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PCGenesis Payroll System Operations Guide

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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PCGenesis Payroll System Operations Guide

Topic 1: Print the Employee Master Summary Listings
1A. Employee Name and Number Sequence

Step  Action

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

The following screen displays:

[E] PcGDist=8991 Rel=18.0400 01/14/2019 PCG002 SV CADEVSYS C\SECOND WHITE — O X
Payroll System PaAYHOBBO
FKey Master Henu

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

-- Annual Reports Menu
- - MonthlyfQuarterly/FiscalfBiennial Reports Menu

-- Employee Reports/Labels Menu

- - Update/Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

- - Special Functions Menu

b bklkl kb kbl

- - File Reorganization

Master | B | 15.63.00

8| 5 [ "] DAY, | VEND

Step  Action
2 Select __8 | (F8 -Employee Reports/Labels Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHOOO8

FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_#4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence
Print Employee Hours-Per-Day Listings:
_7 | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- PrintEmployee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08

w8 (1455 | UerdSh ]| BAY | MEND

3 Select the appropriate option:
_1_ (F1 - Print Employee Master Summary Listings: Employee Number Sequence)

_2 | (F2 - Print Employee Master Summary Listings: Employee Name Sequence)

_3 | (F3 - Print Employee Master Summary Listings: Location, Class, Employee Name
Sequence)

_4 | (F4 - Print Employee Master Summary Listings: Class, Employee Name Sequence)

_5 | (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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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND E = IEI!I
PAY12EXT

Employee HMaster Summary Listing

Use F18 to set the selection criteria for the Employee Listing.

Filter not active
Report sort order: Employee number sequence

Enter an "X’ next to items to be included on the report:

Status
Location
Class

Soc Seci
Hire Date
FICA SW

Pay Sched.#t X Pay Type
Contr Amt X Account
Birth Date _ Term Reason
Address _ Term Date
Phone Mo _ ReHire Date

[ T
| I = -

NOTE: FICA SW will also accept *Y' or 'M' or "N' and will
ONLY INCLUDE Employees with that FICA SW value.

F18=Employee Selection, F16=Exit Without Printing

T L S W =Y 12.03.00
Fish Help

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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PCGenesis Payroll System Operations Guide

Step | Action |

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

Employee Master Summary Listing Selection Filter screen, make the appropriate selections
and entries. Select _'Il (ENTER) to set the filter. Verify “Filter conditions set.”

displays. Select ﬂ (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 ﬂl (Enter).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHOOO8

FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_#4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence
Print Employee Hours-Per-Day Listings:
_7 | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- PrintEmployee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08
| 455 | MoriS | DN | MEND

Step Action

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

To print the report via Microsoft® Word: Select _.%l (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

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’.

REPORT DATE: 08/18/2014 EMPLOYEE MALSTER LIST - SMITH CITY BOARD OF EDUCATION DRLCE 3

DROGRIM: DALY1ZPRT *+ EMPLOYEE NUMEEER SEQUENCE *+

EMENO EMDLOYEE NIME/ADDRESS STATUS LOC CLRASS PRY FICR 55N BIETH DT HIEE DT CONTRACT TERM CODE TEEM 0T EEHIRE DT

SCH SW CODE ACOOUNT

SMITH, G& 33333
(95%) 555-2788

87215 3QEIRES, ALEEN L 8014 03 10 Y 355-08-721% 10/01/87 08/01/0% 5, 000.00 12-01-10
380¢ MATH STREET
SMITH, G& 33333
(333} 555-2781

87223 ALZNZ(, EFZEN kR 0111 02 12 Y 955-08-T7223 07/01/78 O8/01/0% 38,78:5.00 S 15100010511000110000111000000
32802 MAIN STREET S 15100010531000110000111000000
SMITH, G4 33333
(9593) 555-2777

87225 LABTON, NISEL L 3050 02 12 ¥ 555-08-T7225 04,/01/85 0L/01/05 41,375.00 07-01-11
3800 MATN STREET S 15402017501000110000111000000
SMITH, G& 33333 S 15402017501000110003050000000
(955} 555-2775

37227 BEEGER, MHELD L B013 42 12 Y 335-08-T227 05/01/08 H 15100053302 6&00186008013000000
3758 MATN STREET
SMITH, GL 33333
(955} 555-2773

87230 SH3ICKLEY, JAIFELYN A 0111 02 12 Y 355-08-7230 03/701/73 08/01/07 45,478.00 S 15100010511000110000111000000
3755 MAIN STREET S 15100010531000110000111000000
SMITH, G4 33333
(9595) 555-2770

87243 ROGENTHAL, BLETON L B010 4¢ 12 ¥ 5355-08-T7243 07,/01/73 07/01/01 €3,345.00 5 15100010111000161003050000000
3782 MATHN STREET 5 15100010211000161003050000000
SMITH, G 33333 S 15100010511000161000111000000
(955) 5552757 S 15100010811000161000101000000

S 15100010411000161000201000000
37245 WA4T, HE4SHEL L 2700 21 10 Y 555-08-T7245 0Z2/01/85 10/01/11 15100010411000161000201000000

3780 MATH STREET
SMITH, G& 33333

(955} 555-2755

The final page of the report lists Active, Inactive, and Overall Employee totals.

