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PCGenesis Payroll System Operations Guide

Overview

* ** Attention * * *

Void and add payroll checks and direct deposit statements for the current Payroll cycle
only.

Contact the Technology Management Customer Support Center immediately when
encountering problems processing voided or reissued payroll checks or direct deposits.
Do not continue processing!

The Void/Add procedure may be used to add a missing employee to the current payroll run, to void
payroll checks and direct deposits, to process replacement check and direct deposits, and to issue a
corrected check or direct to deposit to an employee who received incorrect pay, or if an employee’s
deductions for the current payroll run were incorrect.

This Void/Add Request Procedure can also be used when a NACHA file has been rejected by the bank
because of a bad direct deposit account or routing number on an employee record. In this case, the
employee’s direct deposit can be voided, the direct deposit information can be corrected on the
employee’s record, the Void/Add Request Procedure can be completed with the direct deposit reissued,
and then the NACHA file can be regenerated with the corrected information and sent to the bank.

Void/Add Request Procedure: Initiating the Void/Add Request procedure configures PCGenesis to
void and to add payroll checks and direct deposits to the current payroll run.

Void/Add Payroll Sequence Monitor: The Void/Add Payroll Sequence Monitor lists the sequential
steps of the Void/Add procedure.

Trial Register for Additional Payroll Checks and Direct Deposit Statements: The Trial Register
lists employees’ replacement checks and direct deposits paid during the current payroll and
corresponding dollar amounts. The register displays these results without updating PCGenesis
employee information.

Calculate Payroll and Update Year-to-Date Totals: The Calculate Payroll and Update YTD
procedure processes the year-to-date (YTD) total dollar amounts, and calculates the payroll for
employees’ replacement checks and direct deposits. 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.

Printing Additional Payroll Checks and Direct Deposit Statements: The Print Additional
Checks/Direct Deposits procedure prints the replacement checks and direct deposits. Verify the payroll
statements to ensure the check and direct deposit information is correct.
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PCGenesis Payroll System Operations Guide

The following Void/Add procedural quidelines apply:

An employee may have only one Voided or reissued payroll check or direct deposit per Void/Add
cycle.

Make modifications to the employee’s payroll record before issuing replacement payroll checks and
direct deposits. Refer to the Payroll System Operations Guide, Section B: Payroll Update
Processing, Topic 4: Update/Display Payroll Information for instructions.

Before generating the Final Payroll Register, Y (Yes) must be entered in the void/add payroll
sequence monitor’s Request additional checks, Run exceptions register with no exceptions, Calc
payroll and update YTD figures and Print paychecks and Direct Deposits fields.

When a payroll check or direct deposit is voided or reissued, the Final Payroll Register (F7),
Deduction Register/Create Direct Deposit Export File (F8), and the Final Payroll Distribution
Report (F12) must be regenerated from the Payroll System Check and Direct Deposit Menu. Refer
to the Payroll System Operations Guide, Section C: Payroll Check and Direct Deposit Statement
Processing, Topic 4: Print the Payroll Pre-Posting Reports for instructions.

Process all voided and reissued payroll checks and direct deposits before selecting F13 — Update
Earnings History with Current Pay.
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PCGenesis Payroll System Operations Guide

STEP ACTION

1 Initiate the Void/Add procedure.
Refer to Procedure B in this document for instructions.

2 Update employees’ payroll information where applicable.

Refer to the Payroll System Operations Guide, Section B: Payroll Update
Processing, Topic 4: Update/Display Payroll Information for instructions.

3 Print the TRIAL Register for additional payroll checks and direct deposits.
Refer to Procedure C in this document for instructions.

4 Calculate Payroll and Update Year-to-Date (YTD) totals.
Refer to Procedure D in this document for instructions.

5 Print the Additional Payroll Checks and Direct Deposits.
Refer to Procedure E in this document for instructions.

Print and verify all payroll reports.

