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PCGenesis Payroll System Operations Guide

Overview

PCGenesis W-2 processing prints employees’ W-2 statements, and creates the corresponding Social
Security Administration (SSA) and Georgia Department of Revenue (DOR) files for calendar year-end
processing.

Technical Requirements: To ensure the W-2s complete processing successfully, PCGenesis requires 1
GB minimum of free space on the C:\ drive of the workstation and on the server. Although this is a
PCGenesis system requirement for all processes, this free space must be available for processing W-2s.
Contact the local Technology Specialist for assistance as needed.

PCGenesis W-2 Processing for Georgia Exempt Wages: The Georgia Department of Revenue has
issued Policy Statement 1T-2010-1-5, Withholding and Taxation of Certain Nonresident Military

Spouses. The purpose of this policy statement is to explain how the GA Department of Revenue will
comply with and administer certain provisions of the federal Military Spouses Residency Relief Act.

Under the Act, a spouse of a servicemember may be exempt from Georgia income tax on income from
services performed in Georgia if:

1. The servicemember is present in GA in compliance with military orders;

2. The spouse is in GA solely to be with the servicemember;

3. The spouse maintains domicile in another state; and

4. The domicile of the spouse is the same as the domicile of the servicemember.

Affected spouses may immediately suspend withholding on their wages by amending Georgia Form G-4
with their employer(s). The applicable box within Section 8 of Form G-4 should be checked and
returned to the employer(s). The employer must submit the Form G-4 to the GA Department of
Revenue as provided on the Form G-4. On the W-2 for 2010 and any year thereafter, the employer
should not report any of the wages as Georgia wages on the W-2.

A Georgia marital status of ‘8’ will cause all wages to be exempt from reporting for Georgia state
wages, and will cause zero Georgia tax to be withheld from the employee’s paycheck. The Department
of Labor Quarterly Payroll Report and Wages Data File, and the W-2 forms will both treat any wages
on the Earnings History records with a Georgia marital status of ‘8’ as Georgia exempt wages, and these
wages will not be included in these tax reports.

Employee Retirement System (ERS) Post-Tax Processing: Effective January 1, 2008 PCGenesis
payroll calculations process old and new ERS as post-tax instead of as pre-tax. Beginning with the
processing of calendar year 2008 W-2s, ERS will no longer be subtracted from wages, tips, and other
compensation (Box 1 on the W-2). Note however that when producing W-2s prior to this time,
PCGenesis continues to treat the ERS amount as exempt from Box 1.

Print Employer Copy of W-2 statements: PCGenesis processes the Employer Copy of the W-2
statements via the Uqueue Print Manager. The payroll administrator should print the Employer Copy of
the W-2 statements at least once on plain paper before printing the actual W-2 statements. The payroll
administrator can print the Employer Copy of the W-2 statements and verify that the payroll data is
correct.
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PCGenesis Payroll System Operations Guide

PCGenesis W-2 Printing/Electronic Media File Processing: In addition to the W-2 Employer Copy,
PCGenesis allows W-2 processing and printing for all employees, and for an individual employee.
Optional procedures include printing blank W-2 statements, restarting W-2 printing from the last Social
Security Number (SSN) printed correctly, and reprinting up to fourteen W-2s at a time by Social
Security Number. Where appropriate, the print procedure merges duplicate employee information and
generates the Social Security Duplicate/Address Error Report - Records Merged for review. Per IRS
regulations, paper W-2 forms are due to individuals by February 1% of the reporting year.

When printing the employee W-2 statements, PCGenesis automatically creates the SSA transmission
data file. The payroll administrator uses this data file for electronic media submission and for file
upload via the Web. Starting with reporting year 2016, the IRS has announced a new due date for filing
with SSA. The due date for filing Forms W-2 with the SSA is now January 31, 2024, whether you file
using paper forms or electronically. Filers of 250 or more of W-2 forms must file with the Social
Security Administration electronically.

It is highly recommended that school district officials go to the IRS website and print and read the
general instructions for Forms W-2 and W-3. It is also recommended that school district officials read
the Social Security Administration Publication No. 42-007, Specifications for Filing Forms W-2
Electronically (EFW2).

W-2 Error Report: In addition to a sundry list of potential error messages, the W-2 Error Report
displays a warning message for Medicare-Only records containing Old Age, Survivors, and Disability
Insurance (OASDI) amounts. PCGenesis users should be aware that the Social Security Administration
will reject transmission files containing these warnings. For this reason, the GaDOE strongly
encourages users to correct these records when generated.

Social Security Administration (SSA) File Processing Requirements: “The SSA no longer accepts
magnetic tapes, cartridges, or 3 1/2" diskettes. All wages must be filed either electronically or on
paper.” An SSA-assigned Personal Identification Number (PIN) is required to be able to upload W-2
information to the SSA. Detailed instructions regarding SSA wage reporting and requirements located
at: http://www.ssa.gov/employer/.

e AccuWage Requirements: The Social Security Administration (SSA) provides AccuWage to test
wage reports and for data verification. School districts and systems must verify the wage files via
AccuWage before submitting the file to the SSA for processing. Procedure F: AccuWage Software
Installation and W-2 Electronic Media File Verification provides the instructions to download and to
install the software for wage reporting. The SSA provides additional employer reporting
instructions, an installation guide, and online reference material for this procedure at:
http://www.ssa.gov/employer/accuwage/index.html.
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PCGenesis Payroll System Operations Guide

State of Georgia — Department of Revenue (GA DOR) Reporting Requirements: The State of Georgia
requires employers to submit copies of employees’ W-2s to the Georgia Department of Revenue using
the Georgia eFile & ePay System. The electronic media file for the Georgia Department of Revenue is
the SSA file, W2REPORT, within directory PAYSSA on SECOND. (The Department of Revenue will
use a predefined record within the SSA’s file.) Additional information for the Georgia eFile & ePay
System is located at: https://gtc.dor.ga.gov/ /.

PCGenesis also creates the G-1003 csv file required for the Georgia eFile & ePay System’s electronic
file submission. Support has been added to the W-2 process to produce the G-1003 csv file required by
the Ga. Department of Revenue. The file created is 1003.csv within directory PAYSSA on SECOND.
The 1003.csv file can be uploaded to the Department of Revenue Tax Center website to complete the
electronic filing process.
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W-2 Statement Processing Checklist

Follow these steps in the order presented.

v’ | Step

Action

Print a Year-to-Date (YTD) Earnings’ Register: Summary by Employee.

Print a Year-to-Date (YTD) Earnings’ Register: YTD Employer Benefits Register —
Summary by Employee.

Print the Employer Copy of the W-2s and verify the W2 Form Printing — Successful
Completion screen’s totals are correct.

Balance the W-2s against the Year-to-Date Earnings Register’s results.

Print the Employee Copy of the W-2s and create the W2REPORT file.

Reprint W-2s and recreate the W2REPORT file as needed.

Download and install the AccuWage software for the current calendar year.

Verify the SSA file(s) via AccuWage.

[Co N BoolN L NN BNe>TN INGa N NN

Web submission: Via the Web, upload the tax information to the SSA and to the GA
DOR. The correct file to upload is K\SECOND\PAY SSA\W2REPORT .

Social Security Administration
GA Department of Revenue

10

Web submission: Via the Web, upload the G-1003 csv file to the GA DOR. The
correct file to upload is K\SECOND\PAY SSA\1003.csv .

GA Department of Revenue
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PCGenesis Payroll System Operations Guide

Procedure A: Printing a Year-to-Date (YTD) Summary by
Employee Earnings Register

Step  Action

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

The following screen displays:

- ]
(] PCG Dist=8991 Rel=15.04.00 PCW 001 SV CADEVSYS CASECOND 'WHITE E.L

Payroll System PAYHOBOO

FKey Haster HMenu

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

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

-- Employee ReportsfLabels Menu

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

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

1
2]
3]
4
5]
8]
T
10
JRTH|
Tz
13
20

aster | Y| | | | | | | | | | | | | | | 15.03.00
e =
F1s

™
=]

-- File Reorganization

Step  Action
2 Select _10_| (F10 - Earnings History Menu).

The following screen displays:

B PCGDist=6611 Rel=12.04.00 12/11/2012 PCW 002 C:A\DEYSYS C:\SECOND _|ﬁ‘ 5'
Payroll System HISTHENU

Earnings History Henu

-- Add Earnings History Record

=
= =
1=

-- Update/Display Earnings History Record
andfor Transfer Gross Earnings

£

-- Print Employee's Earnings History

Print YTD Earnings' Register:

13 | -- Summary by Employee
14 | -- Detail by Account
15 | -- YTD Employer Benefits Regi -5 v by Employee
Master | Voo | | | 11.081._88

re| 15 | VriZp | DA | MEND
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PCGenesis Payroll System Operations Guide

Step  Action
3 Select _13_| (F13 - Print YTD Earnings’ Register: Summary by Employee).

The following screen displays:

[l PCGDist=8991 Rel=22.04.00 12/22/2022 DOD DO SV KASYSTEM  KASECOND WHITE - O X
Print ¥TD Earnings’' Register - Summary by Employee YTDEXT

Enter Beginning Date: 1812822

Enter Ending Date: 1273172822

Enter Empl#t {Leave blank to print ALL):

Enter Class {Leave blank to print ALL): _

Enter "®' for Sort Selection: _ Employee Hame Sequence
_ Hame within Class

ENTER = Continue, F16 = Exit Frogram

ENIE.V 22.63.088
FIS-
Step | Action
4 Enter 01/01/CCYY and 12/31/CCYY, where CCYY is the W-2 processing calendar year in

the Enter Beginning Date and Enter Ending Date fields.
PCGenesis defaults this entry to the current date.

5 W-2 Processing of All Employees: Make no entries or selections in the Enter Empl#
(Leave blank to print ALL) and Enter Class (Leave blank to print ALL) fields.

The Drop-down selection icon | allows the selection of an individual employee or an
individual pay class. Calendar year-end W-2 processing however requires the results for
all employees.

6 Enter X in the Enter ‘X’ for Sort Selection: Employee Name Sequence or the Name
Within Class fields, and select Enter (Continue).
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PCGenesis Payroll System Operations Guide
The following screen displays:

E PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 001 5V KASYSTEM  KA\SECOND WHITE — O x
Print ¥TD Earnings' Register - Summary by Employee YTDERT

Enter Beginning Date: 1/81/2822

Enter Ending Date: 1273172022

Enter Empl#t {Leave blank to print ALL)}:

Enter Class {Leave blank to print ALL):

Enter "X' for Sort Selection: X Employee Hame Sequence
Hame within Class

=% [S ABOUE DATA CORRECT? ==

ENTER = Continue, F16 = Reenter Data
NP 22.683.88

FIS«

Step Action

7

. . ENTE? ; .
Verify the screen’s entries are correct and select _| (Enter - Continue) in response to the
“Is above data correct?” message.

If the information is incorrect, select ﬁl (F16 — Reenter Data), make the appropriate
modifications, and select _'Il (Enter - Continue).
“*** Processing Request ***” and “Formatting for Earnings Register” briefly display.
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PCGenesis Payroll System Operations Guide
The following screen displays:

PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM  KASECOND WHITE — O x
YTDPRT
Print Employee’s Earnings Register - Sum by Employee
Create Employee’s Earnings Register to Load in Excel?
* Mo
 Yes
Enter the Export file Path and Hame {e.g. C:\EXPORTAYTDERSumEmpCYHMD.CSU
or F18 to Browse for File
CAEXPORTAYTDERSumEmp2A8221222 .CSU
HOTE: DIRECTORY Hust Already Exist
Enter=continue, F18=Brouwse 21.63.88
EN“V Fl'%IFZ‘% FBE F‘I FS FS F? F2 u F3 , F1l] F“@ F|2E FISQ
FIS« FI?E‘D'FISW He|p

Step Action

8 Select the radio button © to left of the appropriate response in the Create Employee’s

Earnings Register to Load in Excel? field.

