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PCGenesis Payroll System Operations Guide

Overview

Description, deduction, benefit plan, and annuity records may be added, modified, and/or deleted.
These records identify various items within the description of an employee, and associated deductions
and annuities. The PCGenesis coding structure for this information is also school district- and system-
specific. Printing the reports provides listings of the school district’s or system’s records, and
identifies records containing errors.

Alpha Description Record Maintenance

The Alpha Description file contains the Georgia Health Insurance (GHI), district, and direct deposit
bank records that allow the entry of alphanumeric record codes. PCGenesis utilizes this file to expand
the number of direct deposit banks from 99 (e.g. 01 - 99) to 1,295 codes, (e.g. 01 - 09, 0A-0Z, 10-19,
1A-1Z, etc. up to ZZ). Note that the Description file is limited to codes containing only numeric
entries, e.g. class codes, job codes, etc.

This Alpha Description File includes the W-2 Adjustment Code record type (W2CD) for use with
earnings history W-2 adjustment records. The three-character Record Code key for the W2CD type
code is defined as xxy where xx represents a W-2 box number on the W-2 form (01, 02, 03, 04, 05, 06,
07,08, 09, 10, 11, 12, 14, 16, 17), and y represents item codes (A-Z, 0-9). Item codes are needed for W-
2 boxes which can contain multiple items. For example, box 12 on the W-2 form can be used to report
many different items with different labels.

Teacher Retirement System (TRS) Reporting

Although the description codes may apply to other PCGenesis functions, codes K (TRS Job Class), P
(Compensation Type), R (Reason), X (TRS Pay Reason), and Y (TRS Term Reason) must exist for TRS
reporting requirements. Refer to Appendix A: Teacher Retirement System (TRS) Job Class Description
Code Listing where appropriate.

Description Records
PCGenesis allows maintenance of the following record types:

B - Budget System Pay Categories P - Compensation Type

C - Pay Class R - Pay Reason

D - Degree S - Rankings for Substitute Pay Rates
E - Ethnic T - Termination

I - Insurance U - University/College

J - Job Description
K - TRS Job Class

V - PSERS/ERS Pay Reason

W - PSERS/ERS Termination Code
L - Location X - TRS Pay Reason

M - PSERS/ERS Job Class Y - TRS Termination Code

Pay Class (C) is used primarily to group employees for benefits received, certification, status, and
payroll cycle descriptors. PCGenesis Pay Class Type Codes include B (Board member), F (Full-
time), P (Part-time), S (Substitutes), and 3 (Third party contractors).
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PCGenesis Payroll System Operations Guide

Third Party Contract Employee Information: Third party contractors must be in a class defined with
a Class Type of ‘3’. Even though third party contractors are defined in the Payroll File, these
individuals may not be accessed from any payroll process. For example, a type ‘3’ class code cannot be
selected when setting up payroll, and third party contractors cannot be accessed from any payroll data
entry screen.

A new option is available on the CPI menu for Display/Update Third Party Contractors. This option
allows the user to maintain third party contractors for CPIl. Third party contractors can be added,
updated, or deleted from within this CPI module. Third party contractors must be in a class defined with
a Class Type of ‘3’ and these employees are reported in CPI only.

The third party contractor’s payroll class codes must exist in the Description file for both certified and
non-certified employees before using the codes in the creation and the modification of third party
contractor employee information.

Board Member Information: Board members must be in a class defined with a Class Type of ‘B’.
Employees in a Class Code defined with a Class Type of ‘B’ will not be reported to the Georgia
Department of Labor on the Quarterly Wage Report.

The specifications for the Georgia Department of Labor Quarterly Wage Report state that the following
types of employment are NOT subject to unemployment taxes:

e Services performed by government workers who are elected officials or officials in non-tenured
major policymaking advisory positions which require less than eight hours of work a week;
members of a legislative body or the judiciary; and members of the state National Guard or Air
National Guard, except when called to federal duty.

State Health Benefit Plan/Georgia Health Insurance (SHBP/GHI) Reporting Requirements -
Benefit Plan/Option/Tier File and Deduction Records

The PCGenesis Benefit Plan/Option/Tier File (BENEDED) and maintenance program operates on
three feature levels. The highest level defines the Benefit Plan which records the deduction code,
employer contribution amount, deduction flag information, and the dollar amounts associated with
each. The second level defines the options and the option descriptions. The third level defines the
tiers and their corresponding descriptions and amounts.

The Benefit Plan/Option/Tier File contains SHBP rates for multiple years. The rates remain in effect
until a PCGenesis release automatically updates the information.

SHBP deduction records should be identified as such in the Benefit plan code associated with
deduction field for all state health deductions such as 08 (State Health-NonCert) and 09 (State Health-
Cert), and all Board member benefit plan deductions. Entering ‘SHBP’ in the Benefit plan code
associated with deduction field for a system deduction identifies the deduction as a Georgia Health
Insurance (GHI) deduction.

Note that the Department of Community Health (DCH) governs the Benefit Plan options. Because
these options are system-specific, contact the school district’s or system’s DCH representative for a
complete listing of options available for employees. Refer to the most recent GaDOE-PCGenesis
memorandum regarding the State Health Benefit Plan (Plan) for additional information and
instructions.

3A.4.1. SHBP Benefit Deduction Option and Tier Report — Example provides an example of the Benefit
Plan/Option/Tier File.
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PCGenesis Payroll System Operations Guide

Deduction Codes

Deduction codes range from 00 to 71, and may contain up to thirty (30) characters per description. If
the deduction amount is a percentage of the employee’s salary, make an entry in the Percent field, not a
flat dollar amount. PCGenesis Deduction Type Codes include A (Annuity), C (Credit Union), F
(Imputed Income), G (Garnishment), and I (Nontaxable Income).

Imputed Income: Because of the requirement to pay the Federal Insurance Contributions Act (FICA)
taxes on imputed income, this income should be included in normal payroll processing throughout the
calendar year. The PCGenesis Payroll System Operations Guide, Section B: Payroll Update
Processing, Topic 4: Update/Display Payroll Information contains detailed instructions for processing
imputed income.

Annuities: Refer to the section below entitled Annuity Record Maintenance for a full discussion of
setting up annuities within PCGenesis.

Payroll Withholding Deductions

Enter the Financial Accounting and Reporting (FAR) application’s vendor number on the deduction
record for all payroll withholding deductions.

Deduction codes 00 (Employee Fringe Benefits), 01 and 02 (Annuity #1 and Annuity #2), 03 (Federal
Tax), 04 (State of Georgia Tax), 05 and 06 (Other State Tax), 07 (Non-Qualified Plans- (457), 08 (State
Health-NonCert) and 09 (State Health-Cert) are reserved by PCGenesis, and may not be used for
system-specific coding.

Reserved
Deduction Codes Description
00 Employee Fringe Benefits
01 Annuity #1
02 Annuity #2
03 Federal Tax
04 State of Georgia Tax
05 Other State Tax (Reserved for future use)
06 Other State Tax (Reserved for future use)
07 Non-Qualified Plans — 457
08 State Health — Non Certified
09 State Health — Certified

Table 1- System Reserved Deduction Codes

Employer Contribution Indicator: The Employer Contribution Indicator identifies how PCGenesis
handles deductions. These indicators include 0 (No employer contribution), 1 (Contribution is a fixed
amount), 2 (Contribution is a percentage of the employee’s gross as defined by the Process Types), and
3 (Contribution is a percentage of the employee’s contribution).

Deduction codes 01 — 07, and the 08 (State Health-NonCert) and 09 (State Health-Cert) deduction
codes must contain a contribution indicator of zero (0 — None). Special or local codes must not contain
a contribution indicator. Annuities must not contain a contribution indicator.

Georgia Department of Education
November 29, 2023 e 11:34 AM e Page 3 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Annuity Record Maintenance

Considerable flexibility is allowed within PCGenesis when defining annuities on the employee record.
PCGenesis allows for a total of five (5) different annuities per employee to be defined. Because a
school system may offer many, many different annuity companies and plans, PCGenesis allows a
single annuity deduction, (defined with a Deduction Type of A (Annuity) on the deduction record), to
represent many different annuity companies. This one-to-many relationship between a single system
deduction code and multiple annuity company codes allows a single deduction to represent many
different annuity calculations.

Step 1: Annuity Deduction Control Record Maintenance: System Deduction Code 01 and Deduction
Code 02 are automatically defined by the system as annuities. PCGenesis allows the definition of up
to 3 more annuities in addition to deduction code 01 and deduction code 02. Additional annuity
deductions must first be defined on the Annuity Deduction Control Record. An annuity system
deduction code is designated on this screen before the deduction can be defined on the Maintain
Deduction Records screen. PCGenesis requires the entry of annuity deduction Control records for all
Deduction Type ‘A’ (Annuity) deduction records. Information about adding annuity deduction
Control records can be found by following the steps provided in Procedure 5A. Maintaining the
Annuity Deduction Control Record.

Step 2: Maintain Deduction Records: System Deduction Code 01 and Deduction Code 02 must be
defined as annuities (Deduction Type = ‘A’ (Annuity)). If any additional annuities have been defined
in the Annuity Deduction Control Record, then the corresponding deduction code can be set up in
Maintain Deduction Records. For example, if the Annuity Deduction Control Record has defined
Annuity deduction #3 to be Deduction Code 50, then deduction code 50 can now be added in the
Maintain Deduction Records screen as an annuity deduction. Annuity deductions must be defined with
a Deduction Type ‘4’ (Annuity). Information about adding deduction codes can be found by following
the steps provided in Procedure 3A. Maintaining Deduction Records.

Selecting F28 (Help Screen) when offered provides additional assistance with the entry of information.

Step 3: Maintain Annuity Company Records: Annuity company codes range from 01 — 99 and contain
the FAR application’s vendor number and vendor name. Annuity Type Codes include D (401(K)), E
(403(B)), F (408(K)(6)), G (457), and H (501 (C)(18)(D)). The employer contribution parameters for
the annuity are defined on the Annuity Company Record. Information about adding annuity company
records can be found by following the steps provided in Procedure 5B. Maintaining Annuity Records.

Employer Contribution Indicator: In addition to other annuity company identifiers, PCGenesis
allows for the following employer contribution indicators: 0 (None), 1 (Fixed Amount), 2 (% of
Annuity Gross), 3 (% of Employee’s Contribution), and 4 (% of Annuity Gross up to a Maximum of
Employee Contribution % of Annuity Gross, if Employee % is Less). When an employer contribution is
indicated, PCGenesis defaults the Employer Flag to Y’ on the Update/Display Deduction Data screen
for the employee. PCGenesis also displays the annuity employer settings in the Annuity Company
lookup drop down box.
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PCGenesis Payroll System Operations Guide

Annuity Gross: For the employer contributions that are a percentage of annuity gross (indicators 2 and
4), the annuity gross is determined as follows: If the Regular Gross Types field is set to Y during the
payroll set up, then earnings on Process Type codes D and H and S are added to the annuity gross for
calculation. If the Special Gross Types field is set to Y during the payroll set up, then earnings on
Process Type codes P and Q are added to the annuity gross for calculation. Earnings on Process Type
codes A and B and X and Y and Z are not added to the annuity gross for calculation.

Mandatory Annuity Indicator: The Mandatory Annuity flag indicates whether or not the annuity
deduction is an elected deferral by the employee. Elective Deferrals are amounts contributed to a plan
by the employer at the employee's election and which, except to the extent they are designated Roth
contributions, are excludable from the employee's gross income. Elective deferrals include deferrals
under a 401(k), 403(b), SARSEP and SIMPLE IRA plan.

The Mandatory Annuity flag is set to ‘N’ when the annuity deduction is voluntarily elected by the
employee. The Mandatory Annuity flag is set to Y’ when the employee is mandated to participate in
the deduction by the school district.

Annuity companies defined with ‘Y’ in the Mandatory Annuity field are considered mandatory
annuities. Mandatory annuities are not included in box 12 on the W-2 form. Box 12 on the W-2 form is
reserved for ‘elective’ annuity amounts only.
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PCGenesis Payroll System Operations Guide

The following example illustrates how the annuity components are related.

Annuity Deduction  Maintain Deduction Records Maintain Annuity Records
CoutiidRizecoli Deduction Code Annuity Company Code

Define the system The deduction definition The Annuity Company Record defines the

deductions which functions as a place holder for | type of annuity and employer contribution

will represent the Annuity Company Records. | parameters.

annuities.

