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PCGenesis Personnel System Operations Guide

Overview

The Update/Display Personnel Data, Update/Display ACA Employee Data, Update/Display ACA
Dependent Data, Update/Display Emergency Data and Update/Display Educational Data items are
available from the Personnel System Update Menu.

The Update/Display Personnel Data screen is also available from the Payroll System — Payroll Update
Menu. Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 3:
Update/Display Personnel Information for additional instructions.

Two ACA maintenance screens are available in PCGenesis on the Personnel Update Menu:
Update/Display ACA Employee Data and Update/Display ACA Dependent Data. The purpose of these
data entry screens is to facilitate producing IRS forms 1094-C and 1095-C for Affordable Healthcare
reporting.

Procedure C: ACA Employee Data and Procedure D: ACA Dependent Data in this document provide
detailed information about IRS Form 1095-C that is required starting in calendar year 2015. These
forms will be produced at the same time as the W-2 forms, with a due date of January 31 of the reporting
year. The forms and instructions can be found at www.IRS.gov. It is highly recommended that school
district officials go to the IRS website and print and read the instructions for the 1094-C and the 1095-C.

The Update/Display Emergency Data screen allows the user to input next of kin information, emergency
contact information, doctor information, comments, and the employee’s e-mail address field.

The Update/Display Educational Data screen allows the user to input local and state years of teaching
experience, as well as university and/or college degree information.

GHI Change Code/GHI Change Date Fields: The GHI change code and change date fields track
employee updates which impact GHI processing. PCGenesis defaults the GHI change code to MISC
(Name, Address, Phone, etc.) for updated employee information. PCGenesis automatically creates a
GHI change record when changes are detected in any of the following fields:

Employee first, middle, or last name fields
Employee street, county, city, state or zip fields
Employee telephone number

Employee e-mail address

PCGenesis exports this information when users create the GHI Recent Changes to Employee (AUF) file.
Refer to the Payroll System Operations Guide, Section D: Processing Monthly/Quarterly/Annual/Fiscal
Report Processing, Topic 1: Processing Monthly Reports for the instructions on performing this
procedure.

Screen Print: The screen print feature allows the user to obtain a screen print of selected personnel

screens. The screen print feature is available on display/inquiry screens which have the & button.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

Selecting the Drop-down selection icon ﬂ, ﬁ (F15 — Code Lookup) or w (F28 — Help
Screens) when offered provides additional assistance with the entry of information.
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PCGenesis Personnel System Operations Guide

Procedure A: Setting/Clearing Employee Search
Criteria

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 1:
Set/Clear Employee Search Criteria for instructions.
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PCGenesis Personnel System Operations Guide

Procedure B: Update/Display Personnel Data

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 3:
Update/Display Personnel Information for instructions.
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PCGenesis Personnel System Operations Guide

Procedure C: ACA Employee Data

Two ACA maintenance screens are available in PCGenesis on the Personnel Update Menu:
Update/Display ACA Employee Data and Update/Display ACA Dependent Data. The purpose of these
data entry screens is to facilitate producing IRS forms 1094-C and 1095-C for Affordable Healthcare
reporting.

Below is information which details the Form 1095-C that is required starting in calendar year

2015. These forms will be produced at the same time as the W-2 forms, with a due date of January 31 of
the reporting year. The forms and instructions can be found at www.IRS.gov. It is highly recommended
that school district officials go to the IRS website and print and read the instructions for the 1094-C and
the 1095-C.

Form 1095-C: Employer-Provided Health Insurance Offer and Coverage
e Form 1095-C is an employee statement.
e Form 1095-C answers the question of whether the employer met the Penalty B threshold as
related to the Patient Protection and Affordable Care Act (ACA).
e Form 1095-C: Part Il — Employee Offer and Coverage, example:

2l Employee Offer and Coverage
All 12 Months | Jan [ Fen ] Mar ] Apr [ May [ June [ Juy [ Aug | Sept | Oct | Nov | Dec

14 Offer of
Coverage (snter
required code)

15 Employse Share
of Lowest Cost
Monthly Premium,

f?_r Salf-Only
$ $ $ $ $ 3 $ $ $ $ $

inimum Valua 3

Coverage

16 Applicable

Saction 4080H Safe

Harbor (anter code,

if applicable)

e

The Update/Display ACA Employee Data screen allows entry of the employee data required for IRS
form 1095-C. Payroll administrators have the ability to enter ACA data using the PCGenesis
Update/Display ACA Employee Data Screen and the Update/Display ACA Dependent Data Screen, or
have the ability to mass load the ACA data by importing from a spreadsheet. School district officials
need to enter the correct ACA codes for ALL full-time employees as defined by the ACA legislation.

For additional information about the ACA processes supported by PCGenesis, refer to the Payroll
System Operations Guide, Section D: Monthly/Quarterly/Annual/ Fiscal Report Processing, Topic 4:
Processing Annual Reports — 1095-C Statement Processing.

Full-time employees must be manually coded by the payroll administrator in the line items regarding
health coverage. The data must be entered manually on the Update/Display ACA Employee Data
screen. It will be the sole responsibility of the LUA officials to determine which individuals are
considered full time employees and the correct codes for those full time employees as related to health
insurance offers and coverage. The 1095-C Eligible field on the Update/Display ACA Employee Data
screen indicates to the system whether the employee is considered full-time based upon IRS ACA
regulations. A ‘Y’ (Yes) value in the 1095-C Eligible field indicates that the employee is full-time for
ACA and that system will print a 1095-C for the employee.
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PCGenesis Personnel System Operations Guide

The Employer Shared Responsibility Provisions under the Affordable Care Act do include
penalties related to failure to comply with the employer responsibilities. Detailed information is located
at http://www.irs.gov/Affordable-Care-Act/Employers/Questions-and-Answers-on-Employer-Shared-
Responsibility-Provisions-Under-the-Affordable-Care-Act.

PC Genesis and GaDOE Support

It remains the school district’s responsibility to determine the appropriate reporting for the Forms 1094-
C and 1095-C. We encourage school district officials to begin the process of determining the codes by
month for all full-time employees and/or contracted individuals. For PCGenesis users, all full-time
employees must be manually coded by the payroll administrator in the line items regarding health
coverage. It will be the sole responsibility of the LUA officials to determine which individuals are
considered full time employees and the correct codes for those full time employees as related to health
insurance offers and coverage.

The PCGenesis Help Desk personnel will not be able to assist or advise the school districts as to the
correct codes and options for individual employees when preparing these forms. Therefore, we strongly
recommend that LUA personnel consult with their HR professionals and/or attorneys.
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PCGenesis Personnel System Operations Guide

The Update/Display ACA Employee Data Screen

Careful attention should be paid to the information displayed on the Update/Display ACA Employee
Data screen. The screen will clearly indicate whether or not an ACA record exists for the Calendar
Year indicated on the screen, or if the ACA record does exist, whether the employee is ACA eligible or
not.

In Example 1, an ACA record does not exist for the employee for the Calendar Year indicated on the
screen and the message “ACA RECORD NOT ON FILE” is displayed.

__ S— - ~
=1 PCG Dist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHITE l“:' E] |

Status Active Update/Display ACA Employee Data PERBG
EmpHo 87366 AB3EU, HMD3TY Class 1 CLASSROOM TEACHERS

S3H 999-A8-7366 Loc 168 Location 888188 Job cd 2 TEACHER 1-3

Calendar year: pEL§Ki

1895-C Eligible: ACA RECORD NOT ON FILE

EE Share of Lowest Cost
0ffer of coverage code Prem, Self-0Only Coverage 3afe harbor code
PART II, LIHE 14 PART II, LIME 1% PART II, LIHE 16

ALL 12 HOS

JAN
FEB
MAR
APR
HAY
JUN
JuL
AlG
SEP

Mode changed to display
ACA 1895-C record does NOT exist for employee

| FSJ FIOY FnEl F12E| 1608488

|Per Depsz | Emer | Edu Help

Fl’% qur%|F3§|

Example 1 — ACA Record Not On File
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PCGenesis Personnel System Operations Guide

In Example 2, an ACA record does exist for the employee for the Calendar Year indicated on the
screen and, because the 1095-C Eligible switch is set to ‘Y’ (Yes), the message “Record On File

(Eligible for 1095-C)” is displayed.

f — = |
=] PCGDist=8991 Rel=16.04.00 12/22/2016 PCWOOL SV CADEVSYS CASECOND WHITE SR
Status Active Update/Display ACA Employee Data PERBG
EmpHo 87366 AB3EU, HMO3TY Class 1 CLAS3ROO0M TEACHERS
S3H 999-B8-7366 Loc 16868 Location 888188 Job cd 2 TEACHER 1-3
Calendar year: P4l
1895-C Eligible: Y RECORD ONH FILE (Eligible for 1895-C)
EE 3Share of Lowest Cost
0ffer of coverage code Prem, 3elf-0Only Coverage Safe harbor code
PART II, LIHE 14 PART II, LIHE 15 PART II, LIHE 16
ALL 12 HOS
JAH 1E E3.83
FEB 1E 3.83
HAR 1E 3.83
APR 1E 53.83
HAY 1E 53.83
JUH 1E 53.83
JuL 1E 53.83
aluG 1E 53.83
SEP 1E 53.83
0cT 1E 53.83
HOU 1E 53.83
DEC 1E 53.83
EN“W F1’% FZ‘% F3§| | | | st FIOT FnE' F12E| 16.04.00
el | Per | Deps | Emer | Edu Help

Example 2 — Record On File (Eligible for 1095-C)
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PCGenesis Personnel System Operations Guide

In Example 3, an ACA record does exist for the employee for the Calendar Year indicated on the
screen and, because the 1095-C Eligible switch is set to ‘N’ (No), the message “Record On File (Not
Eligible for 1095-C)” is displayed.

