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PCGenesis Payroll System Operations Guide

Overview

PCGenesis allows payroll check and direct deposit statement printing by payroll location
(Regular Sequence), by payroll location and by employee name, or alphabetically by employee
name. More specifically, the Regular sort sequence is in order by pay cycle, payroll location,
payroll class, employee name, and then employee number.

Before beginning payroll check and direct deposit printing, PCGenesis users should configure
the signature card, enable MICR, and complete the payroll processing procedures from Payroll
Setup through the Calculate Payroll and Update YTD Final (F4). The Payroll Monitor screen
should look like the example below before payroll checks and direct deposits can be printed. All
prior steps should be displayed with a ‘Y’ indicating the step is complete, and Print Paychecks
and Direct Deposits should be ‘N’.

PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 SV CA\DEVSYS CASECOND WHITE — O *
PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period v
Run exceptions register with no exceptions ¢
Post substitute pay and employee leave ¥
Calculate payroll and update YTD figures v
Print paychecks and Direct Deposits N
/ Void/Add Run Completed H
{(This cycle can be repeated more than once) / Final Register |
\ Deduction Registers N
N

Update earnings history with current pay N \ Final Distribution
Update budget files with current pay N

Manual/Void Checks Run Only: N Post leave for Manual/Void Run: N

Regular Gross Types H 4 01d PSERS: H 01d ERS: HN TRS: ¥
Special Gross Types H Mew PSERS: M Hew ERS: V¥

PAYROLLS SELECTED DURING SETUP

PAY NO. PAYS
SCH TaX CALC DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 8 08731718 ¥

Selected classes: 2 7 8 9 11 12 17 28 21 22 23 24

F3=Print screen, F11=Go to screen 2, Fl6=exit.

EN"V Fsé Fn @ 17.03.00
Fls#

Payroll Sequence Monitor Prior to Printing Payroll Checks and Direct Deposits
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PCGenesis Payroll System Operations Guide

Multiple Automated Clearinghouse (ACH)/Direct Deposit Statement Processing: PCGenesis
now provides up to five (5) direct deposit accounts per employee. Employees may now
distribute their net pay to multiple direct deposit accounts based upon either a percentage
method, or a flat dollar amount method. Employees may split their net pay to one or more
accounts, up to a maximum of five accounts.

Using multiple direct deposit accounts is optional for PCGenesis school districts and systems. If
desired, these school districts and systems may continue to limit their employees to one direct
deposit account. In addition, since direct deposit participation is defined on an individual
employee basis, it is possible, and highly recommended that PCGenesis school districts and
systems implement multiple direct deposit processing using a phased approach. That is, initially
convert a small group of employees, such as central office personnel to multiple direct deposit
accounts at one time. Upon successful implementation of this first group of employees, include
other groups of employees in multiple ACH processing.

Payroll Check Signature Card Setup: The payroll check’s signature card saves time by
eliminating the need for manual signatures. Refer to the Section J: System Utilities, Topic 2:
Payroll Check Signature Card Setup Processing for instructions.

Magnetic Ink Character Recognition (MICR) Coding/Printing: The MICR feature allows MICR
coding for payroll checks on blank check stock or on preprinted check stock. Refer to Section J:
System Ultilities, Topic 1: Magnetic Ink Character Recognition (MICR) Setup for instructions.

Payroll Check and Direct Deposit Statement Recovery: When printing is interrupted, PCGenesis
allows users to enter the employee number of the last employee whose check printed correctly,
and to resume printing where appropriate. As with the vendor check recovery feature,
PCGenesis automatically renumbers subsequent checks.

PCGenesis performs an automatic Disk-to-Disk backup between printing payroll checks and
direct deposit statements. The backup allows the recovery and restart of direct deposit printing
without requiring the reprint of payroll checks also.

Contact the Technology Management Customer Support Center for assistance with this
procedure.

Refer to the “PCGenesis Direct Deposit Setup Checklist” as an aid in processing direct deposits.
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PCGenesis Payroll System Operations Guide

Procedure A: Printing the Payroll Checks and the Direct
Deposit Statements

Al. Printing Payroll Checks

Step  Action

1 From the Business Applications Master Menu, select —2_| (F2 - Payroll System).

The following screen displays:

E PCG Dist=8991 Rel=1804.00 01/14/2019 PCG 002 SV CADEVSYS CASECOND WHITE — O X
Payroll System PAYHOOOO
FKey Master Henu

- - 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 DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

b kbl Bk kbl

- - File Reorganization

Mastar | Voo | 15.03.08

e L | MriZp [ LAY, | VEND

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

The following screen displays:

[E] PCG Dist=8991 Rel=18.04.00 01/14/2019 PCGO002 SV C\DEVSYS CA\SECOND WHITE — O X
Payroll System PAYHOOO3
FKey Check and Direct Deposit HMenu

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 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 & Voids From Previous Pay Menu

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

EE b b LRk BbE

Master | Voo 13.62.08

3 Select __8_| (F5 - Print Paychecks and Direct Deposits).
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PCGenesis Payroll System Operations Guide

Al.l. Printing Payroll Checks - Setup

The following screen displays:

[F] PCGDist=8091 Rel=18.04.00 01/14/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
SEQOPT

Pay Check/Direct Deposit Sequence Option

Run checks/direct deposits in REGULAR sequence .......... Enter
Run checks/direct deposits in NAME sequence ............. F1

Run checks/direct deposits in LOCATION / NAME sequence .. F2

NOTE: The REGULAR sort sequence is in order by pay cycle, pay
location, class, name, employee number.

o L - ) e s a1 = | P P (PO & 19.61.00
Hi« F = ris 1 Help
Step | Action
4 To print by pay cycle, pay location, payroll class code, and employee name sequential

order: Select El (Enter - Run Checks/Direct Deposits in REGULAR sequence).
To print by Name: Select Ll (F1 - Run Checks/Direct Deposits in NAME sequence).

To print by Payroll Location and Name: Select il (F2 - Run checks/direct deposits
in LOCATION / NAME sequence).
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 003 SV CA\DEVSYS CASECOND WHITE - X
PAYCHK
PAYROLL CHECK PRINTING PROCESS
The check date below will appear on the checks and/or direct deposits
and will represent the date the payroll transactions will be
posted to the respective General Ledger Accounts.
If this date is correct, press ENTER to continue.
If this date is incorrect, please enter the new check date below and
press ENTER to validate the new date and continue with the
check printing process.
CHECK DATE: 8312818
(MMDDCCYY)
A PSS P ) | e e | | P P o PO P 2 19.61.00
= Help
Ste Action
5 Review the Payroll Check Printing Process — Check Date Verification screen, and verify the
date in the Check Date field is correct.
PCGenesis defaults to the next payroll cycle date although users may modify this
information as needed. Be aware that the date entered must be within the prior and the next
payroll run date.
Refer to the PCGenesis Payroll System Operations Guide, Section I: Special Functions,
Topic 1: Pay Schedule Processing for the instructions to display the payroll schedule dates.
6 Insert the payroll checks, or when using the MICR feature, insert the blank check stock.
DO NOT use standard paper for this purpose. Use an actual payroll check.
EMTER
! Select _"l (Enter) twice.
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 003 SV CA\DEVSYS CASECOND WHITE — X
PAYCHK
PRODUCE PAYROLL CHECKS
Are correct checks inserted? __ (YES,HND)
“'“( -'1'}‘-71 -;'13 ':5 Fliﬂ r:ii‘: r-:iﬂ r“_iﬂ Fs u -'_'-I r-:‘T Fi Iﬂ Fiz |4 r_":'\ 19.61.660
nsﬁ »g‘i; »Tr Help

8 Enter Yes in the field and select ﬂl (Enter) to continue.

The following window displays:

m Select Printer — O >

Select Printer: Vsprintserver\8802-HPLJMG08

Send To OneNote 2016
Microsoft XPS Document Writer

Called By: Microsoft Print to PDF
CHEKCALL Generic / Text Only Softdocs
Fax
) . \\printserver\2276-HPLJ4300D TN
Orientation: \\printserver\8800-HPLJMG08
& Portrait \printserver\Xerox-1370

¢ Landscape Mprintserver\2278-HPLJ4300DTN

Default Printer \A\printserver\8802-HPLJMB08

Selected Printer |\\printserver\8802-HPLJMG08

0K | Exit Process
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PCGenesis Payroll System Operations Guide

Step  Action |
9 Within the Select Printer window, verify or highlight the appropriate printer’s name. Verify
that the correct printer displays in the Selected Printer text box.
The printer selected must have already been set up with the appropriate signature card.
10 Select OK LI.

