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2013 saw many new features and functions added to PCGenesis.

* Payroll Gross Process Type Codes ‘X’ ’rd N




PCGenesis and Third Party Vendors

* Extend the capabilities of PCGenesis!

* At least 14 PCGenesis sites interface with third
party software

PCGenesis can be brought into the modern era by interfacing with third party software.



PCGenesis and Third Party Vendors

* Interface with third parties allows:

— Employee web access to payroll checks and direct
deposits, W-2's, emergency contact data, etc.

— No longer necessary to print and mail employee
direct deposits

— Paperless workflow management for purchase
orders and invoicing

— No longer necessary to print and mail vendor
purchase orders — can fax or e-mail instead

— E-file historical payroll and financial documents
and burn the paper copies!




PCGenesis and Third Party Vendors

* PCGenesis produces text-only output:
— Payroll checks and direct deposit notices
— Manual payroll checks
— Employee W-2’s, Vendor 1099-MISC
— Purchase orders

— QWORD print option for text-only output of other
reports

Text-only output allows third parties to intercept PCGenesis output.



nuuno
Select Printer | Selected Printer. \\printserver\2275-HPLJ4300din
Del Rec User File Size Time Date
r C:ASECOND\#DODPRT\ERTR0002 167K 10:19 10/22/2013
" C:\SECOND\#DODPRT\EETR0002 142K 10:19 10/22/2013
w C:\SECOND\#DODPRT\EXCP0002 906 ‘IB 19 1072272013
- DOD |C:ASECOND\#DODPRT\PRNT0002 681K 09:49 1072272013
[/ foos oob ic. DPRT\PRNT0001 0947 10/22/2013
006 DOD | CASECOND\#DODPRI\YTDROOO1 FAELS 09:42 10/22/2013
" 7 |DOD | C:\SECOND\RDODPRT\YTDR000O 247K 09:42 1072272013
[~ |008 |DOD |C:\SECOND\#DODPRT\PSCNOOO1 2K 09:32 1071872013
[~ [003 |DOD |C:\SECOND\#DODPRT\PSCNO0OO & | 0931 1071872013
[~ [010 |DOD |C:\SECOND\#DODPRT\LVSMO0001 373K | 15:44 10/17/2013
[~ |011 |DOD |C:\SECOND\#DODPRT\LVSMO000 541 15:44 1071772013
[~ |012 |DOD |C:\SECOND\#DODPRT\GBAL0O000 3967K 13:30 10/01/2013
[~ [013 |DOD |C:\SECOND\#DODPRT\PRNT0000 53 13:25 10/01/2013
o e of o
OpeninMSWORD|  PrintSave |  Browse | User |  Sot | Refresh |
- & MSWord © DOD  © Newest © Manual
NewMSWORD |  PrintDelete| ( pjy (" SPL " Oldest ( Automatic
" Label Al " File name
Save User Options| Labels | 3idParty
; ‘ '] . 3
=X Datos Sotoct || Pty [} 3 Party’ prints without
R Select Box(es) for Multiple Delete Opti i
Yl it R e printer control characters

A new feature added to QWORD allows reports to be generated without printer control
characters. This text-only output allows third parties to intercept PCGenesis output.



Fed ID (Y/N)

PCGenesis and Third Party Vendors

B PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND -181%|
UENDOR
Uendor Maintenance
HNumber : 360 Name: UENDOR 000360 Status: A
Seq key: UENDOR 000360
Address: 0065 UENDOR STREET

City: SMITH State: GA 2ip: 33333
PO Output: [E-email vI
Remit to - Address:
City: State: __ 2Zip:
Phone: Contact:
FAX: 9884000360
Email: und.08003608Uendor .\Web

Fed W9: [N/ -l Fed LLC Type: [ N/A -

SSN / Fed ID: 800000000
Emp #:

1099 (Y/N): N
Name control:

Foreign indicator: N

New vendor fields

One item per check: N (Y/N)

F3 to Print Screen
F18 to Delete

ENTER to Ualidate

3
[.8] |

F16 to ReEnter/Exit
I 57 [ =
] e |

e 13.01.00

|

New fields have been added to the vendor record, including the vendor’s fax phone
number and e-mail address. If a district is interfacing with a third party vendor, the PO
Output field defines the vendor’s preference for receiving their POs. With a third party
vendor, the PO can be faxed or e-mailed to the vendor.



PCGenesis and Third Party Vendors

B PCGDIst=8991 Rel=13.03.00 10/22/2013 DOD 001 SV CADEVSYS C:\SECOND GREEN. =8l x|
PURCO100
Purchase Order Entry

Vendor: ____ 55 UENDOR 000055

0023 UENDOR STREET

SHMITH, GA 33333

PO Output: [E-email ~

Bill to - Facility: 8019 Building: 1 SHMITH SCHOOL 80810 (F18)
Ship to - Facility: 8010 Building: 2 SHITH SCHOOL 8010 (F19)
Attn of: P Description: FINA =

PENELOPE PO
PO date: 16/01/2013 Amount: 5355.81 Requisition #:

T e ety B e L o Send a PO via e-mail or
e e fax, if interfacing with a
New field: ‘Ship to’ facilityand |- —— ——— third party vendor
building which is different from |- — —————
the ‘Bill to’ information -—
Enter To Validate F17«PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit
" 4 20 220 2 N 2 2 Rz 2 L A (N e AT e | 13.01.00

B[ Glrslrs | | [ T [ T T Tes] [ Jre]

New fields have been added to the purchase order. The ‘Ship to’ facility and building
codes have been added and are different from the ‘Bill to’ facility and building codes.

The PO Output field will default based on the value defined on the vendor record, but
the user can override the PO Output field when entering the purchase order. Again,
when using a third party vendor, the PO can be faxed or e-mailed to the vendor.
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Payroll Deduction Expansion

* Before — payroll limited to 20 current AND
year-to-date deductions per calendar year

* Now — payroll allows up to 72 current and
year-to-date deductions per calendar year, per
employee

* Now - the employee is still limited to 20
current deductions per pay check

A major enhancement this year has been expanding the number of employee
deduction which can be defined for an employee during the calendar year.

11



Payroll Deduction Expansion

* Current deductions include:
— Current deduction amounts
— Current deduction adjustments

— Current deductions where the employer flag is set
to 'Y' (Yes)

— Annuities which calculate as a percentage of the
employee’s gross salary

— Federal and State taxes (Deduction Codes ‘03’ and

‘04’)

The employee is still limited to 20 current deductions.

12



Payroll Deduction Expansion

* New PDEDUCT file (Payroll Deduction File)

* New MDEDUCT file (Manual Payroll Deduction
File)

* New VDEDUCT file (Previous-Void Payroll
Deduction File) for voided checks

* New XDEDUCT file (Current-Void Payroll
Deduction File) for void/add checks

The deduction fields have been moved off of the PAYROLL file, and a new file has been
created called the PDEDUCT file which contains the employee deduction information.

Similar files are needed for manual checks, previous-void checks, and current-void
checks.



Payroll Deduction Expansion

* Added benefit:

— Deductions now display in numerical order in
reports and on screens

— This facilitates scanning employees’ records for
deduction amounts since the deduction codes will
now be in ascending order

— Will allow for future expansion of the number of
employee deductions

— Will allow for future expansion of the number of
system deductions, if necessary

There are many benefits to expanding the number of employee deductions.

14



Payroll Deduction Expansion

REPORT ID: PAYTRIAL-EE PAYROLL TRIAL REGISTER FOR PAY 10/31/13
REPORT DATE: 10/22/2018 10:19

LOCATION 0103 - Location 000103
LOC EMP ¢ CL NRME REG HRS OT HRS GROSS AMNNUITY FEDERAL OASDI HI STATE
0103 88376 07 MASSON, RUSS 4618.61 433.34 63.35 M 181.98

NET PAY: 3375.70 DD
195.1€ /09 55.00 /23 15.28 /2€ 10.00 /32

0103 88596 07 NASLOR, MASQUITTA 3€75.47 73.51 114.71 49.90 M 125.81
NET PAY: 2842.68 DD

195.16 /09 1.€7 /10 /12 €.37 /13 30.00 /28 4.60 /26
0103 88774 07 NE3RON, RI3A 2614.45 52.29 284.05 36.83 M 112.16
NET PAY: 1851.79 DD

28.82 /09 /12 8.37 /19 37.00 /23
0103 88241 07 NESBERRY, PASKER §536.95 775.17 387.57 75.64 M 182.94
NET PAY: 2451.37 DD

188.1€ /0% 1.€7 /10 /12 900.00 /13 125.00 /15 3.50 /17 83.42 /26
0103 89384 07 NISTO, YOSNG 50€7.15  253.36¢ 432.75 72.02 M 201.01
NET PAY: 3684.17 DD

€3.28 /03 1.€7 /10 /12 37.00 /23 5.70 /26
0103 89543 07 PAZSON, DE2ETRIUS 3675.47 183.77 228.43 45.30 M 136.81
NET PAY: 2198.64 DD

337.7¢ /08 1.€7 /10 /12 100.00 /18 8.50 /17 114.00 /28 91.19 /26 §.00 /32

288.20

229.3¢

163.14

345.51

31€.19

223.34

Payroll reports will now display an employee’s deductions in numerical order.

