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Steps for a Payroll Run

Payroll Setup

Run pre-payroll reports

Update employees with current changes
Run post update validation reports
Calculate payroll and update YTD

Print checks and direct deposits

Print registers and create NACHA

Print final distribution

Post to earnings history and financial




Check and Direct Deposit Menu

E PCG Dist=8991 Rel=17.02.00 110752017 DOEO0DZ  CADEVSYS CASECOND GREEM

Masten

UserList

FKey

1| --

G R bbb

Payroll System

Check and Direct Deposit Henu

Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
Calculate Payroll & Print Exceptions

Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD [Final]

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

CheckfDirect Deposit Yoid/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File
Manual Checks & Voids From Previous Pay Menu
Print Final Payroll Distribution

Update Earnings History With Current Pay
Update Budget Files With Current Pay
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How to set up a Manual /Void Check Run
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To set up a Manual/Void Check Run From
the Main Menu go to (PF2)

I |
m PCG Dist=8991 Rel=17.02.00 11/02/2017 DOEO04  CADEVSYS CASECOND GREEN | = = 2 |
Business Applications MASTER
FKey Master Henu

_1 | -- Financial Accounting & Reporting System

20 == Payroll System

_3 | -- Personnel System

Ll - - Certified/Classified Personnel Information System
_5 | -- Budget System

_30 | -- System Utilities

Wastan llset“st 14.02 .80
e | 5 | M| BN | MEND
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Payroll System
(F2)

Payroll Setup
Menu (F1)

Setup
Manual/Void
Check Run Only
(F2)

m PCG Dist=A611 Rel=17.02,00 117012017 DOEO0OL  CADEVEYS CASECOND GREEM

Master

llserlist

Payroll System

FKey Setup HMenu

1_| -- Setup Payroll for a New Payroll Run
2 | -- Setup Manual{Void Check Run Only

Print Preliminary Balance Sheets:
3 | -- Location Within Class
4 | -- Class Within Location

Print Attendance Register:
5 | -- Class Within Location

Print Earnings Forecast Register:
6_| -- Class Within Location

11 | -- Create PRENOTE file [Test NACHA)
12 | -~ Print PRENOTE File [Trial)
13 | -- Print PRENOTE File [Final)

Fig l
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Enter in

i .
the date m PCG Dist=8991 Rel=17.0200 11/06/2017 DOEOQ02  CADEVSYS CASECOND GREEN | == 23 |
that you PAYCHS 81
Setup Manual/Void Check Run Only
want to
prlnt on This option will process ManualfUoid checks without running a Regular Payroll Run.
yOUI’ Payroll Transaction Date: 11/81/2817
CheCkS- The above transaction date represents the date the Payroll transactions
If yOU will be posted to the General Ledger accounts during Budget Updates.
are not
posting Enhanced Substitute Pay and Employee Leave Option:
|eave To post employee leave, enter '¥Y" H
press Setting the above option to "Y' will allow employee leave to be entered, but
will HOT allow substitute pay to be entered during the HManual/Uoid Check Run.
enter
If you mark Y
for leave please
ee the
essage then
ter
ENTER=Continue, F16=Exit 13.04.08




After setup is complete it will take you back to the setup
Menu PF16 back to Master Menu. From the Master Menu Use
the PF keys below to get Manual/Void &Direct Deposit Menu

[ PcoDist=6611 Rel=17.0200 11/01/2017 DOEODL  CADEVSYS CASECOND GREEN BEEE
> Paer“ SyStem (PFZ) Payroll Systen HANLHEHU
FKey Manual/Void Check & Direct Deposit Henu
Payroll Check and
. R il -- Enter Manual Check/Direct Deposit
Direct DepOSIt Menu _10 | -- Display/Delete Manual Check{Direct Deposit
(P F3) LI -- Enter Yoided Check/Direct Deposit from Previous Pay
LI -- Display/Delete Yoided Check/Direct Deposit from Previous Pay
> Manual CheCkS & VOidS 13 | -- Print Manual Check
From Previous Pay
Menu (PF9)

