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Good morning & welcome to the PCGenesis Current Status & Future Plans Session.
Angela & | thank you for coming today. Please feel free to make comments or ask
qguestions during the presentation. When we get to the future plans portion, we need
your input to help us focus on your needs. So all of you, please join in the discussion



PowerPoints Available on

liscellaneous Updates / Installation Instructions

(FY14) Year-End Updates and

LUAS Manus!

Technical System Operations Guide

Release Information

Calendar Year 2013 PowerPoints

o] 013-PCG rrent S
013-PCG cent

The Payroll Issues class is usually a full day class. We will try to cover as much material
as possible during a 50 minute session. However, all of today’s PowerPoint
presentations will be available on our documentation website under ‘Release

Information’. We will publish the PowerPoint along with the presenter’s notes for
future viewing.

& Future Plans
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Agenda

* Void/Add Menu

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Correcting PSERS and TRS

* Overpayments

* Garnishments

W2s




Problems in Current Payroll
Void/Add Menu

* An erroris discovered ORI -~
= Frey Check and Direct Deposit Menu

that requires a check to =

1| -- Print Balance Sheets [Atter Updates)
. 2| -~ Calculate Payroll & Print Excepti

b e VO | d e d . By-- c:|:|::: vm:n ¢ mﬁ T:t:;:‘;?;:r
_4 | -~ Calculate Payroll & Update YTD [Final)
24| -~ Import Leave Data for Paystubs From Leave Management System

5 | -~ Prgtp liect Deposits

* An error is discovered
that requires a check to SN —

be voided and reissued. I 3 o i s o

12 -- Print Final Payroll Distribution
13 -- Update Eamings History With Current Pay

e An emp'oyee Was left 4| -~ Update Budget Files With Current Pay
off the payroll.

* Check/Direct Deposit
Void/Add Menu (F6) — SEmmm 11

I3

The Check/Direct Deposit Void/Add Menu (F6) is used to correct check errors for the
current payroll. Checks may be voided, issued, or reissued as necessary.

If you send a NACHA file to the bank, and the bank tries to process the file but finds an
error, as long as the user has NOT run F13, Update Earnings History, and F14, Update
Budget Files, the user can use the Check/Direct Deposit Void/Add Menu to correct the
NACHA file. This can be a life saver!!!

Pattie Problemcauser did some extra work for her principal and he said that she would
get paid for it. You didn’t find out until after checks were printed, but before they were
distributed. You can reissue the check through the Void/Add process.

Void/Reissues can handle both regular checks and direct deposits.



Problems in Current Payroll
Void/Add Menu

* NACHA error — bad account number on
Withholding screen.

* Missing employee pay.
* Add/delete a deduction amount.

* But! This depends on not having processed
step F13 and F14. Otherwise a restore will be
required.

Many problems can be fixed with the Void/Add process.

If the NACHA file was created, sent to the bank, and then rejected because of a bad
account number, the problem can be corrected.

If an employee is missing pay, the problem can be corrected. Or, if a deduction was
taken or not taken as it was supposed to be, the problem can be corrected.

We can run and re-run the Void/Add process as many times as necessary as long as
F13, Update Earnings History, and F14, Update Budget Files, as NOT been run. Once
F13 and F14 have been executed, corrections can’t be made unless files are restored.



Problems in Current Payroll
Void/Add Menu

B PCGDist=8991 Rel=12.03.00 10/11/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =1&|x|
S:reen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE MONITOR
Setup payroll for new pay period v These Steps
Run exceptions register with no exceptions V
Post substitute pay and enplovee leave ¥ can be
Calculate payroll and update YTD figures Y
. Print paychecks and Direct Deposits v repeated as
BUt, earnings / Void/Add Run Completed Y
. (This cycle can be repeated more than once) / Final Register often as
hlstory and \ Deduction Registers V
\ Final Distribution ¥ necessary
bud et files Update earnings history with current pay N
g Update budget files with current pay N
have NOT Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types ¥ 01d PSERS: ¥ 01d ERS: N New PSERS: Vv
been updated Special Gross Types Ty TRS: ¥ New ERS: N

---------------------- PAYROLLS SELECTED DURING SETUP: —------==-mmmmmmmmeeee
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 09/28/12 Y

Selected classes: 1 2 3 & S5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Fl6=exit. 12.03.00

First, note that the final and deduction registers, and the final payroll distribution steps
can be repeated as often as necessary, regardless of whether you are doing a Void/Add
process.

We can run and re-run all the registers and reports as many times as necessary as long
as F13, Update Earnings History, and F14, Update Budget Files, as NOT been run.
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B PCGDist=8991 Rel=12.03.00 10/11/2012 DOD 001  C:\DEVSYS C:\SECOND
Payroll System

Check and Direct Deposit Menu

-~ Print Balance Sheets (After Updates)

-~ Calculate Payroll & Print Exceptions

-~ Calculate Payroll & Print Trial Register

-~ Calculate Payroll & Update YTD [Final)

-- Import Leave Data for Paystubs From Leave Management System

-~ Print Paychecks and Direct Deposits
heck/Direct Deng oid/Add Mi

-~ Print Deduction Registers & Create Direct Deposit Export File

-- Manual Checks & Voids From Previous Pay Menu

-~ Print Final Payroll Distribution
- Update Earnings History With Current Pay
- Update Budget Files With Current Pay

Problems in Current Payroll

x|

PAYNOBO3

For example, we can run the Final Register a second or third time.




Problems in Current Payroll

B PCGDist=8991 Rel=12.03.00 10/11/2012 DOD 001  C:\DEVSYS C:\SECOND ) =15 x|
PAYREGP

PROCESS RUN OUT OF SEQUENCE

Final payroll registers and deduction registers
have already been run. If you continue you
must also rerun the deduction registers and all
subsequent processing steps through final
payroll distribution.

@M

When | try to run the Final Register a second time, the following screen is displayed. F1
will allow the Final Register to continue processing.



Problems in Current Payroll

B PCGDist=8991 Rel=12.03.00 10/11/2012 DOD 001  C:ADEVSYS (C:\SECOND GREEN =8| x|
& Screen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE MONITOR
Setup payroll for new pay period v NOW,
Run exceptions register with no exceptions V .
Post substitute pay and employee leave v deduction
Calculate payroll and update YTD figures S ¢ a
Print paychecks and Direct Deposits 4 reglsters
/ Void/Add Run Completed V f
(This cycle can be repeated more than once) / Final Register v
\ Deduction Registers N and lnal
\ Final Distribution N 1 1 i
Update earnings history with current pay N dISt"bUtlon
Update budget files with current pay N can be rerun
Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types 3 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types : ¥ TRS: ¥ New ERS: N

---------------------- PAYROLLS SELECTED DURING SETUP: —------==-mmmmmmmmeeee
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 09/28/12 Y

Selected classes: 1 2 3 & S5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=6o to screen 2, Fi6=exit. 12.03.00

Once the Final Register has been run a second time, the rest of the steps must be

completed in order. The Deduction Registers and Final Distribution must be rerun as

well.

10



Problems in Current Payroll
Void/Add Menu

B PCGDist=8991 Rel=12.03.00 10/11/2012 DOD 001  C:ADEVSYS (C:\SECOND =8| x|
Status Active Update/Display Gross Data PAYO7
EmpNo 88669 DAMLING, BELKIS Class 10 CLERICAL
SSN  999-08-8669 Loc 102 Location 000102 Job cd 110 CLERICAL
Cert level BO  State yrs 0 Pay step E Local yrs 5 Salary sched
Work sched ID Hrs/Day 8.000 Days/Week 0  Hrs/Week 40.00 13/14 pay ind
Ann work days O Days worked YTD 0.00 This per 0.00 Days docked YTD 0.00 This per 0.00

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
01. S 6011 1472.00 1.0000
62. S 8364 125.00
03. B 0301 31.94-
4.
05.
06.

1565. 06 1.0008
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract nistrih

ACCT 01 13 100 9990 2400 14200 162 1 1472.00 88.32 1472.00
ACCT 62 13 1060 9990 2400 142008 162 1 125.00 7.50 125.00
AccT 13 160 9990 2400 14280 162 1 31.94-
ACCT B4 00
ACCT 05 00
ACCT 06 00

1597.00 95.82 1565.06

TRS & ERS Pens Gross Adj Total gross 15 Need to add
Ant/% Contract amt 19164.00 Cycle gross 1597.00 cycle 1 extra pay
L)

Pay sch. # 12 State salary Local salary 17664.00 Other

i Y
e g TRS service dng 1 o e/ N0 et 19 DUt caN't
e T e e e ) modify any
-h-mm-mm--- & fields on the

screen

However, rerunning the reports will not correct a problem with the payroll. For
example, if | try to make a change to an employee’s Gross Data screen, | am not able to
change the screen to modify mode by using F9. | can’t add any additional pay.



Problems in Current Payroll
Void/Add Men

B PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l&]x]
Payroll System PAYHOBO3
FKey Check and Direct Deposit Menu

-~ Print Balance Sheets [After Updates)

-~ Calculate Payroll & Print Exceptions

-~ Calculate Payroll & Print Trial Register

-- Calculate Payroll & Update YTD [Final)

-~ Import Leave Data for Paystubs From Leave Management System
- Print o, i

Need to correct
problems for specific
employees, but checks
have already been
printed.

-~ Check{Direct Deposit Void/Add Menu
SinelRasoll

-~ Print Deduction Registers & Create Direct Deposit Export File

-- Manual Checks & Voids From Previous Pay Menu

- = Print Final Payroll Distribution
-- Update Earnings History With Current Pay
-~ Update Budget Files With Current Pay

el b e bkl |

L Y A Y [ I e I
eegivglae [ [ [ [ [ [ [ T [ [ |

If checks have already printed, but | need to add missing pay for an employee, | can
start the Void/Add process.



Problems in Current Payroll
Void/Add Men

B PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l&]x]
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure
T —
-~ Step 1. Void/Add Request

I

Once you start a
Void/Add process, it
must be completed.

5 U for Adjustments as

-~ Step 3. Trial Register for Additional Checks/Direct Deposits
-- Step 4. Calculate Pay and Update YTD

-~ Step 5. Print Additional Checks/Direct Deposits

-~ VoidjAdd Procedure Monitor

B E bk

5 | -- VoidjAdd Check to Direct Deposit Bank

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

G| L5 N D | O YO OO OO | |~ 7-o-08

eegivglae [ [ [ [ [ [ [ T [ [ |

Step 1:
Once a Void/Add process has been started, it must be completed! We start by running
Step 1 — Void/Add Request Procedure.



Problems in Current Payroll
Void/Add Men
B PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN x|
PAYUOID
Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Number: v|
Employee:
Check/DD #:
Amount :
Enter - Continue, F16 - ReEnter/Exit 12.02.00

Enter the employee’s number. This is the employee with the incorrect check.

14



Problems in Current Payroll
Void/Add Men

B PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l8lx|
PAYUOID

Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Number: 88669
Employee: DAMLING, BE4KIS

Check/DD #: 50283

Amount: 1,385
Will a replacement check / direct deposit be issued? YES (v:@

Enter - Continue, F16 - ReEnter/Exit 12.03.01

Verify that this is the check which should be voided.

To simply void the check, answer NO to the question, “Will a replacement check / direct
deposit be issued?”

To void and then to reissue a new check, answer YES to the question, “Will a
replacement check / direct deposit be issued?”

15



Problems in Current Payroll
Void/Add Men

B PCGDIst=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =&l x|
Status Active Update/Display Gross Data PAYO7
EmpNo 88669 DA4LING, BEA4KIS Class 10 CLERICAL
SSN  999-08-8669 Loc 102 Location 000102 Job cd 110 CLERICAL
Cert level BO  State yrs 0 Pay step E Local yrs 5 Salary sched
Work sched ID Hrs/Day 8.000 Days/Week 0  Hrs/Week 40.00 13/14 pay ind
Ann work days O Days worked YTD 0.00 This per 0.00 Days docked YTD 0.00 This per 0.00
Proc Pay Pay Rate Days/Hrs Days/Hrs  Regular Overtime GHI % Pay Pay for
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
01. S 6011 1472.00 1.0000
82. S 6304 125.00
03. B 0301 31.94-
4.
05.
06.
1565. 06 1.0008 Sub
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib
ACCT 01 13 100 9990 2400 14200 162 1 1472.00
ACCT 62 13 1060 9990 2400 142008 162 1 125.00
AccT 13 160 9990 2400 14280 162 1 31.94-
ACCT B4 00
ACCT 05 00
ACCT 06 00
1565.06
TRS & ERS Pens Gross Adj Total gross 1565.06
Ant/% Contract amt 19164.00 Cycle gross 1597.00 Cycle 1
Pay sch. # 12 State salary Local salary 17664.00 Other NOW the
Pens code 2 TRS Pens elig date 9/04/2007 Ant/% .0600 Contmo 10
Pens switch ¥ TRS service ind 1 gross data

fields can be
modified

Step 2:
Now when | access an employee’s Gross Data screen, | am able to change the screen to
modify mode by using F9. | can now add additional pay!

