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PCGenesis Payroll System Operations Guide

Overview

PCGenesis creates the following monthly reports and transmission files. PCGenesis creates the
transmission files in the GOSEND directory.

Teacher Retirement System (TRS) Contribution Report: The TRS Contribution Report lists TRS
participants by employee name. The report includes the Social Security Number (SSN), employee
number, date of birth, TRS wages (regular, accrued, summer salaries), TRS quarterly contribution
amounts, retirement service and contract month indicators, and grand totals. PCGenesis users should be
aware that the transmission file will not be created when errors such as invalid contract months exist.

Georgia Health Insurance (GHI) Export File & Report: In addition to other personnel information
identifiers, the Monthly Deduction File Report displays the “GHI 1% Day Worked " column from the
employees’ personnel record. The report includes information for all employees whose Participate in
GHI flag? issetto Y (Yes).

State Health Benefit Plan (SHBP)/Georgia Health Insurance (GHI) Eligibility Requirements: To
successfully implement mandatory usage of the SHBP’s web application, PCGenesis collects
SHBP/GHI-eligible employee information. PCGenesis uses this information to produce Membership
Change Worksheets for eligible employees. After gathering this information, eligible employees will be
able to utilize the SHBP’s web application to make a health benefit coverage selection.

In support of these requirements, PCGenesis provides the following features:

GHI Eligibility, Participation, Dates and Options Report: The GHI Eligibility Current Data Settings
Report lists the GHI eligibility data fields and the GHI current deduction (premium) amount for SHBP
deduction codes. PCGenesis uses the information to verify eligible employees’ SHBP deduction
(premium) amounts. Refer to the Personnel System Operations Guide, Section B: Personnel Report
Processing for the instructions on running the report.

Add New Employee and Update/Display Employee Personnel Information: Where appropriate, update
employees’ personnel information using the instructions provided in Section B: Payroll Update
Processing, Topic 2: Add a New Payroll Employee and Hire a New Third Party Contractor Employee
and Section B: Payroll Update Processing, Topic 3: Update/Display Personnel Information for the
instructions on updating employees’ personnel information.

GHI Export File & Report for State Health Benefits: The SHBP/GHI report and extract file procedure
generates a listing of GHI-eligible employees’ recent changes and monthly GHI deductions. The
procedure also creates an Extract file for submission to the Department of Community Health (DCH)
along with the corresponding reports for internal review.

Update GHI Change File for Current Employees Activating Health Coverage, Changing Status, or
Terminating: The Update GHI Change File for Current Employees Activating Health Coverage,
Changing Status, or Terminating function allows users to easily create employee changes for reporting
in the State Health AUF file. This function facilitates creating the State Health AUF file by allowing
users to create a required change record needed by State Health.

Georgia Department of Education
December 21, 2018  11:23 AM e Page 1 of 46
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Public School Employees Retirement System (PSERS) Contribution Report and Transmission
File: Employee Retirement System (ERS) guidelines require PSERS reporting of both old and new
PSERS amounts. Two reports are produced: The Monthly Old PSERS Contribution Report and the
Monthly New PSERS Contribution Report. The reports list employees alphabetically and include the
corresponding monthly PSERS contribution amount for each employee. When reporting an amount for
a prior period, the PSERS Contribution Report displays the reporting period date for the PSERS amount.

Termination Information: The Employee Retirement System (ERS) requires termination and
termination date information for all PSERS retirement plan members for the current period. Do not
report termination dates within the same month in which employees makes a PSERS retirement
contribution due to sufficient service. When this occurs, report the employees’ termination information
with the next reporting month’s information.

PCGenesis generates the PSERS report and transmission file in accordance with ERS guidelines.
Meeting the above reporting requirements require PCGenesis to track the prior reporting status to ERS
to ensure PSERS-enrolled employees are consistently reported until they are no longer members of
PSERS including termination, a change of status such as converting to a substitute employee, or
converting to a TRS-covered position. As a result, PCGenesis will automatically report a termination
date in the next monthly reporting for an employee removed from PSERS membership. Removing an
employee from PSERS is done by setting their pension code in PCGenesis to 0 (no pension, for
substitutes) or to 2 (TRS). Programmatically, PCGenesis uses the last day of the month of the
employee’s last active PSERS reporting period to create a termination date. PCGenesis also reports the
retroactive termination of an employee during the next reporting month for employees who leave your
system and never return. Note that PCGenesis continues to report these employees as active through
termination.

Substitute Employees: Substitute employees are not eligible for membership in PSERS. When running
the PSERS report, PCGenesis generates certain error messages when coding a substitute employee as a
PSERS participant.

Corrections: PCGenesis configuration and ERS reporting requirements impose some limitations on how
users make corrections when running the PSERS report. Because PCGenesis checks the prior
transmission’s status to determine the current transmission status, when running a final monthly
transmission report and creating the transmission file, PCGenesis excludes additional terminations when
recreating the PSERS report and transmission file. (Earnings history adjustments or manual check
entries on the other hand will be included in the report and transmission file.) For this reason, run the
PSERS report in Trial mode first, verify the results, and run the report in the Final mode. The Final
mode records the reporting status of each employee.

Pension Code and Deduction Amount: If the data contains any amounts other than 0.00 or $4.00 as old
PSERS deduction amounts, PCGenesis will not create the PSERS transmission file. If the data contains
any amounts other than 0.00 or $10.00 as new PSERS deduction amounts, PCGenesis will not create the
PSERS transmission file. In this instance, follow the instructions provided in Section B: Payroll
Update Processing, Topic 5: Earnings History Processing to create an earnings history adjustment
record for the affected employee.
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PCGenesis Payroll System Operations Guide

Pension Reporting Compliance File: ERSGA requires a Pension Reporting Compliance File. GASB 67
and 68 require that government pension plans and employers have adequate controls over significant
census data. This is because pension plan census data such as enrollment, date of birth, salary,
contributions, service earned, etc., are used to determine the plan's net pension liability and the
employer's proportional share. In January 2015 ERSGA wrote to non-statewide employers and vendors
regarding improving the controls over census data between the employers and the pension plan. In
support of this requirement, employers are required to submit a Pension Reporting Compliance File to
ERSGA. The new file will contain the requested data for all eligible employees not enrolled in an
ERSGA retirement plan.

The PCGenesis-generated Pension Reporting Compliance File will have a file format conforming to that
specified by ERSGA, and must be filed electronically. Employer Pension Reporting Compliance Files being
submitted electronically must be named as follows: ‘yyyymmAAAAAAAAC.ERSGA’, where yyyymm
represents the reporting period and year, AAAAAAAA is an alphanumeric employer or district code, and C is
a constant designator used to distinguish this file from other data files submitted by the provider. PCGenesis
automatically creates compliance files using this naming convention.

The PSERS compliance file will be created at the same time as the PSERS contribution file is created
from the PSERS Contribution Reports & Files menu option. Refer to Procedure A: Creating the Public
School Employees Retirement System (PSERS) Contribution Reports and Transmission Files in this
document for information on creating the transmission files. The PSERS files are NOT submitted
during the months of June, July, and August.

For the new Pension Reporting Compliance File to be created correctly, users must update the ERS Job
Class code for each Job Description record (‘J’ record) on the Payroll Description File. Refer to the
Payroll System Operations Guide, Section F: Description/Deduction/ Annuity File Processing, Topic 1:
Description Record Processing document for more information.

Users will also need to code all employees who are not enrolled in a public pension (Pension Code = 0)
with a new field on the Update/Display Gross Data screen. The field is the No Pension Code and is
described in Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 4:
Update/Display Payroll Information, Procedure C: Updating/Displaying Gross Data.

Screenshot examples are for display purposes only. The locations of PCGenesis files are
“K:|SECOND\GOSEND”. Note also that filenames and record totals are school-district and system-
specific.
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PCGenesis Payroll System Operations Guide

Procedure A: Creating the Public School Employees
Retirement System (PSERS) Contribution Reports and
Transmission Files

{ PCG Dist=8991 Rel=15.04.00 01/20/2016 P 0] ADEVSYS  CASECOND
Payroll Systen

PAYHBOOO

FKey Haster Henu

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

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

-- Employee Reportsi{Labels Menu

- - UpdatefDisplay Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - UpdatefDisplay Payroll Monitor

-- Special Functions Menu

b EblEkl bl bbE

20 | -- File Reorganization

15.83.88

Master | ““’m |

| 15 | 5| LA MENR

Step  Action
1 Select __5_| (F5 - Monthly/Quarterly/Fiscal/Biennial Reports Menu).

