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Good morning & welcome to the PCGenesis Current Status & Future Plans Session. Angela
& | thank you for coming today. Please feel free to make comments or ask questions during
the presentation. When we get to the future plans portion, we need your input to help us
focus on your needs. So all of you, please join in the discussion



Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

e Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

e Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

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




Problems in Current Payroll
Void/Add Menu

[ ] An e rror‘ is d iscove red PCG Dist=8091 Rel=2103.00 10/13/2021 DOD 002 SV C:SQLSYS CASECOND YELLOW

Payroll System

th at req u I res a C heCk to FKey Check and Direct Deposit Henu
.
_1 | -- Print Balance Sheets [After Updates)
b e Vo I d ed ° [Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave
J Calculate Payroll & Print Exceptions
H 1 _3 | -~ Calculate Payroll & Print Trial Register
® An e rro r I S d Iscove re d _4 | -- Calculate Payroll & Update YTD [Final)
t h a t re q u i re S a C h e C k to _MJ Impurl Eav Dal for Paysluhs From Leave Management System

be voided and reissued.
° An e m p I Oyee Wa s | eft j Print Deduction Hegl.sters & ClEatE.DilEﬂ Depaosit Export File
Off t h e payro | | . _12 | - Print Final Payroll Distribulion
. . 13 | -- Update Earnings.Hislor.y With Current Pay
° CheCk/D| rect De pOSlt _14 | -- Update Budget Files With Current Pay
Void/Add Menu (F6)

(70 OE Richard Woods Getogg?; S::gol Supe rintendent M:mr‘ b - ‘ ‘ ‘ ‘ | |
TE =
FiE

The Check/Direct Deposit Void/Add Menu (F6) is used to correct check errors for the
current payroll. Checks may be voided, issued, or reissued as necessary.

If you send a NACHA file to the bank, and the bank tries to process the file but finds an
error, as long as the user has NOT run F13, Update Earnings History, and F14, Update
Budget Files, the user can use the Check/Direct Deposit Void/Add Menu to correct the
NACHA file. This can be a life saver!!!

Pattie Problemcauser did some extra work for her principal and he said that she would get
paid for it. You didn’t find out until after checks were printed, but before they were
distributed. You can reissue the check through the Void/Add process.

Void/Reissues can handle both regular checks and direct deposits.



Problems in Current Payroll
Void/Add Menu

e NACHA error — bad account number on
Withholding screen.

* Missing employee pay.
» Add/delete a deduction amount.

e But! This depends on not having processed
step F13 and F14. Otherwise a restore will be
required.

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
Georgia Department of Education

Many problems can be fixed with the Void/Add process.

If the NACHA file was created, sent to the bank, and then rejected because of a bad
account number, the problem can be corrected.

If an employee is missing pay, the problem can be corrected. Or, if a deduction was taken
or not taken as it was supposed to be, the problem can be corrected.

We can run and re-run the Void/Add process as many times as necessary as long as F13,
Update Earnings History, and F14, Update Budget Files, as NOT been run. Once F13 and
F14 have been executed, corrections can’t be made unless files are restored.



Problems in Current Payroll
Void/Add Menu

B PCG Dist=8991 Rel=12.03.00 10/1172012 DOD 001

C:ADEVSYS C:ASECOND

=l=ix|

PRYSTUPD

Screen 1 0f 2

Selected classes:

PAYROLL SEQUENCE HONITOR

Setup payroll for new pay period ¥ These Steps

Run exceptions register with no exceptions ¥

Pust substitute pay and emplogee leave ¥ can be

Calculate payroll and update YTD figures ¥

. Print paychecks and Direct Deposits ¥ repeated as
BUt, earnlngs / Void/Add Run Completed v
= (This cycle can be repeated more than once} / Final Register Oﬂen as
h|St0ry and \ Deduction Registers \'
\ Final Distribution ¥ necessary

budget ﬁles Update earnings history with current pay N

Update budget files with current pay N
have NOT Manual/Uoid Checks Run Only N Deduct Pension:z

Regular Gross Types ¥ 01d PSERS: ¥ 01d ERS: H MNew PSERS: Y

been updated special Gross Types ivooms ¥ ew ERS: N

PAYROLLS SELECTED DURING SETUP:

PAY HO. PAYS
SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
12 12 HMONTHLY L] 09/28/12 ¥

1 2 3 4 5 &6 7 8 9181112 13 14 15 16 17 20 21 22 23

F11=Go to screen 2, Flé=exit.

12.63.00

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

First, note that the final and deduction registers, and the final payroll distribution steps can
be repeated as often as necessary, regardless of whether you are doing a Void/Add process.

We can run and re-run all the registers and reports as many times as necessary as long as
F13, Update Earnings History, and F14, Update Budget Files, as NOT been run.



Problems in Current Payroll

B PCG Dist=8991 Rel=12.03.00 10/11/2012 DOD 001 C _l=ix|
Payroll System PAYHBA03

Check and Direct Deposit Menu

-- Print Balance Sheets [After Updates]
-~ Calculate Payroll & Print Exceptions
-~ Calculate Payroll & Print Trial Register
-- Calculate Payroll & Update ¥TD [Final]
-- Import Leave Data for Paystubs From Leave Management System
-~ Print Paychecks and Direct Deposits
i it VoidfAdd Menu
Print Final Payroll Registe|

- - Print Deduction Registers & Create Direct Deposit Export File
-- Manual Checks & Yoids From Previous Pay Menu
-~ Print Final Payroll Distribution

-- Update Earnings History With Current Pay
- - Update Budget Files With Current Pay

b bl febkbkbr 2

it 50

B = =T A I [ I
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QQEOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

For example, we can run the Final Register a second or third time.



Problems in Current Payroll

B PCG Dist=8991 Rel=12.03.00 10/117201Z DODO0L  C:\DEVSYS C:\SECOND

=%
PRYREGP

PROCESS RUN OUT OF SEQUENCE

Final payroll registers and deduction registers
have already been run. If you continue you
nust also rerun the deduction registers and all
subsequent processing steps through final
payroll distribution.

F16 Cancel

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

When | try to run the Final Register a second time, the following screen is displayed. F1 will
allow the Final Register to continue processing.



Problems in Current Payroll

B PCG Dist=8991 Rel=12.03.00 10/11/2012 DOD 001 3 _l=ix|
Screen 1 of 2 PAYSTUPD

PAYROLL SEQUENCE HONITOR

Now,
deduction
registers
and final

Setup payroll for new pay period

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

<<<<<

/ Void/add Run Completed
/ Final Register

(This cycle can be repeated more than once)
\ Deduction Registers

Tz x

\ Final Distribution 1 1 1
Gpibasearifins: idbopy wbbireurbentipag: i distribution
Update budget files with current pay N
can be rerun
Manual/Uoid Checks Run Only: M Deduct Pension:z
Regular Gross Types L 01d PSERS: ¥ 01d ERS: H MNew PSERS: Y
special Gross Types S TRS: ¥ HNew ERS: N

—————————————————————— PAYROLLS SELECTED DURINE SETUP: —--=---—--mmmmmmmmme
PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 HONTHLY 9 89/28/12 ¥

Selected classes: 1 2 3 4 5 6 7 8 91811 12 12 14 15 16 17 28 21 22 23

F11=Go to screen 2, Fl6=exit. 12.63.00

—_—
Q‘ROE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Once the Final Register has been run a second time, the rest of the steps must be
completed in order. The Deduction Registers and Final Distribution must be rerun as well.



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8991 Rel=21.03.00 10/13/2021 DODO02 SV CASQLSYS CASECOND YELLOW - (m] X
Status active Update/Display Gross Data PAYO7
EmpNo 87781 AD2ER, TA2 Class 1 CLASSROOM TEACHERS
S3H 299-88-7781 Loc 1668 Location 006168 Job cd 3 TEACHER 4-8
Salary sched Cert level T4 Pay step L2 State yrs 13 Local yrs 2
Work sched ID Hrs/Day B.088 Days/Week 8 Hrs/Week A1O.88 13/14 pay sw ¥ Budget pay cat
AnNn work days 8 Days worked YTD .88 This per 8.80 Days docked YTD 8.88 This per 8.88
Froc Pay Pay Rate Days/Hrs Days/Hrs Regular  Ouertime GHI % Pay Pay for
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
1. s 0818 Loy7 .58 1.08080
a2. 5 aeii 230.42
83. 5 @312 H16.67
a4
a5 .
86 .
L698 .67 1.0000 Sub Budget

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt  Contract Distrib Flag
ACCT 81 22 188 16851 1860 11808 168 1 L4847 .58 242.85 3 s
ACCT B2 22 1860 1653 1660 116060 160 1 230.42 13.83 T
ACCT 83 22 188 1638 2188 19168 168 1 41667 25.88 U
ACCT B4 b@
R Need to add
ACCT 86 6@

L6994 .67 281.68 eXtra pay’

Total gross L6494 .67 Pens code 2 TRS Pens Aamt/% - 8660 )
Cycle gross u694 .67 Pens switch Y Pay sc bUt Cant
State salary  48571.88 TRS service ind 1 TRS/ERS Pens Gross H
Local salary 2765.80 TRS serv lock N Adj Amt/% mOdIfy any
Other 5000.88 HNo pension code 68 r
Contract amt 56336.88 Pens elig date 8/03/2817 flelds on the

screen

However, rerunning the reports will not correct a problem with the payroll. For example, if
| try to make a change to an employee’s Gross Data screen, | am not able to change the
screen to modify mode by using F9. | can’t add any additional pay.



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8391 Rel=21.03.00 10/13/2021 DOD 002 SV CASGLSYS CASECOND YELLOW - o X
Payroll System PAYHOBO3
Fliey Check and Direct Deposit Menu

1 | -- Print Balance Sheets [After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]

“g__! -- Calculate Payroll & Print Exceptions
_3 | -- Calculate Payroll & Print Trial Register
4 | -- Calculate Payroll & Update YTD [Final) Need to correct
_24 | -- Import Leave Data for Paystubs From Leave Management System prObIemS for SpeCIfIC
5 | -- Pri i gposits
-- Check/Direct Deposit VoidfAdd Me employees’ bUt CheCks
ina

= have already been
-- Print Deduction Registers & Create Direct Deposit Export File prlnted

-- Manual Checks & Yoids From Previous Pay Menu

-~ Print Final Payroll Distribution
-- Update Earnings History With Current Pay
-- Update Budget Files With Current Pay

EEE I b

13.682.08

I
=3
=4

P L N I
(| 155 | rigp | Ba, | VEND]

Georgia Department o T Eaucation

If checks have already printed, but | need to add missing pay for an employee, | can start
the Void/Add process.



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8391 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND YELLOW - o X
Payroll System PAYUVOIDP
Fliey Check/Direct Deposit Uoid/add Procedure

I .:1.:! -- Step 1. Void/Add Request Procedure Once yOU Start a

Step 2. [Return to Update Menu for Adjustments as Necessa a 2
-- Step 3. Trial Register for Additional Checks{Direct Deposits VOId/Add processl It

-- Step 4. Calculate Pay and Update YTD must be completed_
-- Step 5. Print Additional Checks/Direct Deposits =

kb

-- Void/Add Procedure Monitor

Note: Steps 1- 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

;IIIIIIIIII”-‘"-‘“1

Magmr! g I I
o= IEE A

Step 1:
Once a Void/Add process has been started, it must be completed! We start by running Step
1 - Void/Add Request Procedure.



Problems in Current Payroll
Void/Add Menu

[E PCGDist=8991 Rel=21.03.00 10/13/2021 DOD D002 SV CASGLSYS CASECOND YELLOW - o X
PAYUOID

Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: 87781
Employee: ADZER, TAZ2
Gheck/DD #: 56062

Amount: 3,296.57

Will a replacement check / direct deposit be issued? YES (YES or Nl])I

Enter - Continue, F16 - ReEnter/Exit

e e e | e
] 5 ) 1

Verify that this is the check which should be voided.

To simply void the check, answer NO to the question, “Will a replacement check / direct
deposit be issued?”

To void and then to reissue a new check, answer YES to the question, “Will a replacement
check / direct deposit be issued?”



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8391 Rel=21.03.00 10/13/2021 DOD 002 SV CASGLSYS CASECOND YELLOW - o X
Status fActiuve Update/Display Gross Data PAY 87
EmpNo 87781 AD2ER, TA2 CGlass 1 CLASSROOM TEAGHERS

SSHN 999-A8-7781 Loc 166 Location 668168 Job cd 3 TEACHER 4-8

Salary sched Cert level T4 Pay step L2 State yrs 13 Local yrs 3

Work sched 1D Hrs/Day 8.000 Days/Week 0 Hrs/Week &0.060 13714 pay sw ¥ Budget pay cat

Ann work days 8 Days worked YTD 6.80 This per 8.80 Days docked ¥TD 8.86 This per 6.e80

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Ouertime GHI % Pay Pay for

Type Type HrlysDaly Regular Overtime Gross Gross Dist Reas PFeriod End

81. 5 pBi8 LBu7 .58 1.80868
82. 5 @enm 230.42

83. § 6312 16 .67

au .

5.

86 .

L6948 67 1.0088 Sub Budget

¥+ Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib Flag
ACCT 81 22 180 1651 10608 11808 188 1 L/ s
ACCT 62 22 160 1653 10660 116060 160 1 T
ACCT B3 22 188 1638 2168 19106 186 1 M
ACCT B4 8@
ACCT 65 00
ACCT B6 6O

Now the

Total gross L694.67 Pens code 2 TRS Pens Amt/% -8680

Cycle gross 4694.67 Pens switch ¥ Pay s

State salary 48571.80 TRS service ind 1 TRS/ERS Pens Gross tycle | JroSs data

Local salary 2765.88 TRS serv lock H Adj ANt/% =

Other 5p00.00 No pension code 0O — fields can be

Contract amt 56336.88 Pens elig date 8/03/2817 ipe
modified

21.83.08

WY BE] | LA
Lv | ¥Ytd | Help | Adj | FICA| Gar

C‘""an'%jn*%inéiﬂ};;];s];,] N-ma
W@ BT [ | Per [ped [Ee [won

Step 2:
Now when | access an employee’s Gross Data screen, | am able to change the screen to
modify mode by using F9. | can now add additional pay!

If | need to change deduction amounts or change direct deposit account numbers, | would
find that F9 is now available on all of the employee payroll screens.



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASGLSYS CASECOND YELLOW - o X
Status Active Update/Display Gross Data PAYB7
EmpHo 87781 AD2ER, TaA2 Class 1 CLASSRODOM TEAGHERS

SSH 990-88-7781 Loc 166 Location 068168 Job cd 3 TEACHER 4-8

Salary sched Cert level T&4 Pay step L2 State yrs 13 Local yrs _3

Work sched ID __ Hrs/Day _8.080 Days/Week 8 Hrs/Week _48.80 13714 pay sw ¥ Budget pay cat __
Ann work days _ @ Days worked YTD 8.806 This per 8.808 Days docked YTD @.66 This per 0.080

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

Type Type HrlysDaly Regular Overtime Gross Gross Dist Reas Period End The mISSIng
81. 3 B818 LB47.58 1.80888
2. 5 ee11 __238.42 pay can be
93, S 0312 416,67
a4 3 @312 306.868 - | I added
5. _ —
86. _ S

uoon_67 1.80688 Sub Budget

Y+ Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib Flag
ACCT B1 22 188 16851 1060 11660 _1680 1 ¥ s

ACCT @82 22 106 _ 1653 1600 11668 168 1

ACCT 83 22 188 _ 1638 2188 19168 168 1

ACCT @4 22 188 _ 1821 1668 11868 _166 1

==K

ACCT 85 BA. - oo Gs ge  me SeRE o & =
ACET 86 B8 coee o ge g geme o w2
Total gross 4994 .67 Pens code 2 TRS Pens Amt/% .8688
Cycle gross 4694.67 Pens switch ¥ Pay sch. # 12
State salary 48571.88 TRS service ind 1 TRS/ERS Pens Gross Cycle 1 Cal ¥Yr
Local salary 2765.88 TRS serv lock N Adj AmMt/% Contmo 18
Dther 5008.006 HNo pension code 80 PY contmo 10
Contract amt 56336.88 Pens elig date 8/083/2817
Malidations passed. Save your changes.

[0 B8] a8 21.03.00

1ok
]

Gaorgia Department of Education

%S| ||
: |

| Per [Ded [ Gs [w [ v | vid [Helo | adi [Fica| Gar

Step 2:
Now the additional pay can be added. | am using a Proc Type of ‘B’ for a salary adjustment
with no pension calculated. This adjustment will be deleted next time payroll setup is run.



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND YELLOW — O *
Payroll System PAYUDIDP
FKey Gheck/Direct Deposit Uoid/Add Procedure

| == Step 1. Yoid/Add Request Procedure

Step 2. [Return to Update Menu for Adjustments as Necessary]
_3]-- Step 3. Trial Register for Additional Checks/Direct Deposits
_4 | -- Step 4. Calculate Pay and Update YTD
5 ]-- Step 5. Print Additional Checks/Direct Deposits

I 12 | -- Void/Add Procedure Moniturl

Note: Steps 1- 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

e T N B 2 X

= e A I A I I I I I I

I now return to the Check/Direct Deposit Void/Add Procedure Menu. From here, let’s look
at the Void/Add Procedure Monitor, F12.

16



Problems in Current Payroll
Void/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND YELLOW - O X ‘

nnnnnnnnn

I UDID/ADD PAYROLL SEQUENCE HONITOR Check the
Void/Add Monitor
to track your steps

Request additional checks

Run exceptions register with no exceptions
Calc payroll and update YTD figures

Print paychecks and Direct Deposits

ZZXT <

Press F16 to exit.

. F 12.83.88 .

Use the Void/Add Monitor to track your steps in the Void/Add process. You can see that |
have requested additional checks, but have not gone any further yet.

17



Problems in Current Payroll
Void/Add Menu

m PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND YELLOW The VOId/Add
PAYROLL SEQUENHCE HONITOR Screen 1 of 2 .
Setup payroll for new pay period ¥ Run IS NOT

Run exceptions register with no exceptions V¥

Post substitute pay and employee leave ¥ Complete
Calculate payroll and update ¥TD figures ¥
¥ o

Print paychecks and Direct Deposits
/|void/add_Run_Completed H|

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

\ Deduction Registers H
Update earnings history with current pay H %\ Final Distribution H
Update budget files with current pay H

ManualfUoid Checks Run Only: H Post leave for Manual/Uoid Run: N

Regular Gross Types
special Gross Types

01d PSERS: ¥ 01d ERS: ¥ TRS: ¥
New PSERS: Y HNew ERS: V

<

7777777777777777777777 PAYROLLS SELECTED DURINE SETUP ———————————————————————
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2021 PAYROLL SCHEDULE 9 09/30/21 ¥

Selected classes: 1 2 3 4 5 6 7 8 9108 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25
26 27 28 29 38 31 32 33 34 35 39

( F3=Print screen, F11=Bo to screen 2, Fl6=exit.

Nyl &

|| [ | | 21.63.08

We can also track our progress on the main Payroll Monitor. You can see that the
Void/Add Run is NOT complete. | will not be able to run the registers or final distribution
until the Void/Add Run is complete.



Problems in Current Payroll
Void/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD D02 SV CASQLSYS CASECOND YELLOW - O X
Payroll System PAYUOIDP
FKey Check/Direct Deposit Uoid/Add Procedure

1 | -- Step 1. VoidiAdd Request Procedure
Step 2. [Return to Update Menu for Adjiustments as Necessary]
- - Step 3. Trial Register for Additional Checks/Direct Deposits

=]
4 | -- Step 4. Calculate Pay and Update YTD
5 | -- Step 5. Print Additional Checks{Direct Deposits

12 | -- Void{Add Procedure Monitor

Mote: Steps 1 - 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

] M| | 1 11 S el 1 s 1201508

Step 3:
From the Add/Void Menu, we will run the Trial Register (F3) for the reissued or voided
checks.

Note that Step 3, 4, and 5 must be run in order.

19



Problems in Current Payroll
Void/Add Menu

Exceptions Report

REPORT DATE 10/16/2012 PAYEXCEP CALC EXCEPTIONS REGISTER FOR PAY 03/28/12

EDTIONS BEGISTER COMPLETED

RECORDE INPUT 1
FATAL ERRORS [}
CAUTION ERRORS ]

- &
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

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

Step 3:
Review the Exceptions Report. Note that only one record has been input.

PAGE

20



Step 3:

Review the Trial Register. Note that the Trial Register reflects only the reissued or voided

checks.

Problems in Current Payroll

Void/Add Menu

REPORT DATE 10/16/2012 03:18 DPAYTRIAL PAYROLL TRIAL REGISTER FOR DAY 09/28/12

LOCATION 0102 - Location 000102

LOC EMP # CL MAME REG HRS OT HRS GROSS ANNUITY FEDERAL QRSDI HI STAIE RETIRE AEIC
0102 288665 10 DR4LING, BE4KIS 2115.31 €0.81 71.22 24.53 S&. €6 85.82
NET PAY: 1385.45 DD
31686 /08 10286 /33 /13 1.00 /43
REPORT DATE 10/1&/2012 09:18  PAYTRIAL PAYROLL TRIAL REGISTER FOR PAY 03/28/12 DAGE 3
PAYROLL GROSS Z,115.31
FICA - OASDI 71.22 1,635.55
FICA - HEALTH INSURRNCE 24.53 1,695.59
Q3 FED INCOME TRAX €0.81
04 VENDOR 000012 56.68
08 GHI-NOW-CERT 31€.86 I
33 VENDOR 0023520 102.8¢ I
43 VENDOR 004320 1.00
TRs 55.82 1,857.00

* DAYROLL CHECKS NET

“« DIRECT DEPOSIT NET 1,385.49
TOTAL DEDUCTIQNS T725.82
¢ OF CHECKS TO BE WRITTEN 1 MALES: FEMALES :

- Iy

OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Trial Register
shows one
Lheck

21



Problems in Current Payroll
Void/Add Menu

* The Trial Employer Benefit Register is also
available

REPORT DATE: 10/16/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 03/28/12 DLYTRIAL PRGE 1
ZIOO0 Sk ZFOMQ e oo b ok e e bk ok e ek bk 100 Fokbw e ZI(00 ek b
PENSION DPENSION (OBJECT}
EMPLOYEE NAME SALARY GROSS ORSDI GROSS HI GROSS (OBJECT) GROSS PEN EMPR
EMP. QASDI AMT EI IMI TYPE IMOUNT C GHI RAMT N GHI AMT SHR/EMPL
DR4LING, BE4KIS Z,115.31 1,695.59 1,895.53 1,537.00
B8BEES 105.13 24.85 TIRS 182.22 446.20

Deductions:  16.69 /33 5.75 /13

EMPLOYER SHARE GRAND TOIRAL Z2,115.31

=]
J13

1,€95.55 (230000
24.55 TRS

246.20
NOTE: TRS DOE PAID ERCON = "Y' ON THE EMPLOYEE RECORD INDICATES THAT THE GEORGIA DEPARTMENT OF EDUCATION WILL
PAY THE EMPLOYER-PATD CONTRIBUTION FOR THE EMPLOYEE. ON THTS REPORT, THE TOTAL TRS EMPLOYER SHARE
AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIEUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' ERRNINGS EISTORY RECORDS.
REPORT DATE: 10/16/2012 TRIAL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 03/28/12 DAYTRIRL PAGE k]

DED NO DEDUCTION DESCRIETION TOTAL DED EMPIR AMT DEDUCT EMPIR INDICATOR

13 VENDOR 002520
33 VENDOR 002520

.78 Fixed amount
63 Fixed amount

"
o

- o
Richard Woods, Georgia’s School Superintendent
CGaboe 2 -

“Educating Georgia’s Future”

Georgia Depariment of Education

Step 3:

Review the Trial Employer Benefit Register. Note that the Trial Employer Benefit Register
reflects only the reissued or voided checks.

