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PCGenesis Payroll System Operations Guide

Overview

* % % Attention * * *

Before beginning these procedures, ensure the account number information exists within the
Financial Accounting and Reporting (FAR) application.

Perform a PCGenesis Data Backup before removing earnings history record information.

Modifying Payroll Account Information: Modifications to PCGenesis payroll account information
via these procedures change the account numbers for affected employees’ gross data information, and
prevents individual changes to employees’ payroll account numbers. This automated procedure allows
the payroll administrator to mass update the Gross Data screen’s current year, fund, and/or fiscal year,
or change an entire payroll account number to a new account number. PCGenesis automatically updates
the old payroll account numbers to the new account numbers when these procedures are completed.

Mass Update Selected Employee’s Payroll Information: The ability to mass update employees’
information saves time when multiple updates are required. For example, the payroll administrator may
elect to mass update employees’ TRS service time or NACHA pre-note flags by payroll class. In
support of Teacher Retirement System (TRS) reporting requirements, this procedure provides the “Enter
Service Time Indicator (0 or 1) ” option. Also, the procedure offers users the option of performing mass
updates for the pay reason codes on the Gross Data screen, NACHA pre-note flags, CPI annual contract
days, or CPI annual work days, where appropriate. The option, to “Set All Prenote Flags=Y " is
available to minimize the effort required to produce a NACHA pre-note file for all or selected
employees. Selecting the pre-note option modifies active employee records containing a direct deposit
bank account.

Setting Employee Search Criteria: Refer to the Payroll System Operations Guide, Section B: Payroll
Update Processing, Topic 1: Setting/Clearing Employee Search Criteria for the instructions on setting
search criteria filters to select specific employees for the Mass Update Selected Employees’ Field(s)
option. The search filters allow the user great flexibility in determining which employees are selected
for the mass update. For example, employee records may be selected based upon the class code, number
of contract months, work location, and more.

Removing Earnings History Information: Where appropriate, PCGenesis users should remove
earnings history records to reduce the amount of data stored in PCGenesis. The procedure removes all
individual earnings history information for a specific period.

Do not delete earnings history records unless additional space is needed on the school district’s
PCGenesis server for data storage. Maintain a minimum of seven year’s earning history records in
PCGenesis.

Georgia Department of Education
March 30, 2020 ¢ 2:11 PM e Page 1 of 45
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Procedure A: Change the Payroll Account Number’s Year

The following screen displays:

{ PCG Dist=8991 Rel=17.01.00 04/03/2017 PCW 001 SV CADEVWSYS CASECOND
Payroll System PAYHBAAR

i Fiey Haster Henu

-- 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

1
2]
3
4
5
8
9
o
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- - File Reorganization

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

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY CADEVSYS C:ASECOND — =] %]
Payroll System PAYHBO13
FKey special Functions Menu

1 _| -- DisplayfUpdate Pay Schedules

2 | -- Print Invalid Budget Accounts in Payroll

3 | -- TaxWithholding/Control Menu

4 | -- Maintain/Print State File Menu

9 | -- Reset Payroll Amounts Menu

6 | -- Payroll Mass Update Menu

7 | -- Delete Employee Menu

8 | -- Payroll Exporfimport Menu
L ) I A A [ 08.903. 00
weltS(glialvel [ [ [ | [ [ [ [ [ [ |
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PCGenesis Payroll System Operations Guide

Ste Action

3 Select __B_| (F6 — Payroll Mass Update Menu).

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll Hass Update Henu

1 | -- Change Year in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur um“ﬂ| | 10.04_00
FIS« ﬂ-“e: |Wnrd= |M§FﬁT\gR MVDEIITDR

Step  Action
4 Select 1| (F1 - Change Year in Payroll Account Numbers).
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 SV CADEVSYS CASECOND WHITE - O X
HEWYEAR
CHANGE YEAR IN PAYROLL ACCODUNT HUMBERS
This process is used to change the YEAR in ALL Payroll
account numbers. These account numbers are found on the
Update/Display Gross Data screen.
The MEW year must be setup in the Financial Accounting
& Reporting system in the Account Master Description File
BEFORE running this procedure.
Generally, this procedure is run after the old fiscal year has
been closed and the new fiscal year is to begin. Hote: GROSS
DATA lines for inactive or terminated employees will be deleted.
=% Press F16 to Exit WITHOUT updating ==

Enter the NEW year, as setup in the Account Haster
Description File, and press ENTER to continue

