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PCGenesis Payroll System Operations Guide

Overview

Enter states in which you perform daily business transactions in the State file. PCGenesis allows these
states’ information to be added, modified, and deleted.

The State File Listing lists the two-character State code and the states’ names for the school district or
system.
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PCGenesis Payroll System Operations Guide

Procedure A: Maintain the State File
Al. Adding a State’s Information

Step | Action
1 From the Business Applications Master Menu, select __2_| (F2 - Payroll System).

The following screen displays:

Payroll System PAYHMOBOAO

FHey Haster Henu

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

-- MonthlyjQuarterlyjAnnualfFiscal Reports Menu

-- Employee Reports/Labels Menu

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

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

-- Special Functions Menu

B EEEEEE | BRE

-- File Reorganization

e I e ) A I 7el260
| [E

Step  Action
2 Select _13_|(F13 - Special Functions Menu).

The following screen displays:

E PCG Dist=0991 Rel=08.01.00 08/05/2008 CJD 002 C:\DEVSYS C:\SECOND ; ;E"

Payroll Systen PAYHBO13

Special Functions Henu

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

-- TaxfWithholding/Control Menu
-- Maintain/Print State File Menu
-~ Reset Payroll Amounts Menu
-- Payroll Mass Update Menu
-- Delete Employee Menu

-- Payroll Exportjimport Menu

bkl b 3

mewlbo| | || [ ) 98.03.00
ris & | Wrig

Step  Action
3 Select _4 | (F4 - Maintain/Print State File Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 C\DE¥SYS CASECOND
Payroll System PAYTPLB2

FKey Maintain/Print State File Henu
_1 | -- Display{Update State File

2 | -- Print State File

4 Select __1_| (F1 - Display/Update State File).

The following screen displays:

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

ENTER-Find Record PF2-First PF5-Hext PF11-Add PF16-Exit

#xx FIND MODE wxs

Step  Action
5 Select F11 (Add).
Selecting F2 and F5 displays the file’s first and remaining records sequentially.
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 C\DEY¥SYS CA\SECOND

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

STATE MAME

ENTER-Continue PF1-Find Mode PF16-Exit

*%% ADD HODE =xx

Step Action
6

Enter the 2-digit state code in the State Abbreviation field.

7 Enter the state’s name, up to twenty (20) characters, in the State Name field.

8 Select Enter.

The following screen displays:
-E PCG Dist=8991 Rel=08.03.00 08/22/2008 CJD 003 CA\DEVSYS CASECOND E;EI

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION : CJ

STATE MNAME : CWJ'S STATE

ENTER-fAdd PF16-Reenter

#=xx ADD HODE ==

" Action

9 Verify the screen’s entries, and select Enter (Add).
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 CADE¥SYS CASECOND

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

ENTER-Find Record PF2-First PF5-Next PF11-ndd PF16-Exit

*%% FIND MODE »xx

Step | Action

10 Select F16 (Exit) to return to the Payroll System — Maintain/Print State File Menu.

The following screen displays:

Payroll System PAYTP4B2

FKey Maintain/Print State File Henu
1_| -- Display/Update State File

2 | -- Print State File

" Action

11 Select F16 (Exit) to return to the Payroll System — Special Functions Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B3 PCGDist=0991 Rel=08.01.00 08/05/2000 CJD002 C:ADEVSYS C:\SECOND
Payroll System PAYHBE13
FKey Special Functions Henu
_1_| -- Display/Update Pay Schedules
_2 | -- Print Invalid Budget Accounts in Payroll
3 | -- TaxMithholding{Control Menu
_4 | -~ Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
LI -- Payroll Mass Update Menu
7 | -- Delete Employee Menu
_8]-- Payroll Exporjimport Menu
Mol | | || | ] | ] | 9.03.00
e

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

Georgia Department of Education
May 13, 2016  2:43 PM e Page 6 of 19
All Rights Reserved.



PCGenesis Payroll System Operations Guide

A2. Displaying/Updating a State’s Information

E PCG Dist=8991 Rel=08.01.00 04/22/2008 CJD 001 C:\DEVSYS C:\SECOND ; E E

Payroll System PAYHBOOD

FKey Master Henu

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

-- Monthly{Quarterly/AnnualfFiscal Reports Menu

-~ Employee Reports/Labels Menu
-- Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-~ Update/Display Payroll Monitor

-- Special Functions Menu

Ly
2]
N
5
8]
|
T
|
T2
3]
Lz

mewlbo| | | | L ) 7o)

-- File Reorganization

1 Select _13_|(F13 - Special Functions Menu).

The following screen displays:

