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PCGenesis Payroll System Operations Guide

Overview

PCGenesis users may access earnings history information from either of the following menus:

e Payroll System — Payroll Update Menu: Add, update, display, and print earnings history
information, and transfer gross salary information features are available from this menu.

e Payroll System — Earnings History Menu: Add, update, display, and print earnings history
information, and transfer gross salary information features are available from this menu. The
Earnings History Menu also allows the Earnings History Registers to be printed.

Processing earnings history information includes the following record types and procedures:

Control (C) Record: The Control (C) earning history record contains the employee’s name, address,
payroll location code, and Social Security Number (SSN). This record must exist before adding any
other earnings history information for the employee. PCGenesis automatically creates a Control (C)
record for all active employees when performing F13 — Update Earnings History with Current Pay.
PCGenesis automatically updates the employee’s Control (C) record when changes are made to an
employee’s personnel information such as a name change via the Update/Display Personnel Data
screen.

Issued Check (1) Record: To comply with Teacher Retirement System (TRS) reporting requirements,
PCGenesis allows edits to the Retirement Svc Credit (Retr svc credit), Reas (Payment Reason Code) and
Period End fields for Issued Check (1), Voided (V), and Manual Check (M) earnings history information.
PCGenesis also allows edits to the FICA Switch field for Issued Check (I), Voided (V), and Manual
Check (M) earnings history information. This will facilitate correcting FICA errors on payments when
the FICA switch is set incorrectly for an employee. The FICA switch can be changed from ‘M’
(Medicare-Only) to ‘Y’ (OASDI and Medicare) or visa versa. The FICA switch impacts how the W-2’s
are produced at the end of the year. The Medicare-Only W-2 prints separately from the OASDI and
Medicare W-2.

Adjustment (A) Record: Adding an earnings history Adjustment (A) record creates earnings history
information. Adjustment (A) earnings history records serve as audit trails for the state’s Department of
Audits. These audit trails identify how earnings history records were created. Adjustment records also
modify employees’ W-2 information and determine the information reported to the Social Security
Administration (SSA) and to the Internal Revenue Service (IRS).

When entering a prior year’s Adjustment (A) record, that year’s Payroll Schedule must still exist in
PCGenesis. If nonexistent, add the Payroll Schedule. Refer to Section I: Special Functions, Topic 1:
Pay Schedule Processing for instructions.

W-2 Adjustment (W) Record: The Add Earnings History Record and Display/Update Earnings History
Record and/or Transfer Gross Earnings features include the ability to add and to update the W-2
Adjustment (W) record.
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PCGenesis Payroll System Operations Guide

The W-2 Adjustment record allows the entry and/or modification to the W-2 statement’s accumulated
dollar amounts. For example, entries may be made to enter deceased employee W-2 information, to add
employee moving expense information, to record uncollected Medicare and elective deferral items, and
to record information that the normal PCGenesis payroll process does not capture. The W-2 Adjustment
record also creates optional Box 14 items such as employer matching pension plan contributions for W-2
printing. Note that the only effect of W-2 Adjustment record is to modify the contents of W-2 Statement
boxes.

Non-Taxable (N)/Taxable (T) Third Party Sick Pay Records: The Non-Taxable and Taxable Third
Party Sick Pay earnings history records are included on the employee’s W-2, and serve as audit trails for
the Department of Audits. If a Third Party Sick Pay record is present, PCGenesis selects the Box 13
Third Party Sick Pay Check Box on the employee’s W-2 Statement.

Navigation: The Update/Display and Transfer Earnings feature allows the selection of navigation
icons in the same manner as other PCGenesis payroll programs. The navigation features allow users to

page forward [»] (F11 — Next History Record) and page backward =z [4] (F12 — Prev History
Record) through an employee’s earnings history information.

Update/Display an Earning History Record/Transfer Gross Earnings

Earnings History Transfers: The Transfer option allows the transfer of employees’ gross salary
information to a different account number to correct accounting information.

The following processing guidelines apply to transferring employees’ earnings history:

e Review the earnings history record from which the funds will transfer before the transfer of gross
salaries between funds occurs.

e PCGenesis calculates amounts based on the current year’s tax tables. When transferring prior year’s
earnings validate and adjust the employer’s share of the Old Age Survivor’s Disability Insurance
(OASDI), Health Insurance (HI), Teacher Retirement System (TRS), and/or Georgia Health
Insurance (GHI) amounts accordingly.

e Source Accounts: If there is more than one Source account, the Earnings History Transfer function
will display the first account, and will allow scrolling through the Source account numbers using

(F6 — Previous from Account) and (F7 — Next from Account).

e Note that an Earnings History Transfer Audit Trail Report is available in the PCGenesis print queue
after the earnings history transfer is complete.

e When PCGenesis is unable to post the earnings history transfer information to the General Ledger,
the following message displays: “System unable to update the General Ledger. Unknown Fund
Balance Code XXXX. Partial postings may have occurred and a restore is necessary. Please
contact the Help Desk for assistance. Enter to continue.” In this instance, contact the Technology
Management Customer Support Center immediately. Do not continue processing!

Account Number Codes: Entries in the Acct# Yr Fnd F Prgm Fnct Objct Fcty B Addt’] fields must
exist in the Budget Account Master file. Refer to the Financial Accounting and Reporting (FAR) System
Operations Guide, Section A: Budget Account Master Processing for instructions.
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PCGenesis Payroll System Operations Guide

Payroll/Annuity Codes: All description codes and annuity company information must exist in the
payroll Description file before using the codes to update employees’ payroll information.

Although PCGenesis allows up to five annuity company entries per employee record, PCGenesis users
must create the corresponding annuity control code before entering the information for employees.
Refer to Payroll System Operations Guide, Section F: Payroll Description/Deduction/Annuity File
Processing for instructions.

Defaulting Payroll Information: Identifiers such as employee number, employee name, location, and
SSN default from the employee’s personnel information. Refer to Payroll System Operations Guide,
Section B: Payroll Update Processing, Topic 3: Update/Display Personnel Information for instructions.

Screen Print: The screen print feature allows the user to obtain a screen print of the earnings history

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

Earnings History Report Processing

Employee’s Earnings History Report: The Payroll Earnings History Detail Report lists earnings
history information for an individual employee, for one payroll class code, or for all employees. The
user may select the Earnings History records based upon a date range. The user may enter the date
range for the period, for the fiscal accumulation period, and for the YTD accumulation period. When
generated for all employees or one payroll class code, the results may be sorted by employee name or by
employee number. The Earnings History Print program prints all earnings history records allowing for
an analysis of W-2 processing issues.

The Payroll Earnings History Detail Report also includes W-2 Adjustment record history information.
A separate section for the “W-2 History Period Covered” provides the Check Date, and two (2) lines of
Box/Item adjustments for each earnings history record. A separate section for the “YTD W-2 Adjustment
Period” will print the year-to-date W-2 Adjustment record totals for the affected employees. The “YTD
W-2 Adjustment Period” section provides the box, item, label, and description from the Alpha
Description File, as well as the year-to-date accumulation of W-2 Adjustment record dollar amounts.

D1. Employee Earnings History Detail Report — Example provides an example of this report.

Year-to-Date Earnings Registers: The Year-to-Date (YTD) Earnings Registers lists year-to-date
earnings information in employee summary or account detail format. Print the Registers for a specific
pay class, a specific employee, or for all employees. When printed for all employees, the report can be
sorted by employee name or by employee name within pay class. Users may also request the Detail by
Account format to print all accounts, or may print the results for a specific account. This format also
includes Third Party Sick Pay results. When generated in the Summary by Employee format, the report
checks to ensure that the employee OASDI and HI contribution amounts match the amounts calculated
by the report program. The report program multiplies the gross salary by the employee contribution
percentages. If the calculated percentages become disproportionate to the actual amounts taken, an error
message displays. When this occurs, review and correct the discrepancy.

Included within the Employee Register is the Earnings History Exceptions Report. This report monitors
manual and voided Payroll check processing, and is beneficial in the reconciliation of the Quarterly 941
Report. PCGenesis generates the Earnings History Exceptions Report when either of the following
conditions exists:
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PCGenesis Payroll System Operations Guide

e The transaction date is within the date range specified on the Print Year-to-Date (YTD) Earnings
Register: Summary by Employee screen, but the check date is outside of the date range entered.

e The check date entered is within the date range specified on the Print Year-to-Date (YTD) Earnings
Register: Summary by Employee screen, but the transaction date is outside of the date range entered.

The Year-to-Date Earnings Register contains a separate section entitled “FEarnings History Register for
W-2 Adjustments” to print the year-to-date W-2 Adjustment record totals for each employee. This
section will print the year-to-date accumulation for each Box/Item combination. PCGenesis also prints
year-to-date W-2 adjustment totals for each pay class when selecting the “Name within Class” sort
option. Grand totals will also print for the year-to-date W-2 adjustments on the report.

PCGenesis prints an additional report, the Earnings History Register for MM/DD/YY thru MM/DD/YY
Error Report to identify FICA agreement errors and earnings history exceptions. PCGenesis prints the
report separately from the Year-to-Date Earnings Register to assist PCGenesis users in locating and
correcting errors.

YTD Employer Benefits Register: The Year-to-Date (YTD) Employer Benefits Register — Summary by
Employee summarizes the employer benefit amounts by employee based upon the earnings history
records. The Employer Benefits Registers can be printed for a specific pay class, a specific employee, or
for all employees. When printed for all employees, the report can be sorted by employee name or by
employee name within pay class. The report checks to ensure that the employer OASDI and HI
contribution amounts match the amounts calculated by the report program. The report program
multiplies the gross salary by the employer contribution percentages. If the calculated percentages
become disproportionate to the actual amounts taken, an error message displays. When this occurs,
review and correct the discrepancy.

PCGenesis prints an additional report, the YTD Employer Benefits Register Error Report to identify
FICA agreement errors and earnings history exceptions. PCGenesis prints the report separately from the
Year-to-Date Employer Benefits Register to assist PCGenesis users in locating and correcting errors.

Comma-Delimited Export Files: The options available from the Print YTD Earnings’ Register Menu allow
the user to produce a comma-delimited export file (.csv file) in addition to the printed report. The export files
contain the same information that prints on the reports, but puts the data into data files. This feature allows
users to perform data analysis on the YTD Earnings’ Register data by using spreadsheet capabilities.
Producing the export file is optional, but the report will always be produced. The following menu options
allow a comma-delimited export file to be created:

e YTD Earnings’ Register: Summary by Employee
e YTD Earnings’ Register: Detail by Account
e YTD Earnings’ Register: YTD Employer Benefits Register — Summary by Employee
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PCGenesis Payroll System Operations Guide

Procedure A: Setting/Clearing Employee Search
Criteria

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

Procedure B: Adding Earnings History Records

Users assigned the Display Only (C) security access will not be able to perform this procedure.

B1. Adding a Control (C) Earnings History Record

Step | Action

1 From the Business Applications Master Menu, select _2 | (F2 - Payroll System).

The following screen displays:

i hl
=1 PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND wms_[glﬂg

Payroll System FAYHMBBBA

Haster Henu

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

-- Annual Reports Menu
- - Monthly/Quarterly{Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
- - Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

1]

B EREEER bk bk iE

- - File Reorganization

o I Y I N I I I I I BN

Step  Action
2 Select —2_| (F2 - Payroll Update Menu) or _1o | (F10 - Earnings History Menu).
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PCGenesis Payroll System Operations Guide

For Step 2-F2 selections, the following screen displays:

= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ CADEVSYS C:\SECOND _Iﬁllﬂ
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

LI -- Update/Display Personnel Data

_2 | -- Update/Display Deduction Data

_4 | -- Update/Display Gross Data

_5 | -- Update/Display Withholding Data

L6 | -- Update/Display Current Leave Usage Data
7 | -- Update/Display YTD{Fiscal Data

8 | -- Update/Display Deduction Adjustments

9 | -- Update/Display FICA/Medicare Adjustments

10| -- Update/Display Garnishment Yendor Data

11 | -- Add Earnings History Record

[12 | -- Update/Display Earnings History  Transfer Gross Earnings
13| -- Print Earnings History

4
a5
a7 |
a8

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

Master | Bery | | | 13.82.08
e | 5 | iy | D4R | MERD
For Step 2-F10 selections, the following screen displays:
B PG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND — =] >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Master um“ﬂ| | | 11.01.080

FIS« ﬂ“% e iS5 NOPI\ﬁVDR MOMITOR,

3 For Step 2-F2 selections: Select 11| (F11 - Add Earnings History Record).
For Step 2-F10 selections: Select —1_| (F1 - Add Earnings History Record).
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PCGenesis Payroll System Operations Guide

The following screen displays:

4 = — [——
B rcG Dist:§991 Rel=17.01.00 03/24, 7 P SV CADEVSYS CASECOND WHlTl -En_
R
Add Earnings History Record PAYFIND
Select Employee I
Current Order
Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 17.61.08
FIS« 215715'1'\] Fisw por e | poon W Help

Step  Action

4 Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 6.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 5.
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PCGenesis Payroll System Operations Guide

The following screen displays:

r|;| PCG Dist:SQQE_ReI:I 1.;.!703;'24,?2017 PCW 005 SV CADEVSYS CASECOND WI—IITE“LQ&IQ1
Add Earnings History Record PAYFIND
Select Employee
Filter not actiwve Current Order
Hame
Current 13
Fkey _Mame | Empno | SSN_| Loc  Gls Gert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 999-08-8879 100 1 C 2 10 9 T
1 | BA2BEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BA2CLAY, BU2 88935 993-08-8935 201 3 N 0 10 16 T
3 | BA2CLAY, MAZALI 87548 999-08-7548 2050 1 C 0 10 4 T
4 | BAZDA,JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 |
5 | BAZDA. MA2 88868 993-08-8868 195 3 N 0 10 10 1
[ | BA2ES, CO2EMAN 89078 999-08-9078 201 1 C 2 10 3 T
7 | BAZES. wA2DD 87682 999-08-7682 101 16 N 0 10 36 |
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Mext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above

Order changed to Alpha

gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T | | | =y 17.61.08
FIS« ?f?"‘# Fisw raur i | paon W Help
Step | Action
5 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Mame | (Name).

To sort by Employee Number: Select -Empno | (Empno).
To sort by Social Security Number: Select —8SN_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either sk | (Page Up) or ¥ | (Page Down).
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The following screen displays:

S—
=] PCGDist=8991 Rel=17.01.00 03,/24/2017 PCW 005 SV CADEVSYS CASECOND WHITE- [EE T

Add Earnings History Record EARNADD

Enter Hew Record Type _ Empno 89327 Year B8 Quarter 8 Pay Period 88
BAZMAN, MA2YBELLE
Type Required Fields

A = Adjustment Record
Year
Third Party Sick Pay: Quarter {1-4)
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W-2 adjustment

Control Record

0 8 = | 1 IO T [=& ] 16.03.01
Step  Action
6 Enter C (Control) in the Enter New Record Type field.

! Select E (Enter).

The following screen displays:
E] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND Wkﬂlglﬂg‘

Add Earnings History Record EARNADD

Earnings Control Record for: 78770 HUDDLE, DEBRA H

(Last, First, Middle) HUDDLE . DEBRA H
{Hame Prefix) HS. (Suffix)
(Address) 1 WEST FIRST STREET
{Address L2) APARTHMENT 12
(City-St) ATLANTA, GA
(City, St) ATLANTA , BA
(2ip) 260808

(SSH) 777 55 suuy

{Loc Code) 1811

Y Fx'% 4% | - F»- (5] FS|F7|F8 ulrs, |F10Y|F11E||F12E|| | |F15Q| 16.03.01
[ = P I
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8 Enter the information in the fields, and select E (Enter).

The following screen displays:

|1 PCGDist=8901 Rel=17.0100 03/24/2017 PCWOOS SV CADEVSYS CASECOND  WHITE o 3
Add Earnings History Record EARNADD

Earnings Control Record for: 78778 HUDDLE, MS. DEBRA H I

(Last, First, Middle) HUDDLE . DEBRA H
(Mame Prefixz) HS. {SuFfFixr)
{Address) 1 WEST FIRST STREET
(Address L2) APARTHMEHNT 12
(City-St) ATLANTA, GA
(City, St) ATLANTA , GA
(zip) 238808

(SSH) 777 55 4hhh

(Loc Code) 1811

Validations passed. Save your changes.

MV Fl'% FZ‘% rsﬁ = Fs FS|F7|F8 nlrs, |F10Y|FIIE||F12E|| | |F15Q| 16.83.M01
[ P P I Help

9 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).

Step  Action

10 Select (OK).
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PCGenesis Payroll System Operations Guide

The following screen displays:
F! PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND wmlglﬂu

Add Earnings History Record EARNADD

Enter Hew Record Type Empno 78778 Year 88 Quarter 8 Pay Period 88
HUDDLE, DEBRA H

Type Required Fields i
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter {1-4)
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W = W-2 adjustment

C = Control Record Empno

S L3 = s = P P O =N | 16.83.01
el el | [ |

Step  Action

11 Select ﬁl (F16 — Exit) to return to the Add Earnings History — Select Employee screen.

The following screen displays:
F! PCG Dist=8991 Re\:l?EIEOD 03/24/2017 PCW 003 SV CADEVSYS CASECOND wmlglﬂu

Add Earnings History Record PAYFIND
Select Employee

Current Order

Filter not active Hame
Input:
13
Fkey Hame Empno 53N Loc Cls Cert Pens ContMo Job Stat Mth
1 | HUDDLE, DEBRA H 78770 777-65-4444 1011 1 C 2 10 1 A
2 | BAZMAN, MAZYBELLE 89327 999-08-9327 2 1 C 2 10 3 A
Input Employee Humber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
*f| | k2 k3 s | es s | er s | pe Y] | | | |-& | 17.01.00

BET
Il i ] e M s Help
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PCGenesis Payroll System Operations Guide

12 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.
F10: Select ﬁl (F16 — Exit) to return to the Payroll System — Earnings History Menu.

For Step 2-—2_| (F2) selections, the following screen displays:

B PCGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND _|5|5|
Payroll System PAYUPDTP
FKey Payroll Update Menu

Add New Employee

Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update/Display Gross Data

-- Update/Display Withholding Data
Update/Display Current Leave Usage Data
-- Update/Display YTD{Fiscal Data

-- Update/Display Deduction Adjustments

-- Update/Display FICAfMedicare Adjustments
-- Update/Display Garnishment Yendor Data

-- Add Earnings History Record
- Update/Display Earnings History } Transfer Gross Earnings
-- Print Earnings History

i Ehhhkhthh t

-- Calculate and Display An Employee's Pay
Delete Employee
Update/Display Leave ¥TD/Balance Data

-- Detailed Pay Stub - Employee Message
Program EARNADD completed

EEEE E

Master | Bory | | | 19.82.08
e | M5 | Wi | B4R | WERND
For Step 2--10_| (F10) selections, the following screen displays:
B PCGDist=8991 Rel=13.02.00 07/03/2013 PCWO001 SY¥ C:,DEVSYS C:\SECOND — =] x|
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and/or Transter Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Master um“ﬁ| | | 11.681.08

o 1= = P A
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PCGenesis Payroll System Operations Guide

13 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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B2. Adding an Adjustment (A) Earnings History Record

.
™ PCGDist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CASECOND wmz_[glﬂu

Payroll System PAYHBBEA

FKey Haster Henu
- - Payroll Setup Menu

- - Payroll Update Menu

- - Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
- - MonthlyjQuarterhyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update{Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

]

B EEEEER bR BbE

- - File Reorganization

ot | T N Y A I AR X
| S | YoriSh | EA | MEND

Step | Action
1 Select 2| (F2 - Payroll Update Menu) or _1o | (F10 - Earnings History Menu).
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For Step 1--2 | (F2) selections, the following screen displays:

PCGenesis Payroll System Operations Guide

= POGDIst=08991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND == =]
Payroll System PAYUPDTP
FEey Payroll Update Henu
-- Add New Employee
2 | -- UpdatefDisplay Personnel Data
3 | -- Update/Display Deduction Data
4 | -- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- Update/Display Current Leave Usage Data
7_| -- UpdatefDisplay YTD{Fiscal Data
8 | -- UpdatefDisplay Deduction Adjustments
9 | -- Update/Display FICA/Medicare Adjustments
10 | -- Update/Display Garnishment Vendor Data
11 | -- Add Earnings History Record
12 | -- Update/Display Earnings History { Transfer Gross Earnings
12 | -- Print Earnings History
14 | -- Calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD/Balance Data
18 | -- Detailed Pay Stub - Employee Message
Master Userus‘l | | 13.082.00
eS| (1655 [ iy [ RO, [END
For Step 1--12| (F10) selections the following screen displays:
= PCOGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C\DEVSYS C:\SECOND —|=] =]
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- ¥TD Employer Benefits Register- S y by Employ
Master Userhﬂl | | 11.01.00
8] 15 [ g ] RO | VEND

" Action

Step

2 For Step 1-F2 selections: Select 1| (F11 - Add Earnings History Record).
For Step 1-F10 selections: Select —1_| (F1 - Add Earnings History Record).
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PCGenesis Payroll System Operations Guide

The following screen displays:

4 = — [——
B rcG Dist:§991 Rel=17.01.00 03/24, 7 P SV CADEVSYS CASECOND WHlTl -En_
R
Add Earnings History Record PAYFIND
Select Employee I
Current Order
Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 17.61.08
FIS« 215715'1'\] Fisw por e | poon W Help

Step Action

3

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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PCGenesis Payroll System Operations Guide

The following screen displays:

r|;| PCG Dist:SQQE_ReI:I 1.;.!703;'24,?2017 PCW 005 SV CADEVSYS CASECOND WI—IITE“LQ&IQ1
Add Earnings History Record PAYFIND
Select Employee
Filter not actiwve Current Order
Hame
Current 13
Fkey _Mame | Empno | SSN_| Loc  Gls Gert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 999-08-8879 100 1 C 2 10 9 T
1 | BA2BEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BA2CLAY, BU2 88935 993-08-8935 201 3 N 0 10 16 T
3 | BA2CLAY, MAZALI 87548 999-08-7548 2050 1 C 0 10 4 T
4 | BAZDA,JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 |
5 | BAZDA. MA2 88868 993-08-8868 195 3 N 0 10 10 1
[ | BA2ES, CO2EMAN 89078 999-08-9078 201 1 C 2 10 3 T
7 | BAZES. wA2DD 87682 999-08-7682 101 16 N 0 10 36 |
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Mext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above

Order changed to Alpha

gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T | | | =y 17.01.00
FIS« ?f?"‘# Fisw ravr i | paon W Help
Step | Action
4 Select Entet| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Mame | (Name).

To sort by Employee Number: Select -Empno | (Empno).
To sort by Social Security Number: Select —8SN_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either sk | (Page Up) or ¥ | (Page Down).
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The following screen displays:
i ] Dist_:_&EEl Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND WHlTE‘ lElélg

Add Earnings History Record EARNADD

Empno 89327 Year 88 Quarter B Pay Period 88
BAZMAN, MA2YBELLE

Enter Hew Record Type

Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter {1-4)
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W = W-2 adjustment

C = Control Record Empno
fffff 0?2 tE| @ e | = | A % o O B W =N 166361
------ Help
Step  Action
5 Enter A (Adjustment) in the Enter New Record Type field.
6 Enter the earnings history payroll year (YY) in the Year field.
7 Enter the appropriate code in the Quarter field to define the earnings history adjustment’s

payroll quarter.

Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December

8 Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.

S Select E (Enter).
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PCGenesis Payroll System Operations Guide

The following screen displays:

-
E PCG Dist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE Elﬂlg
Add Earnings Record for: 88525 - BA7HHART, LA7EMDRA Qtr 17-4 Pay Prd 13 EARNADD _J
* 3% Adjustment *% 009-P8-8525 Loc 188_w|Class B1 Cert C Instruc I Type E Pen 2 Cont Mo 1
Federal: Mar Stat § Exemptions _1 W/H Code B Fed Amount/#% Fed ¥
State: Mar Stat A Allow HW[1] D[BB] W/H Code B State Amount/% State ¥

Chk Dt 88788/8088 Chk Bank Chk Mo Pay Sched 12 Chk Type A GHI ¥
AEIC Ind _ AEIC Paymt Retr suc credit 1 FICA ¥
Reg Hr Ovt Hr HI Gr _5481.38@ 0ASDI Gr _5481.38 SEC 125 ¥
Reqg Amt 5578 .87 Ouvt Amt HI Amt 0ASDI AmE Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
{515 B 51 ) 4984.16 4818.39 4984.16 .9288 _
gaz s B@e18 426 .45 419.88 426 .45 .88088 _
#a3 s 8e11 198. 86 186.73 198. 86 _
aay s Be11 16.53 16.24 16.53 _
@as s B313 41.67 48.94 41.67 _
Totals BL78.87 5481.38 GL78.87 1.88
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT 661 18 168 _ 1641 1666 1168686 _188 1 #1 87 11 1111 111394 Ded 1 Co _1
ACCT @862 18 168 _ 1641 1666 11866 _188 1 #2 __ Ded 2 Co __
ACCT 063 18 168 _ 1043 1000 11668 _188 1 #3 _ Ded 78 Co __
ACCT 064 18 168 _ 1043 1000 11868 _188 1 #h
ACCT 065 18 168 _ 9998 2108 19168 _188 1 #o _
Ded 81 H Ded 93 H Ded 84 H Ded 69 H Ded 47 H Ded 48 H Ded _ Ded _ Ded _ Ded _
158.0808 617 .83 258.96 68.96 22.71 5.98
Ded _ Ded _ Ded __ Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945.88 Pension __937.81 Hedicare 79.48  0ASDI 339.84
Ded _ Ded __ Ded __ Ded __ Ded __ Ded __ Ded __ Ded __ Ded __ Ded __

*xx Gross Pay L5578 .87 *xx Deductions 1123.56 ==x Het Pay L4455 31 *xx NON TAX
Enter data. Press ENTER to validate.
Location 000108

:mv F3§|F»|F5|Fs F7|F8 EI F15Q§ 18.61.08

FIS«

= Y ———

PCGenesis allows up to 40 account entries. To scroll between the accounts, select (F4 — Scroll

down 5 lines), (F5 -Scroll up 5 lines), (F6 — Page Down 1 line), or select (F7 -
Page Up 1 line).

10 Verify, enter, or select the drop-down selection icon =l in the Loc (Location) field to
choose the employee’s 4-digit primary pay location code.
11 Verify, enter, or select the drop-down selection icon X! in the Class field to choose the
employee’s 2-digit job class code.
12 Verify or enter the appropriate code in the Cert (Certification) field to define the
employee’s certification level.
Valid Values: N = Non Certified/Classified
C = Classified
13 Verify or enter the appropriate code in the Instruc (Instructional) field.
Valid Values: I = Instructional
N = Non Instructional
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14

Verify or enter the appropriate code in the Type field to define the employee’s payroll
status.

Valid Values: F = Full-time
P = Part-time
S = Substitute

15

Verify or enter the appropriate code in the Pen (Pension Code) field.

Valid Values: 0 = No Pension
1 = Old PSERS Participation
2 = TRS Pension Participation
3 = Old ERS Participation
4 = New ERS Participation
5 = New PSERS Participation

16

Enter the total number of contract months the employee works in the Cont Mo (Contract
Months) field, where appropriate.

Valid values: 9 - 12 = Number of contract months

17

Verify or enter the employee’s federal income tax marital status code in the Federal: Mar
Stat (Federal: Marital Status) field.

Valid Values: M = Married
S = Single

18

Verify or enter the number of federal income tax exemptions in the Federal: Exempt
(Federal: Exemptions) field.

When the number of federal income tax exemptions exceeds ten (10), submit the
employee’s W-4 form to the Internal Revenue Service. Refer to Line 5 of the W-4 form for
the Federal: Exempt field’s information.

19

Verify or enter the employee’s federal income tax withholding code in the Federal:
Withholding Code field.

