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PCG Overview

Description

User Interface
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PCG Description

* Provides Full Personnel/Payroll/CPIl and Financial Fund
Accounting Services

* Integrates Payroll and Financial Fund Accounting

* Enables Users to find mistakes and keep in balance (Debits
& Credits)

* Minimal training curve for new users

* Designed specifically for Educational use

* Full Compliance with all Georgia Reporting Requirements
* Audit Dept has stated PCG sites are easiest to deal with




PCG User Interface

* Screen Color Option for Site & User

» Workstation vs Terminal Server Access
* Menu Design

* Print File Options

* Security

* Backup

* Restore




Screen Color Option for Site & User

You Must Use
New Shortcut

K:\PCGlcon\PCGclr
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Screen Color Option for Site & User

You Must Use . e

New Shortcut

K:\PCGlcon\PCGclr
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PCG Screen

Mouse Enabled
Button Bar
Radio Button
Pull-down List
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Mouse Enabled
Fkey Buttons
Button Bar
Print Options

Monitor Options
User List

Menu Design

B PCGDist=8991 Rel=12.03.00 09/17/2012 WHT 001 SV C:ADEVSYS CASECOND
Business Applications

Master Menu

-~ Financial Accounting & Reporting System
-~ Payroll System

-~ Personnel System

- Certified/Classified Personnel Information System

ke 1§

30 -- System Utilities

nwr""s.ll | | O | O |
~elrgvaliaveel [ [ [ [ [ [ [ [ |
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Print File Options

UQueue Menu

100nange]| 12View | 13Dekte | 14Femove]  155ieeze | 166w ||

Coppight (c) UCT 1955:2012 02.02.00 20020513
SEQ_FILE SIZE__USERPRHCLSCOP DIS_FRM STATUS
i 1001 A |

EEEEEEEEEEE

10N \ AL |
2| C\SECOND\SSPLPRT\REOGOO0T ES 001/ 4| 1| SCA 000 HOLD | Created:
3 |CASECOND\SSPLPRT\REOGO002 1 01/ 4| 1 |SCR 000/ HOLD |G
4 |C\SECOND? T\AEXPO000 ARR 001/ A| 1| SCR| 000(HOLD [Crested 1
§ | C\SECOND\RARRPAT \ARPT0000 K ARR(0OT| A| 1 |SCR| 000|HOLD (Crested
6§ |C\SECOND? ARR001| A| 1 |SCR 000 (HOLD |Ciested
7 |CASECOND\SARRPRT\ARPTO0 K ARRI0OT| A 1 |SCR| 000|HOLD (Crested
8 |C\SECOND\RARRPRT\PSCNO00) ARR(0OT| A| 1 | SCR 000|HOLD |Crested
9 |CASECOND\SPLPRTIRED! RES 01| A| 1 |SCR 000/HOLD |
10 |CASE \EYLWPRT\PANT 0001 7K | 001| A| 1 | SCR| 000(HOLD |G
11 | CASECOND\SYLWPRT\PRNTO002 Vw001 | A 1 [SCR| 000|HOLD [C:

QWord Advantages
v All Current Functions

v Able to Browse to Select File

v Able to Select Printer

QWord Menu

Delete Save Uses Options|

12.03.00




Print File Options

UQueue QWord
17 Lines 65 Hnes

QWord Advantages
v View Full Page — Not 17 Lines
v Able to Save & Distribute

v Access to All Word Features
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Workstation vs Terminal Server

* Workstation access
— Shortcut Runs Program from Server at Workstation
— All Data Loaded to Workstation from Server via LAN

* Terminal Server Access
— Workstation Opens Window to Server
— Program Runs on Server
— No Data Network Traffic Required
— Faster & More Reliable

14



PCG Security

* Server Access
— Network Access Restricted to PCG User Group

* PCG Access

— PCG Administrator Restricts User Access Within PCG
* By Application i.e. Personnel, Payroll, Financial, CPI
* Display/Update

* Display Only

15



Backup

* Daily Backup
* Restore Point
— Post Leave
— Print Paycheck
— Print Direct Deposit
— Post Payroll to Earnings History/Financials
— Update Budget Files From Vendor Check

* Always Contact Help Desk to Restore Data




Restore

Events & Actions that Cause Problems

— Power Outage
Operator Error

File Lock

What to Restore
— Second

— SecondL

— SeconQ

— SecondX

— PaydataQ

— PaydataD
— FardataQ

Claim Partial Posting
Paycheck/Direct Deposit Misprint

Operator Selects Ctrl-Alt-Del (Never, Never, Never Do This!)

Daily Backup

Before Post Leave

Before Payroll Update Financials

Begin Day Backup

Before Print Pay Check / Before Earning History
Before Print Direct Deposit

Before Vendor Check Update Financials

17



Payroli
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Payroll Master Menu

B PCGDist=8991 Rel=12.03.00 09/17/2012 YLW 001 SV C:\DEVSYS C:\SECOND
Payroll System

FKey Master Henu

_1_| -- Payroll Setup Menu
_2 | -- Payroll Update Menu
_3 | -- Payroll Check & Direct Deposit Menu

5]-- Monthly/Quarterly/Annual/Fiscal Reports Menu

_8 | -- Employee ReportsjLabels Menu

_9 | -- Update/Display Description/DeductionfAnnuity Menu
_10 | -- Earnings History Menu

_11 | -~ Check Reconciliation Menu

_12 | -- Update/Display Payroll Monitor

_13 | -- Special Functions Menu

_20 | -- File Reorganization

=181
PAYHO0DO

07.03.00
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Basic Payroll Processing

* Add Class

* Add Job Description

* Add Deduction

* Add New Employee

* Update/Display Personnel Data
* Modify Payroll Schedule
* Payroll Setup

* Payroll Monitor

* Payroll Process

* Manual/Void Process

* Reports

* Posting

20



Add Job Class

F2, F9, F1 Maintain Description Record Type ‘C’ F13
Best to Use Same Schedule #'s Every Year

00 09/17/2012 WHT 001 SV
Payroll Description File - File Maintenance

Record Type: € Number

s 80
Description: Free format description

Pay Schedule #: 12 Pay Schedule # for each Pay Class

C=Certified, N=Non-certified

F=Full-time, P=Part-time, S=Substitutes, 3=Third Party Contractors
I=Instructional, N-Non-instructional

P=Paraprofessional, N=Non-paraprofessional

Certified/Non:

ERS Job Class: @8 ERS Job Classification - DESC Record ‘M*
TRS Job Class: 3_¥[Executive Admin Managerial - DESC Record 'K*

*» Add Mode ==
Fi

=181
PAY0100

12.03.00

21



Add Job Description

F2,F9,F1 Maintain Description Record Type 9 F13

B PCGDist=8991 Rel=12.03.00 09/17/2012 WHT 001 SV C:\DEVSYS C:\SECOND =181 x|
Payroll Description File - File Maintenance PAYO100

Record Type: J Number : 50
Description: Payroll Manager Free format description

FLSA: E  E=Exenpt, N-Non-exempt from overtime pay

*» Add Mode =
F8-Save F16-Exit
(= | A B o PO ol ] I ey 12.03.00
[ e | |
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Add Deduction

F2,F9,F5 Maintain Deduction Record 24’ F11

B PCGDist=8991 Rel

3.00 09/17/2012 WHT D01 SV

PAYROLL DEDUCTION DATA ENTRY PAY09S
Deduction code: 24 Sort:
Description: NON TAX INSURANCE Percen!

Short desc.: NON TAX INS _ Uendor : 8
UENDOR 000008
Deduction type: 1 ‘A’ = Annuity (Tax Sheltered) ‘C' = Credit Union
‘F' = Imputed Income ‘6" = Garnishment
‘I' = Non-Taxable Insurance

Fund: 199 Fiscal: _ Program: 9998 Expense/receipt function: 9000
Balance #: _476

Benefit plan code associated with deduction:

------------------ Enployer Contribution Information ----------------oe

Employer contribution indicator: 1 0 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution

Employer Indicator '2' Process Types: S D H A B X ¥ Q P
- B B H B E NN

Contribution amount or %: __25.00000 Object: 29000 Balance: _421

#» Add Hode ==
(ENTER)-Add Record F16-Find Mode F28-Help Screen 12.03.00

x|
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B PCGDist=8991 Rel

Add New Employee

F2,F2,F1 Add New Employee -

3.00 09/17/2012 WHT D01 SV

Screen 1

Add New Employee PAYO1
Status @ -- Active PAYROLL, PAMELA
Emp. no. 32488 Pay Loc 196 Location 000196 Class 16 BOOKKEEPER
Sex Code E Work Loc _196 Location 000196 Job _14 Admin AP/PR
Mar Stat 1] SSN 999 45 6789 EEO-5 Job Undefined
EE0-5 Ethnic _6 MULTI-RACIAL
Hispanic/Latino Ethnicity?
NAME First PAMELA Middle © YesC No
Last PAYROLL Suffix Prefix Race (Select all that apply)
€ Yes® No Am Indian Alaskan
Address 12345 MAIN ST Certificate Type @ YesC No Black
fddress L2 €S1 Job (from CPI) 808 @ YesC No White
City/State SMITH CITY . GA Include on CPI ? N € Yes® No fsian
Zip Code 33333 County 000 Sick Bank L € Yes® No Hawaiian Pacific
Phone (___)008-0008 Hours Per Day 78.000
Birth Date _1/81/1968 Pens Elig Date 11/01/2012 TRS DOE Paid ERCON ? _
Hire Date 10/31/2012 GHI Eligible ? ¥ Participate in GHI ? ¥
Rehire Date GHI 1st Day Wrk _1/11/2812  GHI Option U1  UHC WELL HMO
Tern Date GHI EFFf Date GHI Tier 96  FAMILY

Tern Reason _

GHI Change Date
GHI Change Code

GHI Ded Cd _8

L[ —
New Employee hire

wunun TAX DATA wewwe

Mar Stat M )

Exempt
State: Mar Stat B Allowance Mar 2 Dep

Tax Switches:

withholding Code @
_2  Withholding Code ©

Fed ¥ State ¥ FICA ¥ Retire ¥

validations passed. Check screen 2 or save your changes.

Ant/% .00
Ant/% .00

12.03.00

x|

24



Add New Employee

F2,F2,F1 Add New Employee - Screen 2

B PCGDist=8991 Rel=12.03.00 09/17/2012 WHT 001 SV C:\DEVSYS (C:\SECOND

Add New Enployee
wwunw SCREEN 2 wwwun

Emp. 8 32488 PAYROLL, PAMELA Status A Loc 196 Class 16
TRS & ERS Pens Gross Adj (Ant/%) - 0000 Contmo 10 Serv 1
Contract Ant _60000.00 Cycle Gross _5000.00 Cycle 1 CALENDAR VEAR

State Salary Local Salary _60000.60 Other
Pension Code 2 Aant/% Switch ¥  Pay Sch. # 24

Proc Type Pay Type Pay Rate Reg Hrs Out Hrs Reg Gr out Gr GHI Dist Pay Reas
1. _5000.00 1.0000

]

Totals 5000.00 1.0000

PAYO1

«» Total Gross 5000.00

Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Contract
13 14800 8010

Acct M1
fAcct #2
fAcct #3
Acct #4
fAcct #5

12.03.00

| x|

25



Update Display Personnel Data

F2,F2,F2 Update/Display Personnel Data
Will Open PayFind and Allow Use of Selection Filter (F10)

W PCGDist=8991 Rel=12.03.00 09/17/2012 WHT 002 SV C:\DEVSYS C:\SECOND WHITE =
Display/Update Personnel Data PAYFIND
Select Employee

Current Order
Filter not active Enp Hunber

Input:

Fkey Name Empno SSN Loc  Cls Cert Pens ContMo Job Stat

Input Employee Humber or HName or SSN - Press Enter Key
F16 to Exit, F18 Clear employee filter

F1-9 = Choose from Selection Above
F2 I 20 2 N 20 N0 T 5 o Y Y [ [ P-4 | 12.03.00
ohlwyl T T T T [we] [ [ |
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Update Display Personnel Data

F2,F2,F2 Update/Display Personnel Data
The Filter will define subset criteria

W PCGDIst=8991 Rel=12.03.00 09/17/2012 WHT 002 SV C:\DEVSYS (C:\SECOND =18 x|
Display/Update Personnel Data PAYFIND

Set Employee Selection Filter

Current Order
Filter set: Class,TRS,Certified,Status Nane
Status: @ _ _ Pension: 2 Contract mo: Certified (C or N): € 13 month (Y or N): _

Class Code: 10|

Work Location:

Job Code: __

€s1 Job:

NOTE: The entries you place on this screen are not checked against the
description file. This may be used to search for employees who
nay have invalid entries.

| ) N N 1 Y Y [ ¥ | 12.03.00
1| i | . |
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Update Display Personnel Data

F2,F2,F2 Update/Display Personnel Data

The Filter will define subset criteria Choose Employee
Display/Update Personnel Data PAYF IND
select Employee
Filter set: Class,TRS,Certified,Status Current Order
Cunrent
Fkey _Name _Empno| _SSN_| Loc  Cls Cert Pens ContMo Job Stat
Enter] AD2ER, TA2 88127 999-08-8127 100 10 c 2 4 A
1 AL2NSO. JO2TTE 89391 999-08-9391 100 10 c = 10 4 A
2 AL2NZ0, WA2D 89623 999.08-9623 105 10 [ 4 2 10 4 A
3 ALBEY. YE6 89659 999-08-9659 105 10 c 2 10 4 A
4 ALIMAN, RISKIE 89624 999-08-9624 100 10 c 2 10 4 A
5 AMZROSE, SH2NTAY 88631 999-08-8631 105 10 c 2 10 4 A
L3 APSBLEGATE, ELBIOT 88833 999-08-8833 105 10 c 2 10 4 A
_7_| AR3HULETA, CU3 89038 999089038 205 10 C 2 10 4 A
8 AV2L0S, LE2ISHA 89743 999.08-9743 100 10 c 2 10 4 A
__9 | BAGRIOS, ZAGHERY 88475 999-08-8475 205 10 c 2 10 6 A
FKEY = Record Found Above
or Pgup/Pgdn = Previous/Next 10 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
" 1 | F2 |Fa [Fa | es | ks ez [ee e L] | | | |.&f 7.0.0
P I = |

28



Update Display Personnel Data

F2,F2,F2 Update/Display Personnel Data
F9 to Enter Update Mode

00 09/17/2012 WHT 002 SV =181 x|
Display/Update Personnel Data PAYO2
Status A -- Active AM2ROSE, SH2NTAY
Emp. no. 88631 Pay Loc _185 Location 000105 Class 10 TEACHER
Sex Code E Work Loc _105 Location 000105 Job _ & TEACHER
Har Stat " SSN 999 08 8631 EEO-5 Job Q06 Second Teacher
EE0-5 Ethnic _2 WHITE
NAME First SH2NTAY Middle
Last AM2ROSE Suffix Prefix Hispanic/Latino Ethnicity?
C Yes@ N
Address 2397 MAIN STREET Certificate Type 16  Race (Select all that apply)
Address L2 €S1 Job (from CPI) 105 C Yes® No Am Indian Alaskan
City/State SMITH , GA  Include on CPI ? ¥ © Yes® No Black
2ip Code 33333 County 166 Sick Bank ? N @ YesC No White
Phone (999)555-1369 Out of State Substitute rank = C Yes® No Asian
Override accrue? € Yes® No Hawaiian Pacific
Adj Lv Elig Date
Hours Per Day
Spouse SSN ___ Pens Elig Date _8/01/2011 TRS DOE Paid ERCON ? _
Birth Date _5/01/1956 GHI Eligible ? ¥ Participate in GHI ? ¥
Hire Date _8/01/2011 GHI 1ST Day Wrk _8/61/2011 GHI Option U3 UHC WELL HRA
Rehire Date GHI EFf Date 16/01/2011 GHI Tier 10  SINGLE
Tern Date GHI Change Date GHI Ded Cd 9
Tern Reason _ GHI Change Code NEMP
New Employee hire
wnuux TAX DATA wxxnn
Federal: Mar Stat Exempt 0 Withholding Code © Amt/% .00
State: Mar Stat B Allowance Mar 0 Dep © Withholding Code © Ant/% .00
Tax Switches: Fed ¥  State v FICA ¥V Retire v AEIC
u Calculate Payroll & Update YTD has been run.
12.02.00




Update Display Gross Data

F2,F2,F4 Update/Display Gross Data

B PCGDist=8991 Rel=12.03.00 09/17/2012 WHT 002 SV
Status Active
EmpNo 88631 AM2ROSE, SH2NTAY

C\DEVSYS (C:\SECOND =3
Update/Display Gross Data PAYO7
Class 10 TEACHER

X|

SSN  999-08-8631 Loc 105 Location 800105 Job cd 4 TEACHER
Cert level T6  State yrs 21 Pay step L6 Local yrs 0 Salary sched
Work sched 1D Hrs/Day 8.000 Days/Week 0 Hrs/Week  0.00 13/14 pay ind
Ann work days 0 Days worked YTD  0.00 This per  0.00 Days docked YTD

0.00 This per

Proc Pay Pay Rate Days/Hrs Days/Hrs  Regular Overtime GHI % Pay

Pay for
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End

01,5 5273.30 1.0000

02. s 207.33

03.

o4

05.

6.

5480.63 1.0000 Sub
¥r Fnd F Prgn Fnct Objct Fcty B AdAt'l Pens Gross Pens ARt Contract Distrib
ACCT 01 13 100 1051 1000 11000 105

ACCT 02 13 100 9990 1000 11000 105

ACCT 03 00

ACCT 04 00

ACCT 05 00

ACCT 06 00

TRS & ERS Pens Gross Adj Total gross  5480.63
ant/%

Contract ant 67831.00 Cycle gross 5480.63 cycle 1 cal vr
Pay sch. & 12 State salary 65343.00 Local salary 2488.00 Other

Pens code 2 RS Pens elig date 8/01/2011 Ant/% .0600 Contmo 10

Pens switch V¥ TRS service ind 0

PY contmo 00

12.03.00

YTD update has run no updates are allowed at this time.
R P2 98] B o[- ] [ W ]|
I WMH | Ly
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Modify Payroll Schedule

F2,F13,F1 Update/Display Pay Schedules
Input Pay Schedule & Year

B PCGDist=8991 Rel=12.03.00 09/17/2012 LBLOO1 SV CADEVSYS CASECOND. x
Display/Update Pay Schedule PAYS

Enter Key of Record

Pay Schedule #: _
Year: 08

w» Find Hode =«

(ENTER)-Exact Key F2-First F16-Exit 12.03.00

31



Modify Payroll Schedule

Screen will open in Add mode if record does not exist
Enter to Validate

B PCGDist=8991 Rel=12.03.00 09/17/2012 LBLOO1 SV CADEVSYS CASECOND. x
==» Calendar Year Pay Schedule === PAYS

Year: 13 Pay Schedule #: 12 * SCHEDULE IN PROGRESS =
No. Of Pays For Tax Calc: 12 Max No. OF Pays Per Year: 12
Description:
Current Pay Period: _1 No. of days betueen Pay Dates: _30
SCHEDULE COMPLETE INDICATOR : N

«» Add Mode ==

(ENTER)-Validate Entries F11-Sort Dates F16-Return to Find Mode 12.03.00
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Modify Payroll Schedule

Date fields will appear
Enter first pay date & F31 to Generate Dates

B PCG Dist=8991 Rel=12.03.00 09/17/2012 LBL002 SV C:\DEVSYS = X
==» Calendar Year Pay Schedule === PAYS
Year: 13 Pay Schedule #: 12 * SCHEDULE IN PROGRESS =
HNo. Of Pays For Tax Calc: 12 Max No. OFf Pays Per Year: 12
Description: MONTHLY PAY SCHEDULE
Current Pay Period: 1 MNo. of days between Pay Dates: 31
SCHEDULE COMPLETE INDICATOR : N
1). 2y 3). 000000 4). 000000
5). 6). 900008 7). 808008 8). 900000
9. 10). 000000 11). 000000 12). 000000
Missing Date w=» Add Mode ==
(ENTER)-Add Record F1-Reenter F11-Sort Dates F31-Generate Dates 12.03.00
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Modify Payroll Schedule

Date fields will appear

Enter first pay date & F31 to Generate Dates - Correct dates as required

B PCGDist=8991 Rel=12.03.00 09/17/2012 LBL002 SV CADEVSYS CASECOND. =181 x|
==» Calendar Year Pay Schedule === PAYS
Year: 13 Pay Schedule #: 12 * SCHEDULE IN PROGRESS =
HNo. Of Pays For Tax Calc: 12 Max No. OFf Pays Per Year: 12
Description: MONTHLY PAY SCHEDULE
Current Pay Period: 1 MNo. of days between Pay Dates: 31
SCHEDULE COMPLETE INDICATOR : N

1). 813113 2). 822813

3). 832913 4). 843013
5). 953113 6). 062813 7). 973113 8). 883013
9). 093013 10). 163113 11). 112913 12). 123113

«» Add Mode ==

(ENTER)-Add Record F1-Reenter F11-Sort Dates F31-Generate Dates 12.03.00
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Payroll Setup

F2,F1,F1 Setup Payroll for a New Payroll Run
Enter ‘Y’ for Correct Pay Schedule(s) & for Employer Share GHI

B PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOD1 SV C:\DEVSYS C:\SECOND

Enter a 'v' in the Run column next to the Scheduled
Pay(s) and Employer GHI(s) for this payroll run.

Pay No. Pays Emplr

Sch Tax Calc Description Period Check Date Run  GHI

12 12 HONTHLY PAY SCHEDULES 8 08/31/12 ¥ ¥

24 24 SEMI MONTHLY PAY SCHEDULES 16 08/31/12 ¥ ¥
NOTE:

Uerify the NO. of PAYS for TAX CALCulation field. If incorrect,
return to the DISPLAY/UPDATE PAY SCHEDULES function and modify.

ENTER = Continue, F16 = Exit

x|
PAYDATE

12.03.00
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Payroll Setup

Verify the ‘Selected Classes’

s PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOOL SV C\DEVSYS C:\SECOND

=18l x| 8 G - Process Type =10/ x
Enter a 'Y’ in the Run column next to the Scheduled PAYDATE —‘

Pay(s) and Employer GHI(s) for this payroll run. S _Req Salary w/Pension and Taxes i

D Reg Daily w/Pension and Taxes
Pay HNo. Pays Emplr H Reg Hourly w/Pension and Taxes
Sch Tax Calc Description Period Check Date Run  GHI A Daily/Hourly Adj No Pension
12 12 HONTHLY PAY SCHEDULES 8 08/31/12 ¥ v B Salary Adjustment No Pension
24 24 SEMI MONTHLY PAY SCHEDULES 16 08/31/12 ¥ v X Daily/Hourly No Pens or Taxes
— Y Salary w/ No Pension or Taxes
== Q Salary Adj w/Tax & Pension
= P Daily/Hourly Adj w/Tax & Pens

HOTE: Uerify the NO. of PAYS for TAX CALCulation field. If incorrect, Z Pension Adjustment Only
return to the DISPLAY/UPDATE PAY SCHEDULES function and modify.

The ‘Selected Classes' shown below will indicate which
enployees are to be paid during this payroll run.
Erase any Class which should NOT be paid.

4 5 6 7 8 910 11 12 13 14 15 16 17 18 19 20
30 31 32 33 34 36 37 38 39 40 M1
51 52 53 54 55 56 57 58 59 60 61
1172737475 79

RisE
RIER
RIEE
BER
RIEE
>4

__Done | _Cancel |

Proc Types Cleared
Current Leave Cleared

ENTER = Continue, F16 = Reenter 12.903.00

During Payroll Setup:

* Payroll gross data adjustment lines types A, B, P, Q, X, and Y are always cleared, as
are Deduction Adjustment amounts when Payroll Setup is run.

Current Leave is always reset to zero. If you enter leave and run setup payroll again,
the YTD leave will be incorrect.

Days worked and docked on the gross data screen are also reset to zero.

Pre-payroll reports are where the employees are selected for payroll. If you run the
Exception Report error free, then add an employee, always run the Exception
Report again after making changes before calculating the payroll.



Payroll Setup

Enter ‘Y’ Next to Pension Types to be Deducted
NOTE: PSERS not withheld for June, July & August

B PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOD1 SV C:\DEVSYS C:\SECOND

x|

x|

ENTER = Continue, F16 = Exit 12.03.00

PAYDATE
Enter a 'Y’ next to the pension types to be deducted
on this payroll run:
(1) 01d PSERS N
(2) RS v
(3) OLDERS N
Pay Reason for 9 or 10 month TRS Employees
DA e ! should be set to '91' - Summer Accrued Pay
(5) New PSERS N for June, July & August
Pay Attention
To Warning

Dialog Boxes

PSERS deductions should be set to N for June, July, August.
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Payroll Setup

Enter ‘Y’ Next to Salary Lines to be Cleared

™ PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOOL SV C:ADEVSYS C:\SECOND

=18]
PAYDATE

Enter a "Y' next to the type of salary lines to be

cleared on this payroll run. Fields to be cleared

will be Regular Hours, Regular Gross, and GHI Distribution:
(1) HOURLY ¥
(2) DAILY ¥

ENTER = Continue, F16 = Exit 12.903.00

Usually, when a payroll is setup, the hourly and daily entries are cleared so that the
correct time can be entered for employees.