Refer to the Payroll System Operations Guide, Section C: Payroll Check and Direct Deposit
Statement Processing, Topic 4: Print the Payroll Pre-Posting Reports for instructions.

6 Print the Final Payroll Register.

7 Print the Deduction Register and create the Direct Deposit Export File.

8 Print the Final Payroll Distribution Report.

Complete the payroll cycle.

9 Make sure all users log out of PCGenesis.

10 | Update employees’ earnings history with the current pay.

Refer to the Payroll System Operations Guide, Section C: Payroll Check and
Direct Deposit Statement Processing, Topic 6: Post Final Payroll for instructions.

11 | Update the Budget files with the current payroll.

Refer to the Payroll System Operations Guide, Section C: Payroll Check and
Direct Deposit Statement Processing, Topic 6: Post Final Payroll for instructions.
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PCGenesis Payroll System Operations Guide

Procedure A: Update/Display the Void/Add Payroll
Sequence Monitor

1 From the Business Applications Master Menu, select 2] (F2 - Payroll System).
|1 PCG Dist=8991 Rel=16.03.00 09/26/2016 PCW 001 SV CADEVSYS CASECOND  WHITI EEL
Payroll System PAYHMBBAA
FKey Haster Menu

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

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

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

b ikl bl bbb

-- File Reorganization

Mastr | e | N I I 15.83.00

re | 5 | MoriSp | BT | MEND

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

The following screen displays:

B PG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
Payroll System PAYMBOO3
FHey Check and Direct Deposit Menu
1 _| -- Print Balance Sheets [After Updates)

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

kB

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

Check/Direct Deposit VoidfAdd 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

EEE E B BEEE E

Master | Vo1 | 13.02._00

eS| 15 | Morip | RAY, | VEND

Step  Action
3 Select 6| (F6 - Check/Direct Deposit Void/Add Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

= =17 7 P [=27
E 151 /13720 WD \S
Payroll System PAYUDIDP
FKey Check/Direct Deposit Uoid/Add Procedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

4 Select 12| (F12 - Void/Add Procedure Monitor).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/27/2014 PCW 001 S¥Y C:\DEYSYS C:\SECOND _|E|£|
PAYSTUPH

UoID/ADD PAYROLL SEQUENCE HONITOR

Request additional checks

Run exceptions register with no exceptions
Calc payroll and update ¥TD figures

Print paychecks and Direct Deposits

TZTIT =<

Press F16 to exit.

12.683.80

Step  Action

5 After reviewing the screen’s entries, select F16 (to EXit) to return to the Payroll System -
Check/Direct Deposit Void/Add Procedure Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

———— M
[=] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCWOO1 SV CADEVSYS CASECOND wm‘ [N
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

6 Select = (F16 - Exit) to return to the Payroll System — Check and Direct Deposit
Menu, or select Ml (Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

Procedure B: Void or Add a Payroll Check or Direct
Deposit Statement

=] PCGDist=3991 Rel=16.03.00 09/26/2016 PCW 001 SV CADEVSYS CASE \
e ——————————
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

Masml um“ﬂ| | | | | | | | | | | | | 15.083 .00
| 15 | ViS5 | DAN | MERD

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 PG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
Payroll System PAYMBOO3
FHey Check and Direct Deposit Menu
1 _| -- Print Balance Sheets [After Updates)

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

kB

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

Check/Direct Deposit VoidfAdd 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

EEE E B BEEE E

Master | Vo1 | 13.02._00

eS| 15 | Morip | RAY, | VEND

Step  Action
2 Select 6| (F6 - Check/Direct Deposit Void/Add Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

— by
=1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND wm‘ [N
—
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

3 Select 1| (F1 - Step 1. Void/Add Request Procedure).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 SY C:\DEYSYS C:\SECOND - = x|
PAYVOID
Payroll Check / Direct Deposit Voiding / Adding
Enter Employee Humber: v|
Employee:
Check/DD #:
Amount:
Enter - Continue, F16 - ReEnter/Exit
""‘v F‘SQ 14.063.088
FIS“
Step  Action
4 Enter the employee number, or select the drop-down selection icon | within the field to

choose the employee’s information.