Then click on (PF9)
Enter Manual
CheCk/Dl rect Deposit Reminder: Registers must be run or re-run after a YoidfManual Check or

Direct Deposit is entered or deleted

Mastes llserlist 17.01.00

| 15 | M5 | DAV | MEND




Enter the Employee Name or Employee
Number

y
%] PCGDist=8991 Rel=17.02.00 11/02/2017 DOEO0O4  CADEVSYS CASECOND GREEN == = |
Enter Manual Paycheck PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContMo Job Stat HMth
Input Employee Humber or Hame or S3H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
*f| 1 | F2 |3 |Fa | F5 | Fe|F7|FB]F | ey LGoCRISE
=1s# f':?ra Flsm roor b | raon W Help




Enter the Check
Date

Enter the Check
number

Remove the
Direct Deposit
bank and
account number.
You can not
process a direct
deposit check
through this
process

Change FICAto N

Our process type
is S

Our Pay period is
the same as
check date

We are
refunding a
deduction so we
are going to
deduction code
17 and refunding
the 12.00 put in
as negative.

Employer Ded N

Enter F8 to
validate

Form PF9 Manual/Void

Bl PCGDist=8391 Rel=17.02.00 11/01/2017 DOEODZ  CADEWSYS CASECOND GREEM (=] =]
PAYHMANL
lanual Check For: Employee 89988 JO4LY, HO4GAH 900-08-9988 Loc 61688
hk Dt &/B1/72017 Bank BKB1 Chk Ho. 88068680 DD Bank DD acct
leq Hr Ovt-Hr Reg Amt Ovt Amt
iHI ind H FICA H TRS Serv 1 Retire Y TRS DOE Paid ERCON ? Pens code 2  TRS
Proc Pay PFay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
g} s 6/81/2017
82 6/01/2017
a3
a4
8L

Totals
¥r Fnd F Prgm Fnct Objct Fcty B addt'l GHI Dist Contract
ICCT 61 17 1868 1841 10868 11668 168 1
ICCT 82 17 188 2111 168686 11668 168 1
ICCT 83 17 188 1843 1688 116868 168 1
ICCT 684 17 188 2113 160868 11668 168 1
1

ICCT 65 17 188 9998 2480 19168 168

Totals
IASDI Gr 0ASDI Amt HI Gr HI Amt
ted 83 H Ded 6% H Ded 689 H Ded 17 H Ded Ded Ded Ded Ded Ded
12 _88-
red Ded Ded Ded Ded Ded Ded Ded Ded Ded

*#*% Gross Pay #*x** Deductions 12.08- =x* Het Pay 12.08 =x* HOH TAX
Validations passed. Save your changes.

ENTEV Fi P% FZ ‘% Fz % F‘f FS FEl F? F& n Fa , Fid Y Fii E FiZ E FIS& 11‘ h ﬂ3 h ﬂﬂ

=|s‘- F1?E:' Fig W Help
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Example of extra hours came in late

E PCG Dist=8991 Rel=17.02.00 11/07/2017 DOE0N0Z  CADEVEYS CASECOMND GREEM _|EI|5|
PAYHANL
Hanual Check For: Employee 89518 JASESONM, KASHELEEHN 999-98-9518 Loc 8195
Chk Dt 573172817 Bank BEB1 Chk Ho. S@808861 DD Bank DD acct
Reg Hr Ovt-Hr Req Amt Lde.08 Ouvt Amt
GHI ind Y FICA Y TRS Serv 1 Retire Y TRS DOE Paid ERCON ? Pens code 8 HO PEHSION
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 s 75 .88 75 .88 5.7h 53172017
a2 S 425 .88 425 .88 32.51 53172817
a3
(i}
a5
Totals 580.08 500.88 38.25
¥+ Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 17 514 6830 2488 14288 195 1 .15088
ACCT 82 17 514 6830 2988 19188 195 1 .B5a8
ACCT 83 17 514 6830 2488 14288 195 1
ACCT 84 oA
ACCT @5 o8
Totals 1.80880
0AsSDI Gr 508. 80 0ASDI Amt 31.88 HI Gr 586.88  HI Amt ¥.25
Ded 63 H Ded 64 H Ded 98 H Ded 36 H Ded 47 H Ded 48 H Ded 58 N Ded 52 HN Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*xx Gross Pay L oa.08 *xx Deductions 38.25 === Het Pay 461 .75  xxx HON TAX
UValidations passed. Save your changes.
ENTEV Fl'% FZ‘J‘% F3§ Fl+ F5 FS F7 F& n FS, F1DY F1IE F12E FISQ 11‘-‘]3-BB
F1Sh F17E|;) F1s‘@l Help




