PCGENESIS BUDGET SYSTEM
OPERATIONS GUIDE

\S/elction A: Create Budget SANDBOX,



Revision History

Date Version Description Author
8/8/2019 1.4 19.02.00 — Add report sort option to Create Budget SANDBOX Report. D. Ochala
01/11/2019 1.3 18.04.00 — Add Print Employee Budget Detail Listings to the budget menu. D. Ochala
04/04/2016 1.2 16.01.00 — Add Create Budget SANDBOX Report. D. Ochala
07/17/2015 1.1 15.02.00 — Update Budget System Master Menu screenshot. D. Ochala
07/02/2014 1.0 14.02.00 — Create new document. D. Ochala

Georgia Department of Education
August 8, 2019 e 2:45 PM e Page i of ii
All Rights Reserved.



Table of Contents

OVERVIEW .....cceuiiiiiiieeeeeneeeetteeeeenssssessessssssssssssssesssssssssssssssssssssssssssssssssssssssssssssnssssssssssessnnssssssssssssnnssssssssssssnnnssssssssssnnnnnssnnes 1
ACCESSING THE CREATE BUDGET SANDBOX FEATURE ...uvvvvvrieieeeiiiittreeeeeeeieissreeeseesiesisssesesesssessssssssssssesmssssssesesssemsssssssseessemssssssseessennns 2
BUDGET FLAG OPTIONS ...eeitvtttuiieeeeerttttunaeeeesrerstieeesessssssnsesesesssssssaesesssssssssnsesessssssssnsaesesssssssansessssssssssassesessssssnaesssssssssnnneesesssses 3
CREATE BUDGET SANDBOX RUN OPTIONS ..eevvvuuueieeereeeruuiiereeereesssuieseessessssnaesessssssssntessssssssssesesssssssssomesessssssssmmesessssssnnmeeeessssssnnns 5
CREATE BUDGET SANDBOX PROCESSING......cvvuuueeeeereterutiieseeersssssnieseesssssssnaesessssssssnsesessssssssmesesssssssssmeseesssssssmmesessssssnmneeeessssssnnns 7

PROCEDURE A: BUDGET FLAG ON PAYROLL GROSS DATA SCREEN........ccccetteirenieeenerencenncreneenserenseensesensssnsessssesnsessnsesassnnne 9
AL, PROCESSING FOR BUDGET FLAG ‘A ... eeitttieeie e ettt e eecttee et e e e e ettt e e e e e e e eseaabaa b e e e eeeseababaeeseeesesaasaeaseeesassbabaeeseeseesssraanseeseeaes 18
A2. PROCESSING FOR BUDGET FLAG ‘L’ .trtreiiieeiieiiiteeeee e eecitee et e e e eesab e e e e e e e esaabaa e e e e e eeseasbabaeeseeesesbasaeaseeesenabataeeseessenssraenseeeeeaes 19
A3. PROCESSING FOR BUDGET FLAG ‘M ... tttrieiii ettt ettt e e ee ettt e e e e e e e e eaaba s e e e e e e seaabaaaeeeeeesesbabaeeseeesaababaeeseeesensaraeneeeeeenes 21
A4, PROCESSING FOR BUDGET FLAG ‘N’ .oieiiieieie ettt ettt ettt ettt ettt et e et e st ee s e e e seseeeee et sesesesesesesesesesesesesesesesesesesesesesesesesesesesens 22
AS. PROCESSING FOR BUDGET FLAG ‘S ittt ettt ettt ettt et e ettt e e e e s e se e e e e e e seee s e sesetesesesesesesesesesesesesesesesesesesesesesesess 24
AB. PROCESSING FOR BUDGET FLAG ‘T eieieie ettt ettt ettt ettt ettt ettt et et ettt et et e et e e e e sesese e e st eeseseseseteseseseseseseseseseseseseseseseseseseseseseanss 26
A7. PROCESSING FOR BUDGET FLAG ‘U ettt ettt ettt ettt ettt et et ee s e e e s e s e s e e e st s e sesesesesesesesesesesesesesesesesesesesesesesesesesesens 29
A8. PROCESSING FOR BUDGET FLAG ‘X’ OR SPACES.....uuureerieeiieiitreeeteeeieiiisreeeeeseseiiisrsseeesesessssssssesessisssssssssesssemsssssssseesssmssrssssesssennns 32

PROCEDURE B: CREATE BUDGET SANDBOX ...cccuciiititttrmmneieeereerrennssesesseessssssssssssesssssssssssessssssasssssssssssssnsssssssssssssnnssssssssssans 33
B1. CREATE BUDGET SANDBOX REPORT = SAMPLE ....ceieiutvrreeieeeieiitureeeeeeesesissteeesesesesisssesesesssemssssssssesssemssssssssesssemmssssssesseessmsssssseeees 46

Georgia Department of Education
August 8, 2019 e 2:45 PM e Page ii of ii
All Rights Reserved.



PCGenesis Budget System Operations Guide

Overview

The PCGenesis Budgeting System for payroll salaries and employer benefits is available by selecting F5
(Budget System) from the Business Applications Master Menu.

B PCGDist=6991 Rel=14.02.00 06/11/2014 PCW 001 SY¥ C\DE¥SYS C:\SECOND = =]
Business Applications HMASTER
FKey Haster Henu
1 | -- Financial Accounting & Reporting System
2 | -- Payroll System
3 | -- Personnel System
4 | -- Cenified/Classified Personnel Information System
5 | -- Budget System
30 | - - System Utilities

[ e 14.92.08

eS| MR | MriZp| DAV | MEND

PCGenesis Business Applications Menu

Using the PCGenesis Budgeting System is optional. If desired, school systems may continue to use their
existing methods or a third party for budgeting. Highlights of the PCGenesis Budgeting System are
detailed in the sections that follow.

The concept of the budgeting system is to create a “playground” or “sandbox” with copies of the
appropriate employee and system files so that a school system can manipulate salary and benefit data in
order to generate a series of budgeting reports, and also to create a .csv external file that will be used for
loading the budget on the financial side. By utilizing the concept of a “playground” or “sandbox”, users
may execute a variety of “what if” scenarios to model various budget outcomes without affecting their
“live” payroll files.
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PCGenesis Budget System Operations Guide

Accessing the Create Budget Sandbox Feature

Every time the user accesses the Create Budget SANDBOX option (F1 on the menu below), a new copy
of the SANDBOX directory is built by copying the payroll file and other accompanying files into the
directory K:\SECOND\SANDBOX and applying the budgeting parameters. The Create Budget
SANDBOX option can be run as many times as desired, and each time the user can apply a new set of
parameters to the employee payroll information.

PCG Dist=8991 Rel=18.04.00 01/11/2019 PCG 003 SV CADEVSYS CA\SECOND WHITE — *
Budget System BUDGHENU
FKey Haster Menu

1_| -- Create Budget SANDBOX

2 | -- SANDBOX Update Menu

3 | -- Create SANDBOX Reports and CSV External File for Budget Load
Print Employee Budget Detail Listings:

4 | -- Employee Number Sequence

5 | -- Employee Name Sequence

6 | -- Recalculate Cycle Gross, State, Local, Other Salary, Annual Contract

7 | -- SANDBOX Special Functions Menu

20 | -- SANDBOX File Reorganization

Master | Vser 18.04.00
e | 15D | YriZp| DAY | MEND

PCGenesis Budget System — Main Menu
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PCGenesis Budget System Operations Guide

Budget Flag Options

The budgeting parameters which are applied to the employee salary data are dependent on a Budget
Flag field defined on the employees’ Update/Display Gross Data screen in payroll. The Budget Flag
field on each account line determines the formulas that are applied to generate new salary amounts in the
budget SANDBOX directory.

The Update/Display Gross Data screen shown on the following page identifies the Budget Flag fields
and illustrates the Budget Flag drop-down dialog box.

i 0100 — |
Bl PCGDist=8991 Rel=1601.00 04/04/2016 PCW 002 SV CADEVSYS CASECOND WHIT“[ | o e S

Status Active Update/Display Gross Data PaYoe7
EmpHo B8389 ALALRECHT, KEANITH Class 3 18 MO. TEACHERS

SSH 000-p8-8389 Loc 194 Location 886194 Job cd 13 CLASSROOM TEACHERS

Salary sched Cert level 15 Pay step L4  State yrs 18 Local yrs 18

Work sched ID __ Hrs/Day _8.0800 Days/Week 8 Hrs/Week _40.80 13714 pay sw _  Budget pay cat 14
Ann work days 185 Days worked YTD .88 This per 8.88 Days docked ¥TD 8.88 This per B.88

Proc Pay Pay Rate DaysfHrs Days/Hrs Regular Ouertime GHI % Pay Pay for

Type Type HrlysDaly Regular Ouvertime Gross Gross Dist Reas Period End
@1. 3 Ba18 4542 .17 1.808608
02. 5 A82d 81.25 _
B3. 3 8310 166 .67 _
oy, 3 __298.08 _
5. _ _
g6, _ _
4998.09 1.868688 Sub B
| ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib
ACGCT 81 16 188 _ 1681 10688 118668 _194 _ 4542 17 ¥
| ACCT @82 16 188 _ 1883 1008 11808 194 _ 81.25 _
| ACCT @3 16 1688 _ 9998 2168 14608 161 _ 166 .67 _
(| AGCT 84 16 108 _ 1621 1668 11668 109 _ _
ACCT @5 88 _ _ _
ACCT @6 88 _ _
4798.09
Total gross 4998.89 Fens code 2 TRS
| Cycle gross 4798.89 Pens switch ¥ TRS/ERS Pens Gross Pay sch. # 12
l State salary S4586.84 TRS service ind 1 adj Amt/% Cycle 2 Sch ¥r
Local salary 975.688 Ho pension code __ Contmo 18
Dther 20008.084 Pens AmMt/% -B6588 PY contmo 18
| Contract amt 57481.88 Pens elig date 2/18/1999
Ualidations passed. Save your changes.
LR AU P =1 e P = [ P 4 16.01.00
... &= | | Per | Ded wWH | Lv | vid | Help | Adj |FIcA| Gar

=————————

L Local supplement/extra salary
M Move to budget with no change
M Mo zalary schedfnon-certified

5 CPI salary sched/certified

T Local CPI zal schd/cert suppl

U User defined tables for salary

¥ Do not bning over to budget

Done | Cancel |

Drop-down for Budget Flag Field
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PCGenesis Budget System Operations Guide

Valid values for the Budget Flag are as follows:

Budget

Flag  Description

Move the account number over to the budget, but do NOT bring over any

A
amounts.
L Budget as a local supplement/extra salary. Apply either an annual amount or
percent increase or decrease to the account line salary or the account line rate.
M Move the account line over to the budget, but do NOT apply any increase or
decrease to the line amount.
Budget as salary, but do not apply a salary schedule. Apply either an annual
N amount or percent increase or decrease to the account line salary or the account

line rate.
(Usually used for classified employees.)

Budget as state salary using the state CPI salary schedule.
S Certified employees only. Valid only for account lines with a Process Type
of ‘S’.

Budget as local supplement using a local CPI salary schedule.

T Certified employees only. Valid only for account lines with a Process Type
of ‘S’.