If the payroll is being re-setup and daily and hourly time has already been entered for
this run, the entries should NOT be cleared and should be populated with N.



Payroll Setup

Enter ‘Y’ Next to Gross Types to be Selected

™ PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOOL SV C:ADEVSYS C:\SECOND

=18]
PAYDATE

Enter a 'Y" next to the Gross types to be selected
on this payroll run:

(1) Regular Gross Types (H,D,S) ¥

(2) Special Gross Types (A,B,P,Q,X,¥,2) ¥

NOTE: On a normal pagroll run, both the regular and special
gross type fields should be 'Y'; on a special payroll
run, only the special gross type field should be a '¥'.

ENTER = Continue, F16 = Exit 12.903.00

There may be occasions when you want to give an employee an extra check for special

pay. If so, the special pay can be set up as a special gross type and the payroll can be
run for only regular or only special gross.

An extra pay date will need to be added to the schedule if you are running a special pay
run.



Payroll Setup

Enter ‘Y’ If Deduction is to be Taken

™ PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOOL SV CADEVSYS C:SECOND 3 =18l x|
Deduction Control PAYDATE

(Enter a 'V’ if the deduction is to be taken)

O1-ANNUITY # 1 ¥ O2-ANNUITY ® 2 ¥ O3<FED INCOME TA ¥ O4<UENDOR 000006 V
B8=GHI-NON-CERT Y 09-GHI-CERT ¥ 11-UENDOR 004406 N 12-UENDOR 600013 ¥
13=UENDOR 880009 ¥ 17=UENDOR 008012 ¥ 18=COURT W/H ¥ 27=UENDOR 000020 ¥
30=COURT W/H ¥ 31=UENDOR 008469 ¥ 32=UENDOR 088470 ¥ 33=COURT W/H
34=UENDOR 001080 ¥ 35-UENDOR 004404 ¥ 36=UENDOR 004406 N 37-UENDOR 004406 ¥
38~UENDOR 002605 ¥ 39-UENDOR 002629 ¥ 40-UENDOR 002783 ¥ 41-UENDOR 002825 ¥
42=UENDOR 802865 ¥ 43=UENDOR 002865 ¥ 44=UENDOR 000013 ¥ 45-UENDOR 804407 ¥
46=UENDOR 083449 ¥ 47=UENDOR 003882 ¥ 48=UENDOR 003586 ¥ 49=UENDOR 003663 ¥
50=UENDOR 063881 ¥

ENTER to Proceed, F16 to EXIT 12.903.00

Select the deductions that will be taken from this pay check. If more than one payroll
occurs in a month, some districts may include different deductions in each payroll.

If a new deduction is added, it must be added before the payroll is set up; otherwise,
the deduction will not show up on this screen and will not be taken out of the
paychecks. (Note: there is a way to add a deduction to the payroll from the Payroll
Monitor, as long as F4 — Calculate Payroll has not been run.)

Be sure to mark the new deduction with a Y or else it will still not be taken out of the
paychecks.



Payroll Monitor

Payroll Sequence Monitor - Screen 1

To Unset Payroll Change ‘Y’ to ‘N’ F11 to View Screen 2
Proceed With Caution to Unset Setup

i PCG Dist=8991 Rel=12.03.00 09/18/2012 LBL0O1 SV CADEVSYS CASECOND

UE x|
Screen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YID Figures
Print paychecks and Direct Deposits

zzzz

/ Void/Add Run Completed N

(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N

\ Final pistribution N

Update earnings history with current pay N
Update budget files with current pay N
N

v

Manual/Void Checks Run Only: Deduct Pension:
Regular Gross Types : 01d PSERS: N 01d ERS: N New PSERS: N
Special Gross Types iy TRS: ¥ New ERS: V

---------------------- PAYROLLS SELECTED DURING SETUP: —-—--------=mommmoee
PAY  NO. PAYS

SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 HONTHLY PAY SCHEDULES 8 08/31/12 v
24 2n SEMI MONTHLY PAY SCHEDULES 16 08/31/12 v

Selected classes: 1 2 3 & 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25
26 27 28 29 30 31 32 33 34 36 37 38 39 4O 41 A2 43 M4 KS W6 W7 48 49 50 51
52 53 54 55 56 57 58 59 60 61 62 63 64 65 66 67 68 69 70 71 72 73 74 75 79

ENTER=Ualidate, F11=Go to screen 2, F16=Exit. 12.03.00

The monitor process controls all phases of the payroll processing cycle. The Payroll
Monitor protects you from performing steps out of order.

The Payroll Setup process selects and the monitor process tracks:

* The payroll date, as determined by the selected schedules.

* The classes selected.

* Whether or not pension will be withheld — overall control over PSERS pensions for
summer months but can be used to prevent TRS for special incentive pay runs.

* The deductions selected for the pay run — such as controlling GHI to deduct only
once a month if payroll is processed semi-monthly.

If the monitor screen has the first two fields enabled, it is safe to set the fields back to

N to allow setup to be rerun — but:

* Reprocessing setup has consequences... Don’t do without considering them. In
particular, leave updates should be reversed before running.

* [f all the monitor switch fields are set to N, you may set the first switch back to Y to
recover the prior payroll setup.
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Payroll Monitor

Payroll Sequence Monitor - Screen 2 Yes, There Is a Screen 2!
F9 to Modify Selected Deductions F12 to View Screen 1

W PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOOL SV CADEVSYS C:\SECOND LTBLUE I =18
Screen 2 of 2 PAYSTUPD

PAYROLL SEQUENCE MONITOR
Deduction Control

(A 'Y' indicates that the deduction is to be taken)

O1=ANNUITY ® 1 v O2=ANNUITY ® 2 Vv 83=FED INCOME TA ¥V O4=UENDOR 000006 V
08=GHI-NON-CERT ¥ 09=GHI-CERT ¥ 11=UENDOR 004406 N 12=UENDOR 000013 v
13=UENDOR 000009 v 17<UENDOR 000012 ¥ 18=COURT W/H ¥ 27-UENDOR 000020 v
30=COURT W/H Y 31-UENDOR 000469 ¥ 32-UENDOR 000470 ¥ 33=COURT W/H ¥

001080 v oouuoN v 004406 N 004406 Y
002605 ¥ 002629 V¥ 002783 v 002825 v
002865 v 002865 ¥ 000013 v 004407 ¥

003549 v 003882 v 003586 ¥ 0083663 v
S0=UENDOR 003881 V

F12+Go to screen 1, F9=Modify, F16=Exit. 12.903.00

Note: thereis a way to add a deduction to the payroll from the Payroll Monitor, as long
as F4 — Calculate Payroll has not been run.
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Payroll Process

F2, F3  Payroll Check & Direct Deposit Menu

W PCGDist=8991 Rel=12.03.00 09/18/2012 LBLOOI SY C:\DEVSYS C:\SECOND
Payroll System

FKey Check and Direct Deposit Menu

_1_| -- Print Balance Sheets [After Updates)

_2 | -- Calculate Payroll & Print Exceptions

_3 | -- Calculate Payroll & Print Trial Register

_4 | -- Calculate Payroll & Update YTD (Final)

_24 | -- Import Leave Data for Paystubs From Leave Management System
_5 | -- Print Paychecks and Direct Deposits

_6 | -- Check/Direct Deposit Void/Add Menu

_7_| -- Print Final Payroll Register

_8 | -- Print Deduction Registers & Create Direct Deposit Export File

9 | -- Manual Checks & Voids From Previous Pay Menu

12| - Print Final Payroll Distribution
_13 | -- Update Earnings History With Current Pay
14 | -- Update Budget Files With Current Pay

PAYHO0O3

x|
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Payroll Process

* Load Employee Payroll Acct Distrib (Gross Data)
* Generate Payroll Preliminary Reports

* Calculate Payroll and Update YTD

* Print Checks and Direct Deposits

* Print Registers and Create NACHA

* Print Final Payroll Distribution

* Post to Earnings History and Financial
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Payroll Process

* Load Employee Payroll Account Distribution
— Salary/Hourly Employees - Load Once & Keep
— Hourly Employees who vary - Input/Import

— Substitute Employees - Input/Import
— Special/Extra Pay - Input/Import
— Other - Input/Import

— Post Leave if using new Leave System

SecondlL
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Payroll Process

* Generate Payroll Preliminary Reports
— F1 Print Balance Sheets

* Verify Account Numbers
 Verify Substitute Pay

— F2 Calculate Payroll & Print Exceptions
* Find & Correct Errors

— F3 Calculate Payroll & Print Trial Registers

 Verify FICA, GHI, Pension, Deduction amounts & %'s
* Confirm no obvious errors/omissions

You will first make all changes to payroll and print the balance sheets (F1). After
checking the balance sheets, you will run the Exceptions Reports (F2).

Fatal exceptions must be cleared before payroll processing can continue. To find these
errors, check the gross data screen and the deduction screen.
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Payroll Balance Sheet

Check location, class, and grand totals. Are the gross totals correct?

REPORT DATE: 10/12/2012 PAYROLL BALANCE *** AFTER UPDATES - LOCATION WITHIN CLASS

REPORT ID: PAYBAL2/PAYBAL

LOC EMP$¢ CL NAME RATE REG-HRS  OVT-HRS REG-AMT OVT-AMT GHI-DIST ACCOUNT NUMBER

0101 €9392 21 HOSTON, DUSCAN

HOSTON, DUSCAN 1361.43 $ 13- 18100-801.

HOSTON, DUSCAN 22.65- $ 13- 2€00-18100-801.
- EMPLOYEE TOTAL 1338.74
4+ LOCATION - TOTAL 1338.74

€013 8511€ 21 CRSWLEY, MISE

CRSWLEY, MISE 1332.80 S 13-100-0-9990-2600-18100-8013-0-000000

CRSWLEY, MISE 22.21- § 13- 2 8100-801.
- EMPLOYEE TOTAL 1310.29

8013 89919 21 OUZLLETTE, RO2CE

OUZLLETTE, RO2CE 17€0.00 1.0000 S 13- 2600-18100-801.

OUZLLETTE, ROZCE 29.33- $ 13- 2600-18100-801.
o EMPLOYEE TOTAL 1730.67 1.0000

8013 89127 21 SAZER, TAZ

SAZER, TA2 3153.83% 1.0000 S 13- 2 9000-801.

SAZER, TA2 52.56- B 13-100-0-9990-2600-15000-28013-0-000000
o EMPLOYEE TOTAL 3101.03 1.0000
4+ LOCATION - TOTAL €141.9%
bt CLASS - TOTAL 7480.73
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I I I E t i R i t
REPORT DATE 10/12/2012 PAYEXCEP CALC EXCEPTIONS REGISTER FOR PAY 09/28/12 PAGE 1
I0C 2MP ¢ CL NRE
8010 88828 23 HASEL, ARSCA c 0€ POSSIBLE CONTRACT OVER-PAYMENT
0302 89172 08 MOSLEY, AMSE c 0€ POSSIBLE CONTRACT CVER-PAYMENT
8010 85340 23 CHSNG, BRSOKS c 0€ POSSIBLE CONTRACT OVER-PAYMENT
8010 £5491 23 PEEERSEN, ALENE c 0€ POSSIBLE CONTRACT OVER-PAYMENT
0102 89548 10 STSOHN, EUSTOLIA c 0€ POSSIBLE CONTRACT OVER-PAYMENT
8010 9731 23 CREOK, KI€ZIE < 0€ POSSIBLE CONTRACT OVER-PAYMENT
0202 €957é8 05 BRSXTON, RASHAL c 0€ POSSIBLE CONTRACT OVER-PAYMENT
8010 €9886 11 RO3RK, BE3ITO c 0€ POSSIBLE CONTRACT OVER-PAYMENT
0102 €9537 05 TASBOT, ROGKY < 0€ POSSIBLE CONTRACT CVER-PAYMENT
8010 85977 23 CUSVER, TRENT c 0€ POSSIBLE CONTRACT OVER-PAYMENT
0302 89955 05 MOEELAND, JOENETTE < 06 POSSIBLE CONTRACT OVER-PAYMENT
REPORT DATE 10/12/2012 PAYEXCEP CALC EXCEPTIONS REGISTER FOR PAY 09/28/12 PAGE 2
EXCEPTIONS REGISTER COMPLETED
RECORDS INPUT 320
FATAL ERRORS o
CAUTION ERRORS ey
erintendent

