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PCGenesis Payroll System Operations Guide

Overview

Export Selected Payroll / Deduction / CPI Information: PCGenesis allows users to select payroll,
personnel, certified/classified personnel information (CPI), and up to twenty (20) deduction items for
inclusion in the export file. If payroll deductions are selected, the export file may contain multiple lines per
employee, one line for each payroll deduction selected. Further, users may specify dollar amount, Social
Security Number (SSN), and date formats for the results output.

Import Selected Payroll Information: This feature provides the ability to mass update certain employee
data by importing the new amounts/values from .csv import file. Create this import file either via a
spreadsheet or by selecting the Export File Type option as ‘I’ (‘Create File to Modify and Import”) on the
Export Selected Payroll / Deduction / CPI Information screen.

The following employee data fields may be imported using the Import Selected Payroll or CPI
Information option:

First, Middle, Last Name ‘No Pension’ Code

Ethnic Data Emergency Contact Fields
EEO-5 Job Code Budget Pay Category
Hours Per Week Contact Data

Hours Per Day Annual Work Days
Substitute Rank Pension Eligible Date

Certified Years Experience
Local Years Experience
CPI Assignment Data

CPI Stride ID

Leave Reason Maximum
Background-Check Date
Cell Phone Number
E-mail address

¢ Sick Bank Indicator

GHI Change Code/GHI Change Date Fields: The GHI change code and change date fields track
employee updates which impact GHI processing. When selecting E-mail Address, or Hours Per
Week, or Contact Information, or Employee Name for import, PCGenesis automatically creates a
GHI change record when the corresponding employee fields change.

PCGenesis exports this information when users create the GHI Recent Changes to Employee (AUF) file.
Refer to the Payroll System Operations Guide, Section D: Processing Monthly/Quarterly/Annual/Fiscal
Report Processing, Topic 1: Processing Monthly Reports for the instructions on performing this
procedure.

Setting Employee Search Criteria: Refer to 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 export file. The search filters allow the user great flexibility in determining
which employees are selected for the export. For example, employee records may be selected based
upon the class code, number of contract months, work location, and more.

The following export procedures allow utilization of the Search Criteria feature ( ro 1 F10 — Set filter
condition): Export Selected Payroll/Deduction/CPI Information, Earnings History Export, and
Earnings History Gross Pay Distribution Export.
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PCGenesis Payroll System Operations Guide

Procedure A: Exporting Selected Payroll / Deduction / CPI

Information

(] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND WHITE_

Payroll System

FKey Haster Henu

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

Annual Reports Menu
MonthlyfQuarterlyfFiscal/Biennial Reports Menu

Employee ReportsflLabels Menu

Update/Display Description/Deductionf/Annuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b EEERLE Ee Lo

File Reorganization

Mt | Vo | [ 1 [ [ | | [ |

PAYHAOBA

| | | 15.03.00

| e | i | BANY | MEND

1 Select _13_| (F13 - Special Functions).

The following screen displays:

- ——n
=] PCG Dist=8991 Rel=17.0L.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND wm-_

Payroll System

FKey Special Functions Henu
1_| -- Display/Update Pay Schedules
2_| -- Print Invalid Budget Accounts in Payroll
3|-- TaxWithholding/Control Menu
4 | -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
6 | -- Payroll Mass Update Menu
7 | -- Delete Employee Menu
8 | -- Payroll Exportjlmport Menu

el | | | | [ | | [ | | |

PAYHAB13

| | | 08.03.08

| 15 | 5y | BN [ MEND
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PCGenesis Payroll System Operations Guide

Step  Action
2 Select 8 | (F8 - Payroll Export/Import Menu).

The following screen displays:

B PCGDist=§991 Rel=12.03.00 11/06/2012 PCW 002 C:\DEVSYS C:\SECOND =] x|
Payroll 3ystem PAYHBO16

Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

Export Selected Payroll { Deduction { CPI Information
-- Import Selected Payroll Information

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

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

Ele bl Bl bl b3

11.82.88

Mastep use'[ist I

= |W°“*= |M§@?§R FAERI
Step Action

3 Select 5| (F5 — Export Selected Payroll/Deduction/CPI Information).

4 On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists.
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PCGenesis Payroll System Operations Guide

The following screen displays:

|[E] PCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND wm_gﬂ_ﬂ_,

PAY1ZEXT

Create Payroll/Deduction Export File to Load in Excel

Enter the Export file Path and Name (e.g. C:\EXPORT\PAYEXPCCYYHHMDD.CSU)
or F18 to Browse for File

C=M\EXPORTAPAYEXP2 01789218 .C3U

NOTE: DIRECTORY HMust nlready Exist

The filepame will default to C:\EXPORT\PAYEXPccyymmdd.CGSV (ccyymmdd = today's date).
The G:\EXPORT directory MUST exist. If G:\EXPORT does not already exist, you MUST
create the G:\EXPORT directory or change to an exsting path.

Enter = Continue or F16 = Exit

el | ] ee] ] 17.63.60

5) Verify C:\EXPORT\PAYEXPCCYYMMDD.CSV, where CCYYMMDD identifies the

calendar year, month and date, defaults in the Enter the Export file path and name field.

PCGenesis allows entries other than C:\EXPORT\PAYEXPCCYYMMDD.CSV as long as
the directory structure entered exists.

In the case of duplicated filenames, PCGenesis replaces the previous file’s information with
the most recently selected deduction and payroll information results.

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

The following screen displays:

i,
[ PCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND WHITE - (=N

PAYIZEXT
Export Selected Payroll / Deduction / CPI Information

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

F10 | to set selection criteria Filter set: Status

Export sort order: * Employee Mumber
" Employee 55N
" Employee Mame [Lname Fname]
Amount Format:  Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
S5H Format: * Alpha -999-88-7777
” Numeric - 999887777
Date Format: & MM/DD/CCYY
 CCYYMMDD
PAY Item(s) Selected: a F4 to select PAY Items
CPI Item({s) Selected: a F5 to select CPI Items
Deduction({s) Selected: a F6 to select Deductions

Ho Items Selected

Enter=Create File, F4=Select PAY Items, F5=Select tems, F6=Select Deductions, F16=Exit
g | | | | Fa | /5 | F6 | F7 @" [ Fiz | | | | 17_03.00
4
—_—

F10 — Set filter
conditions

Step | Action

! To set specific search criteria: Select ﬂl (F10 — Set filter condition). On the Export
Employee Master Data — Set Employee Selection Filter screen, make the appropriate

selections and entries. Verify “Filter conditions set.” displays. Selecting ﬁl (F16 —
Exit) will return to the Payroll Export/Import Menu.

NOTE: Do NOT select E (Enter — Continue) at this point. Select employee payroll
items (F4 — Select Pay Items), CPI items (F5 - Select CPI items), and/or deductions (F6 —
Select Deductions) first, before processing the export request.
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PCGenesis Payroll System Operations Guide

Step  Action
8 Export file type: Select ‘E’ if the data in the file will be used outside of PCGenesis. For

example, select ‘E’ to create a ‘census file’ for a third party vendor. Select ‘I’ if the data in
the export file will be imported back into PCGenesis. For example, select ‘I’ to create a file
that will be used to update the employee e-mail addresses in the employee PAYROLL
record.
If the Export File Type is ‘I, the only employee fields supported for the import function
are:

e First, Middle, Last Name

e Ethnic Data

e EEO-5 Job Codes

e Hours Per Week

e Hours Per Day

e Leave Reason Maximum

e Background-Check Date

e Cell Phone Number

e Employee E-mail Address

e Sick Bank Indicator

e ‘No Pension’ Code

e Substitute Rank

e Emergency Contact Data

e Budget Pay Category

e Contact Data

e Annual Work Days

e Pension Eligible Date

e Certified Years Experience

e Local Years Experience

e CPI Stride ID

e CPI Assignment Data
The bulleted items listed above are the only fields that can be imported back into PCGenesis.