If | need to change deduction amounts or change direct deposit account numbers, |
would find that F9 is now available on all of the employee payroll screens.



Problems in Current Payroll
Void/Add Men

¥ PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001  CADEVSYS CASECOND GREEN =l8]x|
Status fActive Update/Display Gross Data PAYO7
EmpNo 88669 DAMLING, BEAKIS Class 10 CLERICAL

SSN  999-08-8669 Loc 102 Location 006162 Job cd 118 CLERICAL

Cert level BO  State yrs _ Pay step E Local yrs 5 Salary sched
Work sched ID __ Hrs/Day _8.000 Days/Week 8 Hrs/Week _40.00 13/14 pay ind _
Ann work days __ O Days worked YTD  ©0.00 This per __0.00 Days docked YTD 0.00 This per __0.00

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay P . .
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Per The mlss"’]g
01. S 0011 1472.00 1.0000 __
o2. 5 3o —zse ——__ ___ — ] paycan be
— added
8. _ —_—
2115.31 1.0000 Sub
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib
ACCT 01 13 100 _ 9990 2400 14200 _162 1 1472.00
ACCT 62 13 100 _ 9990 2400 14200 162 1 -
ACCT 63 13 100 _ 9990 2400 14200 162 1 31.94- =
ACCT 04 13 100 _ 9990 2400 14200 162 1 -
ACCT 05 60 - =
ACCT 86 80 s t— — " S—— -
1565.06
TRS & ERS Pens Gross Adj Total gross  2115.31
Ant/% Contract amt _19164.88 Cycle gross _1597.00 Cycle 1 Cal ¥r
Pay sch. # 12 State salary Local salary _17664.00 Other __1500.00
Pens code 2 TRS Pens elig date _9/04/2007 Ant/% -0608 Contmo 18
Pens switch ¥ TRS service ind 1 PY contmo 18
Validations passed. Save your changes.
4 [ 1 = P2 % N N N =N 12.03.00
Per | Ded | o [wH [ Lv [ vid [ el | Adj [Fica| Gar |

Step 2:

Now the additional pay can be added. | am using a Proc Type of ‘B’ for a salary
adjustment with no pension calculated. This adjustment will be deleted next time
payroll setup is run.



Problems in Current Payroll
Void/Add Men

B PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l&]x]
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure

_1 | -- Step 1. VoidjAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
31-- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
_5 | -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void/Add Procedure Monitor

15 | -- Void/Add Check to Direct Deposit Bank

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

G| L5 N D | O YO OO OO | |~ 7-o-08

eegivglae [ [ [ [ [ [ [ T [ [ |

I now return to the Check/Direct Deposit Void/Add Procedure Menu. From here, let’s
look at the Void/Add Procedure Monitor, F12.

18



B PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND

UOID/ADD PAYROLL SEQUENCE MONITOR

Request additional checks

Run exceptions register with no exceptions
Calc payroll and update YTD figures

Print paychecks and Direct Deposits

Press F16 to exit.

N

N

Problems in Current Payroll
Void/Add Men‘u

SCIE

—

Check the
Void/Add
Monitor to track
your steps

12.03.00

Use the Void/Add Monitor to track your steps in the Void/Add process. You can see

that | have requested additional checks, but have not gone any further yet.

19



Problems in Current Payroll
Void/Add Menu

1= 6/2012 DOD 00! C:\DEVSYS C:\SECOND -
B PCG Dist=6991 Rel=12.03.00 10/16/201 1 scr"" e The VOId/Add
PAYROLL SEQUENCE MONITOR R .
un is NOT
Setup payroll for new pay period
complete

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<<<<

/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register N

\ Deduction Registers N

\ Final Distribution N
Update earnings history with current pay
Update budget files with current pay

Deduct Pension:
01d PSERS: ¥ 01d ERS: N New PSERS: V¥
TRS: ¥ HNew ERS: N

Manual/Uoid Checks Run nnly
Regular Gross Types
Special Gross Types

<<z zz

—————————————————————— PAYROLLS SELECTED DURING SETUP: —-------=-m-mmommmmeme
PAY NO. PAYS

SCH TAX CALC DESCRIPTION PERIIID CHECK DATE GHI
12 12 MONTHLY 09/28/12 v

Selected classes: 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Fl6=exit. 12.03.00

We can also track our progress on the main Payroll Monitor. You can see that the
Void/Add Run is NOT complete. | will not be able to run the registers or final
distribution until the Void/Add Run is complete.

20



Problems in Current Payroll
Void/Add Men

B PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l&]x]
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure

1 | -- Step 1. VoidjAdd Request Procedure

f to-tpdate-emefor Necegsa
< 3 | -- Step 3. Trial Register for Additional Che:ksmlre:w
A TS Y P T
_5 | -- Step 5. Print Additional Checks/Direct Deposits

_12 | -- Void/Add Procedure Monitor

15 | -- Void/Add Check to Direct Deposit Bank

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

G| L5 N D | O YO OO OO | |~ 7-o-08

eegivglae [ [ [ [ [ [ [ T [ [ |

Step 3:
From the Add/Void Menu, we will run the Trial Register (F3) for the reissued or voided
checks.

Note that Step 3, 4, and 5 must be run in order.



Problems in Current Payroll
Void/Add Menu

Exceptions Report

REPORT DATE 10/16/2012 PAYEXCEP CALC EXCEPTIONS REGISTER FOR PAY 05/28/12 PAGE 1
EXCEPTIONS REGISTER COMPLETED
RECORDS INPUT 1
FATAL ERRORS -]
CAUTION ERRORS 0
—

Step 3:
Review the Exceptions Report. Note that only one record has been input.

22



Problems in Current Payroll
Void/Add Menu

REPORT DATE 10/16/2012 05:18 PAYTRIAL PAYROLL TRIAL REGISTER FOR PAY 05/28/12 PAGE 1
LOCATION 0102 - Location 000102
LoC EMP ¢ CL NAME REG HRS OT HRS GROSS ANNUITY FEDERAL ORSDI HI STATE RETIRE AEIC
0102 88€€3 10 DA4LING, BE4KIS 2115.31 €0.81 71.22 24.59 5€.66 §5.82
NET PAY: 1385.4%5 DD
31€.8€ /0B 102.86 /33 /13 1.00 /43
REPORT DATE 10/1€/2012 09:18 PAYTRIAL PAYROLL TRIAL REGISTER FOR PAY 09/28/12 PAGE 3
PAYROLL GROSS 2,115.31
FICA - OASDI 71.22 1,€95.59
FICA - EEALTE INSURANCE 24.8% 1,€98.5%
03 FED INCOME TAX €0.81
04 VENDOR 000012 56.€6
08  GHI-NON-CERT 316.86 I
33 VENDOR 002320 102.86€ I
43 VENDOR 004320 1.00
TRS 95.82 1,897.00

* PAYROLL CHECKS NET

Trial Register

¢ DIRECT DEFOSIT NET 1,385.49
TOTAL DEDUCTIONS 723.82 shows one
¢ OF CHECKS TC BE WRITTEN 1 MALES : FEOLES: 1 check

Step 3:
Review the Trial Register. Note that the Trial Register reflects only the reissued or
voided checks.

23



Problems in Current Payroll
Void/Add Menu

* The Trial Employer Benefit Register is also
available

REPORT DATE: 10/16€/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 09/28/12 PAYTRIAL

22000 +ssssss 22000 4oss

BPLOYEE NRE SALARY GROSS OASDI GROSS HI GROSS (OBJECT) S
EMP. ¢ CASDI AaMT H MMT TYPE AMOUNT C GHI AaMT N GHI AaMT
DA4LING, BE4KIS 2,118.31 1,695.89 1,695.59 1,8%7.00
88669 105.13 24.5%9 TRS 182.22 446.20
Deductions: 1€.65 /33 .75 /13
EMPLOYER SHARE GRAND TOTAL 2,115.31 1,695.89 1,695.59 (23000) 1,897.00
105.13 24.55 TRS 182.22 44€.20

NOTE: TRS DOE PAID ERCON = 'Y' ON THE EMPLOYEE RECORD INDICATES THAT THE GEORGIA DEPARTMENT OF EDUCATION WILL
PAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER SHARE
AMOUNT INCLUDES ‘'TRS DOE PAID ERCON' CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES® EARNINGS HISTORY RECORDS.

sss 21000 Sesssss 21000 44+

PAGE 1

REPORT DATE: 10/16/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 03/28/12 PAYTRIAL
DED NC DEDUCTION DESCRIPTION TOTAL DED EMPLR AMT DEDUCT EMPLR INDICATOR

13 VENDOR 002520 5.78 Fixed amount
33 VENDOR 002920 16.69 Fixed amount

PAGE 3

Step 3:

Review the Trial Employer Benefit Register. Note that the Trial Employer Benefit

Register reflects only the reissued or voided checks.

24



Problems in Current Payroll
Void/Add Men

i PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001 C:\DEVSYS CASECOND GREEN
Payroll System PAYUOIDP

x|

FKey Check/Direct Deposit Uoid/Add Procedure

1 | -- Step 1. VoidjAdd Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessary]

L - g GhecksDirect
[ < 4 _| -- Step 4. Calculate Pay and Update YTD

DT SepsF DEPOSIls

12| -- Void/Add Procedure Monitor

_15 | -- Void}Add Check to Direct Deposit Bank

Note: Steps 1 - 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

| 55 | | O O OO |~ 7-o-00

[
~eravglalel [ [ [ [ [ | [ [ [ [ 1|

Step 4:
From the Add/Void Menu, we will run the Calculate Pay and Update (F4) for the
reissued or voided checks. No reports are produced from this process.

After this point, you cannot go back and change the entries for this manual/void check
run, but you can set up another manual/void process, if you need to correct other

checks.

The check created in this void/add process can also be voided if another void/add
procedure is run!

Note that Step 3, 4, and 5 must be run in order.

25



.
Problems in Current Payroll
.
Void/Add Menu
8  PCGDIst=8991 Rel=12.03.00 10/16/2012 DOD 001 C:\DEVSYS C:\SECOND GREEN Iml
UDID/ADD PAYROLL SEQUENCE MONITOR CheCk the
Void/Add
::2"::&;:?:::“::;Q:i:k:m no exceptions : Monltor to traCK
PRk, pepeaiohs. sad Birect bepesits " your steps
Press F16 to exit.
12.03.00

Use the Void/Add Monitor to track your steps in the Void/Add process. You can see
that | have requested additional checks, run the exceptions register, and calculated
payroll, but | have not printed checks yet.



Problems in Current Payroll
Void/Add Men

B8 PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =8 x|
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure

1 | -- Step 1. VoidjAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
3 | -- Step 3. Trial Register for Additional Checks/Direct Deposits
4| .. Sieps doteSID.

yomd-p
5.1 - Step 5. Print Additional Checks{Direct Deposits >

12 | -- Void/Add Procedure Monitor

15 | -- Void/Add Check to Direct Deposit Bank

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

G| L5 N D | O YO OO OO | |~ 7-o-08

eegivglae [ [ [ [ [ [ [ T [ [ |

Step 5:
From the Add/Void Menu, we will print the checks/direct deposits (F5) for the reissued
or voided checks. Review the checks that are printed!

Note that Step 3, 4, and 5 must be run in order.