Fatal exceptions must be resolved!!!
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Payroll Trial Register

REPORT DATE 10/12/2012 05:58 PAYIRIAL PAYROLL TRIAL REGISTER FOR PAY 09/28/12 PAGE 38
LOCATION 8012 - Location 008012

1o EMP ¢ CL NRE REG HRS OT HRS GROSS RWUITY FEDERAL OASDI HI STATE RETIRE AEIC
€012 88800 12 BISELOW, TESRELL €.00 $72.40 30.00 25.24 8.7 9.38 4.00

NET PAY: 295.01
2.96 /13 133.13 /18 €4.40 /25 12.55 /28 30.06 /30 €3.44 /33 233.64 /08  45.80 /36 10.08 /24

€012 89735 12 BO2LES, KR2STIN 9.00 981.20 27.20 9.40 4.00
NET PAY: €07.05 DD

316.8€ /08 1€.69 /33 /13
8012 85175 12 CAZILLAS, ALZ0NZ20 938.60 25.00 33.24 1.47 21.64 4.00
NET PAY: €€7.31 DD

2.96 /13 €6.94 /25 23.63 /28 16.57 /24 €3.44 /33 2.00 /43

8012 89411 12 CAETELLANOS, LUELENE 1240.03 27.09 45.45 5.1 11.04 4.00
NET PAY: §87.93
80.58 /08 2.%6 /13 1.00 /19 387.00 /20 17.30 /24 58.93 /33 1.00 /43

8012 88655 12 CO2ER, NIZKOLAS £847.98 17.30 3s.€1 12.23 25.05 4.00
T PAY: 734.68 DD
10.00 /11 2.%€ /13 €.06 /28

€012 88585 12 CYe, NEGTOR 18.50 1452 .62 95.03 £9.87 20.6€6 §9.69 4.00
NET PAY: 844.89 DD

17.34 /11 14.88 /17 130.81 /18 100.00 /21 10.€0 /25 31.86 /28 16.€9 /33 12.00 /35 34.60 /3¢ /13
8012 89455 12 GIZARD, ROZIO 9.50 1002.81 28.€3 9.88 4.54 4.00

NET PAY: 4€8.6€ DD
303.8¢ /08 18.71 /28 90.00 /21 34.€0 /3¢ 2.9€ /13 1€.97 /24

8012 85255 12 GR2F, ROZRICK 37.00 1153.47 46.21 15.9¢ .25 4.00
NET PAY: $2€.03 DD
2.96 /13 76.46 /08 10.00 /11 4.33 /28 16€.€9 /33 4950.s8 /20

8012 859474 12 HE™, SP7RKLE 8€0.31 25.09 8.€6 10.71 4.00
T PAY: $35.7¢
246.24 J08 10.20 /211 2.96 /13 16.6€5 /33

Review the Trial Register for obvious errors — are all the appropriate deductions
included for this payroll cycle?
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Payroll Trial Register

REPORT DATE 10/12/2012 09:58 PAYTRIAL

PAYROLL GROSS
FICA - OASDI
FICA - HEALTH INSURANCE
AMNUITY 8 1
FED INCOME TAX
VENDOR 000012
GHI-NON-CERT
GHI-cERT
VENDOR 000014
VENDOR 002203
VENDOR 004850
VENDOR 002920
VENDOR 0OOO1E
VENDOR 000019
VENDOR 000008
VENDOR 000841
COURT W/H
VENDOR 000021
VENDOR 004808
VENDOR 002920
VENDOR 004059
VENDOR 004320
NEW PSERS
oLD PSERS
RS
+ PAYROLL CHECKS NET
-+ DIRECT DEPOSIT NET
TOTAL DEDUCTIONS

¢ OF CHECKS TO BE WRITTEN

Check the grand totals!!!

PAYROLL TRIAL REGISTER FOR DAY 03/28/12

12, 388.55
35, 566.3¢6
12,278.01

.505.00
70,284.79
34.979.208
17,3060
29,503.02
1,087.58
2,895.17
234.24
1.696.44
a16.a3
1.es4.03
5. €32.00
274.34

5. 445.61
s.092.42
e2.00

1. 68538
4.745.00
1,045.97
30.00
212.00
4s,893.32
43,730.53
547,741.70
320, 84836

320 MALES :

e4e, 81872
846, 02872

Make sure
the correct
pensions

2, €49.80

s8,711.73

e36, 332 €3
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REPORT DATE 10/12/2012 09:58 PAYIRIAL

02 ING FDNANCIAL PARTNERS,
07 VARIABLE ANNUITY LIFE I
08 MASS MUTUAL V. A.

09 AVIVA LIFE

Check the annuity company totals!

Payroll Trial Register

PAYROLL TRIAL REGISTER FOR PAY 05/28/12 PAGE 4€

ANN CO  ANNUITY COMPANY NAME TOTAL ANN EMPLOYEE AMT

100.00
3,500.00
3,560.00
1,343.00

ANNUITY TYPE

403(b)
403(b)
403(b)
403(p)
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REPORT DATE: 10/12/2012 TRIAL DMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 09/28/12 PAYTRIAL 4
22000 s4setss 22000 hetesatistatettititiiattiias 21000 Sobtsts 21000 Sestsssten
PENSION PENSION (0BJECT)
DPIOYEE NRE SALARY GROSS OASDI GROSS  HI GROSS (OBJECT) GROSS PEN EMPR
B, ¢ OASDI AMT HI AMT TYPE RMOUNT C GHI AMT N GHI AMT  SHR/EMPL
WI4LOUGHBY, CI4DERELLA €,326.98 €,263.54 €,263.54 €, 3%6.38
88525 388.34 %0.82 TRS 728.68
Deductions:  §.75 /13  16.63 /33
WR3N, LO3SE 4,895.17 4,578.48 4,572 48 4,€75.50
85102 283.87 €€6.35 TRS $33.52
Deductions:  5.75 /13  1€.€3 /33
HUITLEY, ARTAND 4,065.07 3,761.21 3,761.21 4,144.00
83762 233.20 $4.54 TRS 472.83 312.34
Deductions:  5.75 /13
BUZNEY, STZPANIE 3,950.71 3,608.59 3,608.59 4,035.67
88935 223.73 $2.32 TRS 4€0.47 912.34
Deductions: 16.69 /33  5.75 /13
BRIBOUR, GESARO 1,259.84 1,156.61 1,156.61 1,286.93
88432 7n.n 1€.77 TRS 146.84 446.20
Deductions:  5.75 /13  16.63 /33
CYs, SHENTE 1,683.07 1,683.07 1,€83.07 1,707.63
89788 104.35 24.40 TS 194.84
Deductions:  §.75 /13
GASE, MYSES 1,433.07 1,352.43 1,352.48 1,457.63
88372 83.85 19.€1 TRS 1€6.32 44€.20
Deductions:  5.75 /13
MCTAIN, BR7AN 3€6.05 885.47 885.47 986.83
29834 $4.%0 12.84 TS 112.60 44€.20
Deductions:  5.75 /13
TASOR, DOSOVAN 1,529.23 1,421.88 1,421.88 1,583.85
28664 88.1€ 20.62 TRS 177.29 44€.20
Deductions:  5.75 /13  16.69 /33

John D. Barge. State School Superintendent

Review the Trial Employer Benefit Distribution by Employee Report for obvious errors —
are all the appropriate employer contributions included in this payroll cycle?
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Trial Employer Benefit Register

REPORT DATE: 10/12/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 09/28/12 PAYTRIAL PAGE 25
22000 sesssss 22000 sssbssssismtsstsmssbisitiiss 21000 Sesssss 21000 tbsbssisns
PENSION PENSION (OBJECT)
DPLOYEE NRE SALARY GROSS QGASDI GROSS HI GROSS (OBJECT) GROSS PEN EMPR
EMP. ¢ CASDI  AMT HEI MMT TYPE ARMOUNT C GHI AMT N GHI AMT  SHR/EMPL
SAZER, TA2 3,101.03 2,732.63 2,732.6€3 3,183.589
83127 1€9.43 33.62 TRS DCE 389.82 44€.20
Deductions: §.75 /13 1€.€5 /33
EMPLOYER SHARE GRAND TOTAL 912,388.59 846,818.72 846,818.72 (23000) 826, 446.97
$2,802.82 12,27¢.69 1IRS 94,920.69 111,305.48 45,512.40
(23000) 10,491.€€
TRS DOE 1,197.09

NOTE: TRS DOE PAID ERCON = 'Y' ON THE EMPLOYEEZ RECORD INDICATES THAT THE GEORGIA DEPARTMENT OF EDUCATION WILL
PAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER SHARE
AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' EARNINGS HISTORY RECORDS.

REPORT DATE: 10/12/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 09/28/12 PAYTRIAL PAGE 2€
ANN CO  ANNUITY COMPANY NAME TOTAL ANN EMPLR AMT ANNUITY EMPLR INDICATOR
REPORT DATE: 10/12/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 09/28/12 PAYTRIAL PAGE 27

DED NO DEDUCTION DESCRIPTION TOTAL DED EMPLR AMT DEDUCT EMPLR INDICATOR

13 VENDOR 002520 1,6€€7.50 Fixed amount
33 VENDOR 002520 3,822.01 Fixed amount

Review the Trial Employer Benefit Distribution by Employee Report for obvious errors —
are all the appropriate employer contributions included in this payroll cycle?

Look specifically at the employer contribution for annuities and other miscellaneous
deductions.



PCG Dist=8991 Rel=12.03.00 10/12/2012 DOD 001  C:\DEVSYS C:\SECOND

Payroll Monitor Status

Screen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE MONITOR
Setup payroll for new pay period )/
Run exceptions register with no exceptions v
Post substitute pay and employee leave v
Calculate payroll and update YTD figures N
Print paychecks and Direct Deposits N
/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N
\ Final Distribution N
Update earnings history with current pay N
Update budget files with current pay N
Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types ] 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types 3] TRS: ¥ New ERS: N
---------------------- PAYROLLS SELECTED DURING SETUP: ~--=--=-==eemmmmmmee—
PAY NO. PAYS
SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 99/28/12 v

Selected classes: 1 2 3 & 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Fi6=exit. 12.03.00




Payroll Process

* F4 - Calculate Payroll & Update YTD (Final) PayDataQ

— Cannot be repeated
Must Go Back to Restore Point & Repeat Payroll Setup

* F5 - Print Checks and Direct Deposits
— Select Sequence
— Verify Check Date
— Verify Checks Inserted
— Select Printer
— Verify Settings, Print Sample, Save & Continue
— Input Payroll Message to Appear on Remittance
— Input Starting Check Number (Last Number should be displayed)
— Verify All Checks Finished Printing & Last Check Number Printed

Calculate payroll and update YTD makes a backup of PAYDATA to PAYDATAQ. This allows
immediate recovery to the point in time just before checks are finalized.



Payroll Monitor Status

Status changes to ‘C’
B PCGDist=8991 Rel=12.03.00 10/12/2012 DOD 002 C:\DEVSYS (C:\SECOND GREEN after CheCks are
printed, but before
direct deposits are
printed.

PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period
Run exceptions register with no exceptions
Post substitute pay and employee leave

c<c<c<<

Calculate payroll and update YTD figures
Print paychecks and Direct Deposits
/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N
\ Final Distribution N
Update earnings history with current pay N
Update budget files with current pay N
Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types ] 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types : ¥ TRS: ¥ New ERS: N
---------------------- PAYROLLS SELECTED DURING SETUP: ~--=--=-==eemmmmmmee—
PAY NO. PAYS
SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 09/28/12 v
Selected classes: 1 2 3 & 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23
F11=Go to screen 2, Fi6=exit. 12.03.00
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Payroll Process

* F5 - Print Checks and Direct Deposits PayDataD

Verify Direct Deposits Inserted

Select Printer

Verify Settings, Print Sample, Save & Continue

Input Starting DD Number (Last Number should be displayed)
Verify All DD Finished Printing & Last DD Number Printed

Printing checks makes a backup from PAYDATA to PAYDATAD between the checks and
the direct deposit printing. This allows recovery to restart direct deposits without
having to reprint the checks also.
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Employes 1D 421 DOK, JANE X. BOARD OF ED
SsN | 1 WEST FIRST STREET 1 WEST PIRST STREST
Tolephone  777-222-4444|  ATLANTA, GA 30000 ATLANTA, GA 30000
Loc/Class
T GA Account ‘Account Number Amount
Chockio  |228239 | marat arried [Joint Woth| Checking | terereesizae T.610.3¢
Check Date |06/30/2012 Allowances 02 M(2) Dloo) Checking ese1111 1,073.81)
Add Pct
Add Amt
.00 Check No | 228239 Total Net Pay 2,683.77)
WAVE A GREAT, RELAXING AND SAFE SUMMER.
STIPEND MAS BEEN PAY PAYROLL
Desc Amt 1 ot ot fotal (ot Net
316 I . g %
YTD 24668 .4 1078. 94| 25747 .4 33731.39] T804 .46 17943 .97
Rate ular Amount o Amt Amt
ate Salary g
Local Reg Salary 127.22
Dept Chair/Team Leader 166.24
Coaching Supplement 67.36
St ipends 345.22
Total 3.916.65
fear to Batance Future 1 2 | Descriy YTD
PERSONAL 1.00 1l00 : 446.90| 2500.30
[ AOUAL DAYS =N 268.65| 1751.36
Lwop
orwER DAYS s0 s0
sTAYF DEVEL| 1.00 .00
1627.09 | 803246l
Descr Y10 ‘Current Y1 Current YTD
: ; e B L STees—Tos:
332.00 TAS DENT 7094 | 496.58 pac 12.50 87,50,
1212.76
o TAX 3 6509
234.99 | 138235
Total | - Yotat | 404,80l ze33.02 Yost | 2830l 33670
PLEASE CETACE THs STUS AN RETAN FOR YOUR EMIGVE DOCUMENT ALONG THIS TION .
OF ED No. 228239 PAYROLL
14 PAYROLL & Date DIRECT DEPOSIT
ATLATALGA 06/30/2012

TWO THOUSAND SIX WUNDRED EIGNTY THREE AND 77/100
THIS IS NOT A CHECK - DO NOT CASH

Deposit
To The DOR. JANE ®.
Account Of

All sites should consider going to the new detailed pay check stub. Much more
information is available to the employees.



Payroll Monitor Status

B PCGDist=8991 Rel=12.03.00 10/12/2012 DOD 001  C\DEVSYS C:\SECOND

“sere| Status changes to ‘Y’
after direct deposits
are printed.

PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period
Run exceptions register with no exceptions
Post substitute pay and employee leave

Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<<<<

/ Void/Add Run Completed Y

(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N
\ Final Distribution N
Update earnings history with current pay N
Update budget files with current pay N
Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types ] 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types : ¥ TRS: ¥ New ERS: N

---------------------- PAYROLLS SELECTED DURING SETUP: —-------=-mmmmmmmeem
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 09/28/12 Y

Selected classes: 1 2 3 & 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Fi6=exit. 12.03.00
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Payroll Process

* Print Registers and Create NACHA
— F6 - Check/Direct Deposit Void/Add Menu (Optional)
— F7 - Print Final Payroll Register
— F8 - Print Deduction Register & Create DD Export File (NACHA)
— F9 — Manual Checks & Voids From Previous Pay (Optional)

* Print Final Payroll Distribution
— F12 - Print Final Payroll Distribution

Any time changes have been made by voiding or adding a pay check, the reports
must be run again because they have changed to include the void/add information
and manual check information.

The reports can be run as often as needed.
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Final Register Reports

Pay Check Register

Direct Deposit Register
Voids Entered For Pay MM/DD/YY
Payroll Final Register
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Payroll Final Register

REPORT DATE 10/12/2012 11:50 PAY10C PAYROLL FINAL REGISTER FOR PAY 0s/28/12 PAGE 54

LOCATION 8012 - Location 008012

EMP ¢ CL CHECK NRME REG HRS OT ERS GROSS  ANNUITY FEDERAL GASDI HI STATE RETIRE AEIC NET PAY
88799 09 GAZNE, RO2Z 2.00 120.00 5.04 1.74 113.22
CHECKs 1004¢€ GHI N YD 2.00 120.00 5.04 1.74 113.22
8€704 03 GESGER, DESICK 2.00 120.00 5.04 1.74 113.22
CHECK¢  50268DD GHI N Y10 2.00 1927.50 91.2s8 80.96 27.9%% 16.54 1710.€0
89174 09 SP3RIOCK, LY3AN 3.00 180.00 7.5€ 2. 1€9.82
CHECKs 10081 GHI N Y0 3.00 1020.00 42.84 14.82 962.34
€€800 12 BISELOW, TESRELL €.00 972.40 30.00 25.24 8.7 9.38 4.00 295.01
CHECKe 5025500 GHI Y YD 5.50 8097.32 270.00 199.62 €8.89 §5.87 24.00 2100.20

2.9€ /13 133.13 /18 €4.40 /25 12.85 /28 30.06 /30 €3.44 /33 233.64 /08 45.80 /36 10.08 /24
2€.€4 /13 119€.17 /1€ §575.€0 /25 112.51 /28 249.18 /30 570.9€ /33 2102.7€ /08 448.20 /3€ 90.72 /24

89735 12 BO2LES, KRZSTIN 9.00 961.20 27.20 5.40 4.00 €07.05

CHECKs S02€0D0 GHI Y YID €0.00 8383.78 224.80 77.88 24.00 5025.45
316.8€ /08 16.69 /33

2851.74 /08 150.21 /33 /16 /13

€9175 12 CAZILLAS, ALZONZO 938.60 25.00 33.24 11.47 21.64 4.00 €67.31

CHECK¢ 502€1DD GHI N YD 8430.18 225.00 298.40 102.%8 193.7 24.00 €003.37

.7
2.96 /13 €€.94 /25 23.€3 /28 1€.97 /24 €3.44 /33 2.00 /43
/16 2€.€4 /13 €02.46€ /25 211.87 /28 152.73 /24 $70.9€ /33 18.00 /43

89411 12 CAETELLANOS, LUELENE 1.50 1330.03 36.09 49.27 17.01 15.33 4.00 €59.56
CHECKe 5026200 GHI Y YID 45.50 9018.11 1585.04 372.13 128.88 74.03 4.00 7735.89%
80.58 /08 2.%€ /13 0 /19 387.00 /20 17.30 /24 §8.93 /33 1.00 /43
/16 80.s8 /08 2.%€ /13 0 /19 387.00 /20 17.30 /24 $8.93 /33 1.00 /43

n D. Barge, S

gadoo.org
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Payroll Check Register
REPORT DATE 10/12/2012 ++ PAY CHECK REGISTER FOR 09/28/12 *+ PAGE 1
Program Id: CHECKREG
ISSUE DATE CANCEL DATE CHECK NO. NET AMT. EMPS NARME
05-28-12 010000 2,140.¢6¢ 22464 AGSILERA, JOSUE
09-28-12 010001 1,015.53 89026 BU7TLESON, RO7TLAND
09-28-12 010002 1,188.72 85001 DUSGAN, 208IA
09-28-12 010003 1,822.83 88522 EC7ERT, VI70
09-28-12 010004 €11.89 eseze GESMAN, GASIN
09-28-12 010008 1,072.00 88604 GOSDSMITH, BRSNO
09-28-12 010006 §20.1€ 89392 HOSTON, DUSCAN
09-28-12 010007 1,017.3¢8 89406 MO3A, CY3US
05-28-12 010008 375.93 88419 SQEIRES, HUEG
05-28-12 010009 €76.62 89837 VO4T, HA4LAN
09-28-12 010010 975.94 83742 WASTE, MO3TY
09-28-12 010011 2,892.587 895647 BAZLEY, TIZANY
09-28-12 010012 826.07 89069 GU4LLEN, DI4LON
09-28-12 010013 €90.79 89965 PE4DLETON, LA4ONT
09-28-12 010014 2,192.58 89537 TASBOT, ROSKY
09-28-12 010018 3,375.€6 88680 WHSTMAN, DESORSE
09-28-12 010016 1,674.06 gese6z MA3CH, HASRISON
09-28-12 010017 1,183.93 89128 ALSARD, RISARDA
09-28-12 010018 482.82 88943 ANZLIN, DEZETRIUS
09-28-12 010019 $31.70 85218 BAZES, COZEMAN
09-28-12 010020 483.585 85144 GRSSHAM, TESMA
09-28-12 010021 707.€7 89994 HO7EYCUTT, JE7EE
09-28-12 010022 495.09 89574 IV3RSON, BE3U
09-28-12 010023 772.0€ 89385 JAESEN, COEENE
09-28-12 010024 804.79 88613 KO4ELER, PH4ANG
05-28-12 010028 781.€4 899507 KOENIG, MIEHELINA
09-28-12 01002¢€ 2,3%6.14 89995 MOEELAND, JOGETTE
09-28-12 010027 490.18 89710 NE3COMB, JA3EE
09-28-12 010028 €64.6€3 83441 NESBERRY, PES
09-28-12 010029 €74.45 88763 NIEKERSON, BREON
05-28-12 010030 1€6.02 89364 NOSLES, FOSEST
09-28-12 010031 1,005.74 89335 ROZKWELL, AN2A
09-28-12 010032 €50.97 85014 TE3L, FR3DRIC
09-28-12 010033 232.90 89297 BASGHMAN, SHERRIL
09-28-12 010034 €.46 83444 COSURN, PISG
05-28-12 010038 5€.€1 8e8€s CREST, DEsON
09-28-12 010054 1,901.74 £9127 SAZER, TA2
o 113 CHECKS ISSUED IN THE AMOUNT OF 45,285.44 ***
el CHECKS VOIDED IN THE AMOUNT OF e

*NOTICE: THE TOTAL AMOUNT OF VOIDED CHECKS REFLECTS ONLY CHECKS VOIDED FROM A PREVIOUS PAY PERIOD, WHICH WOULD AFFECT THE TOTAL NET.




Create Direct Deposit Export File

* Print Deduction Register and
Create Direct Deposit Export

File (F8)

* You may change the date on  CETETIIRT  x
the direct deposit file to be 2 " e
different than the pay date CHKIES to contice w1 dte

* Creates ACH file in =) w |

K:\SECOND\GOSEND\NACHA
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Deduction Register Reports

Leave Taken
Direct Deposits Deduction Register
Annuity Deduction Register

Deduction Registers
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Print Final Payroll Distribution

Calculates the employer paid benefits

Creates the files for posting to Earnings
History and budget (financials)

Creates accrual data file for the current payroll
run

Creates the Employer Benefit Reports
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Print Final Payroll Distribution

Payroll Gross Pay Distribution by Employee
Payroll Gross Pay Distribution by Account
Payroll Employer Benefit Distribution by Account

Payroll Employer Benefit Distribution by
Employee
Distribution of Benefits - Detail Iltems by Account

Employer Deduction Contribution Report by
account

Employer Deduction Contribution Report by
employee
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Payroll Gross Pay Distribution by
Account

PAYROLL GROSS PAY DISTRIBUTION

REPORT DATE 10/12/2012
PROGRAM

YR BND F PRQM

13

13

588

€08

-]

0

[}

[}

o

[

0

[}

0

9990

9990

9990

9990

9990

9990

9990

9990

9990

9950

ENCT

3300

3300

3100

3100

3100

3100

3100

3100

3100

3100

08JCT
19900

19900

11400

18400

14200

15000

11400

18400

11400

18400

FCTY B ADDT'L

0302

0302

0302

0302

2010

2010

0101

0101

0102

0102

1

1

z

2

000000

000000

000000

000000

000000

000000

000000

000000

000000

000000

ACCOUNT DESCRIPTION
CCASPR SALARIES

CC DAYCARE SALARIES

SFS SUBSTITUIE SALARY

SFS SALARY

SFS CLERICAL SALARY

SFS DIRECTOR SALARY

SFS SUBSTITUIE SALARY

SFS SALARY

SFS SUBSTITUIE SALARY

AMOUNT

584.14

3,043.€7

81.56

£,093.03

2,001.12

4,341.33

€53.73

5,302.1%

38.64

7,749.51

FOR 09/28/12

bsssssssscsis TOTALS sesssssssssacs

OBJECT

984.14

3,043.€7

81.5€

8,093.03

2,001.12

4,941.33

€53.73

5,302.1%

38.64

7,749.51

NCT

584.14

3,043.67

£,174.59

§,985.92

7,788.18

PAGE

FUND

S84,

3,043,

8,174.

