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

SUBJECT: Release 16.02.00 — Fiscal Year 16 (FY16) Year-End Updates and
Miscellaneous Changes / Installation Instructions

This document contains the PCGenesis software release overview and installation instructions

for Release 16.02.00.

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

June, 2016 Payroll Completion Instructions

Install this release after completing the June 2016 payroll(s). Install this release before
executing F4 — Calculate Payroll and Update YTD for the July 2016 payroll.

Please import the FY 2017 CPI Salary Schedule into PCGenesis. The 2017 CPI Salary
Schedule is available on the PCGenesis documentation web page.

The Fiscal Year End Checklist is available on the PCGenesis documentation web page.
Please follow the instructions for completing the fiscal year end closing in the order provided.

For users of the new Enhanced Substitute Pay and Employee Leave System, to begin a new

leave plan year, 1) Run the Plan Year Rollover Processing (F3, F4, F2, F11) for ALL Leave

Types first, and 2) Run the Advance Leave (F3, F4, F2, F10) second. The Create Original

Leave of Absence File (F4, F9, F6) step can be run at any time since the leave data is pulled
from the Leave History File.

For users of the Legacy Leave System, to begin a new leave plan year, 1) Create the Original
Leave of Absence File (F4, F9, F6) first in order to capture FY 2016 leave totals for CPI
reporting, and 2) Run the Automatic Leave Update (F3, F5, F3) second in order to clear the
FY 2016 Fiscal Year leave totals.
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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!
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Section A: Overview of Release

Al. Payroll System
Al.l. New Employees’ Retirement System (ERS) Rates for FY 2017

The ERS Board of Trustees has adopted the following changes to the employer and employee
contribution rates effective July 1, 2016.

Fiscal Year 2016

Old ERS
Employer contribution: 19.94%
Pickup: 05.00 %

Total Employer Rate: | 24.94%
Employee Rate: | 1.5%

Fiscal Year 2016

New ERS
Employer Rate: | 24.69%
Employee Rate: | 1.5%

This release automatically updates the ERS rates into PCGenesis.

Al.2. GHI Export File (AUF) for State Health Benefits

PCGenesis has added support for the new fields required by SHBP for the GHI Export File for State
Health Benefits (F2, F5, F3). The AUF File has been updated with these required changes.

Based on payroll location feedback, SHBP has partnered with ADP to make programming changes to
the SHBP Enrollment Portal to support employee transfers for Non-PeopleSoft Payroll Locations,
including PCGenesis locations. These programming enhancements will assist with the coordination of
employee transfers between non-PeopleSoft payroll locations.

Programing changes include enhancements to the AUF Files. The AUF Files previously contained fields
that were not actively used during the payroll location submittal of employee transfer updates. The
purpose of the programming change is for the SHBP Enrollment Portal to reflect the 'expected start date
of benefits' based on Hire Date, Coverage Effective Date, Coverage End Date and Date of Last
Deduction submitted by the payroll location on their AUF File.

The AUF Files are taken directly from the Multi-Purpose Payroll Interface (MPPI) File Layout used by
payroll locations to submit employee data and updates. The following fields and their positions on the
MPPI File Layout are now activated for employee transfers submitted via AUF by the payroll locations:
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Activated MPPI Field Position on MPPI Position Date Format Description
Layout

Hire Date 376 CCYYMMDD Entry made by the
Payroll Location the
employee is transferring
to (New Payroll
Location). The Hire Date
of the employee in the
New Payroll Location.

Coverage Effective Date |392 CCYYMMDD Entry made by the
location the employee is
transferring to (New
Payroll Location). The
date the employee
coverage will be
effective in the New
Payroll Location.

Coverage End Date 400 CCYYMMDD Entry made by the
Payroll Location the
employee is transferring
from (Old Payroll
Location). The date the
employee coverage will
end.

Date of Last Deduction |441 CCYYMMDD Entry made by the
Payroll Location the
employee is transferring
from (Old Payroll
Location). The date of
the last premium
deduction.

SHBP strongly encourages the use of the newly activated fields on the MPPI File Layout for improved
employee transfers. However, it is important to note that payroll locations will need to continue to
coordinate in order to facilitate successful employee transfers.

The Employee Transfer/Summer Pay Job Aid for Non-PeopleSoft Payroll Locations may be accessed on
the State Health Repository Tool (SHRT) in the Additional Instructions Folder or on the SHBP Website
at http://dch.georgia.gov/benefit-coordinators.
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Al.3. Update/Display Personnel Data

A new field has been added to the Update/Display Personnel Data screen (F2, F2). The field GHI
Coverage End Date has been added to the screen. The GHI Coverage End Date field has been added
in order to support for the new fields required by SHBP for the GHI Export File for State Health
Benefits (F2, F5, F3).

The four GHI fields highlighted below will be used along with the GHI Change Code for employee
hire transactions (NEMP and HACA) and employee termination transactions (DCSD, KLOD, LOFF,
RETR, TACA, and TERM).

-
=] PCGDIist=8991 Rel=1602.00 06/10/2016 PCW 001 SV CADEVSYS CASECOND WHIT- C=AaEn X"
i Update/Display Personnel Data PAYB2
([Status A -- Active AM2ROSE, HU2
Emp. no. 87431 Pay Loc 195 Location 888195 Class _1 CLASSROOM TEACHERS
lSex Code F Work Loc _195% Location 666195 Job _ 2 TEACHER 1-3
Mar Stat H S5H 899 18 7431 EED-5 Job A11 Instrc Super
Ethnic _2 WHITE
NAME First HU2 Hiddle EED-5 and CFI Ethnic/Race:
Last AMZROSE Suffix Prefix Hispanic/Latino Ethnicity?
" Yes™ No
Address 3613 HMAIM STREET Certificate Type T7 Race (3elect all that apply)
Address L2 GS1 Job {from GPI) 135 " ¥Yes™ Mo Am Indian Alaskan
Citysstate SHITH , GA Include on GCPI ? ¥ " Yes™ Mo Black
Zip Gode 33333 County 168 Sick Bank ? N * Yes” Mo White
Phone (999)555-2685 O0Out of State Substitute rank _  Yes™ MNo Asian
Cell phone (__ )88A-8088 Override accrue? _ " Yes™ MWo Hawaiian Pacific
Adj Lv Elig Date
Spouse SSH o Lv Reason Hax
Birth Date 8/01/1971 Hours Per Day 8.0688
Hire Date 77172014 Hrs/Week 40.88 Pens Elig Date 772872014
Rehire Date GHI Eligible ? ¥ TRS DOE Paid ERCON 7 N
Background CK 572172814 GHI ST Day Wrk 878172814 Health ins flag ¥
Date of Death GHI Cov Effect Dt _9/81/281% Participate in GHI ? ¥
Elig for Rehire _ GHI Final Ded Dt GHI Option B1  BCBS GOLD
Term Date GHI Coverage End GHI Tier 18 SINGLE
Term Reason _ GHI Change Code HISC GHI Ded Cd _9

Hame, Address, Phone, etc.
*xx%% TAN DATA *xxxx

Federal: Har Stat H Exempt _A@ Withholding Code B Amt/% -88
State: Mar Stat B Allowance Mar B Dep _8 Withholding Code B AmMt/% -88
Tax Switches: Fed ¥ State ¥ FICA ¥ Pension ¥ AEIC _
Mode changed to update
EN“W|F1'%|F2‘%|F3§| | | | |Fe E|F96!d‘|noY| | | | | | 16.62.80
el Ded | Grs |W/H | Lv | ¥td | Help | Adj | FICA | Gar

This release includes a conversion of the Payroll and Personnel data files within PCGenesis. The
conversion program moves all GHI fields from the Personnel record to the Payroll record, where
additional space is available for the new GHI field.

