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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’.  

 

Payroll Sequence Monitor Prior to Printing Payroll Checks and Direct Deposits 
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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 Utilities, 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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Procedure A:  Printing the Payroll Checks and the Direct 

Deposit Statements 

A1. Printing Payroll Checks 

Step Action 

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

The following screen displays: 

 

Step Action 

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

 

Step Action 

3  Select  (F5 - Print Paychecks and Direct Deposits). 
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A1.1.  Printing Payroll Checks - Setup 

The following screen displays: 

 

Step Action 

4  To print by pay cycle, pay location, payroll class code, and employee name sequential 

order:  Select  (Enter - Run Checks/Direct Deposits in REGULAR sequence). 

To print by Name:  Select  (F1 - Run Checks/Direct Deposits in NAME sequence). 

To print by Payroll Location and Name:  Select  (F2 - Run checks/direct deposits 

in LOCATION / NAME sequence). 
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The following screen displays: 

 

Step 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. 

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

 

Step Action 

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

The following window displays: 
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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  . 

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

 
 

Step Action 

11  For MICR-enabled banks:  Verify the selection, or select the appropriate account type, 

and select  (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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For MICR-enabled banks, the following screen displays: 

 

Step Action 

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  (F1 – Select Printer) to select a different 

printing device. 

To disable MICR printing for this check run only:  Select  (F4 – Disable MICR) 

to temporarily disable MICR printing for this check run only. 

To disable signature printing for this check run only:  Select  (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 – 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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Step Action 

15  Verify the information on the sample payroll check is as intended by comparing the results 

received to the examples provided in A1. 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  (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  (F2 – Print Sample), and proceed 

to Step 15. 
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A1.1.1. Payroll Check – Incorrect MICR Line – Example 

 

Incorrect MICR line 

Transit Symbol ONUS Symbol 
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A1.1.2. Payroll Check – Correct MICR Line – Example 

 

Correct MICR line 

Transit Symbol ONUS Symbol 
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A1.1.3.  Sample New 8.5 x 14 Payroll Check – Self-Seal Example 
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A1.1.4.  Sample New 8.5 x 11 Payroll Check – Non-Self-Seal Example 
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The following screen displays: 

 

Step Action 

17  To enter a message:  Enter up to seventy-nine (79) characters and spaces in the field, and 

select  (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  (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: 

 

Step Action 

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

 (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. 

  



PCGenesis Payroll System Operations Guide 

Georgia Department of Education 

January 18, 2019 • 9:27 AM • Page 18 of 50 

All Rights Reserved. 

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

 

Step Action 

19  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  (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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If no check number errors exist, the following screen displays: 

 

Step Action 

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

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

If the information is incorrect, enter “No” 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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A1.2.  Printing Payroll Checks - Completion 
The following screen displays briefly: 

 

Step Action 

21  Make sure each payroll check printed correctly, that the checks are sequentially numbered, 

and that there are no blank checks. 

 

 

* * * * ATTENTION * * * * 

Do not continue payroll processing until payroll check printing is complete.  Verify 

each payroll check before continuing. 
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The following screen displays: 

 

Step Action 

22  Enter Y (Yes) or N (No) in the Have all checks finished printing? field, and select  

(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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For Step 22- NO entries, after restarting the check printing process, the following screen displays: 

 

Step 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  

(Enter) to continue. 
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For Step 22- NO entries, after restarting the check printing process, the following screen displays: 

 

Step 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 

 (Enter) to continue. 

If the information is incorrect, enter “No” in the field, and select Enter.  Return to Step 23 to 

enter the correct employee number.  
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The following screen displays: 

 

Step Action 

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

YES or NO in the field, and select  (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: 

 

Step Action 

26  Enter the number of last correctly printed check in the field and select  (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: 

 

Step Action 

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

 (Enter) to continue. 

If the information is incorrect, enter “No” 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: 

 

Step Action 

28  Enter the number of the check(s) omitted during payroll check printing, and select 

(Enter) to continue once. 
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The following screen displays: 

 

Step Action 

29  Verify the field entries are correct, and select  (Enter) to continue. 

If the information is incorrect, select  (F16 - Reenter), make the appropriate 

modifications, and select  (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. 

 

 



PCGenesis Payroll System Operations Guide 

Georgia Department of Education 

January 18, 2019 • 9:27 AM • Page 29 of 50 

All Rights Reserved. 

A2. Printing Payroll Direct Deposits 

A2.1.  Printing Payroll Direct Deposits - Setup 

When there are direct deposits, the following screen displays: 

 

Step Action 

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

(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  (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 Action 

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

select  (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: 

 

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 – 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: 

 

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   . 

The following screen displays: 
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Step Action 

35  Select  (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  (Save and Continue). 
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A2.1.1.  Direct Deposit Statement – Example 
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A2.1.2.  Sample New 8.5 x 14 Direct Deposit – Self-Seal Example 
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A2.1.3.  Sample New 8.5 x 11 Direct Deposit – Non-Self-Seal Example 
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The following screen displays: 

 
 

Step Action 

37  Enter the beginning direct deposit statement number in the Enter starting direct deposit 

number field, and select  (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: 

 

Step Action 

38  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  (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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If no direct deposit number errors exist, the following screen displays: 

 

Step Action 

39  Verify that the screen’s information is correct, especially the check date and direct deposit 

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

If the information is incorrect, enter “No” 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: 

 

Step 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: 

 

Step Action 

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

 (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: 

 

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) to continue. 
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For Step 41- NO entries, after restarting the direct deposit printing process, the following screen 

displays: 

 

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) to continue. 

If the information is incorrect, enter “No” in the field, and select Enter.  Return to Step 42 to 

enter the correct employee number.  
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The following screen displays: 

 

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  (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: 

 

Step Action 

45  Enter the number of last correctly printed direct deposit number in the field and select  

(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: 

 

Step Action 

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

 (Enter) to continue. 

If the information is incorrect, enter “No” in the field, and select Enter.  Return to Step 45 to 

enter the correct check number.   

 



PCGenesis Payroll System Operations Guide 

Georgia Department of Education 

January 18, 2019 • 9:27 AM • Page 47 of 50 

All Rights Reserved. 

For skipped direct deposits, the following screen displays: 

 

Step Action 

47  Enter the number of the direct deposits(s) omitted during printing, and select  (Enter) 

to continue once. 
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The following screen displays: 

 

Step Action 

48  Verify the field entries are correct, and select  (Enter) to continue. 

If the information is incorrect, select  (F16 - Reenter), make the appropriate 

modifications, and select  (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: 

 

Step Action 

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

The following screen displays: 
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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  (F16 - Exit) to return to the Payroll System Master Menu or select  

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

52  
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: 

 