5,355,

7,788,

14

€7

12
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E | B fit Distributi b
REPORT DATE: 10/12/2012 PAYROLL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 09/28/12 PAGE 19
PROGRAM: PAYPR103
22000 *+e 22000 Sevesesestsssstitssesistssess 21000 Sessess 21000 Sesessases
PENSION PENSION (0BJECT)
DPIOYEE NRE SALARY GROSS OASDI GROSS  HI GROSS (OBJECT) GROSS
M. ¢ OASDI AMT HI AMT TYPE ROWT © GHI AMT N GHI AMT  SHR/EMPL
WE4NSTEIN, JO4IE 1,444.82 1,295.48 1,295.45 1,156€.47
28337 80.32 18.78 TRS 131.38 44€.20
WH3TTINGTON, MA3SHA 1,273.65 1,047.28 1,047.28 1,037.40
83750 €4.33 15.13  TRS 118.37 44€.20
WE4TMORE, KA4EIGH 1,635.63 1,872.28 1,872.28 1,662.€0
88573 37.48 22.80 TS 185.70
WHITMAN, DESORSE 5,447.35 $,090.67 5,090.67 5,545.88
22680 31s.62 73.81 TRS €32.73 912.34
WIZBUR, AL2SA 1,315.10 1,256.17 1,256.17 1,228.67
28823 77.88 18.21 TRS 140.18
WIZES, GIZ0 983.92 796.57 796.57
£3143 49.38 11.55 OLD PSERS 446.20
WI4LOUGHBY, CI4DERELLA €,326.3¢ €,263.54 €,263.54 €,326.38
88525 388.34 %0.82 TIRS 728.68
WOSFORD, ARSENTINA 2,7%2.66 2,732.66 2,792.66 2,785.33
EEEEN 173.14 40.45  TRS 317.81
WR3N, LO3SE 4,898.17 4,878.48 4,578.48 4,€75.30
89102 283.87 €€6.35 TRS 533.52
YOINGER, SH7RAN 1,190.40 1,034.18 1,034.18 1,216.00
88930 €4.12 1s5.00 TRS 138.7% 446.20
2ESGLER, DOSNETTE 735.00 735.00 735.00
89540 45.57 10.66
DPIOYER SHARE GRAND TOTAL  918,773.88  853,203.72  853,203.72 (23000) 827, 346.37
52,838. €9 12,371.45 TRS 95,023.39  111,305.48 45,512.40
(23000)  10,451.66
TRS DOE 1,197.09

NOTE: TRS DOE PAID ERCON = 'Y’ ON THE EMPLOYEE RECORD INDICATES THAT THE GEORGIA DEPARTMENT OF EDUCATION WILL
PAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER SHARE
AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLCYEES ' EARNINGS HISTORY RECORDS.




Distribution of Benefits Detail Items

Date: 10/12/2012 14:08 Distribution of Benefits Page 1
Program: PAYDR102 Detail Items by Account for Period 05/28/2012
Ewpro  Name ¥r Fnd F Prgm Fnct Cbjct Foty B Adde’l Ded Cd Ded Company  Amount
88833  APELEGATE, ELSIOT 13 100 0 1011 1000 11000 0302 1 000000 13 5.68
88833  APELEGATE, ELSIOT 13 100 0 1011 1000 11000 0302 1 000000 33 16.45
868904 COSKRELL, CHSCK 13 100 0 1011 1000 11000 0302 1 000000 13 5.78
8s202 SHINKS, CR7STA 13 100 0 1011 1000 11000 0302 1 000000 13 5.24
8sz02 SHTNKS, CRISTA 13 100 0 1011 1000 11000 0302 1 000000 33 1s5.21
€5208  HESTON, LES 13 100 0 1011 1000 11000 0302 1 000000 13 5.75
89208 HESTON, LES 13 100 0 1011 1000 11000 0302 1 000000 33 16.65
89224  HUSTADO, GRSZYMA 13 100 0 1011 1000 11000 0302 1 000000 13 5.78
85224  HUSTADO, GRSZYNA 13 100 0 1011 1000 11000 0302 1 000000 33 16.63
89507 SKELTON, BRETTANEY 13 100 0 1011 1000 11000 0302 1 000000 13 5.€5
89507 SKELTON, BRETTANEY 13 100 0 1011 1000 11000 0302 1 000000 33 1€.40
89698 LY7, STICEY 13 100 0 1011 1000 11000 0302 1 000000 13 5.75
89698 LY?7, ST7CEY 13 100 0 1011 1000 11000 0302 1 000000 33 16.63
Account Total 137.74
£8823  WIZBUR, ALZSA 13 100 0 1011 1000 11300 0302 1 000000 13 .11
£8823  WIZBUR, AL2SA 13 100 0 1011 1000 11300 0302 1 000000 33 .32
Account Total .43
£9294 RO3AL, SH3N 13 100 0 1011 1000 11800 0302 1 000000 13
83234 RO3AL, SH3N 13 100 0 1011 1000 11800 0302 1 000000 33
89885 PA4R, KA4CE 13 100 0 1011 1000 11800 0302 1 000000 13
898es PA4R, KA4CE 13 100 0 1011 1000 11800 0302 1 000000 33
Account Total
NIEKERSON, BREQN 14000 1 000000
NIEKERSON, BREON 14000 1 000000
WIZBUR, ALZSA 14000 1 000000
WIZBUR, AL2SA 14000 1 000000
MO3ICA, AS3LEY 14000 1 000000
MO3ICA, AS3LEY 14000 1 000000
LI4ELY, MO4GAN 14000 1 000000
14000 1 000000
14000 1 000000
1

14000

000000

Use this report when it is necessary to transfer gross earnings after payroll is complete.
This report will give you the necessary information.
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Employer Deduction Contribution

Report by Employee

REPORT DATE: 10/12/2012 EMPLOYER DEDUCTION CONTRIBUTION REPORT
PROGRAM: PAYDR101 BY EMPLOYEE FOR 08/28/12
DEDUCTION ¢: 13 VENDOR 002920 CONTRIBUTION TYPE: 1 1
VENDOR #: 2520 VENDOR 002520 2
EMPLOYER OBJECT: 29000 EMPLOYER BLNC: 0421 3
2MP. ¢ RRE EMPLOYER CONTRIBUTION AMOUNT
88942 AB3EU, ET3AN 5.75
89093 AB4EY, LI4LIAM 5.75
es1ze ALSARD, RISARDA 5.78
AMZROSE, BEZHANIE §.78

ANZLIN, DEZETRIUS 5.78
APSLEGATE, EL8IOT 5.78
ARSE, JASKELWN 5.78
ASSCRAFT, JASIKA §.78
ASSEW, GESALD 5.78

AS7ER, GETEVIVE
AUSUSTINE, MA4LIN
AY2ES, VIZENTE
BAZES, COZEMAN
BASFIELD, JOSEFINE
BASON, MISCHEL
BASB, NASENE
BASBOUR, GESARO
BEZAY, MA2YROSE
BEZNER, LE2NORA
BESNSTEIN, BL3IR
BE™, CL7UDE
BE™M, KR7S
BETNIER, COTRINNE
BE7NIER, JO7TNATHON
BESKWITH, BUSTON
BESAVIDEZ, ELSZ
BISLINGSLEY, LASHAUN
BISELOW, TESRELL
SNK, SHSWANNA

etintendent

999-08-8942
999-08-9093
999-08-5128
999-08-9831
999-08-8943
999-08-8833
§99-08-5230
$99-08-9068
999-08-9868
$99-08-5058
999-08-9421
999-08-8967
$99-08-5218
999-08-9236€
999-08-8361
999-08-9912
999-08-8432
999-08-9503
999-08-5087
999-08-8502
$99-08-8530
999-08-9730
999-08-8362
999-08-9562
999-08-8857

$99-08-5640
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Process Payroll

B PCG Dist=6991 Rel=12.03.00 10/11/2012 DOD 001  C:\DEVSYS C:\SECH

Screen 1 of 2
PAYROLL SEQUENCE MONITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update YTD figures
Print paychecks and Direct Deposits

<<<<<

/ Void/Add Run Completed
(This cycle can be repeated more than once) / Final Register
\ Deduction Registers

\ Final Distribution
Update earnings history with current pay N
Update budget files with current pay N
Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types ] 01d PSERS: ¥ 01d ERS: N
Special Gross Types 3] TRS: ¥ New ERS: N

---------------------- PAYROLLS SELECTED DURING SETUP: —---------mmmmmme

PAY NO. PAYS
SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE
12 12 MONTHLY 9 09/28/12

Selected classes: 1 2 3 & 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Fi6=exit.

Y
o

New PSERS: v

GHI
Y

E x
PAYSTUPD

These steps
can be

repeated as
often as

n

12.03.00
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Payroll Process

Post to Earnings History and Financial

* F13 - Update Earnings History PayDataQ/SeconQ
With Current Pay

* F14 - Update Budget Files With
Current Pay

A backup of PAYDATA to PAYDATAQ and SECOND to SECONQ are made before posting
to earnings history. At this point, the payroll is for all purposes ready to complete.
The backup of SECOND is good only as long as no work is done in financial.

You should try to always run the Earnings Update F13 and Budget Update F14 back
to back.

ALL other users must be out of the system for the budget update.

The system will not let you accidentally repost to earnings history or to budget
(financial) even if you attempt to rerun these steps.
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Payroll Process

Post to Earnings History and Financial

* Run the Earnings Update F13 and Budget
Update F14 back to back

* Payroll is complete

* The system will not let you accidentally repost
to earnings history or to budget (financial)
even if you attempt to rerun these steps

A backup of PAYDATA to PAYDATAQ and SECOND to SECONQ are made before posting
to earnings history. At this point, the payroll is for all purposes ready to complete.
The backup of SECOND is good only as long as no work is done in financial.

You should try to always run the Earnings Update F13 and Budget Update F14 back
to back.

ALL other users must be out of the system for the budget update.

The system will not let you accidentally repost to earnings history or to budget
(financial) even if you attempt to rerun these steps.
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B PCGDist=8991 Rel=12.03.00 10/12/2012 DOD 001  C:\DEVSYS (:\SEC E 3 X
Screen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE MONITOR
Setup payroll for new pay period )/
Run exceptions register with no exceptions v
Post substitute pay and employee leave v
Calculate payroll and update YTD figures Y.
Print paychecks and Direct Deposits 9
/ Void/Add Run Completed Y
(This cycle can be repeated more than once) / Final Register v
. \ Deduction Registers v
Payro" IS \ Final Distribution 3
Update earnings history with current pay ¥
complete! Update budget files with current pay v
Manual/Uoid Checks Run Only: N Deduct Pension:
Regular Gross Types ] 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types 3] TRS: ¥ New ERS: N
---------------------- PAYROLLS SELECTED DURING SETUP: ~--=--=-==eemmmmmmee—
PAY NO. PAYS
SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
Selected classes: 1 2 3 & 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23
F11=Go to screen 2, Fi6=exit. 12.03.00
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Personnel
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Personnel Master Menu

B PCGDist=8991 Rel=12.03.00 09/17/2012 GRY 001 SV C:\DEVSYS C:\SECOND
Personnel System PERMENU

Fkey Master Henu
_1_| -- Update/Display Personnel Data

2 | -- Update/Display Emergency Data
_3 | -- Update/Display Educational Data

_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
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Basic Personnel Processing

* Update/Display Personnel Data
— F1 - Update/Display Personnel Data (Payroll Screen)
— F2 - Update/Display Emergency Data
— F3 - Update/Display Educational Data

* Leave Processing

— F4 - Enhanced Substitute Pay & Leave System
— F5 - Legacy Leave Menu

* Other

— F6 - Personnel Reports Menu
F11 - Employee Contract File Export
F12 - Salary Projection Menu
F13 - Special Functions Menu
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Certified/Classified Personnel
Information (CPI)
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CPIl Master Menu

B PCGDist=8991 Rel=12.03.00 09/17/2012 MGNOO1 SV C:\DEVSYS C:\SECOND
Certified/Classified Personnel Information System

FKey Master Menu
_1_| -- DisplayjUpdate Individual Employee Information
_2 | -- DisplayjUpdate Third Party Contractors

_3 | -- Display/Update Personnel Data

5 | -- CPI Salary Schedule
_7_| -- CPIReporting Menu

9 | -- Create CPI Report & Transmission File
_10 | -- Ponrtal Security Extract
1 --cPl Assignment File Maintenance

_13 | -- Centificate File Maintenance Menu
_15 | -- CPI Description Code Menu

_31 | -- CPI Special Functions Menu

20 | -- File Reorganization

CPIMENU
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Basic CPI Processing

Update/Display Certified/Classified Personnel Data

F1 - Update/Display Individual Employee Information (CPI)
F2 - Update/Display Third Party Contractors
F3 - Update/Display Personnel Data (Payroll Screen)

Other

F5 - CPI Salary Schedule

F7 - CPI Reporting Menu

F9 - Create CPI Report & Transmission File
F10 - Portal Security Extract

F11 - CPI Assignment File Maintenance
F13 - Certificate File Maintenance Menu

F15 - CPI Description Code Menu
You Must Add New Codes, It Is Not Automatic
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Financial
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Financial Master Menu

s PCGDist=8991 Rel=12.03.00 09/17/2012 ARR 003 SV C:\DEVSYS C:\SECOND =181 x|
Financial Accounting & Reporting MASTER1
FKey Master Henu

