Stephanie Collins, Twiggs Co.
Gary Jenkins, Jasper Co.
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Business Applications HASTER

= Payroll Export/Import

ancial Accounting & Reporting System

[ET]
5 | -- Budget System

30 | -- System Util

14.082.08




E PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x
Payroll System PaYHBo00

Payroll Export/Import

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

-- Annual Reports Menu
Monthly/QuarterlyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

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

-- Check Reconciliation Menu

1 onitor
13 | -- Special Functions Menu

20 | -- File Reorganization

ek bl kb3

]

d

15.83.688

Master | “”'m |




E PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND
Payroll System

FRey Special Functions Henu

1 | -- Display/Update Pay Schedules
2 | -- Print Invalid Budget Accounts in Payroll

_3 | -- Taxpwithholding{Control Menu
LI - - Maintain{Print State File Menu
il -- Reset Payroll Amounts Menu
LI -- Payroll Mass Update Menu

7

8 | -- Payroll Exporifimport Menu

Master | “”'m |

YELLOW

x
PAYHOE13

88.63.60

Payroll Export/Import




E PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x
Payroll System PAYHOO16

lPayrnll Export/Import Henu l

Payroll Gross Data Export
Payroll Gross Data Import

Pl Do g Gross Data

Export Selected Payroll } Deduction / CPI Information Deduction

Import Selected Payroll Information or CPl Assignment Data

Payroll/Ded/CPI
Earnings History
New Employee

New Hire Reporting

Earnings History Export
Earnings History Gross Pay Distribution Export

Import New Employees - Batch Mode
Export New Hire File for Georgia Directory of New Hires

gl b bl Lk b

17.82.088

Master | “”'m |

F2, F13, F8



[E]l PCG Dist=8991 Rel=19.03.00 11/04/2019 GEJ 001 SV KASYSTEM K:ASECOND YELLOW - x
Payroll System PAYMOO16

FKey Payroll Export/Import Menu

- - Payroll Gross Data Import

S

e bt b b o]

- - Payroll Gross Data Export ]

-- Payroll Deduction Export
- - Payroll Deduction Import

-- Export Selected Payroll | Deduction / CPI Information
Import Selected Payroll Information or CPl Assignment Data

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

17.82.00

Master | User

rem | I3 | vrizp | BAY, | VEND




PCG Dist=8991 Rel=19.03.00 11/04/2019 GEJ 001 SV KASYSTEM KASECOND YELLOW — X
Payroll System PAYHMOO16

FKey Payroll Export/Import Menu

- - Payroll Gross Data Export
-- Payroll Gross Data Import

-~ Payroll Deduction Import

~—

e b b o] b

- - Payroll Deduction Export ]

-- Export Selected Payroll | Deduction / CPI Information
Import Selected Payroll Information or CPl Assignment Data

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

17.82.00

Master | User

@3] 3 | i3 | PO | YEND




m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW

l Create Deduction Data Export File to Load in Exce

)

Select at least one deduction code to export
(Enter a 'Y' if the deduction is to be exported)
B1=EHP ANNULTY B2=EHP ANNUITY
ONCERT HERIT B9=CERT MERIT
1 -UHDR £BA6AS 13=I-UNDR 8800886
16=UENDDR 888812 17=UENDOR 88808146
28=COURT W/H 21=COURT W/H
2 ENDOR 083968
28=COURT W/H
32=COURT W/H
3 ENDOR 886312
48=UENDOR B83909

@8=FRINGE

ENDOR 886999
15=UENDOR 884373

19=COURT W/H

39=COURT W H
L43=COURT W/H

ZIZIZIZIZIZIZIZIZIZIZIZIZIZIZ

59=COURT W/H
63=1- 086077 65=COURT W/H
() a 69=UENDOR 084373

Enter = Continue or F16 = Exit

[ D S A 5

03=FED W/H TAX
@=UENDOR 082488

54=I-UNDR
G8=UENDOR 885856
62=UENDOR 886876
66=UENDOR 084373
78=COURT W/H

PERPE288

IZIzIzIZIZ

IZZzZzIZIZIZIZIZIZIZI

13.83.088

Census Data

Check Payroll
Mass Changes
Reconcile Bills




[E]l PCG Dist=8991 Rel=19.03.00 11/04/2019 GEJ 001 SV KASYSTEM K:ASECOND YELLOW — X
Payroll System PAYMOO16