Problems in Current Payroll
Void/Add Men
= PCGDIst=8991 Rel=12.03.00 10/16/2012 DOD 001 C:\DEVSYS C:\SECOND GREEN IEJ.KII
i After the pay
UDID/ADD PAYROLL SEQUENCE MONITOR
statement(s)
gﬁzusze;m::“::;::2::“3:» no exceptions : have ﬂnIShed
Rl e et N printing, the
Void/Add
Monitor resets
Press F16 to exit.
12.03.00

Use the Void/Add Monitor to track your steps in the Void/Add process. After the pay
statement(s) have finished printing, the Void/Add Monitor is reset and shows all ‘N’".
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Problems in Current Payroll
V0|d/Add Menu The Void/Add Run is

B PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001 C:\DEVSYS C:\SECOND j complete Now ﬁn|sh
2. f)

Screen 1

PAYROLL SEQUENCE MONITOR by running registers and
Setup payroll for new pay period ﬁnal distribution, etC.

Run exceptions register with no exceptions
/ N

Post substitute pay and employee leave
Calculate payroll and update YTD figures
\ Deduction Registers N

<<<c<=<

Print paychecks and Direct Deposits

(This cycle can be repeated more than once)

\ Final Distribution N
Update earnings history with current pay N
Update budget files with current pay N
Manual/Uoid Checks Run nnly N Deduct Pension:
Regular Gross Types v 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types : Y TRS: Y New ERS: N

—————————————————————— PAYROLLS SELECTED DURING SETUP: —------------mmmmmoe
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION Pznmn CHECK DATE GHI
12 12 MONTHLY 09/28/12 v

Selected classes: 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Fl6=exit. 12.03.00

We can also track our progress on the main Payroll Monitor. Now you can see that the
Void/Add Run is complete (Y’ is displayed). Now | am able to run the registers and the
final payroll distribution.

The Final Register and all reports will reflect that the original check has been voided,
and will show the new check(s) which have been issued.

Any time changes have been made by voiding or adding check(s), the reports must be
run again because they have changed to include the void/add information.
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Problems in Current Payroll
Void/Add Menu
* If an employee is not in the payroll due to an

oversight, a employee can be added with the
Void/Add Menu.

* Since the Void/Add cycle can be run as many
times as necessary, once the prior Void/Add is
finished, we start another Void/Add.

Many problems can be fixed with the Void/Add process.

If an employee is missing pay, the problem can be corrected. Or, if a deduction was
taken or not taken as it was supposed to be, the problem can be corrected.

We can run and re-run the Void/Add process as many times as necessary as long as
F13, Update Earnings History, and F14, Update Budget Files, as NOT been run. Once

F13 and F14 have been executed, corrections can’t be made unless files are restored.
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Problems in Current Payroll
Void/Add Men

B PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l&]x]
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure
T —
-~ Step 1. Void/Add Request

I

Once you start a
Void/Add process, it
must be completed.

5 U for Adjustments as

-~ Step 3. Trial Register for Additional Checks/Direct Deposits
-- Step 4. Calculate Pay and Update YTD

-~ Step 5. Print Additional Checks/Direct Deposits

-~ VoidjAdd Procedure Monitor

B E bk

5 | -- VoidjAdd Check to Direct Deposit Bank

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

G| L5 N D | O YO OO OO | |~ 7-o-08

eegivglae [ [ [ [ [ [ [ T [ [ |

Step 1:
Once a Void/Add process has been started, it must be completed! We start by running
Step 1 — Void/Add Request Procedure.



Problems in Current Payroll
Void/Add Men
1=12.03.00 10/16/2012 DOD 001  C:ADEVSYS (C:SECOND GREEN
PAYUOID
Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Number: v'
Employee:
Check/DD #:
Amount :
Enter - Continue, F16 - ReEnter/Exit 12.02.00

x|

Enter the employee’s number. This is the employee with NO check.
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Problems in Current Payroll
Void/Add Menu

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 SY C:\DEVSYS C:\SECOND WHITE ;12'5]
PAYUDID
Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: 87998
Employee: HA3DISON, YU3IKO
Check/DD #:
Amount :
Employee does not have a check or direct deposit.
Enter to ADD employee to payroll cycle, F16 to reenter
Enter - Continue, F16 - ReEnter/Exit
14.03.00

.7 I [ | [ |
[ 1T 1 [ |

o [ [ [ [ [ [ [ [ [ |

ENTER to add the employee to the payroll.
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Problems in Current Payroll
Void/Add Menu

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 SY C:ADEYSYS C:\SECOND

=18]x]

PAYUDID
Payroll Check / Direct Deposit Voiding / Adding
Enter Employee Number: 87998
Employee: HA3DISON, YU3IKO
Check/DD #:

Amount

Enployee Uoid/Add Successful.

Enter - Continue, F16 - ReEnter/Exit

Y| I ) [ = 14.03.00

B[

The message will display that the Employee VOID/ADD was successful.
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Problems in Current Payroll
Void/Add Menu

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 SY C:\DEVSYS C:\SECOND ITE =2 !I
Status Active Update/Display Gross Data PAYB7
EmpNo 87998 HA3DISON, YU3IKOD Class 5 TCR AIDES PART-TIME

SSN 999-08-7998 Loc 3050 Location 083050 Job cd 3 TEACHER AIDES

Salary sched Cert level Pay step E  State yrs 0 Local yrs @

Work sched 1D Hrs/Day 8.000 Days/Week 0 Hrs/Week 0.00 13/14 pay sw Budget pay cat

Ann work days 0 Days worked YTD 0.00 This per 0.00 Days docked YTD 0.00 This per 0.00

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for Now the

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
1.
o gross data
- fields can be
s. modified
sub  Budget
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib Flag
ACCT 61 60
ACCT 62 68
ACCT 63 68
ACCT 64 08
ACCT 05 60
ACCT 086 00
TRS & ERS Pens Gross Adj Total gross
Ant/% Contract amt Cycle gross Cycle 1 Cal Yr
Pay sch. # 12 State salary Local salary Other
Pens code @ Pens elig date Aant /% Contmo 08
Pens switch ¥ TRS service ind 0 PY contmo 00

14.02.00

Step 2:
Now when | access an employee’s Gross Data screen, | am able to change the screen to
modify mode by using F9. | can now add additional pay!

If | need to change deduction amounts or change direct deposit account numbers, |
would find that F9 is now available on all of the employee payroll screens.
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Problems in Current Payroll
Void/Add Menu

B PCGDIst=6991 Rel=14,03.00 10/29/2014 PCW 004 SY C:\DEVSYS C:\SECOND ) |2 x|
Status Active Update/Display Gross Data PAYO7
EmpNo 87998 HA3DISON, YU3IKO Class 5 TCR AIDES PART-TIHE

SSN  999-08-7998 Loc 3050 Location 0083050 Job cd 3 TEACHER AIDES

Salary sched Cert level Pay step E  State yrs _0 Local yrs _@

Work sched ID __ Hrs/Day _8.088 Days/Week 8 Hrs/Week 0.008 13714 pay sw _

Budget pay cat __
[i]

Ann work days _ O Days worked YID  0.00 This per _0.88 Days docked YTD

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pa The missing

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas|
81. A 55.008 16.080 550.00 pay can be
02. A 5.00 275.00
ol — added
es. _ _
es. _ —
e6. _ —

15.00 825.00 Sub Budget

¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Ant Contract Distrib Flag
ACCT 01 15 180 _ 1021 1000 11400 111 _ - -
ACCT 62 15 160 _ 10621 1066 11480 3058 _

accT @30 _ " - -
ACCT 64 88 - - -
ACCT 065 08 _ - - -
ACCT 06 00 _ - - -
TRS & ERS Pens Gross Adj Total gross 825.00
Ant/% Contract amt Cycle gross Cycle 1 Cal Yr
Pay sch. # 12 State salary Local salary Other

Pens code Pens elig date ____ amt/% Contmo @0

Pens switch ¥ TRS service ind @ PY contmo 00
Validations passed. Save your changes.

o [P0 PP Y [ e [ = RV P S S I P 14.02.00
,,,ﬁt,‘E;. rro Per |Ded | Gis [wWiH | Lv | Yid | Help | Adj | FICA E-!

Step 2:

Now the additional pay can be added. | am using a Proc Type of ‘A’ for an hourly/daily
adjustment with no pension calculated. This adjustment will be deleted next time
payroll setup is run.



Employee number 87998
Social security 999 08 7998

Federal: Mar Stat §

State: Mar Stat A Allowance Mar § Dep _0
¥

8991 Rel=14.03.00 10/29/2014 PCW 004 SV C:\DEVSYS C: WHITE =8| x|
Status Active Update/Display Payroll Withholding/Direct Deposit Data PAYOS
Name HA3DISON, YU3IKO Loc 3050
Exempt _0 Withholding Code 8 AmNt/% .00

Problems in Current Payroll
Void/Add Menu

withholding Code O Amt/%___ .00

Switches: Fed State ¥ FICA ¥ (Y=Yes N=No M=Medicare)
RAEIC _
Enable Direct Deposit C Yes
@ No Direct Deposit Accounts
Bank Name Account Type HMethod Ant/% Prenote

DD #1 0.0000
DD #2 1 I 0.0000
g Direct deposit it
DD #4 0.0000
DD #5 can also be 0.0000

added. Use Percentage of
Ded Desc Ded Annuity Company Type Percentage: Annuity Gross:
ANNUITY #1 /781 __ N 9.0000
ANNUITY #2 708 | N 9.0000
Annuity # 3 / 00 N 0.0000
Annuity # 4 /7 00 N 0.0000
Annuity # 5 / 09 N 0.0000

o] Y = | P2 10.02.00

Direct deposit can also be added.

| |-a]
PulDod Grs IWIH Lv YldIHeIp Adj | FICA| Gar
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Problems in Current Payroll
Void/Add Menu

8991 Rel=14.03.00 10/29/2014 PCW 004 SV C:\DEVSYS C: WHITE =18] x|
Status Active Update/Display Payroll Withholding/Direct Deposit Data PAYO8
Employee number 87998 Name HA3DISON, YU3IKO Loc 3050

Social security 999 08 7998

Federal: Mar Stat S Exempt _0 Withholding Code 8 Amt/% .00
State: Mar Stat A Allowance Mar 8 Dep _@ Withholding Code © Amt/% .08
v

Switches: Fed State ¥ FICA ¥ (Y=Yes N=No M=Medicare)
RAEIC _

Enable Direct Deposit @ Yes
© No

Direct Deposit Accounts

Bank Name Account Type HMethod Ant/% Prenote

DD #1 87 UNITED BANKING COMPANY  11112222333344 1.0000 v
oD #2 = 0.0000 P
DD #3 = 0.0000  _
DD #y = 8.0008 s
DD #5 = 0.0008 =

i i Use Percentage of
Ded Desc Ded Annuity Company Direct dePOSIt Type Percentage: Annuity Gross:
ANNUITY #1 /7 81 can also be N 9.0000
ANNUITY #2 / 02 = N 0.6000
fAnnuity # 3/ 00 added. N .0000
Annuity # 4 / 088 N 0.0000
Annuity # 5 / 00 N 0.0000

Validations passed. Save

Y| > R

m.l roe

This will ADD an employee to the NACHA file.



.
Problems in Current Payroll
Void/Add Men
B PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001 CA\DEVSYS C:\SECOND GREEN ) =8 x|
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure
_1 | -- Step 1. VoidjAdd Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessary]

3]-- Step 3. Trial Register for Additional Checks/Direct Deposits

_4 | -- Step 4. Calculate Pay and Update YTD

_5 | -- Step 5. Print Additional Checks/Direct Deposits

12 | -- VoidAdd Procedure Monitor Come baCk tO the

_15 | -~ VoidjAdd Check to Direct Deposit Bank Void/Add Menu and

complete the
Note: Steps 1 ¢ 3 can be repeated as often as necessary. process_
Records will be accumulated until step 4 is

Wit | | | | O o v |~ 7-owe00
eegivglae [ [ [ [ [ [ [ T [ [ |

Come back to the Void/Add Menu and complete the process.
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Agenda

Void/Add Menu

Manual/Void Check Run

Getting FICA Right on a Manual Check
Refunding Deductions

Correcting PSERS and TRS
Overpayments

Garnishments

W2s
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Manual/Void Check Run

Void a paycheck

Issue a duplicate paycheck
* Issue a corrected paycheck

Refund a deduction
Correct W2s

The purpose of the Manual/Void function is to (refer to above)
* Void a paycheck

* |ssue a duplicate paycheck

* |Issue a corrected paycheck

* Refund a deduction

* Correct W2s
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Manual/Void Check Run

* Payroll System (F2)

* Payroll Setup Menu (F1)
* Setup Manual/Void Check Run Only (F2)

In order to setup for a Manual/Void Check Run Only navigate to......
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Manual/Void Check Run

8 PCGDist=8991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:\SECOND N | x|
Payroll System PAYHOOO1
FKey Setup Menu
1| -- Setup P: Payroll Run

2_| -- Setup Manual/Void Check Run Only.

