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PCGenesis
Current Status & Future Plans

PCGenesis Development Team

Steven Roache  Director, Applications Development
Diane Ochala PCGenesis Lead Analyst/Developer
Angela Tennyson PCGenesis Senior Developer
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* Good morning & welcome to the PCGenesis
Current Status & Future Plans Session. Angela & |
thank you for coming today. | would also like to
introduce our manager, Steven Roache, who is
attending GASBO this year as well.

* Please feel free to make comments or ask
guestions 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.



PCGenesis
Sessions/Training at GASBO

* Session1- 8:40 Wed 11/8/2016
— PCGenesis Current Status & Future Plans

* Session 2 —-10:00 Wed 11/8/2016
— PCGenesis Recent Enhancements & Changes

¢ Session3-11:00 Wed 11/8/2016
— PCGenesis Roundtable — Financial System

e Session4-2:10 Wed 11/8/2016
— PCGenesis Roundtable — System Utilities

* Session 5-9:00 Wed 11/8/2016
— PCGenesis Payroll Training — Payroll Tools

e Session 6— 10:20 Thu 11/9/2016
— PCGenesis Payroll Training — Compiling ACA Data |

¢ Session 7—-11:20 Thu 11/9/2016
— PCGenesis Payroll Training - Compiling ACA Data Il

* Session 8-12:20 Thu 11/9/2016
— PCGenesis Roundtable — Payroll System
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We have a full schedule here at GASBO this year.
We have our two standard PCG sessions this
morning. We also have three round table sessions
and three payroll training sessions tomorrow. Gary
Jenkins from Jasper County has kindly offered to do
the three training sessions for PCGenesis. And |
want to give a big “thank you” to Gary.



PowerPoints Available on
Documentation Website

PCGenesis Release Information

Calendar Year 2016 Release Information

us® Runtime 10.0.1

= Rele 5.01.00 - Misc ) d: allation Instructions
Calendar Year 2015 Release Information
= Release 15.04.00 - Calendar Year 2015 Year-End Closi

2016 GASBO CalenrdarrYear2015'qugrPnints
PowerPoints will be S G e i PO
available on PCG

documentation website

Future Plans
nd Changes
'H -
!
ng

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.




PCGenesis Current Status

* The PCGenesis Development Team:
* Diane Ochala
* Angela Tennyson
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PCGenesis Current Status

* The PCGenesis development team reports to:

= Steve Roache, Director, Applications
Development.

= Steve Roache reports to Bob Swiggum, Chief
Information Officer.
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The PCG development team reports to two different
branches at the DOE.

Angela and | directly report to the IT department.
Our direct manager is Steve Roache.



PCGenesis Current Status

* The PCGenesis development team provides
updates to:

= Amy Rowell, Director, Financial Review.

= Amy Rowell reports to Ted Beck, Deputy
Superintendent of Finance and Business
Operations.
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The PCGenesis development team also provides
updates to the DOE Financial Review Department,
specifically Amy Rowell, the Director of Financial
Review. Amy reports to Ted Beck, Deputy
Superintendent of Finance and Business.



PCGenesis Current Status

* In addition to the two developers, we have
three help desk personnel.
* The help desk reports to Chris Rivera, Help
Desk Manager:
= Eula Braxton
= Katie Green
= Stephanie Scrivens
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PCGenesis also has three help desk personnel who
report to Chris Rivera. Eula Braxton, Katie Green,

and Stephanie Scrivens.



PCGenesis User List

* The Ga DOE has created a new e-mail user list
for PCGenesis

* This is a discussion forum

e Users can broadcast an e-mail to all PCGenesis
users enrolled in the group

* Thank you Steve Phillips, Terrell County, for
the suggestion at GASBO!

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

* This past year, the PCG team has implemented a
new e-mail user list for PCGenesis.

* PCGenesis users can use the e-mail list to
broadcast e-mails to all users enrolled in the
group. The e-mail list can be used as a discussion
forum.

* | want to thank Steve Phillips of Terrell County for
providing the suggestion for the e-mail list at last
year’s GASBO. Thank you Steve!
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PCGenesis User List

* We already have 184 registered users

* Any user involved with PCGenesis can join:
—Financial Directors
—Payroll Administrators
—IT Specialists
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The PCGenesis e-mail list already has 184 registered
users.
Any user involved with PCGenesis can join:

* Financial Directors

* Payroll Administrators

* |T Specialists
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PCGenesis User List

* Those PCGenesis districts and RESAs that join
the user list will be able to:

—Share ideas
—Discuss problems

—Have many more resources available for
gaining insight into PCGenesis operations
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The e-mail list can be used to:
e Share ideas
* Discuss problems
* The list provides many more resources for
gaining insight into PCGenesis operations
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PCGenesis User List

* Join by sending a blank e-mail to:
join-pcgenesis@list.doe.k12.ga.us

* After joining, users can take advantage of
discussion forums by sending e-mails to:

pcgenesis@list.doe.k12.ga.us
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We include instructions for joining the PCGenesis

User List when we send out PCGenesis releases, in

the Release Installation Instructions.

* Join by sending a blank e-mail to:
join-pcgenesis@list.doe.k12.ga.us

» After joining, users can take advantage of

discussion forums by sending e-mails to:

pcgenesis@list.doe.k12.ga.us
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Next, | want to talk about a major upgrade to the
PCGenesis system that was distributed recently.
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Upgrade to Micro Focus®
Runtime 10.0.1

* Release 16.03.00 delivered a major upgrade of
the Micro Focus® runtime for PCGenesis software

* Latest, greatest Micro Focus® AcuCobol runtime
software, published in 2015

* The GaDOE purchased for all PCG school districts,
RESAs, and charter schools

* The cost? Approximately, $75,000

* Asignificant investment into the future of
PCGenesis
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* Release 16.03.00 sent out on September 30t", 2016,
delivered a major upgrade of the Micro Focus
runtime system.

* Some background... The PCGenesis software is built
using the Micro Focus COBOL compiler and runtime.

* We discovered that PCG would NOT run on Windows
Server 2012 or Windows 10 without upgrading this
runtime layer of software

* So, the Georgia Department of Education purchased
Micro Focus Extend 10 AcuCbl runtime for all PCG
school districts, RESAs and charter schools

* This represents an investment of $75,000 into the
future of PCGenesis
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Upgrade to Micro Focus®
Runtime 10.0.1

* Windows Server 2012 and Windows Server
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* Here’s the good news....

 All of the latest, greatest Microsoft operating
systems are now supported!

* There will be no problem upgrading workstations
to Windows 10

* And, there will be no problems upgrading servers
to Windows Server 2012
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Upgrade to Micro Focus®

Runtime 10.0.1

* The life of PCG will be extended for at least
the next 5 to 10 years

* PCG will now have access to the latest,
greatest tools and features of Extend 10.0.1
— New and better graphical user interfaces
— New Print Queue support
— Transaction processing

— E-mail support
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* More good news... The life of PCG will be
extended for at least the next 5 to 10 years
* PCG will also have access to the latest, greatest
tools and features available in Extend 10.0.1
* New and better graphical user interfaces
* New Print Queue support
* Badly needed transaction processing
* Possibly e-mail support



Upgrade to Micro Focus®

Runtime 10.0.1
e Step 1: Upgrading the Micro Focus runtime
— Completed with 16.03.00
— Replaced the directory K:\ACUCBL

* So, what is involved with the Micro Focus Runtime
upgrade to Extend 10?

* Most of the updates will take place “behind the
scenes” and users might not be aware of the
changes

* Even though you might not be aware of any
benefits, these changes are BIG!

e Step 1, upgrading the runtime software was
completed with Release 16.03.00 which was sent
out on September 30", 2016

* This step required replacing the directory
K:\ACUCBL
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Upgrade to Micro Focus®
Runtime 10.0.1

e Step 2: Recompile all PCGenesis programs
— Expected delivery March 2017

— Although a new runtime has been delivered, PCG
programs are not taking advantage of the upgrade
yet

— ALL programs must be recompiled using the
10.0.1 software

— This will require a major effort to build the PCG
program libraries from scratch
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* Most of the updates will take place “behind the
scenes” and users might not be aware of the
changes

» Step 2 will require that we recompile ALL PCG
programs

e ALL programs must be recompiled using the Micro
Focus Extend 10 software

* This will require a major effort to build the PCG
program libraries from scratch



Upgrade to Micro Focus®
Runtime 10.0.1

* Step 2: Recompile all PCGenesis programs
— Expected delivery March 2017
— Replace K:\SYSTEM
— Replace K:\UNIACU\SHELL

— Requires extensive testing to make sure all
PCGenesis processes continue to work

* Test on old and new Windows Server versions (2003,
2008, 2012, 2016)
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* Most of the updates will take place “behind the
scenes” and users might not be aware of the
changes

* We expect delivery of this step by March of 2017,
possibly in release 17.01.00

* The recompile will mean that all modules in
K:\SYSTEM and K:\UNIACU\SHELL will be replaced

* Replacing these directories requires extensive QA
testing to make sure all PCG processes continue to
work

* We must test on all old and new Windows Server
operating system versions



Upgrade to Micro Focus®

Runtime 10.0.1

» Step 3: Convert all PCGenesis data files
— Expected delivery June or September 2017
— Convert K:\SECOND
— Today: Vision version 3 — very, very OLD
— Next year: Upgrade to Vision version 6

— This will require a very tricky release installation
which will run a Micro Focus conversion utility
against ALL data files
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 Step 3 will be converting all PCG data files
* Today PCG data files use Vision version 3 which is
very OLD
* Next year we would like to upgrade to Vision
version 6
* Vision version 6 will take each PCG data file and
will split it into 2 separate files:
 one file for the data indices and
 one file for the actual data
e Accomplishing this will be a very tricky release
installation because all PCG data files will need to
be converted at the same time!
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Upgrade to Micro Focus®
Runtime 10.0.1

* Step 4: Implement transaction processing for
PCGenesis data files and processes
— Expected delivery starting in 2018
— Today: Problems with data reliability

— Today: If a posting process is interrupted because
of power failure, or network hiccup, etc, half of
the PCG data files may be updated and half may
not. This requires a DATA REPAIR.
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* Why go to all the trouble of converting the data
files?

* Updating the data files allows us to implement far
better transaction processing

* Today, we have problems with data reliability

» Today, if a posting process is interrupted because
of a power failure, or network hiccup, etc, half of
the PCG data files may be updated (for instance
the Receipt file) and half of the files may not be
(for instance the AUDIT file).

* This requires a data repair!!
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Upgrade to Micro Focus®
Runtime 10.0.1

* Step 4: Implement transaction processing for
PCGenesis data files and processes

— Expected delivery starting in 2018

— Future: With upgraded software, we can
implement transaction processing

* Either ALL files get updated, or

* The transaction is rolled back and NO files get
updated

* Data file updates are ALL or NOTHING!
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* Why go to all the trouble of converting the data
files?
* Updating the data files allows us to implement far
better transaction processing
* With upgraded software, we can implement
transaction processing where
* Either ALL data files get updated, or
* The transaction is rolled back and NO data
files get updated
* The data file updates are ALL or NOTHING!
* We are hoping to start delivery of transaction
processing starting in 2018



Upgrade to Micro Focus®
Runtime 10.0.1

* Deep into the future....

* Upgrade of PCG Print Queue processes
B prim Que "iﬂﬂ_—_u—‘g
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* What are some of the other advantages of
upgrading:
* The Micro Focus runtime,
e Of recompiling the PCG software modules
e Of converting the PCG data files?
* We also hope to be able to upgrade the PCG Print
Queue processes
* This will require another significant investment by
the Georgia Department of Education
* This upgrade could cost between $15,000 and
$25,000 to provide the latest, greatest print
gueue process for PCG users



Upgrade to Micro Focus®
Runtime 10.0.1

* Deep into the future....

* Upgrade of PCG Print Queue processes
— Automatic conversion of print files to pdf’s
— Archiving functions made available
— Web based interface for the Print Queue
— Automatic E-mail capability of PCGenesis reports
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* We also hope to be able to upgrade the PCG Print
Queue processes
* An upgrade of the PCG Print Queue processes
could provide:
* Automatic conversion of print files to pdf’s
* Archiving functions, allowing reports to be
automatically copied to archive directories
* A web based interface for the Print Queue
* Automatic E-mail capability of PCGenesis
reports

25



Upgrade to Micro Focus®
Runtime 10.0.1

* Deep into the future....

* We are currently working with the Micro Focus
development team on cutting edge enhancements
* ACU to Web
— Mico Focus developers are working with an ALPHA
version of ‘ACU to Web’ and PCG software

— ‘ACU to Web’ will allow access to the PCGenesis
application using a web url address
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* What are some of the other advantages of
upgrading:
* The Micro Focus runtime,
e Of recompiling the PCG software modules
e Of converting the PCG data files?
* TODAY we are working with the Micro Focus
development team on cutting edge enhancements
* We are working with Micro Focus to debug new
software which will allow users to access the
PCGenesis application using a web url address
* The Micro Focus software is so new that the Acu
to Web product is still in ALPHA status
* Micro Focus is developing their new Acu to Web
software using the PCGenesis applicaton!



Upgrade to Micro Focus®
Runtime 10.0.1
* Deep into the future....
* Very exciting changes for PCGenesis

* By the end of 2017 we expect to be
completely up-to-date and able to implement
the most modern features available for COBOL
applications

* Micro Focus Extend 10.0.1 project will take
most development resources for 2017
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* These are very exciting changes for PCGenesis
even though most of the updates will take place
“behind the scenes” and users might not be aware
of the changes

* By the end of 2017 we expect to be completely up-
to-date and able to implement the most modern
features available for COBOL applications

* However, be aware that the Micro Focus Extend 10
project will take most development resources for
2017

* Questions???
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Keep Up With Legislative Changes

* Federal and State taxes

* W-2 and 1099-R reporting requirements

» Affordable Healthcare (ACA) requirements
* Pensions, including PSERS, ERS, TRS
 State health

* Ga Department of Audits

* Ga Department of Labor (GaDOL)

* Federal EEO-5 reporting

The PCG development team always has to keep up
with the changing legislative environment.

 And to that end, we track...

* Federal and State taxes

e W-2and 1099-R reporting requirements

* Affordable Healthcare (ACA) requirements

* Pensions, including PSERS, ERS, TRS

e State health

* Ga Department of Audits

 Ga Department of Labor (GaDOL)

* Federal EEO-5 reporting

And of course, the biggest legislative change we are
dealt with last year was the Affordable Healthcare
Act requirements.
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Affordable Care Act Support

* Approximately 23 districts used PCG for ACA
2015 reporting — Thank you to those
pioneering districts!!!!

* For 2015, electronic filing to the IRS was
postponed until June 2015 — this gave
everyone breathing room

* In 2015, the development team worked
through the logistics and idiosyncrasies of ACA
reporting — and there was a lot of craziness!
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Approximately 23 districts used PCG for ACA
2015 reporting —

Thank you to those pioneering districts!!!!

For 2015, electronic filing to the IRS was
postponed until June 2015 — this gave everyone
breathing room

In 2015, the development team worked through
the logistics and idiosyncrasies of ACA reporting
As everyone | am sure is aware, this is a very
confusing, convoluted reporting process
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Affordable Care Act Support

* For 2015, most PCG districts used a 3" party
for their ACA reporting

—Thank you to those districts as well!!!

—Working with a small subset of districts for
ACA reporting made 2015 manageable for
the first reporting year

—How many districts expect to use PCG for
ACA reporting this year???
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For 2015, most PCG districts used a 3™ party for
their ACA reporting

* Thank you to those districts as well!!!

* Working with a small subset of districts for
ACA reporting made 2015 manageable for
the first reporting year

* How many districts expect to use PCG for
ACA reporting this year???
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Affordable Care Act Support

* For 2016, we have a proven methodology

GASBO Thursday sessions by Gary Jenkins:
— PCGenesis Payroll Training — Compiling ACA Data |
— PCGenesis Payroll Training - Compiling ACA Data Il

— Gary will explain how to use PCG to comply with
ACA legislative reporting requirements
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For 2016, we have a proven methodology
Thursday sessions by Gary Jenkins.
Gary will focus on how to use PCG to be
successful with ACA reporting as well as other
payroll topics.
* PCGenesis Payroll Training — Compiling ACA
Data |
* PCGenesis Payroll Training - Compiling ACA
Data Il
* Gary will explain how to use PCG to comply

with ACA legislative reporting requirements
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= Electronic Filing — Submitting ACA Ti
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= 1095-C Statement Processing Chec
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Let’s talk about what is new with Affordable Care
Act reporting.



Affordable Care Act Support
What’s New

Per IRS regulations, paper 1095-C forms are
due to individuals by January 31, 2017

* PCG supports the portrait 1095-C form, same
as last year

* We will add support for a portrait self-seal
1095-C form
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 Last year ACA reporting deadlines were postponed
— thankfully!

