PCGENESIS PAYROLL SYSTEM
OPERATIONS GUIDE

1/10/2020 Section I: Special Functions

[Topic 8D: Payroll Earnings History File

Processing, V1.8]



Version Description Author

1/10/2020 1.8 19.04.00 — Add Federal Withholding and State Withholding D. Ochala
information to the selection screen.

04/02/2018 1.7 18.01.00 — Add Contract Months to the selection screen. D. Ochala

05/12/2016 1.6 16.01.00 — Update Logo and Footers. S. Scrivens

7/25/2013 15 13.02.00 — Update ‘X’ and ‘Y’ Process Type codes. D. Ochala

12/04/2012 1.4 12.04.00 — Add Section 125 Flag and the Account GHI D. Ochala
Distribution % to the selection screen.

10/11/2011 1.3 11.03.00 — Add Birth Date, Hire Date, Rehire Date, Term Date, D. Ochala
Sex Code and Marital Status to the selection screen.

05/24/2011 1.2 11.02.00 — Update menu screenshots. D. Ochala

02/07/2011 1.1 10.04.01 — Add Employer OASDI and Medicare fields. Update D. Ochala
screenshots.

12/08/2010 1.0 10.04.00 — Create a new document for Payroll Earnings History | D. Ochala
Data Export File Processing instructions.
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PCGenesis Payroll System Operations Guide

Overview

Earnings History Export: PCGenesis allows users to select fields from the earnings history data for export.
Up to twenty (20) payroll deduction items may also be selected for inclusion in the export file. If payroll
deductions are selected, the export file may contain multiple lines per employee, one line for each payroll
deduction selected. The user may select Earnings History records based upon a date range, or based upon a
payment type. Further, users may specify dollar amount, Social Security Number (SSN), and date formats for
the results output.

Earnings History Gross Data Distribution Export: Use the export procedure as needed to create a
financial analysis and projection spreadsheet of historical payroll payments. PCGenesis allows users to select
pay distribution fields from earnings history for inclusion in the export file. The Earnings History Gross Pay
Distribution Export can create multiple lines per employee, one line for each Gross Pay Type and Account
Number selected. The user may select Earnings History records based upon a date range, based upon a
payment type, or based upon the gross data type. The user may also wish to export information for a specific
account, or partial account specification. Further, users may specify dollar amount, Social Security Number
(SSN), and date formats for the results output.

Setting Employee Search Criteria: Refer to Section B: Payroll Update Processing, Topic 1:
Setting/Clearing Employee Search Criteria for the instructions on setting search criteria filters to select
specific employees for the export file. The search filters allow the user great flexibility in determining
which employees are selected for the export. For example, employee records may be selected based
upon the class code, number of contract months, work location, and more. The following export

procedures allow utilization of the Search Criteria feature (@ F10 — Set filter condition): Export
Selected Payroll/Deduction Data, Earnings History Export, and Earnings History Gross Pay Distribution
Export.
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PCGenesis Payroll System Operations Guide

Procedure A: Earnings History Export

=
m PCG Dist=8091 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND W'HIT- 5 X

FKey

1
2|
3]
4]
_5 |
_8 |
9|
o |
1
2|
13
_20 |

Master | "“'1;;{ |

Payroll System

Haster Henu

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

Annual Reports Menu
MonthlyfQuarterly/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

File Reorganization

PAYHBBEA

15.83.688

| 145 | V5| DAY | MEND

1 Select _13_| (F13 - Special Functions).

The following screen displays:

T
PCG Dist=8991 Rel=18.01.00 18 PCWOO1 SV CADEVSYS CASECOND
= s 04/02/20 DI AS|

T T

FKey

bbbkl bE

Masterl “mlist | |

Payroll System

Special Functions Menu

DisplayfUpdate Pay Schedules
Print Invalid Budget Accounts in Payroll

TaxfWithholding/Control Menu
Maintain{Print State File Menu
Reset Payroll Amounts Menu
Payroll Mass Update Menu
Delete Employee Menu
Payroll Exportfimport Menu

PAYHBB13

| | | A8 .03 .88

@[ 1S | V5| SO MEND

Step  Action

2 Select 8 _| (F8 - Payroll Export/Import Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCGDist=8991 Rel=12.03.01 12/04/2012 PC\Y 001 C:\DEYSYS C:\SECOND - IEIEI
Payroll System PAYHBB16

Payroll Export/Import Henu

-- Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
- - Payroll Deduction Import

Export Selected Payroll / Deduction } CPl Information
-- Import Selected Payroll Information

- - Earnings History Export
- - Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
- - Export New Hire File for Georgia Directory of New Hires

Bl bl bl bl b2

Mastar l|serlist 11.82.488
rel| (MR | MeriZp | AR | MEND

Step Action

3 Select __7_| (F7 — Earnings History Export).

4 On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists.
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PCGenesis Payroll System Operations Guide

The following screen displays:
[ PCGDist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND wmll [E=REES)

PAY1ZEXT

Create Payroll/Deduction Export File to Load in Excel

Enter the Export file Path and Name (e.g. C:\EXPORT\PAYEXPCCYYHHMDD.CSU)
or F18 to Browse for File

C=A\EXPORTAPAYEXP2 81868462 .C3U

NOTE: DIRECTORY HMust nlready Exist

The filepame will default to C:\EXPORT\PAYEXPccyymmdd.CGSV (ccyymmdd = today's date).
The G:\EXPORT directory MUST exist. If G:\EXPORT does not already exist, you MUST
create the G:\EXPORT directory or change to an exsting path.

Enter = Continue or F16 = Exit
| |F1I] | 18._01.00

Step Action

5 Verify C\EXPORT\HISEXPCCYYMMDD.CSV, where CCYYMMDD identifies the
calendar year, month and date, defaults in the Enter the Export file path and name field.