Valid Values: 0 = Normal Federal tax from tax table
1 = Normal Federal tax from tax table + flat amount
2 = Flat amount only
3 = Flat percentage only

20

The Federal: Amt/% field is used in conjunction with the Federal Withholding Code. If
the Federal: Amt/% value is a whole number, it will be treated as a flat amount (codes 1
& 2). If the value is less than 1, it will be treated as a percentage (code 3). Verify or enter
the employee’s additional federal income tax amount or the tax percentage in the Federal:
Amt/% (Federal: Amount/Percentage) field, where appropriate.

Required for Step 19 (1, 2, or 3 entries). Values less than 1.00 are regarded as
percentages (%).
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21 Verify or enter the federal income tax switch code in the Fed (Federal) field.

Valid Values: Y = Compute withholding
N = Do NOT compute withholding

22 Verify or enter the employee’s state income tax marital status code in the State: Mar Stat
(State: Marital Status) field.

Valid Values: A =Single
B = Married Filing Joint, both spouses working
C = Married Filing Joint, one spouse working
D = Married Filing Separate
E = Head of Household
8 = Exempt — Servicemembers Civil Relief Act

A marital status of ‘8” will cause all wages to be exempt from reporting for Georgia state
wages, and will cause zero Georgia tax to be withheld from the employee’s paycheck. The
Department of Labor Quarterly Payroll Report and Wages Data File, and the W-2 forms
will both treat any wages on the Earnings History records with a Georgia marital status of
‘8” as Georgia exempt wages, and these wages will not be included in these tax reports.

23 Verify or enter the total number of dependent allowances in the State: Allowance Mar
(State: Allowance Marital Status) field, and the sum total of both dependent and additional
allowances in State: Allowance Dep (State: Allowance Dependents) field.

When the number of State of Georgia income tax exemptions exceeds fourteen (14), submit
the employee’s G-4 form to the Georgia Department of Revenue. Refer to Line 4 and Line
5 of the G-4 form for State: Allowance information.

24 Verify or enter the state income tax withholding code in the State: Withholding Code
field.

Valid Values: 0 = Normal state tax from tax table
1 = Normal state tax from tax table + flat amount
2 = Flat amount only
3 = Flat percentage only

25 The State: Amt/% field is used in conjunction with the State Withholding Code. If the
State: Amt/% value is a whole number, it will be treated as a flat amount (codes 1 and 2).
If the value is less than 1, it will be treated as a percentage (code 3). Verify or enter the
additional state income tax amount or the total percentage in the State: Amt/% (State:
Amount/Percentage) field is correct, where appropriate.

Required for Step 24 (1, 2, or 3 entries). Values less than 1.00 are regarded as
percentages (%).
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26

Verify or enter the state income tax switch code in the State field.

Valid Values: Y = Compute withholding
N = Do NOT compute withholding

27

Enter the date (MM/DD/CCYY) in the Chk Dt (Check Date) field.

28

For payroll checks: Enter the code, or select the drop-down selection icon | within the
Chk Bank (Check Bank) field to choose the bank.

Enter payroll checks and direct deposits through Manual or Regular Payroll check
processing. Refer to the appropriate topic within Section C: Payroll Check and Direct
Deposit Statement Processing for instructions.

29

For payroll checks: Enter the check number within the Chk No (Check Number) field to
choose the check number.

30

PCGenesis defaults the entry in the Pay Sched (Payroll Schedule) field based on the
employee’s pay class.

31

PCGenesis defaults to A (Adjustment) record in the Chk Type (Check Type) field.

32

Enter or verify the entry of Y (Yes) or N (No) in the GHI (Georgia Health Insurance) field
to define the employee’s participation status.

33

Enter the appropriate code in the AEIC Ind (Advanced Earned Income Credit Indicator)
field, or leave the field blank to define the employee’s current AEIC participation.

Valid Values: 1 = Single or married with one spouse filing
2 = Married with both spouses filing

34

If entering an AEIC indicator: Enter the amount of employee’s current AEIC pay in the
Adv EIC Paymt (Advanced Earned Income Credit Payment) field.

35

Enter the appropriate code in the Retr svc credit (Service Indicator) field to define the
employee’s Teacher Retirement System (TRS) service credit.

Valid values: 0 = No service credit
1 = Service credit earned for the month

36

Verify or enter the FICA tax switch code in the FICA (Federal Insurance Contributions
Act) field to define the employee’s FICA participation.
Valid Values: Y = Compute OASDI/Medicare

N = Do NOT compute OASDI/Medicare

M = Compute Medicare only

Georgia Department of Education
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Step Action

37 Optional
Enter the total number of regular hours the employee works in the Reg Hr (Regular
Hours) field.
If making an entry in the Reg Hr field, an entry is required in the Reg Amt field.
38 Optional
Enter the total number of overtime hours the employee works in the Ovt Hr (Overtime
Hours) field.
39 Optional
Enter the amount of the employee’s regular pay in the Reg Amt (Regular Amount) field.
40 Optional
Enter the amount of the employee’s overtime-gross pay in the Ovt Amt (Overtime
Amount) field.
41 If the FICA indicator is Y (Yes):
e Enter the amount of the employee’s gross salary that will determine the employee’s
health insurance calculations in the HI Gr (Health Insurance Gross).
e Enter the employee’s health insurance deduction amount in the HI Amt (Health
Insurance Amount) field.
e Enter the employee’s OASDI calculation amount in the OASDI Gr (Old Age,
Survivors and Disability Insurance Gross) field.
e Enter the employee’s OASDI deduction amount in the OASDI Amt (Old Age,
Survivors, and Disability Insurance Amount) field.
42 Enter or verify the entry of Y (Yes) or N (No) in the Section 125 (IRS Section 125
Cafeteria Benefit Plan) field to define the employee’s participation status in a Section 125
Plan.
43 Optional
Enter the amount of the employee’s annual contract salary in the Contract (Contract
Amount) field.
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Repeat steps 44 - 54 for each gross distribution account

44

Enter or select the drop-down selection icon ~lin the LTyp (Line Processing Type) field
to choose the payroll processing type.

Valid values: Reqular Gross Types:

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

Special Gross Types:

A — Daily/Hourly adjustment NO pension calculation

B — Salary adjustment NO pension calculation

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

Q — Salary adjustment with taxes and pension calculation

P — Daily/Hourly adjustment with taxes and pension calculation

Z — Pension adjustment only

45

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

46

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

47

If the FICA indicator is Y (Yes): Enter the employee’s FICA gross salary’s calculation
amount in the FICA Gr (Federal Insurance Contributions Act Gross) field.

48

If the FICA indicator is Y (Yes): Enter the FICA amount in the FICA Amt (Federal
Insurance Contributions Act Amount) field.

49

Optional
Enter the employee’s pension calculation amount in the Pens Gr (Pension Gross) field.

50

Optional
Enter the employee’s pension deduction amount in the Pens Amt (Pension Amt) field.

Georgia Department of Education
April 2, 2018 ¢ 10:08 AM e Page 25 of 158
All Rights Reserved.



PCGenesis Payroll System Operations Guide

51 GHI Dist: Enter the GHI distribution percentage for the corresponding General Ledger
account number. The GHI distribution percentage indicates the percentage of the
employer GHI contribution to distribute to this GL account line. The GHI distribution
percentage is valid only with Process Types ‘H’, ‘D’, or ‘S’.

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

The GHI distribution percentage must be zero if the GHI Participation Switch is ‘N’, and
the GHI Option field is NC (No Coverage) or NE (Not Eligible). An employer
contribution will NOT be billed for employees with a GHI Option field of NC (No
Coverage) or NE (Not Eligible), and therefore, the GHI Dist field must be zero.

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

52 Enter or select the drop-down selection icon ~lin the Reas (Reason) field to choose the
reason for the record’s creation.

53 Enter the date MM/DD/CCYYY in the Period End (Period Ending) field.

54 Enter or select the drop-down selection icon = in the Acct# Yr Fnd F Prgm Fnct Objct
Fcty B Addt’l field(s) to choose the account information.

Repeat step 55 - 57 for each net pay distribution to a direct deposit account

55 For direct deposits: Enter the code, or select the drop-down selection icon | within the
DD Bank (Direct Deposit Bank) field to choose the bank.

56 For direct deposits: Enter the bank account information, up to eighteen (18)
alphanumeric characters within the DD Account (Direct Deposit Account) field.

57 For direct deposits: Enter the amount of net pay distribution to this Direct Deposit Bank
and Account within the Net Pay field.

Repeat step 58 for each Annuity which applies to this adjustment record

58 If the employee participates in an annuity: Enter or verify the 2-digit annuity company
code in the Co (Annuity Company Code) fields. Annuity Company Code(s) should be
entered in the Co field(s) only if entering annuity deduction amount(s) for any of the
corresponding Annuity Company Code(s) fields.

NOTE: If there is/are no annuity deduction amount(s), clear the existing code(s) from the
Co (Annuity Company Code) field(s).
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Repeat step 59 for each deduction which applies to this adjustment record

59

Enter the employee’s deduction amount(s) in the Ded 1 — 20 (Deduction 1 - 20) fields.
PCGenesis allows the entry of negative (-) amounts for refunding deductions.

PCGenesis defaults the entry in the two-digit Deduction Code field based on the
employee’s payroll information record. Refer to Section B: Payroll Update Processing,
Topic 4: Update/Display Payroll Information for the instructions on modifying existing
deduction information.

Steps 60 - 64 apply to the entry of Employer Paid Deductions

60

Enter the GHI premium’s dollar amount paid by the employer in the GHI (Georgia Health
Insurance Employer Contribution) field.

61

Enter the pension premium’s dollar amount paid by the employer in the Pension (Pension
Employer Contribution) field.

62

Enter the Medicare dollar amount paid by the employer in the Medicare (Medicare
Employer Contribution) field.

63

Enter the OASDI dollar amount paid by the employer in the OASDI (OASDI Employer
Contribution) field.

64

Enter the deduction code(s) and the employer’s deduction amount(s) in the Ded
(Deduction) fields.

These fields represent the employer paid amounts. A deduction may have an employer
amount only if the employee’s deduction screen Employer contribution flag is set to "Y" for
the deduction.

PCGenesis allows the entry of negative (-) amounts for refunding deductions.

65

If a Non-tax deduction was included in the Adjustment record: Enter the employee’s
gross salary amount that is deducted before taxes for nontaxable income reporting in the
***NON TAX (Non Taxable Income) field.

PCGenesis allows the entry of negative (-) amounts for refunding Non-tax deductions.

66

Select E (Enter).

Select =& (F3 — Print this data) to obtain a screen print of the Add Earnings History
Record screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.
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The following screen displays:

-
[F] PCGDist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND wr—ml [E=REERr
Add Earnings Record for: 88525 - BA7HHART, LA7EMDRA Qtr 17-4 Pay Prd 13 EARHADD
% Adjustment *% 009-P8-8525 Loc 188_w|Class B1 Cert C Instruc I Type E Pen 2 Cont Mo 1
Federal: Mar Stat § Exemptions _1 W/H Code B Fed Amount/#% Fed ¥
State: Mar Stat A Allow M[1] D[BB] W/H Code B State Amount/% State ¥
Chk Dt 1273172817 Chk Bank Chk Mo Pay Sched 12 Chk Type A GHI ¥
AEIC Ind _ AEIC Paymt Retr suc credit 1 FICA ¥
Reqg Hr Out Hr HI Gr _5481.38 0ASDI Gr _5481.38 SEC 125 ¥
Reqg Amt 5578.87 Ouvt Amt HI Amt 0ASDI AmE Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
881 3 8618 4984.16 4818 .39 4984%.16 .9288 _ 12/31/2817
882 3 8618 426 .45 419 .88 426 .45 .B888 _ 12/31/2817
gz = 6611 194. 86 186.73 198. 86 _ 273142817
geh 5 8611 16.53 16.24% 16.53 _ 273142817
ges s 8313 41.67 48.9% 41.67 _ 273142817
Totals GE78.87 Ch81.38 CL78.87 1.88
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT Be1 18 168 _ 1641 16068 116868 _188 1 #1 87 11 1111 111394 bed 1 Co _1
ACCT 862 18 188 _ 1841 10068 11868 168 1 #e ped 2 Co __
ACCT 683 18 184 1843 16688 116868 _188 1 #3 Ded 78 Co __

Ded 81 H Ded 02 N Ded 84 H Ded 089 H Ded 47 M Ded 48 N Ded _ Ded _ Ded Ded _
158.6808 617 .83 258.96 68.96 22.71 5.98
Ded _ Ded __ Ded __ Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945.88 Pension __937.81 Hedicare 79.48  0ASDI 339.84
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _

*x* Gross Pay 5578.87  =x* Deductions 1123.56 **xx Net Pay B455.31  ==x HON TAX
Ualidations passed. Save your changes.

Location 000108
F7I 3 EI Fi , |F|OY| Fii El | F|2E|I
@ Elm] | [ [ |

Step  Action

|F15Q| 18.01.00

Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
your changes).

The following dialog box displays:
e DL )
g = 0 L

‘ @ Emp. 89327 Added type A record to the History file

Step  Action

Select (OK).
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The following screen displays:

PCG Dist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE-

Add Earnings History Record EARNADD

Enter Hew Record Type _ Empno 88525 Year B8 Quarter @ Pay Period 88
BA7NHART, LA7EHDRA
Type Required Fields

A = Adjustment Record
Year
Third Party Sick Pay: Quarter {1-4)
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W-2 adjustment

Control Record

o | = | O 1 PO T [-2 | 18.61.00

69 Select ﬁl (F16 -Exit) to return to the Add Earnings History Record — Select Employee
screen.

The following screen displays:

I! PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW OO

Add Earnings History Record PAYFIND
Select Employee

Current Order
Filter not active Hame

Input:

13

Fkey Hame SSH Loc Cls Cert Pens ContMo Job Stat Hth
1 | BAZMAM. MAZYBELLE 999-08-9327 2 1 C 2 10 3 A
2 | HUDDLE, DEBRA H 777-55-4444 1011 1 C 2 10 1 A

Input Employee NHumber or HName or SSN - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above

|F‘59\| 17._61.464
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70 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.
F10: Select ﬁl (F16 — Exit) to return to the Payroll System — Earnings History Menu.

For Step 1-F2 selections, the following screen displays:

= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:A\DEVSYS C:\SECOND _Iﬁ'lﬂ
Payroll System PAYUPDTP
FKey Payroll Update Henu

Add New Employee

Update/Display Personnel Data
UpdatefDisplay Deduction Data
Update/Display Gross Data
Update/Display Withholding Data
Update/Display Current Leave Usage Data
UpdatefDisplay YTD{Fiscal Data
Update/Display Deduction Adjustments
Update/Display FICAfMedicare Adjustments
Update/Display Garnishment Yendor Data

Add Earnings History Record
Update/Display Earnings History } Transfer Gross Earnings
Print Earnings History

a3
14 | -- calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD/Balance Data
18 |

-- Detailed Pay Stub - Employee Message
Program EARNADD completed

Master um“ﬂ| | | 13.02.00
FIS« ﬂ“% Herd=5 Nopbﬁ:\gk MOMITOR,
For Step 1-F10 selections, the following screen displays:
= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ CADEVSYS C:\SECOND _|E'|5|
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- ¥TD Employer Benefits Register - Summary by Employee
Master | Bery | | | 11.81.08

e L = = P A AT
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1 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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B3. Adding a Nontaxable (N) and/or Taxable (T) Third Party Sick

Pay Earnings History Record

Although the screenshot examples display N (Non Taxable) Third Party Sick Pay record information,
the instructions also pertain to the entry of a Taxable (T) record, and includes instructions that are
specific to Taxable records.

Entering gross pay for Non Taxable and Taxable Third Party Sick Pay earnings history record selects
(checks) Box 13 on the employee’s W2 Statement.

=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCWOD1 SV CADEVSYS CASECOND wmﬂm
Payroll System PAYHBBBA
FKey Haster Henu

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

-- Annual Reports Menu
- - MonthlyfQuarterlyfFiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

=)

[ EREEEE bR BRE

- - File Reorganization

o0 I N N I A N I B X

Step  Action
1 Select —2_| (F2 - Payroll Update Menu) or -18_| (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ CADEVSYS C:\SECOND _Iﬁllﬂ
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

LI -- Update/Display Personnel Data

_2 | -- Update/Display Deduction Data

_4 | -- Update/Display Gross Data

_5 | -- Update/Display Withholding Data

L6 | -- Update/Display Current Leave Usage Data
7 | -- Update/Display YTD{Fiscal Data

8 | -- Update/Display Deduction Adjustments

9 | -- Update/Display FICA/Medicare Adjustments

10| -- Update/Display Garnishment Yendor Data

11 | -- Add Earnings History Record

[12 | -- Update/Display Earnings History  Transfer Gross Earnings
13| -- Print Earnings History

4
a5
a7 |
a8

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

Master | Bery | | | 13.82.08
e | 5 | iy | D4R | MERD
For Step 1-F10 selections the following screen displays:
B PG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND — =] >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Master um“ﬂ| | | 11.01.080

FIS« ﬂ“% e iS5 NOPI\ﬁVDR MOMITOR,

Step  Action
2 For Step 1-F2 selections: Select 1| (F11 - Add Earnings History Record).
For Step 1-F10 selections: Select 1] (F1 - Add Earnings History Record).
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The following screen displays:

4 = — [——
B rcG Dist:§991 Rel=17.01.00 03/24, 7 P SV CADEVSYS CASECOND WHlTl -En_
R
Add Earnings History Record PAYFIND
Select Employee I
Current Order
Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 17.01.00
FIS« 215715'1'\] Fisw por e | poon W Help

Step Action

3

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:

i — ™
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND WI—IITEth_&g
p— —— o c—
Add Earnings History Record PAYFIND
Select Employee
Filter not actiwve Current Order
Hame
Current 13
Fkey Hame | Empno | SSN_| Loc Cls Cert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 999-08-8879 100 1 C 2 10 9 T
1 | BA2BEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BA2CLAY, BU2 88935 993-08-8935 201 3 N 0 10 16 T
3 | BA2CLAY, MAZALI 87548 999-08-7548 2050 1 C 0 10 4 T
4 | BAZDA,JO2QUIN 87483  999-08-7483 100 1 C 2 10 3 |
5 | BAZDA. MA2 88868 993-08-8868 195 3 N 0 10 10 1
[ | BA2ES, CO2EMAN 89078 999-08-9078 201 1 C 2 10 3 T
7 | BAZES. wA2DD 87682  999-08-7682 101 16 N 0 10 36 |
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T | | | =y 17.01.00
FIS« ?f?"‘# Fisw ravr i | paon W Help
Stp Acton
- . b
4 Select Enter] (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Name | (Name).

To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select —SSN_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
cither rawh | (Page Up) or pnd (Page Down).
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The following screen displays:

hl
] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND WHITE [EE T
Add Earnings History Record EARNADD

Empno 89327 Year 88 Quarter B Pay Period 88
BAZMAN, MA2YBELLE

Enter Hew Record Type

Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter {1-4) f
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W = W-2 adjustment

C = Control Record Empno

0 Y = | % IO PO = 16-83.61

Help

Step | Action

5

Enter the appropriate code in the Enter New Record Type field.

Valid Values: T = Taxable third party sick pay
N = Non-taxable third party sick pay

Enter the earnings history payroll year (YY) in the Year field.

Enter the appropriate code in the Quarter field to define the earnings history adjustment’s
payroll quarter.

Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December

Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.

Select El (Enter).

Although examples of the Taxable (T) and Non Taxable (N) earnings history records are
provided on the following page, the remaining screenshot examples apply to the entry of a
Non Taxable earnings history record.
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For Step 5-N (Non Taxable) entries, the following screen displays:

PCG Dist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOMND

WHITE

)

i for: 88525 - BA7HHART, LA7ENDRA Qtr 17-4 Pay Prd 13 EARNADD J
e Hontaxable =% 999-@8-8525 Loc B1688 Class 61 Cert C Instruc I Type F Pen 2 Cont Ho 1
Federal: at s Exemptions 1 W/H Code 8 Fed amounts% Fed ¥
State: Har Stat A Allow HM[1] D[68] W/H Code B State Amount/% State ¥
Chk Dt Chk Bank Chk Ho Pay Sched 12 Chk Type GHI H
AEIC Ind AEIC Paymt Retr suc credit 1 FICA Y
Req Hyr Out Hr HI Gr 0ASDI Gr SEC 125 Y
Req Amt Out Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
1 5 _ _
a8z
883
aay
5[5
Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l
ACCT @81 18 168 _ 1641 1666 11868 _188 1
ACCT Be2
ACCT 683
ACCT G684
ACCT 685
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI Pension Hedicare OASDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*xx Gross Pay *xx Deductions *xx Net Pay *xx NOM TAX
Enter data. Press ENTER to validate.
ENTEW F3§| | Fz n | | 18.&1.““
y | | | |
For Step 5-T (Taxable) entries, the following screen displays:
- ~
E PCG Dist=8%91 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE o S

L1} i for: 88525 - BAVHHART, LA7EHDRA Qtr 17-4 Pay Prd 13 EARHADD J
<_** Taxable *x D 009-08-8525 Loc 8188 Class 61 Cert C Instruc I Type F Pen 2 Cont Ho 1
& T Exemptions 1 W/H Code 8 Fed Aamount/% Fed ¥
State: Har Stat A4 Allow HM[1] D[68] W/H Code B State Amount/% State ¥
Chk Dt Chk Bank Chk Ho Pay Sched 12 Chk Type GHI H
AEIC Ind AEIC Paymt Retr suc credit 1 FICA ¥
Req Hv Out Hr HI Gr 0AsSDI Gr SEC 125 ¥
Reg Amt out Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
5
a2
a3
aay
aes
Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l
ACCT B@1 18 168 _ 1041 160660 116868 _188 1
ACCT A2
ACCT Ba3
ACCT Ae4
ACCT @as
Ded 81 H Ded 83 H Ded B84 H Ded 89 H Ded 47 H Ded 48 H Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI Pension Medicare 0ASDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
=xx Gross Pay ==* Deductions *x%x Net Pay =xx NOM TAX
Enter data. Press ENTER to validate.
N = . E 18.061.00
Fisqj
=
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10

For Non-Taxable and Taxable Sick Pay: Enter the date (MM/DD/CCYY) in the Chk
Date (Check Date) field.

11

For Non-Taxable and Taxable Sick Pay: Enter the dollar amount in the Reg Amt
(Regular Amount) field.

12

For Taxable Sick Pay: Enter the appropriate code in the FICA (Federal Insurance
Contributions Act) field.

13

For Non Taxable and Taxable Sick Pay: Enter the pay type or select the drop-down

selection icon = in the LTyp (Line Processing Type) field to identify the payroll
processing type.

Complete Steps 14 - 20 for each LTyp entered in Step 13.

14

For Non-Taxable and Taxable Sick Pay: Enter the pay type or select the drop-down
selection icon ! in the PTyp (Pay Type) field to define the employee’s pay type.

Future PCGenesis report and employee pay stub enhancements may include this
information. This information may also be useful for Third Party interfaces with
PCGenesis.

15

For Non-Taxable and Taxable Sick Pay: Enter the employee’s gross salary amount or
pay rate in the Tot Gross (Total Gross Salary) field.

16

For Taxable Sick Pay: Enter the gross salary dollar amount in the FICA Gr (Federal
Insurance Contributions Act Gross Salary) field.

17

For Taxable Sick Pay: Enter the dollar amount in the FICA Amt (Federal Insurance
Contributions Act Amount) field.

18

For Non-Taxable and Taxable Sick Pay: Make no entries in the Reas (Pay Reason)
field.

19

For Non-Taxable and Taxable Sick Pay: The Period End (Pay for Period Ending)
field’s entry will default to the check’s date.

20

For Non Taxable and Taxable Sick Pay: Verify, enter or select the drop-down selection

icon 7 to select the specific account(s) to which the employee’s Third Party Sick Pay was
charged in the Acct# Yr Fnd F Prgm Fnct Objct Fcty B Addt’l field(s).

When not charging a specific account, enter the year in the Yr field, and O (zero) in the
remaining account information fields.

21

For Taxable Sick Pay: Enter the dollar amount in the OASDI Gr (Old Age Survivor’s
Disability Insurance Gross) and OASDI Amt (OASDI Amount) fields.
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Step Action

22 For Taxable Sick Pay: Enter the amount in the HI Gr (Health Insurance Gross) and HI
Amt (Health Insurance Amount) fields.

23 For Taxable Sick Pay: Enter the amount in the Ded 03 (Federal tax) and Ded 04 (State
tax) fields.

24 Select ﬂl (Enter).
Select = & (F3 — Print this data) to obtain a screen print of the Add Earnings History
Record screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

The following screen displays:

[ ™
m PCG Dist=8991 Rel=18,01.00 04,'()%2018 PCW 001 SV CADEVSYS CASECOMND WHITE E@M
Add Earnings Record for: 88525 - BA7HHART, LA7EHDRA Qtr 17-4 Pay Prd 13 EARNADD
bk Taxable *% 000-08-8525 Loc 6188 Class 61 Cert C Instruc I Type F Pen 2 Cont Ho 1
Federal: Har Stat S Exemptions 1 W/H Code @ Fed amount/% Fed ¥
State: Har Stat A Allow M[1] D[BB8] W/H Code B State Amount/% State ¥

Chk Dt 12312817 Chk Bank Chk Ho Pay Sched 12 Chk Type GHI H
AEIC Ind AEIC Paymt Retr suc credit 1 FICA ¥
Reg Hvr Out Hr HI G¥ 0ASDI G SEC 125 ¥
Reg Amt 16606.68 ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
S50 B 1066.0608 1273172817
a@2
aa3
aey
aas
Totals 1066.008
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'1
ACCT 681 18 1668 _ 1641 168668 1168688 _188 1
ACCT 882
ACCT 883
ACCT 084
ACCT 885
Ded 81 H Ded 83 N Ded 64 H Ded 82 H Ded 47 H Ded 48 N Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI Pension Hedicare oAsDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*xx GF = =*x% Het Pay 1808.808 =x= HOM TAX
Validations passed. Save your changes?
Emzvln'%ln‘% F3§ F» F5 Fs F7|Fe ulFs, |F10Y|F1|E|IF12E|| | |F|5QI 18.61.68

FIS# F|7E;) F1sm Help

" Action

Step
25
your changes).

Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
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The following dialog box displays:

@ Ernp. 89327 Added type T record to the History file

Step  Action

26 Select | (OK).

The following screen displays:
[ #co Dist=8%91 Rel=180100 04/02/2018 PCWOOI SV CADEVSYS CSECOND  WAEMIL (ool B |

Add Earnings History Record EARHADD

Enter Mew Record Type Empno #8525 VYear 88 Quarter 8 Pay Period 88
BA7NHART, LAFENDRA

Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter (1-4)
H = Hontaxable Pay Period (81-53, 99}
T = Taxable

W= U-2 adjustment

C = Control Record Empno

MV FlP% Fz‘% F3§ F-r FS Fs F7|Fs ulrs’ |F|oT|FnE|IF12E|I | |F15QI 18.81.889
@ Bl ] [ | [ | Help

27 Select ﬁl (F16 — Exit) to return to the Add Earnings History Record — Select Employee
screen.
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The following screen displays:

(-] PCG Dist=8931 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND 3 E.L

Add Earnings History Record PAYFIND
Select Employee

Current Order
Filter not actiwve Name

Input:

13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | BAZMAN. MAZYBELLE 89327 999-08-9327 201 1 C 2 10 3 A
2 | HUDDLE, DEBRA H FEFF0 FFTES4444 10 1 C 2 10 1 A

Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-9 = Choose from Selection Above

wiagl k1 | F2 | F3 | Fa | Fs | ke | F7 | e | P9 [ Y| .2 | 17.61.00
F‘S« 2157.”-# F‘sw PGUP-‘ PGDN'

Step  Action

28 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.
F10: Select ﬁl (F16 — Exit) to return to the Payroll System —Earnings History Menu.
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For Step 1-F2 selections, the following screen displays:

= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ CADEVSYS C:\SECOND _Iﬁllﬂ
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

LI -- Update/Display Personnel Data

_2 | -- Update/Display Deduction Data

_4 | -- Update/Display Gross Data

_5 | -- Update/Display Withholding Data

L6 | -- Update/Display Current Leave Usage Data
7 | -- Update/Display YTD{Fiscal Data

8 | -- Update/Display Deduction Adjustments

9 | -- Update/Display FICA/Medicare Adjustments

10| -- Update/Display Garnishment Yendor Data

11 | -- Add Earnings History Record

[12 | -- Update/Display Earnings History  Transfer Gross Earnings
13| -- Print Earnings History

4
a5
a7 |
a8

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

Master | Bery | | | 13.82.08
e | 5 | iy | D4R | MERD
For Step 1-F10 selections, the following screen displays:
B PG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND — =] >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Master um“ﬂ| | | 11.01.080

FIS« ﬂ“% e iS5 NOPN"DR MOMITOR,

Step  Action

29 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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B4. Adding a W-2 Adjustment Earnings History Record

W-2 Adjustment records are designed to allow modifications to the entries in various boxes on the W-2
Statement. These entries may include information regarding deceased employees, to add employee
moving expenses, for uncollected Medicare costs, etc not captured through the normal payroll process.