In order to produce a comma separated data file with the data from the report, select ‘Yes’.
Otherwise, select ‘NO’.

9 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

10 If creating an export file: Enter C:\EXPORT\YTDERSumEmMpccyymmadd.csv in the

Enter File Name and Path for Export File field, or select F10 (F10 - Browse for file) to
locate the file manually.

11 Select Y| (Enter) to continue.

If creating an export file: If the filename from Step 9 is invalid, the “UNABLE TO OPEN
ErnHst CSV FILE 35 = File Not Found ” error message displays. In this instance, return to
Step 8 to enter the correct information.

12 Select ﬂl (Enter).

“Processing Request” briefly displays where appropriate.
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PCGenesis Payroll System Operations Guide
The following screen displays briefly:

=1 PCG Dist=8991 Rel=08.03.00 12/04/2008 CJD 001 CADEVSYS CASECOND ==E
YTDEXT

=%% Earnings History EXTRACT File in Frogress =xx

*%% PROCESSING REQUEST

Record number: 248

8g.682.00
If any FICA errors are encountered, the following screen displays:
B PCGDist=6611 Rel=12.04.00 12/11/201Z PCW 002 C:\DE¥SYS C:\SECOND _ = x|
YTDPRT
* x® ® WARNIMNG ® * x
The 0ASDI amount or the HI amount is incorrect according to the gross.
Please check each employee for errors in the ¥TD Earnings Registertt FPlease
run Print Employee’s Earnings History {F2) for each employee with errors.
Check the detail records for the correct O0ASDI and HI amounts. If necessary,
use the Add Earnings History Record (F1) to correct each employee's error.
ENTER or F16 = Continue 12.82.088
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PCGenesis Payroll System Operations Guide

Step  Action

13 If the OASDI/HI Warning screen displays, select Enter and access the Uqueue Print
Manager to print the Earnings Register. Print the Employees’ Earnings History Report, and
verify the OASDI and HI totals are correct. Where applicable, add an earnings history
record to correct this error. After making the appropriate modifications, repeat this
procedure beginning at Step 1.

Select ENTER or F16 to continue.

The following screen displays:

~
1 PCG Dist=8991 Rel=15.0400 01/20/2016 PCW 001 SV CADEVSYS  CASECOND w_@lﬂlg
e ———————————— . —
Payroll System HISTHEHU
FHey Earnings History Henu

-- Add Earnings History Record

.
2 |-- Update/Display Earnings History Record
andjor Transfer Gross Earnings

3 | -- Print Employee's Earnings History

Print ¥TD Earnings' Register:

13 | -- Summary by Employee
14 | -- Detail by Account

G

5 | -- YTD Employer Benefits Register - Summary by Employee

e bei| | | | | | [ | [ | | | [ | | 11.01.00

re | S | WoriSp| AN WEND

Action

14 To print the report via the Ugueue Print Manager: Select [1=] (Uqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

15 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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PCGenesis Payroll System Operations Guide

Al. Earnings Register Summary by Employee — Example
The first page of the report lists system deduction codes and descriptions.

REPORT DATE 12/12/2012 ERBNINGS HISTORY REGISTER FOR 01,/01/12 THRU 12731712 DAGE 1

DEDUCTION TRELE LISTING

CODE DESCRIFTION CODE DESCRIPTION
o1 = ENNUITY £ 1 0z = INNUITY £ 2
03 = FED INCOME TRX 04 = STATE TaX
08 = GHI-NON-CERT 03 = GHI-CERT
10 = VENDOER 000014 11 = VENDOR 002203
1z = VENDOR 004850 13 = VENDOR 002520
1= = VENDOR 000018 1 = VENDOR 000023
17 = VENDOR 0000135 18 = VENDOR 000002
13 = VENDOR 000541 20 = COURT W/E
Z1 = VENDOE 000021 2Z = COURT W/H
23 = VENDOER 004805 24 = VENDOR 002520
25 = VENDOER 000014 2 = VENDOR 002208
27 = VENDOR 002539 28 = VENDOR 0008&3
25 = VENDOER 000B8&3 3o = VENDOR 001040
31 = VENDOR 002520 33 = VENDOR 002520
34 = COURT W/H 35 = VENDOR 001383
36 = VENDOR 002320 37 = VENDOR 004764
38 = VENDOER 003218 i = VENDOE 000814
40 = VENDOE 002775 41 = VENDOE 004043
42 = VENDOER 004059 43 = VENDOR 004320
a0 = NEW DPSERS
g1 = QLD DSERE 8z = IRS
23 = QLD ERS 24 = HEW ERS
g5 = QASDI -1 = HI
a7 = NON-TRXAELE ag = AEIC
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Subsequent pages of the report summarize Earnings History information for each employee for the time
period specified. Separate summaries are given for Medicare Only totals.

REPORT DATE 01/31/2018 ERENINGS HISTORY REGISTER FOR 01/01/17 TERU 12/31/17 DAGE 3
EEG. HE. QVI . HE. BEG. GE. OVT GE. GROSS CONTRACT DENS GE. ORSDI GE. HI GE. GHI GR. NET
EMD §: 83812 AME - LMZROSE, EEZHLNIE CLLEs: 03
1&.7% 1,222.7% 1,222.75% 1,222.7% 1,222.75 1,125.17
75.84 fBS 17.74 /B&
EMD §: BE875& AME - LNZLIN, DEZETRIUS CLass: 01
50,18Z_83 50,182 83 47, &30_88 47,112.7% 47, 11275 27,966 €9

4000.00 f01 €538.07 /03 214€.0€ /04 3070.08 f05 28E7._84 fB82 2521.01 /8BS €83_08 f8€ 3070.08 /87

EMD §: 87333 AME - LN3EL, JAIKELYN CLass: 01
3€, 13656 36,136_56 35,B86.56 33,184_00 33,184.00 25,984 .00
881._28 /03 1400.24 /04 2308.08 /09 11e.e4 /17 550 .1& /47 94_32 /48 110.00 /50 2153.20 /82 2057.42 /85 481_22 /8&
2352 5€ /87
EME §: B7233 HAME - LPELEGRTE, SHEQURNA CLASS: 01
T2,700_2¢ T2,700_26 T2,700_26 70,559.14 T0,555.14 38, €64 _Be

S200.00 f01 10314.&8 /03 €385.28 /04 1105.1Z2 /OS5 1le.84 /17 94.00 /50 1000.00 /54 32.00 /E& 20.00 fe0 43€1.3%4 sE2
4374.84 /85 1023.10 /8e 2141.12 /87

EMP £: 83052 AME - LR3E, JRIKELYN CLASS: 12
15, €52.9¢ 15,652.9¢ 1z,283.10 19, 852.5¢ 15, €52.9¢& 15,437.82
1461.28 /03 S7Z.56 /04 110.00 /50 148.1e /323 20.00 /81 1218.48 /8% 284.3& /Bg
EMP £: 87472 AME - LRIHULETA, CR3MINAL CLASS: 01
45, 097.&0 48,057 &0 44,457 &0 43,317.04 43,317.04 28, 077.€9

2300.00 /02 4175.48 /03 1578.81 /f04 8e7.52 J0O5 1le.€4 f17 143_52 /44 285.52 /47 47 20 s48 110.00 /50 575.04 /51
40000 /54 32.00 /5& 2€€95.84 /B2 2685 &0 /8BS 62814 f86 1780.5& /87

EMD £: 28283 MAME: ARZHULETE, CUZ CLASS: 03
4z_50 2, 83000 2,890_00 z,830.00 2,230.00 z,623.09
42 20 /03 2.31 J04 173.25 /8BS 41_95 jeé
EMP £: 28288 MAME: ASTER, GETEVIVE CLASS: 02
25 10,707.20 10,707 .20 10,707.20 g, 41872 8,418.72 6,513 _26
200_82 /03 259.32 /04 1&44.00 SOB £8.32 17 55016 /47 54.32 ;42 100.00 /49 €42 41 782 S21.94 /85 122.04 /26
2288 .48 /87
EMD §: 89987 MAME: ASSEY, ELSZ CLASS: 17
2,400.00 2,400.00 Z,400.00 2,400.00 z, 211 &8
4.72 /04 148.80 /8% 34.80 /EE
EMD §: 87164 MAME: ASSEY, JOSNSIE CLASS: as
435 50 353_88 388 88 358 88 353_88 331_43
22.2% /8B 5.20 /26
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The final page(s) of the report lists total dollar amounts and overall employee totals. Use this
information in W-2 Statement Balancing.

REPORT DATE 01/31/2018 EARNINGS HISTORY REGISTER FOR 01/01/17 THRU 12/31/17 DACE 44

CODE DESCRIPTION CERTIFIED WON-CERTIF TED TOTAL
REGULAR HOURS 71.25 13, 746.50 13,817.75
OVERTTME HOURS 252_00 252_00
REGULAR GROSS €,683,364.48  2,670,700.20  3,354,064.68
OVERTIME GROSS 7,167.00 14,592, 47 21,755.47
CONTRACT GROSS
TOTAL GROSS €,6%0,531.48  2,685,282.87  3,37%,824.1%
GA TAXAELE GROSS $,808,330.60 2,370,788.21  2,173,118.81
FED . TAXABLE GROSS 5,202,330_60 2,370,788.21 8,179,118.81
DEERS GROSS 522,414 57 522,414.57
TRS GROSS £,431,820.55  1,461,405.78  7,893,026.33

OLDERS GROSS
NEWERS GROSS

ORSDI GROSS §,327,798.53  2,465,237.82  8,797,096.1%
HI GROSS 6,327,798_53 2,469,297 &2 8,797,096_15
GHT GROSS
01 EMPLOYEE ANNUITY 112, 270.00 13, 708.00 12%,378.00
02 EMPLOYEE ZND ENNUITY 71, 80000 200. 00 22,000_00
03 FED W/H TAX 583, 086.16 115,613 &3 708,635 85
04 G INCOME TZX 272, 085.48 £7,530.32 333, 615.77
08 NONCERTIFIED MERTT 174,963 &7 174,963 67
0% CERTIFIED MERTIT 272,997.21 272,997.21
16 VENDOR 000012 4,125,868 4,125, 68
17 VENDOR 000016 13, 04475 Z,631.73 15, 676_48
18 COURT W/H 22, 20000 14,820.00 37,020.00
20 COURT W/H 703.80 513,86 1,223,866
36 VENDOR 005347 80Z_00 z41_00 1,043_00
3% COURT W/H 1,936.96 1,936_96
40  VENDOR 00330% 875.00 275.00
41  COURT W/H 1,251.30 1,231.30
42  SUPER SHEP 55168 55168
44  I-VNDR 005345 1,461.€0 1,720.84 3,182.24
45 I-VNDR 005345 5, 071.20 1,173.12 6,244.32
46 I-UNDR 005945 1,215.72 150,91 1,366_63
47  TI-UNDR 005346 53, 18833 25,327.21 83,516 14
48  I-VNDR 005347 8,185.73 5, 086.83 13,272, 62
49  VENDOR 005948 200.00 36800 5&8.00
50 VENDOR 005343 10, 336_35 8,187.36 18,583.71
51  VENDOR 005343 3,126.91 5,10%3.28 14,230.13
52  VENDOR 005949 5, 479_36 7,524_16 8,003_52
53  VENDOR 00534% £, 766 B2 2,349 84 3,116 86
4 I-VNDR 000110 14,346.56 4,855.28 13,201.84
55 I-VNDR 000110 150.00 3,333_28 3,483_28
& T-UVNDR 005350 E1£.00 13200 208.00
57  VENDOR 005351 41£.00 T2E.08 1,144.08
58 VENDOR 005856 1,575.00 1,000.00 2,575_00
53 COURT W/H 61&.53 616.53
€0  VENDOR 00533% 375.00 182.00 £57.00
€1 VENDOR 004726 T6.00 az_o0 11800
g1 OILD BSERS g08. 00 20800
80 NEW DSERS 1.650.00 1.650.00
86 HI 91, 75303 35,805 29 127,558_38
87  WON-TAXLELE 362,232 38 212,311.88 575,144 83
NET 4,386,318.91  1,945,237.52  §,332,216.43
w#% EMDLOYEE COUNTS 203 308 514
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Where appropriate, the final page(s) lists voided payroll checks and voided direct deposits.

