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PCGenesis Payroll System Operations Guide

Overview

* * % Attention * * *
Perform a PCGenesis Data Backup before completing these procedures.

Resetting Payroll Information: Based on the procedure run, the procedure clears employees’
calendar year-to-date dollar amounts, “school” year-to-date dollar amounts, or fiscal year-to-date dollar
amounts to zero. The * * * Warning! * * * screen for each procedure identifies the amounts
PCGenesis clears during the process.

Recalculate Payroll Information: PCGenesis users may recalculate employees’ calendar, fiscal, and
“school” year-to-date (YTD) dollar amounts based upon the contents of the employees’ earnings history
records for an individual employee or for all employees. The year-to-date totals are recalculated based
upon the dates entered by the payroll administrator on the data entry screen. The procedure facilitates
correcting inaccurate year-to-date totals on the employees’ Update/Display YTD/Fiscal Data screen in
payroll. Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 4:
Update/Display Payroll Information for more information on the Update/Display YTD/Fiscal Data
screen.
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PCGenesis Payroll System Operations Guide

Procedure A: Performing a PCGenesis Data Backup

Ste Action

1 From the PCGenesis server, perform a Disk-to-Disk backup:
o Verify all users all logged out of PCGenesis.
e Perform a PCGenesis full backup to CD or DVD.

2 Label the backup “MM/DD/CCYY — Backup Before Resetting Payroll Amounts ”.
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PCGenesis Payroll System Operations Guide

Procedure B: Resetting Year-to-Date (YTD) Amounts
to Zero

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

The following screen displays:

(=] PCG Dist=8991 Rel=17.01.00 @7 PCW 001 SV CADEVSYS CASECOND WHITE _ £8

Payroll System PAYHBBAA

FKey Master HMenu

g
'
|

b ekl bl kbt

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

-- Annual Reports Menu
MonthlyfQuarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

UpdatelDisplay DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

-- File Reorganization

Mstr | s | N I T I 15-83.60

A 5 | MriSy | RO | MEND

Step  Action
2 Select _13_| (F13 - Special Functions Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
F! PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND W’leglﬂu1

Payroll 3ystem PAYHBB13

FHey Special Functions Henu

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

_3 | -- Tax/Withholding/Control Menu
- - MaintainfPrint State File Menu
-- Reset Payroll Amounts Menu
-- Payroll Mass Update Menu

-- Delete Employee Menu

-- Payroll Exporiflmport Menu

ol

mtee o] | | | [ [ [} [ [ | [ [ | | 68.63.90

e | 5 | MoriSp | EAT. | MEND

Step  Action
3 Select __5 | (F5 — Reset Payroll Amounts Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
@ PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND W_EI@M1

Payroll 3ystem PAYHMBO1Y

FKey Reset Payroll Amounts Menu

1 | -- ResetYTD Amounts to Zero

2 | -- Reset School Year Amounts to Zero

3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

mtee o] | | | [ [ [} [ [ | [ [ | | 68.63.90

e | 5 | MoriSp | EAT. | MEND

Step  Action
4 Select _1_| (F1 - Reset YTD Amounts to Zero).

The following screen displays:

“
@ PCG Dist=8991 Rel:l?.l]]_a M, ﬁtm SV CADEVSYS CASECOND WHIT__

CLEAROPT

RESET YTD AMOUNTS TO ZERD

WARNING?

This program will clear all Payroll File CALENDAR ¥TD totals!?

This function is to be runm only ONGCE a year, to clear the
JANUARY TO DECEMBER CALENDAR YEAR TOTALS. This includes the following:

- A1l ¥TD deduction information

- A1l ¥TD employer contribution amounts
- A1l ¥TD regular & overtime hours

- A1l ¥TD regular & overtime amounts

- A1l ¥TD FICA/Hedicare amounts

- A1l ¥TD pension amounts

- The ¥YTD contract amount

- The Y¥YTD AEIC amount

— The ¥TD net pay amount

@ BACKUP of ALL PAYROLL files BEFORE continuing with this pro@

EMTER = Continue, F16 = Exit without updating 12.682.480
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PCGenesis Payroll System Operations Guide

Step  Action

5 Review the information on the Reset YTD Amounts to Zero Warning! screen, and select
Enter.

6 Select F16 (Exit without updating) to return to the Payroll System — Reset Payroll Amounts
Menu.

The following screen displays:

.! PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND

i)

Payroll 3ystem

FKey Reset Payroll Amounts Menu
_1 | -- Reset¥TD Amounts to Zero

_2 | -- Reset School Year Amounts to Zero

_3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

oo | | | [ [ [ | [ | |

PAYHOO1Y

| | | 68.03.80

e | 5 | MoriSp | EAT. | MEND

Step  Action

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

Procedure C: Resetting School Year Amounts to Zero
P! PCG Dist=8991 Rel:l?.l]]_lllml? PCW 001 SV CADEVSYS CASECOND wr—mmﬂu1

Payroll System PAYHMBBAA

FKey Haster Menu

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

Annual Reports Menu
MonthlyfQuarterly/Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b lklikle bl bbb

File Reorganization

Mastr | e | N I I 15.83.00

e | L5 | MoriSp | BT | MEND

Step  Action
1 Select _13 | (F13 - Special Functions Menu).

The following screen displays:
P! PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND wr—mmﬂu1

Payroll System PAYHOO13
FHey Special Functions Henu I
1_| -- Display/Update Pay Schedules
2 | -- 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 Exporifimport Menu
mer|bo| | [ | | [ [ | | | [ | | | 68.63. 00

e | 5 | MoriSp | EAT. | MEND
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PCGenesis Payroll System Operations Guide

2 Select __5_| (F5 — Reset Payroll Amounts Menu).

The following screen displays:

=] PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND W'I-IlTE_ £

Payroll System PAYHBA1L

FKey Reset Payroll Amounts Henu

1 | -- ResetYTD Amounts to Zero

2 | -- Reset School Year Amounts to Zero

3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

O I I I I A I S

| 5 | MriSy | PO | MEND

Step | Action
3 Select __2_|(F2 - Reset School Year Amounts to Zero).
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PCGenesis Payroll System Operations Guide

The following screen displays:

_
™] PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 0O0: DEVSYS  CASECOND WHITE E=NESRCEX

CLEAROPT
RESET SCHOOL YEAR AMOUNTS TO ZEROD

WARNING?

This program will clear all Payroll File SCHOOL YTD totals?

This function is to be runm only ONGCE a year, to clear the
SCHOOL YEAR TOTALS. This includes the following:

81) The School ¥TD contract amount

@a BACKUP of ALL PAYROLL files BEFORE continuing with this pr@

EHMTER = Continue, F16 = Exit without updating 12.682.480

Step  Action

4 Review the information on the Reset School Amounts to Zero Warning! screen, and select
Enter.

5 Select F16 (Exit without updating) to return to the Payroll System — Reset Payroll Amounts
Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

- ™y
’E] PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND wmlglﬂu
Payroll 3ystem PAYHMBO1Y
FKey Reset Payroll Amounts Menu

1 | -- ResetYTD Amounts to Zero

2 | -- Reset School Year Amounts to Zero

3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

mtee o] | | | [ [ [} [ [ | [ [ | | 68.63.90

e | 5 | MoriSp | EAT. | MEND

Step  Action

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

Procedure D: Resetting Fiscal Amounts to Zero
P! PCG Dist=8991 Rel:l?.l]]_lllml? PCW 001 SV CADEVSYS CASECOND wr—mmﬂu1

Payroll System PAYHMBBAA

FKey Haster Menu

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

Annual Reports Menu
MonthlyfQuarterly/Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b lklikle bl bbb

File Reorganization

Mastr | e | N I I 15.83.00

e | L5 | MoriSp | BT | MEND

Step  Action
1 Select _13 | (F13 - Special Functions Menu).

The following screen displays:

i ™y
(] PCGDist=8931 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVWSYS CASECOND wr—mmﬂu

Payroll System PAYHOO13
FHey Special Functions Henu I
1_| -- Display/Update Pay Schedules
2 | -- 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 Exporifimport Menu
mer|bo| | [ | | [ [ | | | [ | | | 68.63. 00

e | 5 | MoriSp | EAT. | MEND
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PCGenesis Payroll System Operations Guide

2 Select __5_| (F5 — Reset Payroll Amounts Menu).

The following screen displays:

=] PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND W'I-IlTE_ £

Payroll System PAYHBA1L

FKey Reset Payroll Amounts Henu

1 | -- ResetYTD Amounts to Zero

2 | -- Reset School Year Amounts to Zero

3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

O I I I I A I S

| 5 | MriSy | PO | MEND

Step | Action
3 Select __3_| (F3 - Reset Fiscal Amounts to Zero).
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PCGenesis Payroll System Operations Guide

The following screen displays:

.
PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS c\SECOE WHITE —lglﬂu
CLEAROPT
RESET FISCAL AMOUNTS TO ZERO I
WARHIHG*
This program will clear all Payroll File FISCAL YTD totals?
This function is to be run only OHCE a year, to clear the
JULY TO JUME FISCAL YEAR TOTALS. This includes the following:
81) The Fiscal YTD contract amount
@ a BACKUP of ALL PAYROLL files BEFORE continuing with this pr@
EHMTER = Continue, F16 = Exit without updating 12.682.480

" Action

4 Review the information on the Reset Fiscal Amounts to Zero Warning! screen and select
Enter (Continue).

Georgia Department of Education
April 4,2017 ¢ 2:38 PM e Page 13 of 21
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

i ™y
(=1 PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND wmlglﬂu

| Payroll 3ystem PAYHMBO1Y

|

| FKey Reset Payroll Amounts Menu

1 | -- ResetYTD Amounts to Zero

2 | -- Reset School Year Amounts to Zero

3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

mtee o] | | | [ [ [} [ [ | [ [ | | 68.63.90

e | 5 | MoriSp | EAT. | MEND

Ste Action

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

Procedure E: Recalculate Employees’ Year-to-Date
(YTD) Payroll Earnings

.
™] PCG Dist=8991 Rel=17.01.00 7 PCWOOL SV CADEVSYS CASECOND WHITE (=R
—
Payroll System PAYHBBAA
FKey Master HMenu

-
'
|

b EEkEkl bl lbb

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

-- Annual Reports Menu
MonthlyfQuarterly/Fiscal/Biennial Reports Menu

Employee Reports{Labels Menu

Updatel/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdatelDisplay Payroll Monitor

Special Functions Menu

File Reorganization

st | V5 | I 15.63.06

e | 5 | MriSp | EA. | MEND

Step  Action
1 Select _13_| (F13 - Special Functions Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
F! PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND wr—mlglﬂgw

Payroll System PAYHOB13

FHey Special Functions Henu

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

3| -- TaxfWithholding/Control Menu

LI - - MaintainfPrint State File Menu
_5 | -- Reset Payroll Amounts Menu
_6 | -- Payroll Mass Update Menu
_7 | -- Delete Employee Menu
_8 | -- Payroll Exporifimport Menu
mser| V| | | | | | [ [ [ | [ | [ | | 08.63.60

re | L5 | MoriSp | BT | MEND

Step  Action
2 Select __5_| (F5 — Reset Payroll Amounts Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

I.! PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND

i)

Payroll System

FKey Reset Payroll Amounts Menu
_1 | -- Reset¥TD Amounts to Zero

_2 | -- Reset School Year Amounts to Zero

_3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

e[ beie| | | | [ | [ | [ | |

PAYHOO14

| | | 88.83 .00

e | 5 | MoriSp | BT | MEND

3 Select _4 | (F4 - Recalculate Year-to-Date Payroll Earnings).
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PCGenesis Payroll System Operations Guide

The following screen displays:

r B
=] PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW OOl SV CADEVSYS CASECOND WHITE [N
——
RECALCULATE YEAR-TO-DATE PAYROLL EARNINGS YTDPLUG

This procedure will recalculate the year-to-date amounts for one
employee, or for all employees from earnings history records.

Employee Humber : v| (BLAHK= ALL Employees)

Calendar Year-to-date

Enter the Beginning Date: 61 61 B8 (HH DD ¥¥)

Enter the Ending Date: 12 31 88 (MM DD YY)
Fiscal Year-to-date

Enter the Beginning Date: 67 681 88 (HH DD ¥¥)

Enter the Ending Date: 65 38 88 (HMH DD YY)

School Year-to-date
Enter the Beginning Date: B8 B8 B8 (HH DD YY)
Enter the Ending Date: 8 68 B8 (HHM DD YY)

** This procedure may be run as many times as necessary ==

ENTER = Continue, F15 = Find Employee, F16 = Exit 13.03 .80

A

4 For an individual employee’s information: Enter the employee’s number in the
Employee Number field.

Select the drop-down selection icon | within the Employee Number field to access the
“Recalculate Year-to-Date Payroll Earnings — Select Employee” screen. If the employee
number is unknown, enter the employee’s complete or partial name in the Input field, or
Social Security Number in the Input field, and select Enter. Entering a complete or partial
name in the Input field displays the results most closely matching the search criteria entered.
Select Enter| (Enter) or select the Function key corresponding to the employee’s record, and

select ﬂl (Enter).