9 Select _4 | (F4 — Select Pay Items), if payroll items are to be exported.
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PCGenesis Payroll System Operations Guide

The following screen displays when ‘I’ is entered for the Export file type in Step 8:

PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CANDEVSYS CASECOND

Enter *X' for

LAST NAME PAY LOC CONTHO BIRTH DATE
FIRST NAME _ WORK LOC ANNUAL WORK DAYS _ HIRE DATE
MIDDLE MNAME _ SECTION 125 CONTRACT GROSS REHIRE DATE
NHAME SUFFIX CLASS CONTRACT BIWEEKLY DATE OF DEATH
STREET JOBCLASS STATE ANNUAL TERM DATE
STREET2 CPI JOB LOCAL ANNUAL TERM REASON
CITY CERT TYPE OTHER ANNUUAL PENSION ELIG DATE _
STATE PAY SCHEDULE # FICA SW GHI IHND
ZIP PAY CYCLE FEDERAL W/H INFO DOE PAID ERCON FLAG
TELEPHONE PENSION CODE STATE W/H INFOD CPI INCLUDE
PAYROLL STATUS RETIRE SW GHI INFORMATION ENABLE DDP SW
SEX TRS SERVICE IND
ETHHNIC _ TRS SERVICE LOCK
HARITAL ‘NO PENSION* CODE

EE0-5 JOB CODE
HOURS PER MEEK
HOURS PER DAY

LEAVE REASON MAX
BACKGROUND CHK DATE
CELL PHONE

EMPLOYEE E-MAIL
SICK BANK INDICATOR

F7-Return, F16=Exit

ENIIV

Export Selected Payroll / Deduction / CPI Information

Select Payroll/Personnel Fields

the item to be reported

SPOUSE SSN

PRIOR YEAR CONTHMO

SUBSTITUTE RANK _

OVERRIDE ACCRUE
ADJ LEAVE ELIG DATE

EMERGENCY DATA _
BUDGET PAY CATEGORY _
CONTACT DATA _

F7

WHITE - O pad
PAY17EXT

Select only one item

19.03.01

Fﬁ‘-

Currently, the only employee fields supported for the import function (Export file type = ‘I”) are:

First, Middle, Last Name Substitute Rank

Ethnic Data Emergency Contact Data
EEO-5 Job Codes Budget Pay Category
Hours Per Week Contact Data

Hours Per Day

Leave Reason Maximum
Background-Check Date
Cell Phone Number
Employee E-mail Address
Sick Bank Indicator

‘No Pension’ Code

Only one category may be selected at a time. However, to import employee name data, the modifiable fields
for last name, first name, and middle name must all be selected.

Annual Work Days
Pension Eligible Date
Certified Years Experience
Local Years Experience
CPI Assignment Data

CPI Stride ID
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PCGenesis Payroll System Operations Guide

The following screen displays when ‘E’ is entered for the Export file type in Step 8:

E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CANDEVSYS CASECOND

Enter *X' for

LAST NAME

FIRST NAME
MIDDLE NAME

NHAME SUFFIX
STREET

STREET2

CITY

STATE

ZIP

TELEPHONE
PAYROLL STATUS
SEX

ETHNIC

MARITAL

EE0-5 JOB CODE
HOURS PER MEEK
HOURS PER DAY
LEAVE REASON MAX
BACKGROUND CHK DATE
CELL PHONE
EMPLOYEE E-MAIL
SICK BANK INDICATOR

F7-Return, F11=Select All, F12=Deselect All, F16=Clear Selections and Exit

Export Selected Payroll / Deduction / CPI Information

Select Payroll/Personnel Fields

the item to be reported

PAY LOC

WORK LOC

SECTION 125

CLASS

JOBCLASS

CPI JOB

CERT TYPE

PAY SCHEDULE #
PAY CYCLE

PENSION CODE
RETIRE SW

TRS SERVICE IND
TRS SERVICE LOCK
‘MO PENSION® CODE
SPOUSE SSH

PRIOR YEAR CONTHMO
SUBSTITUTE RANK
OUERRIDE ACCRUE
ADJ LEAVE ELIG DATE
EMERGENCY DATA
BUDGET PAY CATEGORY
CONTACT DATA

F11=Select

CONTHO

ANNUAL WORK DAYS
CONTRACT GROSS
CONTRACT BIWEEKLY
STATE ANNUAL
LOCAL ANNUAL
OTHER ANNUUAL
FICA SW

FEDERAL W/H INFO
STATE W/H INFO
GHI INFORMATION

WHITE - O pad

PAY17EXT

All, F12=Deselect All

BIRTH DATE

HIRE DATE

REHIRE DATE

DATE OF DEATH
TERM DATE

TERM REASON
PENSION ELIG DATE
GHI IHND

DOE PAID ERCON FLAG
CPI INCLUDE
ENABLE DDP SW

4 Fa | F5 | F6 | F7 LU m | Rz 19.683.01
Fﬁ‘-
Ste Action
10 Enter X in the field to the right of the desired payroll items.
Select _F11 | (Select All) or _F12 | (Deselect All) to select or deselect all payroll items.
11 Select Ll (F7 — Return to Setup Export), or select _"(I (Enter - Continue) to return to

the Export Selected Payroll/Deduction/CPI Information main screen.

Select ﬁl (F16 — Clear selections and exit) where appropriate.
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PCGenesis Payroll System Operations Guide

The following screen displays:
] PCGDist=8901 Rel=14.0400 02/05/2015 PCWO0O1  CADEVSYS CASECOND w_@lﬂuj

PAY1ZEXT

Export Selected Payroll / Deduction / CPI Information

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

F10 | to set selection criteria Filter not active

Export sort order: Employee Humber
Employee 554

Employee Hame [Lname Fname]

ol

=

=
Amount Format: * Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
-
I
o
-

SSN Format: Alpha - 999-88-7777

Numeric - 999887777

MM/DD/CCYY
CCYYMMDD

Date Format:

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

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

=@

Enter=Create File, F4=Select PAY Items, F5=Select CPI Items, F6=Select Deductions, F16=Exit
| | | e e ||| | |WWeiee| | | | 14.03.00

NOTE: PCGenesis displays the total number of employee payroll items selected.

Ste Action

12 Select 5| (F5 - Select CPI Items) if CPI items are to be exported.
Note: F6 (Select Deductions) is not available when ‘1’ is entered in Step 8 for the Export file type.
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PCGenesis Payroll System Operations Guide

The following screen displays when ‘I’ is entered for the Export file type in Step 8, and all 15 assignments
are selected for CPI assignment data:

All 15 assignments must be
F7-Return, F16=Exit

ENIIV

PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND

Export Selected Payroll / Deduction / CPI Information

Enter 'X' for the item to be reported

CERT PAY STEP ASSIGNMENT 1 DATA X
EHMPL BASIS CERT ASSIGHMENT 2 DATA X
ANNMUAL CONTR DAYS ASSIGNMENT 3 DATA X
ADUVANCE INHIBIT ASSIGHMENT 4 DATA X
CERT YEARS EXP _ ASSIGHMENT S DATA X
HATIONAL CERT ASSIGHNMENT 6 DATA X
HIGHEST CERT LEVUEL ASSIGHNMENT 7 DATA X
LEVEL EFF DATE ASSIGHMENT 8 DATA X
EMPL BASIS CLASS ASSIGHMENT 9 DATA X
ANNUAL WORK DAYS ASSIGHNMENT 18 DATA X
LOCAL YEARS EXP _ ASSIGHHMENT 11 DATA X
ANNUAL CLASS SaAL ASSIGHHMENT 12 DATA X
CERT ID ASSIGHHMENT 13 DATA X
CASE OPEN SV ASSIGHMENT 14 DATA X
LONG TERH SUB ASSIGHMENT 15 DATA X
STRIDE ID _
CPI Employees Only? (= fAll Selected

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

WHITE - O *
PAY17EXT

Select CPI Fields

Select only one item

selected for Export File Type = "I'.

F7 19.63.061

Flﬂﬁ

Only one category may be selected at a time. However, to import CPI assignment data, all modifiable fields
for all 15 assignments on the CPI screen must be selected, as shown above.

Currently, the only employee fields supported for the import function (Export file type = ‘I”) are:

First, Middle, Last Name
Ethnic Data

EEO-5 Job Codes

Hours Per Week

Hours Per Day

Leave Reason Maximum
Background-Check Date
Cell Phone Number
Employee E-mail Address
Sick Bank Indicator

‘No Pension’ Code

Substitute Rank
Emergency Contact Data
Budget Pay Category
Contact Data

Annual Work Days
Pension Eligible Date
Certified Years Experience
Local Years Experience
CPI Assignment Data

CPI Stride ID
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PCGenesis Payroll System Operations Guide

The following screen displays when ‘E’ is entered for the Export file type in Step 8:

Ste
13

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CANDEVSYS CASECOND WHITE - O pad

Enter 'X' for the item to be reported F11=Select All, F12=Deselect All
CERT PAY STEP ASSIGHMENT 1 DATA _
EMPL BASIS GERT ASSIGHNHMENT 2 DATA _
ANNUAL CONTR DAYS ASSIGHNHENT 3 DATA _
ADVANCE INHIBIT ASSIGNHMENT &4 DATA _
CERT YEARS EXP ASSIGHMENT 5 DATA _
NATIONAL CERT ASSIGHMENT 6 DATA _
HIGHEST CERT LEVEL ASSIGNHMENT 7 DATA _
LEVEL EFF DATE ASSIGHMENT 8 DATA _
EMPL BASIS CLASS ASSIGHNHMENT 9 DATA _
ANHUAL WORK DAYS ASSIGHMENT 10 DATA _

CPI Employees Only? @ All Selected

F7-Return, F11=Select All, F12=Deselect All, F16=Clear Selections and Exit
:Nl:v Fa 5 FG F7 T 1| k2 19.683.01

PAY17EXRT
Export Selected Payroll / Deduction / CPI Information

Select CPI Fields

LOCAL YEARS EXP
ANNUAL CLASS SAL

ASSIGHMENT 11 DATA
ASSIGHMENT 12 DATA
CERT ID

CASE OPEN SW
LONG TERM SUB
STRIDE ID

ASSIGHMENT 13 DATA
ASSIGHHMENT 14 DATA
ASSIGHHMENT 15 DATA

" Only employees with ‘Include on CPI' = "
" Only employees with ‘Include on CPI" = "Y*, with or without existing CPI data

m«

Action

Enter X in the field to the right of the desired CPI items.

