switch and FICA gross determine the employer FICA
contribution

 Employee pension switch and pension gross determine the
employer pension contribution

» GHI Participation Switch and the GHI % Distribution
determine the employer GHI contribution

« Employer switch on individual deductions determine the
employer deduction contribution

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Employer FICA, TRS, and GHI

on a Manual Check

B PCGDist=8991 Rel=12.03.00 10/19/2012 DOD 001 CLDEYSYS LC:SECOND: _IEIEI
PAYHAHL
Manual Check For: Employee 88658 EAVL, UIVCE 000-98-8650 Loc @382
Chk Dt 11812812 Bank BKB8E Chk Ho. 580883 DD Bank __ DD acct
Regq Hr Out-Hr Reg Amt 4678 .42 Oout 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 Pens Amt Reas Period End
5§ 3 G678 .42 4223.35 238.62 4678 .42 288.71 11/81/2812
a2 oy iy
a3 = =2
8y ..
a5 e -
Totals
¥* Fnd F Prgm Fnct UBJCE FELy B aAddt'l GHI Dist| Contract
ACCT B81 13 1688 _ 1621 16606 11668 382 1 1.80088 678 .42
ACCT B82 B8 s
ACCT 83 BB =
ACCT B84 B8 -
ACCT B85 B8 _ e
Totals 4678 .42
0ASDI Gr _4223.35 OASDI Amt 177 .38 ] P 4223.35 HI Amt 61.24
Ded 83 H Ded 85 H Ed 25 Hed 1f HDed 18 H Ded 89 H Ded 43 H Ded 24 H
417 .65 218.73 08.35 el 14.58 L2 .88 234 48 2.88 27.38
pbed  __Ded _ __Ded _ _Ded _ __Ded _ _ Ded _ _ Ded _ _ Ded _  __ Ded _ _ Ded
#x* Gross Pay =x% Deductions #xx Het Pay =x% HOH TAX
ENTEV Fl'% FE‘% F3§ F'+ F5 FE F? F-E-u FH! F1IZIT Fllltl FI2-E F15l9"\ 12-B2-ﬂﬂ
F15@ F1.‘-E;' mT":Tf Help

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Gébor

Georgia Department of Education



Objectives / Learning Targets

The learner will understand the importance of the
import and export tools.

&)

{

aVOE
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Tools

* Payroll
» Gross Data Export /Import
* Deduction Export /Import
 Payroll/Deduction/CPI Export /Import
(Partial)
* Mass Update
« Earnings History Export
« Earnings History Gross Pay  Export
* New Hire Export /Import

 Employee Leave & Sub Pay  Export/ Import
* Employee Direct Deposit Accts Export
* Payroll Trial Register Export

L __N

(7 ]
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Payroll Export and Import
How Does This Help ME?7?

FY2024, we added a new Data Element in the CPI Data
Collection.

EMPLOYEE E-MAIL ADDRESS

You can export out your active employee’s entry the work
e-mail on the spreadsheet then import that data back into

your system.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Payroll Export and Import

E PCG Dist=8997 Rel=21.03.00 101452021 DOD 007 SV CASQLSYS CASECOMND YELLOW — O >
Payroll system PAYHMOO13
FHey Special Functions HMenu

- - Display/Update Pay Schedules
- - Print Inwvalid Budget Accounts in Payroll

=

21
3] -- TaxMWithholding/Control Menu
4 | -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
6 | -- Payroll Mass Update Menu

Fd -- Delete Employee Menu
I 8 -- Payroll Exporiflmport Menul

A8 .63 .68

Gébor

Georgia Department of Education

Mastep | User;
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Payroll Gross Data Export / Import

E PCG Dist=8991 Rel=21.03.00 10/14/2021 DODOO7 SV CASCGLSYS CASECOMND YELLOW
Payroll System PAYHBB16
FKey Payroll Export/Import HMenu

-- Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
-- Payroll Deduction Import

-- Export Selected Payroll | Deduction | CPl Information

I
_2 |
3|
I 3
5|
6 | -- Import Selected Payroll Information or CPl Assignment Data
EEd
_8|
9|
o |

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

et ] ] S ) ] S S S S [l 178208

o3| S | 15| DA | MENR

b

\/aVOE
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Payroll Gross Data Export / Import

« Use the Payroll Export function to set up a spreadsheet in
the correct format

» Use the filter to select the desired group of employees

* For example, to change the salary account for all active employees
in a specific location