For non-MICR-enabled banks, the following screen displays:

B PCGDist=8991 Rel=05.04.00 01/09/2008 CJDO01 C:\DEVSYS C:\SECOND

CHEKCALL
Select Print Test Options Payroll Check
CURREMT SELECTED Yhprintzerver\MD3774-HPLJ2300DN
Please Make Selection
BANK BrO1
PF1 | - Select Printer
SIGMATURE Dizabled
PF2 | - Print Sample
Check Type PrePrinted PreHumbered
PF3 | - Prints OK. Continue
MICR Dizabled

PF4 | - Disable MICR

2

PF5 | - Disable Signature

PF16 I - Cancel and Exit
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PCGenesis Payroll System Operations Guide

For MICR-enabled banks, the following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 004 SV CA\DEVSYS CASECOND WHITE - X
CHKCALL
SELECT CHECK TYPE Payroll Check
Select to Change Check Type
Current Selected Check Type
PAYROLL
F6 | Disable Acct Type Print
Codinuel
17.01.00
Step  Action
11 For MICR-enabled banks: Verify the selection, or select the appropriate account type,

and select Ml (Continue).

When using the same bank for check processing, up to five different account types may
display on the Account Type screen. The account types displayed are system-specific, and
the configuration for the same was during MICR setup.

For Non MICR-enabled banks: Proceed to Step 14.
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PCGenesis Payroll System Operations Guide

For MICR-enabled banks, the following screen displays:

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 004 SV C\DEVSYS C\SECOND WHITE — X
CHKCALL
Select Print Test Options Payroll Check
CURRENT SELECTED \\printserver\8802-HPLIM608
Please Make Selection
BANK BKD2

il - Select Printer

: SIGNATURE Disabled
- Print Sample
MICR Enabled
Account Type PAYROLL
- Disable MICR
Pay Chk Type Detailed Stub Blank
lE - Disable Signature
Pay Self Seal OFF
¥nd Chk Type Blank Check Stock
Vnd Self Seal OFF

- Save and Continue

F16 | - Cancel and Exit

17.01.00

12 Verify the entries in the BANK, SIGNATURE (status), Check Type, MICR (status),
Account Type and Self Seal (status) fields are correct.

These entries default based on the payroll check signature card and/or the MICR
configuration selections. If incorrect, select F16 - Exit and refer to the appropriate
procedures to correct any errors, and repeat this process.

13 To select a different printer: Select g (F1 — Select Printer) to select a different
printing device.

To disable MICR printing for this check run only: Select Ll (F4 — Disable MICR)
to temporarily disable MICR printing for this check run only.

To disable signature printing for this check run only: Select E (F5 — Disable
Signature) to temporarily disable signature printing for this check run only.

When Select Printer, Print Sample, Disable MICR or Disable Signature are selected, a
sample payroll check will be printed.

14 Insert an actual payroll check or the blank check stock in the printer’s feeder, and select

F2 (F2 — Print Sample). Do not insert standard paper for this purpose.

When using Preprinted and Prenumbered checks, spoil the sample payroll check when the
procedure completes. Print the sample copy of the payroll check to ensure all information
is correct before continuing.
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PCGenesis Payroll System Operations Guide

Step  Action

15 Verify the information on the sample payroll check is as intended by comparing the results
received to the examples provided in Al. Payroll Check with an Incorrect MICR Line —
Example and A2. Payroll Check with a Correct MICR Line — Example.

Even if no errors received when saving the MICR configuration, verify the MICR line. If
the Transit and ONUS symbols are identified with the letters “B” and “C” as in B1., the
information is incorrect.

16 If the MICR line is correct: On the Payroll Check Printing — Option Selection screen,
select il (F8 — Save and Continue).

If the MICR line is incorrect: Remove and reinsert the Signature Card. On the Payroll

Check Printing — Option Selection screen, select il (F2 — Print Sample), and proceed
to Step 15.

Georgia Department of Education
January 18, 2019 ¢ 9:27 AM e Page 11 of 50
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Al1.1.1. Payroll Check — Incorrect MICR Line — Example

SMITHVILLE BOARD OF EDUCATION

123456 M

REGULAR HOUR

ICKLEAVE  PERS LEAVE VACATION OTHER

MICR Setup 2001/11/20 15:46
PLEASE DETACH THIS STUB AND RETAIN FOR YOUR RECORDS

SMITHVILLE BOARD OF EDUCATION No. 123456 64-8236
102 MAIN ST. 8975
SMITHVILLE, GA. 61255 Date

BANK OF SMITHVILLE

SMITHVILLE, GA 61255

e SAMPLE CHECK =~ "=

Order Of
Se-Seal ON Transit Symbol ONUS Symbol
S Seat OFF C123456C B897582361B100 2641c <+ Incorrect MICR line
** THE FOLLOWING DATA WAS INPUT DURING THE MICR SETUP **
BANK-ID BK
Institution Name BANK OF SMITHVILLE Signature Card Vendor
Instituition Address SMITHVILLE, GA 61255 Source Technologies
Federal Reserve ID 64
Institution Transit Number 897582361 PRINT ON BLANK CHECK
Character To Call TRANSIT Symbol B
Account Number (Including ONUS Symbol) 100 2641C SELF-SEAL - OFF
Character To Call ONUS Symbol Cc
District Name SMITHVILLE BOARD OF EDUCATION
District Address 1 102 MAIN ST.
District Address 2 SMITHVILLE, GA. 61255
District Phone (Optional)
Account Type 1 GENERAL
Account Type 2 PAYROLL
Account Type 3
Account Type 4

Account Type 5
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PCGenesis Payroll System Operations Guide

Al1.1.2. Payroll Check — Correct MICR Line — Example

SMITHVILLE BOARD OF EDUCATION

e, 123456  pu—"

CUR
TOT

DEDUCTION CURRENT

PERSLEAVE  VACATION OTHER SICK LERVE

MICR Setup 2001/11/20 15:08
PLEASE DETACH THIS STUB AND RETAIN FOR YOUR RECORDS

SMITHVILLE BOARD OF EDUCATION No. 123456 64-8236
102 MAIN ST. 8975
SMITHVILLE, GA. 61255 Date GENERAL

BANK OF SMITHVILLE
SMITHVILLE, GA 61255

% SAMPLE CHECK = ==

Order Of
SelSealON Transit Symbol ONUS Symbol
. v :
W o ®323L 56" 1189758236 m2400 26k e +<—] Correct MICR line

** THE FOLLOWING DATA WAS INPUT DURING THE MICR SETUP **

BANK-ID BK

Institution Name BANK OF SMITHVILLE Signature Card Vendor
Instituition Address SMITHVILLE, GA 61255 Source Technologies
Federal Reserve ID 64

Institution Transit Number 897582361 PRINT ON BLANK CHECK
Character To Call TRANSIT Symbol B

Account Number (Including ONUS Symbol) 100 2641C SELF-SEAL - OFF
Character To Call ONUS Symbol c

District Name SMITHVILLE BOARD OF EDUCATION

District Address 1 102 MAIN ST.

