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What happens in a payroll run?

« Setup Payroll

* Run payroll trial registers — very important to check reports
« Calculate payroll and update YTD — (F4)

* Print checks and direct deposits — Restore point

* Print final reqisters and create NACHA (F7 & F8)

* Print final payroll distribution (F12)

 Post to earnings history and budget files (F13 & F14) — Post
and closes out payroll (Restore point)
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While processing a current payroll. Corrections can be made with manual checks or voids from a
previous payroll run. Add a check or direct deposit.

» To add a check/direct deposit or void a check for a current
OPEN payroll.

» Use option F6 — Check/Direct Deposit Void/Add Menu
» Use option F9 — Manual Checks & Voids from Previous Pay.
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Payroll has been
set up.

F3-Payroll check &
direct
deposit menu

m PCGDist=0991 Rel=220300 11/04/2022 DOEO0T  KASYSTEM  KASECOND
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Payroll Systen

Haster Henu

-~ Payrall Setup Menu
-~ Payroll Update Menu
-~ Payroll Check & Direct Deposit Menu

-~ Annual Reparts Menu
-~ Monthly/Quarterly/Fiscal/Biennial Reports Menu

-~ Employee ReportsiLabels Menu

-~ Update/Display Description/DeductionfAnnuity Menu
-~ Eamings History Menu

-~ Check Reconciliation Menu

-~ Update/Display Payrall Monitor

-~ Special Functions Menu

-~ File Reorganization
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PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEOOT  KASYSTEM  KCASECOND GREEN - a X
Payroll System PAYHABA3

Fey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets [After Updates]
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave)
_2 | -~ Calculate Payroll & Print Exceptions
_3 | -~ Calculate Payroll & Print Trial Register
_4 | -- Calculate Payroll & Update YTD [Final)

Execute each _24 | -~ Import Leave Data for Paystubs From Leave Management System
. _5 | -~ Print Paychecks and Direct Deposits
function key _6 | -- Check/Direct Deposit Void/Add Menu

7_| -- Print Final Payroll Register

needed to complete
your paer" _8 | -- Print Deduction Registers & Create Direct Deposit Export File

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

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

Masbap | Vo 13.82.808
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If current payroll is still
open and you needed
to Void/Add a Check/DD
use F6

or you forgot to pay a

new employee you can
click on F9 to add a
manual check or void
from a previous pay.

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEOOT  KASYSTEM KCASECOND GREEN
Payroll System

FHey Check and Direct Deposit Henu

_1_| -- Print Balance Sheets [Ater Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave]
_2 | -- Calculate Payroll & Print Exceptions
_3 | - Calculate Payroll & Print Trial Register
_4 | -~ Calculate Payroll & Update YTD [Final)

_24 | -~ Import Leave Data for Paystubs From Leave Management System
_5 | -- Print Paychecks and Direct Deposits
__E_] -~ Check{Direct Deposit Yoid/Add Menu

_7_| -~ Print Final Payroll Register

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

__}LJ -~ Manual Checks & Yoids From Previous Pay Menu

/

_B_] -~ Print Final Payroll Distribution
_13 | -- Update Earnings History With Current Pay
_14 | -- Update Budget Files With Current Pay

Waster ”“'[‘gt

= R
PAYHOAA3

13.62.00
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PCG Dist=8991 Rel=22.03.00 11/03/2022 DOEOOZ  KASYSTEM KCASECOND GREEN - a X
Payroll System PAYUDIDP

Fey Check/Direct Deposit Uoid/Add Procedure

_1_| -- 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 | -~ Step 4. Calculate Pay and Update YTD
__E_J -- Step 5. Print Additional Checks/Direct Deposits

F6

Need to void/add a
Check/DD

12 | -- VoidjAdd Procedure Monitor

Complete steps 1-5.

To review completed steps —
F12 Note: Steps 1- 3 can be repeated as often as necessary.
Records will be accumulated until step 4 is processed.

17.681.008
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Step 1: Enter the employee number to display what you want to void.

E PCG Dist=8991 Rel=22.03.00 11/03/2022 DOEO0O2  KASYSTEM KASECOND GREEN — [m} *
PAYVOID
Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: v|
Employee:
Check/DD #:
Amount:
Enter - Continue, F16 - ReEnter/Exit
‘"“v F‘SQ 22.82.88
FIS«

Gbos
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This is the check or DD PCG Dist=8091 Rel=22.03.00 11/03/2022 DOEO0D2  KASVSTEM KASECOND GREEN . | X
we need to void/add. PAYUOID
Replace Wlth d DD (o] gir- | Payroll Check / Direct Deposit Uoiding / Adding

CheCK- Enter Employee Humber: 88369
Employee: .JASESON, CHSDWICK
Check/DD #: 555884
Amount: 2,848.76

Will a replacement check / direct deposit be issued? YES (YES or HO)

Enter - Continue, F16 - ReEnter/Exit
"”EV F.SQ 22 .82 .88

x=
Gabor
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Void/Add
successful

E PCG Dist=8991 Rel=22.03.00 11/03/2022 DOE 002 KASYSTEM  KCASECOMD GREEM — O =
PAYUOID

Payroll Check / Direct Deposit Uoiding / Adding
Enter Employee Humber: 88369
Employee: JASES0H, CHSDWICH
Check/DD #:

Amount :

Employee Uoid/Add Successful.

Enter - Continue, F16 - ReEnter/Exit
E""‘v F‘SGA‘ 22_.82._890

o~
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Step 2: Go to F2, F5-Upd withholding data to make updates, if
needed for that employee. Ex: emp DD number is wrong, turn off and
create a check. Remember to turn DD back on after payroll cycle.

E PCG Dist=8991 Rel=22.03.00 11,/03,/2022 DOE 002 KASYSTEM  KASECOMND GREEM = O >
Status Active Update/sDisplay Payroll Withholding/Direct Deposit Data PAY B8
Employee number 88369 Hame JASES0N, CHS5DWICK Loc 198
Social security 999 63 8378
State: Mar Stat B Allowance Mar 1 Dep _8 Withholding Code 8 Amt/% -8a
Federal: Har Stat H 2828 U-47 H (¥ or H) Withholding Code 8 Amt/% - a8
_ W-4 Prior to 2828: Exempt _8
T~ Hew 2828 W-L4: Box 2 Two jobs flag H Box 4a Other income - 88
Box 3 Dependent amt .88 Box 4b Deduction amt -8a
Fed ¥ State ¥ FICA H (¥Y=Yes H=Ho HM=HMedicare) AEIC _
Enable Direct De T Yes
Direct Deposit Accounts
Bank HMame Account Type Hethod ANts%  Prenote
DD #1 a5 REGIONS BAHK 11 1111 111421 C P 1.688088 H
DD #2 a.080888
DD #3 a.808a88
DD #4 a.0808a88
DD #5 a.808088
Use Percentage of
Ded Desc Ded Annuity Company Type Percentage: HAnnuity Gross:
AHHUITY #1 AR apu H 6.8888
AHHUITY #2 /B2 _ H 6.8888
AHHUITY #3 P _8 LBA3B 483({b} i 68.8588
AHHUITY #4 /s 14 _9 LBA3B 483({b} H 6.8888
Annuity # 5 / 88 H 6.8888
Mode changed to update
EN'EV F1i » % Fz ‘% F= % FW@ FS[@ FS[@ F?@ F& E F3 6!0/‘ F10 Y Fi1 E Fiz ril F‘.S& 22 7 ‘33 = BB
| RS | Per |Ded | Grs |wW/H | Lv | ¥td | Help | Adj | FICA | Gar

Ga OE
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Step 3: Execute Trial Register for additional Checks/DD

Step 4: Calculate Pay and Update YTD.....Post to PCG review trial and make sure it

has what you are expecting. To catch before final posting.