22



Problems in Current Payroll
Void/Add Menu

PCG Dist=8%91 Rel=21.03.00 10/13/2021 DOD002 SV CASQOLSYS CASECOND YELLOW — O X
Payroll System PAYUDIDP
FKey Check/Direct Deposit Uoid/Add Procedure

1 | -- Step 1. Yoid/Add Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessary]

3 | -- Step 3. Trial Register for Additional Checks{Direct Deposits
I 4_| -- Step 4. Calculate Pa; and UEdalE YTDI

5 | -- Step 5. Print Additional Checks/Direct Deposits

12 | -- VoidfAdd Procedure Monitor

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

s | Vo O O OO ) A 12,8100

0| LS | i A | MEND

Step 4:
From the Add/Void Menu, we will run the Calculate Pay and Update (F4) for the reissued
or voided checks. No reports are produced from this process.

After this point, you cannot go back and change the entries for this manual/void check run,
but you can set up another manual/void process, if you need to correct other checks.

The check created in this void/add process can also be voided if another void/add
procedure is run!

Note that Step 3, 4, and 5 must be run in order.
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Problems in Current Payroll
Void/Add Menu

PCG Dist=8991 Rel=21.0.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND VELLOW - o X
[ PAYSTUPH
UOID/ADD PAYROLL SEQUENCE MONITOR Check the

o Void/Add Monitor
Request additional checks
Run exceptions register with no exceptions to tI'aCk yOUI’ StepS
Galc payroll and update ¥YTD figures

Print paychecks and Direct Deposits

F

Press F16 to exit.

( 12.83.88

Use the Void/Add Monitor to track your steps in the Void/Add process. You can see that |
have requested additional checks, run the exceptions register, and calculated payroll, but |
have not printed checks yet.



Problems in Current Payroll
Void/Add Menu

PCG Dist=8%91 Rel=21.03.00 10/13/2021 DODO002 SV CASOLSYS CASECOND YELLOW — m] X
Payroll System PAYUDIDP
FKey Check/Direct Deposit Void/Add Procedure

B -- Step 1. Void/Add Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessary]
_3]-- Step 3. Trial Register for Additional Checks/Direct Deposits
4 | -- Siep 4. Calculate Pay and Updale YTD
5

-- Step b. Print Additional Checks{Direct Deposits

12 | -- Void{Add Procedure Monitor

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

Master | e | ‘ | ‘ | | ‘ | | ‘ 70108
| L5 | Mrisp| DAY | MEND

Step 5:
From the Add/Void Menu, we will print the checks/direct deposits (F5) for the reissued or
voided checks. Review the checks that are printed!

Note that Step 3, 4, and 5 must be run in order.



Problems in Current Payroll
Void/Add Menu

PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASOLSYS CASECOND YELLOW = |
After the pay
UOID/ADD PAYROLL SEQUENCE MONITOR statement(s)
- have finished
gﬁﬁusiEe;ggéﬁéux;iggsﬁkzitn no exceptions : pl’lntlng, the
T AR A T B ﬂ Void/Add
Monitor resets

Press F16 to exit.

. F 12.83.88 .

Use the Void/Add Monitor to track your steps in the Void/Add process. After the pay
statement(s) have finished printing, the Void/Add Monitor is reset and shows all ‘N’.
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Problems in Current Payroll
VOid/Add Menu The Void/Add Run is

PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CA\SECOND VELLOW complete. Now, finish
PAYROLL SEQUENCE HOMITOR Scred by runnlng reglsters and
Setup payroll for new pay period i
Run exceptions register with no exceptions Y final d|Str|but|on, etc.
Post substitute pay and employee leave v
Calculate payroll and update ¥TD figures ¥
Print paychecks and Direct Deposits v
/| Void/Add Run Completed V|
(This cycle can be repeated more than once) / Final Register []
\ Deduction Registers H
Update earnings history with current pay N \ Final Distribution H
Update budget files with current pay N

Manual/Uoid Checks Run Only: H Post leave for Manual/Uoid Run: H

01d PSERS: Y O0l1d ERS: ¥ TRS: ¥
Hew PSERS: ¥ Hew ERS: V

Regular Gross Types
Special Gross Types

<<

—————————————————————— PAYROLLS SELECTED DURING SETUP —-——-—-—————mmm—mmmmm -
PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2021 PAYROLL SCHEDULE 9 09/30/21 ¥

Selected classes: 1 2 3 4 5 6 7 8 9 18 11 12 13 14 15 16 17 18 19 28 21 22 23 24 25
26 27 28 29 38 31 32 33 34 35 39

( F3=Print screen, F11=Go to screen 2, Fi6=exit

| | |8 | | le@l./] [eBlf.8] | | | B1./0.100

e

We can also track our progress on the main Payroll Monitor. Now you can see that the
Void/Add Run is complete (‘Y’ is displayed). Now | am able to run the registers and the final
payroll distribution.

The Final Register and all reports will reflect that the original check has been voided, and
will show the new check(s) which have been issued.

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

27



Problems in Current Payroll
Void/Add Menu

 If an employee is not in the payroll due to an
oversight, a employee can be added with the
Void/Add Menu.

* Since the Void/Add cycle can be run as many
times as necessary, once the prior Void/Add is
finished, we start another Void/Add.

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
Georgia Department of Education

Many problems can be fixed with the Void/Add process.

If an employee is missing pay, the problem can be corrected. Or, if a deduction was taken
or not taken as it was supposed to be, the problem can be corrected.

We can run and re-run the Void/Add process as many times as necessary as long as F13,
Update Earnings History, and F14, Update Budget Files, as NOT been run. Once F13 and
F14 have been executed, corrections can’t be made unless files are restored.
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Problems in Current Payroll
Void/Add Menu

m PCG Dist=8391 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND YELLOW - o X
Payroll System PAYUVOIDP
Fliey Check/Direct Deposit Uoid/add Procedure

I .:1.:! -- Step 1. Void/Add Request Procedure Once yOU Start a

Step 2. [Return to Update Menu for Adjustments as Necessa a 2
-- Step 3. Trial Register for Additional Checks{Direct Deposits VOId/Add processl It

-- Step 4. Calculate Pay and Update YTD must be completed_
-- Step 5. Print Additional Checks/Direct Deposits =

kb

-- Void/Add Procedure Monitor

Note: Steps 1- 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

;IIIIIIIIII”-‘"-‘“1

Magmr! g I I
o= IEE A

Step 1:
Once a Void/Add process has been started, it must be completed! We start by running Step
1 - Void/Add Request Procedure.



Problems in Current Payroll
Void/Add Menu

B  PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 S5¥ C:ADEVSYS C:\SECOND y

Payroll Check /7 Direct Deposit Voiding / Adding
Enter Employee Number: 87298
Employee: HA3DISOHN, YU3IKO
Check/DD #:

Amount :

Employee does not have a check or direct deposit.

Enter to ADD employee to payroll cycle, F1é to reenter

Enter - Gontinue, F16 - ReEnter/Exit

<E~"v||||||||||||||Imai

eee® [ [ [ [ [ [ [ [ [ [ [ [ |

ENTER to add the employee to the payroll.

=l5]x]

PAYUOID

14.03.80
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Problems in Current Payroll
Void/Add Menu

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 5Y C:\DEVSYS (C:\SECOND WHITE

Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: 87008
Employee: HA3DISON, YU3IKOD
Check/DD #:

Amount :

Employee Uoid/Add Successful.

Enter - Continue, F16 - ReEnter/Exit

<‘"“-WIIIIIIIIIIIIIIIm<=‘~I
< |

The message will display that the Employee VOID/ADD was successful.

=I=1x]

PAYUOID

14.83 .88
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Problems in Current Payroll
Void/Add Menu

B PG Dist=8991 Rel=14.03.00 10/29/2014 PCW 004 5¥ C:\DEVSYS C:\SECOND . : . ﬂlil
Status Active UpdatesDisplay Gross Data PAYB7

EmpHo 87998 HA3DISOH, YU3IKO Class 5 TCR AIDES PART-TIHE

SSH 990-88-7908 Loc 3058 Location 083058 Job cd 3 TEACHER AIDES

Salary sched Cert level Pay step E State yrs @ Local yrs @

Work sched ID Hrs/Day 8.0808 Days/Week @ Hrs/Week 6.08 13/14 pay sw Budget pay cat

Ann work days 8 Days worked YTD 4.88 This per #.88 Days docked YTD d4.88 This per 8.88

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Overtime GHI % Pay Pay for NOW the
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End

a1.

s gross data
b fields can be
oy modified

Sub  Budget
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens amt Contract Distrib Flag

ACCT 81 8o

ACCT 82 B8O

ACCT 83 88

ACCT B4 8o

ACCT @5 B8

ACCT @6 80

TRS & ERS Pens Gross Adj Total gross

amt/% Contract amt Cycle gross Cycle 1 Cal Vr

Pay sch. # 12 State salary Local salary Other

Pens code a Pens elig date Ant/% Contmo 68

Pens switch ¥ TRS service ind @ PY contmo 68

mml )Tl il | e .02.00

Per | Ded [ s Lv | ved [ Help | Adi [FicA| Gar

Step 2:
Now when | access an employee’s Gross Data screen, | am able to change the screen to
modify mode by using F9. | can now add additional pay!

If | need to change deduction amounts or change direct deposit account numbers, | would
find that F9 is now available on all of the employee payroll screens.
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Problems in Current Payroll

B PCGDist=5991 Rel= =l=]x]
Status Active PAY @7
EmpHo 87998 HA3DISOH, YU3IKO Class 5 TCR AIDES PART-TIHE

SSH 999-88-7998 Loc 3058 Location 6830858 Job cd 3 TEACHER AIDES

Salary sched Cert level Pay step E  State yrs _8 Local yrs _@

UWork sched ID __ Hrs/fDay _8.888 Days/Ueek B Hrs/leek 8.88 13714 pay sw _ Budget pay cat __

Ann work days _ 8 Days worked YTD 8.88 This per 8.88 Days docked ¥TD

Proc  Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pal The mISSIng

Type Type Hrly/Daly Regular Ouertine Gross Gross Dist Reas
@1.A _ _55.988 _ 10.88 558,88 - "*29 pay can be
02. n 55.000 5.00 27500 added
0. _
Az k=,
5. =
8. _

15.88 825.88 Sub Budget
¥ Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib Flag

ACCT 81 15 188 1821 16868 11408 _111

ACCT 82 15 188 1621 1866 11468 36508

AgeT-e3:-we: . . . . = _
ACCT A4 @0 000 = _
ACCT 5 80 _  _ _ 0 _ e -
RECT -B6-B8° o o o en e i i
TRS & ERS Pens Gross Adj Total gross 825.88
Amt /% Contract amt Cycle gross Cycle 1 Cal vr
Pay sch. # 12 State salary Local salary Other

Pens code a Pens elig date Ant /% Contmo 88

Pens switch ¥ TRS service ind 8 FY contmo B0

Validations passed. Save your changes.

Ao ]| W BT =] pLL il

Per | Ded [ Gre [wih | Lv | vid [ Help | adi [Fica| 6ar |

Step 2:

Now the additional pay can be added. | am using a Proc Type of ‘A’ for an hourly/daily
adjustment with no pension calculated. This adjustment will be deleted next time payroll
setup is run.



= e

Problems in Current Payroll
Void/Add Men
! : =l51x]
Status Active Update/Display Payroll Withholding/Direct Deposit Data PAY@s
Employee number 27998 Hame HA3DISON, YU3IKO Loc 3658
Social security 999 88 7998
Federal: Mar Stat S Exempt _8 Withholding Code 8 ANt/% .88
State: Mar Stat A Allowance Mar 8 Dep _@ WYithholding Code @ Ant/% .88
Switches: Fed ¥ State ¥ FICA ¥ (¥=Yes HN=NHo M=Hedicare}
AEIC _
Enable Direct Deposit {~ Yes
& _No Direct Deposit Accounts
Bank HName Account Type HMethod Amt/%  Prenote
DD #1 0.68a88
DD #2 H H 6.080088
Dok Direct deposit o
DD 4 0.00088
DD #5 can aISO be 0.8088
added. Use Percentage of
Ded Desc Ded Annuity Company Type Percentage: Annuity Gross:
ANHUITY #1 /81 w H 8.86880
ANNUITY #2 £ 8z - H B.86880
Annuity # 3 /8@ H B8.0888
Annuity # & / oa H 8.p080
Annuity # S f BB H B8.80808
(g, T e s = R e PN A I =4 1.03.00

Per | Ded [ Gis [win | Lv

vtd | Help | Adi [Fica| Gar |

Direct deposit can also be added.
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Problems in Current Payroll
Void/Add Men
. ] == x|
Status Active Update/Display Payroll Withholding/Direct Deposit Data Paves
Employee number 27998 Hame HA3DISON, YU3IKO Loc 36858
Social security 999 88 7998
Federal: Mar Stat 3 Exempt _8 Withholding Code 8 ANt/% .88
State: Har Stat A nAllowance Mar 8 Dep _8 Withholding Code 8 Ant/% .88
Switches: Fed ¥ State ¥ FICA ¥ {¥Y=Yes HN=No H=Hedicare)
AEIC _
Enable Direct Deposit & Yes
No Direct Deposit Accounts
Bank HName Account Type HMethod Amt/%  Prenote
DD #1 B7 UNITED BANKING COMPAHY 111122223333 44 c i 1.0888 ¥
DD #2 b 0.08088
bD #3 - 0.08008
DD 4 = A.8888 o
DD #5 _ 6.680808
Direct depos”: Use Percentage of
Ded Desc Ded Annuity Company Type Percentage: Annuity Gross:
ANNUITY #1 /7 81 can also be N 6.88080
ANHUITY #2 £ 82 - H 0.00880
Annuity #3 7/ 88 added. N 5.6888
Annuity # &4 / 8@ H 6.0080
Annuity # 5 L] H 6.0880
Validations passed. Save your changes.
B - P ¢ Ty 1n.03.50

IF.‘EIWEI

Ded | Grs [wiil | Ly | ved | Help | Adi [Fica| Gar |

This will ADD an employee to the NACHA file.



Problems in Current Payroll
Void/Add Menu

PCG Dist=8%91 Rel=21.03.00 10/13/2021 DOD002 SV CASQOLSYS CASECOND YELLOW — O X
Payroll System PAYUDIDP
FKey Check/Direct Deposit Uoid/Add Procedure
1 | -- Step 1. Yoid/Add Request Procedure
Step 2. [Return to Update Menu for Adjustments as Necessary]
3 | -- Step 3. Trial Register for Additional Checks{Direct Deposits
4 | -- Step 4. Calculate Pay and Update YTD
5 | -- Step 5. Print Additional Checks/Direct Deposits Come baCk tO the
12 | -- Void}Add Procedure Monitor Void/Add Menu and

complete the

process.

Note: Steps 1 -3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

Master | e | ‘ | | ‘ | ‘ | | ‘ |

I = e P I A O I

Come back to the Void/Add Menu and complete the process.

17.01.88
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Agenda

Void/Add Menu

Special / Bonus Payroll Run
Manual/Void Check Run

Getting FICA Right on a Manual Check
Refunding Deductions

Payroll Tools

Overpayments

Garnishments

W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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Special / Bonus Payroll Run

* Add a pay date to the existing pay schedule to
accommodate a bonus payment

* Modify the pay schedule (F2, F13, F1) -
increase the ‘Max No. Of Pays Per Year’ to
add a pay date

* Do NOT change ‘No of pays for tax calc’ - the
employer GHI amounts will not be computed
correctly for the remainder of the calendar

N FN
Q‘%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

................................
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Special / Bonus Payroll Run

[E PCGDist=7341 Rel=21.01.00 03/15/2021 DOD 002 SV CASOLSYS CASECOND GREEMN = X

Leave ‘No of pays
for tax calc’ alone!

*x% Calendar Year Pay Schedule xxx PAYS
Year: 21 Pay Schedule #: 12 * SCHEDULE IN PROGRESS = Increase ‘Max NO

INu 0f Pays For Tax Calc 12! Max No. Of Pays Per \'Ear:@
escription YROLL of Pays Per Year!

Current Pay Period: _3

Current Pay Quarter: 1 SCHEDULE COMPLETE INDICATOR : HN
1) . 812221 2). 822621 3) . 833121 4). 843821
5). 853121 6). 863821 7). 8730821 8). 883121
9). B893P21 18). 182921 11) . 111921 12)y. 121721
13). 121821 14). 121921

-

*% Hodify Hode s
ENTER)-Ualidate Entries F1-Return to Display F11-Sort Dates

(
4 M =1 il s = T P P 5 O =Y 17.01.00
S P N T O N O O P~
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Special / Bonus Payroll Run

m PCG Dist=8991 Rel=21.03.00 10/15/2021 DODO005 SV CASQLSYS CASECOND YELLOW - a x
Payroll System PAYHOEB1
FHey Setup Henu

I 1_| -- Setup Payroll for a New Payroll Run I

2 | -- Setup Manualf¥oid Check Run Only

Print Preliminary Balance Sheets:
_3 | -- Location Within Class
_4 | -- Class Within Location

Print Attendance Register:
_5 | -- Class Within Location

Print Earnings Forecast Register:
_6 | -- Class Within Location

11 | -- Create PRENOTE file [Test NACHA]
12 | - - Print PRENOTE File [Trial]
13 | - - Print PRENOTE File [Final)

Mot B | | | | [

eI A

Georgia Department of Education

%
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Special / Bonus Payroll Run

Enter a 'y’

Pay Ho. Pays
Sch Tax Calc Description
12 12 2821 PAYROLL

NOTE z

AT LEAST 1 PAY CYCLE MUST BE SELECTED

[E] PCGDist=7341 Rel=21.01.00 03/15/2021 DODOO1 SV CASQLSYS CASECOND

Verify the HO. of PAYS for TAX CALCulation field.
return to the DISPLAY/UPDATE PAY SCHEDULES function and modify.

GREEMN

Setup Payroll for a Mew Payroll Run

in the Run column next to the Scheduled Pay{s) and Employer GHI(s) for this payroll run.

= X
PAYDATE

Emplr
Period Check Date Run | GHI
3 83/31/21 ¥ H‘

If incorrect,

N

When setting up the
payroll for the bonus
cycle set the ‘Emplr
GHI' to N to turn off the
automatic employer
GHI contribution

=y 17.93.00
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Special / Bonus Payroll Run

E PCG Dist=7341 Rel=21.01.00 03/15/2021 DOD 001 SV CASQLSYS CASECOND GREEN - x
Setup Payroll for a Hew Payroll Run PAYDATE

Enter a 'Y' next to the pension types to be deducted on this payroll run:

(1) 01d PSERS H

(2) TRS H -

@ TS " Turn off.the pension

) (A i calculation by setting the

(5) Hew PSERS N appropriate switches to
KN!

- ENTER = Continue, F16 = Exit

- |
(@ P TR TRV (BCTC T VI AL R
I D77/ O




Special / Bonus Payroll Run

[A PG Dist=7341 Rel=21.01.00 03152021 DoD ool sv casalsys casecd \ake sure Regu|ar Gross Types =N

Set P 11 F M = 2 e
etup Pagroll tor @ Bew | ' Set Special Gross Types = Y
Enter a "¥' next to the Gross types to be selected on/ " = Foll run:

|(1) Regular Gross Types (H,D,S) ﬂl

(2) Special Gross Types (A,B,F,0,X,Y,2) ¥

NOTE: On a normal payroll run, both the REGULAR and SPECIAL gross type fields should be "%'.

On a special/bonus payroll run, only the SPECIAL gross type field should be a '¥'.

G - Process Type - O X

D Reg Daily w/Pension and Taxes « Use Proc Type of 'Y= Salary
H Reg Hourly w/Pension and Tazes = =

A Daily/Hourly Adj No Pension with FICA, no Pension/Taxes
B Salary Adjustment No Pension . R —

X Daily/Hily w/FICA. No Pens/T ax Use Proc Type of ‘B’ = Salary

Y Salary w/ FICA, Ho Pens/Taxes —_— Wlth no pension but FlCA and
0 Salary Adj w/Tax & Pension 3

P Daily/Hourly Adj w/Tax & Pens \I taxes are taken out

Z Pension Adjustment Only

17.83.00

Cancel




Special / Bonus Payroll Run

[E PCGDist=7341 Rel=21.01.00 03/15/2021 DODOD1 SV CASQLSYS CASECOND GREEN - Y
Deduction Control PAYDATE

Enter a "Y' if the deduction is to be taken.

