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Overview 

Every time the user executes the Create Budget SANDBOX procedure, 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 

procedure can be run as many times as desired, and each time the user can apply a new set of parameters 

to the employee data.   

Each time the Create Budget SANDBOX procedure is executed, new copies of the system payroll files 

are copied into K:\SECOND\SANDBOX directory from the regular payroll directories.  Therefore, tax 

rate changes made in the SANDBOX Special Functions Menu during a prior budget procedure may need 

to be reentered after executing a new budget iteration. 

The following payroll system files are created in the K:\SECOND\SANDBOX directory: 

File Name Description 

ANNUITY Annuity company definition records – Identifies the 

annuity company codes with an employer contribution 

defined. 

DATEFL Budget Control Data – Identifies the payroll cycles, 

pension codes, payroll class codes, employer GHI flags, 

regular gross types, and special gross types selected for the 

budget procedure. 

DEDCTL Budget Control Data – Identifies the payroll deduction 

codes selected for the budget procedure.  Generally, it is 

only necessary to select those deduction codes with an 

employer contribution component. 

DEDS System deduction definition records – Identifies the 

deduction codes with an employer contribution defined. 

PAYSTAT Budget Control Data – Identifies the sequence monitor 

for the budget procedure. 

TAXES Tax file definition records, including FICA/Medicare, 

Old and New ERS, TRS, and GHI tax tables.  These tax 

types all have an employer contribution defined as part of 

the tax or pension calculation. 

Employer tax rates:  The user may want to anticipate rate changes to employer benefits for the 

upcoming budget year.  The SANDBOX Special Functions Menu allows the user to maintain SANDBOX 

deduction records, maintain SANDBOX annuity records, and maintain SANDBOX tax records.  These 

options allow the user to change the employer contribution amounts or percentages for system 

deductions and/or system annuity companies.  The user can also change the employer rates for FICA, 

Old and New ERS, TRS, or GHI.    
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For example, the user may be able to anticipate a change to the GHI employer premium amounts in the 

coming budget year.  With the PCGenesis budgeting system, users have the ability to modify the 

employer rates in the budget “playground” or “sandbox”.  Any changes made to employer rates within 

the budgeting system do not affect the regular, “live” payroll files, and will have no impact on the 

current scheduled payroll cycle. 

Salary Schedules:  The local CPI budget salary schedule and the user-defined salary schedules are 

stored permanently in the file K:\SECOND\CPIDATA/SALSCHED.  Once the salary schedules are 

loaded into PCGenesis, the data is retained permanently regardless of the number of times the budget 

procedure is executed.  The salary schedules are identified by the Salary Schedule Year so that 

multiple years of salary schedules can be retained. 

The following data items are created in the K:\SECOND\CPIDATA/SALSCHED file: 

 

 

Salary Schedule  

Key in 

SALSCHED 

file 

 

 

Description 

State CPI budget 

salary schedule 

S Tables are defined in CPI.   

Used to budget Gross Data account lines with a 

Budget Flag of ‘S’.   

Refer to the Certified/Classified Personnel Information 

(CPI) System Operations Guide, Section D:  Salary 

Schedule Processing for instructions. 

Local CPI budget 

salary schedule 

L Tables are defined in the PCGenesis Budget System.   

Used to budget Gross Data account lines with a 

Budget Flag of ‘T’.   

Refer to Procedure B:  Local Budget Salary Schedule 

in this document for instructions. 

User-defined 

salary schedules 

U Tables are defined in the PCGenesis Budget System.   

Used to budget Gross Data account lines with a 

Budget Flag of ‘U’.  Requires definition of the Budget 

Pay Category field on the employee’s payroll record.   

Refer to Procedure C:  User Defined Budget Salary 

Schedule in this document for instructions. 

The SANDBOX Special Functions Menu allows the user to set up a local CPI budget salary schedule 

(used in conjunction with the Budget Flag ‘T’ option on the employees’ Payroll Gross Data screen) 

and to set up user-defined salary schedules (used in conjunction with the Budget Flag ‘U’ option on the 

employees’ Payroll Gross Data screen).  
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For Gross Data account lines with a Budget Flag of ‘T’, the user specifies the local CPI salary schedule 

year to use, and also specifies the number of work days for certified employees during the Create 

Budget SANDBOX procedure.  The system looks up the correct local salary schedule based upon the 

employees’ State Years of Experience field and the employees’ Certification Level, using exactly the 

same methodology as the state CPI salary schedule.  Since the 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 local CPI salary 

schedule is prorated accordingly. 