] PCG Dist=8991 Rel=150400 02/01/2016 PCW 001 SV CADEVSYS CASECOND wmﬁg
Payroll System FAYHMBBBA
FKey Master HMenu

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

-- Annual Reports Menu
- - Monthly/Quarterhy/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update{Display Payroll Monitor

-- Special Functions Menu

1]

[ EREEEE bk k-

- - File Reorganization

o s | T Y Y Y I Y N
e | S | MoriSy | BAN | MEND

Step  Action
1 Select 2| (F2 - Payroll Update Menu) or _1o | (F10 - Earnings History Menu).

Georgia Department of Education

April 2,2018 ¢ 10:08 AM e Page 43 of 158
All Rights Reserved.



PCGenesis Payroll System Operations Guide

For Step 1-F2 selections, the following screen displays:

= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ CADEVSYS C:\SECOND _Iﬁllﬂ
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

LI -- Update/Display Personnel Data

_2 | -- Update/Display Deduction Data

_4 | -- Update/Display Gross Data

_5 | -- Update/Display Withholding Data

L6 | -- Update/Display Current Leave Usage Data
7 | -- Update/Display YTD{Fiscal Data

8 | -- Update/Display Deduction Adjustments

9 | -- Update/Display FICA/Medicare Adjustments

10| -- Update/Display Garnishment Yendor Data

11 | -- Add Earnings History Record

[12 | -- Update/Display Earnings History  Transfer Gross Earnings
13| -- Print Earnings History

4
a5
a7 |
a8

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

Master | Bery | | | 13.82.08
e | 5 | iy | D4R | MERD
For Step 1-F10 selections the following screen displays:
B PG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND — =] >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Master um“ﬂ| | | 11.01.080

FIS« ﬂ“% e iS5 NOPI\ﬁVDR MOMITOR,

Step  Action
2 For Step 1-F2 selections: Select 1| (F11 - Add Earnings History Record).
For Step 1-F10 selections: Select 1] (F1 - Add Earnings History Record).
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The following screen displays:

4 = — [——
B rcG Dist:§991 Rel=17.01.00 03/24, 7 P SV CADEVSYS CASECOND WHlTl -En_
R
Add Earnings History Record PAYFIND
Select Employee I
Current Order
Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 17.01.00
FIS« 215715'1'\] Fisw por e | poon W Help

Step Action

3

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:

r|;| PCG Dist:SQQE_ReI:I 1.;.!703;'24,?2017 PCW 005 SV CADEVSYS CMSECOND WI—IITE“LQ&IQ1
Add Earnings History Record PAYFIND
Select Employee
Filter not active Current Order
Name
Current 13
Fkey _Mame | Empno | SSN_| Loc  Gls Gert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 999-08-8879 100 1 C 2 10 9 T
1 | BA2BEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BA2CLAY, BU2 88935 993-08-8935 201 3 N 0 10 16 T
3 | BA2CLAY, MAZALI 87548 999-08-7548 2050 1 C 0 10 4 T
4 | BAZDA,JO2QUIN 87483  999-08-7483 100 1 [ 2 10 3 |
5 | BAZDA. MA2 88868 993-08-8868 195 3 N 0 10 10 1
[ | BA2ES, CO2EMAN 89078 999-08-9078 201 1 C 2 10 3 T
7 | BAZES. wA2DD g7682  999-08-7682 101 16 N i} 10 36 |
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above

Order changed to Alpha

gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T | | | =y 17.61.08
FIS« |§|E7T Fisw raur i | paon W Help
Step Action
4 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Name | (Name).

To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select —SSN_| (SSN).
To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select

cither rawh | (Page Up) or pnd (Page Down).
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The following screen displays:
i ] Dist_:_&EEl Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND WHlTE‘ lElélg

Add Earnings History Record EARNADD

Empno 89327 Year 88 Quarter B Pay Period 88
BAZMAN, MA2YBELLE

Enter Hew Record Type

Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter {1-4)
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W = W-2 adjustment

C = Control Record Empno
ffff NI B 9~ [P 0 P O =Y 16.03.01
------ Help
Step  Action
5 Enter W (W-2 Adjustment) in the Enter New Record Type field.
6 Enter the earnings history payroll year (YY) in the Year field.
7 Enter the appropriate code in the Quarter field to define the earnings history adjustment’s

payroll quarter.

Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December

8 Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.

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

(] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND WHITE .L &8

Add Earnings History Record EARNADD
Earnings Record for: 89327 - BAZMAN, MA2YBELLE Qtr 17-1 Pay Prd 81
*x W2 Adjustment *x 999-@8-9327 Class 81 Cert C Instruc I Type F FICA ¥
Transaction date 868/08/080608

Item Adj Amt Label Description

Box

Enter data. Press ENTER to validate.

E""V Flb% Fz‘% F3§ F» FS FS F7|F8 EIFSI |F|OY|F11E|IF12E|I |F15QI 16.83.81
[ Y R I I I Help

Step  Action

10 Verify or enter the employee’s FICA tax switch in the FICA (Federal Insurance
Contributions Act) field.

11 Enter the date (MM/DD/CCYY) in the Transaction date field.
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Step Action

12 Select on the drop-down selection icon ! or enter the information in the Box field.

PCGenesis automatically populates the Label and Description field’s entry based on the
Box and Item field s selection.

13 Enter the adjusted dollar amount in the Adj Amt (Adjustment Amount) field.

14 Select E (Enter).

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

The following screen displays:

. :
1 PCG Dist=8991 Rel= ; D WHIT SIEE0 X

Add Earnings History Record EARHADD
Earnings Record for: 89327 - BAZHAH, HAZYBELLE Qtr 17-1 Pay Prd 81
=% W2 Adjustment == 099-B8-9327 Class 81 Cert C Instruc I Type F FICA ¥
Transaction date 81/15/2817

Box Item Adj Amt Label Description
586868.68 P Excludable Moving Expense Reimbursement Pd to Empl

12

I ) A T Y I B -

Validations passed. 3ave your @

ENTEVIFIP%|F2‘£‘|F3§ F5 FS|F7|F8 EIFSI |F|0Y|F“EIF|2EI |F15&| 16.63. 61
=

Step  Action

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

changes).
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The following dialog box displays:

-
e .._-I"lIIIIIIIIIIIIIIIIIIIIII'I..I; I!!!;!!!I

@ Ermnp. 89327 Added type W record to the History file

16 Select (OK).

The following screen displays:

- =
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND WHITE E X

Add Earnings History Record EARHADD

Enter Mew Record Type Empno 89327 Year B8 (Quarter @ Pay Period @8
BAZHMAN, MA2YBELLE

Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter (1-4)
H = Hontaxable Pay Period (81-53, 99)
T = Taxable

W = W-2 Adjustment

C = Control Record Empno

ENTEV n'% Fz‘% Fsﬁ r» FS FS F7|Fs ulrs, |F107|F11E||F12E|| | |F15QI 16.83.81
[ Y P O I I Help

Step  Action

17 Select ﬁl (F16 - Exit) to return to the Add Earnings History Record — Select Employee
screen.
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The following screen displays:

~ :
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 005 SV CADEVSYS CASECOND w EEfl X

Add Earnings History Record PAYFIND
Select Employee

Current Order

Filter not active Hame
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | BAZMAN, MAZYBELLE 89327 993-08-9327 201 1 C 2 10 3 A
2 | HUDDLE, DEBRA H FBTO0 FI7-b5-4444 101N 1 C 2 10 1 A
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wiagl k1 | F2 | F3 | Fa | Fs | ke | F7 | e | P9 [ Y| | | | =y 17.01.00
FIS« ?f?"‘# Fisw [ S Help

18 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.

F10: Select ﬁl (F16 — Exit) to return to the Payroll System —Earnings History Menu.
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For Step 1--2 | (F2) selections, the following screen displays:

= POGDIst=08991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND == =]
Payroll System PAYUPDTP
FEey Payroll Update Henu
-- Add New Employee
2 | -- UpdatefDisplay Personnel Data
3 | -- Update/Display Deduction Data
4 | -- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- Update/Display Current Leave Usage Data
7_| -- UpdatefDisplay YTD{Fiscal Data
8 | -- UpdatefDisplay Deduction Adjustments
9 | -- Update/Display FICA/Medicare Adjustments
10 | -- Update/Display Garnishment Vendor Data
11 | -- Add Earnings History Record
12 | -- Update/Display Earnings History { Transfer Gross Earnings
12 | -- Print Earnings History
14 | -- Calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD/Balance Data
18 | -- Detailed Pay Stub - Employee Message
Master Userus‘l | | 13.082.00
rict| 5 | el | BT, | MEND
For Step 1--10_1 (F10) selections, the following screen displays:
= PCOGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C\DEVSYS C:\SECOND —|=] =]
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- ¥TD Employer Benefits Register- S y by Employ
Master Userhﬂl | | 11.01.00
retP| M5 | Mri5p | BN | WEND

Step

" Action

19 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure C: Updating/Displaying Earnings History
Information

Users assigned the Display Only (C) security access will only be able to view (display) earnings history

information. For these users, the ﬁl (F9 — Switch to Update Mode) icon will not be available for
selection.

Selecting F10 (Earnings History Menu) from the Payroll System Master Menu to access this feature will
not display the Payroll module icons displayed in the screenshot example on Page 51. To display these
icons, and to update/display earnings history information or to transfer gross earnings from Payroll
System — Payroll Update Menu, follow the instructions beginning at Step 1 below.

Selecting ﬁl (F11) or ﬂl (F12) when offered displays the employee’s next earnings history
record for example the employee’s Issued Check (I) record. Selecting F4 and/or F5 when offered allows
scrolling up and down on specific pages for account information. F6 and F7 provide the same
functionality for viewing account lines.

C1. Update/Display a Control (C) Record

- .
=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCWOD1 SV CADEVSYS CASECOND WHITE h (o o 5 e ]
Payroll System PAYHBBEA

FKey Haster Henu

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

-- Annual Reports Menu
- - Monthly{QuarterhyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

]

B EEEEER bR Bk

- - File Reorganization

| | | 15._62._00

Step  Action
1 Select —2 | (F2 - Payroll Update Menu) or 191 (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

B PCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND - E'lil
Payroll System PAYUPDTP

Payroll Update Henu

-- Add New Employee

-- UpdatefDisplay Personnel Data

-- Update/Display Deduction Data

-- UpdatefDisplay Gross Data

-- UpdatefDisplay Withholding Data

-- UpdatefDisplay Current Leave Usage Data
-- Update/Display YTD{Fiscal Data

-- UpdatefDisplay Deduction Adjustments

-- UpdatefDisplay FICAMedicare Adjustments
-- UpdatefDisplay Garnishment Yendor Data

-- Add Earnings History Record
-- UpdatefDisplay Earnings History } Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- UpdatefDisplay Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

|
2
4
51
6
A
|
9]
o |
|
a2z
a3
4|
5|
a7
s |

e | 13.62.60

P = =) A R
For Step 1-F10 selections, the following screen displays:

B pPCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C\DEYSYS LC:\SECOND - E‘lﬂ
Payroll Systen HISTHEHNU

FHey Earnings History Henu

-- Add Earnings History Record

b E

-- Update/Display Earnings History Record
andfor Transfer Gross Earnings

i

-- Print Employee's Earnings History

Print ¥TD Earnings' Register.
3 | -- Summary by Employee
4 | -- Detail by Account
5 | -- YTD Employer Benefits Register - § y by Employ

g9

Bkl

Mastar | Vv | | | 11081008

| 162 | Mrizp | DA | VEND

Step Action

2 For Step 1-F2 selections: Select _12_| (F12 — Update/Display Earnings History/Transfer
Gross Earnings).

For Step 1-F10 selections: Select 2| (F1 - Update/Display Earnings History and/or
Transfer Gross Earnings).
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The following screen displays:
r|;| PCG Dist;aggl Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS C:\SI_E_@ND WHITI‘ E@M1

UpdatesDisplay Earnings History PAYFIND
Select Employee

Current Order

Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 17.01.00
FIS« 215715'1'\] Fisw por e | poon W Help

Step Action

3 Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wm“@l@gw

UpdatesDisplay Earnings History PAYFIND
Select Employee

Filter not active Current Order
Name
Current 13
Fkey Hame | Empno | SSN_| Loc Cls Cert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 999-08-8879 100 1 C 2 10 9 T
1 | BAZBEE, JAZROD 87492 999-08-7492 100 1 C 2 10 ] T
2 | BAZCLAY, BU2 88935 993-08-8935 2mM 3 N 0 10 16 T
3 | BAZCLAY, MA2ALI 87548 999-08-7548 2050 1 C 0 10 4 T
4 | BAZDA,JO2QUIN 87483  999-08-7483 100 1 [ 2 10 3 |
5 | BAZDA, MA2 88865 9993-08-8868 1395 3 N 0 10 10 1
[ | BAZES. COZEMAN 89078 999-08-9078 2mM 1 C 2 10 3 T
7 | BAZES. wA2DD g7682  999-08-7682 101 16 M i} 10 36 |
8 | BAZLEY, RE2NA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 N 0 12 25 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above
Order changed to Alpha
"%l k1 | F2 [ F3 [ Fa | F5 | re [ F72 |Fe P [ | | | [.2&] 17.01.00
FIS« ?f?"‘# Fisw vovr e | poon W Help
Step | Action
4 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Mame | (Name).

To sort by Employee Number: Select -Empno | (Empno).
To sort by Social Security Number: Select —8SN_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either sk | (Page Up) or ¥ | (Page Down).
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The following screen displays:

s H
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND W'HIT- .L

DisplaysUpdate Earnings History EARNINGS

Enter optional beginning information for employee 89327

Hame: BAZMAN, MA2YBELLE

Record Type _

Control Record

Issued Check

Previous Pay Uoided Check
W-2 Aadjustment

Adjustment Record

1st Earnings Record

THIRD PARTY SICK PAY:

N = Montaxable Record

T = Taxable Record

= — ]

Year 88
Quarter B8 {(1-4)
Pay Period B8 (81-52, 99)
:mv Flb% FZ‘% FBﬁ F» Fs Fs F7|F8 uIFSI |F1OY|F1|E|IF|2E|I | |F15QI 16.83.01

Help

e Bl ] [ | [ |

The selections on this screen determine the screen displayed after Step 9.

Step Action

5 Enter C (Control) in the Record Type field.

6 Select ¥ | (Enter).

Georgia Department of Education
April 2,2018 ¢ 10:08 AM e Page 57 of 158

All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

.- PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND \l'\l"l-ll'[_-glﬂu1
EARHIHGS
Earnings Control Record For: 89327 BAZMAN, MAZYBELLE
(Last, First, Hiddle) BAZHAH ,» MA2YBELLE
(Hame Prefix) (Suffix)
{Address) 1683 MAIN STREET
{Address L2)
(City-5t) SHITH, GA
(City, St) SHITH . GA
(2ipy 33333
(SSH) 999 B8 92327
{Loc Code}) 82861
:mv Fl"% FZ‘% FBﬁ F» Fs Fs F7|F8 uIst |F1OY|F1|E|IF|2E|I | |F15QI 16.83.01
[ =Y I Help
Step  Action |
7 If updating the Control (C) record: Select il (F9 — Switch to Update Mode), make

the appropriate modifications, and select E (Enter — Validate).
If displaying the Control (C) record: Review and/or screen-print the information

displayed, and select ﬁl (F16 — Exit) to return to the Display/Update Earnings History
screen. Proceed to Step 11.
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The following screen displays:

- .
™| PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOMD WHITE _lglﬂg

EARNIMNGS
Earnings Control Record For: 89327 BA2MAN, MAZYBELLE
{Last, First, Middle) BAZ2MAN , MA2YBELLE
{Hame Prefix) (Suffizx)
(Address) 1683 MAIN STREET
{Address L2)
{City-St) SHITH, GA
{City, St) SHITH , BR
{2ip) 33333
(SSN) 99 B8 9327
{(Loc Code) B261
Validations passed. Save your changes.
1S Fl’% F2‘% FBﬁ F»- Fs- Fs F7|Fs HIFsgﬁanwYIFnEllFuEll | |F|5Q| 16.03.01

8 Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
changes).
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The following screen displays:

- .
™] PCG Dist=2991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE_lEIﬂg

EARNINGS

Earnings Control Record For: 89327 BAZHAN, MAZYBELLE

{Last, First, Middle) BAZHAN , MA2YBELLE
{Hame Prefiz) (Suffix)
{Address) 1683 HMAIH STREET
{Address L2}
(City-St) SHITH, GA
(City, St) SHITH , GR
{2ip) 23333

(SSH) 999 B8 9327

{Loc Code) 8261

Data saved.

1Y F1’% Fz‘/% FBﬁ F»- FS- FS F7EIF8 EIFsgﬁnlnoTan[ﬂlanI | |F15Q| 16.-83.51
@ gl m] | [ | |

Step  Action

9 Verify “Data saved.” displays and select ﬁl (F16 — Exit) to return to the Display/Update
Earnings History screen.
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The following screen displays:

R
E] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wr—mlglﬂu
DisplaysUpdate Earnings History EARNINGS

Enter optional beginning information for employee 89327
Hame : BA2MAH, MA2YBELLE

Record Type C = Control Record
I = Issued Check
U = Previous Pay Uoided Check
W = W-2 adjustment
A = adjustment Record

= 1st Earnings Record
THIRD PARTY SICK FAY:
N = Montaxable Record
T = Taxable Record
Year 88
Quarter B8 {(1-4)
Pay Period B8 (81-52, 99)
:mv Flb% FZ‘% FBﬁ F» Fs Fs F7|F8 uIFSI |F1OY|F1|E|IF|2E|I | |F15QI 16.03.681

el Bl [ [ [ | Help |

Step  Action

10 Select ﬁl (F16 — Exit) to return to the Update/Display Earnings History — Select Employee
screen.
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The following screen displays:

_ .
[=] PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND w_lglﬂu

UpdatesDisplay Earnings History PAYFIND
Select Employee

Current Order

Filter not active Hame
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | BAZMAN, MAZYBELLE 89327 993-08-9327 201 1 C 2 10 3 A
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wiggf| k1 | r2 | F3 | Fa | Fs | ke | F7 | F8 | P9 [, Y| | | | =y 17.01.00

FIS« ?f?"‘# Fisw por e | poon W Help
Step  Action |

11 For Step 1-F2 selections: Select ﬁl (F16 — Exit) to return to the Payroll System —
Payroll Update Menu.

For Step 1-F10 selections: Select ﬁl (F16 — Exit) to return to the Payroll System —
Earnings History Menu.
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For Step 1-F2 selections, the following screen displays:

= PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ CADEVSYS C:\SECOND _Iﬁllﬂ
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

LI -- Update/Display Personnel Data

_2 | -- Update/Display Deduction Data

_4 | -- Update/Display Gross Data

_5 | -- Update/Display Withholding Data

L6 | -- Update/Display Current Leave Usage Data
7 | -- Update/Display YTD{Fiscal Data

8 | -- Update/Display Deduction Adjustments

9 | -- Update/Display FICA/Medicare Adjustments

10| -- Update/Display Garnishment Yendor Data

11 | -- Add Earnings History Record

[12 | -- Update/Display Earnings History  Transfer Gross Earnings
13| -- Print Earnings History

4
a5
a7 |
a8

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

Master | Bery | | | 13.82.08
e | 5 | iy | D4R | MERD
For Step 1-F10 selections, the following screen displays:
B PG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND — =] >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Master um“ﬂ| | | 11.01.080

FIS« ﬂ“% e iS5 NOPN"DR MOMITOR,

Step  Action

12 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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C2. Update/Display an Issued Check (1), Voided Check (V), or
Manual (M) Check Record

Although the screenshot examples are of an Issued (I) check, these instructions also apply to Voided (V)
and Manual (M) checks.

=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCWODL SV CADEVSYS CASECOND wmmlﬂu
—
Payroll System PAYHOOOD
FKey Haster Menu

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

- - Annual Reports Menu
- - MonthlyfQuarterlyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

]

B EREEER kR bE

-- File Reorganization

O I N I Y I A Y I SR XX

@[ S | Vi PO MEND

Step  Action
1 Select 2| (F2 - Payroll Update Menu) or _1o | (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

B PCGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 SY¥ C:\DEYSYS C:\SECOND = =] x|
Payroll System PAYUPDTP
FKey Payroll Update Henu
-- Add New Employee
2]-- Update/Display Personnel Data
3 | -- Update/Display Deduction Data
4]-- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- UpdatefDisplay Current Leave Usage Data
7]-- Update/Display YTD{Fiscal Data
8 | -- UpdatefDisplay Deduction Adjustments
9]-- Update/Display FICA/Medicare Adjustments
10 | - - Update/Display Garnishment Yendor Data
11 | -- Add Earnings History Record
12] -- Update/Display Earnings History { Transfer Gross Earnings
13 | -- Print Earnings History
14 | -- Calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD/Balance Data
18 | - - Detailed Pay Stub - Employee Message
Master | Voo | | | 13.62.80
e | (155 | ToriSp | AN | MEND
For Stepl1-F10 selections, the following screen displays:
B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEWSYS C:\SECOND —|=]x]
Payroll System HISTHENU
FKey Earnings History Menu
1 | -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
andfor Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | - - Detail by Account
15 | -- YTD Employer Benefits Regi -5 y by Employee
Master | V5ot | | | 11.01.00
el U | Mrigp [ BAY, | MEND

Step
2

PCGenesis Payroll System Operations Guide

" Action

For Step 1-F2 selections: Select 12 | (F12 — Update/Display Earnings History/Transfer
Gross Earnings).

For Step 1-F10 selections: Select —2_| (F1 - Update/Display Earnings History
and/or/Transfer Gross Earnings).
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The following screen displays:

PCGenesis Payroll System Operations Guide

- —
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND
i— —

wm‘ [E=REENS)

UpdatesDisplay Earnings History
Select Employee

Filter not actiwve

Input:

Fkey Hame Empno 33H Loc

Input Employee Humber or MHame or 355N -
F16 to Exit, F18 Clear employee Filter
F1-9 = Choose from Selection Above

:NT:vl F1 | F2 | F3 | F4 I F5 | F& | F7 | F8 I F9 |F|OT| I

PAYFIND

Current Order
Emp Humber

13
Cls Cert Pens ContMo Job Stat Hth

Press Enter Key

| | |m@l| 17.981.08

BETOY
FIS« Fi7 il Fiz w por e | poon W Help

Step  Action

3

proceed to Step 5.

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wm“@l@gw

UpdatesDisplay Earnings History PAYFIND
Select Employee

Filter not actiwve Current Order
Hame
Current 13
Fkey _Mame | Empno | SSN_| Loc  Gls Gert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 999-08-8879 100 1 C 2 10 9 T
1 | BA2BEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BA2CLAY, BU2 88935 993-08-8935 201 3 N 0 10 16 T
3 | BA2CLAY, MAZALI 87548 999-08-7548 2050 1 C 0 10 4 T
4 | BAZDA,JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 |
5 | BAZDA. MA2 88868 993-08-8868 195 3 N 0 10 10 1
[ | BA2ES, CO2EMAN 89078 999-08-9078 201 1 C 2 10 3 T
7 | BAZES. wA2DD 87682 999-08-7682 101 16 N 0 10 36 |
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above

Order changed to Alpha

gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T | | | =y 17.01.00
FIS« |§|E7T Fisw ravr i | paon W Help
Step | Action
4 Select Entet| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Mame | (Name).

To sort by Employee Number: Select -Empno | (Empno).
To sort by Social Security Number: Select —8SN_| (SSN).