District Address 2 SMITHVILLE, GA. 61255

District Phone (Optional)

Account Type 1 GENERAL

Account Type 2 PAYROLL

Account Type 3

Account Type 4

Account Type 5
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PCGenesis Payroll System Operations Guide

Al1.1.3. Sample New 8.5 x 14 Payroll Check — Self-Seal Example

Employee 1D | 8p46d AGSILERA, JOSUE SMITH CITY BOARD OF EDUCATION 8991
SSN 999-08-8464 2559 MAIN STREET 102 MAIN STREET
Telephone  |953-555-1536 SMITH, GA 33313 SMITH, GA 33333
Loc/Class S
Fed A Account Account Number Amount
Check No - 0101 61 Marital Narried |Joimt Both Tree
Check Date |09/28/2012 Allowances 00 M[2] Dfoo)
Add Pct
Add Amt
Contract .To-Date 16,476.92 Check No | 010161 Total Net Pay 2,162.72
- THERE IS A MANDATORY DISTRICT MIDE MEETING AT 4130 PM ON FRIDAY

OT Hrs OT Amt CoMAmt ‘l’olcmu Tot Taxes | Total Deds | Tot Net Pay
L 579.58 €19.1¢ 2162.72
: 200.00 uns 92 15775 9 2754.88 3094.46 13682.46

anndoa Year Supplement
Purlough

Extracurricular Supplement

FLErsE mcwm DOCUMENT ALONG THIS PERFORATION

THIS DOCUMENT 1S PRINTED IN TWJ COLJRS. DO NOT ACCEPT UNLESS BLUE AND GREEN AKE PRESENT.

SMITH CITY BOARD OF EDUCATION No. 010161 %
102 MAIN STREET Date
SMITH, GA 33333 09/28/2012 PAYROLL
(‘u Amacunt
iRl
ATLANTA. GA 30000 VOID AFTER 80 DAYS

TWO THOUSAND ONE HUNDRED SIXTY TWO AND 72/100

Pay To % &64’
The AGIILERA, JOSUE

Order Of

“O0LO0AO™ KOBLLA30M7N4E8 33 B

SMITH CITY BOARD OF EDUCATION
102 MAIN STREET
SMITH, GA 33333

c o101 17

AGIYILERA, JOSUE
2559 MAIN STREET
SMITH, GA 33333
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Al.1.4. Sample New 8.5 x 11 Payroll Check — Non-Self-Seal Example

SSN
Telephone
Loc/Class

88464
999-08-8464
599-555-1536

AGIILERA, JONE
2559 MAIN STREET
SMITH, GA 33333

Genaral Information Tax Data Nat

SMITH CITY BOARD OF EDUCATION

SNITH,

~ompany Informalior

102 MAIN STREET
GA 33333

‘ d £
| o L01 0160 Married %ou?t Hoth
Date !os/zu/:on Allowancas 00 |m{1] ofoo]
Add Pct
Add Amt
Contract Fiscal-To-Date 16,476.52 Check No | 010160

Total Net Pay 2,162.72

[SEStE SaTary TTeEMTIY Z,668-17
|Extended Year Supplement 70.22 70.22
{Purlough -56.51 ~56.51
|Extracurricular Supplement | | 100.00

Paid Time Off

200.00 16476.92|

T WIDE MEETING AT 4:30 PM ON FRIDAY

16776.93

2,761,808

2,681.88

|PERSONAL 1.00
[VACATION | z.00| 5.00
{Lwop ‘ i

OTHER | -so |

|PROF. 3.00 |

!
21782 20w

212.82 |

1283.40

TE0. 32
243.24
652.62
10968.70

127.%3
2390 |

Total |

Total 39.58! 339 .38

PLEASE DETACH THS STUB AND RETAIN FOR YOUR RECORDS

SMITH CITY BOARD OF EDUCATION At No. 010160 M
102 MAIN STREET PAYROLL
SMITH, GA 33333
40‘)“4 $ +veez,262.72|
VOID AFTER 90 DAYS
ATLANTA BANK TWO THOUSAND ONE HUNDRED SIXTY TWO AND 72/100
ATLANTA, GA 30000

Pay To
The
Qrder Of

b = ] Ai SECURITY FEATURES INCLUOED, DETAILS OV BACK. (1)

THE FACE OF THS DOCUNMENRT HAS A COLONED BACKCROUND ON WHITE PAPER

AGIILERA, JOSUE
2559 MAIN STREET
SMITH, GA 33333 -

- P

e e

#*OLO0MOw KOBAMA30A7N4E8 33

9&M De

Bue
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The following screen displays:

Ste

17

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 004 5V CADEVSYS CASECOND WHITE - X
PAYCHK

Please enter any message you wish to print on the check stub

PLEASE NOTE THE NEW FEDERAL WITHHOLDING TABLES ARE TAKING EFFECT THIS PERIOD.

EIII'II( -

v
0

s ';‘E\I —:ﬂ— rulﬁ rrlﬂ r'lﬂ r'lﬂ Fe u '_'-l r-:‘Y Fi Iﬂ '\'_ﬂ rcq 19.61.00

ﬂ“ Fi

- i Help

e

Action

To enter a message: Enter up to seventy-nine (79) characters and spaces in the field, and
EMTER
select /4 (Enter) twice.

To delete an existing message: Using either the Spacebar or the Delete key, remove the
field’s entries.

To bypass entering a message: Select _‘fl (Enter) twice.

There are no checks to print: Remove the payroll check forms from the printer and
proceed to Step 30.
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The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 004 SV CADEVSYS CASECOND WHITE - X
PAYCHK
PRODUCE PAYROLL CHECKS
Are correct checks inserted? YES (YES,ND)
Enter starting check number:
Last Check Number Used: 3 8/31/2018
Rk @|EE| B 0E L T B R 19.61.06
| = I Help

Step Action

18

Enter the beginning check’s number in the Enter starting check number field, and select

EHMTER
_"'I (Enter) to continue.

PCGenesis displays the last check number used during the previous payroll run within the
“Last Check Number Used ” field. Note that the screen’s entries are system-specific, and
that when restoring files, or when entering manual payroll checks, the number displayed

may not be correct.
When using pre-numbered checks, enter the first available check number in the “Enter
starting check number” field.
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PCGenesis Payroll System Operations Guide

If a check number has already been used, the following error screen will display:

Ste
19

ENI’!V

PCG Dist=8991 Rel=1804.00 01/18/2019 PCG 001 35V CADEVSYS CASECOND WHITE - O X

PAYCHK
THE FOLLOWING CHECK NUMBERS HAUE ALREADY BEEN ISSUED

0166001 910002 610003 010004 010005 610006
010007 010008 610009 0106010 61600611 610012
010013 010014 810015 010016 010017 010018
8168619 810820 8186821 010022 818023 618824
010025 010026 010027 010028 018029 610038
016631 910032 610033 0106034 610035 610036
010037 010038 010039 010040 010041 010042
816643 810044 610045 810046

vzl o2l al.EBl.E.E. Bl ..X..0]..6 & 19.61.00

F‘Sﬁ

=- Help

Action

If PCGenesis has previously used any check numbers within the range of numbers that will
be needed for this check/direct deposit run, an error message screen will be displayed.

Select _"fl (F16), return to Step 18, and enter a starting check number that will include
enough contiguous check numbers to handle all the checks to be printed in this run.