Budget using a user-defined salary schedule for salary gross data lines. This
option may be used for both certified and classified employees. The Budget

Pay Category field and the Annual Work Days fields on the Gross Data
screen are required when account lines are flagged with ‘U’.

U Certified and classified employees.

Certified employees: PCGenesis will use the State Years of Experience for
determining the pay step into the user-defined salary schedule.

Classified employees: PCGenesis will use the Local Years of Experience for
determining the pay step into the user-defined salary schedule.

Do not bring the gross data account line over to the budget process.
(Generally used for substitute pay, one-time stipends, etc.)

Spaces | Do not bring the gross data account line over to the budget process.
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PCGenesis Budget System Operations Guide

Create Budget SANDBOX Run Options

Many options are available within the Create Budget SANDBOX procedure. The user may define the
Payroll Schedules to include during the budgeting procedure. For example, if the school district has
both a monthly (12) and a bi-monthly (24) payroll, the user has the ability to select <Y’ (Yes) for both
the Pay Schedule 12 and Pay Schedule 24 Run parameters. The user may also define whether or not the
system should calculate the Employer GHI (Emplr GHI) contribution for the budgeting procedure.

The user may define which payroll class codes should be selected for the budgeting procedure. For
example, the user may decide NOT to process the substitute payroll class codes during the budget
procedure.

The user also selects which pension types should be calculated during the budgeting procedure.
Typically, the user would select only those pension codes which have an employer contribution
component, such as TRS and Old and New ERS.

The user may select if the hourly and/or daily salary lines should be cleared during the budget
procedure. Generally, these options should be set to ‘N’ so that the hours/days on the hourly/daily
salary account lines (Process Type Codes of ‘H’ or ‘D’) are retained for budgeting purposes.

The user may select whether Regular Gross Types (H, D, S) and/or Special Gross Types (A, B, P, Q,
X, Y, Z) should be processed during the budgeting procedure. For example, the user may wish to
budget only Regular Gross Types (H, D, and S) and NOT budget Special Gross Types (A, B, P, Q, X,
Y, Z) since special gross types are typically used for substitute and special payments.

The user may define the deduction codes to be processed during the budgeting procedure. Typically, the
only deductions which should be considered for budgeting are those deductions which have an employer
contribution component. For example, if the district subsidizes employee annuities and Georgia State
Health Insurance, then deduction codes 01, 02, 08 and 09 should be selected for budgeting.

Finally, the user defines the parameters for the Budget Flag values on the Create Budget Sandbox
Control Screen shown on the following page. The budgeting parameters are applied to the employee
salary data. These Control Screen parameters are dependent on the Budget Flag fields defined on the
employees’ Update/Display Gross Data screen in payroll. The Budget Flag field on each account line
determines the formulas which are applied to generate new salary amounts in the budget SANDBOX
directory.
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PCGenesis Budget System Operations Guide

PCG Dist=8991 Rel=19.02.00 08/08/2019 PCG 003 SV C\DEVSYS C\SECOND WHITE - O X
Create Budget Sandbox BUDDATE

Type S lines (CPI Salary schedule):
Enter year for salary schedule:
Increase local and state years?
Number of work days for certified employees:

N
=
=
L]

(ccyy)
(Y or N)

-H{l

Type T lines (Local CPI salary schedule):
Enter year for salary schedule:
Number of work days for certified employees: 198

el
=
—
-]

(CCYY)

Type U lines (User-defined salary schedule):
Enter year for salary schedule:

Ina
=
-
£

(ccyy)

Type H lines (Mo salary schedule):
Salary lines (S, B, ¥, Q): Annual amt change 8.80 - or - Percentage change 0.085060

Hourly lines (D, H, A, X, P): Amount change 6.58 - or - Percentage change B.0668
Type L lines (Local supplement/extra salary):

Salary lines (S, B, ¥, Q): Annual amt change B.08 - or - Percentage change B8.0568

Hourly lines (D, H, A, X, P): Amount change 8.58 - or - Percentage change 0.0008

Sort report by: ¢ Employee name
* Employee ID

ENTER = Continue, F16 = Exit 19.02.00

Create Budget Sandbox Control Screen

The Create Budget Sandbox Control Screen allows the user to specify the salary schedule year for the
CPI State Salary Schedule, the CPI Local Salary Schedule, and the User-Defined Salary Schedule. The
user may specify the number of work days for certified employees, and whether or not to increase the
employees’ local and state years of experience. The user may specify dollar amount or percentage
changes for ‘N’ and ‘L’ Budget Flag values. The payroll administrator has the option to print the
Create Budget SANDBOX Report either by Employee ID or by Employee Name.
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PCGenesis Budget System Operations Guide

Create Budget SANDBOX Processing

Executing the Create Budget SANDBOX procedure accomplishes the following:

e A backup copy of the SANDBOX directory is created in SANDBOXQ. SANDBOXQ data can
recovered, if necessary. (As with all file recoveries, please do not attempt the process without
the guidance of a PCGenesis Customer Support Analyst.)

e The following PAYROLL files are copied into the SANDBOX directory. These files make up
the contents of the budget “playground” or “sandbox”.

= ANNUITY

CPIFILE

DATEFL

DEDCTL

DEDS

GROSSDAT

PAYROLL

PAYSTAT

PDEDUCT

PERS

TAXES

e The Create Budget setup parameters entered on the Budget Control Data Transaction screen are
saved to a data file and retained for future processing.

e Inthe SANDBOX directory:

o If the option Increase local and state years is selected as ‘Y’ (Yes), the employees’
local years of experience and certified/state years of experience are increased by one
year.

Clears OASDI and HI current gross and amount fields.

Clears pension gross and amount fields.

Clears employer paid pension and GHI amounts.

Clears all employer deduction amounts.

Clears OASDI/HI and pension adjustments. (Process Type Code of ‘Z’ for pension

adjustments.)

If Clear Hourly set to “Y’, clears current hours and amounts for Process Type Code of

‘H’.

If Clear Daily set to “Y’, clears current hours and amounts for Process Type Code of

‘D’.

Clears overtime for all classes.

Clears check number and net pay fields.

Clears deduction flags.

Clears negative deductions.

Clears deduction adjustments.

Clears deduction year-to-date (YTD) amounts, including FICA and pension and

employer deduction amounts.

Clears non-taxable amount.

Clears current leave data.

o Recalculates gross amounts based upon the gross data account line Budget Flag values.

0O O O O O

o

O O O O O O ©)

o O
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PCGenesis Budget System Operations Guide

e The Create Budget SANDBOX Report is created. The report documents how gross data salary
amounts are computed when creating the budget SANDBOX payroll file. This report facilitates
understanding how the system calculates new salaries in the budget SANDBOX directory.

The following employee fields are needed for budgeting:

e Employer GHI: all GHI fields including GHI participation switch, GHI option, tier, and
deduction code.

e Employer Pension: all pension codes and switches.

e Employer FICA: all FICA switches.

e Employer Deduction Amounts: deduction employer switches.

e Employer Annuity Amounts: deduction employer switches.

e Salaries on the employees’ Gross Data account lines.
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PCGenesis Budget System Operations Guide

Procedure A: Budget Flag on Payroll Gross Data
Screen

The budgeting parameters which are applied to the employee salary data are dependent on the Budget
Flag fields on the employees’ Update/Display Gross Data screen in payroll. The Budget Flag field on
each gross data account line determines the formulas which are applied to generate new salary amounts
in the budget SANDBOX directory.

Payroll System PAYHBBAA

i FKey Master HMenu

g

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

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update}Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

[t

 BREEEE bk bR

-- File Reorganization

mow| o) | | | | | [ | [ | | | [ | | 15.83.00

| 5 | MriSy | RO | MEND

" Action
2 Select —2_| (F2 - Payroll Update Menu).
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PCGenesis Budget System Operations Guide

The following screen displays:

B PCGDist=§991 Rel=13.01.00 03/20/2013 PCW 001 C:\DEVSYS C:\SECOND _Iﬁllﬂ
Payroll Systen PAYUPDTP

Fayroll Update Henu

- Add New Employee

-- Update/Display Personnel Data

- - Update/Display Deduction Data

- - Update/Display Gross Data

- - Update/Display Withholding Data

- - Update/Display Current Leave Usage Data
- - Update/Display YTD/Fiscal Data

-- Update/Display Deduction Adjustments

- - Update/Display FICA!Medicare Adjustments

|
=N
o 5
5|
L6 |
L7
8|
|
_10 | -- Update/Display Garnishment Yendor Data
1
12 |
T3
4
15 |
17|
T

-- Add Earnings History Record
- - Update/Display Earnings History { Transfer Gross Earnings
- - Print Earnings History

- - Calculate and Display An Employee's Pay
- - Delete Employee

-- Update/Display Leave YTD/Balance Data
Detailed Pay Stub - Employee Message

Master | oo | | 12.62.0608

e = = P AT

Step | Action
3 Select _F4_| (F4 - Update/Display Gross Data).

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/08/2014 PCVW 004 SY¥ C\DEYSYS C:SECOND _IE’IEI
Update/Display Deduction Data PAYFIHD
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno S3H Loc Cls Cert Pens ContHo Job 3tat Mth
Input Employee Humber or Mame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
MNEFl Ff | k2 | B3 | B2 | F5 | F6 | E7Z | FB | B9 | T e 13.82.00
FIS« ?:;ﬂj Fism PGUP‘ PGDN' HEIP

Georgia Department of Education
August 8, 2019 e 2:45 PM e Page 10 of 46
All Rights Reserved.



PCGenesis Budget System Operations Guide

4 Enter the employee number or the SSN in the Input field, select E (Enter), and proceed to

Step 6.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Input field, and select Enter. Entering a complete or partial name in the Input
field displays the results most closely matching the search criteria entered. Proceed to Step 5.