 This year, per IRS regulations, paper 1095-C forms
are due to individuals by January 31, 2017

* PCG supports the portrait 1095-C form, the same
form as last year

* We will add support for a portrait self-seal 1095-C

form |



Affordable Care Act Support
1095-C Printed Forms

* Unlike the W-2 process, PCGenesis will require
pre-printed 1095-C forms

* School districts should contact their forms
vendor and purchase pre-printed 1095-C
forms

* Check with the PCGenesis Help Desk to ensure
the proper forms are purchased

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

1095-C Printed Forms

* Unlike the W-2 process, PCGenesis will require
pre-printed 1095-C forms

 School districts should contact their forms vendor
and purchase pre-printed 1095-C forms

e Check with the PCGenesis Help Desk to ensure the
proper forms are purchased
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Affordable Care Act
1095-C Printed Forms

Jeomntcrep v,

PCGenesis supports
this portrait form

S| f A

This is what the portrait 1095-C form looks like
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Affordable Care Act Support
What’s New

* Filers of 250 or more ACA 1095-C forms must
file with the IRS electronically

* If filing electronically, file by March 31, 2017
* PCG requires electronic filing

* Last year ACA filing deadline was postponed until
June 2016 — thankfully!

* This year, per IRS regulations, electronic filing is
due by March 315t 2017

* Please note: PCGenesis REQUIRES electronic filing.
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Affordable Care Act Support
What’s New

* PCGenesis does NOT support paper filing to
the IRS

— The IRS requires a landscape 1095-C form when
filing paper

— According to our forms provider, the landscape
form does not fit into a standard sized long
envelope

— The landscape form has room for 6 dependents
and then requires a continuation form — too
difficult to program
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* PCGenesis does NOT support paper filing to the
IRS

* PCGenesis REQUIRES electronic filing.

* The IRS requires a landscape 1095-C form when
filing paper which PCG does not support

* According to our forms provider, the landscape
form does not fit into a standard sized long
envelope

* The landscape form has room for 6 dependents
and then requires a continuation form — too
difficult to program



Affordable Care Act Support
What’s New

* |IRS Instructions for 1094-C and 1095-C:

https://www.irs.gov/pub/irs-pdf/i109495c.pdf

* School district officials must be familiar with the IRS
rules!!

* Understand the Offer of Coverage Codes
* Understand the Safe Harbor Codes
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School district officials must be familiar with the IRS
rules!!

* Understand the Offer of Coverage Codes
* Understand the Safe Harbor Codes

Go to the IRS website, shown above, and print and

read the instructions for the 1094-C and the 1095-C.
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Affordable Care Act Support

2016

Instructions for Forms

1094-C and 1095-C

Department of the Treasury
Internal Revenue Service

Section references are to the Internal Revenue Code unless
otherwise note:

Future Developments

For the latest information about developments related to Form
1094-C, Transmittal of Employer-Provided Health Insurance
Offer and Coverage Information Returns, and Form 1095-C,
Employer-Provided Health Insurance Offer and Coverage, and
instructions, such as legislation enacted after they were

published, go to www.irs gov/form 1094c and www irs gov
form1095¢.

What's New

www.irs. gov/for-Tax:|

Care-Ac -AIR-Program.
For FAQs specifically related to completing Forms 1094-C
and 1095-C, go to www.irs are-A
A rep e
£ Form-1094-C-and-Form-1095-C.

For additional guidance and proposed regulatory changes
relating to section 6055, including clarifications regarding the
reporting requirements for providers of minimur essental
coverage and the requirement to solicit the TIN of each covered
individual for purposes of the reporting of health coverage
information, see Proposed Regulations section 1.6055-1(h) and
Regulations section 301.6724-1

Form revisions. On Form 1094-C, line 22, box B is
“Reserved.” The Qualifying Offer Method Transition Rebef is not
appiicable for 2016. In Part ll, column (b), "Section 4980H" was
inserted before Full-Time Employee Count for ALE Member” to
remind filers that the section 4980H definition of “full-time
employee” applies for purposes of this column, not any other
definition that an ALE Member may use for other purposes. On
Form 1095-C, the language Do not attach to your tax return.
Keep for your records.” was inserted under the title of the form to
inform the recipient that Form 1095-C should not be submitted
with the return. On line 15 the heading was revised to read
“Employee Required Contribution (see instructions).” Other
minor clarifying changes were made to both forms.

Changes to codes. Code 11 for Form 1095-C, line 14, and
code 21 for Form 1095-C, line 16, are no longer applicable and
have been reserved. New codes 1J and 1K have been added for
Form 1095-C, line 14. For more information, see the instructions
for Form 1095-C, line 14 and line 16.

Transition relief. Several forms of transition relief were
available to employers for 2015 under sections 4980H and 6056,
but only mited transition relief continues to apply in 2016,
References to transition relief that appled only in calendar year
2015 have been removed. Descriptions of the remaining forms
of transition relief have been amended to clarify for which
months in 2016 the transition relief applies. For a description of
the relief and when it applies, see Section 4980H Transition
Relief for 2015 Plan Years.

Additional Information

General Instructions for
Forms 1094-C and 1095-C

See Definitions, later, for key terms used in these instructions.

Purpose of Form

Employers with 50 or more full-time employees (including
full-ime equivalent employees) in the previous year use Forms
1094-C and 1095-C to report the information required under
sections 6055 and 6056 about offers of health coverage and
encollment in health coverage for their employees. Form 1094-C
must be used to report to the IRS summary information for each
ALE Member and to transmit Forms 1095-C to the IRS. Form
1095-C is used o report information about each employee to the
IRS and to the employee. Forms 1094-C and 1095-C are used in
determining whether an ALE Member owes a payment under the
employer shared responsibility provisions under section 4980H
Form 1095-C is also used in determining the eligibility of
employees for the premium tax credit.

ALE Members that offer employer-sponsored self-insured
coverage also use Form 1095-C to report information to the IRS
and to employees about indviduals who have minimum
essential coverage under the employer plan and therefore are
not liable for the individual shared responsibility payment for the
months that they are covered under the plan.

Who Must File

Ao ALE Macohac meist il coa.ac incks Eagns 0840 fackading.

This is the first page of the IRS instructions.

The 2016 IRS Instructions for Forms 1094-C and
1095-C explain all of the codes necessary for
completing the forms.
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. -
1094-C Transmission Form
..1094-C Transmittal of Employer-Provided Health Insurance Offer and [ commecteo OME o T84
) Coverage Information Returns o016
Dupasmre of o Ty » information about Form 1004.C and ts st =t
‘Applicable Large Employer Member (ALE Member)
[ T oo
& Sate o prowncs T8 Couny ana 2 o rersign posta cooe|

T Hame of person fo contact i [ & Contact teiephone numoer

7 Fame of CoSgrated Gaverment BTy [orry 7 Appicacs) 70 gy iearEricaton homter £
11 Sweat acoress (ncuaing room or sute noy .

For Official Use Only

12 Gy ortoun 13 5t or provecs [14 Courtry 2 20 r v posta sase

L T T T R D
18 Total number of Forms 1095-C submitted with this transmittal

19 Is this the authoritative transmittal for this ALE Member? If “Yes,” check the box and continue. If *No,” see instructions . . . o e .. ’_
|z] | ALE Member Information

20 Total number of Forms 1095-C filed by and/or on behalf of ALE Member .

21 Is ALE Member a member of an Aggregated ALE Group? ’—vm I_Nn

H *No," do not complste Part IV.
22 Cortifications of Eligibility (select all that apply):
[ A Quastying Ofter Method O B Reserved [ . section 4080H Transition Raliet [} p.08% offer Method

( — Awy.\mwM-wwmwww Box B is now ‘Reserved’. The I
e }] ‘Qualifying Offer Method Transition -
ForFrmooy et Poperwonk Reduction etonen see e et | Relief' is not applicable for 2016 :

This is what the IRS 1094-C form looks like.

Everyone needs to become very familiar with this

form.

* Box B no longer applies. The ‘Qualifying Offer
Method Transition Relief’ is not applicable for
2016
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Affordable Care Act Support
1094-C Transmission Form

i
g

-\ :
I
“Section 4980H" was inserted before “Full-Time
Employee Count for ALE Member” to remind filers
that the section 4980H definition of “full-time
employee” applies for purposes of this column, not

any other definition that an ALE Member may use
for other purposes.

if
&

2 8 ] 8 L] B ® H 8

I o i S Y

oojo|o|n|o|o|o|o|o|o|o|ogf

T
( Now |
Gearsl Dec I
rom 1094-C zovg

This is what the IRS 1095-C form looks like.

Everyone needs to become very familiar with this

form.

The form has three parts

* Part lll - ALE Member information by Month

» “Section 4980H” was inserted before “Full-Time
Employee Count for ALE Member” to remind filers
that the section 4980H definition of “full-time
employee” applies for purposes of this column,
not any other definition that an ALE Member may
use for other purposes.

* ACA considers full time employees any employee
who averages 30 hours or more per week.

T
|
|
|
|
|
|

o|jojo|o|jo|g

] £ 8 8
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Ll
1095-C Printed Forms
L voio
. - Employer-Provided Health Insurance Offer and Coverage
;T,.!Rg.—.?m& I ploy » Do not attach to your tax return. Koep for your records. & ] corRecTED
NI REVENUS Sanvice » Information about Form 1095-C and its separate instructions is 8t www.irs. gov/form 1085c
IZION Employee
T oy T2 oo seciry mrmoer om0 e TR
3 Shrest soress [rouang spert ) T Swest scaress fmciuang room o s ) T epora o
5 Siate o provrcs & Gouy i 2 o R st coae | 13 Gy or o iz Steor prowece T Gourtey e 2 or e post coce
X Employee Offer of Coverage ) | Plan Start Month (Enter 2-digit numben)
[Mizvos | Jan | Feb | Ma | Aw | Way | Jume [ duy | Aw | Set ]| oot | v | D=
14 omrar
ovsrage e | | | | | | | | | | | | |
| | | | | |
s s $ $ $ $ s s s s s s
T ] 1
|=] ] red Individuals
It Employer provided self-insured covs eck the box and enter the information for gach individual enrolied in coverage. including the employes. _I
i r— Sicrirs o Cowge
R [” o ET'WGET.S..‘E L“q‘;‘“’"—‘- Jan | Fob | War | Aer M:' June Math Sopt | Ot | Neov | Dec
| |
O[] I 1 1T (I ]
| [ [
O|ojo|ooo|no|o|o|m|(e|n
- | | [
O (o|jcooe|ojcma|m|mim
o | | [
o O|oc|ojo|o|0o|o|jo|jo|(c|o
- | | [
@ si{=linfinlis]i=lis]{nlis}in]{a}{s] s
- [ | I
o mlinlinlin}i=]{afinlintintin] inlialis
For Privacy Act and Papsrwork Reduction Act Notice, see separate instructions. Cat. o, E070SM Form 1005-C zong

This is what the IRS 1095-C form looks like.

Everyone needs to become very familiar with this

form.

The form has three parts

* Part | —includes the employee’s name and address
information and the employer’s name and address
information

* Part Il — contains the employee’s offer and
coverage information

* Part lll — contains the employee’s dependent
information



Affordable Care Act Support
1095-C Printed Forms

...1095-C Employer-Provided Health Insurance Offer and Coverage

DeparTent of me Treasury » Do not attach to your tax return. Keep for your records. LCOHHECTED
NS REVENUS Senvice » Information about Form 1095-C and its separate instructions is Z

IEEEIX Employee

1 Name cr mpioyee T2 Secmmermynmoargan |7 'ﬁm\ T Enpoyer mermmcamn rumow 99

“Do not attach to your tax return. Keep for your
records.” was inserted under the title of the

[’ State or provrce. T ® Country ana 2P or roreg)

X Employee Offer of Coverage
A T2Wots | Jan F

[ [ [ _Fe

—=— form to inform the recipient that Form 1095-C
| should not be submitted with the return.
|

s s B B [ B [ [ B B
M Employorprovideo s 1sured coveraga. check 13 X 30d Gt tha nfomation fo sach Icividusl envold i COverag, NCAINg e Gmployeo 0
R ) st er e TN ET'..,T‘:"',E.Z: ‘lﬂm Jan | Fob | War | Aer M;' JT:JJ‘::”!AW Sopt | Ot | Neov | Dec
|
O[] I 1 1T (I ]
' | RGIEIEEEECEEEEE
- |
- | ‘FJI—FTFII_‘II_I“..“IITI_‘I
o | | [
o O|oc|ojo|o|0o|o|jo|jo|(c|o
- | | I
& SREIEIEIEEEEEEEEE
- [ | I
. SEIEIEEEEEEEEEE
For Privacy Act and Paperwork Reduction Act Nolice, 56+ separate instructions. "Cat. o, 80705 rorm 1006-C zoey

This is what the IRS 1095-C form looks like.
Everyone needs to become very familiar with this
form.

“Do not attach to your tax return. Keep for your
records.” was inserted under the title of the form
to inform the recipient that Form 1095-C should
not be submitted with the return.
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Affordable Care Act Support
1095-C, Part Il Employee Offer and Coverage

I Employee Offer and Coverage
Al12Months [ Jan Feb
¢ [

Mar Apr June Aug Sept Oct Dec

e e R W i i RSt R R
I . .
1T 1T T |

’E

. ACAL1 - ACA Offer of Coverage Code =g
« Line 14: Offer of Coverage ma — maim

1A Qualifying offer, 12 mos, EE contn < fe ver!

1B MV offer to EE only. No coverage spouse p:

— MV is defined as minimum ic MV offer to EE. MEC offer to de;

1D MV offer to EE, MEC offer to sp No cover
1E MV offer to EE, MEC offer to spouse and deps
va | ue 1F MEC not providing MV offered to EE
16 Offer to EE who was not FT and who self-insured
P " w2 1H No offer of coverage
p— u MV offer to EE. conditional MEC to spouse. no deps
MEC is defined as minimum |15k 2 B luion oo

essential coverage

+ New codes 1J and 1K: if the coverage for
- < the spouse was offered conditionally.
(b0 mpessazized « 1M no longer used.

Let’s review the 1095-C, Part Il Employee Offer and
Coverage, Line 14: Offer of Coverage.
Each employee must be coded for the Offer of
Coverage for each month of the calendar year.
This screen shows the corresponding drop-down
box from the PCGenesis entry screen.

e MV is defined as minimum value

« MEC is defined as minimum essential coverage
These codes determine what offer of coverage was
made to each FULL-TIME employee, if any.
Note: 1A = SHBP offers coverage with the
employee contribution less than the Federal
poverty level
1H = No offer of coverage
New codes 1J and 1K: if the coverage for the spouse
was offered conditionally.
1l is no longer used.
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Affordable Care Act Support
1095-C, Part Il Employee Offer and Coverage

Emplyeeoﬂ of Coverage [ Plan Start Month (Enter 2-digit number)
[~ [Jar[ioe]Mu[A;t|'Ja,[J'\o[y]Aug[Sﬁw[Ocr]Ny.[[-<

[ [ [ [ [ [ [ [ | | [

[ | [ | | I | I [ |

$ $

Line 15 the heading was revised to read
“Employee Required Contribution (see
instructions)”

* Line 15: Employee Required Contribution

— Report the lowest contribution for self-only minimum
value coverage, regardless of what tier of coverage
enrolled

— Only report on Line 15 if minimum value coverage is
offered (State Health Benefit Plan offers a minimum value
option)

- &
Richard Woods, Georgia's School Superintendent
<7$OE “Educating Georgia's Future”

Let’s review the 1095-C, Part Il Employee Offer and
Coverage, Line 15: Employee Share of Lowest Cost
Monthly Premium, for Self-Only Minimum Value
Coverage. The description was changed to be
“Employee Required Contribution”.

Each employee must be coded for the Lowest Cost
Monthly Premium for each month of the calendar
year.

* Report the lowest contribution for self-only
minimum value (MV) coverage, regardless of
what tier of coverage enrolled

 Onlyreport on Line 15 if minimum value
coverage is offered (State Health Benefit
Plan offers a minimum value option)
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Affordable Care Act Support
1095-C, Part Il Employee Offer and Coverage

I Emplo y o« and Cov
hs [ Jan
: [

Mar Apr June Aug Sept Oct Dec

P e e ey
! l \ ! i 1 | ! \ \ \
1 1 1 1 1 1 1 1 11

$
" . [] ACA2 - ACA Safe Harbor Code 8 | )
. Llne 16: Appllcable Code Description —
. gﬁ E:ﬁ: ; ee wal:el:ll?;l”y dddb l‘l ":H"n nth
Section 4980H Safe Harbor ||z o moiivcvemevioes
% 2E Multiemploye: ief
Code (enter code, if S ot ey i syl bt
H te of pay affordability sal
applicable)
2l is no longer used.
(70‘?0E Richard Woogssl;‘g:z;géat'oswsmc’:\gmm" i i‘ __Done_| _Canc_:l_[—“

Let’s review the 1095-C, Part Il Employee Offer and
Coverage, Line 16: Applicable Section 4980H Safe
Harbor Code.

Each employee must be coded for the Safe Harbor
Code, if applicable, for each month of the calendar
year.

Generally, these codes determine why an employee
was NOT offered coverage.

* 2A — Employee not employed during the month

* 2B — Employee was employed, but was not full-time

* 2C - Employee was enrolled in the coverage offered

* 2D — Employee was in a measurement period

* Remaining codes are for other safe harbor
certifications and 2l is no longer available

If an employee was offered coverage, but waived the

coverage, no Safe Harbor Code is applicable
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Affordable Care Act Support
1095-C, Part lll Covered Individuals

X Covered Individuals

If Employer provided self-insured coverage, check the box and enter the information for each covered Individual. j
8 1Sps S | ] ool |ss ol a7 Wi Ao | May Toow Ju::m wAw Sept | Oct | Nov | Dec
” I { I I o v i
I ] = ODo0 D D0 D B0 B E
l ‘ = OO0DOODONDDOD DOHDDoiDd

* Complete Part Il ONLY if the employee enrolled in
the employer-sponsored health coverage

* The ADP file feed will contain GHI-eligible
employees’ dependent names, SSN’s, and DOB’s but
not months of coverage

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

Let’s review the 1095-C, Part Il Covered Individuals.