14

The option CPI Employees Only? will allow the user to select which employees will be
extracted.

In order to extract only CPI employees (employees with the ‘Include on CPI1?’ flag set to
‘Y?), toggle the radio button to Only employees with ‘Include on CPI’ = ¢Y’.

In order to extract only CPI employees (employees with the ‘Include on CP1?’ flag set to
‘Y?), and to extract the records whether or not the employee has any existing CPI assignment
data, toggle the radio button to Only employees with ‘Include on CPI’ = €Y, with or
without existing CPI data. This option will make it easier to set up the import template for
new CPI employees who do not have any CPI assignment data defined yet.

If ALL employees are to be extracted, the radio button can be toggled to All Selected. If the
All Selected option is chosen and if an employee does not exist in CPI, the extracted CPI
fields will be blank.

15

Select Ll (F7 — Return to Setup Export), or select ﬂl (Enter - Continue) to return to
the Export Selected Payroll/Deduction/CPI Information main screen.

Select _F11 | (Select All) or 2| (Deselect All) or select | (F16 — Clear selections and
exit) where appropriate.
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PCGenesis Payroll System Operations Guide

The following screen displays:

' e —
[l PCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND w_@@lg
———
PAYIZEXT
i Export Selected Payroll / Deduction / CPI Information |

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

F10 | to set selection criteria Filter set: Status

Export sort order: ¥ Employee Number

" Employee 55N

" Employee Name [Lname Fname]

Amount Format: * Include Decimal [$10.00 = 10.00)

" No Decimal ($10.00 = 1000)

SSH Format: " Alpha -999-88-7777

* Numeric - 999887777

I

r

MM/DD/CCYY
CCYYMMDD

Date Format:

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

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

= o -

Enter=Create File, F4=Select PAY Items, F5=Select CPI Items, F6=Select Deductions, F16=Exit
| | | e e ||| | |WWeiee| | | | 17.03.09

NOTE: PCGenesis displays the total number of employee CPI items selected.
Step | Action
16 When ‘E’ is entered for the Export file type in Step 8: Select il (F6 - Select
Deductions) if payroll deduction items are to be exported.
When ‘I’ is entered for the Export file type in Step 8: Proceed to Step 20.

Note: F6 (Select Deductions) is not available when ‘1’ is entered for the Export file type in
Step 8.
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The following screen displays:

-
E] PCGDist=8991 Rel=14.04.00 02/05/2015 PCW 001 CADEVSYS CASECOND Ww@g
PAY1ZEXT
Export Selected Payroll / Deduction / CPI Information
Select Payroll Deduction Fields
Include deductions with zero dollar amounts? H (Y or H)
Enter X' for the deduction to be reported.

88=FRINGE
B4=GA INCOME TAX
18=UENDOR 881834

81=ANNUITY #1

87=COUNTY
19=UENDOR

TAXES
aeaeza

82=ANNUITY #2
88=3T MT(HN-C) NT
208=UENDOR 606821

B83=FED W/H TAX
89=3T MT CERT/NT
21=COURT W/H

22=1-UNDR 080814 _  23=I-UNDR 008013 _  36=COURT W/H —  37=UENDOR 803237 _
38-1-UNDR 004523 _  39-UENDOR 004887 _  4B8-UENDOR 004808 _  41-UENDOR 082550 _
43-CUNION 002682 _  44-I-UNDR 003184 _  45-UENDOR 003104 _  46-1-UNDR 083237 _
47-1-UNDR 003237 _  48=I-UNDR 003237 _  49-1-UNDR 003499 _  50-I-UNDR 083237 _
52-1-UNDR 003988 _  53-I-UNDR 004886 _  S54=COURT W/H _  S55-1-UNDR 805185 _
56=1-UNDR 083237 _  57-I-UNDR 004888 _  58-I1-UNDR 805621 _  59-UENDOR 085621 _
60-1-UNDR 885616 _  61-I-UNDR 004888 _  62-UENDOR 800818 _  63-UENDOR 085745 _
64-1-UNDR 083988 _  65-UENDOR 085621 _  66-UENDOR 886111 _  67-UENDOR 088122 _

Select up to 28 deduction codes to report.

F7=Return to Select Fields, F12=Deselect All, F16=Exit Mo Deductions Selected

2TEg | | Fa | r5 | F6 | F7 | |.. | F11 | F12 | 14.983.080

NOTE: The deductions displayed on this screen will be unique to each district or system.

Step | Action

17 Enter Y (Yes) or N (No) in response to the Include deductions with zero dollar amounts?
prompt.

18 Enter X in the field to the right of the desired deductions.
PCGenesis allows the selection of twenty (20) individual deductions, and displays “Max of 20
deductions allowed. ## selected.” where ## is the total number of deductions, when users
select more than twenty (20) deductions.

19 Select Ll (F7 — Return to Setup Export), or select ﬂl (Enter - Continue) to return to
the Export Selected Payroll/Deduction/CPI Information main screen.
Select ﬂl (Deselect All) or select ﬁl (F16 — Clear selections and exit) where
appropriate.
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PCGenesis Payroll System Operations Guide

The following screen displays:

.
] PCGDist=8901 Rel=14.0400 02/05/2015 PCWO0O1  CADEVSYS CASECOND WHITE ‘@@g

PAY1ZEXT
Export Selected Payroll / Deduction / CPI Information

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

F10 | to set selection criteria Filter not active I
Export sort order: ¥ Employee Number
" Employee 55N
" Employee Name [Lname Fname]
Amount Format: * Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
35H Format: " Alpha - 999-88-F777
% Numeric - 999887777
Date Format: + MM/DD/CCYY
 CCYYMMDD
PAY Item{s) Selected: 8 F4 to select PAY Items
CPI Item{s) Selected: 5 F5 to select CPI Items
Deduction{s) Selected: 2 F6 to select Deductions

Enter=Create File, F4=Select PAY Items, F5=Select CPI Items, F6=Select Deductions, F16=Exit
“gl | | | rFa | Fs| e |7 WX F11 | P12 | | 14.983.08

NOTE: PCGenesis displays the total number of deductions selected.

Step | Action

20 To define the sort order: Select the * (Radio button) to the left of the desired Export sort order
field.
Regardless of the sort order selected, PCGenesis always exports the Name, SSN, and Employee
Number fields.

21 To define the dollar amount format: Select the * (Radio button) to the left of the appropriate
Amount Format: field.

22 To define the Social Security Number (SSN) format: Select the * (Radio button) to the left of
the appropriate SSN Format: field.

23 To define the date format: Select the * (Radio button) to the left of the appropriate Date
Format: field.

24 Select ﬂl (Enter - Continue).
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PCGenesis Payroll System Operations Guide

The following message box displays:

Extract Records? x|

\:,l) Ready o exfract records?

Select O to continue.
Select CAMCEL to redisplay the screen,

Cancel |

Step  Action |
25

Select A to continue processing and to extract the payroll data.

If the selected payroll data is incorrect or incomplete, select M to enter the correct
information.

“**Processing Request**” briefly displays.

The following screen displays:

e B
=1 PCG Dist=8991 Rel=1404.00 02/05/2015 PCWOOL  CADEVSYS CASECOND WHITE -@ﬂu

PAY17EXT

Payroll HMaster 7 Deduction Export File Created
File Hame = C:\EXPORTAPAYEXP28158285.CSV

Total Records = EE

Enter=Continue
14.83 .80

Step  Action

26 Screen-print or record the file name displayed and select Enter (Continue).
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The following screen displays:

[A] PCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND WMILP@M
| Payroll System PAYHBA16 (|

FKey Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

Export Selected Payroll } Deduction { CPl Information
Import Selected Payroll Information or CPl Assignment Data

Earnings History Export
Earnings History Gross Pay Distribution Export

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

Bl ek bl Bl bE

mter o] | | | [ [ [} [ [ | [ [ | | 17.62.06
UNTOR

Ste Action

21 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.