The following screen displays:

B PCGDist=§991 Rel=14.01.00 04/08/2014 PCW 004 S¥ C:\DE¥SYS C:\SECOND ===l
Update/Display Deduction Data PAYFIND
Select Employee
Filter not active Current Order
Name
Current 13
Fkey _Mame | Empno| _ SSM | Loc  Cls Cert Pens ContHo Job Stat Hth
Enter| AB3EU, ET3AN 88942 999-08-8942 20 n N 1 12 29 T
1 | AB3IEU, MO3TY 87742 999-08-7742 8012 13 N 1] 10 30 1
2 | ABAEY. LEANARDD 87893 999-08-7893 101 1 C 2 10 4 T
3 | ABAEY, LIALIAM 29093 999-08-9093 195 2 N 2 10 4 1
4 | ACIER, MO9AMMED 89320 999-08-9320 8012 13 N 1] 10 32 1
5 | ACIER, NU9IA 28120 999-08-8120 8012 19 N 1] 10 53 A
6 | AD2ER.TA2 88127  999-08-8127 2050 3 N 0 10 16 1
7 | ADZ2ER.ZA2A 89327  999-08-9327 195 3 N 0 10 16 1
8 | AD20CK, AL20MZD 88175  999-08-8175 8012 14 N 1 12 N A
9 | AD20CK.FR2DDA 89375  999-08-9375 101 3 N 0 10 16 T
FKEY = Record Found Above
or PqUp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
MY Ff | F2 | F3 | F4 | F5 | F6 | F7Z | F8 | F9 .. T = 13.082.008
Fis« :;157T Fisw vaue b | oo W Help
Step  Action
5 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select _Name | (Name).
To sort by Employee Number: Select -Emene | (Empno).
To sort by Social Security Number: Select _SSN_I (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either o | (Page Up) or ¥ | (Page Down).
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PCGenesis Budget System Operations Guide

The following screen displays:

D1 7o omeeoss1 Relmisoion uowziie pow oo SEDERE Coow wee I o)

Status Active UpdatesDisplay Gross Data PAYB7
EmpHo 88389 ALYRECHT, KE4HMITH Class 3 1@ HO. TEACHERS

S3H  999-98-B8389 Loc 194 Location 888194 Job cd 13 CLASSROOM TEACHERS

Salary sched Cert level T5 Pay step L4 State yrs 18 Local yrs 18

Work sched ID Hrs/Day 8.888 Days/Week 8 Hrs/lWeek 48.88 13714 pay sw Budget pay cat 14
Ann work days 185 Days worked YTD 8.88 This per 8.088 Days docked YTD 8.88 This per 8.088

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
1. 5 8818 4542 .17 1.8888
#2. 5 8821 81.25
83. 5 8318 166.67
a4, s 200.88

4990.89 1.0088 Sub Budget

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt  Contract Distrib  Flag
ACCT 81 16 188 1681 1660 116888 194 482 17 ¥ s
ACCT 82 16 188 1883 168688 116888 194 81.25 T
ACCT 83 16 188 9998 2188 14688 181 166,67 L
ACCT 84 16 188 1821 168688 116888 189 u

47948.489
Total gross 4994.49 Pens code 2 TRS
Cycle gross 47908.089 Pens switch ¥ TRS/ERS Pens Gross Pay sch. # 12
State salary  S4586.84  TRS service ind 1 Adj Amt/% Cycle 2 Sch ¥r
Local salary 975.088 Mo pension code Contmo 18
Other 20088.84  Pens AMLS% -8600 PY¥ contmo 1@

Contract amt 57481.08 Pens elig date 2/10/1999

|m@l| 16.81.08

Step  Action
Select ﬂl (F9 — Switch to Update Mode).
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PCGenesis Budget System Operations Guide

The following screen displays:

—— ™
=] PCGDist=2991 Rel=16.01.00 04/04/2016 PCW 002 SV CADEVSYS CASECOND WHITE‘E@IQ

Status Active Update/fDisplay Gross Data PAY a7
EmpNo 88389 ALLRECHT, KE4NITH Class 3 18 HMO. TEACHERS

SSN  999-88-8389 Loc 194 Location 808194 Job cd 13 CLASSROOM TEACHERS

Salary sched Cert lewvel TS Pay step L4 State yrs 18 Local yrs 18

Work sched ID __  Hrs/Day _B.808 Days/Week @ Hrs/Week _48.88 13/14 pay sw _  Budget pay cat 14
Ann work days 185 Days worked YTD B.88 This per 8.08 Days docked YTD 8.88 This per 8.88

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for

Type Type Hrly/Daly  Regular Overtime Gross Gross Dist Reas Period End

M. S Be18 4542 17 1.8068
82. S 08821 81.25 .
83. S 0318 166 .67 .
By, S 208.08 .

| 5. _ _
B6. _ _

4900.89 1.0608 Sub
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt  Contract Distrib
ACCT 81 16 166 _ 1681 16866 116688 194 _ 4542 17 ¥ 5
ACCT B2 16 168 _ 1A83 16866 116688 194 _ 81.25 _ I
ACCT B3 16 168 _ 9998 2168 146688 161 _ 166 .67 _ L
ACCT B4 16 168 _ 1621 16866 116688 189 _ _ u
AGCT 85 88 _ _
ACGCT 86 BB _ _
4798.89

Total gross 499489 Pens code 2 TRS
Cycle gross 4790.89 Pens switch ¥ TRS/ERS Pens Gross Pay sch. # 12
State salary 545086.84 TRS service ind 1 Adj Amt/% Cycle 2 Sch ¥r
Local salary 975 .88 No pension code __ Contmo 18
0ther 20008, 84 Pens AmMt/% 8688 PY contmo 18
Contract amt 57481.88 Pens elig date 2/1851999

Mode changed to update

% (23 L 3 ea— A Fs Fs F7 Fz E FSSOA FIOT FnE' F|2E|I | |F15Q| 16.681.80

= = Per | Ded | Gi= |WaH | Lv | vid |Help | Adj |FICA| Gar |

Payroll Gross Iﬁa Screen With Budget Flag Field

o]

L Local supplementfextra zalary
M Move to budget with no change
H Mo salary sched/non-certified

S CPI zalary sched/certified

T Local CPI zal schd/cert suppl

U Uszer defined tables for zalary

X Do not bring over to budget

Done | Cancel |

Drop-down for Budget Flag Field

7 Verify “Mode changed to update” displays.
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8

Consider each gross data account line and decide how each account line should be
budgeted based upon the Budget Flag values shown in the drop-down dialog box above.
Review sections 41 Processing for Budget Flag ‘A’ thru A8 Processing for Budget Flag
‘X’ or Spaces for detailed information about processing each Budget Flag value.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing,
Topic 4: Update/Display Payroll Information, Procedure C: Updating/Displaying Gross
Data for field instructions for the Update/Display Gross Data screen.

10

Make the appropriate changes and then select E (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Update/Display Gross
Data screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

The following screen displays:

T — Bl
[=] PCG Dist=2991 Rel=1601.00 04/04/2016 PCWO0D2 SV CADEVSYS CASECOND wmm‘@l@lg

Status Active Update/Display Gross Data PaYaz
EmpNo 88389 AL4RECHT, KE4MITH Class 3 18 MO. TEACHERS
SSN 999-88-8389 Loc 194 Location 888194 Job cd 13 CLASSRODM TEACHERS
Salary sched Cert lewvel TS Pay step L4 State yrs 18 Local yrs 18
Work sched ID __  Hrs/Day _8.80808 Days/Week 8 Hrs/Week _40.88 13714 pay sw _ Budget pay cat 14
Ann work days 185 Days worked ¥TD .88 This per 8.88 Days docked YTD 8.88 This per 8.88
Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for
Type Type Hrly/Daly Regular Ouvertime Gross Gross Dist Reas Period End
g1. 3 68618 4542 .17 1.600688
g2. 3 @821 81.25 _
83. 3 8318 166 .67 _
a4, 5 2080.68 _
| a5. _ _
86. _ _
4990.09 1.00688 Sub Budget
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l FPens Gross Pens Amt  Contract Distrib Flag
ACCT 61 16 188 _ 1681 1666 118688 _194% _ 4542 .17 h s
ACCT 62 16 188 _ 1683 1666 118688 _194% _ 81.25 _ I
ACCT 63 16 188 _ 9996 21668 14688 _181 _ 166 .67 _ L
ACCT B4 16 168 _ 1621 168AA 116688 189 _ _ u
ACCT A5 BB _ _ _ _
ACCT 86 BB _ _ _ _
47908.89
Total gross 499@8.89 Pens code 2 TRS
Cycle gross 47908.89 Pens switch Y TRS/ERS Pens Gross Pay sch. # 12
State salary _S4586.84  TRS service ind 1 Adj Aamt/% Cycle 2 Sch ¥r
Local salary 975.88 Ho pension code _ Contmo 18
Other 20080. 84 Pens Amt/% .B6588 PY¥ contmo 18
- iq date 2/18/1999
Validations passed. Save your changes:
F7|Fen Fsg‘jﬂ FioYIFnE'leEll I |F15a| 16.081.80
Ded I Grs |W/H | Ly | Yed | Help | Adj | FICA | Gar

Verify “Validations passed. Save your changes.” displays and select @ (F8 — Save
changes).
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The following screen displays:

PCGenesis Budget System Operations Guide

Action

o
E] PCG Dist=8991 Rel=16.01.00 04/04/2016 PCWUOZWCOND v@éﬂ
Status Active Update/sDisplay Gross Data PAYB7
EmpHo 88389 ALARECHT, KEANITH Class 3 18 MD. TEACHERS
S3H 999-B8-8389 Loc 194 Location 888194 Job c¢d 13 CLASSROOM TEACHERS
Salary sched Cert level T5 Pay step L4 State yrs 18 Local yrs 18
Work sched ID __  Hrs/Day _8.888 Days/Week 8 Hrs/Week _468.668 13714 pay sw _  Budget pay cat 14
Ann work days 185 Days worked YTD A.88 This per 8.88 Days docked YTD 8.88 This per 8.88
Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
1. 5 Be18 4542 .17 1.8a8688
#2. 5 8821 81.25 _
83. 5 B318 166 .67 _
4. 5 208.88 _
| 5. _ _
B6. _
4000889 1.80808 Sub Budget
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt  Contract Distrib  Flag
ACCT 81 16 168 _ 1681 1866 116868 194 _ 4542 .17 Y 5
ACCT B2 16 168 _ 1083 1866 11686 194 _ 81.25 _ I
ACCT 83 16 1688 _ 9998 2180 14688 181 _ 166 .67 B L
ACCT 64 16 1688 _ 1021 10680 11888 189 _ B u
ACCT 85 B8 B B B
ACCT 86 B8 B B
4798.089
Total gross 4994.49 Pens code 2 TRS
Cycle gross 47908.89 Pens switch ¥ TRS/ERS Pens Gross Pay sch. # 12
State salary _54586.84  TRS service ind 1 Adj Amt/s% Cycle 2 Sch ¥r
Local salary 975.088 Mo pension code __ Contmo 18
0ther 2000. 084 Pens Amt/% 8688 PY contmo 18
Contract amt 57481.088 Pens elig date 2/18/1999
Fs F?IFSE FQSOA FmYIF“E'lF‘zEll I |F|5Q| 16.081.80
FPer | Ded I Grs | 'WAH Lv ¥td | Help | Adj | FICA | Gar
— - — —

Step
12

Gross Data - Select Employee screen.