EEPORT DATE 0270172018 EMRNINGS HISTORY EXCEPTIONS FOR 01/01/17 THEU 12/31/17 BLGE 1

EMDLOYEE HNIME EMPLOYEE NUMEER CHECK DATE TRALNS DATE SIATUS CHECK TYIE

JO4LY, MO4GIN 1z2/18/1% 10,/31/17 v C

The final page(s) of the report summarize non-taxable third party sick pay Earnings History information
for applicable employees for the time period specified, followed by total dollar amounts and overall
employee totals for non-taxable third party sick pay.

REPORT DATE 02/01/2018 EAONTNGS HISTORY REGISTER FOR NON-TAMAELE THIRD PARTY SICK PAY DAGE 2
FOR DAY FERIOQD 01/01/17 THRU 12/31/17
EMPLOYEE MIME EMELOYEE NUMEER GROSS
LASSTITER, FREDRICER 88480 1,234.55
REPORT DATE 02/01/2018 EADNTNGS HISTORY REGISTER FOR NON-TAXAELE THIRD PARTY SICK PAY DAGE 3
FOR PAY FERIOD 01/01/17 THRU 12/31/17
COLDE [ESCRIPTION CERTIFIED HON-CERT IFIED TOTAL
BEGULAR GROSS 1,234.558 1,234 55
HET 1,234.55 1,234 55
w#% EMOLOYEE COUNTS 1 1
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The final page(s) of the report summarize taxable third party sick pay Earnings History information for
applicable employees for the time period specified, followed by total dollar amounts and overall
employee totals for taxable third party sick pay.

REPORT DATE 01/31/2018

EMPLOYEE MAME

HY4MN, ED4LEDO

REPORT DATE 01/31/2018

CODE

03
04
85
g€

ERENINGS HISTORY REGISTER FOR TRXAELE THIRD PAETY SICK PAY

EMP NER

27821

FOR PAY PERIOD 01/01/17 THRU 12/31/17
GROSS QRSDT GR QASDT AMT

2,714 .30

HI GR

EARNINGE HISTORY REGISTER FOR TALMLELE THIRD DARTY SICK PLY

OESCRIPTION

BEGULAR GROSS

FED . TAXARIE GROSS
ORSDI GROSS

HI GROSS

FEDERAL TARY

STATE TR (Gh)
QRSDI

HI

HET

%% EMDLOYEE COUNTE

FOR PAY PERTOD 01/01/17 THRIT 12/31/17

CERTITFIED HON-CERTIFIED

2,714.30
2,714.30

2,714.30

1
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PCGenesis Payroll System Operations Guide

In addition to other earnings history information, the Payroll Earnings Register also displays Year-to-
Date (YTD) W-2 adjustment information for affected employees. The final page(s) of the report
summarize W-2 adjustment Earnings History information for applicable employees for the time period
specified, followed by total dollar amounts and overall employee totals for W-2 earnings history
adjustments.

REPORT DATE 01/31/2018 EABNINGS HISTORY REGISTER FOR W-Z RDJUSTMENTS PAGE 48
FOR PAY PERIOD 01/01/17 THED 12/31/17

EME §: 88330 HAME - ADO3M, SRh3
100.00 / 12 € Bene under small employer health reimburse ar
EMP §: 83824 MAME - GSILERE, DOSQVAN
111.11 / 01 0 Wages, Tips, Other Compensation 111.11 / 1& 0 State Wages, Tips, and Other Compensation
EMP §: 8830& NAME - DRZGLE, GLZNN
1.00 f 01 0 Wages, Tips, Other Compensation 2.00 f 02 0 Federal Tncome Tax Withheld
3.00 f/ 23 0 BSocial Security Wages 18.00 F 08 @ Allocated Tips
17.00 f 05 0 Adwvance EIC Payment 1£.00 / 10 © Dependent Care Benefits
15.00 / 11 0 HNongualified Plans 400 / 12 1 Designated Roth Contributions to a Section 40
5.00 / 12 2 Designated Roth Contributions Under 403 (b) Sa €.00 / 12 3 HIBE Exempt Wages and Tips
T.00 f 12 4 Cowverage Cost for Employer-Sponsored Health P 8.00 / 12 & Designated Roth Contributions to a Section 48
.00 f 12 € Bene under small employer health reimburse ar 10.00 / 14 B Lesse Valus of = Vehicle Provided to Employes
11.00 f 14 B State Dissbility Insurance Taxes Withheld 1Z2.00 f 14 € TUnion Dues
13.00 f 18 0 State Wages, Tips, and Other Compensation 14 00 f 17 0 State Income Tax
EME §: 87483 HRME - WRIDROE, VA3CE
5000.00 F 12 4 Coverage Cost for Employer-Sponsored Health P 150.00 / 12 € Bene under small employer health reimburse ar
REDORT DATE 01/31/2018 ELRNINGS HISTORY REGISTER FOR W-2 ADJUSTMENTS DLGE 43
FOR PAY PERIOD 01/01/17 THED 12/31/17
BOX ITEM LAEEL CESCRIPTION CERTIFIED NON-CERTIFIED TOTAL
01 ] Wages Wages, Tips, Other Compensaticon 112.11 11z2.11
0z [} Fed Tax Federal Income Tax Withheld Z.00 2.00
03 o S5 Wage=s Social Security Wages 3.00 3.00
08 o 31locTip Mlocated Tips 18.00 1800
05 ] bdv EIC Idvance EIC Payment 17.00 17.00
10 4] Dep Care Dependent Care Benefits 1&.00 1&.00
11 o Nongual Nongualified Plans 15.00 1500
1z 1 LR Designated Roth Contributions to a Section 401 (k) 4_00 4_00
1z 2 EE Designated Roth Contributions Under 403 (b} Sal Red 5.00 5.00
1z 3 cc HIBE Exempt Wages and Tips &.00 &.00
1z 4 oo Coverage Cost for Employer-Sponsored Hezlth Plan T.00 5,000_00 5,007_00
1z 5 EE Designated Roth Contributions to a Section 457 (b) g_00 g_00
1z & EF EBene under small employer hezlth reimburse arrange 5.00 250,00 255,00
14 B Carlease Lease Value of & Vehicle Provided to Employee 10.00 1000
14 E St Disab State Disability Insurzsnce Taxes Withheld 11.00 11.00
14 c Tnion Union Dues 1200 12_00
1g ] StateWgs State Wages, Tips, znd Other Compensation 124.11 1z24.11
17 [} Statelax State Income Tax 14.00 14.00
w& & FMPLOYEE COUNTS 2 2z 4
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PCGenesis Payroll System Operations Guide

The final page(s) of the report lists total dollar amounts and overall employee totals for regular and
third party sick pay. Use this information in W-2 Statement Balancing.

REPORT DATE 01/31/2018 EABNTNGES HISTORY BEGISTER FOR 01/01/17 THRU 12731/17 DAGE 50
FINAL TOTRLS INCLUDING THIRD PARTY SICK PAY

CODE DESCRIDTION CERTIFIED WON—-CERT IF TED TOTAL
REGULAR HOURS 71.25 13,746.50 13,817.75
OVERTIME HOURS 28200 25200
REGULAR GROSS &,886,078.78  2,670,700.20 8,358,778 38
OVERTTME GROSS 7,167.00 14,532_47 21,759_47
CONTRACT GROSS
TOTAL GROSS 6,633,245 78  2,685,23Z_&7 9,378,538 4%
GA TA¥ABIE GROSS 5,811,044.%0 2,370,788_21 & 181,833.11
FED. TEMAELE GROSS $,811,044.50 2,370,782.21  g,181,833.11
PSERS GROSS 522,414.57 522,414.57

TRS GROSS 6,431, 820.85  1,461,405_78 7,893,026 33

OLDERS GROSS

NEWERS GROSS

OASDI GROSS 6,327,798.53  2,463,237.82  &,797,096.1%

HI GROSS £,327,798.83  2,463,237_&2 8 ,797,09&.1%

GHT GROSS
01 EMPLOYEE ANNUITY 112,270.00 13,708.00 12%,578.00
02z EMPLOYEE ZND ANNUITY 21,800.00 200.00 2z,000.00
03 FED W/H TAX 583, 02&. 16 113, 613_ 63 708, 63585
04 GL THCOME TR 272, 08545 €7,530_3z2 339, 61577
028 NONCERTIFIED MERIT 174,363, €7 174,363, €7
0% CERTIFIED MERIT 27z,987.21 272,987.21
16 VENDOR 000012 4,125 &8 4,125 &8
17 VENDOR 00001& 13,044_75 2,631.73 15, 676 48
18 COURT W/H 2z,200.00 14,820.00 37,020.00
20 COURT W/H 70380 51386 1,223.86
36  VENDOR 005347 20200 241_00 1,043.00
3% COURT W/H 1,936.96 1,936.96
40  VENDOR 003503 275.00 875.00
41  COURT W/H 1,281.30 1,291.30
42  SUDER SHED S51. 68 55168
44 T-VNDR 005945 1, 461.£0 1,720 64 3,182_24
45 I-VNDR 005345 £, 071.20 1,173.12 6,244.32
46 I-VNDR 005348 1,215.72 180,81 1,366.83
47  I-VHDR 005348 58, 188.33 28,327.21 23,516 14
48 T-VNDR 0059547 g,185.73 5, 08689 13,272 62
43 VENDOR 005348 200.00 36800 262,00
S0  VENDOR 005543 10, 326.35 2,187.36 18,582.71
51  VENDOR 005343 5, 126.51 5,103.28 14,230.13
52  VENDOR 005943 5, 479.3& 2,524.16 8,003.52
53 VENDOR 005343 &, TE6.82 2,349.84 3,116. 86
4 I-VEDR 000110 14,348.56 4,885.28 12,201.84
55 I-VEDR 000110 150.00 3,333.28 3,483.28
5S¢ I-VKDR 005950 &1&.00 192_00 g0a_00
57  VENDOR 005551 41&.00 728.08 1,144.08
$2  VENDOR 00S85& 1,575.00 1,000.00 2,875.00
53 COURT W/H &1&.53 &16_53
&0  VENDOR 005995 37500 122_00 55700
61 VENDOR 004728 76.00 4z.00 112.00
21 OLD DSERS 20800 20200
20 NEW PSERS 1,650.00 1,850.00
22 RS 385, 83733 27,684 58 473,882 51
85 OnSDI 392,324 32 153,098_43 545,422 81
26 HI 51,752.03 35,805.23 127,358 38
27  NON-TAXAELE 362,232.35 212,911,868 575,144 83

NET 4,389, 83321  1,945,237_52 & ,334,930.73

#+% EMPLOYEE COUNIS
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PCGenesis Payroll System Operations Guide

A2. Earnings History Register Error Report — Example
All employees with FICA warning messages are extracted to a separate error report.