For Gross Data account lines with a Budget Flag of ‘U’, salary lines are budgeted using a user-defined 

salary schedule.  This option may be used for both certified and non-certified employees.  The system 

looks up the correct user-defined salary schedule based upon the employees’ Budget Pay Category 

field.  Since the user-defined salary schedule is based on 260 days per calendar year, if the number of 

work days specified on the employees’ Gross Data screen in the Annual Work Days field is less than 

260, the annual salary on the user-defined salary schedule is prorated accordingly.  For certified 

employees, the system will use the State Years of Experience for determining the pay step into the 

user-defined salary schedule.  For classified employees, the system will use the Local Years of 

Experience for determining the pay step into the user-defined salary schedule. 

Budget Control Data:  The SANDBOX Special Functions Menu also allows the user to display Budget 

Control Data screen.  The Budget Control Data screen allows the user to review the budget parameters 

defined when the Budget Sandbox was created by the user.   

The user also has the ability to modify the selected deductions for the budget cycle from the Budget 

Control Data screen.  In the event the budget cycle’s deduction parameters require modifications, such 

as when adding an employer contribution to a system deduction, users may modify the deduction field 

information as needed.  Enter Y (Yes) or N (No) next to the appropriate payroll deduction field to select 

or deselect that deduction for processing during the budget cycle. 

Screen Print:  The screen print feature allows the user to obtain a screen print of selected payroll 

screens.  The screen print feature is available on display/inquiry screens which have the  button.  

The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 
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Procedure A:  Display/Update Budget Control Data 

A1. Displaying the Budget Control Data 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F7 – SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1 – Display/Update Budget Control Data). 
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If the Budget SANDBOX has not been created yet, the following screen displays: 

 

If the Budget SANDBOX has been created, the following screen displays: 

 

The actual screen results are system-specific. 
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Step Action 

4  If the Budget SANDBOX has not been created yet:  The employee payroll files will be 

missing from the SANDBOX directory.  In this case, select  (F16 - Exit) to return to 

the SANDBOX Special Functions Menu.  Select  (F16 - Exit) to return to the Budget 

System Master Menu.  Refer to the Budget System Operations Guide, Section A:  Create 

Budget SANDBOX for information about creating the budget sandbox. 

If the Budget SANDBOX has been created:  Review the screen’s information, and select 

 (F11 – Go to screen 2) to display the deductions which have been selected for the 

create budget process.   

If the user is finished reviewing the budget control information, select  (F16 - Exit) to 

return to the SANDBOX Special Functions Menu.   

Select  (F3 – Print this data) to obtain a screen print of the Display/Update Budget 

Control Data screen.  The screen print file will be available in the print queue with the name 

‘PSCNnnnn’. 

 

The following screen displays after selecting  (F11 – Go to screen 2) in Step 4: 

 

The actual screen results are system-specific. 
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Step Action 

5  Select  (F12 – Go to screen 1) to return to the first page of the Display/Update Budget 

Control Data.   

If the user is finished reviewing the budget control information, select  (F16 - Exit) to 

return to the SANDBOX Special Functions Menu.  

Select  (F3 – Print this data) to obtain a screen print of the Display/Update Budget 

Control Data – Deduction Control screen.  The screen print file will be available in the print 

queue with the name ‘PSCNnnnn’.  

The following screen displays after selecting  (F12 – Go to screen 1) in Step 5: 

 

The actual screen results are system-specific. 

 

Step Action 

6  Select  (F16 - Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

 

Step Action 

7  Select  (F16 - Exit) to return to the Budget System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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A2. Updating Selected Budget Deductions 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F7 – SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1 – Display/Update Budget Control Data). 
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If the Budget SANDBOX has not been created yet, the following screen displays: 

 

If the Budget SANDBOX has been created, the following screen displays: 

 

The actual screen results are system-specific. 
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Step Action 

4  If the Budget SANDBOX has not been created yet:  The employee payroll files will be 

missing from the SANDBOX directory.  In this case, select  (F16 - Exit) to return to 

the SANDBOX Special Functions Menu.  Select  (F16 - Exit) to return to the Budget 

System Master Menu.  Refer to the Budget System Operations Guide, Section A:  Create 

Budget SANDBOX for information about creating the budget sandbox. 

