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Georgia Department of Education

Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

GEORGIA DEPARTMENT OF EDUCATION
OFFICE OF THE STATE SUPERINTENDENT OF SCHOOLS
TWIN TOWERS EAST
ATLANTA, GA 30034-5001

TELEPHONE: (800) 869 - 1011 FAX: (404) 651-5006
http://www.gadoe.org/

MEMORANDUM
TO: PCGenesis System Administrators
FROM: Steven Roache, Senior Information Systems Manager

SUBJECT: Release 15.03.00 — Miscellaneous Changes / Installation Instructions

This document contains the PCGenesis software release overview and installation instructions

for Release 15.03.00.

PCGenesis supporting documentation is provided at:
http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx

September, 2015 Payroll Completion Instructions

Install this release after completing the September 2015 payroll(s). Install this release before
executing F4 — Calculate Payroll and Update YTD for the October 2015 payroll.
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Release 15.03.00 — Miscellaneous Changes / Installation Instruction

A New PCGenesis User List Has Been Created

The Georgia Department of Education has created a new user list for PCGenesis. PCGenesis
users can join the list by sending a blank e-mail to:

join-pcgenesis@list.doe.k12.ga.us

After joining the PCGenesis user list, users can take advantage of discussion forums by sending
e-mails to:

pcgenesis@list.doe.k12.ga.us

An e-mail sent to pcgenesis@list.doe.k12.ga.us will broadcast the e-mail to all PCGenesis users
enrolled in the group. Those PCGenesis districts and RESAs that join the user list will be able to
share ideas, discuss problems, and have many more resources available for gaining insight into
PCGenesis operations. Join today!

Mark Your Calendars!
PCGenesis Sessions and Training at GASBO 2015

The Georgia Department of Education is pleased to announce that PCGenesis will be offering
two full days of sessions and training at this year’s GASBO conference in November 2015.
PCGenesis will have a dedicated room and will be offering the two regular GASBO sessions,
three training sessions, and three roundtables for conference attendees. Contact GASBO for
information about conference registration.

The tentative offerings are as follows:

e Session 1 — PCGenesis Current Status & Future Plans

Session 2 — PCGenesis Recent Enhancements & Changes, Emphasizing Affordable Care
Act (ACA) Updates

Session 3 — PCGenesis Roundtable — System Utilities and Future Needs

Session 4 — PCGenesis Roundtable — Financial and Future Needs

Session 5 — PCGenesis Payroll Training — To Be Determined

Session 6 — PCGenesis Payroll Training — To Be Determined

Session 7 — PCGenesis Payroll Training — To Be Determined

Session 8 — PCGenesis Roundtable — Payroll and Future Needs

Gary Jenkins from Jasper County BOE has graciously volunteered to present the PCGenesis
training sessions at GASBO. The three PCGenesis training sessions will address payroll
training for payroll administrators and clerks. Gary will have the opportunity to offer ‘real
world’ payroll scenarios and guidance for PCGenesis districts. To that end, we would like to
hear from our districts as to what areas you would like to see covered in these payroll training
sessions. Please e-mail the PCGenesis Help Desk with suggestions for this training. We want
to make the training as valuable as we can for our users. We hope that the PCG payroll
personnel will be able to attend this valuable conference. We look forward to seeing everyone!
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Release 15.03.00 — Miscellaneous Changes / Installation Instructions

Section A: Affordable Health Care Requirements
Al. Letter to District Officials

Dear District Officials,

The Georgia Department of Education (GaDOE) has obtained the Affordable Care Act (ACA)
Compliance Benefits Data Elements and File Layout Guide (dated 07/30/2015) from ADP and is
currently working to interpret the file and determine what level of coding can be provided. The GaDOE
is confident that the coding can be provided to import the employee and dependent data into PCGenesis
in order to automatically populate the ACA codes for those full-time employees that are eligible for
Georgia State Health coverage. However, because we have not yet been provided actual data to test, we
are not confident at this point that PCGenesis will be able to program the 1094-C and 1095-C’s in a
timely manner. Once PCGenesis has imported the data that is available from ADP, the school district
payroll administrators may have to manually complete the ACA coding for any missing or inaccurate
ACA information using the PCGenesis populated screens and forms. Additionally, the IRS has issued
instructions dated September 16, 2015. These instructions indicate the transmission file to the IRS of
the ACA data is to be populated in XML format for submission to the IRS by February 28,

2016. PCGenesis has not historically provided files in an XML format. The school districts need to
understand that the GaDOE is working fervently on the process, but because these are unchartered
waters, we cannot guarantee the file will be functional as of a certain date.

Accordingly, school districts will need to determine whether or not alternatives for your district
should be explored and obtained, or if your district will require an extension from the IRS for
submitting the ACA transmission file and/or for providing the ACA printed 1095-C forms to your
employees. We encourage you to work with your local tax professional or school board attorney on
these and other ACA issues that may arise. Ultimately, adhering to the IRS reporting requirements is a
burden for the employer (school district) and it will be the school district that has to adhere to any
ramifications of failing to comply with the IRS requirements.

Sincerely,

The PCGenesis Team
Georgia Department of Education
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Release 15.03.00 — Miscellaneous Changes / Installation Instructions

Section B: Overview of Release

B1. Payroll System

B1.1. Payroll Setup Warning Messages for Teachers Retirement
System (TRS)

The TRS warning messages have been updated when processing Setup Payroll for a New Payroll Run
(F2, F1, F1).

