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PCGenesis Payroll System Operations Guide

Overview

Employee record deletion includes the following procedures:

Creating a listing of employee records without earnings history information to determine if the
records require removal from PCGenesis. Refer to B1. Employees with No Earnings History Report
— Example for an example of this report.

This procedure will not remove employees’ information if the Include on CPI1? flag has been set to
Y (Yes). The Earnings History Report will identify the records of this type. Refer to Section B:
Payroll Update Processing, Topic 3: Update/Display Personnel Information for the instructions to
reset the Include on CPI? flag.

Deleting specific employee’s records and generating a listing of the records deleted. Refer to C1.
Individual Employee Records with No Earnings History/Removed from Payroll File — Example for
an example of this report.

Deleting employee records without earnings’ history information and generating a listing of the
records deleted. Refer to D1. Multiple Employee Records with No Earnings History/Removed from
Payroll Master File Report — Example for an example of this report.

The following guidelines apply to deleting employee information:

PCGenesis does not allow the deletion of employee records with earnings history information until
the user removes the information from the PCGenesis HISTORY file.

Inactivating an employee’s record allows the clearing of all gross salary information, and prevents
payroll processing for the employee. For example, when an employee is on leave without pay, or
when an employee will not receive pay during a specific time frame, the record should be
inactivated. For the employee to be included in payroll processing at a later point in time, reactivate
the employee’s record; that is, the PCGenesis user must reverse the inactivation. (On the other hand,
when deleting the employee’s record, re-enter all of the employee’s payroll information.

Selecting ﬁ (F15 — Description Code Lookup) and M (F28 - Help Screens) when offered
provides additional assistance with the entry of information.
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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: Printing the Employees without
Earnings History Report

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

The following screen displays:

B PCGDist=64Z1 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND —|=] x|
Payroll System PAYMOBO0
FKey Haster HMenu

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

- - MonthlyfQuarterly/Annual{Fiscal Reports Menu

-- Employee ReportsfLabels Menu

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

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

b EBEEEE B BBk

-- File Reorganization

Waster llserlist 13.684.88
e 55 | MoriSy | DOV | MERNID

Step  Action
2 Select -13_| (F13 - Special Functions Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PG Dist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
Payroll System PAYMBBO13
FHey Special Functions Henu

-- DisplayfUpdate Pay Schedules
- - Print Invalid Budget Accounts in Payroll

- - Taxfwithholding/Control Menu
- Maintain/Print State File Menu
-- Reset Payroll Amounts Menu
-- Payroll Mass Update Menu

-- Delete Employee Menu

-- Payroll Exportflmport Menu

Elbbkl k|

Master | Vo1 | 68 .03 .00

eS| 15 | Morip | RAY, | VEND

Step  Action
3 Select _7 | (F7 - Delete Employee Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 SY C:\DEYSYS C:\SECOND = |E |£|
Payroll System UOIDHENU

FKey Delete Employee Henu

1 | -- List Employees With No Earnings History
5 | -- Delete From File & List Employees With No Earnings History

9 | -- Delete Individual Employee[s] & Print List

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action

4 Select _ 1| (F1 - List Employees With No Earnings History).
“Processing Request “briefly displays. The Payroll System — Delete Employee Menu
redisplays.

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

To print the report via Microsoft® Word: Select @I (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.

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

B1. Employees with No Earnings History Report — Example

This procedure will not remove employees’ information if the Include on CPI? flag has been setto Y
(YYes). The Earnings History Report will identify the records of this type. Refer to Section B: Payroll
Update Processing, Topic 3: Update/Display Personnel Information for the instructions to reset the
Include on CPI? flag.

.................................... P#'.,. EEmEmsmEmsEEEsEEEEmEmEmEmEE
REPOART DATE: 00/ o/ 2008 EFFLOVEES WITH WO EARNINGS HISTORY PGE 1
EHPIRE EMPLOVEE WAME STATUS S SEL WO L CLASS TERM DATE  TERM CODE 0PI FLAS
L] ADOE [MAOHEG , BLYR SR - O - T s
Ll HASENS , FUSKD P~ e - S Lol

3EATE ERRITALL, GADDE TEACHER
Ll LIS, TEGESIA

LErkS MAJK , MAXSTE

Lo TEST, TEST

#5214 TEST, TEST

12E0a TEST, TEST TEST

L FF] WHATLOKLK , Al N hANIE

R - - el [k
- - TS [
- - 25D s
AR - 8 - NP L ker)
F52 =14 - ieiaisd Lk
ET -5 4321 ol
- - T L kor)

(Lot @

Rkl o
EREREC-REE
O CICIC I I ]

The final page of the report lists overall employee totals.

