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 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI)
Premium Updates/Miscellaneous Updates and Installation Instructions

This document contains the PCGenesis software release overview and installation instructions

for Release 13.03.01.

PCGenesis supporting documentation is provided at:
http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx

November, 2013 Payroll Completion Instructions

Install this release after completing the November 2013 payroll(s). Install this release before
executing F4 — Calculate Payroll and Update YTD for the December 2013 payroll.
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

Section A: Overview of Release

Al. Payroll System

Al.l. Calendar Year 2014 Georgia Health Insurance (GHI)
Employee Premiums

These instructions contain all of the information necessary to import the Department of

Community Health (DCH) open enrollments, to set the employee deductions, and to prepare for
calculating 2014 GHI premiums for the December payroll.

The installation of PCGenesis Release 13.03.01 automatically imports the SHBP option and
premium updates into PCGenesis. PCGenesis identifies the “old” premium rates with an ending
date of 12/31/2013, while the new premium rates, imported with this release’s installation,
display a beginning date of 01/01/2014. Procedure C.1.1. Benefit Deduction Option and Tier
Report — Example provides sample results of the automatic import.

The Georgia Department of Education (GaDOE) strongly urges PCGenesis users to follow the
instructions for printing the results of the Benefit Plan/Option/Tier file update for review after
the release’s installation. Section C.1: Print and Verify the Results of the Benefit
Plan/Option/Tier File Report provides the instructions to complete this procedure. After printing
the report, PCGenesis users should verify ‘01/01/2014° and “12/31/9999’ display as the From
Date and To Date field entries for SHBP options and tiers.

Effective January 1, 2014, there are a number of changes to SHBP options:

e GHI options have changed. CIGNA (‘C0’ — *C5’) and United Healthcare (‘UQ’ — ‘U5’) have
been discontinued. Blue Cross/Blue Shield (‘B1’ — “B3’) and Tricare Supplement (“88”)
make up the available options for employees.

e All GHI tiers remain the same. Valid tiers include ‘10’ (single employee), ‘40’ (single
employee/ tobacco surcharge), and tiers *90°, *91°, and ‘94’ — “97°. Tricare Supplement,
however, only offers tiers ‘107, “‘90°, *94’, and “96°.
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

The following table provides the details of the SHBP changes:

PCGenesis Description Status
Option Code
C0-C5 CIGNA Discontinued
uo - U5 United Healthcare Discontinued
B1 Blue Cross/Blue Shield Gold Plan Added
B2 Blue Cross/Blue Shield Silver Plan Added
B3 Blue Cross/Blue Shield Bronze Plan Added
88 TriCare Supplement Unchanged
PCGenesis Description Status
Tier Code
10 SINGLE COVERAGE Updated
40 SINGLE COVERAGE TOBACCO SURCHARGE Updated
90 EMPLOYEE & SPOUSE Updated
91 EMPLOYEE & SPOUSE/TOBACCO SURCHARGE Updated
94 EMPLOYEE & CHILD(REN) Updated
95 EMPL & CHILD(REN)/TOBACCO SURCHARGE Updated
96 EMPLOYEE & SPOUSE & CHILD(REN) Updated
97 EMPL & SPOUSE & CHILD/TOBACCO SURCHARGE Updated

Al.2. Calendar Year 2013 (CY2013) W-2 Form Processing

Support is being added to allow printing of other health deductions on the W-2 form. The user
will be able to enter up to ten deduction codes for other health deductions (Box 12 on the W-2

form, label ‘DD’). The amounts for the other healthcare deductions will be added to the SHBP
deduction amounts which PCGenesis automatically includes. Drop down lookup options have
been added for deduction code selections.

Box 12, label ‘DD’ reports major medical (SHBP deductions). Label ‘DD’ should also include
other medical insurance amounts such as hospital indemnity or specified illness (e.g. cancer,
heart, etc.). Optional costs to include in label ‘DD’ include dental or vision plans. The Cost of
Employer-Sponsored Health Coverage should include both the employer and employee paid
portions of the cost, and is informational only and is NOT taxed.

Georgia Department of Education
Dr. John D. Barge, State School Superintendent
November 21, 2013 e 2:32 PM e Page 4 of 25
All Rights Reserved.



Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

Al.3. Selected Payroll Export — GHI Deductions

The Export Selected Payroll/Deduction/CPI Information (F2, F13, F8, F5) feature has been
updated to correctly extract the employer contribution amounts for GHI deductions. Before,
when a GHI deduction was selected on the deduction selection screen, only the additional
employer subsidy amount was extracted as the employer contribution amount. Now, if the
deduction is part of an SHBP plan, the standard employer premium is also included in the
employer contribution amount.