Print Preliminary Balance Sheets:
3 | -~ Location Within Class
_4 | -- Class Within Location

Print Attendance Register:
_5_| -- Class Within Location

Print Earnings Forecast Register:
-~ Class Within Location

-~ Create PRENOTE file (Test NACHA)
-~ Print PRENOTE File (Trial)
-~ Print PRENOTE File (Final)

BkE

Use F2 — Setup Manual/Void Check Run Only.
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Manual/Void Check Run

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 SV C:\DEVSYS C:\SECOND. =18]%]
PAYCM501

Setup Manual/Void Check Run Only

This option will process Manual/Void checks without running a Regular Payroll Run.
Payroll Transaction Date: 10/31/2014

The above transaction date represents the date the Payroll transactions
will be posted to the General Ledger accounts during Budget Updates.

Enhanced Substitute Pay and Employee Leave Option:
To post employee leave, enter 'Y’ N

Setting the above option to 'Y' will allow employee leave to be entered, but
will NOT allow substitute pay to be entered during the Manual/Void Check Run.

ENTER=Continue, F16=Exit 13.04.00

Enter the payroll date for the Manual/Void Check Run Only. Once a manual/void check
run is set up, it must be completed. However, the cycle can be completed even if you
don’t enter any manual checks, voids, or leave. You must at least complete the steps.



Manual/Void Check Run

* Payroll System (F2)
* Payroll Check and Direct Deposit Menu (F3)

* Manual Checks & Voids From Previous Pay
Menu (F9)

When processing a Manual/Void within a payroll navigate to ......
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1_| -- Payroll Setup Menu
2

B PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003 C:\DEVSYS C:\SECOND
Payroll System

FKey Haster Menu

o 1l Undate Meou,
-~ Payroll Check & Direct Deposit Menu >

-~ Monthly/Quarterly/Annual/Fiscal

-- Employee ReportsfLabels Menu
B | D

Reports Menu

Menu

-~ Earnings History Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor
-~ Special Functions Menu

B EREEEE k

-~ File Reorganization

Master | bt | |

Manual/Void Check Run

PAYMOBOO

07.03.00

x|

| | | |
e Y Y A ) I |

F3 — Payroll Check and Direct Deposit Me

nu
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Manual/Void Check Run

_9 | -- Manual Checks & Voids From Previous Pay Menu

12 | -- Print Final Payroll Distribution
_13 | -- Update Earnings History With Current Pay

i PCGDist=8991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:\SECOND x|
Payroll System PAYMOBO3
FKey Check and Direct Deposit Menu
1_| -- Print Balance Sheets [After Updates)
_2 | -- Calculate Payroll & Print Exceptions
3 | -~ Calculate Payroll & Print Trial Register
4_| -- Calculate Payroll & Update YTD (Final)
_24 | -- Import Leave Data for Paystubs From Leave Management System
5 | -- Print Paychecks and Direct Deposits
6_| -- Check/Direct Deposit Void/Add Menu
7_| -- Print Final Payroll Register Use onIY for
_8 | -- Print DeductionRegisters Direct Deposit Export File Checl(s that
were issued or

voided before
this payroll

14 | -- Update Budget Files With Current Pay

Wi || |
~eravglame [ [ [ [ [ [ [ [ [ [ |

F9 - Manual Checks & Voids From Previous Pay Menu

The Manual Checks & Voids From Previous Pay Menu is only accessed to enter
changes that have occurred between the last payroll and this one. It is not used to

make any corrections to the current payroll.

A special Manual/Void Check run can be done between regular payrolls.

Or, Manual/Void Check(s) can also be added to your regular payroll.
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Manual/Void Check Run
Enter a Manual Check

B PCGDist=8991 Rel=13.03.00 10/24/2013 DOD 002 SV C:\DEYSYS C:\SECOND =18Ix|
Payroll System MANLMENU
FKey Manual/Void Check & Direct Deposit Menu

-- Enter Manual Check/Direct Deposit
10 | -- Displ elete Manual Che rect Deposit
_11| -- Enter Voided Check/Direct Deposit from Previous Pay
_12 | -- DisplayiDelete Voided Check/Direct Deposit from Previous Pay

13 | -- Print Manual Check

15 | -- Void/Add Check to Direct Deposit Bank

Reminder: Registers must be run or re-run after a Void/Manual Check or
Direct Deposit is entered or deleted

i 55| N | | O O W | | O | | 13-01.00

F9 — Enter Manual Checks/Direct Deposit

You may enter a manual check/direct deposit through the F9 function. After you have
entered the check/direct deposit, you may review it through the F10 function. If there
is an error, you may delete the check and start over.



Manual/Void Check Run
Enter a Manual Check

Refund State Tax Deduction
Employee — 89421
Deduction - 04

Amount - $20.00

In our example, we will refund an employee for a $20.00 deduction which was taken on
a prior payroll by mistake.
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Manual/Void Check Run
Enter a Manual Check

B PCG Dist=6991 Rel=12.03.00 10/05/2012 DOD 003  CADEVSYS C:A\SECOND =8| x|
PAYHMANL

Manual Check For: E-alnyee 89421 AULUSTINE, MALLIN 999-08-9421 Loc 0302
Chk Dt Bank BKOS Chk No. DD Bank !5 nn acct

Reg Hr Out-Hr Reg Ant

GHI ind ¥ FICA ¥ TRS Serv 1 Pension type TRS

Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Amt Reas Period End

o1 _ —

2 = =

L e — =

o _ —

s TR S =

Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist  Contract
ACCT 61 13 100 _ 10621 1000 11000 362 1 —1.08000 _4537.71
ACCT 62 13 100 _ 1071 1000 11000 362 1 —907.54
ACCT 63 13 100 _ 1021 1000 11000 302 1 & __ 41.67
ACCT B4 13 1680 _ 9990 2210 19900 362 1 —_  _125.80
ACCT 65 80 _ =
Totals

OASDI Gr OASDI Amt HI Gr HI Amt

Ded 03 N Ded 04 N Ded 01 N Ded 30 N Ded 33 ¥ Ded 19 N Ded 13 ¥ Ded 17 N Ded 09 N Ded 24 N

Ded 25 N Ded 43 N Ded _ _ Ded Ded Ded Ded Ded Ded Ded

F9 — Enter Manual Checks/Direct Deposit

The manual check screen defaults based upon settings on the employee’s Gross Data

screen. Most of this data will need to be deleted in order to process a deduction
refund.



Manual/Void Check Run
Enter a Manual Check

B PCG Dist=6991 Rel=12.03.00 10/05/2012 DOD 003  CADEVSYS C:A\SECOND =8| x|
PAYHMANL
Manual Check For: Elmlnyee 89421 AULUSTINE, MALLIN 999-08-9421 Loc 0302
Chk Dt 10302012 Bank BKOS Chk No. _mu DD Bank !5 nn acct
Reg Hr Out-Hr Reg Ant
GHI ind N FICA N TRS Serv 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Amt Reas Period End
ST — 1
2 = — 198/30/2012
L e — — 10/30/2012
os — 190/30/2012
s _ =
Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist  Contract
ACCT 61 13 100 _ 10621 1000 11000 362 1
ACCT 62 13 100 _ 1071 1000 11000 362 1
ACCT 63 13 100 _ 1021 1000 11000 302 1 &
ACCT B4 13 100 _ 9990 2210 19900 362 1 _—
ACCT 05 00 A= —
Totals
OASDI Gr OASDI Amt HI Gr HI Amt
Ded 03 Ded 04 N Wed 01 N Ded 30 N Ded 33 N Ded 19 N Ded 13 N Ded 17 N Ded 09 N Ded 24 N
Ded 25 N Ded __ _Ded __ _Ded _ _Ded _ _Ded _ _Ded __ _Ded __ _ Ded _ _
*x% Gross Pay o Deducunns *»% Net Pay **x NON TAX
| 12.02.00

g E{ EII,. / I,,‘,YI(.,EI,,,@I

[ Hetn |

F9 — Enter Manual Checks/Direct Deposit

Since FICA and GHI are not being affected, the FICA and GHI flags must be set to ‘N’.

Delete the GHI Dist and Contract amounts.

Enter -20.00 for deduction 04.

Select ENTER to validate the screen.
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Manual/Void Check Run
Enter a Manual Check

B PCGDist=6991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:ASECOND =1=]x|
PAYMANL

Manual Check For: Employee 89421 AUNUSTINE, HA4l 999-08-9421

------

Chk Dt 10302012 Bank BKO8 Chk No. DD Bank 85 DD acct
Reg H Out-Hr Reg Amt Qut_An
GHI ind N FICA N TRS Serv 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant  Pens Gr  Pens Amt  Reas Period End
gy Py 10720790
) o O vepost X
B s
u . B mwmummmmammmm
L J— A DD Bank and DD Acct are filled in,
Totals
SR To continue as a direct deposit payment, select 'OK'.
:gg; :; g To change to check payment, select ‘CANCEL' and delete DD Bank and DD Account.
AccT 13 1

88|88 & /. Y.600E | L&)
[ T [ T [rew] [ 1

0ASDI Gr
Ded 03 N Ded 04 ] nea M u Ded 36 N Ded 33 u Ded 19 N neu 13 N Ded 17 N Ded 09 N Ded 24 N
Ded 25 N Ded 43 NDed __ _Ded __ _Ded __ _Ded __ _Ded __ _Ded __ _ Ded __ _ Ded _ _
ww» Gross Pay ww»w Deductions ww» Net Pay wwn NON TAX

12.02.00

F9 — Enter Manual Checks/Direct Deposit

Manual checks should NOT be created as a direct deposits. Manual checks created as

direct deposits will NOT appear on a NACHA file.

Go back and erase the DD information.
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Manual/Void Check Run
W PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003 C:\DEVSYS C:\SECOND =l8]x|
PAYMANL

Manual Check For: Employee 89421 AUSUSTINE, MA4LLN g 0302

Chk Dt 10/39/2612  Bank BKOS Chk No. snmm

Reg Hr Out-Hr Reg Amt guth

GHI ind N FICA N TRS Serv 1 Pension type TRS

Proc Pa Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant  Pens Gr Pens Amt  Reas Period End

01 10/30/20912

02 10/30/2612

03 10/30/2012

[ 10/30/2012

05

Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist  Contract

ACCT 01 13 100 1021 1000 11000 302 1

ACCT 62 13 100 1671 1000 11000 362 1

ACCT 03 13 100 1021 1000 11060 302 1 4
ACCT 64 13 160 9990 2210 19900 302 1
ACCT 85 00

Totals
0ASDI Gr 0ASDI Amt HI Gr HI Amt
Ded 03 d 01 N Ded 30 N Ded 33 NDed 19 N Ded 13 N Ded 17 N Ded 09 N Ded 24 N
20.00-
Ded 25 ND Ded Ded Ded Ded Ded Ded Ded Ded
=x% Gross Pay »x» Deductions
Validations passed. Save your change

F9 — Enter Manual Checks/Direct Deposit
Verify the Net Pay amount.

Once the check is verified, select F8 — Save.



Manual/Void Check Run
Enter a Manual Check

B PCGDist=8991 Rel=13.03.00 10/24/2013 DOD 002 SV C:\DEYSYS C:\SECOND =18Ix|
Payroll System MANLMENU
Fi(ey Manual/Void Check & Direct Deposit Menu

- ded cKID
Dlsplule:lz(: Voided Ch:ck]Dlreci Deposit from Previous Pay
- Print Manual Check

15 | -- Void/Add Check to Direct Deposit Bank

Reminder: Registers must be run or re-run after a Void/Manual Check or
Direct Deposit is entered or deleted

i 55| N | | O O W | | O | | 13-01.00

Use F10, Display/Delete Manual Check/Direct Deposit, to display the manual check
and have the option to delete it.

After you have entered the check/direct deposit, you may review it through the F10
function. If there is an error, you may delete the check and start over.