** TOTAL EFPLOYEES WITH B0 EARNISGS o wee

TROLUDE O {FT FLAG MLST BE W TN ORDER TO [ELETE THE EMPLOWEE I
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PCGenesis Payroll System Operations Guide

Procedure C: Deleting Individual Employee
Information

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DE¥SYS C:\SECOND _IEILI
Payroll System PAYMOBBOAA
FKey Haster Henu

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

-- Monthly/Quarterly/Annual/Fiscal Reports Menu

-- Employee ReportsiLabels Menu

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

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

-- Special Functions Menu

b EBEEEE B BBk

-- File Reorganization

Waster umlist 13.684.80

rele| [ | MeriSy | DA | MEND

Step  Action
1 Payroll Update Menu: Select F2 (Payroll Update Menu).
Special Functions Menu: Select F13 (Special Functions Menu).
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For Step 1-F2 selections, the following screen displays:

PCGenesis Payroll System Operations Guide

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
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 | -- 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
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 Userlidl 13.02._00
eS| 15 | Morip | RAY, | VEND
For Stepl-F13 selections, the following screen displays:
B PCGDist=6421 Rel=13.04.00 01,/02/2014 PCW 003 SV C:\DEYSYS C:\SECOND —|=] x|
Payroll System PAYMBBO13
FKey Special Functions Menu
-- DisplayfUpdate Pay Schedules
_1_| -- Display/Update Pay Schedul
2 | -- Print Invalid Budget Accounts in Payroll
3 |-- TaxfWithholding/Control Menu
4 | -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
6 | -- Payroll Mass Update Menu
7 | -- Delete Employee Menu
8 | -- Payroll Exportflmport Menu
Waster llserlist 88.83.068
ret| [ | MeriSy | BANE | MEND
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PCGenesis Payroll System Operations Guide

Step Action

2 For Step 1-F2 selections: Select 15 | (F15 - Delete Employee), and proceed to Step 4.
For Step 1-F13 selections: Select _ 7 | (F7 - Delete Employee Menu), and proceed to Step
3.

For Step 1-F13 selections, the following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCY 003 S¥ C:\DEYSYS C:\SECOND _IEILI
Payroll System UOIDHEHU
FKey Delete Employee Henu

1 | -- List Employees With No Earnings History
5 | -- Delete From File & List Employees With No Earings History

9 | -- Delete Individual Employee[s] & Print List

Mastes | Vet |

eS| 15 | i | PAY. | VEND

Step  Action
3 Select 3| (F9 - Delete Individual Employee(s) & Print List).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PG Dist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _IEILI
Employee Deletion PAYFIND
Select Employee
Current Order
Filter set: TRS,Status Emp Humber
Input:
13
Fkey Hame Empno SSN Loc Cls Cert Pens ContHo Job Stat Hth
1 | ADZER. TA2 88127  999-08-8127 198 20 N 2 10 478 A
Input Employee Mumber or Hame or S55H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Abowve
MEFLR | F2 | F3 | F4 | F5 | k6 | F7 | F8 | F3 |.. T ek 13.62.68
FIS“ giz;ﬁ'” Fism PGUP‘ |PGDN‘ HEIP
Step | Action
4 Enter the number in the Input field, select Enter, and proceed to Step 5.

If the employee number is unknown, enter the employee’s complete or partial name in the
Name field, or Social Security Number in the field, and select Enter. Entering a complete
or partial name in the Name field displays the results most closely matching the search
criteria entered. Select Enter or the Function key corresponding to the employee’s record.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND Ailil
N Employee Deletion PAYFIND
Select Employee
Filter set: TRS,Status Current Order
Hame
Current 13
Fkey _Mame | Empna | SSN_| Loc C1ls Cert Pens ContHo Job Stat Hth
Enter] TABBOT. FABIAN 88737 999-08-8737 109 7 C 2 10 130 A
1_| TAS0R. DOSDVAN 88664 999-08-8664 189 12 N 2 12 420 A
2 | TE7PLETON.JO7A 89394 999-08-9394 109 7 C 2 10 171 A
3 | TEST.BARBARAD. 22222 899-22-2222 2050 7 C 2 10 106 A
4 | TH2RN. WAZDO 83015 993-08-3015% 198 21 N 2 10 436 A
5 | TH3BODEAUX,. MU3RAY 88870 993-08-8870 111 21 N 2 10 436 A
b | TI4LEY. CLASSIE 83845 993-08-3845 106 7 C 2 10 107 A
7 | TI4US. RO4ED 89621 959-08-9621 109 7 C 2 10 106 A
8 | TOZLIVER. AG25TIN 88871 959-08-8871 198 8 C 2 11 114 A
) | TOSLIN, YOSHIE 89164 999-08-9164 199 12 M 2 12 457 A
FKEY = Record Found Above
or PgUp/Pgbn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
7| k1 | Fr2 | F3 | Fa | 5| Fe | F7 | F8 | Fe | T ey 13.082.00
Fisﬁ ?157' Fiz m pau | ran ¥ 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 _Name | (Name).