Al.4. Payroll Gross Data Screen - GHI Distribution
Percentages

Edits for the GHI % Distribution fields have been added to ensure that these fields are entered
correctly based upon the GHI Participation switch. Now, when an employee’s GHI
Participation is changed to 'N' on the Personnel screen, the GHI % Distribution fields will
automatically be zeroed out on the employee’s Gross Data screen. This will prevent errors in
payroll processing.

Likewise, if an employee’s GHI Participation is changed to "Y' on the Personnel screen, and the
employee’s GHI % Distribution fields do not add up to 100%, a warning message will be
displayed on the Personnel screen, as shown below:

State Health Deduction Warning EI

'T Employee participates in GHI, and GHI distribution percents DO MOT 400D ko 100%:,
L

Go ko Gross Daka screen and make sure GHI distribukion percents add ko 100%.,

Also, a new error message has been added to the Payroll Exceptions Report (F2, F3, F2). If an
employee’s GHI Participation is set to 'N' but the employee’s GHI % Distribution fields add
up to 100%, the following message is printed:

NON-PARTICIPATING EMP CANNOT HAVE GHI DISTRIB

The GHI % Distribution fields are used to determine how to distribute the total GHI employer
contribution across the GL account lines. The GHI % Distribution determines whether or not a
percentage of the employer GHI contribution should be distributed to this account line during the
payroll process. A GHI % Distribution is valid only for Process Type codes of ‘S’, “‘H’, and
‘D’. The GHI % Distribution fields must add up to 100% (or 1.0000). GHI % Distribution
of 100% is required for any employee, certified or non-certified, who is enrolled in GHI.
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

A1.5. Add Hours Per Week Field to Personnel Screen

The Hours Per Week (Hrs/Week) field has been added to the Display/Update Personnel Data
screen (F2, F2, F2). This will make it easier for users to remember to populate the Hours Per
Week field for employees enrolled in State Health.

The Hours Per Week (Hrs/Week) field is now a required field when an employee’s GHI
Participation Switch is "Y". This edit has been added to the second screen of the Add New
Employee screen (F2, F2, F1), and the Update/Display Personnel Data screen (F2, F2, F2), and
the Gross Data screen (F2, F2, F4). This will make it easier for users to remember to populate
the Hours Per Week field for employees enrolled in State Health. The Hours Per Week field is
a required field for the PLEE file, the Open Enrollment Eligibility File (F2, F5, F2).

B PCGDist=8991 Rel=13.03.01 11/14/2013 PCW 001 SY C\DE¥SYS C:\SECOND _Iﬁllﬂ
Display/Update Personnel Data PaY a2
Status A -- Active ADZER, TAZ
Emp. no. BB127 Pay Loc 198 Location ABB198 Class 28 FOOD SERVICE HMAMAG
Sex Code E Work Loc _198 Location 680198 Job 478 SCHOOL FOODD SERVIC
Har Stat H SSN 999 BB 8127 EED-5 Job 888 Undefined
EED-5 Ethnic _2 WHITE
HAME First TA2 Hiddle
Last AD2ER Suffix Prefix Hispanic/Latino Ethnicity?
 Yes™ No
Address 2879 MAIN STREET Certificate Type Race (Select all that apply)
Address L2 C51 Job {from CPI) 478 Yes™ Mo Am Indian fnlaskan
City/State SHITH , BA Include on CPI 7 ¥ " Yes™ MNo Black
Zip Code 33333 County 168 Sick Bank 7 0¥ @ Yes" No White
Phone {999)555-1873 0Out of State Substitute rank 2  Yes™ MHo fisian
Cell phone {(__ )000-0008 Override accrue?  _ " Yes®™ Mo Hawaiian Pacific
Adj Luv Elig Date
Lv Reason HMax
Hours Per Day 8.088
Spouse SSH o Pens Elig Date
Birth Date 1/81/1951 igible TRS DOE Faid ERCOH 7 ¥
Hire Date 18/81/1985 Health ins flag ¥
Rehire Date =) gt Participate in GHI 7 ¥
Background Ck GHI Eff Date 12/81/1985 GHI Option CB CIGHA STD HHO
Term Date GHI Final Ded Dt GHI Tier 96 FAMILY
Term Reason _ GHI Change Code HISC GHI Ded Cd _8
HMame, Address, Phone, etc.
*%x%% TAX DATA xxxxx
Federal: Har Stat H Exempt _@ Withholding Code 1 ARt/% 28.88
State: HMar Stat B Allowance Har 8 Dep _8 Withholding Code 8 Amt/% .88
Tax Switches: Fed ¥ State ¥ FICA H Retire ¥ AEIC _
Hode changed to update
EN“W FlP%IF2‘% F3§ F‘F F5 FS F7 Fz n FSSOA FiOY FHE F12E Fisa 13-‘]3-“1
i F1,E,;>|F,9111T} Per |Ded | Gis |W/H | Lv | Yid | Help | Adj | FICA| Gar