""“{ 20.01.60
ﬂ"
Step  Action
5 Review the information on the CHANGE YEAR IN PAYROLL ACCOUNT NUMBERS
screen.
Enter the new year, as defined in the Account Master Description File, in the field.
6 EHTEV
Select _l (Enter) to continue.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Step | Action

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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PCGenesis Payroll System Operations Guide

Procedure B: Change the Payroll Account Number’s Year,

Fund and Fiscal Year

-] PCG Dist=8991 Rel=17.01.00 04/03/2017 PCW 001 SV CADEVWSYS CASECOND

Payroll System

i Fkey Haster Henu

- - 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 DescriptionfDeductionfAnnuity Menu
- - Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

¥ kbl bk bbe

- - File Reorganization

PAY | VEND

HONITOR | HONITOR,

Master | ““’m |

L=

Wnr@

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

PAYHBBAB

15.83.00

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DEWSYS C:3SECOND
Payroll System

Special Functions Menu

- - 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 Exportflmport Menu

bkl bR 3

Master I ”“’m | |

8| 15 | iz | 0T | MEND|

=l=(x]

PAYHBA13

08.83.08

" Action

Step
2 Select __B_| (F6 — Payroll Mass Update Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Step | Action
3 Select _2_| (F2 - Change Year, Fund, & Fiscal Year in Payroll Account Numbers).
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PCGenesis Payroll System Operations Guide

The following screen displays:

Step
4

m PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 SV CADEVSYS CASECOND WHITE - O X

CHANGE YEAR, FUND, & FISCAL YEAR IN PAYROLL ACCOUNT NUMBERS

This process is used to change the YEAR, FUND, & FISCAL YEAR in the
Payroll accounts designated below. These account numbers are found on

The NEW year, fund, and fiscal year must be setup in the Financial
Accounting & Reporting system in the Account Master Description File

Generally, this procedure is run after the old fiscal year
has been closed and the new fiscal year is to begin.

Enter the OLD account information, enter the NEW account

INTEI{

*% Press F16 to Exit WITHOUT updating w==

Enter old year, fund & fiscal numbers: 5[5

Enter new year, fund & fiscal numbers: 8 Be8

NEWFUND

the Update/Display Gross Data screen.

BEFORE running this procedure.

information, and press ENTER to continue

20.61.00

FIE’

" Action

Review the information on the CHANGE YEAR, FUND, & FISCAL YEAR IN PAYROLL
ACCOUNT NUMBERS screen.

Enter the current year, fund and 0 in the Enter old year, fund & fiscal numbers fields.

Enter the new year, fund and 0 in the Enter new year, fund & fiscal numbers fields.

Select _"l (Enter) to continue.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

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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PCGenesis Payroll System Operations Guide

Procedure C: Change the Payroll Account Number

=] PCGDist=8991 Rel=17.01.00 04/03/2017 PCW 001 SV CADEWSYS CASECOND

Payroll Systen PAYHO000
I FKey Haster Henu
1 | -- Payroll Setup Menu
2 | -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4 | -- Annual Reports Menu
5 | - - MonthlyjQuarterly/Fiscal{Biennial Reports Menu
8 | -- Employee Reports/Labels Menu
9_| -- UpdatefDisplay DescriptionfDeductionfAnnuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | - - Update{Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization
271 Y I [ I B 15.63.99
o8| 15 | 15| DARY | MEND

Step  Action

The following screen displays:

E=  PCGDist=8991 Rel=13.04.00 12,/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND == LI
Payroll System PAYHB813
FKey Special Functions Henu
1 | -- Display/Update Pay Schedules
2 | -- Print Invalid Budget Accounts in Payroll
3 - TaxpWithholding/Control Menu
4 - MaintainfPrint State File Menu
5 - Reset Payroll Amounts Menu
L] - Payroll Mass Update Menu
7 - Delete Employee Menu
8 - Payroll Exportfimport Menu

L2 I I I A I A 006300
S| 5 [*i35| RE [VENR|

Step  Action
2 Select __8_| (F6 — Payroll Mass Update Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHBO1S5
FKey Payroll Mass Update HMenu

1 | -- Change Year in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees' Field([s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7_| -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastar umlist 10.84.08
reE| 5 | YeriSp| DANE, | MEND

Step  Action
3 Select 3 _| (F3 - Change Entire Payroll Account Number).
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PCGenesis Payroll System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

NEWACCT
CHANGE ENTIRE PAYROLL ACCOUNT NUMBER

This process is used to change the ENTIRE Payroll account number in the
Payroll accounts designated below. These account numbers are found on
the Update/Display Gross Data screen.