If the selected payroll is dated in the month of June, July, or August, and the TRS switch has been set to
‘Y’ on the Payroll Setup screen, the following helpful hint will display indicating that the Pay Reason
Code field should be set to ‘91’ and the TRS Service Indicator field should be set to ‘0* for 9, 10, or 11
month TRS employees. The message also indicates that the Mass Update special functions feature can
be used to update the employee fields.

TRS Warning I&

For June, July and August the Pay Reason should be set to '91" (Summer

l % Accrued Pay) and the TRS Service Indicator should be set to '0°' (out of
service] for 9 or 10 month TRS employees, 11 menth TRS employees
should be set accardingly in July,

Use the 'Mass Update' special functions feature to update employee
fields,

L i

If the selected payroll is dated in the month of September, and the TRS switch has been set to “Y’, the
following helpful hint will display indicating that the TRS Service Indicator code should be set to ‘1’
for all TRS employees. The message also indicates that the Mass Update special functions feature can
be used to update the employee fields.

TRS Warning .

For September payrell, make sure the TRS Service Indicator is set to 1
l % (in service) for ALL TRS employees.

Use the 'Mass Update' special functions feature to update employee
fields,

Georgia Department of Education
Richard Woods, State School Superintendent
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Release 15.03.00 — Miscellaneous Changes / Installation Instructions

B1.2. Payroll Annual Reports Menu

The Payroll System Master Menu (F2) has been updated. A new menu item has been added as F4 —
Annual Reports Menu. The F5 menu item has been changed to the Monthly/Quarterly/Fiscal/Biennial
Reports Menu.

=] PCGDist=8991 Rel=15.03.00 09/16/2015 PCW 002 SV CADEVSYS CNSECOND WHITE SRS E=nos X
Payroll System PAYMOOGBA

Haster Menu

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

-- Annual Reports Menu
-- MonthlyfQuarterly}Fiscal{Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor I
-- Special Functions Menu

It

b Rl b b3

-- File Reorganization

15.03.688

Uzt

List |

Master

WordSE | PAY | WENMD

MORITOF: | MORITOR,

—— = = — — =}

Payroll System Master Menu

The Payroll System - Annual Reports Menu, shown below, contains the new 1094-C and 1095-C print
options as well as the W-2 print options. The F1 option to Import ADP ACA and the F3 option to Print
1094-C & Employee 1095-C’s & Create File are not functional at this time. When either the F1 or F3
menu option is selected from the Payroll System - Annual Reports Menu , the following message is
displayed, “Program Module Is Not Available At This Time”.

The F2 option to Print EMPLOYER Copy of 1094-C & 1095-C's is new with this release and is
described in the following section.
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f |
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Payroll System PAYHBAAL
FKey Annual Reports Menu

1094-C & 1095-C Options:
1_| -- Import ADP ACA Data

2 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
3 | -- Print 1094-C & Employee 1095-C's & Create File
W-2 Options: 1
6 | -- Print Employee W-2's & Create File I
7_| -- Print Blank W-2 Form 1
8 | -- Print Employer's Copy of W-2's |
Other Options: I
9 | -- Flexible Benefits Transmission File

lser

list| | 15.63 .08

Mazter

Word=s

Payroll System — Annual Reports Menu

The Payroll System - Monthly/Quarterly/Fiscal/Biennial Reports Menu contains the options for
monthly, quarterly, fiscal and biennial reports.

f |
=] PCGDist=8991 Rel=15.03.00 09/16/2015 PCW 002 SV CADEVSYS C:ASECOND WHITE -L‘ n@ﬂ
Payroll System PAYHBBAS
FKey Monthly/Quarterly/Fiscal/Biennial Reports Henu

Monthly:
_1 | -- PSERS Contribution Reports & Files
_2 | -- TRS Contribution Report & File
_3 |--GHI Export File for State Health Benefits
L -- GHI Change File for State Health Benefits

Quarterly:
5 | -- Department of Labor Quarterly Payroll Report & Wages Data File

Fiscal:

10 | -- Fiscal Wages by Fund i

11 | -- Create Summer Salary Accrual Claim Data |

12 | -- Create Accrued Summer Salary Paid Report

13 | -- Accrued Summer Salary by Function Report |

Biennial:

20 | -- EEQ-5 Report and Transmission File ([Due Even Numbered Years) :
|
I

Maste | ooy | || | 15.03.00

Word=3

PAY ND
MOMITOR, | MONITOFR:

Payroll System — Monthly/Quarterly/Fiscal/Biennial Reports Menu
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Release 15.03.00 — Miscellaneous Changes / Installation Instructions

B1.3. Print Employer Copy of 1094-C & 1095-C’s

The Print EMPLOYER Copy of 1094-C & 1095-C'’s (F2, F4, F2) has been added to the Payroll System
Annual Reports Menu. The purpose of the EMPLOYER Copy of 1094-C & 1095-C'’s is to calculate the
employment totals to print on the Form 1094-C: Transmittal of Employer-Provided Health
Insurance Offer and Coverage Information Returns and to print a condensed employer copy of the
employees’ 1095-C’s. The 1094-C must report the Full Time Employee Count according to the ACA
full time employee rules (which are different from normal payroll full time employee rules) and the
Total Employee Count.

The PCGenesis system tallies the number of total employees who work each month of the calendar year.
PCGenesis calculates the Total Employee Count based upon active and terminated employees’ Hire
Dates, Termination Dates, and Rehire Dates. Inactive employees are not considered in this tally
because many districts inactivate employees instead of terminating their employees which causes
inaccurate employee counts.