The following screen displays:

[F] PCGDist=8991 Rel=18.0400 12/21/2018 PCGO002 SV CADEVSYS CASECOND WHITE — [m] x
Payroll System PAYHOOOS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu

Monthly:
_1_| -- PSERS Contribution Reports & Files
_2 | -- TRS Contribution Report & File
_3 | -- GHI Export File for State Health Benefits
_4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating

Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File

Fiscal:
_10 | - - Fiscal Wages by Fund
_11 | -- Create Summer Salary Accrual Claim Data
_12 | -- Create Accrued Summer Salary Paid Report
_13 | -- Accrued Summer Salary by Function Report
_14 | -- SHBP Audit Report for the Fiscal Year
Biennial:

20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years)

Master | Vo | 18.63.61

@8] 145 | Wiz | DA | VEND
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PCGenesis Payroll System Operations Guide

Ste Action

2 Select — 1| (F1 - Monthly: PSERS Contribution Reports & Files).
The following screen displays:
r|;| PCG Dist=8991 Rel=16,03.00 09/21/2016 PCW 001 SV CADEVSYS CASECOND WHITE E xZ )
PAYSBOP

MONTHLY PSERS REPORT

Please enter Honth and Year for report

MM CCYY
9_ 2016

Report Hode: TRIAL {Trial/Final})

Enter employees who are on leave without pay during the reporting month:

ENTER = Continue, F16 = Exit Function

s | 16.83.09
Fish
Step Action |
3 Verify or enter the month and 4-digit calendar year (MM CCYY) in the MM CCYY field.
PCGenesis defaults the entry to the current month and year.
4 For “Trial” Report Entries: Verify or enter Trial in the Report Mode field, and select
Enter.

For “Final” Report Entries: Verify or enter Final in the Report Mode field, and select
Enter.

PCGenesis defaults the entry to “Trial”.
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PCGenesis Payroll System Operations Guide

5 Enter employees who are on leave without pay during the reporting month: Enter up to
11 employee numbers of those employees who are on leave without pay (LWOP) for the
reporting month.

According to the Employees Retirement System of Georgia, it is mandatory for any
employee on leave to be in the PSERS Contribution file until that employee returns from
leave.

NOTE: PCGenesis will automatically include any active employees who participate in
either Old PSERS (Pension Code 1) or New PSERS (Pension Code 5) but who did not have
a pension contribution for the month on the PSERS Contribution Report. These employees
will be reported as leave without pay employees (Pay Reason code ‘01°, LWOP) on the
contribution file.

The user should manually enter the employee numbers of any additional inactive employees
who are on leave without pay during the reporting month, so that these employees can also
be included on the PSERS Contribution Report.

If the employee number is unknown, select the drop-down selection icon | within the
employee number field. When the PSERS Contribution Reports and Files — Select Employee
screen displays, follow normal procedures to locate the employee’s information. When the
PSERS Contribution Reports and Files screen redisplays, PCGenesis populates the
employee number in the corresponding field on the screen.

6 Verify the information displayed is correct, and select _'(I (Enter) twice in response to the
“** Js above data correct? ** prompt.

If the information is incorrect, select M’— (F16 — Exit) to reenter the correct information,
and select _‘(l (Enter).

PCGenesis will not create the Monthly PSERS Contribution Report when entering amounts
other than 0.00 or $4.00 or increments of $4.00 as the old PSERS deduction. PCGenesis will
not create the Monthly PSERS Contribution Report when entering amounts other than 0.00
or $10.00 or increments of $10.00 as the new PSERS deduction. Since the report pulls from
earnings history for the period, follow the instructions in Section B: Payroll Update
Processing, Topic 5: Earnings History Processing to add an adjustment record for the
affected employees.

“* *Processing PSERS Extract File * *” briefly displays.
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PCGenesis Payroll System Operations Guide

The following warning message box may display:

Substitute Employee ﬂ

9 Employee Mo: 89160
Q) Substitute Employee with PSERS Pension Code

Substitbute MUST be 60% of full-time or more
to qualify for PSERS

Select Yes to Process, Mo to Correct 8 ReRun

Step | Action |

7 PSERS now allows substitutes who work at least 60% of full time to qualify for PSERS. A
warning message displays when an employee in a substitute class has a PSERS amount. If a
PSERS substitute is encountered, the warning will be displayed, and the PCG administrator
must decide whether to continue processing or abort the report so that the data can be
corrected.

Select ‘Yes’ to proceed, or select ‘No’ to cancel the process.
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For Step 7 - “No” entries, the following screen displays:

B PCGDist=8991 Rel=14.01.00 03/26/2014 PCW 001 S¥Y C:\DEYSYS LC:\SECOND

PSERS Retirement Plan Monthly File Extract

PSERS Errors Found - PSERS File Can HOT Be Created

CORRECT AHMD RERUN

PRESS ENTER KEY TO CONTIHUE PROGRAM

PCGenesis Payroll System Operations Guide

=l=x]|

DEPR5 0@

13.81.08

For Step 4 - “Trial” entries, the following screen displays:

— ———— ————
E] PCGDist=8991 Rel=1502.00 07/16/2015 PCW 001 SV CADEVSYS CASECOND

)

PSERS extract run in TRIAL mode.

PSERS transmission files not created.

PRESS ENTER TOD CONTINUE

Verify reports and rerun in FIMAL mode.

PAYS B8P

| | | 15.02 .68
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PCGenesis Payroll System Operations Guide

For Step 4 - “Final” entries, the following screen displays:
(B ecDist=8991 Rel=150200 07/16/2015 PCWOOL SV CADEVSYS CASECOND \.'\n-mlélélg1

PAYS B8P

FILE NAME FOR MONTHLY DEDUCTION FILE IS:

G:\SECONDAGOSEND2A15828991.PRSGA

FILE NAME FOR PENSION GOMPLIAMGE FILE IS:

G:\SECOND\GOSEND\28158289%91C .ERSGA

PRESS ENTER TO CONTINUE

e 1 (¢ ey seeee
FIS«

If no records are extracted for the ERS Pension Compliance File, the following screen displays:

.
[=] PCG Dist=8991 Rel=15.02.00 07/16/2015 PCWODL SV CADEVSYS CASECOND wr—m‘@l@u
DEPR581
ERS Pension Compliance Report and File
MO RECORDS EXTRACTED FOR THE ERS PENSION COMPLIANCE FILE.
PRESS ENTER KEY TO CONTINUE PROGRAM 15.82.08
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PCGenesis Payroll System Operations Guide

EHTER
8 Select _{l (Enter - to Continue).
9 If no records are extracted for the ERS Pension Compliance File: Review the errors on the

Pension Compliance Error Report. Review the ERS Job Class code settings for the Job
Description records (‘J’ records) on the Payroll Description File. Also make sure that all
employees who are not enrolled in a public pension (Pension Code = 0) have a valid value
in the No Pension Code field on the Update/Display Gross Data screen. Correct the
employee data and then repeat this procedure beginning at Step 2.

For Step 7 - “No” entries: Correct the employee earnings history data and then repeat this
procedure beginning at Step 2.

For Step 4 - “Trial” entries: Verify that the trial mode reports are complete and accurate.
Then, repeat this procedure beginning at Step 2 and run in “Final” mode.

For Step 4 - “Final” entries: Record or screen-print the Submission File screen, select
_'II (Enter), and proceed to Step 10.

Enter this information as the upload filename when transmitting the PSERS file to the
GaDOE.

The following screen displays:

PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOOOS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu
Monthly:
1 | -- PSERS Contribution Reports & Files
2 | -- TRS Contribution Report & File
3 | -- GHI Export File for State Health Benefits
4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating
Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File
Fiscal:
10 | -- Fiscal Wages by Fund
11 | -- Create Summer Salary Accrual Claim Data
12 | -- Create Accrued Summer Salary Paid Report
13 | -- Accrued Summer Salary by Function Report
14 | -- SHBP Audit Report for the Fiscal Year
Biennial:

20 | -- EEO-5 Report and Transmission File (Due Even Numbered Years)

Master | Useriy 18.63.601
8| IS | "5 | LI | VENR
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PCGenesis Payroll System Operations Guide

10 To print the report via the Uqueue Print Manager: Select T&l (Uqueue).

To print the report via Microsoft® Word: Select @l (MS WORD).

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

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

12 For Step 4 - “Trial” entries: Verify the following information on the PSERS Monthly
Report:

o Verify employees with a $0 contribution are still active.

o Verify terminated employees have a contribution amount or a termination date.

o Verify employees who converted to substitute status or to a TRS-covered position as of
the reporting month are listed with a termination date for the prior reporting period.