EETROOO0@ @221103_1523023.PDF - Adobe Acrobat Reader (64-bit)

FEile Edit Views Sign Window Help
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2 Export PDF ©

Adobe Export PDF iy

Convert PDF Files to Word
or Excel Online

Select PDF File

EETROOOO®E...23023.PDF

Convert to

pdicrosoft Word (~.docx)

Document Language:
English (U.5.) Change

Convert, edit and e-sign PDF
forms 8 agreements

Free 7-Day Trial
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Step 5: Print Additional Checks/DD

E PCG Dist=8991 Rel=22.03.00 11/03/2022 DOE 002 KASYSTEM  KASECOMND GREEM — O *
PAYCHK

PRODUCE PAYROLL CHECKS

fAre correct checks inserted? YES (YES,HOD)

Enter starting check number: 111113

Last Check Humber Used: 111112 18/31/20822
Press EMTER to Continue - F16 to Exit
Em:'v Fi '% FZ‘% F= E F'+ F5 Fs F? Fz u F3 ’ FmY Fi1 IE' Fiz |i—| F15a 22.682.060
F1S« F‘.?E;) Flem HBID

Gbos
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After running steps 1-

5 flags fllp from Y to E PCG Dist=8991 Rel=22.03.00 11/03/2022 DOEDOZ  KASYSTEM KASECOMD GREEN — O x

N. L PAYSTUPH

UVoIDFADD PAYROLL SEQUENCE MONITOR

Request additional checks

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

Print paychecks and Direct Deposits

Press F16 to exit.

12.083 .80

Gdbo
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PCG Dist=8991 Rel=22,03.00 11/04/2022 DOEQODT  KASYSTEM KCASECOND GREEM - a *

Pay Monitor - CIiCk Payroll System PAYHBOBB0
here to see what step Fitey Master Menu
you are on in payroll.

-- Payroll Setup Menu
-~ Payroll Update Menu
- - Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
- - MonthlyfQuarterly/FiscalfBiennial Reports Menu

-- Employee Reports{Labels Menu

UpdatefDisplay Description/DeductionfAnnuity Menu
-- Earnings History Menu

-~ Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

P
1
1

H EREERE R

File Reorganization

Waster umlist 15.83 .80

e8| IS | Wi | DA | MEND

Gbo
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Pay Monitor —
keeps track of
what step you are

on.

PCG Dist=8991 Rel=22,03.00 11/04/2022 DOEQODT  KASYSTEM KCASECOND
PAYROLL SEQUEHCE MOHITOR

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update ¥TD fFigures
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/Void Checks Run Only:

Regular Gross Types
Special Gross Types

¥

¥
o
¥
¥

N
H
N

¥
¥

GREEM = =l >
Screen 1 of 2 PAYSTUFPD

f VUoid/fAdd Run Completed ¥
/ Final Register H
% Deduction Registers H

%\ Final Distribution H

Post leave for HManual/Uoid Run: H

01d PSERS: ¥ 01d ERS: H TRS: ¥
Hew PSERS: ¥ Hew ERS: H

—————————————————————— PAYROLLS SELECTED DURING SETUP ———————————————————————
PAY HO. PAYS
SCH TAX CALC DESCRIPTIOHN PERIOD CHECK DATE GHI
12 12 MOMTHLY 18 18731522 ¥
Selected classes: 2 7 8 9 11 12 47 28 21 22 23 24
F3=Print screen, F11=Go to screen 2, Fi6=exit.
ENTEW F3§ Fa Q Fa *;f Fii E 12 IE 22 = ﬂz-ﬂu
FISh
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Complete steps

F-9, F10 and F13 to
Create Manual check

F-11 and F12 to Void
from a Previous Pay

E PCG Dist=8991 Rel=22.03.00 11/03/2022 DOE 002 KASYSTEM  KASECOMD GREEM — O X
Payroll System MANLMEHNU
FKey Manual/Void Check & Direct Deposit Henu

Masten

Userli s

9 I -- Enter Manual CheckfDirect Deposit

10 | - - Display/Delete Manual Check{Direct Deposit

11 | -- Enter Voided Check/Direct Deposit from Previous Pay

12 | -- Display/Delete Yoided Check/Direct 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

17.61.60

Fis '

=)

ord5p |, DAV | MEND
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F-9 Enter
information to
create a Manual
check

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEOOT  KASYSTEM KASECOND GREEN - d o
PAYHAML
fManual Check For: Employee 846791 TAS, SCETTY 900-B8-6791 Loc 61683
Chk Dt 18/317/2822 Bank BKBS Chk Mo. 111123 DD Bank DD acct
Reqg Hr Ouvt-Hr Req Amt 4398 .08 Ovt Amt
GHI ind M FICA H TRS Serv 1 Retire ¥ TRS DOE Paid ERCON ? H Pens code 2 TRS
Proc Pay Pay Fay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
i S 2946 .71 2946 .71 42.73 389485 185 .64 18731720622
82 5 1451 .37 1451 .37 21.84% 1523 .94 01.44 18731/2022
83
8y
s
Totals 4398. 088 4398 .88 63.77 4617.99 277 .88
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT 81 23 168 1621 16668 11868 183 4308 .68
ACCT 82 23 168 1351 1668 11888 1863
ACCT 83 Ba
ACCT 64 88
ACCT 65 88
Totals 4308 .08
0ASDI Gr 0ASDI Amt HI Gr L308.08 HI Amt 63.77
Ded 83 H Ded 64 H Ded 18 H Ded 12 Y Ded 13 ¥ Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
*x% Gross Pay L308.68 #*** Deductions J4B.85 =*x Het Pay 4857 .23 *xx HOH TAX
Validations passed. Save your changes.
ENTEW ; F3§ F'+ Fs Fs F? Fz n Fa 33’ -—-:\'-‘ﬁ’ &I [ =;:;GE& 22.82.00
F|6h F Help
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F-10 to display a
Manual check
(verify everything is
correct)

PCG Dist=8991 Rel=22,03.00 11/04/2022 DOEQODT  KASYSTEM KCASECOND GREEN - a *
MANLUD
fManual Check For: Employee 86791 TAS, SCSTTY 999-88-6791 Loc 8183
Chk Date 18731/2822 Bank BKB5 Chk Ho. 111123 DD Bank DD acct
Req Hr Out-Hr Req Amt 4308 .68 Ovt Amt
GHI ind H FICA M TRS Serv 1 Pens code 2 TRS
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt Reas Period End
g S 2946 .71 2946 .71 42 .73 3894685 185 .64 18/31/2822
a2 S 1451 .37 1451 .37 21.84 1523 .94 91.44 18731720822
a3
ay
a5
=x% Totals 4398 .88 L4398 .88 63.77 4617 .99 277 .88
¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l GHI Dist Contract
ACCT @1 23 168 1821 1068 11686868 163 4398.08
ACCT @82 23 168 1351 1668 116688 163
ACCT 83
ACCT a4
ACCT 85
Totals 4398 .08
0ASDI Gr 0ASDI Amt HI Gr 4398.08 HI Amt 63 .77
Ded 12 ¥ Ded 13 ¥ Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
#x% Gross Pay L3098 .88 %% Deductions 348.85 === Het Pay LA57 .23 xxx
F18=Delete Rec
ENTE'W PR '::~'é:':5'j F3§ F'+ FS Fs F? Fi Q Fa a{ .-:.'.‘ﬁ’ Fii Iﬂ Fi2 E: F ,gm 22.02.80
Flsh 2 F1sw Help
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Click F-13 to print
manual check

Select one check to
print and ENTER

Click Yes to print

PCG Dist=8991 Rel=22,03.00 11/04/2022 DOEQODT  KASYSTEM KCASECOND GREEM - a *

Print HManual Check MAHLPRT
This procedure does not print direct deposits.

