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December, 2017 Payroll Completion Instructions

Install this releaze after completingthe December 2017 payraoll{s). Install this release before executing
F4 - Calculate Payrolland Update ¥TD for the January 2018 payroll.

2017 Year-End Closing Information

Thefollowing steps should hetakento prepareforthe January 2018 payroll:

e S

Do install Release 17.04.00 aftercompletingDecember payrollis). It must be installed bhefore
printing W-2, 1095-C, and 1099-pISCfarms.

Do read the release overview. Many changes are included in this release.

Do not setup for January payroll untilall W-2s are verified. |t may be necessarytorun another
Decemberpayrollto make W-2 corrections.

Do follow the steps onthe Calendaryear End Checklist included in the release:
Instructions_for_Release_170400.pdf

Do not remove avendarfrom 1099 status if any claims havebeenselectedfora 1099-M15C,
Otherwise, you will receive a fatal error when printingthe 1099-pISC forms.

Install release17.04.000 — — Release
Setup the pay schedulesforthe new calendar year(F2, F13, F1). 17.04.00 will
Changethe payroll yearinthe Payroll Identification record (F2, F13, F3, F9). be available
werify all tax settings on the Tax wWithholding/Control Menu (F2, F13, F2).

Reset employee calendaryear-to-dateamountstozero (F2, F13, F5, F1). 1 M9/201 /

FProcess calendar year 2017 W-2 statements.
Process calendar year 2017 1095-C statements.
FProcess calendar year 2017 1099-MISC statements.



PCGenesis Financial Accounnng and Repan‘iﬂg (FAR) Sysrem Operanions Guide

1099 Vendor Information Processing Checklist

Complete these steps in the order provided.

1 Update the IRS 1099 Confrol Information screen.

2 Add new 1099 vendor information.

3 Update existing 1099 vendor information. where appropriate.

4 Print the 1099 Vendor Edit Listing.

5 Mass update 1092 vendor claims as needed.

(1] Perform 1099 Accounts Payable (A/P) claims maintenance by identifving the 1099
claims.

7 Perform 1099 Accounts Payable (A/P) journal voucher maintenance by identifying
the journal entry posted 1099 claims.

8 Print the 1099 Details Edit Listing.

If there are errors, correct the errors and generate the report again fo ensure
accuracy. Repeat this process as gften as needed.

9 Perform 1099 Accounts Payable ( A/P) claims maintenance, where appropriate.

10 Print the J090-MISC forms.

11 Compare the results of the 1099 Derails Edit Listing to the 1099 forms to ensure the
results are the same and are accurate.

12 Create the 1020 export file.

13 Submit the 1099 file electronically through the Filing Information Returns
Electronically (FIRE) systen.




1099 (1.)

Financial Accounting and Reporting System (PF1)
Year End Processing Menu (PF12)

Calendar Year End Processing: IRS 1099
Processing Menu (PF10)



From the Master Menu go to (PF1)
1.Update the IRS 1099 Control Information screen

[E] PCGDist=8991 Rel=17.02.00 11/07/2017 DOED0Z  CADEVSYS CASECOMD GREEM EREES
Business Applications MASTER

Haster Henu

FKey
1 | -- Financial Accounting & Reporting System
2 | -- Payroll System
3 | -- Personnel System
_4 |

4 | -- Cerified/Classified Personnel Information System
5 | -- Budget System

_30 | -- System Utilities

Waster llserlist 14.82 .88

e8| IS | VS| EANY | MEND




Go to (PF13) Special Functions
1.Update the IRS 1099 Control Information screen

[(] PCGDIst=8991 Rel=17.02.00 11/07/2017 DOED002  CADEVSYS CASECOMD GREEM (o= | =]
FKey Master HMenu -

-- Budget Account Master Menu

- - Purchase Order Processing Menu
- - Claim Processing Menu

-- ¥endor Check Processing Menu

-- Hevenue Account Master Menu

- - Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash Management & Investment Management Menu

Financial Reporting & Monthfvr-End Close Menu
-- Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