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Payroll Gross Data Export / Import

. PCG Dist=8997 Rel=21.03.00 10/14/2021 DODOOT SV CASQLSYS CASECOND YELLOW
Payroll Gross Data Export PAYPE25A
Create Gross Data Export File to Load in Excel
Flo i to set selection criteria Filter set: TRS,5tatus
% Employee filter is set
Export only employees with HO current gross data lines in order to set up
import template? * No
" Yes N .
New employees: Option to
Select at Least One Pay Type to Export: export employees Who have
& SALARY _ TYPE n _ TYPE ¥ _ TY¥PE :
HOURLY _ TYPE B _ TYPE ( NO current gross data lines
DAILY _ TYPE X _ T¥PE P
Which salary types to
export?
Enter = continue or F16 = exit 21.83.88
EHTE@ F1IZIY
F1E®

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future V‘ a OE
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Payroll Gross Data Export / Import

A spreadsheet is created in the correct format
needed for the import

A g | £ | 8 | E | E | & | & | ¥ | 3 | ® ] E | ™m | N
1|TYPE_ |EMPNO LNAME FNAME SEQ GRTYPE PAYTYPE PAYREAS PERENDD PAYRATE REGHRS OVITHRS REGGR OVTGR
2 |G 86779 BEBBE  MASIMIN 18 20 0 0 0 0 0 98449 0
3 |G 86784 CA3DWEL| AR3N 18 10 0 0 0 0 0 2853.23 0
4G 86734 CA3DWEL| AR3N 25 11 0 0 0 0 0 159.15 0
5 |G 86801 GI3 RE3DA 18 10 0 0 0 0 0 2710.57 0
6 |G 86801 GI3 RE3DA 2s 10 0 0 0 0 0 14266 0
7G 86801 GI3 RE3DA 3s 11 0 0 0 0 0 1512 0
8 |G 86801 GI3 RE3DA as 11 0 0 0 0 0 7.9 0
9 |G 86813 LY7 RU7IN 15 10 0 0 0 0 0 3246.69 0
10 |G 86813 LY7 RU7IN 2s 11 0 0 0 0 0 169.15 0
1|6 86821 STSANGE TISDA 1S 10 0 0 0 0 0 2853.23 0
12 |G 86821 STBANGE TISDA 25 11 0 0 0 0 0 159.15 0

Gébor
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Payroll Gross Data Export / Import

« Best Practice: Before importing payroll data back into the
system:

» Use Gross Data Export to export all gross data to a “backup
spreadsheet”

* If you have any unexpected results after importing gross data, you
can always restore this backup copy

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Payroll Gross Data Export / Import

* Make the desired changes to the spreadsheet data
« Save the spreadsheet and exit Excel

* The system will need the spreadsheet
free to sort the rows in order by

employee number
» Get everyone out of payroll prior to importing gross data

(7 ]
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Payroll Gross Data Export / Import

* Sequence Number: Gross data sequence line
number. (Optional, may be zero.)

*PCGenesis automatically generates the
Sequence Number when a sequence number
IS not entered

*\When the R option is selected and S (Salary)
lines are present, PCGenesis loads the
following data fields for the Sequence
Number 01:

*Cycle Gross, State Salary, Local Salary,
Other Salary, Total Contract Amount, and
TRS Service Indicator

Georgia Department of Education



Payroll/Deduction/CPI
Export/import

m PCG Dist=8991 Rel=21.03.00 10/14/2021 DODOOT SV CASCQLSYS CASECOND YELLOW — O >
Payroll System PAYHMOO16
FHey Payroll Export/Import Henu

-- Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
-- Payroll Deduction Import

-- Export Selected Payroll { Deduction § CPl Information
Import Selected Payroll Information or CPl Assignment Data

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

2 2 (k) B RE

17 .82 .68

Grbo
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Payroll/Deduction/CPIl Export/Iimport

Respond to Benefit Provider Request for Information
F2, F13, F8, F5

E PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 004 SV CASQLSYS CASECOMD YELLOW — O ot
PAY17EXT

Qected Payroll / Deduction / CPI Information

Set ‘Export File Type’ to
cla tO Import data baCk Into ‘p\rt File Type: I I Export FilEEFDrEgsggthile o e
PCG :

Create File to Hodify & Import

teria Filter set: Class.Status

Export sort order: Employee Number

Employee 55H

Employee Hame [Lname Fname]
Amount Format: Include Decimal [$10.00 = 10.00)
Mo Decimal [$10.00 = 1000)
55N Format: Alpha - 999-88B-FF77
Mumenc - 399887777
Date Format: MM /DD SCCYY
CCYYyMMDD