Pay DD
EmpHo Employee Hame Bank Chk Ho Chk Date Bnk DD Acct Het Pay
v 86791 TAS, SCETTY BKA5 111123 1873172822 4857 .23
END OF FILE REACHED
YES to PRINT check

Are you SURE you want to print manual check number 111123
=_li for employee 367917

Yes e

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

ENTE'V & ] -=:l:.:‘£ F E'_:Ej F& Q Fa f Fio Y Fi El Fiz E :::;'g;; 22.82.404

4.5 E=g
T Frlles] | rsll

Fw‘@ Fx Help
Cdbor
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PCG Dist=8991 Rel=22,03.00 11/04/2022 DOEQODT  KASYSTEM KCASECOND GREEM - a *

LaSt CheCk Verification LAST CHECK UVERIFICATIOHN RAIEHR

Was the last check number printed 1111237 YES (YES,HD)}

Press ENTER to Continue
[i=] e g f .—..;.Y ?-;@ E‘ F::;'g;k 22.62.09

B i i
Fllesl] | =l S0 | pellID ] Fal

ENTEV
Fig !

| Gabor
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F11

Click on drop down
to find the check or
DD you want to void
from Previous Pay

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEODT  KASYSTEM  KASECOND GREEM - ad X
UDID Check ot Direct Deposit from Frevious Pay PAYUD
Uoid Check/Dir Dep for: Employee 88369 JASESOM, CHSDUICK Loc 6198
Transaction Date 18/31/2822 AEIC IND ADW EIC PAYMT SSH 999-68-8378
Ck/DD i v.! Chk Date Chk Bank BK85 Chk or DD (C or D) _ SERV @
Reqg Hr Ovt-Hr Reg Amt Out Amt Contract
Proc Pay Pay Pay for
Type Type Tot Gross FICA G+  FICA Amt Pens G  Pens Ant Reas Period End
(1)}
a2
a3
. [E PCG Select Check Code = IO
*#x* Totals Employee number: 88369
¥r Fnd F Prgm Fnct (Hame: JASESOH, CHSDWICK
ACCT 61 Check Check Check DD/ Check Total
ACCT @2 Humber Date Bank Chk Status Het
ACCT 683 0239291 M/31/2022 BKOS D lssued 2.862.08
ACCT B4 0239845 02/28/2022 BKO5 D lssued 2.862.08
ACCT @85 0240398 03/31/2022 BKO5 D lssued 2,862.08
0240951 04/29/2022 BKO5 D lssued 2.862.08
0aSDI & 0ASDI A 0241504 05/31/2022 BKO5 D lssued 5,237.08
& lloz42058 06/30/2022 BKOS D lssued 3.663.63
Ded Ded Ded 0242602 07/29/2022 BKOS D Issued 2.862.08
0243174 08/31/2022 BKO5 D |ssued 2.307.33
Ded Ded Ded 0243731 0973072022  BKOH D | ssued 2 862 95
Enployer Contribution Overr
cted.)
*** Gross Pay
wag| JSelect payments for calendar year: 3.00
m@ I ) HETﬁ“BI I : : Donf: | : Cancel |

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Choose which check
or DD you want to
void from Previous

Pay 09/30 /2022 PCG Dist=8901 Rel=22.03.00 11/04/2022 DOEODT  KASYSTEM KASECOND GREEN SR
. . UDID Check or Direct Deposit from Previous Pay PAYUD
CIle Enter and Clle Void Check/Dir Dep for: Employee 88369 JASESOM, CHSDWICK Loc 0198
Transaction Date 18/31/2622 AEIC IND ADU EIC PAYHT SSH 999-88-8370
F8-Save Ck/DD # 243731 Chk Date 9/38/20622 Chk Bank BKG5 Chk or DD (C or D) D SERU 1
Req Hr Ovt-Hr Reg Amt  4398.88  Ovt Amt Contract 4398.08
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr  Pens Amt Reas Period End
5 2946.71 2946.71 42.73 3694, 85 185.64 9/3n/20822
Bz s 1451.37 1451 .37 21.64 1523.94 21.44 9/38/2022
83
(i1}
a5
**% Totals 4398.08 4398.08 63.77 4617 .99 277 .88
¥Yr Fnd F Prgm Fnct Objct Fcty B addt'l  GHI Dist
ACCT 61 23 1680 2041 1600 11600 198 1.68080
ACCT 62 23 168 1351 16668 116868 198
ACCT 83
ACCT B4
ACCT B85
Totals 1.8088 Employer paid: GHI o45.00
DASDI Gr DASDI Amt HI Gr  4398.88 HI Amt 63.77 ER: Pens  922.67
Ded 83 H Ded 84 H Ded 82 ¥ Ded 11 H Ded 12 ¥ Ded 13 ¥ Ded 19 H Ded 26 H Ded 38 H Ded
383.86 145 .85 554,75 14.58 219.98 28.53 43.58 18411
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer Contribution Override N Sets all deduction employer contribution flags to 'H' if
OUERRIDE turned on. {Employer pension, GHI, & FICA not affected.)
#%% Gross Pay  4398_88  =xx Deductions 1835.13 =*xx Het Pay 2562.95 %xx
MV F % F3§ Fw- F Fs F? F& Q 5:'-?.5"Lfs -'-:c-Y 5'-5@ rix 4 =;:sg& 22.83.00
FIS« i Help

Ga OE
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Click F8 to save
VOID from previous

pay

Success!

Void of payroll payment created.

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEOOT  KASYSTEM  KASECOND GREEN - O X

UDID Check or Direct Deposit from Previous Pay PAYUD
Void Check/Dir Dep for: Employee 88369 JASESOM, CHSDWICK Loc 6198
Transaction Date 18/31/2822 AEIC IND ADV EIC PAYHMT SSH 999-88-B378
Ck/DD # 243731 Chk Date 9/38/2022 Chk Bank BKG5 Chk or DD (C or D) D SERV 1

Req Hr Out-Hr Reg Amt  4398.88  Ouvt Amt Contract  4398.08
Proc Pay Pay Pay for
Type Type Tot Gross FICA Gr FICA Amt Pens Gr  Pens Amt Reas Period End

s 294671 2046 .71 42.73 3694, 85 185.64 9/38/2822
a2 s 1451 .37 1451 .37 21.84 1523.94 91.44 9/38/2822
a3
ah
as
=x%x Totals  4398.088 4398 .88 63.77 4617.99 277.88
¥r Fnd F Prgm Fnct Objct Fcty B addt'l  GHI Dist

ACCT 81 23 188 2841 1680 11680 198 1.86888

ACCT B2 23 1688 1351 16860 11680 198

ACCT 83

ACCT 8.4

ACCT 8%

Totals 1.80808 Employer paid: GHI 45 .60
0ASDI Gr 0ASDI Amt HI Gr  4398.88 HI Amt 63.77 ER: Pens  922.47
Ded 83 M Ded B4 H Ded 89 ¥ Ded 11 H Ded 12 ¥ Ded 13 ¥ Ded 19 H Ded 26 H Ded 38 H Ded

363.86 145 .85 1 14.58 219.98 28.53 43.58 184.11
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded

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

#x% Gross Pay  4398.08  =xx Deductions 1835.13 ==x Net Pay 2562.05  wxx
ENTEV Fi e é F» Fs Fs F7 Fi Q £ 8 | o Y il @ F ::sg\ 22.83.00
FiS« T Help
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G AutoSave (Q:Orr) VREGI0O@@221104_0932019 v P search (Al+Q) Stephanie Smith ﬁb F - 0 X
H H Fle  Home Insert Design Layout References Maiings Review View Developer Help @ Comments ¢ Editing ¥
F7 — print final payroll :
.
register.
REQORT ID: BAYR-VOILREG +# OIDS ENTERED FOR DAY 10/31/22 ** SO\
Produces 3 reports. | R SRRt B 1314/202
DID.§ (1 CHECK IRE TECHRS OF BRS  GHOSS MNWUITY FEDERAL  ORSDI EL SIME METIDE (1Y NI
1. VOidS entered for Pay Efégi'ogsgﬁ::sgg CHSDWICK 4398.08 21990 26382 s394 N 12581 277.08 204876
88369 392.85 /03 14.58 /11 f12 .53 /13 43.50 /26 18410730
v
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ﬂ AutoSave @ PREGIOOD@®@221104 0932019 v P Search (Alt+Q) Stephanie Smith "::b &9 = 0 XK
F7 - prl nt fl nal pay rOI I File  Home Insert Design Layout References Mallings Review View Developer Help {2 Comments ¢/ Eclting ~
register.