* Complete Part Ill ONLY if the employee enrolled in
the employer-sponsored health coverage

* The ADP file feed will contain GHI-eligible
employees’ dependent names, SSN’s, and DOB'’s
but not months of coverage
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Affordable Care Act Support
1095-C, Part Ill Covered Individuals

LAl Covered Individuals

Emp yer provided self-insured coverage, check the box and enter the Information for each cove

vered Individual. j

on
3l 12months[™Jan | Feb | Mar | Apr | May | June | Jul u

O O0ODoOoo||d
= lalalalalala

O|0O|O g
O|o|0e
O

|

= alo

* Columns (a) through (e) must be completed for each
individual enrolled in the coverage

— Must include the employee (self) on the list of
dependents

* Column (d) or (e) must indicate the months in which
_the individual was covered

QO%OERIdedG g| ShISpI endent

Let’s review the 1095-C, Part Il Covered Individuals.

* This section is completed for each individual

enrolled in the healthcare coverage
* This section must include the employee
(self) on the list of dependents

 Part lll also indicates the exact months that the
individual was covered, January through
December.

e Column (e) is checked is the employee or

dependent was covered all 12 months of the year.
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Affordable Care Act Support
ACA Employee Data Screen

(T 0 L TN T e )
Status Acti Update/Display ACA Employee Data PERG6
EnpHo 87893 ABAEY, LE4HARDO Class 9 CLERICAL
SSH Hw u .'sw Loc 8010 Location 008010 Job cd 58 SHS SUPERUVISOR
Calendar year: EINDD
1095-C Eligible: ¥ RECORD ON FILE (Eligible for 1095-C)

EE Share of Lowest Cost

OFfer of coverage code Prem, Self-Only Coverage safe harbor code

PART I1, LINE 14 PART 1@, LINE 15 PART 11, LINE 16
ALL 12 HOS — —
JAN au - 2a
FEB H —_— 28
MAR M 2R
APR 1A 2c
MAY 1A 2C
JUN 0 2c
JuL 1A 2c
AUG 1 2c
SEP ia 2c
ocT 1 P 2c
NOU aa —_— 2C
DEC 14 2c

Employee coverage must be entered so that
”;;‘l““;l"s ';;I‘”gl 5"__”*' =l °'f"‘9”_,J the line 14 Offer of Coverage codes and
W] v | || line 16 Safe Harbor codes are populated

Lines 14, 15, and 16 of the 1095-C are coded on the
Update/Display ACA Employee Data screen
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Affordable Care Act Support
Annual Reports Menu

rn PCG Dist=8991 Rel=15.0300 09/16/2015 PCW 002 SV CADEVSYS &\STCGND M
Payroll System PAYHOBOD
Haster Henu

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

-- Annual Reports Menu
- - MonthlylQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports/Labels Menu
Update/Display Descripti duetionta

- Descrip! ity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-~ Special Functions Menu

Fley
=]
2]
3
4
5
L8
P
T
my
2
JRET]
T

-~ File Reorganization

For systems that plan to use PCGenesis to produce
the ACA Forms and the IRS Transmission File, a new
Annual Reports Menu has been created.
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Affordable Care Act Support
Annual Reports Menu

FKey ual Reports Menu
1094-C & 1095-C Options:
_1_| -~ Import ADP Dependent Names, DOBs and SSNs
_2 | -- Export ACA Employee Data and Create .CSV Template
_3 | -- Export ACA Dependent Dala and Create .CSY Template
_4 | -- Import ACA Employee & Dependent Data from PCG Template
_5 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
_6 | -- Print 1094-C & Employee 1095-C's & Create File.
W-2 Options: A
T 1 i Employee w2'e & Create File | PGS will support printing the IRS forms
21 - pamtEmployers copyofW2's | 1094-C and 1095-C’s, and will support
Other Options: 1 H =
a5 --e;le::h'::sﬂenellts Transmission File creatlng the IRS transmlss'°n ﬁle

Payroll System PAYNOOOA

| | S O G|~ 150409

PCG will support printing the IRS forms 1094-C and

||
erapae [ [ [ [ [ [ [ [ | [ |

thardWodG ja's shIS erintendent
(7«%05 coria'sSchon uper

1095-C’s, and wi

|| support creating the IRS

transmission file
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
» Affordable Care Act Reporting
* What’s New

= Electronic Filing — Applying for E- SerVIces
ID’s and AIR TCC Code

= Electronic Filing — Submitting ACA Ti
to IRS

= 1095-C Statement Processing Chec

y

%
Richard Woods, Georgia's School Superintendent
(70 OE e Goae Pt

Let’s talk about how to get ready for Affordable Care
Act reporting.



Affordable Care Act Support
Electronic Filing
* The IRS ACA Information Returns (AIR) system
is brand-new

* It is an entirely new registration process to
gain access to the AIR system

* Credentials with the FIRE system for 1099
returns will not work for transmissions of ACA
returns

* This is a long, time consuming process!!!

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

* The IRS ACA Information Returns (AIR) system is
brand-new

* |t is an entirely new registration process to gain
access to the AIR system

* Credentials with the FIRE system for 1099 returns
will not work for transmissions of ACA returns

* This is a long, time consuming process!!!



Affordable Care Act Support

PCGenesis Payroll System Operations Guide

Financial Accounting and Reporting
System Operations Guide

= Payroll Processing Checklists

Direct Deposit Setup Checklist

Personnel System Operations Guide
New Pay Statement Setup Checklist

.
.

SIS SR = Calendar Year-End Closing Procedures Checklist

.

.

Information (CPI) System Operations

Guide Fiscal Year-End Closing Procedures Checklist

Best Business Practices Checklist
Budget System Operations Guide

= Section A: Payroll Setup
LUAS Manual

= Section D: Monthly/Quarterly/Annual/Fiscal Report Processing
= Topic 1: Processing Monthly Reports
Release Information = Topic 2: Processing Quarterly Reports
= Topic 3: Processing Annual Reports - W-2 Statement Processing

/- Topic 4: Processing Annual Reports - 1095-C Statement Processing
= Submitting ACA Test Files to the IRS

= SHBP Technical Guidance for ACA Files (FAQs)

= PCGenesis ACA Import xlsx Template

Technical System Operations Guide

Topic 4 contains H1.
Applying for a TCC ID for
the IRS AIR System WhiCh = Topic 5: Processing Fiscal Reports

explains hOW tO get a TCC |D = Topic 6: Processing EEO-5 Reports and Transmission File

* Use the documentation on the PCGenesis
documentation website for detailed ACA
instructions.

* Topic 4 contains H1. Applying for a TCC ID for the
IRS AIR System which explains how to get a TCCID

55



Affordable Care Act Support

Electronic Filing — Step 1
* Apply for E-Services IDs.

— At least two people must register for two separate
E-Services IDs

— Each person needs to enter their personal, exact
adjusted gross income on the IRS records for their
Social Security Number

— Each person will choose a user ID, password, and
PIN, as well as answers to various security
guestions

— Please screenshot the answers to these security
- _questions

o OE Richard Woods, Georgia's School Superintendent
“Educating Georgla's Future”

Apply for E-Services IDs.
At least two people must register for two separate
E-Services IDs
* Each person needs to enter their personal, exact
adjusted gross income on the IRS records for their
Social Security Number
* Each person will choose a user ID, password, and
PIN, as well as answers to various security questions
* Please screenshot the answers to these security
questions
Advice: Please write down the password, PIN, and exact
answers to all security questions. If you accidentally lock your
ID after 3 incorrect tries, and don’t have your PIN and ALL the
exact answers to the security questions, you will have to re-
do Step 1 and wait another 10 days for the confirmation in
the mail. Calling IRS will not help if you forgot anything you
originally entered.
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Affordable Care Act Support
Electronic Filing — Step 1

* Apply for E-Services IDs.

* The IRS will mail each user a code within 10
days to your IRS address on file to confirm the
e-services ID

* To complete application for e-services IDs

— Confirm the e-services user ID with the
confirmation code sent in the U.S. postal mail

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

The IRS will mail each user a code within 10 days
to your IRS address on file to confirm the e-

services ID
To complete application for e-services IDs
* Confirm the e-services user ID with the
confirmation code sent in the U.S. postal

mail



Affordable Care Act Support

Electronic Filing — Step 1
* Apply for E-Services IDs.
— Last year’s filers: Don’t let your E-Services IDs
expire!!!
— Once you have a password, you must update
your E-Services ID every couple of months!!!
— If your ID has expired, you will need to reapply:

* Enter your personal, exact adjusted gross
income again

* Wait for mail confirmation again
— Test your E-Services ID EARLY!!!

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

 Last year’s filers: Don’t let your E-Services IDs
expire!!!
* Once you have a password, you must update your
E-Services ID every couple of months!!!
* If your ID has expired, you will need to reapply:
 Enter your personal, exact adjusted gross
income again
*  Wait for mail confirmation again
* Test your E-Services ID EARLY!!!
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Affordable Care Act Support
Electronic Filing — Step 2

* Apply for AIR TCC code

— This is the code necessary for IRS ACA file
submission

— The TCC application needs a minimum of two
people who have completed Step 1

— One person has to be a high level in the
organization

- &
Richard Woods, Georgia’s School Superintendent
(76% o E “Educating Georgla's Future”

Apply for AIR TCC code
* This is the code necessary for IRS ACA file
submission
* The TCC application needs a minimum of two
people who have completed Step 1
* One person has to be a high level in the
organization
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
» Affordable Care Act Reporting
* What’s New

= Electronic Filing — Applying for E-Services ID’ s |
and AIR TCC Code

= Electronic Filing — Submitting ACA
to IRS

= 1095-C Statement Processing Chec

- %
Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgla's Future”

Now you have your E-Services IDs and your AIR TTC
ID. What’s next?



PCGenesis

Financial Accounting and Reporting
System Operations Guide

Payroll System Operations Guide
Personnel System Operations Guide

Certified/Classified Personnel
Information (CPI) System Operations
Guide

Budget System Operations Guide
LUAS Manual
Technical System Operations Guide

Release Information

Affordable Care Act Support

Payroll System Operations Guide

Submitting ACA Test Files
to the IRS explains the steps
for AATS testing

* Next you need to submit test files to the IRS ACA

website

= Payroll Processing Checklists

Direct Deposit Setup Checklist

New Pay Statement Setup Checklist

Calendar Year-End Closing Procedures Checklist
Fiscal Year-End Closing Procedures Checklist
Best Business Practices Checklist

= Section A: Payroll Setup

= Section D: Monthly/Quarterly/Annual/Fiscal Report Processing

Topic 1: Processing Monthly Reports

Topic 2: Processing Quarterly Reports

Topic 3: Processing Annual Reports - W-2 Statement Processing
Topic 4: Processing Annual Reports - 1095-C Statement Processing
= Submitting ACA Test Files to the IRS

= SHBP Technical Guidance for ACA Files (FAQs)

= PCGenesis ACA Import xlsx Template

Topic 5: Processing Fiscal Reports
Topic 6: Processing EEO-5 Reports and Transmission File

e Use the documentation on the PCGenesis
documentation website for detailed ACA

instructions.

* Submitting ACA Test Files to the IRS explains the

steps for AATS testing
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Affordable Care Act Support
Electronic Filing — Step 3

* Submitting ACA Test Files to the IRS
— This is a test communication with the AIR system

— Helps ensure your software can communicate
with the IRS before you submit production
information

— Districts are only required to successfully
complete the communication test once

* NOTE: We are researching whether last year’s filers
need to redo the communications test

- &
<7$OE Richard Woods, Georgia's School Superintendent
“Educating Georgia's Future”

Submitting ACA Test Files to the IRS
* This is a test communication with the AIR
system and is required by the IRS
* This test helps to ensure that your software
can communicate with the IRS before you
submit production information
* Districts are only required to successfully
complete the communication test once
* NOTE: We are researching whether last
year’s filers need to redo the
communications test
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Affordable Care Act Support
Electronic Filing — Step 3

* Submitting ACA Test Files to the IRS

* PCGenesis supplies 2 XML files which are
required for testing

* Found in the K:\SECOND\PERDATA directory:

— MANIFEST_1094C_Request_xxxxx_20160305T010101101Z.xml
— 1094C_Request_xxxxx_20160305T7010101101Z.xml

* Xxxxx represents the school district’s TCC ID

- &
Richard Woods, Georgia’s School Superintendent
(70’%0E “Educating Georgia's Future”

* PCGenesis supplies 2 XML files which are required
for testing.

* The files are found in the K:\SECOND\PERDATA
directory.
» We will be sending out new test files with the

16.03.01 release at the end of November

MANIFEST _1094C_Request_xxxxx_201603057010101101Z.xml
1094C_Request xxxxx_201603057010101101Z.xml

XXxxx represents the school district’s TCC
ID
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Affordable Care Act Support
Electronic Filing — Step 3

* Submitting ACA Test Files to the IRS

* The user must rename the two files replacing the
xxxxx with the school district’s TCC ID

* Then, the supplied MANIFEST xml file must be edited
using the Microsoft® Windows Notepad utility as per
PCG documentation

* Upload the files to the ACA website

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

* The user must rename the two files replacing the
xxxxx with the school district’s TCC ID

* Then, the supplied MANIFEST xml file must be
edited using the Microsoft® Windows Notepad
utility as per PCG documentation

* Once the file names are changed and the
MANIFEST file is updated, you can upload the files
to the ACA website
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Affordable Care Act Support

Electronic Filing — Step 3
e Submitting ACA Test Files to the IRS
* The transmission will either be accepted or
rejected
* Important Note:

— The term “accepted” does not imply the
transmitter has successfully passed AATS testing

— “Accepted” only means the transmission was
accepted into the AIR System for further
validation

— Be sure to write down the Receipt ID!!!

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

The transmission will either be accepted or rejected
Important Note:

* The term “accepted” does not imply the
transmitter has successfully passed AATS
testing

* “Accepted” only means the transmission was
accepted into the AIR System for further
validation

* Be sure to write down the Receipt ID!!!
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Affordable Care Act Support
Electronic Filing — Step 3

* Submitting ACA Test Files to the IRS

* |f the transmission is accepted:

— Contact the IRS help desk for confirmation and
update of the TCC and/or Form Status

— Contacting the IRS help desk is required!!!!

— Telephone number: 1-866-937-4130

— The IRS help desk will ask for your TCC ID and the
Receipt ID of the file that was Accepted

— IRS will confirm that you may now process your
“Production” transmission files

- &
Richard Woods, Georgia’s School Superintendent
(70’%0E “Educating Georgia's Future”

You might think that if the transmission is accepted
you are done... But, NO another step is required!!
If the transmission is accepted:
* Contact the IRS help desk for confirmation
and update of the TCC and/or Form Status
* Contacting the IRS help desk is required!!!!
* The IRS help desk will ask for your TCC ID and
the Receipt ID of the file that was Accepted
(You must know your Receipt ID)!!!
* |RS will confirm that you may now process
your “Production” transmission files
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Electronic Filing — Step 3
* Submitting ACA Test Files to the IRS

* If the transmission is accepted:

— Once your site has been confirmed for “Production”
status, you are ready to submit your regular ACA
1095-C transmission files to the IRS

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

If the transmission is accepted:

* Once your site has been confirmed for
“Production” status, you are ready to submit
your regular ACA 1095-C transmission files to
the IRS

67



Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
» Affordable Care Act Reporting
* What’s New

= Electronic Filing — Applying for E-Services ID’s
and AIR TCC Code ' /

= Electronic Filing — Submitting ACA Ti
to IRS

= 1095-C Statement Processing Chec

%
Richard Woods, Georgia's School Superintendent
(70 OE e Goae Pt

Let’s go over the 1095-C Statement Processing
Checklist!



Affordable Care Act Support

PCGenesis Payroll System Operations Guide

Financial Accounting and Reporting
System Operations Guide

= Payroll Processing Checklists

Direct Deposit Setup Checklist

Personnel System Operations Guide
New Pay Statement Setup Checklist

.
.

SIS SR = Calendar Year-End Closing Procedures Checklist

.

.

Information (CPI) System Operations
Guide Fiscal Year-End Closing Procedures Checklist

Best Business Practices Checklist
Budget System Operations Guide

= Section A: Payroll Setup
LUAS Manual

= Section D: Monthly/Quarterly/Annual/Fiscal Report Processing
= Topic 1: Processing Monthly Reports
Release Information = Topic 2: Processing Quarterly Reports
= Topic 3: Processing Annual Reports - W-2 Statement Processing

/- Topic 4: Processing Annual Reports - 1095-C Statement Processing
= Submitting ACA Test Files to the IRS

Technical System Operations Guide

Topic 4 contains a 1095-C = SHBP Technical Guidance for ACA Files (FAQs)
Statement Processing = PCGenesis ACA Import xIsx Template

Checklist which outlines all « Topic 5: Processing Fiscal Reports

the steps = Topic 6: Processing EEO-5 Reports and Transmission File

* Use the documentation on the PCGenesis
documentation website for detailed ACA
instructions.

