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PCGenesis Payroll System Operations Guide

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
setto 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 Reqister: 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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PCGenesis Payroll System Operations Guide

Procedure A: Printing the Balance Sheets (After
Updates)

Al. 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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PCGenesis Payroll System Operations Guide

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.

B PCGDist=8991 Rel=14.04.00 12/22/2014 PCW 001 S¥ C:ADEVSYS C:\SECOND _ = x|
Earnings Record for: 89375 - aDZ0CK, FRZDDA Qtr 14-2 Pay Prd B4 EARNINGS
#* Issued Check *= 990-§8-937¥5 Loc 8814 Class 83 Cert H Instruc H Type S Pen 8 HOHE
Federal: Mar Stat S Exemptions 1 W/H Code @ Fed Amount/% Fed v
State: Mar Stat A Allow W[G] D[AB] W/H Code @ State Amount/% State ¥
Chk Dt 64/38/2014 Chk Bank BKB2 Chk Ho 57365 Pay Sched 18 Chk Type ©C GHI H
Trans Dt 06/700/90688 AEIC Ind REIC Paymt Retr suc credit @8 FICA ¥
Reqg Hr 4.58 0wt He HI Gr  366.88 0ASDI Gr 368.008 SEC 125 Y
Reqg Amt 360.88 Ovt Amt HI Amt 5.22 0ASDI Amt 22.32 Contract
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Ant GHI Gr EGHI Dist Reas Period End
a1 A 80.068 80.088 6.12 Li30/2014
aaz n 40.084 L4a.88 3.86 4/38/2014
ae3 A 80.068 26.08 6.12 L/38/72014
aaL n 40.04 La.88 3.86 L/38/2014
aec A L4B.088 La.a8 3.86 L/38/72014
Totals 360.04 360880 27.54
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Het Pay Annuities
ACCT @881 14 188 1611 1068 113608 38508 Ded 1 Co
ACCT @82 14 186 1621 16008 113680 3850 Ded 2 Co

ACCT 803 14 415 1784 2218 113608 8818
ACCT B884% 14 188 16821 1868 113688 3650
ACCT @065 14 186 16851 1868 11388 111

Ded 84 H Ded Ded Ded Ded Ded Ded Ded Ded Ded
2.75%

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI Pension Hedicare 5.22  OASDI 22.32

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

*x% Gross Pay 3608.80 *%* Deductions 30.29 =xx Net Pay 329.71 =xx NON TAX

ENT:W F1'%| FZ‘% F= % FIQ FS FS F7 FE u Fa d F1DY Fi1 @ F12E FISQ 11'- 03 b B1

FISQZI FI?Ez)lFIS‘m\ HEID

Example of Earnings History Record with Time (Reg/Ovt Hrs field) Reported in Days
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PCGenesis Payroll System Operations Guide

A3. Printing the Balance Sheets (After Updates)
E1 #Co Dstes9s1 Rel=160300 09292016 POWGOL SV CAORVSYs CueconD  weme | Ll

Payroll System PAYHOBAA

Haster HMenu

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

-- Annual Reports Menu
Monthly/QuarterlyfFiscal/Biennial Reports Menu

Employee Reports{Labels Menu

Update{Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update{Display Payroll Monitor

Special Functions Menu

B EEkEEE b kb

File Reorganization

mw| Vo) | | | | | [ | [ | | | [ | | 15.83.00

Step  Action
1 Select — 3| (F3 - Payroll Check and Direct Deposit Menu).

Georgia Department of Education
March 30, 2020 ¢ 2:14 PM e Page 4 of 22
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

D1 7S Dines1 Re-140400 02150015 PEW OO CORA CREoND Wit W Lo e

Payroll System PAYHBOOI
Fley Check and Direct Deposit Henu
1 _| -- Print Balance Sheets [After Updates]

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
- - Calculate Payroll & Print Exceptions
3 | -- Calculate Payroll & Print Trial Register
Calculate Payroll & Update YTD [Final]

kb b

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

Check{Direct Deposit Yoid/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

BEE [ b blkk B

Masml - | | | | | | | | | | | | | 13.62-00
| LS | "5 | B | MEND

Ste Action

2 Select 1| (F1 - Print Balance Sheets (After Updates).
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PCGenesis Payroll System Operations Guide

The following screen displays:

- k]

=] PCG Dist=8991 Rel=14.0400 02/05/2015 PCWO001  CADEVSYS CASECOND WHITE l ===
E— i .