15



Payroll Deduction Expansion

B PCGDist=6991 Rel=13.03.00 10/22/2013 DOD 001 SV N =18 x|
Calculate and Display Pay Screen 1 of 2 PAYCOMP
Emp#: 89943 PA2SON, DE2ETRIUS 999-88-9943 Sec 125 ¥ Loc 0103 Class 07
Tax Marital Status - Federal: M  State: B AEIC Ind: AEIC Payment: .00
Federal: Mar Stat M  Exemptions O Withholding Code 0 Fed Amount/%
State: Mar Stat 8 Allow M[0] D[00] Hlllnluﬂng Code 0 State Amount/%
Switches: Fed Vv State v CA/Med M Pension V GHI ¥  Pension type TRS
Reg-hr Out-hr Reg-ant 3675 47  Ovt-amt
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Ant Pens Gr Pens Ant Reas Period End
a1 S @810 1400.17 1196.00 17.26 1456.18 87.37 10/22/2013
02 s 0011 708.02 59.48 .86 72.82 4.37 10/22/2013
03 S o810 1400.17 1190.00 17.26 1456.18 87.37 10/22/2013
o8 s 8011 70.02 59.48 .86 72.82 4.37 10/22/2013
05 S o010 700.08 594.97 B.bﬂ 728.08 43.68 10/22/2613
=xx Totals 3675.47 3123.71 3822.49 229.34
Yr Fnd F Prgm Fnct Objct Fcty B nnat 1 GHI Dist Contract Annuities
ACCT 081 14 166 2111 1000 11000 .4000 14080.17 Ann #1 Ded 1 Co 6
ACCT 02 14 100 2113 1000 11000 103 70.02 Ann #2 Ded 2 Co
ACCT 03 14 100 1351 1000 11000 103 .h4800 14080.17
ACCT 84 14 180 1353 1000 110600 163 78.62
ACCT 05 14 100 2211 1000 110600 103 .2000 7I!I!.BB
Totals 1.0000 3675.4
0ASDI Gr OASDI Amt HI Gr 3123.71 HI Rut 45.30
Ded 61 ¥ Ded 63 N Ded 64 N Ded 69 ¥ Ded 10 N Ded 12 V n!ﬂ 15 N Ded 17 N Ded 23 N Ded 26 N
183.77 228.49 136.81 337.76 1.67 3.50 114.00 91.19
Ded 32 N Ded Ded Ded Ded Ded ned Ded Ded Ded
5.00
=x% Gross Pay 3675.47 === Deductions 1476.83 === Net Pay 2198.64 === Non Tax 551.76
] & | ,.@uzl u1 ’ |,, .. @E” D{ | Ia{ 13.03.00
Help

Payroll screens such as the Calculate and Display Pay screen and the Earnings History
screens will now display an employee’s deductions in numerical order.



Agenda

PCGenesis and Third Party Vendors
Payroll Deduction Expansion
Payroll Gross Process Type Codes ‘X’Fﬁd ‘Y
Print Manual Checks \‘z
ea s

Enhanced Substitute Pay and Emplo
System

CPI Cycle 3 Reporting and CPI Code T:
Download

.".

17



Payroll Gross Process Type Codes
‘X’ and ‘Y’
* The Process Type codes ‘X’ and ‘Y’ on the Gross

Data screen (F2, F2, F4) have been changed to
calculate the FICA tax

* FICA should always be withheld from payments
based upon the employee's FICA switch

* 'X'and "Y' Process Type codes will calculate the
FICA tax based upon the employee's FICA switch,
but will not calculate Federal or State taxes, or
pension/annuity amounts

Many users called the Help Desk to indicate that it did not make sense for Process Type
codes ‘X’ and ‘Y’ to NOT calculate FICA. So we changed the way the ‘X’ and ‘Y’ Process
Type codes process. Now these codes calculate FICA but will not calculate Federal or
State taxes, or pension/annuity amounts.

18



Status fctive Update/Displ.
EmpNo 88015 BA2ES, WA2D0

SSN  999-08-8015 Loc 9999 Location 089999
Salary sched Cert level Pay s

Work sched ID __  Hrs/Day _0.000 Days/Week 8 H
Ann work days __ @ Days worked YTD  0.00 This pei

Proc Pay Pay Rate Days/Hrs Days/Hrs Re!
Type Type Hrly/Daly Regular Overtime

Payroll Gross Process Type Codes
‘X’ and ‘Y’

B %]
ay Gross Data PAYO7
Class 24 SUBSTITUTES
Job cd 999 SUBSTITUTES
tep E State yrs 8 Local yrs _0

rs/Week __0.00 13/14 pay ind _
r __0.00 Days docked YTD  ©0.00 This per __0.00

gular Overtime GHI % Pay Pay for
Gross Gross Dist Reas Period End

TRS & ERS Pens Gross Adj
Ant/% Contract amt

Pay sch. # 12 State salary
Pens code @ Pens elig date
Pens switch N TRS service ind 8

Mode changed to update

e — — CrETT— il
2' o — — |S Req Salary w/Pension and Taxes |
e — |D Reg Daily w/Pension and Taxes
e ~— |H Reg Hourly w/Pension and Taxes

T TR A Daily/Hourly Adi No Pension

. Z B Salary Adjustment No Pension
Sicrie ;’; ;;; F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt rly w/FICA. No P o
ACCT 02 00 LR bl Y Salary w/ FICA. No Pens/Taxes
ACCT 03 09 Q Salary Adj w/Tax & Pension
= PD Adj w/Tax & Pens

ACCT B4 80 W/ ly
AccT 05 09 Z Pension Adjustment Only
ACCT 06 80 = —

Cycle gross
Local salary
Ant/%

_Done | _Cancel |

]R8 |.8|.8|. 8|8 8.6 T F G | A 13,5190
Per [Ded [ 6o [wi | Lv | vid [ Hemn | Adi [Fica| 6ar |

Here is an example of Process Type code ‘Y’.

19



B PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND: GREEN il =l®lx|
Calculate and Display Pay Screen 2 of 2 PAYCOMP
Emp#: 88015 BA2ES, WA2D0 999-08-8015 Sec 125 ¥ Loc 9999 Class 24
Tax Marital Status - Federal: M State: 8 AEIC Ind: AEIC Payment: .00
Federal: Mar Stat M Exemptions 4 Withholding Code 0 Fed Amount/%
State: Mar Stat B Allow M[0] D[00] W/Holding Code © State Amount/%
Switches: Fed ¥ State ¥ FICA/Med ¥ Pension N GHI N Pension type HONE
Reg-hr Out-hr Reg-amt  1000.00 Out-amt
Ded Short Employee Emplr Employer Ded Short Employee Emplr Employer
Cd Description Amount Flag Amount Cd Description Amount Flag Amount
NONE ¥ GHI - EMPLR n/a v
FICA 76.50 v 76.50

03 FED W/H TAX
04 GA INCOME TAX

FICA is deducted,

but not Federal or

State taxes

Bank Account Net Pay Annuities
Ann #1 Ded 1 Co
Ann #2 Ded 2 Co
»%% Gross Pay 1000.00 w»=x Deductions 76.50 wxx Net Pay 923.50 w==» Non Tax
)] e = | O A o o ol P ey 13.03.00
[ T Twee] [ T 1

Note that the ‘Y’ Process Type code generated a FICA deduction, but Federal and State
taxes were NOT deducted.
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Print Manual Check

* The Print Manual Check (F2, F3, F9, F13)
feature has been added to the Manual/Void
Check and Direct Deposit Menu.

* The Print Manual Check feature displays a list
of all manual checks and direct deposits which
have been keyed into the system.

* Allows the user to print one manual check at a

time.

22



Print Manual Check

Payroll System

FKey Manual/Void Check & Direct Deposit Menu
_9 | -- Enter Manual Check/Direct Deposit

_10 | -- Display/Delete Manual Check/Direct Deposit

_11 | -- Enter Voided Ch Deposit from Previ Pay

_12 | -- Display/Delete Voided Check/Direct Deposit from Previous Pay

13 | -~ Print Manual Check

15 | -- Void/Add Check to Direct Deposit Bank

Reminder: Registers must be run or re-run after a Void/Manual Check or
Direct Deposit is entered or deleted

=81x|

HANLMENU

13.01.00

23



Print Manual Check

i PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SY CADEVSYS CASECOND =l&lx|
Print Manual Check MANLPRT
This procedure does not print direct deposits.
Pay oD
EmpNo Employee Name Bank Chk No Chk Date Bnk DD Acct

I~ 88015 BA2ES, WA2D0 BKO3 80002 10/01/2013

I~ 88127 AD2ER, TA2 BKO3 80001 10/01/2013

I” = 89534 CA3NES, DESAE BKO3 50000 10/01/2013 12 11 1111 111215

™ 89943 PA2SON, DE2ETRIUS BKO3 80000 10/01/2013
END OF FILE REACHED

Direct deposits can’t
be printed — check
box is greyed out.

= Asterisk indicates manual check has already been printed or item is a direct deposit.
Select one check to print and ENTER

13.02.00

24



Print Manual Check

B PCGDist=6991 Rel=13.03.00 10/22/2013 DOD 001 SV CADEVSYS C:\SECOND
Print Manual Check
This procedure does not print direct deposits.

EnpNo Employee Name

[~ 88015 BA2ES, WA200

[~ 88127 AD2ER, TA2

™ = 89534 CA3NES, DE3AE

. 89943 PA2SON, DE2ETRIUS
END OF FILE REACHED

Pay
Bank

Select a manual check
to print and ENTER

Chk No
80002
8

bD
Chk Date  Bnk DD Acct

10/81/2013
10/01/2013
10/061/2013
16/01/2013

12

11 1111 111215

= Asterisk indicates manual check has already been printed or item is a direct deposit.

Select on
. > %
= B

P = | A P PO PN

Help

MANLPRT

Net Pay

536.00

13.02.00

25



Print Manual Check

i PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND
Print Manual Check
This procedure does not print direct deposits.