For Step 4 - “Final” entries: Follow normal processing procedures to submit the report
via the MyGaDOE Web portal.
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PCGenesis Payroll System Operations Guide

Al. Monthly Old PSERS Contribution Report — Example

EUN DATE: 12/04/2012 11:48 SYSTEM: 23351 MONTHLY QLD PSERS CONIRIEUIION REPORT DLCE 1
Program: DEPRS0D SMITH CITY BOARD OF EDUCATION FOR THE MONTH OF 05/2012

S0C EEC £ EMPND NAME DSERS CONTRIEUTION  PSERE SALARY TERM DLTE ELIC DATE DRIOR PERIOD
595-08-5128 0B851Z8 ALSLRD, EISREDR _oo ]
595-08-8943 088543 ANZLIN, DEZETRIUS Hili) .00 8/11/2011
995-08-5230 085230 AR3E, JRIKELYN _oo ] 1/07/2008
595-08-5868 0OB38&E ASSEW, GESALD i) il
555-08-5215 085215 BLZES, COZEMIN .00 .00 10/20/2008
995-08-8362 088362 BETNIER, COTRINNE _oo _0o T/31 2008
595-08-8800 088800 BISELOW, TESEELL i) il
595-08-5€40 0856&40 BLSNK, SHIWAIML .00 .00
995-08-9151 085151 BOZENS, TUZR _oo _0o
$95-08-5735 085735 BOZLES, ER25TIN Mili) .00 Z2/06/2008
595-08-5648 085648 ERSNNON, QUINCY .00 -00 T/01/2012 3/03/2008
995-08-9175 0895175 CAZILIAS, ALZONZO _oo _0o
595-08-8565 088565 CR4BASCO, TR4MAN Mili) .00
595-08-%411 085411 CRETELLANOS, LU&LENE _oo _0o
595-08-B&55 0B8655 COZER, NIZEOLAS _oo ] 8/12/2010
595-08-5559 0855959 COZEY, MEZIDETH Hili) .00 1/04/2010
595-08-511€ 08511¢ CRSWLEY, MISE _oo ] S/17/2007
595-08-8585 088585 CYE8, NESTOR i) il 2/02/2009
555-08-5001 085001 DUSGAN, Z0S8IL .00 .00
995-08-5788 089788 FASLN, EKESDRICK _oo -0o 5/01/2012
595-08-5628 0836Z8 GESMAN, GASIN i) il
595-08-5455 085455 GIZARD, ROZIC .00 .00
995-08-8604 088604 GOSDSMITH, BRENO _oo _0o
595-08-%255 083255 GRZF, ROZRICK i) il 10/01/2011
555-08-5474 085474 HETH, SDTRELE .00 .00 S/04/2007
995-08-5%004 085004 HISTT, ALSYNAR _oo _0o
$95-08-5352 085352 BOSTON, DUSCEN Mili) .00
595-08-%188 085188 TIRSY, CHSRMAIN _oo _0o
595-08-8705 088705 TIRBING, HABLEY _oo ]
595-08-5155 0851595 IS2M, IVERY Hili) .00
595-08-5370 085370 JETER, ENTERSON _oo ] 1070172010
595-08-8613 088613 KO4HLER, PH4NG i) il
555-08-5450 085430 IETIN, CLTIR _00 .00
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PCGenesis Payroll System Operations Guide

The final page of the report lists report page, contributing and non-contributing active employee, and
terminated employee totals.

RUN DATE: 12,/04/2012 11:48 SYSTEM: 25351 MONTHLY (LD PSERS CONTRIBUTION RERORT DLGE 2z
Program: DEPRSO0 SMITH CITY BOARD OF EDUCATION FOR THE MONTH OF 03/2012

OC SEC £ EMDNO HNAME DESERS CONTRIEBUIION  PSERE SALARY TERM DATE ELIG DATE DRIOR PERIOD
$55-08-5083 085083 RAEP, KRESTEEN -oo il
59%-08-388& 0B%83€ RO3RK, EE3ITO _oo ]
$55-08-5100 083100 SASBOBN, LISABETH -oo -00 £/01/2011
$9%-08-5588 08%588 SASPLE, LISEIE _oo il
555-08-8415 088413 SQEIRES, HUEG -oo .00
$55-08-3287 08%287 TR2ZUT, ROZBYN _oo il 1/14/2008
555-08-5228 0835228 TIRSONG, HYS .00 R s] 11/01/2011
555-08-89834 088534 VASDES, HASSIE _oo il 1270172010
555-08-5237 085837 V04T, HI4LAN .00 0o 3/01/2011
55%-08-8542 088542 WR3ITE, ED3IS _oo .00 2/02/2010
595-08-5742 085742 WRITE, MO3TY _oo i)
555-08-5143 085143 WIZES, GIZO i) il
555-08-837% 088379 WIEHEIM, GEEEVIE _oo ] 1/07/2009
555-08-8602 088e02 WITSLOW, ISTLC i) il

PRGE TOTRL: R .00

e o o o o o o oo ok o o o o o o o o o ook ok o o o ok e ok o ok oo ook o o o ook o o o e o o oo ok o e oo o ok o o o o e o o o ok ok ok o e o ok

TOTAL OLD PSERS CONTRIEUTION EMDPLOYEES - o] -0 _oo
TOTAL OLD PSERS CONTRIBUTION TRAENSACTIONS: 0 TOT NON-CONTRIEUTING ACTIVE EMPLOYEES: 54 TOT NUM TERMINATED: 3
TOTAL DISTRICT CONTRIBUTION EMPLOYEES: 0 .00 Nili]
TOTAL DISTRICT OCONTRIBUTION TRENSACTIONS: o] TOT NOWN-CONTRIBUTING ACTIVE EMPLOYEES: 57 TOT NUM TERMINATELD: 3
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A2. Monthly New PSERS Contribution Report — Example

The final page of the report lists report page, contributing and non-contributing active employee, and
terminated employee totals.

EUN DATE: 12/04/2012 11:48 SYSTEM: 8531 MONTHLY MEW BSERS CONTRIEUTION EEPORT DLGE 1

Program: DEPRSOOD SMITH CITY ECRED OF EDUCATION FQOR THE MONIH OF 05/2012
OC SEC £ EMTNO NAME DSERS CONTRIBUTION DSERS SRLARY TEEM DATE ELIG DATE DREIOR FERICD

595-08-935%4 085554 0TEYCUTT, JETEE ] .ao T/25/2012
999-08-8358 082358 EE3TERIZ, ZR3E _0o il 8/13/2012
599-08-9542 085542 TH3RP, ED3IS i i) .00 g/10/2012

DAGE TOTAL: .00 _oo

e e e e e e e o e o o e o e ok e o ok e el sk o e ok o e e o e e s s e e o e oo e e o e e o e o e o o e o e Sk e ol el o o ol kel o e ok ke ok S e sk s o e o el o e e e o o

TOTAL MEW PSERS CONTRIBUTION EMPLOYEES: [} ] -oa
TOTAL MEW PSERS CONTRIBUTION TRAENSACTIONS: [} TOT NON-CONTIEIBUTING ACTIVE EMPLOYEES: 3 TOT NUM TERMINATED:
TOTAL DISTRICT CONTRIBUTION EMDLOYEES: o] .00 Nsls]
TOTAL DISTRICT CONTRIBUTION TRAENSACTIONS: [} TOT NON-CONTIEIBUTING ACTIVE EMPLOYEES: 57 TOT NUM TERMINATED: 3

A3. Pension Compliance Report — Example

RUN DATE: 07/1€/201% 08:44 SYSTEM: 23351 DENSION COMDLIANCE REDORT DLCE

K

Program: DEPRSOL FOR TEE MONTH QF 02/201%
Z0C SEC # EMDPHO HAHE MO SALIRY EIRE/BEHIRE FULL/ JOE CLASS AND DESCRIPTION
DATE DLRT REASQON FOR NO ENROLLMENT
595-08-9418 085418 BRTHKER, ZRTON 3,e80.27 2/0172014 B 11 Personnel Rdministration
D& Other
595-08-9477 085477 0OG4E, EM4RS0ON TE4 .52 T/0172014 B 02 Facilities/Materials/Equipment
02 Rehired Retiree Part-Time
595-08-9720 085720 ZESEDR, LOSD 1,552 €€ 8/01/2014 B 00 Education/Instraction/Testing
0& Other
5593-08-9827 (085827 FReLE, GREGORIO 2,33:1.11 8/01/2013 B 00 Education/Instraction/Testing
03 Non Employees
995-08-9567 083567 SAZTER, VIZENIE T80 .27 T/01/2012 D 02 Faecilities/Materizls/Equipment
01 Work Study Student
$55-08-3570 083570 HUTDLESTON, LOTIE 30000 1/01/2013 F 08 General Support Services
01 Work Study Student
GRAND TOTAL 22 27,e€0.08
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A4. Pension Compliance Error Report — Example

EUN DATE: 07/1&/2015 05:28 SYSTEM: 83551 PENSTION COMPLILNWCE RERORT DLGE 1
Drogram: DEDRSOL FOR. THE MONTH OF 01/201%5
S0C SEC ¢ EMPNO HEME MO SALARY HIRE/REHIRE FULL/ JOE CLASS IND DESCRIPTION

DATE PART RERSON FOR NO ENROLLMENT
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Procedure B: Creating the Teacher Retirement System (TRS)
Contribution Report and Transmission File

1 From the Business Applications Master Menu, select —2_| (F2 - Payroll System).

The following screen displays:
™ PCGDist=8991 Rel=15.0400 01/20/2016 PCWOOL SV CADEVSYS CASECOND  WHIT [F=REER

Payroll System PAYHBBEA

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

]

E EREEER bR BbE

- - File Reorganization

15.683.00

Step  Action
2 Select _5_| (F5 - Monthly/Quarterly/Fiscal/Biennial Reports Menu).
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The following screen displays:

E PCG Dist=8991 Rel=18.0400 12/21/2018 PCG 002 SV C\DEVSYS CA\SECOND WHITE - O x
Payroll System PAYHMOOOS

Monthly/Quarterly/Fiscal/Biennial Reports Henu

FKey
Monthly:
_1_| -- PSERS Contribution Reports & Files
_2 | -- TRS Contribution Report & File
_3 | -- GHI Export File for State Health Benefits
_4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating

Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File

Fiscal:
_10 | - - Fiscal Wages by Fund
_11 | -- Create Summer Salary Accrual Claim Data
_12 | -- Create Accrued Summer Salary Paid Report
_13 | -- Accrued Summer Salary by Function Report
_14 | -- SHBP Audit Report for the Fiscal Year

Biennial:
20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years)

Mastar | Voo | 18.03.01

@8] 145 | Wiz | DA | VEND

Step  Action
3 Select —2_| (F2 - Monthly: TRS Contribution Report & File).