Al.6. Earnings History Report

A problem has been corrected with the Print Employees’ Earnings History report (F2, F10, F3).
Before, the report would not print the gross data lines from an Earnings History record which
contained more than 40 gross data lines. An Earnings History Adjustment record can be entered
into the system which contains up to 200 gross data lines. Now, the Payroll Earnings History
Report will print all 200 gross data lines for a payment record.
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

Al.7. The SHBP AUF File

Recent changes to the SHBP/ADP enrollment portal require changes in PCG. The
Display/Update Personnel Data screen (F2, F2, F2) has changed the field name GHI Change
Date to GHI Final Ded Dt (GHI Final Deduction Date).

To insure proper GHI reporting for terminating GHI Eligible employees, please follow these
steps in the order provided. If this order is not followed, the report sent to GHI may not be
correct. Also, make these steps the last steps when terminating an employee.

1. Input the employee’s final payroll deduction date in the GHI Final Ded Dt (GHI Final
Deduction Date) field.

2. Select the appropriate GHI Change Code. For example use a GHI Change Code of
‘RETR’ (retired), or “TERM’ (terminated), etc.

3. Input the employee’s termination date in the Term Date field.

4. Select the appropriate Term Reason. For example, use a Term Reason of
‘RETIREMENT’, or ‘RESIGNATION’, etc.

5. Save your changes.
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

A2. Financial Accounting and Reporting (FAR) System
A2.1. Announcing the Capital Asset System

A new Capital Asset System is now available in PCGenesis which allows the ability to store and
depreciate capital assets and inventory.

Select F1, F11, F6 to access the new Capital Asset Menu.

= PCGDist=8991 Rel=13.02.00 10/22/2013 WHT 005 SY C:\DEYSYS C:\SECOND =8 x|
Financial fAccounting & Reporting GLAaP
FKey General Ledger Account Master

1 | -- Account Inquiry

2 | -- Account Add{Update
3 | -- Chart of Accounts

5 | -- Journal Entry

6 | -- Asset Tracking Menu

7 | -- Create FASGov Depreciation Journal Entries
from FASGov General Ledger Posting Report

13 | - - Account Master Description File Menu

Master U“'ugtl | |
| I | ordSp | BRI | MEND

All asset fields are available on a single screen as shown below:

B2 PCGDist=8991 Rel=13.02.00 10/22/2013 WHT 005 SY C:\DEYSYS C:\SECOND ===
CATADD B4
Add Captial Asset
Key
Tag 123456ABC Description HEW ASSET
Status A A-D-I-T Hake Hodel
Class E A-B-C-E-1-K Ser Hbr Asset/Inventory SW A A-1
L-H-5-T-U
Location 8818 LOC Description Location 888818 Room
Estimated Life 18 Years Remaining Life 128 Honths In Construction Date
In Service Date _6/22/2813 Purchase Price 24000088 Book Value 8.08
Vendor Id Uendor /Hfg PO booBagw
Title Holder Warranty Date
Set Default Accuunll
Asset Account Balance Depreciation Balance
Fnd Prgm Fnct Objct Fcty Fnd Blnc Fnd Prgm Fnct Objct Fcty Fnd Blnc
861 9998 1600 73608 8618 861 8241 861 2996 1068 74460 8618 801 B242
Depreciation Hethod SL SL-HO Last Depr Date
Prior Depr Accum 8.088 Depr ¥TD §.88 Depr Accum 4.688
First Year Depreciation SW Y Y-H Begin FY 2813 1st Year Hbr Honths 12
Disposal HMethod _ A-L-R-S Description Disp Date
Proceeds 8.08 Sale Expense .68 Gain-Loss §.88
Review Warning
ENTER=Validate, F8=Save, F17=PrtScrn, F16=Exit
G s [ Fi0 w3 13.63.61
FIS« @
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

To view or update an asset, the Select Capital Asset screen allows direct access by Tag ID, or F1
will select first record, or the user can find an asset or inventory by using the drop down
selection icon .

