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PCGenesis Personnel System Operations Guide

Overview

The Automatic Leave Update - By Pay Class procedure allows employees’ state or local leave to be
added and deleted and increases the leave balances for specific pay classes. For example, PCGenesis
users may use the procedure to increase the available sick leave for employees within the
“Administrative” pay class.

Up to twenty (20) pay classes can be processed at the same time with the same leave parameters. This
will allow users to save time if many pay classes use the same leave parameters.

The Automatic Leave Update - By Pay Class procedure also produces an Employee Leave Data Report.
The report will show the updated employee leave balances by type. Refer to 1A. Employee Leave Data
Report — Example for more information about the report.

NOTE: If the Enhanced Substitute Pay and Employee Leave System is in use, automatic leave updates
using this procedure are NOT allowed.

The Print Employee Leave Data report lists current and year-to-date leave balances for the State and
Local leave categories, for all employees.
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PCGenesis Personnel System Operations Guide

Topic 1: Printing the Employee Leave Data Report

The Employee Leave Data Report provides a listing of employee leave totals by type.

Step  Action

1 From the Business Applications Master Menu, select __3_| (F3 - Personnel System).

The following screen displays:

(=] PCG Dist=8991 M:Iaﬁm Ezﬁ PCW 001 SV CADEVSYS CASECOND WHITE _ &8

Personnel System PERMEHU

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

ma| Vo) | | | | | [ | [ | | | [ | | 138400

| 5 | MriSy | PO | MEND

Step | Action

2 Select F5  (F5— Legacy Leave Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:

=1 PCGDist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND wI-IlT &8
Personnel System PERB4P
FKey Legacy Leave Menu

1_| -- Print Employee Leave Data

3 | -- Automatic Leave Update - By Pay Class

4 | -- Update Job Code for CPI{PayrollfC5-1

MESHFI use'listl | | I | | | I | | I I | | I 14.83 .88
e8| 5 | YoriS | DAY | MERD

Step  Action
3 Select _1_I(F1 - Print Employee Leave Data).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/24/2013 PCW 001 SY C:\DEYSYS C:\SECOND _|5’|£|
Print Employee Leave Data PAYPE1 82

Use F18 to set the selection criteria for the Leave Listing.
Filter set: TRS,Status

Select report sort order:

& Mork location, Class, Name! " Employee Class. Work location, Mame " Employee Hame
 Waork location, Mame " Employee Clasz, Mame " Employee Number
" WWork location. Employee Humber " Employee Class. Emplovee Humber

Select print and export option:
& Print BOTH STATE and LOCAL buckets
" Print onlp STATE buckets
" Print only LOCAL buckets

Create Leave Detail File to Load in Excel?
* Mo
T Yes

Enter the Export file Path and Hame {e.g. C:\EXPORTA\LEAVECYHD.CSU)
or F15 to Browse for File

C-A\EXPORTA\LFAVEZ2B138724 .C3U
HOTE: DIRECTORY Hust Already Exist

F18=Employee Selection, F15=Browse for Export File, F16=Exit Without Printing

EN“'V Fl'% Fz‘% FiOY n;& 12.83.808
FIS« Help
4 To set specific search criteria: Select _|F1°T (F10 — Set filter condition). On the Print

Employees’ Leave — Set Employee Selection Filter screen, make the appropriate selections and
entries. Verify “Filter conditions set.” displays.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic
1: Set/Clear Employee Search Criteria for the instructions on limiting the report results to
specific search criteria.

5 Select the radio button & to the left of the desired Select sort order option to identify the
report’s sort order.

6 Select the radio button & to the left of the desired Select print and export options to identify
the leave buckets (State and/or Local) to print and/or export.

7 Select the radio button & to left of the appropriate response in the Create Leave Detail File to
Load in Excel? field. In order to produce a comma separated data file with the data from the
report, select “Yes’. Otherwise, select ‘No’.

8 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.
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PCGenesis Personnel System Operations Guide

9 If creating an export file: Enter C:\EXPORT\LEAVEccyymmdd.csv in the Enter File

Name and Path for Export File field, or select ﬁl (F15 to browse for export file) to locate
the file manually.

10 Select ﬂl (Enter).

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

“Processing Request” briefly displays where appropriate.

The following screen displays:
1 PCeDist=8991 Rel=1501.00 04/02/2015 PCWO0D2 SV CADEVSYS CASECOND wmlm@ﬂu

Personnel System PERB4P

FKey Legacy Leave Menu

-- Print Employee Leave Data

1
3 | -- Automatic Leave Update - By Pay Class
4

-- Update Job Code for CPI{PayrollfC5-1

mtee o] | | | [ [ [} [ [ | [ [ | | 14.63.06

e | 5 | MriSp | EAT. | MEND
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PCGenesis Personnel System Operations Guide

11 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
12

To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).