REPORT DATE 84/15/2818 EARNINGS HISTORY REGISTER FOR 61/81/18 THRU 12/31/18 PAGE 1
ERROR REPORT

REG. HR. OUT. HR. REG. GR. OuUT GR. GROSS CONTRACT PENS GR. 0ASDI GR. HI GR. GHI GR. NET
EHF #: 88266 HAME = AGYE, EUFRETTE CLASS: 22 GA EXEMPT 1,806,088
3,874.83 3,874,083 2,874.83 2,435 43 2,435 .43 658.88 2,918.01
28.74 /M .82 783 54.57 /64  657.98 /08 5.81 /18 87.96 /26 §8.88 /81 91.68 /85 21.42 /86 438.68 /87

*x%%x DASDI AMOUNT AND/OR HI AHOUNT IS INCORRECT ACCORDING TD THE GROSS xxxx

EMP #: 8BEB70 NAME = TH3BODEAUX, MU3RAY CLASS: 22 MEDICARE ONLY GA EXEMPT 1,430.92
6,024.92 6,024.92 6,250.85 5,982.62 N 650.88 4,470.99
381.24 /o 493.91 /83 255.53 /o4 56.48 /08 6.68 /18 126.16 /26 249.89 /82 64.92 /86 42.30 /87

=x%x ODASDI AMOUNT ANDSOR HI AHOUNT IS INCORRECT ACGORDING TD THE GROSS *xxx

AG7E, EUZRETTE B8266 7,777 .77 777777 58.88 7,777 .77 508.808 25.88 55.55
*%x% DASDI AMOUNT ANDFOR HI AMOUNT IS INCORRECT ACCORDING TO THE GRO3S FOR TAXABLE THIRD PARTY SICK PAY xx*x
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Procedure B: W-2 Statement Balancing

Year-to-date (YTD) earnings history information must be printed and verified against the Employer
Copy of the W-2s before the Employee Copy of the W-2s are printed. Procedure A: Printing a Year-to-
Date (YTD) Summary by Employee Earnings Register provides the instructions to print the YTD
earnings history information.

The final page of the Earnings Register prints deduction totals. The following provides additional
information regarding these deduction totals:

e The Federal tax total should equal the federal quarterly report totals.
e The Teacher Retirement System (TRS) total should equal the total withheld for the calendar year.

e The Federal and State income taxes, Old Age Survivors Disability Insurance (OASDI) tax, OASDI
gross, Medicare Health Insurance (HI) tax, HI gross, imputed income, annuities, dependent child
care, fringe benefits, Advanced Earned Income Credit (AEIC), non-taxable benefits (Cafeteria Plan),
and Non-qualified Plan 457 totals are the same totals reported on W-2s.

If these totals are incorrect, the error must be determined and corrected, and the appropriate procedure
repeated before the Employee Copy of the W-2s are printed and the W2Report file(s) are submitted for
processing. Also ensure that the control totals compared to the Earnings History Register results are
accurate.

B1l. Payroll Tax Calculation of Special Deductions

The following table provides deduction type information that should be included in wage reporting for
federal, state, and/or FICA/Medicare:

Tax Type Federal State FICA/Medicare

Annuities N N Y

(Deduction Codes "01" & "02" and additional
deduction codes as defined on the Annuity
Deduction Control Record.)

TRS Withheld

ERS (Old and New) - Effective 01/01/2008

PSERS (Old and New)

Non-Taxable (Deduction Type "I')

Fringe Benefits (Deduction Code “00”)

Imputed Income (Deduction Type "F")

<|<|<]z|<|<x]|=z
<|=<|<]z|=<|x]|=z
<|=<|<]z|=<|=<]|<

Non-Qualified Plan 457 (Deduction Code
LC07”)
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The following table provides the information required to compare the W-2 statements to the YTD
earnings history. Ensure that the amounts listed in the table balance.

W-2 Box Number & Name

Derived From Employees’ YTD Earnings History Report
Fields

1 - Wages, tips, other compensation

Total Gross + Fringe Benefit + Imputed Income — Annuities —
TRS Amount Withheld from Employee + 457 Non-qualified
Plans — Non-Taxable Deductions + Taxable Third Party Sick
Pay. Plus earnings history W-2 adjustments for Box 1.

2 — Federal Income Tax Withheld

Federal tax. Plus earnings history W-2 adjustment for Box 2.

3 - Social Security Wages

OASDI Wages. Plus earnings history W-2 adjustment for
Box 3.

4 - Social Security Tax Withheld

4.20% of OASDI Gross wages up to $106,800.00. Plus
earnings history W-2 adjustment for Box 4.

5 - Medicare Wages

Medicare Health Insurance Gross. Plus earnings history W-2
adjustment for Box 5.

6 - Medicare Tax Withheld

1.45% of Medicare Health Insurance Gross. Plus earnings
history W-2 adjustment for Box 6.

7 — Social Security Tips

Earnings history W-2 adjustment for Box 7.

8 — Allocated Tips

Earnings history W-2 adjustment for Box 8.

9 — Reserved for future use

Reserved for future use.

10 - Dependent Care Benefits

Dependent Child Care Assistance deduction entered on the
W-2 extract screen. Plus earnings history W-2 adjustment for
Box 10.

11 — Non-Qualified Plans

* Section 457 Deferred Compensation Plan Distributions
(Deduction 07). Plus earnings history W-2 adjustment for Box
11.

12 AA — Designated Roth
contributions to a section 401(k)
plan

Roth IRAs to a 401(k) deductions entered on the W-2 extract
screen. Plus earnings history W-2 adjustment for Box 12,
Item 1.

Note: An amount reported in Box 12, Item AA causes the Box 13
Retirement Plan box to be checked.

12 BB - Designated Roth
contributions under a section 403(b)
salary reduction agreement

Roth IRAs to a 403(b) deductions entered on the W-2 extract
screen. Plus earnings history W-2 adjustment for Box 12, Item
2.

Note: An amount reported in Box 12, Item BB causes the Box
13 Retirement Plan box to be checked.
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W-2 Box Number & Name

Derived From Employees’ YTD Earnings History Report
Fields

12 CC — HIRE Exempt Wages and
Tips

Earnings history W-2 adjustment for Box 12, Item 3.

12 DD - Cost of Employer
Sponsored Health Plan

The employee and employer amounts paid for SHBP
deductions. Plus Other health deductions entered on the W-2
extract screen. Plus earnings history W-2 adjustment for Box
12, ltem 4.

12 EE — Designated Roth
contributions under a section 457(b)
salary reduction agreement

Roth IRAs to a 457(b) deductions entered on the W-2 extract
screen. Plus earnings history W-2 adjustment for Box 12, Item
5.

12 FF — Total amount of permitted
benefits under a qualified small
employer health reimbursement
arrangement (QSEHRA)

Earnings history W-2 adjustment for Box 12, Item 6.

12 GG - Income from qualified
equity grants under section 83(i)

Earnings history W-2 adjustment for Box 12, Item 7.

12 HH — Aggregate deferrals under
section 83(i) elections as of the
close of the calendar year

Earnings history W-2 adjustment for Box 12, Item 8.

12 A — Uncollected social security
tax on tips

Earnings history W-2 adjustment for Box 12, Item A.

12 B — Uncollected Medicare tax
on tips

Earnings history W-2 adjustment for Box 12, Item B.

12 C - Imputed Income

**|mputed Income

Plus earnings history W-2 adjustment for Box 12, Item C.

12 D —401(k)

Elective deferrals to a section 401(k) cash or deferred

arrangement.

— Annuity amounts defined as Annuity Type ‘D’ and
Mandatory Annuity flag ‘N’.

— Plus earnings history W-2 adjustment for Box 12, Item
D.

Note: An amount reported in Box 12, Item D causes the Box 13
Retirement Plan box to be checked.
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W-2 Box Number & Name

Derived From Employees’ YTD Earnings History Report
Fields

12 E - 403(b)

Elective deferrals under a section 403(b) salary reduction
agreement.

— Annuity amounts defined as Annuity Type ‘E’ and
Mandatory Annuity flag ‘N’.

— Plus earnings history W-2 adjustment for Box 12, Item
E.

Note: An amount reported in Box 12, Item E causes the Box 13
Retirement Plan box to be checked.

12 F — 408(K)(6)

Elective deferrals under a section 408(k)(6) salary reduction
SEP.

— Annuity amounts defined as Annuity Type ‘F’ and
Mandatory Annuity flag ‘N’.

— Plus earnings history W-2 adjustment for Box 12, Iltem
F.

Note: An amount reported in Box 12, Item F causes the Box 13
Retirement Plan box to be checked.

12 G —457(b)

Elective deferrals and employer contributions (including
nonelective deferrals) to a section 457(b) deferred
compensation plan.

— Annuity amounts defined as Annuity Type ‘G’ and
Mandatory Annuity flag ‘N’.

— Plus earnings history W-2 adjustment for Box 12, Item
G.

12 H-501(c)

Elective deferrals to a section 501(c)(18)(d) tax-exempt
organization plan.

— Annuity amounts defined as Annuity Type ‘H’ and
Mandatory Annuity flag ‘N’.

— Plus earnings history W-2 adjustment for Box 12, Iltem
H.

Note: An amount reported in Box 12, Item H causes the Box 13
Retirement Plan box to be checked.

12 J — Nontaxable Sick Pay

Nontaxable third party sick pay from an earning history record
type ‘N’.
Plus earnings history W-2 adjustment for Box 12, Item J.

12 K - 20% Excise Tax on Golden
Parachute Payments

Earnings history W-2 adjustment for Box 12, Item K.

12 L - Substantiated employee
business expense reimbursements

Earnings history W-2 adjustment for Box 12, Item L.
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W-2 Box Number & Name

Derived From Employees’ YTD Earnings History Report
Fields

12 M - Uncollected social security
tax on imputed income

Earnings history W-2 adjustment for Box 12, Item M.

12 N - Uncollected Medicare tax
on imputed income

Earnings history W-2 adjustment for Box 12, Item N.

12 P — Excludable Moving
Expense

Earnings history W-2 adjustment for Box 12, Item P.

12 Q — Nontaxable combat pay

Earnings history W-2 adjustment for Box 12, Item Q.

12 R — Employer contributions to
an Archer MSA

Earnings history W-2 adjustment for Box 12, Item R

12 S — 408(p) SIMPLE

Employee salary reduction contributions under a section
408(p) SIMPLE plan (not included in box 1).

— Earnings history W-2 adjustment for Box 12, Item S.

Note: An amount reported in Box 12, Item S causes the Box
13 Retirement Plan box to be checked.

12 T — Adoption Benefits

Earnings history W-2 adjustment for Box 12, Item T.

12 V — Stock Options

Earnings history W-2 adjustment for Box 12, Item V.

12 W — Health Savings Account
(HSA)

Earnings history W-2 adjustment for Box 12, Item W.

12 Y — Deferrals 409A
Nonqualified

Earnings history W-2 adjustment for Box 12, Item Y.

12 Z — Income 409A Nonqualified

Earnings history W-2 adjustment for Box 12, Item Z.

13 — Statutory Employee Check
Box

Not checked.