FKey Payroll Export/Import Menu

- - Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
- - Payroll Deduction Import

-- Export Selected Payroll | Deduction / CPI Information
Import Selected Payroll Information or CPl Assignment Data

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

e I:hE o bk

17.82.00

Master | User

rem | I3 | vrizp | BAY, | VEND




m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x

PAYA7ERT
Export Selected Payroll / Deduction / CPI Information

Export File Type: E  Export File for Report
E = Export File for Report
I = Create File to Hodify & Import

F10 to set selection criteria Filter not active ° EXpOrt Only
Export sort order: g O E /I
Empl SSN

(ol E:sl:ﬁ:z Name [Lname Fname] Xport mport

A tF t: " Include Decimal ($10.00 = 10.00]
BT D e ] Changes

&

~

ol

~

Employee Number

SSH Format: Alpha  -999-88-7777

Humeric - 999887777

MM/DD/CCYY
CCYYMMDD

Date Format:

PAY Item{s) Selected:
CPI Item(s) Selected:
Deduction(s) Selected:

F4 to select PAY Itenms
F5 to select CPI Items
F6 to select Deductions

Ho Items Selected
Enter=Create File, F4=Select PAY Items, F5

il | | | Fa | /5 | Fs | F7 |

elect CPI Items, F6=Select Deductions, F16=Exit
Fi1 | Fz |

RoNEioiias

10



m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND

YELLOW

=

PAYA7ERT
Export Selected Payroll / Deduction / CPI Information
Select Payroll/Personnel Fields
Enter 'X' for the item to be reported F11=5Sele 11, F ect All
LAST HAME PAY LOC _ CONTHO H DATE _
FIRST NAME _ WORK LOC _ ANNUAL WORK D4 HI DATE _
MIDDLE NAME _ SECTION 125 _ DATE _
HAHE SUFFIX _ CLASS _ DEATH _
STREET _ JOBCLASS _ TERH DATE _ [} ‘ D t
STREET2 _ CPI JoOB _ TERM REASON _ ensus a a
CITY _ CERT TYPE PENSION ELIG DATE _ .
STATE _ GHI IND _ ° L t
ZTR DDE PAID ERCON FLAG _ IS S
TELEPHOHE _ CPI INCLUDE _

PAYROLL STATUS _

TATE TAX MARITAL ST

% HWARLTAL STAT _

ENABLE DDP SW _

> Class

STATE MAR ALLOWANCE _
v GHI THFORHMATION _
AR CONTHO

- » Location
> Job Code
. * Analyze Data
* Multiple Tasks

EHPLOVEE E-MAIL _
SICK BANK INDICATOR _

BUDGET PAY CATEGORY _
CONTRACT DATA _

F7-Return, Fi11=Select All, Fi2=Deselect All, Fi16=Clear Selections and Exit
| | F+ | F5 | Fs | F7 | 1| Fz |

19.83.088

F2, F13 F8, F5



m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND

Export Selected Payroll / Deduction / CPI Information

Select CPI Fields

Enter 'X' for the item to be reported

CERT PAY STEP
EMPL BASIS CERT
ANNUAL CONTR DAYS
ADUANCE INHIBIT
CERT YEARS EXP
NATIONAL CERT
HIGHEST CERT LEVEL
LEVEL EFF DATE
EMPL BASIS CLASS
ANNUAL WORK DAYS

LOCAL YEARS EXP _

ANNUAL CLAS

CPI Employees

F7-Return, F16=Exit

mrtv |

ASSIGHMENT
ASSIGHHENT
ASSIGHHENT
ASSIGHHENT
ASSTIGHHENT
ASSIGHHMENT
ASSIGHNHENT
ASSIGHNHENT
ASSTGHHENT

& All Selected

" Only employees with Include on CPI'
" Only employees with Include on CPI' = ¥", with or without existing CPl data

| F+ | F5 | Fs | F7 |

DATA

DATA
DATA

[N O

DATA _
DATA _

| X F11 | F12 |

— x
PAYA7ERT
ne item

F2, F13

F8, F5

* Assignment
Template
» Update
» Cert Years
» Local Years
» STRIDE ID
(holding)

12



m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x

PAYA7ERT
Export Selected Payroll / Deduction / CPI Information

Select Payroll Deduction Fields

Include deductions with zero dollar amounts? N (Y or H)

Enter 'X' for the deduction to be reported.