8 1C TS 1o e T e Te e

PAY Item{s) Selected:
CPI Item{s) Selected:
Deduction{s) Selected:

F4 to select PAY Items
F5 to select CPI Items
F6 to select Deductions

Ho Items Selected
Enter=Create File, F4=Select PAY Items, F5=%elect CPI Items, FO6=Select Deductions, F16=Exit
TR F4 Fa FG F7 o N F11 | F12 21.83.848

Fi& l

N &
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Payroll/Deduction/CPIl Export/impor
Set the Filter

m PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 5V CASQLSYS CASECOMD YELLOW — [ =

Export Selected Payroll ¥ Deduction / CPI Information PAYFIHD
Set Employese Selection Filter

Filter set: Status
Status:- A _ Pension: __ Contract mo: Certified {(C or HY: _ 13 month (% or HY: _

Class Code:

Work Location:

Job Code:

C51 Job:

HOTE: The entries you place on this screen are not checked against the
description file. This may be used to search for employees who
may hawve invalid entries.

Filter conditions set
T R F2 F3 F4 F5 FB F¥ F8 e |..T ol 22.91.499

BET
F15- Fiz F1sm pour il | poon W Help

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future L; a OE

Georgia Department of Education



Payroll/Deduction/CPI Export/import

Select Payroll/Personnel Fields

PAY17EXT

Export Selected Payroll / Deduction / CPI Information

Select Payroll/Personnel Fields

Enter *'X®' for the item to be reported F11=Select All, F12=Deselect All
LAST NHAME _ PAY LOC _ CONTHO _ BIRTH DATE _
FIRST NHAME _ WORK LOC _ ANNUAL WORK DAYS _ HIRE DATE _
MIDDLE HNAME _ SECTION 125 _ CONTRACT GROSS _ REHIRE DATE _
NAME SUFFIX _ CLASS _ CONTRACT BIWEEKLY _ DATE OF DEATH _
STREET _ JOBCLASS _ STATE ANNUAL _ TERM DATE _
STREET2 _ CPI JOB _ LOCAL ANNUAL _ TERM REASON _
CITY _ CERT TYPE _ OTHER ANNUUAL _ PENSION ELIG DATE _
STATE _ PAY SCHEDULE # _ FICA SW _ GHI IND _
ZIP _ PAY CYCLE _ FEDERAL W/H INFO _ DOE PAID ERCOHN FLAG _
TELEPHONE _ PENSION CODE _ STATE W/H INFO _ CPI INCLUDE _
PAYROLL STATUS _ RETIRE SW _ GHI INFORMATION _ e e I I
SEX _ TRS SERVICE IND _ E; I t I
ETHHNIC _ TRS SERVICE LOCK _
MARITAL _ *NO PENSION® CODE _ elect on y one
EEO-5 JOB CODE _ SPOUSE SSH _ . .
HOURS PER WEEK _ PRIOR YEAR CONTHMO _ Item at a tlme
HOURS PER DAY _ SUBSTITUTE RANK _ r] . rt_
LEAVE REASON HMAX __ OUERRIDE ACCRUE _
BACKGROUND CHK DATE _ ADJ LEAVE ELIG DATE _ W en Impo Ing
CELL PHOHNE _ EMERGENCY DATA L]
EMPLOYEE E-MAIL X __Bunccx data back into
SICK BANK INDICATOR _ CUNTATT DRt —— .
F7—-Return, F11=Select All, F12=Deselect All, F16=Clear Selections and E F’(:(B(Ef]f?fﬂfi
g | | | | Fa | r5 | F6 | F7 | | [... T| F11 | F12 | | oo
Rl I | I I I I I I I I | I I

Gébor
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Payroll/Deduction/CPI

Export/import

_iEmpno SSN Name GHI Email Pref
_|'000009 XXXXXXXXX
ﬁ)OOOlO XXXXXXXXX
1000011 XXXXXXXXX
_TO00012 XXXXXXXXX
|'000013 XXXXXXXXX
|'000014 XXXXXXXXX
%00015 XXXXXXXXX
1000016 XXXXXXXXX
TOOOOI? XXXXXXXXX
ﬁ)OOOlB XXXXXXXXX
_|7000019 XXXXXXXXX
__lv000020 XXXXXXXXX
000021 XXXXXXXXX
_TOOOOZZ XXXXXXXXX
[000023  xoooooocx
‘.'7000024 XXXXXXXXX
000025  XXXXXXXXX

S =|ES|S sz s ||

@
v -------------------------------------------------

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Work Email Personal ELOC LOC Desc

G@123.com
G@123.com
G@123.com
G@123.cor

G@123.com
G@123.com

G@123.com
G@123.com
G@123.com
G@123.com
G@123.com
G@123.com
G@123.com
G@123.com

The resulting
spreadsheet is
formatted to allow the
data to import back
into PCGenesis.