Select F10° (F10 - Browse for file) to locate the export file path and name manually.

PCGenesis allows entries other than C:\EXPORT\HISEXPCCYYMMDD.CSV as long as the
directory structure entered exists.

If the export file specified already exists, PCGenesis deletes the existing file before creating
a new file with the new information.

6 Select E (Enter - Continue).
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PCGenesis Payroll System Operations Guide

The following screen displays:

F bl
[Fl PCGDist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHITE ‘ o o=
e —

Earnings History Export PAYPES B0

to set selection criteria Filter not active

Enter period to be extracted: 1/81/2818 thru 1273172818

3elect at least one pay type to export:
X Issued checks X Adjustments X HMon-taxable 3rd party sick
X Woided checks _  W-2 Adjustments X Taxable 3rd party sick

Export sort order: * Employee Mumber
" Employee 55N
" Employee Mame [Lname Fname]
Amount format: * Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
S5H format: * Alpha -999-88-7777
" Numeric - 999887777
Date format: & MM/DD/CCYY
" CCYYMMDD
History Item{s} Selected: 5] F4 to select HISTORY items
Deduction{s) Selected: 5] F6 to select deductions
Ho Items Selected
Enter=Create File, F4=Select HISTORY Items, F6=Sel eductions, F16=Exit
s I T e L A AR 17.61.00
=d | [ [ |

F10 — Set filter
conditions

Step | Action

! To set specific search criteria: Select ﬂl (F10 — Set filter condition). On the Export
Employee Master Data — Set Employee Selection Filter screen, make the appropriate

selections and entries. Verify “Filter conditions set.” displays. Selecting ﬁl (F16 —
Exit) will return to the Earnings History Export Selection Screen.

NOTE: Do NOT select _"I (Enter — Continue) at this point. Select employee earnings
history items (F4 — Select HISTORY Items) and deductions (F6 — Select Deductions) first,
before processing the export request.

Select ll (F4 — Select History Items).
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CANDEVSYS CASECOND

Enter ‘X' for
Check date
Transaction date
Pay class

Check type

Check bank

Check number
Number of pays
FICA switch
Federal switch
State switch

GHI switch

AEIC switch
Pension code
Federal W/H info
State W/H info
Pay location
Work location

Earnings History Export
Fields

Select

the item to be reported

| T A T - O O B B A = = =

Regular hours
Regular gross
Overtime hours
Overtime gross
Contract amount
Total gross

Tot pension gross
Tot pension amount
Tot GHI gross
Total FICA gross
Total FICA amount
Total HI gross
Total HI amount
Total OASDI gross
Total O0ASDI amount
Total AEIC payment
Tot imputed income
Tot non-taxable amt
Total net

Employer pension
Employer GHI
Section 125 flag
GHI Option

GHI Tier

F7-Return, F11=Select All, F12=Deselect All,

(=513 I Y A - Y A O I O |

WHITE

F11=Select

Certified/Non-cert
Instruction flag
Full time/Part time
TRS service ind
DD bank

DD account

DD net

DD bank

DD account

DD net

DD bank

DD account

DD net

DD bank

DD account

DD net

DD bank

DD account

DD net

Employer OASDI
Employer Medicare
Contract Ho

VIV EESEESEQUWNNN = =

F16=Exit

Annuity company
Annuity company
Annuity company
Annuity company

Annuity company 5

- O X
PAYPES 00

All, F12=Deselect All

Annuity ded

Annuity ded

1
1
2
2

Annuity ded 3
3

Annuity ded 4

N
5

Annuity ded

Birth date
Hire date
Rehire date
Term date

Sex code
Marital status

4 F4 6 | F7 LU Rz 19.683.01
Fﬁ‘-
Ste Action
9 Enter X in the field to the right of the preferred earnings history items.
10 Select Ll (F7 — Return to Setup Export), or select ﬂl (Enter - Continue) to return to

the Earnings History Export Options screen.

Select ﬂl (Select All) or il (Deselect All) or select ﬁl (F16 — Clear selections and
exit) where appropriate.
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PCGenesis Payroll System Operations Guide

The following screen displays:

a ™y
[l PCGDist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WHIT‘ ol = ]
S S ——
Earnings History Export PAYPES A8

to set selection criteria Filter not active

Enter period to be extracted: 1/81/2818 thru 1273172818

Select at least one pay type to export:

¥ Issued checks X Adjustments X HMNon-taxable 3rd party sick
X Uoided checks _  W-2 Adjustments X Taxable 3rd party sick
Export sort order: ¥ Employee Number
" Employee 55N
" Employee Name [Lname Fname]
Amount format: % Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
35H format: % Alpha - 999-88-7777
" Numeric - 999887777
Date format: + MM/DD/CCYY
 CCYYMMDD
History Item{s} Selected: 8 F4 to select HISTORY items
Deduction({s) Selected: [¢] F6 to select deductions

Enter=Create File, F4=Select HISTORY Items, F6=Select Deductions, F16=Exit
wgel | | |ra | e[| | |WX|En|E2| | | | 17.61.00

NOTE: PCGenesis displays the total number of employee HISTORY items selected.