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

either rand | (Page Up) or ¥ | (Page Down).
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PCGenesis Payroll System Operations Guide

The following screen displays

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 SY C:\DEYSYS C:\SECOND
PERSOMHMEL/PAYROLL #xxxx Delete Employee

Status A -- ACTIVE

Emp. no. 22222 Pay Loc 2050 Location 882850 Class 7 CERTIFIED 18 HOHNTH
Sex Code F Work Loc 26858 Location 8020850 Job 186 GRADE 6

Har Stat s S5H 899 22 2222 Ethnic 5 BLACK

Hame TEST, BARBARA D.

Address 1 WEST FIRST STREET

City/State ATLANTA, GA
2ip code Je88d

Phone hay 222 2222 Include on CPI % ¥
Birthdate Sick Bank N

Hire date 18113 Rehire date Hours Per Day &._06@
Term date Term reason

*xxx% Tax Data xxxxx
State Mar Stat B Fed HMar Stat & Fed Withhold Code a Fed Amt/%
St Allow M[OB]D[6A] Fed Exempt 90 State Withhold Code B  State Amt/%

Tax Switches: Fed ¥ State ¥ FICA Y Retire ¥ AEIC (BLAHK/1/2/73)
ENT:V Fi ' %l Fz ‘% FZ ﬁ F‘\‘ F5 FS F7 F& u F3 , Fio Y Fi1 E Fiz E FiSQ
Fisﬁ F17EI;’ mm‘ Help

=151x]

PAY1S

12.683.80

Step | Action

6

Select ﬂl (F18 — Delete Employee).

for additional information.

assistance.

If the employee’s Include on CP1? flag has been setto Y (Yes), the “Employee Has Include
on CPI Set to Y *** Cannot be Deleted” message displays at the bottom of the screen. In
this instance, reset the employee’s Include on CPI1? flag to N (No). Refer to the Overview

If the employee’s record contains earnings history information, the “Employee Has
Earnings History Records *** Cannot be Deleted” message displays at the bottom of the
screen. In this instance, contact the Technology Management Customer Support Center for

The following dialog box displays:

YES to DELETE Employee o
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PCGenesis Payroll System Operations Guide

7 Select Ll (Yes).

The following dialog box displays:

Successful ﬂ

L
LY 1 ) Employves 9 was deleted,

Step  Action

8 Select Ll (OK).

The following screen displays:

B PCGDist=64Z1 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND —|=] x|
Employee Deletion PAYFIND
Select Employee
Current Order
Filter set: TRS,Status Name
Input:
13
Fkey Hame Empno SSH Loc  C1ls Cert Pens ContHo Job Stat Hth
1 | TEST, BARBARA D. 22222 §99-22-2222 2050 7 C 2 10 106 A
2 | ADZER. TA2 88127  999-08-8127 198 20 N 2 10 478 A
Input Employee Mumber or MHame or 55H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
MNP F | F2 | F3 | Fa | 5 | k6 | F7 [ F8 | F3 |.. T ol 13.62.08
FIS« E‘E; Fiém PGUP‘ |PGDN' HEID
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PCGenesis Payroll System Operations Guide

Step Action

9 Payroll System — Payroll Update Menu: Select ﬂ (F16 — Exit) to the Payroll System
- Payroll Update Menu.
Special Functions Menu: Select ﬁl (F16 — Exit) to the Payroll System — Payroll

Delete Employee Menu, and select iﬂ (F16 — Exit) to the Payroll System Special
Functions Menu.

For Step1-F2 selections, the following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _IEILI
Payroll System PAYHBOOE
FKey Haster HMenu

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

- - MonthlyfQuarterly/Annual{Fiscal Reports Menu

-- Employee ReportsfLabels Menu

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

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

B EBEEEE b LBE

-- File Reorganization

Master | Vo1 | 13.04_00

e 15 | Morip | RAY, | VEND
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PCGenesis Payroll System Operations Guide

For Step1-F13 selections, the Special Functions Menu displays.

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
Payroll System PAYMBBO13
FHey Special Functions Henu

1 | -- DisplayfUpdate Pay Schedules

2 | -- Print Invalid Budget Accounts in Payroll

3 | - - Taxfwithholding/Control Menu

4 | -- MaintainfPrint State File Menu

5 | -- Reset Payroll Amounts Menu

6 | -- Payroll Mass Update Menu

7 | -- Delete Employee Menu

8 | -- Payroll Exportfimport Menu
Master Userlidl 68 .03 .00
eS| 15 | Morip | RAY, | VEND

Step | Action

10 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @I (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.