5 Select El (Enter) to continue.
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PCGenesis Payroll System Operations Guide

If PCGenesis has already generated a check or direct deposit for the employee, the following screen
displays:

= PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DE¥SYS C:\SECOND == x|
PAYUDID
Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: BB127
Employee: AD2ER, TA2
Check/DD #: 148848
Amount: 9083.11
Will a replacement check / direct deposit be issued? __ ({YES or HOD)
Enter - Continue, F16 - ReEnter/Exit
E"T‘v F‘SQ 14.063.00
e
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PCGenesis Payroll System Operations Guide

If the employee was not included in the current payroll and does not have a check or direct deposit, the
employee can be added to the payroll. In that case, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/27/2014 PCW 001 SY C:\DEVSYS C:\SECOND == x|
PAYUDID
Payroll Check / Direct Deposit Uoiding / adding
Enter Employee Humber: 33333
Employee: SMITH, DAUID
Check/DD #:
Amount :
Employee does not have a check or direct deposit.
Enter to ADD employee to payroll cycle, F16 to reenter
Enter - Continue, F16 - ReEnter/Exit
NP = 14.03.00
.

Step  Action

6 If the employee already has a check or direct deposit: Enter the appropriate response in

the Will a replacement check/direct deposit be issued? field, and select ﬂl (Enter)
to continue. To issue a corrected check to the employee, enter Yes. To void the payroll
check displayed for the employee but not issue a new check, enter No.

If the employee does NOT already have a check or direct deposit: Select -]
(Enter) to add the employee to the payroll cycle.

If the information is incorrect, select ﬂ (F16) to enter the correct information.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/26,/2014 PCW 003 S¥ C:\DEYSYS LC:'SECOND - |E |£|
PAYUOID

Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: BBL7D
Employee: KI2CHEMW, TE2PIE
Check/DD #:

Amount:

Employee Void/Add Successful.

Enter - Continue, F16 - ReEnter/Exit

ENTEV HSQ 14.083._68
FIS*
Step  Action
/ Verify “Employee Void/Add Successful ” displays, and select ﬁl (F16 - ReEnter/Exit)
to enter another employee number.
8 If Yes was entered in the Will a replacement check/direct deposit be issued? field, the

employee’s payroll information may be updated by using the instructions provided in the
Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 4:
Update/Display Payroll Information.
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND Ailil
PAYVOID
Payroll Check / Direct Deposit Voiding / Adding
Enter Employee Humber: v|
Employee:
Check/DD #:
Amount:
Enter - Continue, F16 - ReEnter/Exit
‘"T‘v F‘SQ 14.063.088
rre

Step  Action

9 Select ﬁl (F16 - ReEnter/Exit) to return to the Payroll System - Check/Direct Deposit
Void/Add Procedure Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

———— M
[=] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCWOO1 SV CADEVSYS CASECOND wm‘ [N
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

10 Select = (F16 - Exit) to return to the Payroll System — Check and Direct Deposit
Menu, or select Ml (Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

Procedure C: Print the Trial Register for Additional
Payroll Checks and Direct Deposit Statements

=] PCGDist=2991 Rel=16.03.00 09/26/2016 PCW 001 SV CADEVSYS CASECOND WHE o o= S
Payroll System PAYHBBAA

Haster Menu

-

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

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

-- Employee Reports{Labels Menu

-- UpdatelDisplay DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

1]
2]
2]
4
5]
_8]
9]
10|
i
12
13
20

[

-- File Reorganization

15.83.688

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 PG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
Payroll System PAYMBOO3
FHey Check and Direct Deposit Menu
1 _| -- Print Balance Sheets [After Updates)