28 Navigate to C:\EXPORT\PAYEXPCCYYMMDD.CSV where CCYYMMDD identifies the
calendar year, month and date.
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The following window displays:

CAEXPORT
File Edit Wew Favorites Tools Help

Qs - © | Pswr [rios F- 153 XY E ¥ D

Address |a Ci\EXPORT

| Size | Type | Date Modified
1,092KB Microsoft Office Excel Comm...  2/3/2009 12:05PM

29 Open the appropriate csv file.
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The following window displays:

( Ho-c-EQYQ_ES82 )7 PAYEXP20090203.CSV - Microsoft Excel i
- | Hnme_\ Tnsert Page Layout Formulas Data Review View Developer Acrobat @ - = x
ij & cut Calibri Sl (A S Wrap Text General - ﬁ‘ Normal Bad E- §< @  Autosum - ﬂ )
) 2y copy - 8] Fin -

Paste  Format painter ||| B £ U || | S - A EdMergeacenter - |8+ % o ||%8 E;I:nt:ttt\ﬁ‘n;lv aE‘%;Eff- Good Neutral Insert Delete Format i Fsﬁtr:rsf gmt&v

Clipboard = Font = Alignment & Humber o Styles Cells Editing
| AL & e | Name
A B c D E F G H | J K L M N o P Q R s T u v

1 [Name _SSN Empno  Last Name First Nam: Middle Nz Suffix Street  Street2  City State ZIP Phone  Status Loc LOC Desc Weork LOC Work LOC Section 125ex Ethnic Ethnic D+
2 AB3EU ED999-08-63( 86302 AB3EU ED3IS 4698 MAIN STREET  SMITH GA 33333 1E410 A 9999 Location @ 8010 Location 0N F 2 WHITE

3 |ABMEY LE<999-08-7% 87742 ABAEY  LEANARDO 3258 MAIN STREET SMITH  GA 33333 1E410 A 3052 Location @ 3052 Location @Y F 2 WHITE
4 AB4EY LE£993-08-77 87742 ABAEY LEANARDO 3258 MAIN STREET  SMITH GA 33333 1E+10 A 3052 Location 0 3052 Location0Y F 2 WHITE
5 ACIER NL993-08-79 87983 ACIER NU3IA 3017 MAIN STREET  SMITH GA 33333 1E410 A 8060 Location @ 199 Location 0 F 2 WHITE
6 |AD2ER ZA999-08-92 89279 AD2ER  ZA2A 1721 MAIN STREET SMITH  GA 33333 1E410 A 6104 Location @ 6104 Location @Y F 2 WHITE
7 AD2ER ZA 999-08-92 89279 AD2ER  ZA2A 1721 MAIN STREET  SMITH GA 33333 1E+10 A 6104 Location @ 6104 Location QY F 2 WHITE
8 ADZ2ER ZA993-08-92 89279 AD2ZER  ZAZA 1721 MAIN STREET  SMITH GA 33333 1E410 A 6104 Location @ 6104 Location QY F 2 WHITE
9 |AD2ER ZA999-08-92 89279 AD2ER  ZA2A 1721 MAIN STREET SMITH  GA 33333 1E410 A 6104 Location @ 6104 Location @Y F 2 WHITE

10 AD2ER ZA 999-08-92 89279 AD2ER  ZA2A 1721 MAIN STREET  SMITH GA 33333 1E+10 A 6104 Location @ 6104 Location QY F 2 WHITE

11 AD20CK /999-08-80« 83042 AD20OCK  AL20NZO 2958 MAIN STREET  SMITH GA 33333 1E+10 A 299 Location @ 299 Location 0Y F 2 WHITE

12 AD20CK /999-08-80« 88042 AD20CK AL2ONZO 2958 MAIN STREET SMITH  GA 33333 1E410 A 299 Location @ 299 Location 0¥ F 2 WHITE

13 AD20QCK /999-08-80« 88042 AD20CK  AL20NZO 2958 MAIN STREET  SMITH GA 33333 1E+10 A 299 Location @ 299 Location 0Y F 2 WHITE

14 AD20CK /999-08-80« 88042 AD20OCK  AL20NZO 2958 MAIN STREET  SMITH GA 33333 1E+10 A 299 Location @ 299 Location 0Y F 2 WHITE

15 AD20CK /999-08-80« 88042 AD20CK ALIONZO 2958 MAIN STREET SMITH  GA 33333 1E+10 A 299 Location @ 299 Location 0¥ F 2 WHITE

16 AD20QCK /999-08-80« 88042 AD20CK  AL20NZO 2958 MAIN STREET  SMITH GA 33333 1E+10 A 299 Location @ 299 Location 0Y F 2 WHITE

17 AD20CK /999-08-80« 88042 AD20OCK  AL20NZO 2958 MAIN STREET  SMITH GA 33333 1E+10 A 299 Location @ 299 Location 0Y F 2 WHITE

18 AD3M M£999-08-77 87743 AD3M  MAS3ALDA 3257 MAIN STREET SMITH  GA 33333 1E410 A 8060 Location 0 173 Location 0¥ F 2 WHITE

19 AD3M MA999-08-77¢ 87743 AD3M MA3ALDA 3257 MAIN STREET  SMITH GA 33333 1E+10 A 8060 Location @ 173 Location 0Y F 2 WHITE

20 AD4IR MI:999-08-861 88663 AD4IR MI4HAELE 2337 MAIN STREET  SMITH GA 33333 1E+10 A 199 Location @ 199 Location 0Y M 4 BLACK

21 ADAIR MI999-08-86/ 88663 AD4IR  MIAHAELE 2337 MAIN STREET SMITH  GA 33333 1E410 A 199 Location @ 199 Location 0¥ M 4 BLACK

22 AD4IR MI<999-08-86/ 88663 AD4IR  MI4HAELE 2337 MAINSTREET SMITH  GA 33333 1EX10 A 199 Location @ 199 Location 0¥ M 4 BLACK

23 AD4IR MI: 999-08-861 88663 AD4IR MI4HAELE 2337 MAIN STREET  SMITH GA 33333 1E+10 A 199 Location @ 199 Location 0Y M 4 BLACK

24 ADSISON 999-08-99. 89927 ADISON BRICE 1073 MAIN STREET SMITH  GA 33333 1E410 A 299 Location @ 299 Location 0¥ F 2 WHITE

25 ADSISON 999-08-99. 89927 ADIISON BRICE 1073 MAIN STREET SMITH  GA 33333 1EX10 A 299 Location @ 299 Location 0Y F 2 WHITE

26 ADIISON 999-08-99; 89927 ADIISON BRICE 1073 MAIN STREET  SMITH GA 33333 1E+10 A 299 Location @ 299 Location 0Y F 2 WHITE

27 ADSISON 999-08-73( 87360 AD9ISON HUSTER 3640 MAIN STREET SMITH  GA 33333 1E410 A 8010 Location 0 173 Location 0¥ F 2 WHITE

28 ADSISON 999-08-731 87360 AD9ISON HUSTER 3640 MAIN STREET SMITH  GA 33333 1EX10 A 8010 Location 0 173 Location 0Y F 2 WHITE

29 AGTE NE7999-08-68( 86861 AGTE NE7TON 4139 MAIN STREET  SMITH GA 33333 1E+10 A 199 Location @ 199 Location 0Y F 2 WHITE

30 AG7E NE7999-08-681 86861 AGTE NE7TON 4139 MAIN STREET  SMITH  GA 33333 1E410 A 199 Location @ 199 Location 0¥ F 2 WHITE

31 AG7E NE7999-08-681 86861 AGTE NE7TON 4139 MAIN STREET  SMITH  GA 33333 1EX10 A 199 Location @ 199 Location 0¥ F 2 WHITE

32 AGTE NE7999-08-68( 86861 AGTE NE7TON 4139 MAIN STREET  SMITH GA 33333 1E+10 A 199 Location @ 199 Location 0Y F 2 WHITE

33 AG7E NE7999-08-681 86861 AGTE NE7TON 4139 MAIN STREET  SMITH  GA 33333 1E410 A 199 Location @ 199 Location 0¥ F

SH7999.nR-94 G7E SHTRICE 1569 MAIN STREET _SMITH __Ga 233233___1F+10 8 173 | nratinn @ Lacatian ay I

M 4 » M| PAYEXP20090203 /¥J m

Ready | 3 |

30

Make the appropriate adjustments to the Microsoft® Excel spreadsheet.

These adjustments may include but are not limited to formatting the columns’ widths, the addition
and the deletion of certain columns, moving column locations to comply with requesting entity’s

requirements, and the manual entry of information not maintained in PCGenesis.

31

Select File = Save As = Excel Workbook.
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PCGenesis Payroll System Operations Guide

The following window displays:

Save As B[]
Savei: | () BXPORT @ @ XoiE-
My Recent
@DOCLII'HEHtS
@'Deskhop
My
[BDocumenm
- MY
d Computer
My Metwork
Places
File name: |PA‘|'E)|P21!091}1.I}?.)¢=K
Save as type: |Exoe| Workbook (*xsx)
— (e ] Lo ]

Step  Action

32 Select the Drop-Down Selection icon lin the Save as type field, and select CSV
(Comma delimited) (*.csv).

33 Verify the filename is C:\EXPORT\PAYEXPCCYYMMDD.CSV where CCYYMMDD
identifies the calendar year, month and date.

The following window displays:

-
Save As

Save in:

| () EXPORT

Mo @ xz@E-

My Recent
Ea Documents

@' Desktop

= My
Documents
- My

d Computer

g My Metwork
Places

@PAYEXPZUOQU 127.C8Y

File name: |P.A\’EXP2009010?.CSV
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Step | Action
34 Select |58 | (Save).

The following dialog box displays:

=

=
HIETDSDIE ﬁ"ICE E)(EEI E

' E The file PAYEXP 20020107.C5V already exists. Do you want to replace the existing file?

Step  Action

Select W

The following dialog box displays:

ICTos0 1ICe CxXCe

PAYEXP20090107.CSV may contain features that are not compatible with CSV {Comma delimited). Do you want to keep the workbook in this format?

-
LN 1 ) » To keep this format, which leaves out any incompatible features, dick Yes.
«To preserve the features, dick No, Then save a copy in the latest Excel format.
» To see what might be lost, dick Help.