Pay [
EnpNo Employee Name Bank Chk Date Bnk DD Acct
I 88015 BA2ES, WA2D0 BKO3 10/081/2013
" 88127 AD2ER, TA2 BKO3 10/01/2013
I” = 89534 CA3NES, DE3AE BKO3 10/61/2813 12 11 1111 111215
¥ 89943 PA2SON, DE2ETRIUS BKO3 10/01/2013

END OF FILE REACHED

YES to PRINT check x|

'! Are you SURE you want to print manual check number 80000 for employee 899437

continue

* Asterisk indicates manual check has already been print ‘W tQ
Select one check to print and ENTE
> %] E

| B

Make note of the check
number and then select

MANLPRT

Net Pay

536.00

13.02.00
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Print Manual Check

B PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND

PRODUCE PAYROLL CHECKS

Are correct checks inserted? YES (VES,NO)

Insert the correct check
into the printer, type
YES, and ENTER

Press ENTER to Continue - F16 to Exit

PAYCHK

13.03.00

27



Print Manual Check

* Select the printer
—loix]

IPS PR SHWRUR \\printserver\2275-HPLJ4300dtn
) 201

Called By:

CHKCALL

Orientation:
@ Portrait
€ Landscape

Default Printer I\\alinlservel\2275-l<lPulmdln |

Selected Printer I\\pvinl:elvev\2275-HPL.l4300dln |

:I 0K Exit Process |

28



Print Manual Check

D001 SV C:\DEVSYS C:\SECOND GREEN =leix|

SELECT CHECK TYPE Payroll Check Sl
Select to Change Check Type
PAYROLL
Cunrent Selected Check Type
i’ Disable Acct Type Print
G|
Verify Check Type
and CONTINUE -

29



Print Manual Check

B PCGDIst=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND

Select Print Test Options

CURRENT SELECTED
Please Make Selection
- Select Printer
Lz P somte

[[Fa_] - Disable MICR
EI - Disable Signature

[[F8_] - save and Continue
[[F16] - Cancel and Exit

Pagroll Check
\\printserver\2275-HPLI4300din

BANK BKO3
SIGNATURE Disabled
MICR Enabled
Account Type PAYROLL
Pay Chk Type Detailed Stub Blank
Pay Self Seal OFF
Vnd Chk Type Blank Check Stock
Vnd Self Seal OFF

\

Verify check information

=I8lx|

CHKCALL

30



Print Manual Check

91 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND GREEN

Please enter any message you wish to print on the check stub

-

Enter a message for the
check stub, if desired

13.03.00
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Print Manual Check

B PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS C:\SECOND =l81x|
PAYCHK
ALL CHECKS PRINTED
Have all checks finished printing? YES (YES,NO)

Once the check has

printed, type YES, and
ENTER

Press ENTER to Continue 13.63.00

i) This document was sent to tl

32



Print Manual Check

B PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS (C:\SECOND

LAST CHECK VERIFICATION

Was the last check number printed 800087 YES (VES,NO)

Verify the last check

number printed

Press ENTER to Continue

PAYCHK

13.03.00

x|

33



Print Manual Check

B PCGDist=6991 Rel=13.03.00 10/22/2013 DOD 001 SV C:\DEVSYS (C:\SECOND
Print Manual Check

Remove FORMS from printer and press ENTER to Continuet

The manual check has
printed!

=81
HANLCKP

34



Print Manual Check

Employeo il ol
‘Empioyes 0 | 45943 PA250N, DEIETRIUS awcT cm BOAXD OF EDOCATION 8391
SSN 359-00-9343| 3087 WAIN STRENT 102 TN

Tolephone  p3s-s55-0057| BT, GA 33333 v, G 13333

Net Pay Drstnduton

Martal  [Warried |Joinc Both |
00

{wio) oicol

|
Fiacal- 160 ETWYLAT) Check Mo | 080sc0 _ Total Net Pay 200.90)
O G 70 FETORD WITOAL LT SEUCTION

mm-m
o

‘

plon | Curent | _YTD |
VELL 09 ERaT s
%00.30 | sa0ny
2 1026.00 4500
-200.00 | +205.00
Total | -309.00 | €306.43 Total | 213 34]
SMITH CITY BOARD OF EDUCATION LoDute | No- 080000
102 MAIN STREET " PAYROLL
SMITH, 0A 39533
VOID AFTER 90 DAYS.
s ™ ITRED D 50/100
ATUANTA GA 00
P shason, omarTaivs
e 1087w somEer
Ordor OF Bari, o 33333

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



Print Manual Check
/2013 DOD 001 SV C:\DEVSYS C:\SECOND x|
Print Manual Check HANLPRT
This procedure does not print direct deposits.
Pay oD
EmpNo Employee Name Bank Chk No Chk Date Bnk DD Acct Net Pay
I~ 88015 BA2ES, WA2D0 BKO3 80002 10/01/2013 536.00
I~ 88127 AD2ER, TA2 BKO3 80001 10/01/2013 509.39
I” = 89534 CA3NES, DE3AE BKO3 50000 10/01/2013 12 11 1111 111215 626.00
" » 89943 PA2SON, DE2ETRIUS BKO3 80000 10/81/2013 200.00
END OF FILE REACHED
1,
The manual check can’t
be printed again — check
box is greyed out
= Asterisk indicates manual check has already been printed or item is a direct deposit.
Select one check to print and ENTER
= | A o P o P I 22| 13.02.00
[ [ Twee] T [ 1
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Enhanced Substitute Pay and Employee
Leave Implementation
* 29 districts are up and running on the new
leave system, almost a third of our user base
* Using the new leave system is OPTIONAL
* Phased implementation over the client base
* Call the help desk to get on the wait list

* |[n the mean time, review the leave
documentation

38



Enhanced Substitute Pay and Employee
Leave Processing Documentation

{Z Personnel System Operations Guide - Windows Internet Explorer

|
@.l_\‘v 8] heto: /v gadoe.orgiTechnology-Services/PCGenesis Pages/Personnel.asp =l |42 1| x| [*Y 5000

Students Parents Teachers Business & Industry Contact Us

B Georgia Department of Education > Technology Services > PCGenesis > Personnel System Operations Guide
Application Development

Data Collections

Infrastructure « Section A: Leave Processing
Instructional Technology PCGenesis Leave Import.xlt Template
Ao - .S : Pers si
Georgia Virtual Learning Section B: Personnel Report Processing
. « Section C: Employee Contract File Export Processing
PCGenesis »

= Section D: Special Functions

= Section E: Enhanced Substitute Pay and Employee Leave Processing
Topic 1: Leave Setup
Topic 2: Leave Payroll Processing
s EnhancedLeavelmport.xlsx Template

Topic 3: Leave Periodic Processing

Topic 4: Leave Reporting

Topic 5: Leave History Processing

Documentation for the Enhanced Substitute Pay and Employee Leave System is available
in the Personnel System Operations Guide.




Enhanced Substitute Pay and Employee
Leave Implementation

New leave is turned on by the DOE

Training is over the phone using LanDesk

Two training sessions, generally two hours
each

Session | — setting up leave parameters and
getting ready for conversion

Session Il — learning the processes
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Enhanced Substitute Pay and Employee
Leave Implementation

B PCGDist=8991 Rel=12.03.00 10/25/2012 DOD 001  CADEVSYS C:\SECOND GREEN =8l x|
PAYTAXES
#*» Payroll Control Information w=
System #: 8991 Name :
Address: 182 MAIN STREET
City/State: SMITH, GA 2ip code: 33333
Withholding fund: 199 State name: GEORGIA SS system #/non-teaching: 80600

Payroll year: 2012 County ID: 168 Out of State SS system #/teaching: 0000
Payroll bank: BKO8 FNB 008 OF SMITH CITY

I Enable enhanced substitute pay & leave system? (Y/N): VJ System sick bank balance .00

Enable direct deposit for current payroll run? (Y/N): ¥ \,I Districts can!t

01d (non-NACHA) direct deposit:

Issue banks checks rather than wire xfer? (Y/N): N lmplement

Use NACHA direct deposit? (V/N): ¥ without apprOVal
Carriage return at end of record? (Y/N
Last data block filled with 9's? (Y/N): ¥
Include bank offset debit record? (Y/N): ¥ from the DOE
Inmed Dest: Routing num 999888779 Name

Inned Orig: Routing num 999888669 Name NACH ORIG BANK

Pay statement options:
Print SSN on checks? (Y/N): ¥ Print leave on checks? (Y/N): ¥
Print DD account on stub?: ¢ Print entire DD account
 Print last 4 digits of DD account
& Do not print DD account all **')

ENTER=Update, F16=Exit 12.03.00
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Leave Implementation

* The new system requires converting existing

Enhanced Substitute Pay and Employee

PCG leave data to the new leave history flle

Mode changed to update

] 5 % P P O

o4 L { P ]
L ELi] |

[ Per [0ed [ 6w | v | vid [ et | g [Fica] g |

12.03.00

ENTER = Continue, F16 = Exit, F17

LR
Rl

1 Rel=12.0300 10/25/2012 DODOOI  CADEWSYS C\SECOND GREEN E3||® PG Dist=0991 Rel=120300 10/25/2012 DODOOI  C:ADEVSYS (C:\SECOND =8X|
Status Active Update/Display Balance and YD Leave Data PAYO3 Display Employee Leave Balances LUHFIND
Leave Balances Summary Screen
Enployee 88502 BEINSTEIN, BL3IR Class 17 Enployee nunber: 88502 BESNSTEIN, BL3IR
Plan year: 2013 Display node: D (D=days, H=hours) Display in days
wee State Leave Plan wex Sick Bank
Sick Leave Pers Bus  Vacation Other W/0 Pay Staff Taken Type Reas Description Begin Bal  Advance  Adjust VID Taken Cur Taken  End Bal
Current B[ A1 00  SICKLEAVE 34,0000 1.2500 0000 1.2500 0000 34.0000
01 SICKLEAVE 200 0000
Bl o o 0 . 0 PERSONAL 10000 0000
Used YT 2 1.00 ) LOA| A5 00 VACATION 100000 0000 0000 40000 o0 6000
01 VACATION 40000 0000
wes Local Le, Sick Bank
Sick Leave Pers Bus  Val Staff  Contribution
Current
Balance —
Used Y10
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Enhanced Substitute Pay and Employee
Leave Implementation