#1=01 01 = Hartford Life Annuities 01 = Hartford Life 403(b)

(System defined)

02 = Hartford Life 457
03 = Hartford Life 501(c)

#2 =02 02 = Valic Annuities 04 = Valic 403(b)
(System defined)

05 = Valic 457

06 = Valic 501(c)

#3 =50 50 = Met Life Annuities 07 = Met Life 403(b)

08 = Met Life 457

09 = Met Life 501(c)

#4 =51 51 = Fidelity Annuities 10 = Fidelity 403(b)

11 = Fidelity 457

12 = Fidelity 501(c)

#5=52 52 = Principal Mutual Annuities | 13 = Principal 403(b) — 2% employer
contribution

14 = Principal 403(b) — 5% employer
contribution

15 = Principal 457 — 2 % employer
contribution

16 = Principal 457 — 5% employer
contribution

Example 1, Table 1- Related Annuity Components

Georgia Department of Education
November 29, 2023 e 11:34 AM e Page 6 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following table continues the example from above and illustrates how the annuities may be defined
on the employee Update/Display Payroll Withholding/Direct Deposit screen.

Deduction Code

Employee Annuity

Annuity Company Code Employee

ID Slot Contribution

47362 #1 01 = Hartford Life 02 = Hartford Life 457 5% of annuity
Annuities gross
47362 #2 02 = Valic Annuities Not used by this
employee
47362 #3 50 = Met Life Annuities Not used by this
employee
47362 #4 51 = Fidelity Annuities 10 = Fidelity 403(b) $125.00 flat dollar
amount
47362 #5 52 = Principal Mutual Not used by this
Annuities employee
85421 #1 01 = Hartford Life Not used by this
Annuities employee
85421 #2 02 = Valic Annuities Not used by this
employee
85421 #3 50 = Met Life Annuities Not used by this
employee
85421 #4 51 = Fidelity Annuities 11 = Fidelity 457 $75.00 flat dollar
amount
85421 #5 52 = Principal Mutual 15 = Principal 457 -2 % | 2% of annuity
Annuities employer contribution gross
35687 #1 01 = Hartford Life Not used by this
Annuities employee
35687 #2 02 = Valic Annuities Not used by this
employee
35687 #3 50 = Met Life Annuities Not used by this
employee
35687 #4 51 = Fidelity Annuities 12 = Fidelity 501(c) 2% of annuity
gross
35687 #5 52 = Principal Mutual 16 = Principal 457 -5 % | 3% of annuity
Annuities employer contribution gross

Example 1, Table 2- Defining Annuities on the Employee Record
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PCGenesis Payroll System Operations Guide

This example illustrates how one deduction code can be set up to represent many different types of
annuity calculations. In the example, deduction code 51, Fidelity Annuities, may represent a 403(b), a
457, or a 501(c) annuity. Also note that deduction code 52, Principal Mutual Annuities, may represent a
403(b) with either a 2% employer contribution or a 5% employer contribution.
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PCGenesis Payroll System Operations Guide

Topic 1: Description Record Processing

Procedure 1A. Maintaining Description Records
1A.1. Adding a Description Record

Step  Action

1 From the Business Applications Master Menu, select F2 (Payroll System).

The following screen displays:

@ PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEWSYS CASECOND

)

FKey

¥ el bbbk

Payroll System

Haster Henu

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

-- Annual Reports Menu
-- MonthlytQuarterly{Fiscal{Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

-- File Reorganization

PAYHBABE

| | | 15.63.88

Step  Action

2 Select 9| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

= PCGDIst=8991 Rel=14.02.01 08/18/2014 PCW 001 SY¥ C:\DEYSYS C:\SECOND
Payroll System

FKey

Description/Deduction/Annuity Files Henu

Description File:

;I - - Maintain Description Records
LI - - Maintain Alpha Description Records
;I -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
LI - - Maintain Benefit Plan/OptionfTier Records
LI - - Import Benefit Plan}Option/Tier Records
LI - - Print Benefit Plan/OptionfTier Records
Annuity File:
10 | - - Display/Update Annuity Deduction Control Record
11 | -- Maintain Annuity Records
12 | - - Verify/Print Annuity Records

Mastar | U"'m | |

=l=|x]

PAVHBAA9

| | | 7.683.01

A |
= A ] I I I I I
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PCGenesis Payroll System Operations Guide

Ste Action

3 Select —1_ (F1 - Maintain Description Records).

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND — =1 x|
Payroll Description File - File HMaintenance PAY@188
Record Type

Humber a

Record Type: B = Budget System Pay Categories 2-digits
C = Pay Class 2-digits
D = Degree 2-digits
E = Ethnic 2-digits
1 = Insurance 2-digits
J = Job Description 3-digits
K = TRS Job Class 2-digits
L = Location 4-digits
H = PSERS/ERS Job Class 2-digits
P = Compensation Type 4-digits
R = Pay Reason 2-digits
§ = Rankings for Substitute Pay Rates A1-digit
T = Termination 1-digit
U = University/College 5-digits
U = PSERSFERS Pay Reason 2-digits
W = PSERS/ERS Term Code 2-digits
X = TRS Pay Reason 2-digits
¥ = TRS Term Code 2-digits

*x Find Hode x=x
(ENTER)-Position File F1-Hext F2-Prev F13-Add Hode F16-Exit

P (> [0 | - @ | [ s W 2 [ Y o [ [ 14.03.08
F|S. FwE@lns‘m‘ Help

Step  Action

4 Enter the description code in the Record Type field, and select ﬂl (F13 - Create New
Record).

Third party contractors’ payroll class codes must exist in the Description file for both
certified and non-certified employees before using either of the codes in the creation and
the modification of third party contractor employee information.

This document provides screenshot examples of the initial entry screen for each record
type.
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The following screen displays for B (Budget System Pay Categories) records:

B PCLGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ CADEYSYS CHSECOND = EIEI
Payroll Description File - File Maintenance PAYB180
Record Type: B Humber :
Description: Free format description
Fay Short Desc: (13 chars) Free format description

** Add Hode =

ENTER-Validate F8-3ave F16-Exit
E'"EV Fi ‘ |F2« F= ﬁ F\} F5 Fs F7 Fg u Fs I FIOY Eil El Fiz El E:gn Fisa 14.03.00
F1s« WE'leﬁf Help

The following screen displays for C (Pay Class) records:

=] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV C\DE:gn_ — WHITE-
k — i

Payroll Description File - File Maintenance PAYO100

Record Type: ©C Humber :
Description: Free format description

Pay Schedule #: Fay Schedule # for each Pay Class

Certified/Mon: _ C=Certified, H=Non-certified
Type: _ B=Board member, F=Full-time, P=Part-time,
S$=Substitutes, 3=Third Party Contractors
Instructional: _ I=Instructional, H=Hon-instructional
Parapro: _ P=Paraprofessional, HN=Non-paraprofessional
TRS Job Class: BB TRS Job Classification - DESC Record "K®

*x Add Mode =*x
ENTER-Validate

FB-Save F16-Exi
Y| =& | | = O P PO P
= P I I Help

t

| = 15.62.00
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PCGenesis Payroll System Operations Guide
The following screen displays for D (Degree) records:

Bl PCG Dist-8991 Rel-08.03.00 03/05/2003 CJD 004 CADEVYSYS CA\SECOND =2
Payroll Description File - File Maintenance PAYB180
Record Type: D Number :
Description: Free format description
*% Add Hode ==
ENTER-Validate PF8-Save PF16-Exit
ENYE’ FI» rzh rsﬁ F'Q Fs Fs F7 F& n FSI rmY rnEl r|2E| E:? F15Q| ()Ll o LT
£ 88| 50 e T | A (S I I N U I
The following screen displays for E (Ethnic) records:
Bl PCG Dist=8991 Rel=08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND ==l
Payroll Description File - File Haintenance PAYO188

Record Type: E

Humber :
Description:

Free format description

#% Add Mode ==
ENTER-Validate PFE-Save

PF16-Exit
i 0 P 1= s ] 1 = TP A P P PO I = 99.91.00
= R
==

JE [ [ N =7
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The following screen displays for I (Insurance) records:

e |
Bl PCG Dist=8991 Rel=08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND =J=E3
Payroll Description File - File Haintenance PAYa108
Record Type: I Humber :
Description: Free format description

** Add Hode =
ENTER-UValidate PF8-Save PF16-Exit

4 F‘-»IFA- Fjlﬂ ||| =TS o) Pl =y 09.01.00
ns“ mE@ mﬁﬂf | | | | | | Helpl | | |

The following screen displays for J (Job) records:

[g PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW

Payroll Description File - File Maintenance PAYB1080

Record Type: J Nunber : I
Description: Free format description
FLSA: _ E=Exempt, H=Hon-exempt from overtime pay
ERS Job Class: 88 ERS Job Classification - DESC Record "M*

** Add Mode ==
ENTER-Ualidate F8-Save F16-Exit

I Pl = e s i = | P A O I Pl
= P

ENTEE,

|F‘5Q| 15._82 .68
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The following screen displays for K (TRS Job Class) records:

B PCG Dist=-8991 Rel-08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND

(SB[
Payroll Description File - File Haintenance PAYB108
Record Type: K Humber :
Description: Free format description
** Add Hode ==
ENTER-Validate PF8-Save PF16-Exit
EN“V FI» F2« rsﬁ F» rs Fs r7 Fg u rs’ FIOY rnEl F12E| E:gn risa (10l
A=l 7] R | den] ]
The following screen displays for L (Location) records:
Bl PCG Dist-8991 Rel-08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND ==l
Payroll Description File - File Haintenance PAYO100
Record Type: L Humber :
Description: Free format description
CPI Eligible?: _ Y=¥es, H or blank=Ho
*% Add Mode ==
ENTER-Validate PF&-3ave PF16-Exit
a9 .61.688

CREW
e ] = | P P P P O =N
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The following screen displays for M (PSERS/ERS Job Class) records:

B pCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 SY C\DEYSYS C:\SECOND _IEIEI
Payroll Description File - File Maintenance PAYB100
Record Type: H Humber :
Description: Free format description
*% Add Hode ==
ENTER-Ualidate F8-Save F16-Exit

Y| | = 5||| o | S | 0 P P @ 12.63.08
FW‘- FVEblﬂBﬂF Help

The following screen displays for P (Compensation Type) records:

Bl PCG Dist-8991 Rel-08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND =2
Payroll Description File - File Haintenance PAY 0100
Record Type: P Humber :
Description: Free format description
Pay Short Desc: (13 chars) Free format description
*% Add Mode ==
ENTER-Validate PF&-3ave PF16-Exit

MV F|» FZ« Fsﬁ F» Fs FS|F7|F8 ans I |FioY|FnE| |F12E|E§§"E|| |F|5Q| 89.01.068

= - [ [ T fwew] [ [ |
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The following screen displays for R (Pay Reason) records:

Bl PCG Dist-8991 Rel-08.03.00 03/05/2003 CJD 004 CADEVYSYS CA\SECOND
Payroll Description File - File Maintenance

SiE=]

PAYBE188

Record Type: R Number :
Free format description

Description:

ERS Pay Reason — DESC Record 'U*
TRS Pay Reason — DESC Record "¥°

ERS Pay Reason: 8
TRS Pay Reason: 8

*#% Add Hode x**
ENTER-Validate PF8-Save PF16-Exit
| Q| a9 _@1._08
FiE

ENYEV FI» rzh rsﬁ F'Q Fs FS|F7 | F3 nl Fi , |rmY| Fil El | r|2E| |E:§"E||
<-| Eb| ool | | [ 1 T fwen| | | ]

The following screen displays for S (Rankings for Substitute Pay Rates) records:

B PCGDIst=8991 Rel=13.02.00 07/23/2013 PCWO03 S¥ CA\DEYSYS LC:\SECOND _|5|5|
Payroll Description File - File Maintenance PAYB188

Humber :

Record Type: 3
Free format description

Description:

*% Add Hode ==
ENTER-Validate F8-Save F16-Exit
E| CREW Q 12.83.08
FiZ Fiz FiE

EN'EV FI‘ |F2« FBE FW FS FS F? F& ﬂ F3 ’ F|0Y F“@
m. F‘Eﬂmﬁf | | | Help
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The following screen displays for T (Termination Reason) records:

Bl PCG Dist=8991 Rel=08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND ==l
Payroll Description File - File Haintenance PAYO188
Record Type: T Humber :
Description: Free format description
ERS Term Code: 88 ERS Termination Code - DESC Record 'W*
TRS Term Code: B8 TRS Termination Code - DESC Record '¥*
*% Add Hode =
ENTER-Validate PFE-Save PF16-Exit
|| e @ || B e Ml o W (e (| & Baliilall
¥ | B8] T Help
The following screen displays for U (University or College) records:
Bl PCG Dist-8991 Rel-08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND ==l
Payroll Description File - File HMaintenance PAYo10a
Record Type: U Number :
Description: Free format description
*x Add Mode ==
ENTER-Validate PF8-Save PF16-Exit
89 ._a81.88

1% F‘* FZ« FBE F'} F5 FS F7 F& n Fa , F‘OY F“B F12E Eigu F‘SQ
A ol ) P L L He)
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The following screen displays for V (PSERS/ERS Pay Reason) records:

B pCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 SY C\DEYSYS C:\SECOND _IEIEI
Payroll Description File - File Maintenance PAYB100
Record Type: U Humber :
Description: Free format description
*% Add Hode ==
ENTER-Ualidate F8-Save F16-Exit
G 10 1 =) P o e = 2 P o o e & 12.83.06
ns« FvE?lns‘m‘ Help
The following screen displays for W (PSERS/ERS Term Code) records:
B PCGDIst=8991 Rel=13.02.00 07/23/2013 PCWO03 S¥ CA\DEYSYS LC:\SECOND _|5|5|
Payroll Description File - File Maintenance PAYB188
Record Type: W Humber :
Description: Free format description
*x Add Mode =x
ENTER-Validate F8-Save F16-Exit
Emv FI"FQ« FBE F» Fs Fs F? Fe n FS’ FioY FnEl F|2E| E':? ns& 12.83.08
m. F‘Eﬂmﬁf | | | Help
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The following screen displays for X (TRS Pay Reason) records:

———
(Q PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND
- e -

Payroll Description File - File HMaintenance

Record Type: X Humber :
Description: Free format description

** fAidd MHode ==
ENTER- Ualldate F8-Save F16-Exit

| | | | | | | Fit | | | e
rs- r;. Fs u o |rw I Fi1 El rmﬁl Fiz r1sQ
F‘sm ---

The following screen displays for Y (TRS Termination Code) records:

Bl PCG Dist-8991 Rel-08.03.00 03/05/2009 CJD 004 CADEVSYS CASECOND =2
Payroll Description File - File HMaintenance PAYe1608
Record Type: ¥ Humber :
Description: Free format description

*% Add Hode x*x
ENTER-Validate PF8-Save PF16-Exit

MV F|» FZ« Fsﬁ FS F? F& n Fs I FIOY FnEl FIZE E:? nsQ (1[5l (T
] = I Help
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PCGenesis Payroll System Operations Guide

5 For Record Type ‘B’ (Budget System Pay Categories) records:
Number: Enter a two digit number. Valid values: 01 — 99.
Description: Enter the 30 character record description.
Pay Short Desc: Enter the 13 character short description.
The PCGenesis Budget System requires the Budget System Pay Category codes to be
defined. The Budget Pay Category field is available on an employee’s Gross Data screen
and is used in conjunction with a Budget Flag value of ‘U’ on the Gross Data account lines.
6 For Record Type ‘C’ (Pay Class) records:
Number: Enter a two digit number. Valid values: 01 — 99.
Description: Enter the 30 character pay class description.
Pay Schedule #: Enter the two digit pay schedule # which defines the payroll cycle
and scheduled pay dates for this pay class.
Certified/Non: Indicate whether the pay class is a certified or non-certified pay
class. Valid values: C = Certified, N = Non-certified.
Type: Indicate the pay type for the class. Valid values: B = Board member, F =
Full-time, P = Part-time, S = Substitutes, 3 = Third party contractors.
Instructional: Indicate whether the pay class is an instructional or non-instructional
pay class. Valid values: I = Instructional, N = Non-instructional
Parapro: Indicate whether the pay class is a paraprofessional or non-
paraprofessional pay class. Valid values: P = Paraprofessional, N = Non-
paraprofessional
TRS Job Class: Enter the cross-reference to the TRS job class contained on
Description record ‘K’ (TRS Job Class). Enter or select the drop-down selection
icon ¥ in the TRS Job Class field to choose the employee’s 2-digit job class code.
7 For Record Type ‘D’ (Degree) records, Type ‘E’ (Ethnic) records, Type ‘I’ (Insurance)
records, and Type ‘Y’ (TRS Term Code):
Number: Enter a two digit number. Valid values: 01 — 99.
Description: Enter the 30 character record description.
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8 For Record Type ‘J’ (Job Description) records:
Number: Enter a three digit number. Valid values: 01 —999.

Description: Enter the 30 character job description.

FLSA: Indicate the FLSA type for the pay class. Valid values: E = Exempt, N =
Non-exempt from overtime pay

ERS Job Class: Enter the cross-reference to the ERS/PSERS job class contained on
Description record ‘M’ (PSERS/ERS Job Class). Enter or select the drop-down
selection icon 2l in the ERS Job Class field to choose the employee’s 2-digit job
class code.

9 For Record Type ‘K’ (TRS Job Class) records, Type ‘M’ (PSERS/ERS Job Class),
Type ‘V’ (PSERS/ERS Pay Reason), Type ‘W’ (PSERS/ERS Term Code), and Type
‘X’ (TRS Pay Reason) records:

Number: Enter a two digit number. Valid values: 00 — 99.
Description: Enter the 30 character record description.

10 For Record Type ‘L’ (Location) records:
Number: Enter a four digit number. Valid values: 01 —9999.

Description: Enter the 30 character location description.

CPI Eligible?: Enter whether employees’ CPI assignments may be associated with
this location code. Valid values: Y = Yes this location code may be used in a CPI
assignment, N = No this location code may not be used in a CPI assignment

11 For Record Type ‘P’ (Compensation Type) records:
Number: Enter a four digit number. Valid values: 0000 — 9999.

Description: Enter the 30 character compensation type description.
Pay Short Desc: Enter the 13 character compensation type short description.

The new detailed check stub contains a new section of data entitled Current Hours and
Earnings. In order to get a proper breakdown of the earnings, users will need to categorize
their employees’ Gross Data earnings by Pay Type before utilizing the new detailed pay
check statement. The Current Hours and Earnings section on the detailed check stub will
list the long pay type descriptions, along with the pay rates, regular and overtime hours,
regular and overtime pay, and contract amounts.

NOTE: The names Pay Type and Compensation Type are used interchangeably. The codes
used to define Pay Type on the Update/Display Gross Data screen are called
Compensation Type (code ‘P’) on the Maintain Description Records screen.
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12 For Record Type ‘R’ (Pay Reason) records:
Number: Enter a two digit number. Valid values: 00 — 99.

Description: Enter the 30 character pay reason description.

ERS Pay Reason: Enter the cross-reference to the ERS/PSERS pay reason
contained on Description record ‘V’ (PSERS/ERS Pay Reason). Enter or select the
drop-down selection icon ~lin the ERS Pay Reason field to choose the employee’s
2-digit pay reason code.

TRS Pay Reason: Enter the cross-reference to the TRS pay reason contained on
Description record ‘X’ (TRS Pay Reason). Enter or select the drop-down selection
icon lin the TRS Pay Reason field to choose the employee’s 2-digit pay reason
code.

13 For Record Type S’ (Rankings for Substitute Pay Rates) records:
Number: Enter a one digit number. Valid values: 1-5.

Description: Enter the 30 character ranking name.

14 For Record Type ‘T’ (Termination Code) records:
Number: Enter a one digit number. Valid values: 1-9.

Description: Enter the 30 character termination reason description.

ERS Term Code: Enter the cross-reference to the ERS/PSERS termination code
contained on Description record ‘W’ (PSERS/ERS Termination Code). Enter or
select the drop-down selection icon ~lin the ERS Term Code field to choose the
employee’s 2-digit termination code.

TRS Term Code: Enter the cross-reference to the TRS termination code contained
on Description record ‘Y’ (TRS Termination Code). Enter or select the drop-down
selection icon =l in the TRS Term Code field to choose the employee’s 2-digit
termination code.

15 For Record Type ‘U’ (University) records:
Number: Enter a five digit number. Valid values: 00001 — 99999.

Description: Enter the 30 character university name.

16 Select E (Enter — Position File).
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The following screen displays:
E] PCG Dist=8991 Rel=15.02.00 u?W!&mz m C:EQND WHITE _ x|

Payroll Description File - File HMaintenance PAYB1088
Record Type: © Humber: 17
Description: BOARD HEHBERS Free format description
Pay Schedule #: 12 Pay Schedule # for each Pay Class

Certified/Hon: H C=Certified, N=Mon-certified
Type: E B=Board member, F=Full-time, P=Part-time,
S$=Substitutes, 3=Third Party Contractors
Instructional: H I=Instructional, H=Hon-instructional
Parapro:z N  P=Paraprofessional, N=Non-paraprofessional
TRS Job Class: 83 Executive admin Managerial - DESC Record "K*
Validation Successful =% Modify Hode ==
ENTER-Validate F8-Save F16-Exit
i P Y =) O O = 1 e P =Y 15.62.00

I P I I Help

Step  Action

17 Verify “Validation Successful ” displays, and select ﬁl (F8 — Save Changes).
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The following screen displays:

.-! PCG Dist=8991 Rel=15.02.00 0”!6{"2{)15 PCW 002 ;‘ ERBEVS:% CASECOND WHITE _ oo e S|

I Payroll Description File - File Haintenance PAY @108
i
Record Type: C Humber: 51
Description: BOARD MEMBERS Free format description

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

Certified/Non: N C=Certified, N=Mon-certified
Type: B B=Board member, F=Full-time, P=Part-tinme,
$=Substitutes, 3=Third Party Contractors

Instructional: N I=Instructional, H=Hon-instructional
Parapro: N P=Paraprofessional, N=Hon-paraprofessional
TRS Job Class: 83 Executive Admin Managerial - DESC Record "K'

DESCRIPTION RECORD ADDED

F16-Exit
S P PO o = i a1 = P2 P PP O PR=N | 15.02.00
= P I Help

Step  Action

18 Verify “Description Record Added” displays, and select ﬁl (F16 - Exit) to the Payroll
Description File — File Maintenance (Find Mode) screen.
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The following screen displays:

B pPCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND —|=] =]
Payroll Description File - File HMaintenance PAYB188
Record Type c

Humber U7

Record Type: B = Budget System Pay Categories 2-digits
¢ = Pay Class 2-digits
D = Degree 2-digits
E = Ethnic 2-digits
1 = Insurance 2-digits
J = Job Description 3-digits
K = TRS Job Class 2-digits
L = Location 4-digits
H = PSERS/ERS Job Class 2-digits
P = Compensation Type 4-digits
R = Pay Reason 2-digits
$ = Rankings for Substitute Pay Rates 1-digit
T = Termination 1-digit
U = University/College 5-digits
U = PSERS/ERS Pay Reason 2-digits
W = PSERS/ERS Term Code 2-digits
% = TRS Pay Reason 2-digits
¥ = TRS Term Code 2-digits

*% Find Hode =
(ENTER)}-Position File F1-Hext F2-Preu F13-Add Hode F16-Exit

1% FII::> |F2<::| = 5 F» Fs Fs F7l FE u Fs ’ FioY Fii El F|2E| E:? Fisa 14.03.08
m« F‘Eb|m1iff Help

Step  Action
19

Select ﬁl (F16 - Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.

Georgia Department of Education
November 29, 2023 e 11:34 AM e Page 25 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

20 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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1A.2. Modify a Description Record

Step

@ PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS C:ASECOND WHITE
Payroll System

Haster Henu

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

-- Annual Reports Menu
-- MonthlyfQuarterly{Fiscal{Biennial Reports Menu

-- Employee Reports/Labels Menu

-- Update/Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

n

% bbb bl bk 2

-- File Reorganization

Mtar | 25| [

| IS | riy | LAY | MEND

" Action
Select -~ 3| (F9 - Update/Display Description/Deduction/Annuity Menu).

(o [ it

PAYHOOBE

15.83.66

The following screen displays:

Step

B PCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ C:\DEVSYS C:\SECOND
Payroll System

FHey Description/Deduction/Annuity Files Henu
Description File:

- - Maintain Description Records

- - Maintain Alpha Description Records

- - Print Description Records

2Rk

Deduction File:

LI - - Maintain Deduction Records
6 | -- Print Deduction Records
LI - - Maintain Benefit Plan/OptionfTier Records
8 -- Import Benefit Plan}Option/Tier Records
9 | -- Print Benefit Plan}Option/Tier Records
Annuity File:
10 | - - Display{Update Annuity Deduction Control Record
11| -- Maintain Annuity Records
12 | - - Verify/Print Annuity Records

| |

e | D | oriZy | DAY | MEND

=I5x]

FAYHBOO9

7.83.61

" Action

Select -1 (F1 - Maintain Description Records).
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The following screen displays:

B pOGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 SY¥ C\DEVSYS L:\SECOND —|=] =]
Payroll Description File - File HMaintenance PAYB188
Record Type

Humber a

Record Type: B = Budget System Pay Categories 2-digits
¢ = Pay Class 2-digits
D = Degree 2-digits
E = Ethnic 2-digits
1 = Insurance 2-digits
J = Job Description 3-digits
K = TRS Job Class 2-digits
L = Location 4-digits
H = PSERS/ERS Job Class 2-digits
P = Compensation Type 4-digits
R = Pay Reason 2-digits
$ = Rankings for Substitute Pay Rates 1-digit
T = Termination 1-digit
U = University/College 5-digits
U = PSERS/ERS Pay Reason 2-digits
W = PSERS/ERS Term Code 2-digits
% = TRS Pay Reason 2-digits
¥ = TRS Term Code 2-digits

*% Find Hode =
(ENTER)}-Position File F1-Hext F2-Preu F13-Add Hode F16-Exit

Emv FII::> |F2<::| Fzﬁ F» Fs Fs faa i | |12 u Fs ’ FioY FnEl F|2E| E:? Fisa 14.03.08
m« F‘Eb|m1iff | | | Help

Step  Action

3

Enter the appropriate information in the Record Type and Number fields, and select i "4
(Enter - Position File).