Verify “Data saved” displays, and select ﬁ (F16 — Exit) to return to the Display/Update
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The following screen displays:

B pCGDist=8991 Rel=14.02.00 06/24/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _|E'|£|
Update/Display Gross Data PAYFIHD
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
1 _| AB4EY. LE4NARDO 87893 999-08-7893 198 7 C 2 10 150 A
2 | BASKSDALE. VASNESA 89484 999-08-9484 8012 17 N 1 9 461 A
3 | AL2NSO.JO2TTE 89391 999-08-9391 109 7 C 2 10 171 A
Input Employee Mumber or Hame or S55H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Above
MR | F2 | F3 | F4 | 5 | k6 | F7 | F8 | F3 |.. T ek 13.02.68
Fisﬁ ?157' mm pavr |PGDN‘ Help

Step Action

13 Select ﬁl (F16 — EXxit) to return to the Payroll System — Payroll Update Menu.
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 06/24/2014 PCW 001 SY C:\DEYSYS C:\SECOND = |E' |£|
Payroll System PAYUPDTP

Payroll Update Henu

Add New Employee

Update/Display Personnel Data

-- Update/Display Deduction Data

- Update/Display Gross Data

- - Update/Display Withholding Data

-- Update/Display Current Leave Usage Data
- - Update/Display Y TDfFiscal Data

-- Update/Display Deduction Adjustments

-- Update/Display FICA{Medicare Adjustments
-- Update/Display Garnishment Vendor Data

B b3

Add Earnings History Record
-- Update/Display Earnings History | Transfer Gross Earnings
-- Print Earnings History

Calculate and Display An Employee's Pay
Delete Employee
Update/Display Leave YTD/Balance Data

-- Detailed Pay Stub - Employee Message
Program PAYB7 completed

EEBE EEE EEEEEE

Master | Voot | 14.01._00

eS| 15 | Morip | RAY, | VEND

Step Action

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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Al. Processing for Budget Flag ‘A’

Processing for Budget Flag ‘A’: Move the account number over to the budget, but do NOT bring over
any amounts. This option allows the gross data account number to be brought over to the budget
sandbox without bringing any of the associated amounts from the current payroll cycle. This preserves
only the account number in the budget sandbox.

UpdatesDisplay Gross Data

Proc Pay Regular Budget

Type Type ¥+ Fnd F Prgm Fnct Objct Fcty B aAddt'l Gross Flag
81. £ 8618 14 1668 _ 1455 24868 131688 _198 _ 5119.67 5
g2. 5§ B@11 14 168 _ 1455 2466 13688 _183 _ 255 .98 5
@3. 5 8836 14 1668 _ 1455 24668 13188 _189 _ 591.33 H
ay. 5§ B831 14 662 _ 9999 31660 11688 189 1297 .15 1]
a5. 5 8831 14 482 _ 1862 1666 11388 _198 _ 206.00

Payroll Gross Data Screen with Budget Flag Field

SANDBOX - Update/Display Gross Data

Proc Pay Regular
Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Gross
B1. 3 8618 14 1688 _ 1455 2400 131688 _198 _ 5A49 .58
82. 3 8611 14 1688 _ 1455 2400 130688 _1683 _ 252 .37
B3. 3 8636 14 1688 _ 1455 24080 131688 _189 _ 591.33
B4. 3 8631 14 662 _ 9998 3166 11688 189 _
5. _ [T _ _

Gross Data Results in the SANDBOX
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A2. Processing for Budget Flag ‘L’

Processing for Budget Flag ‘L.’: When the Create Budget Sandbox procedure is executed, the user
may define the parameters for the gross data account lines flagged with a Budget Flag of ‘L’, as shown
in the figure below.

Type L lines (Local supplement/extra salary):
Salary lines (S, B, ¥, Q): Annual amt change _1208.84 - or - Percentage change B.0688

Hourly lines (D, H, A, X, P): Amount change 8.088 - or - Percentage change B.1688

Create Budget Sandbox Control Screen — Type ‘L’ Lines

In the case of Process Type Codes of ‘D’, ‘H’, ‘A’, ‘X, or ‘P’ (hourly/daily lines), a Budget Flag of
‘L’ allows the user to specify an amount change or a percentage change for each flagged gross data
account line. The amount change or the percentage change applies to each ‘L’ line individually. For
example, if a percentage change of .1 is specified, and the employee is paid a rate of $35.00 per day, the
rate on the ‘L’ line will be increased by .1 times $35.00, or $3.50. When $3.50 is added to the current
rate of $35.00, the new rate for the ‘L’ line in the budget sandbox is $38.50.

Similarly, when an amount change is specified for an hourly/daily gross data account line, the amount
change applies to each ‘L’ line individually. For example, if an amount change of $0.50 is specified and
the employee is paid a rate of $35.00 on account line #4 and a rate of $42.50 on account line #5, the new
rates in the budget sandbox will be $35.50 and $43.00 respectively.

In the case of Process Type Codes of S, ‘B’, *Y’, or ‘Q’ (salary lines), a Budget Flag of ‘L’ allows
the user to specify an annual amount change or a percentage change for each flagged gross data account
line. If the user specifies an annual amount change, the system will divide the annual amount by the
number of pay periods for the employee, and then distribute the pay period amount over all salary gross
data lines flagged with a Budget Flag of ‘L.

In the following example, an annual amount change of $1200.00 is specified for salary lines on the
Create Budget Sandbox Control screen. Since the employee is paid 12 times per year, the pay period
amount to be disbursed over the salary account lines is $1200.00 divided by 12, or $100.00 per pay
period. The $100.00 is then distributed over all ‘L’ flagged salary lines in proportion to the original
salary distribution. Therefore, account line #2 was increased by $75.18 and account line #3 was
increased by $24.82 for a total of $100.00 in the budget sandbox.
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Process
Type ‘S’ lines )
will be Update/Display Gross Data
increased by Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Budget
$100 per pay Type Type Hrly/Daly Regqular Overtime Gross Flag
period - 5 @81a L4585 .25 5
. 5 8N 234 27 L
% 8036 ¥7.33 L
D 80638 35.0800 30.080 16508.008 L
Procgs§_ Db 8632 35.08068 16.84 3508.48 L
Type ‘D’ lines
will be
increased by
10% (or .1). Payroll Gross Data Screen with Budget Flag Field

SAHDBOX - Update/Display Gross Data

Froc Pay Fay Rate Days/Hrs Days/Hrs Regular

Type Type Hrly/Daly Regular Overtime Gross
1. 3 @818 4718.68
#2. 5 8811 389 .45
B3. 5 0636 182 .15
84. D 6838 3g.580 Je.8e 1155. 88
85. D B632 J8.580 16.088 385 .80

Gross Data Results in the SANDBOX when $1200 annual amount change for salary lines is specified

Alternatively, a percentage change can also be specified for a Budget Flag of ‘L’ in the case of ‘S’, ‘B’,
‘Y’, or ‘Q’ salary lines. The percentage change applies to each salary ‘L’ line individually. For
example, if a percentage change of .1 is specified, and the employee is paid a salary of $3500.00, the
salary on the ‘L’ line will be increased by .1 times $3500.00, or $350.00. When $350.00 is added to the
current salary of $3500.00, the new salary for the ‘L’ line in the budget sandbox is $3850.00.
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A3. Processing for Budget Flag ‘M’

Processing for Budget Flag ‘M’: Move the account line over to the budget, but do NOT apply any
increase or decrease to the line amount. This allows the gross data line and all associated amounts to be
brought over to the budget sandbox without changing any amounts. A Budget Flag of ‘M’ could be
used to bring over gross data amounts that are not being increased or decreased in the next budget year.

Update/Display Gross Data

Proc Pay Regular Budget

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Gross  Flag
B1. 3 8618 14 1688 _ 1455 24806 131688 _198 _ 5119.67 s
g2. 3 8641 14 1688 _ 1455 24060 13068 163 _ 255 .98 s
B3. 5 BE36 14 1688 _ 1455 2408 131688 189 _ 591.33 H
By, 5 98631 14 682 _ 9998 31066 116880 _189 _ 1297 .15 1]
B5. 5 8631 14 482 _ 1862 1008 113688 _198 _ 200.040

Payroll Gross Data Screen with Budget Flag Field

SAHNDBOX - Update/Display Gross Data

Proc Pay Regular
Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Gross
1. 5 8618 14 188 _ 1455 2488 131688 _198 _ 5849 .58
82. 5 08641 14 186 _ 1455 2408 13088 1683 _ 252 .37
B3. 5 08636 14 188 _ 1455 2488 131688 189 _ 591.33
By, 5 08631 14 682 _ 9998 3148 11688 _189 _
a5 . _ aa

Gross Data Results in the SANDBOX
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A4. Processing for Budget Flag ‘N’

Processing for Budget Flag ‘N’: The processing for Budget Flag ‘N’ is executed exactly the same
way as processing for Budget Flag ‘L’. When the Create Budget Sandbox procedure is executed, the
user may define the parameters for the gross data account lines flagged with a Budget Flag of ‘N’, as
shown in the figure below.

Type H lines (Ho salary schedule):
Salary lines (S, B, ¥, Q): Annual amt change _2408.68 - or - Percentage change B.0688

Hourly lines (D, H, A, X, P): Amount change a.5a8 - or - Percentage change B.0688

Create Budget Sandbox Control Screen — Type ‘N’ Lines

In the case of Process Type Codes of ‘D’, ‘H’, ‘A’, “X’, or ‘P’ (hourly/daily lines), a Budget Flag of
‘N’ allows the user to specify an amount change or a percentage change for each flagged gross data
account line. The amount change or the percentage change applies to each ‘N’ line individually. For
example, if a percentage change of .1 is specified, and the employee is paid a rate of $35.00 per day, the
rate on the ‘N’ line will be increased by .1 times $35.00, or $3.50. When $3.50 is added to the current
rate of $35.00, the new rate for the ‘N’ line in the budget sandbox is $38.50.

Similarly, when an amount change is specified for an hourly/daily gross data account line, the amount
change applies to each ‘N’ line individually. For example, if an amount change of $0.50 is specified and
the employee is paid a rate of $35.00 on account line #4 and a rate of $42.50 on account line #5, the new
rates in the budget sandbox will be $35.50 and $43.00 respectively.

In the case of Process Type Codes of S’, ‘B’, “Y’, or ‘Q’ (salary lines), a Budget Flag of ‘N’ allows
the user to specify an annual amount change or a percentage change for each flagged gross data account
line. If the user specifies an annual amount change, the system will divide the annual amount by the
number of pay periods for the employee, and then distribute the pay period amount over all salary gross
data lines flagged with a Budget Flag of ‘N’.

In the following example, an annual amount change of $2400.00 is specified for salary lines on the
Create Budget Sandbox Control screen. Since the employee is paid 12 times per year, the pay period
amount to be disbursed over the salary account lines is $2400.00 divided by 12, or $200.00 per pay
period. The $200.00 is then distributed over all ‘N’ flagged salary lines in proportion to the original
salary distribution. Therefore, account line #2 was increased by $150.36 and account line #3 was
increased by $49.64 for a total of $200.00 in the budget sandbox.
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Process
Type ‘S’ lines Update/Display Gross Data
YVIII be Froc Pay Fay Rate Days/Hrs Days/Hrs Regular Budget
increased by \rype Type Hrlys/Daly Regular Overtime Gross Flag
$200 per pay S 8e1e 4685 .25 3
period. 5 ae1 234.27 N
wd . 8836 .33

.|Db 8838 35.888 38.88 1858.88 H
Process 0 8832 42 5088 10.088 425 .88 N
Type ‘D’ lines
will be
increased by
$O 50 Payroll Gross Data Screen with Budget Flag Field

SANDBOX - Update/Display Gross Data

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular

Type Type Hrly/Daly Reqular Overtime Gross
B1. 5 @618 L7108.68
g2. 5 @8N 384.63
B3. 3 0636 126.97
B4. D B838 35.588 Jo.ag 1865.88
B5. 0 8832 43 .8008 18.88 430.808

Gross Data Results in the SANDBOX when $2400 annual amount change for salary lines is specified

Alternatively, a percentage change can also be specified for a Budget Flag of ‘N’ in the case of ‘S’, ‘B’,
Y’, or ‘Q’ (salary lines). The percentage change applies to each salary ‘N’ line individually. For
example, if a percentage change of .1 is specified, and the employee is paid a salary of $234.27, the
salary on the ‘N’ line will be increased by .1 times $234.27, or $23.43. When $23.43 is added to the
current salary of $234.27, the new salary for the ‘N’ line in the budget sandbox is $257.70.
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AS. Processing for Budget Flag ‘S’

Processing for Budget Flag ‘S’: Budget as state salary using the state CPI salary schedule. A Budget
Flag of ‘S’ can be used for account lines with a Process Type of ‘S’ for certified employees only.
When the Create Budget Sandbox process is executed, the user may define the parameters for the gross
data account lines flagged with a Budget Flag of ‘S’, as shown in the figure below.

