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Overview 

PCGenesis preliminary payroll procedures and processing guidelines include the following: 

Balance Sheets:  To verify employees’ gross salary amounts when making updates to employees’ 

payroll records, PCGenesis users should print the Balance Sheets.  Generate these reports as often as 

needed.  In order to address requirements for the Affordable Care Act, an export option has been added 

to the Print Balance Sheets (After Updates) process.  The export spread sheet will contain the gross pay 

data including the payroll account number, the process type code, the pay rate, the regular and overtime 

hours/days, and the regular and overtime gross amounts. 

Calculating Payroll:  Employees’ payroll may be calculated for the current payroll run without 

affecting payroll records.  Payroll is calculated to verify the payroll information entered is correct. 

Payroll Exceptions:  The “Multiple State Health Benefit Plan (SHBP) Deductions for Employee” error 

message displays for employees with deduction amounts or whose Employer contribution flag has been 

set to Y (Yes) for multiple SHBP-GHI deductions. 

Employees flagged on the Personnel screen as Participation in GHI? – Y (Yes) will be included in the 

Exceptions Report if the employee’s Deduction screen does not include a GHI deduction amount. 

Correct discrepancies by using the instructions provided in Payroll System Operations Guide, Section B:  

Payroll Update Processing, Topic 4: Updating/Displaying Payroll Information.  The appropriate 

report(s) must also be regenerated to verify the corrections to the employees’ records. 

Trial Register:  The Payroll Trial Register lists each employee that will be paid during the current 

Payroll Run, and the total dollar amounts and deductions for each employee.  The Trial Register also 

lists total dollar amount for gross salaries, income taxes, and net pay.  The Trial Register displays these 

results without updating.   

The Trial Employer Benefit Distribution by Employee Report lists the employer contribution amounts 

that will be paid during the current Payroll Run.  The Trial Employer Benefit Distribution by Employee 

Report lists the employer contributions for OASDI, Medicare, GHI, pension, annuities, and deductions. 

Calculate Payroll:  The Calculate Payroll and Update YTD FINAL Totals procedure processes the year-

to-date (YTD) total dollar amounts, and calculates the payroll.  PCGenesis users perform this procedure 

only once as the YTD total dollar amount accumulations for each employee are automatically updated 

once the procedure is begun. 
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Procedure A:  Printing the Balance Sheets (After 

Updates) 

A1. IRS Affordable Care Act (ACA) Requirements 

Beginning in calendar year 2015, reporting requirements related to the Affordable Care Act under 

Internal Revenue Code Sections 6055 and 6056 went into effect.  Employers with 50 or more full-time 

employees (including full-time equivalent employees) are required to use Forms 1094-C and 1095-C to 

report the information regarding offers of health coverage and enrollment in health coverage for their 

employees.  

One aspect to consider regarding the reporting requirements for Form 1094-C is how school systems 

will document the hours worked of employees that currently are not offered health insurance.  For 

example, if substitutes are paid based on days worked instead of hours worked, your district will need to 

consider how those days worked will be converted to hours worked to determine eligibility for health 

insurance coverage.   

Due to the reporting requirements, it is recommended that school districts use an hourly rate when 

feasible to capture the activity of various employees.  However, if an hourly rate is not practical, please 

understand that the local school district will be responsible for converting this activity to meet IRS 

eligibility reporting requirements. 

Therefore, the Print Balance Sheets (After Updates) Export Option has been made available to address 

some of the IRS requirements.   The Print Balance Sheets (After Updates) Export Option provides a 

work around for calculating the hours worked per pay period based on the daily time submitted for 

various groups of employees.  The export spread sheet will contain the gross pay data including the 

payroll account number, the process type code, the pay rate, the regular and overtime hours/days, and 

the regular and overtime gross amounts.  For your convenience these instructions have been included in 

Section A2, and it is very important that you refer to these instructions.  

School districts that provide health insurance outside of the State Health Benefit Plan, should consult 

with the third-party provider to determine how ACA information will be captured and reported. 