In PCGenesis, the employees who are considered full time according to the ACA legislation are those
employees with the 1095-C Eligible field set to ‘Y’ on the Update/Display ACA Employee Data screen
(F3, F1, F3), shown below. For GHI-eligible employees who are offered coverage through SHBP,
LUAs will receive a file-feed from SHBP/ADP. This transmission file from SHBP/ADP will contain
the necessary information to complete Forms 1094-C and 1095-C for those GHI-eligible employees,
and will result in an ACA Employee Data record with the 1095-C Eligible field set to <Y’ for those
employees, indicating that the employee is full time based upon ACA considerations. The transmission
file will also contain those GHI-eligible employees’ dependent information.

The import of the SHBP/ADP file feed is not available at this time, and so currently most districts will
not have any data on the Update/Display ACA Employee Data screen for 1095-C eligible employees,
resulting in inaccurate data on the employer reports. This is a temporary consideration until the
SHBP/ADP file feed becomes available in PCGenesis.

In summary, for the EMPLOYER Copy of 1094-C & 1095-C's, the PCGenesis system tallies the number
of total full time employees who work each month of the calendar year. PCGenesis calculates the Full
Time Employee Count based upon the 1095-C Eligible field set to Y’ on the Update/Display ACA
Employee Data screen, shown below. These counts will not be accurate until the SHBP/ADP file feed
becomes available in PCGenesis.

NOTE: Any full-time employee who is not offered coverage through SHBP must be manually coded by
the payroll administrator in the line items regarding health coverage. It will be the sole responsibility of
the LUA officials to determine which individuals are considered full time employees and the correct
codes for those full time employees as related to health insurance offers and coverage. The data for
these employees can be manually entered on the Update/Display ACA Employee Data screen, shown
below.
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r - 2 5
E] PCGDist=8991 Rel=15.03.00 09/21/2015 PCW 001 SV CADEVSYS CASECOND WHITE — o o e S
—— - — gy T
Status Active Update/Display ACA Employee Data PERBG
EmpHo 88942 AB3EU, ET3AN Class 1 CLASSRDOM TEACHERS
S5H 900-B8-5555 Loc 108 Location 0001068 Job cd 6 TEACHER VOCATIONWAL L
Calendar year: pL§E
1895-C Eligible: ¥
EE Share of Lowest Cost Kaiser
0ffer of coverage code Prem, Self-0Only Coverage Safe harbor code Coverage
PART II, LIHE 14 PART II, LIHE 1% PART II, LIHE 14
JaN 1E 53_02 H |
FEB 1E 53.e2 H
HAR 1E 53.e2 H
APR 1E 53.e2 H
MAY 1E 53.82 H
JUH 1E 53.82 H
JuL 1E 53.82 H ]
AUG 1E 53.82 H |
SEP 1E 53.82 H
0CGT 1E 53.82 H
HOW 1E t3.e2 H
DEC 1E t3.e2 H
:NTEW| Fl'% F2‘% F3§ F3 ! FIOT F1 El F12E| 15.083.80
Per Deps | Emer | Edu Help

Update/Display ACA Employee Data Screen

As stated above, the 1094-C must report the Full Time Employee Count according to the ACA full
time employee rules (which are different from normal payroll full time employee rules) and the Total
Employee Count. The Employee Counts for 1094-C Report, shown below, provides documentation
regarding the system calculations for the Total Employee Count and the Full Time Employee Count
totals. The report illustrates per employee how the system utilizes the Hire Date, Termination Date,
and Rehire Date to determine which months of the year the employee was employed. Also, if an ACA
Employee Data record exists for the employee with the 1095-C Eligible field set to “Y’, the literal
1095’ will print on the report next to the employee data.

The Full Time Employee Count adds up the number of employees with the 1095-C Eligible field set to
‘Y’. To calculate the Full Time Employee Count by month, the system must subtract any employee
with the ACA Safe Harbor Code set as follows:

2A — Employee not employed during the month
2B — Employee was employed, but not full-time during the month
2D — Employee was in a limited non-assessment period (measurement period) during the month

IRS regulations state that the full-time employee count should, “not count any employee in a Limited
Non-Assessment Period”. Also, the full-time employee count should not include any employee not
employed during the month, and should not include any employee who was employed, but was not full
time. Therefore, after the system determines the total number of 1095-C eligible employees, the system
will examine the employees” ACA Safe Harbor Code for each month and subtract any employee with a
2A, 2B, or 2D in that field. The Employee Counts for 1094-C Report will print the calculation results on
the last page of the report.
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For employees with the same Social Security Number but multiple Employee ID numbers, the system
will attempt to merge the records in order to determine the months that the employee worked for the
school system during the calendar year. For merged Employee 1D numbers, the system will create the
Employee Counts for 1094-C Error Report as shown below.