13 — Retirement Plan Check Box

e Checked if the employee participates in PSERS, TRS, old
ERS, or new ERS.

e Checked when the Mandatory Annuity flag for the
annuity company is flagged as a ‘Y.

e Checked if an amount is reported in Box 12 for any of the
following:

= D-401(k)

= E-403(b)

=  F—408(Kk)(6)

= H-501(c)

= S-408(p) SIMPLE

= AA - Roth 401(k)

= BB - Roth 403(b)
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W-2 Box Number & Name

Derived From Employees’ YTD Earnings History Report
Fields

13 — Third Party Sick Pay Check
Box

Checked if an earnings history adjustment type ‘N’ record has
gross wages. A type ‘N’ earnings history record represents
nontaxable sick pay.

Checked if an earnings history adjustment type ‘T’ record has

gross wages. A type ‘T’ earnings history record represents
taxable sick pay.

14 — Other

Earnings history W-2 adjustments for any Box 14 item will be
accumulated and printed under each individual item heading.
Box 14 amounts are defined at the discretion of the user.

16 — State wages, tips, etc

Total Gross + Fringe Benefits + Imputed Income — Annuities
— Non-taxable Deductions — TRS Amount Withheld from
Employee + 457 Non-qualified Plans — Non-taxable
Deductions + Taxable Third Party Sick Pay. Plus earnings
history W-2 adjustments for Box 16.

A Georgia marital status of ‘8’ will cause all wages to be
exempt from reporting for Georgia state wages, and will
cause zero Georgia tax to be withheld from the employee’s
paycheck. The Department of Labor Quarterly Payroll
Report and Wages Data File, and the W-2 forms will both
treat any wages on the Earnings History records with a
Georgia marital status of ‘8’ as exempt wages, and these
wages will not be included in these tax reports.

17 — State Income Tax

State income tax. Plus earnings history W-2 adjustment for
Box 17.

* Identifies the Non-Qualified Plan 457 distribution’s total. Do not process these distributions
through the normal Payroll Run. The distribution should be entered through Earnings’ History as a
negative (-) deduction amount to Deduction Code 07. The distributions will appear as a positive (+)
amount in Box 11 of the printed W-2s.

** Box 12 may contain up to four lines per W-2. When necessary, additional W-2 forms will be printed
per employee for overflow Box 12 amounts.

*** Box 14 may contain up to three lines per W-2. When necessary, additional W-2 forms will be printed
per employee for overflow Box 14 amounts.

Georgia Department of Education

December 14, 2023 ¢ 2:14 PM e Page 24 of 62

All Rights Reserved.



PCGenesis Payroll System Operations Guide

Procedure C: Print Employer Copy of W-2's
C1. Processing Employer Copy of the W-2 Statements

=] PCG Dist=8991 Rel=15.04.00 01/20/2016 PCW 001 SV CADEVSYS CASECOND WI—IH‘EI@M
Payroll System PAYHBBEA
FKey Haster Henu

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

-- Annual Reports Menu
- - Monthly{QuarterhyfFiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

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

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

- - Special Functions Menu

1
2]
31
4
51
8|
8-
o]
i
2
ER
20|

O I N Y I I A N I S X

- - File Reorganization

1 Select —*_I (F4 - Annual Reports Menu).
The following screen displays:
(O] PCG Dist-8091 ReI=160400 12/22/2016 PCW 001 SV CADEVSYS CASECOND | E=NEEN™x
I Payroll System PAYHBBEY
FKey Annual Reports Menu

1094-C & 1095-C Options:
1_| -- Import ADP Dependent Names, DOBs and SSNs
2 | -- Compare ACA Depend for Two Years

3 | -- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template

& | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts

W-2 Options:
_10 | -~ Print Employee W-2's & Create File
_11 | -- Print Blank W-2 Form
_12 | -~ Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

L5 ™ N A I 168361

| 15 | M5 | LA | MEND
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Ste Action

2 Select 12 | (F12 - Print Employer’s Copy of W-2’s).

The following screen displays:

[F] PCGDist=8291 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM KASECOND WHITE - O *
Print W-2's and Create File WZERT

Enter W-2 year to be selected: 2822

If applicable, enter deduction code(s) for the following categories:

Dependent Care Assistance: {Box 18)

Roth IRAs to a 481(k): (Box 12, label 'AR")

Roth IRAs to a 483(b): (Box 12, label 'BB’)

Roth IRAs to a 457(b): (Box 12, label 'EE")

Other health deductions: _ {Box 12, label 'DD')

ENTER = Continue, F16 = Exit Program

EN“‘V Fl’% FQ‘% FBE‘FM‘FS‘FS‘FJ‘ Fg2 u Fsl F1OY FnE' F|2E| F|5Q 22.04.00

FIS- FI?E;) m‘m‘

Step | Action
3 Enter or verify the year (CCYY) in the W2 Year to be Selected field.

Based on the field’s entry, PCGenesis will print the corresponding forms for the calendar
year entered.

Help

4 If the school district/system has a Dependent Care Plan: Enter or select the drop-down
selection icon = in the deduction code in the Dependent Care Assistance field. The
deduction amount will be reported in Box 10 of the W-2.

5 If the school district/system has a Roth IRA under a 401(k) Plan: Enter or select the

drop-down selection icon ~lin the Roth IRAs to a 401(K) deduction code field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘AA’.

6 If the school district/system has a Roth IRA under a 403(b) Plan: Enter or select the

drop-down selection icon ~lin the Roth IRAs to a 403(b) deduction code field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘BB’.
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7 If the school district/system has a Roth IRA under a 457(b) Plan: Enter or select the
drop-down selection icon ~lin the Roth IRAs to a 457(b) deduction code field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘EE’.

8 If the school district/system has Other health deductions: Enter or select the drop-down
selection icon -~/ in the deduction code(s) in the Other health deductions field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘DD’. The amounts for the other healthcare deductions will be added to the SHBP
deduction amounts which PCGenesis automatically includes.

Box 12, label ‘DD’ reports major medical (SHBP deductions). Label ‘DD’ should also
include other medical insurance amounts such as hospital indemnity or specified illness
(e.g. cancer, heart, etc.). Optional costs to include in label ‘DD’ include dental or vision
plans. The Cost of Employer-Sponsored Health Coverage should include both the
employer and employee paid portions of the cost, is informational only, and is NOT taxed.

9 Select Y| (Enter) to continue.

The following screen displays:

PCG Dist=8991 Rel=22.04,00 12/22/2022 DOD 001 SV KASYSTEM  K:N\SECOND WHITE - O *
Print W-2's and Create File WZERT

Enter W-2 year to be selected: 2822

If applicable, enter deduction code(s) for the following categories:

Dependent Care Assistance: 24 {Box 18)
Roth IRAs to a 481{k): 18 (Box 12, label 'AR’')
Roth IRAs to a 483(b}: (Box 12, label 'BE')
Roth IRAs to a 457(b): (Box 12, label 'EE')
Other health deductions: 28 {Box 12, label 'DD')

** IS ABOUE DATA CORRECT? ==

ENTER = Continue, F16 = Reenter Data
N 22 ._.04.080

FIS-
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Action

. . ENTEE'I ;
Verify the screen’s entries are correct and select _l (Enter) in response to the Is Above
Data Correct? message.

If the information is incorrect, select ﬁl (F16), make the appropriate modifications, and
ENTER
select _""l (Enter) to continue.

“Processing W2/SS Extract” briefly displays. “Processing W2/SS Merge” also displays
where appropriate.

If errors exist in the W-2 data, the following screen displays:

' ™
[Al PCGDist=8991 Rel=17.04.00 02/01/2018 PCW 001 SV CADEVSYS CASECOND WHIT [=2]

Step
11

ANHBBa4P
SOCIAL SECURITY ERRORS
and/or

ADDRESS ERRORS found?

These errors must be corrected before proceeding,

please see ERROR REPORT?!

Press ENTER to Exit 13.084.88

" Action |

If the Social Security Errors and/or Address Errors screen displays, select F16 (Exit) and
access the Uqueue Print Manager to print the error report. Print the Social Security
Duplicate / Address Error Report and Merged Records Report, and review the W-2 errors.
Where applicable, add an earnings history record to correct errors. After making the
appropriate modifications, repeat this procedure beginning at Step 1.

Select Enter (Continue) in order to continue printing the employer W-2’s.
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If there are no errors in the W-2 data, the following screen displays:

_
=] PCG Dist=8991 Rel=14.0400 01/08/2015 PCW 001  CADEVSYS CASECOMD WHITE [E=REEE
W2PRTEPR

*= % = |-2 Print Options = = =

Place an "X" at the beginning of the desired print option.

Print All W-2's

_ Print Totals Only

_ Reprint W-2's For The Following SSHs:

Enter=Continue, F16=Exit 14._84._980

Step | Action
12 To print all W-2’s:
Enter X in the Print All W2s field.

13 To print W-2 Totals Only:
Enter X in the Print Totals Only field.

When this option is selected, only the grand totals for the W-2 statements will print,
including the Totals for Regular W-2"s, the Totals for Medicare Only W-2’s, and the Totals
for All W-2s.

14 To reprint individual employees’ W-2 statements:
Enter X in the Reprint W-2’s for the Following SSNis field.
Enter the appropriate Social Security Numbers (SSN’s) in the adjacent fields.

PCGenesis prints up to fourteen individual W-2"s at a time.

15 Select Enter (continue).
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The following screen displays:

— — Bl
El PCGDist=8991 Rel=14.04.00 01/08/2015 PCW 001 CADEVSYS C:\Sﬂﬁﬂ wmw
e ——S h
W2PRTEPR
*= * = |-2 Print Options = * =
H Select desired order for printing W2's (H/L):
N = Hame Order
L = Work Location, then Hame
Place an 'X' at the beginning of the desired print option.
£ Print nll W-2's
_ Print Totals Only
_ Reprint W-2's For The Following SSHs:
000000660 AAOOONOND AOOAAOAOD POOODOAAA DDAAAAAAR BBBBAAAAR BABAAAAAA
000000660 AAOOONOND AOOAAOAOD POOODOAAA DDAAAAAAR BBBBAAAAR BABAAAAAA
Enter=Continue, F16=Exit 14._.064_80
Step  Action

16 Select the desired print sequence:

Enter N (Name order) or L (Work Location, then Name) in the Select desired order for
printing W2’s (N/L) field, and select Enter (continue).

“** Creating W2 Printfile **” briefly displays.
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The following screen displays:

- :
=1 PCG Dist=8991 Rel=14.0400 01/08/2015 PCW 001  CADEVSYS CASECOND wr—m | S|
W2PRTEPR

* X X W2 Form Printing * % ¥
—————— Successful Completion ---——-—-

Total W2's Printed For Hedicare Only (HI Only} Employees

Total W2's Printed For FICA {(HI and OASDI) Employees 313
Total Humber Of W2's For HMedicare Only (HI Only)} Employees = a
Total Mumber Of W2's For FICA (HI and DASDI) Employees = 313
ENTER or F16 to Exit 14_684._ 60

Step  Action

17

To verify employee information including total dollar amounts, the Employer Copy of the W-2s
Report should be printed at least once on plain paper before the employee copy of the W-2s are
printed.

Keep the plain paper copy of the W-2s for reference.

18

Screen-print the Successful Completion screen to compare the indicated totals to the number of
W-2s printed.

19

Select Enter.

Georgia Department of Education
December 14, 2023 e 2:14 PM e Page 31 of 62
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

' — ™y
=1 PCGDIist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND w
———————————————————
I Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
I 11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's
Other Options:
| 15 | -- Flexible Benefits Transmission File

ot | B | || [ [ & ¢ [ | | 168361

Step | Action |
20 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
21 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

Georgia Department of Education
December 14, 2023 e 2:14 PM e Page 32 of 62
All Rights Reserved.