36 Select L.£55__ (Yes).

37 Close Microsoft® Excel.

The following dialog box displays:

Microsoft Office Excel &l

' E Do you want to save the changes you made to 'PAYEXP20090107.C5V'?

[ ves | [ No ] [Cancel]

Step  Action

38 Select . % (No).
The appropriate steps to save the changes to the file have already been completed.

39 Follow the normal processing procedures to submit the Microsoft® Excel spreadsheet to the
requesting entity.
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Procedure B: Using the Microsofi® Excel Selected Payroll
Information Import Procedure

B1. PCGenesis and Microsoft® Excel File Verification

1 Run this procedure after Payroll Setup, but before the F4 - Calculate Payroll and Update
Year-to-Date (YTD) procedure. Performing this procedure is optional.

B2. Perform a PCGenesis Disk to Disk Backup

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 or USB.

2 Label the backup media “MM/DD/CCYY — Backup Before Selected Payroll Information
Import”.
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B3. Importing the Selected Payroll Information File into

PCGenesis

— =
(—] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND WHng__

b EEERLE bbb (E

Master | ”“'[igt |

Payroll System

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/Deductionf/Annuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

File Reorganization

PAYHAOBA

| | | 15.83.68

F‘sﬁ [Joesg, | WerdSg | PAY | VEND

MONITOR: | MORITOR

Step Action

1 Select _13_| (F13 - Special Functions).

The following screen displays:

— iy
(=] PCG Dist=8991 Rel=17.01.00 03/24/2017 pcwg. E&C’\WYS CASECOND WHng_

FKey

hbbel B

Master | Ve, | |

Payroll System

Special Functions Henu

Display/Update Pay Schedules
Print Invalid Budget Accounts in Payroll

TaxWithholding/Control Menu
Maintain/Print State File Menu
Reset Payroll Amounts Menu
Payroll Mass Update Menu
Delete Employee Menu
Payroll Exporf/lmport Menu

PAYHAB13

| | | 08.03.08

| 15 | 5y | B[ MEND
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Step | Action
2 Select 8 | (F8 - Payroll Export/Import Menu).

The following screen displays:

[E] PCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND meE_[Elﬂu

l Payroll System PAYHBA16 |

FHey Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

Export Selected Payroll { Deduction { CPI Information
Import Selected Payroll Information or CPl Assignment Data

Earnings History Export
Earnings History Gross Pay Distribution Export

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

Ele [k kb Bl bE

mow| o) | | | | | [ | [ | | | [ | | 17.02.00

| 5 | MriSy | PO | MEND

3 Select [_8_1 (F6 — Import Selected Payroll Information).
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The following screen displays:

Im

Enter the Import file Path and NHame {e.g. C:\IMPORT\IMPORTCCYYMHDD.CSV)

C:\IHPORTAPAYIMP28206118.CSU

Enter=Continue, F16=Exit

PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CANDEVSYS CASECOND WHITE — O X
Import Selected Payroll Information PAY171MP

Identify Import File from Excel

port CPI Assignment Data or Payroll Data?

" Import CPI certified years experience
" Import CPI local years experience
" Import CP1 STRIDE ID

or F10 to Browse for File

:Nl:v F10 19.683.61
ns«
Step | Action |
4 Define which data to import: Select the # (Radio button) to the left of the desired Import CPI
Assignment Data or Payroll Data? field.
Select the appropriate radio button to import either payroll data, or to import CPI assignment data,
or to import CPI certified years experience, or to import CPI local years experience, or to import
CPI Stride ID, as desired.
5 Verify CAIMPORT\PAY IMPccyymmdd.csv defaults in the field, or select ﬂl (F10) to
Browse for file).
6 Select Y| (Enter) to continue.
If Import CPI Assignment Data, or CPI certified years experience, or CPI local years
experience, or CPI Stride ID has been selected, proceed to Step 7.
If Import Payroll Data has been selected, proceed to Step 9.
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If Import CPI Assignment Data has been selected, the following dialog box displays:

Import CPI Assignment Records? X

0 Ready to import CPl Assignment records?

Select OK to continue.
Select CANCEL to redisplay the screen,

Cancel

If Import CPI Certified Years Experience has been selected, the following dialog box displays:

Import CPI Certified Years Experience? it

.0 Ready to import certified years experience records?

Select OK to continue.
Select CANCEL to redisplay the screen,

Cancel |

If Import CPI Local Years Experience has been selected, the following dialog box displays:

Import Local Years Experience Records? X ‘

0 Ready to import local years experience records?

Select OK to continue.
Select CANCEL to redisplay the screen.

Cancel |
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If Import CPI STRIDE ID has been selected, the following dialog box displays:

Import CPI STRIDE ID Records? *

'Q Ready to import CPI STRIDE ID records?

Select OK to continue.
Select CANCEL to redisplay the screen.

Step  Action
! Select Ll (OK) to continue importing the CPI data.
Select LCE'I (Cancel) to return to Step 4 and to make any necessary corrections.
8 Proceed to Step 11.

If Import Payroll Data has been selected, the following screen displays:

EED-5 JOB CODE
HOURS PER WEEK
HOURS PER DAY

LEAVE REASON MAX
BACKGROUND CHK DATE
CELL PHONE

EMPLOYEE E-MAIL
SICK BANK INDICATOR

Enter=Continue, F16=Exit

EIIII{

SPOUSE SSN

PRIOR YEAR CONTHO

SUBSTITUTE RANK _

OVERRIDE ACCRUE
ADJ LEAVE ELIG DATE

EMERGENCY DATA _
BUDGET PAY CATEGORY _
CONTACT DATA _

F10

E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 35V CANDEVSYS CASECOND WHITE — O X
Import Selected Payroll Information PAY171MP
Select Item
Enter *X* for the Item to be Imported
LAST NAME PAY LOC CONTHO BIRTH DATE
FIRST NAME _ WORK LOC ANNUAL WORK DAYS _ HIRE DATE
MIDDLE MNAME _ SECTION 125 CONTRACT GROSS REHIRE DATE
HAME SUFFIX CLASS CONTRACT BIWEEKLY DATE OF DEATH
STREET JOBCLASS STATE ANNUAL TERM DATE
STREET2 CPI JOB LOCAL ANNUAL TERM REASON
CITY CERT TYPE OTHER ANNUUAL PENSION ELIG DATE _
STATE PAY SCHEDULE # FICA SW GHI IHD
Z2IP PAY CYCLE FEDERAL W/H INFO DOE PAID ERCON FLAG
TELEPHONE PENSION CODE STATE W/H INFO CPI INCLUDE
PAYROLL STATUS RETIRE SW GHI INFORMATION ENABLE DDP SW
SEX TRS SERVICE IND
ETHNIC _ TRS SERVICE LOCK
MARITAL "NO PENSION' CODE

19.683.61

ﬂ‘.
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Step
9

" Action

Enter X in the field to the right of the desired payroll item.

Select the employee field to import. Only one category may be selected at a time. However, to
import employee name data, the modifiable fields for last name, first name, and middle name
must all be selected.

NOTE: Currently, the only employee fields supported for the import function (Export file type =
‘1”) are:

First, Middle, Last Name
Ethnic Data

EEO-5 Job Codes

Hours Per Week

Hours Per Day

Leave Reason Maximum
Background-Check Date
Cell Phone Number
Employee E-mail Address
Sick Bank Indicator

‘No Pension’ Code
Substitute Rank
Emergency Contact Data
Budget Pay Category
Contact Data

Annual Work Days
Pension Eligible Date

PCGenesis Payroll System Operations Guide

10

Select _"'l (Enter — continue) to continue.
“Scanning import file.” briefly displays.
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If import file errors exist, the following error screen displays:

; .
=] PCG Dist=8991 Rel=14.0400 02/05/2015 PCW OOl  CADEVSYS CASECOND whmE Lo s e S
L Import Selected Payroll Information PAY17INHP

Error(s) in Import File

Please review print file with error listing

Correct problem{s) in Excel file and recreate Import File

Enter to exit program and correct
el | ] e || 14-63.90

For successful file imports, the following screen displays:

;
=1 PCG Dist=8991 Rel=14.04.00 02/05/2015 PCW OOl  CADEVSYS CASECOND WHITE [E=EER
Import Selected Payroll Information PAY17IHP

Ho Errors in Import File

Please Review Print file

Press ENTER to load Import File

Press F16 to STOP Process

el | 1 feef ] 14-03.00
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Step  Action

11 For import file errors: Go to the PCGenesis print queue and locate the error report.
Using the report, make the appropriate corrections to the .csv file, and repeat this procedure
beginning at Step 2.

EMTER
For successful file imports: Select _(l (Enter - continue) to load the import file.
“Updating employee information. ” briefly displays.