After you finish viewing the data FP16 will take you back
to Manual/Void &Direct Deposit Menu.

[E] PCGDist=6611 Rel=17.02.00 117012017 DOE00L  CADEVSYS CASECOMD GREEN [=@]f=]

Payroll System HANLMENU
Hanual/Uoid Check & Direct Deposit Menu
9 | -- Enter Manual CheckfDirect Deposit
10 | -- Display/Delete Manual Check{Direct Deposit

-- Enter Yoided Check{Direct Deposit from Previous Pay
-- Display}Delete Yoided Check/Direct Deposit from Previous Pay

|E

13 | -- Print Manual Check

Reminder: Registers must be run or re-run after a Void{Manual Check or
Direct Depositis entered or deleted

27 ™ I I A A I I I o000
walgleglelmel [ [ | [ | [ [ [ | [ |




= = T
[E] °CGDist=8991 Rel=17.0200 11/06/2017 DOE002  CADEVSYS CASECOND GREEN [=[E] =

Display/Delete Hanual Check/Direct Deposit PAYFIND
Select Employee
Current Order
Filter not active Name
Input:
13
Fkey Name Empno SSH Loc  Cls Cert Pens ContMo Job Stat Mth ||
> 1 HE2NDON, XE2IA 89949  999-089949 BO12 12 M 5 10 30 A
I
Input Employee Humber or Hame or SSH — Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Aboue
mef| [ k2 | k3 | ke | s | ks [ k7 | P8 | P9 || | | | (=N 17.901.00
e W [aalev] [ [ [ [ [ fuee[ [ | |
— o [=[E] = ]
m PCG Dist=8991 Rel=17.02.00 11/06/2017 DOE 002 CADEVSYS  CASECOND GREEN =
HANLUD
Hanual Check For: Employee 89949 HE2HDOM, XE21A 999-88-9949 Loc @8@et
Chk Date 8678172017 Bank BK@1 Chk Ho. &060680 DD Bank DD acct
Reg Hr Out-Hr Reg Aamt Dut Amt
GHI ind H FICA H TRS Serv @ Pens code 5 HEW PSERS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FIGA Amt Pens Gr Pens Amt Reas Period End
a1
02 |
=xx Totals
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT M1
ACCT 82
AGCT 83
ACCT B4
ACCT @85
Totals
0ASDI Gr DASDI Amt HI Gr HI Ant I
Ded 17 H Ded Ded Ded Ded Ded Ded Ded Ded Ded
12.88-
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
**x Gross Pay =x% Deductions 12.088- === Het Pay 12.00  *xx
F18=Delete Rec
L. 2] 92| TP =[P =T PN R =Y 170100
i e [ T [ [ [ Twew] [ [ ]




After you completed entering your check information it will
take you back to Manual/Void &Direct Deposit Menu.

