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Overview 
Setting Employee Search Criteria 

Refer to Section B:  Payroll Update Processing, Topic 1:  Setting/Clearing Employee Search Criteria for 

instructions on how to set the employee search criteria. 

The PCGenesis Employee Reports/Labels Menu includes the following options: 

Employee Master Summary Listings*:   Six different sort options are offered for the Employee Master 

Summary Listings.  When the report is sorted by Social Security Number, PCGenesis allows the user to 

produce the report for employees with duplicate Social Security Numbers only.  When multiple Employee 

ID numbers are defined with the same SSN, PCGenesis identifies these employee records as ‘D’ 

(Duplicate) Social Security Numbers. 

Entering the appropriate response within the FICA SW (FICA Switch) field meets the State Health Benefit 

Plan’s (SHBP’s) request to school districts and systems for a listing of employees with a FICA-SW equal 

to ‘N’.  This value indicates that the employee does not contribute to either Old Age Survivor’s Disability 

Insurance (OASDI) or Medicare, and applies to employees hired prior to 1986 who selected that option.   

Employee Hours-Per-Day Listing:  This report lists employees’ pay class, status, name, and the hours-

per-day the employee works.  PCGenesis users may produce the report by employee pay class, or by 

employee name. 

Employee Labels*:  Lists employees’ address information. 

Employee Current Leave Edit Listing:  This report lists current and year-to-date leave balances for the 

State and Local leave categories, only for those employees who have taken current leave. 

Employee Master Detail Listing*:  This report lists the details of all employee information by employee 

name or employee number. 

Employee Direct Deposit Listing*: This report lists direct deposit detail information, and optionally 

produces a comma separated data file (.csv file) with the data from the report.  The user can select to print 

only employees with direct deposit accounts defined, or the user can select to print only employees who do 

not currently participate in direct deposit.  Based on the user’s selection, either the Direct Deposit 

Employees report will be generated or the Non-Direct Deposit Employees report will be generated. 

 

*PCGenesis provides employee address details on these reports. 
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Topic 1:  Print the Employee Master Summary Listings 

1A. Employee Name and Number Sequence 
 

Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

3  Select the appropriate option: 

   (F1 - Print Employee Master Summary Listings: Employee Number Sequence) 

  (F2 - Print Employee Master Summary Listings: Employee Name Sequence) 

  (F3 - Print Employee Master Summary Listings: Location, Class, Employee Name 

Sequence) 

  (F4 - Print Employee Master Summary Listings: Class, Employee Name Sequence) 

  (F5 - Print Employee Master Summary Listings: Account Number, Employee Name 

Sequence) 

Although the screenshot and report examples refer to the “F1 - Employee Number 

Sequence”, these instructions apply to all of the Print Employee Master Summary 

Employee menu selections. 
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The following screen displays: 

 

Step Action 

4  Enter X in the selection field(s) to define the type of employee information to be included 

within the report’s results. 

NOTE:  The FICA SW field will also accept ‘Y’ or ‘M’ or ‘N’ and will only include 

employees with that FICA SW value. 

Valid values for FICA SW field: 

 X  =  Select ALL employees regardless of the FICA SW value  

 Y  =  Select only employees with FICA SW value of ‘Y’ = Yes, FICA/OASDI/ 

 Medicare participant  

 M =  Select only employees with FICA SW value of ‘M’ = Medicare only 

 participant  

 N  =  Select only employees with FICA SW value of ‘N’ = No, does not participate 

 in FICA/OASDI/Medicare  

Entering the appropriate response within the FICA SW field meets the State Health Benefit 

Plan’s (SHBP’s) request to school districts and systems for a listing of employees with a 

FICA-SW = N.  A value of ‘N’ indicates no contribution to either OASDI or Medicare and 

applies to employees hired prior to 1986 who selected that option. 
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Step Action 

5  To set specific search criteria:  Select  (F10 – Set filter condition).  On the Print 

Employee Master Summary Listing Selection Filter screen, make the appropriate selections 

and entries.  Select  (ENTER) to set the filter.  Verify “Filter conditions set.” 

displays.  Select  (Exit) to return to the Employee Master Summary Listing main 

screen.   

Refer to the Payroll System Operations Guide, Section B:  Payroll Update Processing, Topic 

1:  Set/Clear Employee Search Criteria for the instructions on limiting the report results to 

specific search criteria. 

6  Select  (Enter). 
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The following screen displays: 

 

Step Action 

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

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

8  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

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



PCGenesis Payroll System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:34 AM • Page 7 of 41 

All Rights Reserved. 

1A1. Employee Master Summary List – Employee Number Sequence – FICA SW – (X) 

– Example 

The entry of ‘X’ (Select ALL employees regardless of the FICA SW value) in the FICA SW field 

generated the following report results.   

The display of the FICA SW (FICA Switch) field information meets the State Health Benefit Plan’s 

(SHBP’s) request for a listing of employees with a FICASW equal to ‘N’.   