PAYBALZ

Print Balance Sheets {(After Update)

Create Balance Sheet List to Load in Excel?

Enter the export file path and name (e.g. G:\EXPORT“PayBalCYHD.CSU )
or F1@8 to Browse for File

C:\EXPORT\PayBal2?2B15p8285 .C5U
HOTE: DIRECTORY Must Already Exist

Enter=continue, F18=Browse, F16=Exit 14.03 .80
F10 | |

zm:v | I |

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 _Fo | (F10 - to Browse for file) to locate the file
manually.

6 Select E (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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PCGenesis Payroll System Operations Guide

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

To print the report via Microsoft® Word: Select @l (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 ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select MI
(Master) to return to the Business Applications Master Menu.

A3.1. Payroll Balance Sheets (After Updates) — Example

BEPORT ID: PAYR-PRYBALZ/PRYBRL PAYROLL BRLANCE *+** AFTER UPDATES - LOCRTION WITHIN CLASS PAGE: 45
PERIOD END: 05/31/201e BEPORT DATE: 05/21/201¢
LoC EMP$# CL NAME RATE BEG-ERS OVI-ERS BEG-RMT OVI-EMT GHI-DIST ACCOUNT HNUMEER
0108 2821% 30 HUeMEL, ALE&EN
HI&EL, ALEEN e3€.18 £ 1&-100-0-3540-2210-13000-0108-1-000000
HU&EL, ALEEN 1578.01 5 1&-100-0-5071-1000-17200-&001-0-000000
HU&EL, ALEEN zg_24 5 1&-100-0-3540-2210-15000-0108-1-000000
HU&EL, ALEEN e5_37 5 1&-100-0-5071-1000-17200-&001-0-000000
- EMPLOYEE TOTRL 236840
*% TLOCRTION - TOTAL 23e8_40

0155 2851le 30 LIS, CASSY

LIS, CRESY 227420 £ 1&-100-0-1071-1000-11000-0155-1-000000
LIS, CRESY 5420 £ 1&-100-0-1073-1000-11000-0155-1-000000
ke EMPLOYEE TOTAL 23€8.40

0155 25709 30 MR4TORY, MI4LARD

MRALORY, MI4LARD g5e._58 5 1&-100-0-1021-1000-11800-0155-1-000000

MRALORY, MI4LARD g5e._58 5 1&-100-0-1051-1000-11800-0100-1-000000

MRALORY, MI4LARD 30.58 5 1&6-100-0-1023-1000-11800-0195-1-000000

MRALORY, MI4LARD 30.58 5 1e-100-0-1053-1000-11800-0100-1-000000
- EMPLOYEE TOTRL 1775.12

0155 25818 30 SATDANAR, ESTEEAN

SLTDANR, ESTEBAN 227420 £ 1&-100-0-1071-1000-11000-0155-1-000000
SLTDANR, ESTEBAN 5420 £ 1&-100-0-1073-1000-11000-0155-1-000000
ke EMPLOYEE TOTAL 23€8.40
*%  TLOCATION - TOTAL 6515_32
REPORT ID: PAYR-DAYEALZ/DAYELL DAYROLL BRALANCE **+ LFTER UPDATES - LOCATION WITHIN CLASS DACE: 48
DERTOD END: 05/31/201 BEPORT DATE: 0%/21/201¢
LOC EMPE§ CL NEME ERETE EEG-HRS OVT-HRS EEG-RMT OVT-EMT GHI-DIST ACCOUNT NIMEER
*% &% GREND — TOTRL 105530525
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PCGenesis Payroll System Operations Guide

