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PCGenesis Payroll System Operations Guide

Overview

Updating the Payroll system’s Tax Tables modifies the following tables to reflect current year’s figures.
PCGenesis users should also modify the Payroll Identification Record for normal maintenance purposes,
and for National Automated Clearing House Association (NACHA) direct deposit processing.
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PCGenesis Payroll System Operations Guide

Procedure A: Display/Update the Payroll Tax and
Pension Tables

‘B PCG Dist=8991 Rel=1504.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND wmz—@ﬂu
Payroll System PAYHBBEA

FKey Haster Menu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

e Eemal bbb

File Reorganization

| I T I I e 15.63.00

Masterl "“'[.;{ |

| 145 | V5| DA | MEND

B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 S¥ C:YDEYSYS C:SECOND _IEILI
Payroll Systen PAYHBO13
FKey Special Functions Henu

- - DisplayfUpdate Pay Schedules
-- Print Invalid Budget Accounts in Payroll

1

2|

_3 | -- TaxyWithholding{Conirol Menu
LI - - Maintain{Print State File Menu
_5 | -- Peset Payroll Amounts Menu
_6_| -- Payroll Mass Update Menu
_7 | -- Delete Employee Menu

LI Payroll Exportfimport Menu

Master | oo | | | 082.03.08

e = = P AT
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PCGenesis Payroll System Operations Guide

Ste Action

2 Select __3_| (F3 — Tax/Withholding/Control Menu).

The following screen displays:

m PCG Dist=8991 Rel=19.0400 12/13/2019 PCG 002 SV C\DEVSYS CA\SECOND WHITE - O x
Payroll System PAYSPECU

FKey Tax / Withholding / Control Henu

1 -- Display/Update FICA/Medicare Tax Table

-- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
-- Display/Update Federal Tax Table - 2020 ¥4 Step 2 Ck Box Rate Schedule
- - Display/Update State Tax Table

- - Display/Update PSERS/TRS Tax Table

- - Display/Update ERS Pension Table

- - Display/Update GHI Table

-- Display/Update AEIC Payment Table

flbkkEEEE

- - Display/Update |dentification Record

Master | Voo 19.04.00

| U5 | "5 | S| MEND

Step Action

3 To display/update the FICA/Medicare Tax Table: Proceed to Al. Update the
FICA/Medicare Tax Table.

To display/update the Federal Tax Table: Proceed to A2. Update the Annual Federal
Income Tax Table — Standard Withholding Rate Schedule.

To display/update the Federal Tax Table: Proceed to A3. Update the Annual Federal
Income Tax Table — 2020 W-4 Step 2 Checkbox Rate Schedule.

To display/update the State Tax Table: Proceed to A4. Update the Annual State Income
Tax Tables.

To display/update the PSERS/TRS Table: Proceed to A5. Update the PSERS/TRS
Retirement Table.

To display/update ERS Pension Table: Proceed to A6. Update the ERS Pension Table.

To display/update the GHI Table: Proceed to A7. Update the Group Health Insurance
(GHI) Table.

To display/update the AEIC Payment Table: Proceed to A8. Update the Advanced
Earned Income Credit (AEIC) Payments Annual Tables.
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PCGenesis Payroll System Operations Guide

Al. Update the FICA/Medicare Tax Table

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
II - - Display/Update FICA]Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- DisplayfUpdate State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- Display/Update ERS Pension Table
_7 | -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Vo | 19.64.00
@8] 145 | Wiz | LA VEND

Step  Action
4 Select — 1| (F1 - Display/Update FICA/Medicare Tax Table).
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PCGenesis Payroll System Operations Guide

The following screen displays for calendar year 2020:

m PCG Dist=8991 Rel=19.04.00 12/16/2019 PCG 001 35V CADEVSYS CASECOND WHITE - O X

PAYTAXES
#* FICA/Medicare Tax Table e

0AsSDI

Employee: Share: .0628 Max Ded: 8537.49 Max Wage: 137780.00
Employer: Share: .B628 Max Ded: 8537 .48
Medicare Health Insurance (HI)
Employee: Share: .08145 Additional share: .0898 Additional Wage Threshold: __ 2080086.08
Employer: Share: .8145
FICA Deduction Sort: 82 Hedicare Only Deduction Sort: 02

Employer Blnc: B421 Objct: 22008

Withholding

Fnd F Prgm Fnct Fnd F Prgm Srce
Uendor: 004727 Blnc: 0477 Exp Acct: 199 0 9990 90680 Rev Acct: 199 © 92990 2000

ENTER=Update, F16=Exit
"’"'w 19.64.088

Hsﬁ
Tax Table updated on 12/31/2019.

Step | Action

5 Using the FICA/Medicare Tax Table screenshot example, verify the information is the same,
or make the appropriate entries as needed.