G@123.com
G@123.com

aVOE

Georgia Department of Education



Payroll Gross Data Export / Import

PCG Dist=8991 Rel=21.03.00 10/14/2021 DODOO7 5V CASQLSYS CASECOND YELLOW O

Payroll Gross Data Import

Identify Gross Data Import File from Excel

B Input the GROSS DAT Type for Import
R = Replace - To Replace All Current Entries
A = Add - To Add Salary, Hourly or Daily Entries
% = Substitute - To Add Entries for Substitutes

Enter the Import file Path and
or F18 to Browse for File

Hame (e.g. C:IAZGROSSDATAGROSSDAT.CSU)

C:AZGROSSDATAGROSSDAT .C3U

>
PAYPI251

R = Replace ALL current gross data lines for the employee in
the spreadsheet

A = Add gross data lines to employees’ current pay

S = Works like ‘R’ but edits payroll class code to make sure it is
a substitute class

F16 = Exit
| Fo |

continue

|

Enter =

|

or

= 1

| | | |

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Payroll/Deduction/CPI
Export/import

Import Selected Payroll Information PAY171IMP

No Errors in Import File

Please Review Print file

Press ENTER to load Import File

Press F16 to STOP Process

-
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future L; a OE
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for HB385 rehire TRS retirees

66 Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Set up the TRS for retiree returning at



HB385 HB210 /SB 327 TRS Retirees

For HB210/SB 327 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 matching
percentage of TRS

G ]
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating coorginon ? nnnnn 9E
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HB385 HB210 /SB 327 TRS Retirees

When using Pension Switch code ‘R’ (TRS: Employer
Pays BOTH employer and employee shares — SB327),
ensure that the Pension code field reflects 2’ (TRS), the
Amt/% field reflects ‘0.00°, and the TRS service ind field
reflects ‘1’ (In-Service). See documentation here: B4:
Update/Display Payroll Information (gadoe.org)

L __N

G ‘
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HB385 HB210 /SB 327 TRS Retirees

This is ‘Calculate and Display’ with the Pension Switch as ‘Y’:

Tax HMarital Status - Federal: H State: B AEIC Ind: AEIC Payment: -88
Fed: Mar M Exempt 6 2828 W-4 H W/H Cd 8 aAddn Amt/ % Box 2 H 3-Dep G.688 4a-Inc a.068
State: Mar B Allow HM[AG] D[6Aa] W/H Cd 6 Addn AmL/3 Fed 4b-deduct B.88
Switches: Fed v State ¥ FICA/Hed v GHI H  Pension type TRS
Reg-hr Ovt-hr Reg—amt 5141 .93 Ut—-am
Ded Short Employee Emplr Employer Ded Short Employee Emplr Employer
Cd Description Amount Fla Amount Cd Description Amount Flag Amount
[oRs J388.51 ¥ 1027 _35 | GHI - EHWPLR nfa ¥
FICA 372.22 ¥ 372.22
81 ROTH 483({B)} 514 .19 ¥ 514 .19
83 FEDERAL TAX 88.99 H
B4 GA STATE TAX 188 .66 H
24 PAGE DUES 14 .58 H
292 GARHISHHEHNT 15 .88 H
42 UISIOH 15 .19 H
57 AFLAC AD&D 31.9% H
59 F3A HMEDICAL 229 .16 H
61 F3A CARD 2.88 H
Bank Account Het Pay Annuities
DD #1 81 28188229 3369 _48 Ann #1 Ded 1 Co 25
Ann #2 Ded 2 Co
Ann #3 Ded 45 Co
Ann #4 Ded 47 Co
*x% Gross Pay 5141._.93 =xxx Deductions 177245 =xx Het Pay 3369 .48 =xx Hon Tax 276.38
ENTE'V I'{BFE: rf._ﬂi" F3§ ru@.ﬂl }::l—::oﬂl rs[i:i‘_"l r:}i[i:i:yl Fs Q rs-é’. r*.-:\? I-'ﬁ_[El nz@ rq{:‘al. 22.01.90
F1EF |71?E:.4r:' F1= T&T Hﬂip