If the description code is unknown, enter the description record type in the Record Type
field, and select 2= (F1 - Next).

Select ﬂl (F1 — Next) and ﬁl (F2 — Prev) to scroll between records.
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The following screen displays (depending upon the Record Type selected):

—
:lgl PCG Dist=8991 Rel=15.0200 07/16/2015 PCW : D WHITE @ﬂ%

I Payroll Description File - File Maintenance PAYO100
I
Record Type: C Number - 51
Description: BOARD MEMBERS Free format description
Pay Schedule #: 12 Pay Schedule # for each Pay Class
Certified/Hon: HN C=Certified, H=Hon-certified
Type: B B=Board member, F=Full-time, P=Part-time,
S=Substitutes, 3=Third Party Contractors
Instructional: H I=Instructional, M=Hon-instructional
Parapro: N P=Paraprofessional, H=Mon-paraprofessional
TRS Job Class: B3 Executive Admin Managerial - DESC Record "K*
*%x Display Hode x=
F1-Next F2-Preu F9-Hodif F18-Delete F16-Exit
r1|::> F2<l‘:| FBﬁ FS|F7 Fi ulFSJ |F|OY|F11E|F12E|E':?E| |F15Q| 15.62.00
o Bl [ [ |

Step  Action
select =22 (F9 - Modify).

The following screen displays (depending upon the Record Type selected):

(1 PcGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHITE _ o o5 |

| Payroll Description File - File Maintenance PAYB100
|
Record Type: C Humber : 51
Description: BOARD HEMBERS Free format description
Fay Schedule #: 12 Pay Schedule ¥ for each Pay Class
Certified/Non: N C=Certified, H=Non-certified
Type: B B=Board member, F=Full-time, P=Part-tinme,
S=Substitutes, 3=Third Party Contractors
Instructional: N  I=Instructional, H=Hon-instructional
Parapro: N  P=Paraprofessional, N=Non-paraprofessional
TRS Job Class: B3 Executive Admin Managerial - DESC Record "K'
#*% Modify Hode ==
ENTER-Validate F8-Save F16-Exit
B P P = e = P e o T Y | =Y 15.02.00
= I I Help
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Step Action

5 Verify “**Modify Mode***” displays, and make the appropriate modifications to the fields.

6 Select El (Enter - Validate).

The following screen displays (depending upon the Record Type selected):

PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHITE ﬁg 25 ]

Payroll Description File - File Maintenance PAYB108
Record Type: ©C Humber : g1
Description: BOARD MEMBERS Free format description
Pay Schedule #: 12 Pay Schedule # for each Pay Class
Certified/Hon: H C=Certified, H=Mon-certified
Type: B B=Board member, F=Full-time, P=Part-time,
S=Substitutes, 3=Third Party Contractors
Instructional: H I=Instructional, N=Hon-instructional
Parapro: H P=Paraprofessional, M=Hon-paraprofessional
TRS Job Class: @83 Executive Admin Hanagerial - DESC Record 'K’
Ualidation Successful =% Modify Hode ==
ENTER-Ualidate F8-Save F16-Exit
1 FI» FZ« FEE FW FS|F7|F8 anS , |F10Y|F“E |F|2E|E’:§nrﬂ| |F|5Q| 15.682.08
= I

Step | Action

Verify “Validation Successful ” displays, and select ﬁl (F8 - Save).
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The following screen displays (depending upon the Record Type selected):

— — — — —
=] PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS _S‘*ECOND wml@l@lﬂ_

i Payroll Description File - File HMaintenance PAYB1088
N
Record Type: © Humber: 51 |
Description: BOARD HEMBERS Free format description

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

Certified/Mon: H C=Certified, N=Mon-certified
Type: B B=Board member, F=Full-time, P=Part-time,
S$=Substitutes, 3=Third Party Contractors
Instructional: H I=Instructional, H=Hon-instructional
Parapro:z N P=Paraprofessional, NH=Non-paraprofessional

TRS Job Class: 83 Executive admin Managerial - DESC Record "K*

DESCRIPTION RECORD UFDATED

F16-Exit
S P S PO o PP P B | = | P O PO PO ] ol O PR 15.62.00
] = I il

Step  Action

8 Verify “Description Record Updated” displays, and select ﬁl (F16 - Exit) to the Payroll
Description File — File Maintenance (Find Mode) screen.

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND — =] >
Payroll Description File - File Maintenance PAYO100
Record Type c

Humber 47

Record Type: B = Budget System Pay Categories 2-digits
€t = Pay Class 2-digits
D = Degree 2-digits
E = Ethnic 2-digits
I = Insurance 2-digits
J = Job Description 3-digits
K = TRS Job Class 2-digits
L = Location 4-digits
M = PSERSFERS Job Class 2-digits
P = Compensation Type 4-digits
R = Pay Reason 2-digits
$ = Rankings for Substitute Pay Rates A1-digit
T = Termination 1-digit
U = University/College 5-digits
U = PSERSFERS Pay Reason 2-digits
W = PSERS/ERS Term Code 2-digits
X = TRS Pay Reason 2-digits
¥ = TRS Term Code 2-digits

*% Find Hode %=
{ENTER}-Position File F1-Hext F2-Preu F13-Add Hode F16-Exit

Y | [ F35|F»|F5|Fs e | e Wl o A {o W o O] e (BT [ e 14.03.00
ns« wEﬁlmﬁf Help
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9 Select ﬁl (F16 - Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.

The following screen displays:

B PCGDist=8991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M=%
Payroll System PAYHOOBS
FKey Description/Deduction/Annuity Files Henu

Description File:

;' -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
i' -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -~ Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - DisplayfUpdate Annuity Deduction Control Record
_11| -~ Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

| 7.82._01

M:st-zvl User; 4 | |
e | SR | MoriSh | BANY | MENR

" Action

10 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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1A.3. Delete a Description Record

(] PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHHE—‘EIQM
- Payroll System FAYHMBBBA
FKey Haster Henu

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

-- Annual Reports Menu
- - Monthly/Quarterly{Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

Update/Display Description/Deductionf/Annuity Menu
- - Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

b EEsalt bbb

- - File Reorganization

e s | T Y Y T Y O
e | 1S | MoriSy | BA | MEND

Step  Action
1 Select 9| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 SY C:\DEYSYS C:\SECOND _|E'|£|
Payroll System PAYHBa89
FKey Description/Deduction/Annuity Files Henu

Description File:

1| -- Maintain Description Records
LI -- Maintain Alpha Description Records
LI - - Print Description Records
Deduction File:
.5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
LI - - Maintain Benefit PlanfOption/Tier Records
LI - - Import Benefit PlanfOptionfTier Records
LI - - Print Benefit Plan/Option/Tier Records
Annuity File:
10| - - Display/Update Annuity Deduction Control Record
11 | - - Maintain Annuity Records
12 | -- VerifyfPrint Annuity Records

Master | Ve | | 7.02.01

| 15 [ Wrizp] B, [ VEND

Ste Action

2 Select -1 (F1 - Maintain Description Records).
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The following screen displays:

B pPCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND —|=] =]
Payroll Description File - File HMaintenance PAYB188
Record Type

Humber a

Record Type: B = Budget System Pay Categories 2-digits
¢ = Pay Class 2-digits
D = Degree 2-digits
E = Ethnic 2-digits
1 = Insurance 2-digits
J = Job Description 3-digits
K = TRS Job Class 2-digits
L = Location 4-digits
H = PSERS/ERS Job Class 2-digits
P = Compensation Type 4-digits
R = Pay Reason 2-digits
$ = Rankings for Substitute Pay Rates 1-digit
T = Termination 1-digit
U = University/College 5-digits
U = PSERS/ERS Pay Reason 2-digits
W = PSERS/ERS Term Code 2-digits
% = TRS Pay Reason 2-digits
¥ = TRS Term Code 2-digits

*% Find Hode =
(ENTER)}-Position File F1-Hext F2-Preu F13-Add Hode F16-Exit

Emv FII::> |F2<::| Fzﬁ F» Fs Fs faa i | |12 u Fs ’ FioY FnEl F|2E| E:? Fisa 14.03.08
m« F‘Eb|m1iff | | | Help

Step  Action

3

Enter the appropriate information in the Record Type and Number fields, and select Y|
(Enter - Position File).

If the description code is unknown, enter the description record type in the Record Type
field, and select 2= (F1 - Next).

Select ﬂl (F1 — Next) and ﬁl (F2 — Prev) to scroll between records.
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The following screen displays (depending upon the Record Type selected):

——
6/2015 PCW

Payroll Description File - File Maintenance

PCG Dist=8991 Rel=15.0200 O WHITE

Number : 51
Free format description

Record Type: C

Description: BOARD MEMBERS

Pay Schedule #: 12 Pay Schedule # for each Pay Class
C=Certified, H=Mon-certified

B=Board member, F=Full-time, P=Part-time,
S=Substitutes, 3=Third Party Contractors
I=Instructional, M=Hon-instructional
P=Paraprofessional, H=Mon-paraprofessional

Certified/Non: H
Type: B

Instructional:

N
Parapro: N

TRS Job Class: B3 Executive Admin Managerial - DESC Record

*%x Display Hode x=
F9-Hodif F18-Delete F16-Exit

[l P P P P o Y P |

F1 Next F2 Preu

EERrEN)
PAYB100
e
|F‘sg‘| 15.02.08

1( =0
---

Step  Action

Select ﬂl (F18 — Delete Description Record).

The following screen displays (depending upon the Record Type selected):

I‘E PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW 002

I Payroll Description File - File HMaintenance
(|

Humber : 51
Free format description

Record Type: ©

Description: BOARD HEMBERS

Pay Schedule #: 12 Pay Schedule # for each Pay Class
C=Certified, W=Mon-certified

B=Board member, F=Full-time, P=Part-time,
§=Substitutes, 3=Third Party Contractors
I=Instructional, H=Hon-instructional
P=Paraprofessional, H=Non-paraprofessional

Certified/Non: M
Type: B

Instructional:

H
Parapro:z N

TRS Job Class: B3 Executive Admin Managerial

*x Delete Mode *x
{ENTER)-Delete Record

""‘V-bd-ﬁ----ﬂl T@@"

[ |

E=REEC)

PAY @188

- DESC Record "K°

15.82.88

Help

m Fisw ---

" Action

Step

5 Verify “** Delete Mode **” displays, and select E (Enter - Delete Record).
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The following screen displays (depending upon the Record Type selected):

PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHITE

Payroll Description File - File Maintenance

PAY G100

Record Type: ©C Humber : 68
Description: 3RD PARTY COMTRACTOR - CERT Free format description
Fay Schedule #: Pay Schedule # for each Pay Class
Certified/Hon: ©C C=Certified, H=Non-certified
Type: 3 B=Board member, F=Full-time, P=Part-tinme,
S=Substitutes, 3=Third Party Contractors
Instructional: I I=Instructional, H=Mon-instructional

Parapro: P  P=Paraprofessional, N=Non-paraprofessional

TRS Job Class: B8 Teaching Faculty - DESC Record "K'

Previous Record Deleted =* Display Mode ==
F1-Next F2-Prev FO-Hodif F18-Delete F16-Exit

e a0 = P PO PO

|F.5Q| 15 .62 .88

e Sl W] [ | |
Step  Action

Verify “Previous Record Deleted” displays, and select ﬁl (F16 - Exit) to return to the
Payroll Description File — File Maintenance (Find Mode) screen.
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The following screen displays:

B pPCGDist=8991 Rel=14.02.01 08/18/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND —|=] =]
Payroll Description File - File HMaintenance PAYB188
Record Type c

Humber 58

Record Type: B = Budget System Pay Categories 2-digits
¢ = Pay Class 2-digits
D = Degree 2-digits
E = Ethnic 2-digits
1 = Insurance 2-digits
J = Job Description 3-digits
K = TRS Job Class 2-digits
L = Location 4-digits
H = PSERS/ERS Job Class 2-digits
P = Compensation Type 4-digits
R = Pay Reason 2-digits
$ = Rankings for Substitute Pay Rates 1-digit
T = Termination 1-digit
U = University/College 5-digits
U = PSERS/ERS Pay Reason 2-digits
W = PSERS/ERS Term Code 2-digits
% = TRS Pay Reason 2-digits
¥ = TRS Term Code 2-digits

*% Find Hode =
(ENTER)}-Position File F1-Hext F2-Preu F13-Add Hode F16-Exit

1% FII::> |F2<::| = 5 F» Fs Fs F7l FE u Fs ’ FioY Fii El F|2E| E:? Fisa 14.03.08
m« F‘Eb|m1iff Help