Calendar year: P4l

1895-C Eligible: H RECORD OH FILE (Mot eligible for 1895-C)

[ — — — = B
=1 PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHITE l o o
Status Active Update/Display ACA Employee Data PERBG

EmpHo 88482 HY4TT, SE4 Class 3 SUBSTITUTE TEACHERS
S3H 999-B8-8402 Loc 6793 Location 886793 Job cd 16 SUBSTITUTE TEACHERS

ENIEW

0ffer of coverage code Prem, 3elf-0Only Coverage Safe harbor code
LIHE 14 PART II, LIHE 15 PART II, LIHE 16

JAN
FEB
MAR
APR
HAY
JUN
JuL
AUG
SEP
ocT
NOU
DEC

n’%

PART II,

ALL 12 HDS

FZ‘%

Mode changed to display

Fsé

EE Share of Lowest Cost

st FIOT FnE' F12E| 16.64.88

| F|6<::I

Per Deps | Emer | Edu Help

Example 3 — Record On File (Not Eligible for 1095-C)
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PCGenesis Personnel System Operations Guide

C1l: Update/Display ACA Employee Data

== b
B PcGDist=8991 Rel=1502.00 06/22/2015 PCW 002 SV CADEVSYS CASECOND WHITE _ =Arcn X

I Personnel System PERMEHU
I FKey Master Henu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ | | 13.04.00

| LS | WoriSp| AN | WEND

Step " Action

1 Select Ll (F1 - Personnel Update Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:

— —— 1
El PCGDist=8991 Rel=15.02.00 06/22/2015 PClb'__DOZ SV CADEVSYS CASECOND WHIT
I Personnel System PERUPDTP
(| FKey Personnel Update Henu

| -- Update/Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | L5 | MoriSp | BT | MEND

Step  Action
2 Select —3_| (F3 - Update/Display ACA Employee Data).
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PCGenesis Personnel System Operations Guide

The following screen displays:
r|;| PCG Dist:_8991 Rel=15.02.00 06/22/2015 PCW 003 SV CADEVSYS CﬁEE_OND WHITI‘ Elﬂu1
E—— — .

Display ACA Employee Data PAYFIHD
Select Employee

Current Order

Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 13.62.00
FIS« 215715'1'\] Fisw por e | poon W Help
Step " Action

Enter the number in the Input field, select ﬂl (Enter - Continue), and proceed to Step
5.

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” field, and select Enter. Entering a complete or
partial name in the Name field displays the results most closely matching the search
criteria entered. Proceed to Step 4.
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PCGenesis Personnel System Operations Guide

The following screen displays:

E1 PCGDist=8991 Rel=15.02.00 06/22/2015 PCW 003 SV CADEVSYS CASECOND

Display ACA Employee Data PAYFIHD
Select Employee

Filter set: Status Current Order
Hame
Current 13
Name | EmEno| S5N | Loc Cls Cert Pens ContHo Job Stat Hth
AB3EU. ET3AN 88942 999-08-5555 108 1 C 2 10 6 A
AB3EU, MO3TY 87742 999-08-7742 2050 18 12 42
AC9ER. NU9IA 88120 999-08-8120 8012 14 12 k1l
AD20CK. AL20NZ0 88175 999-08-8175 100 2 10 14
AD4IR, HEAMA 87557 999-08-7557 2M 10 3
ADIISON. BRICE 89928 999-08-9928 6793 16
ADIMSON, MASAGARET 89416 999-08-9416 195 10 ]
AGIILERA, DDI0OVAN 89664 999-08-9664 201 10 3
ALZNZ0. WAZ2D 89623 999-08-9623 195 10 10
AL3CEA, DU3TI 88966 999-08-8966 100 10 3

mm
3 =
5"‘9
5=

OoOEZNnDENDEETE
MR R R SR M NS
P>

.
_2
_3
4
5|
_6 |
7
8|
_9 |

FKEY = Record Found Above

or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above

Order changed to Alpha
gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T =y 13.62.08

BET
FIS« F|7h# Fisw vovr e | poon W

Step " Action

4 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select _Mame | (Name).
To sort by Employee Number: Select -Emeno | (Empno).
To sort by Social Security Number: Select —SSM_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rurd | (Page Up) or ran¥ | (Page Down).
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PCGenesis Personnel System Operations Guide

If an ACA record already exists for the employee’s Social Security Number, the following screen

displays:

' — ™y
] PCGDist=8991 Rel-1504.00 02/03/2016 PCWOOL SV CADEVSYS CASECOND WHITE‘ (o 5 S

EMPHD B54545 already has ACA record for SSH 999087893, Use EMPHO 887893 instead

Update/Display ACA Employee Data PERB&

Press Enter Key to Continue Program

5

When multiple employee ID numbers exist for the same Social Security Number:

PCGenesis allows one employee ACA record to be created per Social Security Number.
Therefore, if an employee ID number is entered and if an ACA record already exists for
the employee’s Social Security Number, a screen will be displayed with the message,
“EMPNO xxxxxx already has ACA record for SSN #########. Use EMPNO yyyyyy
instead”. In this case, use the employee id number specified on the screen and return to
Step 3.

If the ACA data should be entered under the other employee ID number, the employee and
dependent ACA data must first be deleted from the existing employee ID. To move the
ACA data, go to the Update/Display ACA Employee Data screen and use F18 to delete all
of the employee’s ACA data for the Calendar Year. Then, create the employee and
dependent ACA data using the preferred Employee ID number.

To delete the existing ACA data, follow the procedures in section C2: Delete ACA
Employee Data.
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PCGenesis Personnel System Operations Guide

The following screen displays:

r— ™
ﬁ PCG Dist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wmﬂﬂg

Status Active Update/sDisplay ACA Employee Data PERBG
EmpHo 87366 AB3EU, MO3TY Class 1 CLASSROOM TEACHERS
33H 999-B8-7366 Loc 188 Location 888180 Job cd 2 TEACHER 1-3

Calendar year: pLigli
1895-C Eligible: Y REGCORD ON FILE (Eligible for 1895-C)
EE Share of Lowest Cost

0ffer of coverage code Prem, 3elf-0nly Coverage 3afe harbor code
PART II, LIHE 14 PART II, LIHE 1% PART II, LIHE 16

ALL 12 HOS

JAN
FEB
HAR
APR
HAY
JUN
JUL
AlG
SEP
ocT
HOou
DEC

ENTEV Fl'% Fz‘t% Fsé F'\\ Fs FS F7|Fs ulFS‘f IFmYanEllan'l I |F|5Q| 16.04.00
e Ef 0] | | [Per|Ack]Dops] Ener| Edu Help

Step " Action

6 Select il (F9 — Switch to Update Mode).
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PCGenesis Personnel System Operations Guide

The following screen displays:

S — ——— B
=] PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHITE [E=HEE ™5
Status Active Update/Display ACA Employee Data PERB6
EmpHo 87366 AB3EU, HO3TY Class 1 CLASSROOM TEACHERS
SSN  999-88-7366 Loc 1686 Location 0861686 Job cd 2 TEACHER 1-3 i

Calendar year: pLigli
1895-C Eligible: ¥ RECORD OH FILE (Eligible for 1895-C)

EE Share of Lowest Cost

0ffer of coverage code Prem, Self-0nly Coverage Safe harbor code
PART II, LIHE 14 PART II, LIHE 1% PART II, LIME 16
ALL 12 HOS _
JAH

FEB
MAR
APR
HAY
JUN
JUL
AUG
SEP
ocT
HOU
DEC

Mode changed to update

ENTEV Flb% FZ‘% F3§ F» Fs Fs F7|FS ansgd‘leYanE”an'I I |F|5Q| 16.04.00
@] || | | | Per|Acn|Deps| Ener| Edu Holp
Step Action
7 Verify “Mode changed to update” displays.

Although these instructions refer primarily to the entry of information, if the fields already
contain information, or are automatically populated with information during the selection
of a PF key, verify the fields’ entries are correct for the employee. If the information is
incorrect, make the appropriate modifications to the field entries.

8 Verify the Calendar Year field.

The system defaults the Calendar Year field based upon the current date. If the current
month is January through June, the Calendar Year field defaults to the current year
minus one. If the current month is July through December, the Calendar Year field
defaults to the current year.

Select ﬁl (F11 - Go to next calendar year) to display the ACA Employee Data for the

next calendar year. Select ﬂl (F12 — Go to previous calendar year) to display the
ACA Employee Data for the previous calendar year.
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PCGenesis Personnel System Operations Guide

Step Action

9 Enter the 1095-C Eligible field. The 1095-C Eligible field on the Update/Display ACA
Employee Data screen indicates to the system whether the employee is considered full-
time based upon IRS ACA regulations.

A ‘Y’ (Yes) value in the 1095-C Eligible field indicates that the employee is considered
full-time based upon IRS ACA regulations and therefore the system will print a 1095-C
for the employee.

A ‘N’ (No) value in the 1095-C Eligible field indicates that the employee is not
considered full-time based upon IRS ACA regulations and therefore that the system will
not print a 1095-C for the employee.

Valid values:

Y — Print a 1095-C for the employee
N — Do not print a 1095-C for the employee

10 Data can be entered on the Update/Display ACA Employee Data screen by keying in data
for Offer of Coverage Codes, Employee Share of Lowest Cost Premium fields, and the
Safe Harbor Codes by either of the following methods:

e ALL 12 MOS (All 12 months) — Enter the data once in the ALL 12 MOS row

and select ﬂl (ENTER) to populate the JAN through DEC (January through
December) rows with the same value.

--OR --
e Enter data for each month JAN through DEC (January through December) rows
individually.

The data may be entered in either the ALL 12 MOS (All 12 months) row or the JAN
through DEC rows, but not both.

If the JAN through DEC rows are already populated and the user would like to use the
ALL 12 MOS row to populate the months with different values, the individual JAN
through DEC rows must be cleared first. Then, the user can enter the data once in the

ALL 12 MOS row and select ﬂl (ENTER) to populate the JAN through DEC
(January through December) rows with the same value.

Complete Steps 11 - 13 by entering data in either the ALL 12 MOS (All 12 months) row or the JAN
through DEC (January through December) rows, but not both.

11 Enter the code or select the drop-down selection icon ~lin the Offer of Coverage Code
field to choose the employee’s correct offer of coverage code based upon IRS regulations.
Enter the Offer of Coverage Code for all 12 months.

The Offer of Coverage fields print on the employee’s 1095-C form in Part 11, Line 14 for
each of the 12 months of the calendar year. Review IRS regulations for determining the
correct codes for the employee.
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PCGenesis Personnel System Operations Guide

Step Action
12 Enter the EE Share of Lowest Cost Prem, Self-Only Coverage fields.

The EE Share of Lowest Cost Prem, Self-Only Coverage fields print on the employee’s
1095-C in Part 11, Line 15 for each of the 12 months of the calendar year, if applicable.