A3.2. Payroll Balance Sheets Export File — Example

LT~ T L AV E R 20160521 C U icro=orE el —
e Home Insert Page Layout Formulas Data Review View Team
A B 2 D E F G H 1 i] K L M N 8]
Em NDISSN EmpName Class LOC Hire/Rehire PROC TYPE ACCT RATE REG HRS OVTHRS HRS PER DAY DUMMY REG AMT  ONT AMT
22232 121212121 LAST FIRSTM 1 10 20160701 S 171000101110001000000000000000 o 0 o o 0 2000 0
56565 111112345 THIRD SALLY 1 1 20160701 5 161000101110001000000000000000 [} 1] [} [} 0 433334 0
87332 B99187332 FASST LUSIANOD 15 201 201512015 16605099903 1001000000000000000 o o o 3 o 581.47 0
87343 B99187343 AVILOS AZZLEE 15 195 20150801 5 166040999031001000000000000000 o 0 o 7 0 740.87 0
87345 899187345 LOBD BESTRIS 11 108 20140701 5 161000999026001000000000000000 o 0 o 8 0 158181 0
87354 899187354 BUTKHART JATEL 1 100 200708015 161000105110001000000000000000 [} 1] [} 8 0 300831 0
87354 B99187354 BUTKHART JATVEL 1 100 200708015 161000211110001000000000000000 o 0 o 8 0 37181 0
87354 B99187354 BUTKHART JATEL 1 100 20070801 35 161000105310001000000000000000 o 0 o 8 0 115.15 0
87354 899187354 BUTKHART JATEL 1 100 200708015 161000211310001000000000000000 o 0 o 8 0 1473 0
87354 899187354 BUTKHART JATEL 1 100 200708015 16100099502 4001000000000000000 o o o 8 o 2917 o
87362 899187362 HUTTLEY COTRINNE 1 195 20150801 S 161000101110001000000000000000 [} 1] [} 8 0 388698 0
87362 899187362 HUTTLEY COTRINNE 1 195 20150801 5 161000101310001000000000000000 o o o 8 o 1475 0
87365 899187365 CA4RASCO DE4NDREA 9 201 200707015 161000999024001000000000000000 o 0 o 8 0 191274 0
87365 8909187365 CA4RASCO DE4NDREA 9 201 200707015 16100099902 1001000000000000000 o 0 o 8 0 50 0
87374 899187374 AP3NTE RE3D 1 108 201512015 164040282410001000000000000000 [} 1] [} 8 0 2161.15 0
87374 B99187374 AP3NTE RE3D 1 108 201512015 164040282 410001000000000000000 o 0 o 8 0 11416 0
87377 B99187377 RYBER WIBBURN 2 195 20130801 5 161000101110001000000000000000 o 0 o 5 0 1081.99 0
87382 899187382 LE3ON ER3CH 1 108 20150801 5 161000104110001000000000000000 o 0 o 8 0 524484 0
87382 899187382 LE3ON ER3CH 1 108 201508015 161000104310001000000000000000 o o o 8 o 206.58 o
87382 B99187382 LESON ER3CH 1 108 20150801 5 161000104110001000000000000000 o 0 o 8 0 618.76 0
87402 599187402 WITSLOW ROTNY 29 6790 20130101 5 161000102 110001000000000000000 o 0 o 8 0 585.75 0
87402 899187402 WITSLOW ROT7NY 29 6790 201301015 161000105110001000000000000000 o 0 o 8 0 585.75 0
87402 899187402 WITSLOW ROTNY 29 5790 20130101 5 161000108110001000000000000000 o 0 o 8 0 585.75 0
87402 859187402 WITSLOW ROTNY 29 6790 201301015 161000104110001000000000000000 [} 1] [} 8 1] 585.75 0
87403 99187403 FLEOD CYGIL 1 100 20150901 5 164020177010001000000000000000 o o o 8 0 3930.16 0
87403 899187403 FLEOD CYeIL 1 100 201509015 161000135110001000000000000000 o 0 o 8 0 697 0
87403 899187403 FLEOD CYeIL 1 20150901 5 164020177010001000000000000000 o 0 o 8 0 15481 0
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PCGenesis Payroll System Operations Guide