Step  Action

11 Select _F6_| (F6 - Select Deductions).
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PCGenesis Payroll System Operations Guide

The following screen displays:

- ™y
m PCG Dist=8991 Rel=18.01.00 04/02/2018 PCW 001 SV CADEVSYS CASECOND WI—IIT‘ L-:-Ehg
Earnings History Export PAYPES A8
Select History Deductions
Include deductions with zero dollar amounts? H (Y or N)

Enter X" for the deduction to be reported.
88=FRINGE _ 81=EMP ANNUITY _ 82=EMP ANNUITY _ 83=FED W/H TAX _
B4=GA INCOME TAX _ 87=NON-QUAL _ B8=NONCERT HMERIT X B9=CERT HMERIT X
168=UENDOR 682488 _ 11=UENDOR 6888999 _ 12=1-UNDR 0086865 _ 13=1-UNDR 006868686 _
14=I-UNDR 084683 _ 15=UENDOR 884373 _ 16=UENDOR 608686812 _ 17=UENDOR 66868616 _
18=COURT W/H _ 19=COURT W/H _ 28=COURT W/H _ 21=COURT W/H _
22=UENDOR 6688885 _ 23=CUNION 681881 _ 24=UENDOR 683968 _ 25=UENDOR 663782 _
26=COURT W/H _ 27=I-UNDR 883782 _ 28=COURT W/H _ 29=COURT W/H _
38=COURT W/H _ 31=UENDOR 6868118 _ 32=COURT W/H _ 33=UENDOR 084885 _
34=UENDOR 881975 _ 35=UENDOR 084894 _ 36=UENDOR 885347 _ 37=COURT W/H _
38=COURT W/H _ 39=COURT W/H _ 48=UENDOR 683989 _ 41=COURT W/H _
42=SUPER SHBP _ 43=COURT W/H _ 44=1-UNDR 685945 _ 45=1-UNDR 665945 _
46=I-UNDR 885945 _ 47=I-UNDR 885946 _ 48=1-UNDR 685947 _ 49=UENDOR 665948 _
508=UENDOR 885949 _ S1=UENDOR 885949 _ 52=UENDOR 885949 _ 53=UENDOR 685949 _
54=I-UNDR 888118 _ 55=I-UNDR 888118 _ G6=I-UNDR 885958 _ 57=UENDOR 885951 _
58=UENDDR 885856 _ 59=COURT W/H _ 68=UENDOR 885995 _ 61=UENDOR 884726 _
70=3RD ANNUITY  _

Select up to 28 deduction codes to report.

F7=Return to Select Fields, F12=Deselect All, F16=Exit Mo Deductions Selected

2TEg | | | | Fs | | /6 | F7 | |.. | F11 | F12 | 17.81.80

The Select History Deductions screen entries are system-specific

Ste Action

12 Enter Y (Y) or N (No) in response to the Include deductions with zero dollar amounts?
prompt.

13 Enter X in the field to the right of the preferred deductions.
PCGenesis allows the selection of twenty (20) individual deductions, and displays “Max of 20
deductions allowed. ## selected.” where ## is the total number of deductions, when users
select more than twenty (20) deductions.

14 Select Ll (F7 — Return to Setup Export), or select ﬂl (Enter - Continue) to return to
the Earnings History Export Options screen.
Select El (Deselect All) or select ﬁl (F16 — Clear selections and exit) where
appropriate.
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PCGenesis Payroll System Operations Guide

The following screen displays:

g T R R B
[l PCGDist=8991 Rel=18.01.00 04/02/2018 PCWOO1 SV CADEVSYS CASECOND wmi A [E=REERr
Earnings History Export PAYPES A8

Select at least one pay type to export:

to set selection criteria Filter not active

Enter period to be extracted: 1/81/2818 thru 1273172818

¥ Issued checks X Adjustments X HMNon-taxable 3rd party sick
X Uoided checks _  W-2 Adjustments X Taxable 3rd party sick
Export sort order: ¥ Employee Number
" Employee 55N
" Employee Name [Lname Fname]
Amount format: % Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
35H format: % Alpha - 999-88-7777
" Numeric - 999887777
Date format: + MM/DD/CCYY
 CCYYMMDD
History Item{s} Selected: 8 F4 to select HISTORY items
Deduction({s) Selected: 2 F6 to select deductions

Enter=Create File, F4=Select HISTORY Items, F6=Select Deductions, F16=Exit
wapl | | | Fe ] ||| | [WT|F1 |2 17.61.00

NOTE: PCGenesis displays the total number of deductions selected.

Ste
15

Action

Enter the date range (MM/DD/CCYY) of the earnings history records to be selected in the Enter
period to be extracted fields.

16

Enter X in the appropriate pay type field(s).
Valid selections correspond to the following earnings history record types:
I = Issued checks
A = Adjustments
N = Non-taxable 3" party sick
V = Voided checks
W = W-2 adjustments
T = Taxable 3" party sick

17

To define the sort order: Select the * (Radio button) to the left of the Export sort order field.

Regardless of the sort order selected, PCGenesis always exports the Name, SSN, and Employee
Number fields.

18

To define the dollar amount format: Select the * (Radio button) to the left of the appropriate
Amount Format: field.
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PCGenesis Payroll System Operations Guide

Step  Action |

19 To define the Social Security Number (SSN) format: Select the ©* (Radio button) to the left of
the appropriate SSN Format: field.

20 To define the date format: Select the * (Radio button) to the left of Date Format: field.

21 Select ﬂl (Enter - Continue).

The following message box displays:

-
| @ Ready to extract records?

Select OK to continue.
Select CANCEL to redisplay the screen.

Cancel |

Step  Action |
22

Select L (OK) to continue processing and to extract the earnings history data.

If the selected earnings history data is incorrect or incomplete, select M (Cancel) to enter
the correct information.

“**Processing Request**” briefly displays.
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCGDist=8991 Rel=12.03.01 12/04/2012 PCW 001 C:HDEYSYS [\ SECOND _|E|£|
PAYPES BB
Earnings History Export File Created
File Hame = CAEXPORTNHISEXP2B121204.CSVY
Total Records = 1967
Enter=Continue
12.82.88

Ste Action

23 Screen-print or record the file name displayed and select Enter (Continue).
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCGDist=8991 Rel=12.03.01 12/04/2012 PC\Y 001 C:\DEYSYS C:\SECOND - IEIEI
Payroll System PAYHBB16

Payroll Export/Import Henu

-- Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
- - Payroll Deduction Import

Export Selected Payroll / Deduction } CPl Information
-- Import Selected Payroll Information

- - Earnings History Export
- - Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
- - Export New Hire File for Georgia Directory of New Hires

Bl bl bl bl b2

Mastar l|serlist 11.82.488
rel| (MR | MeriZp | AR | MEND

Ste Action

24

Select ﬁl (F16 - Exit) to return to the Payroll System — Special Functions Menu, or select
Ml (Master) to return to the Business Applications Master Menu.