Enter line 15 only if the coverage offered to the employee provided minimum value and
code 1B, 1C, 1D, or 1E is entered for the Offer of Coverage Code. Enter the amount of
the employee share of the lowest-cost monthly premium for self-only minimum essential
coverage providing minimum value that is offered to the employee. Enter the amount
including any cents. If the employee is not required to contribute any amount towards the
premium, enter “0.00”.

If the employer did not offer health coverage, or it offered health coverage that was not
minimum essential coverage or did not provide minimum value, do not complete this line.

Review IRS regulations for a complete explanation of these fields.

13 Enter the code or select the drop-down selection icon ~lin the Safe Harbor Code field to
choose the employee’s correct safe harbor code based upon IRS regulations. Enter the
Safe Harbor Code for all 12 months.

The Safe Harbor fields print on the employee’s 1095-C form in Part I, Line 16 for each
of the 12 months of the calendar year. Review IRS regulations for determining the correct
codes for the employee.

14 Select E (Enter).

Select ﬁl (F3 — Print this data) to obtain a screen print of the Update/Display ACA
Employee Data screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The following screen displays:
E- PCG Dist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm_m_‘@lﬂlg1

Status Active Update/sDisplay ACA Employee Data PER B6
EmpHo 87366 AB3EU, HMO3TY Class 1 CLASSRDOM TEACHERS
33H 999-88-7366 Loc 188 Location A86188 Job cd 2 TEACHER 1-3

Calendar year: PRl
1895-C Eligible: ¥ RECORD OH FILE {(Eligible for 1895-C}

EE Share of Lowest Cost

0ffer of coverage code Prem, Self-0Only Coverage Safe harbor code

PART II, LINE 14 PART II, LIME 15 PART II, LINE 16
ALL 12 HOS _
JAN 1E 53.83 _
FEB 1E 53.83 _
HAR 1E 53.63 _
APR 1E 53.83 _
HAY 1E 53.83 _
JUN 1E 53.83 _
JUL 1E 53.83 _
AUG 1E 53.83 _
SEP 1E 53.83 _
ocT 1E 53.83 _
HOU 1E 53.83 _
DEC 1E 53.83 _

Validations passed. Save your changes.

ENT:V Fl'% FZ‘% F3§ F» FS FS F7|Fs ansgonlnoYanE'lan'l | |F|5Q| 16.84.00
e Sl @ | [ | Per | k] Deps ner| Eau Help

" Action

15 Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save

changes).
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The following screen displays:

- B
=1 PCG Dist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHlT_E Eu
Status Active Update/Display ACA Employee Data PERBG

EmpHo 87366 AB3EU, HMD3TY Class 1 CLASSROOM TEACHERS

S3H 999-A8-7366 Loc 168 Location 888188 Job cd 2 TEACHER 1-3

Calendar year: pE{i§li

1895-C Eligible:z ¥ RECORD ON FILE (Eligible for 1895-C)

EE Share of Lowest Cost

0ffer of coverage code Prem, Self-0Only Coverage 3afe harbor code

PART II, LIHE 1% PART II, LINE 15 PART II, LIHE 16
ALL 12 HOS _
JaH 1E 53.683 _
FEB 1E 53.683 _

HAR 1E 53.683

APR 1E 53.683 _
HAY 1E 53.83 -
JUN 1E 53.83 -
JuL 1E 53.83 -
ave 1E 53.83 -
SEP 1E 53.83 -
ocT 1E 53.83 _
NOU 1E 53.83 _
DEC 1E 53.83 _

Data saved
:mv Flb% FZ‘J’% Fsé F'\\ F5 Fs F7IF8 anSSd‘lFIOYl F1i El | F12E| | | IFISQ | 16.04.00

ol =) ---m ACA | Deps | Emer | Edu Help

Action

16

Employee Data - Select Employee screen.

Verify “Data saved” displays, and select ﬁl (F16 — Exit) to the Display/Update ACA
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The following screen displays:

—
(] PCGDist=8991 Rel=15.02.00 06/25/2015 PCW 001 SV CA\DEVSYS CASECOND

Update/sDisplay ACA Employee Data PAYFIHD
Select Employee

Current Order
Filter set: Status Name

Input:

13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | AB3EU. ET3AN 88942  999-08-5555 108 1 C 2 10 6 A

Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-9 = Choose from Selection Above

wiggf| k1 | r2 | F3 | Fa | Fs | ke | F7 | F8 | P9 [, Y| =y 13.62.00
PGUP-‘ PGDN'

Step " Action
17

Select ﬁl (F16 — Exit) to return to the Personnel System — Personnel Update Menu.
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The following screen displays:

™] PCGDist=8991 Rel=15.02.00 06/25/2015 PCW 001 SV CADEVSYS C:ASECOND WHITE C=NAEA %"
Personnel System PERUPDTP
FKey Personnel Update Henu
2 | -- Update{Display Personnel Data

_3 | -- Update/Display ACA Employee Data
-- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

Program PERBG6 completed

Master use'listl | | I | | | I | | I I | | I 15.682 .88
re | 5 | MoriSy | BT | MEND

Action

18 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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C2: Delete ACA Employee Data

== b
B PcGDist=8991 Rel=1502.00 06/22/2015 PCW 002 SV CADEVSYS CASECOND WHITE _ =Arcn X

I Personnel System PERMEHU
I FKey Master Henu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ | | 13.04.00

| LS | WoriSp| AN | WEND

Step " Action

1 Select Ll (F1 - Personnel Update Menu).
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The following screen displays:

— —— 1
El PCGDist=8991 Rel=15.02.00 06/22/2015 PClb'__DOZ SV CADEVSYS CASECOND WHIT
I Personnel System PERUPDTP
(| FKey Personnel Update Henu

| -- Update/Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | L5 | MoriSp | BT | MEND

Step  Action
2 Select —3_| (F3 - Update/Display ACA Employee Data).
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The following screen displays:
r|;| PCG Dist:_8991 Rel=15.02.00 06/22/2015 PCW 003 SV CADEVSYS CﬁEE_OND WHITI‘ Elﬂu1
E—— — .

Display ACA Employee Data PAYFIHD
Select Employee

Current Order

Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-9 = Choose from Selection Above
4 N e = I I T P o O e e -y | 13.62.00
FIS« 215715'1'\] Fisw por e | poon W Help
Step " Action
3 . i ENTEE'I .
Enter the number in the Input field, select _I (Enter - Continue), and proceed to Step
S.

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” field, and select Enter. Entering a complete or
partial name in the Name field displays the results most closely matching the search
criteria entered. Proceed to Step 4.
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The following screen displays:

E1 PCGDist=8991 Rel=15.02.00 06/22/2015 PCW 003 SV CADEVSYS CASECOND

Display ACA Employee Data PAYFIHD
Select Employee

Filter set: Status Current Order
Hame
Current 13
Name | EmEno| S5N | Loc Cls Cert Pens ContHo Job Stat Hth
AB3EU. ET3AN 88942 999-08-5555 108 1 C 2 10 6 A
AB3EU, MO3TY 87742 999-08-7742 2050 18 12 42
AC9ER. NU9IA 88120 999-08-8120 8012 14 12 k1l
AD20CK. AL20NZ0 88175 999-08-8175 100 2 10 14
AD4IR, HEAMA 87557 999-08-7557 2M 10 3
ADIISON. BRICE 89928 999-08-9928 6793 16
ADIMSON, MASAGARET 89416 999-08-9416 195 10 ]
AGIILERA, DDI0OVAN 89664 999-08-9664 201 10 3
ALZNZ0. WAZ2D 89623 999-08-9623 195 10 10
AL3CEA, DU3TI 88966 999-08-8966 100 10 3

mm
3 =
5"‘9
5=

.
_2
_3
4
5|
_6 |
7
8|
_9 |

OoOEZNnDENDEETE
MR R R SR M NS
P>

FKEY = Record Found Above

or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above

Order changed to Alpha
gl k1 | F2 | F3 | Fa | F5 | Fe | F7 | F8 | P9 [, T =y 13.62.08

BET
FIS« F|7h# Fisw vovr e | poon W

Step " Action

4 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select _Mame | (Name).
To sort by Employee Number: Select -Emeno | (Empno).
To sort by Social Security Number: Select —SSM_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rurd | (Page Up) or ran¥ | (Page Down).
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The following screen displays:

-5 PCG Dist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHITE E_h
Status Active Update/sDisplay ACA Employee Data PERBG
EmpHo 88482 HY4TT, SEA Class 3 SUBSTITUTE TEACHERS
33H 999-88-8482 Loc 6793 Location 886793 Job cd 16 SUBSTITUTE TEACHERS

Calendar year: pLigli
1895-C Eligible:z Y RECORD OH FILE (Eligible for 1895-C)

EE Share of Lowest Cost

0ffer of coverage code Prem, 3elf-0nly Coverage 3afe harbor code
PART II, LIHE 14 PART II, LIHE 1% PART II, LIHE 16
ALL 12 HOS
JAH 1E £3.a2
FEE 1E £3.82
HAR 1E £3.82
APR 1E £3.e2
HAY 1E £3.e2
JUH 1E £3.82
JuL 1E £3.82
Aue 1E £3.82
SEP 1E £3.82
ocT 1E £3.82
Hou 1E £3.82
DEC 1E £3.82
:NTEV F1 '% F2‘f% FB% F'\\ Fs Fs F7| Fi ul Fa i’ IFIDYl F11 El | Fiz El | I |F|5Q | 16.084.80
@[l | || [ Per [ AA| Dops| Ener| Edu| e

Step " Action

5 Select il (F9 — Switch to Update Mode).
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The following screen displays:

~
=] PCG Dist=8991 Rel:]fﬁdhm 12/22/2016 PCW 001 SV CADEVSYS C:EECOND wm&?ﬂg

PART II, LINE 1% PART II, LINE 15 PART II, LIMNE 16 l
ALL 12 HDS _
JAN 1E 53.82
FEB 53.82
MAR 53.82
APR 53.82
HAY 53.82
JUN 53.82
JUL 53.82

Status Active Update/Display ACA Employee Data PERB6
EmpHo 88482 HYATT, SE4 Class 3 SUBSTITUTE TEACHERS
S3H 999-B8-8402 Loc 6793 Location 886793 Job cd 16 SUBSTITUTE TEACHERS

Calendar year: pLigli

1895-C Eligible: ¥ RECORD OH FILE (Eligible for 1895-C)

EE Share of Lowest Cost
0ffer of coverage code Prem, Self-0nly Coverage Safe harbor code

b b [ b | | [ [ [ [ [
i R 17 [ 7 7 [ R e

Fséd‘ FIOY FnE' FIzElI I |F|5Q| 16.04.00

Emer | Edu Help

= =

Action

Verify “Mode changed to update” displays.