Procedure B: Calculate Payroll and Print the Payroll
Exceptions Report

[=]1 PCGDist=2991 Rel=16.03.00 09/23/2016 PCW 0Dl SV CADEVSYS cxs@un meE— o s S

Payroll System PAYHBBAA

FKey Master HMenu

-
'
|

b EEkEkl bl lbb

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

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

Employee Reports{Labels Menu

Updatel/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdatelDisplay Payroll Monitor

Special Functions Menu

File Reorganization

mter o] | | | [ [ [} [ [ | [ [ | | 15.63.06
VE

Step  Action
1 Select -3 | (F3 - Payroll Check and Direct Deposit Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
B PCG Dist=8391 Rel-140400 02/05/2015 PCWOOL CADEVSYS CASECOND wm_@l@l_ﬂ

1| --

BEE [ b blkE bR B

M:;ml “S"list |

Payroll System PAYHBBO3
|
Check and Direct Deposit Henu |

Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
Calculate Payroll & Print Exceptions

Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD (Final)

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

Check/Direct Deposit Void/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File
Manual Checks & Yoids From Previous Pay Menu

Print Final Payroll Distribution

Update Earnings History With Current Pay
Update Budget Files With Current Pay

| I T I T O I I e 13.02.00

| 145 | Wiz DA | MEND

Step  Action

2 Select _2_| (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:

=1 PCGDist=8991 Rel=1503.00 09/21/2016 PCWO01 SV CADEVSYS CASECOND wm‘@ﬂu

PAY22
Verification Of Payroll System Control Files

One or more errors have been found in the Tax/Withholding/Control Files and/or Annuity File.

View the VERIFICATION OF PAYROLL SYSTEW CONTROL FILES error report and make corrections.

PRESS ENTER KEY TO CONTINUE PROGRAM
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PCGenesis Payroll System Operations Guide

If payroll errors exist, the following screen displays:
] PCGDist=8991 Rel=14.04.00 02/05/2015 PCW 001 c:@svs CASECOND . WHITE * LE@Q1

PAYTRAP

There are Exceptionst! Hust Correct BEFORE Proceeding - ENTER

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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PCGenesis Payroll System Operations Guide

Ste 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.

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

To print the report via Microsoft® Word: Select @l (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.

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select MI
(Master) to return to the Business Applications Master Menu.

B1. Verification of Payroll System Control Files — Example

DATE RUN: 5/21/201& VERIFICATION OF BPAYROLIL SYSTEM CONTROL FILES DLGE 1
SYSTEM CONTROL TAELE ERRORS

RECORD TYPE ERRJR MESSRGE

GROSS PAYROLL VENDOR 000003 HAS LESS THAN 500 SEQUENCE NUMEERS, NOT VALID FOR PAYROLL
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PCGenesis Payroll System Operations Guide

B2. Payroll Exceptions Register — Example

BEPORT ID: PRYR-PAYEXCEP CRLC EXCEPTIONS REGISTER FOR PAY 05/31/1¢ PAGE: 1
PERIOD END: 05/31/201e REPORT DATE: 05/21/201&

LOC EMP § CL NREME

0010 22222 01 LAST, FIRST M F 10 INV. DIST. RCCT(S)-PLY OUT OF DATE RAENGE

0201 8&78l0 01 OCTHMRD, NOTEERT C 44  WABNING - TRS/ERS PENSION GROSS ADJ EXISTS

0201 87514 02 VU7, OLTHDL C 44  WABNING - TRS/ERS PENSION GROSS ADJT EMISTS

0155 88842 02 WAITE, ED3IS C 44  WABNING - TRS/ERS PENSION GROSS ADJT EMISTS

0155 88623 02 LRZGON, WR2ZD C 44  WABNING - TRS/ERS PENSION GROSS ADJT EMISTS

0100 85502 02 MO3LTOH, EL3IR c 44  WEENING - TRS/ERS PENSION GROSS ADJ EXISTS

€730 B85e55 2% BLZM, NIZKOLAS c 44  WEENING - TRS/ERS PENSION GROSS ADJ EXISTS
EEPORT ID: PRYR-PAYEHCER CRLC EXCEPTIONS EEGISTER FOR PARY 05/31/1& DAGE: Z
PERIOD END: 05/31/201e REPORT DATE: 05/21/201&