BB=FRINGE BEMEFI M 81=1ST ANHUITY H 8#2=2HD ANHUITY MW @#3=FEDERAL TAX ¥ Def|n|te|y turn off
¥ 87=457 PLAN v [98=ST WERIT _INS T HERIT INS the SHBP
H 12-0FLAC CAFE N | L}
H 20-GUARDIAN GL N 21=GHI HC NONCAF N 22=CHI N/CAFE N e .
H 24=PIC N/CAFE N 25-AFLAC NONCAF H 25=UISION N/CAFE N
H 28=GARHISHMENT N 29-GUARDIAN GUL H ANKRUPTCY N deductions
H 32-CRITICAL ILL H 33-ACCIDENT H 35-STATE TAX LEVU H

36=CREDIT UNION N 37=IHPUTED IHCOW N 38=COTTON STATES N 39=DENTAL NOHCAF N
H 41=HASS LIFE H 42=UNIFORM H u3=HM INITIAL N

B4=WHOLE LIFE H 45-PRAGE H 58-=UALIC RTH 463 H 51-LEGEND ROTH H

52-F1 ROTH 403 B H 53-CONTRIBUTIONS M 55-CARMISHHENT H 56-CAE H

57=HHAY H 58=BIRTH TO BOOK N 59=-AIR EUAC H 68=nIR EUAC 158 N

51=AIR EUAC 258 N 62=AIR EUAC 580 N &3=AIR EUAC H

ENTER to Proceed, F16 to ERIT
R 4 Ly P =Y e O e | = (PN P P o o =Y 17.63.68
¥ . T I Help

Georgia Department of Education




Special / Bonus Payroll Run

» After entering the special pay...

o Use the ‘Calculate and Display Pay’ function
(F2, F2, F14) to ensure that you get the
expected results

o And of course, carefully review the Trial
Registers — both employee and employer

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Special / Bonus Payroll Run

Calculate and
Emp#: 58680

Tax Marital Status - Federal: H State:
Fed: Mar Il Exempt @ 2820 W-4 H W/H Cd

State: Mar C Allow H[0] D[0B] W/H cd
Switches: Fed ¥ State ¥ FI
Reg-hr Ovt-hr Reg-amt

Proc Pay
Type Type Tot Gross FICA Gr FI
S

[ PCGDist=7341 Rel=21.01.00 03/15/2021 DOD 001 SV CASQLSYS CASECOND

GREEN - X
Display Pay Screen 1 of 2 PAYCOMP
Sec 125 ¥ Loc 668081 Class 11
C AEIC Ind: AEIC Payment: -88
1 Addn AMt/% 25.00 Box 2 H 3-Dep 8.80 4a-Inc 8.8@
8 Addn Ant/% Fed 4b-deduct 8.80
CAfMed ¥ Pension ¥ GHI ¥  Pension type TRS

18680.068 Ovt-ant
Pay  Pay for
CA Amt Pens Gr Pens Amt Reas Period End

ACCT 82 21 568 1548 10808 11260 6861 1

6,58 as1ss2821 |
a3
8
i3
#x% Totals 1606.80 1800.08 76.58
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist Contract Annuities
ACCT 81 21 568 1548 16888 11288 6881 1 1.8888 1383.83 Ann #1 Ded 1 Co

Ann #2 Ded 2 Co

ACCT 03
ACCT B84
ACCT @5
Totals 1.0000 1303.83
0ASDI Gr 16686.88 0ASDI Amt 620808 HI Gr 1086.88 HI Amt 14.58
Ded 83 H Ded 64 H Ded 98 H Ded 15 Y Ded 16 ¥ Ded 28 H Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded = .
Screen 1: Is this
~, right?
A Z
=%x% Gross Pay 18808.088 *x* Deductions 76.58 =xx Het Pay 923.58 =»*x Non Tax
= e 9 = o
o d L PR P ] = | A ] [ - B0l

0]

Bl
B | ]

¥

] Help |

Georgia Department of Education
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Special / Bonus Payroll Run

E PCG Dist=7341 Rel=21.01.00 03/153/2021 DOD 001 SV CASQLSYS CASECOND GREEN - X
Calculate and Displav Pau Screen 2 of 2 PAYCOHP

EmpH#: 50680 Sec 125 ¥ Loc 6801 Class 11
Tax HMarital Status - Federal: M State: C AEIC Ind: AEIC Payment: -8
Fed: Mar Il Exempt B 2828 W-4% H W/H Cd 1 Addn Amt/% 25.00 Box 2 H 3-Dep 8.88 4a-Inc 8.80
State: Mar C Allow HM[ B8] D[BO] W/H Cd 0 Addn Amt/% Fed 4b-deduct B.80
Switches: Fed ¥ State v FICA/Hed Y Pension Y GHI ¥  Pension type TRS
Reg-hr Out-hr Reg-amt 16886.680 Ovut-amt
Ded Short Employee Emplr Employer Ded Short Employee Emplr Employer
Cd Description Amount Flag Amount cd i

TR3 ¥ GHI - EMPLR

FICA 76.58 ¥ 76.50
83 FEDERAL TAX N 2 I h'
84 GA STATE TAX N I n?Z2: ]
88 ANTH BRNZE EE H S_C e’? - 1S t S
15 DENTAL CAFE ¥
16 GUARD LIFE ¥ rlght'
28 GUARDIAN GL H

Bank Account Het Pay Annuities
DD #1 B2 377612 923.58 Ann #1 Ded 1 Co
Ann #2 Ded 2 Co
#=x% Gross Pay 1080.808 === Deductions 76.58 === Net Pay 923.50 =+ Non Tax

S PPy PR P~ e f i = P P PR (= Zo e ey

Georgia Depariment of Education

“EQucating Georgia's Future
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Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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Issue

Issue

Void a paycheck

Refund a deduction
Correct W2s

Manual/Void Check Run

a duplicate paycheck
a corrected paycheck

ER ichard Woods, Georgia’s Scl hooISp intendent
“Educating Georgia’

The purpose of the Manual/Void function is to (refer to above)

* Void a paycheck

* Issue a duplicate paycheck
* |Issue a corrected paycheck

* Refund a deduction
* Correct W2s

49



Manual/Void Check Run

* Payroll System (F2)
* Payroll Setup Menu (F1)
* Setup Manual/Void Check Run Only (F2)

- FN
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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

In order to setup for a Manual/Void Check Run Only navigate to......
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Manual/Void Check Run

m PCG Dist=8991 Rel=21.03.00 10/15/2021 DOD 005 SV CASQLSYS CASECOND YELLOW - (m] x
Payroll System PaYHBBO1
FKey Setup HMenu

1_| -- Setup Payroll for a New Payroll Run

I 2 | -- Setup Manualf¥oid Check Run Onlyl

Print Preliminary Balance Sheets:
3 | -- Location Within Class
4 | -- Class Within Location

Print Attendance Register:
5 _| -- Class Within Location

Print Earnings Forecast Register:
6_| -- Class Within Location

11 | -- Create PRENOTE file [Test NACHA]
12 | - - Print PRENOTE File [Trial]
13 | - - Print PRENOTE File [Final]

-
% Y A S [ [

= = A ) I I I I I

Georgia Department of Education

Use F2 — Setup Manual/Void Check Run Only.



Manual/Void Check Run

=I51x]

PAYCHS 61

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 004 5Y C:\DEVSYS (C:\SECOND

Setup Manual/Void Check Run Only

This option will process Manual/Void checks without running a Regular Payroll Run.
Payroll Transaction Date: 18/31/2814

The above transaction date represents the date the Payroll transactions
will be posted to the General Ledger accounts during Budget Updates.

Enhanced Substitute Pay and Employee Leave Option:
To post employee leave, enter '¥" H

Setting the above option to "Y' will allow employee leave to be entered, but
will HOT allow substitute pay to be entered during the Manual/Uoid Check Run.

Once a Manual/Void Run
has been started, it must be
completed even if no checks
or voids are created!

ENTER=Continue, F16=Exit 13.04.008

Enter the payroll date for the Manual/Void Check Run Only. Once a manual/void check run
is set up, it must be completed. However, the cycle can be completed even if you don’t
enter any manual checks, voids, or leave. You must at least complete the steps.



Manual/Void Check Run

* Payroll System (F2)
* Payroll Check and Direct Deposit Menu (F3)

e Manual Checks & Voids From Previous Pay
Menu (F9)

- FN
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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

When processing a Manual/Void within a payroll navigate to ......
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Manual/Void Check Run

m PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 002 SV CASQLSYS CASECOND YELLOW - O X
Payroll System PAYHOBAB
FKey Haster Henu

_1_| -- Payroll Setup Menu
2_| -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu

_4 | -- Annual Reports Menu
Gl Monthly/Quarterly/Fiscal{Biennial Reports Menu

EuE] -- Employee Reports/Labels 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

(Mm-w sty | [ — | 15.62.00
| 45 | W15 AL | YERR | |

F3 — Payroll Check and Direct Deposit Menu



Manual/Void Check Run

m PCG Dist=89971 Rel=21.03.00 10/13/2021 DODO002 SV CASOLSYS CASECOND YELLOW - m] x
Payroll System PAYMBOB3
FKey Ccheck and Direct Deposit Henu

-- Print Balance Sheets [After Updates]
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
-- Calculate Payroll & Print Exceptions
-- Calculate Payroll & Print Trial Register
-- Calculate Payroll & Update YTD [Final)

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

-- Check/Direct Deposit Yoid/Add Menu
- - Print Final Payroll Register Use Only fOI‘

checks that
were issued or

==~ Print Deduction Registers & Create Direct Deposit Export File

ks [ b bl kb b

( Master ”“'[m

-- Manual Checks & Voids From Previous Pay Menu I .
<| voided before
==~ Print Final Payroll Distribution hl I "

-- Update Earnings History With Current Pay t S pay 0

-- Update Budget Files With Current Pay

S G o o ta.pe. 08

|3 (g

PAY | VEND
roritoR | Horinor.

F9 - Manual Checks & Voids From Previous Pay Menu

The Manual Checks & Voids From Previous Pay Menu is only accessed to enter changes
that have occurred between the last payroll and this one. It is not used to make any

corrections to the current payroll.

A special Manual/Void Check run can be done between regular payrolls.

Or, Manual/Void Check(s) can also be added to your regular payroll.
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Manual/Void Check Run
Enter a Manual Check

m PCG Dist=89971 Rel=21.03.00 10/13/2021 DODO002 SV CASOLSYS CASECOND YELLOW - m] x
Payroll System MANLMENU
FKey Manual/Void Check & Direct Deposit Menu
3 _| -- Enter Manual Check{Direct Deposit

10 | -- Display/Delete Manual CheckiDirect Deposit
11 | -- Enter Yoided Check/Direct Deposit from Previous Pay
12 | -- Display/Delete Yoided CheckiDirect Deposit from Previous Pay

13 | -- Print Manual Check

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

Qs T N Y Y T R

|, <l g iz B vEND 0 o o o |

F9 — Enter Manual Checks/Direct Deposit

You may enter a manual check/direct deposit through the F9 function. After you have
entered the check/direct deposit, you may review it through the F10 function. If thereis an
error, you may delete the check and start over.



Manual/Void Check Run
Enter a Manual Check

* 1 manual check per employee per cycle
* 1 void check per employee per cycle
* Manual and void checks can be entered during
a normal payroll cycle as well
— 1 normal check for the employee
— 1 voided check for the employee
— 1 manual check for the employee

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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

In our example, we will refund an employee for a $20.00 deduction which was taken on a
prior payroll by mistake.



Manual/Void Check Run
Enter a Manual Check

m PCG Dist=8991 Rel=21.03.00 10/15/2021 DOD 005 SV CASQLSYS CASECOND YELLOW - [m] X
PAYHANL
Manual Check For: Employee 89118 NE7SOM, DO7IAN 000-88-9118 Loc 81088
Chk Dt Bank BEKB81 Chk Ho. DD Bank 81 DD acct 11 1111 111275
Reg Hr Out-Hr Reg Amt Out Amt
GHI ind ¥ FICA ¥ TRS Serv 1 Retire ¥ TRS DOE Paid ERCON ? H Pens code 2 TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1
02 L i
a3 - _
8y - _
o . e
Totals
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 22 180 2041 1069 116808 _168 1 1.8088

ACCT 83 22 188 _ 9998 2180 146688 _168 1
ACCT B84 22 188 _ 9990 21680 14600 _168 1
ACCT B85 68

0ASDI Gr 0ASDI Amt HI Gr HI Amt
Ded 63 N Ded 84 H Ded 89 N Ded 14 H Ded 17 H Ded 33 H Ded 48 H Ded 58 N Ded 67 H Ded 71 N

|‘_ 1 J j | | 4 21.63.88

F9 — Enter Manual Checks/Direct Deposit

The manual check screen defaults based upon settings on the employee’s Gross Data
screen. Most of this data will need to be deleted in order to process a deduction refund.



Manual/Void Check Run
Enter a Manual Check

Chk Dt 92382821

[F] PCGDist=8991 Rel=21.03.00 10/15/2021 DODO0S SV CASCLSYS CASECOND YELLOW =

Proc Pay
Type Type

ACCT @3 22 168

ACCT @4 22 100

ACCT @85 68

0ASDI Gr

Pay Pay for
Tot Eross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
18/15/2821

F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract

Totals
0ASDI Amt

=
o>
El
"

o X
PAYHANL

Manual Check For: Employee 89118 HE7SOM, DO7IAN 999-88-9118 Loc @188
Bank BHB1 Chk Ho. _680688 DD Bank 81 DD acct 11 1111 141275

t-Hr Reg Amt Ovt Amt
HI ind H FICA N TRS Serv 1 Retire ¥ TRS DOE Paid ERCON 2 H Pens code 2 TRS

_ Ded Ded Ded Ded __ _ Ded __ _ Ded __

—_— HI_Gr
Ded B3 N Ded 84 N Ded 89 H Ded 14 H|Ded 17 ﬂ-lDEd 33 N Ded 48 N Ded 58 N Ded 67 H Ded 71 H
28.88-
T . e

_ Ded __

*x* Gross Pay

*x% Deductions *x* Net Pay *x% NON TAX

T TH THCIRVZ (G Y

I

F9 — Enter Manual Checks/Direct Deposit

Since FICA and GHI are not being affected, the FICA and GHI flags must be set to ‘N’.

Delete the GHI Dist and Contract amounts.

Enter -20.00 for deduction 04.

Select ENTER to validate the screen.

21.83.08
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Manual/Void Check Run
Enter a Manual Check

Hanual Check For: Employee 89118 NEYSOM, DO7IAM
Chk Dt _9/368/2821

PAYHANL
999-68-9118 Loc_ @188

Bank BKG1 Chk HNo. LTS DD Bank 81 DD acct 11 1111 111275
Ut Amt

Reg Hr Out-Hr Req Amt
GHI ind N FICA H TRS Serv 1 Retire ¥ TRS DOE Paid ERCON ? N Pens code 2 TRS
Proc Pay Pan Pay for
Type Type Tot Gross|Check or Direct Deposit? X | Feriod End

a1 = 9/38/2021
a2 -

63 This manual payment will take the form of a direct deposit

o because the

s DD Bank and DD Acct are filled in. NOTE: Manual payments

S e do NOT go to a NACHA file,
Totals
¥r Fnd F Prgm Fni To continue as a direct deposit payment, select 'OK.
ACCT 81 22 188 _ 2841 14 To change to check payment, select "CANCEL' and delete DD
ACCT 62 22 100 _ 2043 10 Bank and DD Account,
AGCCT 83 22 188 _ 2998 21|
ACCT B84 22 188 _ 2998 21|
ACCT 05 0 - i | oK :
0ASDI Gr 0ASDT AmE HT Gr HT ARt
Ded 83 H Ded B4 H Ded B2 H Ded 14 H Ded 17 H Ded 33 H Ded 48 H Ded 58 H Ded 67 H Ded 71 H
28.88-

Ded __ _Ded _ _Ded __ _Ded __ _Ded __ _Ded __ _Ded __ _Ded __ _ Ded __ _ Ded _ _
=xx Gross Pay *xx Deductions 20.88- =xx Net Pay 20.88 *xx NONH TAX

Invalid Check Mumber - Cannot be Zeroes?

21.83.908

F9 — Enter Manual Checks/Direct Deposit

Manual checks should NOT be created as a direct deposits. Manual checks created as
direct deposits will NOT appear on a NACHA file.

Go back and erase the DD information.



Manual/Void Check Run
Enter a Manual Check

m PCG Dist=8991 Rel=21.03.00 10/15/2021 DOD 005 SV CASQLSYS CASECOND YELLOW o [m] X
PAYHANL

Hanual Check For: Employee 89118 HNE7S0M, DD7IAN _88_
Chk Dt 9/308/2021 Bank BKB1 Chk Ho. 460808 DD_Bank DD_acct
Reg Hr Out-Hr Reg Amt Out Amt
GHI ind N FICA N TRS Serv 1 Retire ¥ TRS DOE Paid ERCON ? N Pens code 2 TRS

Proc Pay Pay Pay for

Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 9/38/2821
a2
a3
a4
a5

Totals
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 61 22 168 2641 1000 11060 108 1
ACCT 82 22 188 2843 10680 11888 188 1
ACCT B3 22 188 9998 2188 14680 188 1
ACCT B4 22 108 9996 2100 14680 188 1
ACCT 65 60
Totals
0ASDI Gr DASDI Amt HI _Gr HI Amt
Ded 03 N Ded 0% N Ded 09 N Ded 1% Nneu 32 N Ded 48 N Ded 58 N Ded 67 N Ded 71 N
20.60-

Ded Ded Ded Ded bed Ded Ded Ded Ded Ded

=%x% Gross Pay xxx Deductions 28.88- I;** Het Pay ZH.HEI *xx NOH TAX

Yalidations passed. Save your changes.

Gttt

Georgia Department of Educat

| ey 21.83.00

F9 — Enter Manual Checks/Direct Deposit
Verify the Net Pay amount.

Once the check is verified, select F8 — Save.



Man aI/Vo'd Check Run
B PCG Dist=5991 Rel=13.03.00 10/24/2013 DOD 002 S¥ C:\DEVSYS CASECOND X
Payroll System HANLHENU
FKey Manual/Void Check & Direct Deposit Henu
3 | -- Enter Manual CheckiDirect Deposit
e Ju | - Dlsplay,rDeIete Manual Check/Direct Depost
11-- Voided Ueposit from Previous Pay
12 Dlsplay.rDeIete Yoided 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 Yoid{Manual Check or
Direct Deposit is entered or deleted
Maswl“ml S ) 5 ) 127
=, | vty

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”

Use F10, Display/Delete Manual Check/Direct Deposit, to display the manual check and
have the option to delete it.

After you have entered the check/direct deposit, you may review it through the F10
function. If there is an error, you may delete the check and start over.



Man aI/Vo'd Check Run
Void a Check
B PCG Dist=5991 Rel=13.03.00 10/24/2013 DOD 002 S¥ C:\DEVSYS CASECOND GREEN =%
Payroll System HANLHENU
FKey Manual/Void Check & Direct Deposit Henu
3 | -- Enter Manual Check/Direct Deposit
10 | -- Display/Delete Manual CheckfDirect Deposit
% -- Enter Yoided Check/Direct Deposit from Previous Pa
1EY eposit 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 Yoid{Manual Check or
Direct Deposit is entered or deleted
P Y ) [ Y 127
=, | vty

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

You may enter a voided check/direct deposit through the F11 function. After you have
entered the voided check/direct deposit, you may review it through the F12 function. If
there is an error, you may delete the voided check and start over.

This feature is used if you are voiding a check that was already processed in a previous
payroll run.
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Manual/Void Check Run
Void a Check

B PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003  CADEVSYS CASECOND  GREEN - =%
UDID Check or Direct Deposit from Previous Pay PRAYUD
Void Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHY Loc 6162
anSaction Dd J1/38/2812 AEIC IHD ADU EIC PAYMT SSH 999-88-9647
k7DD # > hk Date Chk Bank BKB8 Chk or DD (C or D) _ SERU @
ag_Hr RAt-Hr Reg Amt Out Amt Contract
P Fay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
3]
62
a3
(13
a5

=x%x Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist

ACCT 81
ACCT 02
ACCT 83
ACCT B4
ACCT 05
Totals Employer paid: GHI

OASDI Gr OASDI Amt HI Gr HI Amt ER: Pens
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer Contribution Override Sets all deduction employer contribution flags to 'N' if

OVERRIDE turned on. (Employer pension, GHI, & FICA not affected.)
*xx Gross Pay *xx Deductions *x% Net Pay >
A R =Y = e | [ O T N P I I Y|
BT Y =5 Y |

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

This feature is used if you are voiding a check that was already processed in a previous
payroll run.

The drop down selection icon on the Check/Direct Deposit Number field will provide a list
of all the employee’s checks in the current calendar year.



Manual/Void Check Run
Void a Check

B pCG Dist=8991 Rel=12.03.00 10,/05/2012 DOD 003 C:,DEVSYS [ SECOND 'm pIlg LI
UDID Check or Direct Deposit from Previous Pay PRAYUD
Void Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHY Loc 6162
J1/36/2812 AEIC IND ADVU EIC PAYMT SSH 999-68-9647
# hk hata fthlz Ranl RKAR fhlz ne DD T av DY SFRI A
Hr BLU = POG Select Check Code i =l
Pro Pay R o
Type Type Tot Gro EMPlOyee nunmber: 80647
Wi Mame: BAZLEY, TIZAMY
0z Check  Check  Check DD/ Check Total
83 HMumber  Date Bank  Chk Status Het
LD 0026062 01/31/2012 BKO8 D Issued 218561
L) 0026373 02/29/2012 BKO8 D Issued 2.185.61
Sesilotal 0026691 03/30/2012 BKOG D Issued 2.244.73
¥r Fnd F Prgm (4127011 04/30/2012 BKO8 D Issued 2.207.07
ALer ot 0127329 05/31/2012 BKOB D Issued 2183.75
S 0127645 06/29/2012 BKO@ D Issued 2.183.75
el 0127918 07/31/2012  BKO8 D Issued 2.171.71 |
0178193 _08/31/7012 BKD& D Jssued 717171
ACCT B85
HI
0ASDI Gr oa ens
Ded Ded De Ded
Ded Ded De Ded
Employer Contribution HiF
ot affected.)
xxx Gross Pay Select payments for calendar year: "
_ Reilter | __Done_| _Cancel |
S = ) e = e =Y 1282200
e8] B | [ [ [ [ [wew[ | |

%

Richard Woods, Georgia’s School Superintendent
(70 OE > P

o Ta.

“Educating Georgia’s Future”

Georgia Depariment of Education

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

The drop down selection icon on the Check/Direct Deposit Number field will provide a list
of all the employee’s checks/direct deposits in the current calendar year.

Select the correct check which needs to be voided and select the DONE button.



Manual/Void Check Run
Void a Chec

B PCG Dist=5991 Rel=12.03.00 10 12z DDD 003 EVSYS ECOND _l=ix|
UDID Check or Direct Deposit from Previous Pay PRAYUD
Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHY Loc 6162
/38/2812 AEIC IND ADU EIC PAYMT SSH 999-88-9647
hk Date _8/31/2812 Chk Bank BKB8 Chk or DD (C or D) D SERU B
~Hr Reg Amt out Amt tontract

Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End

=x%x Totals
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist

ACCT 81
ACCT 02
ACCT 83
ACCT B4
ACCT 05
Totals Employer paid: GHI

OASDI Gr OASDI Amt HI Gr HI Amt ER: Pens
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer Contribution Override Sets all deduction employer contribution flags to 'N' if

OVERRIDE turned on. (Employer pension, GHI, & FICA not affected.)
*xx Gross Pay *xx Deductions *x% Net Pay >
| R AR & o | = 0 [ o o N (2= 12.62.00
e = Y Y I A Y

- >
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

The correct information is returned to the screen from the drop down box. Now select
ENTER.