-- Special Functions Menu
-- Yendor Master Menu
-- Source Master Menu

B kR BEEl bbb bRRE

-- File Reorganization

Mastep | Usery 13.684.048 |:|
| IS | Yori5p | B | MEND an




Go to (PF13) Display Update IRS 1099 Control Data
1.Update the IRS 1099 Control Information screen

[2] PCGDist=8991 Rel=17.02.00 11/07/2017 DOEO00Z  CADEWSYS CASECOMD GREEM B EE
FKey Special Functions Henu -
12 | -- Display/Update System Control Data
12 | -- Display/Update IRS 1099 Control Data

Delete Records from Files by *rearfDate Hange:
-- ¥endor File [VENDOR]

-- Investment File [INVEST)

- - Journal Entry Master [JEMASTER]

- - Receivable File [RECEIVE]

-- General Ledger Account Master [ACCOUNTG]
Budget Account Master [ACCOUNT]

- - Revenue Account Master [ACCOUNTRH]

- - Audit File [AUDIT]

-- Expense File [EXPENSE]

-- Purchase Order File [P0O]

- - Receipt File [RECEIPT]

ol

30 | -- Special Journal Entry Posting [Password Protected)
Master | Useriy g7 .83.08 -
e | 145 | WorlSp | B4 | MEND -




1.Update the IRS 1099 Control Information screen
Note (PF1)(PF12)(PF10)(PF13) is the same result

Bl PCG Dist=6611 Rel=17.02.00 11/01/2017 DOE 001 CADEWSYS CASECOMD GREEM [= [ =] ==
FARFH118
s*xx#¥3 JRE 18099 COHTROL IHNFORMATIOH 3e3e3ees
Hame : GIILHER CO. BOARD OF EDUCATIOH
Address : 134 THDUSTRIAL BLUD
Cituy: ELLI.AY State:- GA Zip:- 38548
Filing Information For What Year: 2017
Federal Employer Identification Humber (EIH): S5B6888247F
Hame Control:
Type of Return: A (Misc)
Transmitter Control Code (TCC): SRR RS ]S)

Amount Indicators (YAH):

1 - Rents Y 2 — Royalties H 3 - Other income b
4 — Fed income tax w/sh H % — Fishing boat H 6 — Medical payments H
7 — Honemployee comp ¥ 8 — Lieu of dividends H 9 — Hot applicable
B - Parachute payments H C - Legal serwvices ¥ D - Section 489A deferrals H
E — Section 4%89A income H
——————————————————————————— Transfev ngent Informatiopn ---------------------------————————
Transfer Agent Indicator {(Y/sH): H
Hame :
Address:
City: State: __ Zip:
EHTER = Ualidate, F16 = Exit 1484489

To verify your control information for 1099 transmissions
make sure the year is correct (PF1) (PF12) (PF10) (PF13)
Change the year to the year that you are processing 1099




Go to PF12 to Year End Processing

PCG Dist=B991 Rel=17.02.00 11/07/2017 DOE002  CADEVSYS CASECOMD GREEN (o= ][ =
FEey Master HMenu

-- Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Hevenue Account Master Menu

-- Accounts RHeceivable Processing Menu

-- Receipt Processing Menu

-- Cash Management & Investment Management Menu

Financial Reporting & Monthfyr-End Close Menu
-- Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

-- Special Functions Menu
-- ¥Yendor Master Menu
-- Source Master Menu

B Bl REEE HERR RS

-- File Reorganization

o umlist 13.684._88

@| 5 | 5| B0 | MEND




Then click (PF10) IRS 1099 Processing Menu

m PCG Dist=8991 Rel=17.02.00 110772017 DOEO0OZ  CADEVEYS CASECOMD GREEM
FEey Year End Processing Henu

Calendar Year End Processing:
10 | -- IRS 1099 Processing Menu

Fiscal Year End Processing:
27 | -- Transfer Open P.0.'s to New Year

Audit Department:
28 | - - Expenditure Sampling
29 | -- Revenue Sampling

Master “”’[igt

| S | MriSp | AN | MEND




[l PCGDist=6611 Rel=17.02.00 11/01/2017 DOE 001  CADEWSYS CASECOMND GREEM [= [ | =
Financial Accounting & Reporting FARPP188

