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Overview 

The employee Search Criteria filter and the online display of selected employees within the 

Payroll/Personnel Data and the Employee Master Summary Listing modules allow user-defined settings 

to determine how PCGenesis displays the results.  When PCGenesis users set the filter for individual 

employee information, PCGenesis creates a list of employees who match the selection criteria.  This 

facilitates locating specific employees for display or editing purposes.  In the case of the Employee 

Master Summary Listing, defining the search criteria determines which employees are selected for report 

processing.   

It is very important to note that PCGenesis retains, in memory, the employee filter selections for 

the life of the user’s session.  For example, the employee filter selections defined for selecting 

employees on the Display/Update Withholding Data screen will be retained, and when the user enters 

the Employee Master Summary Listing module, these settings will also be the default employee filter 

settings for the report listing.  

Setting/Clearing Employee Search Criteria:  The search filters may be set to display the results by 

Status, Pension Code, Contract Months, Certified or Classified employees, 13-Month employees, Class 

Code, Work Location, Job Code, and/or CS1 Job codes.  While entering more than one code in different 

fields will limit the search results displayed, entering more than one code in the same field will broaden 

the search results.  For example, a search for Active employees (Status – A), generates results for all 

active employees.  With an additional entry such as a Job Code 101 (Grade One Teacher), only the 

results for active, first grade teachers display.  Adding a second Job Code 102 (Grade Two Teacher) will 

broaden the results to include all active first and second grade teachers.  Although the use of this feature 

is not mandatory, unless activated, PCGenesis displays the results for all employees on the 

Display/Update Personnel – Set Employee Selection Filter screen.   

The  (F10 – Set Employee filter/Set filter condition) allows the user to set the employee selection 

criteria, and the  (F18 – Clear filter condition) allows the user to clear all selection criteria so that 

all employees are again available for selection. 

Payroll/Personnel Data Module - Setting the Online Display Sort Order:  When activating the 

Search Criteria filter, users may also define how employee search results display online by setting a sort 

order such as /  (by Employee Name), /  (by Employee Number), or /

 (by Social Security Number). 

The availability of these icons on the Display/Update – Select Employee screen depends upon the 

Current Order field which displays in the upper-right portion of the screen.  This feature controls the 

display of employee information when using the  (F1 – Next employee), and  (F2 – Previous 

employee) options on the employee information screens. 
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Employee Lookup Module:  Entering a complete or a partial name within the Select Employee screen’s 

Input field displays employee information most closely matching the search criteria entered.  Employee 

number (Empno) and Social Security Number (SSN) entries on the other hand, display information 

specific to the employee.  The PgUp/PgDn (  Page Up/  Page Down) feature allows 

scrolling between records.  The  (F16 – Exit) selection allows the entry of new search criteria, and 

 (F18 – Clear filter condition) clears existing filter conditions.  F1 – F9 (  - ) on the 

screen allow the selection of a specific employee’s information. 
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Procedure A:  Setting Employee Search Criteria 

Step Action 

1  From the Business Application Master Menu, select  (F2 – Payroll System). 

 

 

Although the screenshot examples display Payroll Data screenshot examples, the feature is also 

available within the Personnel System’s employee update module. 

 

Step Action 

2  Payroll Update Module:  Select  (F2 – Payroll Update Menu). 

Employee Reports Module:  Select  (F8 – Employee Reports/Labels Menu). 

3  From the Payroll System – Payroll Update Menu, or the Payroll System – Employee 

Reports/Labels Menu, select the appropriate option. 
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The following screen displays: 

 

Step Action 

4  
Select  (F10 – Set filter condition). 
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The following screen displays: 

 

In addition to allowing a search for invalid entries, use this feature to limit the type of records 

displayed. 

 

Step Action 

5  To select employees based upon their status, enter A (Active), I (Inactive) and/or T 

(Terminated) in the Status fields. 

6  To select employees based upon their pension type, enter or select the drop-down selection 

icon  in the Pension Code field to choose the appropriate code. 

7  To select employees based upon Contract Mo (Contract Months), enter the total number of 

contract months the employee works in order to choose the appropriate employees. 

8  To select employees based upon their certified or classified employment status, enter C 

(Certified) or N (Non Certified/Classified) in the Certified (C or N) field to choose the 

appropriate employees. 

9  Enter Y (Yes) or N (No) in the 13 month (Y or N) field to identify the inclusion or the 

exclusion of 13-month employees. 
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Step Action 

10  For Class, Work Location or Job Code(s):  Enter or select the drop-down selection icon 

 in the field to choose the appropriate code and select  (Done). 

11  Manually enter up to fifteen CS-1 job codes in the CS1 Job fields. 

12  Online Display Sort Order: 

To change the sort order of employee information:  Select  (F17 - Set order to SSN), 

 (F17 - Set order to Alpha by Name), or  (F17 - Set order to Employee Number). 

13  
Select  (Enter). 

The following screen displays: 

  

In the screenshot example, the search criteria entries for the Personnel Data module are shown.  

PCGenesis will retain, in memory, the employee filter selections for the life of the user’s session until 

the user clears the selection criteria or defines a new set of selection criteria.  

Step Action 

14  Verify “Filter conditions set” displays and select  (F16 - Exit) to return to the Payroll 

System Master Menu, or to continue processing as normal. 
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Procedure B:  Clearing Employee Search Criteria 

Step Action 

1  From the Business Application Master Menu, select  (F2 – Payroll System). 

 

 
 

Step Action 

2  Payroll Update Module:  Select  (F2 – Payroll Update Menu). 

Employee Reports Module:  Select  (F8 – Employee Reports/Labels Menu). 

3  From the Payroll System – Payroll Update Menu, or the Payroll System – Employee 

Reports/Labels Menu, select the appropriate option. 
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The following screens display: 

  
Personnel Data Module 

  
Employee Master Summary Listing Module 
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Step Action 

4  
Payroll/Personnel Data Module:  Select  (F18 – Clear filter condition). 

Employee Reports Module:  Select  (F10 – Set filter condition), and  (F18 – 

Clear filter condition). 

 

The following screens display: 

  
Employee Master Summary Listing Module 
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Personnel Data Module 

Step Action 

5  
Continue to select  /  (F16 - Exit) to the Payroll System Master Menu, or when 

displayed, select  (Master) to return to the Business Applications Master Menu. 
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Procedure C:  Employee Lookup Sort Criteria 

 
 

Step Action 

1  Select  (F2 – Payroll Update Menu). 

 



PCGenesis Payroll System Operations Guide 

Georgia Department of Education 

August 8, 2019 • 11:25 AM • Page 12 of 14 

All Rights Reserved. 

The following screen displays: 

 

  
 

Step Action 

2  Select the appropriate Function key   (F2) through  (F10). 
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The following screen displays: 

 

 

Step Action 

3  Enter a complete or partial name in the Input field and select  (Enter). 
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The following screen displays: 

 

  
 

Refer to Procedure A:  Setting Employee Search Criteria for the , and the  icons’ usage 

instructions. 

 

Step Action 

4  To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

5  To select an employee’s information:  Select  (Enter) or select the appropriate 

Function key. 

6  To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (Page Up) or   (Page Down). 

7  
Continue to select  /  (F16 - Exit) to the Payroll System Master Menu, or when 

displayed, select  (Master) to return to the Business Applications Master Menu. 

 

 

As a user selects the Name, 

Empno, or the SSN button, the 

icon within the button bar at 

the bottom also changes.   

                  Button Bar 

Select       Icon Changes To 

  
 

  
 

  