Verify the Calendar Year field.

The system defaults the Calendar Year field based upon the current date. If the current
month is January through June, the Calendar Year field defaults to the current year
minus one. If the current month is July through December, the Calendar Year field
defaults to the current year.

Select ﬁl (F11 — Go to next calendar year) to display the ACA Employee Data for the

next calendar year. Select £z [« (F12 — Go to previous calendar year) to display the
ACA Employee Data for the previous calendar year.

To delete the record, select ﬂl (F18 — Delete ACA Data).

Select ﬁl (F3 — Print this data) to obtain a screen print of the Update/Display ACA
Employee Data screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

Georgia Department of Education
December 22, 2016 e 11:19 AM e Page 27 of 73
All Rights Reserved.




PCGenesis Personnel System Operations Guide

The dialog box displays:

i Delete ACA data for the employee?

. MOTE: Dependent ACA data will also be deleted for this employee.

Step " Action

Select LI (Yes) to delete the employee’s ACA data.

The following screen displays:

( ——— A
™] PCG Dist=8991 Rel=16.0400 12/22/2016 PCW 00l SV CADEVSYS CASECOND meE—lglﬂu

Status Active Update/Display ACA Employee Data PERBG
EmpNo 88482 HYLTT, SE4 Class 3 SUBSTITUTE TEACHERS
SSN 999-08-8402 Loc 6793 Location @86793 Job cd 16 SUBSTITUTE TEACHERS

Calendar year: pPL§L

1895-C Eligible: ACA RECORD NOT OM FILE

EE 3Share of Lowest Cost
0ffer of coverage code Prem, 3elf-0Only Coverage Safe harbor code
PART II, LIHE 14 PART II, LIHE 15 PART II, LIHE 16

ALL 12 HMOS

JAN
FEB
MAR
APR
MAY
JUHN
JuL
AuG
SEP
ocT
NOU
DEC

ACA 1895-C record does HOT exist for employee
Data deleted

EN“V n'% FQ‘% F3§ r» FS Fs F?IFS EIFQSd‘lF‘OYlF“ElFIQEI | |F15Q| 16.64.00
@ o] | | | Per | Ch] Dops] Emer | Edu Help

Step " Action

10 Verify “Data deleted ” displays and verify the 1095-C Eligible field is blank. Select ﬁl
(F16 — EXxit) to the Display/Update ACA Employee Data - Select Employee screen.
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The following screen displays:

—
(] PCGDist=8991 Rel=15.02.00 06/25/2015 PCW 001 SV CA\DEVSYS CASECOND

Update/sDisplay ACA Employee Data PAYFIHD
Select Employee

Current Order
Filter set: Status Name

Input:

13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | AB3EU. ET3AN 88942  999-08-5555 108 1 C 2 10 6 A

Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-9 = Choose from Selection Above

wiggf| k1 | r2 | F3 | Fa | Fs | ke | F7 | F8 | P9 [, Y| =y 13.62.00
PGUP-‘ PGDN'

Step " Action
11

Select ﬁl (F16 — Exit) to return to the Personnel System — Personnel Update Menu.
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The following screen displays:

™] PCGDist=8991 Rel=15.02.00 06/25/2015 PCW 001 SV CADEVSYS C:ASECOND WHITE C=NAEA %"
Personnel System PERUPDTP
FKey Personnel Update Henu
2 | -- Update{Display Personnel Data

_3 | -- Update/Display ACA Employee Data
-- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

Program PERBG6 completed

Master use'listl | | I | | | I | | I I | | I 15.682 .88
re | 5 | MoriSy | BT | MEND

Action

12 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure D: ACA Dependent Data

Two ACA maintenance screens are available in PCGenesis on the Personnel Update Menu:
Update/Display ACA Employee Data and Update/Display ACA Dependent Data. The purpose of these
data entry screens is to facilitate producing IRS forms 1094-C and 1095-C for Affordable Healthcare
reporting.

Below is information which details the Form 1095-C that is required starting in calendar year

2015. These forms will be produced at the same time as the W-2 forms, with a due date of January 31 of
the reporting year. The forms and instructions can be found at www.IRS.gov. It is highly recommended
that school district officials go to the IRS website and print and read the instructions for the 1094-C and
the 1095-C.

Form 1095-C: Employer-Provided Health Insurance Offer and Coverage
e Form 1095-C is an employee statement.
e Form 1095-C answers the question of whether the employer met the Penalty B threshold as
related to the Patient Protection and Affordable Care Act (ACA).
e Form 1095-C: Part Ill — Covered Individuals:
o Complete Part 111 ONLY if the employee enrolled in the employer-sponsored health
coverage.
o Columns (a) through (e) must be completed for each individual enrolled in the coverage,
including the employee himself.
o Column (d) or (e) must indicate the months in which the individual was covered.

m Covered Individuals

It Employer provided self-insured coverage, check the box and enter the information for each covered individual. :I

N P () DOB (fSSNis | (d) Covered {e) Months of Coverags
{8 Nams of caversd indiiduals Br=sn notavailable)  |all 12months| jan | Feb | Mar | Apr | May | June | July | Aug | Sept | Oct | Nov | Dec
" 0 |o|o|o|o|o|o|o|o|o|o| 0|
- | | [ N D _
" ] 0|00
o | | [ N I _
19 [ L)

The Update/Display ACA Dependent Data screen allows entry of the employee data required for IRS
form 1095-C. The data on the Update/Display ACA Dependent Data screen will be populated from the
SHBP/ADP file-feed. For GHI-eligible employees who are offered coverage through SHBP, districts
will receive a file-feed from SHBP/ADP. This transmission file from SHBP/ADP will contain the
necessary information to populate the Update/Display ACA Dependent Data screen for those GHI-
eligible employees. The transmission file contains those GHI-eligible employees’ dependent
information.
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The ADP file is a very complicated file, and the legalities involved with interpreting IRS ACA
legislation are beyond the scope of the PCGenesis software. Therefore, PCGenesis reads the ADP file
and loads dependent names, SSN’s and date of births but NOT the months of coverage. PCGenesis will
NOT read the ADP file to load Offer of Coverage Codes, Safe Harbor Codes, or months of coverage
for employees or dependents.

For additional information about the ACA processes supported by PCGenesis, refer to the Payroll
System Operations Guide, Section D: Monthly/Quarterly/Annual/ Fiscal Report Processing, Topic 4:
Processing Annual Reports — 1095-C Statement Processing.

Any full-time employee who is not offered coverage through SHBP does not report dependent
information on the 1095-C form. It is not necessary to enter any dependent information for employees
who are not offered health insurance coverage by the LUA.

NOTE: Data can’t be entered on the Update/Display ACA Dependent Data screen until the employee
ACA data is created on the Update/Display ACA Employee Data screen. The 1095-C Eligible Flag on
the Update/Display ACA Employee Data screen must be set to ‘Y’ before any dependent data can be
entered into the system for the employee. A 1095-C Eligible Flag of Y’ indicates to the system that the
employee is full-time for ACA, that the employee will receive an IRS form 1095-C, and that the
employee is eligible to report dependents on IRS form 1095-C.

The Employer Shared Responsibility Provisions under the Affordable Care Act do include
penalties related to failure to comply with the employer responsibilities. Detailed information is located
at http://www.irs.gov/Affordable-Care-Act/Employers/Questions-and-Answers-on-Employer-Shared-
Responsibility-Provisions-Under-the-Affordable-Care-Act.
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D1: Update/Display ACA Dependent Data

Note: According to IRS specifications, dependent coverage data (Part I11, columns (a) through (e) on
IRS form 1095-C) must be completed for each individual enrolled in the coverage, including the
employee himself.

—
B PCGDist=8991 Rel=15.02.00 06/22/2015 PCW 002 SV CADEVSYS CNSECOND WI—IH!.EI&M
o

Personnel System PERHMENU

FKey Master HMenu
1 | -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 |

-- Special Functions Menu

20 | -- File Reorganization

b | | L [ | | [ [ | | | [ | | 136400

5 [ "oriSp| DAV [ MEND

Select _F1_| (F1 - Personnel Update Menu).
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The following screen displays:

— —— 1
El PCGDist=8991 Rel=15.02.00 06/22/2015 PClb'__DOZ SV CADEVSYS CASECOND WHIT
I Personnel System PERUPDTP
(| FKey Personnel Update Henu

| -- Update/Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | L5 | MoriSp | BT | MEND

Step  Action
2 Select —4_| (F4 - Update/Display ACA Dependent Data).
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The following screen displays:

_ :
=] PCG Dist=8991 Rel=15.02.00 07/09/2015 PCW 001 SV CADEVSYS CASECOND leT | S|
————

Update/sDisplay ACA Dependent Data PAYFIHD
Select Employee

Current Order

Filter not actiwve Emp Number
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-9 = Choose from Selection Above
4 N e = I I T P o O e e -y | 13.62.00
FIS« 215715'1'\] Fisw por e | poon W Help
Step " Action
3 . i ENTEE'I .
Enter the number in the Input field, select _I (Enter - Continue), and proceed to Step
S.