IRS 1899 Processing HMenu

-- 1099 AP Claims Mass Update
-- 1099 AP Claims Maintenance
-- 1099 Journal Youcher Maintenance

-- 1099 Yendor Edit Listing
1099 Details Edit Listing

-- Print 1099-MI5C Forms
-- Create 1099 Export File

I
sl b L4

- - DisplayfUpdate 1099 System Control Data
- - ¥endor File Maintenance

Mastep ”“r[igt

F1E# “—u% Wor@ MOMITOFR. | MOMITOR,

Two steps that play a very important role in the processing of 1099’s are (above). First we
need to check the system control data by selecting PF13. Second run the 1099 Vendor Edi
List.




To run a edit report for 1099’s above (PF1) (PF12) (PF10) (PF5)
You can run the report by vendor name or Vendor Number.

4. Print the 1099 Vendor Edit Listing.

m PCG Dist=6611 Rel=17.02.00 11/01/72017 DOEO0L  CADEWSYS CHSECOMD GREEM

18992 Uendor Edit Listing

Edit listing by Vendor Humber..... F1

Edit listing by Vendor Hame....... F2

Select Uendor Status
Al
" Active
" InActive

F1=By Humber, F2=By Hame, F16=Exit
LR F2

F15#

(===

FARPR184

17.61.808




REPORT DATE: 1170172007 10%3% VENDOR EDIT LISTING PAGE: 1
REPORT TIME: 0O1:27 P EY VENDOR MIMEER FARPRIO4

STSTEM: eell  GILMER CO. BOAID OF EDUCATION

TRMDOR_YRLOR VDR VEMDR ADDRESE TED ID SSN/FED ID NAME  FOREIGN * ERRDR
MIMERR MR STATUS CITY STATE ZID (T /) (BIN) CONTROL (Y/N) * CODES
N N o  E E  E E  EEEEE——————— T
NON7ER HARERY ¢ HARTLEY I LAV FIRN, STE 750 VACHOVIA CTR3O T ERL3BZ0LE Nt

CADVESVILLE G 30801 *
s TRROR TRBLE — oo o e e
1) IWALID ADDRESS 3) IWVALID CITY 5 TVALID ZIP CODE 7) DNALID SEN/FED. ID (EIN)
z) JDDRESE TRUNCATED-VAINING  4) INWALID STATE  €) INVALID FED. ID FLAG &) IWVALID WAME CONTROL 9) TVALID FOREIGN FLAG

This report will enable you to identify the errors contained in the Vendor file.
The first portion of the report indicates the error codes and the bottom portion indicates the cod
along with the definitions.

Go to the Vendor File Maintenance to update PCGenesis vendor information to correct the e

3. Update existing 1099 vendor information, where appropriate.




3. Update existing 1099 vendor information, where appropriate.

=10 x|

PO Output: m

N/& |

m PCG Dist=8991 Rel=17.02.00 11072017 DOE 002 CHDEYEYS  CASECOMD GREEM
Humber : 3678 Hame: AYZ2ES, JAZKSOH Status: A
Seq key: AYZES, JAZKSOH
Address: 3652 MAIH STREET
City: SHITH State: GA Zip: 33333
Remit to - Address:
City: State: _  Zip:
Phone: Contact:
FAX: 28B4AA36GFA
Email: vnd.B883678EVendor ..Web
Fed ID {¥/H): H Fed W9: ||=individual/Sole | Fed LLC Type:
58H / Fed ID: 999887391 E-Uerify number:
Authorization Date:
Emp #: 87391 Refrezh |
1099 (¥Y/H): ¥
Hame control: FORE
Foreign indicator: H
One item per check: H (Y/H)

F3 to Print Screen

EHMTER to Ualidate F18 Delete F1% Refresh EE data F16 to ReEnter/Ez=it
ENTE'V F= % f—'ﬁ? F15& 17.81.08
F1E# Fiz m

™

[

-




[E] PCGDist=6611 Rel=17.02.00 11/01/2017 DOEO0DL  CADEVEYS CASECOMD GREEM [= [ | =
Financial Accounting & Reporting FARFPP18A