B PCGDist=8991 Rel=13.03.00 10/22/2013 WHT 018 SY C:\DEYSYS C:\SECOND =8|
CATUPDB1
Select Captial Asset
Key
Tag =] Description
Status A-D-1-T
Class B-C-E-I-K-L-R-T-U Ser Hbr
Enter=Continue, F1=First & Continue, F15=Search, F16=Exit
7 | First | NMext | Prew| Last O = | Y ey 13.03.81
wdm| @ |
I (=5
Select Record Type:  Asset
Inventory
Key Class Tag Description Serial Number Status Depr Type
0018 E 740003120010 BUS 1FDMBBOH7DVA40224 D SL A
20019  E 740003120011 BUS 1BAAGCBA7TKF030242 D SL A
0020 E 740003120012 BUS #3689-1BAAGCSADKF033047 D SL A
0021 E 740003120013 BUS #3789-1BAAGCSA2KF033048 D 5L A
oozz E 740003120014 BUS H#3889-1BAAGCSA4KF033049 D SL A
0023 E 740003120015 BUS #84-2GBHG31K9M4112101 A SL A
0024 E 740003120016 BUS #5090-1BAAGCSA3MF038214 D 5L A
0025 E 740003120017 BUS H#5190-1BAAGCSASMFO38215 D SL A
0026 E 740003120018 BUS #5291-1BAAGCSAXNF0467395 D 5L A
0027 E 740003120019 BUS H#9202-1BAAGCSA2NFO47973 D SL A
0028 E 740003120020 BUS #9203-1BAAGCSA4NF047974 D SL A
0029 E 740003120021 BUS #9204-1BAAGCSABNFD47975 D 5L A
0030 E 740003120022 BUS H#9205-1BAAGCSAANFO49644 D SL A
0031 E 740003120023 BUS #9344-1GDKP32J5P 3501451 D SL A
003z E 740003120024 BUS #9345-1GDKP32J0P3501 454 D 5L A
0033 E 740003120025 BUS #9546-1GBHG3I1KOSF239021 A SL A
0034 E 740003120026 BUS #9406-1BAAG CSABRFO56604 A SL A
Select Sort Option: Status Option: Class Option: Hethod Option:
" Al Al o+ All
3 " A=Active " A=Intangible " SL=Straight Line
" Soit by Status " D=Disposal ' B=Building £~ ND=Mone
" Sort by Tag " I=Inactive £~ C=Constiuction
" T=Transfer " E=Equipment
" I=Land Improve
" K=Kitchen
" L=Land
" M=Vehicle-Maint
" §=Software
" T=Technology
" ¥=Vehicle-Bus
Select I Re-load Cancel
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The Report Selection Screen will provide a wide range of reporting options:

= PCGDist=8991 Rel=13.03.00 10/23/2013 WHT 001 S¥ C:\DEYSYS C:\SECOND = ﬁ‘lﬂ
CATRPTA1
Select Asset Report & Fiscal Year
Input Fiscal Year; 2813 {(Active for Selected Reports)
Options Active
Csu FY 3rt 3tat Cls 3elect Asset Report:
h X hi hi & Assets List
ki by " Assets List by Fcty
H X b b " Assets Detail
b b b he he " FY Depr Exp (Input Last FY Depreciated)
ki X h h " FY Depr Exp by Fnct (Input Last FY Depreciated)
hi hy hi b b " FY GL Posting (Input Last FY Depreciated)
H X X X he 7 FY Asset Additions
ki X X h h " FY Disposal {Input FY or Zero for All Disposals)
hi hi h h " Inventory List
{Set Options Before Selecting Report)
Sort Option: Status Option: Class Option:
% Sort by Key @« Al & Al
" Sort by Class T A=Aclive " A=Intangible
 Sort by Status " D=Disposal " B=Building
" Sort by Tag " I=Inactive " C=Construction
" T=Transfer " E=Equipment
 I=Land Improve
" K=Kitchen
' L=Land
' M=Vehicle-Maint
" S=Software
" T=Technology
" V=Vehicle-Bus
ENTER=Continue, F16=Exit
NP Fin 13.083.81
el