ALL parts of the account structure must be setup in the Financial
Accounting & Reporting system in the Account Haster Description File
BEFORE running this procedure.

Generally, this procedure is run after the old fiscal year
has been closed and the new fiscal year is to begin.

Enter the OLD account information, enter the HEW account
information, and press ENTER to continue

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l
Enter 01d Account Humber: 20 668 § 0000 BAGO BOBOO BOBG 8 BBB0OH ¥|

#* Press F16 to Exit WITHOUT updating ==

:nllv F15 20.61.680
ﬂ‘«
Step | Action

4 Review the information on the CHANGE ENTIRE PAYROLL ACCOUNT NUMBER screen.
Enter the current payroll account number in the Enter Old Account Number field, or select
the drop-down selection icon | within the Old Account field to choose the appropriate
general ledger account.

5 Enter the new payroll account number in the Enter New Account Number field, or select
the drop-down selection icon | within the New Account field to choose the appropriate
general ledger account.

6 Select ¥ (Enter) to continue.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Ste Action

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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PCGenesis Payroll System Operations Guide

Procedure D: Mass Update Employees’ Pay Schedules

Payroll Systen PAYHO000
I FKey Haster Henu
1 | -- Payroll Setup Menu
2 | -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4 | -- Annual Reports Menu
5 | - - MonthlyjQuarterly/Fiscal{Biennial Reports Menu
8 | -- Employee Reports/Labels Menu
9_| -- UpdatefDisplay DescriptionfDeductionfAnnuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | - - Update{Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization
271 Y I [ I B 15.63.99
o8| 15 | 15| DARY | MEND

Step  Action

The following screen displays:

E=  PCGDist=8991 Rel=13.04.00 12,/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND == LI
Payroll System PAYHB813
FKey Special Functions Henu
1 | -- Display/Update Pay Schedules
2 | -- Print Invalid Budget Accounts in Payroll
3 - TaxpWithholding/Control Menu
4 - MaintainfPrint State File Menu
5 - Reset Payroll Amounts Menu
L] - Payroll Mass Update Menu
7 - Delete Employee Menu
8 - Payroll Exportfimport Menu

L2 I I I A I A 006300
S| 5 [*i35| RE [VENR|

Step  Action
2 Select __8_| (F6 — Payroll Mass Update Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 S¥Y C:\DEYSYS LC:\SECOND = |5’ IEI
Payroll System PAYHOO1S

Payroll Hass Update Henu

Change *Year in Payroll Account Numbers
Change Year, Fund & Fiscal Year in Payroll Account Numbers
Change Entire Payroll Account Number

Mass Update Employees Pay Schedules
Mass Update Selected Employees® Field([s]

Replace Work Locations in CPIfPayroll Master File
Replace Pay Locations in Payroll Master File

b BE BE EBEIS

Remove Earnings History Records by Date Range

| 10.04.08

FIS« I]-“e: |Wnrd= |M§hﬁ1'\gk MVOEIITDR

Maztur | Voot I

Step | Action
3 Select __4_| (F4 — Mass Update Employees Pay Schedules).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 S¥Y C:\DEYSYS LC:\SECOND = |5’|£|
HASS o100

Hass Update Employees Pay 3chedules

The purpose of this process is to update each employee’s pay schedule #
based upon the number specified in the employee's corresponding pay
class record on the Payroll Description File (Type °C' record).

Generally, this procedure is run after the old fiscal year
has been closed and the new fiscal year is to begin.

Enter the pay class to be updated and press EMTER to continue:
=

{Leave pay class BLAMK to process ALL classes)

ENTER = Continue, F16 = Exit 12.83.08

Step Action

4 Review the information on the Mass Update Employees Pay Schedules screen, and:

To update an individual pay class: Enter the pay class code or select the select the drop-
down selection icon Xl in the field.

To update all pay classes: Leave the Enter the pay class to be updated and select Enter
to continue field blank.