To scroll between pages: Select the PgeUp/PgDn keys on the computer’s keyboard or select
either sk | (Page Up) or ¥ | (Page Down).
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The following screen displays:

.
[™] PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wm_@@u

DisplaysUpdate Earnings History EARNINGS

Enter optional beginning information for employee 89327
Hame : BA2MAH, MA2YBELLE

Control Record

Issued Check

Previous Pay Uoided Check
W-2 Aadjustment

Adjustment Record

Record Type _

= — ]

1st Earnings Record
THIRD PARTY SICK PAY:

N = Montaxable Record

T = Taxable Record

Year 88
Quarter B8 {(1-4)
Pay Period B8 (81-52, 99)
:mv Fl"% FZ‘% FBﬁ F» Fs Fs F7|F8 uIFSI |F1OY|F1|E|IF|2E|I | |F15QI 16.83.01
el &l.nl [ [ | | Help
Step  Action
5 Enter I (Issued) or V (Previous Pay Voided Check) in the Record Type field.
When entering the year, quarter, and pay period, PCGenesis displays the first record for
that pay period, regardless of the record type.
If only entering a record type, PCGenesis will display the first record available for the
record type entered.
6 Enter the payroll year (YY) in the Year field.
7 Enter the appropriate code in the Quarter field to define the earnings history adjustment’s
payroll quarter.
Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December
8 Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99

(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.
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The following screen displays:
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E PCG Dist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND

Earnings Record for:
*% [ssued Check ==
Federal: Mar Stat S
State: Mar Stat A
Chk Dt 11/38/2817
Trans Dt B8/068/0008
Reqg Hr
Req Amt
LTyp

88525 - BA7HHART, LA7EHDRA

999-08-8525 Loc 8188 Class @1
Exemptions 1 W/H Code 8
Allow M[1] D[88] W/H Code B

Chk Bank BE®&1 Chk Mo

AEIC Ind AEIC Paymt

Out Hr HI Gr

5578 .87 Out Amt HI Amt
PTyp Tot Gross Amt  Pens
aa18 4984.16 61 4o84.
aa18 426 .45 32.86 426.
ae11 198. 86 14.29 198. 86
aa 16.53 1.25% 16.53
8313 41.67 3.13 41 .67
Totals GE78.87 419.34  GGTFB.E7
¥r Fnd F Prgm Fnct B Addt'l Bank
ge1 18 168 1841 10688 1 #1 a7
ge2 18 168 1841 10688 #2 65
8|83 18 188 1842 1668 #3 83
aeLy 18 188 1843 1888 11888
aes 18 188 9998 2188 19188
H Ded 83 H Ded 84 H Ded
617.83 258.96

Ded Ded

Cert C

359

5481.38
79.49
Gr
16
45

0ASD
Pens
294,
25.59
11.48
.99
2.58
334.73

Gr
.39
.88
]
.2y
.9y
Shg1.3a
Objct
11888
11880
11888

FICA

368. 25

Fcty
188
188
108
108
108

89 H Ded 47 H Ded 48 H Ded

68.96 22.71 .90

Ded Ded Ded Ded

GHI 945808
Ded

937.81
Ded

Employer paid deductions: Pension

Ded Ded Ded Ded

Qtr 17-4 Pay Prd 15

Fed Amount/%
State Amounts%

Retr suc credit
0ASDI Gr

Amt

DD Account

11 1111 111394
22 2222 22239%
33 2333 333455

Medicare

o o 0 S |

EARHINGS
Pen 2 TRS
FICA Y Fed Y
Cont Mo 18 State Y
Chk Type C GHI Y
SEC 125 ¥
GHI OPT/TIER B3/18
Contract
GHI Dist Reas Period End
.9288 11/38/2817
.asae’ 11/38/2817
11/38/2817
11/38/2817
11/38/2817

Instruc I Type F

Pay Sched 12

1
5481.34
I Aamt  339.85
GHI Gr

Annuities
1 Co 1
2_Co Multiple ACH/Direct

Deposits

Ded
Ded

7o.
Ded

48 0ASDI

Ded

330.84
Ded

LL78.87

xxx Gross Pay =xx Deductions 1877.63 =x=x Het Pay

F7IF8 ulst |F10Y|F11E|IF12E||

3701.24  xxx NON TAX

18.81.68

|F|51I

When displaying the check’s record:

screen. Proceed to Step 17.

displayed, and select ﬁl (F16 — Exit) to return to the Display/Update Earnings History

Review and/or screen-print the information

If updating the check’s record: Select ﬁl (F9 — Switch to Update mode).
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The following screen displays:

™y
[F] PCGDist=8991 Rel=18.01.00 04/02/2018 PCWOOL SV CADEVSYS CASECOND wm [E=REEn e
Earnings Record for: 88525 - BA7HHART, LA7ENDRA Qtr 17-4 Pay Prd 15
*% [ssued Check == 999-0G8-8525 Loc 8188 Class 81 Cert C Instruc I Type F Pen 2
Federal: Mar Stat S Exemptions 1 W/H Code B Fed amount/s% FICA
State: Mar Stat A Allow M[1] D[668] W/H Code B State Amount/s% B
Chk Dt 1173872017 Chk Bank BK#&1 Chk Mo 359 Pay Sched Chk Type C GHI %
Trans Dt 00/00/00080 AEIC Ind AEIC Paymt Retr suc credit SEC 125 ¢ \ Editable field for
Reg Hr Out Hr HI Gr 5481.38 0ASDI Gr 5481.34 =Bs-LL]] I’, ‘V’, and ‘M’
Reg Amt 5578 .87 Out Amt HI Amt 79.49 0ASDI AmE 339.85 Contract I records
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Distf Reas Period End
81 5 B618 4984.16 4818 .39 368 .61 4984%.16 294.25% .92488 11/38/2817
882 S 0618 426.45 419.08 32.06 426 .45 25.59 .8300 11/308/2817 Editable field for ‘I,
83 s 8611 198. 86 186.73 14.29 198. 86 11.48 __ 1173852817 o Ve
@ss s 0011 16.53 16.24 1.25 16.53 .99 — 11/30/2817 V’; and ‘M” records
aes = 8313 41.67 L48.94 3.13 41 .67 2.58 _ M/3es2ei7
Totals GE7E.87  GuL81.38 419.34  GGFB.EF7 334.73 1.66088
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 18 188 1641 1060 116868 188 1 #1 a7 11 1111 111394 2598.87 Ded 1 Co 1
ACCT @82 18 188 1841 1060 11868 188 1 #2 65 22 2222 222395 748.25 Ded 2 Co
ACCT 683 18 188 1843 168688 116888 188 1 #3 83 33 3333 333455 378.12 Ded 78 Co
ACCT 684 18 188 1843 168688 11888 188 1
ACCT @85 18 188 9998 2188 19188 188 1
Ded 81 H Ded 63 H Ded B4 H Ded 69 H Ded 47 H Ded 48 H Ded Ded Ded Ded
158.88 617.83 258.96 68.96 22,11 .98
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI 945 .88  Pension  937.81 Hedicare FO.48  DASDI 339.84
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
xxx Gross Pay LL78.87 =xx Deductions 1877.63 =x=x Het Pay 3701.24  xxx NON TAX 97 .57
Mode changed to update
|FS€OA FIOY FnEl F12E| Fisa 18.01.80
| Help

Step  Action
10 Verify “Mode changed to update” displays.
11 For ‘I’ (Issued), ‘V’ (Voided) and ‘M’ (Manual) records: Modify the Retr svc credit
(Retirement service credit) field as needed.
Valid entries for the Retr svc credit field include ‘0’ (Out of Service) and ‘1’ (In Service)
fields.
12 For ‘I’ (Issued) and ‘M’ (Manual) records: Modify the FICA (FICA participation switch)
field as needed.
Valid Values: Y = Compute OASDI/Medicare
N = Do NOT compute OASDI/Medicare
M = Compute Medicare only
13 For ‘I’ (Issued), ‘V’ (Voided) and ‘M’ (Manual) records: Enter or select the drop-down
selection icon =/ in the Reas (Reason) field to choose the reason for the record’s creation, as
needed.
14 For ‘I’ (Issued), ‘V’ (Voided) and ‘M’ (Manual) records: Modify the date
MM/DD/CCYY in the Period End (Period Ending) field as needed.
15 | select ¥ (Enter).
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The following screen displays:

Step

16

~
[E] PCGDist=8991 Rel=180100 04/02/2018 PCW 001 SV CADEVSYS CASECOND wm (B EE
Earnings Record for: 88525 - BA7HHART, LAFENDRA Qtr 17-4 Pay Prd 15 EARHIHGS
#% Issued Check =% 999-@8-8525 Loc 81688 Class 81 Cert C Instruc I Type F Pen 2 TRS
Federal: Mar Stat S Exemptions 1 W/H Code @ Fed Amount/% FICA ¥ Fed ¥
State: Har Stat A Allow HM[1] D[68] W/H Code B State Amount/% Cont Mo 18 State ¥
Chk Dt 1173872817 Chk Bank BEK@61 Chk Ho 359 Pay 3ched 12 Chk Type C GHI ¥
Trans Dt 06/688/00888 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125 ¥
Req Hyr Out Hr HI Gr 5481.38 0ASDI Gr 5481.38 GHI OPT/TIER B3/18
Req Amt 5578.87 Out Amt HI Amt 79.49 0ASDI Amt 339.85 Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
881 3 6618 4984.16 4818 .39 368.61 4984.16 294.25 .9268 _ 117382817
882 s 6618 426 .45 19.068 32 .86 426 .45 25.59 .Bga8 _ 117382817
883 s 8811 198.86 186.73 14.29 198. 086 11.48 _ 117382817
gy 5 881 16.53 16.24 1.25% 16.53 .99 _ 1i/3e/2e17
Be: 5 8313 41.67 L8.94 3.13 41 .67 2.58 _ 1i/3e/2e17
Totals GE78.87  GLB1.30 419.34  GG78.87 334.73 1.86888
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 18 168 1841 16660 11868 188 1 #1 a7 11 1111 111394 2598.87 Ded 1 Co 1
ACCT @82 18 168 1841 16660 118680 188 1 #2 85 22 2222 22239 7408.25 Ded 2 Co
ACCT 683 18 188 1843 16868 11888 188 1 #2 a3 33 3333 333455 378.12 Ded 78 Co
ACCT 684 18 188 1843 16868 11888 188 1
ACCT @85 18 188 9998 21688 19188 188 1
Ded 61 H Ded 63 H Ded 64 H Ded 69 H Ded 47 H Ded 48 H Ded Ded Ded Ded
158.88 617.83 258.96 68 .96 22,11 5.98
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945_88  Pension  937.81 Hedicare 79.48  0ASDI 339.84
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

xXX - i 1877 .63 xxx Net Pay 3781.24  xxx NON TAX 97 .57
Ualidations passed. Save your changes.

"% Fl'% FZ‘% F3§ F't F7|Fs ansgd‘lnoYIFnE'Ian' IFISQ' 18.01.00

" Action

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

If the entries are incorrect, select ﬁl (F1 — Back to Previous Step) and repeat Steps 10 -
16.

Select ==& (F3 — Print this data) to obtain a screen print of the Update/Display Earnings
History Record screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The following screen displays:
(@ rcopist-a991 Rel=180100 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHlTEl ool =0 S

Earnings Record for: 88525 - BAVHHART, LATEHDRA Qtr 17-4 Pay Prd 15 EARHIHGS
#% Issued Check =% 999-@8-8525 Loc 81688 Class 81 Cert C Instruc I Type F Pen 2 TRS

Federal: Har Stat £ Exemptions 1 W/H Code 8 Fed amounts% FICA ¥ Fed
State: Har Stat A Allow HM[1] D[68] W/H Code B State Amount/% Cont Mo 18 State

@ == < <<

Chk Dt 1173872817 Chk Bank BEK@61 Chk Ho 359 Pay 3ched 12 Chk Type C GHI
Trans Dt 06/688/00888 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125
Req Hyr Out Hr HI Gr 5481.38 0ASDI Gr 5481.38 GHI OPT/TIER B3/1
Req Amt 5578.87 Out Amt HI Amt 79.49 0ASDI Amt 339.85 Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
881 3 6618 4984.16 4818 .39 368.61 4984.16 294.25 .9268 _ 117382817
882 s 6618 426 .45 19.068 32 .86 426 .45 25.59 .Bga8 _ 117382817
883 s 8811 198.86 186.73 14.29 198. 086 11.48 _ 117382817
gy 5 881 16.53 16.24 1.25% 16.53 .99 _ 1i/3e/2e17
Be: 5 8313 41.67 L8.94 3.13 41 .67 2.58 _ 1i/3e/2e17
Totals GE78.87  GLB1.30 419.34  GG78.87 334.73 1.86888
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 18 168 1841 16660 11868 188 1 #1 a7 11 1111 111394 2598.87 Ded 1 Co 1

ACCT 862 18 168 1641 1666 118680 188 1 #2 85 22 2222 22239% 748.25 Ded 2 Co

ACCT 083 18 1080 1042 1000 118060 108 1 #3 083 33 3333 333455 378.12 Ded 78 Co

ACCT 064 18 1060 1042 1000 118060 108 1

ACCT 0685 18 160 9998 2160 19160 108 1

Ded 61 H Ded 83 H Ded 64 H Ded 69 H Ded 47 H Ded 48 H Ded Ded Ded Ded
150.60 617.83 258.96 68.96 22.71 5.908

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945_88  Pension  937.81 Hedicare 79.48  0ASDI 339.84
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

xxx Gpoce—fay It **x% Deductions 1877.63 x=x Net Pay 3781.24  =xx MOM TAX 97 .57
History record saved

N F1'% FZ‘% F3§ F | F! F7IF3 anSSd‘lF1OYIF“EIFI2E| | IFISQ' 18.&1.““
T =Y T I I

Step  Action

Verify “History record saved” displays and select ﬁl (F16 — Exit) to return to the
Display/Update Earnings History screen.
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The following screen displays:

- _ ~
[—1 PCG Dist=8991 Rel=17.01.00 03/2: 7 PCWO0D6 SV CADEVSYS CASECOND wr—mlglﬂu
DisplaysUpdate Earnings History EARNINGS

Enter optional beginning information for employee 88004
Hame : BEAULIEU, HMALQUIS
Record Type Control Record
Issued Check
Previous Pay Uoided Check
W-2 Aadjustment
Adjustment Record
1st Earnings Record
THIRD PARTY SICK FAY:
N = Hontaxable Record
T = Taxable Record

= — ]

Year 88
Quarter B8 {(1-4)
Pay Period B8 (81-52, 99)
:mv Flb% FZ‘% FBﬁ F» Fs Fs F7|F8 uIFSI |F1OY|F1|E|IF|2E|I | |F15QI 16.83.01

el Bl [ | [ | Help |

Step  Action

18 Select ﬁl (F16 — Exit) to return to the Update/Display Earnings History — Select Employee
screen.
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The following screen displays:

™
=] PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE —Q@u

UpdatesDisplay Earnings History PAYFIND
Select Employee

Current Order

Filter set: Status Hame |
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | BE4ULIEU. MA4QUIS 88004 993-08-8004 8012 14 N 2 12 | A
2 | BA2MAN, MAZYBELLE 89327 999-08-9327 201 1 C 2 10 3 A
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wiagl k1 | F2 | F3 | Fa | Fs | ke | F7 | e | P9 [ Y| | | | =y 17.01.00
FIS« ?f?"‘# Fisw [ S Help

Step  Action

19 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.
F10: Select ﬁl (F16 — Exit) to return to the Payroll System —Earnings History Menu.
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For Step 1--2 | (F2) selections, the following screen displays:

= POGDIst=08991 Rel=13.02.00 07/03/2013 PCW 001 SY C\DEVSYS C:\SECOND == =]
Payroll System PAYUPDTP
FEey Payroll Update Henu
-- Add New Employee
2 | -- UpdatefDisplay Personnel Data
3 | -- Update/Display Deduction Data
4 | -- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- Update/Display Current Leave Usage Data
7_| -- UpdatefDisplay YTD{Fiscal Data
8 | -- UpdatefDisplay Deduction Adjustments
9 | -- Update/Display FICA/Medicare Adjustments
10 | -- Update/Display Garnishment Vendor Data
11 | -- Add Earnings History Record
12 | -- Update/Display Earnings History { Transfer Gross Earnings
12 | -- Print Earnings History
14 | -- Calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD/Balance Data
18 | -- Detailed Pay Stub - Employee Message
Master | eerg | | | 13.02.00
B [ [ B, [VEND
For Step 1--10_1 (F10) selections, the following screen displays:
= PCOGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C\DEVSYS C:\SECOND —|=] =]
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- ¥TD Employer Benefits Register- S y by Employ
Master Userhﬂl | | 11.01.00
8] 15 [ g ] RO | VEND

Step
20

" Action

Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml

(Master) to return to the Business Applications Master Menu.
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C3. Transfer of Payroll Gross Earnings for an Issued Check
FE PCG Dist=8901 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHITE _lglﬂu‘

Payroll System PAYHBBEA

FKey Haster Henu
- - Payroll Setup Menu

- - Payroll Update Menu

- - Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
- - MonthlyjQuarterhyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update{Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

]

B EEEEER bR BbE

- - File Reorganization

ot | T N Y A I AR X
| S | YoriSh | EA | MEND

1 Select —2_| (F2 - Payroll Update Menu) or ~19_1 (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

B PCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND - E'Ill
Payroll Systen PAYUPDTP
Payroll Update Henu
-- Add New Employee
2 | -- Update/Display Personnel Data
3 | -- Update/Display Deduction Data
4]-- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- Update/Display Current Leave Usage Data
7_| -- Update/Display YTD{Fiscal Data
8- Update/Display Deduction Adjustments
9 | -- Update/Display FICAMedicare Adjustments
10 | -- Update/Display Garnishment Yendor Data
11 | -- Add Earnings History Record
12 | -- Update/Display Earnings History { Transfer Gross Earnings
13 | -- Print Earnings History
14 | -- calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD{Balance Data
18 | -- Detailed Pay Stub - Employee Message
Mastes | Voo | | | 13.62.00
w3 | 55 | Prip [ A, | VEND
For Step 1-F10 selections, the following screen displays:
B pPCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND —|=] x|
Payroll System HISTHENU
FKey Earnings History Menu
1 | -- add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
andfor Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | - - YTD Employer Benefits Register - § v by Employ
Mastar | o | | 11.01.68
et | (155 | oriS | DANE | AR

Step
2

PCGenesis Payroll System Operations Guide

" Action

For Step 1-F2 selections: Select 12 | (F12 — Update/Display Earnings History/Transfer
Gross Earnings).

For Step 1-F10 selections: Select —2_| (F1 - Update/Display Earnings History
and/or/Transfer Gross Earnings).
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The following screen displays:

. _ ™
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WI-IITE‘ E@u
—— — —
Update/sDisplay Earnings History PAYFIND

Select Employee

Current Order

Filter not active Emp Humber
Input:
13
Fkey HMame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
Input Employee Humber or Hame or 335H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Above
=gl F1 | r2 | F3 | Fa | Fs | ke | k7 | | Fe [ Y| | | | =y 17.01.00
FIS« :157'5'” Fiém PGUP‘ PGDN' HEID
Step  Action
ENTER
3 Enter the employee number or the SSN in the Input field, select _'fl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:

- T —— 3 B
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE ‘ [E=EER

Update/sDisplay Earnings History PAYFIND
Select Employee

Filter not active Current Order
Hame
Current 13
Fkey _Mame | Empno | _SSM | Loc  Cls Cert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 993-08-8879 100 1 C 2 10 9 T
1 | BAZBEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BAZCLAY,BU2 88935 999-08-893% 201 3 N i} 10 16 T
3 | BAZCLAY, MAZALI 87548 993-08-7548 2050 1 C 0 10 4 T
4 | BA2DA. JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 1
5 | BA2DA. MA2 88868 933-08-8868 195 3 N i} 10 10 |
] | BAZES. CO2EMAN 89078 993-08-3078 201 1 C 2 10 3 T
7 | BAZES, WAZDOD 87682 999-08-7682 101 16 ] 0 10 36 1
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Aboue

Order changed to Alpha

%l F1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [T | | | =y 17.91.80
FIS« :IE; FISm PGUP‘ PGDN' HEID
Step | Action
4 Select Entet| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Name | (Name).

To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select __SSH_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rawh | (Page Up) or ¥ | (Page Down).
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The following screen displays:
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND Wm_é@gﬂ

Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record
Issued Check
Previous Pay Uoided Check
W-2 Adjustment
Adjustment Record
= 1st Earnings Record
THIRD PARTY SICK PAY:
N = Montaxable Record
T = Taxable Record

Record Type

E- = — ]
[ (]

Year 88
Quarter 8 (1-4)
Pay Period B8 (@1-52, 99)
Emv FlP% F2‘£‘ F35 F-r Fs Fs F7|Fe ulrs’ |F1OT|F1|E|IF|2E|I | |F15QI 16.083.681
[ =Y I I Help

Ste Action

5 Enter I (Issued) or V (Previous Pay Voided Check) in the Record Type field.

When entering the year, quarter, and pay period, PCGenesis displays the first record for
that pay period, regardless of the record type.

If only entering a Record Type, PCGenesis will display the first record available for the
record type entered.

6 Enter the earnings history payroll year (YY) in the Year field.

7 Enter the appropriate code in the Quarter field to define the earnings history adjustment’s
payroll quarter.

Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December

8 Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.
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The following screen displays:

——— ™
[ PCGDist=8991 Rel=1801.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND wr—m‘ [E=REERC
Earnings Record for: 88525 - BA7HHART, LA7ENDRA Qtr 17-3 Pay Prd 11 EARHIHGS
*% [ssued Check == 999-08-8525 Loc 8188 Class 61 Cert C Instruc I Type F Pen 2 THS
Federal: Mar Stat S Exemptions 1 W/H Code B Fed Amount/% FIGA ¥ Fed Y
State: Mar Stat A Allow HW[1] D[8A] W/H Code B State Amount/% Cont Ho State ¥
Chk Dt B88/31/2817 Chk Bank BHB81 Chk Ho 252983 Pay Sched 12 Chk Type C GHI ¥
Trans Dt 00/00/000806 AEIC Ind AEIC Paymt Retr svc credit @ SEC 125 V¥
Reg Hr Ovt Hr HI Gr 5481.38 0ASDI Gr 5481.38 GHI OPT/TIER B3/10
Reg amt  5578.87 Ovt Amt HI Amt 70.40  0ASDPI Amt  339.85  Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant GHI Gr EHI Dist Reas Period End
a1 5 @818 Lo84 .16 4818.39 368.61 Lo64 .16 294.2% 92868 91 8/31/2817
aez s 6618 426 .45 419.88 32 .86 42645 25 .59 .Bgaa 91 873172817
aez s 86811 198. 84 186.73 14.29 198.86 11.48 91 873172817
aay s 6611 16.53 16.24 1.25 16.53 .99 91 873172817
a|s s 8313 41 .67 48.94 3.13 u1.67 2.58 91 873172817
Totals LL78.87 5481.38 41934 LLFB._87 334.73 1.848688
¥Yr Fnd F Prgm Fnct Objct Focty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 18 188 1841 168688 116888 188 1 1 a7 11 1111 111394 3556.48 Ded 1 Co 1

ACCT 0682 18 180 1641 1068 11868 1088 1 Ded 2 Co

ACCT 0683 18 1080 1643 1068 116680 1088 1

ACCT 084 18 1080 1643 1068 11868 1688 1

ACCT 6685 18 180 9998 21688 19168 1088 1

Ded 81 H Ded 83 H Ded G4 H Ded 99 H Ded 47 H Ded 48 H Ded Ded Ded Ded
158.00 761.79 258.96 68.96 22.71 5.90

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945 .88  Pension 937 .81 Medicare 79.48 0AsSDI 339.84
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

**% Gross Pay 5578.87 *x%x Deductions 2822.39 =xxx Het Pay 3556.48 x*x HOH TAX 97 .57

Mode changed to display

Fi 4

LA S
[ =) i I
Step  Action

|F1SQ| 18.981.00

F7|Fs ulrs f |F1oT|FnE| IF12E|I

Select ﬁl (F17 - Transfer earnings).

PCGenesis does not display the @l (F17 - Transfer earnings) option for users with the
“Display Only” security access.
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07,/03/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND E —|=] x|
Transfer of Payroll Expenditure EARNINGS

Employee: 89351 - AI2EN, LA2ARD
Pay Date: 11/16/2012 Transfer Date:
Transfer: Dollars
Y+ Fnd F Prgm Fnct Objct Focty B addt'l
From: 13 168 8 1621 1668 11888 B362 1 ABAGAA Original gross: 3563.53

To: BO 060 © GGAA POPA POODD BBEE B POAOAA

DASPI Amt Employee: ) Objct: 22080 Employer's: .8620 L)
HI Amt Employee: -88 Objct: 22008 Employer's: - 8145 -8a
TRS Amt Employee: il Objct: 23088 Employer's: 1228 il
Orig GHI % Distribution: .aae8
Hew GHI % Distribution: .agan Objct: 21688 Employer's: .88 .88

* Enter Transfer Data =

Em:v FI« | F35|F'\\‘F5‘FS‘F7 F2 u =] I FIOT Fii E FIZE Fisa 13.982.80
FIS« F|7E;)|F|8"m~

Step  Action

10 Verify “* Enter Transfer Data *” displays and that the information displayed is correct.
If the information is incorrect, make the appropriate modifications to the editable fields.

Help

11 Verify the “transfer from” account number has defaulted correctly in the (From:) Acct# Yr
Fnd F Prgm Fnct Objct Fcty B Addt’l field. The Original gross amount corresponding to
the selected “transfer from” account number displays next to the account number.

PCGenesis defaults an account entry in the appropriate field if there is only one distribution
account number entered on the employee’s original earnings history record.

If more than one distribution account exists, enter the desired account number, or select

(F6 — Previous FROM Account) or (F7 — Next FROM Account) to select the
correct account information.

12 Enter or select the drop-down selection icon ~lin the (To:) Acct# Yr Fnd F Prgm Fnct
Objct Fcty B Addt’l field to choose the account number to transfer to.

13 Enter the date (MM/DD/CCYY) in the Transfer Date field, and the dollar amount in the
Transfer Dollars field.

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

B PCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND —|=] x|
Transfer of Payroll Expenditure EARNINGS

Employee: 89351 - AIZEM, LAZARD
Pay Date: 11/16/20812 Transfer Date: 12/22/2012
Transfer: 3563.53 Dollars
¥Yr Fnd F Prgm Fnct Objct Focty B addt'l
From: 13 186 8 1621 1060 11000 B362 1 G0080A Original gross: 3563.53

To: 13 186 06 1613 1080 11000 6302 1 BOBO60

0ASDI Amt  Employee: 203 .68 Objct: 228688 Employer's: .B628 283 .68
HI Amt Employee: 47 .64 Objct: 22808 Employer's: -8145 47 .64
TRS Amt Employee: 218.11 Objct: 23088 Employer's: .1228 447 .81

Orig GHI % Distribution: 1.8088
Hew GHI % Distribution: 1.8084808 Objct: 21888 Employer’s: 912,34 912,34

HOTE: If necessary, modify the employer's benefit amounts for transfer.
* pdjust Employer's Amount, if Mecessary =

EN“V =] | FBﬁ‘FW‘FS‘FS‘F? s = F3 , FIDY FnE' F12E Ftsa 13.62.00
FIS« FI7E;)| mm Help

Step  Action

15 Make the appropriate benefit adjustments within the editable fields and select E (Enter).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND —|=] x|
Transfer of Payroll Expenditure EARNINGS

Employee: 89351 - AI2EN, LA2ARD

Pay Date: 11/16/2012 Transfer Date: 12/22/2812
Transfer: 3563.53 Dollars
Y+ Fnd F Prgm Fnct Objct Focty B addt'l
From: 13 166 8 1621 1668 11880 8362 1 ADAOAA Original gross: 3563.53

To: 13 186 06 1613 1080 11000 83602 1 OOAOAAD

0ASDI Amt  Employee: 203 .68 Objct: 228680 Employer's: .B628 283.68
HI Amt Employee: 47 .64 Objct: 22008 Employer's: - 8145 47 .64
TRS Amt Employee: 218.11 Objct: 23088 Employer's: 1228 447 .81

Orig GHI % Distribution: 1.8088
Hew GHI % Distribution: 1.8084808 Objct: 21688 Employer's: 912,34 912 .34

*x*x% Last Chance to Exit Before Final Update xxxxxx

Em:v =] | F35|F4‘F5‘F5‘F7 Fg =] = I FIOT FnEl FIZE FISQ 13.982.80
FIS« FI7E;)|F|8E Help

Step  Action |
16 Verify there are no additional earnings history adjustments to make, and select ﬁl (F8 —
Process Transfer).

If there are additional earnings history adjustments, select ﬁl (F1 — Back to Previous
Step), and repeat Steps 10 - 16.

“Processing Transfer” briefly displays.
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The following screen displays:

PCGenesis Payroll System Operations Guide

Step
17

-
[ PCGDist=8991 Rel=1801.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE [E=REERC
Earnings Record for: 88525 - BA7HHART, LA7ENDRA Qtr 17-3 Pay Prd 11 EARHIHGS
*% [ssued Check == 999-08-8525 Loc 8188 Class 61 Cert C Instruc I Type F Pen 2 THS
Federal: Mar Stat S Exemptions 1 W/H Code B Fed Amount/% FIGA ¥ Fed Y
State: Mar Stat A Allow HW[1] D[8A] W/H Code B State Amount/% Cont Ho State ¥
Chk Dt B88/31/2817 Chk Bank BHB81 Chk Ho 252983 Pay Sched 12 Chk Type C GHI ¥
Trans Dt 00/00/000806 AEIC Ind AEIC Paymt Retr svc credit @ SEC 125 V¥
Reg Hr Ovt Hr HI Gr 5481.38 0ASDI Gr 5481.38 GHI OPT/TIER B3/18
Reg amt  5578.87 Ovt Amt HI Amt 70.40  0ASDPI Amt  339.85  Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant GHI Gr EHI Dist Reas Period End
gz s 8811 1908. 84 186.73 14,29 198. 06 11.48 21 g/31/2m7
aay s 6611 16.53 16.24 1.25 16.53 .99 91 873172817
aes S 8313 41,67 LB.94 3.13 1,67 2.58 91 873172817
aas 4984 16— 4818.39- 368.61- L4964 16— 294 25- .9288- 873172817
aa7 4084 .16 4818.39 368 .61 4984 .16 204 .25 .928a8 873172817
Totals LL78.87 5481.38 41934 LLFB._87 334.73 1.848688
¥Yr Fnd F Prgm Fnct Objct Focty B Addt'l Bank DD Account Het Pay Annuities
ACCT 882 18 188 1843 168688 116888 188 1 1 a7 11 1111 111394 3556.48 Ded 1 Co 1
ACCT @84 18 188 1843 168688 11888 188 1 Ded 2 Co
ACCT @85 18 188 9998 2188 19188 188 1
ACCT @86 18 188 1841 168688 116888 188 1
ACCT @87 18 188 16811 18688 116888 195 1
Ded 81 H Ded 83 H Ded 84 H Ded 99 H Ded 47 H Ded 48 H Ded Ded Ded Ded
158.88 761.79 258.96 68.96 22.11 .98
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI 945 .88  Pension 937 .81 Medicare 79.48 0AsSDI 339.84
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
**% Gross Pay 5578.87 *x%x Deductions 2822.39 =xxx Het Pay 3556.48 x*x HOH TAX 97 .57
# TRANSFER UPDATING COMPLETE - CHECK PRINT QUEUE FOR REPORT
T FlP% F2‘£‘ F3§ Fiil Fs F7|Fe ulrsf |F1OT|F1|E|IF|2E|I | |F15QI 18.81.009

R = I I I

" Action

Verify “Transfer Updating Complete — Check Print Queue for Report” displays and select
ﬁl (F16 — Exit) to return to the Display/Update Earnings History screen.