FKey IRS 1899 Processing HMenu

1099 /P Claims Mass Update
1099 A/P Claims Maintenance
1099 Journal Youcher Maintenance

1099 Yendor Edit Listing
1099 Details Edit Listing

Print 1099-MISC Forms
Create 1099 Export File

DisplayfUpdate 1099 System Control Data
Yendor File Maintenance

BE Bk bl bk

Master ”“’[igt
sy | L7 | 5= | R | s

Lets take a look at the 1099 A/P Claim Maintenance
(PF1) (PF12) (PF10) (PF2)
6. Print the 1099 Vendor Edit Listing.




[[l PCGDist=6611 Rel=17.02.00 11/01/2017 DOE00L  CADEVSYS CASECOMD GREEM (o [@] ==

Expense Uendor : 188 7:13 SERUICES FARPHM1 82
PAID 1440 LUMBER COMPANY ROAD
TALKING ROCK, GA 38175
Seq: 9918 AfPF blnc: 421 Cross-ref seq:
Description: 1483 Uendor ref: 1483
PURCHASED SERUVICE Purchase order: 8688884
Date: &8/15/2@16 Amount: 1680.08
Disc date: Discount amount:
Payment: 9/09/2016 Check # 211496 Amount: 1868.88 Bank: GCBA
¥ Fnd F Prgm Fnct Objct Fcty B Addt'l Amount 1899
Charge to: 17 1188 9998 2688 38818 8613 1840.068 Fil
53] _
53] _
5] _
5] _
S]] _
53] _
53] _
5] _
5] _

Amount Indicators:

1 - Rents 2 - Royalties 3 - Other income
4 - Fed income tax w/h 5 - Fishing boat 6 - Hedical payments
7 - Honemployee comp 8 - Lieu of dividends 9 - Hot Applicable
B - Parachute payments C - Legal services D - Section 48%9A deferrals
E - Section 48974 income

EHTER = Ualidate

F16 to Reenter/Exit

ENTELSP F12 17.61.00

Fig l

On A/P claims maintenance...Claims will only be included on a 1099 if a 1099 indicator is prese
For Non-reported 1099 claims, delete the entry in the 1099 field where appropriate and sele
ENTER twice.
7 Perform 1099 Accounts Payable (A/P) journal voucher maintenance by identifying the j
entry posted 1099 claims.



[l PCGDist=6611 Rel=17.02.00 11/01/2017 DOE 001  CADEWSYS CASECOMND GREEM [= [ | =
Financial Accounting & Reporting FARPP188

IRS 1899 Processing HMenu

-- 1099 AP Claims Mass Update
-- 1099 AP Claims Maintenance
-- 1099 Journal Youcher Maintenance

-- 1099 Yendor Edit Listing
1099 Details Edit Listing

-- Print 1099-MI5C Forms
-- Create 1099 Export File

I
sl b L4

- - DisplayfUpdate 1099 System Control Data
- - ¥endor File Maintenance

Mastep ”“r[igt

F1E# “—u% Wor@ MOMITOFR. | MOMITOR,

Run the 1099 Detail Edit Listing

8 Print the 1099 Details Edit Listing.
If there are errors, correct the errors and generate the report again to ensure accurac
Repeat this process as often as needed.




[l PCGDist=A611 Rel=17.02.00 11/01/2017 DOE001  CADEVSYS CASECOND GREEM IERERIE

FARPHM1 85
1899 DETAILS EDIT LISTIHG
IRS 1899 REPORTIHG YEAR: 17
ENTER = Continue, F16 = Exit
ENTE‘V 17.81.488
F1E-

Verify the defaulting current calendar within the IRS 1099 REPORTING
YEAR field is
correct, and select Enter. This will generate the report .