* The PCGenesis A, B, C’s session will provide an
overview of entering employee leave and
substitute pay during a payroll cycle

* In this session | will highlight the leave reports
available in the new system
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Leave Reports

8 PCGDist=8991 Rel=12.03.00 10/02/2012 DOD003  C:\DEVSYS C:\SECOND 8 =18 x|
Personnel System PERO3P

FKey Enhanced Substitute Pay and Leave System
1 | -- Leave Setup Menu
_2 | -- Leave Update Menu

—————3_3 | -- Leave Reports Menu
4 | -- Leave History Menu

] N [ 12100

The Enhanced Substitute Pay and Employee Leave System includes numerous reports.
Reporting is available against the Current Leave Input File to ensure that the data
entered for the current payroll cycle is correct. Reports against the Leave History File
are also available for further analysis and review.
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Leave Reports
Employee Summary Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND
Personnel System PERIGP:J

FKey Leave Reports Menu

Current Leave Input File:
> 1| -- Employee Summary Reports

_2|-- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
— 5 - Employee Summary Reports
Ll -~ Employee Detail Reports
_7.|-- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_> 8- Employee Summary Reports
10| -- Employee Detail Reports
11| -- Substitute Detail Reports
Substitute Reports:
13| --  Substitute Pay by Employee
_14 | -~ Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
_18 | -~ Print Employee Current Leave Edit Listing

W[V | || ] | | O | 12.61.00
~eravsliafme [ [ [ [ [ [ [ [ [ [ ]

Three broad categories of reports are available for summary and detail reports:

* Current leave reports (generated from the Current Leave Input File only)

* Reports from leave history (generated from the Leave History File only)

* Reports from leave history and from current leave (generated from both the Current
Leave Input File and the Leave History File)



Leave Reports
Employee Summary Reports

8 PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN =l81x|
Enployee Summary Report - Both Current Leave and Leave History LURESUM1
Data Selection Screen

Enter plan year: 2013
— or -
Enter period to be printed: thru
Select data for report: * Summary data for TYPE and REASON codes

€ Summary data for overall TYPE code only
€ Summary data for REASON codes only

Active Only: X -OR- Inactive Only: _ -OR- Both: _

Enter Empl# or leave blank to print ALL employees:
Enter class code(s) or leave blank to print ALL classes: __ o s
Enter work loc code(s) or leave blank to print ALL work locations:

Enter leave type code(s) or leave blank to print ALL types:

| | | (| 12.03.00
[ |

Employee Summary Reports: The Employee Summary Reports provide summarized
leave data per employee. The Employee Summary Reports provide the following
information:

Leave Type code information is summarized under reason code ‘00’ on the report, and
shows totals for the following categories: Beginning Balance, Leave Advanced, Leave
Adjustments, Prior Leave Taken (stored on the Leave History File), Current Leave Taken
(stored on the Current Leave Input File), Total Leave Taken, and Ending Balance.

Leave Reason code information is summarized for each specific reason code, and shows
totals for the following categories: Prior Leave Taken (stored on the Leave History File),
Current Leave Taken (stored on the Current Leave Input File), and Total Leave Taken.
Totals for the reason codes summarize leave taken for the various reasons listed.

46



Leave Reports
Employee Summary Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 2! GREEN =18(x]
Employee Summary Report oth Current Leave and Leave History LURESUM1
Sort Selection Screen

Select sort for report: © [E
© Emp

ype.

 Work Loc, Class, Emp Name. Lv Type. Lv Reas
© Work Loc, Class, Emp No, Lv Type, Lv Reas
 Work Loc. Ly Type. Lv Reas, Emp Name
 Work Loc, Ly Type. Lv Reas. Emp No

" Work Loc. Emp Name, Ly Type, Lv Reas

C Work Loc, Emp No, Lv Type. Lv Reas

Class. Work Loc. Emp Name. Lv Type. Lv Reas
Class, Work Loc, Emp No, Lv Type, Lv Reas
Class, Ly Type, Lv Reas, Emp Name

Class, Lv Type. Lv Reas. Emp No

Class. Emp Name. Ly Type. Ly Reas

Class. Emp No. Lv Type. Lv Reas

Lv Type. Lv Reas. Work Loc, Emp Name
Ly Type, Lv Reas. Work Loc, Emp No

Lv Type, Lv Reas. Class. Emp Name
Lv Type, Lv Reas, Class. Emp No

Lv Type. Lv Reas. Emp Name
Lv Type. Lv Reas, Emp No

2ie) ele) leial Neleielieiele]

“"Vlu'fciﬁi ] o | | IWYE L] Iu-ﬁ’xl 2 a2.08

The user can sort the leave reports in many, many different ways.



Leave Reports
Employee Summary Reports

B PCGDIst=6991 Rel=12.03.00 10/30/2012 DOD 002  C:\DEVSYS C:\SECOND
Employee Summary Report - Leave History File Only LURESUH1
Export Screen

Create Leave Detail File to Load in Excel?

Enter the Export file Path and Name (e.g. C:\EXPORT\LEAUECYMD.CSU)
or F15 to Browse for File

C:\EXPORT\LEAUE20121030.CSU
NOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing
"4 AL PR [ = [ e | | ] |8 12:82:61
@] | [ 1 [ 1 [ Twew[ T [ 1

All reports in the Enhanced Substitute Pay and Employee Leave System allow the user to
export the report output to a .csv file. This allows the user to manipulate the leave data
within Excel.



Leave Reports
Employee Summary Reports

* Employee Summary Control Report

REPORT DATE: 07/17/2012 Employee Summary Report - Both Current Leave and Leave History nE: 1
RERORT TDME: 14:52 PROGRAM: LVRESTM1

SELECTION CRITERIA

PLAN YEAR 2012

REPORT TYPE Summary for Type and Reason Codes
EMPIOYEE STATUS Only active employees

SORT Emp No, Lv Type, Lv Reas

EXPORT FIIE No

Most reporting processes within the Enhanced Substitute Pay and Employee Leave
System produce a control report. This report documents the reporting options selected
by the user.



Leave Reports
Employee Summary Reports

Employee Summary Reports: The Employee Summary Reports provide summarized
leave data per employee. The Employee Summary Report looks very much like the on-
line Leave Balances screen for the employee. The Employee Summary Reports provide
the following information:

Leave Type code information is summarized under reason code ‘00’ on the report, and
shows totals for the following categories: Beginning Balance, Leave Advanced, Leave
Adjustments, Prior Leave Taken (stored on the Leave History File), Current Leave Taken
(stored on the Current Leave Input File), Total Leave Taken, and Ending Balance.

Leave Reason code information is summarized for each specific reason code, and shows
totals for the following categories: Prior Leave Taken (stored on the Leave History File),
Current Leave Taken (stored on the Current Leave Input File), and Total Leave Taken.
Totals for the reason codes summarize leave taken for the various reasons listed.
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Leave Reports

Employee Summary Reports
* Sorted by Leave Type

| rEpoRT DATE: 07/17/2012 DOLOYEE LEAVE SRORRY REPORT - CURRENT AND HISTORY LEAVE
RERCRT TG 7 SORTED BY Lv Type, Lv Reas, Zup Mo
PLAN YEAR - 2012

PAGE:
PROGRAM: LVRESTMZ

TYPE REAS DESCRIPTION UNIT  PLAN YR
DPNO  DMPLOYEE KAME CIASS WK I0C BEG BAL  ADVANCE ADJUST PRICR TAKEN CURR TAKEN TOT TAKEN DD BAL

AL 00 sICK DAYS 2012

87608
87613
87616
87626

DESNEY, RESD
FOTTIN, ALTHONSO
70

MUSLIGAN, ROSCO
MCTRTHUR, JOTANNE

£7501
87304
87507
87308
87503
87510

This is the same summary report sorted by Leave Type and Reason code. The report
sorted this way looks much different!



Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODO003  C:\DEVSYS C:\SECOND GREEN =8l x|
Personnel System PERO3P3
FKey Leave Reports Menu

Current Leave Input File:
_1]-- Employee Summary Reports
ey _2_| -~ Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
== _6 | -- Employee Detail Reports
_7.|-- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 | -- Employee Summary Reports
> 10 | -~ Employee Detail Reports
11| --  Substitute Detail Reports
Substitute Reports:
13| --  Substitute Pay by Employee
14| --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
18| -~ Print Employee Current Leave Edit Listing

{ | D A OO OO (|~ 72010

Now we will look at the Employee Detail Reports.



Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=13.03.00 10/23/2013 DOD 001 SV C:\DEVSYS C:\SECOND  GRE =1&|x|
Employee Detail Report - Both Current Leave and Leave History LUREDTL1
Data Selection Screen

Enter plan year: 2013
Soipriee
Enter period to be printed: thru

Print option for report: & Print multiple employees per page
€ Print single employee per page

Print memo field on report:  No. do not print MEMO field
€ Yes, print MEMO field

Active Only: ¥ -OR- Inactive Only: _ -OR- Both: _

Enter Empl# or leave blank to print ALL employees:

Enter class code(s) or leave blank to print ALL classes: __
Enter work loc code(s) or leave blank to print ALL work locations:

Enter leave type code(s) or leave blank to print ALL types:

& | 13.01.00
|

Employee Detail Reports: The Employee Detail Reports provide detailed leave
information per employee. The Employee Detail Reports which include data from the
Leave History File look very much like a General Ledger in PCGenesis. For each
employee and each Leave Type, the report displays a beginning balance, followed by
“Leave In” and “Leave Out”, and finishing with the ending balance.