6 Enter the vendor’s number in the Vendor field where appropriate.

If the vendor’s number is unknown, select the drop-down selection icon | or select F15
(Search). Within the PCG Select Value dialog box, enter the complete or partial vendor name
in the “Enter complete or partial Vendor name and select Enter ” field, and select Enter. The
entry of a partial name in the field displays the results most closely matching the search
criteria entered. Use the scrollbar or the Page Up/Page Dn keys to locate the intended
record.

If changing the vendor number on the FICA/Medicare Tax Table screen, also change the

district or system specific.

After verifying the screen’s entries are correct, select _"I (Enter) to update.
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PCGenesis Payroll System Operations Guide

A2. Update the Annual Federal Income Tax Table — Standard
Withholding Rate Schedule

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - [} X
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
_1 | -- Display/Update FICA/Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- Display/Update State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- DisplayfUpdate ERS Pension Table
_7_| -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Voo | 19.64.08
@] 145 | Wiz | DA | VEND

Step  Action
8 Select 2| (F2 - Display/Update Federal Tax Table — Standard Withholding Rate Schedule).
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PCGenesis Payroll System Operations Guide

The following screen displays for calendar year 2020:

m PCG Dist=8991 Rel=19.04.00 12/18/2019 PCG 001 SV CADEVSYS CA\SECOND WHITE — | X
** FIT - Federal Income Tax - Annual Tables = PAYTAXES
Standard Withholding Rate Schedule
Base Fixed Add'1 Base Fixed Add'1
Wage Tax Amt Percent Wage Tax Amt Percent
Single 1 .08 .88 HMarried 1 (] .60 .000
2 L] .68 51515} 2 ] .68 .888
3 3800 .00 .100 3 11980 .00 .100
L 13675 987.50 .128 ] 31650 1975.680 .128
S 43925 4617.58 .228 5 92158 9235.88 .228
6 89325 14605.580 .248 6 182950 29211.88 .248
7 167186 33271.58 .328 7 338588 66543.88 .328
8 211158 47367.58 .358 8 426600 94735.80 .358
9 5222088 156235.080 .378 9 633950 1673687 .58 .378
Base Fixed Add'1
Wage Tax Amt Percent
Head of House 1 8 .88 .0668
2 5} .00 .006
3 10050 .00 .100
L] 25158 1416.68 .128 Federal Tax Exempt Amount: 4200.68
5 63758 6162.00 .228 2020 W-4% HMarried Exempt: 126808.808
6 95558 13158.88 .248 2020 W-4 Single Exempt: 8400.688
7 173358 31836.88 .328
8 217488 45926.68 .358
9 528450 154793.58 .378 Fed ID# (EIN): 5860008267
ENTER=Update, F16=Exit
NP 19.04.060
ﬂ"

Tax Table updated on 12/31/2019.

Step Action

9 Using the FIT - Federal Income Tax - Annual Tables, Standard Withholding Rate Schedule
screenshot example, verify the information is the same, or enter the appropriate information,

and select _.(l (Enter) to update.
Although the FED ID# will differ, the remaining entries are standard.
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PCGenesis Payroll System Operations Guide

A3. Update the Annual Federal Income Tax Table — 2020 W-4 Step
2 Checkbox Rate Schedule

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - [} X
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
_1 | -- Display/Update FICA/Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- Display/Update State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- DisplayfUpdate ERS Pension Table
_7_| -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Voo | 19.64.08
@] 145 | Wiz | DA | VEND

10 Select —3_1 (F3 - Display/Update Federal Tax Table — 2020 W-4 Step 2 Ck Box Rate
Schedule).
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PCGenesis Payroll System Operations Guide

The following screen displays for calendar year 2020:

m PCG Dist=8991 Rel=19.04.00 12/18/2019 PCG 001 SV CADEVSYS CA\SECOND WHITE — | X
#* FIT - Federal Income Tax - Annual Tables == PAYTAXES
2028 U-4 Step 2 Checkbox Rate Schedule
Base Fixed Add'1 Base Fixed Add'1
Wage Tax Amt Percent Wage Tax Amt Percent
Single 1 .08 .88 HMarried 1 (] .60 .000
2 L] .68 51515} 2 ] .68 .888
3 62088 .08 .168 3 12460 .08 .168
b 11138 493.75 .128 y 22275 987 .58 .128
S 26263 2308.75 .228 5 52525 4617.58 .228
6 48963 7382.75 .248 6 97925 14685.58 .248
7 87858 16635.75 .328 7 175788 33271.58 .328
8 23683.75 .358 8 219750 __47367.58 .358
9 265400 78117.58 .378 9 323425 83653.75 .378
Base Fixed Add'1
Wage Tax Amt Percent
Head of House 1 8 .88 .0668
2 a .00 .008
3 9325 .00 .168
h 16375 785.88 .128 Federal Tax Exempt Amount: _4200.08
5 36175 3081.00 .228 2020 W-4% HMarried Exempt: 126808.808
6 526875 6579.88 .248 2020 W-4 Single Exempt: 8400.688
7 98975 15915.88 .328
8 1136688 22963.68 .358
9 268525 77396.75 .378 Fed ID# (EIN): 5860008267
ENTER=Update, F16=Exit
g 19.64.00
ﬂ"

Tax Table updated on 12/31/2019.