25 Navigate to C:\EXPORT\HISEXPCCYYMMDD.CSV where CCYYMMDD identifies the
calendar year, month and date.
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PCGenesis Payroll System Operations Guide

The following window displays:

NEE

File Edit %iew Favorites Tools Help | ﬂF

QBack = o) ~ (¥ | ) search | Folders | 1 20 X 9 | G-

Address | CEXPORT ~Beo

Folders X || Mame | Size | Type | Date Modified
[3) DOCUMENT ;I @HISEXPEDIDDBIQ.CSV 119 KB Microsoft Office Exc...  8/19/2010 2:04 PM

I Documents and Set
I Download
[ et
|9 EXPORT ]
| FPSE_search
| GERWRE
I GHISrC
[T GROSSDAT
15 Inetub
[T JOURMAL EMTRIES
[ LMS - Leave Manag_ ™

Jd | *i Jd |

|1 objects {Disk free space: 10.5 GB) |

=

Step  Action

26 Open the appropriate earnings history information file.
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PCGenesis Payroll System Operations Guide

The following window displays:

(@) H9-v Q)+ HISEXP20100819.CSV - Microsoft Excel - fx
— Home Insert Page Layout Formulas Data Review View Developer Add-Ins ® - = x
:-.j # Calibri -11 - |A‘ A | |§ = = | | = General - ﬂ ﬁ 9?‘ EiRdle=clt iy z - ? [ﬁ

53 : ) ___) 5 Delete ~ || (@] - ]
e g p e A [ - (8 )| S Pt €| - | - B S
Clipboard = Font F] Alignment F] MNumber F] Styles Cells Editing
Al - b3 | Empno ¥
A B C D E F G H I J K L M N o] P Q

1 |[Empno ISSN Name Year Quarter Period Check Type Check Dt Trans Dt Chk Type Chk Num GHI Sw GHI Gross Emplr GHI DED Desc  DED Code DED Amt DE[S|