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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PCGenesis Payroll System Operations Guide

C1. Individual Employee Records with No Earnings History/Removed from Payroll
Master File Report — Example

REPORT DATE: 01,/02/2014 EMPLOYEES WITH NO ERBNINGE HISTORY

*% DEMOVED FROM PRYROLL MALSTER FILE *#

DAGE 1

EMDTIO EMDLOYEE NIME

SInTUS S0C EEC N0 LoC CLASE
23232 TESTER, JANE L 235-65-4444 o0& o7
102 WEST FIRST SIREET
LILANTA, GL 0000
#«% TOTLL EMPLOYEES DELETED FROM FILE 1w
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PCGenesis Payroll System Operations Guide

Procedure D: Delete from file and List Employees
Records without Earnings History Information

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCY 003 S¥ C:\DE¥SYS C:\SECOND _IE'IEI
Payroll System PAYHBBAA
FKey Haster Menu

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

- - Monthly/Quarterly/Annual{Fiscal Reports Menu

-- Employee Reports/Labels Menu

- - Update/Display DescriptionfDeductionfAnnuity Menu
- - Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

E EBEEEE b EBE

- - File Reorganization

Mastan l|serlist 13.64.88
3| M5 | VoriS) | BN | MEEND

Step  Action
1 Select 13 | (F13 - Special Functions Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
Payroll System PAYHBB13
FKey Special Functions Henu

1 | -- Display/Update Pay Schedules

2 | -- Print Invalid Budget Accounts in Payroll

3 | - - TaxfWithholdingfControl Menu

4 | -- Maintain/Print State File Menu

5 | -- Reset Payroll Amounts Menu

6 | -- Payroll Mass Update Menu

7 | -- Delete Employee Menu

8 | -- Payroll Exportfimport Menu
Master | User st| 08 .03 .00
F1€« ll"% | WOI‘@ ME@T\D(R MVOEIITOR

2 Select _ ¥ | (F7 - Delete Employee Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _IEIEI
Payroll System UOIDHENU
FEey Delete Employee Henu

1 | -- List Employees With No Earnings History
5 | -- Delete From File & List Employees With No Earnings History

9 | -- Delete Individual Employee(s] & Print List

Maztus | 5oty |

e 655 | Wiz | DO, | VEND

Step  Action
3 Select 3| (F5 - Delete from File & List Employees with No Earnings History).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCG Dist=6421 Rel=13.04.00 01/02/2014 PCY 003 S¥Y C:\DEYSYS C:\SECOND _|5|£|
PAY1SD

DELETE AND LIST EMPLOYEES

This procedure will DELETE ALL employees with MO earnings history?

HOTE - Employees with an Include on CPI flag of 'Y"' will not be deleted.

Third party contractors will not be deleted.

Make sure that this is what you want to dott+

ENTER = Continue, F16 = Exit 168.61.88

" Action

4 Review the information on the Delete Employee Records without Earnings History from the
Payroll Master File Warning screen, and select Enter.

“Processing Request” briefly displays.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=6421 Rel=13.04.00 01/02/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _IEIEI
Payroll System UOIDHENU
FEey Delete Employee Henu

-- List Employees With No Earnings History

-- Delete From File & List Employees With No Earnings History

kEE

- - Delete Individual Employee[s] & Print List

Maztus | 5oty |

e 655 | Wiz | DO, | VEND

Step | Action |

5 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @I (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.

6 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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PCGenesis Payroll System Operations Guide

D1. Multiple Employee Records with No Earnings History/Removed from Payroll
Master File Report — Example

RS RS e e mn e e O e R SRR SRS NS AN B

REPORT DATE: @F/01/2608 EMPLOWEES WITH B0 EARNINGL HISTOSN POE 1
=F RPEPONED PR PAYROLL MASTER FILE **

20y ] EFPLOVEE NAME STATUS SO SEC W0 Lo LLASS

(L] ADDE CUROWG . ALWSSA A GO0 0 - FLGE L b L1
JEL
EFSLFD, G A5k

Lot LTS, TESESIA T - - T aned n
1395 MAIN STRIET

WILTH, G& FEEEE]

"* TOTAL EMPLOWEES DELETED Fai FILE

The total number of employees deleted from the Payroll Master file displays on the final page of the
report.
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PCGenesis Payroll System Operations Guide

Procedure E: Removing Earnings History Records by
Date Range

Refer to the Payroll System Operations Guide, Section I: Special Functions, Topic 6: Payroll Mass
Update Employee Information Processing, Procedure H: Remove Earnings History Records by Date

Range for instructions.
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