Step Action

11 Using the FIT - Federal Income Tax - Annual Tables, 2020 W-4 Step 2 Checkbox Rate
Schedule screenshot example, verify the information is the same, or enter the appropriate

information, and select _.(l (Enter) to update.
Although the FED ID# will differ, the remaining entries are standard.
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PCGenesis Payroll System Operations Guide

A4. Update the Annual State Income Tax Tables

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
II - - Display/Update FICA]Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- DisplayfUpdate State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- Display/Update ERS Pension Table
_7 | -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Vo | 19.64.00
@8] 145 | Wiz | LA VEND

Step  Action
12 Select —4| (F4 - Display/Update State Tax Table).
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PCGenesis Payroll System Operations Guide

The following screen displays for calendar year 2020:

m PCG Dist=8991 Rel=18.04.00 12/17/2018 PCG 001 SV CADEVSYS CASECOND WHITE - X
PAYTAXES
#% SIT - State Income Tax - Annual Tables =
Joint Single Separate
Minimum Maximum HMinimum HMaximum Hinimum  HMaximum
Std Deductions: 6006.00 6060.88 _4608.00 _L4660.86 _3006.00 _3060.06
Std Ded Percent: Single= .088 HMarried= .008
Joint Single  Separate Dependent
State ID# (ESA): 3257536CU Exemptions: _7468.0886 2706.00 3700.600 3000.08
DOL Account # 13067701 DOL Gross Over Amount 9500.00 DOL Tax Rate .bopan
Base Fixed Percent Base Fixed Percent
Harried 1 8.088 -8168 Harried 8.68 .8108
One 2 10060 16.68 .6268 Two 508 5.08 .62008
Income 3 3000 50.00 .0300 Incomes 1500 25.00 . 0300
4 _50888 118.08 - 84088 2588 55.688 6408
5 7088 198.688 .8588 3588 95.68 a5 88
6 1086888 340.08 . 8575 5008 1708.68 8575
Single 1 6.00 .61088 Harried 6.60 .0188
2 758 7.58 .8268 Separate 588 5.68 -6208
3 2258 37.58 .8388 1508 25.68 0308
L 3758 82.58 . 8488 2588 55.688 0488
5 5258 142.58 - 8588 3588 95.688 8588
6 7088 236.088 . 8575 568086 176.68 8575
ENTER=Update, F16=Exit
N 18.04.00
Fi‘«

The Georgia withholding tax table updated on 12/31/2018. The DOL Gross Over Amount was
updated on 01/04/2013.

Step Action

13 Verify the information in the State ID# (ESA) and the DOL Account # fields are correct.
If the information is incorrect, make the appropriate modifications.

14 Verify or enter the Gross Over dollar amount provided by the Department of Labor in the
DOL Gross Over Amount field.

15 If the school district/system is a contributory employer: Enter the Department of Labor’s
tax rate in the DOL Tax Rate field.

If the school district/system is not a contributory employer: Enter zeroes (0’s) in the
DOL Tax Rate field.

For most systems, the contribution tax rate is 0.00.

16 Using the SIT — State Income Tax — Annual Tables screenshot example, verify the
information is the same, or make the appropriate entries as needed.

17 After verifying the screen’s entries are correct, select _fl (Enter) to update.
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PCGenesis Payroll System Operations Guide

A5. Update the PSERS/TRS Retirement Table

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
II - - Display/Update FICA]Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- DisplayfUpdate State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- Display/Update ERS Pension Table
_7 | -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Vo | 19.64.00
@8] 145 | Wiz | LA VEND

Step  Action
18 Select __5_| (F5 - Display/Update PSERS/TRS Table).
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PCGenesis Payroll System Operations Guide

The following screen displays for fiscal year 2021:

E PCG Dist=7791 Rel=20.01.00 05/28/2020 PCG 001 5V CASQLSYS CASECOND WHITE — >
PAYTAXES

*% PSERS Retirement == (Pension Code 1)
Year/month of last PSERS transmission: 282884  (CCYY/HM)

Uendor Withholding Exp Acct Withholding Rev fAcct  Deduction Sort Blnc

Fnd F Prgm Fnct Fnd F Prgm Srce
aaaa Ay 199 @ 9998 98688 199 @ 9998 94888 Lk} Bh7h
01d PSERS Employee Share Hew PSERS Employee Share Employer Contribution to Employee Share
4. a@a8 18.488 Blnc Object
a2 230088

