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PCGenesis Payroll System Operations Guide

Overview

X ATTENTION ***

Contact the Information Technology Customer Support immediately when encountering problems
during either of these procedures. Under no circumstances should you cancel processing!

Updating Earnings History with Current Pay: Updating the Earnings history with the current
payroll’s information updates employees’ earnings history with quarter-to-date, fiscal and contractual
salary-to-date earnings. The procedure also creates and/or updates earnings history Control (C) records
for all Active employees.

Updating the Budget Files with Current Pay (Generating the Corresponding Payroll Claims):
Updating the budget files with the current payroll’s information and generating the corresponding
payroll claims automatically updates the Financial Accounting & Reporting (FAR) application’s
ACCOUNT file with the gross salary distribution of the current payroll. PCGenesis also automatically
generates corresponding payroll claims within the FAR application as an aid in the processing of payroll
checks.

Payroll Account Fund Balances: When processing payroll with a new payroll account number,
PCGenesis automatically creates missing general ledger account information, and assigns the correct
fund balance account, usually 0799 or 0740, based on the fund balance account of the first salary
account. In this instance, the salary account must contain the same fund, program, and function of the
benefit account information. Refer to Financial Accounting and Reporting System Operations Guide,
Section A: Budget Account Master Processing for account inquiry instructions.

Vendor Sequence Numbers: When a vendor runs out of sequence numbers during the budget update
procedure, PCGenesis will display an error message when attempting to post a claim for the vendor.
The following message will be displayed, “No Room for Payroll Expense Record for Vendor ##### -
Posting Aborted - Please Print this Screen Before Exiting - Call the Help Desk Now to Restore your
Data”. Contact the Technology Management Customer Support Center immediately for assistance. Do
not continue processing!

Payroll Control File: If the payroll control file(s) contain an error(s), PCGenesis displays the
“Verification of Payroll System Control Files (Filename). One or more errors have been found. Vliew
the Error Report and make corrections. Select Enter to Continue. ” In this instance, review the error
report, make the appropriate corrections, and repeat this procedure.
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PCGenesis Payroll System Operations Guide

Procedure A: Updating the Earnings History with
Current Pay

Step Action

1

Verify all users log out of PCGenesis.

2

From the Business Applications Master Menu, select __2_| (F2 - Payroll System).

The following screen displays:

- =
] PCG Dist=8991 Rel=17.01.00 0231"2017 PCW% ﬂ C.EE\I’SYS CMSECOND WHITE - &8

Payroll System PAYHMBBAA

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

e

-- File Reorganization

I I [ O AL

Master I User |

re | L5 | MoriSy | BT | MEND

Step

" Action
Select __3 | (F3 - Payroll Check and Direct Deposit Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:
E] PCGDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND WHlTEk @31

Payroll System PAYHOB83
FHey Check and Direct Deposit Henu
1_| -- Print Balance Sheets [After Updates)

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

-- Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD [Final]

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

CheckfDirect 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

ek o e bl b b

MESHFI use'listl | I | | | I | | I I | | I 13.62 .08
re | L5 | MoriSy | BT | MEND

Step  Action

4 Select _13 | (F13 - Update Earnings History with Current Pay).

PCGenesis automatically performs a Disk-to-Disk Backup by copying payroll processing
information from SECOND to SECONQ.
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PCGenesis Payroll System Operations Guide

The following screen displays:

~
E PCG Dist=8901 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND WME_lglﬂu
HISTOPT
* ® * WARMHIMHNG * *® *®
This process will take the CURRENT History file, which is called
'HISTORY on PAYDATA', and UPDATE it with the CURRENT payroll.
Once this process has begun, it CAHMOT be stopped and rerun without proper
file REBUILD PROCEDURESt???
*%x Press ENTER to Continue =x
*% Press F16 to Exit ==
13.81.08

" Action

5 Review the information on the Update Earnings History with Current Pay Warning
screen, and select Enter.

“History Being Updated — Do Not Cancel Processing!” briefly displays.