Note that an Earnings History Transfer Audit Trail Report will be available in the
PCGenesis print queue.
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The following screen displays:
PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wmmlﬂu1

Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record
Issued Check
Previous Pay Uoided Check
W-2 Adjustment
Adjustment Record
1st Earnings Record
RD PARTY SICK PAY:
Nontaxable Recovrd
Taxable Record

Record Type _

E- = — ]

L T I (I

—= =

Year 88
Quarter 8 (1-4)

Pay Period B8 (@1-52, 99)

MV n’% F2‘£‘ F35 F-r FS Fs F7|Fs ulrs’ |F|oT|FnE|IF12E|I | |F15QI 16.83.81
@ Bl ] [ | [ | Help

Step | Action

18 Select ﬁl (F16 — Exit) to return to the Update/Display Earnings History — Select Employee
screen.
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The following screen displays:
] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND W}-IITE“[E@Q

Update/Display Earnings History PAYFIND
Select Employee

Current Order

Filter not active Hame
Input:
13
Fkey Hame Empno 33N Loc Cls Cert Pens ContMo Job Stat Mth
1 | BAZMAN, MAZYBELLE 89327 999-08-9327 201 1 C 2 10 3 A
Input Employee Humber or MHame or 3S3SH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
i AR R A A S 4 e e e =Y 17.01.00

e e D e M s Help

Step  Action

19 For Step 1-F2 selections: Select ﬁl (F16 — Exit) to return to the Payroll System —
Payroll Update Menu.

For Step 1-F10 selections: Select ﬁl (F16 — Exit) to return to the Payroll System —
Earnings History Menu.

For Step 1-F2 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND _Iﬁllﬂ
Payroll System PAYUPDTP
FEey Payroll Update Henu

Add New Employee

-- Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update/Display Gross Data

-- Update/Display Withholding Data

-- Update/Display Current Leave Usage Data
-- Update{Display YTD{Fiscal Data

-- Update/Display Deduction Adjustments

-- Update/Display FICA/Medicare Adjustments

2
3
|
51
L6
A
8|
9]
10 | -- Update/Display Garnishment Yendor Data
RN
T2
BN
a4
5|
a7
a8

-- Add Earnings History Record
-- Update/Display Earnings History { Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update{Display Leave YTD{Balance Data
Detailed Pay Stub - Employee Message

Master | Useriy | | 13.082.08

8| 5 | iz | RO | VEND
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For Step 1-F10 selections, the following screen displays:

B PCGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND _ =] x|
Payroll System HISTHEHNU
FHey Earnings History HMenu

-- Add Earnings History Record

EE

-- Update/Display Earnings History Record
and/or Transfer Gross Earnings

o

-- Print Employee's Earnings History

Print YTD Earnings' Register:

13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- ¥TD Employer Benefits Register - Summary by Employee

Master | Bor | | | 11.81.08

rie$ | P | Worip | BN, | MEND

Step  Action

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

21 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

To print the report via Microsoft® Word: Select _~§| (MS WORD).

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

22 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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C3.1. Employee Earnings History Transfer Audit Trail Report — Example

REPORT DATE: B4%/14/2818 EMPLOYEE EARMINGS HISTORY TRAWSFER AUDIT TRAIL PAGE 1
REPORT TIME: BE:38:19 PROGRAM: EARNINGS

88266 AGFE, EU7RETTE

BUDGET ACCOUNT BUDGET AMOUNT DESCRIPTION
18-685-8-9996-3106-18400-0198- 0- 0000800 -18008. 088 FROM GROSS
18-685-8-9998-3106-19100-0198- 8-0680080 16808.88 T0 GROSS
18-6085-0-9998-3106-21000-0198- 6-A600800 -162 .72 FROM EMPLR GHI
18-685-8-9990-3106-21000-0198- 0-000000 162.72 T0 EHMPLR GHI
VENDODR CLATH HO CLAIN DESCRIPTION CLATH DATE AP BLHC CK BANK
5425 9255 GROSS PAY XFER - 88266 82/16/2010 161 BK @2
11 3853 EMPLR SHARE GHI XFER - 88266 82/16/2018 8421 BK @2
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C4. Update/Display an Adjustment (A) Record

PCGenesis users may use Adjustment (A) records to transfer gross pay from one FICA status to another.
Because PCGenesis W-2 processing separates Medicare Only (M - FICA) employees from those who
are either not participating in FICA or employees who pay full FICA, problems can occur if the
employees’ FICA switch is not set the same during payroll processing and subsequent corrections are
made. For example, this may occur when employees change FICA status because of change in the
employment status. Refer to Section D, Topic 3: Processing Annual Reports - W-2 Statement
Processing for additional information on setting the FICA switch.

Also use adjustment records to make manual entries to earnings history information to reflect amounts
paid via non-payroll manual checks, and to enter initial year-to-date (YTD) payroll amounts when
converting to PCGenesis from another Payroll processing system.

Although Adjustment records are included in W-2 processing, these records do not affect financial
postings.

- .

=1 PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHITE [E=REERESe
—

Payroll System PAYNOB00

FKey Master Menu
-- Payroll Setup Menu

- - Payroll Update Menu

- - Payroll Check & Direct Deposit Menu

- - Annual Reports Menu
- - Monthly/Quarterhy/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update{Display Payroll Monitor

- - Special Functions Menu

]

B EREEEE bk ke

-- File Reorganization

Master | Voot | | | | | | 15.63.60

@ 15 Wiz DAY | YEND | | | |

1 Select —2_| (F2 - Payroll Update Menu) or ~19_1 (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

B PCGDist=6991 Rel=13.02.00 07/03/2013 PCW 001 SY C:\DEVSYS C:\SECOND = =] x|
Payroll System PAYUPDTP
FKey Payroll Update Henu
-- Add New Employee
2]-- Update/Display Personnel Data
3 | -- Update/Display Deduction Data
4]-- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- UpdatefDisplay Current Leave Usage Data
7]-- Update/Display YTD{Fiscal Data
8 | -- UpdatefDisplay Deduction Adjustments
9]-- Update/Display FICA/Medicare Adjustments
10 | - - Update/Display Garnishment Yendor Data
11 | -- Add Earnings History Record
12] -- Update/Display Earnings History { Transfer Gross Earnings
13 | -- Print Earnings History
14 | -- Calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD/Balance Data
18 | - - Detailed Pay Stub - Employee Message
Master | Voo | | | 13.62.80
| L5 | Mrizp ] BAN | MEND
For Step 1-F10 selections, the following screen displays:
B PCGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND —|=]x]
Payroll System HISTHENU
FKey Earnings History Menu
1| -- add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
andfor Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15| -- YTD Empluyer Benefits Register - S y by Employ
Master | V5ot | | 11.01.00
neP| IS | WS | BAY | MEND

Step
2

PCGenesis Payroll System Operations Guide

" Action

For Step 1-F2 selections: Select 12 | (F12 — Update/Display Earnings History/Transfer
Gross Earnings).

For Step 1-F10 selections: Select —2_| (F1 - Update/Display Earnings History
and/or/Transfer Gross Earnings).
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The following screen displays:

. _ ™
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WI-IITE‘ E@u
—— — —
Update/sDisplay Earnings History PAYFIND

Select Employee

Current Order

Filter not active Emp Humber
Input:
13
Fkey HMame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
Input Employee Humber or Hame or 335H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Above
=gl F1 | r2 | F3 | Fa | Fs | ke | k7 | | Fe [ Y| | | | =y 17.01.00
FIS« :‘E;ﬁj FISm PGUP‘! PGDN' HEID

Step  Action

3

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:

- T —— 3 B
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE ‘ [E=EER

Update/sDisplay Earnings History PAYFIND
Select Employee

Filter not active Current Order
Hame
Current 13
Fkey _Mame | Empno | _SSM | Loc  Cls Cert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 993-08-8879 100 1 C 2 10 9 T
1 | BAZBEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BAZCLAY,BU2 88935 999-08-893% 201 3 N i} 10 16 T
3 | BAZCLAY, MAZALI 87548 993-08-7548 2050 1 C 0 10 4 T
4 | BA2DA. JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 1
5 | BA2DA. MA2 88868 933-08-8868 195 3 N i} 10 10 |
] | BAZES. CO2EMAN 89078 993-08-3078 201 1 C 2 10 3 T
7 | BAZES, WAZDOD 87682 999-08-7682 101 16 ] 0 10 36 1
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Aboue

Order changed to Alpha

%l F1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [T | | | =y 17.91.80
FIS« :IE; FISm PGUP‘ PGDN' HEID
Step | Action
4 Select Entet| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Name | (Name).

To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select __SSH_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rawh | (Page Up) or ¥ | (Page Down).
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The following screen displays:

.
[=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHHE-E@M

Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record
Issued Check
Previous Pay Uoided Check
W-2 Adjustment
Adjustment Record
= 1st Earnings Record
THIRD PARTY SICK PAY:
N = Montaxable Record
T = Taxable Record

Record Type

E- = — ]
[ (]

Year 88
Quarter 8 {(1-4)
Pay Period B8 (@1-52, 99)
Emv FlP% F2‘£‘ F35 F-r Fs Fs F7|Fe ulrs’ |F1OT|F1|E|IF|2E|I | |F15QI 16.83.81
|.el.&l.ol [ [ | | Help
Step  Action
5 Enter A (Adjustment) in the Record Type field.
When making entries in the Year, Quarter, and Pay Period fields, PCGenesis displays the
first record for that pay period regardless of the record type.
If only entering a Record Type, PCGenesis will display the first record available for that
record type.
6 Enter the payroll year (YY) in the Year field.
7 Enter the appropriate code in the Quarter field to define the earnings history adjustment’s
payroll quarter.
Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December
8 Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.
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The following screen displays:

Step

9

PCGenesis Payroll System Operations Guide

' ™
[E] PcG Dist=8991 Rel=18.01.00 04/02/2018 PCWOO1 SV CADEVSYS CASECOND WHITE ol o5

Earnings Record for: 88525
=  Adjustment

- BA7HHART,
** 0909-P8-8525 Loc 68188 Class 81 Cert C Instruc I Type F Pen 2 TRS

LA7ENDRA Qtr 17-4% Pay Prd 13 EARNINGS

Federal: Mar Stat S Exemptions 1 W/H Code B Fed Amount/% FIGA ¥ Fed Y
State: Mar Stat A Allow HW[1] D[8A] W/H Code B State Amount/% Cont Mo 18 State v
Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type f GHI ¥
Trans Dt 00/00/000806 AEIC Ind AEIC Paymt Retr svc credit A SEC 125 V¥
Reg Hr Ovt Hr HI Gr 5481.38 0ASDI Gr 5481.38 GHI OPT/TIER /
Reg Amt GL78.87 Ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant GHI Gr EHI Dist Reas Period End
a1 5 @818 Lo84 .16 4818.39 Lo84 .16 .9288 1273172017
aez s 6618 426 .45 419.88 42645 .Bgaa 1273172817
aez s 86811 198. 84 186.73 198.86 1273172817
aay s 6611 16.53 16.24 16.53 1273172817
a|s s 8313 41 .67 48.94 u1.67 1273172817
Totals LL78.87 5481.38 LLFB._87 1.848688
¥Yr Fnd F Prgm Fnct Objct Focty B Addt'l Bank DD Account Het Pay Annuities
ACCT @81 18 188 1841 168688 116888 188 1 1 a7 11 1111 111394 Ded 1 Co 1
ACCT @82 18 188 1841 168688 11888 188 1 Ded 2 Co
ACCT 682 18 188 1843 168688 116888 188 1 Ded 78 Co
ACCT @84 18 188 1843 168688 11888 188 1
ACCT @85 18 188 9998 2188 19188 188 1
Ded 81 H Ded 83 H Ded 84 H Ded 99 H Ded 47 H Ded 48 H Ded Ded Ded Ded
158.88 617.83 258.96 68.96 22.11 .98
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions:
Ded Ded

Ded

GHI o5 .68

Ded

Pension 937 .81 Medicare 79.48 0AsSDI 339.84
Ded Ded Ded Ded Ded Ded

**% Gross Pay

" Action

5578 .87

=x% Deductions 1123.56 ==x Het Pay 445531  *%x NON TAX

( F-r- Fs- rel0] F?ElFS ulrsf |F1OT|F1|E|IF|2E|I | |F15QI 18.01.88
----

When updating the Adjustment (A) record: Select il (F9 — Switch to Update Mode)
and proceed to Step 10.

If other payroll processes have been updated during this PCGenesis session, it may not be
necessary to select F9 (Switch to Update Mode). In this instance, proceed to Step 10 to
modify the information as needed.

When displaying the Adjustment (A) record: Review and/or screen-print the information

displayed, and select ﬁl (F16 — Exit) to return to the Display/Update Earnings History
screen. Proceed to Step 13.
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The following screen displays:

' ™
[ PCGDist=8991 Rel=1801.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE [E=REERSC
Earnings Record for: 88525 - BA7HHART, LA7EHDRA Qtr 17-4 Pay Prd 13 EARHIHGS
* 3% Adjustment **  099-P8-8525 Loc 188_=w|Class B1 Cert C Instruc I Type E Pen 2 TRS
Federal: Mar Stat § Exemptions _1 W/H Code B Fed Amount/% FICA ¥ Fed ¥
State: Mar Stat A Allow W[1] D[BA] W/H Code 8 State Amount/% Cont Ho 18 State ¥
Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type f GHI ¥
Trans Dt 68/708/8888 AEIC Ind _ AEIC Paymt Retr svc credit 1 SEC 125 ¥
Reg Hr Ovt Hr HI Gr _5481.38 0ASDI Gr _5481.38 GHI OPT/TIER /
Reg Amt GG78.87 Ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant GHI Gr EHI Dist Reas Period End
a1 5 B818 408416 _4818.39 4984 .16 .9288 _ 12/31/2817
aez S B618 426 .45 419.88 42645 .Bgaa _oAZgs/2e17
aez S 8611 198. 84 186.73 198. 86 _oAZgs/2e17
aay S 8611 16.53 16.24 16.53 _AZiss2e17
aes S 8313 41.67 48.94 41.67 _AZiss2e17
Totals LL78.87 5481.38 LLFB._87 1.848688
¥Yr Fnd F Prgm Fnct Objct Focty B Addt'l Bank DD Account Het Pay Annuities
ACCT 6681 18 188 _ 1841 1066 116686 _168 1 1 87 11 1111 111394 Ded 1 Co _1
ACCT 662 18 189 _ 1641 10668 11808 _168 1 #2 Ded 2 Co __
ACCT 683 18 188 _ 1843 1066 1166868 168 1 3 __ Ded 78 Co __
ACCT B84 18 188 _ 1843 1066 1186868 168 1 #y
ACCT 685 18 188 _ 9998 2166 191686 _168 1 #
Ded B1 H Ded 83 H Ded B4 H Ded 89 H Ded 47 H Ded 48 H Ded __ Ded __ Ded __ Ded __
158. 88 617 .03 258.96 68 .96 22.71 5.98
Ded _ Ded _ Ded _ Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945.88 Pension 937 .81 Medicare 79.48 0AsSDI 339.84
Ded _ Ded _ Ded _ Ded Ded _ Ded _ Ded _ Ded Ded _ Ded _

**% Gross Pay 5578.87 *x%x Deductions 1123.56 x*xx Het Pay 4455 .31 *** HOH TAX

Mode changed to update Location 8061688
Emv F3§|F»|F5|F5|F7|Fs EIFSSC(‘| |F1|E||F|2E|| | |F15Q§| 18.091.00
=
Fig

Ll | 1 1 00|

10 Verify “Mode changed to update” displays, make the appropriate modifications, and select
_"l (Enter — Validate).

For detailed information about entering employee data, refer to Procedure B: Adding
Earnings History Records in this document.

Select e= & (F3 — Print this data) to obtain a screen print of the Update/Display Earnings
History Record screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The following screen displays:
(@ PcoDist=8991 Rel=180100 04/02/2018 PCW 001 SV ; _lglﬂlg;

Earnings Record for: 88525 - BA7VHHART, LAFEHDRA Qtr 17-% Pay Prd 13 EARHIHGS

% Adjustment *%  099-88-8525 Loc 1B8_~w|Class B1 Cert C Instruc I Type E Pen 2 TRS
Federal: HMar Stat § Exemptions _1 W/H Code B Fed Amount/% FICA ¥ Fed
Har Stat A Allow HM[1] D[BA] W/H Code B State Amount/% Cont Ho 18 State
12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type n GHI
88/060/080808 AEIC Ind _ AEIC Paymt Retr suc credit 1 SEC 125
Ovt Hr HI Gr _5481.38 0ASDI Gr _5481.38 GHI OPT/TIER /

5578.87 Oovt Amt HI Amt 0ASDI Amt Contract
PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
8818 4084.16 4818.39 4984.16 .9268  _ 12/31/2817
8a18 42645 419.688 4246 .45 .aga8 _ooA2i3/2817
8811 198. 86 186.73 198. 86 1273172817
8811 16.53 16.24 16.53 1273172817
8313 41.67 48.94 31,67 _ooAzi3/2e17
Totals LL7B._87 5h481.38 GL78 .87

Fnd F Prgm Objct Bank DD Account Annuities
a7 11 1111 111394 1 Co _1

2 Co

78 Co __

= === -

N Ded 83 HN Ded B4 N Ded 89 N Ded __ Ded __
617 .83 258.96 68.96 22.71 5.98
Ded _ Ded _ Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945.88 Pension 937 .81 Medicare 79.48
Ded _ Ded _ Ded Ded Ded _ Ded _ Ded _ Ded

*%% Grogs Pay = Doaducti 1123.56 **x Net Pay 4455 .31 *%x HOH TAX
@tiuns passed. Save yuutﬁgﬁg@
1 T B06168

F?IFe anSSCf' F10Y FnEl F12E| IFISQ'
P N ]

Step  Action

Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
changes).
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The following screen displays:

IS ™
m PCG Dist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOMND WHlTE__ E@g
Earnings Record for: 88525 - BA7VHHART, LAFEHDRA Qtr 17-% Pay Prd 13 EARHIHGS
% Adjustment *%  099-88-8525 Loc 1B8_~w|Class B1 Cert C Instruc I Type E Pen 2 TRS
Federal: HMar Stat § Exemptions _1 W/H Code B Fed Amount/% FICA ¥ Fed ¥
State: Har Stat A Allow HM[1] D[BA] W/H Code B State Amount/% Cont Mo 18 State ¥

Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type n GHI ¥
Trans Dt 68/08/08888 AEIC Ind _ AEIC Paymt Retr suc credit 1 SEC 125 ¥
Reg Hr Ovt Hr HI Gr _5481.38 0ASDI Gr _5481.38 GHI OPT/TIER /

Reg Amt 5578.87 ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
881 S 8818 4084.16 4818.39 4984.16 .9268  _ 12/31/2817
882 S 8818 42645 419.688 4246 .45 .aga8 _ooA2i3/2817
883 S 8811 198. 86 186.73 198. 86 _ooA2i3/2817
aay s 8811 16.53 16.24 16.53 _ooAzi3/2e17
aes S 8313 41.67 48.94 31,67 _ooAzi3/2e17

Totals LL7B._87 5h481.38 GL78 .87 1.8888

Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT 6681 18 188 _ 1641 1666 116688 _188 1 #1 87 11 1111 111394 Ded 1 Co _1
ACCT 602 18 100 _ 1841 1668 11808 _188 1 2 __ Ded 2 Co __
ACCT 683 18 188 16843 1668 116888 _188 1 #3 Ded 78 Co __

Ded 81 H Ded 83 H Ded B4 H Ded 89 H Ded 47 H Dea_gg N Ded __ Ded __ Ded __ Ded __
150. 688 617 .83 258.96 68.96 22.71 5.98
Ded _ Ded _ Ded _ Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945.88 Pension 937 .81 Medicare 79.48 0ASDI 339.84
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded Ded _ Ded _

* K *x% Deductions 1123.56 *%x Het Pay 4455 .31 %%x MOH TAX __
History record saved
Location @e8168

F?IFe ansgg‘lnoYIFnEIanl | IF|5Q§| 18.81.90

Step  Action

Verify History record saved” displays and select ﬁl (F16 — Exit) to return to the
Display/Update Earnings History screen.
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The following screen displays:
PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wmmlﬂu1

Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record
Issued Check
Previous Pay Uoided Check
W-2 Adjustment
Adjustment Record
= 1st Earnings Record
THIRD PARTY SICK PAY:
N Nontaxable Recovrd

Record Type _

E- = — ]
[ e}

T Taxable Record
Year 88
Quarter 8 (1-4)
Pay Period B8 (@1-52, 99)
Emv FlP% F2‘£‘ F35 F-r Fs Fs F7|Fe ulrs’ |F1OT|F1|E|IF|2E|I | |F15QI 16.83.81

sl [ | | | LT |

Step | Action

13 Select ﬁl (F16 — Exit) to return to the Update/Display Earnings History — Select
Employee screen.
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The following screen displays:

r - B — ™
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE _Lglﬂu
J— -

Update/sDisplay Earnings History PAYFIND
Select Employee

Current Order

Filter not active Hame
Input:
13
Fkey HMame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
1 | BAZMAN, MAZYBELLE 89327 993-08-9327 201 1 C 2 10 3 A
Input Employee Humber or Hame or 335H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Aboue
| 1 | r2 | Fa | Fa | Fs | ke |F7 || Fe [, Y| | | | =y 17.01.00

BET
Fis h Fi7 Fig m pavr i | o W Help

Step | Action

14 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.

F10: Select ﬁl (F16 — Exit) to return to the Payroll System —Earnings History Menu.
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For Step 1-F2 selections, the following screen displays:

B PCGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND _Iﬁlﬂ
Payroll System PAYUPDTP

FKey Payroll Update Henu

L2
3
L
5
5
7
8
I3 --
o |
]
T2 |
T3
14
15 |
7|
18|

Add New Employee

-- Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update{Display Gross Data

-- Update/Display Withholding Data

-- Update/Display Current Leave Usage Data
-- Update/Display YTD{Fiscal Data

-- Update/Display Deduction Adjustments
Update/Display FICAfMedicare Adjustments
-- Update/Display Garnishment Yendor Data

-- Add Earnings History Record
-- Update/Display Earnings History | Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

Master | Bor | | | 19.82.08
e | IS | Wi | B4R | WERD
For Step 1-F10 selections, the following screen displays:
= PCOGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C\DEVSYS C:\SECOND == >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings® Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register- S y by Employ
11.81.88

Master ”“'ug‘ | | |

8| 5 | iz | RO | VEND

Step | Action

15 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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C5. Update/Display a W-2 Adjustment Record
FE PCG Dist=8901 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHITE _lglﬂu‘

Payroll System PAYHBBEA

FKey Haster Henu
- - Payroll Setup Menu

- - Payroll Update Menu

- - Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
- - MonthlyjQuarterhyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update{Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

]

B EEEEER bR BbE

- - File Reorganization

ot | T N Y A I AR X
| S | YoriSh | EA | MEND

Step | Action
1 Select 2| (F2 - Payroll Update Menu) or _1o | (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

B PCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND - E'Ill
Payroll Systen PAYUPDTP
Payroll Update Henu
-- Add New Employee
2 | -- Update/Display Personnel Data
3 | -- Update/Display Deduction Data
4]-- Update/Display Gross Data
5 | -- Update/Display Withholding Data
6 | -- Update/Display Current Leave Usage Data
7_| -- Update/Display YTD{Fiscal Data
8- Update/Display Deduction Adjustments
9 | -- Update/Display FICAMedicare Adjustments
10 | -- Update/Display Garnishment Yendor Data
11 | -- Add Earnings History Record
12 | -- Update/Display Earnings History { Transfer Gross Earnings
13 | -- Print Earnings History
14 | -- calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD{Balance Data
18 | -- Detailed Pay Stub - Employee Message
Mastes | Voo | | | 13.62.00
e | 15D | MriSp | EANE | MEND
For Step 1-F10 selections, the following screen displays:
B PCG Dist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND: — = x|
Payroll Systen HISTHEHNU
FHey Earnings History Henu
1 | -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
andfor Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print ¥TD Earnings' Register.
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - S y by Employ
Mastar | Vv | | | 11081008
w1 | 55 | PriZh [ DAY | YEND

Step
2

PCGenesis Payroll System Operations Guide

" Action

For Step 1-F2 selections: Select 12 | (F12 — Update/Display Earnings History/Transfer
Gross Earnings).

For Step 1-F10 selections: Select —2_| (F1 - Update/Display Earnings History
and/or/Transfer Gross Earnings).
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The following screen displays:

r - — — T — - ™
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WI-IITE‘ oo
Update/sDisplay Earnings History PAYFIND

Select Employee

Current Order

Filter not active Emp Humber
Input:
13
Fkey HMame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
Input Employee Humber or Hame or 335H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Above
=gl F1 | r2 | F3 | Fa | Fs | ke | k7 | | Fe [ Y| | | | =y 17.01.00
FIS« :157'5'” Fiém PGUP‘ PGDN' HEID
Step  Action
ENTER
3 Enter the employee number or the SSN in the Input field, select _'fl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:

- T —— 3 B
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE ‘ [E=EER

Update/sDisplay Earnings History PAYFIND
Select Employee

Filter not active Current Order
Hame
Current 13
Fkey _Mame | Empno | _SSM | Loc  Cls Cert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 993-08-8879 100 1 C 2 10 9 T
1 | BAZBEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BAZCLAY,BU2 88935 999-08-893% 201 3 N i} 10 16 T
3 | BAZCLAY, MAZALI 87548 993-08-7548 2050 1 C 0 10 4 T
4 | BA2DA. JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 1
5 | BA2DA. MA2 88868 933-08-8868 195 3 N i} 10 10 |
] | BAZES. CO2EMAN 89078 993-08-3078 201 1 C 2 10 3 T
7 | BAZES, WAZDOD 87682 999-08-7682 101 16 ] 0 10 36 1
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Aboue

Order changed to Alpha

%l F1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [T | | | =y 17.91.80
FIS« :IE; FISm PGUP‘ PGDN' HEID
Step | Action
4 Select Entet| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Name | (Name).

To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select __SSH_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rawh | (Page Up) or ¥ | (Page Down).
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The following screen displays:

Step
5

.
[=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHHE-E@M
Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record
Issued Check
Previous Pay Uoided Check
W-2 Adjustment
Adjustment Record
= 1st Earnings Record
THIRD PARTY SICK PAY:
N = Montaxable Record
T = Taxable Record

Record Type

E- = — ]
[ (]

Year 88
Quarter 8 (1-4)

Pay Period B8 (@1-52, 99)

MV n’% F2‘£‘ F35 F-r FS Fs F7|Fs ulrs’ |F|oT|FnE|IF12E|I | |F15QI 16.83.01

sl [ | | | =

" Action

Enter W (W-2 Adjustment) in the Record Type field.

Entering the Year, Quarter, and Pay Period displays the first record for that pay period
regardless of the record type.

Entering a single Record Type displays the first record available for that record type.

Enter the earnings history payroll year (YY) in the Year field.

Enter the appropriate code in the Quarter field to define the earnings history adjustment’s
payroll quarter.

Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December

Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.