The following screen displays:
E PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS C:A\SECOND WHITE - Elélg

Payroll System PAYHAO16 i
FKey Payroll Export/Import HMenu
1 | -- Payroll Gross Data Export
2 | -- Payroll Gross Data Import
3 | -- Payroll Deduction Export
4 | -- Payroll Deduction Import
5 | -- Export Selected Payroll { Deduction { CPI Information
6 | -- Import Selected Payroll Information or CPI Assignment Data
7_| -- Earnings History Export
8 | -- Earnings History Gross Pay Distribution Export
9 | -- Import New Employees - Batch Mode
10 | -- Export New Hire File for Georgia Directory of New Hires
e Ve | | [ [ [ [ 0 | | | | 17.62.00

Step Action

12 To print the report via the Uqueue Print Manager: Select IS (Uqueue).

To print the report via Microsoft® Word: Select _§| (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

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

14 Refer to Appendix A: Selected Payroll Information Import .csv File Layout and Appendix B:
Selected Payroll Information Import File Error Processing for additional error message
examples, and for information to aid in the correction of errors. After correcting the
error(s), repeat this procedure beginning at Step 2.
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Appendix A: Selected Payroll Information Import .csv File
Layout

Al Import .csv File Layout for Ethnic Data

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information
Name during the import.
D Ethnic Code Ethnic Code must contain a valid Ethnic Code from the
Description File.
E Ethnic Code Visual identification only, PCGenesis ignores the information
Description during the import.
F Hispanic Must be ‘N’ or “Y’. Indicates whether or not the employee is of

Hispanic heritage.

o At least one of the next five race fields must be set to ‘Y’. Two or more race fields may be
selected by setting the value to ‘Y’.

G American Indian Must be ‘N’ or “Y’. Indicates whether or not the employee is of
American Indian heritage.

H Black Must be ‘N’ or ‘Y’. Indicates whether or not the employee is of
Black heritage.

| White Must be ‘N’ or “Y’. Indicates whether or not the employee is of
White or Caucasian heritage.

J Asian Must be ‘N’ or “Y”’. Indicates whether or not the employee is of
Asian heritage.

K Hawaiian Must be ‘N’ or “Y”’. Indicates whether or not the employee is of

Pacific Islander heritage.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

Description

L Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

M Pay Location Visual identification only, PCGenesis ignores the information

during the import.
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Column Column Heading

Explanation

N Work Location Code

Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

O Work Location Desc

Visual identification only, PCGenesis ignores the information
during the import.

P Class Code

Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

Q Class Code
Description

Visual identification only, PCGenesis ignores the information
during the import.

R Job Code

Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

S Job Code Description

Visual identification only, PCGenesis ignores the information
during the import.

T Contract Months

Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A2. Import .csv File Layout for EEO-5 Job Code Data

Description

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D EEO-5 Job Code EEO-5 Job Code must contain a valid EEO-5 Job Code from
the Alpha Description File. Table 'EE05' defines the EEO-5 Job
Codes.

E EEO-5 Job Code Visual identification only, PCGenesis ignores the information

during the import.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

F Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

G Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

H Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

| Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

J Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

L Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

M Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

N Contract Months Contains the employee’s number of contracted months. Visual

identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A3. Import .csv File Layout for Hours Per Week Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Hours Per Week This field must contain the scheduled hours per week for the
employee.

e The remaining columns in the spreadsheet are available for visual identification only.

PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A4. Import .csv File Layout for Hours Per Day Data

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information
Name during the import.
D Hours Per Day This field must contain the scheduled hours per day for the

employee.

The Hours Per Day field is necessary when the Enhanced
Substitute Pay and Leave System is enabled on the
Tax/Withholding/Control Menu. This field allows the system to
convert hours to days when entering time off in the Substitute
Pay and Leave System.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual

identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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AS. Import .csv File Layout for Substitute Rank Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Sub Rank Contains a valid Substitute Rank Code from the Description
File. Table 'S' defines the Substitute Rank Codes.

The Substitute Rank will determine the rate of pay for the
substitute in the Enhanced Substitute and Employee Leave
System.

M Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A6. Import .csv File Layout for Leave Reason Maximum Data

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information
Name during the import.
D Leave Reason This field must contain the leave reason maximum for the

Maximum

employee.

The Leave Reason Maximum will determine the maximum
number of days the employee is allowed to take for a Reason
Code in the Enhanced Substitute and Employee Leave System.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual

identification only, PCGenesis ignores the information during

the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A7. Import .csv File Layout for Background-Check Date Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.
D Background-Check This field must contain the background-check date for the
Date employee. The data must be in the format MM/DD/CCYY.
e The remaining columns in the spreadsheet are available for visual identification only.

PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A8. Import .csv File Layout for Cell Phone Data

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information
Name during the import.
D Cell Phone Number This field must contain the cell phone number for the employee.

The cell phone number must contain 10 digits, and no dashes or
other miscellaneous characters.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual

identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A9. Import .csv File Layout for E-Mail Address Data

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information
Name during the import.
D E-Mail Address This field must contain the e-mail address for the employee. The

e-mail address field can contain a maximum of 50 characters.

The e-mail address must contain an @ sign.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual

identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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AI10. Import .csv File Layout for Sick Bank Indicator Data

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information
Name during the import.
D Sick Bank Indicator This field must contain the Sick Bank Indicator for the

employee. A ‘Y’ indicates that the employee participates in the
district’s sick bank and an ‘N’ indicates that the employee does
not participate.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

E Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

F Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

G Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

H Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

| Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

J Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

K Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

M Contract Months Contains the employee’s number of contracted months. Visual

identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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All. Import .csv File Layout for ‘No Pension’ Code Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L ‘No Pension’ Code Contains a valid ‘No Pension’ Code from the drop-down list
available for the field on the Gross Data screen.

The No pension code field has been added to support the new
Pension Reporting Compliance File required by ERSGA. A
valid value must be entered in the No Pension Code field when
the employee’s Pension Code is set to ‘0’, no pension. If the
employee is enrolled in a public pension (Pension Code values
of 1’ thru °5”), then the No Pension Code value must be ‘00°.

M Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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AI12. Import .csv File Layout for Emergency Contact Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Spouse Contains the spouse’s name.

M Next of Kin Contains the next of kin’s name.

N Next of Kin Contains the relationship of the next of kin

Relationship
O Next of Kin Phone Contains the phone number for the next of kin.
Number

P Emergency Contact Contains the name of someone who should be contacted in case

of emergency.
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Column Column Heading Explanation
Q Emergency Contact Contains the relationship of the emergency contact.
Relationship
R Emergency Contact Contains the phone number for the emergency contact.
Phone Number
S Doctor Contains the name of name of the employee's doctor.
Doctor Phone Contains the phone number for the employee’s doctor.
Number
U Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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AI13. Import .csv File Layout for Budget Pay Category

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Budget Pay Category | Contains a valid Budget Pay Category Code from the
Description File. Table 'B' defines budget pay categories.
The Budget Pay Category field is used in the PCGenesis
Budget System. The Budget Pay Category field on the
employees’ Gross Data Screen will determine which user-
defined salary schedule to access for budget processing.

M Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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Al4. Import .csv File Layout for Contact Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

Street This field must contain the first street address for the employee.

M Street 2 This field must contain the second street address for the
employee.

N City This field must contain the city the employee resides in.

O State This field must contain the state the employee resides in.

P Zip This field must contain the zip code the employee resides in.

Q Telephone This field must contain the phone number for the employee. The
cell phone number must contain 10 digits, and no dashes or other
miscellaneous characters.
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Column

Column Heading

Explanation

Hours Per Week

This field must contain the scheduled hours per week for the
employee.

Cell Phone

This field must contain the cell phone number for the employee.
The cell phone number must contain 10 digits, and no dashes or
other miscellaneous characters.

E-mail

This field must contain the e-mail address for the employee. The
e-mail address field can contain a maximum of 50 characters.
The e-mail address must contain an @ sign.

Contract Months

Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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AlS. Import .csv File Layout for Annual Work Days

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

M Contract Days / Contains the number of days the employee works per year.

Annual Work Days . ) .
The Annual Work Days field is required for CPI processing.
The Annual Work Days field is also used in the PCGenesis
Budget System.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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Al6. Import .csv File Layout for Pension Eligible Date

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

M Pension Eligible Date | Thjs field must contain the pension eligible date for the
employee. The data must be in the format MM/DD/CCYY.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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Al7. Import .csv File Layout for Employee Name Data

Name

Column Column Heading Explanation
A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.
B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.
C Last Name/First Visual identification only, PCGenesis ignores the information

during the import.

The system uses Columns D, E, and F to update the data. Column C will contain the old employee
name and is not considered when importing the new employee name fields from Columns D, E, and

F.
D Last Name Must contain the employee’s last name up to 20 characters.
E First Name Must contain the employee’s first name up to 15 characters.
F Middle Name Must contain the employee’s middle name up to 15 characters.

e The remaining columns in the spreadsheet are available for visual identification only.
PCGenesis ignores the information during the import.

G Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

H Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

| Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

J Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

K Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

L Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

M Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

N Job Code Description | Visual identification only, PCGenesis ignores the information

during the import.
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Column Column Heading Explanation
@) Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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AI18. Import .csv File Layout for CPI Certified Years Experience

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

M CPI Include Flag Indicates whether or not the employee is included in the CPI
subsystem. Visual identification only, PCGenesis ignores the
information during the import.

N Certified Years Contains the number of years of creditable service for certified

Experience employees.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A19. Import .csv File Layout for CPI Local Years Experience

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

M CPI Include Flag Indicates whether or not the employee is included in the CPI
subsystem. Visual identification only, PCGenesis ignores the
information during the import.