[E] PCGDist=6611 Rel=17.0200 11/01/2017 DOEQOL  CADEVSYS CASECOND GREEM (== =]
Payroll System HANLMENU

Manual/Void Check & Direct Deposit Menu

FKey
9 | -- Enter Manual Check/Direct Deposit

TO Prlnt 10 | -- Display/Delete Manual CheckfDirect Deposit
11 | -~ Enter Yoided Check{Direct Deposit from Previous Pay

CheCk 12 | -- Display/Delete Yoided Check/Direct Deposit from Previous Pay
CI ICk on _13 | -- Print Manual Check

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

Mastar | Veory | | | 17.01.00

e 1655 | Wiz | R, | VEND




-~ - - | M
m PCG Dist=8991 Rel=17.02.00 11/06/2017 DOE 002 CADEVSYS  CASECOND GREEN =& & |

* Asterisk indicates manual check has already been printed or item is a direct deposit.
Select one check to print and EMWTER

wgp

Print Manual Check HAHLPRT
This procedure does not print direct deposits.

Pay DD
EmpHo Employee Hame Bank Chk Ho Chk Date Bnk DD Acct Het Pay

89949 HE2HDON, XEZ2IA BKO1 8@seen 6/01/20817 12.88
END OF FILE REACHED

PR tR] e B | LB | | | B A P P @ Tl

e

roe?| e 1 Help

( |

YES to PRINT check

Are you SURE you want to print manual check number 800000
employee 899497




[ PCG Dist=8991 Rel=17.0200 11/06/2017 DOE002  CADEVSYS CASECOND GREEN (=|E] = |
PAYGHK

PRODUCE PAYROLL CHECKS

Are correct checks inserted? YES (YES,NO)

!Se\ectPrinter = 8 B )
Wprintserver\Xerox-1370 .
Snagit 12 m
Press ENTER to Continue - F16 to Exit 17.81.88

ing? YES (YES,HO)

LAST CHECK VERIFICATIOH

Was the last check number printed 8688887 YES (YES,HO)




After your checks have printed it will take you back to
Manual/Void &Direct Deposit Menu.

m PCG Dist=8991 Rel=17.02.00 11/06/2017 DOE 002 CADEVSYS CASECOND GREEN | = B O |
Payroll System MANLHMEHU
FHey Manual/VUoid Check & Direct Deposit Henu

Ll - - Enter Manual Check{Direct Deposit

ﬂ - - Display{Delete Manual Check{Direct Deposit

_11 | -- Enter Voided Check{Direct Deposit from Previous Pay

il - - Display{Delete Yoided Check{Direct Deposit from Previous Pay ‘

13 | -- Print Manual Check

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

aster | V5ot | | | | | 17.681.00

| 1z iz RAY. | YEND L 1T 1




Once you have completed printing your check you will go through
The process of closing your payroll like a normal cycle

7
[ pceDis=0091 Re=17.02.00 11/01/2017 DOEQIZ  CADEVSYS CASECOND GREEN =@ =]
Payroll System PAYHBE03
FKey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets (After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave)
- Calculate Payroll & Print Exceptions
- Calculate Payroll & Print Trial Register
- Calculate Payroll & Update YTD [Final)

» Print Final
Payroll Register
(F7)

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

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

- Check/Direct Deposit Yoid{Add Menu

- Print Final Payroll Register

- Print Deduction Registers & Create Direct Deposit Export File

- Manual Checks & Yoids From Previous Pay Menu

- Print Final Payroll Distribution
- Update Eamnings History Yith Current Pay
- Update Budget Files With Current Pay

Bl b l= blelel (sl

Masta l|ser“St 13.02.88

e 15 | M5 | O YEND




n
[ rc6Dist=0a31 Rel=17.02.00 11/01/2007 DOEQ0Z  CADEVSYS CASECOND GREEN =@ =]
Payroll Systen PAYMABE3

» Print Final
Payroll
Distribution
(F12)

» Calculates
employer
paid
benefits
» Creates
files to post
earnings
history and
budget o8 [

MOMITOR. | MONITOF.