If the Budget SANDBOX has been created:  Review the screen’s information, and select 

 (F11 – Go to screen 2) to display the deductions which have been selected for the 

create budget process.   

If the user is finished reviewing the budget control information, select  (F16 - Exit) to 

return to the SANDBOX Special Functions Menu.   

Select  (F3 – Print this data) to obtain a screen print of the Display/Update Budget 

Control Data screen.  The screen print file will be available in the print queue with the name 

‘PSCNnnnn’. 

 

The following screen displays after selecting  (F11 – Go to screen 2) in Step 4: 

 

The actual screen results are system-specific. 
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Step Action 

5  Select  (F9) to modify. 

The following screen displays after selecting  (F9 - Modify) in Step 5: 

 

The actual screen results are system-specific. 

 

Step Action 

6  To modify the Selected Budget Deduction information:  Enter Y (Yes) or N (No) next to 

the appropriate deduction field, and select  (Enter) to validate. 

Typically, the Display/Update Budget Control Data screen is for display purposes only.  In 

the event the budget’s deduction parameters require modifications, such as when adding a 

payroll deduction with an employer contribution, users may modify the field information as 

needed. 
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The following screen displays: 

 

The actual screen results are system-specific. 

 

Step Action 

7  Verify “Validations passed – F8 to Save” displays, and select  (F8) to save. 

 

  



PCGenesis Budget System Operations Guide 

Georgia Department of Education 

January 11, 2019 • 3:03 PM • Page 16 of 89 

All Rights Reserved. 

The following screen displays: 

 

The actual screen results are system-specific. 

 

Step Action 

8  Verify “Deduction Table Updated” displays, and select  (F12 – Go to screen 1) to 

return to the first page of the Display/Update Budget Control Data.   

If the user is finished reviewing the budget control information, select  (F16 - Exit) to 

return to the SANDBOX Special Functions Menu.  

Select  (F3 – Print this data) to obtain a screen print of the Display/Update Budget 

Control Data – Deduction Control screen.  The screen print file will be available in the print 

queue with the name ‘PSCNnnnn’. 
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The following screen displays after selecting  (F12 – Go to screen 1) in Step 8: 

 

The actual screen results are system-specific. 

 

Step Action 

9  Select  (F16 - Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

 

Step Action 

10  Select  (F16 - Exit) to return to the Budget System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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Procedure B:  Local Budget Salary Schedule 

B1. Verify the Local Budget Salary Schedule Exists 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F7 – SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Local Budget Salary Schedule). 
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The following screen displays: 

 

Step Action 

4  Verify the literal SANDBOX is displayed in the title bar of the screen. 

Enter the 4-digit calendar year (CCYY) in the Salary Schedule field, and select  

(Enter). 
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If the salary schedule does not exist, the following screen displays: 

 

If the salary schedule exists, the following screen displays: 

 

The actual screen results are system-specific. 



PCGenesis Budget System Operations Guide 

Georgia Department of Education 

January 11, 2019 • 3:03 PM • Page 23 of 89 

All Rights Reserved. 

Step Action 

5  If the salary schedule exists:  Verify the entry in the LOCAL Salary Schedule field has 

defaulted correctly, and verify the information is correct.  Select  (Enter) twice. 

If the information is incorrect, enter the correct information and select  (Enter) twice. 

Select  (F3 – Print this data) to obtain a screen print of the Local Salary Schedule screen.  

The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 

6  
If the salary schedule does not exist:  Select  (F13 - to Create). 

To import the Local Budget Salary Schedule, proceed to B3. Importing the Local Budget 

Salary Schedule.   

To enter the Local Budget Salary Schedule manually, proceed to B2. Entering the Local 

Budget Salary Schedule Manually into PCGenesis. 
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B2. Entering the Local Budget Salary Schedule Manually 

into PCGenesis 

 

Step Action 

1  Verify the literal SANDBOX is displayed in the title bar of the screen. 

Verify the entry in the LOCAL Salary Schedule field has defaulted correctly. 

If the information is incorrect, select  (F16) to enter the correct information. 

2  Make the appropriate entries in the fields. 
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The following screen displays: 

 

The actual screen results are system-specific. 