REPORT ID: PAYR-CHECKREG #% DAY CHRECK BEGISTER FOR 10/31/22 *+ i 1
PERIOD END: 10/3L/2022 REPQRT DATE: 11/04/2022
:
ISSUE DATE CENCEL TRTE CHECK NO. KET 2MT. B HAME
2. Pay check register
10-31-22 111111 3,281.28 85018 (GZESBY, KE2TON
both chec ks We 10-31-22 111112 509.59 8345¢ METH, ROT
————p 13- 111113 2,848.76 8B365% JRSESQM, CHSDWICK
t d = d = I d 10-31-22 111123 £,087.23 86751 TAS, SCEITY
p y b 4 CHECKS ISSUED IN THE AMOUNT OF 10,686,084 *#+
il (CHECKS VOIDED IN THE XMOUNT OF oy

#NOTICE: THE TOTAL RMOUNT OF VOIDED CHECKS REFLECTS ONLY CHECKS VOIDED FROM [ DREVIOUS ERY DERIOD, WHICH WOULD AFFECT THE TOTAL NET.
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FREGON0@@221104 0932018 v P search (At+Q) Stephanie Smith ﬁb & = o X

ﬂ AutoSave (. Off

File  Home |Insert Design layout References Mailings Review View Developer Help & Comments ¢ Editing ¥
ister f
regls er or REDORT ID: DAVR-DAYLOC DAYROLL FINAL REGISTER FOR ERY 10/31722 DL 4
DERIOD END: 10/31/2022 DEDORT DRTE: 11/04/2022 08:32

LOCRTION 0103 - Location 000103

3 E m p I oyee 8679 1 EMP § CL CHECK NMME REC ERS OT HRS  GROSS ANNUITY FEDERRL  (RSDI  HL STATE  RETIRE  AEIC NET BAY
.

85018 07 OG2ESBY, KE2TON 3616.00 183.65 52.44 M 128.85 3251.28
CHECK¢ 111111  GHI N ¥ EB160.65 3535.78 4450.31 979.14 M 2558.13 3712.56 50387.87
497.30 /09 /12 1464.80 /26 3%4.80 /29 133.38 /34
83537 07 PRENGLE, LA€E E024.32 301.25 €41.33 B6.7L M 280.08 375.57 4320.42
CHECK§ 55557300 GHI ¥ ¥ 60792.43 2937.1% €125.38 874.58 M 2424.00 3700.82 44280.57
35.00 723 5.96 /3%
/3 /12 380.00 /23 39.60 /34
£3440 07 PR7D0, TRTSIRN 4168.46 205.42 104.68 §3.30M 105.01 282.81 2311.43
CHECK§ 55558000 GHI ¥ Y10 12820.38 €25.26 345.54 164.47T M 333.14  787.83 8955.11

413.24 /09  15.01 /19 €2.00 /23 16.34 /26 17.42 /34
1238.72 /03 45.03 /13 1B6.00 /23 46.02 /26 52.28 /3¢

7285 07 RRSSOALE, EZSA 4228.83 BBE.05 141.73 52.99 M 59.85 266.42 2181.05
CHECK§ 55558100 GHI Y YID 43504.30 8380.18 1258.56 533.05 M S931.51 2514.04 22860.18
413.24 /0% 14.58 /11 135.00 /a3 §.85 /26 25.87 /34
4132.40 /03 145.80 /11 f12 1350.00 /23 59.50 /26 258.70 /34
88448 07 RESD, BOBKER 5951.50 297.58 448.1% 73.82 M 213.80 374.94 3625.25
CHECKE 588SEZ0D GHI Y ¥ID 58772.36 2810.60 4050.2¢ 727.40 M 2001.80 354140 36461.22
413.24 /05 229.17 715 208.33 /22 16.55 /2% 40.72 /30 5.96 /at
14132.40 /09 /12 238170 /15 2083.30 /22 165.50 /2% 407.20 /30 95.60 /34
7978 07 SCBOFIELD, DEBRYNE 4582.50 225.13 71.3% 53.02 M 56.25 288.T0 3325.77
CHECK§ 55558300 GHI Y YID 46317.64 2215.8¢ 553.50 557.25 M 8B5.82 2792.04 34150.53
413.24 /05 95.00 /23
4132.40 /0% /12 850.00 /23
| P GE791 07 TS, SCATTY 41587 22573 33403 .45 M 15105 284.50 333508
—_ | CHECK§ 55558400 CGHI N YID 47856.27 2045.42 2911.57 689.55 M 1304.74 2855.3¢ 36543.23
115.84 /10
1198.40 /10 /12
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F7 — payroll final
register for pay

3. Employee 88369

y
@ Autosave (@ o) FREGO000@@221104 0932019 v £ Search (Alt+Q)
File  Home Insert Design Layout References Mailings Review View Developer Help
BEDORT ID: DAVR-PAYIOC DAYROLL FINAL REGISTER FOR
DERIOD END: 10/31/2022
LOCATION 0158 - Location 000193
EMP # CL CHECK MRME REG HRS OT HRS GROSS  ANNUITY FEDERZL
> £8365 07 JASESON, CHSDWICK 4358.08 219.90 263.%2
CHECKE 111113 CHI ¥ ¥ID 4021874 1836.14 2569.44
332.85 /09 14.58 /11 28.53 /19 43.50 /26 184.11 /30
887.60 /03 131.22 /11 J1Z 286.77 /1% 33150 /26 1686.3% /30
87995 07 KN, EAGILIA €0B1.83 364.91 611.B5
CHECKE ES388500 CHI ¥ ¥ID 59517.66 3475.00 5556.50
413.24 /03 99.00 /23 70.00 /26 58.50 /2% 17.42 /34
4132.40 /03 /12 950.00 /23 700.00 /26 585.00 /23 174.30 /34
€9679 07 KI2CHEN, VE2N 5706.25 285.31 €10.29
CHECKE 55588600 CHI ¥ ¥ID 5807514 2777.74 5323.14
188.51 /08 15.86 /15 €6.00 /23 5.58 /34
1885.10 /03 /12 138.60 /15 660.00 /23 95.60 /34
83167 07 LALRECRD, BE4 82077 18104 24823
CHECKE ESS88700 CHI ¥ ¥ID 1178531 §73.72  TE2.45
66.53 /03 35.00 /23
200.73 /03 105.00 /23
87463 07 LEZON, ZR3CH 7123.50 60648 SE4.E3
CHECK§ 555888DD GHI N D 71787.64 5389.36 5485.50
14.58 /11 76.60 /26 71.85 /28 125.11 /30 10.00 /32
148,80 /11 /12 766.00 /26 715.80 /2§ 1251.10 /30 100.00 /32
83487 07 LESGETI, WEEOMM 15558 43T.8%  419.74
CHECKE ES598300 CHI ¥ ¥ID 6194316 4136.50 3326.20
18851 /03 14.58 /11 2845 /26 27.60 /23 5.00 /32
1885.10 /03 145.30 /11 12 284.80 /26 276.00 /23 50.00 /32 9
£9671 07 LI2COLN, BO2G 5555.67 277.78 384.54
CHECKE 55585000 CHI ¥ ¥ID 5265638 2537.32 3346.52
£01.33 /09 2250.00 /10 11g.15 /26
5013.30 /0322500.00 /10 /12 118180 /26
Page$10f92 28667words [} TextPrecicions: On @ 9 Accessibility Unavailable

Y 10731/

DRSDT HI

58.
578,

803.