*+ TOTAL ACTIVE EMPLOYEES 382 *¥
** TOTAL INACTIVE EMPLOYEES Q **
** TOTAL EMPLOYEES 382 ¥
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PCGenesis Payroll System Operations Guide

1B. Social Security Number Sequence

[E] PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG002 SV CA\DEVSYS C\SECOND WHITE — O X
Payroll System PAYHOBBO
FKey Master Henu

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

-- Annual Reports Menu
MonthlyfQuarterlyf{Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b kbl kb kbl

File Reorganization

Master | B 15.83.00

@] IS | "5 | DA MENR

Step  Action
1 Select __8 | (F8 -Employee Reports/Labels Menu).

Georgia Department of Education
January 10, 2020 e 11:34 AM e Page 8 of 41
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEVSYS C:\SECOND —[=] x|
Payroll 3ystem PAYHOOO8
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_#4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence

Print Employee Hours-Per-Day Listings:
7 | -- Employee Class Sequence
8 | -- Employee Name Sequence

9 | -- Print Employee Labels
10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08

w8 (1455 | UerdSh ]| BAY | MEND

Step Action

2 Select __B_| (F6 - Print Employee Master Summary Listings: Social Security Number
Sequence).
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The following screen displays:

C:\DE¥SYS C:\SECOND

E PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001

Employee HMaster Summary Listing

By Social Security Humber

Enter an '%' to indicate Duplicates Only

_ Duplicates Only

Enter - Continue, F16 = Exit

PCGenesis Payroll System Operations Guide

=l=|x|

PAY13PRT

12.03.00

Ste Action

number.

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

4 Select Enter (Continue).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHOOO8

FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_#4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence
Print Employee Hours-Per-Day Listings:
_7 | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- PrintEmployee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08
| 455 | MoriS | DN | MEND

Step Action

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

To print the report via Microsoft® Word: Select _.%l (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

1B.1. Employee Master Summary List — Employee Social Security Number Sequence —
Example

REPORT DATE: 03/05/2013 EMPLOYEE MASTER LIST - SMITH CITY BORRD OF EDUCATION FRGE

FROGRAM: PRY13FRT *+* EMPLOYEE SOCIAL SECURITY NBR SEQUENCE **
DUF 53N EMFNO  EMFLOYEE NRZME STATUS LOC CLAS3 FAY BIRTH DT HIRE LOT TERM TERM DT REHIRE DT
3CH COLE

993-08-8354 83354 LAVDRUM, JRTEL T 38010 18 24 07/01/74 02/01/02 9 05/01/02

D 999-08-3355 83355 MR6ERY, COGENE T 0101 08 12 09/01/80 08/01/02 9 12s01/03

D 999-08-3355 44444 MR6ERY, COGENE A 0101 08 12 01l/02/12 9 12s01/03
993-08-8356 23356 MCSUGH, RISH T €211 0% 12 07/01/69% 08/01/93 9 08/01/00
999-08-8357 83357 FR4ETT, CO4TESSR T 6211 09 12 04701770 09/01/00 9 06/01/02
999-08-8353 83353 RE3TERIAR, ZA3E A 0302 16 12 01/01/92 08/01/12 9 06/01/02
999-08-3359 83359 SIZGLETARY, COZDIA T 6211 14 12 04701779 01/01/02 9 01/01/04
999-08-3360 23360 BASNEY, MESVIN T 6211 0% 12 08/01/93 9 01/01/00
993-02-3361 23361 BASON, MIZCHEL A 0101 05 12 01/01/83 07/01/07 9 01/01/00

D 3%9-03-3362 23362 BETNIER, COTRINNE A 0102 14 12 08701783 08/01/07 a7/01/08

D 3%9-03-3362 55555 BETNIER, COTRINNE 4 0101 14 12 01/03/13 a7/01/08
993-02-3363 23363 CAGLLES, DR4 L 0302 08 12 10701773 02/01/04 a7/01/08
993-08-8364 23364 DISS, FOSEST I 0302 0% 12 10/01/73 08/01/03 9 02/01/04
993-08-8365 83365 LI4TLEJOHN, DE4NDRER T €211 14 12 02/01/86 02/01/039 9 06&/01/09
993-08-3366 33366 NE3BY, JO3AS T 0302 08 12 05/01/74 08701707 9 05/01/08
993-08-8367 283367 NUZENT, DEZERR T 0101 05 12 04701779 08/01/04 & 03/01/05
999-08-3363 83363 FPUSLIAM, MOSTON A 0101 10 12 10/01/67 09/01/00 & 03/01/05
999-08-8369 83369 TOSH, EL3ONCR A g211 09 12 08/01/67 08/01/12 6 03/01/05