Step  Action

Select ﬁl (F16 - Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

8 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure 1B. Printing the Payroll Description File Report

P PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS C:ASECOND WHH_EI@M
Payroll System PAYHOOOO

Haster Menu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

e

File Reorganization

vt s | T I N Y A Y SR X

@[ MG | V5| SN MEND

1 Select 9| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/18/2014 PCW D01 S¥ C:\DEYSYS C:\SECOND _IEILI
Payroll System PAYMBBAD
FKey Description/Deduction/Annuity Files Henu

Description File:

;I - - Maintain Description Records
2 | -- Maintain Alpha Description Records
LI -- Print Description Records
Deduction File:
LI - - Maintain Deduction Records
_B | -- Print Deduction Pecords
_7 | -- Maintain Benefit Plan{OptionfTier Records
8 | -- Import Benefit Plan/Option{Tier Records
LI - - Print Benefit Plan{Option/Tier Records
Annuity File:
10 | - - Display/Update Annuity Deduction Control Record
11| -- Maintain Annuity Records
12 | -- VYerify/Print Annuity Records

Macter | User, 5‘| | 7.83.01
re | M55 | WoriSp | BANY | MEND
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Ste Action

2 Select -4 | (F4 - Print Description Records).

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

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

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

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

1B.1. Payroll Description File Report — Example

BEBORT DATE: 07/16/15 11:31:41 PAYROLL DESCRIPTION FILE DAGE 3
DROGRAM: DESCFILE BETIREMENT
-—-———--{I&55-—-—--——-—- -———ERS/TRS-——-
TYPE COLE DESCRIPIION SHORT LESC SCH CERT TYPE INSTR PRER JOE  TERM EERS FLSA CPI
C 000010 MAINTEMRNCE 12 N F N N 0e
[ 000011 CUSTODIRNS 12 N F N N 0e
c 000012 BEUS DRIVERS 12 W F n oy 0e
c 000013 SUBSTITUTE EUS DRIVERS 12 W s H o) 0e
C 000014 MECHANICS 12 W F N o) o0&
C 000015 LUNCHROOM WOREERS 1Z N F N N 0e
C 00001l SUBSIITUTE LUNCHROOM WOREKERS 12 N =) N N 0e
C 000017 PBOARD MEMEERS 12 N F N N 0z
[ 000018 CUSTODIAN PARTTIME 12 N B N N 0e
c 000015 BUS MONITOR 12 W o n oy 0e
c 000020 PROF. DEV. STIPENDS 1z C F I o) 04
C 000021 SUBSTIITUTE CUSTODIRN 12 W 3 N o) o0&
C 000022 SPEECH THERAPIST 1z C B N N 04
C 000023 [DEPT OF PUBLIC SREETY 12 N F N N 04
C 000024 NUREES 12 N F N N 04
[ 000025 HERDSTART TEARCHERS 12 N F I B oo
c 00002 HEADSTART ADMINISTRATION 12 W F I oy 04
c 000027 SUB MATNTEMRNCE WOREER 12 W s H o) 0e
C 000028 OTHER CERTIFIED 12 MONTH EMEPL 1z C F I o) oo
C 000025 OTEER CLASSIFIED 12 MONTH EMPL 1Z N F N N 05
C 000030 OTEER CERTIFIED PERTTIME EMPL 1z C r I N oo
C 000021 OTEER CLASSIFIED PARITIME EMDL 12 N o I r 0z
[ 000032 TECHNOLOGY INTEERN 12 N B N N 05
c 000033 MAINTEMRNCE INTERN 12 W o n oy 0e
[ 000050 certified third party contract [ 3 I 2} oo
C 000080 3RD PARTY CONTRARCTOR - CERT C 3 I B oo

000001 EBACHEILORE DEGREE
000002 MASTERS DEGREE

000003 EDUCATION SPECIALISTS
000004 DOCTORATE

000005 ASSOCIATE DEGREE
0000DE HIGH SCHOOL OR GED
000007  WOCATIONAL

000008 TUNSPECIFIED

oooooood

000001 AMERTCAN INDILZN/RTLSERN NATIVE
000002 WHITE

000003 HISPANIC

000004 ELACK

00000S  ASTAN

000006 MILTI-RACIAL

000059 THEROWH

E
E
E
E
E
E
E
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Topic 2: Alpha Description Record Processing

Procedure 2A. Maintaining Alpha Description Records
2A.1 Creating Alpha Description Records

2A.1.1. Create a Direct Deposit Bank (DDBK) Description Record

— —-F-—-q
@ PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CNSECOND WHlT

Payroll Systenm PAYHOBBO

Fley Haster Menu

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

-- Annual Reports Menu
- - MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsfLabels Menu
-- Update/Display DescriptionfDeduction/Annuity Menu
-~ Earnings History Menu

onciliati

¢ bkl kb kbl

15.83._688

Mt | Vo |
e | i

Step  Action

The following screen displays:

T1  PCGDist-1991 Rel-08.01.00 06/03/2008 CJ0 001 CADEVSYS C:\SECOND /23
Payroll Systen PAYHOOO?
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option{Tier Records
_8_| -- Import Benefit Plan/OptionfTier Records
9 | -- Print Benefit Plan/OptionfTier Records
Annuity File:
Ll - - Display/Jpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records
L Y ) ) ) Ay 78801
rs$3| 1S | MriS | RO | MENR

2 Select 2| (F2 - Maintain Alpha Description Records).
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The following screen displays:

— —
] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHHE‘EI@M-
§ Payroll Alpha Description File - File Maintenance PAYB200

|
Enter the Record Type and Code you wish to Maintain or Create: i

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
AGCAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EE0O-5 Job Codes a3
G = SHBF Defined GHI Change Code a4
H = District Defined GHI Change Code 84  Requires "G" Record
W2CD = W-2 adjustment Code a3

Enter=Edit, F3=Print All, F13=Create, F18-Delete

2 P PO = O O O = IO 1 P P [ PR=N 15.62.00
e BB [ [ | Help

Step  Action

3 Enter DDBK (Direct Deposit Bank) in the Record Type field, and the corresponding code
in the Record Code field.

‘DDBK "’ records require the entry of two-character alphanumeric codes in the Record
Code field.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1 — Next
Description Record).

Select m (F13 — Create New Description Record).
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The following screen displays:

Bl  PCG Dist=-8991 Rel-08.03.00 03/16/2009 CJD 001 CADEVSYS C:\SECOND ==&
Payroll alpha Description File - File Maintenance PAYB200
Direct Deposit Bank Record
Record Type: DDBE Record Code: 99
Record Description:
Routing Humber:
ENYEV FI» rzh FBEFS Fs F7 F& n FSI rmY rnEl r|2E| E:? Fisa (koo T8
[ [ P A S ) N I (R ) I I D

Step Action

5 Enter the record’s description up to fifty (50) characters in the Record Description field.

6 Enter the bank routing number up to nine (9) digits in the Routing number field.

! Select E (Enter).

The following screen displays:

B PCG Dist=8991 Rel=08.03.00 03/16/2003 CJD 001

CADE¥SYS CASECOND

[S[E%]

Payroll alpha Description File - File Maintenance
Direct Deposit Bank Record
DDBK

Record Type: Record Code: 99

Record Description: 89.61.868 PCGENESIS TEST BAHK

PAYB288

Routing Humber: 123456789

87 .83.08

Georgia Department of Education

Record Validated Successfully -- PF8 to Save
ENYEV FI» FZ« F3§ F‘Q FS FS F7 F3 E FSI FIOY F“@ FIZE :’:?
e 50] . 1 | L e ] ]
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8 Verify “Record Validated Successfully — F8 to Save” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

Payroll Alpha Description File - File Maintenance PAYBZ A0
Enter the Record Type and Code you wish to Maintain or Create:

Record Type: DDBK
Record Code: U1

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code a2
ACAZ = ACA Safe Harbor Code a2
DDBK = Direct Deposit Bank 8z
EEDS = EEO0-5 Job Codes a3
G = SHBP Defined GHI Change Code i3
H = District Defined GHI Change Code 84 Requires "G" Record
W2cDh = W-2 adjustment Code a3

Record Added Successfully
Enter=Edit, F3=Print All, F13=Create, F18=Delete

i [ I O e i =TI % PPl o
el | |

|mQ| 15._82 .88

Verify “Record Added Successfully ” displays, and select ﬁl (F16 — Exit) to return to the
Payroll System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

10 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A.1.2. Create an EEO-5 Job Code (EEOS5) Description Record

F PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND ;L
Payroll System PAYHOBGO

Fley Haster Henu

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

-~ Annual Reports Menu
-- MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

¥ bkl b kbl

- - File Reorganization

I [ ([ 15.03.00

ot | " |

| L5 | Vel | B | MEND

1 Select 9| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

E1 PCGDist=0991 Rel=08.01.00 06/03/2000 CJD 001 C:\DEVSYS C:SECOND o)
Payroll system PAYMOOB?
FKey Description/Deduction/Annuity Files Menu
Description File:
1 | -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7_| -- Maintain Benefit PlanfOption{Tier Records
Ll -- Import Benefit Plan{Option/Tier Records
9 | -- Print Benefit Plan/Option{Tier Records
Annuity File:
LIRS Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
12 | - - Verity/Print Annuity Records
Y N N s I I FalE]

Step | Action
2 Select 2| (F2 - Maintain Alpha Description Records).
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The following screen displays:

— —
] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND wml@l@lﬂl
Payroll Alpha Description File - File Maintenance PAYB200

Enter the Record Type and Code you wish to Maintain or Create: I

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
AGCAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EE0O-5 Job Codes a3
G = SHBF Defined GHI Change Code a4
H = District Defined GHI Change Code 84  Requires "G" Record
W2CD = W-2 adjustment Code a3

Enter=Edit, F3=Print All, F13=Create, F18-Delete

2 P PO = O O O = IO 1 P P [ PR=N 15.62.00
e BB [ [ | Help

Step  Action

3 Enter EEO5 (EEO-5 Job Codes) in the Record Type field, and the corresponding code in
the Record Code field.

‘EEOS’ records require the entry of three-character alphanumeric codes in the Record
Code field.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1 — Next
Description Record).

Select m (F13 — Create New Description Record).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 S¥ C\DEYSYS LC:WSECOND _|5|5|
Payroll fAlpha Description File - File HMaintenance PAYB2080

EED-5 Job Code Record
Record Type: EEDS Record Code: HG3

Record Description:

Short Description:

Emv FI»lFQ« Fzﬁ F» Fs Fs falina | [P u FS’ FioY FnEl F|2E| E:? Fisa 12.03.08
= T | | |

Step  Action

5 Enter the record’s description up to fifty (50) characters in the Record Description field.

Help

6 Enter the record’s short description up to fourteen (14) characters in the Short Description
field.

! Select E (Enter).

The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 S¥ C:\DEVSYS C:\SECOND _ =] x|
Payroll Alpha Description File - File Maintenance PAY@208

EEO-5 Job Code Record

Record Type: EEDS Record Code: HB3

Record Description: NHot counted - elected official

Short Description: Elected Offici

Record Ualidated Successfully -- F8 to Save
| || & | | | e s e Y e T D ey 12.83.00
] =T | | | Help
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8 Verify “Record Validated Successfully — F8 to Save” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

S —
Bl PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHITE C=NEe X
Payroll Alpha Description File - File Maintenance PAYO200

Enter the Record Type and Code you wish to Maintain or Create:

Record Type:
Record Code:

Record Type ACA1
ACAZ
DDBK
EEDS
G
H
wa2cD

ACA Offer of Coverage Code

ACA Safe Harbor Code

Direct Deposit Bank

EED-5 Job Codes

SHBP Defined GHI Change Code

District Defined GHI Change Code Requires "G Record
W-2 Adjustment Code 3

Record Added Successfully
Enter=Edit, F3=Print 911 F13=Create, F18=Delete

] P = [ A P o PO P - O PP=N 15.62.00

9 Verify “Record Added Successfully” displays, and select ﬁl (F16 — Exit) to return to the
Payroll System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

10 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A.1.3. Create a Georgia Health Insurance Change Code (G) Description

Record

Step

—] PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND

(215 i

WHITE

Payroll System

FKey Haster Henu

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

-- Annual Reports Menu
- - MonthlyfQuarterlyfFiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

Update/Display DescriptionfDeductionf/Annuity Menu
-- Earnings History Menu

- - Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

b esatt b L

- - File Reorganization

M:sterl “S"list |

PAYHOBEA

15.83.688

PAY | VEMD

MORITOR: | MORITOR:

=)

" Action

The following screen displays:

Bl PCG Dist-8991 Rel-08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND - =3
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6 | -- Print Deduction Records
7 | -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
12 | -- Verify/Print Annuity Records
Moser Ve | | | | | [ [ [ [ [ | | | | 7-63.01
et | LS | MoriSy | BT | MEND
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2 Select —2_| (F2 - Maintain Alpha Description Records).