School districts with questions related to the federal requirements for the Affordable Care Act under 

Internal Revenue Code Sections 6055 and 6056 should contact the school district attorney. 
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A2. Print Balance Sheets (After Updates) Export Option   

In order to address requirements for the Affordable Care Act, an export option has been added to the 

Print Balance Sheets (After Updates) process.  The export spread sheet will contain the gross pay data 

including the payroll account number, the process type code, the pay rate, the regular and overtime 

hours/days, and the regular and overtime gross amounts.  The export will also include the hours per day 

worked by the employee (in case the gross data line represents a daily rate), the employees’ social 

security number, hire/rehire date, the payroll class code, location code, and also a dummy column.  The 

dummy column is available to calculate the hours worked, if applicable, by multiplying the regular 

and/or overtime days field by the number of hours worked per day.  With this information, the user will 

be able to manipulate the spreadsheet in order to provide a third party vendor with the hours worked per 

week for all employees including substitutes, custodians, etc.  This process is necessary because 

substitutes and custodians and other groups of employees work a variable number of hours per week 

every week. 

Important:  The information on the Print Balance Sheets (After Updates) is available only at the 

beginning of the payroll cycle.  Once Calculate Payroll and Update YTD (Final) (F2, F3, F4) is 

complete, the Print Balance Sheets Export File option is no longer available.   

Earnings History does capture fields labeled Reg Hr (Regular Hours) and Ovt Hr (Overtime Hours).  

However, these fields on the Earnings History record, by themselves, may not be enough information to 

reconstruct the actual days or hours an employee was paid.  For this reason, the Financial Review 

Department of the Ga DOE recommends creating the Print Balance Sheets Export File during the 

payroll cycle. 

 

Example of Earnings History Record with Time (Reg/Ovt Hrs field) Reported in Days 
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A3. Printing the Balance Sheets (After Updates) 

 

Step Action 

1  Select  (F3 - Payroll Check and Direct Deposit Menu). 
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The following screen displays: 

 
 

Step Action 

2  Select  (F1 - Print Balance Sheets (After Updates). 
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The following screen displays: 

 

Step Action 

3  Select the radio button to left of the appropriate response in the Create Balance Sheet List 

to Load in Excel? field.  In order to produce a comma separated data file with the data from the 

report, select ‘Yes’.  Otherwise, select ‘No’. 

4  If creating an export file:  Verify the C:\EXPORT folder exists, or create the folder where 

appropriate. 

5  If creating an export file:  Enter C:\EXPORT\PayBalccyymmdd.csv in the Enter File Name 

and Path for Export File field, or select  (F10 - to Browse for file) to locate the file 

manually. 

6  Select  (Enter - Continue). 

If creating an export file:  If the filename from Step 17 is invalid, the “UNABLE TO OPEN 

PAYBAL CSV FILE 35 = File Not Found” error message displays.  In this instance, return to 

Step 3 to enter the correct information. 

“Processing Request” briefly displays where appropriate. 
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Step Action 

7  
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. 

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

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

 

A3.1. Payroll Balance Sheets (After Updates) – Example 
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A3.2. Payroll Balance Sheets Export File – Example 
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Procedure B:  Calculate Payroll and Print the Payroll 

Exceptions Report 

 

Step Action 

1  Select  (F3 - Payroll Check and Direct Deposit Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F2 - Calculate Payroll & Print Exceptions). 

“** Processing Request **, and a Processing Status dialog box briefly displays.   

If errors exist in the Payroll System Control Files, the following screen displays: 
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If payroll errors exist, the following screen displays: 

 
 

Step Action 

3  When errors exist in the Payroll System Control Files: 

When there are exceptions, the Verification of Payroll System Control Files screen displays.  

Select Enter, and proceed to Step 5.   

The Calculate Payroll & Print Exceptions process gives a fatal error when a vendor exists in 

the payroll that has less than 500 sequence numbers remaining or when an inactive vendor 

exists.  Identifying the system errors before the payroll is calculated prevents the Update 

Budget Files with Current Pay process from aborting when a vendor number runs out of 

sequence numbers.   