The following screen displays:

B  PCGDist=8991 Rel=14.01.00 03/26/2014 PCW 001 S¥ CHDEYSYS C:SECOND _IEILI
HOMEXT 85
MONTHLY TRS COMTRIBUTION REPORT
Enter Reporting Month (HM/CCYY) 3_ / 2814
ENTER = Continue, F16 = Exit Program 12.83.088
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4 Enter the month and year (MM/CCYY) in the fields and select Enter (Continue).

5 When the Monthly TRS Contribution Report screen redisplays, verify the information
displayed is correct, and select Enter (Continue) in response to the “** Is above data
correct?” prompt.

***Processing Request*** briefly displays. If the information is incorrect, select F16 to
reenter the correct information, and select Enter.

For successful file creations, the following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PCW DDZ  C:\DEYSYS C:\SECOND _|ﬁ'|£|
HONPRT 85

TRS Contribution Report & File

258 Records Created C:\SECOND\GOSEND%2612088991.CSU

Press Enter Key to Continue Program 12.682.808
Step  Action
6 Screen-print the TRS ### Records Created/Filename and Location screen, and select Enter

(to Continue Program).
Enter this information as the upload filename when transmitting the TRS file for processing.

Screenshot examples are for display purposes only. The location of PCGenesis files is
“K:|SECOND\GOSEND ”. Also note also that filenames and record totals are school-
district and system-specific.

For unsuccessful file creations: Select Enter (to Continue) when the “Error — TRS
Contribution Report ..., ” screen displays, and proceed to Step 7. PCGenesis will not
create the TRS file if there are missing payroll records for TRS participants, or if there are
other errors.

PCGenesis also displays a records counter along with the Successful Completion screen.
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The following screen displays:

Step
7

PCG Dist=8991 Rel=18.0400 12/21/2018 PCG 002 SV C\DEVSYS CA\SECOND WHITE - O x
Payroll System PAYHMOOOS

Monthly/Quarterly/Fiscal/Biennial Reports Henu

Monthly:
-- PSERS Contribution Reports & Files
-- TRS Contribution Report & File
-- GHI Export File for State Health Benefits
- - Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating

SR

Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File

[

Fiscal:
- - Fiscal Wages by Fund
-- Create Summer Salary Accrual Claim Data
- - Create Accrued Summer Salary Paid Report
-- Accrued Summer Salary by Function Report
-- SHBP Audit Report for the Fiscal Year

1

EEREE

Biennial:
20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years)

Mastar | Voo | 18.03.01

@8] 145 | Wiz | DA | VEND

" Action |

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

To print the report via Microsoft® Word: Select @l (MS WORD).

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

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

PCGenesis produces an error message containing the employee’s identifiers and system edits
rejecting the employee’s record. In this instance, refer to Section B: Payroll Update
Processing, Topic 4: Update/Display Payroll Information for the instructions to make the
appropriate modifications. Repeat this procedure beginning at Step 1.

10

File Transmission: Follow normal processing procedures to submit the report via the
MyGaDOE Web portal.
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B1. Monthly Teacher Retirement System (TRS) Contribution Report —
Successful File Creation — Example

RUN DATE: 12/04/2012 10:45 SYSTEM: 8351 MONTELY TRE CONIRIEUTION REPORT DLGE 1
Program: MONPRIOS SMITH CITY BOARD OF EDUCATION FOR THE MONTH OF 08/2012

TRS TIPE: C=CUREENT PERIOD P=PRIOR PERIOD WITH ACTIVITY R=RETROACTIVE N{ PREVIOUS ACTIVITY

EMPLOYEE EMPLOYEE IRS OC. SEC. EEGULRER LCCRUED SUHMHER EMPLOYEE EMPLOYER DOE CNIER SERV
NUMEER NAME TIPE NUMEER WAEES SUHMHER PAY CONIRIE CONTIRIE PAID MNTH TIME
88542 AB3EU, ET3RN C 955-08-835&2 .00 .00 210.57 400 .42 10 1
85053 AB4EY, LI4LIIM C 955-08-3033 .00 .00 €E6.73 12€.85 10 1
89320 ACSER, MOSRMMED C 533-08-93Z0 ] -oo 75.10 142 82 10 o]
85831 AMZR0OSE, BEZHANIE C 533-08-9831 ] -oo _5& 175 .82 10 1
88833 APELEGATE, EL3IOT C 533-08-8833 ] -oo -13 545 82 10 1
85068 ASSCRAFT, JASTER C 533-08-30&8 &, 047 55 -oa .88 €30 .08 11 1
85058 ASTER, GETEVIVE C 533-08-3058 ] -oa 77.30 337 .17 10 1
85421 RMU4USTINE, MRALIN C 955-08-9421 _00 _oo 705 £40_5¢ 10 1
8857 LYZES, VIZENTE C 9353-08-83€7 1,360 .40 _oo _82 155 .22 ¥ 10 1
85647 BRZLEY, TIZANY C 9355-08-9847 _00 _oo -E4 370.13 10 4]
85558 BRL3N, MI3RH C 9353-08-93558 _00 _oo il €34 _74 10 4]
8%23¢ BASFIELD, JOSEFINE C 9955-08-923¢ 4,048 _23 _oo -88 461 85 10 1
883€1 BLEBON, MISCHEL C 555-08-23€1 _00 _oo -53 380.18 10 1
85312 BELSE, NASENE C 935-08-9312 ] _oo -E4 117.21 10 1
88432 EBLSBOUR, GESRRO C 9353-08-8432 ] _oo -1& 142 54 10 1
85503 EEZLY, MAZYROSE C 9355-08-3303 ] _oo -13 545 82 10 1
88503 EEZLEY, MRZYROSE C 935-08-8303 ] _oo _5¢ 385 _5%5 10 4]
83087 EEZNER, LEZNORR C 933-08-3087 ] _oo -41 483 . 10 1
88502 EE3NSTEIN, BL3IR C 955-08-8502 2,981 20 il -88 340 . 12 1
85730 BETM, KRTS C 959-08-9730 i) il _53 518 10 1
85562 EETNIER, JOTNATHON C 959-08-9562 i) il -41 B68 _27 10 1
88857 EESEWITH, EUSTONW C 959-08-8857 E,03€.595 .00 574 .7 11 1
88%&8 EESLVIDEZ, ELSZ C 555-08-83&8 il .00 503. 10 1
85254 BI3LINGELEY. LAIHRUN C 955-08-5254 ] il 14€.7 10 1
85102 WR3N, LO3SE C 535-08-3102 4, 675.50 -oa 533. 11 1
88810 ¥I7, NOTBERT C 533-08-2810 ] -oa 533. 10 o]
88530 YOTHGER, SHTRAN C 555-08-8330 _00 _oo 137 . 10 1
*% TOTAL TRE EMPLOYEE RECORDS: 249 201,801 .32 641,663 85 _oo 50, €07 5% 96,239 _2¢

38530 EETM, CLTUDE C 933-08-8530 10,38€.83 _oo _oo _oo 1,808 _3¢ 12 1
++ TOTAL RETIREE RECORDS: 1 10,38€.83 _oo _oo _oo 1,808 _3¢
*% TOTAL EMPLOYEE RECORDS: 250 212,188 21 €41 ,663_85 il 50, €07 5% 98, 047 &2

**+MOTE: These totals agree with Current Momth Payroll®++
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The final page of the report lists TRS employee, retiree, and overall employee and dollar amount totals.
This page also identifies employees whose TRS DOE Paid ERCON? flag (TRS-Georgia Department

of Education Paid Employer Contribution) is set to ‘Y’ (Yes).