If this error occurs, the possibility exists that some check numbers were used many, many
years ago, but still exist on the Check Master File. In this case, the old checks/direct deposits
can be removed from the Check Master File so that this check run can continue using the same
check numbers over again. Refer to the Payroll System Operations Guide, Section G: Payroll
Check Reconciliation Processing for information on removing old check/direct deposit
numbers.
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PCGenesis Payroll System Operations Guide
If no check number errors exist, the following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 005 SV CADEVSYS CASECOND WHITE - O X
PAYCHK

PRODUCE PAYROLL CHECKS

Are correct checks inserted? YES (YES,NO)

Enter starting check number: 4
Check date: 8/31/2018

Last Check Humber Used: 3 8/31/2018
Is 8/31/2018 and check number 4 correct? _ (YES,ND)

“"v FL i -’;‘E\I -’:a— I’IE r?lﬁ r-’H r‘lﬂ Fs u Fs / rT -’rlﬂ Tl_ﬂ FTC'I\ 19.61.00
ns’ rr =9 | I Help

Step Action

20 Verify that the screen’s information is correct, especially the check date and check number,

v
¥

/D)

EMTER
enter the appropriate response in the field, and select _fl (Enter) to continue.

If the information is incorrect, enter “NO0” in the field, and select Enter. Return to Step 18
to enter the correct check number. Select F16 to exit check printing where appropriate.
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Al.2. Printing Payroll Checks - Completion

The following screen displays briefly:

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE — O X
PAYCHK

PROCESSING REQUEST

Current Check Number 000003

19.01.00

Step  Action

Make sure each payroll check printed correctly, that the checks are sequentially numbered,
and that there are no blank checks.

*AXXATTENTION * * * *

Do not continue payroll processing until payroll check printing is complete. Verify
each payroll check before continuing.
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PCGenesis Payroll System Operations Guide
The following screen displays:

PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CA\SECOND WHITE — O X
PAYCHK
ALL CHECKS PRINTED
Have all checks finished printing? (YES,N0)
N 19.61.08
Flﬂ«

22 Enter Y (Yes) or N (No) in the Have all checks finished printing? field, and select _ﬂm"l
(Enter) to continue.

Enter Y (Yes) in the field even when payroll checks jam, and after the resolution of printer
malfunctions during check printing etc., regardless of the assigned check numbers at this
point. Later in the check printing procedure, PCGenesis displays the Payroll Check Printing
— Skipped Check Entry screen for the entry of skipped check numbers where appropriate.

The PCGenesis Payroll System Operations Guide, Section C: Payroll Check and Direct
Deposit Statement Processing, Topic 4: Print the Payroll Pre-Posting Reports, Procedure
A: Printing the Final Payroll Register provides the instructions to enter spoiled check
number information.

When entering N (No) within the field, exercise extreme caution! PCGenesis automatically
exits the check printing procedure, and populates the Payroll Sequence Monitor’s Print
Paychecks and Direct Deposits field with N (Check Printing Not Complete). When
rerunning the payroll checks, PCGenesis will prompt the user for the Employee Number of
the last correct check printed. The payroll administrator must be able to enter the correct
Employee Number to continue the check printing process.

If conditions contrary to those mentioned in Step 21 exist, contact the Technology
Management Customer Support Center for assistance. Continuing without the necessary
recovery may cause the remaining payroll checks to print incorrectly.
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PCGenesis Payroll System Operations Guide
For Step 22- NO entries, after restarting the check printing process, the following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 35V CADEVSYS CASECOMND WHITE — O X
PAYCHK
RESTART PAYROLL CHECKS
Enter the Employee Number of the last correct check printed.
Employee Humber: a
“"v -‘P;‘l ';‘E\I —:ﬂ— rulﬁ rrlﬂ r'lﬂ r'lﬂ Fs u '_'-l r-:‘Y Fi Iﬂ '\'_ﬂ rc:'\ 19.61.00
n:’ r-'g; Fi l} Help
Ste Action
23 If ‘N’ was entered in Step 22 (All checks did not finish printing): Start the payroll

check/direct deposit printing process over again and repeat all the steps starting at Step 1.

Enter the Employee Number of last correctly printed check in the field and select _'fl
(Enter) to continue.
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For Step 22- NO entries, after restarting the check printing process, the following screen displays:

[E] PCGDist=8991 Rel=18.0400 01/16/2019 PCG 001 SV CADEVSYS CASECOND WHITE — O x
PAYCHK
RESTART PAYROLL CHECKS
Enter the Employee Number of the last correct check printed.
Employee Humber: 88975
Is Employee Number 88975 correct? ___ (YES,ND)
“"v __‘P;‘l ';‘E\I —:ﬂ— rulﬁ rrlﬂ r-'lﬂ r'lﬂ Fe u -'_'-/ r-:‘T Fi Iﬂ -‘\'_ﬂ rc:'\ 19.61.00
m’ rg; Fi il Help
Ste Action
24 If N (No) was entered in Step 22:

Verify the screen’s information is correct, enter the appropriate response in the field, and select

_"II (Enter) to continue.

If the information is incorrect, enter “N0” in the field, and select Enter. Return to Step 23 to
enter the correct employee number.
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The following screen displays:

Ste
25

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE

ENI’IV

LAST CHECK VERIFICATION

Was the last check number printed 37

(YES ,NO)

N PPF I A ) R e P P I = | 0 P f ECI N

=

ms«

o9 | ree T Help

O X
PAYCHK

19.61.60

Action

Verify the last check number printed corresponds to the number displayed in the field, enter

YES or NO in the field, and select _'II (Enter) to continue.

The last check number displayed on the screen is correct: Enter YES in the field and

proceed to Step 30.

The last physical check number printed is greater than the check number displayed on

the screen: Enter NO in the field. Entering NO assumes that all checks printed, but that a
form feed error occurred so that the checks were not numbered correctly. This generally
happens when two forms stick together causing check numbers to be skipped. If this is the

case, enter NO in the field and proceed to Step 26.
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For Step 25- NO entries, the following screen displays:

m PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
PAYCHK

LAST CHECK UERIFICATION
Was the last check number printed 7?7 NO (YES,ND)

Enter the last check number printed:

“‘“{ Fi & ’;‘R ’:5 r{ﬂ r:iﬂ r-:H r‘H Fg u T:-, r---T -’rlll -’|;ﬂ r_":'\ 19.01.00
Fig F

oml
=

Help

Ste
26

Action

Enter the number of last correctly printed check in the field and select _"(l (Enter) to
continue.

The check number entered must be greater than the check number displayed on the screen.
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The following screen displays:

Ste
27

E PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 SV C\DEVSYS CASECOND WHITE - O X
PAYCHK
LAST CHECK VERIFICATIOHN
Was the last check number printed 77 NO  (YES,ND)
Enter the last check number printed: 9
Is the last check number printed 9 correct? ___ (YES,HD)
““l{ '1’)“% -;'1% ':5 r\H r:ﬂ r:E r“iﬁ F8 u '_'-I r-:‘T '1-|ﬂ Fiz 4 r-::\ 19.61.060
nsﬁ »g‘i; »Tr Help

Action
Verify the screen’s information is correct, enter the appropriate response in the field, and select

EMTER
_'II (Enter) to continue.

If the information is incorrect, enter “N0”" in the field, and select Enter. Return to Step 26 to
enter the correct check number.
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For skipped checks, the following screen displays:

[F] PCGDist=8991 Rel=18.0400 01/16/2019 PCGO0T SV CADEVSYS CASECOND WHITE - O it
PAYCHK
Please enter 2 checks to be skipped

0000668 POOOOH BOBOGO DOOOBO POOOOO
000000 0OOD0D HOOOOO OOOOO POBOBO 900000
000BA6 BOHBOR BAOOHE BOBBEE POBHEH BEBBOH
000006 BOOOOA BAOOHH POBOAE POBHOH AEBBON
000000 000000 000000 000000 POOOOO 000000
000006 POOOOR BAOOOO BOOOEE POBOOH BEBBON
800000 BO00BH BBOGOG BOBBEE BOBBBE 866600
000000 600000 000006 0OOBG0 006000 066600
000000 POODOD PHOOBO VBOVDOD POBBBD BOB0O0
000BA6 BOPOOR BAEOPE BOBOEE POBOOH BEBBON
000066 600000 000606 000060 006000 066600
000000 000000 000000 000000 00000O 000000
000000 POVOOR BEOODO BOOOEE POBOOH BOBBON
000006 PAOOOH 0BOOBH ABOOHO AOBHEBO BOBOBO

860000 V66666 BHHEEE BAEBHH HOBBBE BBBOOE

oot |, »2|,. 42|, @| B, DD W] # [r ] ], @ -y 19.01.00
Fiﬂ. I»T[ Help

| B

Ste Action

28

Enter the number of the check(s) omitted during payroll check printing, and select k4
(Enter) to continue once.
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The following screen displays:

Ste
29

EII’EI‘ .

PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 5V CADEVSYS CA\SECOND WHITE - O X

PAYCHK
Please enter 2 checks to be skipped

5 7 DDDOO0 000000 PDOOOD BOODOD
00POBe 0POPOD DOBODE OODOPBD GOPOOD BOBBOO
AEAAA0 0OAPAO AOAOON ANPPAO AAABBA ABABOO
000000 0O0DOO 0OOOOD 0ONOOO DODOOD POOOOAO
000000 000000 000000 00DDOO DODOOD DOODOO
000000 POOOOO POOOVO BOPOOD DOODOBD DOBDOD
000060 BOODOA BOOBOD OOPDOA BOBBBD BBBBOA
000000 0OOOOO 0OOOOD AONDOO DDDBOD ABABOO
000060 000000 0OOOOD 0OPPOO DOOOOD POGOOO
000000 DOOOOD GODOOD DOPODOO DODOOO DOBDOD
0000680 BOODOA BOOBOD ODBOOA BOBBBD BBBBOA
000000 000000 NOOOOD 0ONDOO DDDBOD AOABOO
000060 000DOO GOOOODO 0OPODOO GOOOODO OOGOOO
000000 0OOOOO DOOOOD DOPOOO DODOOD DOODOD
A00000 POODAN AOOOOD AOPPAN POBBBD PRABBA

% -;'}:'\. ':5 rwlﬂ r:lﬂ r:lﬂ r"lﬂ Fe [~ Fs , r-:‘Y F1 M -uﬂ rf:\ 19.61.060

Fi“ Fi1

* L
?‘; Fi il Help =

Action

Verify the field entries are correct, and select _"l (Enter) to continue.

If the information is incorrect, select ﬁl (F16 - Reenter), make the appropriate
modifications, and select _(l (Enter).

Upon completion of this screen PCGenesis will update the check numbers assigned to each
employee, skipping the check numbers entered on this screen thereby synchronizing the
check numbers recorded in the employees’ records with the physical check numbers actually
printed.

The c:\windows system32\cmd.exe window displays to indicate that PCGenesis is performing

an automatic PAYDATA backup. Allow the backup to complete, and proceed to Step 30.
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A2. Printing Payroll Direct Deposits
A2.1. Printing Payroll Direct Deposits - Setup

When there are direct deposits, the following screen displays:

PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 35V CMNDEVSYS CASECOND WHITE - O X
PAYDIR
PRODUCE DIRECT DEPOSIT STATEMENTS
Are correct direct deposits inserted? ___ (YES,NOD)
N 19.61.680
F!G«

Step Action

30 For direct deposits: Insert the direct deposit forms, enter Yes in the field, and select /4

(Enter) to continue.

When using the MICR functionality, verify the blank check stock remains in the printer’s
feeder tray from payroll check printing. Do not insert standard paper for this purpose!

Although Direct Deposit Statements are included in the MICR functionality, and prints on
secure, blank check stock, they will neither be MICR-encoded nor will they contain a
signature when PCGenesis produces the a sample form.

If the Printer has multiple feeder trays, make sure only one tray is in use.

Regardless of the type of printer used, there must be at least 16 MB of memory available for
payroll check and direct deposit printing. Allow adequate processing time for the spooling
of direct deposits to the printer’s memory or buffer. The time required will vary based on
the type of printer used for direct deposit printing, and the total number of items to be
processed.

To exit the print process: Select ﬂ (F16 — Exit) to exit the printing process.

There are no direct deposits to print: The “There are No Direct Deposits to Print!
Remove FORMS from printer and select Enter to Continue!” message displays. Remove the
payroll check/direct deposit forms from the printer enter Yes in the field, and select Enter
(to Continue), and proceed to Step 49.
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For Step 30 — F16 (Exit) entries, check the payroll monitor, the following screen displays:

Step
31

m PCG Dist=8991 Rel=18.0400 01/14/2019 PCG 006 SV CADEVSYS C\SECOND

PAYROLL SEQUENCE MONITOR
Setup payroll for new pay period Y
Run exceptions register with no exceptions ¥
Post substitute pay and employee leave ¥
Calculate payroll and update YTD figures Y
Print paychecks and Direct Deposits (5

(ThiS cycle can be repeated more than once)

Update earnings history with current pay N
Update budget files with current pay

Manual/Uoid Checks Run Only: N

Regular Gross Types
Special Gross Types

< <<

PAYROLLS SELECTED DURING

PAY NO. PAYS
SCH TAX CALC DESCRIPTION

WHITE
Screen 1 of 2

/ Void/Add Run Completed H

/ Final Register

\ Deduction Registers
\ Final Distribution

Post leave for Manual/Void Run: H

01d PSERS: H 01d ERS: N
Hew PSERS: H Hew ERS: ¥

N
N
N

O *
PAYSTUPD

TRS: ¥

SETUP

PERIOD CHECK DATE GHI

12 12 MONTHLY 8 88/31/18 Y
Selected classes: 2 7 8 9 11 12 17 28 21 22 23 24
F3=Print screen, Fi11=Go to screen 2, Fl6=exit.
:um( = = | m@ e 4] 17.03.00
Fi‘ﬁ
" Action |

If F16 (Exit) was selected in Step 30: Check the Payroll Monitor screen. From any menu

select Bl (Payroll Monitor).

Verify that the Print Paychecks and Direct Deposits field contains a ‘C’. A value of ‘C’ in
the field indicates that payroll checks have printed successfully, but direct deposits have not

yet printed.
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For Step 30 — F16 (Exit) entries, after restarting the direct deposit printing process, the following
screen displays:

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 SV CA\DEVSYS CA\SECOMND WHITE - O J8
PAYCK1P

Prior Check/Direct Deposit Printing DID NHOT Complete Successfully

F26 to Continue WITHOUT Recovery

Press ENTER to Exit and Contact Help Desk

¥ |, & 19.61.00

[ 0]
g
i
g
E
O
~
-
=

| o 50| oo Tl F26 Help

Step  Action

32 If F16 (Exit) was selected in Step 30: Start the payroll direct deposit printing process over
again and repeat all the steps starting at Step 30.

If printing of all payroll checks has completed normally, and the printing of direct deposits is
simply being restarted, select | F26 ‘ (F26 — Continue WITHOUT Recovery).