Manual/Void Check Run
Delete a Manual Check

Delete check - 50000
Employee — 89421
Amount - $20.00
Delete Record (F18)

We will delete the manual check.
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Manual/Void Check Run
Delete a Manual Check

¥ PCG Dist=6991 R 012 DOD 003 C:\DEVSYS C:\SECOND =8| x|
MANLUD
Manual Check For: Employee 89421 AULUSTINE, MALLIN 999-08-9421 Loc 0302
Chk Date 10/30/2012 Bank BKO8 Chk No. 50000 DD Bank DD acct
Reg Hr Out-Hr Reg Ant Out Ant
GHI ind N FICA N TRS Serv 1
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Ant Reas Period End
01
02
03
[
05
= Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist  Contract
ACCT 01
ACCT 02
ACCT 03
ACCT B4
ACCT 05
Totals
OASDI Gr 0ASDI Amt HI Gr HI Ant
Ded Ded 04 H Ded Ded Ded Ded Ded Ded Ded Ded
20.00-
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
=xx Gross Pay =% Deductions 20.00- *=» Net Pay 20.00  www
g | M| s | = 00 0 U Y e 12.02.00
S ] [ew] | [ |

Use F18 to delete the manual check.
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Manual/Void Check Run
Void a Check

B8 PCGDist=6991 Rel=13.03.00 10/24/2013 DOD 002 SV C:\DEVSYS C:\SECOND GREEN =18Ix|
Payroll System MANLMENU
FKey Manual/Uoid Check & Direct Deposit Menu

_9 | -- Enter Manual Check/Direct Deposit

._!EJ Display/Delete Manual Check/Direct Deposit

" 5 nter and:d Chzl:lrlDIreI:l Deposit from Previous Pay—=
- KDirect Deposit from Previous Pay

13 | -- Print Manual Check

15 | -- Void/Add Check to Direct Deposit Bank

Reminder: Registers must be run or re-run after a Void/Manual Check or
Direct Deposit is entered or deleted

i 55| N | | O O W | | O | | 13-01.00

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

You may enter a voided check/direct deposit through the F11 function. After you have
entered the voided check/direct deposit, you may review it through the F12 function. If
there is an error, you may delete the voided check and start over.

This feature is used if you are voiding a check that was already processed in a previous
payroll run.



Manual/Void Check Run
Void a Check

B PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003 C:\DEVSYS C:SECOND GREEN =l8]x|
UDID Check or Direct Deposit from Previous Pay PAYUD
Uoid Check/Dir Dep for: Employee 89647 BA2LEY, TI2ANY Loc 0102
&]1/30/2012 AEIC IND ADU EIC PAYMT SSN 999-08-9647
hk Date Chk Bank BK88 Chk or DD (C or D) _ SERU ©
pdt-Hr Reg Ant Out Ant Contract
Pro Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Amt  Reas Period End
o1
02
03
04
05
=»x Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist
ACCT 01
ACCT 02
ACCT 03
ACCT B4
ACCT 05
Totals Employer paid: GHI
O0ASDI Gr OASDI Amt HI Gr HI Ant ER: Pens
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer Contribution Override Sets all deduction employer contribution flags to "N’ if
OUVERRIDE turned on. (Employer pension, GHI, & FICA not affected.)

=u» Gross Pay w=x» Deductions wu» Net Pay nan

B|.88.8. &2l Y F L] | =] 12.02.00
[ [T 1 [ [l | T |

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

This feature is used if you are voiding a check that was already processed in a previous
payroll run.

The drop down selection icon on the Check/Direct Deposit Number field will provide a
list of all the employee’s checks in the current calendar year.



Manual/Void Check Run
Void a Check

B PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003 C:\DEVSYS C:SECOND GREEN =l&8]x]
UDID Check or Direct Deposit from Previous Pay PAYUD
Void Check/Dir Dep for: Employee 89647 BA2LEY, TI2ANY Loc 0102
Daves]1/30/2012 AEIC IND ADU EIC PAYMT SSN 999-08-9647
hk hate fhit Rank RKAR  Chi o DD /0 or l‘\ SFRII 0
: oot-ir ~lofx]
PFO Pay
Tupe Type Tot Gro EMPlOyee number: 89647
yy AL Name: BA2LEY, TI2ANY
02 Check Check Check DD/ Check Total
63 Number  Date Bank  Chk Status Net
o 0026062 0173172012 BKO8 D Issued 218561
L 0026373 02/29/2012 BKO8 D Issued 218561
whs. Tetals 0026691 03/30/2012 BKO8 D Issued 224473
vr Fnd F Pram 10127011 04/30/2012 BKO8 D Issued 2,207.07
jpcey el 0127329 053172012 BK08 D Issued 218375
s 0127645 06/29/2012 BKO8 D Issued 218375
A 0127918 07/3172012_ BK08 D Issued 2171.71
MoCT oY
ACCT 05
HI
0ASDI Gr oA ens
Ded Ded De Ded
Ded Ded De Ded
Employer Contribution * if
bt affected.)
wn Gross Pay Select payments for calendar year: E]
Re-filter Done | Cancel
ro |68 0 X [ o ¥ ] s [4]] ey 12-92-08
[ [ Twen] 1 J

F11 — Enter Voided Checks/Direct Deposit from Previous Pay

The drop down selection icon on the Check/Direct Deposit Number field will provide a
list of all the employee’s checks/direct deposits in the current calendar year.

Select the correct check which needs to be voided and select the DONE button.
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Manual/Void Check Run
Void a Check

B8 PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:\SECOND N x|
UDID Check or Direct Deposit from Previous Pay PAYUD
Void Ene:k/nir Dep for: Employee 89647 BA2LEY, TI2ANY Loc 0102
on 1/30/2012 REIC IND ADU EIC PAYMT SSN 999-08-9647
k/DD # guy_;__] hk Date _u_;uLz_mz Chk Bank BK88 Chk or DD (C or D) D SERU ©
g Hr ~Hr Reg Ant Out Ant Contract
Pro P Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Amt  Reas Period End
o1
02
03
04
05
=»x Totals
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist
ACCT 01
ACCT 02
ACCT 03
ACCT B4
ACCT 05
Totals Employer paid: GHI
O0ASDI Gr OASDI Amt HI Gr HI Ant ER: Pens
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer Contribution Override Sets all deduction employer contribution flags to 'N'
OUVERRIDE turned on. (Employer pension, GHI, & FICA nnt aHec[ed )

=u» Gross Pay w=x» Deductions ==» Net Pay ety

T 10 s T o TR P20 B P I B PN 12.02.00
[ T I T e[ T T |

F11 — Enter Voided Checks/Direct Deposit from Previous Pay

The correct information is returned to the screen from the drop down box. Now select
ENTER.



Manual/Void Check Run
Void a Check

B PCGDist=8991 Rel=12.03.00 10/05/2012 DOD 003 C:\DEVSYS C:\SECOND x|
UDID Check or Direct Deposit from Previous Pay PAYUD
Void tne:k/nir nep for: Employee 89647 BA2LEY, TI2ANY Loc 0102
1/30/2012 AEIC IND ADU EIC PAYMT SSN 999-08-9647
kIDI) " 128193 hl( Date 8/31/2812 Chk Bank BKOS Chk or DD (C or D) D SERV ©
Reg Ant 3183.52 Out Amt Contract 3183.52
ro Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Amt Reas Period End
01 S o010 2868.92 2772.18 156.63 2868.92 172.14 21 8/31/2012
82 S 0319 166.67 161.04 9.10 166.67 16.08 91 8/31/2012
03 S 8318 208.33 201.31 11.38 208.33 12.50 91 8/31/2012
s B 0301 60.40- 58.36- 3.30- 91 8/31/2012
05

=xx Totals 3183.52 3076.17 173.81 3243.92 194.64
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist
ACCT 01 13 402 1750 1000 11000 102 1 1.0000
ACCT 62 13 106 9990 2100 14600 102 1
ACCT 03 13 100 9990 2106 14660 101 1
ACCT B4 13 402 1750 1000 11000 162 1
ACCT 05

Totals 1.0000 Employer paid: GHI 912.34
OASDI Gr 3076.17 OASDI Amt 129.20 HI Gr 3076.17 HI Anmt 4,61 ER: Pens 370.13
Ded 61 N Ded 63 N Ded nu N Ded 969 N Ded 11 N Ded 13 ¥: Ded zu N Den 28 N Ded Gﬂ N Ded 33 V¥
20.600 318.63 0.86 80.58 38.35 0o .0 .09 58 16.69
Ded 17 N Ded Deﬂ Ded Ded Bed ned Deﬂ Ded Ded
12.50

Employer Contribution Override N Sets all deduction employer contribution flags to 'N' if
OUERRIDE turned on. ([nplnyer pension, GHI, & FICA not affected.)

#uw Gross Pay 3183.52  www neductions 1011.81 === Net Pay 2171. 71 nan

¥|.> i r»8|E|.E|.0E ,,EI [.II,“M}“ b  ERCH ] | IC\E 12.02.00

[ D[ 1

F11 — Enter Voided Checks/Direct Deposit from Previous Pay
Verify that this is the check you want to void. Select ENTER and then F8 to save.

If you do not want to reverse the employer contributions for the deductions, set the
Employer Contribution Override to ‘Y’. This will cause the deduction employer
contribution flags to be set to ‘N’. However, the employer contributions for pension,
GHI and FICA will NOT be affected.

Voiding a check will always result in the employer pension, GHI, and FICA employer
amounts being voided as well.



Manual/Void Check Run
Void a Check

05/2012 DOD 003 ) x|
UDID Check or Direct Deposit from Previous Pay PAYUD
Uoid Check/Dir Dep for: Employee 89647 BA2LEY, TI2ANY Loc 0102
Transaction Date 11/30/20812 RAEIC IND ADU EIC PAYMT SSN 999-88-9647
CK/DD # 128193 Chk Date 8/31/2812 Chk Bank BK08 Chk or DD (C or D) D SERU @O
Reg Hr Out-Hr Reg Ant 3183.52 Out Amt Contract 3183.52

Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Amt Reas Period End

01 S o010 2868.92 2772.18 156.63 2868.92 172.14 21 8/31/2812
02 S 0318 166.67 161.04 9.18 166.67 16.00 21 8/31/2012
S 8310 208.33 201.31 11.38 208.33 12.50 91 8/31/2012
os B

05

==x Totals 3183.52 3076.

¥r Fnd F Prgm Fnct Objct Void of payroll payment created.
13 482 1750 1086 11089 \) pay =

L]
ACCT 62 13 188 9990 2108 14600
ACCT 03 13 100 9990 2100 14600
ACCT B4 13 462 1750 1000 11000
ACCT 05
Totals 1.0000 Employer paid: GHI 912.34
OASDI Gr 3076.17 O0ASDI Amt 129.20 HI Gr 3076.17 HI Ant 4,61 ER: Pens 370.13
Ded 61 N Ded 63 N Ded 64 N Ded 69 N Ded 11 N Ded 13 Y Ded 24 N Ded 28 N Ded 36 N Ded 33 VY
20.600 318.63 130.86 80.58 38.35 3.00 160.08 11.09 1.58 16.69
Ded 17 N Ded Ded De: Ded Ded Ded Ded Ded Ded
12.50

Employer Contribution Override N Sets all deduction employer contribution flags to 'N' if
OUVERRIDE turned on. (Employer pension, GHI, & FICA not affected.)

=ww Gross Pay 3183.52  ww= Deductions 1011.81 w==» Net Pay 2171.71  wuw

m;timﬂn G}

Save to mplete payment void.

| IQI 12.62.00

F11 — Enter Voided Checks/Direct Deposit from Previous Pay

Select OK to finish voiding the check.



Manual/Void Check Run
Void a Check

B PCGDist=8991 Rel=13.03.00 10/24/2013 DOD 002 SV C:\DEYSYS C:\SECOND GREEN =18Ix|
Payroll System MANLMENU
FKey Manual/Void Check & Direct Deposit Menu

9 - Enter Manual Check/Direct Deposit
_QJ DlsplayIDelele Manual Check/Direct Deposit

Qpluyll):lﬂ: Voided Ch:ck]Dlreci Deposit from Pv@

- Print Manual Check

15 | -- Void/Add Check to Direct Deposit Bank

Reminder: Registers must be run or re-run after a Void/Manual Check or
Direct Deposit is entered or deleted

i 55| N | | O O W | | O | | 13-01.00

You may enter a voided check/direct deposit through the F11 function. After you have
entered the voided check/direct deposit, you may review it through the F12 function. If
there is an error, you may delete the voided check and start over.