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

kB

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

Check/Direct Deposit VoidfAdd 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

EEE E B BEEE E

Master | Vo1 | 13.02._00

eS| 15 | Morip | RAY, | VEND

Step  Action
2 Select 6| (F6 - Check/Direct Deposit Void/Add Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

——— M
=1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND WHITE [N
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

3 Select 3| (F3 - Step 3. Trial Register for Additional Checks/Direct Deposits).
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PCGenesis Payroll System Operations Guide

The following screen displays:

[ T — B
[=] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCWOO1 SV CADEVSYS CASECOND wr—llm [N

Payroll System PAYUDIDP

FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
ﬁ -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
L -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Yoid{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

Mam,| user“ﬂ| | | | 17.61.00
VordZh | B4R MEND | | |
Step Action
4 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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

When there are errors (exceptions), refer to Payroll System Operations Guide, Topic 3:
Update/Display Personnel Information, or Topic 4: Update/Display Payroll Information
to make the necessary corrections. Repeat this procedure beginning at Step 1 until there
are no exceptions.

5 Select ﬁl (F16 - Exit) to return to the Payroll System — Check and Direct Deposit
Menu, or select Ml (Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

C1. Exceptions Register for Additional Payroll Checks and Direct Deposit
Statements - Example

REPCORT ID: PAYR-PRYEXCEP CRLC EXCEPTIONS REGISTER FOR PRY 05/31/1¢ PRAGE: 1
DERTOD END: 05/31/201¢ REPORT DATE: 05/23/201&

EXCEPTIONS BEEGISTER COMDPLETED
REECORDE INEBUT 1

FALTAL. ERRORS 4]

CAUTION ERRORS 4]
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PCGenesis Payroll System Operations Guide

C2. Trial Employee Register for Additional Payroll Checks and Direct
Deposit Statements - Example

EEPORT ID: PAYR-PRYTRIRL-EE PRYROLL TRIAL REGISTER FOR PRY 05/31/1¢ BRGE: 1
DERIOD END: 05&/31/201¢ BEPORT DATE: 03/2&/201¢€ 15:02

LOCATION 0001 - Location 000001
LOC EMP £ CL NAME EEG HRS OT HRS GROSS  BNNUITY FELERAL ORSDI HI STATE EETIRE LEIC
0001 85404 02 EISPRATRICE, LASHRINDRE 554801 200,00 48275 315.01 T4 .8l 232.53 33277

NET PAY: 1182.43 DD
277.%e f0% 51.&0 /12 TO.34 s14 1z2.28 /15 40 .54 fle 1500.00 flB 118.15 f22

BEPORT I0: PAYR-PRYTRIAL-EE PEYROLL TRIAL REGISTER FOR PAY 05/31/1¢ DRGE: 3
PERIOD END: 05/31/201¢ REPORT DRTE: 03/26/201¢€ 15:02
PRYROLL GROSS 5,54e.01
FICh - ORSDI 315.01 5,145.51
FICA - HERLTH INSURRNCE T4 81 5,145.51
01 EMPIOYEE AMNUITY 500.00 E:
03 FED W/H TRX 462.75
04 GL INCOME TR 232.53
0% CERTIFIED MERIT 277.3¢ I
1z I-VHDR 000005 51.60 I
14 I-VHNDR 004803 T0.54 I
15  VENDOR 004373 1z 28
le  VENDOR 000012 40.54
12 COURT W/H 1,500.00 G
22  VENDOR 000005 118.15
TRS 33z2.77 5,546 01