EEPORT ID: ACRIRSEX EMPLOYEE COUNTS FOR 1034-C DRGE: Z&
REPORT DATE: 035/21/201% 0%:22 EASED ON FIRST DAY OF THE MONTH REPORTING YERR: 2015
EMP NO SSN HAME JAN  FEE MAR AFR MRY JUN JUL AOG  SEP OCT NOW LEC

STALT CLASS HIRE DATE TEEM DATE REHIRE OT

25370 95%-08-3370 HUTDLESTON, LOTIE T T T T T T T T T T T Y FULL
n 17 1/01/2013

89371 959-08-3%71 MRAECUS, ELERNDL T T i i Y Y Y T T i i Y FULL
kN o1 T/01/2004

85575 555-08-597% LO&DON, JE&S T T T T ¥ ¥ ¥ T T T T ¥ FULL
- 15 8/01/2000

89982 55%-08-9982 FI3BLE, HA3I0OLD T T T T T T T T T T T ¥ ERET
T 03 8/01/1573 12/01/2102 301715358

853583 555-08-5583 LOZNEY, BRZT T T I I T T T T T I T Y FULL
N o1 g/01/2010

25385 955-08-5%85 MUSSON, RESHALDO T T T T T T T T T T T Y FULL
n 0z 8/01,/15591 1/01/15953 8/01/2004

89350 959-08-3%30 WH3ATTEN, IZ3TTL T T i i Y Y Y T T i i Y FULL
kN o1 8/01,/2008

GREND TOTRLS 324 325 325 325 325 325 325 e 3ze 327 327 327 FULL CLASS
103 105 105 105 105 105 105 105 105 10% 105 105 PART CLASS

10%4-C, PALRT III, COL C TOTAL EMP COUNT 427 430 430 430 430 430 430 431 431 43z 432 432 TOTRAL EMP
TOTAL 1055-C FORMS 3
TOTAL SAFE HARREOR Zh, 2ZE, 2D 1 1 1 1 1 1 1 0 0 4] 4] 4]

10%4-C, PART III, COL B FULL-TIME EMP COUNT Z Z 2z 2z Z Z Z 3 3 3 3 3

NHOTE: The totals shown above do HOT reflect any override values entered during program execution. Instead, the EMPLOYER copy of
the 10%4-C will reflect any overrides entered by the payroll administrator during processing. This report reflects totals
CARLCULATED by the system based upon employee hire, rehire, and terminstion dates, and the employee 1035-C data available in BOG.

Employee Counts for 1094-C Report

EEPCRT ID: ACAIRSEX-ER EMPLOYEE COUNTS FOR 10584-C -- EREOR REPORT PAGE: 1
REPCRT DATE: 098/16/2015 EEPORTING YEAR: 2015
EMPLOYEES ARE MERGED: 11111 OTHER = 087420 WAENING, RECORDS MERGED

Employee Counts for 1094-C Error Report
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Once the PCGenesis system calculates and reports the 1094-C Total Employee Counts and the Full
Time Employee Counts, the Print 1094-C and 1095-C’s Screen is displayed as shown below. This
screen displays the system calculated totals and allows the payroll administrator to override these totals
based upon supplementary considerations. The screen also allows the payroll administrator to enter any
transition relief indicators that the IRS has qualified the district to use.

Please note: The override totals entered on this screen will be printed on the final 1094-C forms
submitted to the IRS.

El PCGDist=8991 Rel=15.03.00 09/21/2015 PCW 001 SV CADEVSYS CASECOND WHITE “S_—— l =Raen X
PRINT 1894-C AND 1895-C°s AHD CREATE FILE ACAIRSEX
W-2 YEAR: 2615
10894-C, PART III, COL A 1894-C, PART III, COL B 1694-C, PART III, COL C 16894-C, PART III, COL E
MINIMUM ESSENTIAL OFFER TOTAL FULL-TIHME EHMPS TOTAL EMP COUNT SECTION 4988H INDICATOR
CALCED OVERRIDE CALCED OVERRIDE
JAH hd 2 2 427 427 _
FEB ¥ 2 2 438 438 _
MAR ¥ 2 2 438 438 _
APR ¥ 2 2 438 438 _
HAY v 2 2 438 438 _
JUN ¥ 2 2 438 438 _
\RLITH ¥ 2 2 438 430 _
llnue ¥ 3 3 u31 431 - 1
SEP hd 3 3 431 431 _ ||
ocT y 3 2 332 431 B |
HOU y 3 2 332 431 B
DEC y 3 2 332 431 B Il
I Il
[ TOTAL 1895-C FORHMS PRIMTED: 3
[ TOTAL 1895-C FORMS FILED OW BEHALF OF EMPLOYER: 3 I
|
1894-C, PART II, LINE 22
H A. QUALIFYING OFFER HMETHOD
i H B. QUALIFYING OFFER HMETHOD TRAWSITION RELIEF
I H C. SECTIOH 4988H TRAMSITION RELIEF
I N D. 98% OFFER HETHOD
: *x%% The Override Totals will be printed on the final IRS forms x*xx=
I ENTER = Continue, F17 = Copy Calced Totals to Override Totals, F16 = Exit Program
I- B - | 15.083.00
| F|$<;:I FWEI;’ Help | |

Print 1094-C and 1095-C’s Screen

After the payroll administrator has entered the override totals and transition relief indicators on Print
1094-C and 1095-C'’s Screen, the PCGenesis system produces the Employer 1094-C and 1095-C Report
as shown below. The first page of the report includes the contents of the IRS form 1094-C. The
subsequent pages of the report will print the individual employee 1095-C forms, including the
employees’ dependent information. Since this is the employer copy of the report, this report prints on
plain paper, and is not formatted to print the actual 1095-C pre-printed forms.
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BEPCRET ID: ACRIOSSR EMPLOYER 1094-C AND 1095-C'S PAGE: 1
REPCRT DATE: 09/16/2015 14:54 EEPORTING YERR: 2015
1094-C, PART I:

NAME OF ALE MEMEER: SMITH CITY BOARD OF EDUCATION EMPLOYER EIN: 58-6000267

STREET ADDRESS: 102 MAIN STREET

CITY OR TOWH: SMITH STATE: GA ZIP: 33333

NAME OF CONTACT: W2 CONTACT NAME CONTACT PHONE NUMBER: 995-555-5555 x €789

TOTAL 1085-C WITH THIS TRANSMITTAL: 00003

1094-C, PART II:
AUTHORITATIVE TRANSMITTAL?: YES

TOTAL NUMBER OF FOBMS 1095-C FILED BY AND/OR ON BEHALF OF EMPLOYER: 00003

I5 EMPLOYER A MEMBER OF AN AGGREGATED ALE GROUF?: NO

CERTIFICATION OF ELIGIBILITY: A. QUALIFYING OFFER METHOD: RO E. QUALIFYING OFFER METHOD TRANSITION RELIEF: NO
C. SECTION 4%30H TRANSITICN BELIEF: NO D. 98% OFFER METHOD: NO
EART III: (2) MINIMUM ESSENTIAL (b) FULL-TIME EMPLOYEE COUNT (c) TOTAL EMPLOYEE COUNT (e) SECTION 4580h TRANSITION
COVERAGE OFFER RELIEF INDICATOR
ALL 12 MONTHS YES
JAN 2 427
FEB 2 430
MREER Z 430
LFR 2 430
MRY 2 430
JUN 2 430
JUL 2 430
RUG 3 431
SEP 3 431
OCT 2 431
ROV 3 431
DEC 3 431
EEPCORT ID: ACRI0SSR EMPLOYER 10%4-C AND 1085-C'S FAGE: 2
REPORT DATE: 09/16/2015 14:54 REPORTING YEAR: 2015
EMPNO: 87742 S55N: 999-08-7742 NARME: AB3EU, MO3TY ADDR: 3282 MAIN STREET
SMITH GA 33333
ALL 12 MO JEN FEB MZR BFR MRY JUN JUL ROG SEP OCT ROV DEC
14 OFFER OF COVERAGE 1H 1H 1H 1H 1H 1H 1H 1E 1E 1E 1E 1E
15 EE SHARE OF LOWEST PREM 53.02 53.02 53.02 53.02 53.02
16 SEC 45%80H SAFE HARBOR Zn Zh 2R 2R 2R Zn 2D
PART III COVERED INDIVDUALS: 55N BIRTH DATE ALL 12 MO JAN FEE MAR APR MAY JUN JUL AODG SEP OCT HNOV DEC
FIRST-—-- 995-12-3456 o) o) n u o) o) o) o) Y Y b4 Y
DAUGHTER 9995-23-4567 u u o) u u u u u Y Y Y Y
EMPNO: 388542 S55N: 999-08-5555 NRME: AB3EU, ET3AN ADDR: 2087 MAIN STREET
SMITH GA 33333
ALL 12 MO JEN FEB MZR BFR MRY JUN JUL ROG SEP OCT ROV DEC
14 OFFER OF COVERAGE 1E

15 EE SHARE OF LOWEST PREM 53.02
16 SEC 45%80H SAFE HARBOR

PART III COVERED INDIVDUALS: SSN BIRTH DATE ALL 12 MO JAN FEE MAR APR MARY JUN JUL AUG SEP OCT NOV DEC
AB3IE0-——-—————————- >, WIFE-——- 888-12-3456 01/01/1954 Y
AB3IE0-——-—————————- >, MARK---- 888-23-0456 06/01/2015 u u o) u u Y Y Y Y Y Y Y

Employer 1094-C and 1095-C Report
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B1.4. Payroll Gross Data Export and Import

The Payroll Gross Data Export option (F2, F13, F8, F1) now allows the payroll administrator to export
gross data information for employees will NO current gross data lines, as shown on the screen below.
This option facilitates creating a csv template (Excel spreadsheet) to use for setting up gross data
account information for newly hired employees. For example, the csv template will be created with
headers and with the following fields populated for each employee: employee id, last name, first name,
sequence number, cycle gross, state salary, local salary, other salary, contract months, number of pay
periods, class code, TRS service indicator, pay location and work location. However, the gross data
account columns and corresponding fields will be blank or zero in the csv file.

=] PCGDist=8991 Rel=15.03.00 09/16/2015 PCW 002 SV CADEVSYS CASECOND WHITE l'=' (E1 S|
Payroll Gross Data Export PAYPE258

Create Gross Data Export File to Load in Excel

F10 to set selection criteria Filter not actiwve

Export only employees with HO current gross data lines in order to set up
import template? * Mo
" Yes I

Select at Least One Pay Type to Export:

X SALARY _ TYPE A _ TYPE ¥ _ TYPE 2
_  HOURLY _ TYPE B _ TYPE 0
_ DAILY _ TYPE X _ TYPE P
Enter = continue or F16 = exit 15.683 .08
4 N [ N I N N % o I A
-8 . [ [ [ [ [ [ [ |

Payroll Gross Data Export

The Payroll Gross Data Import option (F2, F13, F8, F2) will now sort the Gross Data Import File by
Employee ID Number before loading the data into the PCGenesis Update/Display Gross Data screen.
Sorting the import data will prevent records from not loading properly when doing an 'R’ replace option
during the import. Without the sort, if the csv import file is not in order by Employee ID Number, the
‘R’ replace function will only load the last gross data line for the employee in the import file and will
lose any other gross data lines in the file. With the sort, all gross data lines for an employee are loaded

properly.
Since the Payroll Gross Data Import option will now sort the Gross Data Import File, the program has

been updated to load the following data fields only for the Sequence Number 01: cycle gross, state
salary, local salary, other salary, and TRS service indicator.
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B1.5. Print Employee Master Summary Listing By Social Security
Number

A problem has been corrected with Print Employee Master Summary Listing By Social Security Number
report option (F2, F8, F6). Before, the report was not clearing the print buffer, and was therefore
printing inaccurate hire, rehire, and termination dates. This problem has been corrected.

