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Overview 
Payroll check reconciliation includes comparing the school district’s or system’s payroll checks to its 

bank statement, and canceling the items that have been processed by the bank from PCGenesis.  This 

process includes the following procedures where appropriate: 

 Displaying payroll checks and direct deposits to view detail information about the checks and direct 

deposits contained in the CHEKMSTR file. 

 Updating payroll checks and direct deposits by changing or reversing the status of Open checks and 

direct deposits. 

 Removing payroll checks and direct deposits from the CHEKMSTR file to clear issued, canceled, 

and/or voided checks, and all direct deposits regardless of status from PCGenesis.  A PCGenesis 

Data backup must be performed before payroll checks or direct deposits are removed. 

 Printing the payroll check reconciliation reports provides a listing of all payroll checks that have been 

issued, and as well as those that have been cancelled or voided. 

An Exceptions Report listing the range(s) of items entered on the Check Reconciliation Entry screen will 

be automatically generated when a range of payroll checks have been reconciled. Where appropriate, 

cancelled payroll checks and direct deposits, and the payroll checks, direct deposits, and ranges that were 

not cancelled will also be included. Non-cancelled items may include those items that were excluded 

from the ranges entered, were not issued, or those that have already been cancelled. 

The Check Reconciliation Listing lists checks for a specific bank or for all banks and may include all 

checks or a specific type (status) of check within a specified date range. The listing also provides 

numerical and dollar amount totals for cancelled, voided, and issued checks and overall totals. 

In addition to the information provided on the reconciliation report, the Check and/or Direct Deposit 

Registers also include direct deposit totals if requested.  The Deleted Payroll Check/Direct Deposit 

Register will be automatically generated when payroll checks and/or direct deposits are removed from 

PCGenesis. 

Payroll checks and direct deposits may not be voided using the Reconciliation procedure.  They are 

instead voided by following the instructions provided in the Payroll System Operations Guide, Section C: 

Payroll Check and Direct Deposit Statement Processing, Topic 3: Void/Add Payroll Check and Direct 

Deposit Statement Processing for the Current Payroll and/or Topic 5:  Manual/Void Only Payroll Check 

and Direct Deposit Statement Processing. 

Multiple Automated Clearinghouse (ACH)/Direct Deposit Statement Processing:  Based on the 

Update/Display Payroll Withholding/Direct Deposit Data screen’s entries, PCGenesis creates additional 

information for the employee within other PCGenesis components including payroll check and direct 

deposit statement reconciliation.  For example, Automated Clearinghouse (ACH) processing includes the 

results for single and multiple bank account entries for payroll direct deposit statement reconciliation. 
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Topic 1:  Payroll Check Reconciliation 
 

Step Action 

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

The following screen displays: 

 
 

Step Action 

2  Select  (F11 - Check Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1 - Check Reconciliation).   
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The following screen displays: 

 

Step Action 

4  Enter the bank’s code, or select the drop-down selection icon  within the Bank field to 

choose the bank’s information. 

5  Enter the bank statement’s date (MM/DD/CCYY) in the Date field. 

The results will include payroll checks that were issued on or before the date entered. 

6  Enter C (Check number) to select individual check numbers or R (Check range) to enter a 

specific range of checks in the Selection Type field. 

7  Select Enter (Process). 

“Processing request.  Do not cancel processing!” and a records-processed counter briefly 

display. 

 



PCGenesis Payroll System Operations Guide 

 

Georgia Department of Education 

March 28, 2018  11:22 AM  Page 5 of 38 

All Rights Reserved. 

For Step 6-C entries, the following screen displays: 

 
 

Step Action 

8  Enter X in the Cancel column of the appropriate payroll checks, and select Enter (Update & 

Next). 

Select F5 (Next) to display subsequent pages. 

Proceed to Step 11. 
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For Step 6-R entries, the following screen displays: 

 

Step Action 

9  Enter up to ten (10) check range(s) in the Begin and End columns, and select Enter 

(Process).  Continue this process until all check ranges have been entered. 

The check range entered meet the following requirements: 

 Valid beginning and ending check numbers must be entered in the columns. 

 The check must be an issued check. 

 The check must not have been previously cancelled. 

 The ending check number must be greater than or equal to the beginning check number 

entered. 

If there are errors, make the appropriate corrections within the Begin and End columns, and 

select Enter (Process). 
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The following screen displays: 

 

Step Action 

10  Select F12 (Update). 

“*** Processing Request. Do not cancel processing! ***” briefly displays. 