BEPORT ID: FARPRIOS 10535 DETALATLS EDIT LISTINTIG BAGE: 1
BEPORT DATE: 11/01/52017 ET WENDOR MNAME LIEPORT TIME: 01:4% PM
STSTEM: 6611 GILMER CO. EOARD OF EDTICATION
124 INDUSTRIAL ELVD

ELLTIJAY, A 30540

EMPLOYTER: FEDERAL II* (EIN): S26000247 FILIMNG FOR: 2017 M2ME CONTROL: TCC: 00000 AMT IMNDICATORS: 1,3.7.C
TRANZ TRAN:  SEQUEMCE CHECE  CHECE 1055 TRANE ACCOTNT
CODE DATE NIMEEER NIMGER __DESCETPTTOM T AMOTINT NUME ER
VENDOER: O080A7 AMY E. HOLT, OTD, OTRSL 1099 (T/My: 1 FED-ID (¥ /M) : T SEN/EIN: 262730411 NAME CONTROL:
AD 0ls1323/10 9984 212484 1EZ31E01& 7 2le Le 17-100-0-E051-1000-32611001 120000000
AP 01713712 9954 212454 12312016 ? 8l&. 56 17-100-0-2051-1000-23611001 120000000
AD 0ls1323/10 9984 212484 1EZ31E01& 7 2le Le 17-100-0-Z051-1000-32611 001070000000
AP 01713712 9954 212454 12312016 ? 815,57 17-100-0-2051-1000-2361100Z 120000000
CONTROL 7: 3,286 25
WENDOER: 005111 JAKE MCCLURE 1029 (T/N) - T FED-ID (YT#/Hh - T SENYEIN: 254318785 NAME CONTROL:
AD 0ls1323/1°0 9990 212483 1Z17E01e 7 lbe. 22 17-100-0-23230-2100-2611 001070000021
CONTROL 7: lte 22
VENDOE: O07451 MTSTY HEMELET 1029 0T/N): ¥ FED-ID (¥/H): T SEN/EIN: ZLEE1E9Zl NAME CONTROL:
ap Ol/06/1%  S9FE 212433 010&E017 7 157 &0 17-100-0-2330-2100-3611 001360000000
CONTROL 7: 157 _E0
WENDOE: O05713%  TEREY EZELL 1099 (/M) : ¥ FED-ID (/M) - T SENSEIM: ZE&701Z38 NAME COMTROL:
AD 0l713/1%2 9979 z1E445 12152016 ? &7E.00 17-100-0-3330-2100-26110010700000Z1
——— EBEPORT TOTLLE ——-—
1-Pent= - F0_00 E—Poywaltis=s F0_00 EF—0tcther Irnc - F0_00
A—Fedaeral T FO_0OO E—Eoat — FO_0O0O E—HMedical z FO_0O0O
FMormemwn oSy - $4_2zE=Z_E& S—Divwiderds - F0._00 D= 0 H F0._00
E-Earachar.e - F0O .00 C—Legal H F0O .00 L—40234 Dt H F0O .00
E—4095h Twe—e - 000

TOTAL MITMEER OF VEMDORS DREQUIRTIMNC 1099'=
TOTAL HNUMEER OF VEMNDORS WITH ERRORS

oe

Verify the Edit Listing carefully paying particular attention to the final page of the report
identifying the “Total Number of Vendors Requiring 1099°s” and the “Total Number of
Vendors with Errors”. Where appropriate, PCGenesis identifies the error codes within
the Error Table portion of the report. Correct all errors and repeat this procedure until
there are no errors.




[l PCGDist=6611 Rel=17.02.00 11/01/2017 DOE 001  CADEWSYS CASECOMND GREEM [= [ | =
Financial Accounting & Reporting FARPP188

IRS 1899 Processing HMenu

-- 1099 AP Claims Mass Update
-- 1099 AP Claims Maintenance
-- 1099 Journal Youcher Maintenance

-- 1099 Yendor Edit Listing
1099 Details Edit Listing

1
sl b L4

-- Print 1099-MI5C Forms
-- Create 1099 Export File

- - DisplayfUpdate 1099 System Control Data
- - ¥endor File Maintenance

Mastep ”“r[igt

F1E# “—u% Wor@ MOMITOFR. | MOMITOR,

Print the 1099’s




Al PCGDist=6611 Rel=17.02.00 11/01/2017 DOE 001  CADEWSYS CASECOMD GREEM o || = | 2]
FARPH188

UERIFY 1899-HISC FORMS ARE IHSERTED**?