*%% ENCEDTIONS FQUND I DAY CRALC ¥

RECORDS INEPUT 348
FATLL ERRORS 1 R
CRUTION ERBIRS g R
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PCGenesis Payroll System Operations Guide

Procedure C: Calculate Payroll and Print the TRIAL
Register

== ——
] PCGDist=8991 Rel-1603.00 09/23/2016 PCWOD1 SV CADEVSYS CASECOND \m—m‘ [F

Payroll System PAYHOOOO

FKey Haster Menu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

e pemsl bbb

File Reorganization

o I Y N Y I A Y I S X
P

Ste Action

1 Select -3 (F3 - Payroll Check and Direct Deposit Menu).

The following screen displays:
=] PCG Dist=8991 Rel=14.04.00 02/05/2015 PCWOD1  CADEVSYS CASECOND WHIT_QI@M

Payroll System PAYMBBB3
FKey Check and Direct Deposit Henu
1 | -- Print Balance Sheets [After Updates)

[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
Calculate Payroll & Print Trial Register
Calculate Payroll & Update ¥TD [Final)

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

Check{Direct Deposit Void/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

FEE = [ Rkl ek E

13.82 .88

Masterl e |
re @ | 5 | VoriZh | LA | YENR
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PCGenesis Payroll System Operations Guide

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

The following screen displays:

m PCG Dist=8991 Rel=20.01.00 03/12/2020 DOD 004 SV KASYSTEM  KASECOND WHITE - O h8

PAYTRIAL
Print Trial Register

Create Trial Register to Load in Excel?
@ No

Enter the export file path and name {(e.g. C:\EXPORT\PayTriCYMD.CSU )}
or F10 to Browse for File

C:\EXPORT\PayTri262668312.CSU
NOTE: DIRECTORY Must Already Exist

Enter=continue, F10=Brouse, F16=Exit 20.01.00
7 F10
Hi.
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 _F1o | (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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PCGenesis Payroll System Operations Guide

Ste Action

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

To print the report via Microsoft® Word: Select @l (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.

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select MI
(Master) to return to the Business Applications Master Menu.

Georgia Department of Education
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PCGenesis Payroll System Operations Guide

C1. Payroll Trial Register - Example

REPORT ID: PAYR-PAYTRIAL-EE DAYROLL TRIAL BEGISTER FOR PRY 11,/30/17 PAGE: 5
DPERTIOD END: 1173072017 BEPORT DATE: 03,/28/2018 11:3%5

LOCATION 0100 - Location 000100
1LOC EMP § CL MAME REG HRS OT HRS GROSS INNUITY FEDERATL QLSDT HI STATE BETIEE REIC
0100 89624 01 AGSTLERA, DOS0OVAN 253z 02 2g5_84 17587 41 _0€ 132_02 175_52
HET PAY: 2007_54 DD
€8.5€ /095 14.38 /17 2_€7 f48 22.71 /47 5.50 f48 11.78 /&0 T.50 /51
0100 88158 01 ALEEY, SLEE 3084 &7 27773 182 28 42 (&3 137_%9& 18507

HET PAY: 2042 30 0D
108_45 /09 T.23 /17 3£.15% /47 11.75 /50 23.0€ /B2 23.52 /B3

0100 87875 01 ALSARD, ERSCE 2134 .54 8920 124.22 2508 T1.70 1zg8.07
HET PAY: 15¢l.34 OID

130.%& /09
0100 85e&€ 01 EE4ERRL, GR4INL E0&0.28 383.01 298.73 £9.8¢ 234.0% 30362

HET PAY: 347&.47 ID
241.9%4 /09 14.88 /17 1€.00 /82 52.00 /BT

0100 25813 01 COSCORAN, DASWIN 3E88.37 136.33 200.84 46.58 1l3.2%8 221.30
HET PAY: 2501.0z2 DD
368.51 /09 l4.38 /17 €B.TT /47 11.73 /48