The “Leave In” and “Leave Out” columns will itemize the detail records from the Current
Leave Input File and the Leave History File. The detail line items, for each employee and
each Leave Type, include BEG (Beginning Balance) line items, CUR LV (Current Leave
Taken) line items, HST LV (Historical Leave Taken) line items, ADV (Leave Advanced) line
items, and ADJ (Leave Adjustments) line items.

The Employee Detail Reports provide the option to print either a single employee per
page or multiple employees per page. Printing one employee per page allows the user
to generate leave statements to distribute to employees. The Employee Detail Reports
provide the following information:

* Both Current Leave Input File and the Leave History File: The Employee Detail
Reports will populate both the CUR LV (Current Leave Taken) line items based upon
leave entered into the Current Leave Input File, and the line items from the Leave
History File including BEG (Beginning Balance) line items, HST LV (Historical Leave
Taken) line items, ADV (Leave Advanced) line items, and ADJ (Leave Adjustments)
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line items.

* Leave History File only: The Employee Detail Reports will NOT contain the CUR LV

(Current Leave Taken) line items.
Current Leave Input File only: The system produces a detailed report of the contents
of the Current Leave Input File. Historical leave data is not included.
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Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\! GREEN
Employee Detail Report - Both Current Leave and Leave History
Sort Selection Screen

Select sort for report:

 Work Loc. Class, Emp Name. Lv Type, Lv Date
" Work Loc, Class, Emp No. Lv Type, Lv Date
 Work Loc. Lv Type, Emp Name, Ly Date

C Work Loc. Ly Type. Emp No, Lv Date

" Work Loc. Emp Name, Lv Type. Lv Date
 Work Loc. Emp No. Lv Type. Lv Date

Class, Work Loc, Emp Name. Lv Type, Lv Date
Class, Work Loc, Emp No, Ly Type. Ly Date
Class, Lv Type, Emp Name, Lv Date

Class, Lv Type. Emp No, Lv Date

Class. Emp Name, Lv Type. Lv Date

Class, Emp No, Lv Type. Lv Date

Lv Type. Work Loc, Emp Name, Lv Date
Lv Type. Work Loc. Emp No. Ly Date

Lv Type, Class, Emp Name, Lv Date
Lv Type, Class, Emp No, Lv Date

Lv Type. Emp Name. Lv Date
Lv Type. Emp No. Lv Date

90 falie) tetel Uejeielieinie]

LUREDTL1

12.03.00

x|

The user can sort the leave reports in many, many different ways.
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Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/30/2012 DOD 002  C:ADEVSYS (C:\SECOND =l8lx|
Employee Detail Report - Both Current Leave and Leaue N)stnry LUREDTL1
Export Screen

Create Leave Detail File to Load in Excel?

Enter the Export file Path and Name (e.g. C:\EXPORT\LEAUECYMD.CSU)
or F15 to Browse for File

C:\EXPORT\LEAUE20121030.CSU
NOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing
"4 AL PR [ = [ e | | ] |8 12:82:61
@] | [ 1 [ 1 [ Twew[ T [ 1

All reports in the Enhanced Substitute Pay and Employee Leave System allow the user to
export the report output to a .csv file. This allows the user to manipulate the leave data
within Excel.



Leave Reports
Employee Detail Reports

* Employee Detail Control Report

REPORT DATE: 07/18/2012 Brployee Detail Report - Both Current Leave and Leave History MGE: 1
RERRT TDE: 15:43 PROGRAM: LVREDTLL

SELECTION CRITERIA

PLAN YEAR 2012

PRINT OPTION Print miltiple employees per page

EMPLOYEE STATUS Only active employees

SCRT Emp No, Lv Type, Lv Date

EXPORT FILE Yes

EXPORT FILENRME  C:\EXPORT\LEAVEZ20120718.CSV

Most reporting processes within the Enhanced Substitute Pay and Employee Leave
System produce a control report. This report documents the reporting options selected
by the user.



Leave Reports

Employee Detail Reports
* Sorted by Employee Number

Employee Detail Reports: The Employee Detail Reports provide detailed leave
information per employee. The Employee Detail Reports which include data from the
Leave History File look very much like a General Ledger in PCGenesis. For each
employee and each Leave Type, the report displays a beginning balance, followed by
“Leave In” and “Leave Out”, and finishing with the ending balance.

The “Leave In” and “Leave Out” columns will itemize the detail records from the Current
Leave Input File and the Leave History File. The detail line items, for each employee and
each Leave Type, include BEG (Beginning Balance) line items, CUR LV (Current Leave
Taken) line items, HST LV (Historical Leave Taken) line items, ADV (Leave Advanced) line
items, and ADJ (Leave Adjustments) line items.

The Employee Detail Reports provide the option to print either a single employee per
page or multiple employees per page. Printing one employee per page allows the user
to generate leave statements to distribute to employees. The Employee Detail Reports
provide the following information:

* Both Current Leave Input File and the Leave History File: The Employee Detail
Reports will populate both the CUR LV (Current Leave Taken) line items based upon
leave entered into the Current Leave Input File, and the line items from the Leave
History File including BEG (Beginning Balance) line items, HST LV (Historical Leave
Taken) line items, ADV (Leave Advanced) line items, and ADJ (Leave Adjustments)
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line items.

* Leave History File only: The Employee Detail Reports will NOT contain the CUR LV

(Current Leave Taken) line items.
Current Leave Input File only: The system produces a detailed report of the contents
of the Current Leave Input File. Historical leave data is not included.
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RERORT DATE: 07/18/2012
REPCRT TDME: 15:47

EMPNO  EMPLOYEE NAME
TYPE PEAS DESCRIPTION

87603 SOSELO, NASACHA
BEG

87613 HALOW, PHANG
BEG

RST LV 01 SICK
01 sIcK
ADVACE
v 01 SICK
v ADVACE

7616 RISGINS, DASTE
526

01 SICK
01 SICK

7626 DOWHTY, DITRY
£

HST LV 03 PERSQNAL
W 01 SICK

BEGDNING BAL

BECINING BAL

BEGDUNING BAL

Leave Reports

DMPLOYEE LEAVE DETAIL REPORT - CURRENT AND KISTORY LEAVE

SORTED BY Lv Type, Emp Yo, Lv Date
PLAN YEAR - 2012
CLASS WK 10C YEAR TYPE DESCRIPTION
T DATE LV DATE  SUB NO SUB KRG

11 0108 2012 Al SICK

04/30/2012 03/22/2012
04/04/2012 04/04/2012
04/04/2012  04/04/20:
07/17/2012 04/30/2012
00/00/0000 08/01/2012 7377 KRASKS, TRENT
07/17/2012 08/18/2012
07/17/2012 08/30/2012

o1 o108 2012 Al SIC

04/30/2012 03/22/2012
04/04/2012 04/04/2012
07/17/2012 04/30/2012
00/00/0000 08/02/2012 87613
07/17/2012 08/30/2012

01 0100 2012 Al SICK

04/30/2012  03/03/2012

04/30/2012 03/23/2012 7329 BUSL, ELS
04/30/2012 03/26/2012 8872 WISKER, JASQUETTA
04/04/2012 04/04/2012

07/17/2012 04/30/2012

00/00/0000 08/02/2012 87616

07/17/2012 08/30/2012

05 0200 2012 Al SICK

04/30/2012 03/08/2012
04/30/2012 03/13/2012

TYPE TOTALS

TYPE TOTALS

LEAVE IN

1.2800

1.2500
2.5000

LEAVE 0UT

.2500
6.2500

2.0000

£.5000

Employee Detail Reports
* Sorted by Leave Type

PAGE: 1
PROGRAM: LVREDTLZ

EXD BAL

DAY

The same detail report is now sorted by Leave Type and Reason codes.
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Leave Reports
Substitute Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:ASECOND GREEN X
Personnel System PERO3P3
FKey Leave Reports Menu

Current Leave Input File:
_1]-- Employee Summary Reports
_2 | -- Employee Detail Reports
=—————> "3(-- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
3> _7 | -~ Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 | -- Employee Summary Reports
10| -- Employee Detail Reports
—_> 11| -~ Substitute Detail Reports
Substitute Reports:
13| --  Substitute Pay by Employee
14| --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
18| -~ Print Employee Current Leave Edit Listing

{ | D A OO OO (|~ 72010

We will now look at the Substitute Detail Reports.



Leave Reports
Substitute Detail Reports

B PCGDist=6991 Rel=13.03.00 10/23/2013 DOD 001 SV C:\DEVSYS C:\SECOND N =181x|
Substitute Detail Report - Both Current Leave and Leaue History LURSDTL1
Data Selection Screen

Enter plan year: 2013
SSigpiee
Enter period to be printed: thru
Print option for report: @ Print multiple substitutes per page

€ Print single substitute per page

Substitute SSN option for report: @ Do NOT print substitute SSNs
€ Print substitute SSNs
Employee number option for report: (‘ Do NOT print employee numbers
C Print employee numbers
Active Only: ¥ -OR- Inactive Only: _ -OR- Both: _
Enter Sub # or leave blank to print ALL substitutes:
Enter class code(s) or leave blank to print ALL classes: __ . .

Enter work loc code(s) or leave blank to print ALL work locations:
" 1.2 P25 Sl I % ¢

| | | eq] 13.01.01
| J

|
ww [ [ [ [ [ [ [ T [ T [rew]

Substitute Detail Reports: The Substitute Detail Reports provide detailed work

information per substitute employee.