=x TRS Retirement == (Pension Code 2)

Employer Share (%) Employer Objct Emplr Blnc Emplee Blnc
1986 23000 8421 8473
Uendor Withholding Exp Acct Withholding Rev fAcct  Deduction Sort
Fnd F Prgm Fnct Fnd F Prgm Srce
[sTs]e]s]:0y 199 B 9998 96688 199 8 9998 96688 B4
Normal Employee Share Employer Contribution to Employee Share
B0. 66008 Blnc Object
8421 23008
ENTER=Update, F16=Exit
NP 28.81.080

HS‘-

The TRS employer contribution percentage goes into effect July, 2020 for fiscal year 2021. The old and
new PSERS employee contribution amounts went into effect July, 2012 and remain unchanged for FY
2021. The vendor number is school district or system specific.

19 Verify the calendar year and month (CCYYMM) in the Year/month of last PSERS
transmission is correct.

PCGenesis automatically updates this field when generating the PSERS reports.

20 Using the PSERS/TRS Retirement Table screenshot example, verify the information is the
same, or make the appropriate entries as needed.

21 Enter the vendor’s number in the Vendor field where appropriate.

If the vendor’s number is unknown, select the drop-down selection icon ~! or select F15
(Search). Within the PCG Select Value dialog box, enter the complete or partial vendor name
in the “Enter complete or partial Vendor name and select Enter” field, and select Enter. The
entry of a partial name in the field displays the results most closely matching the search
criteria entered. Use the scrollbar or the Page Up/Page Dn keys to locate the intended
record.

ENTER
22 After verifying the screen’s entries are correct, select _"I (Enter) to update.

Georgia Department of Education
May 28, 2020 @ 11:11 AM e Page 13 of 29
All Rights Reserved.



PCGenesis Payroll System Operations Guide

A6. Update the ERS Pension Table

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
II - - Display/Update FICA]Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- DisplayfUpdate State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- Display/Update ERS Pension Table
_7 | -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Vo | 19.64.00
@8] 145 | Wiz | LA VEND

Step  Action
23 Select —6_| (F6 - Display/Update ERS Pension Table).
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PCGenesis Payroll System Operations Guide

The following screen displays for fiscal year 2021:

Tax Table updated on 07/01/2019. The old and new ERS contribution amounts went into effect July,

m PCG Dist=8991 Rel=19.02.00 06/24/2019 PCG 002 35V CANDEVSYS CASECOND WHITE

#* NEW plan ERS Retirement =* (Pension Code 4)

Employer Employee
Employer Share (%) Employer Objct Blnc Blnc
2466 24000 8421 8478
Uendor Withholding Exp Acct Withholding Rev Acct Deduction Sort Blnc
Fnd F Prgm Fnct Fnd F Prgm Srce
000062 199 0 9998 9600 199 B 9998 9008 b6
Normal Employee Share Employer Contribution to Employee Share
00.0150 Blnc Object
8421 24000
=% QLD plan ERS Retirement =% (Pension Code 3)
Employer Employee
Employer Share (%) Employer Objct Blnc Blnc
-2491 24000 8421 8478
Vendor Withholding Exp Acct Withholding Rev Acct  Deduction Sort
Fnd F Prgm Fnct Fnd F Prgm Srce
808062 199 B 9998 20860 199 B© 99908 92068 85
Normal Employee Share Employer Contribution to Employee Share
00.0150 Blnc Object
8421 24008
ENTER=Update, F16=Exit
ENIIV
Hsﬁ

O X
PAYTAXES

19.62.60

2019 and remain unchanged for FY 2021.

Step
24

" Action

The vendor number is school district or system specific.

Using the New Plan/Old Plan ERS Retirement Table screenshot example, verify the
information is the same, or make the appropriate entries as needed.

25

Enter the vendor’s number in the Vendor field where appropriate.

If the vendor’s number is unknown, select the drop-down selection icon ~| or select F15
(Search). Within the PCG Select Value dialog box, enter the complete or partial vendor name
in the “Enter complete or partial Vendor name and select Enter” field, and select Enter. The
entry of a partial name in the field displays the results most closely matching the search
criteria entered. Use the scrollbar or the Page Up/Page Dn keys to locate the intended record.

26

. . . ENTEV
After verifying the screen’s entries are correct, select _I (Enter) to update.
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A7. Update the Group Health Insurance (GHI) Table

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CASECOND WHITE

Payroll System

FKey Tax / Withholding / Control Henu
Il - - Display/Update FICA]Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- Display/Update State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- Display/Update ERS Pension Table
_7_| -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Mastar | Voo |
@8] 145 | Wiz | LA VEND

- O X
PAYSPECV

19.04.00

Step  Action
27 Select -7 | (F7 - Display/Update GHI Table).