1B.2. Employee Master Summary List — Employee Social Security Number Sequence —
Duplicates Only Example

REFCRT DRTE: 03/05/2013 EMPFLOYEE MASTER LIST - SMITH CITY BOARRD OF EDUCATICN EAGE
PROGRRM: BAY13FRT *+* EMPLOYEE SOCIAL SECURITY NER SEQUENCE *+*
jhi) 55N EMFNO  EMPLOYEE NAME STATUS LOC CLASS PRY BIRTH DT HIRE DT TERM TEEM DT REHIRE DT
SCH CCDE
D @99-03-3355 88355 MRGRY, COGENE T 0101 08 12 0%/01/30 03/01/02 9 12/01/03
D p99-03-3355 44444 MRGRY, COGENE A 0101 08 12 01/02/12 9 12/01/03
D p99-03-3362 58362 BETNIER, COTRINNE R 0102 14 12 03/01/33 08/01/07 07/01/03
D p399-08-8362 55555 BETNIER, COTRINNE L 0101 14 12 01703713 07/01/03
** TOTAL ACTIVE EMPLOYEES 3 **
** TOTAL INACTIVE EMFLOYEES 1 *%
** TOTAL EMFPLOYEES 4 **

—— PCGeunesis identifies as ‘D’ (Duplicate) Social Security Numbers for those employees
with multiple employee numbers but with the same SSN.
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PCGenesis Payroll System Operations Guide

Topic 2: Print the Employee Hours-Per-Day Listings

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 SV CA\DEVSYS CASECOND WHITE O x
Payroll System PAYHODOO
FKey Master Menu

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

-- Annual Reports Menu
- - Monthly/Quarterly/Fiscal/Biennial Reports Menu

-- Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

- - Special Functions Menu

b Ebkikl kb bbb

- - File Reorganization

Master | Voo 15.63.00

1 Select __8_| (F8 -Employee Reports/Labels Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHOOO8
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_#4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence
Print Employee Hours-Per-Day Listings:
_7 | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- PrintEmployee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08

w8 (1455 | UerdSh ]| BAY | MEND

2 Select the appropriate option:
_7_| (F7 - Print Employee Hours-Per-Day Listings: Employee Class Sequence)

_8 | (F8 - Print Employee Hours-Per-Day Listings: Employee Name Sequence).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND = IEI!I
PAY14EXT

Options for 'Employee Hours Per Day' Report

Select Class: v| {Leave blank for ALL})
Active Only: X -OR- Inactive Only: _ -0OR- Both: _

Skip employees with 8 hours: _  (Enter 'X' to skip)

=% Press ENTER to continue #x Press F16 to Exit == 12.83.88

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 (1) 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:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND —[=] x|
Payroll 3ystem PAYHOOO8

FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_#4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence
Print Employee Hours-Per-Day Listings:
_7 | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- PrintEmployee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08
| 455 | MoriS | DN | MEND

Step Action

7

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

To print the report via Microsoft® Word: Select _.%l (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A. Employee Hours per Day — Name Sequence Report — Example

REFORT DRTE 03/05/13 EMFLOYEE HOURS-FER-DAY BY NAME FAGE 1
CLASS STRTUS HAME HOURS-FER-DRY

05 iy AB3EU, ET3RN D 2.000
0a A RE4EY, LI4LIAM 2.000
09 Y RD4TIR, CE4ESTA

17 A AG9ILERZ, JOQSUE 3.830
13 iy ALGEY, SRAGE

11 iy ATSRARD, RISARRDA 3.000
10 iy REMZROSE, BEZHRNIE 8.000
14 iy ANZLIN, DEZETRIUS 5.000
05 iy RPSLEGATE, ELSIOT 8.000
11 A RR3E, JA3ZEELYN g.000
13 iy AR3ETT, SY3NEY
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Topic 3: Print the Employee Labels

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHMOOBO
FKey Master Henu

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

-- Annual Reports Menu
Monthly/Quarterlyf{Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b kbl bk kbl

File Reorganization

Master | Useny 15.63.00

re®| IS | "5 | DA | MENR

Step  Action
1 Select __8 | (F8 -Employee Reports/Labels Menu).
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The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEYSYS C:\SECOND =1 x|
Payroll System PAYHOBOO88
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence
Print Employee Hours-Per-Day Listings:
_Z | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- Print Employee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:

11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Master | V5214 | | 98_02.00

3| 15 |1z DAY | YEND
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 9| (F9 - Print Employee Labels).
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The following screen displays:

= PCGDist=6991 Rel=13.01.00 03/01/2013 PCW 001 CHDEYSYS C:\SECOND _IE’IEI
LABELOPT
Options for Employee Labels
Please Enter 'R' in appropriate boxes:
————————————————————— PRINT OPTIONS -—--—————————————————
Employee Hame: X
Employee Addr: _
Pay Location: _ -0OR- Work Location: _
—————————————————————— SORT OPTIONS —————-———————————————
Sort by Mame: _ -0OR- by Name within Class: _
-0R- by Hame within Location: _
————————————————————— SELECT OPTIONS —-———-—————————————
felect Class: _ (Leave blank for ALL}
Select Pay Location:
-0R- Work Location:
Active Only: & -OR- Inactive Only: _ -0OR- Both: _
#% Press ENTER to continue #* Press F16 to Exit ==
12.83.688

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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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:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEYSYS C:\SECOND =1 x|
Payroll System PAYHOBOO88
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:

1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
_3 | -- Location, Class, Employee Name Sequence
_4 | -- Class, Employee Name Sequence
_5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence

Print Employee Hours-Per-Day Listings:

_Z | -- Employee Class Sequence
_8 | -- Employee Name Sequence
_9 | -- Print Employee Labels
_10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence

AN
12 | -- Employee Name Sequence
a3

13 | -- Employee Direct Deposit Employee Listing

Master | V5214 | | 98_02.00

3| 15 |1z DAY | YEND
Step  Action

8

To print the report via the Uqueue Print Manager: Select mﬁl (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

10 Remove any unused labels from the printer’s feeder tray.
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101
LB3EU, ET3LN D
2072 MAIN STREET
SMITH, GRL

6211
LDAIR, CE4ESTL
1043 MAIN STREET
SMITH, GRL

102
LLEEY, SREE
2584 MRIN STREET
SMITH, GRL

101
LMZROSE, BEZHANIE
1174 MAIN STREET
SMITH, GL

302
LPILEGATE, EL3IOT
2133 MAIN STREET
SMITH, GL

3A. Employee Address Labels — Example

33333

33333

33333

33333

33333

302

LBAEY, LI4LIAM
1920 MAIN STIREET
SMITH, GL

101

LGOILERL, JOSUE
2559 MAIN STREET
SMITH, GL

302

LLSARD, RISARDR
1335 MAIN STREET
SMITH, GL

302

LN2ZLIN, DEZETRIUS
2071 MAIN STREET
SMITH, GRL

102

LR3E, JRIKELYN
1732 MAIN STREET
SMITH, GRL
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Topic 4: Print the Employee Current Leave Edit
Listing

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 SV CADEVSYS CASECOND WHITE O x>
Payroll System PAYHOOOO
FKey Master Henu
1_| -- Payroll Setup Menu
2 | -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4_| -- Annual Reports Menu
5 | -- Monthly/Quarterly/Fiscal/Biennial Reports Menu
8 |-- Employee Reports{Labels Menu
9 _| -- Update/Display Description/DeductionfAnnuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | -- Update/Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization
Master | Vsery 15.983.00
e8| 5P | i | EON, | MEND

Step  Action
1 Select __8 | (F8 -Employee Reports/Labels Menu).
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The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEYSYS C:\SECOND =1 x|
Payroll System PAYHOBOO88
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
_1 | -- Employee Number Sequence
_2 | -- Employee Name Sequence
-- Location, Class, Employee Name Sequence
-- Class, Employee Name Sequence
-- Account Number, Employee Name Sequence
-- Social Security Number Sequence

el

Print Employee Hours-Per-Day Listings:
7 | -- Employee Class Sequence
8 | -- Employee Name Sequence

9 | -- Print Employee Labels
10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Master | V5214 | | 98_02.00

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

Step  Action
2 Select _10_| (F10 -Print Employee Current Leave Edit Listing).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEYSYS C:\SECOND =1 x|
Print Employee Current Leave Edit Listing PAYPE182

Use F18 to set the selection criteria for the Leave Listing.
Filter not active

Select report sort order:

& Mork location, Class, Name! " Employee Class. Work location, Mame " Employee Hame
 Waork location, Mame " Employee Clasz, Mame " Employee Number
" WWork location. Employee Humber " Employee Class. Emplovee Humber

Select print and export option:
& Print BOTH STATE and LOCAL buckets
" Print onlp STATE buckets
" Print only LOCAL buckets

Create Leave Detail File to Load in Excel?
* Mo
T Yes

Enter the Export file Path and Hame {e.g. C:\EXPORTA\LEAVECYHD.CSU)
or F15 to Browse for File

C-A\EXPORT\I FAVEZ28138381.C3U
HOTE: DIRECTORY Hust Already Exist

F18=Employee Selection, F15=Browse for Export File, F16=Exit Without Printing

EN“'V Fl'% Fz‘% FiOY n;& 12.83.688
FIS« Help
3 To set specific search criteria: Select _|F1°T (F10 — Set filter condition). On the Print

Employees’ Leave — Set Employee Selection Filter screen, make the appropriate selections and
entries. Select _""l (ENTER) to set the filter. Verify “Filter conditions set.” displays.
Select ﬂ (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.