53.
166.

103.
1040.

87.
Be5.
5.96 /34
5.60 /34

€33.

22

REDORT DATE

STATE

54 M 1250
22 M 1226

JEOM 235
.53 M 2213,

SLM 23,

73 M 2273

98 M 148
S1 M 465,

3B M 305,
36 M 2977,

82 M 285.
44 M 2425,

W23 M 2l

€8 M 1503

i)
13

Xl
13

02
22

97
02

44
g2

92
0

23
kil

RETIRE

a7m.
2313,

383
3648,

355.
3433

240.
722

445,
4396,

354,
3776,

350.
3196

08
4

BAGE: 51
o 1170472022 08:32

REIC

KET PRY

2848.76
28367.20

3747.28
3T647.€7

3855.50
3335407

2833.45
8772.87

4738. €1
48873.26

4386.00
44010.04

1386.29
12483.31

Stephanie Smith f’b & = B0 X

T, Focus

D Comments ¢/ Editing ¥

B ——+—+ 1m

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Ga OE

Georgia Department of Education




F8 — print deduction

register and create PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEODT  KASYSTEM  K:ASECOND GREEN
Nacha file

Master

llserli "

Payroll System

Fiey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets [After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave)
_2 | -~ Calculate Payroll & Print Exceptions
_3 | -~ Calculate Payroll & Print Trial Register
_4 | -- Calculate Payroll & Update YTD [Final]

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

_E_| -- Check/Direct Deposit Yoid/Add Menu

_7 | -~ Print Final Payroll Register

_8 | - Print Deduction Registers & Create Direct Deposit Export File
_}l_] -- Manual Checks & Yoids From Previous Pay Menu
_E_] -~ Print Final Payroll Distribution

13 | -- Update Eamings History With Current Pay
_14 | -- Update Budget Files With Current Pay

Fig l

(=

S S| MR

O X
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F8 — print deduction
register and create

Nacha file

Continue with this date?

= 10/31/22

Click YES to continue with this date
MO tochange it

'e' Direct depasit pay date for NACHA file is:

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEODT  KC\SYSTEM KASECOND GREEN

Print employee SSHs on reports?:

ENTE¥

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

* Do not print 55N [all =)
" Print entire 55N

F12

Fig l

O X
PAYDEDEX
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DEDROU@ @221104 1025026 v £ search (Al+Q) Stephanie Smith ';L’ ,/} = a X

ﬂ AutoSave @

0 O Flle  Home |Insert Design Layout References Mailings Review View Developer Help 2 Comments /7 Editing
F8 — print deduction
.
reg ISte r a n d c reate WEDORT ID: ERYR-DEDERTL DEDUCTION REGISTER FOR 10/31/22 mEE: 1
. PERTOD END: 10/31/2022 REFORT DATE: 11/04/2022 10:25

N ac h a fl Ie SMITH CIT? B0RRD OF EDUCATION

— FICK (FICH EMPLOYEE]
SEC-SEC-NO EMP # LOC EMPLOTEE KHE CASDT AT HLIMT  ORSDIGR HI R ACTOAL GR

sampes
vesosiegas] BEBEL D111 A9REN, TRSQUETTR 40.87 1.8 1,300.35 L3043 130035
vesoshGEIE BERTE APALEGATE, ELATOT 72.10 16.86 1,163 11625 12835+
vesosig73] B30T 03E, JRIRELEN 20,08 1872 LL1E LI L7274
ves-sh-5415 B3413 MMUSTINE, MAALTH 13801 8 R60 LME0 33560 ¢
esoshGEDE BEERE D153 EAZEEE, TLZMMY 3.8 el 1,833 L3 LB
ee-s-T003 §7003 8012 EAZIEN, REZTON £6.17 1548 L0632 L0603 1,230.50 #
was-s4-750) BTE40 D108 EA3W, FRADERIC £.57 1600 110602 110602 1,216.5 *
ves-se-5737 83033 D106 EASFIELD, JOSEFTNE £2.33 1.8 10527 LO0sm 1,631.47 ¥
ves-sioghEE BECEE EEZVER, DOZTHEY 758 10.48 7 L4267 L4147
es-seT06D BT065 D15 EEAULIE, 1ME 14314 .8 L4055 3,526.40 %
ves-eng)d) BI040 D108 EI3LINGSLEY, EUSENR 26.60 5066 3,433.80 343880 5,438.50
vesosh9513 83313 D111 ELGCIORN, CHESE 88,50 1600 1,00.83 11048 1,181.72 #
wesosig57] BERTL 0111 EO70, CETREANY 102.78 MM LEETS LESLTE LETLI3 ¢
wesoseg003 BE003 D106 EORINERU, MECHE 10062 1.5 L6 LEmsm L7647+
vas-s4-0505 82863 0153 EOSMOCN, HUSUST 10828 W6 LG8 1.8 1,768.47 +
vesosiG50E BIRE BOL2 ER3ND, VRICE 85.21 .87 1,408 1,439.08 1,486.50 #
esosiGE33 BEEI 0153 ERSATY, RISEY 7.6 .50 L4179 L4873 LEEE33 ¢
vesosi5350 B3ISL 015 ERSHERY, FRSEMEN 50.41 1078 £15.04 B13.04 813.04
esosig30] 82342 8013 ERENER, CLEOTILIE 6.5 0.3 L4018 L4019 1,731.00 *
ses-siG2T BEEZT 0103 ERSWHLEE, QU3ACY 102.03 23,88 L,E46.67  166.67 1,686.87
es-saT540 BTRAY 0103 EU40RD, FRRY 143.25 1/ 52031 L1931 3,70 ¢
es-ea7150 BTIS4 8012 CAEMONR, TYASHR 8.5 19.07 1,383 L3456 1456.50 *
vesosig315 83315 0111 CAEON, WIELODEEN 1270 6.3 LETE LELE 1,817.67
vesosig708 BI08E D111 CASREL, WYSTT 13560 9.97 5,0 L0581 3,300.80 ¢
es-en43) BT430 D158 CASRIER, TH3RON 102.51 1.5 1,658.38 1,653.3 1,730.27 *
vesosiegEd] BEEL D15 CHIRCHILL, ADGHA 105.21 e LEER 0 L6 1,636.52
vesosieg157 83153 8012 CHANTHRM, ERANTON 66.41 15,588 L0715 LOTL1E 125050 *
vesosig30] B330L 5012 CHAMPION, DMIEN 100.58 18 L6035 L6235 173825+
ves-sioGES] BEERD D103 CLERY, JERFERSCH 0.8 0.7 1,402 1,43.0 1,433.50 #
ves-engigs BE4ES D158 C03T5, SUIIKD 75.45 1.6 L2168 1169 1,283.85 #
vesosi0E30 BEEH B012 COSCOREN, DESNY .87 19.80 128759 125155 L,EEE.Z5 ¢
ves-se-0355 BEISY B012 CRTFT, ANTERSCR 8.1 515 63052 63052 1,00.00 #
ves-siGE1L BIELY 8013 CUZLER, QU2 2051 0.0 L4760 L4IEl 16850 ¢
wesose7537 BT33T 0103 19T, Lo 75.43 18,89 L2807 L2800 1,679.60 #
es-shT366 BTI6E B012 cye, ILEA 3164 M43 L4 L4l 1,545.00 ¥
ves-seT655 BTEES D106 DESNEY, RESD 13,37 3 LERT L7l 167560 ¢
wes-sa-gT1) BETLO D111 DEG0ACH, KIGZIE 55.54 12.58 595,82 835,88 146154 #
esoseT456 BT43E 5012 LETNY, IETHEL 10041 1348 L1350 LSS0 161550
es-saT507 BTS0T 801 DO4DY, CI4DERELIA 029 0.6 143011 L4211 LEG.00 ¢
es-siGE3E BIEIE BOL2 DU4F, HEATEERIO 3,52 313 1,56 LEME LEMG.00 ¢
esosi5307 8337 B012 TUEANT, ADEM .1 18.07 LME3 LMe 1,234.50 #
ves-si5303 83343 0103 DYEQN, EESTRIS 2606 043 L3l L3 1,782.20 +
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F8 — print deduction
register and create