* Topic 4 contains a 1095-C Statement Processing
Checklist which outlines all the steps



Affordable Care Act Support

PCGenesis Payroll System Operations Gu

1095-C Statement Processing Checklist

Follow these steps in the order presented.
v Step Action
1 Obtain a TCC ID for the IRS ACA Information Returns (AIR) System for electronic
filing of IRS forms 1094-C and 1095-C

It is highly recommended that school district officials go to the IRS website and
print and read the instructions for the 1094-C and the 1095-C.
School district officials must be famuliar with the IRS rules.

+ School district officials must understand the Offer of Coverage Codes.
+  School district officials must understand the Safe Harbor Codes.

3 Order pre-printed 1095-C forms, non-self-seal, and portrait format

4 Mass load dependent ACA data by importing dependent names, date of births and
Social Security Numbers from ADP file(s) posted to the SHBP web portal. Use the
Import ADP Dependent Names, DOBSs and SSNis procedure.

5 Export ACA employee data using the Export ACA Employee Data and Create .CSV
Template procedure.

6 Mass load ACA data by imp ACA employee data using the Import
ACA Employee & Dependent Data from PCG Template procedure.

7 Export ACA dependent data using the Export ACA Dependent Data and Create
CSV Template procedure.

8 Mass load dependent ACA data by importing ACA dependent data using the /mport
ACA Employee & Dependent Data from PCG Template procedure.

9 Correct individual employee and dependent ACA data as needed using the

Update/Display ACA EanIQ\'ce Data screen and the Update/Display ACA
Dependent Data screen

For additional information about the ACA data entry screens, refer to the Personnel
Svstem Operations Guide, Section F: Personnel Update Processing, Procedure C:
ACA Employee Data and/or Procedure D: ACA Dependent Data.

10 Print the Employer Copy of the 1094-C and 1095-C’s and verify that the ACA data
is correct

Use the documentation on the PCGenesis
documentation website for detailed ACA
instructions.

Topic 4 contains a 1095-C Statement Processing
Checklist which outlines all the steps

Here is what the checklist looks like!
We will start with Step 4 since we have already
talked about Steps 1 through 3
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Affordable Care Act Support
Checkllst Step 4 - Import from ADP

28991 Rel=160300 10/28/2016 PCW 003 SV CADEVSYS c«sscouo me - [E= ==
Payroll syst PAYNOOOY
Fiey Annual Reports Menu

| 1094-C & 1095-C Option:

_1_| -- Import ADP Depen ﬂ MN lames, DOBs and SSNs

_2 | -- Export ACA Employee Data and Create .CSV Tampk

_3 | -- Export ACA Dependent Data and Create .CSV Template

_4 | -- Import ACA Employee & Dependent Data from PCG Templat

%‘ 5:;5?;{%}?::;3:;@& teneric |+ Import from twelve ADP file(s)

posted to the SHBP web portal

_IWZI?':‘I t Emplo yee W-2's & Create File + Mass load d_em ACA data

321 i E'm,,." s Comy of Wet's by importing dependent names,
Other Option date of births and Social Security

_15 | -- Flexible EunaMs Transmission File Numbers

Master
2 Ilgl’ VE
QROEthWdG gl ShlSpiled

We will start with Step 4.

* The first step is to import the ADP file(s) posted on
the SHBP/ADP web portal into PCGenesis.

* According to SHBP, there will be 12 files — one for
each month of the year — that will be produced for
your location.
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Affordable Care Act Support

Checklist Step 4 — Import from ADP

* Import the 12 ACA files provided by ADP

* Reads the ADP .csv file & loads dependent data
to the Update/Display ACA Dependent Data
screen

* Loads dependent names, SSN’s, and DOB’s but
not months of coverage

* PCG will NOT load Offer of Coverage Codes,

Safe Harbor Codes, or months of coverage for
employees or dependents

dddddddddddd , Georgia’s School Superintendent
(70 DOE" G, Socre oo S

We will start with Step 4.

* The first step is to import the ADP file(s) posted on
the SHBP/ADP web portal into PCGenesis.

* According to SHBP, there will be 12 files — one for
each month of the year — that will be produced for
your location.

* The import process reads the ADP .csv file & loads
dependent data to the Update/Display ACA
Dependent Data screen

* The import process loads dependent names, SSN’s,
and DOB'’s but not months of coverage

* PCG will NOT load Offer of Coverage Codes, Safe
Harbor Codes, or months of coverage for
employees or dependents




Affordable Care Act Support
Checklist Step 4 — Import from ADP

EMPLOYEE_IDENTIFIER,11111,999999999,10001, MEAGAN, L, TEST, F,7/6/1983, 10 s0sserssss

RecordType, Payroll Location Number,SSN,EmployeelD,OfferEventReason,OfferEventDate,

OfferMethod, 0fferCoverageStartDate, Of fexOpportunityToEnrol 1StartDate, Of ferOpportunityToEnzrol 1EndDate, Of ferPlan Date,OfferPlanvearEndDate,,,

EVENT, 11111, 999999999, 10001, Rehize, 3/25/2015, Paper, 3/25/2015, 3/26/2015,1/1/2015,12/31/2015,3/25/2015,, 11 140 s04s

RecordType, Payroll Location

Nunber, SSN, Exployee1D, OfferEventReason, Of ferEventDate, Of ferPlanCode, Of ferPlanDescription, Of ferCoverageLey OfferCoverageLevelDescription, OfferMonthlyEmployeeC]
ost, onthlyEmployexCost, Of fexMinim tialCoverage, OfferMinimumValuePlan, Offer lable,OfferEnployeeOnlyCoveragelevel, Of feriellnessIndica
tor, OfferWaitPeriodIndicator, Of ferBasePlanctuarialValue, Of ferSelfinsured, Of ferSpouseCoverageAvailable, Of ferWaivedCoverage,

OFFERED COVERAGE, 11111,999999999, 10001, Rehize, 3/25/2015,MED00O, No Coverage, 0,No Coverage,0,0,N,N,Y,N,N,Y,0,,,,

OFFERED_COVERAGK,11X1X,999995599,XODOl,Reh:ra,B/ 25/2015,MED002, PPO 850,1,Associate Only,123,448,N,N,Y,Y,N,Y,0,
OFFERED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015,MED002, PRO 850, te + Spouse\Domestic Partner,269,970,,N,Y,8,1,Y,0,,,,

OFFERED_COVERAGE, 11111,999999999, 10001, Rehize, 3/25/2015,MED002, PBO 850, 3,Associate + Child(ren),243,882,N,N,Y,N,N,Y,0,,,,
OYF‘.'RED:COVERIGE,11111,999995995,19501,REh;x‘!,]/ES/ZDIS,MEDOQ +PPO 0,4, Family, 344,1243,N,N,Y,N,N,Y,0,,,,

OFFERED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015,MED004, HSA ,1,Associate Only,108,447,N,K,Y,Y,N,Y,0,,,,
OFFERED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015,MED0O4, HSA - HDHP 2000,2,Associate + Spouse\Domestic Partner,236,967,N,N,Y,N,N,Y,0,,,,
OFFERED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015, MED0O4, HSA - HDHP 2000,3,Associate + Child(zen),214,878,N,N,¥,N,N,¥,0,,,,

OFFERED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015,MEDOO4, HSA - HDHP 2000, 4,Family,301,1240,5,N,Y,N,N,Y,0,,,,

RecordType, Payroll Location Number,SSN,EmployeelD,OfferEventReason,OfferEventDate,

OfferMethod, Of ferOpportunityToEnzollStartDate, Of ferOpportunityToEnrollEndDate, Of ferPlanYearStartDate, Of ferPlanYearEndDate, , ,, s\ ss sy /s

EVENT, 11111, 999999999, 10001, AnnualEnrollment, 1/1/2016, Enail, 3/25/2015, 3/26/2015,1/1/2015,12/31/2018, 14 s s vsssess

RecordType, Payroll Location

Nusber, SSW, ExployeeID, Of ferEventReason, Of fexEventDate, Of ferCoverageStartDate, Of fexPlanCode, Of ferPlanDescription, OffexCoveragelevelCode, Of fexCoveragelevelDescriptio
n, hlyEmployeeCost,OfferMonthlyEmployerCost, Of ferMininunEssentialCoverage, Of ferMinimunvalueplan, v able, Of ferEmployeeOnlyCoverageLe|
m,cvorna 1nessIndicator,OfferWaitPeriodIndicator, Off lanActuarialValue,OfferSelfinsured, OfferSpouseCoverageivailable, OfferiaivedCoverage

OFFERED_COVERAGE, 11111, 999999999,10001, Mnull!nzollnent,1/1/2‘116.l/l/Z’JZé,HSDﬁOO,NQ Coverage, 0,No Coverage,0,0,N,N,Y,N,N,Y,0,,,
OFFERED_COVERAGE, 11111, 9,10001, AnnualEnrollment, 1/1/2016,1/1/2016,MED002, PPO 850,1,Associate Only,123,448,N,N,Y,Y,N,Y,0,,,
OFFERED COVERAGE,11111,99999999,10001, AnnualEnrollment,1/1/2016,1/1/2016,MED002, PPO 850,3,Associate + Child(ren),243,882,N,N,Y,N,N,Y,0,,,

OFFERED_COVERAGE, 11111, 999999999, 10001, AnnualEnrollment,1/1/2016,1/1/2016,MED004, HSA - HDHP 2000,1,Associate Only,108,447,N,N,¥,Y,N,Y,0
OFFERED_COVERAGE, 11111, 999999999, 10001, AnnualEnrollment,1/1/2016,1/1/2016,MED004, HSA - HDHP 2000,3,Associate + Child(ren),214,878,K,N,Y¥, NN,Y,0,,,

RecordType, Payroll Location

Number, SSN, EmployeeID, SelectedC electedCoverageEventDate, SelectedCoveragePlanCode, SelectedCoveragePlanDescription, SelectedCoverageCoveragelevelC|
ode, SelectedCoverageCoverageLevelDescription, SelectedCoverageC tDate, SelectedCoverageCoverageEndDate, SelectedCoveragelionthlyExployeeCost, SelectedCoverage
Monthl y'n.oye-»cst: electedCoverageWai: de, SelectedC g iption, Identifier, N, Cov
erageCovera r verageC

SELECTED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/201, MED002, Hedical Plan,4,Family,3/25/2015,12/31/2015,344,1243,,,,,,,0s

SELECTED_COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015,MED002, MedicalPlan, 4, Family, 3/25/2015,12/31/2015, 344, 1243, ,, 300001858, 123456788, 3/25/2015,12/31/2015,,,
SELECTED COVERAGE, 11111, 999999999, 10001, Rehire, 3/25/2015, MED002, MedicalPlan, 4, Family, 3/25/2015,12/31/2015, 344, 1243, , , 400001858, 123456788, 3/25/2015,12/31/2015, ,,
SELECTED COVERAGE, 11111, 99999999, 10001, AnnualEnrollment, 1/1/2016,MED002, Medical Plan,3,Associate + Child(ren),3/25/2015,12/31/2015,344,1243,,,, 0,440
SELECTED_COVERAGE, 11111, 9999,10001, AnnualEnrollment,1/1/2016,MED002, Medical Plan,3,Associate
13/25/2015,12/31/2015, 344, 1243, ,, 400001858, 123456788, 1/1/2016, 12/31/2016, ,,

RecordType, Payroll Location
Number, SSN, EmployeeID, Identifier FirstName, ddleNazme LastName, lationship Indicator, Depe
ndentBirthDate, Disabled,

DEPENDENT, 11111, 999999999,10001,200001858, 999“95999 SCt Q'T,A,TES.,SDOUSE,..3/‘3/1930 MM Ry iirins

The ADP file is a very complicated file. PCG will use
the file to load dependent names, SSN’s and DOB’s
but NOT the months of coverage.



Affordable Care Act Support
Checkllst Step 4 - Import from ADP

3991 Rel=1603.00 10/24/2016 PCW001 SV CADEVSYS CASECOND  WHITE o S
e Update/Display ACA Employee PERBG
nnnnnnnnnnnnnnnnnnnnnnnnn Gliss
SSN  899-18-789 3" Loc 8010 Location 008010 Sob cd 58 S SUPERUISOR
aaaaaaaa year: FHIH
1895-C Eligible: Y RECORD DN FILE (Eligible for 1895-C) ’
EE Share o f Lowest Cost \
verage  Safe hai
! PART 11, LINE 14 PART 11, LINE 15 PART 11, LI
L 12 Wos ADP Import loads ACA
v employee data record with
HAR -
aPR 1095-C Eligible = Y’, but no
HAY
other data

Now, PCG loads ADP data to the active (‘A’)
employee number when there is more than
one EMPNO for the SSN. (Release 16.03.00)

|
|, >R k] S 28 |ew W] eu @]
e 0 7 . 1 20 = e A

- L
Richard Woods, Georgia's School Superintendent
Gaboe o, Georss s o

What data is created in PCG when import the ADP

file(s) are imported into PCG?

* First, because dependents exist for the employee,
the employee’s ACA record is updated to indicate
1095-C Eligible = ‘Y’

 However, no other data is updated on the
employee’s ACA record — Offer of coverage codes,
Employee Contribution, and Safe Harbor codes are
NOT loaded

* Good news... The ADP import has been updated
so that PCG loads ADP data to the active (‘A’)
employee number when there is more than one
EMPNO for the SSN. (Release 16.03.00)
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Checklist Step 4 — Import from ADP
ﬂ PCG Dist=8991 Rel=160300 10/24/2016 PCW 001 SV CADEVSYS CASECOND WHTE %
St:;ns g;;;;en . ‘I;l] e/D Disp splay A penuent Data PERO7

SN 899-18 -7893 Loc 8010 Location 008010 J h l:d ‘)B SNS SUPERUISDR
Calendar y H
gi:m DATE SPEUSE RELMIUNSHIP ;;l-lw;E;T‘;;;;R“%‘:uiU:FJﬁfuiggngi;w;;:;w;«;!“l-;;l‘: '
99999999999999999999
/217 N (F) LE4NARDD
(R)
02 (L) EY
/217 (F) MI9FORD
)
. 2 ADP Import loads ACA
N (E) caz dependent names, DOBs
) e and SSNs, but no other data
(1 10 F (L) ABU4EY
719/1 (F)
m
(R)
05 (L) ABLEY
719/ (F)
(")
1L
VI z| x|j:ljﬁl o TI=T A% ¢ P P PN 16.0.00
X Mﬂl_l_l=lfl_l_l_l_l

&
QO%OERIh rd Wo d G gl sn ISpIt ndent

We will start with Step 4.

* The import process reads the ADP .csv file & loads
dependent data to the Update/Display ACA
Dependent Data screen

* The import process loads dependent names, SSN’s,
and DOB'’s but not months of coverage

* PCG will NOT load months of coverage for
employees or dependents
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Checklist Step 5 — Export ACA Employee Data

1 PCGDIst=8991 Rel=16.0300 10/28/2016 PCW 003 SV CADEVSYS CASECO C‘\SECOM)

Wt oo

Payroll Systen

FKey Annual Reports Menu
1094-C & 1095-C Options:
1 - Import ADP Dependent Names, DOBs and SSNs
21
JoEH|
B
E50 -
6 | -- Print 1094-C & Employee 1095-C's & Create File
7_| -- Maintain IRS ACA Receipts
‘W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's
Other Options:
15 | -- Flexible Benefits Transmission File
e || | | | | | | | | |

PAYHOOOY

- Export ACA Employee Data and Create .CSV Templal
-~ Export ACA Dependent Data and Create .CSV Template
-~ Import ACA Employee & Dependent Data from PCG Template
) Export ACA employee data
- Print EMPLOYER Copy of 1094-C & 1095-C's

I | | 16.01.00

e8| 0 | M| FAY. | VEND)

GG%OER. hardWood Goglassh ISp erintendent

Step 5 is the next step.

The next step is to export employee ACA data.
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Checklist Step 5 — Export ACA Employee Data
* Export ACA data from ACA screens and create

PCG .csv export file

— Creates a .csv file so that the ACA data can be
quickly input on a template by the payroll
administrator

— Then, mass-load the employee coverage data into
the Update/Display ACA Employee Data screen

- &
Richard Woods, Georgia’s School Superintendent
(76% o E “Educating Georgla's Future”

Step 5 is the next step.

The next step is to export employee ACA data.

This step creates a .csv file so that the ACA data can
be quickly input on a template by the payroll
administrator.

77



Affordable Care Act Support
Checklist Step 5 — Export ACA Employee Data

Employee ID Information

1
2 Rec Typ: 1095-CEligible? Emp ID Emp SSN Emp DOB Emp First Name Emp Middle Name Emp Last Name Emp Gender
3 E=EmpRec
4 D=DependR
S |E 23232 345672323 11/1/1961 DEBRA H. HUDDLE F
6 E 11111 345678901 11/1/1961 DEBRA H. HUDDLE F
ZE 45454 454545454 JANE H. SMITH F
8 E 87332 899187332  7/1/1994 LUSIANO FASST F
J K L M N o P Q

Depdendent ID Information
Depend SSN Depend DOB Depend First Name Depend Middle Name Depend Last Name Depend Gender Depend Relation Depend Spouse?