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.

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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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 ﬁl (F15 - Browse for file) to locate the file
manually.

9 Select _‘fl (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 ﬂl (Enter).

“Processing Request” briefly displays where appropriate.

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/01/2013 PCW 001 C:\DE¥SYS C:\SECOND —[=1xl
Payroll System PAYHOBOS
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
-- Employee Number Sequence
-- Employee Name Sequence
-- Location, Class, Employee Name Sequence
-- Class, Employee Name Sequence
- - Account Number, Employee Name Sequence
- - Social Security Number Sequence

blEERE

Print Employee Hours-Per-Day Listings:

7 | -- Employee Class Sequence

8 | -- Employee Name Sequence

9 | -- Print Employee Labels

10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence

1|
12 | -- Employee Name Sequence
13

13 | - - Employee Direct Deposit Employee Listing

Mastar umlist ag.02.08

e’ | (MG | MoriS | AR | MEND
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11 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select _.%l (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

4A. Employee Current Leave Edit Report — Example

REPORT DRTE: 01/14/2019 CURRENT LEAVE EDIT REPCRT - ONLY STATE BUCEETS PRGE: 1
REPORT TIME: 10:03 SORTED BY EMPLOYEE CLASS, NAME PROGRAM: PRYPRIOZ
Filter set: Class,3tatus

EMPNO EMPLOYEE NAME CLASS WE LOC JOB STAT SICK PERSONAL VRCATION OTHER W/C PRY STAFF SCE BNE

87877 AB4EY, LE4NARD 07 0189 104 2 35.50 0.00 0.00 o.00 o.00 0.00 0.00 STATE BRL
1.00 o.o00 o.o00 o.00 1.00 2.00 0.00 STATE CUR
1.00 o.o00 o.o00 o.00 1.00 2.00 0.00 STATE YTD

88105 ACY9ER, NUSIA 07 0111 100 A o.o00 o.o00 3.00 2.00 o.00 0.00 0.00 STATE BRL
0.00 0.00 Z.00 1.00 0.00 0.00 0.00 STATE CUR
o.o00 o.o00 2.00 1.00 o.00 0.00 0.00 STATE YTD

87511 ADYISCN, HUYTER 07 0189 103 2 19.75 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE BRL
2.00 o.o00 o.o00 o.00 o.00 2.00 0.00 STATE CUR
2.00 o.o00 o.o00 o.00 o.00 2.00 0.00 STATE YTD

87750 AL3CER, PR3THENIA 07 0108 108 &R 48.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
3.00 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE CUR
3.00 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE YTD

89587 AL4RECHT, CA4MELO 07 0103 103 2 73.25 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE BRL
2.00 o.o00 o.o00 o.00 o.00 3.00 0.00 STATE CUR
2.00 o.o00 o.o00 o.00 o.00 3.00 0.00 STATE YTD

83447 ALEEY, SREE 07 0lo0oe 130 2 27.25 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE BRL
2.00 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE CUR
2.00 o.o00 o.o00 o.00 o.00 0.00 0.00 STATE YTD
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Topic 5: Print the Employee Master Detail Listings

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHMOOBO
FKey Master Henu

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

-- Annual Reports Menu
- - Monthly/Quarterly/FiscalfBiennial Reports Menu

-- Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

-- Special Functions Menu

b kbl bk kbl

- - File Reorganization

Master | Useny 15.63.00

re®| IS | "5 | DA | MENR

Step  Action
1 Select __8 | (F8 -Employee Reports/Labels Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEYSYS C:\SECOND =1 x|
Payroll System PAYHOBOO88
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
-- Employee Number Sequence
-- Employee Name Sequence
-- Location, Class, Employee Name Sequence
-- Class, Employee Name Sequence
-- Account Number, Employee Name Sequence
-- Social Security Number Sequence

BBEERE |

Print Employee Hours-Per-Day Listings:

7 | -- Employee Class Sequence

8 | -- Employee Name Sequence

9 | -- Print Employee Labels

10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence

AN
12 | -- Employee Name Sequence
a3

13 | -- Employee Direct Deposit Employee Listing

Master | V5214 | | 98_02.00

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

Step  Action

2 Select the appropriate option:
11| (F11 - Print Employee Master Detail Listing: Employee Number Sequence)
12| (F12 - Print Employee Master Detail Listing: Employee Name Sequence)
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For Step 2 - F11 selections, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 35V CANDEVSYS CASECOMND WHITE - O X

PAYEMPDT
Emp Loyee—ia petad isting
* Number Sequence

To print a detail listing for ALL employees, leave the fields below blank, and press ENTER
- or -

enter the following for a detail listing on a selected group of employees, and press ENTER.