 

The final page of the report lists Active, Inactive, and Overall Employee totals.
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1B. Social Security Number Sequence 

 

Step Action 

1  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F6 - Print Employee Master Summary Listings: Social Security Number 

Sequence). 
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The following screen displays: 

 

Step Action 

3  For Duplicate SSN Results Only:  Enter X in the Duplicates Only field. 

Entering an ‘X’ in the Duplicates Only field allows the user to identify employees who are 

entered into the system using multiple Employee ID numbers with the same Social Security 

number. 

4  Select Enter (Continue). 
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The following screen displays: 

 

Step Action 

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

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

6  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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1B.1. Employee Master Summary List – Employee Social Security Number Sequence –

Example 

 
 

1B.2. Employee Master Summary List – Employee Social Security Number Sequence –

Duplicates Only Example 

 
 

 

 

 

PCGenesis identifies as ‘D’ (Duplicate) Social Security Numbers for those employees 

with multiple employee numbers but with the same SSN. 
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Topic 2: Print the Employee Hours-Per-Day Listings 

 

Step Action 

1  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

2  Select the appropriate option: 

   (F7 - Print Employee Hours-Per-Day Listings: Employee Class Sequence) 

   (F8 - Print Employee Hours-Per-Day Listings: Employee Name Sequence). 
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The following screen displays: 

 

Step Action 

3  For all employees:  Leave the Select Class field blank. 

For a specific pay class:  Enter the payroll class code or select the drop-down selection icon 

  within the Select Class field to select a specific payroll class code for the report. 

4  For Active (A) employees only:  Enter X in the Active Only field. 

For Inactive (I) employees only:  Enter X in the Inactive Only field. 

For ALL employees:  Enter X in the Both field. 

5  To omit employees with zero hours from the results:  Enter X in the Skip employees with 

0 hours field. 

6  Verify the screen’s entries are correct, and select Enter twice. 

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

Enter. 

“** Processing Request **” briefly displays. 
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 The following screen displays: 

 

Step Action 

7  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

8  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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2A. Employee Hours per Day – Name Sequence Report – Example 
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Topic 3:  Print the Employee Labels 

 

Step Action 

1  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

2  Based on the manufacturer’s specifications, insert the labels into the printer’s feeder tray, 

and format the layout for the labels. 

3  Select  (F9 - Print Employee Labels). 
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The following screen displays: 

 

Step Action 

4  Enter X in the Print Options fields to define the type of information to be included in the 

results.   

To include the employee address on the labels, enter X in the Employee Addr field. 

To include the employees’ Pay Location or Work Location, enter X in the appropriate 

field. 

5  Enter X in the appropriate Sort Options field to define the sort order of the labels. 

To sort by employee name, enter X in the Sort by Name field. 

To sort by employee name within payroll class code, enter X in the Sort by Name within 

Class field. 

To sort by employee name within payroll location code, enter X in the Sort by Name within 

Location field. 
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Step Action 

6  Select the appropriate Select Options: 

Enter the payroll class code in the Select Class field to select a specific payroll class code 

for the report or leave the field blank to select all payroll class codes. 

Enter the payroll work location code in the Work Location field to select a specific payroll 

work location code for the report or leave the field blank to select all payroll work location 

codes. 

To print for Active (A) employees only:  Enter X in the Active Only field. 

To print for Inactive (I) employees only:  Enter X in the Inactive Only field. 

To print for ALL employees:  Enter X in the Both field. 

7  Verify the screen’s entries are correct, and select Enter twice. 

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

Enter. 

“** Processing Request **” briefly displays. 
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The following screen displays: 

 

Step Action 

8  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

9  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

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

10  Remove any unused labels from the printer’s feeder tray. 
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3A. Employee Address Labels – Example 
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Topic 4:  Print the Employee Current Leave Edit 

Listing 

 

Step Action 

1  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F10 -Print Employee Current Leave Edit Listing). 
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The following screen displays: 

 

Step Action 

3  To set specific search criteria:  Select  (F10 – Set filter condition).  On the Print 

Employees’ Leave – Set Employee Selection Filter screen, make the appropriate selections and 

entries.  Select  (ENTER) to set the filter.  Verify “Filter conditions set.” displays.  

Select  (Exit) to return to the Print Employee Current Leave Edit Listing main screen.   

Refer to the Payroll System Operations Guide, Section B:  Payroll Update Processing, Topic 

1:  Set/Clear Employee Search Criteria for the instructions on limiting the report results to 

specific search criteria. 

4  Select the radio button to the left of the desired Select sort order option to identify the 

report’s sort order. 

5  Select the radio button to the left of the desired Select print and export options to 

identify the leave buckets (State and/or Local) to print and/or export. 

6  Select the radio button to left of the appropriate response in the Create Leave Detail File to 

Load in Excel? field.   

In order to produce a comma separated data file with the data from the report, select ‘Yes’.  

Otherwise, select ‘No’. 
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Step Action 

7  If creating an export file:  Verify the C:\EXPORT folder exists, or create the folder where 

appropriate. 