EUN DATE: 12/04/2012 10:4% SYSTEM: 8531 MONTHLY TRS CONTRIEUTION BEPORT
Program: MONPRTOS SMITH CITY BOARD OF EDUCATION FOBR. THE MONTH OF 08/2012

TRS EMPLOYEES DOE DPATD EMPLOYER BORTION

DALCE 7

EMPIOYEE EMPIOYEE TRS 0C. SEC. REGULAR AL CRUED SUHMER EMPLOYEE EMPLOYER DOE CNTR SERV
NUMEER HIME TYPE  NUMEER WAGES SUMHER DAY CONIRIE CONTRIE PLID MNTH TIME
88%€7 LYZES, VIZENTE C 535-08-8367 1,360._40 _oo _oo 81 _&2 15522 ¥ 10 1
85157 CH4ALTHAM, ERANTON C 935-08-9157 2,231 &7 _oo _oo 137 .50 2€1 .48 ¥ 11 1
8%50%5¢ COSNWELL, LISLIANAR C 535-08-50%& 1,83&_€7 _oo _oa 11020 20556 ¥ 10 1
2540 MO3n, CY3US C 5355-08-940¢& 1,845.33 .00 .00 110.%& 211.01 ¥ 10 1
85127 SAZER, TRZ C 533-08-3127 3,153.59 -oo il 18522 355.82 % 1z 1

*% TOTAL DOE PATD EBECORDS: E 10,451 &€& _oo il 629 _50 1,157 .09
EUN DATE: 12/04/2012 10:45% SYSTEM: 2551 MONTELY TRS CONTIRIEUTION BEDORT DLGE
Program: MONPRTOS SMITH CITY BOARD OF EDUCATION FOR THE MONTH OF 08/2012
EMPLOYEE DETATL BND TOTALS AS EEPORTED TOQ TRS
EMPLOYEE EMPLOYEE IRS 0C. SEC. REGULAR ACCRUED SIHMMER EMPLOYEE EMPLOYER DOE CNIR SEEV
NUMEER NIME TiPE  NUMEER WAEES SUHMER PAY CONTRIE CONIRIE PAID MNIE TIME
*% TOTAL TES EMPLOYEE RECORDS: 245 201,801 .32 €41, €683 _85 _oo 50, 607 _59 96,239 _2¢
88530 BET™, CLTUDE C 595-08-8530 10,38&6.89 _oo _oo €23 .21 1,185.1% 12 1
*+ TQTAL TRS REPORIED RETIEEES: 1 10,386.89 .00 -oo 823.21 1,185.1%
*% TOTAL TRE REPORIED RECORDS: 250 212,188 .21 €41, €63.8% -oo 51,231.20 97,424 .41

**+MOTE: These totals agree with TRS Export and Report*++
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Procedure C: State Health Benefit Plan (SHBP)/Georgia
Health Insurance (GHI) Report and Extract File Creation

C1. Printing the State Health Benefit Plan (SHBP)/Georgia
Health Insurance (GHI) Eligibility Data Settings Report

Refer to the Personnel System Operations Guide, Section B: Personnel Report Processing for the
instructions to print this report.

C2. Updating Employees’ Personnel Information with SHBP
Requirements

Refer to Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 3:
Update/Display Personnel Information for the instructions to update employees” GHI information.
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C3. Creating the State Health Benefit Plan (SHBP) Report and
Extract File

C3.1. Create the GHI Recent Changes File - AUF

Complete this procedure if changes have been made affecting State Health that have not been
transmitted to the DCH, or if there have been changes which must be retransmitted. Otherwise proceed
to the appropriate procedure to continue SHBP processing.

r R — B
=1 PCGDist=8991 Rel=15.04.00 01/20/2016 PCW 001 SV CADEVSYS CASECOND w
i e — .
Payroll System PAYHOBAA
FKey Haster HMenu

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

-- Annual Reports Menu
-- MonthlyfQuarterlylFiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update{Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

b lklihle bl bbb

-- File Reorganization

| beie| | | | | | [ | [ | | | [ | | 15.83.00

| S | WoriSp| AN | WEND

Step  Action
1 Select _5_| (F5 - Monthly/Quarterly/Fiscal/Biennial Reports Menu).
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The following screen displays:

[A] PCGDist=8991 Rel=18.04.00 12/21/2018 PCG002 SV CADEVSYS C\SECOND WHITE — O X
Payroll System PAYHDOOS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu
Monthly:

_1 | -- PSERS Contribution Reports & Files

_2 | -- TRS Contribution Report & File

_3 | -- GHI Export File for State Health Benefits

_4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating

Quarterly:

_5 | -- Department of Labor Quarterly Payroll Report & Wages Data File
Fiscal:

_10 | -- Fiscal Wages by Fund

_11 | -- Create Summer Salary Accrual Claim Data

L] -- Create Accrued Summer Salary Paid Report

_13 | -- Accrued Summer Salary by Function Report

_14 | -- SHBP Audit Report for the Fiscal Year

Biennial:
20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years]

Master | Vst 18.63.01

8| 1S | VS| BANG | MERD

Action

2 Select - 3 | (F3 - Monthly: GHI Export File for State Health Benefits).

The following screen displays for non-charter schools:

[A] PCG Dist=8991 Rel=18.0400 12/21/2018 PCGO02 SV CADEVSYS CASECOND WHITE - O bt
Create GHI Export File for State Health Benefits Plan PAYPE270

‘X' to Select File Type

- Recent Changes to Employee AUF
- Monthly GHI Deduction Data File PUF

Enter=Continue or F16=Exit
74 18.03.01

rw‘-

Georgia Department of Education
December 21, 2018 @ 11:23 AM e Page 24 of 46
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays for charter schools:

E PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Create GHI Export File for State Health Benefits Plan PAYPE270
For Charter Schools Only:
SHBP fAssigned Payroll Location for Certified Employees:
SHBP Assigned Payroll Location for Non-Certified Employees:
'X' to Select File Type

- Recent Changes to Employee AUF
- Monthly GHI Deduction Data File PUF

Enter=Continue or F16=Exit

"‘"v 18.83.01
FIS-
Ste Action
3 Non-charter school districts: Proceed to Step 4.

Charter school districts: If the System # on the Payroll Control Information screen begins
with either <782n’ or ‘783n’, where n is the last digit of the System #, the user will be
prompted to enter the following two additional fields:

e SHBP Assigned Payroll Location for Certified Employees
e SHBP Assigned Payroll Location for Non-Certified Employees

The payroll location codes for certified and non-certified employees are assigned by the
Georgia State Health and Benefits Program (SHBP) to charter school systems and are
required for sending electronic files into SHBP.

4 Enter X in the Recent Changes to Employee (AUF) field.

5 Select El (Enter - Continue).
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The following screen displays for non-charter schools:

[A] PCGDist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE — O ®
Create GHI Export File for State Health Benefits Plan PAYPE270
X = Recent Changes to Employee AUF

‘X' to Select Transmission Type
- All Entries Hot Previously Transmitted
- Retransmit All Entries From this Date

Enter=Continue or F16=Exit
4 18.083.61

ﬂ"

The following screen displays for charter schools:

[f] PCGDist=8991 Rel=18.0400 12/21/2018 PCGO02 SV CADEVSYS CA\SECOND WHITE - O X
Create GHI Export File for State Health Benefits Plan PAYPE2708
For Charter Schools Only:

SHBP Assigned Payroll Location for Certified Employees: 61008
SHBP fAssigned Payroll Location for Non-Certified Employees: 61081

¥ - Recent Changes to Employee AUF

'X" to Select Transmission Type
- A1l Entries Not Previously Transmitted
- Retransmit All Entries From this Date

Enter=Continue or F16=Exit
""“( 18.03.0

Fi“
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6 To select all of the non-transmitted records: Enter X in the All Entries Not Previously
Transmitted field.

To retransmit records as of a specific date: Enter X in the Retransmit All Entries
from this date field and the corresponding date (MM/DD/CCYY) in the field.

! Select E (Enter) twice.

If no records match the selection criteria, the “No EMPCHG Records Found for
Transmission to State Health that Match Dates Selected” dialog box displays. In this

instance, select Ll (OK), and refer to Section B: Payroll Update Processing,
Topic 3: Update/Display Personnel Information for the instructions to update the
employee GHI information. Repeat this procedure beginning at Stepl.

For missing payroll records, the “PAYROLL Record Not Found ####. Call Help Desk to
Correct and Rerun Process ” dialog box displays. In this instance, select OK, and contact
the Technology Management Customer Support Center as needed for assistance.

For unsuccessful file creations: Select Enter (to Continue) when the “No Records found
for GHI Export File” screen displays, and proceed to Step 8.

The following screen displays:

PCG Dist=8991 Rel=18.0400 12/21/2018 PCG 002 SV C\DEVSYS C\SECOND WHITE — O X
PAYPE2708
GHI Export File Completed Successfully
Review Print File for Details
File Id: C:\SECOND\GOSEND\AUF_89942_ SMITHCITYBOARDOFEDUCATION_20181221.TXT
Total Records: 3
Enter or F16 to Continue
N 18.683.01
FIS‘
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| Stp _ Action

EMTER
8 Screen-print the Successful Completion screen, and select _‘rl (Enter) to continue.

Screenshot examples are for display purposes only. The location of the PCGenesis AUF
file is “K:|SECOND\GOSEND . Note also that filenames and record totals are school-
district and system-specific.