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

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

1A. Employee Leave Data Report — Example

BERORT DATE: 07/08/2012 EMPLOYEE LEAVE DATA REDORT - STATE IND LOCAL EUCEETS DRGE: 2
BERORT TIME: 13::58 SORTED BY WORK LOCRTIOQN, IBME DROGEEM: PRYDRILOZ
Filter set: Status

EMENO EMPLOYEE NEME CLASS WE LOC JOB STAT SICK DERSONAL TVACATION  OTHER W/0 BAY STAFF SCK BHNE

872862 CHIRCEILL, HRIRISON 01 0100 o032 & g2.75 0.00 0.00 0.00 0.00 0.00 0.00 STLTE BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
o.00 0_00 000 0.00 0.00 0.50 0.00 STATE YTID
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL CUR
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL YID

85412 CHSISTY, ALSR o0g 0100 O02Z& R 55.00 0_00 000 0.00 0.00 0.00 0.00 STRTE ERL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
5.75 1.00 0.00 0.00 0.00 5.00 0.00 STATE YTD
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCRL CUR
o.00 0_00 000 0.00 0.00 0.00 0.00 LOCRL YTID

87504 CHSRTE, CHSCK 01 0100 o202 R 53.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
12.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE YID
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCRL BRL
o.00 0_00 000 0.00 0.00 0.00 0.00 LOCRL CUR
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL YID

2838 CRTSP, RUTUSIINE 01 0100 o032 & 14.00 0.00 0.00 0.00 0.00 0.00 0.00 STLTE BRL
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PCGenesis Personnel System Operations Guide

Topic 2: Automatic Leave Update — By Pay Class

The Automatic Leave Update - By Pay Class procedure allows employees’ state or local leave to be
added and deleted and increases the leave balances for specific pay classes. For example, PCGenesis
users may use the procedure to increase the available sick leave for employees within the
“Administrative” pay class.

Up to twenty (20) pay classes can be processed at the same time with the same leave parameters. This
will allow users to save time if many pay classes use the same leave parameters.

The Automatic Leave Update - By Pay Class procedure also produces an Employee Leave Data Report.
The report will show the updated employee leave balances by type. Refer to 1A. Employee Leave Data
Report — Example for more information about the report.

NOTE: If the Enhanced Substitute Pay and Employee Leave System is in use, automatic leave updates
using this procedure are NOT allowed.

~
=] PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW OOl SV CADEVSYS CASECOND WWE‘E@IQ
Personnel System PERHENU
FKey Master HMenu
1 | -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu l
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization

| | | | 13.84 .08

Step  Action

1 Select F5  (F5 - Legacy Leave Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:

=1 PCGDist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND wI-IlT &8
Personnel System PERB4P
FKey Legacy Leave Menu

1_| -- Print Employee Leave Data

3 | -- Automatic Leave Update - By Pay Class

4 | -- Update Job Code for CPI{PayrollfC5-1

MESHFI use'listl | | I | | | I | | I I | | I 14.83 .88
e8| 5 | YoriS | DAY | MERD

Step  Action

2 Select F3  (F3 - Automatic Leave Update: By Pay Class).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/24/2013 PCW 001 SY¥ C:\DEYSYS C:\SECOND = |ﬁ'|£|

Automatic Leave Update By Pay Class PEROO5 @
This program will automatically update leave data for:

itate or local {5 or L)
Pay class(es):

Max Days to be

Accumulated
Sick Leawve days to be credited: .aa 999.99
0ther days to be credited: .88 999.99
Without Pay days to be credited: .8a 999 99
Personal Business days to be credited: .08 999.99
Vacation days to be credited: .aa 999.99
Staff Devw days to be credited: .88 909 _00
Sick Bank days to be credited: .aa 99999

Should YTD leave totals be cleared? H {Y/H)
If yes, the following questions should be ansuwered:

Drop unused days Add unused to sick bal
(¥/H) (¥/H)

Sick Leave
Other
Without Fay
Personal Business
Vacation
Staff Development
Sick Bank

ZZlzlzzIiZI=Z
ZZlZlZz=ZI=Z

ENTER = Continue, F16 = Exit without Updating 12.04.00

3 Enter S (State leave) or L (Local leave) in the State or Local (S or L) field.

4 Enter the code or select the drop-down selection icon ~linthe pay class fields to choose
the pay class or classes to update.

Up to twenty (20) pay classes may be updated at the same time, provided the same leave
parameters apply to each class.

5 Enter the number of days added to the leave type in the appropriate days to be credited:
fields.

6 Enter the maximum number of days allowed for accrual in the Max Days to be
Accumulated (Maximum Days to be Accumulated) columns, where appropriate. A value
of 999.99 indicates that the accumulation of days is unlimited for the corresponding leave

type.