5 Select Enter (to Continue).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND - =] x|
HASSH1808

Mass Update Employees' Pay Schedules

** BB2637 TOTALS RECORDS UPDATED =

PRESS ENTER KEY TO CONTINUE PROGRAH 12.83.808

Step  Action

6 Review the screen’s information, or screen-print the screen where appropriate, and select
Enter (to Continue Program).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Step  Action

7 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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PCGenesis Payroll System Operations Guide

Procedure E: Mass Update Selected Employees’ Fields

=] PCGDist=8991 Rel=17.01.00 04/03/2017 PCW 001 SV CADEWSYS CASECOND

Payroll Systen PAYHO000
I FKey Haster Henu
1 | -- Payroll Setup Menu
2 | -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4 | -- Annual Reports Menu
5 | - - MonthlyjQuarterly/Fiscal{Biennial Reports Menu
8 | -- Employee Reports/Labels Menu
9_| -- UpdatefDisplay DescriptionfDeductionfAnnuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | - - Update{Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization
271 Y I [ I B 15.63.99
o8| 15 | 15| DARY | MEND

Step | Action

The following screen displays:

E=  PCGDist=8991 Rel=13.04.00 12,/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND == LI
Payroll System PAYHBO13
FKey Special Functions Henu

1 | -- Display/Update Pay Schedules

2 | -- Print Invalid Budget Accounts in Payroll

3 - TaxpWithholding/Control Menu

4 - Maintain{Print State File Menu

5 - Reset Payroll Amounts Menu

L] - Payroll Mass Update Menu

7 - Delete Employee Menu

8 - Payroll Exportfimport Menu
5 Y I s I 086300
(kg halymel [ [ [ [ [ [ [ [ [ [ |

Step  Action
2 Select __B_| (F6 — Payroll Mass Update Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHBO1S5
FKey Payroll Mass Update HMenu

1 | -- Change Year in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees' Field([s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7_| -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastar umlist 10.84.08
reE| 5 | YeriSp| DANE, | MEND

Ste Action

3 Select _5_| (F5 - Mass Update Selected Employees’ Field(s)).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND = |5’|£|
HASS 0200

Mass Update Selected Employees’ Field(s)

Record selection

The EMPLOYEE FILTER (F18) must be used in order to mass update payroll fields for
a group of employees. For example, the employee filter can be used to set the
TRS Service Indicator for active employees, in a teacher class code, with

12 contract months.

Changes will be made only for employees who meet all filter criteria.

Use F18 to set selection criteria. Filter pot active

Filter options not set.

Enter=Continue, F18=Set filter, F16=Exit
EN“V F1‘ IFZh FBE F‘| F5 FS F? FE u F& , FiOY FA1 @ FIZE El:;ﬂ Fis& 13-“““]‘3

FIS« F17E|;)| Fig W Help
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Step | Action |

4 Select ﬂl (F10 — Set filter condition). The filter conditions must be set in order to

proceed to the next screen.

Refer to Topic 1: Set/Clear Employee Search Criteria for instructions on defining the
record selection criteria.

Once the filter conditions are set, the following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND = Iﬁllil
HASS 6200

Mass Update Selected Employees® Field(s)

Record selection

The EWMPLOYEE FILTER (F18) must be used in order to mass update payroll fields for
a group of employees. For example, the employee filter can be used to set the
TR Service Indicator for active employees, in a teacher class code, with

12 contract months.

Changes will be made only for employees who meet all filter criteria.

Use F18 to set selection criteria. Filter set: TRS,Contract Mo,Status

Filter options have been selected.

Enter=Continue, F18=3et filter, F16=Exit

ENTER{ FI* Fzﬁ Fsﬁ F‘f Fs Fs F? F& u Fs, FIOY FnE FIZE :‘:;ﬂ ns& 13.04.00
Fisﬁ Fi?E;) F1eﬂ

Help

The filter options displayed will be dependent on the user’s selections.
Step  Action

5 Select ﬂl (Enter) to continue.
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The following screen displays:

' —— ™
E] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND WHITE EIM

MASS 8280
Mass Update Selected Employees’ Field(s)

Record selection criteria: Filter set: Class,Status

What to Update

Enter Contract HMHonths/Year (B9 - 12): __  Update? (Y/H) H Contract HMonths

Enter Service Time Indicator(® or 1): B Update? {Y/N) H Service Time

{8=Ho TRS Service Credit, 1-TRS Service Credit)

Enter Pay Reason Code: B8 Update? (Y¥Y/H) H Pay Reason
Set All Prenote Flags = ¥ ¥ Update? (¥/H) H Prenote Flags
Curr  Heuw
Replace CPI Annual Contract Days: aaa 808 Update? (¥/N) CPI Contract Days

=
=
=
=
=
=
Iz Iz

Replace CPI Annual Work Days: Update? (Y/N) CPI Work Days

ENTER = Continue, F16 = Return to Record Selection
| | 17.61.00

Step Action
6 Enter the number of contract months in the Enter Contract Months/Year (09 — 12) field.
If the Contract Months field is to be updated for the selected employees, enter Y (Yes) in the
Update? field. If the field is not to be updated, enter N (No) in the Update? field.
7 Enter 0 (No TRS Service Credit) or 1 (TRS Service Credit) in the Enter Service Time

Indicator.