The following screen displays for fiscal year 2021:

—— B
oL oo G PR W Clone: Gaecow L ware I i
= is 1/12/20 ~ WHITE
PAYTARES
** GHI - Group Health Insurance == I
* CERTIFIED =
UEHDOR EMPLOYER SHARE ($) EMPLOYER OBJCT BLHC
4 v| 945 .88 21880 8421
>>0R<L
EMPLOYER SHARE (%)
. AaEAAA
* MON-CERTIFIED =
UEHDOR EHMPLOYER SHARE (%) EMPLOYER OBJCT BLHC
BB4R63 945 .88 21888 8421
>>DRLL
EMPLOYER SHARE (%)
. hagaan
ENTER=Update, F16=Exit
NTEF 14.683 .80
Fish
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Tax Table updated on 12/30/2017. The GHI employer contribution dollar amount for non-certified
employees went into effect January 2018 (for February 2018 coverage), and remains unchanged for FY
2021. The GHI employer contribution dollar amount for certified employees went into effect July 2014
(for August 2014 coverage), and remains unchanged for FY 2021.

Step | Action

28 Using the GHI - Group Health Insurance Table screenshot example, verify the information is
the same, or make the appropriate entries as needed.

29 Enter the vendor’s number in the Vendor field where appropriate.

If the vendor’s number is unknown, select the drop-down selection icon ~| or select F15
(Search). Within the PCG Select Value dialog box, enter the complete or partial vendor name
in the “Enter complete or partial Vendor name and select Enter” field, and select Enter. The
entry of a partial name in the field displays the results most closely matching the search
criteria entered. Use the scrollbar or the Page Up/Page Dn keys to locate the intended record.

30

ENTER
After verifying the screen’s entries are correct, select _"I (Enter) to update.
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A8. Update the Advanced Earned Income Credit (AEIC) Payments
Annual Tables

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - a X
Payroll Systen PAYSPECV
FKey Tax / Withholding / Control Henu
_1 | -- Display{Update FICA/Medicare Tax Table
_2 | -- DisplayfUpdate Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display{Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- Display{Update State Tax Table
_5 | -- Display{Update PSERS/TRS Tax Table
_6 | -- Display{Update ERS Pension Table
_7_| -- Display/Update GHI Table
_8 | -- Display{Update AEIC Payment Table
_8 | -- Display{Update Identification Record
Master | Uty 19.84.00
8| 3 | 3| BAr [ VENR

31 Select __8_| (F8 - Display/Update AEIC Payment Table).
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The following screen displays for calendar year 2011:

PCGenesis Payroll System Operations Guide

B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 SY C:\DEYSYS C:\SECOND

** Advance EIC Payments - Annual Tables xx*

1)SIHGLE/Household Head
Filing Certificate

Base Fixed Add"1
Wage Pnt Amt %
-88 .88 284

8970.88 1836.88
16450.80 1830.00
99999.99 -89

=
=l
{=2]

MAX WAGE MAX EIC
35536.36 1830. 688

UENDOR
882835

ENTER=Update, F16=Exit

ml%’

2)HARRIED With Both
Filing Certificate

Base Fixed Add'1
Wage Pmt Amt
.88 .88
4485 .88 915.88
168736.88 915.88
99999.99 - 88

el

=
=

=
o
(=]

MAX YAGE MAX EIC

28273.18 915.88

3)HARRIED W/0ut SPOUSE
Filing Certificate

Base Fixed Add’'1
Wage Pnt Amt %
8

8978.889 1836.88

.88 .88 .2
8

21468.088 18308.80 896

99999 .99 -8 _888

MAX UYAGE MAX EIC

48546 .36 1838.88

BLHNG FHD F PRGH FUNC 0BJCT
au71 EXP. ACCT: 199 8 9908 9088 AOBAA

REV. ACCT: 199 8 9990 9088 AOBAA

Hs'

=l=x]|

PAYTAXES

14.83.08

According to IRS Publication 15 (Circular E), Employer's Tax Guide 2011, the option of receiving
advance payroll payments of Earned Income Credit (EIC) expires on December 31, 2010. Therefore,
entry of an AEIC switch on the employee record is no longer allowed and must be blank. The
installation of Release 10.04.01 suppresses calculation of the advanced earned income tax credit (AEIC)
for all employees. Although the AEIC tables have not been updated for 2011, the AEIC calculation is
supressed for all employees.

32

Using the Advance EIC Payments — Annual Tables screenshot example, verify the information

is the same, or make the appropriate entries as needed.

33

Enter the vendor’s number in the Vendor field where appropriate.

If the vendor’s number is unknown, Select the drop-down selection icon | or select F15
(Search). Within the PCG Select Value dialog box, enter the complete or partial vendor name
in the “Enter complete or partial Vendor name and select Enter” field, and select Enter. The
entry of a partial name in the field displays the results most closely matching the search
criteria entered. Use the scrollbar or the Page Up/Page Dn keys to locate the intended record.