Use this filename to transmit the file to the Department of Community Health (DCH). Use
the “Total Records” field’s entry to compare to the Georgia State Health Plan — Employee
Change File Report’s results.

PCGenesis also displays a records counter along with the Successful Completion screen.

The following screen displays:

m PCG Dist=8991 Rel=18.0400 12/21/2018 PCG 002 SV CADEVSYS CA\SECOND WHITE - O x
Payroll System PAYHOOO5
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu

Monthly:
;l -- PSERS Contribution Reports & Files
_2 | -- TRS Contribution Report & File
3 |--GH Export File for State Health Benefits
_4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating

Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File

a

Fiscal:
- - Fiscal Wages by Fund
-- Create Summer Salary Accrual Claim Data
-- Create Accrued Summer Salary Paid Report
-- Accrued Summer Salary by Function Report
-- SHBP Audit Report for the Fiscal Year

1

EEEEE

Biennial:
20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years)

Master Ilsnrliﬂl 18.03.61
£ IP%IW"@ oBEN | VEND

Step  Action

9

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

To print the report via Microsoft® Word: Select @l (MS WORD).

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

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

11 Compare the report’s results to the results of the screenshot example preceding Step 7.
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C3.1.1. AUF - Employee Change File Report - Example

EERORT ID: PEAYPEZTO B
Date: 03,/20/2017 13:03
Hame

GRZT, CHZELEY

FOSMARN, OLEN

Br2ON, MISCHEL

DABNE, POBFIRIOD

HOTEFMANN, TATA

COZEY, MEZTDETH

RU4IN, JU4E

CRTFT, GLTEN

CRTFT, GLTEN

CRVFI, GATEN

LLEXTS

KIZER, RO3RMARIR

RO3T, PA3THENIA

AIOF

Empnio

83473

83003

28032

885¢4

88756

83541

88504

89506

83506

83506

87337

83913

8BE62

Georgis State Hezlth Benefit Plan
- Employee Change File

GHI Elig Birth Date

LTE
SEN Stat Cls Sex Code
953085473 L 09 F HNEMP
555085003 T 01 F TEEM
553088052 L 01 F HNEMD
9550885964 T 02 F TEBRM
555088756 T 02 F TERM
955085541 A 01 F MISC
555088504 A 02 F HNEMP
999089506 A 15 F HNEMP
955085506 A 15 F MISC
555085506 A 15 F HNEMP
955087337 A 02 F HNEMP
555085513 A 01 M HEMP
993088562 A 01 F HNEMP

T

12/01/1380

11/01/158¢&

07/01/1582

11/01/1583

05/01/1383

11/01/15¢64

03/01/1387

12/01/1583

12/01/1583

12/01/1383

05/01/1381

08/01/1548

11/01/15&%

Hire Date

1st Day Wrk

Term Date Cover Effect

07/01/2016
08/04/2014
05/24/201¢
08/01/201&
10/06/2014
05/24/201&

0B8/05/2013

05/24/201&

08/01/2016

08/01/2018

05/14/201&

05/14/2016

05/14/201¢

08/15/2016

08/01/2018

0B/01/2016
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07/01/2016
10/01/201&

08/04/2014
08/01/201&
10/01/2018

10/06/2014

08/05/2013

08/01/201¢

10/01/201&

080172016
08/01/201&

0%/14/201&
0%/14/201&

03/14/201¢
03/14/201¢

05/14/201¢
0%/14/201&

08/01/201¢
08/01/201¢

080172016
08/01/201&

08/01/2016
08/01/201¢

Dage 1

Lst Ded Dt Death Date
Cover End

08/31/2016
05/30/201%

08/31/2016
03/30/2016

0B/31/201e
05/30/201

Chy

C
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C3.2. Create the Monthly GHI Deduction File - PUF

™] PCGDist=8991 Rel=15.0400 01/20/2016 PCW 001 SV CADEVSYS CASECOND WHE o S
— T ————————————
Payroll System PAYHBABA

Master Henu

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

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

Employee ReportsfLabels Menu

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

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

(<]

B EREREE [k k-1

-- File Reorganization

M,M| use.hst| | 15.63 .64
e8| LS | 5| BAN| MEND

Ste

1 Select _5_I (F5 - Monthly/Quarterly/Fiscal/Biennial Reports Menu).

The following screen displays:

m PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE [m] X
Payroll System PAYHOOOS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu
Monthly:
1_| -- PSERS Contribution Reports & Files
2 | -- TRS Contribution Report & File
3 | -- GHI Export File for State Health Benefits
4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating
Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File
Fiscal:
10 | -- Fiscal Wages by Fund
11 | -- Create Summer Salary Accrual Claim Data
12 | -- Create Accrued Summer Salary Paid Report
13 | -- Accrued Summer Salary by Function Report
14 | -- SHBP Audit Report for the Fiscal Year
Biennial:
20 | -- EEO-5 Report and Transmission File (Due Even Numbered Years)
Master | Bse 18.03.01
| 15 |3 B VEND

Step  Action
2 Select 3 | (F3 - Monthly: GHI Export File for State Health Benefits).
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The following screen displays for non-charter schools:

m PCG Dist=8991 Rel=18.0400 12/21/2018 PCG002 SV CADEVSYS CASECOND WHITE - O X
Create GHI Export File for State Health Benefits Plan PAYPE270

'%' to Select File Type

- Recent Changes to Employee AUF
- Monthly GHI Deduction Data File PUF

Enter=Continue or F16=Exit
""“( 18.03.01

Fi"

The following screen displays for charter schools:

m PCG Dist=8991 Rel=18.0400 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE - O pes
Create GHI Export File for State Health Benefits Plan PAYPE270
For Charter Schools Only:
SHBP Assigned Payroll Location for Certified Employees:
SHBP Assigned Payroll Location for Hon-Certified Employees:
'%' to Select File Type

- Recent Changes to Employee AUF
- Monthly GHI Deduction Data File PUF

Enter=Continue or F16=Exit
""“I 18.03.01

ns‘
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Ste Action

Non-charter school districts: Proceed to Step 4.

Charter school districts: If the System # on the Payroll Control Information screen begins
with either <782n’ or ‘783n’, where n is the last digit of the System #, the user will be
prompted to enter the following two additional fields:

e SHBP Assigned Payroll Location for Certified Employees
e SHBP Assigned Payroll Location for Non-Certified Employees

The payroll location codes for certified and non-certified employees are assigned by the
Georgia State Health and Benefits Program (SHBP) to charter school systems and are
required for sending electronic files into SHBP.

Enter X in the Monthly GHI Deduction Data File (PUF) field.

Select _‘fl (Enter - Continue) once.

The following screen displays for non-charter schools:

ENIIv

PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CM\DEVSYS CASECOND WHITE — O h8
Create GHI Export File for State Health Benefits Plan PAYPE278
X - Monthly GHI Deduction Data File PUF

For: HMonth 11 Year 2818

Enter Job Code for Board HMembers (8 = Hone)

Job Code 088 Hone

Enter=Continue or F16=Exit
18.03.01

FIG-
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The following screen displays for charter schools:

[A] PCGDist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Create GHI Export File for State Health Benefits Plan PAYPE270
For Charter Schools Only:

SHBP Assigned Payroll Location for Certified Employees: 61001
SHBP Assigned Payroll Location for Non-Certified Employees: 61002

X - Monthly GHI Deduction Data File PUF

For: Month 11 Year 2018

Enter Job Code for Board Members (8@ = Hone)

Job Code @88 Hone

Enter=Continue or F16=Exit
4 18.083.61

ﬂ"

Step  Action

6 Enter the reporting month (MM) and year (CCYY) in the For: Month and For: Year fields.

PCGenesis defaults to the previous reporting month and year. PCGenesis users may
adjust this date as needed.

7 To include Board Member information: Enter the CPI job code in the Job Code field.

8 Select ¥ (Enter) twice.

If the file exists, the “File Already exists ” dialog box displays. In this instance, select Yes.
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The following screen displays:

m PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 35V CADEVSYS CASECOND WHITE - O X
L PAYPE270

GHI Export File Completed Successfully

Review Print File for Details

File Id: C:\SECOND\GOSEND\PUF_61001_SMITHCITYBOARDOFEDUCATION_28181221.TXT

Total Records: 518

Enter or F16 to Continue

“"v 18.603.01
71‘«
Step  Action

9 Screen-print the Successful Completion screen, and select _‘{l (Enter) to continue.

Screenshot examples are for display purposes only. The location of the PCGenesis PUF
file is “K:|SECOND\GOSEND . Note also that filenames and record totals are school-
district and system-specific.

Use this filename to transmit the file to the Department of Community Health (DCH). The
entry in the “Total Records” field will be used to compare to the DEDI — Monthly
Deduction File Report.