0100 87522 01 DEZUCH, ERZALL 4544 06 241.70 56.52 g3.88 27264
HET PAY: 313&.68 OD
488.53 /05 101.20 /47 21.81 /48 17.00 /32 25.04 /323 S0.00 /54 4.00 /38 5.00 /el

0100 88548 01 ELZIOT, ALZEARD 4058 21 441.38 254.08 55.42 Zlz2.81 245_ 83
HET PAY: 2ZE848.05 DD
14.28 /17 22.00 /32

0100 873350 01 FEGNARNDES, REEINIR 2502 .85 13z2.82 174.23 4076 95.3% 174.17
HET PAY: Z1&5 42 0D
&B_9& J09 14_58 /17 2Z.71 sa7 13.75 /50

0100 28%ee 01 GISLETTE, PRSTY 433e._le 421 82 245.45 52 .34 15847 ZeD_17
HET PR¥: 2ZB02.58 DD
20550 /05 14.58 /17 101_20 /47 5.50 f48 11.75 /50

0100 85655 01 HRLIDY, EU3EBIRL 4381 3¢ 230.15 232 7e 54 42 145_ &84 282_53
HET PAY¥: 2783.15% 0D
526_&67 /09 14.58 /17 101_20 [47 13.75 /50 15_€3 /51

0100 859568 01 HABMER, ELSIMALE 4352 .78 10000 344 84 227_88 53.2% 171.52 28117
HET PAY-: 2470.73 0D
415_63 /09 14.58 /17 31.9& f4% 1277 f46  101_20 /47 11.75 j48 1375 J50 6.25 /51 11.3€ /53 100.00 /54 400 /56
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PCGenesis Payroll System Operations Guide

The end of the report lists PSERS, TRS, payroll check and direct deposit net, and deduction dollar
amount totals.

REPORT ID: PAYR-EAYTRIAL-EE PAYROLL TRIAL REZISTER FOR PAY 11/30/17 PAZE: 44
EERICD EWD: 11/30/2017 REECRT DATE: 03/28/2018 11:39
EAYROLL FRO33 1,118,€75.31
FICA — OASDI €5,215.58 1,051,527.7¢€
FICA — HEALTH INSURENCE 15,252.88 1,051,527.7¢€
01 EMPLOYEE ANNOITY 12,516._00 A
az EMEIOYEE ZHD AWHOITY Z2,725_00 A
oa EED W/H TAX 77,488.00
if} 3 INCOHE TEX 42,410.43
o8 KORCERTIFIED MERIT 21,855.17 I
as CERTIFIED MERIT 21,431.55 I
1z I-VHDE 000005 5.00 I
1a I-VHDE 000006 41_52 I
13 I-VHDE 004€03 B.00 I
1€ VERDCOR 000012 43€.37
17 VEWDOR 00001& 1,E865.77
18 COURT ®/H 4,015.00 [
44 I-VHDE 005545 341 _58 I
45 I-VHDE 0035545 €64. €0 I
4€ I-VHMDE 005545 134.84 I
47 I-VHDR 00554€ S, 000. €8 I
58 VENDODOR 00585& €75.00
58 COURT ®/H 16€.41 [
€0 VERDOR 005555 187.00
€1 VERDCR 0047Z€ 113.00
HEW P3ER3 J20.00 35,770.58
CLD P3SER3 1€8.00 €4,747 B0
TR3 55,058.&65 9B8%,075.4%
<+ PAYROLL CHECES MET 13,885.81
42 DIRECT TEPO3IT KET 747,083 71
TOTAL TEDOCTIONI 357,705.7%
§ OF CHECE3 TC EE WRITIEW 351 MATES: 74 FBRMALES: 277
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PCGenesis Payroll System Operations Guide

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.