* DPLYROLL CHECES NET

#+* DIBRECT DEPOSIT NET 1,152.43
TOTAL DEDUCTIONS 4,353.58
§ OF CHECES TO BE WRITTEN 1 MRLES - 1 FEMRLES :
BEPORT ID: PLYR-PAYTRIAL-EE DAYROLL TRIAL BEGISTER FOR PLY 05/31/1€ DAGE: 4
PERIOD END: 05/31/201& EEPORT DATE: 0%/2&/201¢ 15:02
LNN CO  RNNUITY COMPANY MAME TOTAL ENN EMPLOYEE REMT ANNUITY TYPE
01 VALIC (403B PLAN) s00.00 403 (b}
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PCGenesis Payroll System Operations Guide

C3. Trial Employer Benefit Register for Additional Payroll Checks and
Direct Deposit Statements - Example

REPORT ID: PAYR-PIYTRIAL-ER TRILL EMPLOYER EENMEFIT DISTRIEUTION EY EMPLOYEE FOR 05/31l/1e DAGE: 1
DERTOD END: 05/31/201& BEPORT DATE: 03/2&/Z01&
TIOMD Sesdddd FIOOQ S oo bk b oo Wb bk b Wb e hwk w P A ewE ZIOQ) eSS IEE
DENSTON PENSTON (OBJECT}
EMPLOYEE NIME SRIARY GROSE QAEDI GROSE HI GROSS (OBJECT) GROES DEN EMDR
EMP_ § QRSDT IMT HI IMT TYPE LMOUNT C GHI AMT N GHI AMT SHR/EMPL
KISPATRICE, LASHAUNDA 5,548.01 5,145 51 5,145.51 5,548.01
83404 315.02 T4_ €1 TRS 731 .42 945 00
Deductions: 30.30 /14 s0.2% f22
EMPLOYER SHRRE CGRAND TOTLL £,548.01 5,145 51 S,145.51 (23000} 5,548.01
315.02 T4_€1 TRS 791 .42 945_00

NOTE: TRS DOE PAID ERCON = 'Y' ON THE EMPLOYEE EECORD INDICATES THAT THE GEQORGIAR DEPRRTMENT OF EDUCATION WILL
DAY THE EMPLOYER-PATD CONTRIBEUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER SHARE
AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONIRIBUTIONS, AND THESE CONTRIEUTIONS WILL EE INCLUDED ON THE
EMPLOYEES ' EXRNINGS HISTORY RECORDS.

REPORT ID: PAYR-PRYTRIAL-ER TRIAL EMPLOYER BENMEFIT DISTRIEUTION BY EMPLOYEE FOR 05/31l/1e DAGE: 2
PERTOD END: 05/31/201e BEPORT DATE: 03/2e/201¢
BENN CO  ANNUITY COMPANY NAME TOTAL ENN EMPLER EMT ANNUITY EMPLR INDICATOR
01  VALIC (403B PLAN) 24.10 Fixed amount
02 VALIC (SUPERINIENLDENT / 2.00 % of emp contribution
EEPORT ID: PAYR-PRYTRIRL-ER TRIAL EMPLOYER BENEFIT DISTRIBUTION EY EMPLOYEE FOR 05/31/1¢ PRGE: 3
DERIOD END: 05/31/201¢ DEPORT DATE: 0%/2&/20l¢

OED N0  DEDUCTION DESCRIPTION TOTAL DED EMPLR IMT DEDUCT EMPLR INDICATOR

14 I-VNDR 004€03 30.30 Fixed amount
22  VENDOR 000005 50.25 Fixed amount
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PCGenesis Payroll System Operations Guide

Procedure D: Calculate Payroll and Update Year-to-
Date (YTD) Totals

=] PCGDist=3991 Rel=16.03.00 09/26/2016 PCW 001 SV CADEVSYS CASE \
e ——————————
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

Masml um“ﬂ| | | | | | | | | | | | | 15.083 .00
| 15 | ViS5 | DAN | MERD

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 PG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
Payroll System PAYMBOO3
FHey Check and Direct Deposit Menu
1 _| -- Print Balance Sheets [After Updates)

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

kB

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

Check/Direct Deposit VoidfAdd 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