Employee Humber : *| to

Pay Class: __
Pay Location:

(A)ctive, (I)nactive, or (B)oth: B

ENTER = Continue, F16 = Exit
L I =) o v i g = | S P P 1 R 19.63.01

L | =1 I Help

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

E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE - O >

PAYEMPDT

Employee N or—Rotad isting

To print a detail listing for ALL employees, leave the fields below blank, and press ENTER

- oF -

enter the following for a detail listing on a selected group of employees, and press ENTER.

Employee Number: »| to

Pay Class: __
Pay Location:

(A)ctive, (I)nactive, or (B)oth: B

ENTER = Continue, F16 = Exit
i LGS I = s e i = | S PP o PR 4 EEl 19.63.01

= Help
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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:

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

e 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.

S5 Enter the payroll location code or select the drop-down selection icon =l 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
| - Inactive
B - Both

PCGenesis defaults to B (Both).

! Select ¥ (Enter) twice.

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

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEYSYS C:\SECOND =1 x|
Payroll System PAYHOBOO88
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
-- Employee Number Sequence
-- Employee Name Sequence
-- Location, Class, Employee Name Sequence
-- Class, Employee Name Sequence
-- Account Number, Employee Name Sequence
-- Social Security Number Sequence

blebbE |

Print Employee Hours-Per-Day Listings:

7 | -- Employee Class Sequence

8 | -- Employee Name Sequence

9 | -- Print Employee Labels

10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence

AN
12 | -- Employee Name Sequence
a3

13 | -- Employee Direct Deposit Employee Listing

Master | V5214 | | 98_02.00

3| 15 |1z DAY | YEND
Step  Action

8 To print the report via the Uqueue Print Manager: Select mﬁl (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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5A. Employee Master Detail Listing — Example

REPORT ID: PAYE
RUN DATE: 01/1
IMPLOYEE NO: 88493
CERTIFICATE L

EMPLOYEE NAME:
STREET:
CITY/STATE:
ZIP:
TELEPHONE:

FED: MAR: M 2020
STATE: MAR: B

PAY SCHEDUL
TRS GR ADJ AMT/
DENSION C

DD BANK CODE: €

FND F PRGM ENCT
100
100
100
100
100

100

1081
2111
2211
1083
2113
2213

0 1000
0 1000
0 1000
0 1000
a 1000
0 1000
ANNUITY
ANNUITY

#l:
#4:

DED 0
DED 0

DEDUCTION CODE

MPDT
0/2020

S0C SEC:

EVEL:
ADYISON

SMTITH,
33333

999-555-1552

W-4:

E ¥: 12

PCT:
ODE: 2

4 oD

OBJCT

11000
11000
11000
11000
11000
11000

1/co 01
0/co o0

T4

YEARS QF STATE EXPERIENCE:

999-08-3498

¢, IS9IAH
2526 MAIN STREET

GR

0.0000

Y EXEMPT:
ALLOW:

INCLUDE ON CPI? Y

00
M-1 D-02

PAY CYCLE:

SALARY:

PENSION AMT/PCT:

BANK ACCT: 10011 1111 111408

FCTY

0z01
0z01
0z01
0z01
0201
0z01

ADDT'L TYPE
000000
000000
000000
000000
000000
000000

mwmnmn

DEDUCTION DESCRIPTION
FED W/H TBX

GA INCOME T&X

VENDOR 00001e

VENDOR 005949

1

PAY CLASS:

W/H CD:
W/H CD:

4533.58

EMPLOYEE MASTER LIS
EMPLOYEE NAME SEQ

01 PAY LO

23 YEARS OF

BIRTH DATE:

HIRE DATE:

REHIRE DATE:

TERMINATION DATE:
HISPANIC: N

1 AMT:
0 AMT:

50.00

0.00
FEDERARL SWITCH: Y
CONTRACT: 544
0.0800 CONTRACT

DD BANK TYPE:

payY REC oT
RATE HOURS HOURS
0.000 0.00 0.00
0.000 0.00 0.00
0.000 0.00 0.00
0.000 0.00 0.00
0.000 0.00 0.00
0.000 0.00 0.00