Al.4. GHI Change File (AUF) for State Health Benefits

A new field has been added to the GHI Change File for State Health Benefits screen (F2, F5, F4). The
field GHI Coverage End date has been added to the screen. The GHI Coverage End date field has
been added in order to support for the new fields required by SHBP for the GHI Export File for State
Health Benefits (F2, F5, F3).

The four GHI fields highlighted below will be used along with the GHI Change Code for employee
hire transactions (NEMP and HACA) and employee termination transactions (DCSD, KLOD, LOFF,
RETR, TACA, and TERM).
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B ™
] PCGDist=8991 Rel=1602.00 06/10/2016 PCW 001 SV CADEVSYS C:\SECOND WHITE [E=EERE
—

| PAYPE275

Create GHI AUF Record to Export to State Health

| Emp. no. 87431 AM2ROSE, HU2 SSN 899 18 7431 Status A -- Active

GHI Change Code hd

Select MEMP or HACA, or Termination Code for this process
DCSD, KLOD, LOFF, RETR, TACA, or TERH

GHI 15T Day Worked Hire/ReHire/Hew Eligibility Date - Required for HEHMP, HACA
GHI Cov Effect Date GHI Coverage Effective Date - Required for NEHP, HACA
GHI Final Ded Date Final Deduction Date - Required for Any Termination
GHI Coverage End GHI Coverage End Date - Required for Any Termination
GHI Date of Death Date of Death - Required for DCSD, KLOD

NOTE: This Record Will Be Included in the ‘GHI Export File for State Health Benefits®

This Process Does HOT CHAMGE Employee Personnel Information
*xxx Current Employee Personnel Information =xxx

Sex Code F Mar Stat H Pay Loc 195 Location B88195 Class 1 CLASSROOHM TEACHERS

GHI Eligible? ¥ GHI Option B1 BCBS GOLD Birth Date 8/01/1971

Participate in GHI? ¥ GHI Tier 18 SIHGLE Hire Date /0172014
Rehire Date

GHI 1ST Day Worked 8/01/2014 GHI Fipal Ded Dt Date of Death

GHI Cov Effect Date 978172814 GHI CGoverage End
Term Date
Term Reason

Enter=Ualidate, F8=Create Record, F16=Return, F28=Help

e | | | | [ | |.@ [ | | [ | | | 16.62.00
F1s<::| Help

Al.5. Delete Employee

The Delete Employee processes have been updated so that the ACA Employee Data and the ACA
Dependent Data are also deleted when an employee is deleted from the PCGenesis system. The
following processes have been updated with this change:

e Delete From File & List Employees With No Earnings History (F2, F13, F7, F5)
e Delete Individual Employee(s) & Print List (F2, F13, F7, F9)
e Delete Employee (F2, F2, F15)

Before, the ACA employee and dependent data was not deleted and became “orphaned” data in the
system. Now, all employee records are cleaned up when an employee is deleted.

Al.6. Print 1094-C & Employee 1095-C’s and Create File

The Print 1094-C & Employee 1095-C'’s and Create File (F2, F4, F6) has been added to the Payroll
System Annual Reports Menu. The purpose of the Employee Copy of 1094-C & 1095-C’s is to: 1)
Calculate the employment totals to print on the Form 1094-C: Transmittal of Employer-Provided
Health Insurance Offer and Coverage Information Returns, (2) to print the employees’ 1095-C’s,
and (3) to create the ACA transmission files necessary for electronic file submission to the IRS for ACA
reporting.
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PCG now supports creating the IRS ACA transmission file. 2015 is the first reporting year. The IRS
expects employers to make a “good faith effort” to report accurate ACA data. IRS instructions indicate
the ACA transmission file is to be populated in XML format for submission to the IRS by June 30,
2016. Filers of 250 or more of ACA 1095-C forms must file with the IRS electronically. IRS requires
files to be in XML format. The data file size limit for a single transmission filed through ACA
Information Returns (AIR) is 100MB. Multiple file transmissions may be required. The deadline is
May 31, 2016 if filing paper forms to the IRS (only for employers with fewer than 250 employees).

The Print Employee 1094-C & Employee 1095-C’s & Create File (F2, F4, F6) has been updated to
produce the production ACA transmission files necessary for electronic file submission to the IRS for
ACA reporting. PCGenesis school districts now have the software required to submit the ACA
production transmission files with this release.

Also, additional edits have been added to verify the 1095-C data. A fatal error is now printed when an
employee is flagged as 1095-C Eligible, but no coverage options have been selected. Fatal errors will
also be printed when invalid Social Security Numbers are encountered.

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 ACA transmission files necessary for
electronic file submission to the IRS for ACA reporting. The final screen shows the location of the two
XML files which must be posted to the IRS website.

El PCGDist=6131 Rel=16.01.01 05/11/2016 PCW 001 SV CADEVSYS CASECOND WHITE : l1:| E] |

ACA1895H

=*x IRS 1094/1895-C XML Electronic File x==x
—————— Successful Completion ---—-—-—-

These files must now be uploaded to the IRS AIR website.
Transmit the file created per instructions.

I C:\SECOMDYPAYACA\10894C_Request_ABCDE_201608511TBBL7 176002 .xml
C:\SECONDYPAYACA\MANIFEST_16894C_Request_ABCDE_208160511TH847176002 .xml

Total Humber Of 1895-C records = 371

ENTER or F16 to Exit 16.81.6808_

Refer to the Payroll System Operations Guide, Section D: Monthly/Quarterly/Annual/Fiscal Report
Processing, Topic 4: Processing Annual Reports - 1095-C Statement Processing for detailed
instructions.
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Al.7. Maintain IRS ACA Receipts

The Maintain IRS ACA Receipts (F2, F4, F7) option has been added to the Payroll System - Annual
Reports Menu, shown below.