R ST U V W X Y Z AAAB AC AD AE AF AG AH Al AJ AK AL AM AN AO AP AQ

Offer of Coverage Codes or Depend Coverage (Y/N) Lowest-cost-monthly premium
All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

AR AS AT AU AV AW AX AY AZVBA BB BC | BD BE BF BG BH Bl BJ BK BL BM

afe Harbor - y
All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Emp Hire Emp Termin: Emp Rehire Emp Class Class Desc Emp PayLloc Payloc Desc GHI Eff Date Partin GHI

Step 5 is the next step.

This is what the spreadsheet data looks like.
After importing the ADP data, the employee
records are set up with the 1095-C Eligible set to
‘Y’, but no other data is on the screen.

The export sets up a template to allow the Offer
of coverage codes, Employee Contribution
amounts, and Safe Harbor codes to be mass
loaded into PCG.

Notice that column ‘A’ contains an ‘E’ to indicate
the employee import data
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Checklist Step 5 — Export ACA Employee Data

Employee ID Information
ec Type 1095-CEligible? EmpID EmpSSN  EmpDOB  Emp First Name Emp Middle Name Emp LastName Emp Gender

45454 454545454 JANE H. SMITH
87332 899187332  7/1/1994 LUSIANO FASST

1

2 R

3 IE

4 0

S5 |E 23232 345672323 11/1/1961 DEBRA H. HUDDLE F
6 E 11111 345678901 11/1/1961 DEBRA H. HUDDLE F
7 |E F
8 E F

J K L M N (o} P Q

Depdendent ID Information
Depend SSN Depend DOB Depend First Name Depend Middle Name Depend Last Name Depend Gender Depend Relation Depend Spouse?

\

R SITIUIVIWIX|Y[Z]AAAB|AC AD\ » This is a dual-purpose template
112 Mortns san e war A May som 1 At sep 06 nov cec ard  that handles both the employee
import and the dependent import.
| * When entering employee data, do
not enter columns J -
Columns R — AD ot enter columns J - Q

« If Employee Data — enter ‘Offer of [™™
Coverage Codes’

« |f Dependent Data — enter ‘Y’ or

Step 5 is the next step.

This is what the spreadsheet template looks like.
The import spreadsheet is a dual-purpose template
The template handles both the employee import
and the dependent import.

Notice that column ‘A’ contains an ‘E’ to indicate
the employee import data

Columns J = Q are entered only when importing
dependent data — they are not used when
importing employee data

When importing employees, Columns R — AD will
contain the ‘Offer of Coverage Codes’.

Notice that the user can enter data for ‘All 12
Months’ or the Jan through Dec can be entered
individually
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Checklist Step 6 — Mass Load Employee ACA

Affordable Care Act Support

Data

[T PG Dist=8391 Rel=160300 10/28/2016 PCW 003 SV CADEVSYS CASECOND WHTE L Lo e
Payroll System PAYMOOOY
FKey Annual Reports Menu

_1 | -- Import ADP Dependent Names, DOBs and SSNs
2

_2 | -- Export ACA Employee Data and Create .CSV Template
_3 | -- Export ACA Dependent Data and Create .CSV Template
-~ Import ACA Employee & Dependent Data from PCG Template

> |w

cl

_5 | -~ Print EMPLOYER Copy of 1094-C & 1095-C's
i s, Mass load amplosea G
ata

Cd

‘W-2 Options:

_10 | -- Print Employee W-2's & Create File
_11| -~ Print Blank W-2 Form
_12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

I
GG%OE Richard W°°‘3;; g:wéa":’jﬁrgzbil:perlmendem

L2 ™ I Y I ) {4| 16:01-09

Step 6. Once the payroll administrator has coded
the ACA employee data, the spreadsheet can be

imported.

80



Affordable Care Act Support
Checklist Step 6 — Mass Load Employee ACA
Data
* Import employee ACA data to ACA screens

from PCG .csv template:

— Allows the payroll administrator to mass load the
employee ACA data by importing from a
spreadsheet

— The import reads data from a .csv import file and
loads the ACA data to the Update/Display ACA
Employee Data screen

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

Step 6. Once the payroll administrator has coded
the ACA employee data, the spreadsheet can be
imported.

* The import reads data from a .csvimport file and
loads the ACA data to the Update/Display ACA
Employee Data screen

* This will mass load the ACA data.
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Affordable Care Act Support
Checklist Step 6 — Mass Load Employee ACA

Data
* Payroll administrators can mass load

— Offer of coverage codes

— Lowest-cost-monthly premium
—Safe Harbor Codes

* Enter ACA data
—Use the PCGenesis input screens
—Or, import from spreadsheet

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

PCGenesis administrators can enter ACA data using

the PCGenesis screens and forms, or using the

export/import options to mass load data from a

spreadsheet.

 The import allows the Offer of coverage codes,
Employee Contribution amounts, and Safe
Harbor codes to be mass loaded into PCG.
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Checklist Step 6 — Mass Load Employee ACA
Data

m  Prem

+ This is a dual-purpose template Columns R - AD
* When entering employee data, do - |f Employee Data — enter ‘Offer of
not enter columns J - Q Coverage Codes’

-
Richard Woods, Georgia's School Superintendent
Qd%OE “Educating Georgia’s Future”

Step 6 is the next step.

The import spreadsheet is a dual-purpose template
The template handles both the employee import
and the dependent import.

Notice that column ‘A’ contains an ‘E’ to indicate
the employee import data

Columns J — Q are entered only when importing
dependent data — they are not used when
importing employee data

When importing employees, Columns R = AD will
contain the ‘Offer of Coverage Codes’.

Notice that the user can enter data for ‘All 12
Months’ or the Jan through Dec can be entered
individually
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Checklist Step 6 — Mass Load Employee ACA
Data

[0 pco Dist=8991 Rel=160300 10/28/2016 PCW 001 5V CIDEVSYS _CISECOND e !@m‘

Status fActive Update/Display ACA Employee Data PERO6
EnpNo 8789 BLEY, LEX 0 Class 9 CLERICAL
SSN  899-18-7893 Loc 8010 Location 008010 Job cd 58 SNS SUPERUVISOR
lendar y
1095-C Eligible: ¥ RECORD ON FILE (Eligible for 1095-C)
EE Share of Lowest Cost
0ffer of coverage code Prem, Self-Only Coverage Safe harbor code
PART 11, LINE 14 PART II, LINE 15 PART II, LINE 16
ALL 12 HOS
JAN 2¢ T .
Fee n z | Data is imported into the
o . % | Update/Display ACA
JUN n 2¢
oL i > | Employee Data screen
AuG 10 2¢
SEP C
oct
Nou 2
DEC
1 changed to display
"4 L2 PR P P s I = P % P P Y I N 16.03.00
@ = 0] [ | [ per|Ach|veps|Emor[ ] [Wew] | |

-l
( 7 Richard Woods, Georgia's School Superintendent
a OE “Educating Georgla's Future”

This is a screenshot of the Update/Display ACA
Employee Data screen are the ACA data is
imported.

The data on this screen matches the fields
required to print on the IRS form 1095-C for each
employee.
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Affordable Care Act Support
Checklist Step 6 — Mass Load Employee ACA

Data
Variable Rate Employees /Contracted Individuals
* The PCGenesis Help Desk personnel can not assist
or advise as to ACA laws:

— Can’t help determine if employees are full-time based
on ACA definition

— Can’t help determine the correct ACA codes to use for
employees
* The PCGenesis team does not have the IRS/tax
expertise necessary for answering ACA legal
questions

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

The PCGenesis team does not have the IRS/tax
expertise necessary for answering ACA legal

questions.
* The PCG Help Desk can not assist or advise

as to the ACA laws.

* The PCG Help Desk can’t help determine if
employees are full-time based on ACA
definitions

* The PCG Help Desk can’t help determine the
correct ACA codes to use for employees



Affordable Care Act Support
Checklist Step 6 — Mass Load Employee ACA

Data
* School districts must consult with:

— HR professionals

— School board attorneys
— Local tax professionals
— Third party consultants

- ;%
Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgla's Future”

School districts must consult with:
* HR professionals
* School board attorneys
* Local tax professionals
* Third party consultants
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Affordable Care Act Support
Checklist Step 6 — Mass Load Employee ACA

Data
* Responsibility of the LUA officials:

— Determine which individuals are considered full
time employees, as defined by ACA legislation

* Including any full-time employees who are not
offered coverage through SHBP (Variable Rate
Employees /Contracted Individuals)

— Enter the correct ACA codes for ALL full time
employees

- &
Richard Woods, Georgia's School Superintendent
<7$OE “Educating Georgia's Future”

* It is the responsibility of the school district officials
to determine which individuals are considered full
time employees, as defined by the ACA legislation.

* School districts are responsible for tracking any
full-time employees (by ACA standards) who are
not offered coverage through SHBP.

* These employees would be your variable rate
employees or contracted individuals who worked
an average of 30 hours per week in the school
districts during the look-back assessment period.

* School district officials will need to enter the
correct ACA codes for ALL full-time employees!!
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Affordable Care Act Support
Checklist Step 7 — Export ACA Dependent Data

ﬂ PCG Dist=8991 Rel=16.03.00 10/28/2016 PCW 003 SV CADEVSYS C.\S&COM)

Payroll System

PAYMOOOY

W-2 Options:
_10 | -- Print Employee W-2's & Create File
11| -~ Print Blank W-2 Form
_12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

el | | | | | | | | | |

FKey Annual Reports Menu
1094-C & 1095-C Options:

_1_| -~ Import ADP Dependent Names, DOBs and SSNs

2 _| -- Export ACA Employee Data and Create .CSV Template
_3 | -- Export ACA Dependent Dala and Create .CSV
_4 | -- Import ACA Employee & Dependent Data from PCG Template
_5 | -~ Print EMPLOYER Copy of 1094-C & 1095-C's
_6 | -- Print 1094-C & Employee 1095-C's & Create File

7_| -- Maintain IRS ACA Receipts

i Export ACA dependent data

I | | | 16.01.00

P T = A o N Y Y I

GG%OER. hardWood Goglassh ISp erintendent

Step 7 is the next step.

The next step is to export dependent ACA data.
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Affordable Care Act Support
Checklist Step 7 — Export ACA Dependent Data
* Export ACA data from ACA screens and create

PCG .csv export file

— Creates a .csv file so that the ACA data can be
quickly input on a template by the payroll
administrator

— Then, mass-load the dependent coverage data into
the Update/Display ACA Dependent Data screen

- &
Richard Woods, Georgia’s School Superintendent
(76% o E “Educating Georgla's Future”

Step 7 is the next step.

The next step is to export dependent ACA data.
This step creates a .csv file so that the ACA data can
be quickly input on a template by the payroll
administrator.
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Affordable Care Act Support
Checkli:st Step 7 — Export ACA [@pegdeqt Data

1 Employee 1D Information
2 |RecType 1095-CEligible? EmpID EmpSSN  Emp DOB Emp First Name Emp Middie Name Emp Last Name Emp Gender
3 E=EmpRec
4 D=Depend Rec
5D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
6 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
7 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
8 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
9 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
J K L M N (o] P Q

Depdendent ID Information

Depend SSN Depend DOB Depend First Name Depend Middle Name Depend Last Name Depend Gender Depend Relation Depend Spouse?

899187893 6/21/1966 LEANARDO AB4EY

F SELF N
840100148 9/27/1966 MISFORD AB4EY M SPOUSE Y
840100149  4/5/1990 CA2MY AB4EY M CHILD N
840100150 1/19/1994 SA3G AB4EY F CHILD N
840100151 7/19/1997 BE4 AB4EY M CHILD N
R S T|/U |V W X|Y Z AAAB AC AD AE AF AG AH Al AJ AK AL AM AN AO AP AQ
Offer of Coverage Codes or Depend Coverage (Y/N) Lowest-cost-monthly premium

All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec All 12Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Richard Woods, Georgia’s School Superintendent
O'% O E “Educating Georgla's Future”

Step 7 is the next step.

* This is what the spreadsheet data looks like.

* After importing the ADP data, the import process
loaded dependent names, SSN’s, and DOB’s but
not months of coverage

* The export sets up a template to allow the

months of coverage to be mass loaded into PCG
for the dependents

* Notice that column ‘A’ contains an ‘D’ to indicate

the dependent import data
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Affordable Care Act Support
Checkli:st Step 7 — Export ACA [#per”\der]t Data

1 Employee ID Information
2 |RecType 1095-CEligible? Emp ID Emp SSN Emp DOB Emp First Name Emp Middie Name Emp Last Name Emp Gender
3 E=EmpRec
4 D= Da:end Rec
5D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
6 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
7 D \4 87893 899187893  6/1/1966 LEANARDO AB4EY F
8 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
9 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
== K L ™M N 0 P Q |
dendent ID Inf o
Columns R - AD [name oeed * This is a dual-purpose template
- |f Employee Data — enter ‘Offer of that handles both the employee
Coverage Codes’ :Z; import and the dependent import.
» |f Dependent Data — enter ‘Y’ or asaey * When entering dependent data, do
‘N’ if covered during the month Agae not enter columns AE - BD
_\ll = T
R S T U V W X Y Z AA AB AC AD AE AF AG AH Al AJ AK AL AM AN AO AP AQ

Offer of Coverage Codes or Depend Coverage (Y/N) Lowest-cost-monthly premium
All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec All 12Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Richard Woods, Georgia’s School Superintendent
0'% O E “Educating Georgia's Future”

Step 7 is the next step.

This is what the spreadsheet template looks like.

The import spreadsheet is a dual-purpose template

The template handles both the employee import and the
dependent import.

Notice that column ‘A’ contains a ‘D’ to indicate the
dependent import data

Columns J — Q are entered only when importing
dependent data

When importing employees, Columns R — AD will contain
the dependent coverage: ‘Y’ if covered during the month
or ‘N’ if not

Notice that the user can enter data for ‘All 12 Months’, or
Jan through Dec can be entered individually

When entering dependent data, do not enter columns AE
— BD — those columns are for employee data only
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Checklist Step 8 — Mass Load Dependent ACA

Affordable Care Act Support

Data

[T PG Dist=8391 Rel=160300 10/28/2016 PCW 003 SV CADEVSYS CASECOND WHTE L Lo e
Payroll System PAYMOOOY
FKey Annual Reports Menu

_1 | -- Import ADP Dependent Names, DOBs and SSNs
2

_2 | -- Export ACA Employee Data and Create .CSV Template
_3 | -- Export ACA Dependent Data and Create .CSV Template
-~ Import ACA Employee & Dependent Data from PCG Template

> |w

cl

_5]-- Pl?nl EMPLOYER Copy of 1094-C & 1095-C's g
S - e F Ak Cres e g"fiss load dependent ACA
ata

Cd

‘W-2 Options:

_10 | -- Print Employee W-2's & Create File
_11| -~ Print Blank W-2 Form
_12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

I
GG%OE Richard W°°‘3;; g:wéa":’jﬁrgzbil:perlmendem

L2 ™ I Y I ) {4| 16:01-09

Step 8. Once the payroll administrator has coded
the ACA dependent data, the spreadsheet can be

imported.
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Affordable Care Act Support
Checklist Step 8 — Mass Load Dependent ACA

Data
* Import dependent ACA data to ACA screens
from PCG .csv template:
— Allows the payroll administrator to mass load the

dependent ACA data by importing from a
spreadsheet

— The import reads data from a .csv import file and
loads the ACA data to the Update/Display ACA
Dependent Data screen

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

Step 8. Once the payroll administrator has coded
the ACA dependent data, the spreadsheet can be
imported.

* The import reads data from a .csvimport file and
loads the ACA data to the Update/Display ACA
Dependent Data screen

* This will mass load the ACA data.
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Affordable Care Act Support
Checklist Step 8 — Mass Load Dependent ACA

1 Employee ID Information
2 |RecType 1095-CEligible? Emp ID Emp SSN Emp DOB Emp First Name Emp Middie Name Emp Last Name Emp Gender
3 E=EmpRec
4 D =DependRi
5D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
6 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
7 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
8 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
9 D Y 87893 899187893  6/1/1966 LEANARDO AB4EY F
J K L M N 0 P Q |

Depdendent ID Infd

Depend SSN Depend DOB Depend First Name Depend Middle Name Depen| ® This is a dual-purpose template
that handles both the employee

AB4E H i
Columns R — AD oo {,rct;:ort and t.he iijepenc(ijent |Cri'nport(.j
- If Dependent Data — enter ‘Y’ or ssicll tententerllng ep:IrE\ e£|t3 ata, do
‘N’ if covered during the month aeaplim D8 SOIEE SOLMNS AT o
R S| T|U|V|W|X|Y| Z|AA|AB|AC|AD AE AF AG AH Al AJ AK AL AM AN AO AP AQ
Offer of Coverage Codes or Depend Cow e (Y/N) Lowest-cost: -monthly premiu m

All 12 Months Ja FbM ApMyJ JAgSpOnN Dec All 12 Months Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Y

¥

Y

¥

N N N N Y Y Y (¥ Y Y Y Y

Step 8 is the next step.

The import spreadsheet is a dual-purpose template
The template handles both the employee import
and the dependent import.