#2: DED 02/CO 00

#5: DED 00/co 00

DEDUCTION AMOUNT

TING DETAIL DPAGE: 1
UENCE
CATION: 0201 WORK LOCATION: 0201 JoB: 003 STATUS: 2
LOCAL EXPERIENCE: 1
3/01/1958 MARITAL STATUS: M SEX: F ETHNIC: 02
8/03/2017 SICK BANK: N EEO5 JOB: RAO6
HOURS PER DAY: 8.000 GHI PARTICIPANT: N
TERM REASON: ELIG FOR REHIRE: Y
RACE CODES: WHITE
2 JOBS: Y DEPEND: 98765.43 OTHER: 54321.12 DEDUCT: €5432.10
STATE SWITCH: Y  FICA SWITCH: ¥ RETIRE SWITCH: ¥
03.00 STATE: 5125%1.00 LOCAL: 311z2.00 OTHER: 0.00
MONTH: 10 SERVICE: 1 'NO PENS' CODE: 00
C DD METHOD: P DD AMT/%: 1.0000
REG ar CONTRACT FICA RETIRE GHI
GROSS GROSS GROSS GROSS GROSS DISTS
1966.16 0.00 0.00 0.00 0.00 .0000
598.40 0.00 0.00 0.00 0.00 )
1709%.70 0.00 0.00 0.00 0.00 )
119.29 0.00 0.00 0.00 0.00 .0000
36.31 0.00 0.00 0.00 0.00 .0000
103.73 0.00 0.00 0.00 0.00 .000o0
#3: DED 00/co 00
CREDIT UNION: (0000000000000 SECTION 125: ¥

DEDUCTION ADJUSTMENT

cooo

DEDUCTION FLAG

EMPLOYER FLAG

=E e
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PCGenesis Payroll System Operations Guide

Topic 6: Print the Direct Deposit Employee Listing

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 5V CADEVSYS CASECOND WHITE - O X
Payroll System PAYMOOBO
FKey Haster Henu

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

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

Employee ReportsfLabels Menu

Update/Display Description/Deduction/Annuity M
Earnings History Menu

Check Reconciliation Menu

Update{Display Payroll Monitor

Special Functions Menu

o EoEEl b b

File Reorganization

Master | Bse 15.03.00

| IS | "5 | SN[ VEND

Step  Action
1 Select __8 | (F8 -Employee Reports/Labels Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCWO001 C:\DEYSYS C:\SECOND =]
Payroll System PAYHBOBS
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
1 | -- Employee Number Sequence
L2 | -- Employee Name Sequence
L3 | -- Location, Class, Employee Name Sequence
L% | -- Class, Employee Name Sequence
5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence

Print Employee Hours-Per-Day Listings:
7 | -- Employee Class Sequence
8 | -- Employee Name Sequence

9 | -- Print Employee Labels
10 | -- Print Employee Current Leave Edit Listing

Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence

13 | -- Employee Direct Deposit Employee Listing

Master | Useriq | | 98 .02 .00

FIS* ll"% = MOPI\ﬁT\OrR FORITOF,

Step  Action
2 Select _13_| (F13 — Employee Direct Deposit Employee Listing).
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 SY¥ C:\DEYSYS C:\SECOND = IE'ILI
PAYPE1 B
Employee Direct Deposit Listings
Select report option: {N/D) (Enter 'N' to print employees with NHD direct deposit)

(Enter ‘D' to print direct deposit employees)

If option 'D', select bank code: _ {Leave blank to print all banks)

Select sort sequence: (B/L) (Enter 'B' to sort by bank, employee name)

{Enter 'L' to sort by location code, employee name)

Include employee address? _ (Y or H)

ENTER = Validate, F16 = Exit

:Ntzv 14.083.088
FIS*
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.

ENTER
Verify the screen’s entries are correct, and select _"l (Enter) twice.

If the information is incorrect, select ﬂ (F16 — Reenter), make the appropriate
modifications, and select _(l (Enter) twice.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001 CHDEYSYS ChSECOND ;Iilil
PAYPR185
Direct Deposit Bank Employee List
Create Direct Deposit List to Load in Excel?
&= Ho!
© Yes
Enter the Export file Path and Hame (e.g. C:\EXPORTAEmpDDCYHMD.CSU
or F18 to Browse for File
C:A\EXPORTNEmpDD2A136381.C5V
HOTE: DIRECTORY HMust Already Exist
Enter=continue, F108=Browse, F16=Exit 132.61.080
ENYEV F1|]
FIS*
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 (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 E (Enter).

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

B PCGDist=8991 Rel=13.01.00 03/01/2013 PCW 001  C:\DEVSYS C:\SECOND =]
Payroll System PAYHBOBS
FKey Employee Reports/Labels Henu

Print Employee Master Summary Listings:
1 | -- Employee Number Sequence
L2 | -- Employee Name Sequence
L3 | -- Location, Class, Employee Name Sequence
L% | -- Class, Employee Name Sequence
5 | -- Account Number, Employee Name Sequence
_6 | -- Social Security Number Sequence

Print Employee Hours-Per-Day Listings:

7 | -- Employee Class Sequence
8 | -- Employee Name Sequence
9 | -- Print Employee Labels
10 | -- Print Employee Current Leave Edit Listing
Print Employee Master Detail Listings:
11 | -- Employee Number Sequence
12 | -- Employee Name Sequence
13 | -- Employee Direct Deposit Employee Listing
Master | Useriq | | 98 .02 .00

FIS* ll"% = MOPI\ﬁT\OrR FORITOF,

Step | Action

13 To print the report via the Uqueue Print Manager: Select mﬁl (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(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’.