B PCGDist=5991 Rel=15.04.00 03/08/2016 PCW 001 5V CADEVSYS CASECOND WHITE l o
T Payroll System PAYHOOBY
FKey Annual Reports Henu
1094-C & 1095-C Options:
1 | -- Import ADP Dependent Names, DOBs and 55Ns
2 | -- Export ACA Employee Data and Create .CSV Template
3 | -- Export ACA Dependent Data and Create .CSY Template
4 | -- Import ACA Employee & Dependent Data from PCG Template
5 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
i 6 | -- Print 1094-C & Employee 1095-C's & Create File
7 | -- Maintain IRS ACA Receipts
[ W-2 Options:
|| 10 | -- Print Employee ¥-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
- - Flexible Benefits Transmission File

=

15.84.88

M:st-u-| U ‘ | | |
ROEIEEIEAT

Payroll System — Annual Reports Menu

The Maintain IRS ACA Receipts menu option allows users to keep track of ACA XML file submissions
to the IRS website. Tracking the file submissions to the IRS is required to ensure that if ACA files are
either “accepted with errors” or “rejected”, the PCGenesis software will be able to locate the employees
who have errors so that their 1095-C forms can be corrected.

The Maintain IRS ACA Receipts module allows the user to print a report listing all of the ACA XML
transmission files that have been created within PCGenesis. An example of the ACA IRS Receipts report
is shown below.
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BEPORT DATE: 03/11/201& 09:42:19 LCR TRS RECEIPTS DACE 2
DROGRAM: RCRATRSRC

2015 MRNIFEST 1054C Request BEILE Z01&0310T12345&785Z_ yml
Transmission Status: ¥ IES Receipt Status: IRS RCR file accepted w/ NO errors IRS Receipt ID: 1055C-15-12121212

2015 MRNIFEST 1054C Request BEILE Z01&0310T00345&785Z_ xml
Transmission Status: ¥ IRS Receipt Status: IRS RCR file accepted with errors IRS Receipt ID: 1035C-15-13131313

2015 MANIFEST 10%4C Request BBILX Z01€0305T12345&785Z. xml
Transmission Status: ¥ IRS Receipt Status: IRS RCR file accepted w/ ND errors IRS Receipt ID0: 1055C-15-14141414

2015 MANIFEST 10%4C Request BBILX Z01€0308T1Z345&785Z. xml
Transmission Status: ¥ IRS Receipt Status: Lost receipt ID IRS Receipt ID:

2015 MANIFEST 10%4C Request BBILX Z01€0307T085848350=z. xml
Transmission Status: ¥ IRS Receipt Status: IRS RCR file rejected TRS Receipt ID: 1035C-15-15181515%5

2015 MANIFEST 10%54C Regquest BE1LX 201€0304T153355200Z. xml
Transmission Status: N IRS Receipt Status: HNo status defined IRS Receipt ID:

2015 MANIFEST 1054C Request BE1LE 2Z01€0302T00345€785Z.xml
Transmission Status: N IRS Receipt Status: HNo status defined IRS Receipt ID:

2015 MANIFEST 1054C Request BE1LX Z01&0301T00345€785Z.xml
Transmission Status: N IRS Receipt Status: HNo status defined IRS Receipt ID:

2015 MANIFEST 1054C Request BE1LX 201€0224T130837780Z.xml
Transmission Status: ¥ IRS Receipt Status: IRE ACL file accepted with errors IRS Receipt ID: 1055C-15-012345&7

2015 MANTIFEST 1054C Request BBILX 201€0223T12345€785Z.xml
Transmission Status: N IES Receipt Status: No status defined IRS Receipt ID:

2015 MRNTIFEST 1054C Request BBILX Z201&€0222T12345&T785Z_ yml
Transmission Status: N IES Receipt Status: HNo status defined IRS Receipt ID:

2015 MRNIFEST 1054C Request BBEILE Z01&0221T12345&785Z_ xml
| Transmission Status: N IRS Receipt Status: HNo status defined IRS Receipt ID:

ACA IRS Receipts Report

A1.8. Print Employer Copy of 1094-C & 1095-C’s

The Print EMPLOYER Copy of 1094-C & 1095-C'’s (F2, F4, F5) 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.

Several problems have been corrected with the 1094-C:

1. PartIl: More than one Line 22 option can be selected at a time. For example, if a district has
been approved for both box B, Qualifying Offer Method Transition Relief and box C, Section
4980H Transition Relief, now both boxes can be selected. Before, it was not possible to check
more than one box.

2. Part 111, column A: The Minimum Essential Coverage Offer can be "Y' (yes) or 'N' (no) or 'B'
for both. Before the system would only accept "Y' or 'N'.

3. Partll: If Line 22, box C is selected, then Part 111, column E can be 'A' or 'B'. However if
Line 22, Box D is selected, column E should not be considered at all.
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Also, a problem has been corrected on the Employee Counts for 1094-C Error Report. Before, an
incorrect error message was being generated on the Employee Counts for 1094-C Error Report. The
system generated the following incorrect fatal error for an employee who was rehired in the subsequent
calendar year:

"EMPLOYEE BYPASSED BUT ACA1095C RECORD EXISTS. REVIEW PERSONNEL DATA EMPNO: #### ERROR MUST BE RESOLVED"

For example, when reporting for calendar year 2015, this error would occur when an employee’s hire
date was 07/31/2006, the termination date was 05/29/2015, but the rehire date was 01/04/2016. The
system did not handle a rehire date correctly when it was in the subsequent calendar year. This problem
has been corrected.

Another problem has also been corrected on the Employee Counts for 1094-C Error Report. Before, an
employee who was rehired at a later date, after being terminated in the same reporting year, was not
counted as a full time employee correctly on the 1094-C, Part 111, Column C, Total Employee Count.
For example, when reporting for calendar year 2015, an employee who was terminated on 08/31/2015
but was then rehired on 09/01/2015 was not reported correctly as working the entire year. This was
generally a problem when both the termination date and the rehire date were in the reporting year, and
the termination date was BEFORE the rehire date. (In other words, the employee was rehired later in the
same reporting year.) This problem has been corrected.

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. Review this screen carefully and verify the accuracy of the numbers shown.