PCGenesis Payroll System Operations Guide

C2. Employer W-2 Reports - Samples

C2.1. Social Security Duplicate/Address Error Report and Merged Records — Example

Note the following error example:

EMPLOYEE 87276 TO2LIVER, BO2G L. AND EMPLOYEE 87277 TO2LIVER, BO2G HAVE THE SAME SS # 999-08-7277

The above error typically indicates a spelling difference in the first, middle, or last name fields on the
employee record for the merged employee ids. In the example above, employee id 87276 has a middle
initial L. and employee id 87277 does not have a middle name field. In many cases an error may be
caused because one record may have a period after the initial (L.) and the other record may not (L);
this will be a fatal error when producing W-2 forms.

DATE RUM: 0Z/01/2018 SOCIRL SECURITY DUPLICATE / ADDRESS ERROR BEPORT END MERGED RECORDS ERGE
EMPLOYEE 8727¢€ TOZLIVER, BO2ZG L. IND EMPIOYEESTZTT TOZLIVER, BOZG HRVE THE SIME 55 $ 3535-08-7277
Merge Occurred for Employee — 87551 - GAL4IN, TR4ADY With Employee - 27550

Merge Occurred for Employee — 87€82 - BRSTHERS, ALSYNAR With Employee — BT&El

Merge Occurred for Employee — Te74 - 5T3PP, FRIDRIC With Employee — 27&73

Merge Occurred for Employee — 87735 - SHELLEY, JAETER With Employee - 87734

Merge Occurred for Employee — 8282145 - WISLEIT, ALSR With Employee — 28144

Merge Occurred for Employee — 88150 - DE&SON, RE&LY With Employee - 88185

Merge Occurred for Employee — 88215 - BRERIOS, ZReHERY With Employee - 88218

Merge Occurred for Employee — 8827& - WI4LOUGHEY, CI4DEBELLA With Employee - B8BZT5

Employee 88308 - DRZGLE, GLENN will print 2 W-Z forms because of Box 12 and/or Box 14 overflow

Employee 8830& DRZCGLE, GLZNN QREDT grosst+tips > HI gr 3z33z.ze

Merge Occurred for Employee — 88331 - SMSLLS, WESDON With Employee — 88330

Merge Occurred for Employee — 85348 - WIGLEY, DREEN With Employee - 25347

Merge Occurred for Employee — 85425 - MAL4HADG, EBL4 With Employee - 85424

Merge Occurred for Employee — 85¢l5 - COSTURE, RIGEY With Employee - 25elg
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C2.2. W-2 Statement (Employer Copy) — Example

SMITH CITY BOARED OF EDUCATION EMPT.OYER CO OF 2012 W2 INFD@ PREE 0001
Bun Date/Time: 12/12/2012 0B:Z&
ET3LN LE3ET SEN: 555-08-85%42
2072 MATHN STREET
SMITH, GA 33333

EMP NUM: 88542 LOC: 0101 WAGES : 21812.20 FED TRX WITH: e27.88
50C SEC WAGES: 23406.07 FICA WITHHELD: 1008.03
MEDICARRE WAGES: Z2340&8.07 MEDICARE TRX: 335.38
S5 TIPS: .00 LALLOC TIPS: .00 LIWANCE EIC: .00
DEP CREE: 123.45 NON QUAL PLN: .00 BOX 1Z2: RR 100,00
BOX 1Z: DD 8031.03 BOK 1Z: BOX 1Z:
STATUARTORY EMP: PENSION: X 3BD PRIY SICKE PAY:
EIN: S8-e000202 STATE ID: GA 1443840FX STATE WRGES: Z21B12.20
STATE TR WITH: SB8z.08 LOCRLITY:
LOCAL WRAGES: .00 LOCAL TRX: .00
LI4LILM RB4EY SEN: 955-08-3033

1520 MALIN STREET
SMITH, G& 33333

EMP NUM: 85033 LOC: 0302 WAGES : SB3&.05 FED TRX WITH: 46271
S0C SEC WAGES: 10485.64 FICL WITHHELD: 440.53
MEDICARRE WAGES: 10485. 64 MEDICARE TRX: 152.11
S5 TIPS: .00 LALLOC TIPS: .00 LIWANCE EIC: .00
DEP CREE: .00 HON QURL PLN: .00 BOX 1Z2: DD 544552
STATUARTORY EMP: PENSION: X 3BD PRIY SICKE PAY:
EIN: S8-e000202 STATE ID: GA 1443840FX STATE WRGES: SB83&.05
STATE TR WITH: 315.58 LOCRLITY:
LOCAL WRAGES: .00 LOCAL TRX: .00
MOSEMMED LCSER SEN: 955-08-3320

1685 MALIN STREET
SMITH, G& 33333

EMP NUM: 85320 LOC: 0302 WAGES : Sles.le FED TRX WITH: 515.38

S0C SEC WAGES: 5730.68 FICA WITHHELD: 408. &8

MEDICARRE WAGES: S730. €8 MEDICARE TRX: 141.08

S5 TIPS: .00 LALLOC TIPS: .00 LIWANCE EIC: .00

DEP CREE: .00 HON QURL PLN: .00 BOX 1Z2: DD 1027.17

STATUATORY EMP: PENSION: X 3BD PRTIY SICE PAY:

EIN: S8-e000202 STATE ID: GA 1443840FX STATE WRGES: S1les.1le
STATE TR¥ WITH: 223 28 LOCRLITY:

LOCAL WRAGES: .00 LOCAL TRX: .00

The final pages of the report prints the grand totals for the regular W-2s, the grand totals for the
Medicare-Only W-2s, and the grand totals for all W-2s. These totals should be balanced against the
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Year-to-Date Earnings Register’s results before printing the employees’ copies of the W-2s.

SMITH CITY EBOARD OF EDUCRTION EMPLOYER CO OF 2012 WZ INFOBMATION PAGE 0131
Bun Date/Time: 12/12/2012 08:Z2&

@I‘ALS FOR REGULAR W2 D

SEN: 000 00 0000

EMP NUM: 00000 LOC: 0000 WLGES: FED TR¥ WITH: 584827.57
S0C SEC WAGES: FIChL WITHHELD: 288851.21
MEDICAEBE WRGES: £87775e.2Z MEDTCARE TA¥: 59572841
35 TIPS: -0 ALIOC TIPS: -0 ATWRNCE EIC: -0
DEP CREE: 23370.33 NON QURL PLN: .00 BOX 12: AR 10350.00
BOX 1Z: DD 144133241 BOX 1Z: E 20477.00 BOX 1Z:
STLTUATORY EMP: PENSION: 3ED PRTY SICK PAY:
EIN: 58-c000202 STATE ID: 1443840FK STATE WRGES: 2422731 7¢
STIATE TR WITH: 2837e€5.10 LOCALITY:
LOCAL WAGES: .00 LOCAL TRY: ]

@ALS FOR MEDTCAEE ONLY @

SEN: QDO 00 0000

EME NUM: 00000 ILOC: Q000 WRGES: 120000 FED TAX WITH: 120.00
S0C SEC WAGES: .00 FICAR WITHHELD: ]
MEDICARE WAGES: 1Z200.00 MEDICARE TRX: 17.40
55 TIPS: 5] ALIOC TIPS: .00 LAIWLNCE EIC: ]
DER CLEE: .00 WON QUAL DPIN: i) BOH 12:
STATUATOEY EME: PENSION: 3ED PRTY SICE PRY:
EIN: SE-e000202 STLTE ID: 1443840FX STLTE WRGES: 1200.00
STLTE TRX WITH: e0. 00 LOCRLITY:
LOCAL WAGES: .00 LOCAL TRY: ]

SMITH CITY EBORERD OF EDUCATION EMPLOYER CO OF 2012 WZ INFOBMATION PRGE 0132
Fun Date/Time: 12/12/2012 08:2&

SSH: 000 00 0000

EMP NUM: 00000 TLOC: 0000 WAGES: £423331.7¢ FED TAX WITH: 5E4347.57
S0C SEC WRGES: €8777Se.22 FICL WITHHELD: 238851.21
MEDICAREE WRAGES: €87835&.22 MEDICARE TRAX: 95745.81
25 TIPS: -0 ALLTOC TIES: .o LIWRNCE EIC: -0
DEPR CREE: £5370.33 NON QURL PLN: .o BOX 12: 2R 10350.00
BOX 1Z: DD 144133241 BOX 1Z: E 20477.00 BOH 1Z:
STLTUATORY EMP: PENSION: 3D PRTY SICK PAY:
EIN: SE-&000202 STLTE ID: 1443840FX STLTE WRGES: €423531.76
STATE TR WITH: Z283825.10 LOCALITY:
LOCAL WAGES: .o LOCAL TRX: -0
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Procedure D. Printing a Blank W-2 Form

-— I

1 PCGDist=8991 Rel=15.04.00 01/20/2016 PCW 001 SV CADEVSYS CASECOND wm‘@lﬂu
e

I Payroll System PAYHBO0A

Haster Henu

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

-- Annual Reports Menu
- - Monthly}/Quarterly{Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

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

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

B ERREEE b Bk

-- File Reorganization

b | | | | | [ | [ | | [ | | | 150300

Step  Action

1 Select 4| (F4 - Annual Reports Menu).
The following screen displays:
(1 PCG Dist=8991 Rel=160400 12/22/2016 PCW 001 SV CADEVSYS CASECOND ITE E=S e
I Payroll System PAYHBBBL
FKey Annual Reports Henu

1094-C & 1095-C Options:
-- Import ADP Dependent Names, DOBs and 55Ns
--C e ACA Depend for Two Years

P

1]
21
3 | -- Export ACA Employee Data and Create .CSY Template

4 | -- Export ACA Dependent Data and Create .CSY Template

5 | -- Import ACA Employee & Dependent Data from PCG Template
6]
Al
8]

- - Print EMPLOYER Copy of 1094-C & 1095-C's
-- Print 1094-C & Employee 1095-C's & Create File
- - Maintain IRS ACA Receipts

W-2 Options:
il -- Print Employee ¥/-2's & Create File
_11 | -- Print Blank W-2 Form
_12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

L5 T N I A 16.83.61

| 145 | Vrigp| DAY | MEND
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Ste Action

2 Select 11| (F11 - Print Blank W-2 Form).

The following dialog box displays:

3 o Mitro PDF Creator [Pro 9] -
Sl e Microzoft XPS Document Writer I:I
Fax
Called By: \\PRINTSERVER10046-HPLJ4100N
BLANKW 2 Viprintzerverih2275-HPLJ4300dtn
\ipnntserver\2277-HPLJ4300dtn
i i \vprintserverierox-1970
Orientation: Send To OneMote 2010
= - Fax [redirected 4]
Fuii Genernic / Text Only [redirected 4)
Microzoft XP5 Document Writer [redirected 4]

" Landscape

Default Printer |

Selected FPrinter |"\"\printsewer"\22?5-H PLJ4300dtn

[1].4 | Exit Process

Step Action

3 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.

4 Select Ll (OK).
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The following screen displays:

[Z] PCGDIst=2991 Rel=23.02.00 12/14/2023 ACTOD1 SV CASOLSYS CASECOND WHITE - O X
BLANKW2

Select Blank W2 Options
Current Selected Printer Generic / Text Only Printer
PLEASE MAKE SELECTIOM

| - Select Printer

- Print Blank 2016

- Print Blank 2017

- Print Blank 2018

- Print Blank 2019

-

212 I | 7 |2
Sl || e |~ |

-
ry

- Print Blank 2020

- Print Blank 2021

F12 | - Print Blank 2022

F13 | - Print Blank 2023

F14 | - Print Blank 2024

F16 | - Exit
R F6 | F7 | /8 | Fa [ F0 | F11 [ F12 | F1a | Fia 23.04.00
FIS«
Step  Action
5 Select the appropriate Print Blank CCYYY option.