Combine Duplicate SSHs/EINs?
% Yes
i~ Mo

Select the desired print option.
' Print All 1099's
Indicate Desired Print Sequence
“ Vendor Name
" Vendor 5SN/EIN
" ¥Yendor Nbr

" Reprnnt 1099's for the Following EIN's/55H"s:

Enter = Continue, F16 = Exit
EHTE.? 14.84.088

Fic l




Month End Reports

» Financial Reporting and Month/Yr-End Close
Menu (PF9)

» List Summary and Current Month Detail
(including DE FORM 0396) (PF17)




Month End Reports

» General Ledger
» Fund balancing totals
»No “OUT OF BALANCE” message
» Cash on Hand (102) is Zero

» Expenditure Detail and Summary equal GL 602
and 302

» Open Accounts Payable report equals GL 421,
422, and any other payable balance used




Month End Reports

» Open Accounts Receivable report equals GL
141, 153, and any other receivable balance
used

» Open Purchase Orders report equals GL 603
and 753

» Cash reports equal GL 101
» Summary reports equal Detail reports




Month End Reports

i) PCGDist=8991 Rel=17.02.00 11/07/2017 DOED0L  CADEWSYS CASECOND GREEM (o= | =]
Monthly Reports MHTH B85 a8

Enter Period Ending: 11 87 17 (HHDDYY)

Enter 'X' next to Reports to be Printed:

MRPTUB18 - Detail of Investments

MRPTBB18 - Combined Journal by Bank and Fund
MRPTBB28 - Summary of Balances by Bank and Fund
MRPTBB28 - Cash Journal by Bank and Date
MRPTRE18 - Revenue Journal Detail

MREPTRE28 - Revenue Journal Summary

MRPTEB18 - Expenditure Journal Detail

MRPTEB28 - Expenditure Journal Summary

MRPTEB38 - Expenditure Journal Summary by Function and Object
MRPTJB18 - General Ledger

MRPTJEB28 - Combined Balance Sheet

MRPTHB18 - Revenue and Expenditure Comparison
MRPTB328 - DE FORH B3%6 {General Fund})
MRPTO325 - DE FORHM 8396-S5FS (School Food Service)
MRPTB325 - DE FORHM B396-158 {(Consolidated Fund)

HOTE: The Monthly Reports above have HO ROLL-UP CAPABILITIES

EHTER = Continue, F16 = Reenter/Exit
““? 17 .81._688

'15«




Cash Journal by Bank and Date =
Summary of Balances by Bank and Fund

Combined Journal by Bank and Fund =
Summary of Balances by Bank and Fund

General Ledger Cash in Bank Fund 100 =
Summary of Balances by Bank and Fund




W2’s

PCGenesis Payroll System Operations Guide

W-2 Statement Processing Checklist

Follow these steps in the order presented.

Print a Year-to-Date (YID) Earnings’ Register: Summary by Employee.

Print a Year-to-Date (YTD) Earnings’ Register: YTD Employer Benefits Register —
Summary by Employee.

Print the Employver Copy of the W-2s and verify the W2 Form Printing — Successful
Completion screen’s totals are correct.

Balance the W-2s against the Year-to-Date Earnings Register’s results,

Print the Employee Copy of the W-2s and create the W2REPORT file.

Reprint W-2s and recreate the W2REPORT file as needed.

Download and install the AceuWage sottware for the current calendar year.

Verify the SSA file(s) via AccuWage.

E=20 B--0 B - BT

Web submission: Via the Web, upload the tax information to the SSA and to the GA
DOR. The correct file to upload 1s K:X\SECOND'PAYSSA\W2REPORT .

Social Security Administration

GA Department of Revenue

10

Web submission: Via the Web, upload the G-1003 csv file to the GA DOR. The
correct file to upload is K:'\SECOND'PAYSSA'1003.csv .