Step Action 

3  Select  Enter) twice. 

Select  (F3 – Print this data) to obtain a screen print of the Local Salary Schedule screen.  

The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 
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The following screen displays: 

 

Step Action 

4  Select  (F16 - to Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

Step Action 

5  Select  (F16 - Exit) to return to the Budget System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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B3. Importing the Local Budget Salary Schedule 

 

Step Action 

1  Verify the literal SANDBOX is displayed in the title bar of the screen. 

Select  (F10 - Load from File). 
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The following screen displays: 

 

Step Action 

2  Verify the defaulting file and pathname in the Enter the upload file Path and Name field is 

C:\TEMP\SALSCHED.CSV or select  (F10 - Browse for file) to locate the file manually. 

If the defaulting file/pathname is incorrect, enter the appropriate information in the field and 

proceed to Step 3, or select  (F10 - Browse for file) to locate the correct file and 

pathname. 

3  Select  (Enter) twice. 

When selecting  (Enter), PCGenesis automatically verifies the file’s location and scans 

each line of the file for invalid characters and data values that are too large.  PCGenesis also 

ensures the file contains the correct number of schedule lines. 
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For successful file imports, the following screen displays: 

 

The following screen is an example of an error message screen: 
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Step Action 

4  For successful file imports:  Verify the “***Import File Successfully Loaded***” message 

displays, select  (Enter) and proceed to Step 5. 

For unsuccessful file imports:  Errors display when there are incorrect file selections, 

and/or if the import file’s year or file layout does not match the required specifications.  

Select  (F16 - to Cancel) to return to the SANDBOX Special Functions Menu, and 

correct the errors displayed.  Return to Step 1 of this procedure to repeat the file’s import. 

The following screen displays if there are no errors: 

 

The actual screen results are system-specific. 

Step Action 

5  Verify the screen’s entries are correct. 

Select  (F3 – Print this data) to obtain a screen print of the Local Salary Schedule 

screen.  The screen print file will be available in the print queue with the name 

‘PSCNnnnn’. 

6  Select  (Enter) twice. 
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The following screen displays: 

 

Step Action 

7  Select  (F16 - to Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

Step Action 

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

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

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

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

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

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

create the macro necessary to use the feature where appropriate. 
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B4. Local Budget Salary Schedule Import .csv File Layout 
 

ATTENTION: 

All salaries in the Local Budget Salary Schedule are based upon 190 work days. 

Column 
Field 

Name 

Description 

A CODE Must be “S” to indicate the line contains local budget salary data.  PCGenesis 

ignores lines without an “S”, such as headers.  (Required) 

B YEAR Salary Schedule Year.  (Required)  Enter the budget year that the salary 

information represents. 

C EXP Years of experience.  (Informational only)  Contains a description of the 

years of experience for the row’s salary data. 

Each row of data contains the local salary amounts based on the number of 

years of experience / pay step identified for the row.  Columns E – N of each 

row will contain the salary for the certification level identified in the column 

heading. 

D STEP Certified Pay Step.  (Informational only)  Contains a description of the CPI 

State Salary Schedule pay step.  Valid values are E, 1, 2, 3, 4, 5, 6, 7, L1, L2, 

L3, L4, L5, and L6. 

E T-1 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level T-1. 

F T-2 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level T-2. 

G BT-4 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level BT-4. 

H T-4 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level T-4. 

I BT-5 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level BT-5. 

J T-5 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level T-5. 

K BT-6 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level BT-6. 

L T-6 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level T-6. 
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Column 
Field 

Name 

Description 

M BT-7 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level BT-7. 

N T-7 Local Budget Salary.  (Required)  Enter the local budget salary for 

certification level T-7. 

 

 

B5. Local Budget Salary Schedule Import .csv File – 

Example 
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Procedure C:  User Defined Budget Salary Schedule 

C1. Verify the User Defined Budget Salary Schedule Exists 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F7 – SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F3 – User Defined Budget Salary Schedule). 
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The following screen displays: 

 

Step Action 

4  Verify the literal SANDBOX USER DEFINED SALARY SCHEDULE is displayed in the title bar of 

the screen. 