PCGenesis also displays a records counter along with the Successful Completion screen.
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The following screen displays:

m PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOOOS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu
Monthly:
1_| -- PSERS Contribution Reports & Files
2 | -- TRS Contribution Report & File
3 | -- GHI Export File for State Health Benefits
4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating
Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File
Fiscal:
10 | -- Fiscal Wages by Fund
11 | -- Create Summer Salary Accrual Claim Data
12 | -- Create Accrued Summer Salary Paid Report
13 | -- Accrued Summer Salary by Function Report
14 | -- SHBP Audit Report for the Fiscal Year

Biennial:
20 | -- EEO-5 Report and Transmission File (Due Even Numbered Years)

Master | Usey 18.63.01
8| IS | "5 | SOV | VENR

Step  Action

10

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

To print the report via Microsoft® Word: Select @l (MS WORD).

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

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

12 Compare the results of the screenshot preceding Step 8 to the DEDI — Monthly Deduction
File Report, an example of which is displayed B3.2.1. Monthly Deduction File Report —
Example.
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C3.2.1. DEDI - Monthly Deduction File Report — Example

In addition to other identifiers, the Monthly Deduction File Report displays the “GHI 1% Day Worked ”
column from employees’ personnel record’s information.

The final page of the report provides employee totals by certification classification and includes dollar
amount totals. Compare the report totals to the screen totals in Step 8.

EERJORT ID: PBRYPEZTOD D DEDT Georgia State Health Benefit Plan Page [}
Date: 03/20/2017 13:0& DEDI - Monthly Deduction File — Coverage for 0Z/01/Z017
Empno Name Stat Clss Elig Cert 1st Day Wrk OptTier Premium Insf Deduction Subsidize St/Mnth Gr PAYS Hours
88562 RO3T, BR3ITHENIR L 01 4 C 08/01/201€ B3 10 &8.3¢8 ae.28 5,578.8¢8 M 4000
8786& ROSINETTE, IMSE i 01 4 C HC 00 4,485.82 M 4000
28188 ROEENTHRL, DREEN B 12 T N 08/18/1%37 B2 10 g8.98 BE.28 1,285.85 M 25.00
85558 ROEENTHRL, SEEASTIEN L 01 T C 01/04/201& B3 10 £8.9¢8 gE.28 £,537.15 M 40.00
85341 ROSELL, TASHINAR n 01 4 C 08/05/2002 B3 10 £8_9¢8 &E.28 4,485 82 M 4000
88504 ERU4IN, JU4E L 02 4 N 08/01/201€ B3 3¢ 273_.08 2e0.40 2,184 _€8 M 4000
85737 RIOSF, BASULR i 01 4 C 04/11/201& Beé 34 241 .34 Z40.05 2,992.45 H 4000
85365 SRZTER, VIZENIE B 01 T C 01/01/2017 Bl 30 405 .84 M 40.00
28124 SASPLE, CRSMINE L 02 T N 08/1%/1%55 NC 00 1,805.80 M 40.00
87383 SCZREIEER, MIZNW L 10 T N 02/01/2015 B3 40 148 3¢ 14 28 3,168.00 M 4000
85235 SC4REFFER, AL4HONSE L 01 4 C 03/01/2014 B3 34 13€.54 130.74 2,815.77 M 4000
87355 WIELEY, BREION L 01 T C 08/01/201e NC 00 Z,902.85 M 40.00
87511 WI7TG, DETMY B 12 T N 08/07/2007 BZ S0 Zgg .51 Z77.9¢€ 2,405.73 H 25.00
87502 WISDHAM, BUSTON L 01 T C 08/03/2005 B3 39¢ Z73.08 2e0.40 4,310.e0 M 40.00
28403 ZR3ATR, DR3IS L 1z T N 05/01/2014 HNC 00 1,015.88 M 25.00
83558 ZIT4MER, DHANG L 01 4 C 07/25/2004 BZ 34 203.74 157.12 3,308.01 M 4000
1€3 Certified Employees Totals: 33, €95.8¢€ 32,173.7¢ TEBE,82€.38
172 <Classified Employees Totals: 20,781_88 20,183 .58 287,538_5¢
341 Totzl Employees Totals: S4,421.74 $Z,357.34 1,074,364.54
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Procedure D: Update GHI Change File for Current
Employees Activating Health Coverage, Changing Status, or
Terminating

Complete this procedure if changes have been made affecting State Health that have not been
transmitted to the DCH, or if there have been changes which must be retransmitted. Otherwise proceed
to the appropriate procedure to continue SHBP processing.

NOTE 1: Changes made using this procedure will be included in the ‘GHI Export File for State Health
Benefits’ and transmitted to DCH by following the instructions in Procedure C3.1. Create the GHI
Recent Changes File - AUF. This procedure does NOT change the employee’s personnel
information in payroll.

NOTE 2: Only one record can be generated per day for each employee. When the user tries to create a
second GHI change record in the same day, the error message, “Only one record can be generated per
day for each employee. Try again tomorrow.” will display.

1 From the Business Applications Master Menu, select —_2_| (F2 - Payroll System).
The following screen displays:
rg PCG Dist=8991 Rel=15.04.00 01/20/2016 PCW 001 SV CADEVSYS CASECOND W’E_:Eléuj
Payroll System PAYHBBAA
FKey Master HMenu

iy

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

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- UpdatelDisplay DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

M

b BREEEE bk bR

-- File Reorganization

st | V5 | I 15.63.00

e | 5 | MriSp | AN | MEND
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2 Select __5_| (F5 - Monthly/Quarterly/Fiscal/Biennial Reports Menu).

The following screen displays:

[Z] PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CA\DEVSYS CA\SECOND WHITE - O X
Payroll System PAYHOOBS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu
Monthly:
1 | -- PSERS Contribution Reports & Files
2 | -- TRS Contribution Report & File
3 |-- GHI Export File for State Health Benefits
4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating
Quarterly:

5 | -- Department of Labor Quarterly Payroll Report & Wages Data File

Fiscal:
_10 | -- Fiscal Wages by Fund
_11 | -- Create Summer Salary Accrual Claim Data
i] -- Create Accrued Summer Salary Paid Report
_13 | -- Accrued Summer Salary by Function Report
_14 | -- SHBP Audit Report for the Fiscal Year

Biennial:
20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years)

Master | Voo 18.63.01

88| IS | 3| SO | YEND

Step  Action

3 Select —4_| (F4 - Monthly: Update GHI Change File for Current Employees Activating
Health Coverage, Changing Status, or Terminating).
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The following screen displays:

B PCGDist=§991 Rel=14.01.00 03/26/2014 PCW 001 S¥ C:\DEVSYS C:\SECOND — =] x|
Create AUF Change Record PAYF IND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Mth
1 | CAGBONME. JEBS 87979 999-08-7979 6793 3 N 0 16 A
2 | BA9B. EMIRY 87512 999-08-7512 100 1 C 2 10 2 A
3 | ADSISON. BRICE 89928 999-08-9928 6793 3 N 0 16 A
4 | BAZMAN. MAZYBELLE 89423 999-08-9423 100 1 C 2 10 9 A
5 | AD4IR. MI4HAELE 88757 999-08-8757 108 1 C 2 10 4 A
[ | AD20CK. AL20NZD 88175 999-08-8175 8012 14 N 1 12 A A
Input Employee Humber or Hame or 3SH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
*#| r1 | F2 | F3 | Fa | s | Fe | F7 | Fe | Fo [T ey 13.062.00
FIS« |§|E7' Fism pap |PGDN‘ Help

Step Action

4

Enter the number in the Input field, select ﬂl (Enter - Continue), and proceed to Step 6.

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” 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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The following screen displays:

g — ™
1 PCGDist=8991 Rel=14.0400 01/14/2015 PCW 001  CADEVSYS CASECOND WHITE ol )
Create AUF Change Record PAYFIHD
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Hame | Empno | SSN_| Loc Cls Cert Pens ContHo Job Stat Hth
Enter| ADZER. TAZ 88127 993-08-8127 11 2 C 2 10 3 A
1 | ADZER, TA2 23232 999-08-8127 11 2 C 0 2 A
2 | ALZNZ0. EFZEN 87223 993-08-7223 11 2 C 2 10 2 A
3 | ARISTEAD. TASHINA 88944 999-08-8944 1M 2 C 2 10 2 A
4 | ASHEW, DASTOM 87468 999-08-7468 201 2 C 2 10 2 A
5 | ASFER. GE7EVIVE 89058 993-08-3058 111 2 C 2 10 2 A
[ | ASITON. YVINE 88168 999-08-8168 1M 2 C 2 10 2 A
7 | BDSDREAU, MASGARITD 89217 999-08-9217 3050 2 C 2 10 2 A
8 | BUSBDEN. EMSLE 88273 993-08-8273 101 2 C 2 11 2 A
9 | BUSBN. FRENCES 88073 999-08-8073 3050 2 C 2 10 2 A
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 13.62.00
FIS« ?f?"‘# Fisw ravr i | paon W Help
Step Action
5 Select Enter| (Ent lect the Function k ding to th loyee’ d
elec nter) or seiect tne 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 —_8SM_| (SSN).