“Printing CCYY Blank W2 briefly displays within the lower left corner of the screen.

6 Select _F18 | (F16 - Exit).
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The following screen displays:

-
1 PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘@lﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action

7 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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D1. Blank W-2 - Example
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Procedure E: Printing Employees’ W-2 Statements and
Creating the Electronic Media File

=1 PCGDist=8901 Rel=15.04.00 01/20/2016 PCWO002 SV CADEVSYS CASECOND w_@lﬂﬂ_
Payroll System PAYHBBEA
FKey Haster Menu

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

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

-- Employee Reports{Labels Menu

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

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

e Eemal bbb

- - File Reorganization

| I T I I e 15.63.00

Masterl "“'[.;{ |

| 15 | V5| DA | MEND

1 Select —4 | (F4 - Annual Reports Menu).

The following screen displays:

] PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND
Payroll System PAYMODOL

FKey Annual Reports Menu
1094-C & 1095-C Options:

Import ADP Dependent Names, DOBs and SSNs

C € ACA Dependents for Two Years

p

Export ACA Employee Data and Create .CSY Template
Export ACA Dependent Data and Create .CS5Y Template
Import ACA Employee & Dependent Data from PCG Template

Print EMPLOYER Copy of 1094-C 2 1095-C's
Print 1094-C & Employee 1095-C's & Create File
Maintain IRS ACA Receipts

Ebk bbb bE

W-2 Options:
10 | -- Print Employee W-2's & Create File
11| -- Print Blank ¥¥-2 Form
12 | -- Print Employer's Copy of W-2's

&l

Other Options:
15 | -- Flexible Benefits Transmission File

16.83.81
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Action

Ste

Select 181 (F10 - Print Employee W-2’s & Create File).

The following screen displays:

Step
3

'S A
=1 PcG Dist=3991 Rel=14.0400 01/08/2015 PCWOOL  CADEVSYS CASECOND WHITE _ SHEC X

Print W-2's and Create File ANNBBBYP

Select W-2 option: " Print forms and create electronic media;

 Print forms only

" Create electronic media only

ENTER = Continue, F16 = Exit Program 13.04_80

" Action |
Select the radio button # to the right of Select W-2 option to identify what to print or create.

Three options are available:

e Print forms and create electronic media
e Print forms only
e Create electronic media only

The W-2 option allows users to create the W-2 electronic file (W2REPORT) without
requiring that the W-2 forms be printed.

Select Enter (Continue).
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The following screen displays:

PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM  KASECOND WHITE - O *
Print W-2's and Create File WZERT

Enter W-2 year to be selected: 2822

If applicable, enter deduction code(s) for the following categories:
Dependent Care Assistance: _ {Box 18)

Roth IRAs to a 481{k): __ (Box 12, label 'AA")

Roth IRAs to a 483(b}: (Box 12, label 'BE')

Roth IRAs to a 457(b): (Box 12, label 'EE")

Other health deductions: _ o o _ _ _ o o o _ {Box 12, label 'DD')
ENTER = Continue, F16 = Exit Program
‘"“.v 22.04_08
FIS«
Action
5 Enter or verify the year (CCYY) in the W2 Year to be Selected field.

Based on the field’s entry, PCGenesis will print the corresponding forms for the calendar
year entered.

6 If the school district/system has a Dependent Care Plan: Enter or select the drop-down

selection icon =l in the deduction code in the Dependent Care Assistance field. The
deduction amount will be reported in Box 10 of the W-2.

7 If the school district/system has a Roth IRA under a 401(k) Plan: Enter or select the

drop-down selection icon ~lin the Roth IRAs to a 401(k) deduction code field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘AA’.

8 If the school district/system has a Roth IRA under a 403(b) Plan: Enter or select the

drop-down selection icon ~lin the Roth IRAs to a 403(b) deduction code field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘BB’.

9 If the school district/system has a Roth IRA under a 457(b) Plan: Enter or select the

drop-down selection icon ~lin the Roth IRAs to a 457(b) deduction code field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘EE’.
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10 If the school district/system has Other health deductions: Enter or select the drop-down
selection icon 7 in the deduction code(s) in the Other health deductions field(s). The
deduction amounts will be accumulated and reported in Box 12 of the W-2 with a label of
‘DD’. The amounts for the other healthcare deductions will be added to the SHBP
deduction amounts which PCGenesis automatically includes.

Box 12, label ‘DD’ reports major medical (SHBP deductions). Label ‘DD’ should also
include other medical insurance amounts such as hospital indemnity or specified illness
(e.g. cancer, heart, etc.). Optional costs to include in label ‘DD’ include dental or vision
plans. The Cost of Employer-Sponsored Health Coverage should include both the
employer and employee paid portions of the cost, is informational only, and is NOT taxed.

11 select Y| (Enter) to continue.

The following screen displays:

PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 00T SV KASYSTEM  KASECOND WHITE - O *
Print W-2's and Create File WZERT

Enter W-2 year to be selected: 2822

If applicable, enter deduction code(s) for the following categories:

Dependent Care Assistance: {Box 18)
Roth IRAs to a 481{k): (Box 12, label 'AR’')
Roth IRAs to a 483(b): {Box 12, label 'BB')
Roth IRAs to a 457(b): (Box 12, label 'EE')
Other health deductions: {Box 12, label 'DD')

*x IS5 ABOUE DATA CORRECT? xx

ENTER = Continue, F16 = Reenter Data

EN“'V Fl'% F2‘% FBE‘F'}‘FS‘FS‘FJ‘ F2 u Fs , F1OY FnEl F12E| F|5Q 22.04.00
FIS- FI?E;) m‘m‘ Help
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12
Data Correct? message.

ENTER
select Y| (Enter) to continue.

where appropriate.

. . ENTE? R
Verify the screen’s entries are correct and select _l (Enter) in response to the Is Above

If the information is incorrect, select ﬁl (F16), make the appropriate modifications, and

“Processing W2/SS Extract” briefly displays. “Processing W2/SS Merge” also displays

13 If the Create electronic media only option has been selected, skip to Step 32.

If the Print forms and create electronic media option has been selected, or the Print forms only

option has been selected, the following screen displays:

E PCG Dist=8991 Rel=22.04.00 12/22/2022 DODOOT 5V KASYSTEM  KASECOND WHITE

® % ® W-2 Print Options = = =
Place an 'X' at the beginning of the desired print option.
& Print All w-2's
Restart Print OF W-2's From SSH: BO08A606A
_ Reprint W-2's for the Following 3$5Hs:

Select desired order for printing W2's (H/L}: H
H = Hame Order
L = York Location, then Hame
W-2 Form Type: ¢ Hon Self-Seal Forms
" Seli-Seal Forms

Enter=Validate, F16=Exit

:Nr:v

FIS«

O x
WZPRTEHP

22.04.80

Action

14 To print all W-2’s:
Enter X in the Print All W2’s field.
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15 To restart print of W-2’s from the last Social Security Number (SSN) printed:
Enter X in the Restart Print Of W-2’s From SSN field.
Enter the appropriate Social Security Number (SSN) in the adjacent field.

W-2 printing may be restarted from the last correctly printed W-2 (by employee’s SSN) as in
the case of paper jams or power failures. Although PCGenesis prints two copies of this
employee’s W-2 statement, discard one of the copies after verifying all information.

16 To reprint individual employees’ W-2 statements:
Enter X in the Reprint W-2’s for the Following SSNs field.
Enter the appropriate Social Security Numbers (SSN’s) in the adjacent fields.

PCGenesis prints up to fourteen (14) individual W-2"s at a time.

17 Select the desired print sequence:

Enter N (Name order) or L (Work Location, then Name) in the Select desired order for
printing W2’s (N/L) field.

18 Select the radio button © to the right of W-2 Form Type to identify self-seal or non-self-seal
W-2 forms.

Select one option:

e Non self-seal forms (default)
e Self-seal forms

The employee address fields print in different locations based upon whether a self-seal W-2
form or a non-self-seal W-2 form is being used.

The self-seal W-2 form prints the return address at the top of the form, on the left-hand side,
and prints the employee address towards the top of the form, in the center.

The non-self-seal W-2 form prints both the return address and the employee address at the
top of the form, on the left-hand side, and when the non-self-seal form is folded into the ‘Z’
configuration, these addresses at the top of the form display in the envelope window
correctly.

19 | seject ¥ (Enter) to continue.
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The following screen displays:

[Z] PCGDist=8991 Rel=22.04.00 12/22/2022 DOD0O1 SV KASYSTEM  KASECOND WHITE - O X

Enter=Continue, F16=Reenter

W2PRTEHMP
= * = -2 Print Options = = =

Place an "X' at the beginning of the desired print option.
¥ Print nll w-2'S
Restart Print OFf U-2's From SSH: 06800068008
Reprint W-2's for the Following SSHs:
fOE0B0000 OPOOOPBA0 PEPOODOOOD PODBOOOAE ODBOBODOOO VOOOPOAOE BOODOBOBA
080088008 DRBNODBOA0 PAAONOOBE OBONOBOOA DOBANDBOAD 0RAOOBAGOD O0BOAABOOA

Select desired order for printing W2's (H/L): H
H = Hame Order
L = York Location, then Hame
W-2 Form Type: ' MNon Self-Seal Forms
" Selfi-Seal Forms

‘"“.v 22.84._808
FIS«
Step  Action
20 Insert the W-2 forms into the printer.
ENTER
21 Verify the screen’s entries are correct and select _fl (Enter).

If the information is incorrect, select ﬁl (F16), make the appropriate modifications, and
select _‘(l (Enter) to continue.
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The following screen displays:

PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD Q01 SV KASYSTEM  KA\SECOND WHITE - O *
UZ2PRTEHP
Print W2 Forms
Are W2 forms inserted? __ (YES,HOD)
F16 = Exit
L 22_04.00
FIS«

Step | Action

22| select ¥ (Enter) to continue.

Select ﬂ (F16) to exit the process.

The following dialog box displays:

(o«

inter-
Select Printer: Microzoft XP5 Document Writer —
) Microzoft Office Document Image Writer
Called By: HP Laszerlet 4 - Yirtual
CALLTO99 Generic / Text Only
Adobe PDF
) ) \prnintzervert199-HPCLJBS50GH
Orientation: \\printgzervery2Z240-HPLJ4 300
= Portrait \prnintzerverh2276-HPLI4300DTH s
¢ Landscape Mprnintzerverh 227 7-HPLI4300dtin
P Viprintzerver\38283-X4517 i

Default Printer |‘u‘tprintserver\ZZ?E-HPL.I-IIEI]I]dtn |

Selected Printer |uprintseweﬁzz?ﬁ-uPu43uumn |

(1]4 Cancel
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23 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.

24 Select Ll (OK).

The following screen displays:

E PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM  KM\SECOMD WHITE - O x
CALLW2S

Setup for 2022 W2s
Current Printer Selected Generic / Text Only Printer
PLEASE MAKE SELECTIOM

i| - Select Printer

- Print Sample ‘W2

- Save and Continue
- Cancel and Exit 22.84.88

Step Action

25 Print a sample W-2 form:

Insert an actual W-2 form into the printer’s feeder tray, and select il (F2 — Print Sample
W2).

Print the sample copy of the W-2 form to ensure the information is properly aligned before
continuing.

“Printing Sample W2 briefly displays.

Select ﬂl (F16 - Cancel and Exit) to exit W-2 processing, and to return to the Payroll
System — Annual Reports Menu.
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Ste Action

26 Print employee W-2 forms:

Ensure the sample copy’s alignment is correct, and select il (F8 - Save and Continue).
“** Creating W2 Printfile **” briefly displays.