The new PCG Capital Asset System will provide the following functions:
1. Add Capital Assets
a. Single Asset
b. Import Multiple Assets via Excel CSV Template
2. View/Update/Delete Capital Assets

a. View
b. Update
c. Delete

3. Depreciate Capital Assets
a. Run Trial & Print Depreciation & JE Report
b. Run Final
I. Update Capital Asset Records
ii. Create Depreciation JE for Posting
4. Report Capital Assets
Capital Assets Detail
Capital Assets List
FY Depreciation Detail
FY Depreciation Expense by Function
FY GL Posting
FY Capital Asset Additions
g. FY Disposal
5. Capital Asset First Year Depreciation Parameters
a. Fiscal Year to Begin
b. Full Year or Partial Year based on Months Selected

o o0 o
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Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
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6. Inventory items may be added
a. No edits required
b. Reported separately

The process will calculate depreciation once per fiscal year for June 30". Annual depreciation
will be a straight line (SL) calculation based on the value of the asset and on the life of the asset
in years. For example, $24,000 asset with 10 year life equals $2,400 depreciation per year. Final
Year Depreciation will Depreciate Balance Remaining so that Accumulated Depreciation will
equal Acquisition Cost to avoid rounding errors.

A2.2. Warning for Budget and Revenue Accounts

A warning box is now displayed when balance accounts are missing from budget or revenue
accounts. The warning box will let the user know exactly which accounts have a problem and
will prevent errors when closing the month or year. The warning messages will be displayed
when running the revenue or expenditure reports from the Monthly Financial Reports menu (F1,
F9, F17).

Fund Balance Account ¥Warning il

Warning!
ﬁ
L3

Expense account: 14-100-0-1011-1000-11300-0111-0-000000 is missing the FUMD BALANCE ACCOUMT,

Go ko the Budget Account Master Menu and add the FUND BALAMCE ACCOUMT,

Fund Balance Account Warning il

Warning!
L E
-

Rewenue account: 14-100-0-1011-3120-00000-0000-0-000000 is missing the FUND BALAMCE ACCOLINT,

Go ko the Revenue Account Master Menu and add the FUND BALARMCE ACCOUMT.

A2.3. Fix Posting of Negative Investment Amounts

Incorrect AUDIT file entries were created when posting a negative investment from the Invest
Funds screen (F1, F8, F3, F1). Negative investments are required in order to post losses. In the
case of negative investments, the AUDIT-FUNC field should post a positive amount to the cash
balance (0101) instead of the investment balance (0111). This problem has been corrected.

Also, an edit has been added to insure that when entering a negative investment, specifying a
vendor check or wire transfer is not valid.
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A2.4. Entering a Claim Against a Purchase Order

The Enter Claim (F1, F3, F2) process has been enhanced when entering a claim against a
purchase order. When processing a claim against a purchase order, if the total claim amount
equals the total original purchase order amount, the system will automatically distribute the total
claim amount to the account lines based upon the original estimated amounts for each account
line. Before, the system would divide the total claim amount by the number of account lines, and
distribute equal shares to each account line. This method did not correctly reflect the original
estimated amounts on the purchase order for each of the account lines.

Georgia Department of Education
Dr. John D. Barge, State School Superintendent
November 21, 2013 ¢ 2:32 PM e Page 12 of 25
All Rights Reserved.



Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous
Updates and Installation Instructions

A3. Personnel System

A3.1. Plan Year Rollover for New Enhanced Substitute Pay
and Employee Leave System

The PCGenesis system has been updated to prevent the Plan Year Rollover Process (F3, F4, F2,
F11) from being run twice by checking the current Plan Year against today's date. Based on
today's date, if the Plan Year for the Leave Type code is already correct, the system will not
allow a rollover to occur. For example, if a user tries to process a Plan Year Rollover for sick
leave on July 15, 2013, but the Plan Year for sick leave is already 2014, the system will not
allow sick leave to be rolled over again.

Also, if the system determines that data entry (F3, F4, F2, F1) is occurring in a new plan year,
but the Plan Year has not been rolled over yet, a warning message will be displayed. For
example, if a user tries to enter sick leave for an employee on July 14, 2013, but the Plan Year
for sick leave is 2013, the system will display a message because on July 14™, the Plan Year
should be 2014.

Plan Year Warning! il

"j Plam wear should be rolled over before leave is entered.
L

Continue?

A3.2. Update/Display Emergency Data

The Update/Display Emergency Data screen (F3, F2) has been updated so that phone numbers
are displayed correctly. Before, leading zeroes were not displayed in the phone number fields
causing the phone number to be hard to read. Now all zeroes are displayed in the phone number
fields.
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Section B: Installation Instructions for Release
13.03.01 Software

B1. Perform a PCGenesis Full Backup

When the prior evening’s backup was successful, and when installing Release 13.03.01 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 13.03.01”. 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 13.03.01".

