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PCGenesis Payroll for Beginners
Manual checks, Voids and Adjusting Pension
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What happens in a payroll run?

• Setup Payroll 

• Run payroll trial registers – very important to check reports

• Calculate payroll and update YTD – (F4)

• Print checks and direct deposits – Restore point

• Print final registers and create NACHA (F7 & F8)

• Print final payroll distribution (F12)

• Post to earnings history and budget files (F13 & F14) – Post 
and closes out payroll (Restore point)
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While processing a current payroll.  Corrections can be made with manual checks or voids from a 
previous payroll run. Add a check or direct deposit. 

• To add a check/direct deposit or void a check for a current 
OPEN payroll.

• Use option F6 – Check/Direct Deposit Void/Add Menu

• Use option F9 – Manual Checks & Voids from Previous Pay.
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Payroll has been 
set up.

F3-Payroll check & 
direct

deposit menu



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 5

Execute each 
function key 

needed to complete 
your payroll 
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If current payroll is still 
open and you needed 

to Void/Add a Check/DD  
use F6 

or you forgot to pay a 
new employee you can 

click on F9  to add a 
manual check or void 
from a previous pay.
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F6
Need to void/add a 

Check/DD 
Complete steps 1-5.

To review completed steps –
F12 
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Step 1: Enter the employee number to display what you want to void. 
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This is the check or DD 
we need to void/add.
Replace with a DD or a 
check. 
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Void/Add
successful 
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Step 2: Go to F2, F5-Upd withholding data to make updates, if 
needed for that employee. Ex: emp DD number is wrong, turn off and 
create a check. Remember to turn DD back on after payroll cycle.
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Step 3: Execute Trial Register for additional Checks/DD
Step 4: Calculate Pay and Update YTD…..Post to PCG review trial and make sure it 
has what you are expecting. To catch before final posting.
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Step 5: Print Additional Checks/DD
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After running steps 1-
5 flags flip from Y to 
N. 
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Pay Monitor – click 
here to see what step 
you are on in payroll.
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Pay Monitor –
keeps track of 
what step you are 
on.
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Complete steps

F-9, F10 and F13 to
Create Manual check

F-11 and F12 to Void 
from a Previous Pay



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 18

F-9 Enter 
information to 
create a Manual 
check
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F-10 to display a 
Manual check
(verify everything is 
correct)
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Click F-13 to print 
manual check

Select one check to 
print and ENTER

Click Yes to print
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Last check verification 
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F11
Click on drop down 
to find the check or 
DD you want to void 
from Previous Pay
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Choose which check 
or DD you want to 
void from Previous 
Pay 09/30/2022
Click Enter and click 
F8-save
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Click F8 to save 
VOID from previous 
pay
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F7 – print final payroll 
register. 
Produces 3 reports.

1. Voids entered for Pay 
88369
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F7 – print final payroll 
register. 

2. Pay check register 
both checks we 
entered is displayed
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F7 – Payroll final 
register for 

3. Employee 86791
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F7 – payroll final 
register for pay  

3. Employee 88369
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F8 – print deduction 
register and create 
Nacha file  
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F8 – print deduction 
register and create 
Nacha file  
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F8 – print deduction 
register and create 
Nacha file  
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F8 – print deduction 
register and create 
Nacha file  
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F8 – print deduction 
register and create 
Nacha file  
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F12 – print  final
payroll distribution  

Check over your 
reports
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F12 – print  final payroll 
distribution. 

Reminder to check your 
pay monitor

Check reports – this 
step produces several 
reports
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Attention: You can re-create 
NACHA file if you haven’t
clicked F13 *****

F13 – Post Earnings History
F14- Post Budget Files
Check over your reports

Behind the scenes Backup of 
PAYDATA to PAYDATAQ 
Backup of SECOND to 
SECONQ
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F13 – Post Earnings 
History

F2, F10 to Display and 
verify it posted to EH
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F14 – Post
Update Budget Files

Payroll cycle is complete 
All steps completed are 
equal to Y for confirmation.

If you receive an error 
while doing your final 
updating call helpdesk to 
restore and complete 
payroll.
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Earnings History Adjustment

How to enter an earnings history 
adjustment?
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How to enter a Earnings History 
Adjustment?

• EH adjustment ONLY adjust earnings

• You can adjust amounts with a negative or a positive amount

• Create a claim - - If monies need to be paid back

• To add an adjustment: Enter “A” for adjustment record,      
Emp #, year, quarter and pay period that needs an adjustment

• Clear all money fields off adjustment screen

• Create a “Z” line type for the period ending

• Only enter fields that you need to adjust
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F2 – Payroll 
System
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F10 – Earnings 
History Menu
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F1 – Add Earnings 
History Record
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F1 – Add Earnings 
History Record
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F1 – Add Earnings 
History Record

Erase or space out  ALL
dollar amounts, banking 
information and 
annuities off the screen.
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F1 – Add Earnings 
History Record

TRS – Pens = 2
Only enter what’s 
required for pension 
adjustment
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F1 – Add Earnings History 
Record

Pen = 1 OLD PSERS $4.00
Pen = 5 New PSERS $10.00

Erase or space out  ALL
dollar amounts and 
annuities off the screen.
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F2, F2, F13 – Print 
Earnings History

TRS – Pen = 2

Our adjustment shows 
up here.
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