The following screen displays:

[Z] PCGDist=8991 Rel=22.04.00 12/22/2022 DOD0O1 SV KASYSTEM  KASECOND WHITE - O X
W2PRTENP

® * % W2 Form Printing * % x
—————— Successful Completion —-——-—-

Total W?'s Printed For Hedicare Only {HI Only) Employees = a
Total W2's Printed For FICA {HI and OASDI) Employees = 357
Total Humber OF W2's For Hedicare Only {HI Only)} Employees = a
Total Humber OF W2's For FICA (HI and OASDI) Employees = 357
ENTER or F16 to Exit
‘"“.V 22.04.88

FIS-

Step Action

27 Carefully verify the school district or system totals. Also verify the number of Medicare and
Non-Medicare employees, and ensure that the total number of W-2s printed is correct.

Procedure B: W-2 Statement Balancing provides detailed instructions to aid in completing
this step.

If the information is incorrect, contact the Technology Management Customer Support
Center for assistance.

28 Screen-print the Successful Completion screen to verify against the number of W-2s printed.

29 Select ﬂl (Enter) to continue.

Select ﬁl (F16) to exit the process.
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The following screen displays:

-
=] PCGDist=8991 Rel=14.04.00 01/08/2015 PCW 003  CADEVSYS CASECOND Wi

MOTE: If you have made changes to the amounts on a
W-2, you must be sure to resubmit a new fFile to
the Social Security Administration.

=xx% Remove W2 Forms from Printer s=s=s

Press Enter to Continue

ANNBAALP

13.84.688

Step  Action

30 After reviewing the screen’s information, remove the W-2s from the printer, and select Enter

(to Continue).

31 If the Print forms only option has been selected, skip to Step 43.
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If the Print forms and create electronic media option has been selected, or the Create electronic
media only option has been selected, the following screen displays:

E PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM  KASECOND WHITE — O >
W2ssa

Please Enter Your Personal Identification Mumber (P.I.H)
ABCDEFGH

A Personal Identification Humber (F.I.H)} is required to
process the W-2 electronic file{s). If you do not
have a Personal Identification Humber (P.I.H) please
refer to the calendar year end documentation.

ENTER = Continue, F16 = Exit Program
NP 22.84.88

FIS«

Step  Action

32 Enter the school district/system’s SSA-assigned Personal Identification Number (PIN) in the
field and select _"l (Enter) to continue.
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The following screen displays:

[F] PCGDist=8991 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM KASECOND WHITE — O it
W253A
Please Enter Your Personal Identification Humber (P.I.N)
ABCDEFGH
A Personal Identification Humber (P.I.H)} is required to
process the W-2 electronic file{s). If you do not
have a Personal Identification Humber (P.I.H) please
refer to the calendar year end documentation.
*% [s The Above Data Correct? ==
ENTER = Continue, F16 = Reenter Data
‘"T‘V 22_84._08
FISﬁ
Step | Action

33 Verify the screen’s entries are correct and select _"(l (Enter) in response to the Is Above
Data Correct? message.

If the information is incorrect, select ﬁl (F16), make the appropriate modifications, and
select _'fl (Enter) to continue.
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The following screen displays:

PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 00T SV KASYSTEM  KASECOMND WHITE - O X

W2ssA
Type of File Submission: Electronic

Please enter the name and phone number of the person the Social
Security administration would need to contact regarding problems
with the processing of these W2'S.

Contact Hame W2 CONTACT HAME

Contact Telephone
Area Code 999 Exchange 555 Phone NHumber 1234 Extension 56789

Contact EMAIL W2clerkBdistrict . k12 .ga.us {(Required field)

Location address 1 {Required field)
Enter the submitter®s location. For example, Attention, Suite, Room Humber, etc.

ENTER = Continue, F16 = Exit PFrogram
‘"“.v 22.04_08

FIS-

Step | Action

34 Enter the school district/system’s W-2 processing contact name up to twenty-seven
characters, in the Contact Name field.

The name entered should be the same as on Form 4804 — Transmittal of Information
Returns Reported Magnetically.

35 Enter the school district/system’s contact telephone number in the Contact Telephone
Area Code, Exchange, Phone Nmber, and Extension fields.

For example, if the telephone number was (999) 999-9999/Extension 99999, enter 999 999
9999 99999.

36 Enter the school district/system’s W-2 processing contact E-mail address in the Contact
Email field.

37 Enter the school district/system’s location address in the Location Address field. The
SSA defines the Location Address as the submitter’s location address. For example,
Attention, Suite, Room Number, etc. are valid entries.

38 Select El (Enter) to continue.
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The following screen displays:

[7] PCGDist=8991 Rel=22.04.00 12/22/2022 DOD 00T SV KASYSTEM  KASECOND WHITE - O X

W233A
Type of File Submission: Electronic

Please enter the name and phone number of the person the Social

Security administration would need to contact regarding problems

with the processing of these W2'S.

Contact Mame W2 CONTACT MAME

Contact Telephone

Area Code 999 Exchange 555 Phone Humber 1234 Extension 56789
Contact EMAIL W2clerk@district k12 _ga.us {Required field)

Location address A1 {Required field)
Enter the submitter's location. For example, Attention, Suite, Room Humber, etc.

#% [s The Above Data Correct? ==

ENTER = Continue, F16 = Reenter Data

ENTEV 22.84.980
F‘Sh
Step | Action

39 Verify the screen’s entries are correct and select _"(l (Enter) in response to the Is Above

Data Correct? message.

If the information is incorrect, select ﬂ (F16), make the appropriate modifications, and
select _'fl (Enter) to continue.
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* ¥ E

K :\SECOND\PAYSSANWZREPORT
K:\SECOND\PAYSSAN1883 .CSV

WZREPORT File Totals

Grand total GA state wages:
Grand total GA state tax:

PCG Dist=8991 Rel=22.04.00 12/22/2022 DOD 001 SV KASYSTEM  KASECOMND

Successful Completion

The data file that was created must now be sent to the Federal government.
Transmit the file created per instructions.

Total Humber Of W2°s For HMedicare Only (HI Only) Employees
Total NHumber OFf W2's For FICA {(HI and OASDI)

W255A
W2 Electronic Hedia * * *

Employees 357

7,425,290.99
253,0833.69

ENTER or F16 to Exit, F17 to print the screen

"”‘.v 22.84. 80
Fish
Step | Action
40 Select F17 to print the screen and to obtain a screen print of the Successful Completion screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
Screen-print the Successful Completion screen to verify the results against the actual number of
W-2s printed.
41 select _"fl (Enter) or ﬂ (F16) to exit.
42 Carefully verify the school district/system’s totals. Also verify the number of Medicare and

Non-Medicare employees, and ensure that the total number of W-2s printed is correct.
Procedure B: W-2 Statement Balancing provides detailed instructions to aid in completing
this step.

If the information is incorrect, contact the Technology Management Customer Support
Center for assistance.
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The following screen displays:

-
1 PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘@lﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action

43 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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Procedure F: AccuWage Sofiware Installation and W-2
Electronic Media File Verification

F1. Downloading and Installing the AccuWage Software

Although these instructions display the Windows® Server 2008 Operating System screenshot examples,
and may vary slightly for other operating systems, PCGenesis users may use the instructions with all
operating systems.

Step  Action

1 Using the Microsoft® Internet Explorer Web browser, access:
http://www.ssa.gov/employer/accuwage/index.html.

2 Select the Download AccuWage — CCYY Tax Year link.

If Java has not been installed on the PCGenesis server, select Download Java Now and
install Java before downloading the AccuWage software.

The following screen displays briefly:
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The following screen displays:

Security Information il

The application's digital signature has been verified.
Do you want to run the application?

Name: Accubage 2012 Java
Publisher: Social Security Adminiskration

From: hikkps ) ey, socialsecurity  goy

[ &lwavs krust content From this publisher

Fun Cancel

E Thiz application will Fun with unrestricted access which may put

your personal information at risk, The publisher's identity has been More Information...
werifiad, Run this application onby iF woo trust the poblishar,

When the Security Information warning dialog box displays, select (Run).
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F2. W2REPORT File Verification via AccuWage

Step
1

" Action

From the Taskbar, select Start — All Programs — AccuWage CCY'Y or from the desktop

C A A

RACCUWEgE

select | Auki™ (the AccuWage CCYYY Java) icon.

- Adget

|_| Start Testing

When the AccuWage Welcome window displays, select ‘ (Start

Testing), and navigate to K:\Second\PAYSSA.

The following window displays:

E please Enter File Name to be Tested x|

| o—
.| O—

oQ
oo

Look In: |5 PAYSSA « | || |53 |3

[ 1003.C5v

[ w2REPORT

File Name:  [W2REFORT |

Files of Type: |ﬁll Files | - |

Open LCancel

Step

" Action

Locate the W2REPORT file created in Procedure E: Printing Employees’ W-2 Statements
and Creating the Electronic Media File and select ﬂl (Open).
The message, “Processing Record Number...” displays briefly at the bottom of the screen.
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Step Action

4 If the message, “AccuWage Errors that Need to be Corrected” displays, select the
appropriate option from the right side of the screen.

Wiew Test
ﬂ Results

To view the Error Report on-line, select ‘ (View Test Results).

Wiew / Print Test
Repaort

To print the Error Report, select (View/Print Test Report).

Using the Record selector/error message explanation feature within the Accuwage Errors
that Need to be Corrected dialog box, and other resources including those provided on the
SSA’s website, make the corrections to the employee information, and repeat the
appropriate procedure within this document.

Proceed to Step 7.

5 NOTE: Some records in the W2REPORT file may be highlighted with an Alert

A ALERT symbol. The alert messages may be ignored because they are informational
only.

The most common alert message is on Record 2 of the W2REPORT file. If
the following message is displayed, this message may be ignored:

This alert is informational only. Submitter EIN [Position 3-11] and Employer/Agent EIN
[Position 8-16] are an exact match. Please verify that you intended to have the Submitter
EIN and Employer EIN match before proceeding. No further action is needed if this was

intentional.
6 If no errors are detected, the file may be uploaded to the Business Services Online Web
&2 upioad to BsO
site. Select (Upload to BSO) and follow the instructions to submit the

file to the Social Security Administration.

= View Tested
/ Records

Otherwise, select
records in the W2REPORT file.

(View Tested Records) in order to view the

7 Select Exit to close AccuWage.
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Procedure G: Electronic Media Processing
G1. Social Security Administration (SSA) File Submission

“The SSA no longer accepts magnetic tapes, cartridges, or 3 1/2" diskettes. All wages must be filed
either electronically or on paper.”

Step  Action
1 To upload the file via the Web: Refer to the instructions at http://www.ssa.gov/employer/.

G2. State of Georgia — Department of Revenue File Submission

The Georgia Department of Revenue (DOR) requires employers reporting 250 or more income
statements to submit them via electronic or magnetic media. Employers reporting less than 250 income
statements have the option of filing them via paper copies or electronic or magnetic media.

Ste Action

1 After creating the electronic media and uploading the SSA’s file, create the media for the
Department of Revenue. (The Department of Revenue uses a predefined record within the
SSA’s file.)

From Windows® Explorer, access K:\SECOND\PAYSSA.

e The W2REPORT file is the Federal MMREF file required by the Georgia
Department of Revenue.

e The 1003.csV file is the G-1003 file required by the Georgia Department of
Revenue.

Follow the instructions to submit the Federal MMREF file and G-1003 file electronically.

Follow the instructions at: https://gtc.dor.ga.gov/ / to upload the files electronically via the
Web.
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