The following screen displays:

e ———— h
] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHlT a3
(| Payroll Alpha Description File - File Maintenance PAYB208

Enter the Record Type and Code you wish to HMaintain or Create:

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
ACAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EED-5 Job Codes 83
G = SHBP Defined GHI Change Code it
H = District Defined GHI Change Code 84 Requires "G" Record
W2CD = W-2 Adjustment Code 83
Enter=Edit, F3=Print All, F13=Create, F18=Delete
A P P = | P o P O il ey 15.62.80
|50 | e I -- Help
Stp Acton
3 Enter G (SHBP Defined GHI Change Code) in the Record Type field, and the

corresponding code in the Record Code field.

‘G’ records require the entry of four-character alphanumeric codes in the Record Code
field.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1-
Next Description Record).

4 Select El (F13 — Create New Description Record).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 S¥ C\DEYSYS LC:WSECOND _|5|5|
Payroll fAlpha Description File - File HMaintenance PAYB2080

SHBP Defined GHI Change Code
Record Type: G Record Code: PAIR

Record Description:

Emv FI»lFQ« Fzﬁ F» Fs Fs falina | [P u FS’ FioY FnEl F|2E| E:? Fisa 12.03.08
= T | | |

Help

Step  Action

5 Enter the record’s description up to fifty (50) characters in the Record Description field,

and select Y| (Enter).

The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 SY¥ C:\DEYSYS C:\SECOND _|E'|5|
Payroll alpha Description File - File Maintenance PAYB208

SHBP Defined GHI Change Code
Record Type: G Record Code: PAIR

Record Description: paternity leave

Record Ualidated Successfully -- F& to Save

Emv FI"FQ« FBE F» Fs Fs F? Fe n FS’ FioY FnEl F|2E| E':? ns& 12.83.08
m. F‘Eﬂmﬁf | | | Help
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6 Verify “Record Validated Successfully — F8 to Save ” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

| ] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS C:\SECOND WHITE !.LE 28 |
— e —

| Payroll Alpha Description File - File Maintenance PaYe26e

|

| Enter the Record Type and Code you wish to Haintain or CGreate:

Record Type: G

Record Code: PAIR

Record Type ACA1
ACA2
DDBK
EEO5
4
H
W2CD

Record Added Successfully

Sl [ | |

Code

Size
ACA Offer of Coverage Code az
ACA Safe Harbor Code a2
Direct Deposit Bank i
EEO-5 Job Codes 83
SHBP Defined GHI Change Code ah

District Defined GHI Change Code 84 Requires "G" Record
W-2 ndjustment Code a3

Enter=Edit, F3=Print All, F13=Create, F18=De

1( HED Ot = ] e s e El|rsl [ X @] @] [ 15-02.00

Help

7 Verify “Record Added Successfully ” displays, and select ﬁl (F16 — Exit) to the Payroll
System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

Step  Action

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A.1.4. Create a District Defined GHI Change Code (H) Description Record

=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WI—IH_EI@M
Payroll System PAYHBBEA
FKey Haster Henu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

skl bk bk

File Reorganization

| I T I I e 15.63.00

Master | "“'1;;{ |

| 145 | V5| DAY | MEND

The following screen displays:

=1  PCGDist=6991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:ASECOND (=5
Payroll System PAYHBOBD
FKey Description/Deduction/Annuity Files Henu

Description File:
-- Maintain Description Records
-- Maintain Alpha Description Records
-- Print Description Records

EEE

Deduction File:

_5 | -- Maintain Deduction Records
_6 | -~ Print Deduction Records
Ll -- Maintain Benefit PlanfOption{Tier Records
I Import Benefit Plan/Option/Tier Records
Ll -- Print Benefit Plan/OptionfTier Records
Annuity File:
Ao - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -- Verify/Print Annuity Records
e Y N I I A N N N A (R

ris | 15 | oriSp | DANY, | MEND
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2 Select —2_| (F2 - Maintain Alpha Description Records).

The following screen displays:

e ———— h
] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHlT a3
(| Payroll Alpha Description File - File Maintenance PAYB208

Enter the Record Type and Code you wish to HMaintain or Create:

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
ACAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EED-5 Job Codes 83
G = SHBP Defined GHI Change Code it
H = District Defined GHI Change Code 84 Requires "G" Record
W2CD = W-2 Adjustment Code 83
Enter=Edit, F3=Print All, F13=Create, F18=Delete
A P P = | P o P O il R 15.62.00
|50 | e I -- Help
Step Action
3 Enter H (District Code) in the Record Type field, and the corresponding code in the Record
Code field.

‘H’ records require the entry of four-character alphanumeric codes in the Record Code
field, and a corresponding ‘G’ record.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1 — Next
Description Record).

4 Select El (F13 — Create New Description Record).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 S¥ C\DEYSYS LC:WSECOND _|5|5|
Payroll fAlpha Description File - File HMaintenance PAYB2080

District Defined GHI Change Code
Record Type: H Record Code: PAIR

Record Description:

3HBP GHI Change Code:

Payroll Status:

Emv FI»lFQ« Fzﬁ F» Fs Fs falina | [P u FS’ FioY FnEl F|2E| E:? Fisa 12.03.08
= T | | |

Step  Action

Help

5 Enter the record’s description up to fifty (50) characters in the Record Description field.
6 Enter the code or select the drop-down selection icon ~!in the GHI Code field.
7 Enter the payroll status code in the Payroll Status field.

Valid entries include ‘A’ (Active, ‘I’ (Inactive) and ‘T’ (Terminated).

8 Select ﬂl (Enter).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 07/23/2013 PCW 003 S¥ C\DEYSYS LC:WSECOND _|5|5|
Payroll fAlpha Description File - File HMaintenance PAYB2080

District Defined GHI Change Code
Record Type: H Record Code: PAIR

Record Description: paternity leave

SHBP GHI Change Code: PAIR

Payroll Status: I

Record Validated Successfully -- F8 to Save

Emv FI»lFQ« Fzﬁ F» Fs Fs F? F& u FS’ FioY FnEl F|2E| E:? Fisa 12.03.08
m« F‘Eb|m1iff | | | Help

Step  Action

9 Verify “Record Validated Successfully — F8 to Save ” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

— M
E] PCGDist=8991 Rel=15.02.00 07, £ YS  CASECOND WHITE =

f Payroll Alpha Description File - File HMaintenance PAYB200
i
i Enter the Record Type and Code you wish to Maintain or Create:
Record Type: H
Record Code: PAIR
Code
Size
Record Type ACA1 = ACA Offer of Coverage Code a2
ACAZ = ACA Safe Harbor Code a2
DDBK = Direct Deposit Bank 8z
EEOS = EE0-5 Job Codes a3
G = SHBP Defined GHI Change Code ay
H = District Defined GHI Change Code 84 Requires "G" Record
W2CD = W-2 Adjustment Code a3
Record Added Successfully
Enter=Edit, F3=Print All, F13=Create, F18-Delete
Y| | | . B ||| ] W] 2 e W] e B[] R 15.62.00
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10 Verify “Record Added Successfully” displays, and select e (F16 — Exit) to return to the
Payroll System — Description/Deduction/Annuity Files Menu.

The following screen displays:

E  PCGDist=6991 Rel=08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND !
Payroll System PAYHBOBD

Description/Deduction/Annuity Files Henu

Description File:
-- Maintain Description Records
-- Maintain Alpha Description Records
-- Print Description Records

b3

Deduction File:

_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan{OptionfTier Records
Ll -- Print Benefit Plan/OptionfTier Records
Annuity File:
o] - DisplayfUpdate Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

Mastep | Yoo | | | | | | | | | | | | | | 7.03.01
et | 5 | YoriSy | BN | MEND

" Action

11 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml

(Master) to return to the Business Applications Master Menu.
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2A.1.5. Create a W-2 Adjustment Code (W2CD) Description Record

=] PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WI—IH_EI@M
Payroll System PAYHBBEA

Haster Henu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

B EEEEER bk kbR

File Reorganization

| I T I I e 15.63.00

Master | "“'1;;{ |

| 145 | V5| DAY | MEND

The following screen displays:

=1  PCGDist=6991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:ASECOND (=5
Payroll System PAYHBOBD
FKey Description/Deduction/Annuity Files Henu

Description File:

_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
L' -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -~ Print Deduction Records
Ll -- Maintain Benefit PlanfOption{Tier Records
I Import Benefit Plan/Option/Tier Records
Ll -- Print Benefit Plan/OptionfTier Records
Annuity File:
Ao - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

Mastaep | Yoty | | | | | | | | | | | | | | 7.03.01
et | U5 | MoriSy | DAV | MEND
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Ste Action

2 Select —2_| (F2 - Maintain Alpha Description Records).

The following screen displays:

= T — ————————
E] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND wms‘@lﬂu
Payroll nalpha Description File - File HMaintenance PAYB208

Enter the Record Type and Code you wish to HMaintain or Create:

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
ACAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EED-5 Job Codes 83
G = SHBP Defined GHI Change Code it
H = District Defined GHI Change Code 84 Requires "G" Record
W2CD = W-2 Adjustment Code 83
Enter=Edit, F3=Print All, F13=Create, F18=Delete
ik A Pl P = o f s = P T =Y 15.62.80
S Help
Ste Action
3 Enter W2CD (W-2 Adjustment Code) in the Record Type field, and the corresponding code

in the Record Code field.

‘W2CD’ records require entries in the Record Code field in the format ‘xxy’ where xx = W2
Box (01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 14, 16, 17, 18, or 19, and where y = Box
codes (A-Z, 0-9).

To search for existing records, enter the “Record Type” code, and select ﬂl (F1 — Next
Description Record).

4 Select ﬂl (F13 — Create New Description Record).
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The following screen displays:

=1 PCGDist-8991 Rel-05.04.00 12/03/2007 CJD 001 C:\DEVSYS C:\SECOND

Payroll Alpha Description File - File Maintenance
W-2 Box and Code Record
Record Type: W2CD Record Code: 123

Record Description:

Label Description:

Mv Fi» FZ« Fz ﬁ F» Fs FS|F7| F3 nl F3 I |FIOY| Fii El | Fiz El |E:§"E|| |F|5Q |
=G [ [ 1 [ [ [wen] | [ |

FAY 8208

97 .03 .68

Step  Action

5 Enter the record’s description up to fifty (50) characters in the Record Description field.

6 Enter the bank routing number up to nine (9) digits in the Routing number field.

/ Select ﬂl (Enter).

The following screen displays:

Record Validated Successfully -- PF8 to Save
A I I = P ™ | P 0 P P T e
e8| - B 1o 1 | L e ] | |

Bl PCGDist=8991 Rel=05.04.00 12/03/2007 CJD 001 C:\DEVSYS C:\SECOND !Y
Payroll Alpha Description File - File Maintenance PaYo2008
W-2 Box and Gode Record
Record Type: W2CD Record Code: 999
Record Description: Wages, Tips, Other Compensation
Label Description: Wages
§7.83 .88
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8 Verify “Record Validated Successfully — F8 to Save” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

=] PCGDist=3991 Rel=15.0200 07/16/2015 PCW 002 SV CADEVSYS CASECOND VHITE :.LE 25
Payroll Alpha Description File - File Maintenance PAYB200

Enter the Record Type and Code you wish to Maintain or Create:

l Record Type: W2CD
Record Code: 618
Code
Size
Record Type ACA1 = ACA OFfer of Coverage Code 82
ACA2 = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank a2
EEOS = EE0-5 Job Codes 83
G = SHBP Defined GHI Change Code 8L
H = District Defined GHI Change Code 8% Requires "G" Record
W2CD = W-2 Adjustment Code 83

Record Added Successfully
Enter=Edit, F3=Print All, F13=Create, F18=Delete

"":v F‘E“> FZ* FE% F‘* F5 Fs|F7|Fs ulrs’ |F10Y|rnE||F12E||Eh|§"E|| |F15Q| 15.62.88
el Sl W] | | Holp

Step Action

9 Verify “Record Added Successfully” displays, and select ﬁl (F16 — Exit) to return to the
Payroll System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel=08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND ==k
Payroll System PAYHBOBD
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records

Deduction File:

ll -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan{OptionfTier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o DisplayfUpdate Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

str | i | ] N A ) 7.09.01

4-! Ii=]) ! W@! nbilY | MEND ! ! ! ! !

10

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A.1.6. Create the Affordable Care Act (ACAL1 and ACA2) Description

Records

Step

—] PCGDist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND

(215 i

WHITE

Payroll System

Haster Henu

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

Annual Reports Menu
Monthly/QuarterlyfFiscalfBiennial Reports Menu

Employee Reports{Labels Menu

Update/Display DescriptionfDeductionf/Annuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

e

File Reorganization

M:sterl “S"list |

PAYHOBEA

| 15.63.00

PAY | VEMD

MORITOR: | MORITOR:

=)

" Action

The following screen displays:

eS| M | MeriSp

MOMITOR, | MORITOR:

Bl PCG Dist-8991 Rel-08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND - =3
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6 | -- Print Deduction Records
7 | -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
12 | -- Verify/Print Annuity Records
Moser Ve | | | | | [ [ [ [ [ | | | | 7-63.01
PAY (WVEMD

Georgia Department of Education
November 29, 2023 e 11:34 AM e Page 66 of 174

All Rights Reserved.