=1 PCGDIst=8991 Rel=15.0400 03/11/2016 PCW 001 SV CADEVWSYS CASECOND wrirre T [ (S
PRINT 1894-C AND 1895-C's AND CREATE FILE ACAIRSEX

W-2 YEAR: 2815

1894-C, PART III, COL A 1894-C, PART III, COL B 1894%-C, PART III, COL C 1894-C, PART III, COL E

HMINIMUM ESSENTIAL OFFER TOTAL FULL-TIME EHWPS TOTAL EWMP COUNT SECTION 4986H INDICATOR
CALCED OVERRIDE GALCED OUERRIDE
JAN ¥ 221 221 409 409 _
FEB b4 221 221 412 412 _
MAR b4 221 221 414 414 _
APR b4 221 221 416 416 _
HMAY b4 221 221 a9 391 _
JUH b4 221 221 388 388 _
JUL b4 221 221 399 399 _
AuG ¥ 221 221 439 439 _
SEP B 221 221 442 442 _
0cT B 221 221 442 442 _
HOU B 221 221 442 442 _
DEC B 221 221 442 442 _

TOTAL 1895-C FORHMS PRINTED: 223
TOTAL 1@95-C FORMS FILED ON BEHALF OF EMPLOYER: 223

1894-C, PART II, LIHE 22

A. QUALIFYING OFFER HMETHOD

B. QUALIFYING OFFER METHOD TRANSITION RELIEF
C. SECTION 4988H TRANSITION RELIEF

D. 98% OFFER METHOD

<IZzl<I=

=xx% The Override Totals will be printed on the final IRS forms =sxx

ENTER = Continue, F17 = Copy Calced Totals to Override Totals, F16 = Exit Program

Y| 2] 42|, S| | || 16.91.00
7 F|S<::I FI?E;) L H9|p| |

Print 1094-C and 1095-C"s Screen
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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.
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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A2. Financial Accounting and Reporting (FAR) System
A2.1. DE Form 0396-SFS (School Food Service) Report

A new report has been added to the List Summary & Current Month Detail (including DE Form 0396)
Menu (F1, F9, F17). A new DE Form 0396-SFS (School Food Service) report has been added to the
Financial Monthly Reports, as shown below.

_ : -
™ PCGDist—8991 Rel-160200 06/10/2016 PCW 001 SV CADEVSYS CASECOND WHITE [

Monthly Reports MNTHBO58

Enter Period Ending: B6 38 16 (HHDDYY)

Enter ‘X' next to Reports to be Printed:

MRPTUB18 - Detail of Investments
MRPTEB18 - Combined Journal by Bank and Fund

_ MRPTBO28 - Summary of Balances by Bank and Fund
_ MRPTBO3A - Cash Journal by Bank and Date

_  HMRPTRO10 - Revenue Journal Detail

_ MRPTRO28 - Revenue Journal Summary

_  HMRPTE®18 - Expenditure Journal Detail

_  HMRPTE®28 - Expenditure Journal Summary

_  HMRPTE®38 - Expenditure Journal Summary by Function and Object
_  HMRPTJB18 - General Ledger

_  HRPTJO20 - Combined Balance Sheet

_  HRPTHB18 - Revenue and Expenditure Comparison

_ HRPTO328 - DE FORH 0396 {General Fund)

_ HRPTB32S - DE FORH 8396-SFS {School Food Service)

MOTE: The Honthly Reports above have MO ROLL-UP CAPABILITIES

ENTER = Continue, F16 = Reenter/Exit

S " I I I A A A A A A S R L L
FIS«

The new DE Form 0396-SFS report summarizes information for School Food Service funds 600 through
689, and is presented in the same format as the DE Form 0396 for the General Fund. The new DE Form
0396-SFS facilitates reporting when a deficit is present in the School Food Service funds.

Georgia Department of Education
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An example of the DE Form 0396-SFS is shown below.

BEFCRT ID: MEFTO3Z3 SCHOOL FOOD FUND FISCAL YEAR-TO-DATE RERORT PEEE:
EERICD EWD: 05/31/201€ JCHOOL POOD FUND REVERUES

BEGINNING JULY 1, 2015 THROUGH THE END OF MAY, Z01&
91 .€& FERCTENT OF FISCAL YEAR CCOMEPIETE

SCHSOL IY3ITEM: 3MITH CITY BOARD OF EDTCATION

1 ' 1 1 1 EERCENT 1
1 ! 1 11 MOWTHS/EY 16 1 1 [CoL. 3 1
1 ! ITEM 1 ACTIAL 1 1 DIVIDED 1
1 DESCRIFTION ' HIMEER 1 [GENERAL LEDEER] 1 16 FY BUDGET 1 BY (OL_ 4 1
e r—_ —_— —_— —— —
1 (1} ! 12} 1 13} 1 (4} 1 15} 1
e fom I mmm e Immmmm o —1
! REVENUES: ! 1 1 1 1
1 ! 1 1 1 1
1 INVESTMENTS ! 1500 1 204.77 1 410.00 1 £3.46% 1
L I L e L Pmmmmm e —1
1 ! 1 1 1 1
1 HRLES ! 161171622 1 152, 776. €5 1 185, 225,00 1 7H.72% 1
L I L e L Pmmmmm e —1
1 ! 1 1 1 1
! OTHER LOCAL REVENUE ! 1700/ 1998 1 0.00 1 0.00 1 0.00% 1
L I L e L Pmmmmm e —1
1 ! 1 1 1 1
! STATE REIMEURIEMENT ! 251073805 1 26, £44.00 1 35, 000.00 1 TE.13% 1
L R e T fommmm L L fmmmmm e —1
1 ! 1 1 1 1
! FEDERAL REIMEURIEMENT ! 451074513 1 1,013,838.02 1 1,428, 566,00 1 70.97% 1
e fmm I mmm e Immmmm e —1
1 ! 1 1 1 1
! OTHER REVENIE ! 2520/ 2898 1 16, €22.1% 1 28, 500. 00 1 432.20% 1
L I L e L Pmmmmm e —1
1 ! 1 1 1 1
1 UsDa ! 2g00 1 72, 298.07 1 90, 528.00 1 B0.37% 1
L I L e L Pmmmmm e —1
1 ! 1 1 1 1
! OTHER REVENIE ! 2o0s 1 0.00 1 0.00 1 0.00% 1
L fom o g L fmmmmm e —1
1 ! 1 1 1 1
! OTHER 30URCES ! 520075285 1 274 56 1 0.00 1 0.00% 1
e fmm I mmm e Immmmm e —1
1 ! 1 1 1 1
! TOTAL REVENIE ! 1 1 1 1
! /OTHER S30URCES ! £000 1 1,204, 851.26 1 1,788,242.00 1 7T1.85% 1

DE Form 0396-SFS for School Food Service Funds

Georgia Department of Education
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A2.2. DE Form 0396 Control File

The DE Form 0396 Report Control File (F1, F9, F26) has been updated to allow entry of School Food
Service descriptions. This release includes a conversion of the DE Form 0396 Report Control File

within PCGenesis. The conversion program automatically updates the control file to include the School
Food Service control records.

=] PCGDist=8991 Rel=16,02.00 06/10/2016 PCW 001 SV CADEVSYS CASECOND WI-_IIT__ l.":' = éj
" DE FORH 8396 - CONTROL FILE ANNL B35 8

Select the desired DE Form 8396:  DE Form 0396 [General Fund);
" DE Form D396-5F5 (School Food Service)

ENTER-Gontinue F16-Exit

ENTE%J’?
Fig ::I
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A2.3. Financial Monthly Reports

The report headings for all reports produced from the List Summary & Current Month Detail (including
DE Form 0396) Menu (F1, F9, F17) are now standardized so that the left margin of each report clearly
identifies both the Report ID and the Period End Date of the report. This gives the financial reports a
more uniform appearance. The listing below identifies the affected reports, and illustrates the new
heading format for the Financial Reports.