If the Service Time Indicator field is to be updated for the selected employees, enter Y (Yes)
in the Update? field. If the field is not to be updated, enter N (No) in the Update? field.

NOTE: If the TRS Service Lock field on an employee’s payroll record is set to Y’ the
value of the TRS Service Indicator is locked and will not be changed for the employee.

The TRS Service Lock field indicates whether or not to lock the employee’s TRS Service
Indicator so that TRS service credit is not changed during any mass change payroll process.
If the TRS Service Lock field is set to ‘Y’ for an employee, the employee’s TRS Service
Indicator field will not be changed during the Mass Update Selected Employees’ Fields
procedure, even if a Service Time Update flag is set to Y’ on the data entry screen.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic
4: Update/Display Payroll Information for more information on the TRS Service Lock
field.
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8 Enter the pay reason code or select the select the drop-down selection icon =l in the Enter
Pay Reason Code field.

If the Pay Reason Code field is to be updated for the selected employees, enter Y (Yes) in
the Update? field. If the field is not to be updated, enter N (No) in the Update? field.

9 Enter Y (Yes) or N (No) in the Set All Prenote Flags = Y field.

If the Prenote Flag field is to be updated with Y (Yes) for the selected employees, enter Y
(Yes) in the Update? field. If the field is not to be updated, enter N (No) in the Update?
field.

10 Enter the Replace CPI Annual Contract Days fields. Enter the current contract days in the
Curr (Current) field. Enter the new contract days in the New field.

If the Annual Contract Days field in CPI is to be updated for the selected employees, enter Y
(Yes) in the Update? field. If the field is not to be updated, enter N (No) in the Update?
field.

If the Update? field is set to Y (Yes), if the employee is selected, and if the Current CPI
Annual Contract Days matches the CP1 Annual Contract Days on the employee’s record,
then the system will update the employee’s record with the New CPI Annual Contract Days.

11 Enter the Replace CPI Annual Work Days fields. Enter the current work days in the Curr
(Current) field. Enter the new work days in the New field.

If the Annual Work Days field in CPI is to be updated for the selected employees, enter Y
(Yes) in the Update? field. If the field is not to be updated, enter N (No) in the Update?
field.

If the Update? field is set to Y (Yes), if the employee is selected, and if the Current CPI
Annual Work Days matches the CP1 Annual Work Days on the employee’s record, then the
system will update the employee’s record with the New CP1 Annual Work Days.

12 Select E (Enter - continue) twice.
“** Processing request ** ” briefly displays.
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The following screen displays:

B PCGDist=8§991 Rel=13.04.00 12/26/2013 PCW 003 S¥ C\DEYSYS C:'\SECOND _IEILI
HASS B2 88
Hass Update Selected Employees’ Field{s}
=x BBB338 TOTAL RECORDS UPDATED ==
PRESS ENTER TO CONTINUE 13.04.00

13 Review the screen’s information, or screen-print the screen where appropriate, and select
Enter (to Continue Program).
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The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Step | Action
14

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 F: Replace Work Locations in CPl/Payroll Master
File

The following screen displays:

[

| Fiey Master Henu

] PCGDist=8991 Rel=17.01.00 04/03/2017 PCW

Payroll System PAYHBAAR

- - 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 DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

b kbl bk kb

- - File Reorganization

P I R NI N N N I I A X
Fig 'S M5

" Action

2 Select _13_|(F13 - Special Functions Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 S¥ C\DEVSYS C:\SECOND _Iﬁlﬂ
Payroll System PAYHOOB13
FKey Special Functions Henu

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

]

2]

3 | -- Tax/withholding/Control Menu
_ 4 | -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
L6 | -- Payroll Mass Update Menu
_7 | -- Delete Employee Menu
8- Payroll Exporiflmport Menu

L Y Y N I Y A I Y Y Y SR RN
IR thrgh | PAY. | VEND

Step | Action
3 Select __B_| (F6 — Payroll Mass Update Menu).