Use F12 to display the voided check and have the option to delete it.



Manual/Void Check Run
Delete a Voided Check

Delete voided check - 128193
Employee — 89647

Voided Amount - $2171.71
Delete Record (F18)

We will now delete the voided check.
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Manual/Void Check Run
Delete a Voided Check

05/2012 DOD 003 DEVSYS C:\SECOND =15(x|
Display/Delete Uoided Check/Direct Deposit PAYUDUD
Uoid Check/Dir Dep for: Employee 89647 BA2LEY, TI2ANY Loc 8162

Transaction Date 11/30/2012 RAEIC IND ADU EIC PAYMT
Chk Date 08/31/2012 999-08-9647 Chk No. 128193 DD Bank 05 SERVU @

Reg Hr Out-Hr Reg Amt 3183.52 Out Amt Contract 3183.52
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Ant Reas Period End

01 S o018 2868.92 2772.18 156.63 2868.92 172.14 21 8/31/2012
02 s 0310 166.67 161.04 9.10 166.67 16.00 21 8/31/2012
03 S 0318 208.33 201.31 11.38 208.33 12.50 21 8/31/2012
ey B 0301 60.40- 58.36- 3.30- 21 8/31/2012
05

=#» Totals 3183.52 3076.17 173.81 3243.92 194.64
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist
02

ACCT 01 13 402 1750 1000 11000 1 1 1.0080
ACCT 62 13 1806 9990 2108 14600 162 1
ACCT 63 13 1080 9990 2100 14600 101 1
ACCT 04 13 102 1750 1000 11000 102 1
ACCT 05
Totals 1.0008 Employer paid: GHI 912.34

OASDI Gr 3076.17 OASDI Amt 129.20 HI Gr 3076.17 HI Ant 4461 ER: Pens 370.13
Ded 01 N Ded 03 N Ded 04 N Ded 09 N Ded 11 N Ded 13 V¥ Ded 24 N Ded 28 N Ded 30 N Ded 33 V¥

20.00 318.63 130.86 80.58 38.35 3.00 10.08 11.09 1.58 16.69
Ded 17 N Ded Ded Ded Ded Ded Ded Ded Ded Ded

12.50

=xx Gross Pay 3183.52  w»=x Deductions 1011.81 ==x Net Pay 2171.71  w==

i | I s f s o P o O I == L0
[ [ T [ Jwwl [ T |

Use F18 to delete the voided check.
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Manual/Void Check Run

B PCGDist=8991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:\SECOND

3 x|
Screen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<<<<

Uoid/Add Run Completed N
/ Final Register N
\ Deduction Registers N
inal Distribution N

(This cycle can be repeated more than once)

Update earnings history with current pay N
N

Update budget files with current pa < Inltlal Settlngs
O T,
Special Gross Types N TRS: New ERS: Monitor for a
Manual/Void
Check Run

—————————————————————— PAYROLLS SELECTED DURING SETUP: —-------=-m-mmommmmeme

PAY NO. PAYS

SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
MANUAL/VOID CHECK RUN 11 30 12

Selected classes:

F11=Go to screen 2, Fl6=exit. 12.03.00

The Payroll Monitor is used to track the progress of the special Manual/Void Check Run
Only.

After the special check run has been setup, the monitor will display ‘N’ for the registers,
final distribution, update earnings history, and update budget files steps.



Manual/Void Check Run

C\DEVSYS  C:\SECOND GREEN.
Payroll Systen PAYHOOE3

8 PCGDist=6991 Rel=120300 10/05/2012 DODOO3 X/

Check and Direct Deposit Henu

* Print Final Payroll
Register (F7)

* Print Deduction
Registers and Create
Direct Deposit
Export File (F8)

-~ Print Balance Sheets [After Updates)
== Calculate Payroll & Print Exceptions
-~ Calculate Payroll & Print Trial Register

== Calculate Payroll & Update YTD (Final)

- Import Leave Data for Paystubs From Leave Management System
-~ Print Paychecks and Direct Deposits
sa-GhetkDIEE Ueposn VoidJadd Menu
-~ Print Final Payroll Register

falelalelele 3

E E

=~ Print Deduction Registers & Create Direct Deposit Export File

-~ Manual Checks ¥ Voids From Previous Pay Menu
-~ Print Final Payroll Distribution

== Update Earnings History With Current Pay

-~ Update Budget Files With Current Pay

EEkE |=

Anytime changes have been made by voiding or adding a paycheck, the reports must be
run again because they have changed to include the void/add information.



Manual/Void Check Ru

REPORT DATE 10/05/3042 e PAYROLL FINAL REGISTER FOR PAY  11/30/12 we 1 |

*+ JOUTAL CHECKS *0*

DR 4 CL CHECK KRG REG HRS OT ERS  GAOSS AMWITY FEDERAL  OASDI  HI STATE  BETIRE  ARIC NET PAY

4USTINE, YAALIN
000 GHE W

m a6 2600,

2 16872

REPORT DATE 10/08/2043 11300 PAY1OC PAYROLL FINAL REGISTER FOR PAY
*++ VOIOS FRON FREVIOUS FAYS *+¢
REGHRS OT HRS  GAOSS NOWITY FEDERAL  OASDI  MI

AIC KET BAY

GRoss

3,263.92-

In our example, the Final Register shows the one manual check and the one voided
check we have created during this Manual/Void Check Run Only.
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Manual/Void Check Run

REPORT DATE 10/05/2012

*+ PAY CHECK REGISTER FOR 11/30/12 ** BAGE 1
Program Id: CHECKREG

ISSUE DATE CANCEL DATE CHECK NO. NET AMT. EMP# NRE

10-30-12 050000 20.00 29421 AU4USTINE, MASLIN

e 1

E CHECKS ISSUED IN THE RMOUNT OF 20.00 **+
g CHECKS VOIDED IN THE AMOUNT OF ke
*NOTICE: THE TOTAL AMOUNT OF VOIDED CHECKS REFLECTS ONLY CHECKS VOIDED FROM A PREVIOUS PAY PERIOD, WHICH WOULD AFFECT THE TOTAL NET.
REPORT DATE 10/05/2012 *+ DIRECT DEPOSIT REGISTER FOR 11/30/12 ** PAGE 2
Program Id: CHECKREG
ISSUE DATE CANCEL DATE CHECK NO. NET AMT. EMP# RRE
08-31-12 *PRV PAY VOID* 128193 2,1711.711 29647 BA2LEY, TI2ANY

coon DIRECT DEPOSITS ISSUED IN THE AMOUNT OF
1 DIRECT DEPOSITS VOIDED IN THE AMOUNT OF

e

2,171.71 ¥+

In our example, the Check/Direct Deposit Registers show the one manual check and
the one voided check we have created during this Manual/Void Check Run Only.



The Payroll Monitor is used to track the progress of the special Manual/Void Check Run

Only.

Manual/Void Check Run

8991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:\SECOND =l8]x|
Screen 1 of 2 PAYSTUPD

PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<cc<

Uoid/Add Run Completed N
/ Final Register

\ Deduction Registers
inal Distribution

(This cycle can be repeated more than once)

f 4
N

Update earnings history with current pay N
Update budget files with current pay N =
Manual/Uoid Checks Run Only: v Deduct Pension: ManuaINOId CheCK
Regular Gross Types =N 01d PSERS: 01d ERS: e
Special Gross Types : N TRS: New ERS: Run Flna' &
—————————————————————— pavaoLLs seLecTeD ouRing serup: ———————————— Deduction Registers
PAY NO. PAYS
SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATH IS complete
MANUAL/VOID CHECK RUN 11 30 12
Selected classes:
F11=Go to screen 2, Fl6=exit. 12.03.00
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Manual/Void Check Run

8 PCGDist=8991 Rel=120300 10/05/2012 DODOO3  CADEVSYS CASECOND GREEN
Payroll Systen PAYNOOO3

Ll

Fey Check and Direct Deposit Henu

> Print Final PaerII 1| -~ Print Balance Sheets [After Updates)

2| -~ Calculate Payroll & Print Exceptions

1 1 1 3| -~ Calculate Payroll & Print Tria Regist
Distribution (F12) B T
24| -~ Import Leave Data for Paystubs From Leave Management System
5| -- Print Paychecks and Direct Deposits

_6 | -~ Check/Direct Deposit VoidjAdd Menu

* Calculates employer — Ziaiiie
pa id be n efits _8 | -~ Print Deduction Registers & Create Direct Deposit Export File

* Creates files to post i,

14| -~ Update Budget Files With Current Pay

9 | -~ Manual Checks & Voids From Previous Pay Menu

earnings history and
budget

v V|| [
* Creates accrual data T O O

Print the final distribution, F12, calculates the employer paid benefits and creates the
files for posting to earnings history and budget (financial). At this same time the system
also creates the accrual data file for the current payroll run.



Manual/Void Check Run

REPORT DATE 10/05/2012 PAYROLL GROSS PAY DISTRIBUTION FOR 11/30/12
PROGRRM PAY20
bt TOTALS
YR FND F PRGM FNCT OBJCT FCTY B ADDT'L ACCOUNT DESCRIPTION RAMOUNT OBJECT FNCT
13 100 0 9990 2100 14600 0101 1 000000 ATHLETIC SUPPLEMENTS MHS 208.33-
13 100 0 9990 2100 14600 0102 1 000000 ATHLETIC SUPPLEMENTS MMS 166.67-
375.00- 375.00-
13 402 0 1750 1000 11000 0102 1 000000 T-1 TEACHER SAL. MMS 2,808.52-
2,808.52- 2,808.52-
#4#4+ ALL ACCOUNTS ####+ 3,183.52-

375.00-

2,808.52-

In our example, the Gross Pay Distribution shows the one voided check we have
created during this Manual/Void Check Run Only.
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REPORT DATE: 10/05/2012
PROGRAM: PAYPR103

EMPLOYEE NAME
EMP. ¢

BAR2LEY, TI2ANY
£9647

EMPLOYER SHARE GRAND TOTAL

NOTE: TRS DOE PAID ERCON = 'Y*

Manual/Void Check Run

PAYROLL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 11/30/12 PAGE 1
22000 **ranss 22000 *errrErarAEEaabRrrrararntrnr 21000 Frewrr 21000 FrErrarran
PENSION PENSION (OBJECT)
SALARY GROSS OASDI GROSS HI GROSS (OBJECT) GROSS PEN EMPR
OASDI  AMT HI AMT TYPE AMOUNT C GHI AMT N GHI AMT  SHR/EMPL
3,183.82- 3,076.17- 3,076.17- 3,243.92-
190.72- 44.60- 1TRS 370.13- 912.34-
3,183.52- 3,076.17- 3,076.17- (23000) 3,243.92-
190.72- 44.60- TRS 370.13- 912.34-

ON THE EMPLOYEE RECORD

PAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER SHARE
AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' EARNINGS HISTORY RECORDS.

INDICATES THAT THE GEORGIA DEPARTMENT OF EDUCATION WILL

In our example, the Payroll Employer Benefit Distribution Register shows the one
voided check we have created during this Manual/Void Check Run Only.

Verify that the employer contributions are handled as expected!!
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The Payroll Monitor is used to track the progress of the special Manual/Void Check Run

Only.

Manual/Void Check Run

C\DEVSYS C:\SECOND

=181

i PCGDist=8991 Rel=12.03.00 10/05/2012 DOD 003 =
Screen 1 of 2 PAYSTUPD

PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<<<<

/ Void/Add Run Completed N
/ Final Register v
\ Deduction Registers

(This cycle can be repeated more than once)

Final Distribution <
Update earnings history with current pay N 1
Update budget files with current pay N ManuaINOId

Manual/Void Checks Run Onl Deduct Pension: Check Run ==

Requ oro P N 01d PSERS: 01d ERS: New P’ .