Enter the 4-digit calendar year (CCYY) in the Salary Schedule field, and select  

(Enter). 
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If the salary schedule does not exist, the following screen displays: 

 

If the salary schedule exists, the following screen displays: 

 

The actual screen results are system-specific. 
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Step Action 

5  If the salary schedule exists:  Verify the entry in the USER DEFINED Salary Schedule 

field has defaulted correctly, and verify the information is correct.  Select  (Enter) 

twice. 

If the information is incorrect, enter the correct information and select  (Enter) twice. 

Select  (F3 – Print this data) to obtain a screen print of the User Defined Salary Schedule 

screen.  The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 

6  
If the salary schedule does not exist:  Select  (F13 - to Create). 

To import the User Defined Budget Salary Schedule, proceed to C3. Importing the User 

Defined Budget Salary Schedule.   

To enter the User Defined Budget Salary Schedule manually, proceed to C2. Entering the 

User Defined Budget Salary Schedule Manually into PCGenesis. 
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C2. Entering the User Defined Budget Salary Schedule 

Manually into PCGenesis 

 

Step Action 

1  Verify the literal SANDBOX USER DEFINED SALARY SCHEDULE is displayed in the title bar of 

the screen. 

Verify the entry in the USER DEFINED Salary Schedule field has defaulted correctly. 

If the information is incorrect, select  (F16) to enter the correct information. 

2  Make the appropriate entries in the fields. 
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The following screen displays: 

 

The actual screen results are system-specific. 

Step Action 

3  Select  Enter) twice. 

Select  (F3 – Print this data) to obtain a screen print of the User Defined Salary Schedule 

screen.  The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 
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The following screen displays: 

 

Step Action 

4  Select  (F16 - to Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

Step Action 

5  Select  (F16 - Exit) to return to the Budget System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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C3. Importing the User Defined Budget Salary Schedule 

 

Step Action 

1  Verify the literal SANDBOX USER DEFINED SALARY SCHEDULE is displayed in the title bar of 

the screen. 

Select  (F10 - Load from File). 
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The following screen displays: 

 

Step Action 

2  Verify the defaulting file and pathname in the Enter the upload file Path and Name field is 

C:\TEMP\SALSCHED.CSV or select  (F10 - Browse for file) to locate the file manually. 

If the defaulting file/pathname is incorrect, enter the appropriate information in the field and 

proceed to Step 3, or select  (F10 - Browse for file) to locate the correct file and 

pathname. 

3  Select  (Enter) twice. 

When selecting  (Enter), PCGenesis automatically verifies the file’s location and scans 

each line of the file for invalid characters and data values that are too large.  PCGenesis also 

ensures the file contains the correct number of schedule lines. 

 



PCGenesis Budget System Operations Guide 

Georgia Department of Education 

January 11, 2019 • 3:03 PM • Page 47 of 89 

All Rights Reserved. 

For successful file imports, the following screen displays: 

 

The following screen is an example of an error message screen: 
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Step Action 

4  For successful file imports:  Verify the “***Import File Successfully Loaded***” message 

displays, select  (Enter) and proceed to Step 5. 

For unsuccessful file imports:  Errors display when there are incorrect file selections, 

and/or if the import file’s year or file layout does not match the required specifications.  

Select  (F16 - to Cancel) to return to the SANDBOX Special Functions Menu, and 

correct the errors displayed.  Return to Step 1 of this procedure to repeat the file’s import. 

The following screen displays if there are no errors: 

 

The actual screen results are system-specific. 

Step Action 

5  Verify the screen’s entries are correct. 

Select  (F3 – Print this data) to obtain a screen print of the User Defined Salary 

Schedule screen.  The screen print file will be available in the print queue with the name 

‘PSCNnnnn’. 

6  Select  (Enter) twice. 
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The following screen displays: 

 

Step Action 

7  Select  (F16 - to Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

Step Action 

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

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

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

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

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

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

create the macro necessary to use the feature where appropriate. 
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C4. User Defined Budget Salary Schedule Import .csv File 

Layout 

ATTENTION: 

All salaries in the Local Budget Salary Schedule are based upon 260 work days. 

Column 
Field 

Name 

Description 

A CODE Must be “S” to indicate the line contains local budget salary data.  PCGenesis 

ignores lines without an “S”, such as headers.  (Required) 

B YEAR Salary Schedule Year.  (Required)  Enter the budget year that the salary 

information represents. 

C EXP Years of experience.  (Informational only)  Contains a description of the 

years of experience for the row’s salary data.   