 

* * * Attention * * * 

Under no circumstances should you cancel processing! 
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The following screen displays: 

 

Step Action 

11  Select F16 (Exit) to return to the Payroll System - Check Reconciliation Screen. 
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The following screen displays: 

 

Step Action 

12  Select F16 (Exit) to return to the Payroll System - Check Reconciliation Menu. 

Completely exit the Payroll System - Check Reconciliation screen by selecting F16 (Exit) to 

access the Payroll Check/Wire Transfer Reconciliation Exception Report in the print queue. 
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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). 

Where appropriate, 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. 

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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1A. Payroll Check Reconciliation Exception Report – Example 
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Topic 2: Payroll Check Reconciliation Report 

Processing 

2A. Print the Check Reconciliation Listings 

 

Step Action 

1  Select  (F11 - Check Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F2 - Produce Check Reconciliation Listings). 
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The following screen displays: 

 

Step Action 

3  For all banks:  Leave the Enter Bank Code of Bank to be Printed field blank. 

For a specific bank:  Enter the bank’s code, or select the drop-down selection icon  

within the Enter Bank Code of Bank to be Printed field to choose the bank’s information. 

4  Enter ALL, ISS, CAN, or VOI in the Enter Check Status to be Printed field to define the 

type of checks and direct deposit statements to be evaluated. 

The ISS option prints a listing of outstanding checks.  In most cases, the checks outstanding 

should not be more than six months old. 
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Step Action 

5  Enter the date range (MMDDCCYY) or leave the field populated with zeroes (0’s) for all 

payroll checks and direct deposits in the Enter Date Range of Checks To Be Printed 

(MMDDCCYY) fields. 

 When the user selects the ‘ALL’ option, all checks, regardless of status, are printed 

as long as the Issue Date is within the date range requested.   

 When the user selects the ‘ISS’ option, the program prints all checks still outstanding 

during the timeframe.  For example, if the Issue Date is within the range and the 

Cancel Date is outside of the date range, the check will print on the report because 

the check is still outstanding.  If the check was issued and cancelled within the date 

range, the check will NOT print on the report because the check is not outstanding in 

that date range. 

 When the user selects the ‘CAN’ option, the program prints all checks with the 

Cancel Date within the date range requested.   

 When the user selects the ‘VOI’ option, the program prints all checks with the Void 

Date within the date range requested.     

6  Select Enter twice. 

“** Processing Request **” briefly displays. 

The following screen displays: 

 

  



PCGenesis Payroll System Operations Guide 

 

Georgia Department of Education 

March 28, 2018  11:22 AM  Page 16 of 38 

All Rights Reserved. 

Step Action 

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

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

Where appropriate, 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. 

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

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

2A.1. Payroll Check Reconciliation Listing (All Checks) – Example 

The final page of the report lists “Cancelled”, “Voided”, “Issued”, and “Grand” total amounts. 
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2A.2. Payroll Check Reconciliation Listing (Issued Checks) – Example  

When the user selects the ‘ISS’ option to print the List of Issued Checks Only, the program prints all 

checks still outstanding during the timeframe.  For example, if the Issue Date is within the range and the 

Cancel Date is outside of the date range, the check will print on the report because the check is still 

outstanding.  If the check was issued and cancelled within the date range, the check will NOT print on the 

report because the check is not outstanding in that date range. 
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2B. Print the Payroll Check and Direct Deposit Statement 

Registers 

 

Step Action 

1  Select  (F11 - Check Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F4 - Produce Check Registers). 
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The following screen displays: 

 

Step Action 

3  For all banks:  Leave the Enter Bank Code of Bank to be Printed field blank. 

For a specific bank:  Enter the bank’s code, or select the drop-down selection icon  

within the Enter Bank Code of Bank to be Printed field to choose the bank’s information. 

4  Enter ALL, ISS, CAN, or VOI in the Enter Check Status to be Printed field to define the 

type of checks and Direct Deposit Statements you wish to be evaluated. 

The ISS option prints a listing of outstanding checks.  In most cases, outstanding should not 

be more than six months old. 

5  Enter the date range (MMDDCCYY) or leave the field populated with zeroes (0’s) for all 

payroll checks and direct deposits in the Enter Date Range of Checks To Be Printed 

(MMDDYY) fields. 

6  Select Enter twice. 

“** 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). 

Where appropriate, 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. 