* The Substitute Detail Reports provide the option to print either a single substitute
employee per page or multiple substitute employees per page. Printing one
substitute employee per page allows the user to generate substitute work
statements to distribute to the employees.

* The reports also provide the option of whether or not to print the absent employees’
ID numbers. If generating work statements to distribute to substitute employees, it
may be advisable to suppress printing the employee ID numbers of the absent
employees.

* The Substitute Detail Reports provide the following information in addition to the
substitute name and employee ID number: the date of the absent employee leave,
the absent employee ID number (optional), the absent employee name, the amount
of time worked by the substitute in hours or days, and the amount paid.



I PCGDist=8991 Rel=12.03.00 10/02/2012 DOD003  C:\DEVSYS )
Substitute Detail Report - Both Current Leave and Leave History

Leave Reports

C:\SECOND GREEN

Selection Screen

Select sort for report: & [

C Work Loc, Class, Sub Name, Ly Date
" Work Loc, Class. Sub No. Ly Date
 Work Loc. Sub Name. Lv Date

© Work Loc. Sub No, Lv Date

€ Class. Work Loc. Sub Name. Lv Date
" Class, Work Loc. Sub No. Ly Date

€ Class, Sub Name. Ly Date

€ Class, Sub No, Lv Date

" [ P |
[ [ 1

e I

Substitute Detail Reports

LURSDTL1

12.03.00

x|

The user can sort the leave reports in many, many different ways.
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Leave Reports
Substitute Detail Reports

B PCGDist=8991 Rel=12.03.00 10/30/2012 DOD 002  C:ADEVSYS (C:\SECOND =l8lx|
Substitute Detail Report - Both Current Leave and Leaue letory LURSDTL1
Export Screen

Create Leave Detail File to Load in Excel?

Enter the Export file Path and Name (e.g. C:\EXPORT\LEAUECYMD.CSU)
or F15 to Browse for File

C:\EXPORT\LEAUE20121030.CSU
NOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing
"4 AL PR [ = [ e | | ] |8 12:82:61
@] | [ 1 [ 1 [ Twew[ T [ 1

All reports in the Enhanced Substitute Pay and Employee Leave System allow the user to
export the report output to a .csv file. This allows the user to manipulate the leave data
within Excel.



Leave Reports
Substitute Detail Reports

* Substitute Detail Control Report

REPORT DATE: 10/23/2013 Substitute Detail Report - Both Current Leave and Leave Histor PAGE: 1
REPORT TIME: 14:44 PROGRAM: LVRSDTL1

SELECTION CRITERIA

PLAN YEAR 2013

PRINT OPTION Print maltiple substitutes per page
SUB SSN OPTION Print substizute SSNs

EMPNO OPTION Print employee numbers

EMPLOYEE STATUS Only active employees

SORT Sub No, Lv Date

EXPORT FILE

Yes
EXPORT FILENAME C:\EXPORT\LEAVE20131023.CSV

Most reporting processes within the Enhanced Substitute Pay and Employee Leave
System produce a control report. This report documents the reporting options selected
by the user.



Leave Reports

Substitute Detail Reports
. Sorted by Employee Number

REPORT DATE: 10/23/2
REPORT TIME: 14:44

- CURRENT AND HISTORY LEAVE PAGE: 1
PROGRAM: LVRSDTLZ

- 2013
SUBNO SUBSTITUTE NAME SUB SSN CLASS WK LOC YEAR
TYPE TXN DATE LV DATE EMP NO EMP NAME UNIT SUB TIME SUB AMOUNT

24 9999 2013
0 SP3AR, JA3I

E\S/ :/‘DIS
03/29/2013
05/31/2013
05/31/2013

ERYN
BSTITUTE TOTALS

7400 RESGAN, KESTH
HST LV 12/20/2012

RS!K)
+¢ SUBSTITUTE TOTALS

2013

Substitute Detail Reports: The Substitute Detail Reports provide detailed work

information per substitute employee.

* The Substitute Detail Reports provide the option to print either a single substitute
employee per page or multiple substitute employees per page. Printing one
substitute employee per page allows the user to generate substitute work
statements to distribute to the employees.

* The reports also provide the option of whether or not to print the absent employees’
ID numbers. If generating work statements to distribute to substitute employees, it
may be advisable to suppress printing the employee ID numbers of the absent
employees.

* The Substitute Detail Reports provide the following information in addition to the
substitute name and employee ID number: the date of the absent employee leave,
the absent employee ID number (optional), the absent employee name, the amount
of time worked by the substitute in hours or days, and the amount paid.



Agenda

PCGenesis and Third Party Vendors
Payroll Deduction Expansion
Payroll Gross Process Type Codes ‘X’ rld ‘Y 4
Print Manual Checks \‘z
ea o

Enhanced Substitute Pay and Emplo
System

CPI Cycle 3 Reporting and CPI Code
Download

.".
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

Employee leave data is displayed on the
Update/Display Balance and YTD Leave screen.
— The leave screen is updated manually each payroll
cycle.

— The leave data on the leave screen may have been
imported from a third party leave system during
payroll processing.

— Leave data is also available for users of the new
Enhanced Substitute Pay and Employee Leave
System.
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B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND

Status Active Update/Display Balance and YTD Leave Data
Employee 88857 BESBKWITH, BUSTON Class 02
*xx State Leave Plan »»=
Sick Leave Pers Bus Vacation Other W/0 Pay
Current
Balance 45.00
Used YTD 1.00
*x%  Local Leave Plan wxx
Sick Leave Pers Bus Vacation Other /o P,
Current
Balance
Used YTD

Staff Development
time off has been
added

CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

Next employee retrieved (by Name

k74 ,,‘ﬁl..al..[zlm- e o P = (P71 % P P
=H] et

= IvIDdIlv: |W/HIlleldIHaIpIAmIH(AIl

PAYO3

Sick Bank
Taken

Sick Bank
Contribution

12.03.00

CPI Cycle 3 Leave Reporting includes:

* Sick leave (including Personal leave and leave taken from the Sick Bank)

* Vacation leave
* Staff development leave
* Other leave (including leave without pay)
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

* Create the Original Leave of Absence file.

* New leave system: The Original Leave of
Absence File will be created using leave data
from the Leave History File.

* Not on the new leave system: The Original

Leave of Absence File will be created using
leave data from payroll.
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CPI Cycle 3 Reporting

PCGenesis Leave System Users Only

B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND
Personnel System

Legacy Leave Menu
-~ Print Employee Leave Data

FKey
B

3 | -- Automatic Leave Update - By Pay Class
_4 | -- update Job Code for CPI/Payroll/CS-1

Set Up Leave Data for CPI Cycle 3 Reporting:
_5 | -- Import Employee Leave Data
—) _6_| -~ Create Original Leave of Absence File
_7 | -~ Leave of Absence File Maintenance
_8 | -~ Leave of Absence File Print
9 | -- Delete Leave of Absence File

=lsix]|

PERBUP

12.02.00
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CPI Cycle 3 Reporting

PCGenesis Leave System Users Only

B PCGDist=8991 Rel=13.03.00 10/23/2013 DOD 001 SV C:\DEVSYS C:\SECOND GREEN
Create Original Leave of Absence File LUUPLUG
From Leave History File
WARNING?

This program will delete the existing Leave of Absence File, if it already exists.

A new original Leave of Absence File will be created from the Leave History File data.

Enter the PLAN YEAR to be extracted for the Original Leave of Absence File.

Plan year

When using the new leave
system, CPI leave data will come
from the Leave History File

ENTER = Continue, F16 = Exit without processing 13.02.00

x|
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CPI Cycle 3 Reporting

PCGenesis Leave System Users Only

B PCGDist=8991 Rel=13.03.00 10/23/2013 DOD 001 SV C:\DEVSYS C:\SECOND
Create Original Leave of Absence File

WARNING?

PERUSLU1

This program will delete the existing Leave of Absence File, if it already exists.

A new original Leave of Absence File will be created from the payroll check stub leave data.

Continue processing (Y or N) ¥

If NOT using the new leave
system, CPI leave data will come
from the payroll leave screen

ENTER = Continue, F16 = Exit without processing

12.02.00

x|
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

To suppress printing leave on checks/direct
deposits:

— Set the Print Leave on Checks option to ‘N’ on the
Payroll Control Information screen.

— This will allow leave data to be imported into
PCGenesis without having the data appear on
employees’ pay statements.
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN x
PAYTAXES

== Payroll Control Information »»

Systen #: 8991 Name :
Address: 102 MAIN STREET
City/State: SMITH, GA 2ip code: 33333

Withholding fund: 199 State name: GEORGIA SS system #/non-teaching: 0000
Payroll year: 2012 County ID: 168 Out of State  SS system #/teaching: 8000
Payroll bank: BKG8 FNB 008 OF SMITH CITY
Enable enhanced substitute pay & leave system? (Y/N): v System sick bank balance .00
Enable direct deposit for current payroll run? (Y/N): Y

01d (non-NACHA) direct deposit:
Issue banks checks rather than wire xfer? (Y/N): N

Use NACHA direct deposit? (Y/N): ¥
Carriage return at end of record? (Y/N): ¥

Last data block filled with 9's? (¥/N): ¥
Include bank offset debit record? (Y/N): ¥
Inned Dest: Routing num 999888779  Name NACH DEST BANK

Inned Orig: Routing num 999888669 Name NACH ORIG BANK

Pay statement options:

Print SSN on checks? (Y/N): ¥ I Print leave on checks? (Y/N): N I
Print DD account on stub?:  C Print entire-Bb-
C P
cp
ENTER=Update, F16=Exit 12.03.00
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

* Optional: Perform the Import Employee Leave
Data function on the Legacy Leave Menu in
order to import leave data into the PCGenesis
system.