*XX ATTENTION * * *
Do not cancel processing under any circumstances!
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PCGenesis Payroll System Operations Guide

The following screen displays briefly:

3 Ch\Windows\system32\cmd.exe - g =NAc X
e 4 - .

. E_3 = .
C:~SECOND~ACCT1411~E{PENSEC
G ~SECOND~ACCT1411GLC
G ~SECOND~ACCT1411~REUVENUEC
C:~SECOND~ACCT1411~8ELECT
G :~SECONDSACCT141 2~BANKG
C:~SECOND~ACCT1412-E{PENSEC
G :~SECOND~ACCT1412-GLC
G :~SECOND~ACCT141 2~ REUENUEC
G :~SECOND~ACCT1412~5ELECT
G SSECONDSACCT1581 ~BANKC
G~ SECOND~ACCT1581 ~E{PENSEC
G ~SECONDSACCT15681 ~GLGC
C:~SECOND~ACCT15681 -~ REVENUEC
G :~SECONDSACCT1581 ~SELECT
G~ SECOND~ACCT1502BANKC
G :~SECONDSACCT1582~EXPENSEC
C:~SECOND~ACCT1582GLC
G :SSECONDSACCT1582~REVENUEC
G SSECONDSACCT1582~5ELECT
G~ SECOND-~ACCT1583-BANKC
NG ~SECOND~ACCT15A3EXPENSEC
C:~SECOND~ACCT15683GLC
G :~SECOND~ACCT1583~REVENUEC
G~ SECOND~ACCT1583-SELECT

-

m

The following screen displays:

E] PCGDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND WHITE [‘:' =] -é:hj
Payroll System PAYHOB83
FHey Check and Direct Deposit Henu

1_| -- Print Balance Sheets [After Updates)

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

Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD [Final]

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

CheckfDirect 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

ek o e bl b b

Waster llserliSt 13.82 .80
e | 15 | Wi | R | MEND
6 Select x| (F16 - Exit) to return to the Payroll System Master Menu or select Mg

(Master) to return to the Business Applications Master Menu.
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PCGenesis Payroll System Operations Guide

Procedure B: Updating the Budget Files with Current
Pay (Generating the Corresponding Payroll Claims)

**F* ATTENTION * * *

Correct all errors before beginning this procedure!

=] PCG Dist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV  WHIT [ T
Payroll System PAYMBOE8

Haster Henu

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

-- Annual Reports Menu
- - MonthlyfQuarterly/FiscalfBiennial Reports Menu

-- Employee ReportsfLabels Menu

- - Update/Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

2

FKey
L
2
3
4
51
_8|
91
o
|
Az
3
20

- - File Reorganization

15.083.688

Step  Action

1 Select __3 | (F3 - Payroll Check and Direct Deposit Menu).
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The following screen displays:

e ——
El PCGDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND

wr—nTE‘ [E=EERS)

1

ek o e bl b b

Master I Uzt |

Payroll System

Check and Direct Deposit Henu

-- Print Balance Sheets [After Updates]

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

Calculate Payroll & Print Trial Register

Calculate Payroll & Update YTD [Final]

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

CheckfDirect 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

1R

PaY | VEND

MONITOR:, | HORIT)

PAYHOOO3

13.82.688

Step  Action
2 Select _14 | (F14 - Update Budget Files with Current Pay).
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The following screen displays:

.
q PCG Dist=8991 Rel=17.01.00 03/23/2017 PCW 00Z SV CADEVSYS CASECOND WHITE -@ﬂu

Payroll Posting To Financial PAY21

* % % WARNIHNGEG x* x %®

This procedure will UPDATE the BUDGET files with the Current Payroll.
This process GANNOT be rerun unless instructed to do so by this proceduret?
A situation where the system would indicate to rerun this process,
would be if there were any editing errors detected.

ENTER = Continue =* F16 to Exit 14.83.01

" Action

3 Review the information on the Update Budget Files with Current Pay Warning screen and
select Enter.

Budget Update In Progress — Do Not Cancel Processing!” briefly displays.

*** ATTENTION * * *
Do not cancel processing under any circumstances!
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The following screen displays briefly:

El PCGDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND WHITE = EEn X

=% Budget Update in Progress - DO HOT CAHGEL PROGESSIHG #=

The following screen disrﬁays:

r = 5
El PCGDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND WHITE l‘:' (Sl S
Payroll System PAYHOB83
FHey Check and Direct Deposit Henu

1_| -- Print Balance Sheets [After Updates)

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

Calculate Payroll & Print Trial Register

Calculate Payroll & Update %¥TD [Final]

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

Check/Direct Deposit Yoid/Add Menu

Print Final Payroll Register

Print Deduction Registers & Create Direct Deposit Export File

Manual Checks & Yoids From Previous Pay Menu

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

e

Master llserliSt 13.82.88
| 5 | MriSy | RO | MEND
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4 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu or select Ml
(Master) to return to the Business Applications Master Menu.
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