B0=FRINGE = B1=EMP ANNUITY @2=EMP ANNUITY =
84=GA INCOME TAX _ 68=NONCERT MERIT _ _
11=UENDOR 888999 12=I-UNDR 888885

1 ENDOR 884373 _ 1 ENDOR 8R8812 X
19=COURT W/H 2@8=COURT W/H

23=CUNION 081861 _ 24=UENDOR 903960 _
-UNDR 083762 28=COURT W/H

* More Detail
* Finding Errors
e Determine Costs

ENDOR 868118 _

35=UEHDOR 884894 _
d9=COURT W/H

38=COURT W/H
42=BOARD HEMBER

885945 _
o 805949 _
53=UENDOR 085949 _ 5h=1-UNDR 886116 _
G7=UENDOR 085951 _ 885856 _
61=UENDOR 064726 _ 006076 _
o 65=COURT W/H o 66=UENDOR 004373 _
=UENDOR 864373 _ 69=UENDOR 004373 _ 70=COURT W/H

Select up to 28 deduction codes to report.

F eselect A11l, F1 %it No Deductions Selected

F7=Return to Select Fields,
F7 | | X F11 | Rz |

il | Fa | 5 |

1
F& | 19.63.80

F2, F13 F8, F5



[E]l PCG Dist=8991 Rel=19.03.00 11/04/2019 GEJ 001 SV KASYSTEM K:ASECOND YELLOW - x
Payroll System PAYMOO16

FKey Payroll Export/Import Menu

- - Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
- - Payroll Deduction Import

-- Export Selected Payroll | Deduction / CPI Information
Import Selected Payroll Information or CPl Assignment Data

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

f_\

e ] b b b

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

17.82.00

Master | User

rem | I3 | vrizp | BAY, | VEND




E PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x
Earnings History Export PAYPES 08

ji| to set selection criteria Filter set: Status

Enter period to be extracted: 1/681/2819 thru 12/31/2819

Select at least one pay type to export:
4 Issued checks £ Adjustments
X Uoided checks _ W-2 adjustments

Mon-taxable 2rd party sick
Taxable 3rd party sick

& Emplayee Number
© Employee 55N
" Employee Name [Lname Fname)

Export sort order:

Amount format: @ Include Decimal ($10.00 = 10.00)
" No Decimal ($10.00 = 1000)

SSH format: @ Alpha - 999-88-7777
" Mumeric - 999887777

Date format: # MM/DD/CCYY
" CCYYMMDD

F4 to select HISTORY items
F6 to select deductions

History Item{s) Selected:

a
Deduction{s) Selected: ]

Ho Items Selected
Enter=Create File, F4=Select

v | | I 8|

HISTORY Items, F6=Select Deductions, F16=Exit
| e | F7 Fi | Fz |

15



m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND

Enter ‘X' for

Check date

Transaction date _
Pay class _

Check type

Check bank _
Check number _

Humber of pays

FICA switch _
Federal switch _
State switch _
EHI switch _

AEIC switch

Pension code _
Fed marital status _

Fed exemptions
Fed w/h code

Fed w/h amount _
State marital stat _

State marital allow

State dep allow _
State w/h code _
State w/h amount _

Pay location

Work location _

Earnings History Export
Select Fields

the item to be reported

Regular hours _

Reqular gross

Tot pension gross
Tot pension amount

Total FICA amount
Total HI gross

Total 0ASDI amount
Total AEIC payment

Total net
Employer pension

Section 125 flag
GHI Option

Overtime hours _
Ouertime gross _
Contract amount _

Total gross _

Tot GHI gross _
Total FICA gross _

Total HI amount _
Total DASDI gross _

Tot imputed income _
Tot non-taxable amt _

Employer GHI _

GHI Tier _

F11=Select All, F12=Deselect All

Certified/Hon-cert _
Instruction flag _
Full time/Part time _
TRS service ind _

DD bank
DD account
DD net
DD bank
account
DD net
DD bank
account
DD net
DD bank
account
DD net
DD bank
DD account