5 Proceed to B2. Install PCGenesis Release 13.03.01.
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B2. Install PCGenesis Release 13.03.01
FROM THE PCGENESIS SERVER

Ste Action

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:

M POG D=9 Current Release 1nnnn 8 1A72H1 SV ORI BCEECOH METE
InstlPCG
Install PCGenesis Release
13.nn.nn

Installation Action Status
FCGOS
PEGTYPE

5 0 Sl CGl
Check P WinFip Sell Extracton - PCGUNZIP. axe

Too ungip: o Bles: in POGUNZIP. exo 10 thee specifind I
PEGenes foldes press the Unzp buiton

Fiun Wriip

PCGUNZE  Urep to folder m_l
Copy Fi K NSTL Browse.. | L I

W Dvervbe Bes without peomging Abent
Conwers _I

Help

Finish 4'

[ Unnppng TAES 2FD

Installation in Process 13.nn.nn
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For PCGenesis Release 13.03.01 successful installations, the following message displays:

W POGDist=89%1 Current Relesse 1Lanan 0 11472811 : =] x|
Inst1PCE
Install PCEenesis Release
13.nn.nn
Installation Action Status
FCGOS 28 2083
FEGTYFPE kil
Check Previous Install Continue Installation
PCGenesis Status Ho Active User
PCEUnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed
Finish Installation @llatiun Sun:es@
_  Any Key to Continue 13.nn.nn

Step Action

6 Select Enter to close the window.
7 If the installation was successful: Proceed to B3. Verify Release 13.03.01 Was Successfully
Installed.

If the installtion was unsuccessful: Proceed to Step 8.
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A problem message displays if an error occurred:

i POG Dist=89%1 Current Relesse 1Lannn 0 11472811 ASECON =] x|
Inst1PCE
Install PCEenesis Release
13.nn.nn
Installation Action Status
FCGOS 28 2083
FEGTYFPE kil
Check Previous Install Continue Installation
PCGenesis Status Ho Active User
FCGUnzip Froblem with FCGUHZIP.EXE
Copy Files
Conwersion
Finish Installation
@il with UHZIP Processt® == Call Hil@
Installation in Process 13.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:

- POG DR =899 Curend Release |1LOL00 O 09/28/2011 SV Bl E\SIOOND ald x|
CHANPAYR

Processing System Conversion For Release 13.nn.nn
[

Release 13.nn.nn conversion of the File

FERSOMMEL , DEDS

< has already rum successfully. >

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:

= POGDist=89%1 Current Relesse 1Lonnn 0 114728601 = 18] x|
Inst1PCG
Install PCGEenesis Release
13.0n.nn
Installation Action Status
(M Hi kA 2K 2083
PEGTYPE su
Check Previous Install Continue Installation
PChenesis Status Ho Active User
PCEUnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed
Finish Installation C Installation Sunnessful)
quEiE? Table Already Updated >
_ fny Key to Continue 13 .nn.An
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11 Proceed to B3. Verify Release 13.03.01 Was Successfully Installed.

Georgia Department of Education
Dr. John D. Barge, State School Superintendent
November 21, 2013 ¢ 2:32 PM e Page 19 of 25
All Rights Reserved.



Release 13.03.01 — Calendar Year 2014 Georgia Health Insurance (GHI) Premium Updates/Miscellaneous Updates and
Installation Instructions

B3. Verify Release 13.03.01 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:

E PCGDist=8991 Rel=13.03.01 11/13/2013 PCYW 002 S¥ C:\DEYSYS C:\SECOND _IEILI
DEFHRELH

The Following D.0.E. Releases Have Been Successfully Loaded:

DOE 11.81.88 B3/s31/2011

DOE 11.82.88 8z /3172011

DOE 11.82.M1 87 /1472011

DOE 11.83.88 ag9/3a/2011

DOE 11.83.M1 1172952011

DOE 11.84.88 12/728/2811

DOE 11.84.81 8172572012

DOE 12.81.88 B3/saas2e12

DOE 12.82.88 B6 /2872012

DOE 12.83.88 a9/28/2012

DOE 12.83.M 1172872012

DOE 12.84.88 1271972812

DOE 12.84.M1 1/16/2013

DOE 13.81.88 B3/2772013

DOE 13.81.81 B4/2h72013

DOE 13.87._88 B6 /2672013

CooE 13.03_ 81 11;2?;2313)
Press <{ENTER> or F16 to Exit
12.83.88

Ste Action

4 Verify Release 13.03.01 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 13.03.01 displays.

If Release 13.03.01 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
13.03.01 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 13.03.01”.
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Section C: After PCGenesis Release 13.03.01 Has