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” field, and select Enter. Entering a complete or
partial name in the Name field displays the results most closely matching the search
criteria entered. Proceed to Step 4.
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The following screen displays:

-
1 PCG Dist=8991 Rel=1502.00 07/09/2015 P SYS CASECOND  WHITE Elﬂlgr
Update/Display ACA Dependent Data PAYFIHND
Select Employee
Filter not active Current Order
Name
Current 13
Fkey Hame | Empno | SSN_| Loc Cls Cert Pens ContHo Job Stat Hth
Enter| AB3EU. ET3AN 88942 999-08-5555 108 1 C 2 10 b A
1 | AB3EU, MO3TY 87742 999-08-7742 2050 18 ] 0 12 42 A
2 | AB4EY, LEANARDO 87893 993-08-7893 8010 9 N 2 10 27 T
3 | AB4EY. LI4LIAM 89093 999-08-9093 201 1 C 2 10 3 T
4 | AC9ER., HD9AMMED 89320 999-08-9320 2050 3 N 0 10 16 |
5 | ACSER. NUdIA 88120 993-08-8120 8012 14 N 2 12 | A
[ | ADZER. TA2 88127 999-08-8127 108 1 C 2 10 [ T
7 | ADZER,ZA2A 89327  999-08-9327 6790 3 N i} 10 16 |
8 | ADZ20CK. AL20NZ0 88175 993-08-8175 100 2 N 2 10 14 A Y
9 | ADZ20CK. FR2DDA 89375 999-08-9375 2050 16 ] 0 10 36 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Next 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above
Order changed to Alpha
"%l k1 | F2 [ F3 [ Fa | F5 | re [ F72 |Fe P [ | | | [.2&] 13.62.00
FIS« |§|E7T Fisw ravr i | paon W Help
Step " Action
4 Select Enter| (Ent lect the Function k ding to th loyee’ d
elec nter) or seiect the Function Key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select _Mame | (Name).
To sort by Employee Number: Select -Emeno | (Empno).
To sort by Social Security Number: Select —SSM_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rurd | (Page Up) or ran¥ | (Page Down).
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If an ACA record already exists for the employee’s Social Security Number, the following screen

displays:

. — ~— — ™
] PCGDist=8991 Rel-1504.00 02/03/2016 PCWOOL SV CADEVSYS CASECOND WHlTE: Lo s S

EMPHD B54545 already has ACA record for SSH 999087893, Use EMPHO 887893 instead

Update/Display ACA Dependent Data PERBY7

Press Enter Key To Continue Program

5

When multiple employee ID numbers exist for the same Social Security Number:

PCGenesis allows one employee ACA record to be created per Social Security Number.
Therefore, if an employee ID number is entered and if an ACA record already exists for
the employee’s Social Security Number, a screen will be displayed with the message,
“EMPNO xxxxxx already has ACA record for SSN #########. Use EMPNO yyyyyy
instead”. In this case, use the employee id number specified on the screen and return to
Step 3.

If the ACA data should be entered under the other employee ID number, the employee and
dependent ACA data must first be deleted from the existing employee ID. To move the
ACA data, go to the Update/Display ACA Employee Data screen and use F18 to delete all
of the employee’s ACA data for the Calendar Year. Then, create the employee and
dependent ACA data using the preferred Employee ID number.

To delete the existing ACA data, follow the procedures in section C2: Delete ACA
Employee Data.
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The following screen displays:

(™1 PCG Dist=8991 Rel=15.04.00

Status Active UpdatesDisplay ACA Dependent Data PERB7
EmpHo 86424 AI9SWORTH, CO9HELL Class 3 18 MD. TEACHERS

33H 999-88-6424 Loc 5858 Location 885850 Job cd 13 CLASSROOM TEACHERS
Calendar year: gk

SSH SEX MAME e MONTHS OF COUERAGE —----------—-
BIRTH DATE  SPOUSE RELATIONSHIP JAN FEB MAR APR HAY JUN JUL AUG SEP OCT HOU DEC

61 999 08 6424 F (L) AI9SHORTH M M N N N N N ¥ ¥ ¥ v ¥
1170171988 N (F) COYNELL

(R) SELF

82 999 89 B787
12/15/1986

(L) AI9SWORTH N N N N N N N ¥ ¥ ¥ ¥ ¥
(F) RABLP?

== =

(R) SPOUSE

83 000 00 0080 (L)

64 088 88 8888 (L)

65 0688 88 8888 (L)

|Fﬁc;| 15.084.08

( F7-|Fs ulFs(fIFmYanE'lan'l
---m ACA [ e | Ener

Step \ Action

Select il (F9 — Switch to Update Mode).
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The following screen displays:

i B
[=] PCG Dist=8991 Rel=15.0400 02/03/2016 PCW 001 SV CADEVSYS CASECOND leT_ [E= e
————— — ——— —

8 80 8800 (L)

Status Active Update/Display ACA Dependent Data PERB7
EmpHo 86424 AI9SWORTH, CO9HELL Class 3 18 MD. TEACGCHERS
S3H 999-B8-6424 Loc 5858 Location A65858 Job cd 13 CLASSRO0OM TEACHERS
Calendar year:
SSH SEX NAHE ~ —mmmmee o HONTHS OF COVERAGE ——-—-—-——-———
BIRTH DATE SPOUSE RELATIDHSHIP JAH FEB MAR APR HWAY JUHW JUL AUG SEP OCT HOU DEC
61 999 B8 6424 E (L)RAIOSWORTH N H H H H H H ¥ ¥ ¥ ¥ ¥
11/81/1988 H (F) CO9HELL
(M)
(R) SELF
82 999 89 8787 B (L) AI9SWORTH H H H H H H H ¥ ¥ ¥ ¥ ¥
15/1986 hd (F) BABLPY
(M)
(R) SPOUSE

Fz n Fsébn FIOY FnIE' F12E| |F|5Q| 15.084.80

Deps | Emer | Edu Help |

Action
Verify “Mode changed to update” displays.

NOTE: Data can’t be entered on the Update/Display ACA Dependent Data screen until
the employee ACA data is created on the Update/Display ACA Employee Data screen,
otherwise the message “ACA record must exist for employee before dependents can be
added” is displayed.

The 1095-C Eligible Flag on the Update/Display ACA Employee Data screen must be set
to “Y’ before any dependent data can be entered into the system for the employee,
otherwise the message “1095-C Eligible Flag must be ‘Y’ before dependents can be
added” is displayed.

Although these instructions refer primarily to the entry of information, if the fields already
contain information, or are automatically populated with information during the selection
of an Fkey, verify the fields’ entries are correct for the employee. If the information is
incorrect, make the appropriate modifications to the field entries.
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Step Action

8 Verify the Calendar Year field.

The system defaults the Calendar Year field based upon the current date. If the current
month is January through June, the Calendar Year field defaults to the current year
minus one. If the current month is July through December, the Calendar Year field
defaults to the current year.

Select ﬁl (F11 — Go to next calendar year) to display the ACA Dependent Data for the

next calendar year. Select ﬂl (F12 — Go to previous calendar year) to display the
ACA Dependent Data for the previous calendar year.

9 Enter the dependent’s social security number in the SSN (Social Security Number) field.

10 Enter the dependent’s date of birth (MM/DD/CCYY) in the Birth Date field.

The Birth Date field is optional if the dependent’s social security number has been
entered in the SSN field.

11 Enter F (Female) or M (Male) in the Sex Code field to identify the dependent’s gender.
The Sex Code is an optional field.

12 Enter N (Not the spouse) or Y (Spouse) in the Spouse field to identify whether or not the
dependent is a spouse.

The Spouse Code is an optional field.

13 Enter the dependent’s last name, up to twenty (20) characters in the NAME (L) field.
The last name field is a required field.

14 Enter the dependent’s first name, up to fifteen (15) characters in the NAME (F) field.
The First name is a required field.

15 Enter the dependent’s middle name or middle initial, up to fifteen (15) characters in the
NAME (M) field.

The Middle name or initial is an optional field.

16 Enter the dependent’s relationship to the employee, up to fifteen (15) characters, in the
RELATIONSHIP (R) field.

The Relationship is an optional field.
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Step Action

17 Enter the Months of Coverage fields for January (JAN) through December (DEC). The
Months of Coverage fields on the Update/Display ACA Dependent Data screen indicate
to the system whether the dependent was covered by the employee’s healthcare plan at
any time during the calendar year. Enter the Months of Coverage field for all 12 months.

Valid values:

Y — The dependent was covered by the employee’s healthcare plan
N — The dependent was not covered by the employee’s healthcare plan

18 Select ﬂl (Enter).

Select ﬁl (F3 — Print this data) to obtain a screen print of the Update/Display ACA
Dependent Data screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

The following screen displays:

r ™
] PCGDist=8991 Rel=15.0400 02/03/2016 PCW 001 SV C: CASECOND _ﬂ_@lﬂu
——— —
Status Active Update/Display ACA Dependent Data PER®7
EmpHo B6424 AT9SWORTH, CO9HELL Class 3 18 HMO. TEACHERS
S5H 900-B8-6L42Y4 Loc 5058 Location 8850858 Job cd 13 CLASSRO0OM TEACHERS
Calendar year: pPL§E
S3H SEX WAME MOHMTHS OF COVERAGE -—-————————
BIRTH DATE 3POUSE RELATIDHSHIP JAH FEB MAR APR HMAY JUH JUL AUG SEP OCT HOU DEC
01 999 B8 6424 E  (LYAI9SWORTH = H H H N H H N ¥ ¥ ¥ ¥ ¥
1178171988 H (F) CO9HELL
(M)
(R} SELF
62 999 89 8787 H (L) AI9SWORTH H H H H H H H ¥ ¥ ¥ ¥ ¥
12/15/1986 b d (F) RABLPY
(H)
(R) SPOUSE
63 660 68 68BB @ _ (L) - - - - - - - - - - - -
_  (F}
(M)
(R)
64 86O 68 8888 _ (L) - - - - - - - - - - - -
_  (F}
(M)
(R)
65 866 66 8888 _ (L) - - - - - - - - - - = =
- (R}
(M)
(R)
Validations passed. Save your changes.
:N“vlFl’%lFQ‘%lF3§IFM Fs FS|F7IF8 nlrsgd‘lnoYanE'lF‘zE'I | |F15Q| 15.04.80
'@ | B e TH Per | ACA | Deps | Emer | Edu Help

Step Action

19

Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
changes).
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The following screen displays:

- e ———————— Rl
] PCG Dist=3991 Rel=15.04.00 02/03/2016 PCW 001 SV CADEVSYS CASECOND wm-blﬂlg

Status Active Update/sDisplay ACA Dependent Data PERB7
EmpHo B6424 AI9SUWORTH, CO9HELL Class 3 18 MOD. TEACHERS |
33H 999-88-642Y4 Loc 5058 Location 8850858 Job cd 13 CLASSROOM TEACHERS
Calendar year: gLk

33H SEX HWAME MONTHS OF COUVERAGE -——-—-—--———
BIRTH DATE SPOUSE RELATIDHSHIP JAH FEB MAR APR MAY JUH JUL AUG SEP OCT HOU DEC
81 999 88 6424 E (L) AI9SWORTH N H H H H H H ¥ ¥ ¥ ¥ ¥
11/81/1988 H (F) CO9HELL

(M)

(R} SELF
682 999 89 8787 H (L) AI9SWORTH H H H H H H H ¥ ¥ ¥ ¥ ¥
12/15/1986 ¥ (F) RABLP?