Special Gross Types : N TRS: New ERS: Flnal
—————————————————————— PAYROLLS SELECTED DURING SETUP: —----------mmmommeee istri i i
S Distribution is
SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI

MANUAL/UDID CHECK RUN 11 30 12 complete

Selected classes:

F11=Go to screen 2, Fi6=exit.
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Manual/Void Check Run

8 PCGDist=6991 Rel=120300 10/05/2012 DODOO3  C:ADEVSYS CASECOND GREEN =18[x|
Payroll Systen PAYNOOO3

Fiey Check and Direct Deposit Henu

* Update Earnings

. A l] -~ Print Balance Sheets [After Updates)
History with Current 21 - e et s o
P ay ( F 1 3 ) ﬁ f;:.::ﬁm::«:p::;m lF?:l:\l‘L:m Management System
, 1. o T
* Behind the scenes i
_8 | -~ Print Deduction Registers & Create Direct Deposit Export File
- Ba C ku p Of PAY DATA 9. -~ Manual Checks & Voids From Previous Pay Menu
to PAYDATAQ
=~ Update BUGY Wit Current Pay
— Backup of SECOND
to SECONQ

* No reports
produced here

e M| | ]
u«m»@mHIIIIIIIIIII

A backup of PAYDATA to PAYDATAQ and SECOND to SECONQ are made before posting to
earnings history. At this point, the payroll is for all purposes ready to complete. The
backup of SECOND is good only as long as no work is done on the financial side.

You should always try to run the Earnings History Update (F13) and the Budget Update
(F14) back to back. ALL OTHER USERS MUST BE OUT OF THE SYSTEM FOR THE
BUDGET UPDATE!!!!

The system will not let you accidentally repost to earnings history or to budget
(financial) even if you attempt to rerun these steps.
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Manual/Void Check Run

8 PCGDist=p991 Rel=1203.00 10/05/2012 DODDOO3  CADEVSYS CSECOND GREEN =slx|
Payroll Systen PAYNOOO3

Check and Direct Deposit Menu

* Update Budget Files
with Current Pay (F14)

* Run F13 and F14 back
to back

* Payroll is complete T
* You cannot repost even b
if you try to run these
steps again
* No reports produced ::I;;IWIMH { I I i I } I |

-~ Print Balance Sheets [After Updates)

== Calculate Payroll & Print Exceptions

-~ Calculate Payroll & Print Trial Register

-~ Calculate Payroll & Update YTD (Final]

- Import Leave Data for Paystubs From Leave Management System
-~ Print Paychecks and Direct Deposits

== Check/Direct Deposit Void/Add Menu

-~ Print Final Payroll Register

=~ Print Deduction Registers & Create Direct Deposit Export File

bk kkkkREiE

== Manual Checks & Voids From Previous Pay Menu

You should always try to run the Earnings History Update (F13) and the Budget Update
(F14) back to back. ALL OTHER USERS MUST BE OUT OF THE SYSTEM FOR THE
BUDGET UPDATE!!!!

The payroll is now complete!

The system will not let you accidentally repost to earnings history or to budget
(financial) even if you attempt to rerun these steps.
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The Payroll Monitor is used to track the progress of the special Manual/Void Check Run

Only.

Manual/Void Check Run

8991 Rel=12.03.00 10/05/2012 DOD 003  C:\DEVSYS C:\SECOND =l8]x|
Screen 1 of 2 PAYSTUPD

PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<cc<

/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register ¥

\ Deduction Registers v
\ Final Distribution
Update earnings history with current pay ManualNOId
ate budget files with current pay Ch k R Z
Manual/Uoid Checks Run Only: v Deduct Pension: ec unis

Regular Gross Types 01d PSERS: 01d ERS: New P!
g i TRS: New ERS: complete!

==

Special Gross Types
—————————————————————— PAYROLLS SELECTED DURING SETUP: —------------mmmmmoe
PAY NO. PAYS
SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
MANUAL/VOID CHECK RUN 11 30 12

Selected classes:

F11=Go to screen 2, Fl6=exit. 12.03.00

The payroll is now complete!
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Agenda

Void/Add Menu

Manual/Void Check Run

Getting FICA Right on a Manual Check
Refunding Deductions

Correcting PSERS and TRS
Overpayments

Garnishments

W2s

F
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Getting FICA Right on a Manual Check

* Understand the FICA / OASDI / HI fields on the
manual check.

* If the FICA fields are not entered correctly, W-
2’s will not be correct.
* Example
= Pay an employee $1100.00 salary
* One pre-tax deduction of $100.00.
= FICA Switch is ‘Y’ = full FICA
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Getting FICA Right on a Manual Check

* Use Calculate and Display (F2, F2, F14) to
calculate the correct amount of tax to
withhold.

* Check the following FICA fields:

= FICA / Med switch

= Total FICA gross and FICA amount on the gross
data lines

= OASDI gross and amount
= H| gross and amount
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Getting FICA Right on a Manual Check
.
Calculate and Display — Full FICA
= PCGDist=8991 Rel=14.03.00 10/30/2014 PCW 002 SV C:\DEVSYS C:\SECOND 1TE =2 il
Calculate and Display Pay Screen 1 of 2 PAYCOMP
Emp#: 12121 SHITH, DEBRA L. 212-12-1212 Sec 125 ¥ Loc @101 Class 02
Tax Marital Status - Federal: S State: B AEIC Ind: AEIC Payment: .00
Federal: Mar Stat S Exemptions 0 Withholding Code 0 Fed Amount/%
State: HMar Stat B Allow M[0] D[0O] W/ Holding Code O State Amount/%
Switches: Fed ¥ State v FICA/Med ¥ Pension ¥ GHI v Pension type NONE
Reg-hr Out-hr Reg-amt  1100.00 Out-amt
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Ant Reas Period End
(1] S 1100.00 1000.00 76.50 10/30/2014
02
03
o5
05
=#= Totals 11006.00 1000.060 76.50
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist  Contract Annuities
AGCT 61 15 108 1613 1000 17200 3050 1.0000 Ann #1 Ded 1 Co
ACCT 02 Ann #2 Ded 2 Co
ACCT 83
ACCT 04
ACCT 05
Totals 1.0000
0ASDI Gr 1000.00  OASDI Amt 62.00 HI Gr 1000.00 HI Amt 14.50
Ded 83 H Ded 64 H Ded 89 N Ded Ded Ded Ded Ded Ded Ded
84.03 34.17 100.080
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
#%% Gross Pay 1100.00 === Deductions 294.70 w=x NHet Pay 805.30 =»x% Non Tax 100.00
14.03.00

(WA ] ol |
[T el T [ |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject
to both the OASDI tax and the Medicare (HI) tax, then $1000.00 must be entered for
OASDI and Medicare gross.

If the FICA switch is ‘Y’, the total FICA tax should be 7.65% of the total FICA gross.

The OASDI amount must be .062 times the OASDI gross.

The Hl amount must be .0145 times the HI gross.
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Getting FICA Right on a Manual Check
The Manual Check - FuII FICA

B PCGDist=8991 Rel=14.03.00 10/30/2014 PCW 002 SY C:\DEVSYS C:\SECOND E -8 x|
PAYMANL

Manual Check For: Employee 12121 SMITH, DEBRA L. 212-12-1212 Loc 0161
Chk Dt 103120814 Bank BKO2 Chk No. 111112 DD Bank __ DD acct
Reg Hr Out-Hr Reg Amt 1160.00 Out Ant
GHI ind ¥ FICA ¥ TRS Serv 8 Retire Y TRS DOE Paid ERCON ? _ Pens code 8 NO PENSION

Proc Pay Pay Pay for

Type Type Tot Gross FICA Gr  FICA Amt Pens Gr Pens Amt Reas Period End
[T 1100.00  _1060.00 76.58 _ 18/31/2014
02
03 = —
oy _ —
s _ —

Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist  Contract
ACCT 01 15 100 _ 1013 1000 17200 3650 _ —1.0000
ACCT 082 88 =
ACCT 083 80 =
ACCT 04 80 =
ACCT 05 08 =
Totals

OASDI Gr _1000.08  O0ASDI Anmt 62.80 HI Gr _1000.00 HI Amt 14.58
Ded 93 N Ded 04 N Ded 09 NDed __ _Ded __ _Ded __ _Ded __ _Ded __ _ Ded __ _ Ded _ _

84.03 34.17 00.00
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

[ e 14.03.00

oY

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject
to both the OASDI tax and the Medicare (HI) tax, then $1000.00 must be entered for
OASDI and Medicare gross.

If the FICA switch is ‘Y’, the total FICA tax should be 7.65% of the total FICA gross.

The OASDI amount must be .062 times the OASDI gross.

The Hl amount must be .0145 times the HI gross.
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Getting FICA Right on a Manual Check

* Understand the FICA / OASDI / HI fields on the
manual check.

* If the FICA fields are not entered correctly, W-
2’s will not be correct.
* Example
= Pay an employee $1100.00 salary
* One pre-tax deduction of $100.00.
= FICA Switch is ‘M’ = Medicare (HI) only
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Getting FICA Right on a Manual Check
B PCGDist=8991 Rel=14.03.00 10/30/2014 PCW 002 SY C:\DEVSYS C:\SECOND VHI - E'El
Calculate and Display Pay cheen 1 of 2 PAYCOMP
Emp#: 12121 SMITH, DEBRA L. 212-12-1212 Sec 125 ¢ Loc 8101 Class 02
Tax Marital Status - Federal: S State: B AEIC Ind: AEIC Payment: .00
Federal: Mar Stat S Exemptions © Withholding Code 0 Fed Amount/%
State: Mar Stat B Allow M[6] D[00] W/Holding Code O State Amount/%
Switches: Fed v State ¢ FICA/Med M Pension Y GHI v  Pension type NONE
Reg-hr Out-hr Reg-amt  1100.00 Out-ant
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
o 11008.00 1000.00 14.50 10/30/2014
02
03
ou
05
»»x Totals 1106.00 1000.00 14.58
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist  Contract Annuities
ACCT 01 15 100 1013 1000 17200 3050 1.0000 Ann #1 Ded 1 Co
ACCT 02 Ann #2 Ded 2 Co
ACCT B3
ACCT 64
ACCT 85
Totals 1.0000
0ASDI Gr 0ASDI Amt HI Gr 1000.00 HI Amt 14.50
Ded 93 N Ded B4 N Ded 09 N Ded Ded Ded Ded Ded Ded Ded
84.03 34.17 100.00
Ded Ded Ded Ded Ded Ded Ded Ded Ded Dbed
*x% Gross Pay  1100.00 xxx Deductions 232.70 =xx Net Pay 867.30 xxx Non Tax  100.00
Y.

B - P e | | e = PN 0 o Y | 14.03.00
| T Twew[ T 1 |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject
only to the Medicare (HI) tax, then $1000.00 must be entered for Medicare gross.

If the FICA switch is ‘M’, the total FICA tax should be 1.45% of the total FICA gross.

The Hl amount must be .0145 times the HI gross.
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Getting FICA Right on a Manual Check
The Manual Check - HI Only

B PCGDist=8991 Rel=14.03.00 10/30/2014 PCW 002 SV C:\DEVSYS C:\SECOND - 5]5‘
PAYMANL

Manual Check For: Employee 12121 SMITH, DEBRA L. 212-12-1212 Loc 0181

Chk Dt 18/31/2014 Bank BKO2 Chk No. 111112 DD Bank DD acct

Reg Hr Out-Hr Reg Amt 1100.00 Out Ant

GHI ind v FICA M TRS Serv 0 Retire Y TRS DOE Paid ERCON ? Pens code 8 NO PENSION

Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant Reas Period End

01 1100.00 1060.60 14.58 10/31/2014

02

03

o4

05

Totals 1100.00 1000.00 14.50
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist  Contract

ACCT 61 15 108 1613 10060 17260 3050 1.0000

ACCT 02 08

ACCT 03 00

ACCT 04 00

ACCT 05 00

Totals 1.0000
0ASDI Gr 0ASDI Amt HI Gr 1000.00 HI Ant 14.50
Ded 03 N Ded 04 N Ded 09 N Ded Ded Ded Ded Ded Ded Ded
84.03 34.17 100.00
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
»%% Gross Pay 1100.00 »xx Deductions 232.70 »»» Net Pay 867.30 w»x NON TAX 100.00
Validations passed. Save your changes.

k74 I I = e P P e o = P . o I N eyl 14.03.00
@], i1 | Help |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject
only to the Medicare (HI) tax, then $1000.00 must be entered for Medicare gross.

If the FICA switch is ‘M’, the total FICA tax should be 1.45% of the total FICA gross.

The Hl amount must be .0145 times the HI gross.