_1_| -- Budget Account Master Menu
_2 | -- Purchase Order Processing Menu
_3 | -- Claim Processing Menu

_4 | -- Vendor Check Processing Menu

_5_| -- Revenue Account Master Menu

S -- F g Menu
_7_| -- Receipt Processing Menu
_8 | -- Cash M &l M Menu

_9 | -- Financial Reporting & Month/Yr-End Close Menu
_10 | -- Account Master Description File Menu

_11| -- General Ledger Account Master Menu

12| -- YearEnd Processing Menu

_13 | -- Special Functions Menu
_14 | -- Vendor Master Menu
_15 | -- Source Master Menu

_20 | -- File Reorganization




Basic Financial Processing

* Budget/PO/Claim/Expense/Vendor Processing
— F1-Budget Account Master Menu
— F2 —Purchase Orders Processing
— F3 - Claims Processing Menu
— F4 - Vendor Check Processing Menu

* Revenue/Accts Receivable/Receipt/Cash Processing
— F5 - Revenue Account Master Menu
— F6 - Accounts Receivable Processing Menu
— F7 - Receipt Processing Menu

F8 — Cash Management & Investment Management Menu

* GL/Financial Reporting Month & Year End Close
— F9 - Financial Reporting & Month/Yr-end Close Menu
— F10 - Account Master Description File Menu
— F11- General Ledger Account Master Menu
— F12 - Year End Master Menu
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Tools
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Tools

Payroll

— Gross Data Export
— Deduction Export
— Payroll/Deduction/CPI Export

Mass Update

— Earnings History Export
— Gross Pay Export
— New Hire Export
Financial

— Budget Report Export
— Revenue Report Export
— GLReport Export
— Budget/Revenue Load Export
— Accounts Receivable Import

— Receipt Import

PO Impor{

Import
Import
Import (Partial)

Import

Import
Import
Import
Import
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Payroll/Deduction/CPI Export/Import
* How Does This Help ME???

— Fulfill Request for Employee Demographic Information
* Superintendent

* School Board
— Respond to Benefit Provider Request for Information
— Provide Meaningful Data for ‘What If’ Analysis
— Streamline Data Entry for New Requirements for Employee
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Payroll/Deduction/CPI Export/Import

Respond to Benefit Provider Request for Information
F2,F13, F8, F5 Set Filter for ‘Active’

i PCG Dist=6991 Rel=12.03.00 10/04/2012 ARR 004 SV CADEVSYS C:SECOND.

Export Selected Payroll / Deduction / CPI Information

Export File Type: E  Export File for Report
E = Export File for Report

1 = Create File to Modify & Import

Fi0 | to set selection criteria Filter set: Status

Export sort order: © Employee Number
 Employee SSN
© Emplogee Name (Lname Fname)

Anount Format: & Include Decimal ($10.00 = 10.00)
€ NoDecimal  ($10.00 = 1000)

SSN Format: @ Alpha - 999887777
© Numeric - 999887777

Date Format: @ MM/DD/CCYY
€ COYYMMDD
PAY Iten(s) Selected: 13 F4 to select PAY Items
CPI Item(s) Selected: 0 F5 to select CPI Items
Deduction(s) Selected: 1 F6 to select Deductions
Enter=Create File, PAY Items, CPI Itens, Deductions, F16=Exit
|es | s |es |7 | | luW|enfre] | | 2.

w [ [ [ 1 ] |

List of Name Address For Principal

How Many Minorities?

=18l
PAY1ZEXT

£
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Payroll/Deduction/CPI Export/Import

Respond to Benefit Provider Request for Information

Select Employee Personnel Information Select Employee Deduction Information

e o
B seiectod Fascsi / podoceion 7 1 iracntion e et e 7 Dot e cormitin
Solnct Pogra1i/Persomse Fioier Select Pagrot) peuetiom Fletes
A e Sl IR
e pod et epectie Fitesetect a1, F1tebesetect a1
Tter. K for the dvocElon o784 Feperted
LAST WAVE X Loc CONTHO _ BIRTH DATE ¥
T LD imsat e emanival i .
L i e S omnaree - :
TeLermane & vy BITE cout = Lonoe ELIOIRE ShYE = - R o it wereseen oo =
-
Seect op o 2 deuction odes o Fapert.
1. petrn, Fissensct A, Fidsbeselact A Fidatiaw Sectises s Exit eremsear ta Solsct Flshds, Fiamomssioct 411, Fiistut 6 bedecises setscted
IS L A 2 D AT RO ST 1 I 1 R IR R
T i [ T s o s o s B e o e o [ e oo




Export Financial Report for Analysis
Option to Create Report and CSV File for Use with Excel
F1, F9, F1, F8 - Balance Sheet for Any Period
F1, F9, F3, F2 - Budget Account Activity Summary
F1, F9, F3, F3 - Budget Chart of Accounts
F1, F9, F30 - CS1 with Transmission File
F1, F9, F31 - DOAA Transparency in Government Export File
F1,F9, F1,F4 - General Ledger for Any Period
F1,F9, F1, F3 - Journal Voucher for Any Period
F1, F9, F1, F2 - Receipts for Any Period
F1, F9, F3, F9 - Revenue Account Activity Summary List
F1, F9, F3, F10 - Revenue Chart of Accounts
F1,F9, F1,F5/F6 - Revenue & Expenditure for any Period
F1,F9, F1, F9 - School Nutrition Online Reporting System File (DE 106)
F1, F9, F1, F7 - Trial Balance & Audit Year-End Transmission File
F1,F9, F1, F1 - Vendor Payments for Any Period

Demo Financial Report Export
F1, F9, F1, F2, F6 Receipts for Any Period

07012011 - 06302012
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Export Financial Report for Analysis

* How Will This Help ME???
— Fulfill Request for Budget Analysis
* Superintendent

* School Board
— Evaluate Budget Planning Options
— Review Spending History
— Provide Meaningful Data for ‘What If’ Analysis
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Report Include/Exclude Range

Some Reports will also provide export option to CSV file for analysis

=lalx
ACCT 0300

F10 to Enable Raqge Options

Select a specific account number or
enter partial selection criteria:

Optional optional Optional
an

Include /- R: Exclude - Range
(XX = ALl Years ) 13 =
(XXX = A1l Funds ) 100 - KK
= ALl Fiscal ) ¥ - X
(XXKX = ALl Progr. ) XXXX

(XXXX = ALl Functions) XXXX
(XXXKX = A1l Objects )  3008%
(XXXX = ALl Facilities) XXXX
* = A1l Buildings ) X

(XXXXXX = A1l Additionals) BEXNXN  NIXEXEN

ange Options

Enter Sequence to be Printed: g (A = Account Nunber)
(P = Progran)
(F = Function)
(0 = Object)
(¥ = Facility/Building)

Enter ‘X' next to account = « itens)
_ Expenditure (actual expenses)

ENTER-Continue, F18-Enable Range, F17-Print Screen, F16-Exit Fi-Select Multiple Accounts
| [0 | | 2.

~ela] [ [ T T T T T T T T T T T ]

F1,F9,F3,F2 -Budget Account Activity
F1,F9,F3,F9 -Revenue Account Activity
F1, F9, F3, F12 - Summary of Monthly Estimated vs Actual Expenses
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Export Financial Report for Analysis

Export All Object 620xx and Sort by FCTY and/or FNCT

) BUDGSUM20120925 s

[Elalejcl o [ e[ F [cu 1 J K T N o 3 al r s T

1 |FY FND F PRGM FNCT OBJCT FCTY B ADDL Description Original  Budget FCTY FNCT  Ciaims OpenPO's Balance
212 100 0 3011 1000 62000 101 1 101 VOCINSTR.ENERGY-FUEL MHS 0.00 000 0.00 000 101 0001000 000 000 000
312 4620 1839 2700 62000 102 1 O FY12 21ST CENT FUELMMS 884000 884000 832709 000 000 51291
412 608 0 9990 2700 62000 102 2 O SUMMER FEEDING BUS FUEL 0.00 0.00 000" 8327.09 102 0.00 000 000
S 12 4620 1839 2700 62000 202 1 O BUS FUEL/ EXPENSE 884000 884000 832710 0.00 000 51290
612 463 0 1839 2700 62000 202 1 O 21STCENT BUS EXP. FY11 0.00 000 000" 8327.10 202 000 000 000
712 4020 1763 2700 62000 302 1 O MIGRANT SUMMER FUEL FOR BUS 0.00 000 000 0.00 000 000
812 403 0 1763 2700 62000 302 1 2 MIGRANT FUEL FIELD TRIP 0.00 0.00 000 0.00 000 000
9 12 4620 1839 2700 62000 302 1 0 21ST CENT. FUELMES 1368000 1368000 8187077 8187.07 302 0.00 000 549293
1012 100 0 1320 2700 62000 8012 0 O TRANSP.ENERGY/FUEL 168,000.00 16800000 119,174.12 181456 0.00 47,011.32
1112 402 0 1762 2700 62000 8012 0 O MIGRANT BUS FUEL 110000 10000  567.80 0.00 000 53220
12|12 402 0 1763 2700 62000 8012 0 O MIGRANT SUMMER FUEL FOR BUS 000 0.00 000 000 000 000
13|12 462 0 1839 2700 62000 8012 0 O 21ST CENTURY TRANSP.FUEL EXP. 0.00 0.00 0.00 0.00 000 000
14112 463 0 1839 2700 62000 8012 0 0 21ST CENTURY TRANSP.FUEL 000 0.00 000 0.00 000 000
15|12 560 0 1540 2700 62000 8012 0 O PRE-K TRANSP. EXPENSE 0.00 000  9,330757129,07267 801215391393 2700 000 000 -9,33075
1612 100 0 9990 2600 62000 8013 0 O M&O ENERGY/FUEL 50,000.00 50,000.00 48,802.20 0.00 000 1,197.80
17/12 100 0 9990 2600 62000 8013 1 O MEO ENERGY/FUEL 1400000 1400000 857391 0.00 000 542609
1812 100 0 9990 2600 62000 8013 2 O M&O ENERGY/FUEL 100,000.00 10000000 102,77099 0.00 000 -2,770.99
1912 100 0 9990 2600 62000 8013 3 O M&O ENERGY/FUEL 8550000 8550000 77,05055 0.00 000 8249.45
2012 100 0 9990 2600 62000 8013 9 O MBO ENERGY/FUEL 150,00.00 150,000.00 129,585.99 0.00 0.00 2041401
2112 560 0 1540 2600 62000 8013 3 O PRE-K OPERATIONS EXP. 0.00 000  6141647372,925.28 8013 "372,925.28 2600 0.0 000 -6,14164
2 Totals 599,960.00 599,960.00 526,839.21 526,839.21 526,839.21 1814356 0.00 71,306.23

Demo Financial Report Export — Account Activity Summary List

F1, F9, F3, F2
13

620XX

94



Export Budget/Revenue for New
Fiscal Year

F1,F1, F3 (Budget) or F1,F5, F3 (Revenue)

12 ARROU2 SV CADIYSYS

Budget Chart of Accounts

Enter accounting period to be printed:
Beginning date: _7/01/2012
Ending date: _6/30/2013

« fng accounts which are ACTIVE during the
int

ove dates will be printed. =
* To allow CLOSED accounts t o =

ed, enter a 'C' here: =

Enter an "X’ next to any of the Following itens to be printed on the
chart of accounts:

Original budget
Current budget
curre an

Print each fund on a separate page: N (¥/N)

Create EXPORT file to load in Excel: C Neme
€ Expant Current Fiscal Yoot
 Export for New Fiscal Year SUDGET LOAD)

ENTER = Continue, F16 = Exit

991 Rel=12.0300 10,03

Budget Chart of Accounts

Browse for

Enter the export File path and name (e.g. C:\PCC\BUOCHARTEXPT.CS
or F10 to File

£2\PCG\BUDCHARILOAR. SV
NOTE: DIRECTORY must already exist

Fund 199 Not Included

Enter - Continue or

F16 = Exit

I
ACCTOS00

12.03.00
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Export Budget for N

ew Fiscal Year

@ svooarmon cov

3

FUNC 08T

1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

11000
11300
11400
11800
14000
14000
14200
21000
21000
22000
22000
23000

84100

R R R R R R R R R R E R R E R R R R R EEEEEE ]