PCGenesis Payroll System Operations Guide

2 Select —2_| (F2 - Maintain Alpha Description Records).

The following screen displays:

T ——
E] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHH_EI@M-
Payroll nalpha Description File - File HMaintenance PAYB208
Enter the Record Type and Code you wish to HMaintain or Create: |

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
ACAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EED-5 Job Codes 83
G = SHBP Defined GHI Change Code it
H = District Defined GHI Change Code 84 Requires "G" Record
W2CD = W-2 Adjustment Code 83
Enter=Edit, F3=Print All, F13=Create, F18=Delete
S P o 1~ O O O O =IO 9 PSP [ PR= 15.02.00
e L Help
Step Action
3 To create an ACA Offer of Coverage Code: Enter ACAL in the Record Type field, and

the corresponding code in the Record Code field.

To create an ACA Safe Harbor Code: Enter ACA2 in the Record Type field, and the
corresponding code in the Record Code field.

‘ACAL1’ and ‘ACA2’ records require the entry of two-character alphanumeric codes in the
Record Code field.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1-
Next Description Record).

4 Select ﬂl (F13 — Create New Description Record).
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The following screen displays for ACAL1 (ACA Offer of Coverage Code) records:

E] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND
Payroll Alpha Description File - File Maintenance PAYB200

ACA Offer of Coverage Code
Record Type: ACA1 Record Code: A7

Record Description:

o = | O P PO PR =Y 15.62.00

E] PCG Dist=8991 Rel=15.02.00 07/16/201 CADEVSYS  CASECOND
Payroll Alpha Description File - File Maintenance PAYB280

ACA 3afe Harbor Code
Record Type: ACAZ Record Code: A7

Record Description:

FS-|F7|F8 u|r9, |F10Y|F11E||F12E||2§“E|| |F15Q| 15.62.00

Bl ---

Step | Action

5 Enter the record’s description up to fifty (50) characters in the Record Description field,

and select ﬂl (Enter).
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The following screen displays for ACAL1 (ACA Offer of Coverage Code) records:

[=] PCGDist=8991 Rel=1502.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHITE —E@l_g
Payroll Alpha Description File - File Maintenance PAYB200

ACA Offer of Coverage Code
Record Type: ACA1 Record Code: 1A

Record Description: Qualifying offer, 12 mos, EE contri < fed poverty

o] ] Y~ I % P P s =Y 15.62.60
---

The following screen displays for ACA2 (ACA Safe Harbor Code) records:

1 PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHHI-EI@‘-Q

Payroll Alpha Description File - File Maintenance PAYB280
ACA 3afe Harbor Code I
Record Type: ACAZ Record Code: 2A

Record Description: Employee not employed during the month

EN“V FIE:> F2<l‘:| Fsﬁ F'Q FS FS|F7|F3 u|r9, |F10Y|F11E||F12E||2§“E|| |F15Q| 15.82.00
P P I Help
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6 Verify “Record Validated Successfully — F8 to Save” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

|
-E PCG Dist=8991 Rel=15.02.00 07/16/2015 PCW  WHIT LE 20
Payroll Alpha Description File - File Maintenance PAYB2 00
Enter the Record Type and Code you wish to Maintain or Create:
Record Type: ACA2
Record Code: 2R
Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 02
ACA2 = ACA 3afe Harbor Code a2
DDBK = Direct Deposit Bank a6z
EEDS = EED-5 Job Codes a3
G = SHBP Defined GHI Change Code i)
H = District Defined GHI Change Code 84 Requires "G Record
W2cDh = W-2 Adjustment Code a3

Record Added Successfully
Enter=Edit, F3=Print All, F13=Create, F18=Delete

A I ) P Y s [ = T PPl P - =N 15.02.00
I = P I I il

7 Verify “Record Added Successfully” displays, and select ﬁl (F16 — Exit) to the Payroll
System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

Step  Action

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A.2. Modifying an Alpha Description Record

— = 1
@ PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CNSECOND WHITE E;L
Payroll Systenm PAYHOBBH
Fley Haster HMenu

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

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsfLabels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-~ Update/Display Payroll Monitor

-- Special Functions Menu

¢ hskll b kb

-~ File Reorganization

S N N N O I

e 155 | i | RO | RN

Step  Action
1 Select -~ 3| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

1 PCGDIst=-06991 Rel-08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND mEx
Payroll System PAYMOBE?
FKey Description/Deduction/Annuity Files Henu
Description File:
1 | -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7| -- Maintain Benefit Plan/Option{Tier Records
8- Import Benefit PlanjOptionTier Records
9 | -- Print Benefit PlanjOption{Tier Records
Annuity File:
Ll - - Display/Jpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records
L Y I ) ) ) I ol
| 5 | Mg | BAY | MEND

Step | Action
2 Select 2| (F2 — Maintain Alpha Description Records).
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The following screen displays:

. e ——
] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHHE‘EI&M
Payroll Alpha Description File - File Maintenance PAYB200

Enter the Record Type and Code you wish to Maintain or Create:

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
AGCAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EE0O-5 Job Codes a3
G = SHBF Defined GHI Change Code a4
H = District Defined GHI Change Code 84  Requires "G" Record
W2CD = W-2 adjustment Code a3

Enter=Edit, F3=Print All, F13=Create, F18-Delete

2 P PO = O O O = IO 1 P P [ PR=N 15.62.00
e BB [ [ | Help

Step Action

3 Enter the appropriate information in the Record Type field, and the corresponding code in the
Record Code field.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1 — Next
Description Record).

4 Select ﬂl (Enter).
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For Step 3-ACA1 entries, the following screen displays:

1 PCG Dist=8901 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHlT B ||
Payroll Alpha Description File - File Maintenance PAYB200
| ACA Offer of Coverage Code
Record Type: ACA1 Record Code: 1A

Record Description: Qualifying offer, 12 mos, EE contri < fed poverty

i =l PPl = | ] ] 190 = PO P PP P ey =N 15.62.00
e B B | [ | Help

For Step 3-ACAZ2 entries, the following screen displays:

El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHlT E=fl X I
. —
Payroll Alpha Description File - File Maintenance PAYB200

ACA Safe Harbor Code
Record Type: ACA2 Record Code: 2A

Record Description: Employee not employed during the month

Pl Pl P~ | a1~ PSP 1 P ey =Y 15.62.00
[ I I Help
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For Step 3-DDBK entries, the following screen displays:

~—
El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHHE‘EI&M
. —
Payroll alpha Description File - File HMaintenance PAYE208

Direct Deposit Bank Record
Record Type: DDBK Record Code: 81

Record Description: BAMK OF MONTICELLO

Routing Humber: 900808819

i =l PPl = | ] ] 190 = PO P PP P ey =N 15.62.00
e B B | [ | Help

For Step 3-EEOS entries, the following screen displays:

El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHH‘EI&M
Payroll Alpha Description File - File Maintenance PAYB200

EED-5 Job Code Record
Record Type: EEO05 Record Code: A81

Record Description: Officials, Administrators, Hanagers

Short Description: Admin & MHgrs

Pl Pl P~ | a1~ PSP 1 P ey =Y 15.62.00
[ P I Help
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For Step 3-G entries, the following screen displays:

—
El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEWSYS CASECOND me
N Payroll Alpha Description File - File Maintenance PAYB200

SHBP Defined GHI Change Code
Record Type: G Record Code: DCSD

Record Description: Deceased

i =l PPl = | ] ] 190 = PO P PP P ey =N 15.62.00
e B B | [ | Help

For Step 3-H entries, the following screen displays:

—
El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEWSYS CASECOND me
Payroll Alpha Description File - File Maintenance PAYB200

District Defined GHI Change Code
Record Type: H Record Code: DCSD

Record Description: Deceased

SHBF GHI Change Code: DCSD

Payroll Status: T

i =l PPl = | ] ] 190 = PO P PP P ey =N 15.62.00
e B B | [ | Help
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For Step 3-W2CD entries, the following screen displays:

- N
El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND WHlT =l X
| Payroll Alpha Description File - File Maintenance PAYB200

W-2 Box and Code Record
Record Type: W2CD Record Code: 818

Record Description: Wages, Tips, Other Compensation

Label Description: Mages

i =l PPl = | ] ] 190 = PO P PP P ey =N 15.62.00
e B B | [ | Help

Step  Action

5 Make the appropriate modifications, and select ﬂl (Enter).

To scroll between records, select ﬂl (F1 — Next Description Record) and/or ﬁl
(Previous Description Record).

For Step 3-DDBK entries, the following screen displays:

B PCGDist=0991 Rel=05.04.00 12/10/2007 CJD 001 C:\DEVSYS C:\SECOND M= <
Payroll Alpha Description File - File Haintenance PAY 02080

Direct Deposit Bank Record
Record Type: DDBK Record Code: 98

Record Description: PCGEMESIS DIRECT DEPOSIT BAHK

Routing Humber: 999999999

Record Validated Successfully -- PF8 to Save
"= l.El-& e ] P P P T =Y 97.03.00

Pl P R
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6 Verify “Record Validated Successfully — F8 to Save” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

B PCGDist=0991 Rel=05.04.00 12/10/2007 CJD 001 C:\DEVSYS C:\SECOND mE =
Payroll Alpha Description File - File Haintenance PAY 02080

Direct Deposit Bank Record
Record Type: DDBK Record Code: 98

Record Description: PCGEMESIS DIRECT DEPOSIT BAHK

Routing Humber: 999999999

Record Updated Successfully —- PF16 to Return
o= |E |- | WEE | B G | A Wl | W B (] R & 97.03.00
05l 951 ST 1 T e | T |

" Action

7 Verify “Record Updated Successfully -- F16 to Return” displays, and select ﬁl (F16 -
Exit) twice to return to the Payroll System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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2A.3. Deleting an Alpha Description Record

— = 1
@ PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CNSECOND WHITE E;L
Payroll Systenm PAYHOBBH
Fley Haster HMenu

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

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsfLabels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-~ Update/Display Payroll Monitor

-- Special Functions Menu

¢ hskll b kb

-~ File Reorganization

S N N N O I

e 155 | i | RO | RN

Step  Action
1 Select -~ 3| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

1 PCGDIst=-06991 Rel-08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND mEx
Payroll Systen PAYHOOO?
FKey Description/Deduction/Annuity Files Henu
Description File:
1 | -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7| -- Maintain Benefit Plan/Option{Tier Records
8- Import Benefit PlanjOptionTier Records
9 | -- Print Benefit PlanjOption{Tier Records
Annuity File:
Ll - - Display/Jpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records
L Y I ) ) ) I ol
| 5 | Mg | BAY | MEND

Step | Action
2 Select —2| (F2 — Maintain Alpha Description Records).

Georgia Department of Education
November 29, 2023 e 11:34 AM e Page 80 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

T
] PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND Wﬂl‘gléu-
Payroll Alpha Description File - File Maintenance PAYB200

Enter the Record Type and Code you wish to Maintain or Create:

Record Type:
Record Code:

Code
Size
Record Type ACA1 = ACA Offer of Coverage Code 82
AGCAZ = ACA Safe Harbor Code 82
DDBK = Direct Deposit Bank 82
EEDS = EE0O-5 Job Codes a3
G = SHBF Defined GHI Change Code a4
H = District Defined GHI Change Code 84  Requires "G" Record
W2CD = W-2 adjustment Code a3

Enter=Edit, F3=Print All, F13=Create, F18-Delete

2 P PO = O O O = IO 1 P P [ PR=N 15.62.00
e BB [ [ | Help

Step Action

3 Enter the appropriate information in the Record Type field, and the corresponding code in the
Record Code field.

To search for existing records, enter the “Record Type” code, and select ﬂl (F1 — Next
Description Record).

Select ﬂl (F18 — Delete Description Record).
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For Step 3-DDBK entries, the following screen displays:

=1 PCGDist=08991 Rel=05.04.00 12/10/2007 CJD 001 C:\DEVSYS C:\SECOND !Y
Payroll Alpha Description File - File Maintenance PAYB2088

Direct Deposit Bank Record
Record Type: DDBK Record Code: 98
Record Description: PCGEMESIS DIRECT DEPOSIT BAHK

Routing Humber: 999999999

PF18 to delete Record

5 Fi» FZ« F3 ﬁ I F» | Fs I FS F? Fs u F3 I FIOY Fil El Fiz El FiE nsQ 87.983.80
=

5 Verify “F18 to Delete Record” displays, and select ﬂl (F18 — Confirm Delete).
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The following screen displays:

Bl PCGDist=-8991 Rel=05.04.00 12/10/2007 CJD 001 C:\DEVSYS C:\SECOND !Y
Payroll Alpha Description File - File Maintenance PAYB2088

Direct Deposit Bank Record
Record Type: DDBK Record Code: 98
Record Description: PCGEMESIS DIRECT DEPOSIT BAHK

Routing Humber: 999999999

Record Deleted -- PF16 to Return

5 F|I::> F2<::| F3 ﬁ | F» | Fs | FS F? Fg u F3 I FIOY Fil El Fiz El FiE FISQ 97.03.00

6 Verify “Record Deleted — F16 to Return ” displays, and select ﬁl (F16 — Exit) to the
Payroll Alpha Description File — File Maintenance — Entry screen.