REDORT ID: DAYR-DEDDATS DIRECT DEPOSITS DEDUCTION REGISTER FOR 10/31/22

N h f. I DERION END:  10/31/2022 RERORT IATE: 11/04/2022
dachna 1lie o,
SOC-SEC-FO EMP 4 DMPLOYEE NAE ACCOTNT BONT  TYEE
soppTnee
Svhoke-39E6 BIBGE R03T, D3TI 11 1111 111118 0,472.69  CHECKING
Ho. 1 | 4,472.68
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ﬂ AutoSave (.:OID

Fle  Home Insert Design Layout References Mailings Review View Developer Help

ANNROOOO@ @221104_1032030 v P Search (att+Q)

F8 — print deduction
register and create

REDORT 10: DAYR-DEDERTZ MWUITY DEDUCTION REGTSTER FOR 10/31/22
N h f- I PERICD END: 10/31/2022 SMITH CITY BORRD OF EDUCATION
dachna 1ie S
S0C-SEC-NO EMP ¢ EMPLOYEE NRME EMOUNT
SHDLI[M
weh-ke-7T25  08TT25 AB3EU, MO3TY 417.63
si-e-B106 088106 AC3ER, NUSIR 120.07
whe-be-ET3  DBEETI AD3M, EU3EBIA 278.10
wb_48-9357 DEII5T AD4IR, CE4ESTR 1.4
sb-e-g720 088720 AD3IE0N, ISSIAH 337.38
she-ke-B4E0 DE34EY AGTE, SHTRICE 275.29
wwb-bé-BIC0  0BBS5S ALICER, DU3TI 294.24
se-be-T743  DBTT49 ALICER, PRITHENIAZ 2118
web-be-B375 086379 AL4PECHT, KE4NITH 225.7%
wb-e-BREE  DBIBES ALERRO, DEEQN 26337
wwk-ke-B415  0BB4LS AL3MEN, COSNELL 305.70
shi-be-B216 DBB216 RN3EL, JASKELYN 166.2%
wve-be-038d 083384 ANTERS, AUTUSTINE 158.95
swe-be-ga51 08851 RNBRER, JR3QUETTA 26.08
wwb-bi-pEde  0BBE2E ADBLECATE, ELBIOT 2568
swe-ke-5333 083823 RRIGON, ALZSR 258.00
swe-ke-5237 083227 AR3E, JRIKELTN 3461
swe-ke-TR210 087821 ARGHULETA, CRIMINR 311.56
wve-be-B035 088039 RR4IZ, HO4ACTO 268.71
akb-bi-gedT  0BEELT ASSCRAFT, AZSIE 178.53
sve-ke-001 087001 RU4USTINE, DRAION 253.12
swe-ke-5415 083419 R4USTINE, MRALIN 46.51
wvi-be-BOE0 088360 RYZES, VIZENTE 315.28
swe-ke-5043 083043 BAIBEE, DEZMER 345.42
wwk-bi-gE26  DBEE2E BAZBEE, TI2ANWY 3.1
088001 BAIEZ, WAZDD 457.80
087227 BAIIEY, KIZSTIE 302.3¢6
swe-ke-7003 087003 BAIMAN, KE2TON 25.89
swe-ke-T540  DETS40 BAIN, FR3DERIC 24.32
swh-he-3733 DB3233 BASFIELD, JOSEFINE 32.83
wvi-be-g730 088730 BATNEART, LATENDRR 315.35
swe-be-5338  DB3338 BATNERRT, TRTR 244,54
sve-be-0336 083336 BATIS, ARTEL 161.52
088520 BAECER, KURTIS 395.03
088938 BABWELL, HRELEY 260.7¢8
087688 BEZLEY, GI2GET 316.96
svi-be-BROE  08BB36 BEZLEY, MA2YROSE 235.61
swe-ki-gEEE  DEEGEE BEINER, DO2THEY 28.28
swe-be-gE3]  DEEERZ BEZS, GI2GET 238.10

se-ke-9095 083039 BE2S, K02¥ 230.2¢6
088265 BEMAN, HO3UKO 370.23

ewi-ke-7E31 087531 BELLAMY, GI4R 318.17
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F12 — print final
payroll distribution

Check over your
reports

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEODT  KC\SYSTEM KASECOND GREEN

Master

llserli "

Payroll System

Fiey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets [After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave)
_2 | -~ Calculate Payroll & Print Exceptions
_3 | -~ Calculate Payroll & Print Trial Register
_4 | -- Calculate Payroll & Update YTD [Final]

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

_E_| -- Check/Direct Deposit Yoid/Add Menu

_7 | -~ Print Final Payroll Register

_8 | - Print Deduction Registers & Create Direct Deposit Export File
_}l_] -- Manual Checks & Yoids From Previous Pay Menu
_E_] -~ Print Final Payroll Distribution

13 | -- Update Eamings History With Current Pay
_14 | -- Update Budget Files With Current Pay

Fig l
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F12 — print final payroll

distribution.
PCGDist=8991 Rel=22.03.00 11/04/2022 DOEOQD1  KASYSTEM KASECOMD GREEN = O X
Reminder to check your PAYROLL SEQUENCE HONITOR Screen 1 of 2 PAYSTUPD
. Setup payroll for new pay period Y
F)Ei)/ ITI()r]ltC)r Run exceptions register with no exceptions V¥
Post substitute pay and employee leave i
Calculate payroll and update YTD figures ¥
Check reports — this Print paychecks and Direct Deposits ¥
/ Void/Add Run Completed Y
Step prOduceS several {This cycle can be repeated more than once) / Final Register Y
%\ Deduction Registers ¥
rEEr)()rtSS Update earnings history with current pay N %\ Final Distribution ¥

Update budget files with current pay N
Manual/Uoid Checks Run Only: M Post leave for Manual/Void Run: H

¥ 01d PSERS: ¥ 01d ERS: H  TRS: ¥
¥ New PSERS: Y Hew ERS: H

Reqular Gross Types
Special Gross Types

—————————————————————— PAYROLLS SELECTED DURING SETUP ——-—————————————-—mm———
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 HONTHLY 19 10731722 ¥

Selected classes: 2 7 & 9 11 12 17 28 21 22 23 24

F3=Print screen, F11=Go to screen 2, Fil6=exit.
ENTEE{ F= @ Fa Q 73 "r Fii @
F1Sh

22.82.688

=

)
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Attention: You can re-create
NACHA file if you haven’t
clicked F13 *****

F13 — Post Earnings History
F14- Post Budget Files
Check over your reports

Behind the scenes Backup of
PAYDATA to PAYDATAQ
Backup of SECOND to
SECONQ

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOEODT  KC\SYSTEM KASECOND GREEN

Master

llserli "

Payroll System

Fiey Check and Direct Deposit Henu

_1 | -- Print Balance Sheets [After Updates)
[Enhanced Sub Pay & Leave System: Go to Pers Menu & Post Leave)
_2 | -~ Calculate Payroll & Print Exceptions
_3 | -~ Calculate Payroll & Print Trial Register
_4 | -- Calculate Payroll & Update YTD [Final]

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

_E_| -- Check/Direct Deposit Yoid/Add Menu

_7 | -~ Print Final Payroll Register

_8 | - Print Deduction Registers & Create Direct Deposit Export File
_}l_] -- Manual Checks & Yoids From Previous Pay Menu
_E_] -~ Print Final Payroll Distribution