Manual/Void Check Run
Void a Check

PCG Dist=5991 Rel=12.03.00 10/05/2012 DDD 003  C:ADEVSYS CASECOND GREEN —|=ix
UDID Check or Direct Deposit from Previous Pay PRAYUD
Void Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHY Loc 6162
anSaction Ud J1/38/2812 AEIC IHD ADU EIC PAYMT SSH 999-88-9647
k/DD # 128193 hk Date 8/31/2812 Chk Bank BKB8 Chk or DD (C or D) I SERU B
ag_Hr DAt -Hr Reg Amt 3183.52 Out Amt Contract 3183.52
Proc —Fay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
3] 3 881 2868.92 277218 156.63 2868.92 172.14 Lal 8/31/2012
62 5 8310 166.67 161.84 9.18 166.67 10.00 o1 8/31/2012
a3 S @318 2p8.33 2p1.31 11.38 208.33 12.58 91 8/31/2812
(13 B 68361 68.40- 58.36— 3.30- 1 8/31/2012
a5
=x%x Totals 3183.52 3687617 173.81 3243.92 194 64
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist
ACCT 81 13 482 1750 1006 11888 182 1 1.600800

ACCT 02 13 100 9990 2100 14608 162 1
ACCT 83 13 1688 9990 2108 14688 181 1
ACCT B4 13 462 17508 10868 11008 182 1

ACCT 05
Totals 1.06800 Employer paid: GHI 912.34
OASDI Gr 3076.17 OASDI Amt 129.20 HI Gr 3676.17 HI Amt 44 .61 ER: Pens 378.13
Ded 61 N Ded 63 N Ded 84 N Ded 99 H Ded 11 H Ded 12 VY Ded 24 N Ded 28 N Ded 28 H Ded 33 ¥
2 L) 318.63 1
Ded 17 N e De: el e e
12.58

Employer Contribution Override N Sets all deduction employer contribution flags to 'N' if
OVERRIDE turned on. (Employer pension, GHI, & FICA not affected.)

*xx Gross Pay 3183.52 *xx Deductions 1611.81 xx=x Net Pay 297171 xx=x

12.62.00

7 [ D Py =1 e | e = e o T 52
e = Y Y A I A Y

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”

F11 - Enter Voided Checks/Direct Deposit from Previous Pay
Verify that this is the check you want to void. Select ENTER and then F8 to save.

If you do not want to reverse the employer contributions for the deductions, set the
Employer Contribution Override to ‘Y’. This will cause the deduction employer
contribution flags to be set to ‘N’. However, the employer contributions for pension, GHI
and FICA will NOT be affected.

Voiding a check will always result in the employer pension, GHI, and FICA employer
amounts being voided as well.



Manual/Void Check Run
Void a Check

_lsix]
UDID Check or Direct Deposit from Previous Pay PRAYUD

Uoid Check/Dir Dep for: Employee 89647 BAZLEY, TIZAHY Loc 6162
Transaction Date 11/36/2612 AEIC IND ADU EIC PAYMT SSH 999-88-9647
Ck/DD # 128193 Chk Date 8/31/2812 Chk Bank BKB8 Chk or DD (C or D) I SERU B
Reg Hr Out-Hr Reg Amt 3183.52 Out Amt Contract 3183.52

Proc Pay Pay Pay for

Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
3] 3 881 2868.92 277218 156.63 2868.92 172.14 Lal 8/31/2012
62 5 8310 166.67 161.84 9.18 166.67 10.00 o1 8/31/2012
a3 S @318 2p8.33 2p1.31 11.38 208.33 12.58 91 8/31/2812
83 B A361 608.40- 58._ LI 21 8/31/2012
a5

=x%x Totals 3183.52 30876 -y

¥r Fnd F Prgm Fnct Objct 1) Void of payroll payment created,
ACCT 81 13 482 1750 1006 11880
ACCT 02 13 100 9990 2100 14600
ACCT 83 13 1688 9990 21088 14688 =
ACCT B4 13 402 17508 1008 110008
ACCT 05
Totals 1.0000 Employer paid: GHI 912.34

OASDI Gr 3076.17 OASDI Amt 129.20 HI Gr 3676.17 HI Amt 44 .61 ER: Pens 378.13
Ded 61 N Ded 63 N Ded 84 N Ded 99 H Ded 11 H Ded 12 VY Ded 24 N Ded 28 N Ded 28 H Ded 33 ¥

20.00 318.63 130.86 80.58 38.35 3.00 16.088 11.09 1.58 16.69
Ded 17 H Ded Ded Ded Ded Ded Ded Ded Ded Ded

12.58

Employer Contribution Override N Sets all deduction employer contribution flags to 'N' if
OVERRIDE turned on. (Employer pension, GHI, & FICA not affected.)

*xx Gross Pay 3183.52 *xx Deductions 1611.81 xx=x Net Pay 297171 xx=x

Save to complete payment uoid
| v ,;-g|,3§|n l eeflaa) oy
o = | N~ [ |

- >
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

ol e [ = | 12.62.00
[els | [ [ |

Georgia Depariment of Education

F11 - Enter Voided Checks/Direct Deposit from Previous Pay

Select OK to finish voiding the check.
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Manual/Void Check Run

B PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 003  CADEVSYS CASECOND GREEN _l=x
Screen 1 of 2 PAYSTUPD

PAYROLL SEQUENCE HONITOR

Setup payroll for new pay period

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

<<<<<

Uoid/Add Run Completed
/ Final Register
\ Deduction Registers

(This cycle can be repeated more than once)

nal Distribution
Update earnings history with current pay N "es .
Update budget files with current pa N Initial Settlngs
lanual/Uoid Checks Run On: Deduct Pension:
RequTar 0 op ] 01d PSERS: 01d ERS: New P! 7’0f the Payro"
special Gross Types TN TRS: Hew ERS: Monitor for a
—————————————————————— PAYROLLS SELECTED DURING SETUP: —-----—m-—mmmmmmmmmmem e
var 0, pars Manual/Void
SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI 3
MANUAL/UOID CHECK RUN 11 30 12 Check Run
Selected classes:
F11=Go to screen 2, Fl6=exit. 12.63.00

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”
s

Georgia Depariment o TEaucation

The Payroll Monitor is used to track the progress of the special Manual/Void Check Run
Only.

After the special check run has been setup, the monitor will display ‘N’ for the registers,
final distribution, update earnings history, and update budget files steps.



Manual/Void Check Run

B pCGDist=8991 Rel=120300 10/05/2012 DODOO3  CADEVSYS CASECOND GREEN -8]x]
Payroll Systen PAYNHBOO3
FKey Check and Direct Deposit Menu

0|
2
2
4
il
5]

* Print Final Payroll
Register (F7)

* Print Deduction
Registers and
Create Direct
Deposit Export File
(F8)

-~ Print Balance Sheets [After Updates)

-~ Calculate Payroll & Print Exceptions

-~ Calculate Payroll & Print Trial Register

-~ Calculate Payroll & Update YTD [Final)

-- Import Leave Data for Paystubs From Leave Management System

- Print Paychecks and Direct Deposits
Tt Deposit YoidfAdd Menu

wyroll Register

- D
-- Print Final Pay

-~ Print Deduction Registers & Create Direct Deposit Export File

-~ Manual Checks & Yoids From Previous Pay Menu

-~ Print Final Payroll Distribution
-~ Update Earnings History With Current Pay
-~ Update Budget Files With Current Pay

EEE |-

Lelrs [

(o] I O
] il
=

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Anytime changes have been made by voiding or adding a paycheck, the reports must be
run again because they have changed to include the void/add information.



Manual/Void Check Run

REPORT DATE 10/05/2012 11:00 PAY10C BAYROLL FINAL REGISTER FOR PAY 11/30/12 meE 2

4% MENUBL CHECKS #++

EMP # CL CHECK NME BEG HRS OT HRS  GR0SS AWNUITY FEDSRAL  OASDI  HI SIATE  RETIRE  EIC NET EAY
29421 05 AUSUSTINE, MASLIN 20.00- 20.00
CHECKS 50000  GHI N E) 45373.68 1600.00 2208.72 1763.72 608.8¢ 197317 2538.00 34681.23
REPORT DATE 10/05/2012 11:00 PAY10C PAYROLL FINAL REGISTER FOR PAY 11/30/12 me 3

#3% VOIDS FROM EREVIOUS EAYS %%

EMP # CL CHECK NME GROSS ANNUITY FEDERAL  OASDI  HI SIATE  RETIRE  EIC NET EY
29647 05 BA2LEY, TIZANY
CHECKD 12819300 GHI ¥
50.58 /08 38.35 /11
564.06 /03 262.73 /11

518352 20.00 313.63 129.20  44.61  130.86 194.64 2171.71
22284.64 180,00 2244.15  904.40 312.27 9254 127038 15281068
1.09 /22

75,91 /28 n
ABOVE DIRECT DEBOSIT (128193) DATED 03-31-12 HAS BEEN VOIDED +#*

REPORT DATE 10/05/2012 11:00  PAY10C PAYROLL FINAL REGISTER FOR PRY  11/30/12 A

DIRECT DEPOSIT GROSS 3,123.52-
TOTAL PAYROLL GROSS 3,123.52-
FIca - oasnr 129.20-
FICA - HEALTH INSURANCE e

01 ANNUITY § 1 20.00-

03 FED INCOE TAX s12.65-

04 VENDOR 000012 150,56~

09 GHI-CERT

VENDOR 002203

13 VENDOR 002920

17 VENDOR 000019

24 VENDOR 002920 10.08-
22 VENDOR 000269 11.09-
30 VENDOR 001040 Lse-

33 VENDOR 002920

=

3,243.52-

TOTAL DEDUCTIONS

DIRECT DEROSIT NET 2,170.71-
EAYROLL CHECK NET 20.00
TOTAL BAYROLL NET 2,507~

- mamae A vone— e
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

In our example, the Final Register shows the one manual check and the one voided check
we have created during this Manual/Void Check Run Only.



Manual/Void Check Run

REPORT DATE 10/05/2012 %% PAY CHECK REGISTER FOR 11/30/12 %+

PAGE 1
Program Id: CHECKREG
ISSUE DATE CRNCEL DATE CHECK NO. NET AMT. EMP$# NRME
10-30-12 050000 20.00 89421 AU4USTINE, MRALIN
(ool 1 CHECKS ISSUED IN THE AMOUNT OF 20.00 ***
S CHECKS VOIDED IN THE AMOUNT OF Ly

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

REFORT DATE 10/05/2012 #* DIRECT DEPOSIT REGISTER FOR 11/30/12 **

PRGE 2
Program Id: CHECKREG
ISSUE DATE CANCEL DATE CHECK NO. NET AMT. EMP# HRAME
08-31-12 *PRV PAY VOID* 128193 2,17M1.71 89647 BAZLEY, TIZANY
il DIRECT DEPOSITS ISSUED IN THE RMOUNT OF bk
S, 1 DIRECT DEPOSITS VOIDED IN THE AMOUNT OF X1 AR

- a
Richard Woods, Georgia’s School Superintendent
c%OE H P

“Educating Georgia’s Future”

Georgia Depariment of Education

In our example, the Check/Direct Deposit Registers show the one manual check and the
one voided check we have created during this Manual/Void Check Run Only.



The Payroll Monitor is used to track the progress of the special Manual/Void Check Run

Only.

Manual/Void Check Run

B PCG Dist=8991 Rel=12.03.00 10/05/201Z DOD 003

Screen 1 of 2 PAYSTUPD
PAYROLL SEQUENCE HONITOR

Setup payroll for new pay period

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

<<<<<

Uoid/Add Run Completed

/ Final Register

\ Deduction Registers L}
inal Distribution

N
(This cycle can be repeated more than once) L

Update earnings history with current pay 1}

Update budget files with current pay N
Manual/Uoid Checks Run Only: ¥ Deduct Pension:
Regular Gross Types = N . _JPSERS: 01d ERS: New PSERS:
special Gross Types =oH 3 New ERS:

—————————————————————— PAYROLLS SELECTED DUR,
PAY  HO. PAYS
SCH  TAX CALC  DESCRIPTION

PERIOD CHECK DATE
HMANUAL/UDID CHECK RUN 11 38 12

Manual/Void Check Run
— Final & Deduction
Registers are complete

F11=Go to screen 2, Fl6=exit. 12.63.00

Selected classes:

x

- o
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education
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Manual/Void Check Run

B PCGDist=8991 Rel=12.03.00 10/05/2012 DODOD3  CDEVSYS CHSECOND  GREEN -8]x]
Payroll Systen PAYHOAE3

FKey Check and Direct Deposit Menu

O P ri nt F i n a I PaerI I ll -~ Print Balance Sheets [After Updates)

2| - Caleulate Payroll & Print Exceptions

Q Q Q 3| -~ Calculate Payroll & Print Trial Register
D I st rl b u t I o n ( F 1 2 ) _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 Yoid/Add Menu

i Ca Icu |ates em ployer LI--PvimFinaIPaymIIHegism
8 | -~ Print Deduction Registers & Create Direct Deposit Export File

p a i d b e n efi tS 9 | -- Manual Checks & Voids From Previous Pay Menu
* Creates files to post Tt o Mo

14 -~ Update Budget Files With Curent Pay

earnings history and
budget
K i I I

e Creates accrual data -=rereme |

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Print the final distribution, F12, calculates the employer paid benefits and creates the files
for posting to earnings history and budget (financial). At this same time the system also
creates the accrual data file for the current payroll run.



hEPORT DATE 10/05/2012
PROGRAM PAY20

YR FND F PRGM FNCT CBJCT ECTY B ADDT'L ACCOUNT CESCRIPTION
13 100 0 9990 2100 14600 0101 1 000000 ATHLETIC SUPPLEMENTS MHS

13 100 0 9990 2100 14600 0102 1 000000 ATHLETIC SUPPLEMENTS MMS

13 402 0 1750 1000 11000 0102 1 000000 T-1 TEACHER SAL. MMS

dawrk ALL ACCOUNTS *xes

- >
EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

In our example, the Gross Pay Distribution shows the one voided check we have created

during this Manual/Void Check Run Only.

PAYROLL GRO3S PAY DISTRIBUTION

RMOUNT
208.33-

166.67-

2,8038.52-

3,133.52-

FOR 11/30/12

Manual/Void Check Run

e
* TOTZLS
OBJECT ENCT FUND
375.00- 375.00- 375.00-
2,808.52- 2,908.52- 2,808.52-
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Manual/Void Check Run

REFCRT DRTE: 10/05/2012 PAYROLL EMFLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 11/30/12 PAGE 1
PROGRAM: FAYFR103
2000 wwkkkss TIO00 *eesskbrrdrsbnainshh bhhansrhs J100( *rerbnn JI00 *rrddwdesr

FENSION PENSION {OBJECT)
EMPLOYEE NRAME SALARY GROSS QASDI GROSS HI GROSS (QBJECT) GROSS PEN EMER
EMP. § QASDI RMT HI EMT  TYPE AMOUNT C GHI AMT N GHI AMT SHR /EMPL
BRZIEY, TI2RNY 3,183.52- 3,076.17- 3,076.17- 3,243.92-
89647 190.72- 44.60- TRS 370.13- 912.34-
EMPLOYER SHARE GRAND TOTAL 3,183.52- 3,076.17- 3,076.17- (23000) 3,243.92-
190.72- 44.80- TRS 370.13- 912.34-

KOTE: TRS DOE FAID ERCON = 'Y' ON THE EMFLOYEE RECORD INDICATES THAT THE GEORGIA DEPARTMENT OF EDUCATION WILL
EAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON THIS REPORT, THE TOTAL TRS EMPLOYER SHRRE
EMOUNT INCLUCES 'TRS DOE PAID ERCON' CONTRIBUTIONS, RND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' EARNINGS HISTORY RECORDS.

- FN
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

In our example, the Payroll Employer Benefit Distribution Register shows the one voided
check we have created during this Manual/Void Check Run Only.

Verify that the employer contributions are handled as expected!!!!
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The Payroll Monitor is used to track the progress of the special Manual/Void Check Run

Only.

- —
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Manual/Void Check Run

1z DODOD3  C\DEVSYS C:

=I51|

Screen 1 of 2 PAYSTUPD

PAYROLL SEQUENCE HONITOR

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

<< <<<

Uoid/Add Run Completed
Final Register

Deduction Registers v
Final Distribution

N
(This cycle can be repeated more than once) Y

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

Manual/Void Checks Run Onl:

Reg BT op N
special Gross Types N

< Manual/Void
Check Run —
Final

Distribution
is complete

Deduct Pension:
01d PSERS: 01d ERS: Hew P!
TRS: New ERS:

—————————————————————— PAYROLLS SELECTED DURING SETUP: —-——--—--——-mmmmmmome

PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE EHI
HANUAL/UOID CHECK RUM 11 30 12

Selected classes:

F11=Bo to screen 2, Fl6=exit. 12.63.00
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Manual/Void Check Run

B PCGDist=8991 Rel=12.03.00 10/05/2012 DODOD3  CDEVSYS CHSECOND REl -8]x]
Payroll Systen PAYHOAE3

FKey Check and Direct Deposit Menu

2l 2=l

.
°
U p d ate Ea rn I ngs 1| -~ Print Balance Sheets [After Updates)
H 1 2| -~ Calculate Payroll & Print Excepti
History with Current " o Pl T gt
-~ Calculate Payroll & Update YTD [Final)
Pay (F13) e e
. -~ Check/Direct Deposit YoidfAdd Menu
® Be h I n d t h e Sce n e S 7| -~ Print Final Payroll Register
8 | -~ Print Deduction Registers & Create Direct Deposit Export File
- Ba C kU p Of S E CO N D 8| -~ Manual Checks & Volds From Previous Pay Menu
12 -- Print Final Payroll Distributi
to SECONQ
14 T-="Uptate Budget Fies Wi Current Pay
* No reports
produced here

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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 on the financial side.

You should always try to run the Earnings History Update (F13) and the 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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Manual/Void Check Run

B PCGDist=8991 Rel=12.03.00 10/05/2012 DODOD3  CDEVSYS CHSECOND f -8]x]
Payroll Systen PAYHOAE3

Check and Direct Deposit Menu

* Update Budget Files
with Current Pay (F14)

* Run F13 and F14 back
to back

* Payroll is complete

-~ Print Balance Sheets [After Updates)

-~ Calculate Payroll & Print Exceptions

-~ Calculate Payroll & Print Trial Register

-~ Calculate Payroll & Update YTD [Final)

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

-~ Check/Direct Deposit YoidfAdd Menu

-~ Print Final Payroll Register

-~ Print Deduction Registers & Create Direct Deposit Export File

-- Manual Checks & Yoids From Previous Pay Menu

Bl e o Bkl |8

-~ Print Final Payroll Distribution
13 | -- Update Earnings History With Current Pay
~ Update Budget Files With Current Pa

* You cannot repost even
if you try to run these
steps again

i |
|

* No reports produced  cislsix

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

You should always try to run the Earnings History Update (F13) and the Budget Update
(F14) back to back. ALL OTHER USERS MUST BE OUT OF THE SYSTEM FOR THE BUDGET
UPDATE!!!!

The payroll is now complete!

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



B PCG Dist=8991 Rel=12.03.00 10/05/201Z DOD 003

Setup payroll for new pay period

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

<<<<<

(This cycle can be repeated more than once)

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

<<

Manual/Uoid Checks Run Only: ¥
Regular Gross Types ]
special Gross Types 5
—————————————————————— PAYROLLS SELECTED DURING
PAY HO. PAYS
SCH TAX CALC DESCRIPTION

HMANUAL/UDID CHECK RUN

Selected classes:

F11=Go to screen 2, Flé=exit.

Screen 1 of 2

PAYROLL SEQUENCE HONITOR

/ Void/add Run Completed

/ Final Register
\ Deduction Registers
\ Final Distribution

Manual/Void Check Run

=%
PRYSTUPD

N
¥

Manual/Void

Deduct Pension:

01d PSERS: 0ld ERS:
TRS: New ERS:
SETUP: ——-—-mmmmmmmmmmmem

PERIOD CHECK DATE
11 38 12

Check Run is
complete!

Hew P:

12.63.00

- o
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

The Payroll Monitor is used to track the progress of the special Manual/Void Check Run

Only.

The payroll is now complete!
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Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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FICA Adjustments

* Whenever possible, process FICA adjustments
through payroll.

= Earnings history will be correct
= FICA and taxes will be correct
* Two methods for FICA adjustments:
= FICA Adjustment (F2, F2, F9) — easiest method
= Manual payroll check to refund the FICA

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

Refunding deductions withheld in error is a fairly common occurrence.

Whenever possible, any adjustment should be done through payroll so that the employees
earnings history will be corrected, and therefore their taxes, FICA , Medicare and W-2 data
will be correct. A/P checks should not be used unless we can’t determine any other
method. Call the helpdesk before deciding to write an A/P check.

The easiest way to refund is to make a negative deduction adjustment in the next payroll
run. Second is to run a manual check.

82



FICA Adjustment Screen

* The easiest way to adjust FICA is on the FICA
Adjustment screen (F2, F2, F9)

* This works as long as the FICA switch has not
changed for the employee

* Use if wages were not taxed that should have
been taxed

e Use to refund a FICA amount

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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FICA Adjustment Screen

OAS

DI Gross = OASDI employer contribution
HI Gross = Medicare (HI) employer contribution

m PCG Dist=8391 Rel=21.03.00 10/22/2021 DOD D02 SV CASQLSYS CASECOND YELLOW
Status Active Update/Display FICA/Hedicare Adjustments

Employee 87832 - AS9TON, YUYHE
SSH 999-08-7836 Work-Loc 8100
FICA/Hedicare flag is currently set to: V¥
FICA/Hedicare Adjustment:

OASDI GROSS .88 Amt. in Fund/Fisc
HI GROSS Amt .

tment:

e Gross Data screen (PAYD7).

74

wHode changed to update

P IP= 1 ] 0 P P oI o

e

ion adjustments are now accomplished with a Gross Type '2°'

=
==

Grs |W/H Ly Ytd | Help | Adj | FICA | Gar

m} x
PAYADJ2

22.01.00
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FICA Adjustment Screen

m PCG Dist=8391 Rel=21.03.00 10/22/2021 DOD D02 SV CASQLSYS CASECOND YELLOW - m] X
Status Active Update/Display FICA/Hedicare Adjustments PAYADJ2

Employee 87832 - AS9TON, YUYHE
SSH 999-08-7836 Work-Loc 8100
FICA/Hedicare flag is currently set to: V¥
FICA/Hedicare Adjustment:

OASDI GROSS .88 Amt. in Fund/Fisc
HI GROSS Amt .

Pension Adjustment:
Pension adjustments are now ac\ . > d with a Gross Type *2°'
on the Gross Data screen (PAYOY\

OASDI Amt = OASDI employee contribution
HI Amt = Medicare (HI) employee contribution

wHode changed to update

P P IP= a9 = [ P P O =Y 22.01.00

Grs |W/H Ly Ytd | Help | Adj | FICA | Gar
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FICA Adjustment Screen

* Use the Calculate and Display screen (F2, F2,
F14) to verify results

» Before adding the FICA adjustment, look at
the calculated OASDI and HI amounts

» After adding the FICA adjustment, look at the
calculated OASDI and HI amounts

* Now, you can be certain the adjustments are
correct

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

..............................
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Getting FICA Right on a Manual Check

e Understand the FICA / OASDI / HI fields on the
manual check.