If other conditions exist, contact the Technology Management Customer Support Center for
assistance.
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The following dialog box displays:

PCGenesis Payroll System Operations Guide

Select Printer:

" Landscape

m Select Printer

Send To OneNote 2016
Microsoft XPS Document Writer

Called By: Microsoft Print to PDF
CHKCALL Generic / Text Only Softdocs
Fax
. . \\printserver\2276-HPLJ4300D TN
Orientation: \\printserver\8800-HPLJMG08
& Portrait \\printserver\Xerox-1970

\\printserver\2278-HPLJ4300D TN

a

\\printserver\8802-HPLJMG608

X

Default Printer \\printserver\8802-HPLJME08

Selected Printer |‘Mpontserver\8802-HPLJMG0E

0K | Exit Process
Step  Action |
33 Within the Select Printer window, verify or highlight the appropriate printer’s name. Verify
that the correct printer displays in the Selected Printer text box.
The printer selected must have already been set up with the appropriate signature card.
34 Select OK Ll :

The following screen displays:

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE

Select Print Test Oplions
CURRENT SELECTED

Please Make Selection

BANK
"F1"| - Select Printer

SIGNATURE
E - Print Sample

MICR

Account Type
[_F4_| - Disable MICR

Pay Chk Type
EI - Disable Signature

Pay Self Seal

¥nd Chk Type

Vnd Self Seal

- Save and Continue

- Cancel and Exit

Duwect Check

\\printserver\8802-HPLJMG08

BKD2

Disabled

Enabled

PAYROLL

Detailed Stub Blank

OFF

Blank Check Stock

OFF

O
CHKCALL

17.01.00

*
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35 | Select _F2 | (F2 - Print Sample).
“Printing Sample” briefly displays within the lower left portion of the screen.

36 When the Select Print Test Options screen displays, verify the information on the sample
direct deposit is correct, and select il (Save and Continue).
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A2.1.1. Direct Deposit Statement — Example

CHECK DATE SOCIAL SECURITY EMPLOYEE NUMBER GROSS PAY NET PAY CONTRACT TO DATE
022709 [123450987 36872 666387 207673 458714 13,32774

REGULAR HOURS OVERTIME HOURS REGULAR AMOUNT OVERTIME AMOUNT CONTRACT AMOUNY TOTAL AMOUNT

CUR 666387 666387 666387

TOT 1332774 i 1332774 1332774

DEDUCTION CURRENT DEDUCTION CURRENT DEDUCTION CURRENT

KAI HMO EESP 13540 27080| TRS 33319 66638

FED W/H TAX 76281 152562 ; : : é
CA INCOME TAX| 34583 69178 ; 3
SCC. SEC. 40477, 80954 3 |
MEDICARE 5467 18934 i | |

SICKLEAVE  PERSLEAVE VACATION

SICKLEAVE  PERSLEAVE VACATION

DCGENESIS RELEASE 09.02.00

02/27/09
ACCT TYPE ACCT NUMBER AMOUNT
Checking 123456789012345678 2,293.57
Checking 12456 1,146.79
Savings 789654123 229.36 **x%4 587.14
Savings 1025 688.07
Savings 3652 229.35

GADOE, TEST EMPLOYEE 030200

0103 09

GADOE, TEST EMPLOYEE 0950200
205 JESSE HILL JR. DRIVE
SUITE 1954 EAST TOWER
ATLANTA, GA 30334
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A2.1.2. Sample New 8.5 x 14 Direct Deposit — Self-Seal Example

AB3EU, ETIAN D
2072 MAIN STREET

SMITH CITY BOARD OF EDUCATION
102 MAIN STREET
SMITH, GA 33333

8991

GA Amount

Married |Joint Both | Checking 1,973.86|

04  [M[0) D{O1] | Checking 200.00

Checking 150.00

Checking EEERAAR AR AT RN 50.00

Fiscal-To-Date 27,587.35 Check No | 050288 Total Net Pay 2,373.86

REMINDER - THERE IS A MANDATORY DISTRICT WIDE MEETING AT 4:30 PN ON FRIDAY

k S\

Due ml‘u llnhnl | OTHrs OT Amt cuun m Tot Taxes MM Tot Net Pay
Current 4413.02 _ﬂw
YTD 5.00| 2860115 27587.35 m lun 81  15107.34

»,""’_lumlu ular Hrs | Regular Amount | Overtime Hrs | Overtime Amt | COMnaAmt
“76.10

Total .. 4,413,862 3,538.57

oy lmm-nlmu-lmm-ml._h ion |~ Coment | YT

| il CERY | SITIIT] SeAI Ay
| |PRRSONAL $12.30 | 23453.57
| |VACATION 360,61 | 2151.35
I [wwoR 57,25 $7.28
OTHER 16.69 150,21
PROF . 5.75 $1.75

1890.14 | 11547.62

esPens i -Tax Dod tions Aftar
D ptio YTD Current Curront YTD
SO SR 04 {0 HNG ESE/TST ~30 ‘rL‘: g B LTS XPT
MEDICARE 383, 102.86 | 822.88 fmum WS 41.51| 332.08
FEDERAL TAX 716. 27.38 | 219,04 [num INS. 25.03| 197.36
GA. STATE TAX 1034. 14.58 | 102.08
TRS 1682, ke =0 POt 10.00 §0.00)
PUNUM LIFE 4.42 19.89
FUARDIAN LIFE 2.96 23.68
Total | s25.91 4880 .60 Total | 565,14 ! 4354.04 Total | s48.31| e3s8.37
A “‘;"‘ THIS STUB AND RETAN FOR YOLR RERISVE DOCUMENT ALONG THIS PERFORATION 3
S BACESHOUMD DN WHITE BEFEN « THE NN OC HICARE s OM ¢
SMITH CITY BOARD OF EDUCATION No. 050288 PAYROLL
102 MAIN STREET Date DIRECT DEPOSIT
SMITH, GA 33333 03/28/2012 i
(4D4)444-4444 :
]
i
TWO THOUSAND THREE HUNDRED SEVENTY THREE AND 86/100 ;
Deposit THIS IS NOT A CHECK - DO NOT CASH '
To The AB3EU, ET3AN D ]

Account Of

*SEE REVERSE SIDE FOR EASY OPENING INSTRUCTIONS*

SMITH CITY BOARD OF EDUCATION
102 MAIN STREET
SMITH, GA 33333

D o101 0%

AB3EU, ET3AN D
2072 MAIN STREET

S23
SMITH, GA 33333

Georgia Department of Education
January 18, 2019 e 9:27 AM e Page 35 of 50
All Rights Reserved.



PCGenesis Payroll System Operations Guide

A2.1.3. Sample New 8.5 x 11 Direct Deposit — Non-Self-Seal Example

Employee Information Company Information

Employee ID | 88942 | ABIEU, ET3AN D SMITH CITY EOARD OF EDUCATION 8951
SSN 999-08.8942 2072 MAIN STREET 102 MAIN STREET
Telephone

$9-555-1058 522 SNITH, GA 33333

Loc/Class 19 g

-} n
GA
Check No 050287 Marital Married [Joint Both | Checking shesasresrcitaniey 1,973.86
Check Date | 08/28/2012 Allowances 04 M[0] D(01) | Checking 200.00
% Checking 150.00
Cbecking B 50.00
27,587.35 Check No | 050287 Total Net Pay 2,373.86

RENINDER - THERE IS A MANDATORY DISTRICT WIDE MEETING AT 4:30 PM ON FRIDAY

Cont Amt | TotGross | Tot Taxes | Total Deds | Tot Net Pay
SESRET «1311 656.51 2039.36 2373.46
2750734 20601.1 3227.90| 13493.81 15107.34

Roegular Amount | Overtime Hrs | Overtime Amt

3,614.67 .
Furlough -76.10 ~76.10
Driver Training $50.00
Coaching Supplement 325.25

4,413.82 3,530.57

Employer Paid Banelits

564145

PERSONAL 1.00 FRS 512.30 3493.87
VACATION VACATION II 5.00 FIca 360.81 2151.35
L¥OP LWOP 11 {MPFUTED INC 57.25 57.25
OTHER OTHER II DENTAL INS.-C 16.69 150.21
PROF 2.00 STRY¥Y DEVII BUARDIAN LIFE 5.75 51.7%