Type S lines (CPI Salary schedule):
Enter year for salary schedule: 2815 ({(CCYY)
Increase local and state years? ¥ (Y or H)
Humber of work days for certified employees: 1

85

Create Budget Sandbox Control Screen — Type ‘S’ Lines

In the case of a Process Type Code of ‘S’ (salary lines) for certified employees, a Budget Flag of ‘S’
allows the user to specify the CPI state salary schedule year to use, and whether or not to increment the
employees’ local and state years of experience. The user must also specify the number of work days for
certified employees. Since the CPI state salary schedule is based on 190 days per calendar year, if the
number of work days is less than 190, the annual salary on the CP1 state salary schedule is prorated
accordingly.

In the following example, a certified employee is currently at Certificate Level ‘T6’ and Pay Step ‘L1’,
and has 12 years of state experience. One gross data account line with a Process Type Code of ‘S’ is
flagged with a Budget Flag of ‘S’. In this example, the user specified a ‘Y’ (Yes) for the Increase local
and state years field when running the Create Budget Sandbox procedure. The user also specified the
Number of work days for certified employees as 185.

UpdatesDisplay Gross Data
Cert level Ta Pay step L1 State yrs 12 Local yrs 11
Proc Pay Pay Rate Days/Hrs DaysiHrs Reqular Budget

Type Type Hrly/Daly Regular Overtime Gross  Flag
g1. 5 8818 4685 .25 5
g2. 5 8811 234.27 H
B3. 5 80836 77 .33 H
B4. D 8838 35.080 30.088 18508.88 H
85. b 8632 42.580 10.88 425.840 H

Payroll Gross Data Screen with Budget Flag Field

When the Create Budget Sandbox procedure is executed, the employee’s State Years of Experience
field will be incremented by 1, as specified on the control screen, so that the employee’s record will
reflect 13 years of state experience and a Pay Step of ‘L2’ in the SANDBOX - Update/Display Gross
Data screen. PCGenesis uses the 2015 CPI Salary Schedule, as shown below, and looks up the annual
state salary for a Pay Step of ‘L2’ and a Certificate Level of “T6’. For this employee, $58,056 is
extracted as the correct annual salary for 190 days.
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= PCGDist=8991 Rel=14.02.00 06/17/2014 PCW 001 S¥ C:\DEVSYS C:\SECOND = EIEI
CPICHS @@

GPI SALARY SCHEDULE

STATE 3alary 3chedule: 2815 (CCYY)
STATE SALARY SCHEDULE
Years 3al
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5 BT-6 T-6 BT-7 T-7
8,1,2 31586 32585 31586 _ 33424 35597 _3BL3IB 40936 43435 46258 48213

33510 34484 31586 35460 37765 40779 43420 46080 49875 51149
34515 35519 31586 36524 3BROR _42B02 44732  WFW62 GESLF L2683

36617 _37683 31586 30125 _W1668 44002 47017 GBB4Y Gh14é 56434

37716 38813 31586 408886 43543 47017 50073 53129 56583 58974

38847 _390F7 31586 42113 44840 4B4OR G4GFG G423  GRIZEA _6O743

11,12 L1 _48812 31176 31586 43376 46194 49881 53122 56365 6GOA28 62565
12,14 L2 _41242 42411 31586 44677 475808 51377 54716 58056 61829 _6hu4?
15,16 L3 _42448 43683 31586 46017 49087 52918 56357 59798 63684 66375
17,18 L4 _ 43721 44993 31586 47398 58477 545086 58848 61592 65595 _ 68366
19,20 L5 _45833 46343 31586 48826 51991 56141 59789 63440 67563 78417

21+ L6 _W6384 47733 31586 58285 53551 57825 61583 65343 69598 72538

ENTER=Validate F3-Print Screen F18-Load from File F16=Exit
4 & F10 il 14.62.00

F|S<::I

CPI State Salary Schedule

To calculate the salary for the gross data line flagged with a Budget Flag of ‘S’ in the budget sandbox,
PCGenesis prorates the annual state salary of $58,056 for 185 days. Therefore, it calculates $58,056
times 185 days, and then divides the product by 190 days, to give $56,528.21 as the new annual salary
for this employee. Since the employee is paid 12 times per year, the pay period amount to be disbursed
over the salary account lines is $56,528.21 divided by 12, or $4710.68 per pay period.

In the example below only one gross data account line is flagged with a Budget Flag of ‘S’, so the
entire pay period amount is distributed to account line #1. However, if more than one gross data account
line was flagged with a Budget Flag of ‘S’, the $4710.68 pay period amount would be distributed over
all ‘'S’ flagged salary lines in proportion to the original salary distribution.

SAHMDBOX - Update/Display Gross Data

Cert level Th Pay step L2 State yrs 13 Local yrs 12
Proc Pay Fay Rate Days/Hrs DaysiHrs Reqular
Type Type Hrly/Daly Regular Overtime Gross

1. 3 8a1a 4718.68
g2. = 8811 384.63
83. 3 08036 126.97
By, D 0638 35.584 30.688 1865 .88
a. b 9832 43.000 18.88 430.00

Gross Data Results in the SANDBOX when 2015 CPI State Salary Schedule using 185 Work Days is specified
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A6. Processing for Budget Flag ‘T’

Processing for Budget Flag ‘T’: Budget as local supplement using a local CPI salary schedule. A
Budget Flag of ‘T’ can be used for account lines with a Process Type of ‘S’ for certified employees
only. When the Create Budget Sandbox procedure is executed, the user defines the parameters for gross
data account lines flagged with a Budget Flag of ‘T’, as shown in the figure below.

Type T lines (Local CPI salary schedule):
Enter year for salary schedule: 2815 {(CCYY)

Humber of work days for certified employees: 185

Create Budget Sandbox Control Screen — Type ‘T’ Lines

In the case of a Process Type Code of ‘S’ (salary lines) for certified employees, a Budget Flag of ‘T’
allows the user to specify the CPI local salary schedule year to use. The user must also specify the
number of work days for certified employees. Since the CPI local salary schedule is based on 190 days
per calendar year, if the number of work days is less than 190, the annual salary on the CPI local salary
schedule is prorated accordingly.

In the following example, a certified employee is currently at Certificate Level ‘T6’ and Pay Step ‘L1’,
and has 12 years of state experience. Two gross data account lines with a Process Type Code of ‘S’ are
flagged with a Budget Flag of ‘T’. In this example, the user specified a <Y’ (Yes) for the Increase
local and state years field when running the Create Budget Sandbox procedure. (PCGenesis uses the
Increase local and state years field value from the parameters set up for Budget Flag of ‘S’ since it
can only increment the years of experience one time.) The user also specified the Number of work
days for certified employees as 185.

Update/Display Gross Data
Cert lewel Th Pay step L1 State yrs 12  Local yrs 11
Proc Pay Pay Rate Days/Hrs Days/iHrs Regular Budget

Type Type Hrly/Daly Regular Owvertime Gross  Flag
g1. 5 8818 4685 .25 5
a2. 5 881 234 .27 T
B3. 5 8836 77 .33 T
B4. D B838 35.8808 30.80 1850.68 M
B5. b 8832 42 .580 108.88 425 .88 M

Payroll Gross Data Screen with Budget Flag Field
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When the Create Budget Sandbox procedure is executed, the employee’s State Years of Experience
field will be incremented by 1, as specified on the control screen, so that the employee’s record will
reflect 13 years of state experience and a Pay Step of ‘L2’ in the SANDBOX - Update/Display Gross
Data screen. PCGenesis uses the 2015 CPI Local Salary Schedule, as shown below, and looks up the
annual local salary for a Pay Step of ‘L2’ and a Certificate Level of ‘T6’, and extracts $5,805 as the
correct annual salary for 190 days for this employee. Refer to the Budget System Operations Guide,
Section D: SANDBOX Special Functions for information about configuring local CPI salary schedules.

B PCGDist=8991 Rel=14.02.00 06/17/2014 PCW 001 S¥ C:\DE¥SYS C:\SECOND _|ﬁ' LI
CPICH508
LOCAL SALARY SCHEDULE
LOCAL Salary Schedule: 2815 (CCYY)
LOCAL SALARY SCHEDULE
Years 3al
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5 BT-6 T-6 BT-7 T-7
#,1,2 E 3158 3258 3158 3342 3550 3843 4893 4343 4625 4821
31 3253 3348 3158 REL Y 3666 3959 4216 4473 U764 4965
4 2 3351 448 3158 3546 3776 4877 4342 46 B8 4987 5114
5 3 3451 3551 3158 _ 3652 _ 3BB0 _ 4208 _ 4473 4746 _ 5854 5268
6 4 3555 3658 3158 3798 4845 4368 4652 4936 5256 5479
75 3661 3768 _ 3158 _ 3912 _ 4166 _ 4409 _ 4799 5884 _ 5414 _ 5643
8 6 3771 3881 3158 4088 4354 4781 5887 5312 5658 5897
9,18 7 3884 3997 3158 4211 LLUBY L84 5157 5472 GR28 GA7 YL

11,12 L1 4aa1 4117 3158 4337 4619 4988 5312 5636 6082 6256
13,14 L2 4121 4241 3158 L6y 4758 5137 5471 5885 6182 Ghlly
15,16 L3 U244 4368 3158 46 81 49088 5291 5635 5979 6368 6637
17,18 L4 4372 4499 3158 4739 5847 5458 5804 6159 6559 6836
19,28 LS 4583 4634 3158 48382 5199 5614 5978 63 4% 6756 7ou1

21+ L6 4638 4773 3158 5028 5355 5782 6158 6534 6959 7253

ENTER=Validate F3-Print Screen F18-Load from File F16=Exit
gp =) F10 B 14.02.08

Fi5 :Il:I

CPI Local Salary Schedule

To calculate the salary for the gross data lines flagged with a Budget Flag of ‘T’ in the budget sandbox,
PCGenesis prorates the annual local salary of $5,805 for 185 days. Therefore, it calculates $5,805 times
185 days, and then divides the product by 190 days, to give $5,652.24 as the new annual local salary for
this employee. Since the employee is paid 12 times per year, the pay period amount to be disbursed
over the salary account lines is $5,652.24 divided by 12, or $471.02 per pay period.
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In the example below two gross data account lines are flagged with a Budget Flag of ‘T’, so the pay
period amount is distributed over account lines #2 and #3. The $471.02 is then distributed over all ‘T’
flagged salary lines in proportion to the original salary distribution. Therefore, the salary of account line
#2 is now $354.11 and the salary for account line #3 is now $116.91 for a total of $471.02 in the budget
sandbox.