* If the FICA fields are not entered correctly, W-
2’s will not be correct.

* Example
= Pay an employee $1100.00 salary
» One pre-tax deduction of $100.00.
= FICA Switch is ‘Y’ = full FICA

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Getting FICA Right on a Manual Check
» Use Calculate and Display (F2, F2, F14) to
calculate the correct amount of tax to
withhold.
* Check the following FICA fields:
= FICA / Med switch
= Total FICA gross and FICA amount on the gross
data lines
= OASDI gross and amount
= Hl gross and amount

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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

88



Getting FICA Right on a Manual Check
B2 PCGDist=6991 Rel=14.03.00 10/30/2014 PCW 002 SV C:\DEVSYS C:A\SECOND i =l=x]
Calculate and Display Pay Screen 1 0f 2 PAYCOMP
Empl: 12121 SHITH, DEBRA L. 212-12-1212 Sec 125 ¥ Loc 8161 Class B2
Tax Harital Status - Federal: S State: B AEIC Ind: AEIC Payment: .88
Federal: Mar Stat S Exemptions @ Withholding Code 8 Fed Amount/%
State: Mar Stat B Allow H[8] D[88] W/Holding Code @ State Amount/%
Switches: Fed ¥ State ¥ FIGA/Hed ¥ Pension ¥ GHI ¥  Pension type HONE
Reg-hr Dut-hr Reg-ant 1186.88 DOut-amt
Proc  Pay Pay  Pay for
Type Type Tot Gross FICA Gr FIGA Amt Pens Gr  Pens Amt  Reas Period End
! 1166.08 1000. 80 76.50 18/38/26814
a2
83
a4
a5
=xx Totals 11686. 88 18086. 88 76.58
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l  GHI Dist  Contract Annuities
ACCT 81 15 1868 1613 18088 17288 3858 1.80088 Ann #1 Ded 1 Co
ACCT 82 fAnn #2 Ded 2 Co
ACCT 83
ACCT B84
ACCT 85
Totals 1.00808
0ASDI Gr 1680.60 0ASDI Ant 62.688 HI Gr 1860.80 HI Ant 14.58
Ded 83 H Ded 64 H Ded 69 N Ded Ded Ded Ded Ded Ded Ded
84._83 3417 1808.88
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
=x%x Gross Pay 11686.68 === Deductions 20478 === Net Pay 885.28 === Hon Tax 186.88
o) o] = | o 29| gAY

[Heln |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject to
both the OASDI tax and the Medicare (HI) tax, then $1000.00 must be entered for OASDI
and Medicare gross.

If the FICA switch is ‘Y’, the total FICA tax should be 7.65% of the total FICA gross.

The OASDI amount must be .062 times the OASDI gross.

The HI amount must be .0145 times the HI gross.
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Getting FICA Right on a Manual Check
The Manual Check - FuII FICA

E PG Dist=8991 Rel=14.03.00 10/30/2014 PCW 002 5¥ C:\DEVSYS C:\SECOND ;Iﬂlil
PAYMANL

HManual Check For: Employee 12121 SHITH, DEBRA L. 212-12-1212 Loc 6181
Chk Dt 18312814 Bank BKBZ Chk Ho. 111112 DD Bank __ DD acct
Reg Hr Out-Hr Reg Ant 1168. 688 Out Amt
GHI ind ¥ FICA ¥ TRS Serv 8 Retire ¥ TRS DOE Paid ERCON ? _ Pens code 8 HO PENSIOH

Proc Pay Pay Fay for

Type Type Tot Gross FICA G+ FICA Amt Pens Gr Pens Amt Reas Period End
a 5 11868.688 18680.88 i6.58 — 18/31/2814
02 o -
a3 = -~
(i} ek s
(i = A

Totals
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 15 188 _ 1613 16868 172080 3658 _ 1.0080
ACCT 82 88 e
ACCT 83 88 _ _ -
AGCT B4 B8 _ _
ACCT 85 89 =
Totals

0ASDI Gr _1000.088 0ASDI Amt 62.00 HI Gr _1006.88 HI Amt 14.58
Ded 83 H Ded 64 H Ded 82 HDed __ _Ded _ _Ded _ _Ded _ _ Ded _ _ Ded _ _ Ded _ _

84.83 3417 1668. 88
Ded  _Ded _ _Ded _ _Ded _ _Ded _ _ Ded __ _ Ded __ Ded _ _ Ded __ _ Ded =
=xx Gross Pay *xx Deductions =xx Net Pay ®xx NON TAX

IwIF;HI;.IIW‘I’IF.‘EIWEI | Ins@\l 143300

I [elo]| |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject to
both the OASDI tax and the Medicare (HI) tax, then $1000.00 must be entered for OASDI
and Medicare gross.

If the FICA switch is ‘Y’, the total FICA tax should be 7.65% of the total FICA gross.

The OASDI amount must be .062 times the OASDI gross.

The HI amount must be .0145 times the HI gross.
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Getting FICA Right on a Manual Check

e Understand the FICA / OASDI / HI fields on the
manual check.

* If the FICA fields are not entered correctly, W-
2’s will not be correct.

* Example
= Pay an employee $1100.00 salary
» One pre-tax deduction of $100.00.
= FICA Switch is ‘M’ = Medicare (HI) only

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Getting FICA Right on a Manual Check
()
Calculate and Display — HI Only
B PCGDist=8991 Rel=14.03.00 10/30/2014 PCW 002 SY¥ C:\DEVSYS C:\SECOND WHITE - Elﬂ
Calculate and Display Pay Screen 1 of 2 PAYCOHP
Emp#: 12121 SMITH, DEBRA L. 212-12-1212 Sec 125 ¥ Loc G161 Class B2
Tax Marital Status - Federal: S State: B AEIC Ind: AEIC Payment: -B8
Federal: Har Stat § Exemptions 0 'Hthholding Code © Fed Amount/%
State: Mar Stat B Allow M[8] D[68] W/Holding Code 8 State Amount/s%
Suitches: Fed ¥ State ¥ FICA/Hed ¥ Pension ¥ GHI ¥ Pension type HONE
Reg-hr Ovt-hr Reg-amt 1100.00 Ovt-amt
Proc Pay Pay Pay for
Type Type Tot Gross FICA G- FICA Amt Pens Gr Pens Amt  Reas Period End
81 3 1100.08 18688.08 14.58 1873872014
02
a3
a4y
a5
*x** Totals 11680.80 10680.88 14.50
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dbist Contract Annuities
ACCT 81 15 186 1613 160686 17260 3050 1.0086 Ann #1 Ded 1 Co
ACCT 82 Ann #2 Ded 2 Co
ACCT 83
ACCT B4
ACCT B85
Totals 1.08080
0asSDI Gr DASDI Amt HI Gr 10888.88 HI Amt 14.58
Ded 83 H Ded B4 H Ded 82 H Ded Ded Ded Ded Ded Ded Ded
84.03 3417 108.080
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*x%x Gross Pay 1168.688 =x= Deductions 232.78 === Net Pay 867 .38 === Non Tax 186.88
<1f e o o= e e = 0 . o ) 59| 141500
L] [ T 1 [ [ Teeel | T |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject only
to the Medicare (HI) tax, then $1000.00 must be entered for Medicare gross.

If the FICA switch is ‘M’, the total FICA tax should be 1.45% of the total FICA gross.

The HI amount must be .0145 times the HI gross.
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Getting FICA Right on a Manual Check
The Manual Check - HI Only

B  pCGDist=8991 Rel=14.03.00 1073072014 PCW 002 S5¥ C:\DEVSYS C:\SECOND ;Iilil
PAYHMANL

‘Manual Check For: Employee 12121 SHITH, DEBRA L. 212-12-1212 Loc 8161

Chk Dt 1873172814 Bank BKG8Z Chk No. 111112 DD Bank DD acct

Reg Hr Out-Hr Reg Amt 1186.88 Ovt Amt

GHI ind ¥ FICA M TRS Serv @ Retire ¥ TRS DOE Paid ERCOH 7 Pens code @ HO PENSIOHN

Proc  Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA ANt  Pens G* Pens Amt  Reas Period End

1l 11686.808 16860. 688 14.58 18/31/72014

a2

83

50

a5

Totals 1160.00 1000. 00 14.58
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 15 188 1613 10600 17200 30850 1.00808
ACCT 82 B8
ACCT 83 B8
ACCT B4 BB
ACCT 85 B8
Totals 1.00808
0ASDI Gr 0ASDI Ant HI Gr 1860.868 HI Amt 14.58
Ded 83 H Ded B4 H Ded B9 H Ded Ded Ded Ded Ded Ded Ded
84.03 3417 1680.680
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*x** Gross Pay 11680.80 =x% Deductions 232.78 === Het Pay B67.30 =x HON TAX 1008.080
Ualidations passed. Save your changes.

P | o = o =Y izpaERd
T T [ Jeewf [ [ |

If the total FICA gross on the gross data lines is $1000.00 and that $1000.00 is subject only
to the Medicare (HI) tax, then $1000.00 must be entered for Medicare gross.

If the FICA switch is ‘M’, the total FICA tax should be 1.45% of the total FICA gross.

The HI amount must be .0145 times the HI gross.
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(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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

Employer FICA, TRS, and GHI
on a Manual Check

FICA switch and FICA gross determine the
employer FICA contribution

Employee pension switch and pension gross
determine the employer pension contribution
GHI Participation Switch and the GHI %
Distribution determine the employer GHI
contribution

Employer switch on individual deductions
determine the employer deduction contribution

94



Employer FICA, TRS, and GHI
on a Manual Check

B PCG Dist=8991 Rel=12.03.00 10/19/2012 DOD 001  CADEVSYS CASECOND GR =l=ix]
PAYHANL
fManual Check For: Employee 88658 EA7L, VI7CE 999-08-8656 Loc 6382
Chk Dt 11812812 Bank BKBB Chk No. 588883 DD Bank __ DD acct
Reg Hr Out-Hr Reg Amt W678.42 Ovt Ant
GHI ind ¥ FICA ¥ TRS Seru 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 4678 .42 4223.35 238.62 4678 .42 280.71 i 11/81/2012
a2
83 el -
ou = o
a5 = il
Totals
Yr Fnd F Prgm Fn Jjc cty B Addt’'l GHI Dist Contract
ACCT o1 13 108 _ 1821 ﬂlllﬁ 11600 302 1 1.60800 h678.42
ACCT 82 A9 _ =
ACCT 83 BA =
ACCT D4 BO =
ACCT 05 B8 =
Tutals L678 .42
OASDI Gr _4223.35 177.38 4223.35 HI Amt 61.24
Ded 63 N Ded 84 N DEIl 13 ¥ ped 25 H|Ded 33 \'rEd 17 H Ded 10 M Ded 69 N Ded 43 H Ded 24 H
1I17 65 21[1 73 2 96 Dﬂ 35 132 86 14.58 !IZ 88 234 .48 2.88 27.38
_ De _Ded __ _ Ded __ _ Ded __ _
*xx Gross Pay *xx Deductions *x% Net Pay *x% NON TAX
EEEEE A PP A= 1 | i =0 1 Y P N Y|
B ) L [ [ [ [ [ [eel [ [ |

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”

FICA switch and FICA gross determine the employer FICA contribution

Employee pension switch and pension gross determine the employer pension
contribution

GHI Participation Switch and the GHI % Distribution determine the employer GHI
contribution

Employer switch on individual deductions determine the employer deduction
contribution



Employer FICA, TRS, and GHI
on a Manual Check

B PCG Dist=8991 Rel=12.03.00 10/19/2012 DODO00L  C:ADEVSYS CASECOND  GREEN _l=ix|
PAYHANL
Manual Check For: Employee 88650 EA7L, VI7CE 999-08-8656 Loc 6382
Chk Dt 11/781/2812 Bank BKBB Chk No. 588AB3 DD Bank DD acct
Reg Hr Out-Hr Reg Amt 467842 Ovt Ant
GHI ind ¥ FICA V¥ TRS Seru 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 = 4678 42 422335 238.62 4678 42 280.71 11/81/20812
a2
83
ou
a5
Totals 4678 .42 4223 .35 238.62 4678 .42 2809.71
Yr Fnd F Prgm Fnc Jjc cty B Addt’1l GHI Dist Contract
ACCT o1 13 1008 1621 10686 11608 3082 1 1.0000 h678.42
ACCT 82 A0
ACCT B3 0o
ACCT B4 00
ACCT 05 60
Totals 1.66800 L6788 .42
OASDI Gr 4223.3% SAEDLn 177.38 4223.35 HI Amt 61.24
Ded 63 M Ded 64 Ned 25 Hlped 33 v [ped 17 M Ded 10 N Ded 09 N Ded 43 N Ded 24 N
417.65 218.73 2.94 98.35 102.86 14.58 42.088 234 .48 2.88 27.38
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*xx Gross Pay 4678.42 *xx Deductions 1664.32 xxx Net Pay 3014.18  *xx NON TAX u55.87
Validations passed. Save your changes.
| ] 95| o B[ o |
B ) Y =5 Y |

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”

FICA switch and FICA gross determine the employer FICA contribution

Employee pension switch and pension gross determine the employer pension
contribution

GHI Participation Switch and the GHI % Distribution determine the employer GHI
contribution

Employer switch on individual deductions determine the employer deduction
contribution
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Employer FICA, TRS, and GHI
on a Manual Check

REPORT DATE: 10/19/2012 PAYROLL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 11/30/12 DAGE 1
PROGEEM: PAYPR1O3

22000 whdbbad 200 Ak bk b s i b G 21000 WhARAk e 21000 Ak
DENSION DENSION (OBJECT)
EMPLOYEE NAME SAIARY GROSS OASDI GROSS  HI GROSS (OBJECT} GROSS BEN EMPR
EMD. £ OASDT AMT  KI BMT TYPE EMOUNT C GHI AMT N GHI AMT  SHR/EMPL
EATL, VITCE 4,678 42 4,22 4,223.35 4,678_42
28850 €1.2¢4 TRS 53381 512.34
EMPIOYER SHARE GRAND TOTAL 4,678_42 I 4,223.35 (23000} 4,678_42
€1.2¢ TRS 53381 912.34

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 TOIAL TRS EMPLOYER SHRRE
AMOUNT INCLUDES 'TRS DOE PAID ERCON' CONTRIBUTIONS, AND THESE CONTRIBUTIONS WILL BE INCLUDED ON THE
EMPLOYEES' EARNINGS HISTORY RECORDS.

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Review the Payroll Employer Benefit Register.

Because the manual check had a FICA gross, the Benefits Register shows an employer
FICA contribution

Because the manual check had a pension gross, the Benefits Register shows an
employer pension contribution

Because the manual check had a GHI % Distribution, the Benefits Register shows an
employer GHI contribution

Because the manual check had a individual deductions with the employer switch set to
‘Y’, the Employer Deduction Contribution Report shows an employer deduction
contributions
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Employer FICA, TRS, and GHI
on a Manual Check

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Review the Employer Deduction Contribution Report.

Because the manual check had a FICA gross, the Benefits Register shows an employer

FICA contribution

Because the manual check had a pension gross, the Benefits Register shows an

employer pension contribution

Because the manual check had a GHI % Distribution, the Benefits Register shows an

employer GHI contribution

Because the manual check had a individual deductions with the employer switch set to
‘Y’, the Employer Deduction Contribution Report shows an employer deduction

contributions

REPORT DATE: 10/19/2012 EMULOYER DEDUCTION CONTRIBUTION REPORT PAZE 5
PROGRAM: PAYDR101 BY EMPLOYEE FOR 11/30/12
DEDUCTION  §: 13 VENDOR 002920 CONTRIBUTION TYEE: 1 1 = FIXED AMOUNT
VENDOR #: 2320 VENDOR 0023920 Z = % OF PROC TYPE GROSS
EMPLOYER OBJECT: 25000 EMPLOYER BLNC: 0421 3 = % OF EMPLOYEE CONTRIBUIION
mP. # NRME EMPLOYER CONTRIEBUTICH RMQUNT 50C. SEC. HO.
826&s50 EATL, VITCE 5.7% 935-08-8€50
DEDUCTION TOTAL CONTRIBUTION AMOUNT 5.75
REPORT DATE: 10/15/2012 EMPLOYER DEDUCTION CONTRIEBUTION REPORT DICE 3
PROGERM: PAYDR1O1 BY EMPLOYEE FOR 11/30/12
DEDUCIION #: 33 VENDOR 002320 CONTRIEUTION TYPE: 1 1 = FIXED XMOUNT
VENDOR $: 2520 VENDOR 002520 2 = % OF PROC TYPE GROSS
EMPLOYER OBJECT: 29000 EMPLOYER BLNC: 0421 3 = % OF EMPLOYEE CONTRIBUTION
EMD. § NEME EMPLOYER CONTRIBUTION AMOUNT S0C. SEC. NO.
88 €50 EATL, VITCE 16.€39 995-08-8650
DEDUCTION TOTAL CONTRIEBUTION AMOUNT le.83
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Employer FICA, TRS, and GHI
on a Manual Check

B PCG Dist=8991 Rel=12.03.00 10/24/2012 DOD 002 =l=ix]
PAYHANL
fManual Check For: Employee 88658 EA7L, VI7CE 999-08-8656 Loc 6382
Chk Dt 11812812 Bank BKBB Chk No. 588883 DD Bank __ DD acct
Reg Hr Out-Hr Reg Amt W678.42 Ovt Ant
GHI ind ¥ FICA ¥ TRS Seru 1 Pension type TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End

a1 3 4678 .42 4223.35 238.62 280.71 i 11/81/2012
a2
83 el -
ou . o
a5 = il

Totals 4678 .42 4223.35% 238.62 2809.71

Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT o1 13 100 _ 1621 1006 11608 _302 1 h678.42
ACCT 82 A9 _ =
ACCT 83 BA =
ACCT D4 BO =
ACCT 05 B8 =

Totals L678 .42
OASDI Gr _4223.35 OASDI Amt 177.38 HI Gr _4223.35 HI Amt 61.24
Ded 83 N Ded 64 N Ded 13 ¥ Ded 25 H Ded 33 ¥ Ded 17 H Ded 18 N Ded 69 N Ded 43 N Ded 24 H
417.65 218.73 2.96 98.35 182.86 14.58 42.088 234 .48 2.88 27.38
Ded _ _Ded __ _Ded _ _Ded __ _ Ded __ _ Ded __ _ Ded __ Ded __ _ Ded __ _ Ded __ _
*%% Gross Pa 4678 U2 xxx Deductions 1664.24 xxx Het Pay 3614.18 *xx HON TAX 455.87
Participating employee needs 168% GHI distribution

7 L e Y= e ) 2 R[22 qzdzing
B ) | Y Y =Y Y [

- >
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

To turn off the GHI employer contribution, we must delete the GHI % Distribution fields.
In order to do that, the GHI participation switch must be turned off.



To turn off the GHI employer contribution, we must delete the GHI % Distribution fields.

Beg Out-Hr Reg Amt  4G678.L2 Out Ant
@ FICA ¥  TRS Seru 1 Pension type TRS

Employer FICA, TRS, and GHI
on a Manual Check

B PCG Dist=8991 Rel=12.03.00 10/24/2012 DOD 002 CADEVSYS CASECOND GRI _l=ix|
PAYHANL

Manual Check For: Employee 88650 EA7L, VI7CE 999-08-8656 Loc 6382

Chk Dt 11/781/2812 Bank BKBB Chk No. 588AB3 DD Bank DD acct

Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
a1 4678 42 422335 238.62 280.71 11/81/20812
a2
83
ou
a5
Totals 4678 .42 4223.35% 238.62 2809.71
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT o1 13 1008 1621 10686 11608 3082 1 h678.42
ACCT 82 A0
ACCT B3 0o
ACCT B4 00
ACCT 05 60
Totals L6788 .42
OASDI Gr 4223.3% OASDI Amt 177.38 HI Gr 4223.35 HI Amt 61.24

*xx Gross Pay 4678.42 *xx Deductions 1664.24 xxx Net Pay 3014.18 *xx NON TAX u55.87
Validations passed. Save your changes.

i (S =P e ) = P oSS Y Y 5 1e-Az-a0

BT Y Y Y I IHeInI [ 1

E Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”

In order to do that, the GHI participation switch must be turned off.

To turn off the TRS employer contribution, we must delete the Pension Gross fields.

If the manual check has an employee FICA contribution, it is NOT possible to turn off the

employer FICA contribution. In this example, we will leave the employer FICA contribution
turned on.

100



Employer FICA, TRS, and GHI
on a Manual Check

REPORT DATE: 10/24/2012 PAYROLL EMPLOYER BENEFIT DISTRIBUTION BY EMPLOYEE FOR 11/30/12 PRAGE 1
DROGRAM: DAYDR103
ZEOQ0 o d ZZON0 S e b o e 21000 *sewarn 21000 {8 whnnenn
PENSION PENSION (OBJECT)
DMPLOYEE NAE SKIARY GROSS ORSDI GROSS ~ HI GROSS (OBJECT) CROSS DEN EMDR
EMP. & OMSDI IMT HI MMT TYRE IMOUNT € GHI RMT N GEI MMT | SHR/EMPL
EATL, VITCE 4,678.42 4,223.3% 4,223.35
28650 zgl.88 €l.2¢ TES
EMPLOYER SHARE GRAND TOTAL 4,678.42 4,223.35 4,223.35
2g1.88 £1.24

NOTE: TRS DOE PAID ERCON = '¥' ON THE EMPLOYEE RECORD INDICAJES THAT THE GEORGIA DEPARTMENT OF E
DAY THE EMPLOYER-PAID CONTRIBUTION FOR THE EMPLOYEE. ON TEIS REPORT, TEE TOTAL TRS EMPLOY
AMOUNT INCLUDES 'TRS DOE DATD ERCON' CONTRIEUTIONS, AND THESE CONTRIEUTIONS WILL BE INCLUD
EMPLOYEES' EARNINGS HISTORY RECORDS.

No Pension Gross = No TRS employer contribution
GHI Ind ‘N’ = No GHI employer contribution

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Review the Payroll Employer Benefit Register.

Because the manual check had a FICA gross, the Benefits Register shows an employer

FICA contribution
Because the manual check did NOT have a pension gross, the Benefits Register shows

zero employer pension contribution
Because the manual check did NOT have a GHI % Distribution, the Benefits Register

shows zero employer GHI contribution
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Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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Refunds

* Whenever possible, process refunds through
payroll.
= Earnings history will be correct
= FICA and taxes will be correct

* Two methods for payroll refunds:
= Deduction Adjustment (F2, F2, F8) — easiest
method
= Manual payroll check to refund the deduction
amount

E Richard Woods, Georgia’s School Superintendent
ure”

“Educating Georgia’s Fut

Refunding deductions withheld in error is a fairly common occurrence.