13 | -- Update Eamings History With Current Pay
_14 | -- Update Budget Files With Current Pay

Fig l
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F13 — Post Earnings
History

F2, F10 to Display and
verify it posted to EH

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOE 001 KASYSTEM  K\SECOND GREEMN — | *
Earnings Record for: 86791 - TAS, SC5TTY Qtr 22-4 Pay Prd 18 EARHIHNGS
*% Issued Check *x 999-88-6791 Loc 8183 Class 87 Cert C Instruc I Type F Pen 2 TRS
Federal: Har Stat W Exemptions @ W/H Code 8 Fed Amount/% FICA K Fed ¥
State: HMar Stat B Allow M[1] D[BA] W/H Code @ State Amount/% Cont Mo 18 State ¥

Chk Dt 1873172822 Chk Bank BKBS Chk Ho 111123 Pay Sched 12 Chk Type W GHI H
Trans Dt 18/31/2822 AEIC Ind AEIC Paymt Retr suc credit 1 SEC 125 ¥
Reg Hr Ovt Hr HI Gr 4398 .68 0ASDI Gr GHI OPT/TIER 7
Reg Amt 4398 .68 Ovt Amt HI Amt 63.77 O0OASDI Amt Contract 4398 . 68

LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Gr GHI Dist Reas Period End
a1 s 2946 .71 2946 .71 42 .73 36894 .85 185.64 18/31/2822
882 s 1451.37 1451.37 21.84 1523 .94 91.44 18/31/20822
883
a8y
e85

Totals 4398 .68 4398 .68 63 .77 4617 .99 277 .88
¥y Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Net Pay Annuities

ACCT 881 23 188 1621 16688 1186868 183 Ded 1 Co
ACCT 882 23 188 1351 16888 11888 183 Ded 2 Co
ACCT 0883 68 Ded 13 Co 8
ACCT B84 66 Ded 14 Co 9
ACCT B85 68
Ded 12 ¥ Ded 13 Y Ded Ded Ded Ded Ded Ded Ded Ded
Ded Ded Ded Ded Ded Ded Ded Ded Ded Ded
Employer paid deductions: GHI Pension 922.67 HMedicare 63 .77  0ASDI
Ded 12 Ded 13 Ded Ded Ded Ded Ded Ded Ded Ded

11.44 219.98

*x% Gross Pay 4398 .68 =x% Deductions 340.85 === Net Pay LA57 .23 === NON TAX
EN“V Fz é F Fs- Fs : Q F3 f Y Fil El Fiz El AR
e i | Help

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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F14 — Post
Update Budget Files

PCG Dist=8991 Rel=22.03.00 11/04/2022 DOE 001 KASYSTEM  KGANSECOND GREEM - =l 4
Payro” cycle is complete PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period ¥
All steps completed are Run exceptions register with no exceptions

¥
1 H Post substitute pay and employee leave ¥

equal tO Y for conflrmatlon. Calculate payroll and update YTD Figures : 4
¥

Print paychecks and Direct Deposi
/ Uoid/Add Run Completed ¥
/ Final Register ¥
% Deduction Registers ¥
¥ % Final Distribution ¥
Update budget files with current pay Y

If you receive an error
while doing your final
updating call helpdesk to Update earnings history with current pay
restore and complete
payroll.

(This cycle can be repeated more than

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

¥ 01d PSERS: ¥ 01d ERS: H TRS: ¥
¥ Hew PSERS: ¥ HNew ERS: H

Reqular Gross Types
Special Gross Types

—————————————————————— PAYROLLS SELECTED DURING SETUP ———————————————————————
FAY  NO. PAYS
SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI

Selected classes: 2 7 B8 9 11 12 17 28 21 22 23 24

F3=Print screen, F11=Go to screen 2, F16=exit.

EME'V Fz % Fa Q F3 ‘_f Fi El LE 22.92.04

F1S®
- K
(70 OE

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future T T



Earnings History Adjustment

How to enter an earnings history
adjustment?

39 Offering a holistic education to each and every child in our state.

Georgia Debartment of Education



How to enter a Earnings History
Adjustment?

« EH adjustment ONLY adjust earnings
* You can adjust amounts with a negative or a positive amount
» Create a claim - - If monies need to be paid back

 To add an adjustment: Enter “A” for adjustment record,
Emp #, year, quarter and pay period that needs an adjustment

« Clear all money fields off adjustment screen
» Create a “Z" line type for the period ending
* Only enter fields that you need to adjust

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future i DRt TR




E PCG Dist=8991 Rel=22.03.00 11/08/2022 DOEOD1  KASYSTEM  KASECOND GREEM - a X
F2 Pa rO" Business Applications HASTER
S t y FKey MHaster Menu
y 1 | -- Financial Accounting & Reporting System
2 | -- Payroll System
3 | -- Personnel System
4 | -- Certified/Classified Personnel Information System
5 | -- Budget System
30 | -- System Utilities
Wactep Hse'l.ist 14.082.08
| 15 | Wri5p| A | YEND

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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E PCG Dist=8591 Rel=22.03.00 11/08/2022 DOEOOT  KASYSTEM  KASECOND GREEM - ad X
Payroll System PAYHBOOA

F10 — Earnings
History Menu FKey Haster Henu

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

4 | -- Annual Reports Menu
5 | -- MonthlyfQuarterlyfFiscal/Biennial Reports Menu

_8 | -- Employee ReportsfLabels Menu

_8 | -- Update/Display Description/DeductionfAnnuity Menu
_10 | -~ Earnings History Menu

_11_J -- Check Reconciliation Menu

_12 | -- Update/Display Payroll Monitor

13 -- Special Functions Menu

20 | -- File Reorganization

15.03.08

Gdbo

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future T T
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| 15 | 5| G| VEND




E PCG Dist=8991 Rel=22.03.00 11/08/2022 DOEOO1  KASYSTEM  KASECOND GREEN - a X

F1 — Add Earnings Payroll System HISTHENU

FKey Earnings History Menu

History Record

1_| -- Add Eamings History Record

2 | -- Update/Display Farnings History Record
andfor Transter Gross Earnings

3 | -- Print Employee's Earnings History
Print ¥TD Earnings' Register:
13 | -- Summary by Employee

14 | -- Detail by Account
15 | -- YTD Employer Benefits Register - Summary by Employee

11.01.08

Gdbo

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future T T
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E PCG Dist=8991 Rel=22.03.00 11/08/2022 DOEOO1  KASYSTEM  KASECOND GREEN - a X

H Add Earnings History Record EARNADD
F1 - Add Earnings ekl
o Enter Hew Record Type A Empno 87725 VYear 22 Quarter 4 Pay Period 18
HlStory Record AB3EU, HO3TY
Type Required Fields
A = Adjustment Record Empno
Year
Third Party Sick Pay: Quarter {1-1)
N = Hontaxable Pay Period (A1-53, 99)
T = Taxable

W = W-2 Adjustment

E""‘V FiP% rz‘% FBﬁ Fuﬁ;‘! FSTE-;‘! FE@ F?ﬁ;‘! Fs g rs’ FmT FHE FI2@ F'.sas LB, UL UL

Fisﬁ F<.7EI.|3 Fiz 1.*-':',']; Help
(g
Codbor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



F1 — Add Earnings
History Record

Erase or space out ALL
dollar amounts, banking
information and

annuities off the screen.