34

ENTER
After verifying the screen’s entries are correct, select _"I (Enter) to update.

35

Select ﬂ (F16 - Exit) to return to the Tax/Withholding/Control Menu.
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The following screen displays:

Master

bl kbbb

m PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CASECOND WHITE

Payroll System

Tax / Withholding / Control Henu
- - Display/Update FICA]Medicare Tax Table
-- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
-- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
-- Display/Update State Tax Table
-- Display/Update PSERS{TRS Tax Table
-- Display/Update ERS Pension Table
- - Display/Update GHI Table
- - Display/Update AEIC Payment Table

- - Display/Update Identification Record

Fﬂ.

bt}

whfie | MEND

- O X
PAYSPECU

19.04.00

36 Select ﬁl (F16 - Exit) to return to the Payroll System — Special Functions Menu, or select
Ml (Master) to return to the Business Applications Master Menu.
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Procedure B: Display/Update the Payroll
Identification Record

‘B PCG Dist=8991 Rel=1504.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND wmz—@ﬂu

Payroll System PAYHBBEA

FKey Haster Menu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

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

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

e Eemal bbb

- - File Reorganization

] I I A I A RSt

Masterl "“'[.;{ |

| 145 | V5| DA | MEND

B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 S¥ C:\DEYSYS C:ASECOND _Iﬁllﬂ
Payroll Systen PAYHBO13

Special Functions Henu

- - DisplayfUpdate Pay Schedules
-- Print Invalid Budget Accounts in Payroll

FKey

1

2|
3 | -- TaxfWithholding{Conirol Menu
4 | -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
E | -- Payroll Mass Update Menu
7 | -- Delete Employee Menu
8 | -- Payroll Exporfimport Menu

Master | oo | | | 082.03.08

e = = P AT
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Ste

Action

Select __3_| (F3 — Tax/Withholding/Control Menu).

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 12/13/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O x
Payroll System PAYSPECU
FKey Tax / Withholding / Control Henu
il -- Display/Update FICA/Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- Display/Update State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- Display/Update ERS Pension Table
_7_| -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | V5o 19.04.00
e8| 15 | Wiz | LAY | MENR

Step Action

3

Select 9| (F9 - Display/Update Identification Record).

PCGenesis does not allow the modification of payroll control information during Payroll
Setup. In this instance, the “** Payroll in Process — No Changes **”displays. PCGenesis
users must complete payroll processing through F14 (Update Budget Files with Current
Pay), and repeat this procedure.
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The following screen displays for calendar year 2020:

E PCG Dist=8991 Rel=19.04.00 12/16/2019 PCG 001 SV C\DEVSYS CASECOND WHITE - O X
PAYTAXES
*% Payroll Control Information xx=
System #: 8991 NHame: SMITH CITY BOARD OF EDUCATION
fAddress: 182 MAIN STREET
City/State: SMITH, GA Z2ip code: 33333
Withholding fund: 199 State name: GEORGIA $$ system #/non-teaching: 0088
Payroll year: 2628 County ID: 168 Out of State SS system #/teaching: 9668
Payroll bank: BKO1 FHNB 001 OF SMITH CITY
Enable enhanced substitute pay & leave system? (Y/H): Y System sick bank balance 598.75
Enable direct deposit for current payroll run? (Y/H): b
01d (non-NACHA) direct deposit:
Issue banks checks rather than wire xfer? (Y/N): N
Use NACHA direct deposit? (¥/H): ¥
Carriage return at end of record? (Y/H): ¥
Last data block filled with 9's? (Y/H): ¥
Include bank offset debit record? (Y/N): M
Immed Dest: Routing num 999888779 Hame
Immed Orig: Routing num 299888669 Hame HACH ORIG BANK
Pay statement options:
Print SSH 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
""“( 19.04.00
Fi‘ﬁ

Step  Action

Enter, verify, or modify the field entries in steps 4 - 22.

4 System #: System’s State Assigned LUA code.

5 Name: School System’s Name

6 Address: Street Address

7 City/State: City/State

8 Zip Code: Zip Code

9 Withholding Fund: Payroll Withholding Fund Number (Fund 199)

10 Payroll Bank: Payroll Bank Code

The Financial Accounting and Reporting (FAR) application’s cash management procedure
defines the “Payroll Bank:” field.

11 Payroll Year: Current Calendar Year
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12 State name: Georgia

13 County ID
Refer to the “Georgia County Code Listing” for a listing of valid codes.

14 County Name: Defaults from the entry in the County ID field.

15 SS System #/Non-Teaching: No entry is required in the field as it is not utilized by
PCGenesis.

16 SS System #/Teaching: No entry is required in the field as it is not utilized by PCGenesis.

17 Enable enhanced substitute pay and leave system?:
To turn off the enhanced substitute pay and leave system: Enter N (No).
To turn on the enhanced substitute pay and leave system: Enter Y (Yes).