Whenever possible, any adjustment should be done through payroll so that the employees
earnings history will be corrected, and therefore their taxes, FICA , Medicare and W-2 data
will be correct. A/P checks should not be used unless we can’t determine any other
method. Call the helpdesk before deciding to write an A/P check.

The easiest way to refund is to make a negative deduction adjustment in the next payroll
run. Second is to run a manual check.
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Refunds

* It is possible to make refunds through A/P
vendor checks.
* This method is NOT recommended
* Payroll administrator must make sure that taxes
are handled correctly.
* An A/P vendor check is NOT processed
through payroll.

= Earnings History Adjustments must be entered to
reflect an A/P check on the employee’s W-2.

ER ichard Woods, Georgia’s Scl hnoISp intendent

“Educating Georgia’

Refunding deductions withheld in error is a fairly common occurrence.

A/P checks should not be used unless we can’t determine any other method. Call the

helpdesk before deciding to write an A/P check.
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Refunds

e Consider the taxable status of the deduction.

= |f the deduction was pre-tax and you refund it,
you must withhold taxes.

= Consider the date of the original deduction and
the date of the refund — in the same period?

= Pay attention to the FICA switch
* Medicare only?
* Full FICA with both Medicare and OASDI?

E Richard Woods, Georgia’s School Superintendent
E ure”

“Educating Georgia’s Fut

Refunding deductions withheld in error is a fairly common occurrence.

When refunding deductions withheld in error, you must consider the taxable status of the
deduction. If the deduction was pre-tax and you refund it, you must withhold taxes. You
must also consider the tax year and the payroll date.

However, if a FICA deduction error was involved, you MUST pay attention to the FICA
switch setting when the original error was made, otherwise you may have a problem with
W-2s.
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Refunds

* The SSA requires separate W-2’s for
employees with Medicare only withholding.

* PCG creates two W-2’s for employees who
switch from full FICA to Medicare-only, or visa
versa.

* Therefore, the FICA switch is recorded into the
earnings history record.

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

PCGenesis does not merge W2 information for employees that switch from withholding
OASDI and Medicare to Medicare only. This is because IRS and the Social Security
Administration require separate W2's for employees with Medicare only withholding.

Because of this requirement, the FICA switch is recorded into the earnings history record.
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Refunds

* If voiding a check, the Enter Voided
Check/Direct Deposit from Previous Pay (F11)
option will automatically create a void of the
check with the same FICA switch as the
original check . It’s easy!

 When writing a manual refund check, you
MUST make sure that the FICA switch is set
the same as when it was withheld.

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
Georgia Department of Education

If voiding a check, using the Enter Voided Check/Direct Deposit from Previous Pay (F11)
option, will automatically create a void of the check with the same FICA switch as the
original check.

If you did not verify the FICA switch before processing the manual check, it is easy to
correct with two earnings history adjustment records. Enter a positive OASDI gross and
withholding adjustment with the FICA switch set one way, and a negative OASDI gross and
withholding adjustment with the FICA switch set the other way. This moves the adjustment
OASDI amounts from the Medicare-only group to the OASDI and Medicare group of W-2’s.
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Refunds

e Taxable Status

= Date used
* Refund must be in calendar year deducted

* If calendar year is closed, you will need to correct with
earnings history adjustments

= FICA switch

* Refund must be given with the same FICA switch as
deducted (including OASDI refunds)

* Mistakes can be corrected with earnings history
adjustments

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
epartmant of Education

Georgia

PCGenesis does not merge W2 information for employees that switch from withholding
OASDI and Medicare to Medicare only. This is because IRS and the Social Security
Administration require separate W2's for employees with Medicare only withholding.

Because of this requirement, the FICA switch is recorded into the earnings history record. If
you VOID or enter a payroll adjustment to refund OASDI withheld in error, you must make
sure the FICA switch is set the same as it was when the OASDI was withheld.

If voiding a check, using the Enter Voided Check/Direct Deposit from Previous Pay (F11)
option, will automatically create a void of the check with the same FICA switch as the
original check.

If you did not verify the FICA switch before processing the void or manual check, it is easy
to correct with two earnings history adjustment records. Enter a positive OASDI gross and
withholding adjustment with the FICA switch set one way, and a negative OASDI gross and
withholding adjustment with the FICA switch set the other way. This moves the adjustment
OASDI amounts from the Medicare-only group to the OASDI and Medicare group of W-2’s.
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Refunds

e Refund with same FICA switch as deducted
* Refund in same period — no further action
* Refund in different period — correct with
earnings history adjustment
= Remove from current period

= Add to correct period (if in the same calendar
year)

- FN
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Refunds

e Active Employees
—Refund on the next payroll
* Use the adjustment screen (F8)

—Refund with a Manual Check
* Enter a negative deduction amount to refund

- &
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

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

110



Refund on Next Payroll Cycle
Deduction Adjustment

PCG Dist=5991 Rel=12.03.00 10/19/2012 DOD 001 EVSYS ECOND 0 _l=ix|
Payroll System PRYUPDTP

=

FKey Payroll Update Menu

Add New Employee

-- Update/Display Personnel Data

-- Update{Display Deduction Data

Update/Display Gross Data

-- Update/Display Withholding Data

-- Update{Display Current Leave Usage Data
Lo . gl

P L 4
< Update{Display Deduction Adjustments >
=X Justments

P At
-- Update[Display Garnishment Vendor Data

2]
3]
T
5
Ju |
7

-- Add Earnings History Record
-- Update(Display Earnings History { Transfer Gross Earnings
Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

- - Update/Display Leave YTD{Balance Data
-- Detailed Pay Stub - Employee Message

bk bl kY

| | | | [ | | | | | | | | 12.62.00

|

B = =T A I [ I

&
Q‘ROE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Use F8 — Update/Display Deduction Adjustments to refund a deduction amount through

the next payroll.
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Refund on Next Payroll Cycle
Deduction Adjustment

B PCG Dist=8991 Rel=12.03.00 10/05/2012 DOD 005  C:ADEVSYS CASECOND GREEN =l=ix]
Status Active Update/Display Deduction Adjustments PAYAD.J1
Employee 88942 AB3EU, ET3AN Class B5 Loc @161
SSN 900-B8-80L2 Work-Loc 6161
Emplr (¥/N)
81 ANNUITY # 1 -88 82 ANNUITY # 2
63 FED INHCOME TAX N 84 UENDOR Bo@@12 N
88 UHC MELL HNHO FAM-CLAS 89 UHC MELL HMO FAK-CERT N
18 UENDOR B0O0814 11 UENDOR 0082283 N
12 UEHDOR AB4858 13 UENDDR 082928 ¥
15 UEHDOR BOOA18 16 UENDOR BO8A23
17 UENDOR 600819 N 18 UENDOR 000008 N
19 UENDOR 880541 28 COURT W/H
21 UEHDOR 880621 22 COURT W/H
"""""" 24 UENDOR 002928 N
25 UEHDOR B00814 7114 246 UENDOR 0082208
28 UENDDR 008869 N
29 UENDOR PDOBGY 308 UENDOR BO1648 N
31 UENDOR 0029240 33 UENDOR 802928 ¥
34 COURT u/H 35 UENDOR 801383
36 UEHDOR 002928 37 UENDOR 004764
38 UEHDOR BB3218 39 UENDOR 008814
40 VENDOR 002775 41 UENDOR 004843
Credit Union POABPABEOABA0A Section 125 ¥
Ded Desc Ded Annuity Company Ann Type Enployee Contribution
ANNUITY # 1 £ m
ANNUITY # 2 £oe2
Ualidations passed. Check screen
Y| kluti], Lol ] ] e W VB ] | (]
e || [ Per[ped |65 [wm| v [ vea | Heln| Adi | Fica] Gar |

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Here is the adjustment screen where you would refund the deduction 25 in the amount of
71.14

These deduction adjustments will be cleared when the next payroll cycle is set up.

By using the Deduction Adjustment screen, taxes will be handled properly and no further
corrections are required.
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Refund on Next Payroll Cycle

3.00 10/05/2012 DOD 005

Payroll System

FKey Payroll Update Menu
-- Add New Employee

-- Update/Display Personnel Data

-- Update{Display Deduction Data

-- Update/Display Gross Data

-- Update/Display Withholding Data

-- Update{Display Current Leave Usage Data
-- Update{Display YTD{Fiscal Data
Update{Display Deduction Adjustments

- - Update/Display FICAfMedicare Adjustments
-- Update[Display Garnishment Vendor Data

-- Add Earnings History Record
-- Update(Display Earnings History { Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Empln@

Dttty
- - Update/Display Leave YTD{Balance Data

18 | -- Detailed Pay Stub - Employee Message
Program PAYCOMP completed

EBE| EEE EEEEEREER E|

e I ) I A

eduction Adjustment

B = =T A = I [ Y

=l=ix]

PRYUPDTP

12.62.00

m—_—
Q‘ROE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

To see the effects of the deduction adjustment, use F14 — Calculate and Display An

Employee’s Pay.
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Refund on Next Payroll Cycle
DductiorLﬂAdjusment

- LT
Calculate and Display Pay Screen 1 of 2 PayCOHP Screen 2 of 2 PaYCOHP
Empit: 88942 AB3EU, ET3AN 999-68-8942 Sec 125 Y  loc 8181  Class 05 Enpit: 88942 AB3EU, ET3AN 999-08-8942 Sec 125 Y Loc 6101 Class 05
Tax Marital Status - Federal: #  State: B AEIC Ind: AEIC Payment: .0 Tax Marital Status - Federal: i State: B AEIC Ind:  AEIC Payment: .68
Federal: Har Stat M Exemptions 4 Withholding Code 6 Fed Amount/% Federal: Har Stat i Exemptions 4 Withholding Code 8 Fed Anount/%
State:  Mar Stat B Allow [6] D[61] W/Holding Code O State Amount/% State: Har Stat B #1low M[6] D[61] W/Holding Code O State Amount/%
Suitches: FICA/Hed ¥ Pension ¥ GHI ¥ Pension type TRS Suitches: Fed ¥ State ¥ FICA/Hed ¥ Pension ¥ GHI ¥ Pension type TRS
Reg-hr 3614.67 Out-anmt Reg-hr Out-hr Reg-ant  3614.67 Out-ant
Proc P Pay Pay for
Type FICA Ant  Pens G+ Pens Ant  Reas Period End Ded Short Enployee Emplr Employer Ded Short Employee Emplr Employer
s 178.47  3614.67  216.88 16/05/2812 Cd Description fmount Flag  Amount td Description Anount Flag  Amount
2 RS 26.88 Y 4243 GHI - EHPLR nfa 912.34
[}) FICA 178.47 ¥ 21164
11} 03 FED INCOHE TA 106.62 N 30 UENDOR 881648 paval N
[ 85 UENDOR BoeE12  135.68 N 33 UENDOR BE2928  182.86 ¥ 16.69
*xx Totals 178.47 361467  216.88 B9 UHC VELL HHO  396.86 N 43 UENDOR 984320 10.88 N
Yr Fnd F Prgn Fnct Objct Fety B Addt'l  GHI Dist  Contract fAnnuities 11 UENDOR 082283 Hi N
ACCT 81 13 180 1.6080  3614.67 fnn 1 Ded 1 Co 13 UENDOR 082920 2.9% Y 5.75
ACCT B2 Ann #2 Ded 2 Co 17 UENDOR 080019 14.58 N
ACCT 83 18 UENDOR 080068 5o N
ACCT B4 b 8 |
Totals 1.6080  3614.67 28T oY =
0ASDI Gr HI Gr 3158.71 HI Ant  45.30
Ded 63 N Ded A4 N Ded @ N Ded 11 N Ded 13 ¥ Ded 17 N Ded 18 N Ded 24 ped 28 N Bank Account Net Pay Annuities
100.62 2.96 14.58 450 27.38) 25.03 ob 1 65 11 1111 111354 1980.9% Ann 1 Ded 1 Co
Ded 38 N Ded Ded Ded Ded Ded Ded Ann #2 Ded 2 Co
.21
®xx Gross Pay  3614.67 xx Deductions 1639.71 =xx Net Pay 1980.06 xx Non Tax  455.96 *xx Gross Pay  3614.67 =+ Deductions 1633.71 sxx Net Pay 1980.96 *x« Non Tax  455.96
| vl A . ACTREID YR R
mhle‘al wll | | | | TEn | | |

Georgia Depariment of Education

-
Richard Woods, Georgia’s School Superintendent
CGaboe 2 -

“Educating Georgia’s Future”

We can see the refunded amount for deduction 25 of -$71.14.
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Refunds
Payroll Complete

* If the payroll has completely processed, but you
need to withhold the deduction amount from the
vendor remittance:

» Enter a negative claim in Fund 199 for that vendor.

Pay the payroll claims and the negative claim to
reduce the check amount.

= Enter the deduction adjustment on the next payroll
for that employee, to correct payroll.

= Enter a positive claim in Fund 199 for that vendor to
be processed along with the next payroll, since
financials were already corrected last cycle.

E Richard Woods, Georgia’s School Superintendent
“ o

S,
‘Educating Georgia’s Future

If payroll has completely processed and you need to withhold the deduction amount
from the vendor remittance:

e Enter a negative claim in fund 199 for that vendor. Pay the payroll claim and the
negative claim to reduce it.

e Enter the deduction adjustment on the next payroll for that employee to correct
payroll.

e Enter a positive claim in fund 199 for that vendor to be processed along with the next

payroll. This will cancel out the claim created from the deduction adjustment on the
payroll run.
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Refunds

* Terminated Employees

= Reinstate (Recommended)
* Issue a manual check
* Terminate after posting

= A/P Check (Not recommended)
* Issue an A/P check
* Add an earnings history record to correct W2

* Balance fund 199 (debits = credits)
— Positive claim for employee
— Receipt or negative claim for vendor

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

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

When terminated employees need a refund, we recommend that the employee be set back
to active status (‘A’) and issued a manual check for the refund.

Another avenue would be to issue an A/P check and then to add an earnings history record

to correct the W2. When refunding a deduction, this requires entering a negative claim for
the vendor and a positive claim for the employee.

116



Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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Tools

* Payroll
— Gross Data Export / Import
— Deduction Export / Import
— Payroll/Deduction/CPI Export / Import (Partial)
— Mass Update
— Earnings History Export

— Earnings History Gross Pay Export
— New Hire Export / Import
— Employee Leave & Sub Pay Export / Import
— Employee Direct Deposit Accts Export

— Payroll Trial Register Export

- &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”
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Payroll Export and 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

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Payroll Export and Import

m PCG Dist=8991 Rel=21.03.00 10/14/2021 DOD 007 SV CASQLSYS CASECOND YELLOW - (m] x
Payroll System PAYMBB13
FHey Special Functions Menu

1_| -- DisplayjUpdate Pay Schedules
2 | -- Print Invalid Budget Accounts in Payroll

_3 | -- TaxyWithholding/Control Menu
_ 4 | -- Maintain/Print State File Menu
5 | -- Reset Payroll Amounts Menu
B |-- Payroll Mass Update Menu
Delete Employee Menu
Payroll Exporifilmport Menu

o~

Jwsolv | | || p [ g s
Wnr§ MPAY VEND

orioR, | Horinok,

Fie

120



Payroll Gross Data Export / Import

[Z] PCGDist=2991 Rel=

User

| Matr | oo |

21.03.00 10/14/2021 DOD 007 SV CASQLSYS CASECOND
Payroll System
FHey Payroll Export/Import Menu
1_| -- Payroll Gross Data Export
2 | -- Payroll Gross Data Import
3 | -- Payroll Deduction Export
4 | -- Payroll Deduction Import
5 | -- Export Sel d Payroll / Deduction | CPI Infi
6 | -- Import Sel d Payroll Infi ion or CPl Assig Data
7 | -- Earnings History Export
8 | -- Earnings History Gross Pay Distribution Export
3 | -- Import New Employees - Batch Mode
10 | - - Export New Hire File for Georgia Directory of New Hires

YELLOW - m] x
PAYHOO16

| | | 17.92.088

Georgia Depariment of Education

A WVUVUE T T

]
Q’m«- EIEEIA ]
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Payroll Gross Data Export / Import

e Use the Payroll Export function to set up a
spreadsheet in the correct format

» Use the filter to select the desired group of
employees

— For example, to change the salary account for all
active employees in a specific location

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Payroll Gross Data Export / Import

m PCG Dist=8991 Rel=21.03.00 10/14/2021 DODO0O7 SV CASQLSYS CASECOND YELLOW
Payroll Gross Data Export

Create Gross Data Export File to Load in Excel

o X
PAYPE2508

F10 | to set selection criteria Filter set: TRS,Status % Employee fllter IS Set |

Export only employees with NO current gross data lines in order to §
import template? * Mo
© Yes

Select at Least One Pay Type to Export:

New employees: Option to
export employees who have
NO current gross data lines

& SALARY _ TYPE A _ TYPE ¥ o TN
_  HOURLY _ TYPE B _ TYPE Q
ﬂ7 DAILY _ TYPE X _ TYPE P
Which salary types to
export?

Enter = continue or  F16 = exit

S I I 5 o I

oge®m [ [ [ 1 T [ T |

21.83.0808
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Payroll Gross Data Export / Import

A spreadsheet is created in the correct format needed
for the import

A B | G | D | E | F | G | H | | | I | K | IE | M | M |
1 |TYPE !EMPNO LNAME FNAME SEQ GRTYPE | PAYTYPE PAYREAS PERENDD PAYRATE REGHRS OVTHRS REGGR OVTGR
z2 G 86779 BESBE MAEIMIN 15 20 0 0 0 0 0 98443 0
3 G 86784 CA3DWELI AR3N 1s 10 0 o o o 0 2853.23 o
4 |G 86784 CASDWELl AR3N 25 11 0 0 0 0 0 159.15 0
5|6 86301 GI3 RE3DA 1s 10 0 0 0 0 0 2710.57 0
6 |G 86801 GI3 RE3DA 25 10 0 0 0 0 0 142.66 0
7.6 86801 GI3 RE3DA 35 11 0 0 0 0 0 151.2 0
8 G 86801 GI3 RE3DA 45 11 0 o o o o 7.96 o
9 |G 86813 LY7 RUTIN 1s 10 0 0 0 0 0 3246.69 o
10 G 86813 LY7 RU7IN 25 11 0 0 0 0 0 169.15 0
116 86821 STBANGE TISDA 15 10 0 0 0 0 0 2853.23 0
12 |6 86821 STBANGE TISDA 25 11 0 0 0 0 0 159,15 0

- >
EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education
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Payroll Gross Data Export / Import

» Best Practice: Before importing payroll data
back into the system:

— Use Gross Data Export to export all gross data to a
“backup spreadsheet”

— If you have any unexpected results after importing
gross data, you can always restore this backup

copy

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Payroll Gross Data Export / Import

* Make the desired changes to the spreadsheet
data

e Save the spreadsheet and exit Excel

—The system will need the spreadsheet free
to sort the rows in order by employee
number

* Get everyone out of payroll prior to importing
gross data

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

..............................
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Payroll Gross Data Export / Import

PCG Dist=8991 Rel=21.03.00 10/14/2021 DODO0O7 SV CASQLSYS CASECOND YELLOW - [m] x
Payroll Gross Data Import PAYPI251

Identify Gross Data Import File from Excel
Replace - To Replace All Current Entries

Add - To Add Salary, Hourly or Daily Entries
Substitute - To Add Entries for Substitutes

]

R Input the GROSS DAT Type for Import
R =
=

Enter the Import file Path and Name (e.g. C:\GROSSDATA\GROSSDAT.CSU)
or F18 to Browse for File

C:\GROSSDATYGROSSDAT.CSU

R = Replace ALL current gross data lines for the employee in the spreadsheet
A = Add gross data lines to employees’ current pay
S = Works like ‘R’ but edits payroll class code to make sure it is a substitute class

- Enter = continue or F16 = Exit

~{r I o i@i e 200200

e ) o
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Payroll Gross Data Export / Import

* Sequence Number: Gross data sequence line
number. (Optional, may be zero.)

* PCGenesis automatically generates the Sequence
Number when a sequence number is not entered

* When the R option is selected and S (Salary) lines
are present, PCGenesis loads the following data
fields for the Sequence Number 01:

— Cycle Gross, State Salary, Local Salary, Other
Salary, Total Contract Amount, and TRS Service
Indicator

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

Georgia Department of Education
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Payroll/Deduction/CPI Export/Import

FKey

IRl PCGDist=8991 Rel=21.03.00 10/14/2021 DOD 007 SV CASQLSYS CASECOND

Payroll System

Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

YELLOW

Export Selected Payroll } Deduction / CPI Information
Import Selected Payroll Information or CPI Assignment Data

Ele Bk kb Bl BE

e

Earnings History Export
Earnings History Gross Pay Distribution Export

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

Georgia Depariment of Education

) [
= e AR I

DOE Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

[m] X
PAYHBE16

129



Payroll/Deduction/CPI Export/I

Respond to Benefit Provider Request for Information
F2,F13, F8, F5

mport

‘m PCG Dist=8991 Rel=21.03.00 10/13/2021 DODO04 SV CASQOLSYS CASECOND YELLOW =

rt Selected Payroll / Deduction / CPI Information

Set ‘Export File Type’ to
‘I’ to ]mport data back |nto Export File Type: I | Export File For Report

E = Export File for Report

PCG 1 = Create File to Modify

“Fit" to set selection criteria Filter set: Class,Status

Export sort order: * Employee Number
" Employee 55N
" Employee Hame [Lname Fname)
Amount Format: @ Include Decimal ($10.00 = 10.00)
" No Decimal [$10.00 = 1000)
3SH Format: * Alpha - 999-88-7777
" Numeric - 399887777
Date Format: * MM/DD/CCYY
" CCYYMMDD
PAY Item{s) Selected: ] F4 to select PAY Items
CPI Item(s) Selected: a F5 to select CPI Items
Deduction(s) Selected: ] F6 to select Deductions

Ho Items Selected

Y F4 | F5 | F6 T
e

Enter=Create File, Fi4=Select PAY Items, F5=Select CPI Items, F6=Select Deductions, F16=Exit

[m] X
PAY17EXT

& Import

21.83.088

List of Name Address For Principal

How Many Minorities?
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Payroll/Deduction/CPI Export/Import

Set the Filter

[l PCGDist=8991 Rel=21.03.00 10/13/2021 DOD D02 SV CASQLSYS CASECOND YELLOW = ] X

Export Selected Payroll / Deduction / CPI Information PAYFIND
Set Employee Selection Filter

Filter set: Status
Status: A _ _ Pension: _ Contract mo: __ Certified (C or H): _ 13 month (Y or N): _

Class Code: _
Work Location:
Job Code:

CS1 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
may have invalid entries.