The following screen displays:

B PCGDist=§991 Rel=13.04.00 12/26/2013 PCW 003 S¥ C:\DEVSYS C:\SECOND —|=1 x|
Payroll System PAYHAO1S

Payroll Hass Update Henu

Change *ear in Payroll Account Numbers
Change *Year, Fund & Fiscal Year in Payroll Account Numbers
Change Entire Payroll Account Number

Mass Update Employees Pay Schedules
Mass Update Selected Employees® Field(s]

Replace Work Locations in CPIfPayroll Master File
Replace Pay Locations in Payroll Master File

£ BE EE EBE S

Remowve Earnings History Records by Date Hange

Master | Ueery | | 10.04_00

FIS« "‘“% | Wnr@l ME@T‘{R MVOEIITDR
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Ste Action

4 Select _F6_| (F6 — Replace Work Locations in CPI1/Payroll Master File).

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 35V CANDEVSYS CASECOND WHITE - O X
CPICHS 05

REPLACE WORK LOCATIONS
CPI

Location Elig?
OLD LOCATION | ]
NEW LOCATION 55151
Update Work Location on CPI Assigmnments? (1] (YES or NO)

New Location MUST BE CPI Eligiblet?

Payroll Records Changed: 0000
CPI Records Changed: 6000
Enter = Continue, F16 = Exit 19.02.00
“'“{ -‘A"l“-—: -';‘r“;: —:ﬂ— rulﬁ rrlﬂ r-'.“-‘- r'lﬂ Fg u -'_'-/ r-:‘T Fi Iﬂ -‘\'_ﬂ nsQ
n:« r§|‘; rLlT Help
Step  Action
5 Enter the four-digit work location code or select the drop-down selection icon =lin the OId

Location and the New Location fields.

6 Type ‘“YES’ or ‘NO’ in the Update Work Location on CPI Assignments? field. In order
to update assignment records in the CPI subsystem, answer ‘YES’, otherwise, answer ‘NO”.

Updating the CPI assignment records with the New Work Location code is optional.

If updating CPI assignment records, the New Work Location code must be defined as CPI
Eligible on the Description File.

! Select _"l (Enter) to continue.

Georgia Department of Education
March 30, 2020 ¢ 2:11 PM e Page 29 of 45
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

Step

8

E PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 SV CA\DEVSYS CA\SECOND WHITE - O >
CPICH505
REPLACE WORK LOCATIONS
CPI
Location Elig?
OLD LOCATION 6616 Location 060610 N
NEW LOCATION 1861  Location 061081 Y

Update Work Location on CPI Assigmnments? YES (YES or ND)
New Location MUST BE CPI Eligiblet?

Payroll Records Changed: [LEE]
CPI Records Changed: LT
Enter = ReEnter, F8 = Update, F16 = Exit 19.02.00
:'"v -'l’l‘il -'I.'/‘i\l. ':5 FIM F.'l:l. r-'“‘ r“ll-' PSE -'_'-/ F-Z‘T Fi Iﬂ -'\'_ﬂ ch'l\
ns‘ Fi ?l; Fi Tr Help

" Action |
Select ﬁl (F8 - Update) to update and continue processing.

EMTER
To reenter the old and new work locations, press _"l (ENTER) to correct the
information.

To abort the procedure, press ﬁl (F16 — Exit).

“** Processing Request **” briefly displays. The Replace Work Locations screen
redisplays.
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 SV CADEVSYS CA\SECOND WHITE - O x
CPICHS 85
REPLACE WORK LOCATIONS
CPI
Location Elig?
OLD LOCATION 6195  Location 008195 ¥
NEW LOCATION 1011 Location 061011 Y

Update Work Location on CPI Assigmnments? YES (YES or HND)
New Location HUST BE CPI Eligible?

Payroll Records Changed: 8541
CPI Records Changed: 8216
Enter = New Entry, F16 = Exit 19.02.00
kA LT PR I - ) e s | 1 = | P P PO Y
ns’ Fi gt Fi il Help

Step  Action |

9 Review the Payroll Records Changed field and the CPI Records Changed field to verify
that the appropriate records were updated.