GA Department of Revenue




To prepare to print W2’s (PF2)(PF10)(PF13)
1 Print a Year-to-Date (YTD) Earnings’ Register

m PCi5 Dist=8991 Rel=17.02.00 11/07/2017 DOE 002 CHDEWEYS CASECOMND SREEM _IElIiI
FEey Master Menu
_1 | -- Financial Accounting & Reporting System
_2 | -- Payroll System
_3 | -- Personnel System
Ll -- Certified/Classified Personnel Information System
_5 | -- Budget System

c

30 | -- System Utilities

Wastap llserlist 14.082._088

e & .




Leave blank to get all Employee’s

m PCG Dist=8991 Rel=17.02.00 11/07/2017 DOEO02  CADEWSYS CASECOMD GREEM _IEllil

Enter Beginning Date: 1612817

Enter Ending Date: 12/31/2817

Enter Empl# {Leave blank to print ALL):

Enter Class {Leave blank to print ALL): __

Enter 'X' for Sort Selection: _ Employee Hame Sequence
_ Mame within Class

m PCG Dist=8991 Rel=17.02.00 11/07/2017 DOE002  CADEWSYS CASECOMD GREEM
Create Employee’s Earnings Register to Load in Excel?
* No
= Yes

B Enter the Export file Path and Name (e.g. C:\EXPORT\YTDERSumEmpCYHD.CSU

ENTER = Continue, F16 = Exit Program o F18 to Brouwse for File
ENYEV
& C:\EXPORTAYTDERSumMEmMp28171187 .C5U
o NOTE: DIRECTORY Must Already Exist
<[ 4
C
Enter=continue, F18=Brouwse 16.84_88

ENTEV Fl'ﬁlFZ‘% F3§ F‘I FS FS F? F u F3 , F1l] F“E FIZE FISQ
FIS« F|7E;)|F|sm | | | ‘ Help
<[




No Errors

Subsequent pages of the report summarize Earnings History information for each employee
for the time period specified. Separate summaries are given for Medicare Only totals.

EMP ff: 89932cZ MAME : TA4CEY, PO4ELTL CLAZE: 09
g,917.45 5,317.48 2,317, 48 8,917, 48 g, 31748 6,107.54
1137.20 03 399,64 S04 EE_ 00 fEO L3k .04 saz LLZ . g8 sBh 12928 f86
EMP f: 99054 MAME : TALEZ, CLERENCE CLASE: 01
17,411.1:= 17,411.1= 17,411, 1= 14,203, 64 14, 303.64 11,050 43
Q1L L2 Jfo3 E0Z.Z0 04 1787 £8 09 Le_ 2z 717 404 .20 F£47 400,00 54 16,00 fE5e 1044 &2 /32 217,80 f85 Zl4. e84 JBE
2607 .48 787
EMPF #: S5cll HAME : TI?, NOVEBERT CLaZE: 0=
_ Lo L,E7z. 03 LETE 02 L, BTz 03 L, E7z. 03 L, E7E_03 4, 719 325
SZ.94 J04 Z23.1e 17 334,32 s8:2 345.45 785 0.8l /56
EMPF #: S2:87 HAME : ZEXED&A, LOSD CLazs: 01
& 00 Z0,477 .08 Z0,477 .08 z0,477. 08 19,104 52 12,104 52 14,541 .87
993,32 J03 TeE.88 S04 2778 J03 fg.3z F17 404 .30 747 .00 JE0 1758 fd fSE 0 1l5d .45 S8 277.01 f88 137z, E56 SB7
TEPORT DATE 11072017 EAPMNINGS HISTORY RECISTER FOR Ol,01-17 THREIF 1231717
CODE  DESCRETET TOR CERTIFIED IO —C ERT TF TED TOTAL
BPECGULAR HOLIRS =_s0 TS0 =5 TS0 FE
OWVE BT ITIE EOLTER= 1==_ oo 1==_ 00
PECULAR CROSS E,.EZas, 0S8 == 1, =3=a._ . FEs. 72 A, ETFA_ DSS_ Os
OVE BT ITIE SEROSS a,.=21_0o0 = 0ls. =0 1= .,007F_ =0
COMTRACT SROSS
TOTAL CROSS E,.EEa, F0O0.=5 1. 3==2 . 7?73 52 A, ESTF OFE_ =S
A TAWAELE CROSS =.=21=, 92310 1.17Fa_ 09s. =0 ZF,.oEs_ 073 =0
FED . TANABLE CROSS =.=1=,. 92310 1.17Fa_ 09s. =0 ZF,.oEs_ 072 =0
PEERS CROSS alz_ =11 =52 4alz.=11._ =52