DD net

D

=1

D

=

D

=1
[ R SO S R C N Ry

Employer OASDI _
Employer Medicare _
Contract Mo _

F7-Return, Fi11=Select All, Fi12=Deselect All, F16=Exit

mrtv |

| P |

| rs | F7 |

| X F11 | Pz |

YELLOW - x
PAYPES 08

Annuity ded
Annuity company
Annuity ded
Annuity company
Annuity ded
Annuity company
Annuity ded
Annuity company
Annuity ded
Annuity company

Birth date

Hire date

Rehire date
Term date _

Sex code

Harital status _

= °* Every detail of
. payroll

[T O O g R gy

17.61.688

16



m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x

Earnings History Export PAYPES 08
Select History Deductions

Include deductions with zero dollar amounts? H (Y or H)
Enter 'X' for the deduction to be reported.

B8=FRINGE B81=EHP ANNUITY  _ 82=EMP ANNUITY  _ 83=FED W/H TAX

= & £ - .
84=GA IHCOME TAX 088=NONCERT HERIT @9=CERT HERIT 18 Eﬂzg: ggi:?’g = ° EVery detall Of

11=UENDOR 8808999 _  12-I-UNDR 00GBB5 _  13-1-UNDR 000086 _

15-UENDOR 004373 _  16-UEHDOR 000612 _  17-UEHDOR 000016 _ 18=COURT W/H _
19=COURT W/H _ 20-COURT W/H _ 21=COURT W/H _ 22=UENDOR 606085 _

23=CUNION 881861 _ 24=UENDOR 803968 _ 25=UENDOR 883782 _ 26=COURT W/H iy payroll
27=1-UNDR 883782 _  28=COURT W/H _  29=COURT W/H & 38=COURT W/H e

31-UENDOR 8868110 _  32-COURT W/H _  23-UENDOR BO4O85 _ 24=UENDOR 8081975 _

35-UENDOR 004894 _  36-UENDOR 006312 _  37-COURT W/H

3

aa39089 U

OURT W/H OURT W/H = ST o o ® EVGI‘Y detail Of

43=COURT W/H = 885945 _ 45=1-UNDR 885945 _ _
ae5947 _ 49=UENDOR 065948 _ _ a roll deductions
085949 53=UENDOR 065949
i ap595a@ _ 57-UENDOR 0085951 _ ) p y
59=COURT W/H s 608=UENDOR 805995 _ 61=UENDOR 004726 _ 62=UENDOR 886876 _
63=I-UNDR 086877 _ 64=UENDOR 886119 _ 65=COURT W/H e 66=UEHDOR 884373 _
67=UENDOR 084373 _ 68=UENDOR Q04373 _ 69=UENDOR 084373 _ 78=COURT W/H

Select up to 28 deduction codes to report.

F7=Return to Select Fields, F

4
| [Fe | e |

eselect A11l, F1 %it No Deductions Selected

F7 | | X F11 | P2 | 17.81.00
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Earnings History Gross Pay Distribution Export PAYPES18

to set selection criteria Filter set: Status

Enter period to be extracted: 1/81/2019 thru 12/31/2019

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l

Enter account or part of account nbr:
{Leave blank to select all)

Select at least one pay type to export:
X Issued checks X Adjustments Non-taxable 3rd party sick

X
X Uoided checks X Taxable 3rd party sick
Select at least one gross type to export:

X Salary X Hourly % Daily
& Type ¥ X Type ¥ X Type Q

Financial Analysis
EoToe P8 Toper ot PI‘OjECtiOIl
Employee SN e --XEL Spreadsheets
Amount format: = w:l;iziz:rimal [[::l;]l;]l;]::[l']uglil] Date format: g ggjg:,;%[gv Payroll Distribution