10 For additional work locations repeat this procedure beginning at Step 5.

If there are no additional work location replacements, select ﬁl (F16 - Exit) to exit to the
Payroll Mass Update Menu.
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The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Step | Action
11

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 G: Replace Pay Locations in Payroll Master File

Step

" Action

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

The following screen displays:

[T] PCGDist=8991 Rel=-17.01.00 04/03/2017 PCW 001 SV CADEVSYS CASECOND

Payroll Systen
i FHey Master Henu
1_| -- Payroll Setup Menu
2 | -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4 | -- Annual Reports Menu
5 | - - MonthlyjQuarterly/Fiscal{Biennial Reports Menu
8 | -- Employee Reports/Labels Menu
9_| -- UpdatefDisplay DescriptionfDeductionfAnnuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | - - Update{Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization
i S I I I I I
| 15 | Y5 | DARY | MEND

PAYHBBO0

15.63.00

Step

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

The following screen displays:

E=  PCGDist=8991 Rel=13.04.00 12,/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND
Payroll System

FKey Special Functions Menu
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 Exportflmport Menu

5 I I I ) ) ) A

R e A T I

=l=|x]|

PAYHOO13

68 .83 .00
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Ste Action

3 Select __B_| (F6 — Payroll Mass Update Menu).

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll Hass Update Henu

1 | -- Change Year in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur um“ﬂ| | 10.04_00
FIS« ﬂ-“e: |Wnrd= |M§FﬁT\gR MVDEIITDR

Step  Action
4 Select _7_| (F7 — Replace Pay Locations in Payroll Master File).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 35V CANDEVSYS CASECOND WHITE - O X
PAYCHMS B85

Replace Pay Locations

01d Location hd

New Location 5 [ST]

Total Employees Updated i)

F16 = EXIT

.—;‘;?\ —:ﬂ— FIH r:iﬂ r-:iﬂ r'lﬂ Fe u -'_'-I r-:\T Fi Iﬂ -'Cﬂ nsq 19.62.00
,T[ Help

EIIV . o
ﬂ‘. F1

Step Action

5 Enter the four-digit payroll location code or select the drop-down selection icon =l in the
Old Location and New Location fields to select the desired locations.

6 Select El (Enter) twice.

“** Processing Request **”” briefly displays.

v
Fe)

o
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The following screen displays:

Step

m PCG Dist=8991 Rel=19.04.00 03/04/2020 PCG 002 sV CADEVSYS CASECOND WHITE - O X
PAYCHMS 8BS

Replace Pay Locations

01d Location hd

Mew Location 0000

Total Employees Updated 378
F16 = EXIT
i 4 L2 T = ) e P s = | P SO P ey 19.02.08

v
¥
| &
=1 pe
!

ns’ 1

i
=i

Help

" Action

Review the Total Employees Updated field, and select ﬁl (F16 - Exit) to return to the
Payroll Mass Update Menu.

For additional pay locations, repeat this procedure beginning at Step 5.
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The following screen displays:

B pPCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll HMass Update Henu

1_| -- Change YYear in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur Userliﬂl | 10.04_00
FIS« I]-“e: |Wnrd= |M§hﬁ:§k MUOEIITDR

Step | Action

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 H: Remove Earnings History Records by Date
Range

H1. Perform a PCGenesis Data Backup

1 Ensure all users log out of PCGenesis.
2 Log onto the server as Administrator.
3 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.

4 Label the backup “MM/DD/YY Backup before Removing MMYY Earnings History
Records”.
5 Store the backup media and backup log in a secure location.
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H2. Removing Earnings History Records by Date Range

PCG Dist=8991 Rel=17.01.00 04/03/2017 PCW 001 SV CADEVWSYS CASECOND

Payroll System PAYHBAAR

i Fley Haster Henu

- - 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 DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

b BBkl bk bt

- - File Reorganization

M=M| umm| | | | | | | | | | | | | | 15.03._00
0| 185 | i | B0, | MEND

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

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 S¥ C:\DEVSYS C:\SECOND —|= =]
Payroll System PAYHBB13
FKey Special Functions Menu

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 Exportflmport Menu
(Y 8 N I s A I 086300
wEtsslpavel [ [ [ [ [ [ [ [ [ [ |

Step  Action
2 Select __B_| (F6 — Payroll Mass Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PC\W 003 SY C\DEYSYS C:SECOND = |5’|£|
Payroll System PAYHOO1S
FKey Payroll Hass Update Henu

1 | -- Change Year in Payroll Account Numbers

2 | -- Change Year, Fund & Fiscal Year in Payroll Account Numbers

3 | -- Change Entire Payroll Account Number

4 | -- Mass Update Employees Pay Schedules

5 | -- Mass Update Selected Employees® Field[s]

6 | -- Replace Work Locations in CPIfPayroll Master File

7 | -- Replace Pay Locations in Payroll Master File

8 | -- Remove Earnings History Records by Date Range
Mastur um“ﬂ| | 10.04_00
FIS« ﬂ-“e: |Wnrd= |M§FﬁT\gR MVDEIITDR

Step | Action
3 Select 8 _| (F8 - Remove Earnings History Records by Date Range).