* The leave data is imported into the
Update/Display Balance and YTD Leave screen
in payroll.
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CPI Cycle 3 Reporting

Leave Data is NOT in PCGenesus

B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND
Personnel System

FKey Legacy Leave Menu
1| -- Print Employee Leave Data

3 | -- Automatic Leave Update - By Pay Class
_4 | -- update Job Code for CPI/Payroll/CS-1

Set Up Leave Data for CPI Cycle 3 Reporting:

—_— 5 | -- Import Employee Leave Data

_6_| -~ Create Original Leave of Absence File
_7 | -~ Leave of Absence File Maintenance
_8 | -~ Leave of Absence File Print

9 | -- Delete Leave of Absence File

=lsix]|

PERBUP

12.02.00
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

* This Leave Import populates data on the PCG
leave screen in payroll

Al B c 2] E F G [H [ 1 J K L M N o P Q R s T 1] v &
PCGenesis Leave Import Template —~Release 12.01.00 B
LUA Lewe Pay

aaaaaaa
991720040330 2004040
Detad Line - Column A TorSs State L= Local (Future Option) [
Curent Cumert Cuwent Cument Cumet Cument Curert YID  YTD  YID  YID  YID  YID  YTD  Balace Balance Balance Balance Balance Balance
1D Empnc Sick  Personal Vacation Othet  LWOP  Staf  SickBank Sk Personal Vacation Other  LWOP  Staff  SickBank Sick  Personal Vacation Other  LWOP  Staff i
T
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

Create the Original Leave of Absence file.

— If leave data has been imported or keyed into the
data entry payroll screens, the Original Leave of
Absence File will be created using leave data from
payroll.

— If leave data has NOT been entered into payroll,
the Original Leave of Absence File will be created
as an empty file.
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CPI Cycle 3 Reporting
CPI Transmission Report

The Cycle 3 CPI Transmission
Report now summarizes the
leave data being sent in the

REPORT ID: CPIQM401-DT CPI DETAIL IN-PROGRESS REI
REPORT DATE: 10/31/2013

€59 SMITH CITY BCARD OF EDUCATION
ssN 2o EMPLOYEE NAME CERT

CERT  CLASS SR
M P sICK STAFF VAC OTHER 4 S,sLQnTﬂle. ,7
BASIS  BASIS =
993088450 088430 BRTDEN, CL7IR © €e€431
1.000 3 2 T4 7 s @ 45063.00
939088491 088451 ESEOBEDO, AlENE (©) az7e29
1.000 1 1 BS 13 16 O 53118.00
933086435 082435 LUZE, BR2NDEN © 711408
1.000 3 1 s 2 4 o 42479.00
999088500 088500 YOST, ANSONETTA )
1.000 4 7 o 35774.48
933088501 088501 BE4ERRA, BA () 3RD-PARTY CONTRACTOR
1.000 H o
333088509 088503 MR4LORY, BRANA (© 318518
1.000 2 T 14 18 O 71865.10
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Agenda

PCGenesis and Third Party Vendors
Payroll Deduction Expansion
Payroll Gross Process Type Codes ‘X’ rld ‘Y 4
Print Manual Checks \‘z
ea o

Enhanced Substitute Pay and Emplo
System

CPI Cycle 3 Reporting and CPI Code
Download

.".
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CPIl Code Table Download

¢ Favorkes @ Data Collctions | | -

General Information

Data Collections

Collections Documentation »

This page provides information and documentation on the department’s data
collection applications. It is also the entry point for local school system data
coordinators to obtain secure access to the data transmission and error-
checking applications.

General Information

Conference Information

Conference Calls

FERPA Resources

« FY2014 GaDOE Name Processing Rules (Posted 9/25/2013)

Race and Ethnicity Reporting Requirements and Resources

Transmission Dates (Posted 9/17/2013)

Records Retention Schedules

Secure File Transfer Protocol (SFTP) Client Installation Manual v3 0

Collections Documentation
« Certified/Classified Personnel Information (CPI) €——

« End of Pathway Assessment (EOPA)

« Free/Reduced Price Meal Eligibility
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CPI Code Table Download

L. Favorites @ CPI Resources

Georgia Department of Education
Maing Education Werk For AU Georgiama!

Students Parents Teachers Business & Industry

General Information »

Collections Documentation 4

« FY2014 CPI Resources €—————————

* FY2013 CPI Resources
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CPI Code Table Download

Favorkes 4 Fv2014 CPI Resources v E) - LY v Pagev

General Information

FY2014 CPI Resources

Collections Documentation »
« File Layout and Edit Rules (Posted 10/16/2013)
Download the file layout and edit rules

CPI-PSC Certificate File Layout and Edit Rules

Download the CPI/Professional Standards Commission (PSC) certificate file

layout and edit rules in POF format

CPI Transmission Dates (Posted 9/12/2013)

View the current transmission dates

CPI Coordinators (Posted 9/27/2013)

Report Descriptions (Posted 9/17/2013)

List of reports and their descriptions
« Transmission Instructions (Posted 9/17/2013)
Documentation for electronic transmission of data

Data Elements Glossary (Posted 9/12/2013)

Glossary of data elements

PSC Information
Link to the PSC certificate look-up website

State Salary Schedule (Posted 9/12/2013)

State salary schedule for certified personnel

View/Download Code TableS mmmmm—

View and download the code tables
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CPIl Code Table Download

~lofxI
~— [
ey [e] ree:s " " wa.ent ogie |0 -
Ele Edt Vew Favortes Jooks Help
¢ Favorites @ GADOE - Office of Technology Services | | v B) - e - Page~ Safety~ Toose @v 7
Rl |
— Georgia Department of Education
Dr. John D.Barge
- | State Superintendent of Schools
el CPI Code Menu
Data Collection System
_.’,’, Office of Technology Senices
_1] @ Job Codes @ Subject Matter Codes
g @ Cerificate Type Codes @ Cerificate Field Codes et
b 8 Secondary Fund Codes @ Temination Codes
iy |
T - =
Done T [ ntemet ™ [Fa - [Ri00% ~
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CPIl Code Table Download

G Favorites @ CPICodes04-Certified]Classified Personnel Information |

CPICodes04 click here to print

Georgia Department of Education
0Oct,2013 CPI Cycle 2014-1

Certificate Field Codes

Download Codes

Corificate Field Code] Mate Fils

101 Acad Major (Grades 6-12) - GaDOE Charter Waiver only
102 Course Work (Minimum 21 semester hours) - GaDOE Charter Waiver only|
103 GACE - GaDOE Charter Waiver only

104 HOUSSE - GaDOE Charter Waiver only

501 [Agricultural Mechanics

502 Forestry

503 O | Horticult

504 {Advertising

505 IApparel and Accessories

506 [Wholesale Trade

507 Care and Guidance of Children

508 Clothing M;
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CPIl Code Table Download

G Favorkes @ CPICodes04-Certified|Classiied Personnel Information | |

-

CPICodes04 click here to print
Georgia Department of Education — Codes
Oct, 2013 CPI Cyele 2014.1 File Download

ggmmmmmﬁ.uﬁdaww-mtow

@ h;uno: cpipack = ‘harter Waver only

yoe: Unknown Fle Type, 8.2k - GaDOE Charter Waiver only|
From: app3.doe.k12.ga.us

I ‘Whie files from the Intemet can be useful, some files can potentially
g harm your computer. If you do not trust the source, do not find a
: program to open this file or save this file. What's the risk?

o7 AT AT AT o CTIreT
Is08

[Clothing M:
v |
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CPIl Code Table Download

L reentes oo T T 5-8
CPICodes04  click here Savejr [ CPI 2 [N s AR i
| 242013 Salery Schedulefiles|

Georgia Department of E
Oet, 2013 CPI Cycle 2014-1

pnly
fter Waiver only|

My Documents
-
o

My Computer
-

byt
(T Fie name: |cpi_pack_codesd fieldcode |
Places

Saveastype: | fieldcode Document

The file must be renamed
and saved as a .csv file




... @ -
CPICodes04  click here Savein: | ) CPI oD E
Gesrgia Department of B 2013 Salary Schedule._files
e e ‘ £ |2013 Salary Schede.htm
My Recent X 2013 Salary Schedulemht
LU [ cpi_pack_codesOdfieldcode fieldcode
g LIFY13 CPI_TransmissionDates.pdf
T Transmission Dates for FY2013.pdf bely
Desktop ) verification letter.docx bter Waiver only,
My Documents
-
o2
My Computer
-
-
My PNelwuk File name: [cpi_pack_codesOdfieldcode.csv | Save
e |
BN 5:ve a5 ype: [anFies 2 ce
Z
— — s \
» Change the 'File name'
to .csv
“Making Education Wo ooy + Change 'Save as type'
ww.gadoe ']

to "All Files'




CPIl Code Table Download

i Favortes @ CPICodes04-Certified/Classified Personnel Information | |

CPICodes04

click here fo print

Georgia Department of Education

Oct, 2013 CPI Cycle 2014-1

Download complete M E3
5 4
7~ Download Complete

Fodes

parter Waiver only

+..cpi_pack_codes04.fieldcode from app3.doe.ki2.ga.us
1]

GaDOE Charter Waiver only|

Downloaded:

g 8.20KB in 2 sec

Download to: C:\Docum...\cpi_pack_codesO4fieldcode.csv

Transfer rate: 4.09KBfSec

I™ [Close this dialog box when download completest

gpen | penoider ([ oo )
SNa——

o7 TCAre AT CURIANTE O CIIRreTr
Is08 [Clothing M:
v |
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Update CPI Code Table in PCGenesis

001 SV C:\DEVSYS
Certified/Classified Personnel Information System CPIMENU

FKey Master Menu

-~ Display/Update Individual Employee Information
-~ Display/Update Third Party Contractors
-~ Display/Update Personnel Data