REPORT ID:
PERIOD END:

REPORT ID:
PERIOQD END:

REPORT ID:
PERIOD END:

REPORT ID:
PERIOD END:

REPORT ID:
PERIOD END:

REPORT ID:
DERIOD END:

REPORT ID:
PERIOD END:

REDORT ID:
PERIOQD END:

REPORT ID:
PERIOQD END:

REPORT ID:
PERIOD END:

REPORT ID:
PERIOD END:

REPORT ID:
DERIOD END:

REPORT ID:
DERIOD END:

REPORT ID:
PERIOQD END:

REPORT ID:
PERIOD END:

REDORT ID:
PERIOQD END:

REPORT ID:
PERIOQD END:

REPORT ID:
PERIOD END:

REPORT ID:
PERIOD END:

MRPIVO10
05/31/201¢

MRETEO10
05/31/201%

MRPTEOZO
05/31/201¢

MRETED30
05/31/201¢

MRPTRO10
05/31/201&

MEETROZO
08/31/201¢

MRPTEDLO
05/31/201¢

MRETEDZO
05/31/201%

MRPTED30
05/31/201%

MRPTJO10
05/31/201¢

MRPTJOZO
05/31/201&

MEPTHO10
08/31/201¢

MREBTO3Z0
05/31/2018

MRDTOD3Z0-ERR
05/31/201%

MRPTO3ZS
05/31/201¢

MRPTOZZ5-ERR
05/31/201%

MRPT-FARRRZDZ
05/31/201%

MRPT-EXD0&50-0PEN
05/31/201¢

MRPT-EXPOE50-SELECT

0&/05/2016&

DETLIL OF INVESTMENT ACTIVITY
SMITH CITY BOARD OF EDUCATION

COMEINED JOURNAL EY BANE AND FUND
SMITHE CITY BOARD OF EDUCATION

SUMMARY OF BALANCES BEY BANK AND FUND
SMITH CITY BOARD OF EDUCATION

CASH JOURNAL EY BRNE AND DRTE
SMITH CITY BOARD OF EDUCATION

REVENUE JOURNAL DETAIL
SMITH CITY BOARD OF EDUCATION

REVENUE JOURNAL SUMMARY
SMITHE CITY BOARD OF EDUCLTION

EXPENDITURE JOURNAL DETAIL
SMITH CITY BOARD OF EDUCATION

EXPENDITURE JOURNAL SUMMARY

PAGE: 1
RUN DATE/TIME: Z201&0€01-111%
DLGE: 1
RUN DATIE/TIME: 201&001-111%

DAGE: 1
RUN DATE/TIME: 201e0e01-111%

PAGE: 1
RUN DATE/TIME: Z201&0€01-111%

PRGE: 1
RUN DATE/TIME: 201e0€01-111%5

DLGE: 1
RUN DATE/TIME: 201&0&€01-111%

DAGE: 1
RUN DATE/TIME: Z201&0€01-111%

SMITH CITY EOQARD

EXPENDITURE JOURNAL SUMMARY
SMITH CITY EOARD

GENERAL
SMITH CITY EBOARD

OF EDUCATION

EY FUNCTION AND QEJECT
OF EDUCATION

LEDGER
OF EDUCATION

DLGE: 1
RUN DATE/TIME: 201&0€01-111%
DAGE: 1
RUN DATIE/TIME: 201&001-111%

DAGE: 1

COMEINED EALANCE SEEET
SMITH CITY BOARD OF EDUCATION

REVENUE AND EXPENDITURE COMPARISON
SMITHE CITY BOARD OF EDUCLTION

GENERAL FUND FISCAL YEAR-TO-DATE REPORT
GENERRL FUND REVENUES

*#%% DEQ3ZE-GEN ERROR REDORT ¥+
THE TRRNSACTIONS BELOW

SCHOOL FQOD FUND FISCAL YERR-TO-DATE REPORT
SCHOOL FOOD FUND REVENUES

*#4% DEQD35&-5F5 ERROR REDORT ++++
TEE TRANSACTIONS EELOW

QODEN ACCOUNIS RECEIVAELE EY FUND
SMITE CITY BOARD OF EDUCATION

QOPEN PRYAELES BY FUND AS OF 05/31/1¢

SELECTED PAYRELES BY FUND AS OF 0&/05/1¢

RUN DATE/TIME: Z201&0€01-111%

PRGE: 1
RUN DATE/TIME: 201e0€01-111%5

DLGE: 1
RUN DATE/TIME: 201&0&€01-111%

DLGE: 1

DLGE: 1

RUN DATE: O0&/08/201¢

DAGE: 1

DLGE: 1
RUN DATE: O0&/08/201¢

DAGE: 1
REPORT DATE: 0&-08-201¢ le:04

DAGE: 1

REPORT DATE: 0&/05%/201¢€ ©0B8:45

PRGE: 1

REPORT DARTE: 0&/05/201& 08:47

Georgia Department of Education
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A3. Personnel System
A3.1. Allow Leave to be Posted on a Manual/Void Check Run

For systems with the Enhanced Substitute Pay and Employee Leave System enabled, PCGenesis has
been updated so that employee leave can be posted during a Manual/VVoid Check Run Only. If the
Enhanced Substitute Pay and Employee Leave System is enabled, the Setup Manual/Void Check Run
Only screen (F2, F1, F2) provides an option to allow employee leave to be posted during the
Manual/VVoid Check Run. At the end of the Leave Plan Year, there is the need to be able to enter leave
before the next normal payroll run. This feature will allow users to post any outstanding leave taken by
employees between the last normal payroll run of the leave plan year and the end of the plan year.

Before, if the leave cutoff date for the June payroll run was June 15", and all leave taken through June
15" was posted in the June 30" payroll, users did not have a way to enter the leave taken between June
15™ and June 30™ into the leave system, before running the Plan Year Rollover and the Leave Advance
processes. The option to post leave on a Manual/Void Check Run solves this problem. Even when there
are no manual checks or voids which need to be entered, leave will still be posted as long as the user
executes all of the steps required for a Manual/VVoid Check Run.

Setting the leave option to ‘Y’ will allow employee leave to be entered into the Enhanced Substitute Pay
and Employee Leave System, but will NOT allow substitute pay to be entered during the Manual/Void
Check Run. Substitutes cannot be paid during a Manual/VVoid Check Run from the leave system.