“Please Wait . . .File is being copied” briefly displays.
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The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND _|5|5|
REMOVE EARHINGS HISTORY RECORDS EY DATE RANGE EARN?
WARNING?

This program will remove earnings records from the HISTORY file, if
the date of the record is less than or equal to the date entered below.

Retain all detail earnings history records for 18 months. Records
older than 18 months may be removed to storage and then deleted
from the disk. This process will recover the disk space previously
required to store the history records.
DO NOT REMOVE RECORDS BEFORE THE ANNUAL AND FISCAL REPORTS HAUE BEEN RUN?

Enter EHDIHG date of records to remove:
(HH/DD/CCYY)

Hote: HISTORY has been copied to HISTORY? and DISTRIB has been copied
to DISTRIBY9, both on PAYDATA for file recovery, if this step fails.

ENTER = Continue, F16 = Exit without removing records 12.83.88

Step  Action

4 Review the information on the Remove Earnings History Records by Date Range Warning!
screen.

5 Enter the date (MM/DD/CCYY) in the field to remove all employees’ earnings history
information with a date less than or equal to the entered date.

6 Select Enter (to Continue).
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If no records match the search criteria entered, the following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 SY C:\DEYSYS C:\SECOND = |5’|£|
EARNY

Remove Earnings History Records by Date Range

HO (ZERD} Earning History records were removed from the History and Distribution files.

PRESS ENTER KEY TO CONTIMUE PROGRAM

If the procedure has previously been run, the following screen displays:

=1 PCG Dist=8991 Rel=08.03.00 08/25/2008 CJD 003 CADEVSYS CASECOND ==E

x¢%¢ W ARMHIHNG ===
The file you are getting ready to create ALREADY EXISTS ¢
This means you have already run this process this year.
File= HISTORY Library= PAYBS Uolume= SECOND
Should the existing files be deleted (Y or H)

If NOT

Enter the new name for the file to be created

Enter = Continue, PFkey 16 = Exit
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Ste Action

7 If no records match the search criteria entered: Select Enter (to Continue Program), and
proceed to Step 10.

If the procedure was previously performed: Review the screen’s information, enter the
response in the Should the existing files be deleted field, where appropriate, enter the
filename in the Enter the new name for the file to be created field, and select Enter twice.
“File being reorganized. DO NOT CANCEL PROCESSING ” briefly displays where
appropriate.
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The following screen displays;

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCYW 003 S¥Y C:\DEYSYS C:\SECOND = |5|£|
EARNY

1398 Earnings records were removed from the history file.
{above total does not include Control type records)

The records are now in the files:
HISTORY and DISTRIB in library FAY81 on volume SECOND.
These records should be removed to another media (TAPE, DISK, or CD).

When a backup has been successfully completed the files:

HISTORY and DISTRIB in PAYS1 on SECOND may be deleted.

Please press "RETURH' to continue. 12.683.80

Step | Action

8 Record the screen’s information on, or screen-print the EARN9 screen, and back up the
archive files as instructed. Delete these after backing up the archive files.

9 Select Enter (To Continue).
“File being reorganized. DO NOT CANCEL PROCESSING ” briefly displays.

* % Attention * * >

Do not cancel processing under any circumstances!
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The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 003 S¥ C:\DEYSYS C:'SECOND = |E |£|
Payroll System PAYHOO15

Payroll Hass Update Henu

- Change Year in Payroll Account Numbers
- Change Year, Fund & Fiscal Year in Payroll Account Numbers
- Change Entire Payroll Account Number

- Mass Update Employees Pay Schedules
- Mass Update Selected Employees' Field[s]

- Replace Work Locations in CPI{Payroll Master File
- Replace Pay Locations in Payroll Master File

b BE ke RREE

- Remove Earnings History Records by Date Range

Master | Voot | | 10.04_00

FIS« [I-"e= |wnr§|M0PlﬁT\OrR MORITOF:

Step | Action

10 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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