FKey Check and Direct Deposit Henu

-- Print Balance Sheets [After Updates]
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
-- Calculate Payroll & Print Trial Register
-- Calculate Payroll & Update YTD [Final]

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

-- CheckfDirect Deposit Void/Add Menu

- - Print Final Payroll Register

- - Print Deduction Registers & Create Direct Deposit Export File
-- Manual Checks & Yoids From Previous Pay Menu
-- Print Final Payroll Distribution

-- Update Earnings History With Current Pay
-- Update Budget Files With Current Pay

EEE b b= bk Bkl E

13.82.00




Upd ate [ rc6Dist=0a31 Rel=17.02.00 11/01/2007 DOEQ0Z  CADEVSYS CASECOND GREEN =@ =]

Payroll Systen PAYMABE3

Earnings rrey L A L
History

with
Current
Pay (PF13)

-- Print Balance Sheets [After Updates]
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
-- Calculate Payroll & Print Trial Register
-- Calculate Payroll & Update YTD [Final]

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

-- CheckfDirect Deposit Void/Add Menu

- - Print Final Payroll Register

Behind the

scenes
Backup of
PAYDATA
to
PAYDATAQ
Backup of
SECOND Master | e 13.02.00

to Flsh I]-u% Wor@ MDPI&TIR MUDENDDR

SECONQ

- - Print Deduction Registers & Create Direct Deposit Export File

-- Manual Checks & Yoids From Previous Pay Menu

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

EEE b b= bk Bkl E




» Update
Budget Files
with Current
Pay (PF14)

» Run PF13
and PF14
back to
back

» Payroll is
complete

m PCG Dist=0991 Rel=17.02.00 11/01/2017 DOEDDZ  CADEVSYS CASECOMND GGREEM

Master

l|serli i

Payroll System

FKey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets |After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
_2 | -- Calculate Payroll & Print Exceptions
_3 | -- Calculate Payroll & Print Trial Register
_4 | -- Calculate Payroll & Update YTD [Final)

_24 | -- Import Leave Data for Paystubs From Leave Management System
_5 | -- Print Paychecks and Direct Deposits

LI -- CheckfDirect Deposit VoidfAdd Menu

_7_| -- Print Final Payroll Register

8 | -- Print Deduction Registers & Create Direct Deposit Export File
8 | -- Manual Checks & Yoids From Previous Pay Menu
12 | -- Print Final Payroll Distribution

13 | -- Update Earnings History With Current Pay
14 | -- Update Budget Files With Current Pay

Fish

e

Wor@ PAY | VE

MOMITOFR, | HOMITOR,

[=E]=]

PaYMAaa3

13.082.88




Earning History Adjustment




From the Main Menu (PF2) Payroll System (PF10) Earning
History Menu
(PF1) Add Earning History Record

m PCG Dist=8991 Rel=17.02.00 11/02/2017 DOE 004  CADEVSYS CASECOMND GREEN | = = 28 |
Payroll System HISTHENU
FKey Earnings History Henu

1 | -- Add Earnings History Record

2 | -- UpdatefDisplay Earnings History Record
andfor Transfer Gross Earnings

3 | -- Print Employee's Earnings History

Print YTD Earnings' Register:
_13 | -- Summary by Employee
_14 | -- Detail by Account
_15 | -~ ¥TD Employer Benefits Register - Summary by Employee

Master | Boer | 11.01.00

rel8| U | iz [ B, [ VEND




Enter an (A) for adjustment Year the quarter and pay period

[i] PCG Dist=8991 Rel=17.02.00 11/02/2017 DOEO004  CADEVSYS CASECOND GREEN | = | B X |
Add Earnings History Record EARHADD
Enter Hew Record Type A Empno 87803 VYear 28 Quarter 1 Pay Period 1_
ACPER, HU?IA
Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter {(1-4)
H = Hontaxable Pay Period {81-53, 99)
T = Taxable
W= W-2 Adjustment
C = Control Record Empno
ENTEV Flh% F2‘-% FBE F‘I‘ F5 FE F? F = u F3 , F1DY F11E F12E F15& 16-B3-ﬂ1