(M)

(R) SPOUSE
63 6688 60 pBBE  _ (L) - - - - - - - - - - - -
- —  (F)

(M)

(R}
64 86868 6@ @88  _ (L) - - - - - - - - - - - -

—  {F)

(M)

(R}
65 686868 68 @888  _ (L) - - - - - - - - - - - -

- (F)
(M)
(R)

Step " Action

Verify “Data saved” displays, and select ﬁl (F16 — Exit) to the Display/Update ACA
Dependent Data - Select Employee screen.
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The following screen displays:

IEi PCG Dist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND W'HITE_

Update/sDisplay ACA Dependent Data PAYFIHD
Select Employee

Current Order

Filter set: Status Hame
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | AB3EU. ET3AN 88942 993-08-5555 108 1 C 2 10 b A
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wiggf| k1 | r2 | F3 | Fa | Fs | ke | F7 | F8 | P9 [, Y| | | | =y 13.62.00
FIS« ?f?"‘# Fisw [ S Help

Step " Action
21

Select ﬁl (F16 — Exit) to return to the Personnel System — Personnel Update Menu.
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The following screen displays:

-
El PCGDist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND wr—m‘@lﬂu
Personnel System PERUPDTP
FKey Personnel Update Henu

2| -- Update{Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
win -- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

Program PERBY completed

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | LS | WoriSp| NG| WEND

Action

22 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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D2: Delete ALL ACA Dependent Data

== b
B PcGDist=8991 Rel=1502.00 06/22/2015 PCW 002 SV CADEVSYS CASECOND WHITE _ =Arcn X

I Personnel System PERMEHU
I FKey Master Henu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ | | 13.04.00

| LS | WoriSp| AN | WEND

Step " Action

1 Select Ll (F1 - Personnel Update Menu).
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The following screen displays:

— —— 1
El PCGDist=8991 Rel=15.02.00 06/22/2015 PClb'__DOZ SV CADEVSYS CASECOND WHIT
I Personnel System PERUPDTP
(| FKey Personnel Update Henu

| -- Update/Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | L5 | MoriSp | BT | MEND

Step  Action
2 Select —4_| (F4 - Update/Display ACA Dependent Data).
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The following screen displays:

-
El PCGDist=8991 Rel=15.02.00 07/09/2015 PCW 001 SV CADEVSYS CASECOND wuﬂu
I —
Update/sDisplay ACA Dependent Data PAYFIHD

Select Employee

Current Order
Filter not actiwve

Emp Humber
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wggf| P | k2 | F3 | Fa | Fs | ke | F7 | Fe | P9 [, Y| | | | =y 13.62.00
FIS« 215715'1'\] Fisw por e | poon W Help
Step " Action

Enter the number in the Input field, select ﬂl (Enter - Continue), and proceed to Step
5.

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” field, and select Enter. Entering a complete or

partial name in the Name field displays the results most closely matching the search
criteria entered. Proceed to Step 4.
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The following screen displays:

-
1 PCGDist=8991 Rel=1502.00 07/09/2015 P SYS CASECOND  WHITE Elﬂlgr
Update/Display ACA Dependent Data PAYFIHND
Select Employee
Filter not actiwve Current Order
Hame
Current 13
Fkey Hame | Empno | SSN_| Loc Cls Cert Pens ContHo Job Stat Hth
Enter| AB3EU. ET3AN 88942 999-08-5555 108 1 C 2 10 b A
1 | AB3EU, MO3TY 87742 999-08-7742 2050 18 ] 0 12 42 A
2 | AB4EY, LEANARDO 87893 993-08-7893 8010 9 N 2 10 27 T
3 | AB4EY. LI4LIAM 89093 999-08-9093 201 1 C 2 10 3 T
4 | AC9ER., HD9AMMED 89320 999-08-9320 2050 3 N 0 10 16 |
5 | ACSER. NUdIA 88120 993-08-8120 8012 14 N 2 12 | A
[ | ADZER. TA2 88127 999-08-8127 108 1 C 2 10 [ T
7 | ADZER,ZA2A 89327 999-08-9327 6790 3 N 0 10 16 |
8 | ADZ20CK. AL20NZ0 88175 993-08-8175 100 2 N 2 10 14 A Y
9 | ADZ20CK. FR2DDA 89375 999-08-9375 2050 16 ] 0 10 36 1
FKEY = Record Found Above
or PgUp/PgDn = Previous/Mext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
"%l k1 | F2 [ F3 [ Fa | F5 | re [ F72 |Fe P [ | | | [.2&] 13.62.00
FIS« |§|E7T Fisw ravr i | paon W Help
Step " Action
4 Select Enter| (Ent lect the Function k di h loyee’ d
elec nter) or select the Function Key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select _Mame | (Name).
To sort by Employee Number: Select -Emeno | (Empno).
To sort by Social Security Number: Select —SSM_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either rurd | (Page Up) or ran¥ | (Page Down).
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The following screen displays:

Status Active UpdatesDisplay ACA Dependent Data

EmpHo 86424 AI9SWORTH, CO9HELL

33H 999-88-6424 Loc 5858 Location 885850

Calendar year: gk
33H SEX
BIRTH DATE SPOUSE
999 08 6424 F
11/701/1988 H

NAME
RELATIONSHIP
AT9SWORTH
CO9NELL

JAN FEB HMAR
N N N

SELF

999 B9 BVE7
12/15/1986

AT9SWORTH
RABLP?

SPOUSE

F7-|Fs u';;&’ IFID I |F11E||F12E||

i e —
] PCG Dist=8991 Rel=15.04.00 02/03/2016 PCW 001 SV CADEVSYS CA\SECOND wm-@ﬂu

PERB7
3 18 MO. TERCHERS
13 CLASSROOM TEACHERS

Class
Job cd
-- MONTHS OF COUVERAGE
APR HAY JUN JUL AUG SEP OCT HOU DEC
N N N H ¥ ¥ Y Y ¥

|F|5Q |

---m ACA | e | Ener

\ Action

Step
Select il (F9 — Switch to Update Mode).
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The following screen displays:

(@ — —— — —— — ¥
1 PCG Dist=8991 Rel=1504.00 02/03/2016 PCW 001 SV CADEVSYS CASECOND WHITE ‘ [E=NEER
—— i i — _l—
Status Active Update/Display ACA Dependent Data PERB7
EmpHo 86424 ATI93WORTH, CO9HELL Class 3 18 MO. TEACHERS
83N 900-08-6424 Loc 5658 Location 885858 Job cd 13 CLASSROOM TEACHERS
Calendar year: pL§E
83N SEX WAKE HONTHS OF COVERAGE -—----——————-
BIRTH DATE SPOUSE RELATIONSHIP JAHN FEB HMAR APR HAY JUH JUL AUG SEP OCT HOU DEC
01 999 88 6424 FE (L) AI9SWORTH ___ H H H H H H H ¥ ¥ ¥ ¥ ¥
11/81/71988 H (F) CO9HELL
(M)
(R) SELF
02 999 B89 BV8Y7 M (L) AI9SWORTH H H H H H H H ¥ ¥ ¥ ¥ ¥
12/15/1986 b4 (F) RABLP7
(H)
(R) SPOUSE
83 pA0 A6 BB68 _ (L) _ _ _ _ _ _ _ _ _ _ _ _
_  (F}
(M)
(R}
04 P80 B0 B6BA (L)} - - - - - - - - - - -
_  (F}
(M)
(R)
05 0@ 86 BB (L) - - - - - - - - - - - “Z
- (F)
(M)
(R}
Hode changed to update
:N“v F1P%|F2‘%|F3§IF'} 15.84.80
el ACA | Deps | Emer

Step Action

6 Verify “Mode changed to update” displays.

7 Verify the Calendar Year field.
The system defaults the Calendar Year field based upon the current date. If the current
month is January through June, the Calendar Year field defaults to the current year
minus one. If the current month is July through December, the Calendar Year field
defaults to the current year.
Select ﬁl (F11 — Go to next calendar year) to display the ACA Dependent Data for the
next calendar year. Select £z [« (F12 — Go to previous calendar year) to display the
ACA Dependent for the previous calendar year.

8

To delete the record, select ﬂl (F18 — Delete ACA Data).

Select ﬁl (F3 — Print this data) to obtain a screen print of the Update/Display ACA
Dependent Data screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The dialog box displays:

_
Delete ACA Data? A )

ii Delete ACA data for the employee?

Ste Action

Select LI (Yes) to delete the employee’s ACA dependent data.

Note: If Yes is selected, ALL dependents will be deleted for the employee. To delete only
one of many dependents, simply space out all of the data fields related to the dependent to be

deleted, and select ﬁl (F8 — Save).

The following screen displays:

F ™
] PCG Dist=8991 Rel=15.0200 02/03/2016 PCW 001 SV CADEVSYS CASECOND wm_@lﬂu
el ——— it

Status Active Update/sDisplay ACA Dependent Data PERB7

EmpHo 86424 ATI9SWORTH, CO9MELL Class 3 18 MO. TEACHERS
SSH  999-B8-6424 Loc 5658 Location 885858 Job cd 13 CLASSROOM TEACHERS
Calendar year: pE{i§k]
S5H SEX MAME e HMOHTHS OF COVERAGE -------------
BIRTH DATE  SPOUSE RELATIOHSHIP JaH FEB HAR APR HAY JUH JUL AUG SEF OCT HOV DEC
81 ___ 88 fo@a _ (L -

Hsgd 15.084.08

@ o] | | | Per | ACA| Deps| Emer
Step " Action

Verify “Data deleted ” displays and select ﬁl (F16 — Exit) to the Display/Update ACA
Dependent Data - Select Employee screen.
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The following screen displays:

IEi PCG Dist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND W'HITE_

Update/sDisplay ACA Dependent Data PAYFIHD
Select Employee

Current Order

Filter set: Status Hame
Input:
13
Fkey Hame Empno 33H Loc Cls Cert Pens ContMo Job Stat Hth
1 | AB3EU. ET3AN 88942 993-08-5555 108 1 C 2 10 b A
Input Employee Humber or MHame or 3S5MN - Press Enter Key
F16 to Exit, F18 Clear employee Filter
F1-2 = Choose from Selection Above
wiggf| k1 | r2 | F3 | Fa | Fs | ke | F7 | F8 | P9 [, Y| | | | =y 13.62.00
FIS« |§|E7T Fisw [ S Help

Step " Action
11

Select ﬁl (F16 — Exit) to return to the Personnel System — Personnel Update Menu.