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

Step

6

_
=] PCG Dist=8991 Rel=17.01.00 03/20/2017 PCW 001 SV CADEVSYS CASECOND me_@ﬂu

PAYPE275S
Create GHI AUF Record to Export to 3tate Health

Emp. no. 88892 BABOH, MISCHEL S3H 999 @8 8992 Status A —- Active
GHI Change Code v|

Select HEMP or HAGA, or Termination Code for this process

DCSD, KLOD, LOFF, RETR, TACA, or TERHM

GHI 15T Day Worked Hire/ReHire/New Eligibility Date - Required for NEHMP, HACGA
GHI Cover 3tart Dte GHI Coverage Start Date - Optional for HEHWP, HACA
GHI Final Ded Date Final Deduction Date - Required for Any Termination
GHI Coverage End GHI Coverage End Date - Optional for Any Termination
GHI Date of Death Date of Death - Required for DCSD, KLOD

HOTE: This Record Will Be Included in the 'GHI Export File for State Health Benefits'

This Process Does HOT CHAHGE Employee Personnel Information
*x#% Current Employee Personnel Information sess

Sex Code F Mar Stat W Pay Loc 188 Location @88188 Class 1 CLASSROOM TEACHERS
GHI Eligible? v GHI Option B2 BCBS SILUER Birth Date F/01/1962
Participate in GHI? ¥ GHI Tier 18 SIMHGLE Hire Date 18/88/1000
GHI BOE Transfer in? Rehire Date 8/01/2mM6

Date of Death
GHI 1ST Day Worked  8/81/2816 GHI Final Ded Dt
GHI Cover Start Dte 16/81/2816 GHI Coverage End Term Date 60272011

Term Reason 6
ACCEPT JOB IN OTHER GA SYSTEM

Enter=VUalidate, F8=Create Record, F16=Return, F28=Help

lvd| | | | | | |.@ | | [ | | | | 17.01.66

F|6«

Help

Action

GHI Change Code field. Select the drop-down selection icon | within the field to identify
the reason for the employee’s GHI coverage change. Either NEMP or HACA or a GHI
termination code must be entered.

Valid values: HACA = New Employee Due to ACA Eligibility
NEMP = New Employee Hire
DCSD = Deceased
KLOD = Killed in the line of duty
LOFF = Laid off
RETR = Retired
TACA = Term Employee Due to ACA Ineligibility
TERM = Terminated employment
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Step Action

7 If NEMP (New Employee Hire) or HACA (New Employee Due to ACA Eligibility) has
been selected for the GHI Change Code field, enter the appropriate dates
(MM/DD/CCYY) in the following two fields:

e GHI 1%t Day Worked - Required
e GHI Cover Start Dte (Board of Education Coverage Start Date on AUF File) -
Optional

While the GHI 1%t Day Worked is a required field for NEMP (New Employee Hire) or
HACA (New Employee Due to ACA Eligibility), the GHI Coverage Start field is an
optional field on the screen and is typically used for an employee transferring from another
school district.

Per instructions from the Georgia State Health Agency, the GHI Coverage Start Date
field should only be used for summer transfers from May 1 through October 31.
During this timeframe, the date provided in this field will be used to replace the hire date
when determining the benefit start date in the ADP system. According to the Georgia
State Health Agency, the BOE Coverage Start Date field will allow payroll locations to
start a transferring employee’s coverage on the exact date selected by the BOE without the
date rolling forward an additional month.

The NEMP (New Employee Hire) GHI Change Code can be used for current employees
who are activating health coverage for the first time.

The NEMP can also be used for current employees who are changing status from certified
to classified or from classified to certified. In this case, the employee’s current payroll
record must reflect the correct certified/classified status.

Two transaction codes, HACA and TACA, are available for use. These transaction codes
are to be used for a subset of employees who would go on and off Affordable Care Act
(ACA) coverage based upon the IRS requirements for full time employees. Therefore,
HACA and TACA will not be used for brand new employees or terminating employees, but
for employees who work in the district and may go on and off ACA based upon their IRS
eligibility.
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Step Action

8 If DCSD (Deceased), KLOD (Killed in the line of duty), LOFF (Laid off), RETR
(Retired), TACA (Terminated Employee Due to ACA Ineligibility) or TERM
(Terminated Employment) has been selected for the GHI Change Code field, enter the
appropriate dates (MM/DD/CCYY) in the following two fields:

e GHI Final Ded Date (GHI Final Deduction Date) - Required
e GHI Coverage End (Board of Education Coverage End Date on AUF File) —
Optional

While the GHI Final Ded Date is a required field for terminating employees, the GHI
Coverage End field is an optional field on the screen and is typically used for an
employee transferring to another school district.

The date provided in the GHI Coverage End field will allow payroll locations to end a
transferring employee’s coverage on the last day of the month selected by a BOE without
the date rolling forward an additional month, regardless of the Date of Last Deduction.
The date provided in this field will be used to replace the Last Deduction Date when
determining the benefit end date in the ADP system.

9 If DCSD (Deceased) or KLOD (Killed in the line of duty) has been selected for the GHI
Change Code field, also enter the appropriate date (MM/DD/CCYY) in the GHI Date of
Death field.

10 Select j (Enter - validate) to validate the record.
11

Verify the employee change record, and select @ (F8 — Save changes).
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The following screen displays:
E] PCG Dist=8991 Rel=17.01.00 EEDIZOI? PCW 001 SV CADEVSYS (CASECOND WHITE - 5|L

PAYPEZ27S
Create GHI AUF Record to Export to State Health
Emp. no. 88892 BAS0H, MISBCHEL S3H 999 68 8092  Status A —- Active
GHI Change Code HEHMP ;l New Employee hire

Select HEWMP or HACGA, or Termination Code for this process
DCSD, KLOD, LOFF, RETR, TACA, or TERH
GHI 1ST Day Worked 8/01/2016  Hire/ReHire/Mew Eligibility Date - Required for NEMP, HACA

GHI Cover Start Dte GHI Cowverage Start Date - Optional for HEHP, HACA
GHI Final Ded Date Final Deduction Date - Required for Any Termination
GHI Coverage End GHI Coverage End Date - Optional for Any Termination
GHI Date of Death Date of Death - Required for DCSD, KLOD

HOTE: This Record Will Be Included in the 'GHI Export File for State Health Benefits'

This Process Does HOT CHANGE Employee Personnel Information
=x#x Current Employee Personnel Information ssss

Sex Code F Mar Stat M Pay Loc 188 Location 888188 Class 1 CLASSROOM TEACHERS
GHI Eligible? ¥ GHI Option B2 BCBS SILUER Birth Date /0171962
Participate in GHI? ¥ GHI Tier 18 SIHGLE Hire Date 18/08/19900
GHI BOE Transfer in? Rehire Date g/m/2e6

Date of Death
GHI 15T Day Worked 8/01/72016 GHI Fipal Ded Dt
GHI Cover Start Dte 1870172016 GHI Coverage End Term Date 6/02/2011
Term Reason i]
ACCEPT JOB IH OTHER GA 3YSTEHM
EMPCHG Record Saved - Review Pint File
Enter=3Select Hext, F16=Exit

vk | | [ | | Lea | [ [ | | | | 17.01.00
FIS« Help

Step Action
12 Verify “EMPCHG Record Saved — Review Print File ” displays.

Select _"fl (ENTER - Select Next) to create another record in the State Health AUF file
repeat the process starting at Step 4.

Select ﬁl (F16 - Exit) to return to the Monthly/Quarterly/Annual/Fiscal Reports Menu
if no more records need to be created in the State Health AUF file.
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The following screen displays:

m PCG Dist=8991 Rel=18.04.00 12/21/2018 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOOOS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu
Monthly:
1_| -- PSERS Contribution Reports & Files
2 | -- TRS Contribution Report & File
3 | -- GHI Export File for State Health Benefits
4 | -- Update GHI Change File for Current Employees Activating Health
Coverage, Changing Status, or Terminating
Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File
Fiscal:
10 | -- Fiscal Wages by Fund
11 | -- Create Summer Salary Accrual Claim Data
12 | -- Create Accrued Summer Salary Paid Report
13 | -- Accrued Summer Salary by Function Report
14 | -- SHBP Audit Report for the Fiscal Year

Biennial:
20 | -- EEO-5 Report and Transmission File (Due Even Numbered Years)

Mastar | Voo, 18.63.01
8| IS | "5 | SOV | VENR

Step  Action

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

To print the report via Microsoft® Word: Select @l (MS WORD).

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

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.
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D1. Update GHI Change Record Report - Example

EEEORT ID: ERYPEZTS-EUF Georgia State Health Benefit Plan DLGE: 1
DATE: 02/02/2018 13:51 Update GHI Change File
GHI Elig Birth Date Hire Date 1st Day Wrk Lst Ded Dt Death Date
Hame Empno SSNH Stat Cls Sex Code Term Date Cover Effect Cover End
BR3N, JE3FRY 88547 355088547 A 01 F IO0FF ¥ 04/01/1572 08/03/2017 0zy02/2018
0z2/28/2018

LSTER, GETEVIVE 88888 355088888 A 02 F HNEMP T 04/01/1554 10/15/2001 02/02/2018

03/01/2018
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