N Local Years Contains the number of years the employee has been assigned

Experience local years of experience.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A20. Import .csv File Layout for CPI Stride ID

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

M CPI Include Flag Indicates whether or not the employee is included in the CPI
subsystem. Visual identification only, PCGenesis ignores the
information during the import.

N STRIDE ID Contains employee’s CPI Stride ID assigned by the Ga DOE.
The Stride ID is a 8 digit number.
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Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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A21. Import .csv File Layout for CPI Assignment Data

Column Column Heading Explanation

A Employee ID Number | Mandatory: Must be the employee’s payroll ID number.

B SSN Employee’s Social Security Number - must match the SSN
within the Payroll file.

C Last Name/First Visual identification only, PCGenesis ignores the information

Name during the import.

D Pay Location Code Contains a valid Pay Location Code from the Description File.
Visual identification only, PCGenesis ignores the information
during the import.

E Pay Location Visual identification only, PCGenesis ignores the information

Description during the import.

F Work Location Code | Contains a valid Work Location Code from the Description
File. Visual identification only, PCGenesis ignores the
information during the import.

G Work Location Desc | Visual identification only, PCGenesis ignores the information
during the import.

H Class Code Contains a valid Class Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

| Class Code Visual identification only, PCGenesis ignores the information

Description during the import.

J Job Code Contains a valid Job Code from the Description File. Visual
identification only, PCGenesis ignores the information during
the import.

K Job Code Description | Visual identification only, PCGenesis ignores the information
during the import.

L Contract Months Contains the employee’s number of contracted months. Visual
identification only, PCGenesis ignores the information during
the import.

M CPI Include Flag Contains Y (Yes) or N (No).

A value of ‘Y’ in the CPI Include Flag indicates that the
employee will be included within the Certified/Classified
Personnel Information (CPI) module.

This field is for visual identification only; PCGenesis ignores the
information during the import.
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Column Column Heading Explanation

Columns N — W contain data for CPI Assignment 1

N 1- Assignment Type | Contains a C (Certified) or N (Non-Certified) for CPI
assignment 1.

Must be 1 character.

O 1 - School/Work Contains the employee’s school or work location code for CPI
Location assignment 1.
Must be 4 digits. Must be a valid value on the Payroll Location
table.
P 1 - Job Code Contains the employee’s area of employment code for CPI

assignment 1.

Must be 3 digits. Must be a valid value on the CPI Job Code
table.

Q 1 - Subject Matter Contains the State-funded course code for CPI assignment 1.

The Subject Matter field is valid for Certified (C) Assignment
Type only.

Must be 3 characters. Must be a valid value on the CPI Subject
Matter Code table.

R 1 - Field Code Contains the employee’s PSC-assigned certificate field code for
CPI assignment 1.

The Field Code field is valid for Certified (C) Assignment Type
only.

The combination of the Field Code and Certificate Type must be
a valid certificate for the employee.

Must be 3 digits. Must be a valid value on the CPI Certificate
Field Code table.

S 1 - Certificate Type Contains the employee’s PSC-assigned certificate type code for
CPI assignment 1.

The Certificate Type field is valid for Certified (C) Assignment
Type only.

The combination of the Field Code and Certificate Type must be
a valid certificate for the employee.

Must be 3 characters. Must be a valid value on the CPI
Certificate Type Code table.

T 1 - 2ndary Fund Code | Contains the employee’s salary fund code, other than from
Quiality Based Education (QBE) funds, for CPI assignment 1.

Must be 2 digits. Must be a valid value on the CPI Secondary
Fund Code table.
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Column Column Heading Explanation
U 1 - Consolidated Contains an Y (In Consolidated Funding) or N (Not in
Fund Flag Consolidated Funding) for CPI assignment 1.

Must be 1 character, Y or N.

\/ 1 - Assignment % Contains the percentage (%) of time the employee spends on CPI
assignment 1.

Must be 4 digits with 1 decimal digit (999.9).

w Space Holder Reserved for future use.

Columns X — AG contain data for CPI Assignment 2

Columns X — AG contain the data for Assignment 2.

These columns repeat the contents required for Assignment 1. Therefore, Column X is Assignment
Type, Y is School/Work Location, Z is Job Code, AA is Subject Matter, AB is Field Code, AC is
Certificate Type, AD is 2ndary Fund Code, AE is Consolidated Fund Flag, AF is Assignment % and
AG is a space holder for Assignment 2.

Columns AH — AQ contain data for CPI Assignment 3

Columns AH — AQ contain the data for Assignment 3.

These columns repeat the contents required for Assignment 1. Therefore, Column AH is Assignment
Type, Al is School/Work Location, AJ is Job Code, AK is Subject Matter, AL is Field Code, AM is
Certificate Type, AN is 2ndary Fund Code, AO is Consolidated Fund Flag, AP is Assignment % and
AQ is a space holder for Assignment 3.

Columns AR - BA contain data for CPl Assignment 4

Columns AR — BA contain the data for Assignment 4.

These columns repeat the contents required for Assignment 1. Therefore, Column AR is Assignment
Type, AS is School/Work Location, AT is Job Code, AU is Subject Matter, AV is Field Code, AW is
Certificate Type, AX is 2ndary Fund Code, AY is Consolidated Fund Flag, AZ is Assignment % and
BA is a space holder for Assignment 4.

Columns BB - BK contain data for CP1 Assignment 5

Columns BB - BK contain the data for Assignment 5.

These columns repeat the contents required for Assignment 1. Therefore, Column BB is Assignment
Type, BC is School/Work Location, BD is Job Code, BE is Subject Matter, BF is Field Code, BG is
Certificate Type, BH is 2ndary Fund Code, Bl is Consolidated Fund Flag, BJ is Assignment % and
BK is a space holder for Assignment 5.

Columns BL — BU contain data for CP1 Assignment 6

Columns BL — BU contain the data for Assignment 6.

These columns repeat the contents required for Assignment 1. Therefore, Column BL is Assignment
Type, BM is School/Work Location, BN is Job Code, BO is Subject Matter, BP is Field Code, BQ is
Certificate Type, BR is 2ndary Fund Code, BS is Consolidated Fund Flag, BT is Assignment % and
BU is a space holder for Assignment 6.
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Column Column Heading Explanation

Columns BV — CE contain data for CPl Assignment 7

Columns BV — CE contain the data for Assignment 7.

These columns repeat the contents required for Assignment 1. Therefore, Column BV is Assignment
Type, BW is School/Work Location, BX is Job Code, BY is Subject Matter, BZ is Field Code, CA is
Certificate Type, CB is 2ndary Fund Code, CC is Consolidated Fund Flag, CD is Assignment % and

CE is a space holder for Assignment 7.

Columns CF — CO contain data for CPI Assignment 8

Columns CF — CO contain the data for Assignment 8.

These columns repeat the contents required for Assignment 1. Therefore, Column CF is Assignment
Type, CG is School/Work Location, CH is Job Code, CI is Subject Matter, CJ is Field Code, CK is
Certificate Type, CL is 2ndary Fund Code, CM is Consolidated Fund Flag, CN is Assignment % and
CO is a space holder for Assignment 8.

Columns CP - CY contain data for CPI Assignment 9

Columns CP — CY contain the data for Assignment 9.

These columns repeat the contents required for Assignment 1. Therefore, Column CP is Assignment
Type, CQ is School/Work Location, CR is Job Code, CS is Subject Matter, CT is Field Code, CU is

Certificate Type, CV is 2ndary Fund Code, CW is Consolidated Fund Flag, CX is Assignment % and
CY is a space holder for Assignment 9.

Columns CZ - DI contain data for CPI Assignment 10

Columns CZ - DI contain the data for Assignment 10.

These columns repeat the contents required for Assignment 1. Therefore, Column CZ is Assignment
Type, DA is School/Work Location, DB is Job Code, DC is Subject Matter, DD is Field Code, DE is

Certificate Type, DF is 2ndary Fund Code, DG is Consolidated Fund Flag, DH is Assignment % and

D1 is a space holder for Assignment 10.

Columns DJ — DS contain data for CPI Assignment 11

Columns DJ — DS contain the data for Assignment 11.

These columns repeat the contents required for Assignment 1. Therefore, Column DJ is Assignment
Type, DK is School/Work Location, DL is Job Code, DM is Subject Matter, DN is Field Code, DO is
Certificate Type, DP is 2ndary Fund Code, DQ is Consolidated Fund Flag, DR is Assignment % and
DS is a space holder for Assignment 11.

Columns DT — EC contain data for CPl Assignment 12

Columns DT — EC contain the data for Assignment 12.

These columns repeat the contents required for Assignment 1. Therefore, Column DT is Assignment
Type, DU is School/Work Location, DV is Job Code, DW is Subject Matter, DX is Field Code, DY is
Certificate Type, DZ is 2ndary Fund Code, EA is Consolidated Fund Flag, EB is Assignment % and
EC is a space holder for Assignment 12.
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Column Column Heading Explanation

Columns ED — EM contain data for CPI Assignment 13

Columns ED — EM contain the data for Assignment 13.