2 57658 999-08-76!BETRENS YATAIRA 10 1 11 1/29/2010 C 159750 Y 3546.30 657.27 HEALTH INS 9 210.40

3 87658 999-08-76. BEVTRENS YATJAIRA 10 1 ElL 2/26/2010 C 1607689 Y 3546.30 0.00 HEALTH INS 9 210.40

4 87681 993-08-76i CHENG NO8 10 1 11 1/29/2010 C 153423 ¥ 3467.59 642.68 HEALTH INS 9 199.30

5 87681 993-08-76i CHENG NO8 10 1 31 2/26/2010 C 160466 Y 3467.59 0.00 HEALTH INS 9 199.30

6 87691 993-08-76! PAGMA RIGOBERTO 10 1 11 1/29/2010 C 159786 Y 1674.50 310.35 HEALTH INS k] 110.50

7 87691 999-08-76! PAGMA RIGOBERTO 10 1 31 2/26/2010 C 160804 Y 1674.50 0.00 HEALTH INS 9 110.50

8 87692 995-08-76! PUSNELL ELSA 10 1 11 1/29/2010 C 159719 Y 4590.49 850.80 HEALTH INS k) 219.30

9 87692 999-08-76! PUSNELL ELSA 10 1 31 2/26/2010 C 160740 Y 4590.49 0.00 HEALTH INS ) 219.30

10 87706 9938-08-7AFO7 GOTZALO 10 1 11 1/29/2010 C 159686 Y 3991.92 739.86 HEALTH INS 9 219.30

1 87706 993-08-77 FO7 GOTZALO 10 1 31 2/26/2010 C 160708 Y 3991.92 0.00 HEALTH INS ) 219.30

12 87708 993-08-7A MUSLIGAN ROSCO 10 1 11 1/29/2010 C 159452 Y 4327.01 801.96 HEALTH INS 9 203.00

13 B7708 999-08-7AAMUSLIGAN ROSCO 10 1 31 2/26/2010 C 160494 Y 4327.01 0.00 HEALTH INS 9 203.00

14 87711 999-08-77 BE2ZUCHAMP JEZFRE' 10 1 11 1/29/2010 C 159530 Y 3875.62 718.30 HEALTHINS 9 14.10

15 87711 993-08-77.BE2ZUCHAMP JEZFRE* 10 1 31 2/26/2010 C 160564 Y 3875.62 0.00 HEALTH INS 9 14.10

16 87715 993-08-77. MUBCY ALBXIS 10 1 11 1/29/2010 C 159539 Y 5187.32 961.41 HEALTH INS 9 141.50

17 87715 993-08-77. MUGCY ALGXIS 10 1 31 2/26/2010 C 160591 Y 5187.32 0.00 HEALTH INS k] 141.50

18 87723 999-08-77. GOBSETT GU6 10 1 11 1/29/2010 C 93431Y 3857.08 714.87 HEALTH INS 9 203.00

19 87723 995-08-77. GOGSETT GUG 10 1 31 2/26/2010 C 93627 Y 3857.08 0.00 HEALTH INS k) 203.00

20 87737 999-08-77. GREENFIELD FABIAN 10 1 11 1/29/2010 C 159543 Y 4590.49 850.80 HEALTH INS ) 14.10

21 87737 999-08-77. GREENFIELD FABIAN 10 1 31 2{26/2010 C 160576 Y 4590.49 0.00 HEALTH INS 9 14.10

22 87738 999-08-77. HOTFMANN LATEND 10 1 11 1/29/2010 C 159769 Y 162.72 162.72 HEALTH INS 8 8.60

7.5 87738 999-08-77 HOTFMANN LAYEND 10 1 EL 2/26/2010 C 160788 Y 162.72 0.00 HEALTH INS 8 8.60

24 87752 999-08-77. MCIOVERN MASKA 10 1 11 1/29/2010 C 159711 Y 4456.81 526.02 HEALTH INS 9 150.40

25 87752 999-08-77.MCI0OVERN MASKA 10 1 ElL 2/26/2010 C 160732 Y 4456.81 0.00 HEALTH INS 9 150.40

26 87759 993-08-77! DE2EY AL2ARO 10 1 11 1/29/2010 C 1559758 ¥ 5036.25 933.41 HEALTH INS 9 159.30

27 87759 993-08-77. DE2EY ALZARO 10 1 31 2/26/2010 C 160777 Y 5036.25 0.00 HEALTH INS 9 159.30

28 87764 993-08-77 SM5LLEY PASULA 10 1 11 1/29/2010 C 153519 ¥ 162.72 162.72 HEALTH INS 8 8.60

29 87764 999-08-771 SM5LLEY PASULA 10 1 31 2/26/2010 C 160555 Y 162.72 0.00 HEALTH INS 8 8.60

[+« » » | HISEXP20100819 %0 [

Ready | B

Step | Action |
27 Make the appropriate adjustments to the Microsoft® Excel spreadsheet.

These adjustments may include but are not limited to formatting the columns’ widths, the addition
and the deletion of certain columns, moving column locations to comply with requesting entity’s
requirements, and the manual entry of information not maintained in PCGenesis.

28 Select File = Save As = Excel Workbook.
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PCGenesis Payroll System Operations Guide

The following window displays:

2|
Savein: |3 EXPORT =l @-3 K i & -
@My Recent Mame * | Size | Type | Date Modified
Documents
@Desktop
My
EJDocuments
o My
3 Cormputer
o My Mebwork
HPIaces
4| | B
Flenane:  [FISEAPRBIOOBIS.dex =]
Save as bype! IExceI Warkbook (*.xlsx) ;I
Tools |~ | Save I Cancel |
P

Step  Action

29 Select the Drop-Down Selection icon =l in the Save as type field, and select CSV
(Comma delimited) (*.csv).

30 Verify the filename is C:\EXPORT\HISEXPCCYYMMDD.CSV where CCYYMMDD
identifies the calendar year, month and date.
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The following window displays:

Save As edkd
Savein: |3 EXPORT =l @-3 K i & -
@My Recent Mame * | Size | Type | Date Modified
Doruments | ] HISEXP20100815.C5V 119... Microsoft.. 8/19/2010 2:04 PM
@’Desktop
My
EJDocuments
e My
Cormputer
‘ﬂ Iy Mebwork,
Places
4| |
File name: HISEXP20100819.c5 B3
Save 35 LYPE!
Tools v| Cancel
P

Step  Action

31 Select . $ve__ (Save).

The following dialog box displays:
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The following dialog box displays:

Microsoft Office Excel ﬂ

HISEXPZ0100819.C5Y may contain Features that are not compatible with C3Y (Comma delimited), Do you want to keep the
waorkbook in this Format?

-
\l) » To keep this format, which leaves out any incompatible Features, click Yes.
» To preserve the features, dlick Mo, Then save a copy in the latest Excel Format.
+ To see what might be lost, click Help.

o | Help |

Ste Action

33 Select i..Xes_ (Yes).

34 Close Microsoft® Excel.

The following dialog box displays:

' "-\ Do wou want o save the changes vou made to 'HISEXPZ0100819,C54'?

Mo | Cancel |

Ste Action
35 Select . M (No).

The appropriate steps to save the changes to the file have already been completed.

36 Follow the normal processing procedures to submit the Microsoft® Excel spreadsheet to the
requesting entity.
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Procedure B: Earnings History Gross Pay Distribution Export

[F] PCGDist=8991 Rel=18.0100 04/02/2018 PCW 001 SV CADEVSYS CASECOND w_é@u
Payroll System PAYHBBBA
FKey Haster Henu

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

-- Annual Reports Menu
- - MonthlyfQuarterlyfFiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

Update/Display DescriptionfDeductionf/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

b esatt b L

- - File Reorganization

o I Y I Y I I I I Y BN

3| 145 | Porigp | DA | WEND

[F] PCGDist=8201 Rel=180100 04/02/2018 PCWODL SV CADEVSYS CASECOND w_é@u
Payroll System PAYHBB13
FKey Special Functions Henu
1 _| -- DisplayfUpdate Pay Schedules
2 | -- Print Invalid Budget Accounts in Payroll
3|-- Tax{Withholding/Control Menu
4 | -- MaintainfPrint State File Menu
5 | -- Reset Payroll Amounts Menu
6 | -- Payroll Mass Update Menu
7_| -- Delete Employee Menu
8 | -- Payroll Exportfimport Menu

o I Y N Y I A Y I
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Ste Action

2 Select __8_| (F8 - Payroll Export/Import Menu).

The following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PC\Y 001 C:\DE¥SYS C:\SECOND = IEIEI
Payroll System PAYHOE16

Payroll Export/Import Henu

-- Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
-- Payroll Deduction Import

Export Selected Payroll / Deduction } CPl Information
Import Selected Payroll Information

Earnings History Export
Earnings History Gross Pay Distribution Export

Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

Ele Bl Bl Bl b2

Mastar umlist 11.82.088
| 5 | YoriSH | BN | MEND

Step  Action

3 Select 8 _| (F8 — Earnings History Gross Pay Distribution Export).

4 On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists.
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The following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil

PAYPES10
Create Earnings History Gross Distribution Export File to Load in Excel

Enter the Export file Path and Name (e.g. C:\EXPORT\HDISTEXPCCYYHMDD.CSU)
or F18 to Browse for File

C:AEXPORTAHDISTERP2812128%.C5V

HOTE: DIRECTORY Hust Already Exist

The filepame will default to C:AEXPORTAHDISTEXPccyymmdd.CSU (ccyymmdd = today's date).
The C:AEXPORT directory HUST exist. If C:\EXPORT does not already exist, you HUST
create the C:\EXPORT directory or change to an exsting path.