B1.6. Enter Manual Check/Direct Deposit

The Enter Manual Check/Direct Deposit process (F2, F3, F9, F9) has been improved. The warning
message displayed when entering a direct deposit manual payment has been clarified. The warning
message now clearly indicates that the manual direct deposit does NOT appear on a NACHA file. A
manual direct deposit is generally utilized when the payroll administrator has access to the payroll
bank’s web portal, and can create or modify a direct deposit for an employee directly from the bank

website.
-
Check or Direct Deposit? @

This manual payment will take the form of a direct deposit because the f
l % DD Bank and DD Acct are filled in, MOTE: Manual payments do NOT go
to a MACHA file,

To continue as a direct deposit payrment, select 'OK
To change to check payment, select "CANCEL' and delete DD Bank and
DD Account.

0K

—
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B2. Personnel System
B2.1. Print Affordable Healthcare Act Worksheet

The Print Affordable Healthcare Act Worksheet (F3, F6, F1) has been updated to handle up to 30 SHBP
deduction codes. Before, if a district had more than 30 SHBP deduction codes defined, the Affordable
Healthcare Worksheet would only utilize the first 10 deduction codes.

The Print Affordable Healthcare Act Worksheet (F3, F6, F1) is available on the Personnel System
Reports Menu. The worksheet is a tool that districts can use to identify employees who may need to be
manually coded for the Affordable Care Act IRS 1095-C form. The PCGenesis system will analyze all
payments made to all employees during the course of a calendar year to determine whether or not an
SHBP deduction was present on the payments. If an SHBP deduction was not taken, the employee will
appear on the worksheet with spaces available for coding the 1095-C Eligibility field, the Offer of
Coverage Code, the Lowest Premium amount, and the Safe Harbor Code. The Payroll Administrator
can use this worksheet for entering the data into the Update/Display ACA Employee Data screen (F3,
F1, F3). Anexample of the worksheet is shown below.

EEPORT DATE: D6/10/2015 AFEORDAELE HEALTHCARE WORESHEET BAGE: 2z
BEPJET TIME: 10:51 30RTED EY Clas=, Employee Hame PROGRAM: RACAPRT
CALENDAR ¥EAR - 2014

EMPRO  30CIAL SEC HAME CLASS ] HIRE DT BEHIEE IT TERM DT
ESTS54¢  S85-0E-5754¢ EUTEHART, MATINE oL ooz 2f0Lf/2006 EBSfDLSZ0L1E 20172014 ELIEIELE E0R L0S5-C%
TOT HRS TOT &R TOT HET CEHD TEHD TEHD CEHD TEHD OFFER  LOWEST SAFE
OI0E EREM CODE
JEH 1,222 .00 BIp. 61 225045 _ _
FEE 2,227.00 1,701.46 2254271 _ _
MAR 400 .00 26657 47741 _ _
APR EMPLOYEE HWOT PATD
MAY EMPLOYEE HOT PAID
JUH 150.00 1:E.52 226E 86 _ _
JOL EMPLOYEE BOT EAID
ADZ 2,007 .76 ZX,2TD.5B 2ITTE2 _ _
SEF 2,355.5¢ 2,435.22 22E148 _ _
QT 2,505.82 Z,542.2% ZIE5ZE _ _
HW 2,355 .82 Z,435.12 Z3E509 _ _
DEC 2,855.582 Z,435.12 2352 EE _ _
EMPWO  30CIAL SEC HAME CLASS JUE HIRE DT BEHIEE IT TERM DT
ES028 S55-0E-5026 EUTLESOH, ROTLAHMD oL ooz ESfDLSZD14 ELIEIELE E0R L0S5-C%
TOT HRS TOT &R TOT HET CEHD CEHO CEHO CEHO CEHO OFFER LOWEST SAFE
OI0E EREM CODE
JEH EMPLOYEE HOT PAID
FEE EMPLOYEE HOT PAID
MAR EMPLOYEE HOT PAID
APR EMPLOYEE HOT PATD
MAY EMPLOYEE HOT PAID
JUH EMPLOYEE HOT PAID
JOL EMEPLOYEE HOT BAID
ADG 2,TSE .67 1,044.36 23ToEE _ _
SEF SHEF DEDUCTION TAFEH
QT SHEF DEDUCTION TAFEH
HW SHEF DEDUCTION TAEEN
DEC SHEF LEDUCTION TAEEM

Affordable Healthcare Worksheet
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B2.2. Leave Advance Report

For systems with the Enhanced Substitute Pay and Employee Leave System enabled, the Advance Leave
process (F3, F4, F2, F10) has been updated to improve the Leave Advance Report. When advancing
leave for employees, the leave administrator enters Y or N in order to advance 09, 10, 11, or 12 month
employees. Now the Leave Advance Report will print the advance options selected by the user in the
header of the report, as shown below. This information is added to the advance report to clarify how the

leave advance was processed.