Georgia Department of Education

December 22, 2016 e 11:19 AM e Page 52 of 73
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

-
El PCGDist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND wr—m‘@lﬂu
Personnel System PERUPDTP
FKey Personnel Update Henu

2| -- Update{Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
win -- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

Program PERBY completed

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | LS | WoriSp| NG| WEND

Action

12 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure E: Update/Display Emergency Data

Step  Action

1 From the Business Applications Master Menu, select 3 | (F3 - Personnel System).
Bl rce Eist:BQQI Rel=15.02.00 06/22/2015 PCW 002 SV CADEVSYS CASECOND W'HITE_ )
I Personnel System PERHENU
I FHey Master Henu

1 | -- Personnel Update Menu

4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu

11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu

20 | -- File Reorganization

Mashes use,“d| | | | | | | | | | | | | | | 13.94 .00
| 15 | MriSy | DA | MEND

2 Select Ll (F1 - Personnel Update Menu).
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The following screen displays:

— —— 1
El PCGDist=8991 Rel=15.02.00 06/22/2015 PClb'__DOZ SV CADEVSYS CASECOND WHIT
I Personnel System PERUPDTP
(| FKey Personnel Update Henu

| -- Update/Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | L5 | MoriSp | BT | MEND

Step  Action
3 Select _5 | (F5 — Update/Display Emergency Data).
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The following screen displays:

B PCGDist-8991 Rel-08.01.00 05/13/2008 CJD 002 C:\DEVSYS C:\SECOND mE <
Display/Update Personnel Data PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
Fkey Hame Empno 5SH Loc Cls Gert Stat
Input Employee Mumber or Mame or 38N - Press Enter Key
PF16 to Exit, PF18 Clear employee filter
PF1-92 = Choose from 3election Above
BT AER N EER IR EER I R EEE T 4 =Y 68.02.00
FIS« :127‘3'1” mm rove i | pon ¥ Help
Step Action
11 R . ENTEE'I R
Enter the number in the Input field, select _I (Enter - Continue), and proceed to Step

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” field, and select Enter. Entering a complete or
partial name in the Name field displays the results most closely matching the search
criteria entered. Proceed to Step 5.
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The following screen displays:

Ste

Bl PCGDist-8991 Rel-08.01.00 05/13/2008 CJD002 C:\DEVSYS C:\SECOND =<
Display/Update Personnel Data PAYFIND
Select Employee
Filter not active Current Order
Name
Current
Fkey _MName | Empno SSH | Loc  Cls Cert Stat
Enter] ACCIDENTALLYFELL, AMMILIA X 83183 993-08-8994 8012 7 N I
1 | ACCIDENTALLYFELL, AMMILIA X 88994 993-08-8994 8012 4 C A
2 | ACEDTHETEST. ABIGAIL 89311 9959-08-9311 193 ] N A
3 | ADAMS, ADAM 89081 9959-08-9081 193 4 C T
4 | ADDEDWRONG, ALYSSA 83368 993-08-9368 6195 4 C A
5 | ADDEDWRONG, ALYS55A 501 993-08-9368 193 4 C A
] l ADDISON. ADDIE 89410 993-08-3410 193 4 C T
7 | ALBERTSOM, ALBERT 88972 999-08-8972 193 12 N A
8 | ALGORYTHEM, ANNIE 89423 999-08-9423 202 4 C A
9 | ALLTHUMBS, ALBERTA 83621 999-08-9621 193 4 C A
PFKEY = Record Found Above
or PgUp/Pgbn = Previous/Hext 18 Records
PF16-new search, PF18-Clear Employee Filter
PF1-9 = Choose from Selection Above
Order changed to Alpha
7| F1 | F2 | F3 | Fa | F5 | Fs | F7 | Fe | Fo || | | & 98.02.00
LILI&IJMIMIJJJJJQ@'JJ
Illllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

Action

Select Enter| (Enter) or select the Function key corresponding to the employee’s record,
and select EI (Enter).

To sort by Name: Select _Mame | (Name).

To sort by Employee Number: Select _Empno | (Empno).

To sort by Social Security Number: Select _S5N_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either M (Page Up) or =¥ | (Page Down).
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The following screen displays:

- R
(] PCGDist=8991 Rel=15.02.00 07/10/2015 PCW 001 S5V CADEWSYS CASECOND WI-IlT 2
Update/Display Emergency Data PERB2
Employee: #8942 AB3EU, ET3AH Spouse: DAHIEL AB3EU
Next of kin: Relationship
Phone: a0g aee8
Emergency: Relationship
Phone: a08 @888
Doctor: Phone: gao Boeo
Comments:

Employee e-mail: ASEUBSE9L42@DIST.K12.GA.US

ENTER = Validate, F8 = Update Record, F16 = Exit without Changes

ENTEV Fl'% Fz‘t% Fsﬁ F'\\ Fs FS F7|Fs ulFS‘f IFmYanEllan'l I |F|5Q| 15.082.00
e E| G| | | [ Per|AcA|Deps| o | Edu Help

Step " Action

Select il (F9 — Switch to Update Mode).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/15/2013 PC\W 001 C:HDEYSYS C:LSECOND = IElﬂ
Update/Display Emergency Data PER B2

Employee: 88942 AB3EU, ET3AH D Spouse:
Hext of kin: Relationship
Phone:
Emergency: Relationship
Phone:
Doctor: Phone:

Employee e-mail: EAB3EUEDISTRICT.COH

EMTER = Validate, F8 = Update Record, F16 = Exit without Changes

Comments:

ENT“{ FlP%IF2‘% F3§ F‘F FS FS F7 Fz n FS’ FiOY F“E F12E Fisa 13-ﬂ1-ﬂﬂ
FIS# F|7EI;)| Fiz W_Tf Help
Step Action |
7 Verify “Mode changed to update” displays.
Although these instructions refer primarily to the entry of information, if the fields already
contain information, or are automatically populated with information during the selection
of a PF key, verify the fields’ entries are correct for the employee. If the information is
incorrect, make the appropriate modifications to the field entries.
8 Enter the spouse’s name in the Spouse field.
9 Enter the name of a next of kin in the Next of kin field.
10 Enter the relationship of the next of kin in the Relationship field.
11 Enter the phone number for the next of kin in the Phone field.
12 Enter the name of someone who should be contacted in case of emergency in the
Emergency field.
13 Enter the relationship of the emergency contact in the Relationship field.
14 Enter the phone number for the emergency contact in the Phone field.
15 Enter the name of name of the employee's doctor in the Doctor field.
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Step Action

16 Enter the phone number for the employee’s doctor in the Phone field.
17 Enter any desired comments in the Comments field.
18 Enter the employee’s e-mail address in the Employee e-mail field. The e-mail address

must contain one ‘@’ sign.

19 Select ﬂl (Enter).

Select ﬁl (F3 — Print this data) to obtain a screen print of the Update/Display
Emergency Data screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

The following screen displays:

B PCGDist=6991 Rel=13.01.00 03/15/2013 PCW 001 C\DEWSYS C:\SECOND _ = x|
UpdatesDisplay Emergency Data PER B2

Employee: 88942 AB3EU, ET3AN D Spouse:
Hext of kin: Relationship
Phone:
Emergency: Relationship
Phone:
Doctor: Phone :

Comments:

Employee e-mail: EABSEUBDISTRICT.COH

Cvalidations passed. Save your changes. D
———llalidate  F8 = llp > F16 = Exit without Changes

ENTEV' Fl'% FZ‘% F3§ FS F? F& u F& , FIOY F“E F|2E FIS& 13-31-3“
FiS« Fi?E‘D Fié‘m HB'D
Step " Action
20 Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
changes).
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The following screen displays:

— ——— B
E] PCGDIist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND wr—mlglﬂu
Update/sDisplay Emergency Data PERB2

Employee: 88942 AB3EU, ET3AH

Next of kin:

Emergency :

Doctor:

Comments:

Spouse: DAHIEL AB3EU

Relationship
Phone: 15 5] 1515]
Relationship
Phone: 88 BE88
Phone: 88 8888

Employee e-mail: ASEUAEE942EDIST.K12.GA.US

Data saved

ENTER = Ualidate, F8 = Update Record, F16 = Exit without Changes

EN“V Fxpi‘ F2‘% FBﬁ F» FS FS F7IF8 EIFSSd‘lFIOYlF“ElFIzEI | |F15Q| 15.62.09

---m ACA | Deps | Emer | Edu Help

Step " Action

21 Verify “Data saved” displays, and select ﬁl (F16 — Exit) to the Display/Update
Emergency Data - Select Employee screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/14/2013 PCW 002 CHDEWSYS CSECOND _|E|£|
Display/Update Personnel Data PAYF IND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
Fkey HName Empno SSN Loc Cls Cert Pens ContMo Job Stat
1_| BE7M.KR75 89730 999-08-9730 302 5 C 2 10 105 A
Input Employee Mumber or Hame or 3S5H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Abowve
MLl R | F2 | F3 | Fa | F5 | F6 | F7 | F8 | F9 | T e 12.03.00
Fisﬁ ?157' Fism pour ik |PGDN‘ Help

Step " Action

22 Select ﬁl (F16 — Exit) to return to the Personnel System — Personnel Update Menu.
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The following screen displays:

_— B
[=] PCG Dist=8991 Rel=15.02.00 07/10/2015 PCWODL SV CADEVSYS CASECOND WHITE —Q@u

Personnel System PERUPDTP I

FKey Personnel Update Henu

2| -- Update{Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
win -- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

Program PERBY completed

Master

Y N N I ) I 15-62.00

FIS«

15 | MoriSp | AN | MEND

Action

23

Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure F: Update/Display Educational Data

Step  Action

1 From the Business Applications Master Menu, select 3 | (F3 - Personnel System).
Bl rce Eist:BQQI Rel=15.02.00 06/22/2015 PCW 002 SV CADEVSYS CASECOND W'HITE_ )
I Personnel System PERHENU
I FHey Master Henu

1 | -- Personnel Update Menu

4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu

11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu

20 | -- File Reorganization

Mashes use,“d| | | | | | | | | | | | | | | 13.94 .00
| 15 | MriSy | DA | MEND

2 Select Ll (F1 - Personnel Update Menu).
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The following screen displays:

— —— 1
El PCGDist=8991 Rel=15.02.00 06/22/2015 PClb'__DOZ SV CADEVSYS CASECOND WHIT
I Personnel System PERUPDTP
(| FKey Personnel Update Henu

| -- Update/Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
5 |-- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

M| | | | [ | [ | [ | | | [ | | 15.02.60

re | L5 | MoriSp | BT | MEND

Step  Action
3 Select 6| (F6 — Update/Display Educational Data).
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The following screen displays:

B PCGDist-8991 Rel-08.01.00 05/13/2008 CJD 002 C:\DEVSYS C:\SECOND mE <
Display/Update Personnel Data PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
Fkey Hame Empno 5SH Loc Cls Gert Stat
Input Employee Mumber or Mame or 38N - Press Enter Key
PF16 to Exit, PF18 Clear employee filter
PF1-92 = Choose from 3election Above
BT AER N EER IR EER I R EEE T 4 =Y 68.02.00
FIS« :127‘3'1” mm rove i | pon ¥ Help
Step Action
Zl R . ENTEE'I R
Enter the number in the Input field, select _I (Enter - Continue), and proceed to Step

If the employee number is unknown, enter the employee’s complete or partial name, or the
Social Security Number in the “Input” field, and select Enter. Entering a complete or
partial name in the Name field displays the results most closely matching the search
criteria entered. Proceed to Step 5.
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The following screen displays:

Ste

Bl PCGDist-8991 Rel-08.01.00 05/13/2008 CJD002 C:\DEVSYS C:\SECOND =<
Display/Update Personnel Data PAYFIND
Select Employee
Filter not active Current Order
Name
Current
Fkey _MName | Empno SSH | Loc  Cls Cert Stat
Enter] ACCIDENTALLYFELL, AMMILIA X 83183 993-08-8994 8012 7 N I
1 | ACCIDENTALLYFELL, AMMILIA X 88994 993-08-8994 8012 4 C A
2 | ACEDTHETEST. ABIGAIL 89311 9959-08-9311 193 ] N A
3 | ADAMS, ADAM 89081 9959-08-9081 193 4 C T
4 | ADDEDWRONG, ALYSSA 83368 993-08-9368 6195 4 C A
5 | ADDEDWRONG, ALYS55A 501 993-08-9368 193 4 C A
] l ADDISON. ADDIE 89410 993-08-3410 193 4 C T
7 | ALBERTSOM, ALBERT 88972 999-08-8972 193 12 N A
8 | ALGORYTHEM, ANNIE 89423 999-08-9423 202 4 C A
9 | ALLTHUMBS, ALBERTA 83621 999-08-9621 193 4 C A
PFKEY = Record Found Above
or PgUp/Pgbn = Previous/Hext 18 Records
PF16-new search, PF18-Clear Employee Filter
PF1-9 = Choose from Selection Above
Order changed to Alpha
7| F1 | F2 | F3 | Fa | F5 | Fs | F7 | Fe | Fo || | | & 98.02.00
LILI&IJMIMIJJJJJQ@'JJ
Illllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

Action

Select Enter| (Enter) or select the Function key corresponding to the employee’s record,
and select EI (Enter).

To sort by Name: Select _Mame | (Name).

To sort by Employee Number: Select _Empno | (Empno).

To sort by Social Security Number: Select _S5N_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or select
either M (Page Up) or =¥ | (Page Down).
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The following screen displays:

— ™
P PCG Dist=3991 Rel=150200 07/10/2015 PCW 001 SV CADEVSYS CASECOND WHITE —lglﬂu
PERB3
Update/Display Educational Data I
Employee: #8942 AB3EU, ET3AH
LOCAL{IN) LOCAL{OUT}) State
Years of Teaching Experience: 1.08 2._08 3.0a
University/Gollege Degree Degree date
1 University of Georgia 5  ASSOCIATE DEGREE 5 14
4 Kennesaw State University 1 BACHELORS DEGREE 5 15
7  Georgia Regents University 2  MASTERS DEGREE 5 17
7  Georgia Regents University 4 DOCTORATE 5 18
ae
ae
a8
a8
L]
L]
F8 = Update Record, F16 = Reenter Data
ENTEV Fl'% FZ‘% FB& F"l FS FS F7|F8 ulFS‘f IFIDY|F||E|F12E| I |F|5Q| 15-32-55
= O = = I

" Action

Select il (F9 — Switch to Update Mode).
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The following screen displays:

_
=] PCG Dist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND WHITE [E= e

Update/Display Educational Data

Employee: #8942 AB3EU, ET3AH

LOCAL(IN) LOCAL(OUT) State

Years of Teaching Experience: 1.68 2.08 3.08

University/Gollege Degree Degree date

1 University of Georgia 5 ASSOCIATE DEGREE 5 14

4 Kennesaw State University 1 BACHELORS DEGREE _5 15

7 Georgia Regents University 2 MASTERS DEGREE _5 17

7 Georgia Regents University 4 DOCTORATE _5 18

[§]¢]

— __ B8

— __ B8

— __ B8

— __ B8

— __ B8

=% Degrees must be entered from top to bottom in Ascending Date Sequence ==

FMode changed tu update

ENTER = Ualldate F16 = Exit w1thuut Changes

FSSOA FIDY FnE' F12E| I Insal 15.62.00

Emer | Edu Help

Step Action
7 Verify “Mode changed to update” displays.

Although these instructions refer primarily to the entry of information, if the fields already
contain information, or are automatically populated with information during the selection
of a PF key, verify the fields’ entries are correct for the employee. If the information is
incorrect, make the appropriate modifications to the field entries.

8 Enter the number of years of local teaching experience within the school system in the
Local (In) field.

9 Enter the number of years of local teaching experience outside the school system in the
Local (Out) field.

10 Enter number of years of state teaching experience (excluding local) in the State field.

Complete Steps 11 - 14 for each University/College entered in Step 11.

11 Enter the code or select the drop-down selection icon ~lofa university or college
attended in the University/College field. This code must match a type "U" record in the
Payroll Description File.
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Step Action

12 Enter the code or select the drop-down selection icon ~lofa degree earned at the
associated University/College in the Degree field. This code must match a type "D"
record in the Payroll Description File.

13 Enter the date (month and year) the degree was conferred from the associated university
or college in the Degree Date field.

14 If there are additional University/College degrees: Select the Tab key to access the next
University/College field and repeat this procedure at Step 11.

15 Select ﬂl (Enter).

Select ﬁl (F3 — Print this data) to obtain a screen print of the Update/Display
Educational Data screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

The following screen displays:

- — Bl
=] PCGDist=8991 Rel=15.02.00 07/10/2015 PCW 001 SV CADEVSYS CASECOND WI—HTM&M
- S — o e— i
PERB3
UpdatesDisplay Educational Data
Employee: 88942 AB3EU, ET3AN
LOCAL{IN) LOCAL{DUT) State
Years of Teaching Experience: 1.08a 2.88 3.088
University/College Degree Degree date
1 University of Georgia - ASSOCIATE DEGREE 51y
1 Kennesaw State University 1 BACHELORS DEGREE _5 15
7 Georgia Regents Uniwversity 2 MASTERS DEGREE _5 17
7 Georgia Regents University 4 DOCTORATE _5 18
— __ B8
- — __ B8
- — __ B8
- — __ B8
- — _ B8
— _ B8
== Degrees must be entered from top to bottom in Ascending Date Sequence ==
Ualldatluns passed Save your changes.
= Ualidate, F16 = Exit without Changes
ENTE‘vlFl'%lF21%|FBE'F'}.'FS.IFS.'F?.'Fs HIFsgoAlF‘oYlFﬂElIF‘zEll | IFisal 15.02.00
mﬁ mEI;) m‘m‘ Per | ACA | Deps | Emer | Edu Help

Step " Action
16

Verify “Validations passed. Save your changes.” displays and select ﬁl (F8 — Save
changes).
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The following screen displays:

— ™y
'E PCG Dist=8991 Rel=15. 07/10/201! [23
.
PERG3
UpdatesDisplay Educational Data
Employee: 88942 AB3EU, ET3AN
LOCAL({IN) LOCAL{OUT)  State
Years of Teaching Experience: 1.08a 2.8a 3.8a
University/College Degree Degree date
1 University of Georgia 5 ASSOCIATE DEGREE 5 14
4 Kennesaw State University 1 BACHELORS DEGREE _5 15
i Georgia Regents University _2 HASTERS DEGREE _5 17
7 Georgia Regents University h DOCTORATE _5 18
- _ __ B8
- _ __ B8
- _ __ 88
- — _ B8
- — _ B8
- _ __ B8
*% Degrees must be entered from top to bottom in Ascending Date Sequence ==
Data saved
EHMTER = Validate, F16 = Exit without Changes
:mv Fl’% F2‘% FBﬁ F» Fs Fs F7|Fs ansgﬁanmYanE'lan'l | |F|5Q| 15.02.80

ol =) ---m ACA | Deps | Emer | Edu Help

Action

17 Verify “Data saved” displays, and select ﬁl (F16 — Exit) to the Display/Update

Educational Data - Select Employee screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/14/2013 PCW 002 CHDEWSYS CSECOND _|E|£|
Display/Update Personnel Data PAYF IND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
Fkey HName Empno SSN Loc Cls Cert Pens ContMo Job Stat
1_| BE7M.KR75 89730 999-08-9730 302 5 C 2 10 105 A
Input Employee Mumber or Hame or 3S5H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Abowve
MLl R | F2 | F3 | Fa | F5 | F6 | F7 | F8 | F9 | T e 12.03.00
Fisﬁ ?157' Fism pour ik |PGDN‘ Help

Step " Action

18 Select ﬁl (F16 — Exit) to return to the Personnel System — Personnel Update Menu.
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The following screen displays:

_— B
[=] PCG Dist=8991 Rel=15.02.00 07/10/2015 PCWODL SV CADEVSYS CASECOND WHITE —Q@u

Personnel System PERUPDTP I

FKey Personnel Update Henu

2| -- Update{Display Personnel Data
_3 | -- Update/Display ACA Employee Data
_4 | -- Update/Display ACA Dependent Data
win -- Update/Display Emergency Data
_6 | -- Update/Display Educational Data

Program PERBY completed

Master

Y N N I ) I 15-62.00

FIS«

15 | MoriSp | AN | MEND

Action

19

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