For systems with the Enhanced Substitute Pay and Employee Leave System enabled, the following
screen will be displayed when setting up a Manual/Void Check Run:

B PCGDist=8991 Rel=13.04.00 12/17/2013 PCW 001 S¥ C:\DEVSYS C:\SECOND _|5|£|
PAYCHS 81

Setup Manual/Uoid Check Run Only

This option will process Hanual/Uoid checks without running a Regular Payroll Run.
Payroll Transaction Date: 12/23/2813

The above transaction date represents the date the Payroll transactions
will be posted to the General Ledger accounts during Budget Updates.

Enhanced Substitute Pay and Employee Leave Option:
To post employee leave, enter 'Y' H

Setting the above option to "Y' will allow employee leave to be entered, but
will HOT allow substitute pay to be entered during the Manual/Uoid Check Run.

EMTER=Continue, F16=Exit 13.84.00
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A4. Certified/Classified Personnel Information (CPI) System
A4.1. Upload the 2017 CPI State Salary Schedule

The PCGenesis documentation website provides the PCGenesis CPI Salary Schedule.csv File — 2017.
Supporting documentation at that location provides the corresponding instructions to import the
information into PCGenesis.

A4.2. Cycle 3 Leave Reporting — Enhanced Substitute Pay and
Employee Leave System

For users of the Enhanced Substitute Pay and Employee Leave System, the Create Original Leave of
Absence File procedure (F4, F9, F6) has been updated so that the Original Leave of Absence File is
created from the leave data contained in the Leave History File.

=1 PCGDist=8991 Rel=15.01.00 05/21/2015 PCW 001 SV CADEVSYS CASECOMD wire o= —5
Certified/Classified Personnel Information System CPICPBAY
FKey CFI Report and Data Transmission

1 | -- Data Transmission and CPI In Progress Report
3 | -- CPlIn Progress Report ONLY
Set Up Leave Data for CPl Cycle 3 Reporting [ALL SYSTEMS]:

[Including Enhanced Substitute Pay and Employee Leave Systems]
-- Import Emplovee Leave Data

-- Leawve of Absence File Maintenance
-- Leawe of Absence File Print

51

6 | -- Create Original Leave of Absence File
7
_8 ]

Waster l|serliSt 14.83 .80

e’ | 15 | MoriS | AT, | MEND
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The Create Original Leave of Absence File procedure has been updated so that the user must enter the
Plan Year to use when extracting leave data from the Leave History File, as shown in the screenshot
below. The Create Original Leave of Absence File procedure will automatically pull all leave taken in
the specified plan year into the Leave of Absence File. The data in the Leave of Absence File is then
used to produce the Cycle 3 CPI Transmission File.

B PCGDist=8991 Rel=13.02.00 05/23/2013 PCW 001  C:\DEVSYS C:\SECOND —|=] x|
Create Original Leave of Absence File LUUPLUG
From Leave History File
WARNIHNG?

This program will delete the existing Leave of Absence File, if it already exists.

A new original Leave of Absence File will be created from the Leave History File data.

Enter the PLAH YEAR to be extracted for the Original Leave of Absence File.

Plan year

ENTER = Continue, F16 = Exit without processing 13.02.08

Staff Development leave is now brought over from the Leave History File data. The staff development
leave hours will be created on the Leave of Absence File Maintenance screen with a type code of STAF.
Also, the Create Original Leave of Absence File will now add Sick Bank taken time to Absence Type
SLST.

A4.3. Cycle 3 Leave Reporting — Legacy Leave Systems

An Import Employee Leave Data (F4, F9, F5) option has been added to the Legacy Leave Menu screen
which allows the user to import employee leave data for CPI reporting. The Import Employee Leave
Data procedure allows for the upload of current leave, year-to-date leave, and leave balances via a
comma separated (.csv) file. The completion of this procedure allows these totals to be printed on the
employees’ pay stubs. However, if the user does not wish to print the imported leave data on the
employees’ pay stub, the leave data may be suppressed from printing on the check.
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If leave data is only being imported for the purpose of CPI reporting and is not being imported to print
on checks, the user may go to the Payroll Control Information screen (F2, F13, F3, F9) and set 'Print
Leave on Checks' to 'N' on the Payroll Identification record. This allows users to populate the current
used, year-to-date used, and balance fields for leave without necessarily printing the information on
employees’ pay stubs. This is convenient if the only purpose for loading the leave data is to produce the
Cycle 3 CPI Transmission File.

If leave data has already been loaded during the payroll process from a third party leave management
system, it is not necessary to import leave using this new option.

-
E] PCGDIst=8991 Rel=1501.00 05/21/2015 PCW 001 SV CADEWSYS CASECOND WHI'I'E—IP‘:' (S eS|
Certified/Classified Personnel Information System CPICPBAY

lser

Master

list

FEey

1
L3

bk b

CPI Report and Data Transmission
-- Data Transmission and CPl In Progress Report

-- CPlIn Pr

Set Up Leave Data for CPl Cycle 3 Reporting [ALL SYSTEMS]:

[Including Enhanced Substitute Pay and Employee Leave Systems]

-- Import Employee Leave Data

- - Create Original Leave of Absence File
-- Leawve of Absence File Maintenance
-- Leawe of Absence File Print

| | 14.83.08

ri | 15

Wur@

PAY

HORITOF, | MOHITOR:
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The Create Original Leave of Absence File procedure (F4, F9, F6) has been updated. If leave data has
been imported (F4, F9, F5) or keyed into payroll as described above, the original Leave of Absence File
will be created using leave data from payroll. If leave data has NOT been entered into payroll, the
original Leave of Absence File will be created as an empty file.

The Create Original Leave of Absence File procedure has been updated so that the user must confirm
their intention to run this process. Before, this process would run immediately when the user selected
the Create Original Leave of Absence File option from the menu, with the result that whatever data had
been keyed into the Leave of Absence File could be deleted unexpectedly. Now, the user must confirm
their intention to recreate the Leave of Absence File.

B PCGDist=8991 Rel=13.02.00 05/23/2013 PCW 001  C:\DEVSYS C:\SECOND —|=] x|
Create Original Leave of Absence File PERUSLUA

WARNING?

This program will delete the existing Leave of Absence File, if it already exists.

A new original Leave of Absence File will be created from the payroll check stub leave data.

Continue processing (Y or N} ¥

ENTER = Continue, F16 = Exit without processing 12.02.08

Staff Development leave is now brought over from the payroll leave data. The staff development leave
hours will be created on the Leave of Absence File Maintenance screen with a type code of STAF.
Also, the Create Original Leave of Absence File will now add Sick Bank taken time to Absence Type
SLST.
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A4.4. Cycle 3 Leave Reporting — All Systems

The Data Transmission and CPI In-Progress Report (F4, F9, F1) and the CPI In Progress Report ONLY
(F4, F9, F3) options have been updated so that the leave data extracted in Cycle 3 CPI Transmission File
will be printed on the report. Before, a summary report of the Cycle 3 CPI Transmission File was not
provided. The new report for Cycle 3 will allow users to verify the leave data being sent to the GaDOE
for Cycle 3 CPI reporting.