These columns repeat the contents required for Assignment 1. Therefore, Column ED is Assignment
Type, EE is School/Work Location, EF is Job Code, EG is Subject Matter, EH is Field Code, El is
Certificate Type, EJ is 2ndary Fund Code, EK is Consolidated Fund Flag, EL is Assignment % and
EM is a space holder for Assignment 13.

Columns EN — EW contain data for CPI Assignment 14

Columns EN — EW contain the data for Assignment 14.

These columns repeat the contents required for Assignment 1. Therefore, Column EN is Assignment
Type, EO is School/Work Location, EP is Job Code, EQ is Subject Matter, ER is Field Code, ES is
Certificate Type, ET is 2ndary Fund Code, EU is Consolidated Fund Flag, EV is Assignment % and
EW is a space holder for Assignment 14.

Columns EX — FG contain data for CPI Assignment 15

Columns EX — FG contain the data for Assignment 15.

These columns repeat the contents required for Assignment 1. Therefore, Column EX is Assignment
Type, EY is School/Work Location, EZ is Job Code, FA is Subject Matter, FB is Field Code, FC is
Certificate Type, FD is 2ndary Fund Code, FE is Consolidated Fund Flag, FF is Assignment % and
FG is a space holder for Assignment 15.

Miscellaneous Notes

e Validations occur during the examination of the load file and again during the actual employee
update process. If errors are detected during the error checking, PCGenesis halts the update, and
requires the user to manually correct the employee’s information, and to rerun the selected payroll
information import procedure. If detected during the update, a dialog box displays informing the
user that the specific data for the specific employee will not be updated. In this instance, the
selected payroll information import is complete with the exception of those employees for whom a
dialog box was displayed. Manually complete these employees’ information.
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Appendix B: Selected Payroll Information Import File Error
Processing

For import file errors, the following is an example of an import file error screen:

B PCGDist=8991 Rel=12.03.00 11/06/2012 PCW D02 CA\DEYSYS C:hSECOND _|E‘|£|
Import Selected Payroll Information PAYA7IHP

Error{s) in Import File

Please review print file with error listing

Correct problem{s) in Excel file and recreate Import File

Enter to exit program and correct
WIELy Fio 12.03.00

16 —

B1. Special Payroll Information Import Error Report - Example

DATE 89/15/28089 PAY17INP PAYROLL IMPORT REPORT Fage 1
EmpHo SSH Name Ethnic Description Hisp AmrIn Black White Asian Hawai Error HMessage

86892 999086892 CAYRIER THYROM 82  WHITE N H ¥ N ¥ H

86803 000086803 DEBONG CASSON 82  WHITE ¥ H ¥ N H N

86894 999886894 EA7L RE7A 83 HISPANIC ¥ N L] ¥ N L]

86895 999886895 GUGVARA REGAY 82  WHITE At Least 1 Race Required
86896 9209086896 MASUIN SHSLTON B3 HISPANIC At Least 1 Race Required
86897 999086897 WOLDALL ROA4ELIRA 02  WHITE At Least 1 Race Required
86898 999086898 BO3TON SO3HY 82 WHITE At Least 1 Race Required
86899 999886899 COZ2ER ROZID 83 HISPANIC At Least 1 Race Required
86000 900086088 FLONT WIOFORD 82  WHITE At Least 1 Race Required
86901 999886901 REBUES BOBKER 83 HISPANIC At Least 1 Race Required
86902 999886982 BL7SS RO7 82  WHITE At Least 1 Race Required
869083 909086983 IS6AC SAGE 83 HISPANIC At Least 1 Race Required

These errors will include employees’ ID number, social security number, name, ethnic code, and
ethnicity/race indicators along with the error message. Compare the error(s) identified in the report to
the .csv file’s spreadsheet to determine the appropriate corrective measures.

PCGenesis errors within the previous screenshot examples apply to the spreadsheet screenshot example
below. User results are school district- and system-specific. Additional errors can occur when users
attempt to create the .csv file without using the GaDOE-provided spreadsheet template provided, and the
file is missing required data.
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B2. Special Payroll Information Import .csv File — Example

@‘ B9~ s PAYEXP20090915.CSV - Microsoft Excel - = x
| Home l Insert Page Layout Formulas Data Review View Add-Ins Acrobat @ - 7 X
ﬁ & Catibri -lu -[A K =i Genenal - Ej ﬂ @ ‘Egmsm' IFZ ﬂ ﬁ ‘
Paste A | [ ! [ <5.8)| Conditional. Format  ceil || 3 petete - | 3~ Sort& Find& |
“ \‘ B L U |- 'A'"‘ * (8o ]2 ""” Formatting ~ as Table ~ Styles ~ i@“‘omﬂl' 2~ Filter~ Select~ |
Clipboard = | Font_ 5| Alignment 5| Number. =) Styles. L ceis || editng |
o1 - fe | Work LOC Desc
.~ ] e | c [ o] e [ F 6wl o [ k] m [ .~ [Wuosslel o [ & [ s [ 1]
1 Empno SSN Name Ethnic Ethnic DesHispanic Am Ind Black White Asian HawaiiLOC LOC Desc Work LOCIWork LOC!CIass Class Desc JobClass JobClass [ ContMo
2 86892 999086892 CASRIER 1 2 WHITE N N Y N Y N 196 Location C 196 Location C 90 YOUTH APF 6 SUBSTITUT )
86893 999086893 DEBONG ( 2 WHITE ¥ N Y N N N 1111 LocationC 8014 LocationC 5 SUBSTITUT 6 SUBSTITUT 0
86894 999086894 EA7L RE7/ 3 HISPANIC Y N N Y N N 1111 Location C 103 Location C 95 PRE-K CLAS 5 AIDE 10
86895 999086895 GUEVARA 2 WHITE 2050 LocationC 2050 Location C 90 YOUTH APF 6 SUBSTITUT 0
86896 999086896 NASUIN S 3 HISPANIC 8014 Location C 103 Location C 78 FOOD SER\ 21 SCHOOLN 9
86897 999086837 WO4DALL 2 WHITE 188 Location C 188 Location C 90 YOUTH APE 6 SUBSTITUT 0
| 86898 999086898 BOSTON ¢ 2 WHITE 1111 LocationC 8014 LocationC 4 SUBSTITUT 4 SUBSTITUT 0
86899 999086899 CO2ER RC 3 HISPANIC 8014 LocationC 8014 LocationC 76 HEADSTARI 20 HEADSTAR 12
86900 999086900 FLONT Wi 2 WHITE 1111 LocationC 8014 LocationC 4 SUBSTITUT 4 SUBSTITUT )
86901 999086901 REBVES B( 3 HISPANIC 1111 LocationC 8014 LocationC 76 HEADSTART 20 HEADSTAR 12
86902 999086902 BL7SS RO’ 2 WHITE 103 Location C 103 Location C 90 YOUTH APF 6 SUBSTITUT 0
5 86903 999086903 ISGAC SAE 3 HISPANIC 1111 LocationC 8014 LocationC 92 LUNCHROC 21 SCHOOLN 0
86904 999086904 PESEIRA E 3 HISPANIC 188 Location C 188 Location C 62 CUSTODIA! 15 CUSTODIA 12
86905 999086905 BE4AMUDE: 2 WHITE 1111 LocationC 2050 Location C 74 TITLE | TEAt 3 TEACHER 10
86906 999086906 GASLO DC 2 WHITE 4050 LocationC 4050 LocationC 2 KINDERGAF 3 TEACHER 10
86907 999086907 MO2R SH 2 WHITE 1111 LocationC 8014 LocationC 4 SUBSTITUT 4 SUBSTITUT 0
86908 999086908 TASOR JO 2 WHITE 196 LocationC 8014 LocationC 92 LUNCHROC 21 SCHOOLN )
86909 999086909 ALBARO M 2 WHITE 107 Location C 107 Location C X2 6-8 TEACHE 3 TEACHER 10
) 86910 999086910 SC7ULZ S 2 WHITE 296 LocationC 1111 LocationC 4 SUBSTITUT 4 SUBSTITUT 0
86911 999086911 VAGENTIN 2 WHITE 1111 LocationC 8014 LocationC 4 SUBSTITUT 4 SUBSTITUT 0
86912 999086912 ASSEW Dy 3 HISPANIC 1111 LocationC 8014 LocationC 5 SUBSTITUT 5 AIDE )
86913 999086913 DAALING ! 2 WHITE 196 Location C 196 Location C 81 EXTRA 23 CANNERY )
86914 999086914 FR3END E 2 WHITE 1111 LocationC 8014 LocationC 92 LUNCHROC 21 SCHOOL N 0
86915 999086915 KR2SE SO 2 WHITE 1111 LocationC 8014 LocationC 4 SUBSTITUT 4 SUBSTITUT 0
6 86916 999086916 LASD JASC 2 WHITE 1111 LocationC 8014 LocationC 4 SUBSTITUT 4 SUBSTITUT )
86917 999086918 MEBRANO 2 WHITE 1111 LocationC 8014 LocationC 5 SUBSTITUT 6 SUBSTITUT )
| <> ¥i| PAYEXP20090915 3 N
Ready |
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