11547.62

TaxesPension Before Tax Deductions After-Tax Deductions

Description YTD | Description YTOD YTD
[S0C. SEC, T1Z7.04 [U WMO ESE/TSP a34.00 | 3212.92 450 dY | 3803 1w
MEDICARE 56.63 351.84 [DENTAL INS.-C 102,86 822,08 [NUN STD INS. 41.51 332.08
FEDERAL TAX 163.79 716.05 [VISION INS, 27.38 219.04 [NUM LTD INS. 25.03 197.36
GA. STATE TAX 173.93 1034.97 PAGE DUES 14.58 102.08
RS 269.40 1652.70 LC ED POUND 10.00 80.00
UNUM LIPE .42 19.89

BUARDIAN LIPE 2.96 23.68

Total | 3925.91 4580.60 TYotal | s6s5.14 ! a25¢.84 Total | s48.91| 6358.37

PLEASE DETACH THIS STUD AND RETAN FOR YOUR RECORDS

L TNE FACE OF TIAE COCUMEBNT MAE A COLDRED RACKGACKIND O Wi TE HarE} —

PAYROLL
SMITH CITY BOARD OF EDUCATION obfaataons No. 050287 DIRECT DEPOSIT

102 MAIN STREET

SMITH, GA 33333

(404)444-4444

THNO THOUSAND THREE HUNDRED SEVENTY THREE AND %6/100
THIS IS NOT A CHECK - DO NOT CASH

Deposi ABIEU, ETIAN D
To Ths;t 2072 MAIN STREET

Account Of 523
SMITH, GA 33313

\

D (1) SECURITY FEATURES WCLUOED, DETALS ON BACK. [1) —
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The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE - O X
PAYDIR

PRODUCE DIRECT DEPOSIT STATEMENTS

Are correct direct deposits inserted? YES (YES,NO)

Enter starting direct deposit number:

Last Direct Deposit Number Used: 505649 773172018
“"v -‘P;‘l ';‘E\I —:ﬂ— rulﬁ rrlﬂ r'lﬂ r'lﬂ Fs u '_'-l r-:‘Y Fi Iﬂ '\'_ﬂ rc:'\ 19.61.00
m’ r-'g; Fi il Help
Step  Action
37 Enter the beginning direct deposit statement number in the Enter starting direct deposit

number field, and select _"Il (Enter) to continue.

PCGenesis displays the last direct deposit number used during the previous payroll run
within the “Last Direct Deposit Number Used ” field. Note that the screen’s entries are
system-specific, and that when restoring files number displayed may not be correct.
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If a direct deposit number has already been used, the following error screen will display:

Ste
38

E PCG Dist=8991 Rel=18.04.00 01/17/2019 PCG 002 SV CADEVSYS CASECOND WHITE — O X
THE FOLLOWING CHECK NUMBERS HAUE ALREADY BEEN ISSUED
056841
A P T = e | A P o PO P & 19.61.08
HS« == Help

PAYDIR

Action

If PCGenesis has previously used any direct deposit numbers within the range of numbers
that will be needed for this check/direct deposit run, an error message screen will be
displayed.

Select ﬂl (F16), return to Step 37, and enter a starting direct deposit number that will
include enough contiguous direct deposit numbers to handle all the direct deposits to be printed
in this run.

If this error occurs, the possibility exists that some direct deposit numbers were used many,
many years ago, but still exist on the Check Master File. In this case, the old checks/direct
deposits can be removed from the Check Master File so that this check run can continue using
the same direct deposit numbers over again. Refer to the Payroll System Operations Guide,
Section G: Payroll Check Reconciliation Processing for information on removing old
check/direct deposit numbers.
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PCGenesis Payroll System Operations Guide
If no direct deposit number errors exist, the following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE

PRODUCE DIRECT DEPOSIT STATEHMENTS

Are correct direct deposits inserted? YES (YES,HND)

Enter starting direct deposit number: 505650

Check date: 8/31/2018
Last Direct Deposit Humber Used: 505649 7/31/2618
Is 8/31/2018 and Dir. Dep. # 585650 correct? __ (YES,NO)
:'"“{ 'J’Jlil‘ '2‘};\. 'Ii rl_‘ﬂ r:_lﬂ rrlﬁ r"lﬂ F& u Fs , F'-Z-Y Fi Iﬂ '\'_ﬂ F'TQ
r|s’ F g‘}: F Tr Help

O X
PAYDIR
19.01.00

Action

Verify that the screen’s information is correct, especially the check date and direct deposit
EMTER
number, enter the appropriate response in the field, and select _(' (Enter) to continue.

If the information is incorrect, enter “N0” in the field, and select Enter. Return to Step 37 to
enter the correct direct deposit number. Select F16 to exit direct deposit printing where
appropriate.
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A2.2. Printing Payroll Direct Deposits - Completion

The following screens displays briefly:

m PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE — O X
PAYDIR

PROCESSING REQUEST

Current Direct Deposit Number 505660

19.01.00

Ste Action

40 Physically verify that each direct deposit statement printed correctly, are sequentially

numbered, and that there are no blank forms within the printed direct deposit statements.
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The following screens displays:

PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE - O X
PAYDIR

ALL DIRECT DEPOSITS PRINTED

Have all Direct Deposits finished printing? {YES,ND)

oumep 19.61.00
F!E«

41 Enter Y (Yes) or N (No) in the Have all Direct Deposits finished printing? field, and select
_(l (Enter) to continue.

Enter Y (Yes) in the field even when direct deposits jam and after the resolution of printer
malfunctions during printing etc., regardless of the assigned direct deposit numbers at this
point. Later in the check printing procedure, PCGenesis displays the Payroll Check Printing
— Skipped Check Entry screen for the entry of skipped direct deposit numbers where
appropriate.

The PCGenesis Payroll System Operations Guide, Section C: Payroll Check and Direct
Deposit Statement Processing, Topic 4: Print the Payroll Pre-Posting Reports, Procedure
A: Printing the Final Payroll Register provides the instructions to enter spoiled check
number information.

When entering N (No) within the field, exercise extreme caution! PCGenesis automatically
exits the direct deposit printing procedure, and populates the Payroll Sequence Monitor’s
“Print paychecks and Direct Deposits” field with C (Check Printing Only Complete). When
rerunning the payroll direct deposits, PCGenesis will prompt the user for the Employee
Number of the last correct direct deposit printed. The payroll administrator must be able to
enter the correct Employee Number to continue the direct deposit printing process.

If conditions contrary to those mentioned in Step 40 exist, contact the Technology
Management Customer Support Center for assistance.
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For Step 41- NO entries, after restarting the direct deposit printing process, the following screen
displays:

m PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 SV CA\DEVSYS CA\SECOND WHITE — O x
PAYDIR
RESTART DIRECT DEPOSIT STATEHENTS
Enter the Employee Number of the last correct Direct Deposit printed.
Employee Number: 8
“"v _l’l‘i -;'};\' ':5 rulﬂ rr.‘i‘: r'_‘ﬁ[ r“_lﬁ Fs u '_'-/ r-:‘Y '|-|ﬂ 'w;ﬂ ch‘l\ 19.61.660
,“‘ = ?;; = 1l Help
Step  Action
42 If ‘N’ was entered in Step 41 (All direct deposits did not finish printing): Start the
payroll check/direct deposit printing process over again and repeat all the steps starting at

Step 30.
Enter the Employee Number of last correctly printed direct deposit in the field and select

ENTER
_""I (Enter) to continue.
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For Step 41- NO entries, after restarting the direct deposit printing process, the following screen
displays:

E PCG Dist=8991 Rel=18.04.00 01/16/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
PAYDIR
RESTART DIRECT DEPOSIT STATEMENTS
Enter the Employee Number of the last correct Direct Deposit printed.
Employee Humber: 87877
Is Employee Humber 87877 correct? (YES ,ND)
E““( _l’l‘i -;'};\' ':5 rulﬂ rr.‘i‘: r'_‘ﬁ[ r“_lﬁ Fs u '_'-/ r-:‘Y '|-|ﬂ 'w;ﬂ ch‘l\ 19.61.660
ns‘ Fi ?l: Fi il Help

Step  Action

43 If N (No) was entered in Step 41:
Verify the screen’s information is correct, enter the appropriate response in the field, and select

ENTER
_""I (Enter) to continue.