7 To delete the existing accumulated leave totals and to begin with the number of days
entered in Step 5: Enter Y (Yes) in the Should YTD leave totals be cleared? field and
proceed to Step 8.

To add the number of days entered in Step 5 to the existing accumulated leave totals:
Enter N (No) in the Should YTD leave totals be cleared? field, and proceed to Step 9.
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PCGenesis Personnel System Operations Guide

8 If Y (Yes) was entered in Step 7:

To drop the unused days for the leave type: Enter Y (Yes) in the Drop unused days
column and N (No) in the Add unused to sick bal column.

To add the unused days for the leave type to the employee’s Sick Leave balance: Enter N
(No) in the Drop unused days column, and Y (Yes) in the Add unused to sick bal

column

9 Verify the screen’s entries are correct and select Enter twice.
If the information is incorrect, make the necessary corrections, and select Enter twice.
The “*** Updating Leave Totals * * *” message will be displayed briefly.

The following screen displays:
E] PCGDist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND WI—IlTIl Elélgj

Personnel System ~ PERO4P

FKey Legacy Leave Henu

1 | -- Print Employee Leave Data

3 | -- Automatic Leave Update - By Pay Class

4 | -- Update Job Code for CPIfPayrollfCS-1

el bo| | | | | | [ | [ | | | [ | | 1h-83.60

| 5 | MriSy | RO | MEND

Georgia Department of Education
August 12, 2019 e 11:57 AM e Page 11 of 15
All Rights Reserved.



PCGenesis Personnel System Operations Guide

10 To update an additional Pay Class(es): Select F3  (F3 - Automatic Leave Update: By
Pay Class), and repeat this procedure beginning at Step 3.

11 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select MI
(Master) to return to the Business Applications Master Menu.
12

The Employee Leave Data Report will be available in the print queue.
To print the report via the Uqueue Print Manager: Select W&l (Uqueue).

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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Topic 3: Update Employees’ Job Code for
CPI/Payroll/CS1

Perform this procedure after the June payroll and before changing Personnel assignments in CPI and
Personnel Data for the new school year. The job code indicated as the first CPI assignment will be
transferred to the CS-1 Job (From CPI) field on the employee’s personnel record. PCGenesis transfers
the Current Year Contract Months field’s entry to the Prior Year Contract Months field on the
employee’s personnel record.

The completion of this procedure allows the CS-1 Salary & Travel Expense Report and the
Certified/Classified Personnel Information (CP1) Leave Data Transmission File to be processed.
After running this procedure, make further modifications to the employee’s CS-1 job code on the
employee’s Personnel/Payroll Information screen, where appropriate.

.
] PCG Dist=8991 Rel=1502.00 07/13/2015 PCW 001l SV CADEVSYS CASECOND WWE‘E@IQ

Personnel System PERHEHNU

FKey Master HMenu
-- Personnel Update Menu
-- Enhanced Substitute Pay and Leawve System

-- Legacy Leave Menu
-- Personnel Reports Menu

-- Salary Projection Menu
-- Special Functions Menu

1
4
5|
86|
11 | -- Employee Contract File Export
12 |
13 |
20 |

-- File Reorganization

el bo| | | | | | [ | [ | | | [ | | 138460

| 5 | MriSy | RO | MEND

Step  Action

1 Select F5  (F5 - Legacy Leave Menu).
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The following screen displays:

=1 PCGDist=8991 Rel=15.01.00 04/02/2015 PCW 002 SV CADEVSYS CASECOND wI-IlT &8
Personnel System PERB4P
FKey Legacy Leave Menu

1_| -- Print Employee Leave Data

3 | -- Automatic Leave Update - By Pay Class

4 | -- Update Job Code for CPI{PayrollfC5-1

MESHFI use'listl | | I | | | I | | I I | | I 14.83 .88
e8| 5 | YoriS | DAY | MERD

Step  Action
2 Select 4 _| (F4 - Update Job Code for CP1/Payroll/CS1).
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The following screens displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CA\DEVSYS CASECOND WHITE - O >
CS1PYUPD

Update Job Code for CPI/Payroll/CS-1

The first CPI assign job code will be transferred to the CS-1 Job on the personnel record.

"Current Year Contract Months" will be transfered to "Prior Year Contract Months".

ENTER=Continue, F16=Exit
""“{ 19.62.00

m‘

Step  Action

3| select ¥ (ENTER) to update the CS-1 Job (From CPI) field on the employee’s
personnel record, and to transfer the Current Year Contract Months field’s entry to the
Prior Year Contract Months field on the employee’s personnel record.

“Updating Payroll File with Job Code” briefly displays.
The Personnel System Legacy Leave Menu redisplays.

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