TP CROS= FLAESD 0lLs_ == FTEO . S=Z=. 12 F.ES2 _ =S=T2. 00
OLDERS GROSS
HMENERS CGCEOSS

oASDI CROSS E2L,OFE.1T4a4.5= 1.=2=5_.s50. 31 a,. =27 Fea. ==

HI CcROS=s EFL,OFPEZ . 1Ta.5= 1. ==5_.s50_ 31 a,. =27 Fea. ==

CHL CROSS
oL EMP LOYEE AFINTITY S7.sl10.00 F LSS0 0o S5 ,.=14a. 00
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The final page(s) of the report identifies Certified/Non-Certified employees’ overall and net
totals, and employee totals. Use this information in W-2 Statement Balancing. Where
appropriate, the page lists voided payroll checks and voided direct deposits.




OASDI Errors look at error report for the employee If the OASDI/HI Warning screen displays, select Enter
and access the Queue Print Manager to print the Earnings Register. Print the Employees’ Earnings History
Report, and verify the OASDI and HI totals are correct. Where applicable, add an earnings history record
to correct this error. After making the appropriate modifications, repeat this procedure beginning at
Step 1.




2 Print a Year-to-Date (YTD) Earnings’ Register: YTD Employer Benefits Register - Summary
by Employee.

Printing a Year-to-Date (YTD) Summary by Employee Earnings Register provides the
instructions to print the YTD earnings history information.

3 Print the Employer Copy of the W-2s and verify the W2 Form Printing - Successful

Completion screen’s totals are correct.
Year-to-date (YTD) earnings history information must be printed and verified against the

Employer Copy of the W-2s before the Employee Copy of the W-2s are printed

m PCG Dist=8991 Rel=17.02.00 11/07/2017 DOE 002  CADEWSYS CASECOMD GREEM _|E||i|
FKey Earnings History Henu -

1_| -- Add Earnings History Record

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

3 | -- Print Employee's Earnings History

Print ¥'TD Earnings' Register:

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

Master llsepl.st 11.81.088
:

e | S | Wi | AN | MEND %
n Q LA




Print W-2’s (PF2)(PF4)(PF10) Employee
(PF12) Employer

[Al PCGDist=2991 Rel=17.02.00 11/07/2017 DOE002  CADEWSYS CASECOMD GREEM _|EI|£|
FKey Annual Reports Henu -

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2 | -- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11_| -- Print Blank ¥-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

Masbap Userlist 16.683.81
F1E« I]-U% Wur% MDPI\*I":OrR MvDrEJ!?I"lO[F{




After W’2’s are Complete upload files to
IRS

» Carefully verify the school district or system totals. Also verify the number of
Medicare and Non-Medicare employees, and ensure that the total number of
W-2s printed is correct.




Two files are created that need to be
uploaded to the IRS

W2 Flactronic Hedia

Successful Completion

The data file that was created must now be sent to the Federal government.
Trancmit the File created per instructions.

-—-————--—- Filec Created ---———-—-

C:A\SECOHDYPAYESA\WZREPDRT
CASECONDAYPAYSSAVTIRAZ _CSU

~--—-——--- WZREPORT File Totals -~

Total MHumber OF W2's For Medicare 0nly (HI 0nly) Employees = a
Total Humber OF W2's For FICA (HI and OASDI) Employees - 213

-——————--- C-10083 STATE INFORMATION --———--—--

Grand total GA state wages: 6,604,223 21
Grand total GA state tax: 203,347 18

EHTER or F16 to Exit, F1Ff to print the screen




Common Error with G1003

» Opening the file in excel will change the date format. Need to make sure files
is saved as CSV. If you have an issue contact the help desk.

» Date format should be YYYY-MM-DD
» When you log into the DPOR make sure you choose want to upload a file.

» The files should be found on the K: second/gosend