REPORT ID: LVO0300

REPORT DATE:
ADVAENCE

FOEMULA: Contract months

ADVANCE DATE: 07/01/2015

088175

087557

AB3EU, ET3AN
ACSER, NUSIA
ADZOCK, ALZ0NZO

AD4IR, HE4MA

03/16/2015 13:13:29

LEAVE ADVANCE

Rl

FOR: MONTH 07 YERR 2015
: S5ICK LEAVE

LENGTH OF SERVICE BASED ON: Not applicable

ADVANCE & MO: ¥

PLAN
CLASS YE&LR

01 2016
14 2016
0z 2016
01 2016

8.000

8.000

8.000

8.000

FINAL MODE
10 MO: ¥

CONTMO/
HRS/DAY SRVC MO

010

01z

010

010

11 MO: ¥ 12 MO: ¥

ORIGIMAL
BASED ON DATE BALANCE

&0 .

59,

11.

49.

Leave Advance Report
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0000

5000

0000

2500

FLAN YEZR: 2016
ADVANCE SCHEDULE: Monthly
ADVANCE UNITS: DAYS

ADVANCED

TIME

0.0000

0.5000

1.2500

1.2500

FAGE

NEW
BALANCE

60.

60.

50.

0000

0000

-2500

5000

1

CREDITS

1.2500

0.7500
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B3. Financial Accounting and Reporting (FAR) System
B3.1. Asset Balance Accounts 0313, 0315, and 0317

Before, the PCGenesis General Ledger was not handling new balance sheet accounts 0313, 0314 and
0317 correctly, and these balance sheet accounts were appearing on the GL as liabilities when in reality
they were assets. The PCGenesis system has been updated to treat all balance sheet accounts greater
than 0302 and less than 0399 as assets.

The new balance sheet accounts are described as follows:

e 0313 Deferred Outflow of Resources - Unamortized Loss on Debt Refunding. Represents the
loss on the difference between the reacquisition price and the net carrying amount of old debt
when a current or advance refunding of debt occurs. The unamortized loss amount should be
deferred and amortized over the remaining life of the old debt or the life of the new debt,
whichever is shorter.

e 0315 Deferred Outflow of Resources - District Contributions. The Entity's contributions to the
cost sharing benefit pension plan subsequent to the measurement date and before the end of the
employer's reporting period.

e 0317 Deferred Outflow of Resources - Pension Plan. This represents the actuarial changes in
the district's proportionate share of the governmental nonemployer cost sharing benefit pension
plan.

The following Financial menu items have been updated with these program updates:
General Ledger Account Master - Account Add/Update (F1, F11, F2)
General Ledger for any Period (F1, F9, F1, F4)

Trial Balance & Audit Year-End Transmission File (F1, F9, F1, F7)

Balance Sheet for any Period (F1, F9, F1, F8)

School Nutrition Online Reporting System File (F1, F9, F1, F9)

Daily Test for Out of Balance Condition in GL (F1, F9, F1, F10)

Create DE FORM 0046 Transmission File (F1, F9, F27, F4)

DOAA Transparency in Government Export File (F1, F9, F31)

Monthly Financial Reports: General ledger (F1, F9, F17, MRPTJ010)
Monthly Financial Reports: Combined balance sheet (F1, F9, F17, MRPTJ020)

B3.2. Wire Transfer Registers

The Wire Transfer Registers (F1, F4, F12, F4) have been updated to print the Wire Transfer Date for
each wire transfer. Before the Wire Transfer Registers did not print the Wire Transfer Date in all
instances.
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B4. Certified/Classified Personnel Information (CPI) System

B4.1. Print Employee Certificate Information & Create Export CSV
File

The Print Employee Certificate Information & Create Export CSV File option (F4, F7, F3) has been
enhanced to allow the user to print ALL certificates and not just expired certificates. Before, the user

was required to enter an Expire Year on the input screen which would print only those expired
certificates. Now, if the Expire Year field is left blank, all employee certificates will print.

Also, an option has been added which will allow the user to create a .csv file export of the certificate
data. The Print Employee Certificate Information & Create Export CSV File menu item now allows the
option of producing a comma separated export file (.csv file) in addition to the printed report. The
export file contains the same information that prints on the report, but puts the data into a data file. This
allows users to perform data analysis on the certificate data by using spreadsheet capabilities. Producing
the export file is optional, but the report will always be produced.
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Section C: Installation Instructions for Release
15.03.00 Software

C1. Perform a PCGenesis Full Backup

When the prior evening’s backup was successful, and when installing Release 15.03.00 before
performing any work in PCGenesis for the day, proceed to C2. Install PCGenesis Release. In addition
to its current labeling, also label the prior evening’s backup CD/DVD/tape as “Data Backup Prior to
Release 15.03.00”. Continue to use the backup CD/DVD/tape in the normal backup rotation.

Step Action

1 Verify all users are logged out of PCGenesis.

2 Close Uspool at the server.

3 Perform a PCG Full Backup to CD or DVD or Tape.

4 When the PCGenesis backup completes, label the backup CD or DVD or tape “Full System
Backup Prior to Release 15.03.00”.

5 Proceed to C2. Install PCGenesis Release 15.03.00.
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C2. Install PCGenesis Release 15.03.00
FROM THE PCGENESIS SERVER

1 Verify all users are logged out of PCGenesis.

2 Open Windows® Explorer.

3 Navigate to the K:\INSTAL directory.

4 Verify PCGUNZIP.EXE, RELINSTL.BAT, and INSTLPCG display.

If PCGUNZIP.EXE and RELINSTL.BAT and INSTLPCG do not display, return to the
MyGaDOE Web portal, and detach the files from the Web portal again.

5 Double-click RELINSTL.BAT to perform the installation.
A status screen will display showing the release steps as they are completed.