! PCG Dist=8991 Rel=08.01.00 08/05/2008 CJD 002 C:ADEVSYS C:\SECOND ; ;a"
Payroll System PAYHBO13
Fiey Special Functions Henu
_1_| -- Display/Update Pay Schedules
Al -~ Print Invalid Budget Accounts in Payroll
3 | -- TaxfWithholding/Control Menu
_4_| -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
6 ]-- Payroll Mass Update Menu
7 | -- Delete Employee Menu
_8 | -- Payroll Exporiflmport Menu
Y ) ) I By 08.93. 89
r | 1 | rigg | DAY | MEND

2 Select _4 | (F4 - Maintain/Print State File Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 C\DE¥SYS CASECOND
Payroll System PAYTPLB2

FKey Maintain/Print State File Henu
_1 | -- Display{Update State File

2 | -- Print State File

3 Select __1_| (F1 - Display/Update State File).

The following screen displays:

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

ENTER-Find Record PF2-First PF5-Hext PF11-Add PF16-Exit

#xx FIND MODE wxs

Step  Action
4 Enter the 2-digit state code in the State Abbreviation field, and select Enter.

Selecting F2 and F5 displays the file’s first and remaining records sequentially.

Georgia Department of Education
May 13, 2016  2:43 PM e Page 8 of 19
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

o ————————————————————————————
31 PCGDist=8991 Rel=08.03.00 08/22/2008 CJD 003 C\DEVSYS CASECOND SE[x]

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION : CJ

STATE MAME : CWJ'S STATE

PF1-Find Mode Pf2-First PF5-Next Pf9-Modify PF11-Add PF12-Delete

*%% DISPLAY HODE xs*

Ste Action

5 For state information displays: Review the screen’s information, select F1 (Find Mode).

For state information modifications: Select F9 (Modify). Verify “*** Modify Mode
**%” displays, make the appropriate modifications within the State Name field, and select
Enter.

Selecting F2 and F5 displays the file’s first and remaining records sequentially.

The following screen displays:

o e
E]  PCG Dist=8991 Rel-08.03.00 08/22/2008 CJD 003 CADEVSYS CA\SECOND [S[Ea[*]

DISPLAY/UPDATE STATE FILE

STATE ABBREUIATION : CJ

STATE NAME : CWJ'S NEW STATE

PF1-Find Hode Pf2-First Pf5-Hext PF9-Hodify PF11-Add PF12-Delete

*%% DISPLAY HODE =

" Action

6 Select F1 (Find Mode).
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 CADE¥SYS CASECOND

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

ENTER-Find Record PF2-First PF5-Next PF11-ndd PF16-Exit

*%% FIND MODE »xx

7 Select F16 (Exit) to return to the Payroll System — Maintain/Print State File Menu.

The following screen displays:

Payroll System PAYTP4 02

FKey Haintain/Print State File Henu
_1 | -- Display{Update State File

2 | -- Print State File

YT I I o Iy )
| e [ | T VEND

" Action

8 Select F16 (Exit) to return to the Payroll System — Special Functions Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

Rel=08.01.00 08/05/2008 CJD 002 C:\DEVSYS C:\SECOND
Payroll Systenm PAYMBO13

B PCG Dist=8991

FRey Special Functions Henu

-- Display/Update Pay Schedules
-~ Print Invalid Budget Accounts in Payroll

-- TaxfWithholding/Control Menu
-- Maintain/Print State File Menu
-- Reset Payroll Amounts Menu
-- Payroll Mass Update Menu
-- Delete Employee Menu

-- Payroll Expory/import Menu

bkl B

o T T Y Y Y Y B A M M B S
G| g | iz | A | MEND

Ste Action

9 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

A3. Deleting a State’s Information

E PCG Dist=8991 Rel=08.01.00 04/22/2008 CJD 001 C:\DEVSYS C:\SECOND ; E E

Payroll System PAYHBOOD

FKey Master Henu

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

-- Monthly{Quarterly/AnnualfFiscal Reports Menu

-~ Employee Reports/Labels Menu
-- Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-~ Update/Display Payroll Monitor

-- Special Functions Menu

Ly
2]
N
5
8]
|
T
|
T2
3]
Lz

mewlbo| | | | L ) 7o)

-- File Reorganization

1 Select _13_|(F13 - Special Functions Menu).

The following screen displays:

! PCG Dist=8991 Rel=08.01.00 08/05/2008 CJD 002 C:ADEVSYS C:\SECOND ; ;a"
Payroll System PAYHBO13
Fiey Special Functions Henu
_1_| -- Display/Update Pay Schedules
Al -~ Print Invalid Budget Accounts in Payroll
3 | -- TaxfWithholding/Control Menu
_4_| -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
6 ]-- Payroll Mass Update Menu
7 | -- Delete Employee Menu
_8 | -- Payroll Exporiflmport Menu
Y ) ) I By 08.93. 89
r | 1 | rigg | DAY | MEND

" Action
2 Select __4 | (F4 - Maintain/Print State File Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 C\DE¥SYS CASECOND
Payroll System PAYTPLB2

FKey Maintain/Print State File Henu
_1 | -- Display{Update State File

2 | -- Print State File

3 Select __1_| (F1 - Display/Update State File).

The following screen displays:

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

ENTER-Find Record PF2-First PF5-Hext PF11-Add PF16-Exit

#xx FIND MODE wxs

Step  Action
4 Enter the 2-digit state code in the State Abbreviation field, and select Enter.