RUN DATE: 05/23/2013 DROGEAM: CRICM40l1
REPORT TIME: 10:1e:00 CPI DETRATL IN-PROGRESS RERORT DLGE: 5
255 SMITH CITY BOARD OF EDUCATION
S5H EMENO EMPLOYEE MEME CERT CERT ID
CERT CLASS
EMD EMD SICK STLFF VRC OTEER LEV DAY Y¥RE GHI CONTERCT TERMINLT TON
ERSIS BRSIS STER EXP PRRT SRLARY DATE
355028€31 0EB2631 IMIROSE, SHYNTAY (C) 410858
1000 z z Is L3 15 n 53118.00
355088632 OB863Z COSCOREN, DRSHY (ch 458787
- 500 1 1= L1 1z T 25040 .50
555088€35 0B8635 DOZAN, ULZSYES ch 422347
1.130 1 L] Te Lz 14 T TOES0 .00
5550288e45 0B8845 TI4LEY, ST4RNY ch 412243
1.000 7 4 Is 7 10 T S0e28.00
555088e48 0B8648 CASRIER, QU 285514
1.000 Is Lz 13 T 5£341.00
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A5. PCGenesis System Enhancements

A5.1. Update File Reorganization Screens

The File Reorganization screens have been updated on the Financial Accounting & Reporting main
menu (F1, F20), the Payroll System main menu (F2, F20), the Personnel System main menu (F3, F20),
the Certified/Classified Personnel Information System main menu (F4, F20), and the Budget System
main menu (F5, F20).

The reorganization functions have been updated to allow all appropriate PCGenesis files to be
reorganized. Obsolete files have been removed from the reorganization screens, and new files have
been added.

The Financial Accounting & Reporting File Reorganization screen (F1, F20) is shown below:

(1 PCG Dist=8991 Rel-16.0200 06/10/2016 PCWODL SV CADEVSYS CASECOND WHITE ol o= |
___ FARREDRG
Financial File Reorganization
Fkey File Description Fkey File Description
_F1 | ACCOUNT  Budget Master _F17| JEMASTER JE Master File
_F2 | ACCOUNTE General Ledger _F18| MANUALS  Manual Checks
ﬂ ACCOUNTR HRevenue Master ﬂ NAME Account Master
_F4 | asseT Capital Asset File _F20| po Purchase Order File
ﬂ AUDIT Audit File ﬂ POPRINT Purchase Order Print File
_FB | gank Bank File F22| RECEIPT  Receipts
_F7 | BANKMICR  MICR File _F23| RECEIVE  Receivables (A/R)
ﬂ CHEKMSTR Check Master E SHUIFUND  School Mutrtion DE-0106
_F9 | CNVTO046  DE-0046 Conversion F25| SOURCE ~ Revenue Sources
_F10| CONTROL  Control File F26| VENDOR  Vendor File
_F11| CTRLO396  DE-0396 Control _F27| wiFER ‘Wire Transfer

_F12| EXPENSE  Expense (A/P)
F13| FACILTY  Facility File

M INVEST Investment File
_F15| JECONTRL JE Control File

Select Fkey for File, F31=all1, F16=Exit
N R | F2 |F3 F4 | F5 | F6 | F7 | F& | F9 |F1o | F11 | F12 | F13 | F14 | FI5 14.02.88

3| F17 | Fig |F19 F20 | F21 | F22 | F23 | F24 | F25 | F26 | F27 F31

—— — - A

Georgia Department of Education
Richard Woods, State School Superintendent
June 30, 2016 @ 9:00 AM e Page 23 of 34
All Rights Reserved.



Release 16.02.00 — Fiscal Year 16 (FY16) Year-End Updates and Miscellaneous Changes / Installation Instructions

The Payroll System File Reorganization screen (F2, F20) is shown below:

r e — ™y
=1 PCGDist=8991 Rel=16.02.00 06/10/2016 PCW 001 SV CADEVSYS CASECOND WHIT_EE_M

— i
PAYREORG
Payroll File Reorganization |
Fkey File Description Fkey File Description
il ANNUITY Annuity File m MDEDUCT M anual Checks Deductions
il BEMEDED State Health Benefits File &I MPAYROLL Manual Checks
il CHEKMSTR Check Master ﬂl PAYROLL Payroll Master
_F4 | DATEFL Date File F20| pays Pay Schedules
_F5 | ppp Direct Deposits _F21| pDEDUCT  Payroll Deduction File
_F6 | pEDCTL Deduction Control File F22| PREWWOID Previous Pay Voids
il DEDS Deduction File EI TAXES Tanes/Control
_F8 | pEsc Description File F24| yDEDUCT  Void Chk Deduction File
il DESCA Alpha Description File ﬂl VYGROSDAT Void Chk Gross Data
F10| pisTRIB Payroll Distribution _F26| voips Add/Void Checks
ml EMFPCHG Employee Change File ﬂl XGROSDAT Add/Void Grose Data
F12| GARVEN Garnishment Yendor F28| ¥DEDUCT  AddAVoid Deduction File
_F13| GROSSDAT Gross Data File
_F14| HISTORY  History File
F15| MGROSDAT Manual Checks Gross Data
Select Fkey for File, F31=A11l, F16=Exit
“%#| F1 | F2 | F3 | Fa | r5 | F6 | F7 | F8 | Fo [F10 [F1 [F12 [F13 | F1a | Fis | 16.62.00

| F17 | F18 | F19 | F20 | F21 | F22 | F22 | F24 | F25 | F26 | F27 | F28 F30 | F21

The Personnel System File Reorganization screen (F3, F20) is shown below:

rg PCG Dist=8991 Rel=16.02.00 06/10/2016 Pcwmm_vs CASECOND W'I-Il'l'—EiEh_ru1
- PERREDRE
Personnel File Reorganization
Fkey File Description I
ll ACAT095 ACA Employee Data
il ACAIRSD ACA IRS Receipt Detail Data
il ACAIRSR ACA IRS Receipt Header Data
_F4 | DEPENDS  ACA Dependent Data
il HRLAB HR Leave of Absence
il LGROSDAT Leave Input Gross Data
il LVADY Leave Advance Parameters
il LVCLASS Leave Class Code Params
ﬂl LWHIST Leave History
ﬂl L¥INPUT Leave Input
F11| Lysys Leave Type/Reason Codes
ﬂl PERS Personnel
F13| pPROCTL Projection Control
Select Fkey for File, F231=na11, F16=Exit
% F1 | F2 | F3 | Fa | F5 | F6 [ F7 | F8 | F3 [F10 | F1 [ Fi2 |13 | | | 16.82.00

el F30 | F31
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The Certified/Classified Personnel Information System File Reorganization screen (F4, F20) is shown

below:
i ———— ™
Q PCG Dist=8991 Rel=16.02.00 06/10/2016 PCW 001 SV CADEVSYS CASECOMD WHIT_EE¥