Been Installed

GHI employee rates effective 01/01/2014 have been loaded to the Benefit Plan/Option/Tier rate file.
These rates are required for the December payroll. The following steps should be taken to load GHI
2014 enrollments and to prepare for the December 2013 payroll:

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 Y'Y’ 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. Refer to C1. Print
and Verify the Results of the Benefit Plan/Option/Tier File Report in this document.

Where appropriate, update the Group Health Insurance (GHI) Table with the correct
employer contribution share. Refer to PAYROLL System Operations Guide:

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. Refer to the
PERSONNEL System Operations Guide: Section D: Special Functions, Procedure
3B: Verify the State Health Benefit Plan (SHBP) Deduction Setup.

Download the State Health Benefit Plan (SHBP) Open Enrollment File from the
DCH Website. Refer to the PERSONNEL System Operations Guide: Section D:
Special Functions, Topic 4: Downloading the State Health Benefit Plan (SHBP)
Open Enrollment File from the DCH Website.

Import the State Health Option and Tier from the DCH File. Refer to the
PERSONNEL System Operations Guide: Section D: Special Functions, Topic 5:
Importing the State Health Option and Tier from the DCH File.

Set the State Health Benefit Plan (SHBP) deduction amounts for active (A)
employees. Refer to the PERSONNEL System Operations Guide: Section D:
Special Functions, Topic 6: Setting the State Health Benefit Plan (SHBP)
Deduction Amounts for Active (A) Employees.

Gross-up wages for highly compensated employees, when appropriate. Refer to the
PERSONNEL System Operations Guide: Section D: Special Functions, Topic 7:
Grossing-Up Wages for Highly Compensated Employees.
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Follow these steps in the order presented.

v’ | 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.
10 Run the December payroll. The December payroll withholds the premiums for
January SHBP coverage.
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C1. Print and Verify the Results of the Benefit
Plan/Option/Tier File Report

Step Action

1 From the Payroll System Master Menu, select __8_| (F9 — Update/Display
Description/Deduction/Annuity Files Menu).

2 When the Payroll System — Description/Deduction/Annuity Files Menu displays, select
_ 9 | (F9 - Print Benefit Plan/Option/Tier File).

3 On the Print Benefit Plan Option Tier File screen, enter 01/01/2014 and 12/31/2014 in the
Print rates in effect from range fields, and select Enter.

PCGenesis defaults to the current date with the From: field.
“*** Processing ***”” briefly displays.

When the Payroll System — Description/Deduction/Annuity Files Menu redisplays
To print the report via the Ugueue 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.
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C.1.1. Benefit Deduction Option and Tier Report — Example