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating
Georgia’s Future

,/‘lu
(7dDoE

Georgia Department of Education



HB385 HB210 /SB 327 TRS Retirees

On the Gross Data screen, change the Pension

Switch to ‘R’:

Salary sched Cert level TS Pay step 7 State yrs 9 Local yrs 3
Work sched ID _  Hrs/Day _8.6888 Days/Week 8 Hrs/Week _468.88 13714 pay sw H Budget pay cat __
Ann work days 128 Days worked YTD 8.88 This per A.688 Days docked ¥TD 8.88 This per B.608
Proc FPay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Fay Pay for
Type Type HrlysDaly Reqular Overtime Gross Gross Dist Reas Period End
1. S 4366 .33 91
62. = 517 .87 o1
83. S 258.53 o1
ah. iy
a5. _ _
a6. _ S
5141.93 Sub Budget
¥r Fnd F Prgm Fnct Objct Fcty B Addt°'l Pens Gross Pens Amt Contract Distrib Flag
ACCT 81 22 188 _ 16841 1888 116888 2921 _ e 5
ACCT 82 22 188 _ 1841 18868 11588 291 - H
ACCT B3 22 448 4198 16886 11668 291 _ _ H
ACCT 84 B8 _ _ _
ACCT B85 BB _ i _
ACCT 86 BB 2 H Al
Total gross 5141.93 | Pens code 2 TRS Pens Amt/%
Cycle gross 5141.23 | Pens switch B Pay sch. # 12
State salary 52396.088 | TRS service ind 1 TRS/ERS Pens Gross cCycle 1 Cal ¥r
Local salary TRS serw lock H Aadj Amt/S% Contmo 18
Other 9387 .12 Ho pension code ﬂ PY contmo 18
Contract amt 61782 .19 Pens elig date Ff23/2019
Ualidations passed. Save your changes.
ENTEV Fipi‘ FZ‘-E‘ F3§ F-+ F5 FE F7 Fa H Fglﬂf‘ F“:,Y I Fis ’ .L 22._.81.88
= I Per | Ded WwiH L¥ | ¥itd | Help | Adj | FICA | Gar

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating
Georgia’s Future
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HB385 HB210 /SB 327 TRS Retirees

This is ‘Calculate and Display’ with the Pension

Switch as ‘R’

Tax Marital Status - Federal: H State: B AEIC Ind: AEIC Payment: .88
Fed: Mar M Exempt 6 2828 W-4 H W/H Cd 8 Addn Amts% Box 2 H 3-Dep 8.080 4a-Inc 8.88
State: Mar B Allow HM[B] D[B8] W/H Cd B Addn AmL/3 Fed 4b-deduct B.88
Switches: Fed v State v FICA/Hed ¥ BHI N Pension type TRS
Reg-hr ovt-hr Reg-amt 5141.93 Ovt-am
Ded Short Employee Emply Employer Ded Short Employee Emplr Employer
Cd Description Amount Flag Amount Cd Description Amount Flag Amount

TRS ¥ 1335 .87 GHI - EMPLR n/a ¥

FICA 372.22 ¥ 372.22
81 ROTH 483(B) 514 .19 ¥ 514 .19
83 FEDERAL TAX 111.85 H
B4 GA STATE TAX 286 .48 H
24 PAGE DUES 14.58 H
20 GARHISHMEHT 15 .88 H
42 UISIOHN 15.19 H
57 AFLAC ADE&D 31.95% H
59 F3A MEDICAL 229 .16 H
61 F3A CARD 2.688 H

Bank Account Het Pay Annuities
DD #1 M 38188229 2629 _39 Ann #1 Ded 1 Co 25

Ann #2 Ded 2 GCo
Ann #3 Ded 4% Co
Ann #4 Ded 4F Co

#xx Gross Pay 5141 .93 =x* Deductions 1512 .54 === Het Pay 3629_.39 =xx Hon Tax 276.30

ENTEV Fi P:& '__2'1% F3§ F4 ?‘_I FSE FEIﬁ F?I'-:.'-“'_‘r F= u Fa f FIL’-Y Fi1 E! F12E F1E& 22'ﬂ2' ﬂﬂ
F15« F17E;' F1sm Hﬂ!p

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating
Georgia’s Future
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Help Desk Assistance

The preferred manner to request assistance from the Technology
Management Customer Support Team is by using the Help Desk
Portal link on both the left side of the MyGaDOE Portal menu and on
the top blue Information bar.