EEE E B BEEE E

Master | Vo1 | 13.02._00

eS| 15 | Morip | RAY, | VEND

Step  Action
2 Select 6| (F6 - Check/Direct Deposit Void/Add Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

— by
=1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND wm‘ [N
—
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

3 Select —4_| (F4 - Step 4. Calculate Pay and Update YTD).
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PCGenesis Payroll System Operations Guide

The following screen displays:

B PG Dist=8991 Rel=14.02.01 08/27/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _|E|£|

PAYCALC

* ® * WARHNHIMHNG *® ® *

This process is the FIHAL payroll calculation before printing checks
andfor direct deposit statements. The CURRENT and ¥TD amounts
will be UPDATED*** This step CAHHOT be rerun unless proper file rebuild
procedures are followed??
ENTER = Continue %% F16 = Exit 14.063.088

Step  Action
4 Select ENTER to continue processing.

“** Processing Request **” briefly displays.
The Check/Direct Deposit Void/Add Menu redisplays.
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PCGenesis Payroll System Operations Guide

The following screen displays:

__-, B
1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND W'Hll‘ [N
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

Select ﬁl (F16 - Exit) to return to the Check and Direct Deposit Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

Procedure E: Print the Additional Payroll Checks and
Direct Deposit Statements

=] PG Dist=3991 Rel=16.03.00 09/26/2016 PCW 001 SW CADEVSYS CASECOND \
e ——————————
Payroll System PAYHBBAA

FKey Master HMenu

-

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

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

-- Employee Reports{Labels Menu

-- UpdatelDisplay DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- UpdatelDisplay Payroll Monitor

-- Special Functions Menu

[

E EREEEE bk RE

-- File Reorganization

Masml um“ﬂ| | | | | | | | | | | | | 15.083 .00
| 15 | ViS5 | DAN | MERD

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

Georgia Department of Education
April 3,2017 ¢ 1:39 PM e Page 30 of 34
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

B PG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E|£|
Payroll System PAYMBOO3
FHey Check and Direct Deposit Menu
1 _| -- Print Balance Sheets [After Updates)

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

kB

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

Check/Direct Deposit VoidfAdd 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

EEE E B BEEE E

Master | Vo1 | 13.02._00

eS| 15 | Morip | RAY, | VEND

Step  Action
2 Select 6| (F6 - Check/Direct Deposit Void/Add Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

— by
=1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND wm‘ [N
—
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

3 Select -5 | (F5 - Step 5. Print Additional Checks/Direct Deposits).
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/27/2014 PCW 001 S¥Y C:\DEYSYS C:\SECOND

=151x]

PAYCHK
PAYROLL CHECK PRINTING PRODCESS

The check date below will appear on the checks andfor 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 EHTER to validate the new date and continue with the

check printing process.

CHECK DATE: 18312814
(HHDDCCYY)

14.683.80

Step | Action
4 Verify or enter the correct check date in the Check Date field.

For the necessary steps to finish printing the additional checks and direct deposit
statements, refer to the Payroll System Operations Guide, Section C: Payroll Check and

Direct Deposit Statement Processing, Topic 2: Print the Payroll Checks and Direct
Deposit Statements for instructions.

Georgia Department of Education
April 3,2017 ¢ 1:39 PM e Page 33 of 34
All Rights Reserved.



PCGenesis Payroll System Operations Guide

When the checks and direct deposits have finished printing, the following screen displays:

— M
[=] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCWOO1 SV CADEVSYS CASECOND wr—m‘ [N
Payroll System PAYUDIDP
FHey Check/Direct Deposit Uoid/Add Frocedure

1] -- Step 1. YoidfAdd Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
il -- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
LI -- Step 5. Print Additional Checks/Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action

Select ﬁl (F16 - Exit) to return to the Check and Direct Deposit Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

Georgia Department of Education

April 3,2017 ¢ 1:39 PM e Page 34 of 34
All Rights Reserved.