Employer FICA, TRS, and GHI
on a Manual Check

FICA switch and FICA gross determine the
employer FICA contribution

Employee pension switch and pension gross
determine the employer pension contribution
GHI Participation Switch and the GHI %
Distribution determine the employer GHI
contribution

Employer switch on individual deductions
determine the employer deduction contribution
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Employer FICA, TRS, and GHI
on a Manual Check

B PCGDist=8991 Rel=12.03.00 10/19/2012 DOD 001  C:ADEVSYS (C:\SECOND =18]x|
PAYMANL

Manual Check For: Employee 88650 EA7L, UI7CE 999-08-8650 Loc 0302
Chk Dt 11012012 Bank BKOS8 Chk No. 500003 DD Bank __ DD acct

Reg Hr Out-Hr Reg Anmt H678 .42 Out Ant

GHI ind ¥ FICA ¥ TRS Serv 1 Pension type TRS

Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr |FICA Amt | Pens Gr |Pens Ant  Reas Period End

:; — 4678.42 | 4223.35 | _238.62 | 4678.42 | 280.71  __  11/01/2012

S — —

et = —

3 R —

Totals
Yr Fnd F Prgm Fnc B Addt'1l GHI Dist| Contract

ACCT 61 13 100 _ 1021 1000 11000 362 1 —1.0000 | 4678.42

accv 290 oy

NCCT 8889 = === = - s e M/ = f——=
MCCT @R:-QQ = === = =r o —ou T
T s e e e

Totals || 4678.42
8 HI Amt __ 61.24

ed 17 ND!d 10 ND!‘G 09 N Ded 43 N Ded 24 N
234,48 ___2.00 __27.38

Ded __ _ Ded __

12.02.00

FICA switch and FICA gross determine the employer FICA contribution

Employee pension switch and pension gross determine the employer pension
contribution

GHI Participation Switch and the GHI % Distribution determine the employer GHI
contribution

Employer switch on individual deductions determine the employer deduction
contribution



Employer FICA, TRS, and GHI
on a Manual Check

B PCGDist=8991 Rel=12.03.00 10/19/2012 DOD 001  C:ADEVSYS (C:\SECOND =15|x|
PAYMANL
Manual Check For: Employee 88650 EA7L, UI7CE 999-08-8650 Loc 0302
Chk Dt 11/01/2012 Bank BKO8 Chk No. 500003 DD Bank DD acct
Reg Hr Out-Hr Reg Anmt W678.42 Ovt Ant
GHI ind v FICA ¥ TRS Serv 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr |FICA Amt | Pens Gr |Pens Ant  Reas Period End
01 4678.42 4223.35 238.62 h678.42 280.71 11/081/2012
02
03
o4
05
Totals 4678 .42 4223.35 238.62 4678.42 280.71
Yr Fnd F Prgm Fnc B Addt'1l GHI Dist| Contract
ACCT B1 13 100 10621 1000 11000 302 1 1.0000 h678.42
ACCT 82 00
ACCT 00
ACCT 04 00
ACCT 85 00
Totals 1467842
OASDI Gr 4223.35 3.35 HI Amt 61.24
Ded 63 N Dtl‘l uh N Deu 13 V en 25 N l)ed 33 ¥ eﬂ 17 N Ded 10 N Ded 09 N Ded 43 N Ded 24 M
l0|7 65 90 35 102 86 1‘1 58 fa? 80 234 .48 2.00 27.38
Ded Ded Ded
=xx Gross Pay 4678.42  w»w= Deductions 1664.32 === Net Pay 3014.10 === NON TAX  455.07
Ualidations passed. Save your changes.
i P PR P A | 9 s | = P e P N = 12.02.00
P = [ fwew] [ T 1

FICA switch and FICA gross determine the employer FICA contribution
Employee pension switch and pension gross determine the employer pension
contribution

GHI Participation Switch and the GHI % Distribution determine the employer GHI
contribution

Employer switch on individual deductions determine the employer deduction
contribution



Employer FICA, TRS, and GHI
on a Manual Check

REPORT DATE: 10/15/2012 PAYROLL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 11/30/12 PAGE 1
PROGRAM: PAYPR103

22000 s44esse 22000 sessessssarsssssbasssestssats 21000 Sosssss 2
PENSION PENSION

DPLOYEEZ NRE SALARY GROSS OASDI GROSS  HI GROSS (OBJECT) GROSS PN DMPR

2P, ¢ OASDI AMT HI AMT TYPE RMOUNT C GHI AMT N OGHI AMT  SHR/EMPL
EATL, VITCE 4,678.42 4,223.35 4,223.38 4,€78.42

88650 2€1.85 €1.24 RS §33.81 912.34

DPLOYER SHARE GRAND TOTAL 4,678.42 4,223.35 4,223.35  (23000) 4,€78.42
261.85 €1.24 TRS s33.81

NOTE: TRS DOE PAID ERCON = 'Y' ON THE EMPLOYEE RECORD INDICATES THAT THE GEORGIA DEPARTMENT
PAY THE EMPLOYER-PAID CONTRI! ION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER
A NT ‘TRS DOE PAID N* CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' EARNINGS HISTORY RECORDS.

Review the Payroll Employer Benefit Register.

* Because the manual check had a FICA gross, the Benefits Register shows an
employer FICA contribution

* Because the manual check had a pension gross, the Benefits Register shows an
employer pension contribution

* Because the manual check had a GHI % Distribution, the Benefits Register shows an
employer GHI contribution

* Because the manual check had a individual deductions with the employer switch set
to ‘Y’, the Employer Deduction Contribution Report shows an employer deduction
contributions



Employer FICA, TRS, and GHI
on a Manual Check

REPORT DATE: 10/19/2012 EMPLOYER DEDUCTION CONTRIBUTION REPORT PAGE 1
PROGRAM: PAYDR101 BY EMPLOYEE FOR 11/30/12
DEDUCTION ¢: 13 VENDOR 002520 CONTRIBUTION TYPE: 1 1 = FIXED AMOUNT
VENDOR $: 2920 VENDOR 002520 2 = & OF PROC TYPE GROSS
EMPLOYER OBJECT: 23000 EMPLOYER BLNC: 0421 3 = § OF EMPLOYEE CONTRIBUTION
™MP. ¢ RRE EMPLOYER CONTRIBUTION AMOUNT SOC. SEC. NO.
88650 EA7L, VICE 5.7% 999-08-8650
DEDUCTION TOTAL CONTRIBUTION AMOUNT 5.75
REPORT DATE: 10/19/2012 EMPLOYER DEDUCTION CONTRIBUTICN REPORT PAGE 2
PROGRAM: PAYDR101 BY EMPLOYEE FOR 11/30/12
DEDUCTION ¢: 33 VENDOR 002520 CONTRIBUTION TYPE: 1 1 = FIXED AMOUNT
VENDOR #: 2920 VENDOR 002520 2 = & OF PROC TYPE GROSS
EMPLOYER OBJECT: 23000 EMPLOYER BLNC: 0421 3 = § OF EMPLOYEE CONTRIBUTION
P ¢ NRE EMPLOYER CONTRIBUTION AMCUNT SOC. SEC. NO.
88650 EATL, VIICE 16.69 995-08-8650
DEDUCTION TOTAL CONTRIBUTION AMOUNT 16.€3

Review the Employer Deduction Contribution Report.

* Because the manual check had a FICA gross, the Benefits Register shows an
employer FICA contribution

* Because the manual check had a pension gross, the Benefits Register shows an
employer pension contribution

* Because the manual check had a GHI % Distribution, the Benefits Register shows an
employer GHI contribution

* Because the manual check had a individual deductions with the employer switch set
to ‘Y’, the Employer Deduction Contribution Report shows an employer deduction
contributions



B PCGDist=8991 Rel=12.03.00 10/24/2012 DOD 002  C:ADEVSYS (C:\SECOND =8l x|
PAYMANL
Manual Check For: Employee 88650 EA7L, UI7CE 999-08-8650 Loc 8302
Chk Dt 11012012 Bank BKO8 Chk No. 500003 DD Bank __ DD acct
Reg Hr Out-Hr Reg Anmt H678 .42 Out Ant
GHI ind ¥ FICA ¥ TRS Serv 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt  Pens Gr Pens Ant  Reas Period End
s — h678.42  4223.35 238.62 280.71 __  11/61/2012
SIS — —
B —
3 R —
Totals 4678.42 4223.35 238.62 280.71
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist  Contract
ACCT 61 13 160 _ 1021 1000 11800 362 1 678,42
ACCT 82 80 [
NCCT 8809 = ———- = - s e —_—
MCCT @R:-QQ = === = =r o —ou
ACCT 85 80 _ -
Tutals 167842
OASDI Gr _4223.35 OASDI Amt __177.38 HI Gr _4223.35 HI Amt ___61.24
Ded 03 N Ded 04 N Ded 13 ¥ Ded 25 N Ded 33 1 Ded 17 N Ded 10 N Ded 09 N Ded 43 N Ded 24 N
__417.65 _210.73 ____2.96 ___90.35 _ 102.86 __14.50 __42.00
Ded —pedi= = = Dedim= T DedITE o Ded s DediT T Deds T Ded S Ded T S Ded T
B > xxx Net Pay 3014.18 === NON TAX 455.07
Participating employee needs 100% GHI distribution
gy P I T T2 P T = 12.02.00
R I [wew] T T 1

To turn off the GHI employer contribution, we must delete the GHI % Distribution
fields. In order to do that, the GHI participation switch must be turned off.
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Employer FICA, TRS, and GHI
on a Manual Check

B8 PCG Dist=8991 Rel=12.03.00 10/24/2012 DOD 002  C:\DEVSYS C:\SECOND =81 x|
PAYMANL
Manual Check For: Employee 88650 EA7L, VI7CE 999-08-8650 Loc 0302
Chk bt 11/01/2012 Bank BKO8 Chk No. 500003 DD Bank DD acct
9 ut-Hr Reg Amt H678.42 Out Ant
FICA V TRS Serv 1 Pension type TRS
Proc Pay Pay Pay for
Iype Type Tot Gross FICA Gr  FICA Ant | Pens Gr |Pens Amt Reas Period End

01 4678 .42 4223.35 238.62 280.71 11/081/2012

02

03

ou

05

Totals 4678.42 4223.35 238.62 280.71
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract

ACCT 81 13 180 1821 1006 11800 362 1 4678 .42
ACCT 02 00
AccT 00
ACCT 84 00
ACCT 05 00

Totals 4678 .42

OASDI Gr 4223.35 OASDI Amt 177.38 HI Gr 4223.35 HI Amt 61.24

Ded 03 N Ded 0% N Ded 1’I \’ Ded 25 N Ded 33 V Ded 17 N Ded 1l N Ded 09 N Ded ‘03 N Ded 7‘! N
417.65 219.73 4.50
Ded Ded Dea Ded Ded Deu Ded Dea Ded Deu

wuw Gross Pay 4678.42  wwew Deductions 1664.24 wew Net Pay 3014.18 wws NON TAX  455.07
validations passed. Save your changes.

¥|.> Py o | P e | P | P | I} YI -,i:..w} I IC\I 12.62.00
=3 Help

To turn off the GHI employer contribution, we must delete the GHI % Distribution
fields. In order to do that, the GHI participation switch must be turned off.

To turn off the TRS employer contribution, we must delete the Pension Gross fields.
If the manual check has an employee FICA contribution, it is NOT possible to turn off

the employer FICA contribution. In this example, we will leave the employer FICA
contribution turned on.
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Employer FICA, TRS, and GHI
on a Manual Check

REPORT DATE: 10/24/2012 PAYROLL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 11/30/12 PAGZ 1
PROGRAM: PAYPR103

22000 sessass 22000 4esssssssnsd 1000 Jeessssces

PENSION (0BJECT

DRIOYEE NRE SALARY GROSS OASDI GROSS  HI GROSS (OBJECT) PEN EMPR

2P ¢ OASDI AMT HI AMT TYRE N GHI AT | SHR/EMPL

EATL, VITCE 4,678.42 4,223.38 4,223.35

22650 261.85 €1.24 TRS

EPLOYER SHARE GRAND TOTAL 4,678 .42 4,

NOTE: TRS DOE PAID ERCON = 'Y' ON THE EMPLOYEE RECORD INDICATES THAT THE GEORGIA DEPARTMENT OF El JON WILL
PAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOY! E

4,223.38
€1.24

AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUD

EMPLOYEES' EARNINGS HISTORY RECORDS. 3

No Pension Gross = No TRS employer contribution
GHI Ind ‘N’ = No GHI employer contribution

Review the Payroll Employer Benefit Register.