3 L

8 ADDL BAL NEW 8UDG

IAME
369,162 30 KINDERGARTEN TEACHER SAL
4,635.00 SUB SAL FOR CERTIFIED EMP.
0.00 KINDERGARTEN CLASSIFIED SUB.
27,267.19 ART MUSIC PE TEACHER
112.959.07 KINDERGARTEN TA SALARY
0.00 KINDERGARTEN TA SAL MES REIMB
378113 KIND. INSTRCLER SALAR
129,002 35 KINDERGARTEN GH BENEFITS
0.00 KINDERGARTEN GH! MES REIMS.
39,257.42 KINDERGARTEN INSTR. FICA
0.00 KINDERGARTEN FICA MES REIME.
6001192 KINDERGARTEN INSTR. TRS
00 KINDERGARTEN TRS MES REIMS.
0,00 KINDERGARTEN WRIRS COMP.
.00 OTH BEN SUM _ INSTRUCTION
0.00 KIND,INSTR EQMAINT,
224334 1/5 KIND COPIER RENTAL
180.25 TECH SPEC CELL PHONE
0.00 KINDERGARTEN INSTR SUPPLIESBOE
0.00 LD INITIATIVES INSTR SUPPL
7,403 64 KINDERGARTEN INSTR SUPPLIES
0.00 KINDERGARTEN COMS REL SUPPLIES
0,00 k-5 INSTR SFTWR.-80€ FUNDS
0.00 KIND SOFTWAR!
0.00 KINDERGARTEN EXP. £QUIP.
0.00 KINDERGARTEN COMP EQMT.
0.00 KINDERGARTEN TEXTBOOKS 8OE
.00 KIND. TEXTBOOKS

0.00 KINDERGARTEN BOOKS/PERIODICALS

0.00 KINDERGARTEN DUES/FEES
184200 KIND.TEACHERS LOCAL SUPL
110.21 KINDERGARTEN LOCAL FICA
0.00 FICA/MED SUM INSTRUCTION.
164.80 KINDERGARTEN LOCAL TRS
0.00 TRS SUMMARY _ INSTRUCTION
3,678.13 KIND.LOCAL LIFE/DENTAL
718,14 28 GR 1-3 TEACHER SALARIES
IASTER TEACHER SUPPL
9.270.00 GR1-3 TEACHER SUBS
0.00 GR1-3 REIMB.TEACHER SUB
0.00 1-3 TEACHER SUB OTHER PAID
0.00 GR1-3 CLASSIFIED SUBS
89,3263 ART MUSIC PE TEACHERS

000
672100




Import Budget

Export Current Budget to Modify & Import for New Financial Year

&) euncramonD v

ALOICLO [l p L0 Nl
3R TN 1 FROG FUNC OBXKT FACL 8 ADDL BAL MW BUGG
2% w00 o w00 0 X2z 0
phmom e F1,F1, F4
12 300 u w0 w0 w3 07
5% o0 Mo um0 W3 0
116 050 101 do0 100 X231 0
71 w00 o k0 10w X236
o] w0 o w0 w0 w23 oM
Ha e sem e Budget Upload From File
o3 w00 w1 w0 now W3 57
e oo oty Enter the upload File path and nane (e.g. C:\BUDGET\BUDGDATA.CSU)
1214 100 w0 o0 o0 X1 678
3 000 o OO B0 MW2T 0 £3\BUDGET £y
1614 1000 1011 000 B0 K21 6% Flo-Browse for File
151 100 100 X0 N0 X1 07
14 300 j01t 0030 2T 0W
l: :: ::: "": g :z :: :: Use data to set original budget or to enter budget adjustment?
e el ettt L el ocenti farn uajudans e enmardlzed original but must exist
20[14 300 0 1011 1000 61000 342 1 0% =
% 1m0 o oo X1 47
3214 3000 1011 1000 6300 21 3 ORIGINAL/ADJUST? ORIGINAL
3/ 000 10 00 0 X2 1 @ T
2|3 100 1 oo o X2 3 ] Enter reason desc: ADDED APPROPRIATION
314 30 o K0 G0 K21 M2 T
p 00 500 321 3
% e A Budget ¥r Tran Date Beg Date  End Date
_u01/2013  _7/01/2013
# el i L] n _6£30/201%
“ o0 600 %21 %2 T
o o0 00 W3 X2 7
p 0 100 %23 07m
\4 o0 no% W1 0
» o 20 X1 878
1 w0 now w1 om
u 0 200 W21 &7
u w0 B0 a3 07m
P 00 0% %21 0
1 woo w0 21 47
u w0 uX0 w1 07
u Moo 10 X216
u o0 10 X231 207
» w0 w0 X231 0 Enter - continue, F16 = Exit
u o0 180 X210

ACCTO121

Demo Financial Budget Export/Import
F1,F1, F3 F1,F1, F4

F1, F5, F3 F1, F5, F4
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Import Financial Data Entry

Option to Import Financial Data Input from CSV File Created with Excel

F1, F2, F2
F1; F3; F5
F1,F6, F2
F1,F7,F6

F1,F11,F5 -

Import Purchase Order
Import Claim

Import Receivable
Import Receipt

Import Journal Entry
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H — Requisition, Date

V —NEW or Vendor Nbr
N — Vendor Name, EIN
P — Phone, SSN

D — Address 1, 1099

E— Address 2
F - City, St, Zip
G - Contact

S — Ship to facility, Ship to Building

T — Attention of

O — Order Description

C - Enter up to 10 Charge Lines

R — Enter Total (Must Balance)

L — Enter Items, Qty, Unit, Desc, Price

DEMO PO
School Create PO input CSV
Enter PO F1, F2, F2

C:\PO\GASBOPO.CSV

Import Purchase Order

Use PCGenesis_PO_Requisition.xIs to Create a Purchase Order

) PeGenein_PO_Requistions [Compatioilty Model =

NI Y0 1% 58 038 0 00 0 0 159 1 4 L [ n o Pl R
1 PCGenesis Purchase Requisition v1.00
z
3 NOTE: Commas may not be entered into any input field.
)
S M Requistion number ] % — YN
&
TV Vendor number [T Regquestor
8 Or NEW" Phone
9
10/a [ ce——
11
2
1N ‘Vendor name EN
4P Phone Fax| orSSH [ ]
150 Address L1 1099 (Y)
16 E Adress 12
iTF Cay-5t-2p I I
186 Contact
1
20s Sho to tecity [ET] 1
21 Facity desc | ]
2T Atenton of | 1
2
24 0 Order descripton [ ]
25
) itoms.
T
28 Line Yr Fnd Fsc Prog Func ObjectFaci Bidg Adal Amount
2c 1
3¢ 2
nc 3
2ic 4
nc )
Muc 8
s c 7
3% C 8
EACI
B c 10}
» R o0 Account charge total must match ine tem total
“
a Line items 000 zER0 ™
42
a line items, quantity, unit,
a
45 Line Cuantity Unt Description Unk Price Ext Price.
%L 1[ 1 I I ]
a1 I 1
1] 4> H| Sheet1 sheetz  sSheets 0 1 S——
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Import Claim

Use claim.xls to Create a Claim (Non-PO)

Line 2 — Enter Reason for Claim

For

Claim Entry Spreadsheet

Vendor VendorRef _Binc Date

V - Vendor Nbr, Reference, Blnc, Date

Amount
0.

X — Discount Date & Amount S

X 0
Description 1 Description 2

Amount

D — Description 1 & 2 1 g Re— ]
1 Yr Fund F Prgm Func Objct Fety B Addl Amount 1099
L — Enter Account, Amount, 1099 S
4L 3]
(Up to 998 entries allowed) sLo 4
e
9L 8
2L 9|
Example: AR
23
Summer Salary Accrual ]
Power Bill §
2
i
W 4> W Sheetl  Sheet2 | Sneets %I L m

z
=DL X

DEMO CLAIM

Summer Salary Accrual F2, F5, F9
Enter Claim F1,F3,F5
C:\CLAIMS\CLAIM2012AUG01.CSV

C:\CLAIMS\CLAIM2013AUG01.CSV
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H - ‘RCV’ (receivable) or ‘REC’ (receipt)
Line 5 — Enter Reason

B — A/R balance acct for Receivable or
R — Reference # for Receipt

S —Source, Date

D — Accounts Receivable Reason

L — Enter Account, Amount

(Up to 998 entries allowed)

Create this to import a Receivable,
Then Change the ‘H’ & ‘R’ lines to
import the Receipt

Example:
QBE
Taxes

Demo Receivable/Receipt Import
F1, F6, F2

F1, F7, F6

Import Receivable/Receipt

Use ReceiptOrReceivableTemplate.xls to C

) e

RO ecensbieTamotate s Compati
A s

c o € [ e " | f
PCGenesis Receivable or Receipt Import Entry

e 2 o rcevabie et et WG o ettt [

reate a Receipt or Receivable

e

AR
e L R
2 )

e S e |

AU entries below apply to both Receivables and Recelots
source Date

Ceviil sheets 028 T

Example: Will Aid Processing Monthl

101



Demo Journal Voucher Import
F1, F11, F5

22976

Use JournalEntry.xls to Create a Journal Entry
3 soumattntry.sts (Compatitility Sode -x
V —Voucher Nbr, MM, DD, YY, FY. Reason LRI ORI o R - N ol bl o i
C-Bank, Ck No, Vendor/Payee, Amt (998) - ]| —————
L —Acct Type, 1099, Account, DR Amount - o ohes o
CR Amount, Bank' Source/vendor : L 1Type 2 Fund Fisc Prgm Fune t Facility 8 Addl DR Amount CR Amount Bank_Vendor
C - Bank, Ck No, Vendor/Payee, Amt (20) ZL
(Up to 20 Lines OR up to 998 Lines) z ]
Example: 2 o)
QBE (no longer best option) %Eg %
Transfer Fund from School Nutrition 2 3
:c nlnw No Iwnuoria-nmo Check A '] l
s o e S S——
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Screen Print Option

PCG Dist=8991 Rel= 0 10/15/2012 ARR 002 SV
EXP0200
Expense/Inquiry-Uendor 4978 UENDOR 004978
2765 VENDOR STREET PAID
SMITH, GA 33333
Renit To:
seq: 9948 A/P blnc: 421 Cross-ref seq:
Description: STUFF Uendor ref: 5469112
Purchase order: 0000090
Clain date: 9/01/2012 Clain amount: 6117 .44
Disc date: Discount amount:
Bank: BKOS Payment: 9/04/2012 Checkit: 70981 Amount : 6117 .44
Fnd F Prgm Fnct Objct Fcty B Addt'l Amount 1099
Charge to: 13 100 1320 2700 26000 795.23
9990 1 2936.38
92990 1 734.10
9990 1024.09
92990 2 209.01
9990 2 209.01
9990 3100 26000 102 2 209.62
F1=First, F2=Next, F3=Prev, Flh=Last, F16=Reenter/Exit
12.03.00

£
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33323

C:\ SECOND

PAID

$469112

000000

6117.44

6117.494

Amount
795.23
2936.38
724.10
1024.09
209.01
209.01
209.62

IXP0200

1099

Fl5=Reenter/Exit

12.02.00

YELLOW

Demo Screen Print F1, F3, F1

Open Qword & Document

4978

Screen Print Opt'on
PCG Dist=8991 Rel=12.02.00 0/ 18/ 2012 ARR 002 SU  C:\DEU3YS
Expense/ Inquizry-Vendor 4978 VENDOR 004978
2765 VINDOR STREET
SMITH, G&
Remit To:
Seq: 9948 &P blnc: 421 Cross-xef se
Description: STUFT Vendorx xe
Purchase orde
Claim dave: 9/01/2012 Claim amoun
Disc dave: Discount amouns
Bark: BKOS Payment: 9/04/2012 Checkff: 70981 Avount:
¥r Ind T Prgm Pnet Objce Fevy B Adde'l
Charge to: 13 100 1320 2700 26000 8012
12 100 9990 1000 26000 3010 1
12 100 9990 2500 26000 8010 1
12 100 9990 2600 26000 3013
13 02 9990 2100 26000 302 2
13 607 9990 2100 26000 101 2
13 608 9990 2100 26000 102 2
00
00
00
Cancellation Dave:
Tl=First, F2=Next, FI=Prev, PM4=Last, F17=PrvScrn
SN
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School Level Access

New Hire Import

Payroll Gross Data Import

Leave Import

Purchase Order Import

Claim Import
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Third Party Printing / Data Capture

* A third party company, such as SoftDocs, will now be able
to interface with PCGenesis

* PCGenesis will output text-only files so that these files
may be captured by a third party
— Payroll Checks
— Direct Deposit Advices
- W2s
— 1099s
— Vendor Checks
— Purchase Orders
* Third Party will provide multiple options such as
Employee Web Access
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Questions
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