For all employees’ information: Leave the Employee Number field blank.

5 Enter the calendar, fiscal, and/or school year date ranges in the appropriate fields.

6 Select Enter once.
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The following screen displays:

] PCGDist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS C:ﬁECOND wm_EEh_gl

RECALCULATE YEAR-TO-DATE PAYROLL EARNINGS YTDPLUG

This procedure will recalculate the year-to-date amounts for one
employee, or for all employees from earnings history records.

Employee Humber : v| (BLAHK= ALL Employees)
RECALCULATING ALL EMPLOYEES

Calendar Year-to-date
Enter the Beginning Date: 81 81 18 (HH DD ¥¥)
Enter the Ending Date: 12 31 18 (MM DD YY)

Fiscal Year-to-date
Enter the Beginning Date: 87 81 17 (HH DD ¥¥)
Enter the Ending Date: a5 38 18 (HMH DD Y¥)

School Year-to-date
Enter the Beginning Date: 87 81 17 (HH DD ¥¥})

Enter the Ending Date: 86 38 18 (HMH DD YY)

** IS THE ABOVE DATA CORRECT? =x
** This procedur B5 as Necessary *x

ENTER = Continue, F16 = Reenter Data 13.63 .08

Step Action

7 Verify the screen’s entries are correct, and select Enter once in response to the “** IS THE
ABOVE DATA CORRECT? **” message.

If the information is incorrect, Select F16, make the appropriate modifications, and select
Enter.

** Processing Request ** briefly displays.
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PCGenesis Payroll System Operations Guide

If no earnings history records exist for the date ranges entered, the following screen displays:

' |
=1 PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND WHITE (o[ e
YTDPLUG

NO REGORDS FOR [FFAGFEF THRU gRFESFab]

¥YTD TOTALS HAVE BEEN ZERODED DUT?

PRESS ENTER TO CONTINUE 13.83.688

If no errors were encountered, the following screen displays:

E] PCGDist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND WHITE l‘:' (Sl S
RECGALCULATE YEAR-TO-DATE PAYROLL EARNINGS YTDPLUG

This procedure will recalculate the year-to-date amounts for one
employee, or for all employees From earnings history records.

Employee Humber: *| {(BLAMK= ALL Employees)

Calendar Year-to-date

Enter the Beginning Date: 61 61 18 (HH DD ¥¥)

Enter the Ending Date: 12 31 18 (MM DD Y¥)
Fiscal Year-to-date

Enter the Beginning Date: @7 681 17 (HH DD ¥¥)

Enter the Ending Date: a6 38 18 (MM DD ¥Y¥)
3chool Year-to-date

Enter the Beginning Date: 87 81 17 (MM DD Y¥)

Enter the Ending Date: B6 38 18 (MM DD YY)

*% This procedure may be run as many times as necessary

EHNTER = Continue, F1% = Find Employee, F16 = Exit 13.83.00
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Step Action
8 For additional employee updates: Repeat this procedure beginning at Step 4.

To exit the procedure: Select F16 (Exit Program).

The following screen displays:

B
™] PCG Dist=8991 Rel=17.01.00 04/04/2017 PCW 001 SV CADEVSYS CASECOND meE_lglﬂu
Payroll System PAYHBO1Y

FKey Reset Payroll Amounts HMenu

1 | -- ResetYTD Amounts to Zero

2 | -- Reset School Year Amounts to Zero

3 | -- Reset Fiscal Amounts to Zero

4 | -- Recalculate Year-to-Date Payroll Earnings

P I I I I N I I B XX

| LS | WoriSp| AN | WEND

Step Action
9 Select e (F16 - Exit) to return to the Payroll System Special Functions Menu, or select

MI (Master) to return to the Business Applications Master Menu.
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