F16« F17E';:I Fl$m HEID




E PCG Dist=8991 Rel=17.02.00 11/02/2017 DOEO04  CADEVSYS CASECOND GREEN |. = = = .|
Add Earnings Record for: 87936 - AN3EL, JAZKELYH gtr 17-1 Pay Prd a1 EARMADD
33 Adjustment *#% 000-08-7936 Loc 195_=[Class 15 Cert H Instruc H Type F Pen 1
Federal: Har Stat 3 Exemptions _1 WH Code 8 Fed Amount#% Fed ¥
State: Mar Stat A Allow HW[1] D[BA] W/H Code B8 State Amount#% State ¥
Chk Dt B1/61/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type A GHI ¥
AEIC Ind _ AEIC Paymt Retr swc credit @ FICA ¥
Reg Hr Ovt Hr HI Gr 0ASDPI Gr SEC 125 ¥
Req Amt Ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
881 35 4. 08— 1.6888 _ 1/681/2817
aaz _
a8z _
115 L S _
aas _
Totals 4. 88~ 1.08
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT 861 17 664 _ 9998 3180 18408 195 1 1 B 11 1141 1114531 Ded 1 Co _
ACCT @82 89 _ w2 _ Ded 2 Co _
ACCT 863 88 _ _ #3 __
ACCT 864 BB _ fth
ACCT @65 88 _ B
Ded 83 H Ded 64 H Ded 68 H Ded 47 H Ded 48 H Ded 58 H Ded __ Ded __ Ded __ Ded __
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _
Employer paid deductions: GHI Fension Medicare OASDI
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ "
#x% Gross Pay %% Deductions 4.08- === Het Pay 4.08 === HOH TAX
UValidations passed. Save your changes.
Location 888195
ENTEV Fipi‘ in% F3§ Flf F5 FS F? Fz H FSI F1DY F"El F|2E| F|5& 16-33-31
FIS'« F1TE;) F1sm Help




From the Main Menu (PF2) Payroll System (PF10) Earning History Menu
(PF1) Add Earning History Record

m PCG Dist=8991 Rel=17.02.00 11/02/2017 DOEO004  CADEVSYS CASECOND GREEN | = | = % |
Payroll System HISTHEHU
FKey Earnings History Henu

1 | -- Add Earnings History Record

2 | -- Update/Display Earnings History Record
and}or Transfer Gross Earnings

3 | -- Print Employee's Earnings History

Print ¥TD Earnings' Register:
_13 | -- Summary by Employee
_14 | -- Detail by Account
_15 | -- ¥TD Employer Benefits Register - Summary by Employee

Macter Use-rli:t 11.81.688

@ | IS | W5 | DA, | MEND




m PCG Dist=8991 Rel=17.02.00 11/02/2017 DOE 004 CADEVSYS  CASECOND GREEN | = | = P |
Add Earnings History Record EARNADD

Enter Hew Record Type A Empno 87883 Year 28 Quarter 1 Pay Period 1_
ACPER, HU9IA

Type Required Fields
A = adjustment Record Empno
Year
Third Party Sick Pay: Quarter {1-4)
H = Hontaxable Pay Period {81-53, 99)
T = Taxable

W = W-2 Adjustment

]
]

Control Record Empno

ENTE'V Fl'% %] - @ F'+ F5 FS F7 Fa n Fa ’ F1DT FnEl F12E Ftsa 16.83.81
F1€h F1?E|;) F1s‘@l Help