Select ﬂl (Enter).
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The following screen displays:

- [—
(] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 S5V CADEVSYS CASECOND WI-IITE_ 28

EARHIHGS
Earnings Record for: 89327 - BAZHAN, MA2YBELLE Qtr 17-1 Pay Prd 81
*x W2 Adjustment == 999-88-9327 Class 81 Cert C Instruc I Type F FICA Y
Transaction date 61/15/2817
Box Item nAdj Amt Label Description

12 P ta06.08 P Excludable Hoving Expense Reimbursement Pd to Empl

1 Fl’% FZ‘% F3§ F-r- F5- FS F7|F8 uIFSJ |F10YIF1|E||F|2E|| | |F|5Q| 16.83. 01
=) I I

\ Action

Select il (F9 — Switch to Update Mode).
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The following screen displays:

.! PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND Wmﬂu
EARHIHGS
Earnings Record for: 89327 - BAZMAN, MAZYBELLE Qtr 17-1 Pay Prd 81
*x W2 Adjustment *=* 999-@8-9327 Class 81 Cert C Instruc I Type F FICA ¥
Transaction date 81/15/2817
Box Item Adj Amt Label Description
12 58808.088 P Excludable Houing Expense Reimbursement Pd to Empl

LEErrrrrrre et
I T T Y O O O O A -

Mode changed to update

EN“V FlP% Fz‘i‘ F-r- FS Fs- F?lFs Elrss‘flnoTanE'IF‘zEl | |F|5QI 16.83.81
----

Step | Action |
11 Verify “Mode changed to update” displays, make the appropriate modifications, and select

ﬂl (Enter).

Select r: & (F3 — Print this data) to obtain a screen print of the Update/Display Earnings
History Record screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The following screen displays:

&l
™ PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV cs\[}@ 5 ECOND w:—m_lglﬂu

EARHIHGS
Earnings Record for: 89327 - BAZMAN, MAZYBELLE Qtr 17-1 Pay Prd 81
*x W2 Adjustment *=* 999-@8-9327 Class 81 Cert C Instruc I Type F FICA ¥
Transaction date 81/15/2817 |
Box Item Adj Amt Label Description
12 58808.088 P Excludable Houing Expense Reimbursement Pd to Empl
14 208.08 Educ Pay Educational fAssistance Payments

PEEErrrrr et
I T T O Y O Y O A O |- -]

Validations passed. Save your changes.

! FlP% Fz‘i‘ F3§ F-r- FS Fs- F?lFs Elrsgé‘lnoTanE'IF‘zEl | |F|5QI 16.83. 801
@ B ] [ | [ |

Step | Action

12 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).
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The following screen displays:

™
™| PCG Dist=8991 Rel=17.01.00 03/24/2017 PCWODG SV CADEVSYS C:ASECOND WHITE _lglﬂlg

EARHIHGS
Earnings Record for: 89327 - BAZMAH, HAZYBELLE Qtr 17-1 Pay Prd 61
*x W2 Adjustment =x 999-@8-9327 Class 81 Cert C Instruc I Type F FICA ¥
Transaction date 8171572817
Box Item nAdj Amt Label Description
12 5004.688 P Excludable Hoving Expense Reimbursement Pd to Empl
14 2@88.88 Educ Pay Educational Assistance Payments

I T A Y O A O |-+l -

History record saved

"4 Fx'% Fz‘% F3§ F‘l- Fs Fs F?IFs ansgé‘lFmYanglF‘zEI | IFIS&' 16.63.61
e Bl m] [ | [ |

Ste Action

13 Verify “History record saved” displays, and select ﬁl (F16 — Exit) to return to the
Display/Update Earnings History screen.
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The following screen displays:

———— N

El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND wr—mmﬂu
——

Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record

Issued Check

Previous Pay Uoided Check
W-2 Adjustment

Adjustment Record

1st Earnings Record
RD PARTY SICK PAY:
Nontaxable Recovrd

Taxable Record

Record Type

E- = — ]

L T I (I

—= =

Year 88
Quarter 8 (1-4)

Pay Period B8 (@1-52, 99)

MV n’% F2‘£‘ F35 F-r FS Fs F7|Fs ulrs’ |F|oT|FnE|IF12E|I | |F15QI 16.83.81
@ Bl ] [ | [ | Help

Step | Action

14 Select ﬁl (F16 — Exit) to return to the Update/Display Earnings History — Select
Employee screen.
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The following screen displays:

Step

15

PCGenesis Payroll System Operations Guide

1 PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CODEVSYS CASECOND

=)

Update/Display Earnings History
Select Employee

Filter not active

Input:

Fkey Name Empno SSN Loc
1 | BAZMAM. MAZYBELLE 89327 999-08-9327 2

Input Employee Humber or Hame or 3SSH -
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above

| F | k2 | k3 [ ks | ks |k | F7 | ke | P9 | XY |

PAYFIND

Current Order
Hame

13
Cls Cert Pens Conthlo Job Stat Mth
1 C 2 10 3 A

Press Enter Key

| | |F‘5Q| 17.61.60

euvr i | roon W Help

ol B N )

" Action

F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.

F10: Select ﬁl (F16 — Exit) to return to the Payroll System —Earnings History Menu.

For Step 1-F2 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND
Payroll System

Payroll Update Henu

Add New Employee

-- Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update/Display Gross Data

-- Update/Display Withholding Data

-- Update/Display Current Leave Usage Data
-- Update{Display YTD{Fiscal Data

-- Update/Display Deduction Adjustments

-- Update/Display FICA/Medicare Adjustments

2
3
|
51
L6
A
8|
9]
10 | -- Update/Display Garnishment Yendor Data
RN
T2
BN
14 |
15 |
7
TN

-- Add Earnings History Record

-- Update/Display Earnings History { Transfer Gross Earnings

-- Print Earnings History

-- Calculate and Display An Employee's Pay
Delete Employee

UpdatefDisplay Leave YTD{Balance Data
Detailed Pay Stub - Employee Message

Master ”“'ug‘ |

=12

PAYUPDTP

13.82.088

ric | e | el | BT, | MEND
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For Step 1-F10 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND _ =] x|
Payroll System HISTHEHNU
FHey Earnings History HMenu

-- Add Earnings History Record

EE

-- Update/Display Earnings History Record
and/or Transfer Gross Earnings

o

-- Print Employee's Earnings History

Print YTD Earnings' Register:
3 | -- Summary by Employee
4 | -- Detail by Account
5 | -- ¥YTD Employer Benefits Register - Summary by Employee

2kl

Master | Bor | | | 11.81.08

rie$ | P | Worip | BN, | MEND

" Action

16 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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C6. Update/Display a Nontaxable (N)/Taxable (T) Adjustment

Record

Nontaxable and Taxable adjustment records are primarily used for reporting Third Party Sick Pay
usually disability pay. This pay is nontaxable to the employee but must be included on employees’ W-
2’s as school districts have an agreement with the payor to perform tax reporting on the school
district’s behalf.

Nontaxable third party sick pay usually occurs when the employee pays the cost of the insurance as a
post-tax deduction, such as Long Term Disability insurance. The check date, regular amount, account,
and total gross fields are available for edit for this type of record.

Taxable third party sick pay usually occurs when the employer pays the cost of the disability insurance,
such as is typical for Short Term Disability insurance. The check date, regular amount, account, total
gross, FICA Gross, FICA Amount, OASDI Gross, OASDI Amount, HI Gross, HI Amount, and Federal
and State tax deduction fields are available for edit for this type of record.

The entry of gross pay for Non Taxable and Taxable Third Party Sick Pay earnings history record will
cause the Box 13 on the employee’s W2 Statement to be checked.

— hl

=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCWOD1 SV CADEVSYS CASECOND WHITE [EE
—————_____

Payroll System PAYHBBBA

FKey Haster Henu
- - Payroll Setup Menu

- - Payroll Update Menu

- - Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
- - MonthlyfQuarterlyfFiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

<]

[ EREEEE bk k-

- - File Reorganization

Mastar | Voo ‘ | | | | | 15.63.60
I A | |
Step Action
‘ 1 ‘ Select 2| (F2 - Payroll Update Menu) or _1o | (F10 - Earnings History Menu).

Georgia Department of Education
April 2, 2018 ¢ 10:08 AM e Page 114 of 158
All Rights Reserved.



PCGenesis Payroll System Operations Guide

For Step 1-F2 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND - E'lil
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

-- Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update/Display Gross Data

-- UpdatefDisplay Withholding Data

-- Update/Display Current Leave Usage Data
-- UpdatefDisplay YTD{Fiscal Data

-- UpdatefDisplay Deduction Adjustments

-- Update/Display FICAfMedicare Adjustments
-- Update/Display Garnishment Yendor Data

-- Add Earnings History Record
-- Update/Display Earnings History { Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD{Balance Data
-- Detailed Pay Stub - Employee Message

EEEE ERE ElEREEEEE B

Master | Voo | | | 13.62.80
re$P| 15 | Mrisp] B4 | MEND
For Step 1-F10 selections the following screen displays:
= PCGDIst=6991 Rel=13.02.00 07/03/2013 PCW 001 SV C:\DEWSYS C:\SECOND _|=] x|
Payroll System HISTHEHNU
FKey Earnings History Henu
1 | -- Add Earnings History Record
2 | -- Update/Display Earnings History Record
andfor Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print ¥YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 -- ¥TD Employer Benefits Register - S y by Employ
Mastar | Voo | | | 11.61.60
rcl| 155 | riSp | BN | MEND

Step Action

2 For Step 1-F2 selections: Select _12_| (F12 — Update/Display Earnings History/Transfer
Gross Earnings).

For Step 1-F10 selections: Select 2| (F1 - Update/Display Earnings History
and/or/Transfer Gross Earnings).
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The following screen displays:

r - — — T — - ™
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WI-IITE‘ oo
Update/sDisplay Earnings History PAYFIND

Select Employee

Current Order

Filter not active Emp Humber
Input:
13
Fkey HMame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
Input Employee Humber or Hame or 335H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Above
=gl F1 | r2 | F3 | Fa | Fs | ke | k7 | | Fe [ Y| | | | =y 17.01.00
FIS« :‘E;ﬂj FISm PGUP‘! PGDN' HEID

Step Action

3 Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or
partial name in the Name field, or Social Security Number in the SSN field, and select
Enter. Entering a complete or partial name in the Name field displays the results most
closely matching the search criteria entered. Proceed to Step 4.
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The following screen displays:

- T —— 3 B
=1 PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE ‘ [E=EER

Update/sDisplay Earnings History PAYFIND
Select Employee

Filter not active Current Order
Hame
Current 13
Fkey _Mame | Empno | _SSM | Loc  Cls Cert Pens ContHo Job Stat Hth
Enter| BAZBEE. DE2MER 88879 993-08-8879 100 1 C 2 10 9 T
1 | BAZBEE. JA2ROD 87492 999-08-7492 100 1 C 2 10 8 T
2 | BAZCLAY,BU2 88935 999-08-893% 201 3 N i} 10 16 T
3 | BAZCLAY, MAZALI 87548 993-08-7548 2050 1 C 0 10 4 T
4 | BA2DA. JO2QUIN 87483 999-08-7483 100 1 C 2 10 3 1
5 | BA2DA. MA2 88868 933-08-8868 195 3 N i} 10 10 |
] | BAZES. CO2EMAN 89078 993-08-3078 201 1 C 2 10 3 T
7 | BAZES, WAZDOD 87682 999-08-7682 101 16 ] 0 10 36 1
8 | BAZLEY. RE2ZNA 88192 993-08-8192 100 1 C 2 10 2 T
9 | BAZLEY. TI2ZANY 89603 999-08-9603 195 17 ] 0 12 25 1
FKEY = Record Found Above
or Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Aboue

Order changed to Alpha

%l F1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [T | | | =y 17.91.80
FIS« :IE; FISm PGUP‘ PGDN' HEID
Step | Action
4 Select Entet| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select _Name | (Name).

To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select __SSH_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rawh | (Page Up) or ¥ | (Page Down).
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The following screen displays:
El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND Wm_é@gﬂ

Display/Update Earnings History EARHINGS

Enter optional beginning information for employee 89327
Hame: BAZHAN, HA2YBELLE

Control Record
Issued Check
Previous Pay Uoided Check
W-2 Adjustment
Adjustment Record
= 1st Earnings Record
THIRD PARTY SICK PAY:
N = Montaxable Record
T = Taxable Record

Record Type

E- = — ]
[ (]

Year 88
Quarter 8 (1-4)
Pay Period B8 (@1-52, 99)
Emv FlP% F2‘£‘ F35 F-r Fs Fs F7|Fe ulrs’ |F1OT|F1|E|IF|2E|I | |F15QI 16.083.681
[ =Y I I Help

Ste Action

5 Enter N (Nontaxable) or T (Taxable) in the Record Type field.

When making entries in the Year, Quarter, and Pay Period fields, PCGenesis displays the
first record for that pay period regardless of the record type.

If only entering a Record Type, PCGenesis will display the first record available for that
record type.

6 Enter the earnings history payroll year (YY) in the Year field.

7 Enter the appropriate code in the Quarter field to define the earnings history adjustment’s
payroll quarter.

Valid Values: 1 = First Quarter: January — March
2 = Second Quarter: April —June
3 = Third Quarter: July — September
4 = Fourth Quarter: October —December

8 Enter 01 through 53 in the Pay Period field to define the payroll period or enter 99
(Undefined/Does Not Apply to a Specific Payroll Period) to identify the payroll period as
“Undefined”.

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

IS ™
[ PCGDist=8991 Rel=180100 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHIE ol (=0
Farnings Record 88525 - BAYHHART, LAFEHDRA Qtr 17-% Pay Prd 13 EARHIHGS
<: Taxable £~ 999-88-8525 Loc 81688 Class 81 Cert C Instruc I Type F Pen 2 TR3
H P at s Exemptions 1 W/H Code B Fed Amount#/% FICA ¥ Fed ¥
State: Mar Stat A Allow M[1] D[BB] W/H Code B State Amount/% Cont Mo 18 State V
Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type GHI H
Trans Dt 06/00/0600 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125 v
Reg Hr Owt Hr HI Gr 0AsSDI Gr GHI OFT/TIER /
Reg Amt 1000.088 ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
515 I 1886.008 1273172017
a8z
883
aay
aas

Totals 1806.80
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l

ACCT 861 18 168 1041 1060 11080 108 1

ACCT 882 88

ACCT 863 B8

ACCT B84 B8

ACCT 865 B8

Ded 61 H Ded 63 N Ded 84 N Ded 69 HN Ded 47 H Ded 48 N Ded Ded Ded Ded

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI Pension Medicare 0ASDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

*#%%x Gross Pay 1088.688 *xx Deductions *xx Het Pay 1880.08 =% NOH TAX

Mode changed to display

( Fl’% F2‘% F-r- FS- Fs- F? F2 u Fsi F10Y FnE' F12E| IFISQ' 18.81.90
---- | |

Help

Although the following instructions display Taxable (T) adjustment record screenshot examples, the
instructions also apply to Nontaxable (N) adjustment records.

Step  Action

10 If updating the record: Select il (F9 — Switch to Update Mode). Proceed to Step 11.
If displaying the record: Review and/or screen-print the information displayed, and select

ﬁl (F16 — Exit) to return to the Display/Update Earnings History screen. Proceed to
Step 14.

Georgia Department of Education

April 2,2018 ¢ 10:08 AM e Page 119 of 158
All Rights Reserved.
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IS ™
[ PCGDist=8991 Rel=180100 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE [E=REn |
Earnings Record for: 88525 - BA7VHHART, LAFEHDRA Qtr 17-% Pay Prd 13 EARHIHGS
i Taxable *%  099-B8-8525 Loc 68188 Class B1 Cert C Instruc I Type F Pen 2 TRS
Federal: HMar Stat S Exemptions 1 W/H Code @ Fed Amount/% FICA ¥ Fed ¥
State: Har Stat A Allow HM[1] D[6A] W/H Code B State Amount/% Cont Mo 18 State V

Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type GHI H
Trans Dt 06/00/0600 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125 v
Reg Hr Owt Hr HI Gr 0AsSDI Gr GHI OPT/TIER /

Reg Amt 16668.088 ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
515 - 1886. 008 1273172817
a8z
883
aay
aas
Totals 1888.88
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l
ACCT 681 18 160 _ 1841 1668 11808 _188 1
ACCT 682 88
ACCT 6883 68
ACCT 684 88

ACCT 6685 68
Ded 61 H Ded 63 H Ded 64 H Ded 89 H Ded 47 H Ded 48 H Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI Pension Medicare 0ASDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*#%%x Gross Pay 1088.688 *xx Deductions *xx Het Pay 1880.08 =% NOH TAX

Mode changed to update
"% [l Fz‘fc\‘ = F4 [ B Fs F?IFe ansgg‘lnoYIFnEIanl | IFISQ' 18.81.90
FIS. FI?E;) F18m HEID
Step  Action
11 Verify “Mode changed to update” displays, make the appropriate modifications, and select

E (Enter — Validate).

Select r: & (F3 — Print this data) to obtain a screen print of the Update/Display Earnings
History Record screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The following screen displays:

IS ™
[ PCGDist=8991 Rel=180100 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHlTEL ol (=0
Earnings Record for: 88525 - BA7VHHART, LAFEHDRA Qtr 17-% Pay Prd 13 EARHIHGS
i Taxable *%  099-B8-8525 Loc 68188 Class B1 Cert C Instruc I Type F Pen 2 TRS
Federal: HMar Stat S Exemptions 1 W/H Code @ Fed Amount/% FICA ¥ Fed ¥
State: Har Stat A Allow HM[1] D[6A] W/H Code B State Amount/% Cont Mo 18 State V
Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type GHI H
Trans Dt 06/00/0600 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125 v
Reg Hr Owt Hr HI Gr 0AsSDI Gr GHI OPT/TIER 7/
Reg Amt 16668.088 ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
515 - 1886. 008 _A2sm/2e7
a8z
883

Totals 1806.80
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l
ACCT 861 18 166 _ 1041 10868 11660 _108 1

Ded 61 H Ded 63 N Ded 64 N Ded 69 HN Ded 47 HN Ded 48 N Ded Ded Ded Ded

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI Pension Medicare 0ASDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

*%3% = Bedustions *xx Het Pay 1880.08 =% NOH TAX
Ualidations passed. Save your changes.

( Fs- F7-]|Fs ansg‘lem I IFnE'IF‘zEl
mm_fr ----

Step  Action

|F‘5Q| 18.081.88

Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save your
changes).
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The following screen displays:
[ PcoDist=8991 Rel=180100 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHlTE_L ol o=

Earnings Record for: 88525 - BA7VHHART, LAFEHDRA Qtr 17-% Pay Prd 13 EARHIHGS
i Taxable *%  099-B8-8525 Loc 68188 Class B1 Cert C Instruc I Type F Pen 2 TRS

Federal: Har Stat S Exemptions 1 W/H Code B Fed Amount#/% FICA ¥ Fed
State: Har Stat A Allow HM[1] D[6A] W/H Code B State Amount/% Cont Mo 18 State

= <=

Chk Dt 12/31/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type GHI
Trans Dt 06/00/0600 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125

Reg Hr Owt Hr HI Gr 0AsSDI Gr GHI OPT/TIER /
Reg Amt 16668.088 ovt Amt HI Amt 0ASDI Amt Contract

LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End

515 - 1886. 008 _A2sm/2e7
a8z

883

Totals 1806.80
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l
ACCT 881 18 168 _ 1641 1668 116866 _1688 1
ACCT 882 88
ACCT 863 B8
ACCT B84 B8
ACCT 865 B8

Ded 61 H Ded 63 N Ded 64 N Ded 69 HN Ded 47 HN Ded 48 N Ded Ded Ded Ded

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI Pension Medicare 0ASDI
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

XXX B3P s *xx Deductions *x%x Net Pay 1000.00 =*% NON TAX
H stury record saved

ENTEV F?IFe ansgg‘lnoYIFnEIanl IFISQ' 18.91.00
----

Step  Action

Verify “History record saved” displays and select ﬁl (F16 — Exit) to return to the
Display/Update Earnings History screen.
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The following screen displays:

1 PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHlT
Display/Update Earnings History EARNINGS

Enter optional beginning information for employee 89327
Hame : BAZHMAN, MAZYBELLE

Control Record
Issued Check
Previous Pay Voided Check
W-2 Adjustment
Adjustment Record
1st Earnings Record
RD PARTY SICK PAY:
Nontaxable Record
Taxable Record

Record Type _

DTEC =D

L T T Y O T R 1 R

TH

H

T
Year B8

Quarter 8 {1-4)

Pay Period 88 (81-53, 99)

MEV Fl'% qut% FBE F» F5|FS|F7|F8 ulFS’ |F107|F11E||r12E|| | |F|5Q| 16.683.91
[ T T I Help

Ste Action

14 Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.

The following screen displays:

r ——
] PCGDist=8991 Rel=17.0L.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE E.L

Update/Display Earnings History PAYFIND
Select Employee

Current Order

Filter not active Name
Input:
13
Fkey Hame Empno SSNH Loc Cls Cert Pens Conthlo Job Stat Hth
1 | BAZMAN. MAZYBELLE 89327  999-08-9327 2 1 [ 2 10 3 A
Input Employee Humber or HMame or 33H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Aboue
wwag| e1 (e | es e (e [es e (ko [es (WX | | | [.Q]

4|
Fig Fiz Fism rour ik | poon W Help
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15 F2: Select ﬁl (F16 — Exit) to return to the Payroll System — Payroll Update Menu.

F10: Select ﬁl (F16 — Exit) to return to the Payroll System —Earnings History Menu.

For Step 1-F2 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND _ =] x|
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

-- Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update{Display Gross Data

-- Update/Display Withholding Data

-- Update/Display Current Leave Usage Data
-- Update/Display YTD{Fiscal Data

-- Update/Display Deduction Adjustments

-- Update/Display FICAfMedicare Adjustments
-- Update/Display Garnishment Yendor Data

-- Add Earnings History Record
-- Update/Display Earnings History | Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

EEEE EEE EllEREkEEE B

Master | Bor | | 19.82.08
rie$ | P | Worip | BN, | MEND
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For Step 1-F10 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND _ =] x|
Payroll System HISTHEHNU
FHey Earnings History HMenu

-- Add Earnings History Record

EE

-- Update/Display Earnings History Record
and/or Transfer Gross Earnings

o

-- Print Employee's Earnings History

Print YTD Earnings' Register:
3 | -- Summary by Employee
4 | -- Detail by Account
5 | -- ¥YTD Employer Benefits Register - Summary by Employee

2kl

Master | Bor | | | 11.81.08

rie$ | P | Worip | BN, | MEND

" Action

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

Georgia Department of Education

April 2,2018 ¢ 10:08 AM e Page 125 of 158
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Procedure D: Printing Employees’ Earnings History

Users assigned the Display Only (C) security access will not be able to perform this procedure.

=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCWOD1 SV CADEVSYS CASECOND wmﬂg
—
Payroll System PAYHBBEA

Haster Henu

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

-- Annual Reports Menu
- - Monthly{QuarterhyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

]

E EREEEE bl bk

- - File Reorganization

ot P | T O Y I A I A X
w5 | YoriS | EAN | MEND

1 Select —2_| (F2 - Payroll Update Menu) or 191 (F10 - Earnings History Menu).
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For Step 1-F2 selections, the following screen displays:

B PCGDIst=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C:\DE¥SYS C:\SECOND _ =] x|
Payroll System PAYUPDTP
FKey Payroll Update Henu

-- Add New Employee

-- Update/Display Personnel Data

-- Update/Display Deduction Data

-- Update{Display Gross Data

-- Update/Display Withholding Data

-- Update/Display Current Leave Usage Data
-- Update/Display YTD{Fiscal Data

-- Update/Display Deduction Adjustments
Update/Display FICAfMedicare Adjustments
-- Update/Display Garnishment Yendor Data

-- Add Earnings History Record
-- Update/Display Earnings History | Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- Update/Display Leave YTD/Balance Data
-- Detailed Pay Stub - Employee Message

EEEE EEE EEEEEREER B

Master | Bor | | | 19.82.08
e | IS | Wi | B4R | WERD
For Step 1-F10 selections, the following screen displays:
= PCOGDist=8991 Rel=13.02.00 07/03/2013 PCW 001 S¥ C\DEVSYS C:\SECOND == >
Payroll System HISTHEHU
FKey Earnings History Henu
1_| -- Add Earnings History Record
2 | -- UpdatefDisplay Earnings History Record
and}or Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings® Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register- S y by Employ
Master Userus‘l | | 11.081.08
ric | e | el | BT, | MEND

Step Action

2 For Step 1-F2 selections: Select -13_| (F13 — Print Earnings History).
For Step 1-F10 selections: Select —3_| (F3 — Print Employee’s Earnings History).
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The following screen displays:

NOTE -

:Nr:v

S —— b
1 PcGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE [E=REERSC
PRINT EMPLOYEE'S EARHIHGS HISTORY HISTPRT
Enter Empl#t or leave blank to print ALL employees E
If reporting ALL employees enter 'X' for sort: _ By name
_ By number
Enter period to be printed 1/81/2817 thru 1273172017

Enter fiscal accumulation period 1/81/2817 thru 1273172817

Enter ¥TD accumulation period 1/681/2817 thru 12/31/2817

Enter class or leave blank to print ALL classes

Skip employees w/no pay for selected period? YES (YES/NOD)

Print only last &4 digits of SSH? ES (YES/HD)

finy print request is not queued to the printer until this option
is exited. At that time ALL requests are quewed in 1 print file.

|F15:}§|

FIS«

17.81.688

Dates on the screen default to the current calendar year. These fields however are modifiable.

Step Action

3 For an individual employee: Enter the employee number in the Enter Empl# or leave
blank to print ALL employees field.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Print
Earnings History Records — Select Employee screen displays, follow normal procedures to
locate the employee’s information. When the Print Employee’s Earnings History screen
redisplays, PCGenesis populates the employee number in the first field on the screen, and

the Fi_"%l (F1 — Next Employee), ﬁl (F2 — Previous Employee) icons will become
available for selection.

For all employees: Leave the Enter Empl# or leave blank to print ALL employees field
blank.

4 For all employees: Enter X in the By name or By number field to define how the results
will be sorted in the printed report.

5 Enter the date range (MM/DD/CCYY) in the Enter period to be printed fields.
6 Enter the fiscal year’s date range (MM/DD/CCYY) in the Enter fiscal accumulation period
fields.
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Ste Action

7 Enter the earnings history year-to-date accumulation’s date range (MM/DD/CCYY) in the
Enter YTD accumulation period fields.

8 If printing for an individual employee: Enter the employee number in the Enter class or
leave blank to print ALL classes field.

If printing for all employees: Leave the Enter class or leave blank to print ALL classes
field blank.

9 If printing for all employees: Enter YES or NO in the Skip employees w/no pay for
selected period? field.

This entry determines if PCGenesis should exclude employees without earnings history for
the specific time frame from the results.

10 Enter NO in the Print only last 4 digits of SSN? field to print the employee’s entire social
security number on the report. Enter YES in the Print only last 4 digits of SSN? field to
print only the last four digits of the social security number and to hide the rest of the digits.
This will allow tighter security of sensitive employee data.

11 Select ﬂl (Enter).

“** Processing Request **” briefly displays.

Georgia Department of Education
April 2,2018 ¢ 10:08 AM e Page 129 of 158
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

Bl PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 006 SV CADEVSYS CASECOND WHITE - EIL
PRINT EWPLOYEE'S EARMINGS HISTORY HISTPRT

Enter Empl# or leawve blank to print ALL employees B89327 =

If reporting ALL employees enter 'X' for sort: _ By name
_ By number
Enter period to be printed 1/81/2817 thru 1273172017

Enter fiscal accumulation period 1/81/2817 thru 1273172817

Enter ¥TD accumulation period 1/681/2817 thru 12/31/2817

Enter class or leave blank to print ALL classes

Skip employees w/no pay for selected period? YES (YES/NOD)

Print only last &4 digits of SSH? ES (YES/HD)

HOTE - Any print request is not queued to the printer until this option
is exited. At that time ALL requests are quewed in 1 print file.

REQUEST GOMPLETED. 1 RECORDS PROCESSED?

EN“vlﬂpilﬂ‘%l | I | | | I |FIOT| I I | |F15Q§I 17.91.00
FIS« Help

The number of records processed total is school district-specific.