Filter conditions set
™ 0 2 O 0 2 T a2 1 O (| 22.81.08
DM | [ [ | Help
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Payroll/Deduction/CPI Export/Import

Select Payroll/Personnel Fields

E PCG Dist=8991 Rel=21.03.00 10/13/2021 DOD 004 5V CASQLSYS CASECOND YELLOW - [m] X
PAYA7EXT
Export Selected Payroll / Peduction / CPI Information
Select Payroll/Personnel Fields
Enter 'X" for the item to be reported Select only one item
LAST HAME _ PAY LOC CONTHO BIRTH DATE
FIRST HAME _ WORK LOC ANNUAL WORK DAYS _ HIRE DATE
HIDDLE HAME _ SECTION 125 CONTRACT GROSS REHIRE DATE
HAME SUFFIX CLASS CONTRACT BIWEEKLY DATE OF DEATH
STREET JOBCLASS STATE AHHUAL TERH DATE
STREET2 CPI JOB LOCAL ANHUAL TERH REASON
CITY CERT TYPE OTHER ANHUUAL PENSION ELIG DATE _
STATE PAY SCHEDULE # FICA SW GHI THD
21pP PAY CYCLE FEDERAL W/H INFOD DOE PAID ERCON FLAG
TELEPHONE PENSION CODE STATE W/H INFO CPI INCLUDE
PAYROLL STATUS RETIRE sSW GHI THFORMATION ENABLE DDP SW
SEX TRS SERVICE IND
ETHNIC _ TRS SERVICE LOCK
HARITAL “HO PENSION® CODE _
EED-5 JDB CODE _ SPOUSE SSH
HOURS PER WEEK _ PRIOR YEAR CONTHO
HOURS PER DAY _ SUBSTITUTE RANK _
LEAUE _REASOH HMAX OUERRIDE ACCRU 1
T T Select only one item at a
CELL PHOHE _ EMERGENCY DATA _ 1 1 1
EMPLOYEE E-MAIL _ BUDGET PAY CATEGORY _ tlme When |mp0rt|ng data
SICK BAMK INDICATOR CONTACT DATA _ H H
TR e S back into PCGenesis
F7-Return, F16=Exit
" I I 75 S O % 022 | 210380
< I I I I
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Payroll/Deduction/CPI Export/Import

Select CPI Fields

IRl PCGDist=8991 Rel=21.03.00 10/13/2021 DOD0D4 SV CASQLSYS CASECOND YELLOW - [m] X
PAYA7EXT

Export Selected Payroll / Peduction / CPI Information

Select CPI Fields

Enter 'X" for the item to be reported Select only one item
CERT PAY STEP ASSTGNMENT 1 DATA X
EWPL BASIS CERT ASSIGNMENT 2 DATA X
AHNUAL CONTR DAYS ASSIGNMENT 3 DATA X
ADUANCE TNHIBIT ASSIGNMENT & DATA X HOWGVGF, select all 15
CERT YEARS EXP ASSIGNMENT 5 DATA X .
NATIONAL CERT ASSIENMENT 6 DATA X assignments when
HIGHEST CERT LEUEL ASSIGNMENT 7 DATA X = = .
LEUEL EFF DATE ASSIGNHENT 8 DATA X importing data back into
EMPL BASIS CLASS ASSIGNMENT 9 DATA X =
ANHUAL WORK DAYS ASSIGNMENT 18 DATA X PCGenesis
LOCAL YEARS EXP _ ASSIGNMENT 11 DATA X
ANHUAL CLASS SAL ASSIGNMENT 12 DATA X
CERT 1D ASSIGNMENT 13 DATA X
CASE OPEN SW ASSTGNMENT 14 DATA X
LONG TERH SUB ASSTGENMENT 15 DATA X
STRIDE 1D _

CPI Employees Only? & |
" Only employees with "Include on CPI* = "¥*
£ ol with Include on CPL = " _with or withput existing CP1 data

|n11 15 assignments must be selected for Export File Tupe = I|

F7-Return, F16=Exit

(/Msvj Y J| J| F?Jl T I o Ly 21.03.00
[

oo | [ ||
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Payroll

/Deduction/CPI Export/Import

Formuia sar,
=

PN &
Q‘EOE Richard Woo

Georgia Depariment of Education

A | B | c D E | | H i J k| L LM
1 |Empno SSN Name Chk Dt |LOC LOC Desc ‘Work LOC Work LOCDesc Class Class Desc JobClass JobClass Desc ContMo
2 | 86753 999086753 ROGENTHAL BAGTON 201 Location 000201 201 Location 000201 15 LUNCHROOM WORKERS 35 LUNCHROOM WORKERS 10
3 | 86757 999086757 BAJLEY KI2STIE 6793 Location 006793 6793 Location 006733 3 SUBSTITUTE TEACHERS 16 SUBSTITUTE TEACHERS 0
4 | 86759 999086759 CHBSTER JEBROD 6793 Location 006793 6793 Location 006793 35 STUDENT INTERN 59 STUDENT INTERN 0
5 | 86760 399086760 CO7TRELL LA7L 6793 Location 006793 6793 Location 006793 35 STUDENT INTERN 59 STUDENT INTERN 0
& | 26770 999086770 DO9BS LASNE 6793 Location 006793 6793 Location 006793 21 SUBSTITUTE CUSTODIAN 54 SUBSTITUTE CUSTODIAN 0
7 | 86773 999086773 ALGEY LYSNA 6793 Location 006793 6793 Location 006793 3 SUBSTITUTE TEACHERS 16 SUBSTITUTE TEACHERS 0
8 | 86776 999086776 PA3NELL MA3SIE 6790 Location 006790 8010 Location 008010 32 TECHNOLOGY INTERN 59 STUDENT INTERN 0
9 | 86778 999086778 AGYILERA MAIG 1 Location 000001 8012 Location 008012 34 Transportation Inter 59 STUDENT INTERN 0
10| 86779 999086779 BESBE MASIMINA 195 Location 000185 195 Location 000195 2 TEACHER AIDES 13 TEACHER AIDE1-3 10
11| 86784 939086784 CA3DWELL AR3N 195 Location 000195 195 Location 000195 1 CLASSROOM TEACHERS 2 TEACHER 1-3 10
12| 86792 399086792 CO3TS NO3UKO 6793 Location 006793 6793 Location 006793 3 SUBSTITUTE TEACHERS 16 SUBSTITUTE TEACHERS 0
13| 86801 999086801 GI3 RE3DA 201 Location 000201 201 Location 000201 1 CLASSROOM TEACHERS 3 TEACHER 4-8 10
14| 86306 999086306 ESGOBEDO SEGAIDA 6793 Location 006793 6793 Location 006793 3 SUBSTITUTE TEACHERS 16 SUBSTITUTE TEACHERS 0
15| 86813 399086814 LY7 RU7IN 100 Location 000100 100 Location 000100 1 CLASSROOM TEACHERS 3 TEACHER 4-8 10

The resulting spreadsheet

is formatted

to allow the

data to import back into

PCGenesis.

ds, Georgia’s School Superintendent
“Educating Georgia’s Future”
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Payroll/Deduction/CPI Export/Import

Select Deduction Fields

PCG Dist=8591 Rel=21.03.00 10/13/2021 DODODZ SV CASQLSYS CASECOND YELLOW = [m] X
PAVAZEXT

Export Selected Payroll / Deduction 7 CPI Information
Select Payroll Deduction Fields
Include deductions with zero dollar amounts? H (Y or H)

Enter %' for the deduction to be reported.

B88=FRINGE _ B1=EHP ANNUITY  _ 62=EMP ANNUITY  _ 83=FED W/H TAX  _
B84=GA IHCOME TAX _ @8=NONCERT HERIT _ B@9=CERT MERIT _ 18=UENDOR 8082488 _
11=UENDOR 008999 _ 12=1-UNDR 00068085 _ 13=1-UNDR 0886886 _ 14=I-UNDR 006485 _
15=UENDOR 684373 _ 1 ENDOR 688612 _ 1 ENDOR 888816 _ 3 OURT W/H gy
19=COURT W/H e 28=COURT W/H 5 21=COURT W/H e 22=UENDOR 080685 _
23-CUNION 001081 _ 24=COURT W/H e 25=UENDOR 883782 _ 26=COURT W/H o
27=I-UNDR 683782 _ 28=COURT u/H - 2 OURT W/H = 30=COURT W/H -
31=UENDOR 888118 _ 32=COURT W/H e 33=UENDOR 886486 _ 34=UENDOR 886486 _
35=UENDOR 004894 _ 36=UENDDR 0086312 X 37=COURT W/H = 38=COURT W/H

39=COURT W/H 883909 41=COURT W/H 42-BOARD MEMBER

43=COURT W/H e 8A5945 _ 45=1-UNDR 885945 _ 46=I-UNDR 885945 _
47=I-UNDR 0085946 _ ae5947 _ 49=UENDOR 085948 _ 50=UENDOR 0085949 _
51=UENDOR 685949 _ ap5949 _ 53=UENDOR 885949 _ 54=I-UNDR 686118 _
55=I-UNDR 886118 _ ans95e _ 5 ENDOR 885951 _ S8=UENDOR 885856 _
59=COURT W/H & 885995 _ 61=UENDOR 084726 _ 62=UENDOR 0086876 _
63=I-UNDR 686877 _ 64=UENDDR 886119 _ 65=COURT W/H oy 66=UENDOR 004373 _
67=UENDOR 884373 _ 68=UENDDR 884373 _ 69=UENDOR 884373 _ 78=COURT W/H

71=I-UHNDR 006487 _

Select up to 28 deduction codes to report.

F7=Return to Select Fields, Fi12=Deselect All, F1 %it Ho Deductions Selected
G D =7 5 sz = 2 | 21.03.00

ool qml ||
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Earnings History Exports

m PCG Dist=8391 Rel=21.03.00 10/14/2021 DOD 007 SV CASQLSYS CASECOND YELLOW - o X
Payroll System PAYHOB16

Payroll Export/Import Henu

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

-- Payroll Deduction Export
-- Payroll Deduction Import

Export Selected Payroll } Deduction / CPI Information
-- Import Selected Payroll Information or CPl Assignment Data

-- Eamnings History Export
-- Eamings History Gross Pay Distribution Export

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

e [EF] b ol b 12

e I I Y 179208

(,m«img e ) N ) e e e e

Georgia Department of Education
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Earnings History Exports

* These exports can provide a wealth of
information

—Who had manual checks during the year?

—Who was paid out of a certain salary
account?

—Who had pension ‘Z’ type adjustments

* You can query for any data that appears on an
Earnings History employee screen!

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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Earnings History Exports

Earnings Record for: 87781 - AD2ER, TA2

** Issued Check =x 999-88-7781 Loc 8188 Cla
Federal: Mar Stat H Exemptions 2 W/H Code
State: Mar Stat B Allow H[1] D[64] W/H Code

Chk Dt B7/38/2821 Chk Bank BHB1 Chk Ho
Trans Dt 06/00/8008 AEIC Ind AEIC Paymt
Reg Hr Out Hr HI Gr

Amt___ 4694 .67  Out Amt HI_Amt

IRl PCGDist=8991 Rel=21.03.00 10/14/2021 DODOO7 SV CASQLSYS CASECOND

Qtr 21-3 Pay Prd B7 EARNINGS
ss 81 Cert C Instruc I Type F Pen 2 TRS
a Fed Amount/%
a State Amount/%

YELLOW - [m] X

FICA ¥ Fed ¥
Cont Mo 18 State ¥

273078 Pay Sched 12 Chk Type C GHI ¥

Retr suc credit @
L4303.45 0ASDI Gr 4383 .45
62._48 DASDI_Amt 266.82 Contract

SEC 125 ¥
GHI OPT/TIER BG6/%4

CCT @861 22 168 1651 1660 11600 166 1
CCT @862 22 188 1653 1666 11686 1686 1
168 1638 2160 19188 168 1

LTyp PTyp Tot Gross FICA Gr FICA Ant Pens Gr Pens Ant GHI Gr GHI Dist Reas Period End
a1 £ 0818 Lou7 .58 2710.27 283.84 Loy7 .58 242 85 1.08080 L 7/30/2021
@62 s 6611 230.42 211.21 16.16 238.42 13.83 91 7738/2021
83 3 8312 ¥16.67 381.97 29.22 1667 25.88, 21 7/38/2821
004
805

Totals L5604 .67 4383 .45 320.22 L4694 67 281.68 B
Fnd F Prgm Fnct Objct Fcty B Addt*1 Bank DD Accoun

#as 111111 111 Earnings History Gross
Pay Distribution Export

d‘DOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Ded B3 N Ded 84 H Ded 89 H Ded 14 H Ded 17 N Ded 48 H Ded 49 H Ded 67 H Ded 69 H Ded 71 H
281,44 Lt 4 26461 107.24 14.58 18.87 12.58 12 1488 58

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945,88 Pension 938.82 Hedicare 62.48  DASDI 266.81

Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

*xx Gross Pay 4604 .67 =xx Deductions 1398.10 xxx Net Pay 3296.57 === NON TAX 391.22

A | [ ] 21.83.00

e8] 50 | [Hew| 1 1
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Earnings History Exports

E PCG Dist=8991 Rel=21.03.00 10/14/2021 DOD 007 5V CASQLSYS CASECOND YELLOW - [m] X
Earnings Record for: 87781 - AD2ER, TA2 Qtr 21-3 Pay Prd B7 EARNINGS
** [ssued Check ** 999-88-7781 Loc 9188 Class 81 Cert C Instruc I Type F Pen 2 TRS
Federal: Mar Stat K Exemptions 2 W/H Code 0 Fed Amount/% FICA Y Fed ¥
State: Mar Stat B Allow HM[1] D[64] W/H Code B State Amount/% Cont Mo 18 State ¥
Chk Dt B7/38/2821 Chk Bank BHB1 Chk Ho 273878 Pay Sched 12 Chk Type C GHI ¥
Trans Dt 06/00/8008 AEIC 1 AEIC Paymt Retr suc credit @ SEC 125 ¥
Reg Hr = HI Gr L4303.45 0ASDI Gr 4383 .45 GHI OPT/TIER B&/94
Reg_Amt 16 mt HI_Amt 62._48 DASDI_Amt 266.82 Contract
- ICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
. g 710.27 283.84 Loy7 .58 242 85 1.08080 L 7/30/2021
Earnlng HStOI’y EXpOl’t 241.21 16.16 230._42 13.83 o1 7/30/2021
. = s 5] 2 381.97 29.22 1667 25.88 21 7/38/2821
is everything else
Totals L5094 . 67 4383 .45 320.22 L4694 67 281.68 1.86888

Fnd F Prgm Fnct Objct Fcty B Addt*1 Bank DD Account Het Pay Annuities
CCT @61 22 160 1651 1060 11606 460 1 # 43 11 1141 111518 3296.57 Ded 1 Co
CCT @882 22 184 16853 1068 116866 188 1 Ded 2 Co

168 1638 2160 19188 168 1

Ded B3 N Ded 84 H Ded 89 H Ded 14 H Ded 17 N Ded 48 H Ded 49 H Ded 67 H Ded 69 H Ded 71 H
281,44 Lt 4 26461 107.24 14.58 18.87 12.58 12 1488 .58
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

Employer paid deductions: GHI 945,88 Pension 938.82 Hedicare 62.48  DASDI 266.81
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

*xx Gross Pay 4604 .67 =xx Deductions 1398.10 xxx Net Pay 3296.57 === NON TAX 391.22

A
e8] BR,

d‘DOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

(= I i | [ =y 21.03.00
I A B 23 |

Georgia Depariment of Education
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Earnings History Exports

e Experiment!!!!

—You aren’t updating any data; you are
only creating export files

140



Earnings History Exports

[E] PCGDist=8991 Rel=2103.00 10/14/2021 DODOOT SV CASGLSYS CASECOND YELLOW -

Earnings History Export

to set selection criteria Filter set: TRS,Status

Enter period to be extracted: 1/81/2821 thru 12/31/20821

Select at least one pay type to export:
& Issued checks % nAdjustments
X Uoided checks _  W-2 adjustments

Mon-taxable 3rd party sick
Taxable 3rd party sick

Export sort order: & Employee Number
" Employee SSN
" Employee Name (Lname Fname]
Amount format: @ Include Decimal ($10.00 = 10.00)
© Mo Decimal ($10.00 = 1000)
SSH format: @ Alpha - 999-88-7777
© Humeric - 999887777
Date format: % MM/DD/CCYY
© CCYYMMDD
History Item(s) Selected: a F4 to select HISTORY items
Deduction{s) Selected: a F6 to select deductions

Ho Items Selected
Enter=Create File, Fu=Select HISTORY Items, F6=Select Deductions, F16=Exit

e | ||| [es|e | | [eWeifez] | | |
57, = [ L[ [ e e e [ | B

Georgia Department of Educat

(m] X
PAYPES 0

21.83.08
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Earnings History Exports

Set the Filter

E PCG Dist=8991 Rel=21.03.00 10/14/2021 DODOQO7 SV CASQLSYS CASECOND YELLOW
Export Earnings History Data
Set Employee Selection Filter

Filter set: TRS,Status
Status: A _ _ Pension: 2 Contract mo: Certified (C or H): _

Class Code:
Work Location:
Job Code:

€51 Job:

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

- [m] X
PAYFIND

13 month (¥ or H): _

22.81.90
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Earnings History Exports

E PCG Dist=8991 Rel=21.03.00 10/14/2021 DOD 007 SV CASQLSYS CASECOND YELLOW - (m] X
Earnings History Export PAYPES 08
Select Fields
Enter X' for the item to be reported F11=Select All, F12=Deselect All
Check date X Reqgular hours _ Certified/Non-cert _ Annuity ded 1 _
Transaction date ¥ Regular gross _ Instruction flag _ Annuity company 1 _
Fay class & Ouertime hours _ Full time/Part time _ Annuity ded 2 _
Check type X Ouertime gross _ TRS service ind _ Annuity company 2 _
Check bank X Contract amount _ DD bank 1 Annuity ded 3 _
Check number X Total gross _ DD account 1 _ Annuity company 3 _
Number of pays _ Tot pension gross X DD net 1 _ Annuity ded 4 _
FICA switch _ Tot pension amount ¥ DD bank 2 _ Annuity company & _
Federal switch _ Tot GHI gross _ DD account 2 _ Annuity ded 5 _
State switch _ Total FICA gross _ DD net 2 _ Annuity company 5 _
GHI switch _ Total FICA amount _ DD bank 3 _ Birth date _
AEIC switch _ Total HI gross _ DD account 3 _ Hire date _
Pension code X Total HI amount _ DD net 3 _ Rehire date _
Federal W/H info Total DASDI gross _ DD bank &4 _ Term date _
State W/H info _ Total 0ASDI amount _ DD account &4 Sex code _
Pay location _ Total AEIC payment _ DD net &4 _ Harital status _
Work location _ Tot imputed income _ P> bank 5 _
Tot non-taxable amt _ DD account 5 _
Total net _ DD net 5 _
Employer pension X Employer DASDI _
Employer GHI _ Employer Hedicare _
Section 125 flag _ Contract Mo _
GHI Optien _
GHI Tier _
F7-Return, F11=Select All, F12=Deselect All, F16=Exit
s | F4 i | k7 |WwX[mi[m2] | | | 21.83.98
& |
QVUE

> 5
“Educating Georgia’s Future”

Georgia Depariment of Education
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Earnings History Exports

[A PCGDist=8991 Rel=21.03.00 10/14/2021 DODO0OT SV CASQLSYS CASECOND

Earnings History Export
Select History Deductions

Include deductions with zero dollar amounts? N

Enter '§' for the deduction to be reported.

B8=FRINGE
B84=GA IHCOME TAX

11=UENDOR 0088999 _
15=UENDOR 684373 _

19=COURT W/H
23=CUNION 081081
27=I-UNDR 083782

J1=UENDOR 888118 _
35=UENDOR 004894 _

39=COURT W/H
43=COURT W/H

47=I-UNDR 0085946 _
51=UENDOR 685949 _
55=I-UHNDR 0088118 _

59=COURT W/H
63=I-UNDR 086877

67=UENDOR 884373 _
71=I-UHDR 006487 _

B1=EHP ANNUITY
o
12=1-UNDR 08006885
16=UENDDR 888612 _
28=COURT W/H
24=COURT W/H
Z8=COURT U/H
32=COURT W/H
36=UENDDR 886312 _
48=UENDDR 883989 _
885945 _
885947 _
ap5949 _
085958 _
085995 _
64=UENDDR 886119

68=UENDDR 884373 _

OHCERT HERIT

[

Select up to 28 deduction codes to report.