Enter = Continue or F16 = Exit 12.83.88

Step | Action

5 Verify C:\EXPORT\HDISTEXPCCYYMMDD.CSV, where CCYYMMDD identifies the
calendar year, month and date, defaults in the Enter the Export file path and name field.
Select F10 (Browse for file) to locate the export file path and name manually.

PCGenesis allows entries other than C:\EXPORT\HDISTEXPCCYYMMDD.CSV as long as
the directory structure entered exists.

In the case of duplicated filenames, PCGenesis replaces the previous file’s information with
the most recently selected earnings history gross distribution export results.

6 Select Enter (Continue).
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The following screen displays:

B PCGDist=8991 Rel=12.03.01 12,/04/2012 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllil

Select at least one pay type to export:

Select at least one gross type to export:

Earnings History Gross Pay Distribution Export PAYPEZ18
to set selection criteria Filter not active
Enter period to be extracted: 1/81/2812 thru 1273172812

¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l

Enter account or part of account nbr:
{Leave blank to select all}

& Issued checks & ndjustments
X Voided checks

NHon-taxable 3rd party sick
Taxable 3rd party sick

=4

& Salary & Hourly & Daily & Type A % Type B & Transfer trans
X Type X & Type ¥ X Type Q & Type P & Type 2
Export sort order: & Employee Number S5H format: & Alpha - 999-88-7777
" Employee 55M " Mumeric - 999887777
" Employee Hame [Lname Fname]
Amount format: # Include Decimal [$10.00 = 10.00) Date format: % MM/DD/CCYY
" No Decimal ($10.00 = 1000) ' CCYYMMDD
History Item{s) Selected: a F4 to select HISTORY items
Ho Items Selected
Enter=Create File, F4=Select HISTORY Items, F16=Exd
Bk F4 F7 | 1 | F12 12.83.688
y
FIS« 1

F10 — Set filter
conditions

Step Action

7

To set specific search criteria: Select ﬂl (F10 — Set filter condition). On the Export
Employee Master Data — Set Employee Selection Filter screen, make the appropriate

selections and entries. Verify “Filter conditions set.” displays. Selecting 1 (F16 -
Exit) will return to the Earnings History Gross Pay Distribution Export screen.

NOTE: Do NOT select EI (Enter — Continue) at this point. Select employee earnings
history items (F4 — Select HISTORY Items) first, before processing the export request.

Select Ll (F4 — Select History Items).
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The following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PCW 001 CHDEYSYS C:\SECOND = |5’ Iil
PAYPES10
Earnings History Gross Pay Distribution Export
Select Fields
Enter '{' for the item to be reported F11=Select All, F12=Deselect All
Check date X fAccount gross type X
Transaction date X Account pay type _
Pay class _ Account gross X
Check type X Account FICA gross _
Check bank _ Account FICA amt _
Check number ¥ Account pens gross _
FICA switch _ Account pens amt _
Pension code _ fAccount GHI gross _
Pay location _ Account GHI dist % _
Work location _ fAccount pay reason _
Account period end _
F7-Return, F11=Select All, F12=Deselect All, F16=Exit
M F4 F7 o T F11 | F12 12.83.688
FIS«

Step | Action |
9 Enter X in the field to the right of the preferred earnings history items.

10 Select Ll (F7 — Return to Setup Export), or select ﬂl (Enter - Continue) to return to
the Earnings History Export Options screen.

Select _F11 | (Select All) or _F12 | (Deselect All) or select e (F16 — Clear selections and
exit) where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil

Select at least one pay type to export:

Select at least one gross type to export:

Enter account or part of account nbr:

Earnings History Gross Pay Distribution Export PAYPES18
to set selection criteria Filter not active

Enter period to be extracted: 1/81/2812 thru 1273172812

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l

{Leave blank to select all}

Hon-taxable 3rd party sick
Taxable 3rd party sick

% Issued checks X ndjustments
X Uoided checks

[ |2

& 3Salary & Hourly & Daily % Type A % Type B & Transfer trans
& Type X & Type ¥ X Type Q & Type P X Type 2
Export sort order: * Employes Number S5H format: @ Alpha - 999-88-7777
" Employee 55N " Numeric - 999887777
" Employee Hame [Lname Fname]
Amount format: # Include Decimal ($10.00 = 10.00) Date format: ¢ MM/DD/CCYY
" Mo Decimal ($10.00 = 1000)  CCYYMMDD
History Item(s) Selected: 6 F4 to select HISTORY items
Enter=Create File, F4=Select HISTORY Items, F16=Exit
" F4 F7 e o W= W 12.03.00
FIS«

NOTE: PCGenesis displays the total number of employee HISTORY items selected.

11

Enter the date range (MM/DD/CCYY) of the earnings history records to be selected in the Enter
period to be extracted fields.

12

To print for a specific account number or account category: Enter the complete or partial
account number or select the drop-down selection icon Xl in the Enter Account or Part of
Account Nbr (Enter Account or Part of Account Number) field.

To print all accounts: Leave the Enter Account or Part of Account Nbr (Enter Account or Part
of Account Number) field blank.