Ste Action

12 Verify the total number of records processed is correct, and:

For Step 1-F2 selections: Select ﬁl (F16 — Exit) to return to the Payroll System —
Payroll Update Menu.

For Step 1-F10 selections: Select ﬁl (F16 — Exit) to return to the Payroll System —
Earnings History Menu.
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For Step 1-F2 selections, the following screen displays:

=] x|
Payroll System PAYUPDTP
FKey Payroll Update Henu
Z1 -- Add New Employee
2 | -- Update/Display Personnel Data
3 | -- Update/Display Deduction Data
4 | -- Update/Display Gross Data
5 | -- Update/Display ¥ithholding Data
6 | -- Update/Display Current Leave Usage Data
7 | -- Update/Display YTD{Fiscal Data
8 | -- Update/Display Deduction Adjustments
3 | -- Update/Display FICA/Medicare Adjustments
10 | -- Update/Display Garnishment Vendor Data
11 | -- Add Earnings History Record
12 | -- Update/Display Earnings History ] Transfer Gross Earnings
13 | -- Print Earnings History
14 | -- Calculate and Display An Employee's Pay
15 | -- Delete Employee
17 | -- Update/Display Leave YTD{Balance Data
18 | -- Detailed Pay Stub - Employee Message
st | Vi | ) [ 13-02.00
elbgegliael [ [ [ [ [ [ [ [ [ [ |
For Step 1-F10 selections, the following screen displays:
B PCGDist=6991 Rel=13.02.00 07/03/2013 PCW 001 SY C:\DEYSYS C:\SECOND — EILI
Payroll System HISTHENU
FKey Earnings History HMenu
1 | -- Add Eamings History Record
2 | -- Update/Display Earnings History Record
andfor Transfer Gross Earnings
3 | -- Print Employee's Earnings History
Print YTD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee
Y e Iy ) B L
N = A I

Step Action

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

14 To print the report via the Uqueue Print Manager: Select Tﬁl (Uqueue).

To print the report via Microsoft® Word: Select _~§| (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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D1. Employee Earnings History Detail Report — Example

The first page of the Employee Earnings History Report lists the deduction codes and descriptions. This
table can be used as a key to the deduction numbers printed on the employees’ payment history. Note
that deduction code 87 represents the employees’ total non-taxable amount for each payroll payment.

FEPORT ID: EISTERT SMITH CITY BORRD OF EDUCRTION
EERORT DARTE: 08/14/2014 DAYROLL ERRNINGS HISTORY DETAIL - (SINGLE EMPLOYEE) 1

DEDUCTION TAELE LISTIING

COLOE DESCRIPTION CODE DESCRIPTION
0o = FRINGE o1 = MNNUITY 1
0z = ANNUITY £2 03 = FED W/H TRY
04 = Gh INCOME TRX o7 = COUNTY TRXES
og = STATE HERLTH CLAS N TRX 03 = STRTE HERLTH CERT N-TAX
18 = VENDOR 001034 135 = VENDOR 000020
20 = VENDOR 000021 z1 = COUET W/H
22 = I-VNDR -CERT 23 = I-VHDR T
3 = COURT W/H 27 = VENDOR 003237
38 = I-VNDR 004523 3z = VENDOR 0048207
40 = VENDOR 004808 41 = VENDOR 002550
43 = CUNION 00Ze02 44 = I-VHDR 003104
45 = VENDOR 003104 L1 = I-VNDR 003237
47 = I-VHDR 003237 48 = I-VNDR 003237
43 = I-VNDR 0034335 50 = I-VNDR 003237
=2 = I-VHNDR 003308 53 = I-VHDR 00480&
54 = COURT W/H 1 = I-VNDR 005185
=L = I-VHDR 003237 =7 = I-VHNDR 0048208
cg = I-VNDR 005&Z1 &3 = VENDOR 00S5&21
€0 = I-VNDR 005ele &l = I-VHNDR 0048208
(3 = VENDOR 000018 &3 = VENDOR 005745
&4 = I-VHNDR 003308 &5 = VENDOR 005821
(13 = VENDOR 00&111 &7 = VENDOR 000122
g0 = NEW PSERS
21 = QLD PSERS 3 = TRS
g3 = QLD ERS g4 = NEW ERS
25 = QREDI -1 = HI
a7 = NON-TLXLELE gg = LEIC
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The Employee Earnings History Report shows the history of payroll payments for the employee over the
time period requested. Year-to-date and fiscal-to-date totals are accumulated for the requested time

periods as well.

BEPORT ID: HISTERT SMITE CITY BEQOARD QF EDUCATION
BEEDPORT DATE: OZ/01/201& BAYROLIL. EABNINGS HISTORY DETATL - (SINGLE EMPLOYEE)
* RCTIVE + # LOC- 110 CLASs- 32 INSTIR-I TYDE-F GHI-Y
EMP $-2£424 S5f #ww—ww—g474 *+ ESEH-F ETHNIC- 2 MRERITRL STAT-S5 DLY SCH.§-12 BRAYCYCLE-Z
AT3SWORTH, COSHELL * BIRTH-11/01/1388 HIRE- B/01/201%5 BEHIRE- TERM- EERSON-
4637 MAIN STREET # CREDIT UNION: EENS- TRS PEN RMT/%— -0Eno
LDRETHMENT 234, EUILDING 3 * FEDf EXEMET O WITHHOLD CD- O IMT [ % .00 MRR. STRT 5 CHECE,/TD? DD
SMITE TOWHM, GR 3€7€7 * 5T ALIOW M-0 D-00 WITHHOLD CD- O IMT / & 00 PERS STAT A CUR BRAY ED 1
PHONE £ 535-555-3683 INCLUDE ON CPI?-Y * OSIATE 3£427.00 LOCRL 200.00 OTHER .00 SEC 125 ¥ EEIC
RALCE CODES: HISEANIC?-N * BNW1 DED 01/CO 00 FEDERAL-Y STATE-Y FICA/MED-M
WHITE * DMNNZ DED 02/CO 00 ANNZ DED 00,/CO 00 AMN4 DED 00/CO OO0 AMNE DED 00,/CO 00
ACCOUNT BLY COLDE EATE EEG-HR OVT-HR EEG-GR aVT-GR
1&-100-0-2041-1000-11000-01100-000000 s Zge8.52
1&-100-0-2043-1000-11000-01100-000000 s &E_E7
*% ERRNINGS HISTORY PERIOD COVERED - 01/01/2015 THRU 12/31/2015 **
CHE DATE STATUS TENM DRTE TOT GROSS HI-GR ORSDI-GR NET ELNE CHECE
LTYE  ACCOUNT BTYE RERS FER DATE GROZS FICL-GR  DPENS-GR GHI-GR GHI %
05/30/2015 I/ C FICA/MED M 2535.59 2837 .23 Z10e.€8 BEDE 5352177
5 1€1000204110001100001100000000 10 5/30/2015 28e8 .52 2772.73 Z28€8 .32 1.0000
S 1€1000204310001100001100000000 21 S/30/201% €€ . €7 &4.44 EE.E7
17&.14 /82 41.14 /8¢ S8_3€ /87 33z .04 /O3 132 .34 /04 &E6_28 /05 14_58 /1€ 32 .08 /29 faz 3433 /41
Employer deductions:
418.390 /82 41.14 /8& 545.00 JGH 1s.2€ /32
TOTAL GROSS Z,935.55 TOTAL DEDUCTIONS 828.33 TOTEL MET Z2,106.€¢&
** YT RCCUMULATION PERTOD - 01/01/2015 THEU 1273172015 *+
RCCOUNT GROSS EBEG-HRS OVI-HRS REG-GROSS QVI-GROSS CONTRACT FICR-GR FICA-IMT PENS-GR PENS-AMT
1&-100-0-2041-1000-11000-01100-000000 2Be8.32 2772.75 40.21 2868 .32 172.14
1e-100-0-2043-1000-11000-01100-000000 €. €7 £4.44 .53 EE.€7 4.00
TOTRL ¥TD 253555 233555 2935 .55 2837 _23 41 .14 233555 17&.14
#% FISCRL ACCUMULATION PERIOD - 01/01/201%5 TERU 1273172015 *+*
RCCOUNT GROSS CONTRRCT TRS-GR OLOERS-GR NEWERS-GR QJBSERS-GR NESERS-GR
TES-EMT  OLDERS-AMT  MEWERS-AMT  QPSERS-IMT  NESERS-EMT
1&-100-0-2041-1000-11000-01100-000000 2868_52 2868_52
172.14
1&-100-0-2043-1000-11000-01100-000000 8E. €7 6E.E7
4.00
TOTAL FISCAL 2335.5% 2335.5% 2535.589
176.14
¥ID DED-02 YID DED-04 X¥ID DED-0% YID DED-1€ YID DED-2% ¥ID DED-32 YID DED-41
33z .04 13z2_34 &&_ 28 14_58 3z2.08 34 .33
¥ID ER -82 YID ER -8& YID ER -GH YID ER -32
418 .30 41_14 54500 15_5&

NON-TAXABLE GROSS -
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Procedure E: Printing the YTD Earnings Registers

Users assigned the Display Only (C) security access will not be able to perform this procedure.

=] PCGDist=8991 Rel-15.04.00 02/01/2016 PCWODL SV CADEVSYS CASECOND WHITE m (o 5 ]
Payroll System PAYHOOOO

FKey Haster Menu
- - Payroll Setup Menu

- - Payroll Update Menu

- - Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
- - Monthly/QuarterlyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

- - Update{Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

N
2
3
4
5]
8]
9
10
R
T2
13
N

o I Y N Y I A Y I S X

@[ MG | VT SO MEND

]

-- File Reorganization

1 Select 10| (F10 - Earnings History Menu).

The following screen displays:

B PCGDIst=8991 Rel=13.02,00 07/05/2013 PCW 001 S¥ C\DEYSYS C:\SECOND
Payroll System HISTHEHU

FKey Earnings History Henu

1_| -- Add Earnings History Record

2 | -- UpdatefDisplay Earnings History Record
and}or Transfer Gross Earnings

3 | -- Print Employee's Earnings History

Print YTD Earnings' Register:
13| -- Summary by Employee
_14 | -- Detail by Account
15 | -- ¥TD Employer Benefits Register - S y by Employ

Master | Vrgy | | | 11.01.00

8] 145 [ trigy] RO | VEND
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Step  Action

2 Select 13 | (F13 - Print YTD Earnings Register: Summary by Employee) or select 14|
(F14 - Print YTD Earnings’ Register: Detail by Account).

For Step 2-F13 selections, the following screen displays:

( (=] PCG Dist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND
Print YTD Earnings’ Register - Summary by Employee YTDEXT

Enter Beginning Date: 1812815

Enter Ending Date: 1273172815

Enter Empl#t {Leawve blank to print ALL}:

Enter Class {Leawve blank to print ALL): _

Enter ‘X' for Sort Selection: _ Employee Hame Sequence
_ Hame within Class

ENTER = Continue, F16 = Exit Program
. 1 [ 1 | | [ | 14.93.01
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For Step 2-F14 selections, the following screen displays:
] PCGDist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND @éu1

YTDEXT2

Print ¥TD Earnings Register - Detail by Account
Enter Beginning Date: 1812815

Enter Ending Date: 12/31/2815

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l
Enter Account or Part of Account Hbr:

(Leave Blank to Print All)

Include Third Party Sick Pay? _  (Y/H)

EHTER = Continue, F16 = Exit Program

" I I I () R
F1S“

Step  Action
3 Enter the date range (MM/DD/CCYY) in the Enter Beginning Date and the Enter Ending
Date fields.

PCGenesis defaults to the first and last dates of the current calendar year. Although
displayed as ‘101CCYY’, PCGenesis converts the date to 01/01/CCYY for processing.

4 For Step 2-F13 selections:
To print for an individual employee: Enter the employee number or select the drop-down
selection icon -~ and in the Enter Empl# (Leave blank to print ALL) field.

To print for all individual employee: Leave the Enter Empl# (Leave blank to print ALL)
field blank.

To print for an individual pay class: Enter the code or select the drop-down selection icon
~|and in the Enter Class (Leave blank to print ALL) field.
To print for all pay classes: Leave the Enter Class (Leave blank to print ALL) field

blank.

5 For Step 2-F13 selections: Enter X in the Employee Name Sequence or the Name within
Class field to define how the results will display.
Proceed to Step 8.
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Ste Action

6 For Step 2-F14 selections:
To print for a specific account number or account class: Enter the complete or partial
account number or select the drop-down selection icon ~lin the Enter Account or Part of
Account Nbr (Enter Account or Part of Account Number) field.
To print all accounts: Leave the Enter Account or Part of Account Nbr (Enter Account or
Part of Account Number) field blank.

7 For Step 2-F14 selections: Enter Y (Yes) or N (No) in the Include Third Party Sick Pay?
field.

8 Select E (Enter).

9

Verify the entries are correct, and select ﬂl (Enter) in response to the IS ABOVE
DATA CORRECT? message.

If the information is incorrect, select ﬁl (F16), and return to the appropriate step to
correct the entries.

“** Processing Request **” briefly displays.

The following screen displays briefly:

E1  PCGDist-8991 Rel-08.01.00 04/25/2008 CJD 001 C:\DEVSYS C:\SECOND =J=/ed

YTDEXT

=%x* Farnings History EXTRACT File in Progress ===

*#%x% PROCESSIMNG REQUEST xxx

Record number: 328

B88.02.08
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For Step 2-F13 selections, the following screen displays:
] PCGDist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND W‘

YTDPRT

Print Employee's Earnings Register - Sum by Employee

Enter the Export file Path and Hame (e.g. C:\EXPORT\YTDERSumEmpGCYHD.CSV
or F18 to Browse for File

C:\EXPORTAYTDERSumEmp2 8158482 .CSU
HOTE: DIRECTORY Must Already Exist

Enter=continue, F18=Browse, F16=Exit 14.03.Mm

el | | [ [ | [ | ol | | | | |

e | | [ [ [ [ |
—_ -

Although the screenshot example displays Summary by Report results, the steps also apply to Detail by
Account results.

Step | Action

10 Select the O (Radio Button) to left of the appropriate response in the Create Employee’s
Earnings Register to Load in Excel? field. In order to produce a comma separated data
file with the data from the report, select “Yes’. Otherwise, select ‘No’.

11 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder
where appropriate.

12 If creating an export file: Enter C:\EXPORT\YTDERSumEmMpccyymmdd.csv in the

Enter File Name and Path for Export File field, or select _Fo | (F10 - Browse for file) to
locate the file manually.

13 Select /| (Enter) to continue.

If the filename is invalid, the “UNABLE TO OPEN ErnHst CSV FILE - 35 = File Not
Found” error message displays. In this instance, return to Step 10 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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For Step 2-F13 selections, if errors exist, the following screen may display:

B PCG Dist=8991 Rel=08.01.00 04/25/2008 CJD 001 C:\DEVSYS C:\SECOND

YTDPRT
x % x WARHNING * % %

The OASDI amount or the HI amount is incorrect according to the gross.
Please check each employee for errors in the YTD Earnings Registertt FPlease
run Print Employee’s Earnings History (PF3) for each employee with errors.
Check the detail records for the correct O0ASDI and HI amounts. If necessary,
use the Add Earnings History Record (PF1) to correct each employee’s error.

ENTER or PF16 = Continue B8.082.88

Ste Action

14 For OASDI/HI Warning screen displays: Select Enter and access the Ugqueue Print
Manager to print the reports. Locate the employees with the OASDI and/or Medicare (HI)
errors. Where applicable, add an earnings history record adjustment to correct any errors.
After making the appropriate modifications, repeat this procedure beginning at Step 1.
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/05/2013 PCW 001 SY C:\DEYSYS C:\SECOND
Payroll System HISTHENU

FHey Earnings History Henu

1 | -- Add Earnings History Record

2 | -- Update/Display Earnings History Record
andjor Transfer Gross Earnings

3 | -- Print Employee's Earnings History
Print %¥TD Earnings' Register:
13 | -- Summary by Employee

14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee

Master | Voot | 11.01._080

e8| 65 [ Morip [ BN, | MEND

15 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu or select Ml
(Master) to return to the Business Applications Master Menu.

16 To print the report via the Uqueue Print Manager: Select II‘;%| (Uqueue).

To print the report via Microsoft® Word: Select _§| (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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E1.1. Earnings History Summary Register — Example

The reports’ results are system-specific, and depend upon Procedure E: Printing the YTD Earnings

Registers selections.

REPORT DATE 02/01/201& EARNINGS HISTORY REGISTER FOR 01/01/15 THRU 12/31/15 DAGE 1
DEODUCTION TAELE LISTTNG
CODE DESCRT PTION CODE DESCRIDTION
01 = BNNUITY £1 0z = ANNUITY #£2
02 = FED W/H T&X 04 = GA INCOME TAX
08 = 5T HEALTH NON-CERT-12% 0% = STATE HEALTH CERT. -12%
10 = CUNION 000008 11 = I-VHNDR 001574
12 = VENDOR 007284 13 = VENDOR 000013
14 = VENDOR 007285 13 = VENDOR 000233
16 = VENDOR 000015 17 = DSERS
12 = I-UKDR 000004 15 = I-VNDR 007281
20 = COURT W/H 21 = VENDOR 001362
22 = VENDOR 007226 23 = VENDOR 007288
24 = VENDOR 007887 2% = VENDOR 007288
& = GHI-NON-CERT 27 = GHI-CERT
28 = I-UNDR 00635% 2% = I-VNDR 003323
30 = VENDOR 005237 31 = VENDOR 005837
32 = VENDOR 005237 33 = VENDOR 005874
34 = COURT W/H 3% = INPUTED INCOME
3& = VENDOR 007300 37 = I-VNDR 007301
32 = I-VNDR 007301 33 = VENDOR 007&30
40 = I-VNDR 007827 41 = VENDOR 008274
80 = NEW DSERS
81 = QLD DSERS 8z = TmS
83 = OLD ERS 84 = NEW ERS
85 = ORSDT 86 = HI
27 = NON-TAXLELE 2g = KEIC
REPORT DATE 02/01/201& EARNINGS HISTORY REGISTER FOR 01/01/15 THRU 12/31/1% DACE 23
CLASS 03 - 10 MD. TERCHERS
REG. ER. OVI. HR. REG. GR. OVT GR. GROSS CONTRACT PENS GR. OASDI GR. EI GR. GHI GR. NET
EMD §: 29503 MAME: DOZDER, BIZLT MEDICARE ONLY
35, 148.32 35,148 32 35,148_32 15000 34, 418.08 M 25, BER D&
4227 16 /03 1712.92 /04  530_24 /09 200.00 /37 2108 88 f82 49906 J8&  730.24 /87
we4+ OLSDT AMOUNT AND/OR HI AMOUNT IS TNCORRECT ACCORDTING TO THE GROSS *##+
EME £: 2&827 MAME: DO&LIN, GREGORIO MEDICERE ONLY
20.82 50, T78.57 £0,778.87  485,813.47  43,813.47 47,384.83 M 23, 604.07
200.00 /01 £350.24 /03 2413.32 /04 1176.86 /03  131.22 /1§ 288.81 /25  482.48 /2% 11285.00 /37 6€12.54 /41 28988.81 /82
£35.82 /86 2734.14 /BT
EMD §: 29557 NAME: DR4ETT, HE4MR MEDICARE ONL¥
157.33 31,216.87 31,216.87 26,595.06 27,283_&2 27,228 43 M z0, 57520
217955 /03 1303.02 /04 341100 /05  131.22 /16 234.00 /23 288.81 /25 S77.44 /29 3&0.00 /33 124.20 s41 163702 SB2
35481 /o6 3988_44 JB7
EMP £: 28157 MAME: QU3RIES, WIZLETTA MEDICARE ONLY
38, 363.%50 38,36%.30 38 ,370.0&  38,363.30 35, 80580 M 18, 334 .10
3366.37 /03 1777.77 /04 2564.10 /OS S085.00 /10 131.22 /1§ 117.00 /23  €08.00 /41 2302.13 /82  $18.21 /86 2564.10 /87
EME £: 27700 MRME: ERASNS, FRSDRICKA MEDICERE ONLY
.50 44,120.00 44,120.00 42,377.3&  44,100.00 40, 862.32 M 31,523.33
2244 .18 /03 1310.88 /04 2343.80 /0% 1800.00 /10 1108.08 /25 ©S54.13 /41 2646.05 /82 S89.71 f26 3451.63 /&7
EMD §: 26683 MAME: RAEP, RIGKIE MEDICARE ONLY GA EXEMET 3, 596.83
3,826 41 3,826 41 3,826 41 3,826 41 3,826.41 M 3,178 28
35517 /03 7.29 /1€ z29.%8 /az 55.4% /86
EMD £: 2&683 MAME: ERAED, RIKIE NON-CERTIFTED HISTORY MEDICARE ONLY GR EXEMDT 8, 57581
11635 5, 871.42 5,871.42 7,043 52 5,871.42 M 3, 855 58
323.73 /03 26.31 /04  422.€4 /82 143.16 /8¢
EMP £: 23428 MRME: ERESRDON, EESNETT MEDICERE ONLY
7,583.86 7,583 .86 4,107.52 7,583.86 7,181.26 M 6,212 &0
136.90 /03  130.84 /04 26l.48 /05 131.12 /23 31.80 /41 455.04 /82 104.28 f8& 332.60 /&7
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The final page(s) of the report lists total dollar amounts and overall employee totals. Use this
information in W-2 Statement Balancing.

REPORT DATE 01/31/2018 EARNINGS HISTORY REGISTER FOR 01/01/17 THRU 12/31/17 DAGE 44

CODE LDESCRIFTION CERTIFIED NON-CERT IFIED TOTAL
BEGULAR HOURS 71.28 13, 74850 13,817.75
OVEETDME HOURS 25Z.00 252.00
BEGULER GROSS 6,683,364 48  2,670,700.20  9,354,064_68
OVERTIME GROSS 7,167.00 14,532 _47 21,753.47
CONTRACT GROSS
TOTAL GROSS 6,690,531 _48 2,685,297 &7  9,375,824_15
Gh TAYAEIE GROSS 5,808,330_60 2,370,788.21 8,179,118_81
FED. TAMIELE CROSS %,808,330.60 2,370,788.21  §,173,118.81
PSERS GROSS 527, 414 57 527,414 57
TRS GROSS 6,431, £20_55  1,461,405.78 7,893,026.33

OLDERE GROSS
NEWERS GROSS

OMSDT GROSS €,327,798.53  2,469,297_&2  8,797,096.15
HI GROSS £,327,798.88  2,463,287.82 8,797,096.1%
GHI GROSS
01 EMDLOYEE ANNUTTY 112, 270.00 13,708_00 125,578.00
0z EMDLOYEE ZND ANNUITY 21, 800.00 200.00 2z,000.00
03  FED W/H TRX £83, 086.16 113,813, &3 708,699, 85
04 Gh THOOME TAEX 272,085 45 €7,530_32 339,£15.77
08  MONCERTIFIED MERTT 174,363 &7 174,363 67
0% CERTIFIED MERIT 272,357.21 27z,397.21
16 VENDOR 000012 4,125 68 4,125 &8
17  VENDOR 00001& 13, 04475 z,631.73 15, 67648
18  COURT W/H 22,200.00 14,820.00 37,020.00
Z0  COURT W/H 703.80 s19_2¢ 1,223 66
36 VENDOR 005347 802_00 z41_00 1,043.00
3% COURT W/H 1,536.96 1,336.96
40 VENDOR 003309 875.00 875.00
41  COURT W/H 1,231.30 1,231.30
42  SUPER SHED 25188 £51.88
44 I-VNDR 005345 1, 46160 1,720.64 3,182 24
45 I-VNDR 005345 5, 071.20 1,173.12 6,244 32
46 I-VNDR 00534% 1,215.72 150.31 1,386, 63
47 I-VNDR 005346 sa,188.93 25,327.21 83,516.14
48  I-VNDR 005347 8,185.73 5, 08889 13,272 62
4%  VENDOR 005348 200.00 268.00 £82.00
50  VENDOR 005349 10, 396.35 g,187.36 12,583.71
51  VENDOR 00534% 9,12&.91 510328 14,230.13
£z  VENDOR 005343 c,473.36 2,524.16 2,008.52
53 VENDOR 005349 6, TEE.82 z,345_84 9,116 &6
54 I-VNDR 000110 14, 34656 4,855 28 12,201 84
% I-VNDR 000110 150.00 3,333.28 3,483.28
& I-VNDR 005350 £16.00 152.00 202.00
57 VENDOR 005351 41600 728 08 1,144 08
&  VENDOR 005256 1,575.00 1,000.00 2,575.00
3  COURT W/H £16.53 616.53
&0 VENDOR 005395 375.00 1282_00 £57.00
€1 VENDOR 004726 76.00 4z_00 118_00
g1 QLD PSERS 808.00 202.00
g0 NEW DSERS 1.650.00 1.650.00
g6 HI 51,783.03 35,808.28 127,858.38
87 NON-TRY¥ABLE 362,232 95 212,911 88 575,144.83
NET 4,38¢,918.91  1,945,297.52  €,332,216 43
wws EMDLOYEE COUNTS 209 305 s14
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Where appropriate, the final page(s) lists voided payroll checks and voided direct deposits.

REPORT DATE 0Z/01/2018 ERRNINGES HISTORY ENCEDPTIONS FOR 01/01/17 THRD 12/31/17 DAGE 1
EMPLOYEE HNIME EMPLOYEE NUMEER CHECK DATE TRALNS DATE STATUS  CHECE TYEE
JO4LY, MO4GEN 12/18/15 10,/31/17 w C

The final page(s) of the report summarize non-taxable third party sick pay Earnings History information
for applicable employees for the time period specified, followed by total dollar amounts and overall
employee totals for non-taxable third party sick pay.

REPORT DATE 02/01/2018 EADNINGES HISTORY REGISTER FOR NON-TAXRAELE THIRD PARTY SICK DAY DLGE 2
FOR DAY EERIOD 01,/01/17 THRU 1Z/31,/17
EMPLOYEE MIME EMPLOYEE NUMEER GROSS
LASEITER, FREDRICERL 88480 1,234.58
REPORT DATE 0Z/01/2Z018 EABNINGS HISTORY EEGISTER FOR NON-TRXRELE THIRD PRRTY SICE EPRY DAGE 3
FOR PRY PFERIOD 01/01/17 THRU 12/31/17
CODE DESCRIPTION CERTIFIED NON-CEERT IF IED TOTAL
BEGULAR GROSS 1,234.55 1,234.55
HET 1,234.58 1,234 58
%% EMPLOYEE COUNTS 1 1
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The final page(s) of the report summarize taxable third party sick pay Earnings History information for
applicable employees for the time period specified, followed by total dollar amounts and overall
employee totals for taxable third party sick pay.

REPORT DATE 01/31/2018

EMPLOYEE MAME

HY4LN, ED4REDO

REPORT DATE 0173172018

CODE

03
04
85
=153

EABNTNGS HISTORY REGISTER FOR TAXAELE THIRD PARTY SICK PAY

EMP NER

87821

FOR PAY PERIOD 01/01/17 THRIT 12/31/17
GROSS OREDI GR ORSDI RMT

2,714 .30

HI

GR

ERRNINGS HISTORY REGISTER FOR TAXAELE THIRD PARTY SICK PAY

DESCRIFTION

BEGULRER GROSS

FED . TRXLEIE GROSS
ORSDT GROSE

HI GROSS

FEDERATL TAY

STRTE TRY (GR)
QORSDT

HI

HET

ww& EMPLOYEE COUNTS

FOR PRY PERIOD 01/01/17 THRU 12/31/17

CERIIFIED HON-CERTIFIED

2,714.30
2,714.30

2,714.30

1
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In addition to other earnings history information, the Payroll Earnings Register also displays Year-to-
Date (YTD) W-2 adjustment information for affected employees. The final page(s) of the report
summarize W-2 adjustment Earnings History information for applicable employees for the time period
specified, followed by total dollar amounts and overall employee totals for W-2 earnings history
adjustments.