To Login to the MyGaDOE portal please follow this link:
https://portal.doe.k12.ga.us/Login.aspx

You may also request assistance by calling 1-800-869-1011. Please
provide a detailed message as well as your contact information.

Technology Management Customer Support Center
Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Submitting a Ticket
for Assistance

To submit a ticket, click on Help Desk Portal in either location, then
follow the steps on the next slide.

(3 site Navigation

Home

Logout

dl 1nformation Technology

Data Collection [

Data Collection
survey

EOPA Reports

L Patricha Miller

Account Informaticn
Add to Favorites

click here to print

Welcome to My

Help Desk Portal | O

Georgia Department of Education
Data Collection Survey Reporting

Data Collection Survey Transmission Period

-

Help Desk Portal

Hide Mavigation él

Help Desk Portal
Documentation

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Transmission Cycles
Data Collection Survey for 2022-1

Data Collection Survey for 2020-1

Data Collection Survey for 2021-1

Data Collection Survey for 2019-1

Data Collection Survey for 2018-1
Data Collection Survey for 2017-1
Data Collection Survey for 2016-1
Data Collection Survey for 2015-1
Data Collection Survey for 2014-1
Data Collection Survey for 2013-1
Data Collection Survey for 2012-1
Data Collection Survey for 2011-1
Data Collection Survey for 2010-1

Transmission Period

GCIOE
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Submitting a Ticket

A. Select Service Catalog.
B. Select Applications.

C. Select the appropriate application:
1. For FTE, SR, SC, EOPA, FRL, Private School, Data Collections

Survey, select GaDOE Data Collection and Reporting Application.

2. If you have a PC Genesis/Payroll question/issue select PC
Genesis/Payroll (this is not for CPl).

3. If you have a GUIDE/GTID question/issue select GUIDE/GTID.

4. If you have a question not related to a Data Collection Application
(i.e., portal login issue, SLDS, School Nutrition etc.) select

MyGaDOE Portal Application.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Submitting a Ticket

D. Fill in the form with as much information as possible without
entering Personally Identifiable Information (Pll) in the
ticket.

E. Add attachments if a you have any.

F. When complete click on the Request button.
You should receive various emails (when the ticket is
created, acknowledged, updated) and you can provide
updates and view your tickets. Questions about the use of
the Help Desk Portal should be directed to the Technology
Services — Service Desk at 1-800-869-1011.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE

Georgia Department of Education



Data Collection Team

Nicholas Handyville| Chief Data Officer nhandville@doe.k12.ga.us

GTID Administrator and Data Collections Specialist
(GUIDE, Private School Collection, EOPA)

Data Collections Specialist
(Student Record, Free & Reduced Meal)

Data Collections Specialist
(Student Class, Course Table Maintenance)

Patty Miller 404-290-8530 | pmiller@doe.k12.ga.us

Carl Garber 404-304-5200 | cgarber@doe.k12.ga.us

Sharon Armour 678-590-9861 | sarmour@doe.k12.ga.us

Data Collections Specialist
(CPI, PC Genesis)

Data Collections Specialist
(FTE, Data Collections Survey, School Calendar) Atk e irish.saxton@doe.k12.ga.us

Katie Green 404-295-8841 | kagreen@doe.k12.ga.us

Irish Saxton

-~ (N “
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GaDOE Community

GaDOE Professional Learning Events

Our GaDOE professional learning events catalog, housed in GaDOE
Community, contains registration information for upcoming virtual and in-
person webinars, workshops, and conferences. On-demand, pre-
recorded webinars and by-request opportunities are also available to
meet educators' professional learning needs. Most by-request offerings
are virtual, both synchronous and asynchronous. Professional learning
events are updated weekly, and educational stakeholders are
encouraged to visit the site often to review the latest agencywide
offerings. View our professional learning events here
(https://login.community.gadoe.org/events).

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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GaDOE Community

 Take a tour. Go to
https://community.qgadoe.orq

» Select Professional Learning in
the upper right corner. Then
select Events to bypass the sign
in. You may also create an
account.

 Under DOE Office, select
Technology Services or you can
select Data Collections under
Topics.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Offering a holistic education
to

each and every child
in our state.

www.gadoe.org
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