PCGenesis uses this field to turn on the enhanced substitute pay and leave system. This option
should only be turned on only in consultation with the PCGenesis help desk staff.

18 System sick bank balance: This field contains the sick bank balance for the district. This field is
used in the new Enhanced Substitute Pay and Employee Leave System and keeps track of the
system’s sick bank balance.

19 Enable direct deposit for current payroll run?:

To turn off direct deposit processing for the current payroll run: Enter N (No).

To process payroll normally for the current payroll run: Enter Y (Yes).

PCGenesis uses this field to turn off direct deposit processing for all employees during the
current pay cycle without affecting individual employee information, and in such cases as
when there is a requirement to issue checks, such as school principal supplemental salaries,

or to allow special pay awards as perfect attendance. In this instance, PCGenesis issue the
pay as a payroll check instead of as a direct deposit.
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20 If NACHA Direct Deposit will be used:

e Check with the payroll bank for their requirements on the file for Carriage Return, Data
Block Filling, Bank Offset Debit Record, Immediate Destination and Origin, and the
Routing number and name field information.

e 0Old (non-NACHA) direct deposit: Issue banks checks rather than wire xfer?:
Enter N (No).

e Use NACHA direct deposit? (Y/N): Enter Y (Yes).

e Carriage return at the end of each record? (Y/N):

Enter Y (Yes) if the payroll bank requires a carriage return and a line feed at the end of
each record within the NACHA and Prenote files.

Enter N (No) if the payroll bank does not require a carriage return and a line feed at the
end of each record within the NACHA and Prenote files.

o Last data block to be filled with 9s? (Y/N):

Enter Y (Yes) if the payroll bank requires the last block of the NACHA and Prenote files
to be filled with 9’s or requires the record count to be a multiple of ten records.

Enter N (No) if the payroll bank does not require, or has not indicated a preference for
the entries in the last block of the NACHA and Prenote files.

e Include bank offset debit record?:

Enter Y (Yes) if the payroll bank requires a detail line item for a debit amount
(Transaction code 27) for the total direct deposit amount.

Enter N (No) if the payroll bank (Transaction code 27) requests the selection of the
offset debit record. PCGenesis defaults to N (No) from the NACHA file.

e Enter the routing number and name in the Immed Dest: Routing num (Immediate
Destination: Routing number) and Immed Dest: Name (Immediate Destination:
Name) fields.

o Enter the appropriate routing number and name in the Immed Orig: Routing num
(Immediate Origin: Routing number) or the Immed Orig: Name (Immediate Origin:
Name) routing number fields.

21 If Third Party Direct Deposit software/PCGenesis method of providing direct deposit
registers and a check or wire transfer to the direct deposit banks will be used:

e Old (non-NACHA) direct deposit: Issue banks checks rather than wire xfer?:
Answer Y (Yes) — To provide each of the direct deposit banks a check to fund the
payroll. (This causes the payroll paycheck printing process to print checks for each
direct deposit bank.)

Answer N (No) — To send a wire transfer to the direct deposit banks to fund the payroll
or to use third party direct deposit software.

Use NACHA direct deposit? (Y/N): Enter N (No).

Carriage return at the end of each record? (Y/N): Enter N (No).

Last data block to be filled with 9s? (Y/N): Enter N (No).

Include bank offset debit record? (Y/N): Enter N (No).

No entry is necessary in the Immed Dest (Immediate Destination) and Immed Orig
(Immediate Origin) fields.
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Ste Action
22 Print SSN on checks?:
To print employees’ SSNs on the checks: Enter Y (Yes) in the field.
To omit employees’ SSNs from the checks: Enter N (No) in the field.
23 Print leave on checks?:
To print employees’ leave on the checks: Enter Y (Yes) in the field.
To omit employees’ leave from the checks: Enter N (No) in the field.
24 Print DD account on stub?:
Select the appropriate option using the radio button:
e Print the entire direct deposit account number
e Print the last four digits of the direct deposit account number
e Do not print the direct deposit account number, and print all asterisks instead.
25 Verify the entries are correct, and select _'fl (Enter) to update.
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The following screen displays:

E PCG Dist=8991 Rel=19.0400 12/13/2019 PCG 002 SV C\DEVSYS CA\SECOND WHITE

Payroll System

FKey Tax / Withholding / Control Henu
_1 | -- Display/Update FICA/Medicare Tax Table
_2 | -- Display/Update Federal Tax Table - Standard Withholding Rate Schedule
_3 | -- Display/Update Federal Tax Table - 2020 W4 Step 2 Ck Box Rate Schedule
_4 | -- Display/Update State Tax Table
_5 | -- Display/Update PSERS{TRS Tax Table
_6_| -- DisplayfUpdate ERS Pension Table
_7_| -- Display/Update GHI Table
_8 | -- Display/Update AEIC Payment Table
_9 | -- Display/Update Identification Record
Master | Voo |
@] 145 | Wiz | DA | VEND