E PCG Dist=8991 Rel=17.02.00 11/02/2017 DOEOQO4  CADEVSYS CASECOND GREEN (=3 29

Add Earnings Record for: 87883 - ACYER, HU9IA Qtr 17-1 Pay Prd 81 EARHADD
3 3 Adjustment *#% 000-08-7883 Loc 195 w[Class B2 Cert H Instruc I Type E Pen 2
Federal: Har Stat W Exemptions _8 W/H Code @ Fed Amount/% Fed ¥
State: Mar Stat B Allow HM[A@] D[BB] W/H Code 8 State Amount#% State ¥
Chk Dt Bi1/81/2817 Chk Bank Chk Ho Pay Sched 12 Chk Type A GHI H
AEIC Ind _ AEIC Paymt Retr swvc credit 1 FICA ¥
Reg Hr Ovt Hr HI Gr 0DASDI Gr SEC 125 ¥
Req Amt Ovt Amt HI Amt 0ASDI Amt Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
ae1 2 280.35 12.82 _ 11/81/2816
ae2 2 280.35 12.82 _ 12/81/2816
ae3 2 2808.35 12.82 _ 1/81/20817
aey 2 280.35 12.82 _ 1/81/20817
aes _
Totals 861.40 L4808
¥r Fnd F Prgm Fnct Objct Fcty B Addt 1l Bank DD Account Het Pay Annuities
ACCT @81 17 188 _ 1611 1668 146868 _195 1 # 11 11141 111567 Ded 1 Co _
AGCT A82 17 188 _ 1621 16688 14868 195 1 #2 _ Ded 2 Co _
ACCT 882 17 180 _ 16821 168686 14808 _195 1 w3 _
ACCT A8y 17 188 _ 1611 1668 146868 _195 1 fth
AGCT A85 17 188 _ 1621 166868 146868 195 1 #s
Ded 83 H Ded 84 H Ded 17 H Ded 36 H Ded 58 H Ded 57 H Ded ___ Ded __ Ded __ Ded __
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _
Employer paid deductions: GHI Pension 588.88 Hedicare 0ASDI
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _
#xx Gross Pay =x# Deductions 4B.08 === Net Pay L48.08- ==xx NOH TAX

UValidations passed. Save your changes.
Location 888195

ENTEV F:'% Fz‘% F3§ F'I Fs Fs F? Fg n Fs’ F|OT F|1E F|2E| F15& 16.83.01
F|G# FwEI;) nsm Help




REFORT TATE 10/27/2017 EARNINGE HISTORY HEGISTER FOR 10/01/17 THRU 10731717 PAGE 1
- ERROR REBORT

REG. MHE. ONT. HR. REG. GR. GWT GR. GROSS CONTRACT PENS GR. OASDI GR. HI GR. GHI GR. HET

EMP #: 33053 B e Y CLASS: 07 MEDICARE ONLY
2,497.08 2,497,098 2,497.09  3,035.38-  2,497.09 W 2,101, 29
284.4% /03 113.51 /D4 149 AN JA2 380 S0_/8% 0 36.21 /A6
|MECIcARE oLy mEcoAD T

RErMQORT ID: HESTPRAT

AEFPDAT DATE: 1043142017 PAYROLL EARMNINGE HISTORY DETATL - (SINGLE EMPLOYEE)
. ARCTIVE *~ " LaC = i CLAAS— 7 IMSTH—L TYPFE-F GHI-N
N——E *  SEX-F ETHNIC— 3 MARITAL STAT-M PAY SCH.F-12 FRYCYCLE-L
b e ™ BIRTH- I U4/1577 HIRE- B/25,2017 BEHIRZ- TEAM- AERSCON—
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The Following steps should
be taken to prepare for
December 2017 Payroll




Release
17.03.01 will
be available
11/30/2017

November, 2017 Payroll Completion Instructions

Installthis release after completingthe November2017 payrall(s). Install this release before
executing 4 - Calculate Payroll and Update YTD for the December2017 payroll.

The fallawing steps shouldhetakento prepareforthe December2017 payrall

L Instal release 17.03.01,

2, Print Benefit Plan/Option, Tierrecords by using F2, F9, F9, Enterthe date range & 01/01/2018
through 12312018, Verifythe 2018 rates,

3, Downloadthe open enrollment file from the DCHY ADP wehsite,

4, Impaort openenraliment GHI aption and tier elections by using F3, FL3, FE,

5. Setstatehealth deduction amounts foractive emplayeesbyusingF3, F13, F8, Setthe
deduction effective dateto 01012018,




When updating the SHBP deductions amounts for active employee’s Run in Trail mode
Do not forget to go back and run in again with the Trail mode set to N.