Notice that column ‘A’ contains a ‘D’ to indicate the
dependent import data

Columns J — Q are entered only when importing
dependent data

When importing employees, Columns R — AD will
contain the dependent coverage: ‘Y’ if covered
during the month or ‘N’ if not

Notice that the user can enter data for ‘All 12
Months’, or Jan through Dec can be entered
individually

When entering dependent data, do not enter
columns AE — BD — those columns are for employee
data only
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Affordable Care Act Support
Checklist Step 8 — Mass Load Dependent ACA
Data

[ pco Dist=8991 Rel=16.0300 10/28/2016 PCW0L SV C: [ w [E=STEEm)
Status Active Update/Display ACA Dependent Data PERO7
EmpNo 87893 ABA4EY, LE4NARDD Class 9 CLERICAL
SSH  899-18-7893 Loc 8610 Location 008010 Job cd 58 SNS SUPERUISOR
Calendar year:
SSN SEX MAME e MONTHS OF COUERAGE -------------
BIRTH DATE  SPOUSE RELATIONSHIP JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOU DEC ||
01 899 18 7893 F (L) ABLEY v v v i, J v i 4 v v v L v Y
6/21/1966 N (F) LE4NARDD
(]
(R) SELF
62 840 10 0148 M (L) ABXEY Y ] v v . v L Y L, v L
9/27/1966 Y (F) MI9FORD
(M) —— 7
(R) sPOUSE Data is imported into the
03 840 10 0149 M (L) ABYEY ¥ 2 ¥ B 9 ¥ i
4/95/1998 N (F) caAz2my Update/DlsplayACA
(M)
(R) cHILD Dependent Data screen
04 840 10 0150 F (L) ABLEY ¥ v Y : 4 Y v v Y L | v Y
1/19/199% N (F) SASG
(M)
(R) CHILD
05 840 10 0151 " (L) ABXEY Y Y v 4 v v v L v Y Y Y
771971997 N (F) BEM
(m
(R) CHILD
Mode changed to display
k" P YT P e | | o o T PR A P o PO P 0 I PN 16.9.09
- LelE o I I Y |
Richard Woods, Georgia’s School Superintendent
(7$OE "Educmnqg Georgia's Fulun“p

* This is a screenshot of the Update/Display ACA
Dependent Data screen where the ACA data is
imported.

* The data on this screen matches the fields
required to print on the IRS form 1095-C for each
employee and dependent.
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Step 9:

Affordable Care Act Support
Checklist Step 9 — Correct ACA Data

Correct individual employee and dependent

ACA data as needed

— Use the Update/Display ACA Employee Data
screen

— Use the Update/Display ACA Dependent Data
screen

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

Correct individual employee and dependent ACA
data as needed

Use the Update/Display ACA Employee Data

screen
Use the Update/Display ACA Dependent

Data screen
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Affordable Care Act Support
Checklist Step 10 — Print Employer Copy

* Recommend printing a “draft” copy of the
1095-C statements to distribute to employees

* Use the Print EMPLOYER Copy of the 1094-C &
1095-C’s procedure

* Use the option ‘Print One Employee Per Page

* Allows each individual employee to review
their ACA data before final 1095-C’s are
generated

]

Step 10 — Print Employer Copy of the 1095-C’s and

the 1094 transmission form

* We highly recommend printing a “draft” copy of
the 1095-C statements to distribute to employees

* Use the Print EMPLOYER Copy of the 1094-C &
1095-C’s procedure

* Use the option ‘Print One Employee Per Page’

 This allows each individual employee to review
their ACA data before final 1095-C’s are generated
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Affordable Care Act Support
Checklist Step 11 — Print Employee Copy

* Print the employee copy of the 1095-C’s and
create the electronic-media transmission files

* Use the Print 1094-C & Employee 1095-C’s &
Create File procedure

Step 11 — Print the Employee Copy of the 1095-C’s

* Print the employee copy of the 1095-C’s and
create the electronic-media transmission files

e Use the Print 1094-C & Employee 1095-C’s &
Create File procedure
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Affordable Care Act Support
Checklist Step 13 — Upload files to IRS
* Web submission:

—Via the Web, upload the ACA information to
the IRS AIR System

—Electronic filing of IRS forms 1094-C and
1095-C

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

Step 13 — Upload files to IRS
Web submission:

Via the Web, upload the ACA information
to the IRS AIR System

Electronic filing of IRS forms 1094-C and
1095-C
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Affordable Care Act Support
Checklist Step 13 — Upload files to IRS

e 2016 is the second reporting year:

— This year, electronic filing is due by March 315t
2017

— PCGenesis REQUIRES electronic filing

— Filers of 250 or more of ACA 1095-C forms must
file with the IRS electronically

— IRS requires files to be in XML format

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

PCG will support creating the IRS transmission file

2016 is the second reporting year. For 2016, we have

a proven methodology.

* This year, per IRS regulations, electronic filing is
due by March 315t 2017

* PCGenesis REQUIRES electronic filing.

* Filers of 250 or more of ACA 1095-C forms must
file with the IRS electronically

* |IRS requires files to be in XML format
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Affordable Care Act Support
Checklist Step 13 — Upload files to IRS

- <ContactNameGrp>
<irs:PersonFirstNm>String</irs: PersonFirstNm>

|RS XM L <irs:PersonMiddleNm>String</irs:PersonMiddleNm>
. <irs:PersonLastNm>String</irs:PersonLastNm>
File Format <irs:SuffixNm>String</irs: SuffixNm>

</ContactNameGrp>

<ContactPhoneNum>0000000000</ContactPhoneNum>
</GovtEntityEmployerInfoGrp>
<Form1095CAttachedCnt>0</Form1095CAttachedCnt>
<AuthoritativeTransmittalInd>1</AuthoritativeTransmittalInd>
<TotalForm1095CALEMemberCnt>2</TotalForm1095CALEMemberCnt>
<AggregatedGroupMemberCd>0</AggregatedGroupMemberCd>
<QualifyingOfferMethodInd >0</QualifyingOfferMethodInd >
<QlfyOfferMethodTrnstReliefInd > 1</QlfyOfferMethodTrnstReliefInd >
<Section4980HReliefind>0</Section4980HReliefInd >

<NinetyEightPctOfferMethodInd >1</NinetyEightPctOfferMethod ST
<JuratSignaturePIN>0</JuratSignaturePIN> !EaCh Indl\{ldual data
<irs:PersonTitleTxt>String</irs:PersonTitleTxt> item sent in the
<irs:SignatureDt>1957-08-13</irs:SignatureDt> transmission file is
surrounded by an

- <ALEMemberInformationGrp>
- <YearlyALEMemberDetail >
opening tag and an
ending tag resulting

<MinEssentialCvrOffrCd>1</MinEssentialCvrOffrCd
<ALEMemberFTECnt>0</ALEMemberFTECnt>,
<TotalEmployeeCnt>0</TotalEmployeeCnt>
- > <AggregatedGroupInd>0</AggregatedGroupInd> in BIG FILES
(7 % <ALESect4980HTrnstReliefCd>a</ALESect4980HTrnstRelie
OC </YearlyALEMemberDetail>

" - <JanALEMonthlyInfoGrp>

PCG will support creating the IRS transmission file
2016 is the second reporting year. For 2016, we have

a proven methodology.

* Each individual data item sent in the transmission
file is surrounded by an opening tag and an ending

tag resulting in BIG FILES
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Affordable Care Act Support
Checklist Step 13 — Upload files to IRS

* ACA filing does NOT use the IRS FIRE system
* ACA filing requires NEW registration with the IRS

* School district officials must complete the ACA
Information Return Transmitter Control Code (TCC)
Application

* Will receive a TCC in the mail prior to electronically
filing Affordable Care Act Information Return (AIR)
Forms 1094-C and 1095-C.

* This process TAKES TIME!!!!

PCG will support creating the IRS transmission file

2016 is the second reporting year. For 2016, we have

a proven methodology.

* ACA filing does NOT use the IRS FIRE system

* ACA filing requires NEW registration with the IRS

* School district officials must complete the ACA
Information Return Transmitter Control Code (TCC)
Application

* Will receive a TCC in the mail prior to electronically
filing Affordable Care Act Information Return (AIR)
Forms 1094-C and 1095-C.

* This process TAKES TIME!!!!
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Affordable Care Act Support
Checklist Step 13 — Upload files to IRS

* Check the IRS ACA website for detailed
information

e Search for: Affordable Care Act Information
Return (AIR)

* School district officials must complete the ACA
Information Return Transmitter Control Code (TCC)
Application

* Will receive a TCC in the mail prior to electronically
filing Affordable Care Act Information Return (AIR)
Forms 1094-C and 1095-C.

* This process TAKES TIME!!!!

Check the IRS ACA website for detailed information
on completing the ACA Information Return
Transmitter Control Code (TCC) Application

Search for: Affordable Care Act Information Return
(AIR)
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Affordable Care Act Support
Summary

* Ultimately, adhering to the IRS reporting
requirements is a burden for the employer
(school district)

* It will be the school district that has to adhere
to any ramifications of failing to comply with
the IRS regulations

- &
Richard Woods, Georgia’s School Superintendent
(76% o E “Educating Georgla's Future”

* Ultimately, adhering to the IRS reporting
requirements is a burden for the employer (school
district)

* It will be the school district that has to adhere to
any ramifications of failing to comply with the IRS
regulations

Questions???
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
* Affordable Care Act Reporting
* Getting Ready for 2017 GHI

* 31 Party Printing, Allowing Employge Self

Service Web Interface

* Enhanced Substitute Pay and Empl e/

Leave System
* Detailed Paycheck Stub and MICR
* User Input

- &
Richard Woods, Georgia's School Superintendent
(70 BOE “Educating Goorgla’s Future”
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Getting Ready for 2017 GHI

* GHI options B1, B2, B3, B6, H1, H2, and K1 are
the same

* GHI tiers 10, 40, 90, 91, 94 — 97 are the same.

* Many GHI premium rates have changed for
2017.

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgia's Future”

The GHI options B1, B2, and B3 are still available for
BCBS Gold, Silver and Bronze plans.

The GHI option B6 has been added for BCBS HMO.
The GHI option H1 has been added for United
HealthCare HMO.

The GHI option H2 has been added for United
HealthCare HDHP.

The GHI option K1 has been added for Kaiser HMO.

Almost all GHI premium amounts have changed for
2017.

106



Last AB3EU Suffix

Address L2

Address 2072 MAIN STREET

Status A -- Active AB3EU, ET3AN

Emp. no. 88942 Pay Loc _3062 Location 000302
Sex Code E Mork Loc _302 Location 000302
Mar Stat ] SSN 999 08 8942

NAME First ET3AN Middle

Prefix

B8 PCG Select GHI Code 3

nitylstate SHITH __, G

—oix|

EE0-5 Job

Display/Update Personnel Data

Class 14 FOOD SERVICE
Job 114 FOOD SERVICE
A16 Service Worker
EED-5 Ethnic _2 WHITE

Certificate Type BO
€S1 Job (from CPI)
lncluue on CPI 7

nk
ue?
te

B3 BCBS BRONZE

B6 BCBS HMO

H1 UHC HMO

H2 UHC HDHP

K1 KAISER HMO

NC NO COVERAGE OR COVERAGE WAIVED
NE NOT ELIGIBLE FOR COVERAGE

Opt Tier Long Description Short Desc [
88 _.JTRICARE SUPPLEMENT TRISUP. &
B1 BCBS GOLD BCBS GOLD

B2 BCBS SILVER BCBS SILVER

BCBS BRONZE
BCBS HMO
UHC HMO
UHC HDHP
KAISER HMO

WAIVED
NOT ELIGIBLE

ding Code

gl

GHI Tier 98 EESP

GHI Ded Cd _8

s, Phone, etc.

ding Code 8 AnRt/% .00

d [ Heip | Adi [FICA| Gar

Getting Ready for 2017 GHI

DOD 001 SV C:\DEVSYS C:\SECOND

rnvoz

Hispanic/Latino Ethnicity?
© Yes® No

Race (Select all that apply)
€ Yes® No Am Indian Alaskan
C Yes® No Black

@ YesC No White

C Yes® No fsial
© Yes® No Hawa

GHI Option from
Benefit File

1@
BCBS GOLD

0 Ant/% .00

& 13.03.00

Cancel |

Richard Woods. Georgia’s School Superintendent
(7:%05 Tl

This is a complete list of the 2017 GHI options.

Blue Cross/Blue Shield, United Healthcare, Kaiser

and TriCare Supplement make up the available

options for employees.
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Gettmg Ready for 2017 GHI

B8 PCGDist=8991 Rel /04/2013 DOD 001 SV C:\DEVSYS C:\SECOND
Display/Update Personnel Data rnvnz
Status A -- Active AB3EU, ET3AN
Emp. no. 88942 Pay Loc _362 Location 000302 Class 14 FOOD SERVICE
Sex Code E Work Loc _382 Location 800302 Job 114 FOOD SERVICE
Mar Stat " SSN 999 08 8942 EEO-5 Job A16 Service Worker
EE0-5 Ethnic _2 WHITE
NAME First Middle
Last ﬁ!}.ﬂ! Suffix Prefix Hispanic/Latino Ethnicity?
© Yes® No
Address 2072 MAIN STREET Certificate Type B0 Race (Select all that apply)
Address L2 CS1 Job (from CPI) 418 C Yes® No Am Indian Alaskan
City/State SMITH __~ , GA Include on CPI ? ¥ C Yes® No Black
2ip Code 33333 County 168 Sick Bank ? N @ YesC No White
Phone (999)555-1058 Out of State Substitute rank = ? Yu((i No fAsia
- Fue? = Yes® No Hawa
GHI Tier from
Short Desc B f. .
. ....SINGLE COVERAGE SINGLE -5.000
40 SINGLE COVERAGE TUBACCO 'SURCHARGE ~ SINGLE/T ene lt Flle
B1 90 EMPLOYEE & SPOUSE EESP TRS DOE Paid ERCON 7
B1 91 EMPLOYEE & SPOUSE/TOBACCO SURCHARGE EESP/T Health ins flag
B1 94 EMPLOYEE & CHILD(REN) EECH Participate in GHI 7
B1 95 EMPL & CHILD(REN)/TOBACCO SURCHARGE EECHIT GHI Option B1
B1 96 EMPLOYEE & SPOUSE & CHILD(REN) FAM SHI Tier EESE!
B1 97 EMPL & SPOUSE & CHILD/TOBACCO SURCHAR FAMILYIT GHI Ded cd _8

s, Phone, etc.

ding Code 0 ARt/% .00
ding Code 8 Anmt/% .08

13.03.00

__Done_| _Cancel |
Richard Woods, Georgia's School Superintendent
v&BOE “Educating Georgia's Future”

e GHI tiers 10, 40, 90, 91, 94 — 97 are the same.
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Getting Ready for 2017 GHI
How to Install 2017 GHI

1) Install PCGenesis Release 16.03.01. This
release will automatically upload the new
2017 GHI premium amounts into the Benefit
Plan/Option/Tier Maintenance File.

2) Download the DCH open enrollment file.

3) Import State Health Option & Tier from DCH
File.

4) Set State Health Deduction Amount For
Active Employees.

Several steps are necessary to get ready to process GHI
in 2017. Before your December payroll, you will be
able to install the 16.03.01. This release will contain
the 2017 GHI premiums. The new premiums will be
uploaded automatically by the release.

After open enrollment is completed, the new employee
GHI elections must be downloaded from the DCH
website before the enrollment data can be imported
into the PCG personnel screen.

Once the GHI elections have been finalized, the last
step is to update the employees’ deduction screen with
the 2017 premium amounts for the GHI deductions
based upon the employees’ GHI option and tier
information on the personnel screen.
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Getting Ready for 2017 GHI

* Download the DCH open enrollment file

B OocumentDeect for the tevnet - Windows Intemet Lsplores TP . M -

GO~ Erese gos com “ @04 xg
e (80 Yoo Foeie Toon

A — (2] CocumentOiect for the s (3] W Fargo [ Westher ©F Yohoo! O Finance [l mo Iy Fioher bovestmets ) UGA G0 G50 &

Oicionary 27 ook [ Mt

The most difficult part of this process is downloading
the enrollment data from DCH. It seems that every
year the DCH website changes and honestly, | don’t
know what to expect this year with the new ADP
interface.

Typically, SHBP will send all districts an e-mail which
identifies the correct SHOEUPDT file which contains the
open enrollments. You must know the exact name and
date of this file from SHBP or you will download an
incorrect file!

In this example, the correct file was SHOEUPDT dated
November 18, 2011.

Select the correct file.
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Getting Ready for 2017 GHI

* Download the DCH open enrollment file

89940SHBP99908868S URSBE EMSL
29940SHBP999088706 STSLAIR BESE

710 TH2RN WA2DO
89940SHBP999088720 OG2ESBY KE2TON
£9940SHBP999088725 CHESHOLM CREHERYN
89940SHBP999088733 MESA HASK
89940SHBP999088738 GSNE CLSRINDA
89940SHBP999088744 GREFNEY DESANNA
89940SHBP999088757 COTNISH EL7REDA
89940SHBP999088786 HASENS JUSKO
89940SHBP999088788 SO4TH HKA4DRA
89940SHBP999088798 TU4BS LA4G
89940SHBP999088800 VI3SES DA3NIE
89940SHBP999088804 FOSTIER ORSAL
89940SHBP999088814 KI7DER HI7ARIO

HR3SER MO3A

89940SHBP999088843 BO7RQUE ON7E
89940SHBP999088845 CHESTNUT PRENCE
89940SHBP999088851 ALSARD RISARDA
89940SHBP999088868 DOSD BESRY
89940SHBP999088880 ROSB CLSUDIO
89940SHBP999088898 SHELBY JRERAL
89940SHBP999088906 ISSELL ALSENA
89940SHBP999088919 CREBONE DE&N
£89940SHBP999088950 GA2EZ DE2A

- %
Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgia's Future”

The open enrollment file is displayed.