REPORT ID: PRYR-PRYTRILL-EE PRYROLL TRILL REGISTER FOR PAY 11/30/17
DERIOD END: 11/30/2017

NMEEE OF CHECES BY CLLSS CODE

CLASS MALE FEMALLE TOTAL
0l 23 107 13€ CLASSROOM TERCHERS
0z 7 a7 54 TEARCHER AIDES
03 4] 2 2 SUBSTITUTE TEACHERS
04 8] 1 1 PEE-K FRMILY SVC COORDIMNRTOR
0E 1 7 g SCHOOQL COUNSELORS
o7 1 z 3 LIBRRIRNS
og 5 10 15 ADMINISTRATIVE
03 1 2z 23 CLERICAL
10 4 1 5 MAINTENANCE
11 [ ] 14 CUSTODIZNS
1z g 23 31 EBUS DRIVERS
14 2 o 2 MECHRNICS
15 1 ao 31 LINCHROOM WORKERS
17 3 Z S EBOAZRD MEMBERS
1g 1 2 3 CUSIODIZN PARTTIME
2z 4] 1 1 SPEECH THERLPIST
Z4 8] Z Z  NURSES
2g 2 0 2 OQTHER CERTIFIED 12 MONIH EMDPL
23 3 1 4 OTHER CLASSIFIED 12 MONTH EMPL
30 0 7 7 OTHER CERTIFIED DARTTIME EMPL
31 4] Z 2 OTHER CLASSIFIED PABTTIME EMPL
31 T4 277 351  TOTAL CEECES / DIRECT DEPOSITS
BEEPORT ID: PAYR-DAYTRILL-EE DAYROLIL TRIAL BEGISTER FOR PRY 11,/30/17
PERIQD END: 11/30/2017
INN CO  LWNUITY COMPANY MALME TOTAL LNN EMPLOYEE AMT LNNUITY TYEE
01 VALIC (403E PLAN) €, 01100 403 (b}
03 VALIC (457E PLAN) €, 530_00 457
37  VENGUZED GROUR Z2,300.00 403 (b}
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PCGenesis Payroll System Operations Guide

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.

EEPORT ID: PRYR-PAYTRIEL-ER TRIAL EMPLOYER BENEFIT DISTRIEUTION BY EMPLOYEE FOR 05/31/1e
PERIOD END: 05/31/201¢
FIODN o oo T (YY) et s s e e e e e ek ek e ) () e sk
DENSION BENSTION
EMELOYEE NIME SATARY GROSS QORSDT GROSS HI GROSS (OBJECT) GROSE
EMP. £ QRSDT IMT HI IMT TYEE IMOUNT C GHI BMT
THEIED, SLLLY 4,333.34 4,072.54 4,072.54 4,333.34
SE5ES Z5Z.52 £3.0& TRS €18.37 945,00
EISPATRICE, LASHAUNDR 5,548.01 5,145.51 5,145 .51 5,548 01
235404 315.02 7481 TERS 751.42 545_00
Deductions: 30.30 /14 S0.25 f22
BERSTEERS, ALSYNR 2,342 .33 Z,1€3.02 2,165.02 2,342 .53
28004 134.48 31.48 TRS 334.34
Deductions: 30.30 /14 E0.25 f22
BE3NSTEIN, BL3IR 1,452.3¢ 1,426.52 1,428.52
88502 g8._44 Z0_.E€8 NEW DPSERS
Deductions: 30.30 f14
BRSALI, TYSOW 523.38 523.38 523._38
878 €0 57.25 13.3% QLD BSERS
EUEN, EMELE 853 .88 TEZ.T2 T8Z.7Z
25273 48.53 11.35 HNEW PSERS
Deductions: 30.30 /14
CHZVIS, RNZR 887._78 887.78 887 _78
88335 55.04 12.87 OLD BSERS
COZIE, LIZW00D T57._87 457_47 437 .47
28575 30.84 7.21 NEW PSERS
COSUEN, EASHR 1,035.08 S4€. 96 S4E.58
88244 58.71 13.73 OLD DPSERS
Deductions: 30.30 /14
COTOMADO, BRTIN 887._78 74150 741 50
85734 45,37 10.75 OLD BSERS
Deductions: 50_.25 j22
EMPLOYER SHRRE GRAND TOQTAL 1,055,305.2% 591,984.11 591, 984.11 (23000} 925,543 .85
€1,501.74 14,382.34 TIRS 132,132 .34 134,150.00
(23000) 12,5€3.82
TRS IJE 1,752.85
HNOTE: TRS DOE BATD ERCON = "Y' ON THE EMPFLOYEE RECORD INDICATES THAT THE GEORGIA DEPRRTMENT OF EDUCATION WILL
DAY THE EMPLOYER-PAID CONTRIEUTION FOR THE EMPLOYEE. ON THIS REPQRT, THE TOTAL TRS EMPLOYER SHARE
BMOUNT INCLUDES "IRS DOE PAID ERCON' CONTRIEUTIONS, AND THESE CONTIRIEUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' ERRNINGS HISTORY RECORDS.
EEPORT ID: PRYR-PAYTRIEL-ER TRIAL EMPLOYER BENEFIT DISTRIEUTION BY EMPLOYEE FOR 05/31/1e
PERIOD END: 05/31/201¢
AENN CO  AMNUITY COMPARNY HRME TOTRL ANN EMPLR EMT ANNUITY EMPLR INDICRTOR
01 VALIC (403E PLAN) 84.10 Fixed amount
02 VALIC (SUPERINTEMNDENT / 200 % of emp contribution
EEPORT ID: PRYR-PAYTRIEL-ER TRIAL EMPLOYER BENEFIT DISTRIEUTION BY EMPLOYEE FOR 05/31/1e
PERIOD END: 05/31/201¢
DED HO DEDUCTION DESCRIPFTION TOTRAL DED EMPLR BEMT DEDUCT EMPLR INDICRTOR
14 I-VIDR 004€03 5,050.40 Fixed amount
17 VENDOR 00001& 18,123 &4 % of Proc Type gross
22  VENDOR Q00005 1,507.50 Fixed amount
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PAGE: 1