SANDBOX - Update/Display Gross Data

Cert lewvel T4 Pay step L2 State yrs 13 Local yrs 12
Proc FPay Pay Rate Days/Hrs Days/Hrs Reqular
Type Type Hrly/Daly Regular Overtime Gross

1. = 8e1e 4718.68
g2. 3 8811 354.11
B2. 5 8836 116 .91
By, D 0638 35.5089 38.088 1865 .08
g. D @832 43.00889 18.688 438.088

Gross Data Results in the SANDBOX when 2015 CPI Local Salary Schedule using 185 Work Days is specified
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AT. Processing for Budget Flag ‘U’

Processing for Budget Flag ‘U’: Budget using a user-defined salary schedule for salary gross data
lines. This option may be used for both certified and classified employees. The Budget Pay Category
field and the Annual Work Days fields on the Gross Data screen are required when account lines are
flagged with ‘U’.

A Budget Flag of ‘U’ can be used for account lines with a Process Type of ‘S’ only. When the Create
Budget Sandbox procedure is executed, the user defines the parameters for gross data account lines
flagged with a Budget Flag of ‘U’, as shown in the figure below. A Budget Flag of ‘U’ allows the user
to specify the user-defined salary schedule year to use.

Type U lines (User-defined salary schedule):
Enter year for salary schedule: 2815 ({(CCYY)

Create Budget Sandbox Control Screen — Type ‘U’ Lines

For certified employees, PCGenesis will use the State Years of Experience for determining the pay
step into the user-defined salary schedule. For classified employees, PCGenesis will use the Local
Years of Experience for determining the pay step into the user-defined salary schedule.

In the following example, two gross data account lines with a Process Type Code of ‘S’ are flagged
with a Budget Flag of ‘U’. The classified employee currently has 10 years of local experience. In this
example, the user specified a ‘Y’ (Yes) for the Increase local and state years field when running the
Create Budget Sandbox procedure. (PCGenesis uses the Increase local and state years field value
from the parameters set up for Budget Flag of ‘S’ since it can only increment the years of experience
one time.)

The user must also specify the number of annual work days (Ann work days) for the employee on the
payroll Update/Display Gross Data screen. Since the user-defined salary schedule is based on 260 days
per calendar year, if the number of work days is less than 260, the annual salary on the user-defined
salary schedule is prorated accordingly. The classified employee in our example below works 210 days
per year (Ann work days).

Status Active Update/Display Gross Data PAY A7
EmpHo 39484 BASKSDALE, UASHESA Class 17 BUS DRIVERS

S5 999-DB8-948L4 Loc 8812 Location 888812 Job cd 461 BUS DRIUVER

Salary sched Cert level Pay step E State yrs @ Local yrs 18

Work sched ID Hrs/Day 5.868 Days/Ueek B Hrs/Week 25.88 13714 pay su Budget pay cat 1

Ann work days 218 Days worked YTD 8.808 This per 8.88 Days docked YTD A.88 This per a.8a

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Budget

Type Type Hrly/Daly Reqular Overtime Gross  Flag
81. § 980.58 u
a2. s 180.00 u

a3.
Pay sch. # 24

Payroll Gross Data Screen with Budget Flag Field
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The user must also define the Budget Pay Category field for the employee on the Update/Display
Gross Data screen in payroll. The Budget Pay Category determines the correct user-defined salary
schedule to use for the budget process. The classified employee in our example above is assigned a
Budget Pay Category of 01, which is defined as ‘Bus Drivers’ as shown in the drop-down box below.

B PCG Select Yalue ;IQIEI
H"S

01_Busz Drivers

02 Custodians

03 Registered Murses

04 Certified Bookkeeper

05 Clinic Aide

06 Media Clerk

07 BUDGET PAY CATEGORY 07
08 BUDGET PAY CATEGORY 08
09 BUDGET PAY CATEGORY 09
10 BUDGET PAY CATEGORY 10
11 BUDGET PAY CATEGORY 11
12 BUDGET PAY CATEGORY 12
13 BUDGET PAY CATEGORY 13
14 BUDGET PAY CATEGORY 14
15 BUDGET PAY CATEGORY 15
16 BUDGET PAY CATEGORY 16 ;I

Done | Cancel |

Drop-Down Box for the Budget Pay Category Field
(Budget Pay Category field names are system-specific.)

When the Create Budget Sandbox procedure is executed, the employee’s Local Years of Experience
field will be incremented by 1, as specified on the control screen, so that the employee’s record will
reflect 11 years of local experience in the SANDBOX - Update/Display Gross Data screen. The
employee’s Budget Pay Category field is 01 for Bus Drivers. Therefore, the ‘Bus Drivers’ user-
defined salary schedule will contain the salary data for this employee. PCGenesis uses the 2015 User-
Defined Salary Schedule, as shown below, and looks up the annual user-defined salary for 11 years of
experience for ‘Bus Drivers’, and extracts $42,448.00 as the correct annual salary for 260 days for this
employee. Refer to the Budget System Operations Guide, Section D: SANDBOX Special Functions for
information about configuring user-defined salary schedules.
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B PCGDist=8991 Rel=14.02.00 06/17/2014 PCW 001 S¥ C:ADEVSYS C:\SECOND =]l
SAHDBOX USER DEFIHED SALARY SCHEDULE] BUDCHS 88
USER DEFIHED SALARY SCHEDULE 2815
Years
Exp Bus Drivers Custodians Reg Hurses Cert Bookkeep Clinic naide Hedia Clerk
a 31586.68 32585 .88 31586 .88 33424 .88 35597 .68 38438 .00
1 31586. 08 32585 .08 31586 .88 33424 .08 35597 .08 38438 .00
2 32534. 88 33480. 88 31586 .88 Iuu27 .68 36665 .08 39591.488
3 33518. 08 34484 .00 31586 .88 35466.08 37765.08 40779.088
L 34515 . 88 35519 .68 31586 .88 36524 .88 38898 .68 420882.88
5 35558. 88 36585 .88 31586. 688 37985.08 40454 .88 43682 .88
6 36617 .88 37683 .88 31586 .88 39125 .88 41668 .68 44992 .88
7 37716. 88 38813.008 31586. 688 4886 .08 43543 .08 47917 .88
8 38847 . B8 J9977 .88 31586 .88 42113 .88 44849 .88 48428 .88
9 L8612 .88 41176. 88 31586 .80 43376. 80 46194 . 88 49881.00
18 41212 .88 42411 .88 31586 .88 4UGFF .68 47580. 088 51377 .88
11 42448 . A0 43683 .08 31586 .80 46617 .88 40087 . 88 52918.488
12 43721.88 44993 .88 31586 .88 47398 .08 SO477 .08 5458688
13 45833 .88 46343 . 88 31586 . 88 LBR20. 88 51991.88 56141.88
14 46384 .88 47733.88 31586 .88 58285.088 53551.688 57825.88
15 588088. 88 588088. 88 S006868. 088 5306868. 88 Sh4B6A6. 88 C8006. 80
16 6B88868. 88 688868. 88 60066. 88 60066. 88 606686. 88 600686.88
17 700008. 68 700008. 68 7o066. 08 7o0686. 68 7O0086. 60 700086. 80
18 860686868.008 86686868.08 80066.88 80066.88 80666.088 800606.88
19 900008. 68 9000808. 68 90066. 08 90066. 68 90666. 68 900086. 80
28 186686868. 88 106686868. 88 100666.88 100666.88 1806668. 088 1688666. 08
21 116686868. 88 116686868. 88 116666. 88 116666. 688 1106668. 86 118666. 88
22 12086888. 008 126868868. 008 120066.08 120066.08 120600.08 128660.08
23 13668868. 88 136686868. 88 1306666.088 1306666.688 13066868. 86 1308666. 08
24 14868868. 00 146868868. 00 1406066.088 140666.08 140600. 08 148660. 08
{Use scroll keys to page through pay categories.)
ENTER=Validate F23-Print Screen F18-Load from File F16=Exit
i §||| = F10 s 14.62.900
L]
F1&

User-Defined Salary Schedule

To calculate the salary for the gross data lines flagged with a Budget Flag of ‘U’ in the budget sandbox,
PCGenesis prorates the user-defined salary of $42,448.00 for 210 days. Therefore, it calculates $42,448
times 210 days, and then divides the product by 260 days, to give $34,284.92 as the new annual user-
defined salary for this employee. Since the employee is paid 24 times per year, the pay period amount
to be disbursed over the salary account lines is $34,284.92 divided by 24, or $1,428.54 per pay period.

In the example below two gross data account lines are flagged with a Budget Flag of ‘U’, so the pay
period amount is distributed over account lines #2 and #3. The $1,428.54 is then distributed over all ‘U’
flagged salary lines in proportion to the original salary distribution. Therefore, the salary of account line
#2 is now $1,296.40 and the salary for account line #3 is now $132.14 for a total of $1,428.54 in the
budget sandbox.

Status Active SANDBOR - Update/Display Gross Data PAY A7

EmpHo 89484 BASKSDALE, UASHESA Class 17 BUS DRIVERS

SSH  999-08-92484 Loc 86812 Location @88812 Job cd 461 BUS DRIVER

Salary sched Cert level Fay step E State yrs @ Local yrs 11

Work sched ID Hrs/Day 5.6888 Days/Week 8 Hrs/Week 25.80 13714 pay suw Budget pay cat 1

Ann work days 218 Days worked YTD .88 This per 8.88 Days docked YTD 8.88 This per a.8a

Proc FPay Fay Rate Days/Hrs Days/Hrs Regular

Type Type Hrly/Daly Reqgular Ouvertime Gross
1. = 1296.48
B2. s 132.1%
83.

Pay sch. # 24

Gross Data Results in the SANDBOX when 2015 User-Defined Salary Schedule using 210 Work Days is specified
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A8. Processing for Budget Flag ‘X’ or Spaces

Processing for Budget Flag ‘X’ or Spaces: Do not bring the gross data account line over to the budget
process. Budget Flag ‘X’ or spaces is generally used for substitute pay, one-time stipends, etc.

UpdatesDisplay Gross Data

Proc Pay Regular Budget
Type Type ¥+ Fnd F Prgm Fnct Objct Fcty B Addt'l Gross Flag
1. 5 08818 14 188 _ 1455 2448 13188 198 _ 5119.67 s
82. 5 8811 14 1848 _ 1455 2488 13688 _183 _ 255 .98 by
83. 5 08636 14 188 _ 1455 2488 13188 _189 _ 591.33 M
84, 5 08631 14 682 _ 92998 3148 11688 189 _ 1297 .15 1]
B5. 5 08831 14 482 1862 1048 11388 198 _ 2008.840 _
Payroll Gross Data Screen with Budget Flag Field
Proc Pay Regular
Type Type ¥+ Fnd F Prgm Fnct Objct Fcty B Addt'l Gross
B1. 3 818 14 1688 _ 1455 2400 131688 198 _ 5a40 .58
82. 3 8611 14 1688 _ 1455 2406 130688 183 _ 252 .37
B3. 3 8636 14 1688 _ 1455 2406 131688 _189 _ 591.33
B4. 3 8631 14 682 _ 9998 3166 11688 189 _
85. _ L3 _ _

Gross Data Results in the SANDBOX
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Procedure B: Create Budget SANDBOX

Step  Action
1 From the Business Applications Master Menu, select -5 | (F5 - Budget System).