Select the download icon.
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@ Download - Windows Intemnet Explorer T o) -
[ https //ebil2 gagta.comBss t/sendet e al

$SGinfo: SHOEUPDT (Nov 18, 2011 1023:14 AM) 85840

= All pages

= Selected data
* Download as CSV
 Policy SHOEUPDT

= Do NOT compress the file

Then select the download icon.

Getting Ready for 2017 GHI

* Download the DCH open enrollment file

= R (2
(70'%0E Richard WoogEs
@ Internet | Protected Mode: On v R10% -

The following dialog box will be displayed. Itis
important to enter the selections as shown above:
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Getting Ready for 2017 GHI

* Download the DCH open enrollment file

File Download ﬂ

Do you want to open or save this file?

[;‘_j Name: dne9c941261220d76d130f.csy
a) Type: Microsoft Office Excel Comma Separated Values Fil...
From: ebill2,gagta.com

e |_ s

~%  Whie files from the Internet can be usefud, some files can potentially
@ harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

- &
Richard Woods, Georgia's School Superintendent
(70 BOE “Educating Georgia's Future”
Gusiaia Depsiimant o1 FAvCoNIn

Select SAVE to save the file to your C drive.
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Getting Ready for 2017 GHI
Download the DCH open enrollment file
=lolx|
File Edt Format View Help
“Report_Record” -
"89990SHBPO99087069 PAARIS DI4LON M
"89990SHBP999087070 PR3SSLEY JA3I
"89990SHBP999087071 SC2REIBER TH2NH L
“89990SHBP990087072 WHOATLEY JESLENE P
“89990SHEP999087073 BUSDEN FRBNCES J
“89990SHBP999087074 HE7M M3LL7E s
“899905HBPS99087075 LAGGHLIN ELBZA3ETH D
"89990SHBPO90087076 MCSREGOR MILOTY
"89990SHBPO99087077 OGAE TOSD R
"89990SHBP999087078 BE3MAN CE4ESOINA
“899905SHBP999087079 BO21E KALHLESN B_|
“899905HBP999087080 BROSCOE NATMA A
"89990SHBPY90087081 PABIS JEBNISER D
"89990SHEP990087082 SN7WDEN SA3ZA E
"89990SHBP999087083 WAGEFIELD SUZAN E
“89990SHBPS99087084 BASKSDALE MABION E
“899905HBP999087085 BE4ULIEU PA3RIBIA A
\‘d Do NOT edit the open
enroliment file in
Microsoft Excel®.
Editing the file in Excel
causes the formatting of
Qﬂ oERchard Wuodesdulie'?rlg‘l;a::chnolSuperinlendem the ﬁle to chan e.

Once the open enrollment file has been
downloaded, do NOT edit the file in Excel! Editing
the file in Excel causes the formatting of the file to

change. Instead, make any changes using NOTEPAD.
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Getting Ready for 2017 GHI

(B Pco Dist=8991 Rel=150300 10/21/2015 DODOOL SV CADEVSYS CASECOND GREEN [E=SFEE===)
i Personne 1 System PER13P

FKey Special Functions Menu

Il - - Modify Specific Deduction Amounts

_4_| -~ Clear Current Deduction Amounts For All Employees

_6_| -~ Import State Health Option & Tier From DCH File

_8 | -- Set State Health Deduction Amount For Active Employees

_9 | -- Payroll Deduction Export

_10 | -- Load Deduction Import File

wel V| ||| | | 1 | [ 1 | [ [ | |
- |hevE [E] v
(70 OE Richard Woo?Es‘; ﬁ:wg:'jﬁrgzhigperlmendem

Now the final two steps of the GHI Open Enrollment
process:

1) Import State Health Option & Tier from DCH
File = F6

2) Set State Health Deduction Amount For Active
Employees = F8

You must execute BOTH of these steps!!!
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Getting Ready for 2017 GHI

Open Enrollment — Import GHI Option and Tier
Elections
* Personnel System (F3)
* Special Functions Menu (F13)
* Import State Health Option & Tier from DCH File
(F6)

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

Personnel and deduction screens must be updated
for the December payroll with the new options that
the employee selected during open enrollment.

The file downloaded from SHBP can be imported
into PCGenesis.
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Getting Ready for 2017 GHI
Open Enrollment — Import GHI Option and Tier

Elections

DODOD1  C:\DEVSYS C:\SECOND GREEN =2l x|

PERPI271

Inport State Health Option And Tier From DCH File
This process will update the GHI Option and Tier for all employees
included in the open enrollment or monthly change file provided by
the Department of Community Health.
Select Optional Field to Update:

County of Residence

Use F10 to browse for the file.
Importing the County is optional.

Using this process only enters the option and tier
from the imported file to the personnel screen. It
does NOT update any amounts on the deduction
screen.

117



Getting Ready for 2017 GHI

Set GHI Deduction Amounts
* Personnel System (F3)
* Special Functions Menu (F13)

* Set State Health Deduction Amount For Active
Employees (F8)

- &
Richard Woods, Georgia’s School Superintendent
(76% o E “Educating Georgla's Future”

After the correct option and tier is entered (or
imported) on the personnel screen for each
employee, the premium can be updated on the
deduction screen using this procedure.

The premium was not updated with the prior

import, so this procedure must also be completed.
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Getting Ready for 2017 GHI
Set GHI Deduction Amounts
(31 pco pist=s991_Rel-160300 1072872806 FeW 01 <V C\DEVsYs_CisEcon WHTE L o )
- T =
PERD150
Set State Health Deduction Amount For Active Employees
(A1l substitutes are skipped)
Trial mode to verify changes prior to updating? v Make sure to set
Reduce premium amount by normal employer paid share? N
Split premium according to employee's pay schedule? M the date to
Set deductions to rates in effect on: _1/01/2017 01/01/2017
The following SHBP system deductions will be modified by this process:
Ded Code Ded Desc Emplr Ind Emplr Ant
8 NONCERTIFIED MERIT N
9 CERTIFIED MERIT N
42 BOARD MEMBER MERIT
ENTER = Ualidate PF16 Exit
[.a | [ | [ [ [.&] 16:92-08
w1 1 [ [ 1 [ [ T 1T T [ 1 |
- &
Richard Woods, Georgia's School Superintendent
QO%OE "Educlllnggaeolg/a s Puture

Before running this procedure, the new option and tier
choices should be entered on the personnel screen. It
is also important to have the correct GHI deduction
code entered on the personnel screen.

This procedure should be run in trial mode first. The
trial mode will not update the deduction screen, but a
report will be produced that contains all of the changes
that will be made.

Review the report to make sure it is correct and then
run the update again with the trial mode flag switched
to N. This will update all of the employee premiums
on the deduction screen to match the premiums set in
the GHI Plan/Option/Tier maintenance file.
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REPORT DATE:18/27/2009 10:17
Program ID: PERG158

| *%x TRIAL MODE - HO UPDATES wxx |

Getting Ready for 2017 GHI

Set GHI Deduction Amounts

SHBP DEDUCTION UPDATE REPORT

Emp Work Pay Ded Plan Plan
Num Employee Hame Loc Class Periods Code Option Tier
087909 OGL4E, BO4IS 8188 06 12 09 58 10
089366 OGME, EMHRSON 0188 03 12 08 31 929
088500 OLSARY, PASULA 8012 66 12 08 58 91
088740 OMOLLEY, EF6AIN 8610 55 12 a9 HE UL
087836 OR2ELAS, CO2EMAN 0103 78 12 08 58 920
087827 ORZ2URKE, DE2A 86812 67 12 08 58 90
089937 PA2SON, DE2ETRIUS 8188 58 12 (i) 58 9296
088474 PA2SON, LE2ISHA 8103 06 12 09 03 90
088185 PA2UETTE, 022E 8103 06 12 09 58 10
089605 PA3NELL, AD3NA 0103 09 12 09 03 9%
889242 PA3ROTT, JO3AS 4e58 62 12 o8 58 48
088693 PALLSEN, STHRLING 0188 02 12 24 58 96
089894 PALLSON, EL4ON 8196 26 12 09 83 98
iry 2050 09 12
088361 PI2KENS, TIZ2ANY 4050 02 12 09 a7 97
[-r ERROR_»» SHBP Option/Tier 07/97 not found in Benefit deduction file
087379 PIAT, CLASSIE 2050 28 12 09 55 10
087941 PO2DER, TI2N 8103 56 12 09 85 926

0ld
Amount

0.00
162.58
207.10
0.00
167.18
167.10
176.78
128.90
8.08
120.80
40.008
90.60
128.90
137.00

0.00

06.08
137.00

D1d
Flg

<

<

€ <<€ <<<<c<<<

Hew
Amount

8.60
210.50
252.40

0.00
192.408
192.40
203.00
150.40

8.68
141.50

68.60
116.90
150.40
159.30

0.00

8.60
159.30

New
Flg

<

L <L <<€ <<

Verify the enrollment data and premium data on
this report before running the process in FINAL

mode.

(i;;; h
Richard Woods, Georgia's School Superintendent
a oE “Educating Georgia’s Future”
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
* Affordable Care Act Reporting
* Getting Ready for 2017 GHI

* 31 Party Printing, Allowing Emplo%e Self7 ‘
Service Web Interface | / :
Bt

* Enhanced Substitute Pay and Empl
Leave System

* Detailed Paycheck Stub and MICR
* User Input

- &
B Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgla's Future”
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PCGenesis and Third Party Vendors

* Extend the capabilities of PCGenesis!

* At least 25 PCGenesis sites interface with third
party software

- %
Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgla's Future”

PCGenesis can be brought into the modern era by
interfacing with third party software.
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PCGenesis and Third Party Vendors

* Interface with third parties allows:

— Employee web access to payroll checks and direct
deposits, W-2's, emergency contact data, etc.

— No longer necessary to print and mail employee
direct deposits

— Paperless workflow management for purchase
orders and invoicing

— No longer necessary to print and mail vendor
purchase orders — can fax or e-mail instead

— E-file historical payroll and financial documents
and burn the paper copies!

- &
Richard Woods, Georgia’s School Superintendent
(7(:$OE “Educaing Georgias Future”

Interface with third parties allows:

* Employee web access to payroll checks and direct
deposits, W-2’s, emergency contact data, etc.

* No longer necessary to print and mail employee
direct deposits

e Paperless workflow management for purchase
orders and invoicing

* No longer necessary to print and mail vendor
purchase orders — can fax or e-mail instead

 E-file historical payroll and financial documents
and burn the paper copies!
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PCGenesis and Third Party Vendors

* PCGenesis produces text-only output:
— Payroll checks and direct deposit notices
— Manual payroll checks
— Employee W-2’s, Vendor 1099-R’s
— Purchase orders

— QWORD print option for text-only output of other
reports

%
Richard Woods, Georgia's School Superintendent
(70 OE iy Goorles Ptee”

Text-only output allows third parties to intercept
PCGenesis output.
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PCGenesis and Third Pa rty Vendors
= aworD —seict e toprine mmswor _lgix]
QUORD
Select Printer | Selected Printer. \\printserver\2275-HPLJ4300din
Del Rec User File Size Time Date
C DOD |C:\SECOND\#DODPRT\ERTR0002 167K 10:19 10/22/2013
[~ |002 |DOD |C:\SECOND\#DODPRT\EETRO0002 142K 10:19 10/22/2013
[~ |003 |DOD |C:\SECOND\#DODPRT\EXCP0002 906 10:19 1072272013
[~ [o04 C:\SECOND\#DODPRT\PRNT0002 681K 09:49 10/22/2013
I |oos C\SECOND\#DODPRT\PRNT0001 677K | 09:.47 10/22/2013
| 006 _(DOD _[C:\SECOND\#DODPRT\YTDR0001 FAES 09:42 10/22/2013
[~ |007 |DOD |C:\SECOND\#DODPRT\YTDR000O 247K 09:42 1072272013
[~ [008 |DOD |C:\SECOND\#DODPRT\PSCNOOOT 2K 09:32 1071872013
[~ |009 |DOD |C:\SECOND\#DODPRT\PSCNOOOO 2K 09:31 1071872013
[~ |010 |DOD |C:\SECOND\#DODPRT\LVSM0001 373K 15:44 1071772013
[~ [011 |DOD |C:\SECOND\#DODPRT\LVSM0000 541 15:44 1071772013
[~ |012 |DOD |C:\SECOND\#DODPRT\GBALO00O 3967K 13:30 10/01/2013
[~ [013 |DOD |C:\SECOND\#DODPRT\PRNT0000 53 13:25 1070172013
*** End of list ***
OpeninMSWORD|  PrintSave | Browse | User |  Sot | Refresh |
G & @ «
New MSWORD Print:D e ll?\rlotd o ggLD ~ :mﬂ & Manual )
" Label C Al " File name
Save User Dptions| Labels | 3 Party
- > . .
& ‘ )
(7 o I 34 Party’ prints without
a E R elect Boxtes) for Multple Detete ption P
it 1 printer control characters

A new feature added to QWORD allows reports to
be generated without printer control characters.
This text-only output allows third parties to
intercept PCGenesis output.
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
* Affordable Care Act Reporting
* Getting Ready for 2017 GHI

* 31 Party Printing, Allowing Emplo
Service Web Interface

* Enhanced Substitute Pay and Em
Leave System

* Detailed Paycheck Stub and MICR
* User Input

- &
B Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgla's Future”

yee Self-

ee/
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Enhanced Substitute Pay and Employee
Leave Implementation

43 districts are up and running on the new
leave system, about a third of our user base

Using the new leave system is OPTIONAL
Phased implementation over the client base
Call the help desk to get on the wait list

In the mean time, review the leave
documentation

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

* Currently, we have NO districts on the wait list for
the Enhanced Substitute Pay and Employee Leave
System.
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Enhanced Substitute Pay and Employee
Leave Processing Documentation

@_.‘iv J8] heto: /v gadoe.orgiTechnology-Services/PC Genesis Pages/Personnel.a EIZER B

Students Parents Teachers Business & Industry Contact Us

Application Development

Data Collections

Infrastructure « Section A: Leave Processing
Instructional Technology PCGenesis Leave Import.xlt Template

5 « Sect : S nart Pr sS
Georgia Virtual Learning Section B: Personnel Report Processing

. = Section C: Employee Contract File Export Processing
PCGenesis

= Section D: Special Functions

= Section E: Enhanced Substitute Pay and Employee Leave Processing
Topic 1: Leave Setup
Topic 2: Leave Payroll Processing
s EnhancedLeavelmport.xisx Template

Topic 3: Leave Periodic Processing
Topic 4: Leave Reporting
' Topic 5: Leave History Processing .

Documentation for the Enhanced Substitute Pay and
Employee Leave System is available in the Personnel
System Operations Guide.
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Enhanced Substitute Pay and Employee
Leave Implementation

* New leave is turned on by the DOE
* Training is over the phone using LanDesk

* Two training sessions, generally two hours
each

* Session | — setting up leave parameters and
getting ready for conversion

* Session |l — learning the processes

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

* New leave is turned on by the DOE

* Training is over the phone using LanDesk

e Two training sessions, generally two hours each

» Session | — setting up leave parameters and getting
ready for conversion

 Session Il — learning the processes
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Enhanced Substitute Pay and Employee

Leave Implementation

10/25/2012 DOD 001  C:\DEYSYS C:\SECOND =l&|x|
PAYTAXES
»» Payroll Control Information
Systen #: 8991 Name :
Address: 102 MAIN STREET
City/State: SMITH, GA 2ip code: 33333
withholding fund: 199 State name:

GEORGIA SS system #/non-teaching: 8000
Payroll year: 2012 County ID: 168 Out of State SS system #/teaching: 0000
Payroll bank: BKG8 FNB 008 OF SMITH CITY

I Enable enhanced substitute pay & leave system? (Y/N): VJ System sick bank balance 0.00

Enable direct deposit for current payroll run? (Y/N): ¥ \I DiStl'iCtS canrt

01d (non-NACHA) direct deposit: .
Issue banks checks rather than wire xfer? (Y/N): N lmplement

Use NACHA direct deposit? (Y/N): ¥ without approval
Carriage return at end of record? (Y/N): ¥
Last data block filled with 9's? (V/N): ¥
Include bank offset debit record? (Y/N): ¥ from the DOE
Inmed Dest: Routing num 999888779 Nanme

Inned Orig: Routing num 999888669 Name NACH ORIG BANK

Pay statement options:
Print SSN on checks? (Y/N): ¥ Print leave on checks? (Y/N): ¥
Print DD account on stub?: Print entire DD account
€ Print last 4 digits of DD account
@ Do not print DD account (all ")

ENTER=Update, F16=Exit 12.03.00

“Educating Georgia’s Future”

&
%OE Richard Woods, Georgia's School Superintendent

The new leave system must be turned on by the

DOE. This allows districts to be trained on the new
system properly.