BEPORT DATE: 03/23/201l&

TLMIDID e s sk o e

(OBJECT )
DEN EMPR
N GHI AMT SER/EMPL

T4€.20

T4&_Z20

T4&_20

T4€.20

T4 20

T4&_Z20

22,082.00

PAGE: 26

BEPORT DATE: 03/23/201l&

PAGE: 27
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Procedure D: Calculate Payroll and Update the Year-
to-Date (YTD) FINAL Totals

_ —
] PCGDist=8991 Rel-1603.00 09/23/2016 PCWOD1 SV CADEVSYS CASECOND wml@ﬂu

Payroll System PAYHOOOO

Haster Menu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

B EEEEEE bR bbEiS

File Reorganization

o I Y N Y I A Y I S X
P

Ste Action

1 Select -3 (F3 - Payroll Check and Direct Deposit Menu).

The following screen displays:

=1 PCGDist=8991 Rel=14.04.00 02/05/2015 PCWOO1L  CADEVSYS CASECOND w_blﬁu

Payroll System PAYMBBB3

FKey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets [After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
-- Calculate Payroll & Print Trial Register
Calculate Payroll & Update ¥TD [Final)

Import Leave Data for Paystubs From Leave Management System
Print Paychecks and Direct Deposits

Check{Direct Deposit Void/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Voids From Previous Pay Menu

Print Final Payroll Distribution
Update Earnings History With Current Pay
Update Budget Files With Current Pay

Bl e o e bl

13.82 .88

Masterl e |
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PCGenesis Payroll System Operations Guide

Action

Select —4_| (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:

g H
B PcGDist=8991 Rel=1603.00 10/31/2016 PCW 001 SV CADEVSYS CASECOND WHITE E.L

PAYCALC
* % % WARNIHNG * % % I

This process is the FIHAL payroll calculation before printing checks
and/or direct deposit statements. The CURRENT and ¥TD amounts
will be UPDATED?*** This step CANHOT be rerun unless proper file rebuild
procedures are followed??

ENTER = GContinue =xx F16 = Exit 16.82 .08

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 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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