If the information is incorrect, enter “N0”" in the field, and select Enter. Return to Step 42 to
enter the correct employee number.
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The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE - O X
PAYDIR
LAST DIRECT DEPOSIT VERIFICATION
Was the last direct deposit printed 5061807 ___ (YES,NO)
P T Y P e | P = P % f PO PR & 19.61.00
R o = Help
Step Action
44 Verify the last direct deposit number printed corresponds to the number displayed in the

field, enter YES or NO in the field, and select _(l (Enter) to continue.

The last direct deposit number displayed on the screen is correct: Enter YES in the
field and proceed to Step 49.

The last physical direct deposit number printed is greater than the direct deposit
number displayed on the screen: Entering NO assumes that all direct deposits printed,
but that a form feed error occurred so that the direct deposits were not numbered correctly.
This generally happens when two forms stick together causing direct deposit numbers to
be skipped. If this is the case, enter NO in the field and proceed to Step 45.
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For Step 44- NO entries, the following screen displays:

Ste
45

m PCG Dist=8991 Rel=18.04.00 01/17/2019 PCG 003 SV CADEVSYS CASECOND WHITE - O X
PAYDIR
LAST DIRECT DEPOSIT VERIFICATION

Was the last direct deposit printed 5871767 NO (YES,ND)

Enter the last direct deposit printed:

19.01.680

i LS TS - ] ) | s = | I P o P P =R

)%

r|=“ Fi rLlT Help

Action

Enter the number of last correctly printed direct deposit number in the field and select _‘fl
(Enter) to continue.

The direct deposit number entered must be greater than the direct deposit number displayed
on the screen.
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The following screen displays:

Ste
46

m PCG Dist=8991 Rel=18.04.00 01/17/2019 PCG 003 SV CADEVSYS CA\SECOND WHITE — O X
PAYDIR
LAST DIRECT DEPOSIT UVERIFICATIOH
Was the last direct deposit printed 5071767 NO (YES,HD)
Enter the last direct deposit printed: 507178
Is the last direct deposit printed 5087178 correct? ___ (YES,NO)
“"v -’1'%\‘ -’;‘E -’:5 FIH r:lﬂ r-:H r‘lﬂ Fs H T:, r--.-T -’rlﬂ Fiz 4 r'_":'\ 19.01.00
,“ﬁ = Help

Action
Verify the screen’s information is correct, enter the appropriate response in the field, and select

EMTER
_'II (Enter) to continue.

If the information is incorrect, enter “N0” in the field, and select Enter. Return to Step 45 to
enter the correct check number.
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For skipped direct deposits, the following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/17/2019 PCG003 sV CADEVSYS CASECOND WHITE - O X

PAYDIR
Please enter 2 direct deposits to be skipped

000008 0OVOOO BOOEOO VOOORE BEBDOOD
000000 GO00OE 0O0GHO0 BOOOOH BOOOGED 0OBOOO
000000 900000 000000 BOO0OH 000000 000000
000000 BOOOOO POOOOD BOOOBH DOOOBD POOOOO
00000A BOOOOO POROBA BHOOOH DEABEE PHOROO
000000 600000 BOOHOE BHOOOH BOBHGEE BOBBOO
8000686 60000N HEBB0OH BOOOOE BBB0BO B00BBO
Hoooe0 BOOVON BOBB0O BOOOOE 0000BD BOBBOO
000000 BOOOOE POROBA BHONOH DEABEE PHOROA
000000 GO006E BOOOOA BHONOH BOBHEE BOBBOO
8000080 600000 000600 BOOOOA 006060 000800
Hoooe0 BOOVBN BOBOB0O BOOBOE 0000BD BOOBOO
000000 BOOOOG POROBA BHONOH HEABEE PHOROO
000000 BO00OO DOOOO0 BOOOOH BOOOOD 000000

666000 HOO66H HOOEBE HBBOBE POOBBO HHHBHH

v
Fe
A
>
!
=
B
n
B

“"v FL i Fz A Fz = ) .’.;- r-’H r‘lﬂ Fs u T:/ rT -’rlﬂ Tl_ﬂ FTC'I\ 19.61.00

Fi" F

Ste Action

0
=|

Help

4l Enter the number of the direct deposits(s) omitted during printing, and select ﬂl (Enter)

to continue once.
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The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/17/2019 PCG 003 5V CADEVSYS CASECOND WHITE - O X

PAYDIR
Please enter 2 direct deposits to be skipped

501130 501132
000000 OPOBOD POPOOE VVONOD DBOBOO POBBBO
000000 00RO BOOOAD AOABAG BAOAAG BOEABAA

zum‘ Ny
ns‘ Fi

Ste Action

48

';'/‘i ':5 rwﬁ r:ﬂ rrﬂ r“lﬂ Fo = Fo / r-:‘T —.-Iﬂ '|;ﬂ r-f:\ 19.61.060
Fi Tr Help =

v
7o

e

Verify the field entries are correct, and select _"l (Enter) to continue.

If the information is incorrect, select ﬁl (F16 - Reenter), make the appropriate
modifications, and select _(l (Enter).

Upon completion of this screen PCGenesis will update the direct deposit numbers assigned
to each employee, skipping the direct deposit numbers entered on this screen thereby
synchronizing the direct deposit numbers recorded in the employees’ records with the
physical direct deposit numbers actually printed.
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The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE - O X
PAYCK1P

Remove FORMS from printer and press ENTER to Continuet

Ste Action

49 Remove the direct deposit statements from the printer, and select Enter (to Continue).

The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 002 35V CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOOO3

Check and Direct Deposit HMenu

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 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 & Voids From Previous Pay Menu

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

BEE | b bbbl bbb B

Master | T5e 13.62.00

re®| 15 | "5 | DA | MENR
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Step  Action

50 Payroll Check Signature Card Removal Procedures: Remove the payroll check
Signature Card from the printer. Power the printer off and on to prevent the inadvertent
printing of a signature on unnecessary documents and to verify the signature card’s settings
clear from the printer’s memory.

51 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu or select MI
(Master) to return to the Business Applications Master Menu.
52

. PAY )
Check the Payroll Monitor screen. From any menu select (Payroll Monitor).

Verify that the Print Paychecks and Direct Deposits field contains a “Y’. A value of ‘Y’
in the field indicates that payroll checks and direct deposits have printed successfully.

The following screen displays:

E PCG Dist=8991 Rel=18.04.00 01/14/2019 PCG 006 SV CADEVSYS CASECOND WHITE — O x
PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD

Setup payroll for new pay period ¥

Run exceptions register with no exceptions ¥

Post substitute pay and employee leave ¥

Calculate payroll and update YTD figures Y

Print paychecks and Direct Deposits ¥

/ Void/ndd Run Completed ¥
(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N
Update earnings history with current pay \ Final Distribution N

Update budget files with current pay

z=Z

Manual/Void Checks Run Only: H Post leave for Manual/Void Run: N

Regular Gross Types i 01d PSERS: H 01d ERS: H  TRS: ¥
sSpecial Gross Types Ty New PSERS: N HNew ERS: Y

PAYROLLS SELECTED DURING SETUP

PAY HO. PAYS
SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 8 08/31/18 ¥

Selected classes: 2 7 8 9 11 12 17 28 21 22 23 24

F3=Print screen, F11=Go to screen 2, Fl6=exit.

““v r)& u , [all @ 2 4] 17.63.60
FIE«
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