The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/11/2019 PCG 003 5V CA\DEVSYS CASECOND WHITE — x
Budget System BUDGHMEHNU

FKey Haster HMenu
1_| -- Create Budget SANDBOX
2 | -- SANDBOX Update Menu
3 | -- Create SANDBOX Reports and CSV External File for Budget Load
Print Employee Budget Detail Listings:
-- Employee Number Sequence
-- Employee Name Sequence

- - Recalculate Cycle Gross, State, Local, Other Salary, Annual Contract

-- SANDBOX Special Functions Menu

Bk bk

20 | -- SANDBOX File Reorganization

Master | Voo 18.04.00

| IS | "riZ | LAV | MEND

Step  Action
2 Select _1_| (F1 — Create Budget SANDBOX).
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 06/11/2014 PCW 001 SY C:\DEYSYS LC:\
Create Budget Sandbox

This process will create the Budget Sandbox from scratch.
started will be lost.

ALL USERS MUST BE OUT OF PCGEMESIStt?

To proceed, select ENTER.

ENTER = Continue, F16 =

Exit Program

PCGenesis Budget System Operations Guide

=5x]

BUDSETUP

Any budget work which has been

14.01.89

Select Enter to proceed.

3 Make sure that all users exit out of the PCGenesis system.

The following screen displays briefly:

S WINDOWS system 32 cnd exe

C:~SECOND~SANDEOX~ANMUITY
C:~SECOND~SANDEOX~CPIFILE
C:~SECOND~SANDBOX~CPIFILE.XFD
C:~SECOND~SANDEOX -~ DATEFL
C:~SECOND~SANDEOX -~ DEDCTL
C:~SECOND~SANDEOX -~ DEDS
C:~SECOND~SANDBOX - GROSSDAT
C:~SECOND~SANDEOX - GROSSDAT . KFD
C:~SECOND~SANDEOX - PAYROLL
C:~SECOND~SANDBOR~PAYROLL . XFD
C:~SECOND~SANDBOX-PAYSTAT
C:~SECOND~SANDEOX - PDEDUCT
C:~SECOND~SANDEOX - PERS
C:~SECOND~SANDEBOR~PERS . XFD
C:~SECOND~SANDBOX-TAXES
C:~SECOND~SANDEOX-TAXES . XFD
18 File<s>» copied

C:~Acuchl“~AcuGT~bin*ECHO OFF

oo 3o~ o -Jof-uE 3o -Jof-3uf e -Jof-uf e -Jof-3uE e -Jof-3E-J0f-Jof-30E o -Jof-30E - J0f-Jef-oE -0 -Jef -0 -Jof - J0f - Jof—aE-Jof - Jof ek -Jof-Jof—ef-Jof-Jof-eE- o

*E E
* BACKUF OF C:~ SECOND~SAMDBOX TO SECOND~SANDBOXG COMPLETED
*E E

oo 3o~ o -Jof-uE 3o -Jof-3uf e -Jof-uf e -Jof-3uE e -Jof-3E-J0f-Jof-30E o -Jof-30E - J0f-Jef-oE -0 -Jef -0 -Jof - J0f - Jof—aE-Jof - Jof ek -Jof-Jof—ef-Jof-Jof-eE- o
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 06/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND _|E'|£|
Create Budget Sandbox BUDDATE

Enter a 'Y' in the Run column next to the Scheduled Pay(s) and Employer GHI(s) for this payroll run.

Pay Ho. Pays Emplr
Sch Tax Calc Description Period Check Date Run  GHI
12 12 HONTHLY PAYROLL CYCLE 1 86711714 Y b4
24 24 BI-MONTHLY SCHEDULE FOR 2814 1 B6/11/14 ¥ ¥

NOTE: Uerify the NO. of PAYS for TAX CALCulation field. If incorrect,
return to the DISPLAY/UPDATE PAY SCHEDULES function and modify.

ENTER = Continue, F16 = Exit 14.082.89

Step | Action

4 Enter Y (Yes) in the Run and Emplr GHI (Employer Georgia Health Insurance) columns

for the appropriate Pay Sch (Payrolls Schedules).

The user may select which Payroll Schedules to budget. For example, if the district has both
amonthly (12) and bi-monthly (24) payroll, the user has the ability to select “Y’ (Yes) for both
the Pay Schedule 12 and Pay Schedule 24 Run parameters.

The user may also select whether or not the system should calculate the Employer GHI (Emplr
GHI) contribution for the budgeting procedure. Enter ‘Y’ (Yes) to calculate the Employer
GHI or enter ‘N’ (No) to suppress the employer GHI calculation.

5 Verify the No. Pays Tax Calc (Number of Payrolls Tax Calculation) field has defaulted
correctly.
6 Select Enter (Continue).
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 06/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND _|E'|£|
Create Budget Sandbox BUDDATE

Enter a 'Y' in the Run column next to the Scheduled Pay(s) and Employer GHI(s) for this payroll run.

Pay Ho. Pays Emplr
Sch Tax Calc Description Period Check Date Run  GHI
12 12 HONTHLY PAYROLL CYCLE 1 86711714 ¥ ¥
24 24 BI-MONTHLY SCHEDULE FOR 2814 1 B6/11/14 ¥ ¥

NOTE: Uerify the NO. of PAYS for TAX CALCulation field. If incorrect,
return to the DISPLAY/UPDATE PAY SCHEDULES function and modify.

The 'Selected Classes' shown below will indicate which employees are to be
paid during this payroll run. Erase any class which should HOT be paid.

2 7 _8 9 11 12 17 28 21 22 23 24

ENTER = Continue, F16 = Reenter 14.02 .68

Step | Action

7 To omit pay classes from this budget run: Select the spacebar continuously within the
pay class field(s).

The user may define which payroll class codes should be selected for the budgeting
procedure. For example, the user may decide NOT to process the substitute payroll class
codes during the budget procedure.

8 Select Enter twice.
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 06/11/2014 PCW 001 S¥Y C:\DEYSYS C:\SECOND _|E'|£|
Create Budget Sandbox BUDDATE

Enter a "Y' next to the pension types to be deducted on this payroll run:

(1) 01d PSERS

|==

(2) TRS

|==

(3) OLDERS

|==

(4) HEWERS

|==

(5) Hew PSERS

|==

ENTER = Continue, F16 = Exit 14.082.89

Step | Action |
9 Enter Y (Yes) or N (No) in the appropriate fields to identify the pension type deductions.

The user defines which pension types to calculate during the budget procedure. Typically,
the user would select only those pension codes which have an employer contribution
component, such as TRS and Old and New ERS.

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

B PCGDist=8991 Rel=14.02.00 06/11/2014 PCW 001 S¥Y C:\DEYSYS C:\SECOND _|E'|£|

NOTE: Fields to be cleared will be Regular Hours, Regular Gross, and GHI Distribution.

Create Budget Sandbox BUDDATE

Enter a "Y' next to the type of salary lines to be cleared on this payroll run:
(1) HOURLY H

(2) DAILY H

ENTER = Continue, F16 = Exit 14.682 .88
Step | Action |

11 Enter Y (Yes) or N (No) in the HOURLY or DAILY fields to identify the type of salary lines
to be cleared for the Regular Hours and Regular Gross fields.
The user selects if the hourly and/or daily salary lines will be cleared during the budget
procedure. Generally, these options should be set to ‘N’ so that the hours/days on the
hourly/daily salary account lines (Process Type Codes of ‘H’ or ‘D’) are retained for
budgeting purposes.

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

B PCGDist=8991 Rel=14.02.00 06/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND _|E'|£|
Create Budget Sandbox BUDDATE

Enter a "Y' next to the Gross types to be selected on this payroll run:

(1) Regular Gross Types (H,D,S) ¥
(2) Special Gross Types (A,B,P,0,%,Y,2) ¥

NOTE: On a normal payroll run, both the REGULAR and SPECIAL gross type fields should be "¥'.

On a special/bonus payroll run, only the SPECIAL gross type field should be a '¥".

ENTER = Continue, F16 = Exit 14.082.89

13 To budget Regular Gross Types (H, D, S): Enter Y (Yes).
To budget Special Gross Types (A, B, P, Q, X, Y, Z) : EnterY (Yes).
Regular Gross Types:

S — Regular salary with pension and taxes
D — Regular daily with pension and taxes
H — Regular hourly with pension and taxes

Special Gross Types:

A —Daily/Hourly adjustment NO pension calculation

B —Salary adjustment NO pension calculation

X —Daily/Hourly, with FICA, NO pension/annuities or tax calculation
Y —Salary, with FICA, NO pension/annuities or tax calculation

Q —Salary adjustment with taxes and pension calculation

P — Daily/Hourly adjustment with taxes and pension calculation

Z — Pension adjustment only

The user selects whether Regular Gross Types (H, D, S) and/or Special Gross Types (A,
B, P, Q, X, Y, Z) will be processed by the budgeting procedure. For example, the user may
wish to budget only Regular Gross Types (H, D, and S) and NOT budget Special Gross
Types (A, B, P, Q, X, Y, Z) since special gross types are typically used for substitute
payments and special payments
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Ste Action

14 Select Enter (Continue).

The following screen displays:

E PCG Dist=8991 Rel=14.02.00 06/11/2014 PCW 001 S¥ C:\DE¥SYS C:\SECOND _|E'|£|
Deduction Control BUDDATE
Enter a 'Y" if the deduction is to be taken.

B2=ANNUITY # 2

B9=HEALTH INS

15=1-UNDR 0885983
19=I-UNDR 885834
24=1-UNDR 882517
28=I-UNDR ©05048
32=UENDOR 884236

83=FED W/H TAX
18=UVENDOR 885483
16=COURT W/H
21=UVENDOR 885835
25=UENDODR 885837
29=1-UNDR 885048
33=I-UHDR ©04864 ¥

B8=FRINGE

B4=GA INCOME TAX
12=1-UNDR 885674
17=UENDOR BB5983
22=1-UNDR 885983
26=UENDOR BB29908
38=UENDOR 885048

B1=ANNUITY # 1
BE=HEALTH INS
13=CUNION 881430
18=COURT W/H
23=I-UNDR B85572
27=UENDOR B830839
31=UENDOR 883412

IZIZICIZI< Z|=
IZIZ<IZIZ <<
IZ e - 1= e = =

<IZIZIZIZ =

ENTER to Proceed, F16 to EXIT 14.082.00

The Create Budget SANDBOX — Deduction Control screen entries are system-specific, and determine
whether employer contributions will be included.

Step  Action

15 Enter Y (Yes) or N (No) in the appropriate fields to define the deductions to be taken.

The user selects which deduction codes will be processed by the budgeting procedure.
Typically, the only deductions which should be considered for budgeting are those
deductions which have an employer contribution component. For example, if the district
subsidizes employee annuities and Georgia State Health Insurance, then deduction codes 01,
02, 08 and 09 should be selected for budgeting.