F7=Return to Select Fields,

EN'V'

| Fa

F12=Deselect All,
| rs | F7 | |

(Y or H)

62=EMP ANNUITY
B89=CERT MERIT
13=1-UNDR 080086

YELLOW -

(23]

17=UENDOR 886616 _

2 OURT W/H

25-UENDOR 083702 _

29=COURT W/H

33=UENDOR 086486 _

3 OURT W/H

41=COURT W/H
085945
085948 _

53=UENDOR 885949 _
57=UENDOR 685951 _
ENDOR 084726 _

[}
65=COURT W/H

69=UENDOR 084373 _

B83=FED W/H TAX
1

o X
PAYPES @O

ENDOR BU2488 _

14=I-UNDR 0086485 _

18=COURT W/H
2
26=COURT W/H
308=COURT W/H

ENDOR 088065 _

34=UENDOR 006486 _

B38=COURT W/H

42=BOARD MEMBER
065955
005959
a8pi18 _

58=UENDOR 085856
086876
66=UENDOR 684373
70=COURT W/H

F16=Exit Ho Deductions Selected

R

| X F11 | Faz |
|

Georgia Department of Educat

21.683.0808
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New Hire Import / Export

m PCG Dist=8991 Rel=21.03.00 10/15/2021 DOD 005 SV CASQLSYS CASECOND YELLOW - (m] x
Payroll System PAYMBB16

Payroll Export/Import Menu

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

= - Payroll Deduction Export
- - Payroll Deduction Import

Export Sel d Payroll { Deduction } CPI Inf
-- Import Selected Payroll Inf ion or CPl Assig Data

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

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

s b bl bk b

o] | | | | | | ||

(,m« AR I

Georgia Department of Education
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New Hire Import / Export

[l PG Dist=8991 Rel=21.03.00 10/15/2021 DOD 005 SV CASGLSYS CASECOND YELLOW - o X

Enter To Continue F16 to Exit

| tmsvl

PAYPP150
Import New Employees

iles. One Emplopee Per File! |
T One File. Multiple Employees

Import File Type?

| | | 19.03.01

]
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New Hire Impo

rt / Expor

A 5 c o 3 F 5 H 4 K L r H
PCGenesis New Employee Form v 7.00 _|
One employee per: file TR e
4 Al dates must be in MM/OD/CCYY format.
6 Bl Emploves number] Activelinactive [ EE Class cade|
7 _|E2 Pay location| Work lacation Job code| CS1Job [from CPI)|
8 |E3 ank Hours per day) Substiute Fank
9
n
Nt Mame:  First - Middle - Last[ | [ |
FRLH Mame: Prefix - Suffis| | |
©
CRE Addr Line1
A2 Add: Line 2 County Cods|
% A3 Addr. City - St - Zip Phone| |
woAd Add: Email CellPhane| ]
1] Diaits anly, Na darhs
L]
20 ie
2 n Hire date ] Biith date[ ] Gendei ]| Mantalstaws____]
22 ) ) ) CrE)
23
2 Hispanic Amindian_Black _White _ Asian_Hanailan PR
s RSN o T s B s s o S
26 | ) e e S R T S rart)
27
28 Pensian Fields
23 P Pensionswich | Penseligbledate | Pensioncode[ | Seniceindicatr |
a0 wm ) (oot oHPERS {0-curotsiriins
3 2T dHeuths Tebsorsics]
32 |P2 5-Newpsins 3 HoPensioncode |
ks Ta Fields
3 Switch  Markal Addirional
35 |T1 FICA: Status 'wiH code Withholding Amount!Percent
3 T2 Federal: ] Enemptians 2020%-47)
ar |13 Seate: [ | | | | Marital allow Dependent allow
38 CarHarM) (Fes
29 | (Seare AEC,
10 BEA)
4 (T Federal 2020 WTwojobs?[ | Deperdamount[ | Otherincome[ |  Deductamount[ |
42
43 Salary Fields
44 |S1 State salary] Cycle gross] Cyclecode[ |,
- a5 52 = .10, 23
[ SeFlltou 3
Rich State Health Frelds
APDOER & GHlsligible7] (rer GHl Tt day worked] Deduiction cade|
T e e 43 |H2 Paticipate?| (rerr) ‘ousrags Start Date| iption| = |
50 |H3 Hors per week ) B Transfer o1-0 Fonsror
5 HebasaBOE ansfor
52 PR
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New Hire Import / Export

Multiple employees per file

T S L S H pe | A | e | oan | oA | om | o AL | au | AN | A0 | AP | Aa | AR | AS | AT
+|n  PCG New Hire Multiple Import
2
3 NOTE: Gommas may not be entered into any input field.
7l
5| All Dates must be in MWDD/CCYY format
6
i P e P e e e e P I 20 B T - N A R N 72 N T
G Must Select at least one Pension Fields Fede:
— s e max20 |y Toum [ ovm [ v [ v [ v 2-TRS 1201 Suc 1ok | 252010 i smm| 012
9 o Characters | Characters | Characters s I e 3
M Tar T
w |llna Empno | Ststus | SN | FustName | Middie Name | LostName |  A™ | Black | white | Asian | Pacific | Pension 5w | Eligile Date|  Code Senics [N Pension] pica [ e
e q
2lc 2
e 4
ulc 4
sle 9

- FN
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education
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Export New Hire File for Georgia

Directory of New Hires

* Federal and State law requires employers to report
newly hired and re-hired employees in Georgia to the
Georgia New Hire Reporting Program

* PCGenesis exports new hire information from payroll
into a file that meets Georgia New Hire layout
specifications

* Employers and/or labor organizations doing business in
the State of Georgia must report the following
employees:

* New Employees

* Re-Hires or Re-Called Employees

.* Temporary Employees

(70 HOIE Fiohert Wory Soprle Sctocl Syprvonda

................................
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Export New Hire File for Georgia
Directory of New Hires

m PCG Dist=8991 Rel=21.03.00 10/15/2021 DOD 005 SV CASQLSYS CASECOND YELLOW - [m] X
PAYPEG BB
Create Mew Hire Export File for Georgia Directory of New Hires
‘X' to Select Transmission Type
s - Transmit A1l Entries Not Previously Transmitted
X - ReTransmit All Entries From this Date 87912821 _
= Enter=Continue or  F16=Exit
enren
~= | I D O D OO O |~ 21200
oo 7 N N OO A OO A A

150



Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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Overpayment

* Active Employee
— Adjust next paycheck
— Use a special gross type
— Enter a negative amount

%
Richard Woods, Georgia’s School Superintendent
CGabor o5 Georgis Schao u

jucating Georgia’s Futu

Overpayments happen! If the employee is still active and will receive another
check/direct deposit:

* The easiest solution is to collect the overpayment from the employee’s next check.

* Use a special gross line or lines to reduce the employee’s normal pay in the next payroll
run. This is better than modifying the employees normal gross data salary lines because
the correction will automatically clear the next month.
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Status Active Update/Display Gross Data

Cert level T6 State yrs 38 Pay step L6 Local yrs 6

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime
Type Type Hrly/Daly Regular Overtime Gross Gross
81. 5 A818 2668.17

7 2

o

261.61-
Addt’'l Pens Gross Pens
ACCT 81

EmpNo 88464 AGYILERA, JOSUE Class
SSH 999-8B-8464 Loc 161 Location 886181

Overpayment

17 OTHER COORDINATORS
Job cd 117 OTHER COORDINATORS
6 Salary sched
Work sched ID __ Hrs/Day _3.838 Days/Week 8  Hrs/Meek _19.15 13714 pay ind
Ann work days _ @ Days worked YTD 0.8 This per _ 8.88 Days docked YTD

GHI % Pay Pay for
Dist Reas Peried End

B Salary Adjustment No Pension €——
ant  Cont:
It CONLYeL [ Daily/Hrlp wiFICA. No Pens/Tax

=l=ix|

PRYB7

4.6 This per _ 8.88

_lnix|

5 Rea n.and Taxes
D Reg Dailp w/Pension and Taxes
H Reg Hourly w/Pension and Taxes
A Daily/Hourly Adj Mo Pension

ACCT 82

78.2 |¥ Salary w/ FICA. Ho Pens/Taxes

ACCT 83

5.5 |8 Salary Adj w/Tax & Pension

ACCT @4

P Daily/Hourly Adj w/Tax & Pens

ACCT 05

Z Pension Adjustment Only

ACCT 06

TRS & ERS Pens Gross Adj

amt/% Contract amt _32068.67 Cycle gross
Pay sch. # 12 State salary _6534%: 8 Local salary
Pens code a Pens elig date Ant/%

Pens suitch E TRS service ind
Total gross cannot be negative

-

i = I P o MR T

2681.8
Total
2738.39
108.08
P Done | Cancel
|F$@{| 12.63.00

S| B 2| S
I - T |

| Per | Ded [ s [won [ v | ved [ Hein [ Adi [Fica| Gar |

- >
Q‘ROE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Use a special gross line or lines to reduce the employee’s normal pay in the next payroll
run. This is better than modifying the employees normal gross data salary lines because

the correction will automatically clear the next month.
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Overpayment
Paid a terminated employee

* If You Receive Prompt Repayment From
Ex-Employee
— Void the paycheck in PCG — do not cancel
— Deposit the repayment

— Do not record the receipt in PCGenesis (make a
note in cash journal and on bank statement—
returned overpayment check #nnnn voided)

— PCGenesis makes all necessary entries

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
Georgia Department of Education

Overpayments happen! One typical example is when you fail to stop paying someone

who has left your school district.

If you receive prompt repayment of the entire amount:

* Deposit the check in the bank and DO NOT record in PCGenesis. Make a copy in your
manual receipt book and note that it was entered to refund a check or direct deposit

which should not have been issued.

* In payroll, VOID the check or direct deposit (even though it really cleared) and make a
copy and note for your bank statement and note on the relevant registers and when you

reconcile.
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Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

- &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

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

Now we will discuss garnishments.
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Garnishments

e Create Garnishment Deduction

— Update/Display Description/Deduction/Annuity
Menu (F9)

— Maintain Deduction Records (F5)

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
epartmant of Education

Georgia

This section does not advise on the legal issues of which garnishment to withhold or how
much or how long.

It does cover instructions on how to apply a garnishment to an employee in PCGenesis.

Name Garnishment deductions generically. You only need 3 or 4 deductions for all
employees, based on the maximum number of garnishments withheld from any one
employee at one time. The vendor is assigned at the employee level.

You may wish to create a different vendor for each different employee’s payment. This
will make sure each employee’s payment is separated when you pay the vendor claims.
This is all that is necessary to completely separate the garnishments and is preferable to
creating a entirely different garnishment deductions for each garnishment. If two
employees are paying the same garnishment vendor, such as child support to the county
court, and you elect to use the same vendor number, each garnishment will be
generated as a separate claim, and if paid together, will be itemized on the check stub by
the employee number. Providing a copy of the deduction register page for that vendor
along with the check will provide the employee name.

156



Garnishments

Garnishment
deduction — do not

PCG Dist=8991 Rel=12.03.00 10/16/2012 DOD 001
PAYROLL DEDUCTION DATA ENTRY

=

Deduction code: 28 Sort: 28
Description: COURT W/H Percent: .0000A enter vendor
Shopt da DURT u/H Uendor:

number here

Deduction type: & Credit Union

Annuity (Tax Sheltered) 'C*
e

Imputed Income Garnishment
= Mon-Taxable Insurance
Fund: 199 Fiscal: _  Program: 9998 Expense/freceipt function: 0088

Balance #: _a7¢

Benefit plan code associated with deduction:
ffffffffffffffffff Employer Contribution Information --—————--———-—-———

Employer contribution indicator: § 8 = Hone
1 = Fized Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution
Employer Indicator '2° Process Types: S D H A B X Y 0 P
H H H H H H N H N
Contribution amount or %: Object: Balance:

*% Hodify Hode xx

(ENTER)-Hodify Record F1-Display Hode F28-Help Screen 12.63.00

- o
Q‘EOE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

Set up the garnishment deduction with Deduction Type of ‘G". You cannot enter a vendor
number here. The vendor number will be added on the employee screen.
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Garnishments

* Add Garnishment to employee
— Payroll Update Menu (F2)
— Update/Display Deduction Data (F3)
— Select employee
— Enter garnishment amount

ER ichard Woods, Georgia’s Scl hooISp intendent
“E

ducating Georgia’

To apply a garnishment to an employee, enter the court ordered garnishment amount in
one of the garnishment deduction fields. If more than one garnishment for the employee is
served and allowed, enter additional garnishments on the second and third garnishment
deduction codes.
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Garnishments
=ls1x|

Status Active Update/Display Deduction Data Screen 1 of 2 PRYB6
‘#' = Ded Not Taken, '*' = Ded Taken, '@' = Ded Not Taken, Insufficient Gross

Employee 88464 AGIILERA, JOJUE Class 17 Loc @161 BHI deduction code 88

SSN 900-P8-8464 Work-Loc 6161

€d Description Amount Emplr €d Description Amount Emplr (Y/N)
81 ANNUITY # 1 82 ANNUITY # 2

63 FED INCOME TAX 228.53 H N 84 UENDOR 6o00012 121.58 # N

88 NOT ELIGIBLE —-CLAS = 69 NOT ELIGIBLE —CERT =

18 UENDOR @00814 o 11 UENHDOR 002263 o

12 UEHDOR AB4858 i 13 UEHDOR BB2928 i

15 UEHDOR BOOA18 oz 16 UENDOR BB0A23 oz

17 UENDOR 600819 14.58 # N 18 (2 Goonoe.

19 UENDOR 880541 _ COURT W/H

21 UEHDOR BB8821 _ 22 ;O -

23 UEHDOR 004885 = 24 UENDOR 802920 =

25 UENDOR 008814 = 26 UENDOR 002208 =

27 UEHDOR 082599 " 28 UEHDOR POA86Y "

29 UENDOR PDOBGY a 30 UENDOR 0o10648 a

31 UENDOR 0029240 33 UENDOR 0029240 _

34 COURT u/H 1008.00 i} 35 UENDOR BO1383 -

36 UEHDOR 002928 _ 37 UEHDOR BO4764 =

38 UEHDOR BB3218 — 39 UEHDOR BBA814 —

40 VENDOR 002775 = 41 UEHDOR 004843 =

Credit Union POABPABEOABA0A Section 125 H

Ded Desc Ded Annuity Company Ann Type Enployee Contribution
ANNUITY # 1 £ m

ANNUITY # 2 £oe2
7 L3 T3 P = e a5 = | = i f = ) 2 220
o e | || Per [0ed [ Grs s | v | wed | Heln | Adj [ Fica| gar |

-
G%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

In this example, we are adding an amount to deduction 24 in the amount of $200.00.
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Garnishments

Enter the vendor for the employee
garnishment

— Update/Display Garnishment Vendor Data (F10)
— Enter vendor

ER ichard Woods, Georgia’s Scl hooISp intendent
“E

ducating Georgia’

Then select the employee garnishment screen and enter the vendor associated for each
garnishment. PCG does not monitor garnishments for completion. You must check each
garnished employee each payroll run.

160



Garnishments
B PCGDist=8991 Rel=12.03.00 10/16/2012 DOD 001 C:\DEVSYS C:ASECOND GREEN ;lglﬂl
Status Active Update/Display Garnishment Uendor Data
Employee: 88464 AGOILERA, JOOUE Set up the vendor for
Ded Code Description Uendor Humber Uendor Name the employee’s
e $><I second garnishment
TR UENDDR 000207
NOTE: = = pvailable for deletion - Garnishment{s) not in payroll.
7 P o ) ot o = | P ] ) [ [ 12.83. 00
@ Bl m] | [ [ er |ped [ Grs [wai| iy [ ved [1ein [ adi [Fica] s |

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

The vendor number is specified by employee. Therefore, deduction 20 (or deduction 34)
can be used by different employees and reflect payments to different vendors.

You may wish to create a different vendor for each different employee’s payment. This
will make sure each employee’s payment is separated when you pay the vendor claims.
This is all that is necessary to completely separate the garnishments and is preferable to
creating a entirely different garnishment deductions for each garnishment.

If two employees are paying the same garnishment vendor, such as child support to the
county court, and you elect to use the same vendor number, each garnishment will be
generated as a separate claim, and if paid together, will be itemized on the check stub
by the employee number. Providing a copy of the deduction register page for that
vendor along with the check will provide the employee name.
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Agenda

* Void/Add Menu

* Special / Bonus Payroll Run

* Manual/Void Check Run

* Getting FICA Right on a Manual Check
* Refunding Deductions

* Payroll Tools

* Overpayments

* Garnishments

* W2s

—_— &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

............................
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W2s
Make Life Easier!!
* Run the YTD Earnings Register at least once a

qguarter, but definitely run in the month of
November — find errors early!!!

* At calendar year end wait until W2s are
complete before:

—Closing December financials
—Setting up January payroll
—Sending the 4th quarter 941

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

If you have a check erroneously issued in a calendar year, it must be voided in the same
year in order to produce a correct W-2. If the check was issued in December, you need to
void in a manual void run dated December to produce a correct W-2.

Don’t set up your normal January payroll until as late as possible in January.
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W2s
Make Life Easier!!!

* Don’t do major clean up before/after:
— Calendar Year End
— Fiscal Year End
* Find and Correct Errors Regularly
— Run and check Earnings History
— Run and check CS1
— Run and check W2s

- &
(70 OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”
epartmant of Education

Georgia

If you have old uncleared checks to cancel and replace, do by EARLY December or EARLY
June, not January or July. Do try to clean up in the same fiscal year, but do timely. If you
have checks produced but not issued because the employee left and the check should not
have been run, void these in a Manual/Void run or in the next payroll run. Do not let them
collect for later. These skew the taxes paid and will cause W-2 problems if held into the
next calendar year.

* But, on the 941, you can routinely carry forward adjustments to the next quarter.

* Run the Employee Earnings History Summary by employee every payroll. It identifies
errors, particularly FICA payment errors from manual checks. Don’t wait until you are
trying to balance W-2s. If the employee has terminated, the problem will be more
difficult to correct. You don’t have to print it, you can look at it online and search for
errors.

* Run and check totals on the CS-1 and W-2’s at least quarterly. You don’t have to print
the entire reports, at least look at the totals and check for error messages. This will give
you an opportunity to correct errors due to adjustments or other circumstances on a
more timely basis.
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New last year.

coverage

W2s

* Code DD—Cost of employer-sponsored health

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

code DD.

—The amount reported with Code DD is not

taxable.

- FN
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.......

nnnnnnnnnnnnnnnnnnnnnn

165



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.”

ER ichard Woods, Georgia’s Scl hooISp intendent
“E

ducating Georgia’

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.

ER ichard Woods, Georgia’s Scl hnoISp intendent

“Educating Georgia’

Cost of employer-sponsored health coverage is required for calendar year 2012.
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B PCG Dist=8991 Rel=12.03.00 10/25/2012 DOD 001 =l=ix]
Add Earnings History Record ERRNADD
Earnings Record for: 89893 - AB4EY, LIALIAH Qtr 12-3 Pay Prd B9
*x U2 Adjustment =x 009-83-9893 Class B8 Cert N Instruc I Type F FICA ¥
Transaction date 89/61/2812
Box Item Adj Ant Label Description
12 P 5660. 09 P Excludable Howing Expense Reimbursement Pd te Empl
= IR a— _lnx|
= Box Item Description Label
12 4 Coverage Cost for Employer-Sponsored Health Plan DD -
12 5 Designated Roth Contributions to a Section 457[b) EE
12 A Uncollected Social Securnity or RRTA Tax on Tips A
= = 12 B Uncollected Medicare Tax on Tips B
Use Earnlngs H|St0ry 12 €  Taxable Cost of Group-Temm Life Ins Dver $50.000 c
. _— 12 D Elective Delerrals to a Section 401(k] cash D
W2 Adjustments to 12 E  Elective Deferrals Under a Sect 403(b] Salary Red E
= 12 F Elective Delerrals Under a Section 408{k)(6] Sal R F
get miscellaneous [ 12 G Elective Delerrals & Empl Coniibutions 457(b] [
b . h I 12 H Elective Delerrals to a Section 501(c](18)(D]) H
== 12 J Montaxable Sick Pay J
Items to pnnth t, e e 12 K 20% Excise Tax on Excess Golden Parachute Payments K
W_2 — 12 L b iated Employee Busil Expensze Reimb L =
= e 12 M Uncollected Soc Security on Tax Cost of Grp Life M
== o 12 N Uncollected Medicare Tax on Tax Cost of Group Life N
P Excludable Mo Expense Reimbuisement Pd to Empl [
12 1] Montaxable Combat Pay a
12 R Employer Contributions to an Archer M5A R
y 5 12 5 Emply Salary Reduction Contributions Sect 408[p) 5
Validations passed. Sa|12 T Adoption Benefits T ud
Done I Cancel
| 2]t B E | e e e e T T T T
B ) Y Y =75 Y [

- >
Q‘ROE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education

We have the ability to add W-2 Adjustments in Earnings History for employees. For

example, a W-2 adjustment is an easy way to get moving expenses on the W-2.

A W-2 adjustment will be added to the box and item selected on the drop down selection

box.
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W2s

B pCGDist=8991 Rel=13.03.00 10/30/2013 DODODL SV C:\DEVSYS C:\SECOND _ GREEN =l=ix]
Print ¥-2's and Create File W2ERT

Enter W-2 year to be selected: 2613

If applicable, enter deduction code{s) for the following categories:

Roth IRAs are normal post-
cBox 12, Tavel AR tax deductions which can
I fe T be printed on the W-2.

(Box 12, label ‘EE')

Dependent Care Assistance: _ {Box 18)
Roth IRAS to a 401{k):

Roth IRAs to a 483(b):

Roth IRAs to a 457(b):

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

Enter other health deductions for
Box 12, Label ‘DD’, not including
SHBP deduction codes B - oitinie, ri6 = Exit Progran 13.63.01

E Richard Woods, Georgia’s School Superintendent

“Educating Georgia’s Future”

Many districts have asked whether or not PCG supports Roth IRAs. The answer is ‘Yes'.
A Roth IRA is set up in PCGenesis as a normal post-tax deduction. Then, when you run W-

2s, you supply the system deduction numbers so that the system can report the YTD
deduction amount in the correct W-2 box as shown on the screen.
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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
MMREEF file and G-1003 file electronically.

e Follow the instructions at:
https://qaefile.dor.ga.qov

- &
(70 (OE Richard Woods, Georgia's School Superintendent
“Educating Georgia’s Future”

.............................
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B PCGDist=8991 Rel=13.03.00 1 I
i w2ssa
x % on W2 Electronic Hedia * %
ffffff Successful Completion —-——--
The data file that was created must now be sent to the Federal government.
Transmit the file created per instructions.
---------- FEeE T — PCGenesis now produces the
C:\SECOND\PAYSSA\WZREPORT — ] 1
C:\SECOND\PAYSSA\1883.C5U G 1003 flle reqUIred by the
< Georgia Department of Revenue
********** W2REPORT File Totals - =
Total Humber Of W2's For Medicare Only (HI Only) Employees = 54
Total Humber Of W2's For FICA (HI and DASDI) Employees = 308
********** G-1883 STATE INFORMATION --———----——-
Grand total GA state wages: 13,138,296.56
Grand total GA state tax: 597,117.92
ENTER or F16 to Exit, F17 to print the screen 12.04.00

G%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education
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W2s

Return G-1003 File Layout

Field Name Cell Description Type Example
TaxPeriodEnd A Period Ending Date Date (YYYY-MM-DD) 2010-12-31
Software Product used to generate the Alphanumeric
Softewareld B CSV File (enter zero if you don’t know it) 0
Software Version used to generate the Alphanumeric
SoftwareVersion © CSV File (enter zero if you don’t know it) 0
AmendedReturnindicator D Indicates if this is an amended Return Boolean (No =0 or Yes = 1) 0
TIN E FEI Number Alphanumeric (No dashes) 123456789
StateEIN F GA Withholding ID Alphanumeric (No dashes) 1234567AB
DueDate G EIREEE Date (YYYY-MM-DD) 2011-02-28
TaxYear H Tax Year Date (YYYY) 2010
True for Domestic employer with no GA
NoGATax | Tax Withheld Boolean (No =0 or Yes = 1) 0
NumberOfforms J Number of Forms Numeric 130
Currency
GATaxableWages K Georgia Taxable Wages (must show 2 places after decimal) 50.00
Currency
GATaxWithheld L Georgia Tax Withheld (must show 2 places after decimal) 50.00

- >
G%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education
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W2s

Return G-1003 CSV File
EE9- -8 1003.C5V - Microsoft Excel
Home Inset  Pagelayout  Formulas  Data  Review  View  Acobat  Team
= I T e P P [ e B o J A b
T2 e 1 -las ==E» == R L
| Paste B 7 U- = § - 9, s | %0 .00 Conditional Format G
= " g - s Formatting = as Table = Siyl
Clipboard & MNumber I Styles
E10 -
4] A& | 8 | e Pl E T f | & [unlly] K | L | ™

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

GA taxable wages and GA tax
withheld should match the
numbers on the final W2 screen

—_—
<7G'%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia b
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Questions?

G%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

Georgia Depariment of Education
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PCGenesis Documentation

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx

- &
QG%OE Richard Woods, Georgia’s School Superintendent
“Educating Georgia’s Future”

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

175



Thank you for attending!
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