REPORT DATE 01/31/2018 EARBNTINGS HISTORY REGISTER FOR W-Z2 ADJUSTMENTS PAGE 48
FOR PAY PERIOD 01/01/17 THRD 12/31/17

EMP §: 883530 NARME : LD3M, SR3
100,00 / 12 € Bene under smsell employer health reimburse ar
EMP §: 83824 HAME - AGSTLERR, DOSOVAN
111.11 F 01 0 Wages, Tips, Other Compensation 111.11 / 1€ @ State Wages, Tips, and Other Compensation
EMP £: B830¢ HRME - DRZGLE, GLZNN
1.00 f/ 01 © Wages, Tips, Other Compensation 2.00 / 02 0 Federal Income Tax Withheld
3.00 / 02 0 BSocigl Security Wages 18.00 / 02 0 Allocated Tips
17.00 f 0% 0 Rdwvance EIC Payment 1£.00 / 10 0 Dependent Care Benefits
1500 f 11 0 HNongualified Plans 4_00 f 12 1 Designated Roth Contributions to & Section 40
500 f 12 2 Designated Roth Contributions Under 403 (b) Sa €.00 f 12 3 HIEE Exempt Wages and Tips
T.00 f 12 4 Cowverage Cost for Employer-Sponsored Health P g8.00 f/ 12 5 Designated Roth Contributions to &2 Section 45
5.00 f/ 12 € Bene under small employer health reimburse ar 10.00 F 14 B Lease Value of a Vehicle Provided to Employes
11.00 / 14 B State Dissbility Insurance Taxes Withheld 1200 / 14 € TUnion Dues
13.00 / 1€ 0 BState Wages, Tips, and Other Compensation 14.00 / 17 © Etate Income Tax
EMP §: 87483 NARME : WAIDROP, VAICE
S000.00 f 12 4 Coverage Cost for Employer-Sponsored Health P 150.00 f 12 € Eene under small employer health reimburse ar
REPORT DATE 01/31/2018 EABNINGS HISTORY REGISTER FOR W-Z2 REDJUSTMENTS DAGE 45
FOR PAY PERIOD 01/01/17 TERD 12/31/17
BOX ITEM LAREEL DESCRIPTION CERIIFIED NON-CERTIFIED TOTEL
01 o Wages Wages, Tips, Other Compensation 11211 112.11
0z [} Fed Tax Federal Income Tax Withheld 200 2_00
03 ] 55 Wages Socizl Security Wages 3.00 3.00
og o BllocTip RAllocsted Tips 1g.00 18.00
05 o idv EIC Advance EIC Payment 17.00 17.00
10 o Dep Care Dependent Care Benefits 1e.00 1. 00
11 o Nongual Nongualified Plans 1s5.00 15.00
1z 1 RR Designated Roth Contributions to & Section 401 (k) 400 4. 00
1z z EE Designated Roth Contributions Under 403 (b} S5zl Red 5_00 5_00
1z 3 oc HIRE Exempt Wages and Tips & 00 & 00
1z 4 oD Coverage Cost for Employer-Sponsored Health Plan T.00 5, 000.00 5, 007.00
1z ) EE Designated Roth Contributions to & Section 457 (b} g.00 8.00
1z & FF Bene under small employer health reimburse arrange S.00 250.00 255_00
14 I CarLease Lease Value of a Vehicle Provided to Employee 10.00 10.00
14 E St Disab State Disability Insurance Taxes Withheld 11.00 11.00
14 ¢ Tnion Tnion Dues 1z.00 12.00
1& a StateWgs State Wages, Tips, and Other Compensation 12411 12411
17 [} StateTax State Income Tax 14_00 14_00
### BEMDLOYEE COUNTS z z 4
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The final page(s) of the report lists total dollar amounts and overall employee totals for regular and
third party sick pay. Use this information in W-2 Statement Balancing.

REPORT DATE 01/31/2018 EARNINGS HISTORY REGISTER FOR 01/01/17 THRU 12/31/17 DAGE 50
FINAL TOTALS INCLUDING THIRD DARTY SICK DAY

COLE DESCRIFTION CERTIFIED NON-CERT IFIED TOTAL
REGULAR HOURS 71.2% 13,74€.50 13,817.75
OVERTTME HOURS 252_00 25200
REGULAR GROSS 6,886,078.78  2,870,700.20  3,358,778.%38
OVERTIME GROSS 7,167.00 14,532_47 21,759_47
CONTRACT GROSS
TOTAL GROSS 6,693,245.78 2,685,292 67  9,378,538_45
GA TAXABLE GROSS 5,811,044.90 2,370,788.21  &,181,833.11
FED. TEXAELE GROSS 5,811,044.90 2,370,788_21 & 181,833_11
DSERS GROSS 522,414 57 522,414 57
TRS GROSS 6,431,820.55  1,461,405.78  7,233,02&.33

QOLDERS GROSS
NEWERS GROSS

ORSDI GROSS £,327,798.53  2,462,297_6&2  8,797,09&.1%5
HI GROSS £,327,798.53  2,463,237.62 E,797,09&.1%
GHI GROSS
01 EMDLOYEE ANNUITY 112, 270.00 13,708 00 125, 97800
02 EMDLOYEE ZND BNNUTTY 21, 200.00 200_00 22, 000_00
03 FED W/H TAX $83,086.16 113,613, 63 708,655, 85
04 GA INCOME TAEX 272, 085.45 67,530.32 333, 615.77
08 NONCERTIFIED MERIT 174,983 &7 174, 963 &7
0% CERTIFIED MERIT 272, 93721 272,997.21
16 VENDOR 000012 4,125.88 4,125. 88
17  VENDOR 00001& 12,044.7% 2,631.73 15, 676. 48
18  COURT W/H 22, 200.00 14,820.00 37,020.00
20  COURT W/H 70380 515 86 1,223 66
36  VENDOR 005347 202.00 241.00 1,043.00
33 COURT W/E 1,336.36 1,336.36
40  VENDOR 003303 27500 87500
41  COURT W/H 1,291.30 1,291.30
42  SUPER SEER s51.68 s51.88
44  I-VNDR 005548 1,461.80 1,720.84 3,182.24
45 I-VNDR 005945 5, 071.20 1,173.12 £,244.32
46 T-VKDR 005945 1,215.72 15091 1,366.63
47 I-VNDR 005348 52, 188.33 25,327.21 23,516.14
48 I-VNDR 005347 g,185.73 5,086,895 13,272, 62
4%  VENDOR 005348 200.00 36800 56200
S0 VENDOR 005943 10, 38635 8,187_3& 12,583.71
51  VENDOR 005343 5,126.51 5,103.28 14,230.13
£2  VENDOR 005343 %, 473.36 2,524.16 2,003.52
53 VENDOR 005343 &, TEE.82 Z,34%_84 3,116 &6
54 I-VKDR 000110 14, 34856 4,855 28 19,201_84
55 I-VKEDR 000110 150.00 3,333.28 3,483.28
6 I-VNDR 008850 &1&.00 12200 202,00
57  VENDOR 008351 41&.00 72808 1,144.08
58 VENDOR 00S85& 1,575.00 1,000.00 2,575.00
53 COURT W/E 616.53 g16.53
&0 VENDOR 005535 37500 18200 557.00
&1 VENDOR 0047Z& 7600 4z2_00 11200
81 OLD DSERS 20800 g0a_00
80 NEW DSERS 1,650.00 1,650.00
22 TRS 385,837.33 27,624,528 473,382,851
25 ORSDI 352,324.32 153,058, 43 545,422 81
26 HI 31,753.0% 35,805_23 127,858 38
87  NON-TAXAELE 36z, 23295 212,911 88 575,144 83
HET 4,389,833.21  1,545,237.52  §,334,330.73
w4+ EMDLOYEE COUNTS 10 308 s1s
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E1.2. YTD Earnings Register Error Report — Example

age Break:
REPORT DATE ©4/24/26083 EARNINGS HISTORY REGISTER FOR @1/@1/@8 THRU 12/31/@3 PAGE 1
ERROR REPORT

REG. HR.  OVT. HR. REG. GR.  OVT GR. GROSS CONTRACT PENS GR.  OASDI GR. HI GR. GHI GR. NET
EMP #: 38994 NAME:  ACCIDENTALLYFELL, AMMILIA X CLASS: B84
3,945.45 3,945.45 3,945.45  3,638.25  2,841.16  3,945.45  2,741.38

197.25 /el 224.98 /@3 143.86 /84 11.58 /19 29.82 /2@ 365.88 /29 16.88 /81 176.16 /85 41.2@ /86 315.28 /87
##%% OASDI AMOUNT AND/OR HI AMOUNT IS INCORRECT ACCORDING TO THE GROSS **+%*

EMP #: B9311 NAME : ACEDTHETEST, ABIGAIL CLASS: BB MEDICARE ONLY
3,829.58 3,829.5@8 3,829.5@ 3,829.5@8 3,829.58 M 2.80 2,364.43
225.94 /@3 119.3@ /@4 228.88 /@a 38.85 /13 3.15 /19 2.98 /28 46.88 /29

**%* OASDI AMOUNT AND/OR HI AMOUNT IS INCORRECT ACCORDING TO THE GROSS ****

EMP #: 25628 NAME : TEST TEACHER, GADOE @3.81.88 CLASS: B4
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E1.3. YTD Earnings Register — Detail by Account — Example

The final page of the report provides totals by Object Function, Program and by Fund/Fisc.

DATE: Z2/01/201& EABNINGS REGISTER DETRAIL DAGE: B&
REQUESTED DATES 1,/01/15 THROUGH 12/31/1% FOR ACCOUNT MARSE: 000000000000000000000000000000

EMP{ SHORT NAME GROSS EMT FICAR EMT FICR GR DENSION DENE GR RCCOUNT

25215 COGCHLIN, ALEEN E0.7% 3.89 50.7% 0.00 0.00 1€ €03 0 9550 3100 11400 0154 © DOQODODO

88234 OJTOZ, JETHELL Z5.38 1.54 25.38 0.00 0.00 1€ €03 0 $5%0 3100 11400 0154 O 000000

#%¥ TOTRL EY OBEJECT TE.13 &.83 TE.13 0.00 0.00 *

88464 AGSTLERR, JOSUE 2,614 23 152 (&2 2,517.33 4_00 855.70 1€ €03 0 5550 3100 18400 0154 © 000000

28433 BUBROWS, QD8 3,827.88 BZ.17TH 3,558 .68 225 &8 3,827.88 1€ €03 0 9550 3100 18400 0154 © DODOODO

88725 DO4D¥, KE4DAL 2,614 23 172 .74 Z2,257.9% 4._00 85570 1€ €03 0 95%0 3100 18400 0154 O 000000

87855 PEZBERTON, BRZDY 2,703.43 176 &0 2,308 .45 4_00 8%1.80 1€ €03 0 5550 3100 18400 0154 © 000000

25742 WRITE, MO3TY 5,872.2% T0.36 M 4,852 .24 30e.1% 5,102.31 1€ €03 0 9550 3100 18400 0154 © DOQODOODO

87583 WE4TBROOEK, CRAMELQ 2,614 23 171.859 2, 24837 4._00 85570 1€ €03 0 95%0 3100 18400 0154 O 000000

#%¥ TOTRL EY OBEJECT 20,04€.25 236.38 17,782 .28 £51.83 12,389.09 *

#+%% TOTRAL BY FUNCTION 20,122 38 842 21 17,858 _41 551.83 1Z,385.0% -

#++ TOTAL BY PROGRIM 20,122 38 842 21 17,858 .41 551._83 12,389_03% kel

#%¥ TOTRL EY FUND/FISC 20,122 .38 842 .21 17,858.41 £51.83 12,389.09 bl

88234 OJTOA, JETHELL 146. 82 11.23 148 82 0.00 0.00 1€ €04 O 35%0 3100 11400 0110 © OOOOOO

#+%#* TOTRL BY OBJECT 146 BZ 11._23 148 .82 0.00 0.00 *

88728 ADSISON, ISSIRH 5,408_27 TO_02 M 4,8259_43 30771 5,128_.65 1€ €04 0 3530 3100 18400 0110 © OO0OO0OO

29655 ELZM, NIZKOLLS 2,231.13 128.70 1,843 28 10.00 T28.00 1€ €04 0 5550 3100 18400 0110 © OODOODO

85157 CR4BRNZR,  CL4RIS 3,5932.04 255 .81 3,344 1¢ 4._00 1,310.68 1€ €04 0 35%0 3100 18400 0110 © 0O0OOOO

83073 CLBRY, FREBNCES 2, 26662 173 .40 2,266 &2 4_00 733.83 1€ €04 0 3530 3100 18400 0110 © OO0OO0OO

27014 DO3ELL, FR3DRIC 2,022.8¢ 137.22 1,793 .66 4.00 €78.18 1€ €04 0 5550 3100 18400 0110 © OODOODO

86625 GR4DINER, SE4 2,231.13 170.70 2,231.13 10.00 TZB_00 1€ €04 0 95%0 3100 18400 0110 © 000000

88323 GOESETT, ROEEIE 2,672 €4 170 &0 2,230_21 4_00 882_25 1€ €04 0 3550 3100 18400 0110 © OO0OO0OO

85200 MESE, CLSLIA 2,340.33 175.01 2,340.33 0.00 0.00 1€ €04 O 5550 3100 18400 0110 © OOODODO

89172 MOSLEY, EMSE 2,231.13 143 41 1,874.85% 10.00 TZB_00 1€ €04 0 95%0 3100 18400 0110 © 000000

87157 PR4ETT, ER4NTIN 2,247 51 154 18 2,015.37 4_00 T33_4€ 1€ €04 0 3530 3100 18400 0110 © OO0OO0OO

87373 WH4ATMORE, ER4D 2,231.13 56.31 1,258.92 10.00 T28.00 1€ €04 O 5550 3100 18400 0110 © OODOODO

#++ TOTRL. EY CBJECT 25,814.73 1,€76_3€ 25,827 _93 36771 12,385_0%5 *

#++ TOTRL EY FUNCTION 25,58l1.¢e1 1,&87.53 25,574.7% 3E7.71 12,385.0% ke

#+*#+ TOTAL BY PROGREM 29,5961 81 1, &87.59 25,974.7% 3E7.71 1Z,385._0% bl

#++ TOTRL EY FUND/FISC 25,561 €1 1, €87.53 25,574.7%5 36771 12,385_0%5 bl

87435 PRG&SCOTT, LIECOLN 12, 8929_&0 183 21 M 12, €34 52 T75.78 12,929 €0 1€ €07 0 5950 3100 14200 8010 O 0OQOOQOOQ

#+% TOTRL EY OBJECT 12,525.60 183.21 12, €34.52 TIS.78 12,925 €0 *

#+%¥% TOTRL BY FUNCTION 12, 8929_&0 183 21 12, €34 52 T75.78 12,929_&0 -

#++ TOTAL BY PROGRIM 12, 825_€0 183 .21 12, €34 52 77578 12,5925 _€0 kel

#++ TOTAL EY FUND/FISC 12,525.60 183.21 12, €34.52 TIS.78 12,925 €0 bk

*%% GRIND TOTRL 12745,942 88 222, 752 _08 11840, 601 02 &63,345_50 11383,051.73 A
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Procedure F: Printing the YTD Employer Benefits
Register — Summary by Employee

Users assigned the Display Only (C) security access will not be able to perform this procedure.

g B
=] PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHH_EL[E@E
e—
Payroll System FAYHMBBBA

Haster Henu

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

-- Annual Reports Menu
- - Monthly/Quarterly{Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
- - Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

el bl b3

- - File Reorganization

o I Y I N I I I I I BN

Step  Action
1 Select 10| (F10 - Earnings History Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.02,00 07/16/2013 PCW 001 SY C:\DEYSYS C:\SECOND _Iﬁllﬂ
Payroll System HISTHEHU
FKey Earnings History Henu

-- Add Earnings History Record

EE

-- Update/Display Earnings History Record
and}or Transfer Gross Earnings

[

-- Print Employee's Earnings History

Print YTD Earnings' Register:
3 | -- Summary by Employee
4 | -- Detail by Account
5 | -- YTD Employer Benefits Register - Summary by Employee

el

Master | Bery | | | 11.81.08

e L = = P A AT

2 Select (15| (F15 - Print YTD Earnings Register: YTD Employer Benefits Register -
Summary by Employee).
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The following screen displays:

N — k]
=] PCG Dist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND vﬁ-@lﬂu
¥YTD Employer Benefits Register - Summary by Employee YTDEXT3

Enter Beginning Date: 1812815

Enter Ending Date: 12/31/2815

Enter Empl#t (Leave blank to print ALL}:

Enter Class (Leave blank to print ALL): __

Enter 'X' for Sort Selection: _ Employee Hame Sequence
_ Hame within Class

ENTER = Continue, F16 = Exit Program

" I I () A R L
F1S“

Step  Action |
3 Enter the date range (MM/DD/CCYY) in the Enter Beginning Date and the Enter Ending
Date fields.

PCGenesis defaults to the first and last dates of the current calendar year. Although
displayed as ‘101CCYY’, PCGenesis converts the date to 01/01/CCYY for processing.

4 To print for an individual employee: Enter the employee number or select the drop-down
selection icon -~ and in the Enter Empl# (Leave blank to print ALL) field.

To print for all employees: Leave the Enter Empl# (Leave blank to print ALL) field
blank.

5 To print for an individual pay class: Enter the code or select the drop-down selection icon
| and in the Enter Class (Leave blank to print ALL) field.

To print for all pay classes: Leave the Enter Class (Leave blank to print ALL) field
blank.

6 Enter X in the Employee Name Sequence or the Name within Class field to define how the
results will be sorted in the final report.

! Select ﬂl (Enter).
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Ste

Action 4‘

Verify the entries are correct, and selectﬂl (Enter) in response to the IS ABOVE DATA
CORRECT? message.

If the information is incorrect, select ﬁl (F16), and return to the appropriate step to
correct the entries.

“** Processing Request **” briefly displays.

The following screen displays briefly:

=l PCG Dist=8991 Rel-08.01.00 04/25/2008 CJD 001

C:\DEVSYS ~ C:\SECOND =23

#%x* EFarnings History EXTRACT File in Progress =xx

*%% PROCESSIHNG REQUEST sxx

Record number: 320

68.82.00
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The following screen displays:

N — k]
=] PCG Dist=8991 Rel=15.01.00 04/02/2015 PCW 002 5V CADEVSYS CASECOND vﬁ-@lﬂu
YTDPRT3

Print Employee's Earnings Register - ¥TD Empr Benefits

Enter the Export file Path and Name (e.g. G:\EXPORT\YTDEHEmprBenCYHMD.GCSU
or F18 to Browse for File

C:\EXPORTANYTDEHEmMprBen2 81568482 .C3V
HOTE: DIRECTORY Hust Already Exist

Enter=continue, F108=Browse, F16=Exit 1403 .01
el | [ [ | | fee] | ] ] |
F1S“
Step | Action
9 Select the O (Radio Button) to left of the appropriate response in the Create Employee’s

Earnings Register to Load in Excel? field. In order to produce a comma separated data
file with the data from the report, select “Yes’. Otherwise, select ‘No’.

10 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder
where appropriate.

11 If creating an export file: Enter C:\EXPORT\YTDEHEmMprBenEmpccyymmadd.csv in

the Enter File Name and Path for Export File field, or select _F1o | (F10 - Browse for
file) to locate the file manually.

12 Select ﬂl (Enter) to continue.

If the filename is invalid, the “UNABLE TO OPEN ErnHst CSV FILE - 35 = File Not
Found” error message displays. In this instance, return to Step 9 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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When OASDI or Medicare (HI) errors exist, the following warning screen displays where appropriate:
=15 x|

YTDPRT3

B PCGDist=8991 Rel=13.02.00 07/17/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND

B x % x WARNIMNEG * % %

The OASDI amount or the HI amount is incorrect according to the gross.
Please check each employee for errors in the YTD Earnings Registert®! Please
run Print Employee’s Earnings History {F3} for each employee with errors.
Check the detail records for the correct OASDI and HI amounts. If necessary,
use the add Earnings History Record (F1) to correct each employee’s error.

ENTER or F16 = Continue 12.082.808

Step  Action

13 For OASDI/HI Warning screen displays: Select Enter and access the Uqueue Print
Manager to print the reports. Locate the employees with the OASDI and/or Medicare (HI)
employer contribution errors. Where applicable, add an earnings history record adjustment
to correct any errors. After making the appropriate modifications, repeat this procedure

beginning at Step 1.
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/16/2013 PCW 001 S¥ C:\DEYSYS C:\SECOND _|5|£|
Payroll System HISTHEHU
FHey Earnings History Henu

1 | -- Add Earnings History Record

2 | -- Update/Display Earnings History Record
andjor Transfer Gross Earnings

3 | -- Print Employee's Earnings History

Print %¥TD Earnings' Register:
13 | -- Summary by Employee
14 | -- Detail by Account
[15 | -- YTD Employer Benefits Register - Summary by Employee

Master | Vo1 | 11.01._080

e8| 5 [ Morip [ DAY, | VEND

Step  Action

14 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu or select Ml
(Master) to return to the Business Applications Master Menu.

15 To print the report via the Uqueue Print Manager: Select II‘;%| (Uqueue).

To print the report via Microsoft® Word: Select _§| (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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F1.1. YTD Employer Benefits Register — Example

The reports’ results are system-specific, and depend upon Procedure F: Printing the YTD Employer
Benefits Register — Summary by Employee selections.

The first page of the report lists the deduction codes and descriptions. Note that deduction code 87
represents the Employer GHI contribution amount.

REPORT DAIE 07/17/2013 ¥TD EMPLOYER EENEFITS BEGISTER FOR 01/01/13 THRU 12/31/13 PLCE: 1
REPORT TIME 0E8:01 PROGRRM: YTDEXT3,/YTDPRT3

DEDUCTION TAEBLE LISTING

CODE DESCRIPTION CODE DESCRIPTION
ol = ENNUITY § 1 0z = ANNUITY § 2
03 = FED W/H TRX 04 = GA INCOME TRX
og = STATE MERTIT NON CERT 0z = STARTE MERIT CERTIFIED
10 = VEHDOR 000014 11 = VENDOR 002203
1z = VENDOR 004850 13 = VENDOR D0ZS20
1= = VENDOR 000012 1lg = VENDOR 000023
17 = VENDOR 000013 18 = VENDOR 000008
13 = VENDOR 000541 20 = COURT W/H
Z1 = CUNION 000021 3 = INPUTED INCOME
23 = VENDOR 004805 24 = I-VNDR 002520
25 = I-VNDR 000014 2g = VENDOR 002208
27 = VENDOR 002533 g = VENDOR 000283
25 = I-VHDR 000B&3 0 = VENDOR 001040
31 = VENDOR 00ZSZ0 33 = I-VNDR D0Z3520
34 = COURT W/H 35 = VENDOR 001383
36 = VENDOR 00ZSZ0 37 = VENDOR 004764
3e = VENDOR 003218 35 = VENDOR 000214
40 = VEHDOR 002775 41 = VENDOR 004043
42 = VENDOR 004053 43 = VENDOR 004320
ED = NEW PSERS
21 = QLD PSERS -3 = TRS
B3 = (LD ERS g4 = NEW ERS
25 = QALSDT 13 = HI
a7 = EMPLOYER GHI 28 = AEIC
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The YTD Employer Benefits Register displays the employer contribution information for affected
employees.

REPORT DATE @3/88/2811 ¥YTD EMPLOYER BENEFITS REGISTER FOR @1/81/11 THRU 12/31/11 PAGE: 2
REPORT TIHE 89:84 PROGRAM: YTDEXRT3/YTDPRT3

CLASS 81 - ADMINISTRATION

REG. HR. 0UT. HR. REG. GR. OUT GR. GROSS CONTRACT PENS GR. 0ASDI GR. HI GR. GHI GR. NET
EHMP #: B6313 HAHE = BLBCKMAN, TY8SHA MEDICARE OHLY
6,823 .46 6,023 .46 6,023 .46 5,879.76 M 4,565.13 4,856.15

2.70 /42 619.21 /82 10.80 /85 85.26 /86 1002.27 /87
*%%% DASDI AMOUNT AHD/OR HI AMOUNT IS INCORRECT ACCORDING TD THE GROSS sxxx

EHP #: 88881 HAHE = CASHEY, TISUAHA MEDICARE OHLY
4,046.77 4, 04677 h,846.77 M 2,236.91 3,247 17
2.78 /42 S58.68 786 49111 /87

EMP #: 88208 NAME:  SAYLOR, LEY MEDICARE DMLY
6,853.65 6,853.65 6,853.65 6,544.35 M 4,583.37 u,822.11
2.70 /42  7B4.56 /82 o4_89 /86 1006.27 /87

EMP #: 86279 NAME:  SK2GGS, JAZAR
7,173.45 7,173.45 7,173.45 5,158.66 5,075.03
2.78 /42  737.43 /82 1132.58 /87
EMP t: 86575 NAME:  SO2ELL, LI2W00D MEDICARE OMHLY
7,131.78 7,131.78 7,131.78 5,658.38 M 5,158.66 4,688.57
2.70 /42 73315 /82 96.55 /86 1132.58 /87

EMP #: 88319 NAME = SP2IH, WH2TLEY MEDICARE OHLY

The final page of the report lists total dollar amounts and overall employer contribution totals.

REPORT DATE B3/88/2811 YTD EHWPLOYER BENEFITS REGISTER FOR 81/81/11 THRU 12/31/11 PAGE : 54
REPORT TIME B89:84 PROGRAM: YTDEXT3/YTDPRT3
CODE DESCRIPTION CERTIFIED NON-CERTIFIED TOTAL
REGULAR HOURS 808.008 808.00
OUERTIME HOURS
REGULAR GROSS 1,190,925.68 369 ,866.11 1,560,791.79

OUERTIHE GROSS
CONTRAGT GROSS

TOTAL GROSS 1,190,925.68 369,866.11 1,560,791.79
GA TAXABLE GROSS 1,835,753.68 3085,376.95 1,341,130.63
FED. TAXABLE GRBSS 1,835,753.68 385,376.95 1,341,1308.63
PSERS GROSS 141,652.05 141,652,065
TRS GROSS 1,162,537.82 223,338.15 1,385,875.97

OLDERS GROSS
HEWERS GROSS

0ASDI GROSS 8,547.00 127 ,026.52 135,573.52
HI GROSS 1,063,206.03 321,578.12 1,384,784.15
GHI GROSS 1,114,214 76 276,931.28  1,391,145.96
a1 EMPLOYEE'S 15T ANHUITY 634.33 634.33
a2 EMPLOYEES'S 2HD AMNUITY 95.008 95.608
42 UENDOR 882135 77z.20 672.30 1,444.50
43 UENDOR 882135 1.35 13.58 1485
82 TRS 128,484,089 22,856.27 143,348.36
85 0ASDI 539.92 7,875.66 8,415.58
86 HI 15,416.59 L,662.78 20,079.37
87 EHMPLOYER GHI 244 624 47 33,0832 .16 277,656.63
88 AEIC 152.58 152.58
HET 835,476.47 256,669.15 1,092,145.62
*** EMPLOYEE COUNTS 298 266 556
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F1.2. YTD Employer Benefits Register Error Report — Example

REPORT DATE 8378872811 YTD EMPLOYER BENEFITS REGISTER FOR 81/81/11 THRU 12/31/11 PAGE : 1
REPORT TIME B89:84 PROGRAM: YTDEXT3/YTDPRT3
ERROR REPORT

REG. HR. 0UT. HR. REG. GR. 0UT GR. GROSS CONTRACT PENS GR. 0ASDI GR. HI GR. GHI GR. NET
EWP #: B6313 HAME = BLBCKMAN, TY&SHA MEDICARE OHNLY
6,823 .46 6,823 .46 6,023 .46 5,879.76 M 4,565.13 4,0856.15

2.78 f42 619.21 /82 10.80 /85 85.26 /86 1882.27 /87
*x%x QASDI AMOUNT AND/OR HI AWOUNT IS IHCORREGCT ACCORDING TO THE GROSS wxxx

End of File
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