m PCG Dist=8091 Rel=22.03.00 11/08/2022 DOEO001T  KASYSTEM KASECOND GREEM = ad X
Add Earnings Record for: 87725 - AB3EU, HO3TY Qtr 22-4 Pay Prd 18 EARHADD
*#%  Adjustment  ** 999-88-7725 Loc 199_w[Class B8 Cert C Instruc H Type E Pen 2 Cont Ho 11
Federal: Mar Stat § Exenptions _1  W/H Code 8 Fed Amount/% Fed ¥
State: Mar Stat A Allow M[@] D[BB] W/H Code B State Amount/% State ¥
Chk Dt 88/00/8088 Chk Bank _ Chk Ho Pay Sched 12 Chk Type A GHI ¥
AEIC Ind _ AEIC Paymt Retr suc credit 1 FICA H
Reg Hr Out Hr HI Gr _7755.72 0ASDI Gr SEC 125 ¥
Reg Amt _ 8352.58 Ovt Amt HI Amt 0AsSDI Amt Contract _ 8352.58
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
a1 5 _ 8352 .58 7755.72 8352.58 1.0888
g82 D @381 -
ae3 _ _ —
fay i
aes
Totals 8352 .58 7755.72 8352.58 1.04
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Net Pay Annuities
ACCT 8@1 23 188 _ 1455 2468 131688 199 _ i a2 11 1111 111544 Ded 1 Co __
ACCT 8682 23 1868 _ 1455 2400 131688 199 _ 2 __ Ded 2 Co __
ACCT 66A3 B _  _ ol #3 _ Ded 13 Co _8
ACCT 664 B0 w T e # Ded 14 Co _9
ACCT @605 80 _ S o
Ded 83 H Ded 84 H Ded 09 H Ded 12 H Ded 13 H Ded 14 H Ded 15 H Ded 19 H Ded 26 H Ded 34 H
956.35 346.63 357.73 417.63 83.53 229 .17 20.92 37.45 9.96
Ded __ Ded __ Ded Ded __ Ded __ Ded __ Ded __ Ded __ Ded __ Ded __
Employer paid deductions: GHI _ 945.88 Pension _1752.29 Hedicare _ 112.46  0ASDI
Ded _ Ded __ Ded Ded __ Ded __ Ded __ Ded __ Ded __ Ded __ Ded __
*xxx Gross Pay 8352.58  =xx Deductions 2468.57 === Net Pay 5884.01 =xx NON TAX
Enter data. Press ENTER to validate.
Location 886199
Emv FJP.J-:& |"q¥' F3§ FI| F5 Fs F? Fa H |'.-'-5§ r:.'-? |-'::iﬂ miﬂ F|5Q5 22.03.00
mﬁ L Help

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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F1 - Add Earnings
History Record

TRS P — 2 E PCG Dist=8991 Rel=22.03.00 11/08/2022 DOE 001 KASYSTEM  KASECOND GREEM — O bt
ens = Add Earnings Record for: 87725 - AB3EU, HMO3TY Qtr 22-4 Pay Prd 18 EARNADD
0 I t h t! %% Adjustment **% 000-9§8-7725 Loc 199_w|Class B8 Cert C Instruc H Type E Pen 2 Cont Mo 11|
n y en er W a S Federal: Har Stat § Exemptions _1 U/H Code B Fed Amount/% Fed ¥
- - State: Mar Stat A Allow HM[B] D[BB] W/H Code B State Amount/% State ¥
reqU|red for penS|on Chk Dt 18/31/2822 Chk Bank Chk Ho Pay Sched 12 Chk Type A GHI ¥
. AEIC Ind _ AEIC Paymt Retr suc credit 1 FICA M
adjustment Reqg He Out Hr HI Gv _7755.72 0AsSDI Gr SEC 125 ¥
Reg Amt ovt Amt HI Amt 0ASDI Amt Contract 8352 .58
LTyp PTyp Tot Gross FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
a2 288.35 12.82 At n. 18/31/2822
aez2 _
ae3 _ -—
aay .
aes i
Totals 288.35 12.82
¥r Fnd F Prgm Fnct Objct Fcty B Addt'1 Bank DD Account Het Pay Annuities
ACCT @81 23 188 _ 1455 2488 13188 199 _ #1 B2 11 1111 111544 Ded 1 Co __
ACCT a@2 23 1688 _ 1455 2488 13188 199 _ #2 __ Ded 2 Co __
ACCT 663 8B _ #3 ped 13 Co __
AcCT 664 88 i o Ded 14 Co __
ACCT AA5 88 #s

S | X |DEI:I 83 N Ded 04 N Ded 09 N Ded 12 N Ded 13 N Ded 14 H Ded 15 N Ded 19 N Ded 26 H Ded 34 N
UCCEsS:

Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ DPed _ Ded _ Ded _
Employer paid deductions: GHI Pension _ 580.88 Hedicare onsDI
Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _ Ded _
Emp:B7iahitnted ypehendothe Hitom file: [ e e s e ——

*#*% Gross Pay *x% Deductions 12.82 === Het Pay 12.82- ==x HOH TAX

Validations passed. Save your changes.

Location 888199
ENTEV Fjp'-?:lr:q.% F3§ F! FS F7 Fz n F3 f s-:.:.T |:;|D p:2.“’ H;Q 22.83.00
ns“ "-TEDI ;«_s-ﬁ" Help
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F1 — Add Earnings History

Record
PCG Dist=8991 Rel=22.03.00 11/08/2022 DOEODT  KASYSTEM  KASECOND GREEN = O X
Pen =1 OLD PSERS $4.00 Add Earnings Record for: 88367 - PATTEN, GA7A 0tr 22-4 Pay Prd 18 EARNADD
— **  Adjustment ** 000-08-8367 Loc 8312_:][:1355 17/ Cert N Instruc H Type E Pen 1  Cont Mo 89|
Pen = 5 NeW PSERS $1000 Federal: Har Stat § Exemptions _@ W/H Code 1 Fed Amount/% 108.88 Fed ¥
State: Mar Stat B Allow M[B] D[BB] W/H Code B State Amount/% State ¥
Chk Dt 18/31/2822 Chk Bank Chk Ho Pay Sched 12 Chk Type A GHI ¥
Erase or space out ALL AEIC Ind _ AEIC Paynt Retr suc credit 1 FICA ¥
dollar amounts and Reg Hr out Hr HI Gr 0ASDI G SEC 125 ¥
t ff th Reqg Amt Ovt Amt HI Amt 0ASDI Amt Contract
annuities o e screen. LTyp PTyp Tot Gross  FICA Gr FICA Amt Pens Gr Pens Amt GHI Dist Reas Period End
a1 2 h.08- _ o 18/31/2a822
aez  _ _
a8z _ e
apy _ i
aes i
Totals L
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Bank DD Account Net Pay Annuities
ACCT 881 23 188 _ 1328 27068 186688 8812 _ #1112 11 1111 111422 Ded 1 Co __
ACCT 092 88 Y 2 __ Ded 2 Co __
ACCT 903 B0 & 3 ped 13 Co __
ACCT A0k o = #h Ded 14 Co
| F R i, T P il e T A T gy
Success| X B4 H Ded 68 H Ded 12 H Ded 13 H Ded 14 H Ded 26 H Ded 34 H Ded __ Ded __
b Ded __ Ded __ Ded __ Ded __ Ded _ Ded __ Ded __ Ded __
" ! deductions: GHI Pension Hedicare 0ASDI
Emp. 88367 Added type A record to the History file . Ded . Ded _ bed . Ded _ bed . Ded _  Ded Ded _
=xx Deductions 4.00- =xx Net Pay 4.80 =xx NON TAX
ons passed. Save your changes.
aesA12
r3§ F'| F5 Fs F7 F3 H F3 f !—':GT Ll FIQIﬂ F|5Q 22.03.00

Help

Gdbo
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EHSTOO0D@@221108_1041010.PDF - Adobe Acrobat Reader (84-bit) - O X

F2, F2, F13 - Print Fle Edit View Sign Window Help
Earnings History Home  Tools EHSTO000@®221... X ® A Ssignin

w ® 8 Q ® © 21+ B Z & WA 4 B o

TRS — Pen=2

Our adjustment shows
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Offering a holistic education to

each and every child
in our state.
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