-~ CPI Salary Schedule
-- CPI Reporting Menu

|

2]

31

=

s
9 | -- Create CPI Report & Transmission File
10 | -- Portal Security Extract

_11 | -- CPI Assignment File Maintenance

a3

5]

3]
20

-~ Certificate File Maintenance Menu

> -- CPI i Code Menu
-~ CPI Special Functions Menu
-~ File Reorganization
L7 L [ e o ) IO 2L L
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Update CPI Code Table in PCGenesis

B PCGDIst=8991 Rel=13.03.00 10/25/2013 DOD 001 SV C:\DEVSYS C:\SECOND =[5]x]
CPI System CPICP15X

FKey CPI Description Codes
_1_| -- Centificate Type Codes
_2 | -- Job Codes
3 _3 | -- Cerificate Field Codes
_4 | -- Secondary Fund codes
_7_| -- Infield Status Codes
_8 | -- Subject Matter Codes

10 | -- Certificate Level Codes

| 13.62.00
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Update CPI Code Table in PCGenesis

CPI System CPICP1SX

FKey CPI Certificate Field Codes
_1|-- Add Centificate Field Codes

2 | -- Update Certificate Field Codes

- Display Cenrtificate Field Codes
_4 | -- Print Al Description Codes
_5 | -- Delete Certificate Field Codes

e 6 _| -~ Upload Centificate Field Codes

{ | O O O | 12-%2-¢
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Update CPI Code Table in PCGenesis

B PCGDist=8991 Rel=13.03.00 10/25/2013 DOD 001 SV C:\DEVSYS C:\SECOND 5
CPI DESCRIPTION CODE MAINTENANCE CPICHM15A
Upload Certificate Field Codes

Enter the upload file path and name (e.g. C:\PCG\CPICODES.CSU)

C:\PCG\CPICODES.CSU,

F10=Browse for file

Find the file we just created by
using F10 - Browse for file

ENTER=Ualidate, F16=Exit
vg| F1 | k2 | k3 | Fa | ks | ke | F7 | ve | Fe | Fe | Fia | Fiz | s | s Es | 13.62.00

W@l ELE [ T T [ [ [ [ T e |
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Update CPI Code Table in PCGenesis

B PCGDIst=8991 Rel=13.03.00 10/25/2013 DOD 001 SV C:\DEVSYS (C:\SECOND

CPI DESCRIPTION CODE MAINTENANCE CPICH1SA
Upload Certificate Field Codes

Enter the upload file path and name (e.g. C:\PCG\CPICODES.CSU)

C:\CPI\cpi_pack, eldcode .csy.

F10=Browse for file

This is the downloaded file

ENTER=Validate, F16=Exit
“g| Fi | k2 |3 | ks | Fs | ks | k7 |8 | ks [Fio | i | Fiz | Fis | Fis | s | 13.02.00
|

I [ 1 [ [ T fwewf [ |

=
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Update CPI Code Table in PCGenesis

B PCGDIst=8991 Rel=13.03.00 10/25/2013 DOD 001 SV C:\DEVSYS C:\SECOND &
CPI DESCRIPTION CODE MAINTENANCE CPICH1SA
Upload Certificate Field Codes

No Errors in Import File

Please Review Print file

Press ENTER to load Import File

Press F16 to STOP Process

If no errors, press ENTER
to import

"Rl Fi | F2 | F3 | Fa|Fs
= I

20 AL AR AP WAEN Al N2k | 13.02.00
|

[ Twew] T T




Update CPI Code Table in PCGenesis

REPORT ID: CPIQMISA CPI CODE IMPORT REPORT Page 1
DATE: 10/25/2013 UPLOAD CERTIFICATE FIELD CODES
Code Description Error Message

101  Academic Major (Grades €-12) -
102 Course Work (Minimum 21 semest
103 GACE - GaDOE Charter Waiver on
104 HOUSSE - GaDOE Charter Waiver

S01  Agricultural Mechanics Description code f£ile - bypass update
502 Forestry Description code file
503  Ornamental Horticulture Description code file
S04 Advertising Description code file
505 pparel and Accessories Description code f£ile
506 Wnolesale Trade Description code file

§07 Care and Guidance of Children Description code file
508 Clothing Management Description code file
509 Food Management Description code file
510 Home Furnishings and Equipment Description code file
511 Institutional and Home Managem

s12 Data Processing Description code file
813 Heat-Air-Refrigeration Description code £i

$14  Auto Mechanict

Description code

The process creates codes that do
not exist, and bypasses codes that
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Agenda

PCGenesis and Third Party Vendors
Payroll Deduction Expansion
Payroll Gross Process Type Codes ‘X’ rfd ‘Y
Print Manual Checks _ %/ :
ors) ~

Enhanced Substitute Pay and Emplo
System

CPI Cycle 3 Reporting and CPI Code T:
Download

W2s

) s s i
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coverage

code DD.

taxable.

k) e

New this year.

W2s

* Code DD—Cost of employer-sponsored health

—You must report the cost of employer-
sponsored health coverage in box 12 using

—The amount reported with Code DD is not
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W2s

* Code DD—Cost of employer-sponsored health
coverage

—“This reporting is for informational
purposes only and will provide employees
useful and comparable consumer
information on the cost of their health care
coverage.”

Cost of employer-sponsored health coverage is required for calendar year 2012.
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W2s

* Code DD—Cost of employer-sponsored health
coverage

— Required: Major medical, hospital indemnity or
specified illness (e.g. cancer, heart, etc.)

— Optional: Dental or vision plans

— In general, the amount reported should include both
the portion paid by the employer and the portion
paid by the employee.

— An employer is not required to issue a Form W-2
solely to report the value of the health care
coverage for retirees or former employees to whom
the employer would not otherwise provide a Form
W-2.

Cost of employer-sponsored health coverage is required for calendar year 2012.
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W2s

B PCGDist=8991 Rel=13.03.00 10/22/2013 DOD 001 SV CADEVSYS C:\SECOND & =18l x|
Print W-2's and Create File W2EXT

Enter W-2 year to be selected: 2013

If applicable, enter deduction code(s) for the following categories:
Dependent Care Assistance: __ (Box 18)

Roth IRAS to a 401(k): (Box 12, label ‘AR‘)

Roth IRAS to a 483(b): (Box 12, label 'BB')

Roth IRAs to a 457(b): (Box 12, label 'EE')

Other health deductions: __ (Box 12, label 'DD')

Enter other health deductions for
Box 12, Label ‘DD’, not including
degdueﬁﬂn QS tinue, F16 = Exit Program 13.03.01
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W2s

* K:\SECOND\PAYSSA
— The W2REPORT file is the Federal MMREF file
required by the Georgia Department of Revenue.
— The 1003.csv file is the G-1003 file required by the
Georgia Department of Revenue.
* Follow the instructions to submit the Federal
MMREF file and G-1003 file electronically.

* Follow the instructions at:
https://qaefile.dor.qga.gov
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W2s

B8 PCGDist=8991 Rel=13.03.00 10/23/2013 DOD 001 SY C:\DEVSYS C:\SECOND =l81x|
W2SSA

*w o= W2 Electronic Media L

—————— Successful Completion ------

The data file that was created must now be sent to the Federal government.
Transmit the file created per instructions.

- Files Created --

PCGenesis now produces the
CE\SECOND\PAVSSA\ 1003 05V G-1003 file required by the
I <‘Georgla Department of Revenue

Total Number OF W2's For Medicare Only (HI Only) Employees = 354
Total Number OF W2's For FICA (HI and OASDI) Employees = 308

Grand total GA state wages: 13,138,296.56
Grand total GA state tax: 597,117.02
ENTER or F16 to Exit, F17 to print the screen 12.04.00
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W2s

Return G-1003 File Layout

Field Name
TaxPeriodEnd

Softewareld

SoftwareVersion
AmendedReturnindicator
TIN

StateEIN

DueDate

TaxYear

NoGATax
NumberOfforms

GATaxableWages

GATaxWithheld

Cell
A

T 60 mmon

Description

Period Ending Date

Software Praduct used to generate the
CSV File

Software Version used to generate the
CSV File

Indicates if this is an amended Return
FEI Number

GA Withholding ID
Due Date

Tax Year

True for Domestic employer with no GA
Tax Withheld

Number of Forms

Georgia Taxable Wages

Georgia Tax Withheld

Type
Date (YYYY-MM-DD)
Alphanumeric

(enter zero if you don’t know it)

Alphanumeric
(enter zero if you don’t know it}

Boolean (No = 0 or Yes = 1}
Alphanumeric (No dashes)
Alphanumeric (No dashes)
Date (YYYY-MM-DD)

Date (YYYY)

Boolean (No = 0 or Yes = 1}

Numeric

Currency
(must show 2 places after decimal)

Currency
(must show 2 places after decimal)

Example

2010-12-31

]

1]
123456789
1234567AB
2011-02-28
2010

130

50.00

50.00

103



W2s

Return G-1003 CSV File

@H9--&Ql= 1003.CSV - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View Acrobat Team
[ * T R
B Calibri 1 AN T o= ¢ General v ﬁl ﬁ L
B =

Paste B 7 v | - O - EESB b v $ % 9 | % Conditional Format C
E g - A # F @ & @ 8 Formatting ~ as Table ~ S
Clipboard 7 | Font ) Alignment T Number | Styles
E10 - = S

A | B [ c o E F | 6 [HN[] «x [ v [ m

[4]
1 |12/31/2013 PCGENESIS 12.04.00 0 586000223 3257536CU 2/28/2014 2013 0 662 13138296.56 597117.02
2

GA taxable wages and GA tax

withheld should match the
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Questions?
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PCGenesis Documentation

106



Thank you for attending!

107