REDORT DATE: 11/13/2013 07:5¢

EENEFIT DEDUCTION ODTION AND TIER REPORT

Program I0: PRYZT
Beport of EMPLOYEE rates in effect from: 0170172014 To: 1Z/31/2014
Plan: SHEP State Health Benefit Plan
Certified Ded Code: 05 ER flag: ¥ ER paid amt: $7Te.10 Clzssified Ded Code: 08 ER flag:
Option Tier Description (~ From D'ate\ To Date Short Desc Deduction Desc
g8 TRICARE SUPPLEMENT Short Desc: |TRISUR
10 SINGLE COVERAGE 0170172013 }2/31/3555 SINGLE TRICLRE SINGLE
50 EMDLOYEE & SBQOUSE 01/01/2013 §2/31/3553% EESD IRICLRE EESP
54 EMPLOYEE & CHILD(BREN) 01/01/2013 }2/31/3555 EECH TRICERE EECH
S& EMPLOYEE & SBOUSE & CHILDI(REN) 01/01/2013 §2/31/9555 FAMILY TRICLREE FAMILY
El ECES GO Short Desc:|BCBS GOLD
10 SINGLE COVERLGE 01/01/2014 Q2/31/55355 SINGLE ECES GOLD SINGLE
40 SINGLE COVERRGE TOBROCO SURCHREGE 01/01/2014 §2/731/95955 SINGLE/T BCBS GOLD SINGL/T
S0 EMPLOYEE & SBOUSE 01/01/2014 Q2/31/5555 EESP ECEE GO EESER
51 EMPLOYEE & SPOUSE/TOBROCO SURCHREGE 01/01/2014 §2/31/59555 EESE/T BCBE GO EESE,/T
54 EMPLOYEE & CHILD(EEN) 01/01/2014 Q2/31/5555 EECH ECES GOLD EECH
55 EMEL & CHILD (REN) /TOBROCO SURCHREGE 01/01/2014 J2/731/9555 EECH/T BCBE GO EECH/T
S€ EMPLOYEE & SPQUSE & CHILD(REN] 0170172014 Q273175555 FRMILY ECES GO FAMILY
57 EMEPEL & SPOUSE & CHILLD/TOERCCO SURCHRRGE| 01/01/2014 BZ/31/5355 FAMILY,/T ECES GOLD FRM/T
EZ ECES SIIVER J Short Desc:\GCES SILVER
N
12 SINGLE COVERRGE 01/01/2014 J2731/5555 SINGLE ECES SILVER SINGL
40 ESINGLE COVERRGE TOBAOCO SURCERRGE 01/01/2014 Q2/31/59555 SINGLE/T ECEE SILVER SGL/T
S0 EMPLOYEE & SPOUSE 01/01/2014 §2/31/5555 EESP ECES SILVER EESE
$1 EMPLOYEE & SPOUSE/TOBLCCO SURCHARGE 01/01/2014 Q2/31/5555 EESD/T ECEE ELVER EESD/T
54 EMPIOYEE & CHILD(REN) 01/01/2014 §2/31/5555 EECH BECES SILVER EECH
$5 EMPL & CHILD(REN) /TOBLOCO SURCHARGE 01/01/2014 2731/9555 EECE/T BCBS SLVER EECH/T
S€ EMPLOYEE & SPOUSE s CHILD(REN) 01/01/2014 Q2/31/55355 FRMILY ECES SILVER ERMIL
57 EMEL & SPOUSE & CHILD/TOBRCCO SURCHRRGE| 01,/01/2014 BZ/31/93535 FRMILY,/T BCBS SILVER FRM/T
E3 ECES BRONZE Short Desc:|BCBE BRONZE
10 SINGLE COVERRGE 01/01/2014 J2/31/59555 SINGLE BCES BRNZE SINGLE
40 SINGLE COVERRGE TOBAOCO SURCHRRGE 01/01/2014 B2/31/5555 SINGLE/T ECES BRNZE SGL/T
S0 EMPLOYEE & SPBOUSE 01/01/2014 §2/31/5555 EESP BECBS BRENZE EESE
51 EMPLOYEE & SPOUSE/TOBRCCO SURCHRRGE 01/01/2014 Q2/31/55355 EESE/T ECES BRNZE EESE/T
S4 EMPLOYEE & CHILD(EEN) 01/01/2014 §2/31/5555 EECH ECBES BRENZE EECH
$5 EMPL & CHILD (REN) /TOBRCCO SURCHRRGE 0170172014 Q273175355 EECE/T BCBS BRNZE EECH/T
5€ EMPLOYEE & SPOUSE s CHILD(REN) 01/01/2014 J2/31/5555 FRMILY ECES BRNZE FIMILY
$7 EMPL & SPQUSE & CHILD/TOERCCO SURCHRRGE| 01/01/2014 BZ/31/5355 FRMILY,/T ECES BRENZE FEM/T

CY2014 Benefit Plan Rate Updates
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T ER paid amt:

PayChk Desc

TRICRRE SGL
TRICARE EESD
TRICRRE EECH

TRICRRE FIM
ECES G SINGL
BCBS G SGL/T
ECES G EESP
BCBS G EESE/T
ECES G EECH
BCBS G EECH/T
BCES G FRM
BCBS G FAM/T

BCES
ECES
ECES
ECES
ECES
BCES
ECES
BCES

BCES
ECES
BCES
ECES
BCES
BCES
ECES
BCES

mmmumimmm

mmmmwmm o m

SINGL
SEL/T
EESD
EESD/T
EECH
EECH/T

FIM/T

SINGL
SGL/T
EESP
EESPE/T
EECH
EECH/T

FR/T

DACE

$7e.

10

Drem Amt

108.
188.
284
Fed.
202
282
373,
489

Bl E s ]

Wk R PR
]

[l R e RO ]

.08
- 0B
405,
485
300.
380.
535,
&15_

s
52
38
38
g4

84
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&4
30
30
74
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