130



Enhanced Substitute Pay and Employee

Leave Implementation
* The new system requires converting existing

PCG Ieave data to the new leave history flle

=6991 Rel= / C\SECOND GREEN PRI pocoist=0991 Rel=120300 10/25/2012 DODOOI  CADEVSYS c\mn GREEN =I5/
Status Active Upu late/Display Balan vl Y10 Leave Data PAYR3 Display Employee Leave Balan LUKFIND
Leave Balances su-a ry Sz reen
Enplogee 88562 BEINSTEIN, BL3IR Class 17 Enployee nunber: 88502 BESNSTEIN, BLAIR
Plan year: 2013 Display node: D (D=days, H=hours) Display in days
#ee State Leave Plan wee Sick Bank
Sick Leave Pers Bus  Vacation Other W0 Pay Staff Taken Type Reas Description Begin Bal  Advance  Adjust YID Taken Cur Taken  End Bal
Curren t 81| A1 00  SICKLEAVE 34,0000 1.2500 0000 1.2500 0000 34.0000
01 SICKLEAVE 2500 0000
Balance 34.00 6.00 @ PERSONAL 1.0000 0000
Used YTD - _1.00 _u0 R R R R 04| A5 00  VACATION 10.0000 0000 0000 4.0000 0000 6.0000
01 VACATION 40000 0000

Current
Balance

Used Y10

Mode changed to update
4033 P B B Y| so"leI O e
w8l | [ [ Joes [

ENTER = Continue, F16 = Exit, F17 = Print Scr
3 (30 W M M AN T G 1

The new system requires converting existing PCG
payroll leave data to the new Leave History File

The Leave History File retains a permanent record of
employees’ leave history.
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%OE Richard Woods, Georgia's School Superintendent
“Educating Georgla's Future”

F14 displays the employee’s leave balances for the
current plan year. This is the Leave Balances

Summary Screen.

Display Leave Balances
B PCGDist=8991 R =181x]
LUHFIND
Leave Balances Summary Screen
Employee number: 89375 AD20CK, FR2DDA Class code: 12 Contract months: 12
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days
Type Reas Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
o1 A1 00 SICK 48.5000 .0000 0000 12.5000 0000 36.0000
01 SIcK 8.5000 0000
1" PERSONAL 3.0000 0000
99 SICK BANK 1.0000 0000
05 | A2 00 OTHER 0000 .0000 0000 5.0000 0000 .0000
o1 OTHER 1.0000 0000
15 HOLIDAY 4.0000 0000
08 | A5 00 VACATION 27.0000 .0000 2.0000 16.0000 .0000 13.0000
7% VACATION 16.0000 0000
ENTER = Continue, F16 = Exit, F17 = Print Screen
g F1 | F2 | k3 [ ks | Fs | F6 | k7 | Fe £ | |z 13.03.00
| [Nz Help
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Display Leave Balances

8  PCGDist=8991 Rel=13.03.00 10/17/2013 DOD 009 SV C\DEVSYS C:\SECOND
Input Employee Leave and Substitute Pay
L Bal. Si

aaaaaaaaaa Summary Screen
Employee number: 89375 AD20CK, FR2DDA Class code: 12 Contract months: 12
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days
Type Reas Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
01 Al 00 SICK 48.5000 0000 0000

Leave type summary line

12.5000 0000 36.0000
SICK 8.5000 0000
n PERSONAL 3.0000 0000
99 SICK BANK 1.0000 0000

_05 | A2 00 OTHER .0000 0000 0000 5.0000 .0000 0000
o OTHER 1.0000 0000
15 HOLIDAY 4.0000 0000

_08 | A5 00 VACATION 27.0000 0000 2.0000 16.0000 0000 13.0000
7% VACATION 16.0000 0000

For leave types which track a balance:
Ending balance = Beginning balance + Advances + Adjustments — Leave Taken

ENTER = Continue, F16 = Exit, F17 = Print Screen

[ 2L WAEN AT WAEN TN ey | 13.03.00
<3 [ 3 et | | |

The Leave Balances Summary Screen allows the user to

view a summary of employees’ leave balances, which

reflect the records on the Leave History File, as well as

the current leave requests on the Current Leave Input

File.

* From the summary screen, the user may drill down
into each Leave Type to see the associated detail
records for the Leave Type.

Leave Type code information is summarized under

reason code ‘00’ on the screen:

* Totals for reason code ‘00’ give an overall summary
for the leave type. For example, the YTD Taken and
Current Taken totals give a grand total for all leave
reason codes for the category.
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Display Leave Balances

B8 PCGDist=8991 Rel=13.03.00 10/17/2013 DOD 009 SV C:\DEVSYS C:\SECOND i =18 x|
Input Employee Leave and Substitute Pay LUHF IND
eave Balances Summary Screen
Employee number: 89375 AD20CK, FR2DDA Class code: 12 Contract months: 12
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days
ype Reas Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
@ Al Oﬂ SICK 48.5000 0000 0000 12.5000 0000 36.0000
SICK 8.5000 0000
PERSONAL 3.0000 0000
SICK BANK 1.0000 0000
05 | A2 00 OTHER 0000 0000 0000 5.0000 0000 0000
0 OTHER 1.0000 0000
15 HOLIDAY 4.0000 0000
A5 00 VACATION 27.0000 .0000 2.0000 16.0000 0000
75 VACATION 16.0000 0000
Breakdown of reasons for
Use function key buttons the leave taken
to drill down to leave detail
data

ENTER = Continue, F16 = Exit F17 = Print Screen

i 4 2 D 2 I 2 3 I [0 0 O I e I I e | 13.03.00
~oat | [ | | | [EaElEmiee] [ | |

- &

Richard Woods, Georgia's School Superlnlendem
<7¢:$OE iy Goorles Ptee”

Leave Reason code information is summarized for each specific
reason code, and shows totals for the following categories: YTD
Taken (stored on the Leave History File), and Current Taken
(stored on the Current Leave Input File). Totals for the reason
codes summarize leave taken for the various reasons listed. The
leave reasons provide a breakdown of the YTD Taken and Cur
Taken categories on the summary line by leave reason.

YTD Taken is leave already on the Leave History File.

Cur Taken is leave on the Current Leave Input File or, in other
words, the leave being entered for the current payroll period.

The F-key buttons next to the Leave Type summary line allow the
user to drill down to the detail data associated with each leave

type.

In this example, we will use F1 to drill down to the sick leave
detail data.
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Display Leave Balances

B PCGDist=8991 Rel=13.03.00 10/17/2013 DOD 009 SV C:\DEVSYS C:\SECOND GREE =12 x|
Display Employee Leave Balances LUHF IND
Leave Detail Screen
Employee number: 88711 AL2RED, JE2FREY Class code: 07 Contract months: 18
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days

Leave type: A1 SICK

Srce Reas Desription Transaction Leave Dt Trans Dt Time In Time Out SubNo Sub Name

HST 00 SICK BEG BAL 8/03/2012 870372012 20.5000
HST 99 SICK BANK LV TAKEN  10/05/2012 1073172012 1.0000
HST 01 SICK LV TAKEN  10/23/2012 1173072012 1.0000
HST 11 PERSONAL LV TAKEN 1171572012 1272072012 5000
HST 01 SICK LV TAKEN  11/28/2012 12/20/2012 1.0000
HST 01 SICK LV TAKEN 171672013 272872013 1.0000
HST 01 SICK LV TAKEN 271572013 372972013 5000
HST 11 PERSONAL LV TAKEN 3/28/2013 473072013 5000
HST 11 PERSONAL LV TAKEN 570372013 573172013 1.0000
Begin Bal Advance Adjust YTD Taken Cur Taken End Bal
20.5000 0000 0000 6.5000 0000 14.0000

Exit, F17 = Print Sc
F8 | Fo | Fio | Fin | ¥

ENTER = Continue, F16 = reen
o 71 | F2 | P3| ke | s | ks |7 | {73 WAEN NATH ey | 13.03.00
~wal [ [ | [ | [&sasEre] [ | |

- N
Richard Woods, Georgia’s School Superintendent
(70’%0E “Educating Georgia's Future”

Leave Detail Screen: The Leave Detail Screen provides
detailed leave information per employee, per Leave Type.
The Leave Detail Screen which includes data from the Leave
History File and the Current Leave Input File, looks very much
like a General Ledger in PCGenesis. For each employee and
each Leave Type, the report displays a beginning balance,
followed by “Leave In” and “Leave Out”.

The “Leave In” and “Leave Out” columns will itemize the
detail records from the Current Leave Input File and the Leave
History File. The detail line items, for each employee and
each Leave Type, include BEG BAL (Beginning Balance) line
items, CUR LV TAKEN (Current Leave Taken) line items, HST LV
TAKEN (Historical Leave Taken) line items, ADVANCE (Leave
Advanced) line items, and ADJUST (Leave Adjustment) line
items.

Summary data for the Leave Type is listed across the bottom
of the screen.
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Display Leave Bal
i 91 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND GREEN. x|
Input Employee Leave and Substitute Pay LUHF IND
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days
Leave type: A1 SICK LEAVE
Srce Reas Desription Transaction Leave Dt Trans Dt Time In  Time Out SubNo Sub Name
HST 00 SICK LEAVE BEG BAL 81572012 821572012 1.2500
HST 02 PERSONAL LV TAKEN 8/15/2012  8/15/2012 1.0000
HST 00 SICK LEAVE ADVANCE 921720012 /2172012 1.2500
CUR 01 SICK LEAVE LV TAKEN 91272002 2500 89957 ADAIR, CE4ESTA
CUR 01 SICK LEAVE LV TAKEN 1070172012 1.0000 88864 BAIBOSA, ADSLFO
HST = Leave History Record
CUR = Current Leave Input Record
Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 0000 1.0000 1.2500 2500
ENTER = Continue, F16 = Exit, F17 = Print Screen
""VIH [1/[1‘1 F4 | F l II/]H Fs | Fio [Fin | Pz | Fi3 | Fia |2 12.03.00
~mal [ [ [ | [ |=S.E.a.00w
- &
Richard Woods, Georgia’s School Superintendent
(76%0E “Educating Georgia's Future”

Leave Detail Screen: The Leave Detail Screen provides
detailed leave information per employee, per Leave
Type.

* This screen reflects the records on the Leave History
File, as well as the current leave requests on the
Current Leave Input File.

* The “Leave In” and “Leave Out” columns will itemize
the detail records from the Current Leave Input File
and the Leave History File.

Summary data for the Leave Type is listed across the
bottom of the screen.
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Display Leave Balances

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND _ GREEN. =15(x|
Input Employee Leave and Substitute Pay LUHF IND
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days

Leave type: A1 SICK LEAVE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In  Time Out SubNo Sub Name
HST 00 SICK LEAVE BEG BAL 81572012 821572012 1.2500

HST 02 PERSONAL LV TAKEN 81572012 8/15/2012 1.0000
HST 00 SICK LEAVE ADVANCE /21720012 /2172012 1.2500
CUR 01 SICK LEAVE LV TAKEN 91272012 2500 89957 ADAIR, CE4ESTA
CUR 01 SICK LEAVE LV TAKEN 1070172012 1.0000 88864 BAIBOSA, ADILFO
HST = Leave History Record Time in = time added
CUR = Current Leave Input Record Time out = time subtracted
Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 0000 1.0000 1.2500 2500

ENTER = Continue, F16 = Exit, F17 = Print Screen
3 | F8 [ F10 | P11 | F12 | F13 | F14

12.03.00

Hll/lu]u]v.»]rb]l/]
Gedel [ [ [ [ [ [elLeL.eLEmw
- &
QO%OE Richard Woo?;ﬁzz;gg‘:’::‘rgﬂlzgperlnlendem

Leave Detail Screen: The Leave Detail Screen provides
detailed leave information per employee, per Leave
Type.

* This screen reflects the records on the Leave History
File, as well as the current leave requests on the
Current Leave Input File.

* The “Leave In” and “Leave Out” columns will itemize
the detail records from the Current Leave Input File
and the Leave History File.

Summary data for the Leave Type is listed across the
bottom of the screen.

Use F16 to exit back to the Input Employee Leave and
Substitute Pay screen.
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
* Affordable Care Act Reporting
* Getting Ready for 2017 GHI

* 31 Party Printing, Allowing Employge Self™ ‘

Service Web Interface

* Enhanced Substitute Pay and Empl g/

Leave System
* Detailed Paycheck Stub and MICR
* User Input

- &
B Richard Woods, Georgia's School Superintendent
(70 OE “Educating Georgla's Future”
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New Payroll Statement

* The new check has been in production for
many years with excellent results.

* There are NO BUGS!

* Larger size: 8% x 14 with check in the middle
for self-seal.

* Normal size: 8 %54 x 11 with check at the
bottom for non-self-seal.

1. A new pay statement is available to PCGenesis
users. However, the old pay statement will
continue to be supported. PCG users will have the
ability to either continue using the old pay check
stub, or to start using the new pay check stub.

2. The new payroll statement has been designed to
be 8.5 x 14 for self-seal checks, and 8.5 x 11 for
non-self-seal checks. The non-self-seal will fitin a
standard No. 9 double window envelope.

3. The new check design will support MICR printing
only, and signature card printing.
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* Print earnings detail from Gross Data screen.
* Allow more room for employee deductions.
* Print federal and state tax filing status and

* Print employer contributions.
* Print multiple ACH accounts

* Print leave data

New Payroll Statement

number of dependents.

1. We highly recommend converting to the detailed pay
check stub to take advantage of the many
enhancements available.

2. You can:

1.
2.

w

NOoO U b

Print detailed earnings information from the
Gross Data screen

Have much more room for employee
deductions

. Print federal and state tax filing statuses and

number of dependents

. Print employer contributions

. Print multiple ACH accounts

. Print detailed leave data

. Also, with MICR, you don’t have to worry about

printer jams eating check numbers because
blank check stock is used and PCG prints the
check numbers
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New 8.5 x 11 Pay Check
Non-Self-Seal Example

Here is an example of the detailed non-self-seal pay
check.
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Top Half of
Check

New Payroll Statement

(010161

09/28/2012

2,162.72

The top half of the check...
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New Payroll Statement

THIS DOCUMENT 1S PRINTED IN TWO COLURS. DO NOT ACCEFT UNLESS ELUE ANL GREEN ARE FRESENT

SMITH CITY BOARD OF EDUCATION No. 010161 84-111
102 MAIN STREET Date 61
- SMITH. GA 33333 09/28/2012 PAYROLL
(4044444444 . |
ATLANTA BANK LS seeezisea ]
DN VOID AFTER 90 DAYS

THO THOUSAND ONE HUNDRED SIXTY TWO AND 72/100

Pay T
Mhe  agstuem. osm
Order Of

C010161C B610001111B37 262 736C

Bottom
Half of Self
Seal Check

SMITH CITY BOARD OF EDUCATION
102 MAIN STREET
SMITH, GA 33333

c o W7

AG9ILERA, JOSUE
2559 MAIN STREET
SMITH, GA 33333

o

&
Richard Woods, Georgia’s School Superintendent
a OE “Educating Georgla’s Future”
rarimant of Cascation

The bottom half of the check...
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Agenda
* Introduction
* Upgrade to Micro Focus® Runtime 10.0.1
* Affordable Care Act Reporting
* Getting Ready for 2017 GHI

* 31 Party Printing, Allowing Employge Self

Service Web Interface

* Enhanced Substitute Pay and Empl e/

Leave System
* Detailed Paycheck Stub and MICR
* User Input

- &
Richard Woods, Georgia's School Superintendent
(70 BOE “Educating Goorgla’s Future”
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Future Plans
Help us focus our efforts

What major feature/function do you need?

We welcome your input/requests in writing

Complete the ‘Comments and Requests’ today

- &
Richard Woods, Georgia’s School Superintendent
(70’% O E “Educating Georgla's Future”

Provide your input during the discussions

* In order for the PCGenesis development team to
focus our efforts, we would greatly appreciate
your input.

* We welcome your requests in writing — you can
complete the ‘Comments and Requests’ forms
today.

* We also welcome your input during the roundtable
discussions which are on the GASO schedule.
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User Input

Please Attend the Roundtables!!

Again, please attend the roundtables!
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Site Recommendations
Upgrade any server > 3-5 years old
Implement “Terminal Server” Access!!!!
Full system backup of K:\*.* (retain 3 weeks)

Backup data to CD/DVD/USB nightly
Document restore procedures from backup

Add PCGReorg.bat to scheduled tasks
2008 Server (64 bit) is OK
* We now support 2012 Server or Windows 10

- &
Richard Woods, Georgia's School Superintendent
(70 BOE “Educating Goorgla’s Future”
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PCGenesis Documentation

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx

Richard Woods Georgia’s School Snperlnlendent
(7305 s

148



PCGenesis Documentation

h =»Technology Services = Technology Services +PCGenesis

PCGenesis PCGenesis

Financial Accounting and
Reporting System Operations
Guide

Financial Accounting and Reporting System Operations Guide

Payroll System Operations
Guide

Payroll System Operations Guide

Personnel System Operations
Guide

Personnel System Operations Guide

Certified/Classified Personnel Information (CPI) System Operations Guide

Certified/Classified Personnel
Information (CPI) System

Budget System Operations Guide
Operations Guide

LUAS Manual

Budget System Operations

Guide Technical System Operations Guide

ELUS Manual Release Information

Technical System Operations
Guide

Release Information

loods, Georgia’s School Superintendent
“Educating Georgla’s Future”

OE Richard W
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Questions?

£

C %
Richard Woods, Georgia's School Superintendent
(7a OE “Educating Georgla’s Future”
Geaisia Depsiiment of Edvcation
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Thank you for attending!
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