EEPORT ID:
EEPORT DATE:

0111

0111

0111

2010

0111

0111

0101

8014

3050

8010

EMPLOYEE
LOC NUMEER

088127

085054

085253

0850&8

085058

0881€8

087835

088

2

]
R

088738

08834&

BLYPE10S/PRAYPRIOS

08/18/2014

EMPLOYEE NAME

LNZER, TAZ
2289 MATN STREET
2830 MRIN STEEET
SMITH, GA 23333
D3M, Sh3
1317 MRIN STEEET
SMITH, GA 23333
LRATS, RE4NALDO
757 MAIN STREET
SMITH, GA 23333
LSSCRAFT, JASTER
1343 MRIN STREET
SMITH, Gh 23333
LSTER, GETEVIVE
1353 MRIN STREET
SMITH, Gh 23333
LSSTON, YVINE
2848 MRIN STREET
SMITH, GA 23333
BLZDOA, JOZQUIN
3178 MRIN STREET
SMITH, Gh 23333
BL3E, FLARLRIE
2734 MRIN STEEET
SMITH, Gh 23333
BRAROW, QUANTON
2216 MRIN STREET
SMITH, Gh 23333
EETKETT, TOTRIE
2087 MRIN STEEET
2088 MRIN STEEET
SMITH, GA 23333

DIRECT DEPOSIT EMPIOYEES BY EBANE

50C SEC ooe LCCT ACCT

NUMEER ENAELE? TYPE NUMEER
9595-08-8127 C 11 1111
955-08-50%4 C 11 1111
955-08-5253 C 11 1111
955-08-50&8 C 11 1111
955-08-5058 C 11 1111
955-08-81&8 C 11 1111
955-08-783% C 11 1111

111327

111225

111204

111223

111231

111322

11135¢

955-08-8222 DISREIE C 12345678%501234567

9595-08-8738 DISREIE C 11 1111

9595-08-894¢ C 11 1111

11125¢

111245

COLOE

01

01

01

01

01

01

01

01

01

01

FLEMERS &

FLEMERS &

FLEMERS &

FLEMERS &

FAEMERS &

FAEMERS &

FAEMERS &

FLEMERS &

FLEMERS &

FLEMERS &

REBORT

MERCHRNTS

MERCHRENTS

MERCHRENTS

MERCHRENTS

MERCHRNTS

MERCHRNTS

MERCHRNTS

MERCHRNTS

MERCHRNTS

MERCHRNTS

PAGE -
TIME:

05:44
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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.

EEPORT ID:
EEPORT DATE:

LoC

0201

0201

0201

0Z01

0201

0201

0201

0Z01

0Z01

0201

0201

EMPLOYEE

HUMEER

085330

088733

083663

089806

085730

088115

085331

085426

087852

088353

082473

PAYDELOS/DAYPRIOS
08/18/2014

EMPLOYEE NRME

BETGMEN, SHTRAEN
1075 MAIN STREET
SMITH, Gh 33333
BO4DS, KD4TNEY
2281 MAIN STREET
SMTITH, GA 33333
BUSNEEM, AZSIE
1337 MRIN STREET
SMTITH, GA 33333
EASLY, WE3DOLYN
1133 MRIN STREET
SMTTH, GA 33333
GRSER, MBRSLIN
1225 MRIN STREET
SMTITH, Gh 33333
HEé, LEGARD
2302 MAIN STREET
SMITH, GA 33333
HOECK, ALEISHR
1678 MAIN STREET
SMITH, GA 33333
KETSEY, MITLY
1581 MRIN STREET
SMTTH, Gh 33333
ENSTT, WISFREDO
3165 MRIN STREET
SMITH, Gh 33333
MCSENDON, DESAYNE
2015 MRIN STREET
SMTITH, Gh 33333
BASISH, FLETCHER
2543 MAIN STREET
SMITH, GA 33333

NON-DIRECT DEBOSIT EMPLOYEES EY LOCATION

S0C SEC

NUMEER

553-08-9530

5553-08-8733

595-08-9663

999-08-980¢&

595-08-9780

5553-08-8115

595-08-9331

999-08-942¢

395-08-7852

995-08-83533

555-08-8473

ooe

ENLELE?

DISAELE

DISAELE

DISLELE

DISLELE

DISLELE

DISAELE

DISLAELE

DISLELE

DISLELE

DISLELE

DISAELE

LCCT
IYPE

ACCT
HUMEER

COLDE

EANE NRLME

DAGE:
REBORT TIME:

3
09:438
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