CPIREORG

CPI File Reorganization

Fkey File Description
_F1 | crPiFILE CPI CPI File

il CPIPCNTL  CPl CPI Control File
_F3 | CPIXREF  CPI Cross Reference
il DESCTEBL CPl Description Table
il SALSCHED Salary Schedule

Select Fkey for File, F231=na11, F16=Exit
lp e e [F || | | | | | | | | |
el F30 | F31

| 16.62 .08

The Budget System File Reorganization screen (F5, F20) has been added and is shown below:

' e — ™y
=] PCGDist=8991 Rel=16,02.00 06/10/2016 PCW 001 SV CADEVSYS CASECOND WI-IH-EEH‘M

BUDREORG

SAHDBOX File Reorganization

Fkey File Description
_F1 | ANNUITY  Annuity File

_F2 | cPIFILE CPI File

_F3 | DATEFL  Date File

_F4 | DEDCTL  Deduction Control File
il DEDS Deduction File

_FE | GROSSDAT Gross Data File
_F7 | pavROLL
_F8 | ppEDUCT

Payproll Master
Payroll Deduction File

il PERS Perzonnel File
ml TAXES Taxes/Control

Select Fkey for File, F31=a11, F16=Exit
%l F1 | F2 | F3 | Fa | F5 | F6 | F7 | F8 | Fo |Fi0 | | | | |
F30 | F31

| 16.02.008

Fig
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A5.2. PCGenesis Scheduled Backup and Reorganization Task

The PCGenesis file reorganization process has been updated with this release. The reorganization
functions have been updated to allow all appropriate PCGenesis files to be reorganized. Obsolete files
have been removed from the reorganization screens, and new files have been added.

The current PCGenesis file reorganization process has occasional failures when creating the backup
SECONDX directory. Any failure that affects the integrity and availability of data is unacceptable. The
new reorganization process will perform most functions within a program, which provides more control
of the process. It will also create a recap report which will allow the user to verify that the
reorganization process has completed successfully. This will improve reliability and provide feedback
to the user.

Replacing the current backup/reorganization with the new PCGenesis file reorganization process is
optional and requires the user to take steps to disable the current scheduled task, and enable a new
scheduled task. Refer to documentation provided on the PCGenesis documentation website for more
details:

http://www.gadoe.org/Technology-Services/PCGenesis/Documents/Tech 2 Backup Restore.pdf
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Section B: Installation Instructions for Release
16.02.00 Software

B1. Perform a PCGenesis Full Backup

When the prior evening’s backup was successful, and when installing Release 16.02.00 before
performing any work in PCGenesis for the day, proceed to B2. 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 16.02.00”. 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 16.02.00”.

5 Proceed to B2. Install PCGenesis Release 16.02.00.
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B2. Install PCGenesis Release 16.02.00
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 Right-click RELINSTL.BAT and select Run as administrator 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 KA\ SECOND .
InstlPCe
Install PCGenesis Release
16.nn.nn
Installation Action Status
PCGOS 2K 2008
PCGTYPE sv
Check Previous 1n: LI T T S
PCGenesis Status Wu%ﬁ?n;‘?ﬁummammhm Jis
Run'WinZip
PCGUnzip Unizip to fokdec _I
Copy Files Iﬁ Browse.. | | Close l
V' Ovecsnite fles without prompting
Conversion _I“"’“t
Finish Installatis L’
Installation in Process 16.nn.nn
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For PCGenesis Release 16.02.00 successful installations, the following message displays:

M PCGDIst=8991 Current Release 14.04.00 0 03/26/2015 SY 8991 K:\SECOND e ES
InstlPCG
Install PCGenesis Release
16.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>
_ Any Key to Continue 16.nn.0n
Step | Action |
6 Select Enter to close the window.
7 If the installation was successful: Proceed to B3. Verify Release 16.02.00 Was Successfully
Installed.
If the installtion was unsuccessful: Proceed to Step 8.
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A problem message displays if an error occurred:

- POG D291 Curront Redoese 1Lansn & 11AT29M WY T KaCoWn =18
InstlPce
Install PCCenesis Release
16.nn.nn
Installation Action Status
PCCoS 2k 20m3
PCCIYPE sv
Check Previous Install Continue Installation
PCCenesis Status No Active User
PCCUnzip Problen with PCCUNZIP.EXE
Copy Files
Conversion
Finish Installation
@u vith UNZIP Processtt  --  Call nan
Installation in Process 16 .nn.nn

Ste 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:

FEl PCG Dist=7891 Current Release 16.01.00 0 03/14/2016 5¥ 7891 K24 SECOND

CHAMPAYR

Processing System Gonversion for Release 16.nn.nn

Release 16.nn.nn conversion of the file

ACA1895

<: 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:

i PCGDist=7891 Current Release 16.01.00 0 03/14,/2016 5¥ 7891 K:\SECOND

Inst1PCG
Install PCGenesis Release

16.nn.nn
Installation Action Status
PCGOS 2K 2888
PCGTYPE su
Check Previous Install Continue Installation
PCGenesis Status Ho Active User
PCGUNnzip Files Unzipped
Copy Files Files Copied
Conversion Conversion Completed

Finish Installation <: Installation Successful :>

<: Release Table Already Updated :>

Any Key to Continue 16.nn.nn
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Step  Action
11 Proceed to B3. Verify Release 16.02.00 Was Successfully Installed.
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B3. Verify Release 16.02.00 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:

F H-.
El PCGDist=8991 Rel=16.02.00 05/16/2016 PCW 003 SV‘%DEEEﬁ i‘\SECOND WHHE‘ g.i

DEFNRELHM

The Following D.0.E. Releases Have Been Successfully Loaded: 1

DOE 14.61.88 03/26/2014
DOE 14.62.88 8672572014
DOE 14.62.81 08/05/2014
DOE 14.63.88 09/38/2014
DOE 14.83.81 1172472014
DOE 14.684_88 1273172014
DOE 15.681.88 03/31/2015
DOE 15.682.88 07 /07 /2015
DOE 15.683.88 09/38/2015
DOE 15.683.81 1278172015
DOE 15.684_88 1273172015
DOE 16.681.88 03/31/2016
DOE 16.61.81 8571172816
DOE 16.62.88 a6/30/2016

Press {ENTER* or F16 to Exit
12.083.00

Step  Action |
4 Verify Release 16.02.00 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 16.02.00 displays.

If Release 16.02.00 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.

Georgia Department of Education
Richard Woods, State School Superintendent
June 30, 2016 ¢ 9:00 AM e Page 33 of 34
All Rights Reserved.



Release 16.02.00 — Fiscal Year 16 (FY16) Year-End Updates and Miscellaneous Changes / Installation Instructions

B4. Perform a PCGenesis Full Backup After Release
16.02.00 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 16.02.00”.
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