When a vendor number runs out of sequence numbers, the old vendor number must be 

replaced with a new vendor number.  To accomplish this task, the user should inactivate the 

old vendor number, add a new vendor number with the old vendor’s information, update all 

occurrences of the old vendor number in deductions, garnishments, gross payroll, etc, and 

then rerun the Payroll Exceptions process. 

For exceptions, access the PCGenesis Uqueue Print Manager to print the report, and 

proceed to the appropriate Payroll Update instructions to correct the payroll errors.  Repeat 

these instructions beginning at Step 1. 
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Step Action 

4  When payroll errors exist: 

When there are exceptions, the Correct Exceptions screen displays.  Select Enter, and 

proceed to Step 5.   

For exceptions, access the PCGenesis Uqueue Print Manager to print the report, and 

proceed to the appropriate Payroll Update instructions to correct the payroll errors.  Repeat 

these instructions beginning at Step 1. 

5  
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. 

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

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

 

B1. Verification of Payroll System Control Files – Example 
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B2. Payroll Exceptions Register – Example 
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Procedure C:  Calculate Payroll and Print the TRIAL 

Register 

 

Step Action 

1  Select  (F3 - Payroll Check and Direct Deposit Menu). 

The following screen displays: 
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Step Action 

2  Select  (F3 - Calculate Payroll & Print Trial Register). 

The following screen displays: 

 

Step Action 

3  Select the radio button to left of the appropriate response in the Create Trial Register to 

Load in Excel? field.  In order to produce a comma separated data file with the data from the 

report, select ‘Yes’.  Otherwise, select ‘No’. 

4  If creating an export file:  Verify the C:\EXPORT folder exists or create the folder where 

appropriate. 

5  If creating an export file:  Enter C:\EXPORT\PayTriccyymmdd.csv in the Enter File Name 

and Path for Export File field, or select  (F10 - to Browse for file) to locate the file 

manually. 

6  Select  (Enter - Continue). 

If creating an export file:  If the filename from Step 17 is invalid, the “UNABLE TO OPEN 

PAYTRI CSV FILE 35 = File Not Found” error message displays.  In this instance, return to 

Step 3 to enter the correct information. 

“Processing Request” briefly displays where appropriate. 
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Step Action 

7  
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. 

Review the Trial Registers carefully!  If errors are identified, proceed to the appropriate 

Payroll Update instructions to correct the payroll errors.  Repeat these instructions 

beginning at Step 1. 

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

(Master) to return to the Business Applications Master Menu. 
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C1. Payroll Trial Register - Example 
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The end of the report lists PSERS, TRS, payroll check and direct deposit net, and deduction dollar 

amount totals.  

 
  



PCGenesis Payroll System Operations Guide 

 

Georgia Department of Education 

March 30, 2020 • 2:14 PM • Page 19 of 22 

All Rights Reserved. 

The final pages of the report print a summary of the number of checks / direct deposits by payroll Class 

Code, and then lists the employee contributions by annuity company. 
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C2. Trial Employer Benefit Distribution by Employee Report - Example 

The end of the report lists the gross, FICA, pension, and GHI grand totals, the employer contributions 

by annuity company, and employer contributions by deduction code. 
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Procedure D:  Calculate Payroll and Update the Year-

to-Date (YTD) FINAL Totals 

 

Step Action 

1  Select  (F3 - Payroll Check and Direct Deposit Menu). 

The following screen displays: 
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Step Action 

2  Select  (F4 - Calculate Payroll & Update YTD (FINAL)). 

“** Processing Request **”, and the C:\WINDOWS\system32\cmd.exe window briefly 

display. 

PCGenesis automatically performs a “Disk-to-Disk” backup and copies the payroll 

information from K:\SECOND\ PAYDATA to K:\SECOND\ PAYDATAQ. 

The following screen displays: 

 

Step Action 

3  Review the warning message displayed on the screen, and then select ENTER to continue. 

“** Processing Request **” briefly displays. 

The Payroll System – Check and Direct Deposit Menu redisplays. 

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

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

 