O X
PAYSPECVY

19.04.00

26 Select ﬁl (F16 - Exit) to return to the Payroll System — Special Functions Menu, or select
Ml (Master) to return to the Business Applications Master Menu.
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Appendix A: PCGenesis Federal Tax Calculation
Method

1. Percentage Method Tables for Automated Payroll Systems

If you have an automated payroll system, use the worksheet below and the Percentage Method tables
that follow to figure federal income tax withholding. This method works for Forms W-4 from 2019 or
earlier and Forms W-4 from 2020 or later. This method also works for any amount of wages. If the Form
W-4 is from 2019 or earlier, this method works for any number of withholding allowances claimed.

Worksheet 1. Employer’s Withholding Worksheet for Percentage Method Tables for Automated
Payroll Systems Keep for Your Records

Table 3:
Semiannually Quarterly Monthly Semimonthly Biweekly Weekly Daily
2 4 12 24 26 52 260
Step 1. Adjust the employee’s wage amount
la. Enter the employee’s total taxable wages this payroll period . .. ............... la $
1b. Enter the number of pay periods you have per year (see Table 3)............... 1b
1c. Multiply the amount on line 1a by the numberonline1b..................... 1c $

If the employee HAS submitted a Form W-4 for 2020 or later, figure the Adjusted Annual Wage
Amount as follows:

1d. Enter the amount from Step 4(a) of the employee’'s FormW-4. . ................ 1d $

le. Addlineslcand 1d .. .. .. i le $

1f. Enter the amount from Step 4(b) of the employee's FormW-4 ... .............. 1f$

1g. If the box in Step 2 of Form W-4 is checked, enter -0-. If the box is not checked, enter $12,600 if
the taxpayer is married filing jointly or $8,400 otherwise. . .................... 10$

Ih. Add lines 1fand 1g . ... ..ot 1h $

1i. Subtract line 1h from line 1e. If zero or less, enter -0-. This is the Adjusted Annual Wage
AMOUNT . . 1i$

If the employee HAS NOT submitted a Form W-4 for 2020 or later, figure the Adjusted Annual Wage
Amount as follows:

1j. Enter the number of allowances claimed on the employee's most recent Form W-4. .1j $

1k. Multiply line 1j by $4,200 . . . ... ..o 1k $
1l. Subtract line 1k from line 1c. If zero or less, enter -0-. This is the Adjusted Annual Wage
AMOUNE . .o 1$
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Step 2. Figure the Tentative Withholding Amount based on the employee's Adjusted Annual Wage
Amount; filing status (Step 1(c) of the 2020 Form W-4) or marital status (line 3 of Form W-4 from 2019
or earlier); and whether the box in Step 2 of 2020 Form W-4 is checked.

Note. Don't use the Head of Household table if the Form W-4 is from 2019 or earlier.

2a. Enter the employee's Adjusted Annual Wage Amount from line 1i or 1l above ...2a $
2b. Find the row in the appropriate Annual Percentage Method table in which the amount on line 2a is
at least the amount in column A but less than the amount in column B, then enter here the amount

fromcolumn Aofthatrow . ..... ... ... i 2b'$

2c. Enter the amount from column C ofthatrow . ............. ... .. ... .. ...... 2c$

2d. Enter the percentage from column D of thatrow. . ............ ... .. ... .. .... 2d %

2e. Subtract line 2b fromline2a.......... .. .. . ,,2e9%

2f. Multiply the amount on line 2e by the percentageonline2d................... 2f $

20. Add lines 2cand 2f . ... ... . 20%

2h. Divide the amount on line 2g by the number of pay periods on line 1b. This is the Tentative
Withholding Amount . . ... 2h $

Step 3. Account for tax credits
3a. If the employee’'s Form W-4 is from 2020, enter the amount from Step 3 of that form; otherwise

BNEEE -0 . o o 3a %
3b. Divide the amount on line 3a by the number of pay periodsonlinelb........... 3bs
3c. Subtract line 3b from line 2h. If zeroor less, enter -0- . . ... ... ... ... ...... 3c$

Step 4. Figure the final amount to withhold
4a. 4a Enter the additional amount to withhold from the employee’s Form W-4 (Step 4(c) of the 2020

formorline6onearlierforms) .. ...... ... .. . . 4a $
4b. 4b Add lines 3c and 4a. This is the amount to withhold from the employee’s wages this pay
[01=T T To PP 4b $

Reproduced from IRS Publication 15-T for 2020.
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