Export sort order: &
~
" Employee Name (Lname Fname)
&
History Item{s) Selected: ] F4 to select HISTORY items

Ho Items Selected
Enter=Create File, F4=Select HISTORY Items, F16=Exit

eagl | | |k | /7 | X F11 | Fi2 |

17.61.688

RoNEioiias

18



m PCG Dist=8991 Rel=19.03.00 11/04/2019 GEI0ODT SV KASYSTEM KASECOND YELLOW - x

PAYPES10
Earnings History Gross Pay Distribution Export
Select Fields
Enter 'X' for the item to be reported F11=5Sele 11, F ect All

Check date § Account gross type ¥

Transaction date _ Account pay type _
Pay class ¥ Account gross _
Check type _ Account FICA gross X
Check bank fAccount FICA amt _

* Audit Reports
> ERS
> TRS
» PSERS
% SHBP (F2, Fs5, F14)

Check number _ Account pens gross ¥

FICA switch _ Account pens amt

Pension code ¥ Account GHI gr
X

Pay location Account GH ist
Work location _ Account S0l
RCFH F1 nd

F7-Return, Fi11=Select All, Fi12=Deselect All, F16=Exit

o | | Fe | /7 .. ¥ F1 | F2 |

F2, F13 F8, F8,



[E]l PCG Dist=8991 Rel=19.03.00 11/04/2019 GEJ 001 SV KASYSTEM K:ASECOND YELLOW - x
Payroll System PAYMOO16

FKey Payroll Export/Import Menu

- - Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
- - Payroll Deduction Import

-- Export Selected Payroll | Deduction / CPI Information
Import Selected Payroll Information or CPl Assignment Data

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

o]t b b b

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

S

17.82.00

Master | User

rem | I3 | vrizp | BAY, | VEND




PCGENESIS

PAYROLL
MADE
EASY

Good afternoon!!! My name is Stephanie Collins. | am a Payroll Associate in Twiggs
County Public Schools. | have been in the Accounting Department for six years. Five of
those years has been in payroll.

Is there anyone here new to Payroll.

Now how many people in here uses Import and Export with some or all of your payroll.
We have had some Great and have had Horror stories with and with out using Export
and Import, but | cannot imagine completing payroll in a timely manner without Export
and Import.

21



AGENDA

O Importing New Hires

O Exporting/Importing

Payroll Gross Data

JUST Aeap

* Today Gary Jenkins and | will be tag teaming on PC Genesis Payroll-Best Practices. (Read
Slide)

* To get to the export/Import Menu (Click the next slides until | get to Importing New
Hires Slide)

22



PCG Dist=7431 Rel=19.03.00 10/31/2019 SDC002 SV K\SYSTEM K\SECOND ﬂ
Business Applications HASTER

Haster Henu

Payroll System
EEN -- Personnel System
MM - Cerificd/Classified Personnel Information System
I -- Budget System

14.82.08

8 15 [ ] P, | YEND

Click F2 (Payroll System)



Payroll System PAYHOB0O

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| lay Description{DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update{Display Payroll Monitor

Special Functions Menu

]
e
EN
EN
EN
8|
EN
10 |
11 ]
12 ]

File Reorganization

15.83.08

8 15 [ ] P, | YEND

F13 (Special Functions Menu)



PCG Dist=7431 Rel=19.03.00 10/31/2019 SDC002 SV KASYSTEM
Payroll System

Special Functions Henu

isplay/Update Pay Schedules
MEE -- Print Invalid Budget Accounts in Payroll

BEM - Tax/Withholding/Control Menu
EN -- Maintain/Print State File Menu
Il -- Reset Payroll Amounts Menu
I -- Payroll Mass Update Menu

- Delete Employee Menu
BEN -- Payroll Exportfimport Menu

KASECOND ﬂ
PAYHOB13

68 .03 .68

8 15 [ ] P, | YEND

F8 (Payroll Export/Import Menu)

25



PCG Dist=7431 Rel=19.03.00 10/31/2019 SDC004 SV K\SYSTEM K\SECOND Hﬂ
Payroll System PAYHOB16

Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

Export Selected Payroll } Deduction } CPI Information
Import Selected Payroll Information or CPI Assignment Data

Earnings History Export
Earnings History Gross Pay Distribution Export

Import New Employees - Batch Mode
Export New Hire File for Georgia Directory of New Hires

17.82.08

8 15 [ ] P, | YEND

This is your Payroll Export/Import Menu



IMPORTING NEW HIRES
Download Spreadsheet

Download Spreadsheet

Finance & Operations

PCGensis

Payroll System Operations Guide
Section I /Topic8E

/ Template

* Importing New Hires.