Only rows 2 thru 26 contain salary information for 0 thru 24+ years of 

experience, with row 2 representing 0 years of experience and row 26 

representing 24+ years of experience. 

Each row of data contains the user defined salary amounts based on the 

number of years of experience identified for the row.  Columns E – CY of each 

row contains the salary for the Budget Pay Category Code identified in the 

column heading. 

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 instructions on the Budget Pay Category 

Code. 

D STEP Pay Step.  (Informational only)  Currently not populated. 

E 01 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 01.  The salary must be based on 260 

work days. 

F 02 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 02.  The salary must be based on 260 

work days. 

G 03 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 03.  The salary must be based on 260 

work days. 

H 04 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 04.  The salary must be based on 260 

work days. 
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Column 
Field 

Name 

Description 

I 05 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 05.  The salary must be based on 260 

work days. 

J 06 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 06.  The salary must be based on 260 

work days. 

K 07 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 07.  The salary must be based on 260 

work days. 

L 08 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 08.  The salary must be based on 260 

work days. 

M 09 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code 09.  The salary must be based on 260 

work days. 

N - CY 10 - 99 User Defined Budget Salary.  (Optional)  Enter the user defined budget 

salary for Budget Pay Category Code ‘nn’, where ‘nn’ represents the Budget 

Pay Category Code.  The salary must be based on 260 work days. 
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C5. User Defined Budget Salary Schedule Import .csv File – 

Example 
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Procedure D:  Maintain SANDBOX Deduction 

Records 

 

Step Action 

1  Select  (F7 - SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F4 – Maintain SANDBOX Deduction Records). 
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The following screen displays: 

 

Step Action 

3  Verify the literal SANDBOX - Deduction File Maintenance is displayed in the title bar of the 

screen. 

Enter the deduction code in the Code field, and select Enter (Position File). 

If the deduction code is unknown, select F2 to display the first deduction record.  Select F2 

and F5 to scroll between records. 
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The following screen displays: 

  

Step Action 

4  Select F9 (Modify). 
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The following screen displays: 

 

Step Action 

5  Verify “** Modify Mode **” displays, and make the appropriate field modifications to 

the fields. 

6  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 site 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.  Changes made 

in the budget “playground” or “sandbox” only affect processing within the PCGenesis 

Budget System. 

Since the SANDBOX deduction 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 Payroll System Operations Guide, Section F: Description/Deduction/Annuity 

File Processing, Topic 3: Deduction Record Processing for field instructions for the 

Deduction File Maintenance screen. 

7  Select Enter (Modify Record).  
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The following screen displays: 

  

Step Action 

8  Verify the screen entries are correct, and select F16 (Find Mode). 

Since PCGenesis does not display a verification message for modified deduction records, 

review the entries displayed.  If the information is incorrect, select F9 (Modify), make the 

appropriate corrections and select Enter. 
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The following screen displays: 

 

Step Action 

9  Select F16 (Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

Step Action 

10  Select  (F16 - Exit) to return to the Budget System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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Procedure E:  Maintain SANDBOX Annuity Records 

 

Step Action 

1  Select  (F7 - SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F5 – Maintain SANDBOX Annuity Records). 
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The following screen displays: 

 

Step Action 

3  Verify the literal SANDBOX - Annuity File Maintenance is displayed in the title bar of the 

screen. 

Enter the code, or select the drop-down selection icon   within the Company Number field 

to choose the company’s information, and select Enter (Position File). 

If the company code is unknown, select F2 to display the first deduction record.  Select F2 

and F5 to scroll between records. 
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The following screen displays: 

  

Step Action 

4  Select F9 (Modify). 
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The following screen displays: 

  

Step Action 

5  Verify “** Modify Mode **” displays, and make the appropriate field modifications to 

the fields. 

6  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 site 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.  Changes made 

in the budget “playground” or “sandbox” only affect processing within the PCGenesis 

Budget System. 

Since the SANDBOX annuity 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 Payroll System Operations Guide, Section F: Description/Deduction/Annuity 

File Processing, Topic 5: Annuity Record Processing for field instructions for the Annuity 

File Maintenance screen. 