13

Enter X in the appropriate pay type field(s).
Valid selections correspond to the following earnings history record types:
I = Issued checks
A = Adjustments
N = Non-taxable 3" party sick
V = Voided checks
T = Taxable 3" party sick
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PCGenesis Payroll System Operations Guide

Action

Enter X in the appropriate gross type field(s).
Valid selections:
S =Salary
H = Hourly
D = Daily
A = Daily/Hourly Adjustment, No Pension
B = Salary Adjustment, No Pension

X = Daily/Hourly, with FICA, NO pension/annuities or tax calculation
Y = Salary, with FICA, NO pension/annuities or tax calculation

Q = Salary Adjustment with Tax & Pension

P = Daily/Hourly Adjustment with Tax & Pension

Z = Pension Adjustment Only

Transfer trans = Earnings history transfer transactions

15

To define the sort order: Select the * (Radio button) to the left of the Export sort order field.

Regardless of the sort order selected, PCGenesis always exports the Name, SSN, and Employee
Number fields.

16

To define the dollar amount format: Select the * (Radio button) to the left of the appropriate
Amount Format: field.

17

To define the Social Security Number (SSN) format: Select the ©* (Radio button) to the left of
the appropriate SSN Format: field.

18

To define the date format: Select the * (Radio button) to the left of Date Format: field.

19

Select ﬂl (Enter - Continue).
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The following message box displays:

Extract Records? il
.
\]\) Ready to extrack records?

Select OF to continue.
Select CAMCEL to redisplay the screen,

Cancel |
Ste Action

20

Select L (OK) to continue processing and to extract the earnings history distribution

data.

If the selected earnings history data is incorrect or incomplete, select M (Cancel) to enter
the correct information.

“**Processing Request**” briefly displays.

The following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PCV 001 C:\DEYSYS C:\SECOND _|5’|£|
PAYPES10
Earnings History Gross Pay Distribution Export File Created
File Hame = C=\EXPORTNWHDISTEXP28121284_C3U
Total Records = 86907
Enter=Continue
12.83.08

Ste Action

21 Screen-print or record the file name displayed and select Enter (Continue).

Georgia Department of Education
January 10, 2020 e 10:59 AM e Page 25 of 31
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.03.01 12/04/2012 PCY 001 C:\DEYSYS C:\SECOND = |5’|£|
Payroll System PAYHOB16

Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

Export Selected Payroll } Deduction { CPI Information
Import Selected Payroll Information

Earnings History Export
Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
- - Export New Hire File for Georgia Directory of New Hires

Ele kE Bl bl bR

Master | V5214 | | 11.92_00

F‘S« I]-“e__ |Wnrd= |M§hﬁ;ﬂrk MUOE"TDR
Step | Action |

22 Select ﬁl (F16 - Exit) to return to the Payroll System — Special Functions Menu, or select
Ml (Master) to return to the Business Applications Master Menu.

23 Navigate to C:\EXPORT\HDISTEXPCCYYMMDD.CSV where CCYYMMDD identifies the
calendar year, month and date.

Georgia Department of Education
January 10, 2020 e 10:59 AM e Page 26 of 31
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following window displays:

_[olx

File Edit Yiew Favorites Tools Help ‘ ﬁ’

QBak * o) ~ (¥ | F search | Folders | & 3 X B | G+

Address | crgxPoRT = Beo

Faolders * || Marne | Size | Type | Date Modified =
3 DOCUMENT LI @HDISTEXPEDIDDEIQ.CSV { 242 KB Microsoft Office Exc...  2/20/2010 2:09 AM

|5 Dacuments and Sat
5 Dawnload

=) et

=9 EXPORT

=) FPSE_search
I GENWRE
[ GHIS:

) GROSSDAT
I3 Inetpub

[ JOURMAL ENTRIES
I LMS - Leave Manag

3 lotus
1S evhanedd _I'r
4 I I 3 4 I I _'I
|1 objects (Disk free space: 10.6 GB) |241 KB | j Iy Computer o

Step  Action

24 Open the appropriate earnings history information file.
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The following window displays:

(Og) \d 9 -© a )+ HDISTEXP20100819.CSV - Microsoft Excel - @ x

— Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - o x

‘E & Calibri [ |A‘ A'| |§ = | é General - *;_jl ﬁ gz‘ g Insert ~ E - ﬂ ﬁ

- 5a : § _7_) I Delete ~ E - ]

e g Bz u B oA E 8 - (o] Sl T S o || 2 - B BAE
Clipboard = Font [F} Alignment ] Mumber F] Styles Cells Editing