8  If creating an export file:  Enter C:\EXPORT\LEAVEccyymmdd.csv in the Enter File 

Name and Path for Export File field, or select  (F15 - Browse for file) to locate the file 

manually. 

9  Select  (Enter) to continue. 

If creating an export file:  If the filename from Step 8 is invalid, the “UNABLE TO OPEN 

LEAVE CSV FILE 35 = File Not Found” error message displays.  In this instance, return to 

Step 7 to enter the correct information. 

10  Select  (Enter). 

“Processing Request” briefly displays where appropriate. 

The following screen displays: 
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Step Action 

11  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

12  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

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

 

4A. Employee Current Leave Edit Report – Example 
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Topic 5:  Print the Employee Master Detail Listings 

 

Step Action 

1  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

2  Select the appropriate option: 

   (F11 - Print Employee Master Detail Listing: Employee Number Sequence) 

   (F12 - Print Employee Master Detail Listing: Employee Name Sequence) 
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For Step 2 - F11 selections, the following screen displays: 

 

For Step 2 - F12 selections, the following screen displays: 
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Step Action 

3  For all employees:  Select Enter (Continue) and proceed to Step 7. 

For one employee:  Enter the employee number or select the drop-down selection icon   

within the Employee Number field to choose the employee’s information. 

For a group of employees: 

• Enter the range of employee numbers in the Employee Number fields. 

• Enter the employee number or select the drop-down selection icon   within the 

Employee Number field to choose the employee’s information, and enter the ending 

employee number in to field. 

4  Enter the payroll class code or select the drop-down selection icon   within the Pay Class 

field to select a specific payroll class code for the report, or leave the field blank to select all 

payroll class codes. 

5  Enter the payroll location code or select the drop-down selection icon   within the Pay 

Location field to select a specific payroll location code for the report, or leave the field blank 

to select all payroll location codes. 

6  Enter the status code in the Active (A) or (I)nactive, or (B)oth field to select those 

employees with a Status Code of active, inactive, or both active and inactive employees. 

Valid codes include: 

 A  - Active 

 I  - Inactive 

 B  - Both 

PCGenesis defaults to B (Both). 

7  Select  (Enter) twice. 

“** Processing Request **” briefly displays. 
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The following screen displays: 

 

Step Action 

8  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

9  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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5A. Employee Master Detail Listing – Example 
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Topic 6:  Print the Direct Deposit Employee Listing 

 

Step Action 

1  Select  (F8 -Employee Reports/Labels Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F13 – Employee Direct Deposit Employee Listing). 
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The following screen displays: 

 

Step Action 

3  To print employees with direct deposit:  Enter D in the Select report option: field. 

To print employees with NO direct deposit:  Enter N in the Select report option: field. 

4  If printing employees with direct deposit: 

For all banks:  Leave the Select Bank Code: field blank. 

For an individual bank:  Enter the bank code in the Select Bank Code: field. 

5  Enter B (Bank) or L (Location) in the Select Sort Sequence field to define the sort order of 

the report. 

6  Enter Y (Yes) or N (No) in the Include Employee Address? field to include, or to exclude 

the employee address information from the report’s results. 

7  Verify the screen’s entries are correct, and select  (Enter) twice. 

If the information is incorrect, select  (F16 – Reenter), make the appropriate 

modifications, and select  (Enter) twice. 
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The following screen displays: 

 

Step Action 

8  Select the radio button to left of the appropriate response in the Create Direct Deposit 

List to Load in Excel? field.   

In order to produce a comma separated data file with the data from the report, select ‘Yes’.  

Otherwise, select ‘No’. 

9  If creating an export file:  Verify the C:\EXPORT folder exists, or create the folder where 

appropriate. 

10  If creating an export file:  Enter C:\EXPORT\EmpDDccyymmdd.csv in the Enter File 

Name and Path for Export File field, or select  (F10 - Browse for file) to locate the file 

manually. 

11  Select  (Enter) to continue. 

If creating an export file:  If the filename from Step 9 is invalid, the “UNABLE TO OPEN 

DirDep CSV FILE 35 = File Not Found” error message displays.  In this instance, return to 

Step 8 to enter the correct information. 

12  Select  (Enter). 

“Processing Request” briefly displays where appropriate. 
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The following screen displays: 

 

Step Action 

13  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature, where appropriate. 

14  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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6A. Direct Deposit Employee Listing by Bank– Example 

The Direct Deposit Employees report is generated when a ‘D’ is entered in the Select report option field 

when running the report.  Note that if the employee has direct deposit accounts defined, but direct deposit 

is not currently enabled for the employee, the account information will be flagged with the label 

‘DISABLE’. 
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6B. Non-Direct Deposit Employee Listing by Location– Example 

The Non-Direct Deposit Employees report is generated when an ‘N’ is entered in the Select report 

option field when running the report.  Note that all employees on the Non-Direct Deposit Employees 

report are flagged with the label ‘DISABLE’ indicating that they are not currently participating in direct 

deposit. 

 