[[] PCGDist=8991 Rel=17.0200 11/03/2017 DOEOO1  CADEVSYS CASECOND GREEN = @] = |
- - - ) PERB150

Set State Health Deduction Amount For Active Employees
(All substitutes are skipped)

Trial mode to verify changes prior to updating?
Reduce premium amount by normal employer paid share?
Split premium according to employee's pay schedule?

= Z ==

Set deductions to rates in effect on: 11/83/2017 01/01/2018

The following SHBP system deductions will be modified by this process:

Ded Code Ded Desc Emplr Ind Emplyr Amt
8 NMOHCERTIFIED MERIT H
9 CERTIFIED HMERIT H
42 BOARD HMEMBER HMERIT H
|
ENTER = Ualidate PF16 = Exit
ENTEV | |F3 u | | | F15& 1?-ﬂ1 .BB

re | [ [ [ [ |




The Following steps should
be taken to prepare for
January 2018 Payroll




December, 2017 Payroll Completion Instructions

Install this release after completingthe December 2017 payraoll(s). Install this release before executing
F4 - Calculate Payrolland Update YTD for the January 2018 payroll,

2017 Year-End Closing Information

e Doinstall Release 17.04.00 after completingDecember payroll{s). It must be installed before
printing -2, 1095-C, and 1099-M15C forms.

« Doreadtherelease overview. Many changes are includedin this release.
Do not setup for January payroll until all W-2s5 are verified. |t may bhe necessarytorun another
Decemberpayrollto make W-2 corrections,

« Dofollow the steps onthe Calendaryear End Checklist included in the release:
Instructions_for_Release_170400.pdf

« Donotremoveavendorfrom 1099 status if any claims have beenselected fora 1093-kA15C,
Ctherwize, you will receive a fatal error when printingthe 1099-m115C form s,

Thefollowing steps should betakento prepareforthe January 2018 payroll:

Install release17.04.000 | Release .
Setupthepay schedulesforthe new calendar year(F2, F13, F1). 17.04.00 wi
Changethe payroll yearinthe Payroll Identificationrecard (F2, F13, F3, F3). be availabl
warify all tax settings on the Tax/withholding/Control Menu (F2, F13, F3).

Resetemployee calendar year-to-date amountstozero(F2, F13, FS, F1.
Process calendar year2017 W-2 statements.

Process calendar year 2017 1095-C statements.

Process calendar year 2017 1099-MISC statements.

W=l men s ke




[ PCGDist=8291 Rel=17.02.00 11/05/2017 DOEODL  CADEWSYS CASECOND GREEN (o=@ =
Display/Update Pay Schedule PAYS

Enter Key of Record

Setting up pay Pay Schedule #: 12
schedules T
(PF2) (PF13)

(PF1)

** Find Mode ==
{ENTER)-Exact Key F2-First F16-Exit

ENTEV F1 F2 F3ﬁ F'} Fb Fs ol | F= u Fs , FmT F11 F12E| ey F15& Ll oLl
-'15# F1?E;) F|sm Help F3|."




m PCGDist=8991 Rel=17.02.00 11052017 DOE 001

Year: 18

Pay Schedule #: 12
No. Of Pays For Tax Calc: 12

CADEVSYS  CHSECOMD

*#xx Calendar Year Pay Schedule x*=x

Description: PAYROLL 2018

GREEM

* SCHEDULE IH PROGRESS *
Max Ho. OF Pays Per Year: 13

Current Pay Period: 1 Ho. of days between Pay Dates: 3@
SCHEDULE COMPLETE INDICATOR : H
1). B11518 2). 821418 3). 831618 Ly. 41518
5). B51518 6). 861418 7). 871418 8). B81318
0). 891218 18). 161218 11). 111118 12). 121118
13). 123118
*% Add Mode ==
{EHMTER)-Add Record F1-Reenter F11-Sort Dates F31-Generate Dates
EN“V F1 F2 FBE F'+ FE FE F? F& u F3 , F10Y F11 F12E| E:gn F15Q
F|S« F17E|;) F|sm Help F3I6}"'|

=& =]

PAYS

17.01.808




The End

Katie Green kagreen@doe.k12.ga.us 404-463-1
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