7  Select Enter (Modify Record).  
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The following screen displays: 

  

Step Action 

8  Verify the screen entries are correct, and select F16 (Find Mode). 

Since PCGenesis does not display a verification message for modified annuity company 

records, review the entries displayed.  If the information is incorrect, select F9 (Modify), make 

the appropriate corrections and select Enter. 
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The following screen displays: 

 

Step Action 

9  Select F16 (Exit) to return to the SANDBOX Special Functions Menu. 
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The following screen displays: 

 

Step Action 

10  Select  (F16 - Exit) to return to the Budget System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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Procedure F:  SANDBOX Tax/Withholding Menu 

F1. Display/Update FICA/Medicare Tax Table 

 

Step Action 

1  Select  (F7 - SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F6 – SANDBOX Tax/Withholding Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1 – Display/Update FICA Medicare Tax Table). 
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The following screen displays: 

 

Step Action 

4  Verify the literal SANDBOX is displayed in the title bar of the screen. 

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 site 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.  Changes made 

in the budget “playground” or “sandbox” only affect processing within the PCGenesis 

Budget System. 

Since the SANDBOX tax 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. 

For the necessary steps to finish updating the SANDBOX FICA and Medicare tables, refer 

to the Payroll System Operations Guide, Section I: Special Functions, Topic 3: Tax 

Tables/Withholding/Control Information Processing for instructions. 

5  Select  (F16 - Exit) to return to the SANDBOX Tax/Withholding Menu. 
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When the SANDBOX FICA and Medicare tables have been updated, the following screen displays: 

 

Step Action 

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

(Master) to return to the Business Applications Master Menu. 
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F2. Display/Update ERS Pension Table 

 

Step Action 

1  Select  (F7 - SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F6 – SANDBOX Tax/Withholding Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Display/Update ERS Pension Table). 
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The following screen displays: 

 

Step Action 

4  Verify the literal SANDBOX is displayed in the title bar of the screen. 

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 site 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.  Changes made 

in the budget “playground” or “sandbox” only affect processing within the PCGenesis 

Budget System. 

Since the SANDBOX pension 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. 

For the necessary steps to finish updating the SANDBOX ERS pension tables, refer to the 

Payroll System Operations Guide, Section I: Special Functions, Topic 3: Tax 

Tables/Withholding/Control Information Processing for instructions. 

5  Select  (F16 - Exit) to return to the SANDBOX Tax/Withholding Menu. 
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The following screen displays: 

 

Step Action 

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

(Master) to return to the Business Applications Master Menu. 
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F3. Display/Update PSERS/TRS Tax Table 

 

Step Action 

1  Select  (F7 - SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F6 – SANDBOX Tax/Withholding Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F3 – Display/Update PSERS/TRS Tax Table). 
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The following screen displays: 

 

Step Action 

4  Verify the literal SANDBOX is displayed in the title bar of the screen. 

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 site 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.  Changes made 

in the budget “playground” or “sandbox” only affect processing within the PCGenesis 

Budget System. 

Since the SANDBOX pension 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. 

For the necessary steps to finish updating the SANDBOX ERS pension tables, refer to the 

Payroll System Operations Guide, Section I: Special Functions, Topic 3: Tax 

Tables/Withholding/Control Information Processing for instructions. 

5  Select  (F16 - Exit) to return to the SANDBOX Tax/Withholding Menu. 
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The following screen displays: 

 

Step Action 

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

(Master) to return to the Business Applications Master Menu. 
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F4. Display/Update GHI Table 

 

Step Action 

1  Select  (F7 - SANDBOX Special Functions Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F6 – SANDBOX Tax/Withholding Menu). 



PCGenesis Budget System Operations Guide 

Georgia Department of Education 

January 11, 2019 • 3:03 PM • Page 87 of 89 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

3  Select  (F4 – Display/Update GHI Table). 
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The following screen displays: 

 

Step Action 

4  Verify the literal SANDBOX is displayed in the title bar of the screen. 

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 site 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.  Changes made 

in the budget “playground” or “sandbox” only affect processing within the PCGenesis 

Budget System. 

Since the SANDBOX GHI 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. 

For the necessary steps to finish updating the SANDBOX ERS pension tables, refer to the 

Payroll System Operations Guide, Section I: Special Functions, Topic 3: Tax 

Tables/Withholding/Control Information Processing for instructions. 

5  Select  (F16 - Exit) to return to the SANDBOX Tax/Withholding Menu. 
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The following screen displays: 

 

Step Action 

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

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

 

 

 