A screen will display showing the progress of the installation:

B PCGDist=8991 Current Release 15.01.00 0 03/26/2015 SY 8991 K:\SECOND
Inst1PCG
Install PCGenesis Release
15.nn.nn
Installation Action Status
PCGOS 2K 2068
PCGTYPE Su
Check Previous 1n: T e Y |
o To unzip all files in PCGUNZIP. exe to the specified Unz
PCGenesis Status  (gder press the Unzip button. LI
; Run WinZip
PCGUnzip Unzip to folder: —l
Copy Files Browse... I Close I
vV Ovenwite files without prompting
Conversion ﬂ]
Finish Installatii _Heo |
Unzipping PAY (LSl
Installation in Process 15.nn.nn
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For PCGenesis Release 15.03.00 successful installations, the following message displays:

B PCGDist=8991 Current Release 14.04.00 0 03/26/2015 SY 8991 K:\SECOND
InstlPCG
Install PCGenesis Release
15.nn.nn
Installation Action Status
PCGOS 2K 2088
PCGTYPE su
Check Previous Install Continue Installation
PCGenesis Status No Active User
PCGUnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed
Finish Installation @allation Succe@
Any Key to Continue 15.nn.nn

Step | Action

6 Select Enter to close the window.

7 If the installation was successful: Proceed to C3. Verify Release 15.03.00 Was
Successfully Installed.

If the installtion was unsuccessful: Proceed to Step 8.

Georgia Department of Education
Richard Woods, State School Superintendent
September 30, 2015 ¢ 11:17 AM e Page 21 of 26
All Rights Reserved.



Release 15.03.00 — Miscellaneous Changes / Installation Instructions

A problem message displays if an error occurred:

wm PCG Dist=89%1 Current Rolesse 11nonn § 11472911 SV M KiSECOND =181 %]
InstlPCe
Install PCGenesis Release
15.nn.nn
Installation Action Status
PCEOS 2K 2003
PCRTYPE sv
Check Previous Install Continue Installation
PCGenesis Status No fActive User
PCCUnzip Problen with PCCUNZIP.EXE
Copy Files
Conversion
Finish Installation
(m- vith UNZIP Processtt  --  Call uelpE
Installation in Process 15.nn.0n
Step " Action |

8 Select F16 to close the window.

9 Return to the MyGaDOE Web portal, and detach the files again.

10 Contact the Technology Management Customer Support Center for additional assistance if

needed. A description of the error will display with instructions to call the Help Desk.
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A warning message will display if the release installation is repeated:

- PG DSt =8991 Curvent Release 11,0300 0 09/28/2011

210
CHANPAYR

Processing Systen Conversion for Release 15.nn.nn

N
-
Release15.nn.nnconversion of the file

PERSONNEL , DEDS

< has already run successfully. >

A warning message will display if the release installation is repeated, but in this case, the installation is
considered successful. In this instance, select any key to continue:

B2 PCGDist=8991 Current Release 15.01.00 0 03/26/2015 SY 8991 K:\SECOND
Inst1PCG
Install PCGenesis Release
15.nn.nn
Installation Action Status
PCGOS 2K 2008
PCGTYPE Su
Check Previous Install Continue Installation
PCGenesis Status No Active User
PCGUNnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed

Finish Installation < Installation Successful >

& Release Table Already Updated >

Any Key to Continue 15.nn.nn
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Step  Action
11 Proceed to C3. Verify Release 15.03.00 Was Successfully Installed.
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C3. Verify Release 15.03.00 Was Successfully Installed
Ste Action

1 Log into PCGenesis.

2 From the Business Applications Master Menu, select _30 | (F30 - System Utilities).
3 From the System Utilities Menu, select _17 | (F17 - Display Current Release Number).

The following screen displays:

k]
[2] PCGDist=8991 Rel=1503.00 09/16/2015 PCW 002 SV CADEVSYS CASECOND : WHITE -"@ﬂu
e ——

DEFMHRELHM

The Following D.0.E. Releases Have Been Successfully Loaded:

DOE 13.81.88 03/27/2013
DOE 13.81.61 04/2h/2013
DOE 13.82.88 8672672013
DOE 13.83.688 09/38/2013
DOE 13.83.61 1172772013
DOE 13.84.688 12738/2013
DOE 14.81.88 03/26/2014
DOE 14.82.688 8672572014
DOE 14.82.61 08/085/2014
DOE 14.83.688 09/38/2014
DOE 14.83.61 1172872014
DOE 14.84.688 1273172014
DOE 15.81.88 83/31/2015
DOE 15.82.88 07 /07 /2015
DOE 15.83.88 ae/sans2e1s

Press {ENTER» or F16 to Exit
12.683 .00

Step  Action |
4 Verify Release 15.03.00 displays.

The number of releases and the release installation date displayed may not correspond with
the preceding screenshot example. This is acceptable as long as DOE 15.03.00 displays.

If Release 15.03.00 does not display, contact the Technology Management Customer
Support Center for assistance.

5 Select Enter.
6 Log off the PCGenesis server.
7 Verify users remain logged out of PCGenesis.
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C4. Perform a PCGenesis Full Backup After Release
15.03.00 is Installed

Step Action

1 Verify all users are logged out of PCGenesis.

2 Close Uspool at the server.

3 Perform a PCG Full Backup to CD or DVD or Tape.

4 When the PCGenesis backup completes, label the backup CD or DVD or tape “Full System
Backup After Release 15.03.00”.
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