» Before you can do anything, you must download the spreadsheet from
GADOE. https://lwww.gadoe.org/Pages/Home.aspx . (Go to website)

» Under Finance & Operations

»  Click on PCGenesis

*  Now, go to Payroll System Operations Guide

»  Scroll down to Section |, Topic 8E.

» Here you will find a Single Employee Template and Multiple Employees
Template.

(Show Example of Single Employee Template and Multiple Employees)

27



IMPORTING NEW HIRES

F2 Payroll System

F13 Special Functions Menu

F8 Payroll Export/Import Menu

F9 Import New Employees-Batch Mode

One File, Multiple Employees

Once it is completed with all of the New Hires information, Change the format
from Excel Workbook to CSV (Coma Delimited). Now we’re ready to import the
file into PCGenesis.

28



PCG Dist=7431 Rel=19.03.00 11/04/2019 SDC003 SV K\SYSTEM K\SECOND Hﬂ

PAYPP150
Import Hew Employees

Import File Type? Muliple s. One Emplayee Per File

Enter To Continue F16 to Exit
19.61.88

29



PCG Dist=7431 Rel=19.03.00 10/31/2019 SDC004 SV K\SYSTEM K\SECOND Hﬂ

PAYPP150
Hew Employee File Import -- One File with Multiple Employees

In this process the user will specify a path which contains the new employee import file.
The import file must be in .csu format. The process will scan the file and produce 3 reports:

* A summary report of the employees processed listing whether the employee passed
or failed the edits.

* An error report which lists the file errors.

* fAn employee detail listing which lists the validated employee data.

When the import process is run in FINAL mode, only the employees which pass the edits will
be uploaded as new employees, and the employees which fail the edits will not be processed.

Run Hode: 2
® Final Mode

Enter the upload file Path and Mame (e.g.C:\IMPORTANEWEMPLOYEEIMP.CSU}
or F18 to Browse for File

\THFORT\NE IHMPORT .CSU

Enter=Continue, F16-Browse, F16=Exit
19.61.88

30



EXPORTING PAYROLL GROSS DATA

F2 Payroll System
F13 Special Functions Menu
F8 Payroll Export/Import Menu

F1 Payroll Gross Data Export

31



PCG Dist=7431 Rel=19.03.00 10/31/2019 SDC004 SV K\SYSTEM K\SECOND
Payroll Gross Data Export

Create Gross Data Export File to Load in Excel

Enter the Export file Path and Name (e.g. G:\GROSSDAT\GROSSEXP.CSU)
or F18 to Browse for File

IC:\GROSSDATA\GROSSEXP.CSU
MOTE: DIRECTORY Hust Already Exist

Enter = continue or F16 = exit

e

PAYPE250

15.083.00

32



PCG Dist=7431 Rel=19.03.00 10/31/2019 SDC004 SV
Payroll Gross Data Export

Create Gross Data Export File to Load

to set selection criteria Filter not active

Export only employees with HO current gross data lines in order
import template?

Select at Least One Pay Type to Export:
SALARY _ TYPE A

TYPE B

TYPE X

= continue or F16 = exit

e

KASYSTEM  KASECOND
PAYPE250

in Excel

to set up

15.083.00

33



EXPORTING PAYROLL GROSS DATA

F2 Payroll System
F13 Special Functions Menu
F8 Payroll Export/Import Menu

F1 Payroll Gross

Click Data Export Hyperlink

34



IMPORTING PAYROLL GROSS DATA

€

F2 Payroll System
F13 Special Functions Menu
F8 Payroll Export/Import Menu

F2 Payroll Gross Data

Click Hyperlink

35



Using Exporting and Importing will make completing payroll easy.

36