Selecting F2 and F5 displays the file’s first and remaining records sequentially.
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PCGenesis Payroll System Operations Guide

The following screen displays:

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION : CJ

STATE MAME : CWJ'S STATE

PF1-Find Mode Pf2-First PF5-Next Pf9-Modify PF11-Add PF12-Delete

*%% DISPLAY HODE xs*

5 Select F12 (Delete).

The following screen displays:

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION : CJ

STATE MAME : CWJ'S HEW STATE

ENTER-Delete PF16-Return to Display

*%% DELETE MODE s

" Action

6 Select Enter (Delete).
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 CADE¥SYS CASECOND

DISPLAY/UPDATE STATE FILE

STATE ABBREVIATION :

RECORD WAS SUCCESSFULLY DELETED.
ENTER-Find Record PF2-First PF5-Next PF11-ndd PF16-Exit

*%% FIND MODE »xx

Step | Action

7 Verify “Record was successfully deleted.” displays, and select F16 (Exit).

The following screen displays:

Payroll System PAYTP4 02

FKey Haintain/Print State File Henu
_1 | -- Display{Update State File

2 | -- Print State File

YT I I o Iy )
| e [ | T VEND

" Action

8 Select F16 (Exit) to return to the Payroll System — Special Functions Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B3 PCGDist=0991 Rel=08.01.00 08/05/2000 CJD002 C:ADEVSYS C:\SECOND
Payroll System PAYHBE13
FKey Special Functions Henu
_1_| -- Display/Update Pay Schedules
_2 | -- Print Invalid Budget Accounts in Payroll
3 | -- TaxMithholding{Control Menu
_4 | -~ Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
LI -- Payroll Mass Update Menu
7 | -- Delete Employee Menu
_8]-- Payroll Exporjimport Menu
Mol | | || | ] | ] | 9.03.00
e

9 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

Procedure B: Print the State File

—_——————————
E PCG Dist=8991 Rel=08.01.00 04/22/2008 CJD 001 C:\DEVSYS C:\SECOND ; EE

Payroll System PAYHMBOAE

FHey Haster Henu

B EREEEE b ERE|

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

-~ MonthlyjQuarterlyjannualfFiscal Reports Menu

-- Employee ReportsfLabels Menu

-- Update/Display Description/DeductionfAnnuity Menu
-~ Earnings Histary Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

-- Special Functions Menu

-~ File Reorganization

07.03.00

Masta | Ut |

rote | (655 | ri5g | DAY | MEH

TR

1 Select _13_|(F13 - Special Functions Menu).

The following screen displays:

E PCG Dist=0991 Rel=08.01.00 08/05/2008 CJD 002 C:\DEVSYS C:\SECOND ; ;E"

Payroll Systen PAYHBO13

FKey special Functions Henu
_1_| - Display/Update Pay Schedules
_2 | -~ print Invalid Budget Accounts in Payroll

3 | -- TaxMithholding{/Control Menu
4 | -~ Maintain/Print State File Menu

5 | -- Reset Payroll Amounts Menu
_8 | -- Payroll Mass Update Menu

? | -- Delete Employee Menu
Ll -- Payroll Exporyf/import Menu

mewlboe| | | || ) 98.03.00
| 15 Wi BV

" Action
2 Select __4 | (F4 - Maintain/Print State File Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
=

so—
PCG Dist=8991 Rel=08.03.00 0§/22/2008 CJD 003 C\DE¥SYS CASECOND |85
Payroll System PAYTPLB2

FKey Haintain/Print State File Henu

_1 | -- Display{Update State File

2 | -- Print State File

Ste Action
3 Select 2 | (F2 - Print State File).

The Payroll System — Maintain/Print State File Menu redisplays.

4 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the User Interface instructions provided in Topic 1: Creating the Microsoft®-
PCGenesis QWORD Macro for Report Printing to create the macro necessary to use the
feature where appropriate.

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

B1. State File - Example

age Bre
REPORT DATE 88/26/68 STATE FILE PAEE 1

STATE NAHE STATE ABBREVIATION
ALABAKA AL
ALASKA AK
AHERICAN SAMOA RS
ARIZONA AZ
ARKANSAS AR
CALIFORNIA (]
COLORADO co
CONHECTICUT cT
DELAYARE DE

DISTRICT OF COLUHBIA oc
FLORIDA
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