16 Select Enter (Continue).
“**Processing Request**” briefly displays.
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The following screen displays:

PCG Dist=8991 Rel=19.02.00 08/08/2019 PCG 003 5V CANDEVSYS CASECOMND WHITE - O X
Create Budget Sandbox BUDDATE

Type § lines (CPI Salary schedule):
Enter year for salary schedule: 2019 (CCYYy)
Increase local and state years? (Y or H)
Humber of work days for certified employees: 198

Type T lines (Local CPI salary schedule):
Enter year for salary schedule: 26819 (CCYY)
Number of work days for certified employees: 198

Type U lines {(User-defined salary schedule):
Enter year for salary schedule: 2619 (CCYY)

Type N lines (No salary schedule):
Salary lines (S, B, ¥, 0): Annual amt change 6.80 - or - Percentage change B.08588
Hourly lines (D, H, A, X, P): Amount change 6.586 - or - Percentage change 0.0000
Type L lines (Local supplement/extra salary):
Salary lines (S, B, ¥, Q): Annual amt change 6.08 - or - Percentage change B8.6588
Hourly lines (D, H, A, X, P): Amount change 8.50 - or - Percentage change ©.0080

Sort report by: ¢ Employee name
* Employee ID

ENTER = Continue, F16 = Exit 19.62.60

Step | Action

17 For Type S lines (CPI salary schedule): Enter the year for the CPI state salary schedule
in the Enter year for salary schedule field.

18 For Type S lines (CPI salary schedule):

Enter Y (Yes) in the Increase local and state years field if employees’ local and state years
of experience should be incremented by one.

Enter N (No) in the Increase local and state years field if the employees’ local and state
years of experience fields should not be incremented, but should retain their existing values.

19 For Type S lines (CPI salary schedule): Enter the number of annual work days for certified
employees in the Number of work days for certified employees field.

The user must specify the number of work days for certified employees. Since the CPI state
salary schedule is based on 190 days per calendar year, if the number of work days is less
than 190, the annual salary on the CPI state salary schedule is prorated accordingly.

20 For Type T lines (Local CPI salary schedule): Enter the year for the CPI local salary
schedule in the Enter year for salary schedule field.
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21 For Type T lines (Local CPI salary schedule): Enter the number of annual work days for
certified employees in the Number of work days for certified employees field.

The user must specify the number of work days for certified employees. Since the CPI local
salary schedule is based on 190 days per calendar year, if the number of work days is less
than 190, the annual salary on the CPI local salary schedule is prorated accordingly.

22 For Type U lines (User-defined salary schedule): Enter the year for the user-defined
salary schedule in the Enter year for salary schedule field.

23 For Type N lines (No salary schedule):

For salary lines (S, B, Y, Q): Specify an annual amount change in the Annual amt change
field, or specify a percentage change in the Percentage change field.

In the case of Process Type Codes of ‘S’, ‘B’, “Y’, or ‘Q’ (salary lines), a Budget Flag of
‘N’ allows the user to specify an annual amount change or a percentage change for each
flagged gross data account line. If the user specifies an annual amount change, PCGenesis
will divide the annual amount by the number of pay periods for the employee, and then
distribute the pay period amount over all salary gross data lines flagged with a Budget Flag
of ‘N’.

Alternatively, a percentage change can also be specified for a Budget Flag of ‘N’ in the case
of ‘'S’, ‘B’, °Y’, or ‘Q’ (salary lines). The percentage change applies to each salary ‘N’ line
individually.

24 For Type N lines (No salary schedule):

For hourly lines (D, H, A, X, P): Specify an amount change in the Amount change field,
or specify a percentage change in the Percentage change field.

In the case of Process Type Codes of ‘D’, ‘H’, ‘A’, *X’, or ‘P’ (hourly/daily lines), a Budget
Flag of ‘N’ allows the user to specify an amount change or a percentage change for each
flagged gross data account line. The amount change or the percentage change applies to
each ‘N’ line individually. For example, if an amount change of $0.50 is specified and the
employee is paid a rate of $35.00 on account line #4 and a rate of $42.50 on account line #5,
the new rates in the budget sandbox will be $35.50 and $43.00 respectively.
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25 For Type L lines (Local supplement/extra salary):

For salary lines (S, B, Y, Q): Specify an annual amount change in the Annual amt change
field, or specify a percentage change in the Percentage change field.

In the case of Process Type Codes of ‘S’, ‘B’, “Y’, or ‘Q’ (salary lines), a Budget Flag of
‘L’ allows the user to specify an annual amount change or a percentage change for each
flagged gross data account line. If the user specifies an annual amount change, PCGenesis
will divide the annual amount by the number of pay periods for the employee, and then
distribute the pay period amount over all salary gross data lines flagged with a Budget Flag
of ‘L’.

Alternatively, a percentage change can also be specified for a Budget Flag of ‘L’ in the case
of ‘S’, ‘B’, °Y’, or ‘Q’ (salary lines). The percentage change applies to each salary ‘L’ line
individually.

26 For Type L lines (Local supplement/extra salary):

For hourly lines (D, H, A, X, P): Specify an amount change in the Amount change field,
or specify a percentage change in the Percentage change field.

In the case of Process Type Codes of ‘D’, ‘H’, ‘A’, “X’, or ‘P’ (hourly/daily lines), a Budget
Flag of ‘L’ allows the user to specify an amount change or a percentage change for each
flagged gross data account line. The amount change or the percentage change applies to
each ‘L’ line individually. For example, if an amount change of $0.50 is specified and the
employee is paid a rate of $35.00 on account line #4 and a rate of $42.50 on account line #5,
the new rates in the budget sandbox will be $35.50 and $43.00 respectively.

27 Select the ™ radio button to the right of Sort report by to sort the Create Budget SANDBOX
Report by either employee name or employee id.

28 Select Enter (Continue).
“**Processing Request**” briefly displays.
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The following screen displays:

m PCG Dist=8991 Rel=18.04.00 01/11/2019 PCG 003 SV CADEVSYS CASECOND WHITE — X
Budget Systen BUDGMENU
FKey Haster Henu
_1 | -- Create Budget SANDBOX
_2 | -- SANDBOX Update Menu
_3 | -- Create SANDBOX Reports and CSV External File for Budget Load

Print Employee Budget Detail Listings:

_4 ] Employee Number Sequence
_5 | -- Employee Name Sequence
_6_| -- Recalculate Cycle Gross, State, Local, Other Salary, Annual Contract
_7 | -- SANDBOX Special Functions Menu
_20 | -- SANDBOX File Reorganization
Master | Vs, 18.04.00

re®| 15 | "5 | DA | MENR

Step  Action

29

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

WaordZ
To print the report via Microsoft® Word: Select S (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.

30 Select ﬁl (F16 - Exit) or select Ml (Master) to return to the Business Applications
Master Menu.
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31 Select __2_| (F2 - SANDBOX Update Menu) to review the new gross data amounts generated
for all employees.

Once the Create Budget SANDBOX process has completed, the user can make any additional
changes that are necessary to the employees’ gross data salary lines from within the
SANDBOX Update Menu. The SANDBOX Update Menu allows the user to modify employee
information in the SANDBOX directory including personnel data, deduction data, gross data,
and withholding data. The user can also export the SANDBOX gross data, make modifications
on a spreadsheet, and then import the SANDBOX gross data back into the PCGenesis
budgeting system.

Since the SANDBOX employee information is in the budget “playground” or “sandbox”, any
changes made within the budgeting system do not affect the regular, “live” payroll files, and
will have no impact on the current scheduled payroll cycle.

Refer to the Budget System Operations Guide, Section B: Update Budget SANDBOX for
additional instructions.
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B1l. Create Budget SANDBOX Report - Sample

BEPORT ID: EUDCLROZ CREATE EUDGET SANDEQX REDORT DACE 2
EEBORT DRTE: 04/04/201&
ge322 EBOTCHRRD, EUTENIO k3 10 MO. TEACHERS CERT
Bud bav/Inhibit MNew Y¥rs Exp Cert Lv New Pay Step Tot Znn Szl DProrated Amn Szl Cycle Salary Emp Wrk Days Budget Category
T KO CRT RSG/YR ROV oo B4 E &00_00 &00_00 50_00 150
S N0 CRT RSG/YR ROV [lu} E4 E 31,58&.00 31,58&.00 2,632.17 150
Proc Type BAeccount Pay Rate Reg Hrs Qvt Hrs Reg Gross Qvt Gross Bud Flg
S 1& 100 O 1081 1000 11000 0154 O OODOOOD Z,632.17 s
5 1€ 100 0 1083 1000 11000 0154 O 000000 50._00 T
86345 YRB8ZIE, BESTRIS 13 LURCHROOM CLLSS
Proc Type beooount Pay Rate Beg Hrs Owvwt Hrs Reg Gross Owt Gross Bud Flg
s 1eé €02 O 959350 3100 18400 0101 O OOOOOQ TZ8_00 N
286348 JASE, RASDELL o0& EUS-DREIVERS CLRLSS
Bud Air/Inhibit New ¥rs Exp Cert Lv New Pay Step Tot Bnn Szl Prorated Anm Szl Cycle Salary Emp Wrk Days Budget Category
U o7 15,451.32 10,725.18 893,77 180 17 EBUSDS0toBS
Proc Type Account PBay Rate Eeg Hrs Ovt Hrs Beg Gross Ovt Gross Bud Flg
s 1€ 100 O 1320 Z700 18000 2012 O OOOOOQ 223.77 1)
8e3€l JU8D, MIACHEL 03 10 MO_. TEACHERS CERT
Bud bav/Inhibit MNew Yrs Exp Cert Lv New Pay Step Tot Ann Szl DProrated Amn Szl Cycle Salary Emp Wrk Days Budget Category
T 24 T7 L& 1,175.00 1,175.00 9792 150
S 24 I7 L& TZ,530.00 TZ,530.00 €,044.17 150
Broc Type LAecoount Bay Rate Eeg Hrs Qvt Hrs Eeg Gross avt Gross Bud Flg
s 1& 100 O 5550 ZZ10 15000 0154 O ODOOOD &, 04417 =
s 1& 100 O 9550 2210 15000 0154 O 000000 97._.92 T
8&371 MRECTUS, ELEER 03 10 MO. TERCHERS CERT
Bud b /Inhibit HNew ¥Yrs Exp Cert Lv New Pay Step Tot Bnn Sal Prorated Ann Sal Cycle Salary Emp Wrk Days Budget Category
T 23 TS L& 7500 57500 81.25 150
s 23 I: L& £7,825.00 £7,825.00 4,818.7% 130
Proc Type Account Pay Rate Eeg Hrs Ovt Hrs Eeg Gross Qvt Gross Bud Flg
5 1€ 100 0 2041 1000 11000 0105 O 000000 4,818_7%5 s
s 1& 100 O 2043 1000 11000 010% O OOOOO0Q 81_25 T
26386 QUTEN, AUTUSTINE 17 11 MO SCHOOL SECRETLRIES CLASS
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