Al - p 23 | Empno
A B C D E F G H I 1 K L M N o P Q R 5
1 [EmpnolSSN Name Year Quarter Period Check Typ Check Dt Trans Dt Chk Type Chk Num Acct ¥r Acct Fnd Acct F Acct Prgm Acct Fnct Acct Objct Acct Fety Acct |
2 | 87658 999-08-7658 BEJRENS YATAIRA 10 1 11 1/29/2010 C 159730 10 100 1] 1051 1000 11000 199
3 | 87658 9939-08-7658 BEVTRENS YAZAIRA 10 1 11 1/29/2010 C 1553750 10 100 0 1053 1000 11000 153
4 | 87658 999-08-7658 BEVRENS YAJAIRA 10 1 31 2/26/2010 C 160769 10 100 1] 1051 1000 11000 199
5 | 87658 999-08-7658 BEFRENS YATAIRA 10 1 31 2/26/2010 C 160769 10 100 (1] 1053 1000 11000 195
6 | 87667 999-08-7667 Fl6K MAGRICIO 10 1 11 1/29/2010 C 159763 10 100 0 1310 2220 14200 193
7 | 87667 999-08-7667 FIoK MAGRICIO 10 1 31 2/26/2010 C 160782 10 100 (1] 1310 2220 14200 195
8 | 87681 999-08-7681 CHBNG NOS 10 1 11 1/29/2010 C 159423 10 100 0 1021 1000 11000 103
9 | 87681 999-08-7681 CHENG NOE& 10 1 11 1/29/2010 C 159423 10 100 1] 1023 1000 11000 103
10 | 87681 999-08-7681 CHBNG NO8 10 1 31 2/26/2010 C 160466 10 100 0 1021 1000 11000 103
11| 87681 999-08-7681 CHENG NOE& 10 1 EN 2/26/2010 C 160466 10 100 o] 1023 1000 11000 103
12 87691 999-08-7691 PAGMA RIGOBERTO 10 1 11 1/29/2010 C 159786 10 100 0 1310 2220 16500 193
13 | 87691 999-08-7691 PAGMA RIGOBERTO 10 1 31 2/26/2010 C 160804 10 100 1] 1310 2220 16500 199
14 | 87692 939-08-7692 PUSNELL ELSA 10 1 11 1/29/2010 C 155719 10 100 0 1041 1000 11000 198
15| 87692 999-08-7692 PUSMELL ELSA 10 1 11 1/29/2010 C 159719 10 100 1] 1043 1000 11000 198
16 | 87692 999-08-7692 PUSNELL ELSA 10 1 11 1/29/2010 C 159719 10 100 (1] 1455 2400 19100 198
17 | 87692 999-08-7692 PUSMNELL ELSA 10 1 11 1/29/2010 C 159719 10 100 0 1043 1000 11000 198
18 | 87692 999-08-7692 PUSNELL ELSA 10 1 31 2/26/2010 C 160740 10 100 (1] 1041 1000 11000 198
19 87692 999-08-7692 PUSMNELL ELSA 10 1 31 2/26/2010 C 160740 10 100 0 1043 1000 11000 198
20 | 87692 999-08-7692 PUSNELL ELSA 10 1 EN 2/26/2010 C 160740 10 100 1] 1455 2400 15100 198
21 87692 999-08-7692 PUSNELL ELSA 10 1 31 2/26/2010 C 160740 10 100 0 1043 1000 11000 198
22 | 87706 999-08-7706 FO7 GO7ZALO 10 1 11 1/29/2010 C 159686 10 100 o] 1041 1000 11800 198
23 | 87706 999-08-7706 FO7 GO7ZALO 10 1 11 1/29/2010 C 159686 10 100 0 1043 1000 11800 198
24 | 87706 999-08-7706 FO7 GOTVIALO 10 1 11 1/29/2010 C 159686 10 100 1] 1455 2100 14600 198
25 | 87706 939-08-7700 FO7 GOTZALO 10 1 31 2/26/2010 C 160708 10 100 0 1041 1000 11800 198
26 | 87706 999-08-7706 FO7 GOTIALO 10 1 31 2/26/2010 C 160708 10 100 1] 1043 1000 11800 198
27 | 87706 999-08-7706 FO7 GO7ZALO 10 1 31 2/26/2010 C 160708 10 100 (1] 1455 2100 14600 198
28 87708 999-08-7708 MUSLIGAN RO5CO 10 1 11 1/29/2010 C 159452 10 402 0 1750 1000 11000 103
29 | 87708 999-08-7708 MUSLIGAN RO5CO 10 1 31 2/26/2010 C 160494 10 402 (1] 1750 1000 11000 103
W 4 » »| HDISTEXP20100819 -~ #3 4 0 m

Ready | £3 | |@\@ 003

Note that the Earnings History Gross Pay Distribution Export can create multiple lines per employee,
one line for each Gross Pay Type and Account Number.
Step | Action

25 Make the appropriate adjustments to the Microsoft® Excel spreadsheet.

These adjustments may include but are not limited to formatting the columns’ widths, the addition
and the deletion of certain columns, moving column locations to comply with requesting entity’s
requirements, and the manual entry of information not maintained in PCGenesis.

26 Select File = Save As = Excel Workbook.
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The following window displays:

Save As edkd
Savein: |3 EXPORT = @-@3 X o &E-
@My Recent Name = | Size | Type | Date Modified
Crocurments
@Desktop
My
EJDocuments
Cormputer
‘g Iy Metwork
Places
‘ | B
Flename:  [ADISTENPZOI00BIS 5 =]
Save as bype! IExceI 97-2003 Workbook (*,xs) ;I
Tools |~ | Save I Cancel |
g

Step  Action

27 Select the Drop-Down Selection icon lin the Save as type field, and select CSV
(Comma delimited) (*.csv).

28 Verify the filename is C:\EXPORT\HDISTEXPCCYYMMDD.CSV where CCYYMMDD
identifies the calendar year, month and date.
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The following window displays:

Save As edkd
Savein: |3 EXPORT = @-3 X ci & -
@My Recent Name = | Size | Type | Date Modified
Documents | G HDISTEXP20100819,C5Y 216 .. Microsoft.. 8/20/2010 8:15 AM
@Desktop
My
EJDocuments
- My
Cormputer
‘ﬂ Iy Mebwork,
Places
< | H
File: name: HOISTEXP20100519. csv ;I
Save as bype: iCSY (Comma delimibed) (*. v
Tools v| Cancel
F

Step  Action
29 Select . 53¢ (Save).

The following dialog box displays:

Microsoft Office Excel

Step  Action

30 Select s (Yes).
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The following dialog box displays:

HOISTEXPZ20100819.CSY may contain Features that are nob compatible with C5Y (Comma delimited). Do wou want to keep the
waorkbook in this Format?

-
\y + To keep this Format, which leaves out any incompatible Features, click Yes.
+ To preserve the Features, click Mo, Then save a copy in the latest Excel Format.
+ To see what might be lost, click Help,

Mo | Help |

Step  Action |

.............................

31 Select .18} (Yes).

32 Close Microsoft® Excel.

The following dialog box displays:
Microsoft Office Excel ﬂ

' E Do ol wank to save the changes you made ko 'HDISTEXPZ0100819,C54'?

Mo | Zancel |

Step  Action |

33 Select . % (No).
The appropriate steps to save the changes to the file have already been completed.

34 Follow the normal processing procedures to submit the Microsoft® Excel spreadsheet to the
requesting entity.
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