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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2B.1. Payroll Check Register (All Checks) – Example 

The final page of the report lists “Cancelled”, “Voided”, “Issued”, and “Grand” total amounts. 
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Topic 3:  Display/Update Payroll Checks/Direct Deposit 

Statements 

 

Step Action 

1  Select  (F11 - Check Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F3 - Display/Update Checks/Direct Deposits). 

The following screen displays: 
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Step Action 

3  Enter C (Check) or D (Direct Deposit) in the Type field. 

4  Enter the bank’s code, or select the drop-down selection icon  within the Enter Bank 

Code of Bank to be Printed field to choose the bank’s information. 

5  Enter the payroll check or direct deposit number in the Check/Direct Deposit # field. 

6  Select Enter (to search for the requested check). 

PCGenesis includes direct deposits when the Step 3 entry is ‘D’ (Direct Deposit). 

For Direct Deposits (D), the following screen displays: 

 

 

 

Where appropriate, PCGenesis 
displays both single and multiple 
ACH direct deposit distributions. 
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For Cancelled (C) checks, the following screen displays: 

 

For Issued (I) checks, the following screen displays: 
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For Manually Issued (M) checks, the following screen displays: 

 

For Voided (V) checks, the following screen displays: 
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Step Action 

7  Make the appropriate modifications, and select Enter (Update): 

To change the status to “Cancelled”:  Enter C (Cancelled) in the Status field.  The Status 

may be modified from I (Issued by Computer) and M (Manually issued) to C (Cancelled).  

Enter the date (MM DD YY) in the Cancel Date field, and select Enter (Update). 

To reverse a previously “Cancelled” payroll check or Direct Deposit Statement:  Enter the 

appropriate code in the Status field.  The Status may be modified to a status of J, M, or I if 

the check was erroneously cancelled during the reconciliation procedure. 

The following screen displays: 

 

Step Action 

8  Select F16 (to Exit) to return to the Payroll System - Check Reconciliation Menu. 
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The following screen displays: 

 

Step Action 

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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Topic 4:  Void Payroll Checks or Direct Deposit 

Statements 
Refer to the one of the following documents in the Payroll System Operations Guide, Section C:  Payroll 

Check and Direct Deposit Statement Processing for the appropriate instructions. 

 Topic 3:  Void/Add Payroll Check and Direct Deposit Statement Processing for the Current 

Payroll  

 Topic 5:  Manual/Void Only Payroll Check and Direct Deposit Statement Processing  
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Topic 5:  Remove Payroll Checks and Direct Deposit 

Statements from the CHEKMSTR File 

5A. Performing a PCGenesis Data Backup 

***ATTENTION***** 

This procedure must be performed from the server. 

Step Action 

1  Log onto the PCGenesis server as the server’s Administrator. 

2  Verify all users are logged out of PCGenesis. 

3  Close Uspool at the server. 

4  Perform a PCGenesis full backup to CD or DVD. 

5  When the PCGenesis backup completes, label the backup tape “MMDDCCYY - Payroll 

Data Backup CHEKMSTR File”. 
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5B. Removing Payroll Checks and Direct Deposits from the 

CHEKMSTR File 

 

Step Action 

1  Select  (F11 - Check Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F9 - Remove OLD Checks/Dir. Dep. from Check Master). 
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The following screen displays: 

 

Step Action 

3  Enter the bank’s code, or select the drop-down selection icon  within the Enter Bank 

Code of Bank to be Printed field to choose the bank’s information. 

4  Enter the appropriate date (MM DD YY) in the Trans Date (Transaction Date) field. 

The date entered must be within a closed fiscal year.  Checks with the status of “Issued”, 

“Canceled” or “Voided” dated on or before the date entered displays for removal.  All 

Direct Deposit Statements displays regardless of the status. 

5  For a specific check:  Select Enter (Process), and proceed to Step 6. 

For all of a specific bank’s checks:  Select F31 (Delete All for Bank/Date), and proceed to 

Step 8. 
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The following screen displays: 

 

Step Action 

6  Enter X in the Delete column of the appropriate payroll checks, and select Enter (Update & 

Next). 

Note that ENTER will immediately delete the selected payroll checks from the Check Master 

File. 

Select F5 (Next) to display subsequent pages. 

7  Select F16 (Exit) to return to the Payroll Check/Direct Deposit Removal Screen. 
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The following screen displays: 

 

Step Action 

8  Select F16 (Exit) to return to the Payroll System – Check Reconciliation Menu. 
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The following screen displays: 

 

Step Action 

9  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

Where appropriate, 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. 

10  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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5B.1. Deleted Payroll Checks / Direct Deposits – Example 

 