The following screen displays:

-
] PCGDist=8991 Rel=15.02.00 07/16/2015 SV CADEVSYS  CAS D & - WHITE 5
Payroll Alpha DPescription File - File Maintenance PAY 0200

Enter the Record Type and Gode you wish to Maintain or Create:

Record Type: DDEK
Record Code: 98

Code
Size
Record Type ACA1 = ACA OFfFer of Coverage Code a2
ACAZ? = ACA Safe Harbor Code a2
DDBK = Direct Deposit Bank a2
EEDS = EEO-5 Job Codes 83
G = SHBP Defined GHI Change Gode a4
H = District Defined GHI Change Code 84 Requires "G" Record
W2CD = W-2 Adjustment Code 83

Enter=Edit, F3=Print All, F13=Create, Fi18=Delete

= Y P e e = TP P PP - 5§ 15.02.00
Bl [ | |

" Action

7 Select ﬁl (F16 — Exit) to the Payroll System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

B PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND M= <
Payroll System PAYMBOAY
FKey Description/Deduction/Annuity Files Henu

Description File:

;l -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
Ll -- Print Description Records
Deduction File:
il -- Maintain Deduction Records
_6 | -- Print Deduction Records
Ll -- Maintain Benefit PlanfOption/Tier Records
Ll -- Import Benefit Plan/Option/Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o0 - Display/Update Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -~ Verify/Print Annuity Records

str | B | ] N s O ) 7.89.01
| 5 [ [ FOL YRR

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure 2B. Printing the Alpha Description File Report

————— Ba
F PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHITE E\i
Payroll Systenm PAYHOBOD
Fley Haster Henu

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

-~ Annual Reports Menu
-~ MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsfLabels Menu
-- Update/Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

ekl b kbl

- - File Reorganization

Mastar | Voo | | 15.083.88

| L5 | i | RO RN

Step | Action
1 Select —9_| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

PCG Dist=0991 Rel=08.01.00 06/03/2008 CID 001 C:\DEVSYS C:\SECOND
Payroll system PAYMOOB?
FKey Description/Deduction/Annuity Files Menu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6 _| -- Print Deduction Records
7_| -- Maintain Benefit PlanfOption{Tier Records
_ﬂl - - Import Benefit Plan{Option/Tier Records
9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
M - - Display/Jpdate Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
12 | - - Verity/Print Annuity Records
7 Y N A s I I 7-63.01
v VSR | MoriZh | DA, | MERR

Step | Action
2 Select —2_| (F2 — Maintain Alpha Description Records).
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The following screen displays:

El PCGDist=8991 Rel=15.02.00 07/16/2015 PCW 002 SV CADEVSYS CASECOND W =l X I
e
Payroll Alpha Description File - File Maintenance PAYB200

Enter the Record Type and Code you wish to Maintain or Create:

Record Type:
Record Code:

Code
Size

Record Type ACA1 = ACA Offer of Coverage Code 82
AGCAZ = ACA Safe Harbor Code 82

DDBK = Direct Deposit Bank 82

EEDS = EE0O-5 Job Codes a3

G = SHBF Defined GHI Change Code a4

H = District Defined GHI Change Code 84  Requires "G" Record
W2CD = W-2 adjustment Code a3

Enter=Edit, F3=Print All, F13=Create, F18-Delete

2 P PO = O O O = IO 1 P P [ PR=N 15.62.00
e BB [ [ | Help

3 Select =22 (F3 _ print All)

The Payroll Alpha Description File — File Maintenance screen redisplays.

4 Select ﬁl (F16 - Exit) to return to the Payroll System — Description/Deduction/Annuity Files
Menu.
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The following screen displays:

B PCGDist=8991 Rel=08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND ==
Payroll System PAYHOOE?
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option{Tier Records
_8_| -- Import Benefit Plan/OptionfTier Records
9 | -- Print Benefit Plan/OptionfTier Records
Annuity File:
Ll - - Display/Jpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records

LY N I N I I N O
Rl )
Step  Action
5 To print the report via the Uqueue Print Manager: Select Il“;él (Uqueue).
To print the report via Microsoft® Word: Select _~§| (MS WORD).
Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
6 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

2B.1. Payroll Alpha Description File Report — Example

REPORT DATE: 05/21/2011 ©08:28:34 PAYROLL ALFHA DESCRIPTION FILE PRGE 1
PROGRAM: PAYOQZ00 DIRECT DEPOSIT EANK
TIPE COLE DESCRIPIION ROUTING
DOBE 01 BRNE OF BMERICL NC 500000013
DIOBK 0Z ERNE OF AMERICHL 500000023
DOBK 03 WACHOVIL 500000035
DOBE 04 NET BINE 5000000459
DIOBK 05 REGIONS EANE 500000053
DOBKE 0€ PEOPLES COMMUNITY BANE 500000085
DOBKE 07 FIRST PORT CITY BENE 500000073
DIOEK 08 PELHLM BANKING CO 500000083
DOBK 03 FIRST 5T BANK COLJUITT 500000053
DOBE 10 CRIRC BINEKING CO 500000109
DIEK 11 CITIZENS ERNK CATRO 500000113
DOBK 12 THOMASVILLE MATIONAL BANE 500000125
DOBE 13 FAEMERS STATE BINE 500000133
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Topic 3: Deduction Record Processing

Refer to Topic 3: Benefit Plan/Option/Tier Record Processing for the instructions to maintain the State
Health Benefit Plan/Georgia Health Insurance (SHBP/GHI) deductions.

Procedure 3A. Maintaining Deduction Records
3A.1. Adding a Deduction Record

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG002 SV CADEVSYS C\SECOND WHITE — m| X
Payroll System PAYHMOODD
FKey Master HMenu

1_| -- Payroll Setup Menu

2_| -- Payroll Update Menu

3 | -- Payroll Check & Direct Deposit Menu

4 | -- Annual Reports Menu

5 | -- Monthly/Quarterly{Fiscal/Biennial Reports Menu

8 | -- 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
Mastar | Vsthig 15.03.00
@ 15 | " | BE | MEND

" Action

1 Select — 9| (F9 - Update/Display Description/Deduction/Annuity Menu).

Georgia Department of Education

November 29, 2023 e 11:34 AM e Page 88 of 174

All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE
Payroll System

FKey Description/Deduction/Annuity Files Menu
Description File:
_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit Plan}Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit Plan{Option/Tier Records
Annuity File:
o -- DisplayfUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

[m] pad
PAYHOOO?

7.03.01

2 Select 5| (F5 — Deduction File: Maintain Deduction Records).

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE
Deduction File Maintenance
Enter Key of Record to be Displayed to Allow for Modification.
Code: _
(ENTER)-Position File F2-First F5-Next F11-Add Hode F16-Exit
Ak | & E | & E T LA &
ru’ F ;; F %} Help

] x
PAY 095
19.62.00

Step  Action

3 select “F1_| (F11 - Add Mode)
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The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV C\DEVSYS CA\SECOND WHITE - O X
Deduction File Maintenance PAY 095
Deduction code: _ Sort: _8@
Description: Percent: .000680
Short desc.: Uendor =
Deduction type: _ A’ Annuity (Tax Sheltered) 'C' = Credit Union

E*
I

Imputed Income 'G' = Garnishment
Non-Taxable Insurance

Fund: ___ Fiscal: Program:

_ Expense/receipt function:
Balance #:

Benefit plan code associated with deduction:

------------------ Employer Contribution Information -----------------—-

Employer contribution indicator: 8 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution

%
Employer Indicator '1' or '2' Process Types: S D
H

H n B X Y 1] P
N H H H H N H H
Contribution amount or %: Object: Balance:
(ENTER)-Add Record F16-Find Hode F28-Help Screen
i 4 A R = e O s = | P o P & 19.02.00
n:- =" Help
Ste Action
4 Enter the appropriate code in the Deduction Code field.

PCGenesis reserves deduction codes 00 through 09 for GaDOE-PCGenesis system usage.
School districts and systems may enter deduction codes 10 — 71 in the field.

Reserved
Deduction Codes Description
00 Employee Fringe Benefits
01 Annuity #1
02 Annuity #2
03 Federal Tax
04 State of Georgia Tax
05 Other State Tax (Reserved for future use)
06 Other State Tax (Reserved for future use)
07 Non-Qualified Plans — 457
08 State Health — Non Certified
09 State Health — Certified

Table 1- System Reserved Deduction Codes

Although PCGenesis allows for up to five annuity company entries, the entry of deduction
codes that are not associated with an annuity deduction control record generates the
“Annuity deduction must be defined on the annuity Control record” message when Enter is
selected. In this instance, exit this procedure and follow the instructions provided in 5A.1.
Adding an Annuity Deduction Control Record, repeating this procedure at Step 1.

5 Enter the appropriate code in the Sort field to define sort order for the Deduction Registers.

6 Enter the deduction’s description up to forty (40) characters in the Description field.
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7 If the deduction is a percentage of the employee’s salary: Enter the appropriate
percentage in the Percent field.

A percentage should be entered when the deduction is a percent of the gross amount instead
of a flat amount. This percentage will OVERRIDE any specification of a dollar amount on
the Display/Update Deduction screen for ALL employees withholding this deduction.

8 Enter a description up to thirteen (13) characters in the Short Desc. (Short Description)
field.

With the exception of State Health deduction codes, normally 08 (State Health-NonCert)
and 09 (State Health-Cert), the short description entered in this step displays on screens as
selections, and prints on employee payroll checks.

9 To create Payroll withholding deductions: Enter the FAR application’s vendor number
in the Vendor field. Enter the vendor number which corresponds to the deduction in order
to produce the payroll withholding claim.

Do not enter a vendor for annuities and garnishments.

10 Enter the appropriate code in the Deduction Type field.

PCGenesis Deduction Type Codes include A (Annuity), C (Credit Union), F (Imputed
Income), G (Garnishment), and I (Nontaxable Income).

11 If the employee contributes to the payment of the deduction: Enter the account
information in the Fund, Fiscal, Program, Expense/Receipt Function, and Balance #
(Balance Sheet Account Number) fields.
Valid values for:

Fund: 199 (The state standard withholding fund)

Fiscal: 0 (The state standard withholding fiscal year)

Program: 9990 (The state standard withholding program)

Expense/Receipt Function: 9000 (The state standard withholding expense and
receipt Function)

12 If the entry applies to a State Health Benefit Plan (SHBP): Enter SHBP in the Benefit
plan code associated with deduction field.

This entry must already exist within the Benefit Plan Deduction file.
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Steps 13 thru 16 describe defining an employer contribution. If no employer contribution will be made
toward the deduction, enter a contribution indicator of ‘0’ (None) and continue to Step 17.

13 If the employer contributes to the payment of the deduction: Enter the appropriate
code, the dollar amount or percentage, and the account information in the Employer
Contribution Indicator, Contribution Amount or %, and the Object and Balance
fields.

The Employer Contribution Indicator identifies how PCGenesis handles deductions.

Valid values:
0 = No employer contribution
1 = Contribution is a fixed amount
2 = Contribution is a percentage of the employee’s gross as defined by the Process
Types
3 = Contribution is a percentage of the employee’s contribution

If the employer does not contribute to the payment of the deduction: Enter 0 (None) in
the Employer Contribution Indicator field.

Deduction codes 01 — 07 deduction codes must contain a contribution indicator of ‘0’
(None).

State Health deduction codes may contain a contribution indicator of ‘0’ (None) or ‘1’ (fixed
amount) if the school district or system pays a portion of the normal employee share. Using
a contribution indicator of ‘2’ (percentage of the employee’s gross income) or of ‘3’
(percentage of the employee-paid amount) is not appropriate for State Health deduction codes.
Repeat these steps at minimum annually, or when the employer-paid contribution amount
changes.

State Health deduction codes must contain ‘SHBP’ (State Health Benefit Plan) in the
Benefit code associated with the deduction field.
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14 If the Employer Contribution Indicator is set to ‘1’ (Fixed amount) or ‘2’ (% of gross),
the Employer Indicator ‘1’ or 2’ Process Types must be defined. The Process Types
are used only with Employer Indicator ‘1’ or '2'.

When the Process Types are used in conjunction with Employer Indicator '1' (Fixed
amount), the payroll administrator can specify how the employer fixed contribution amount
should be distributed to the general ledger accounts. This is useful when certain GL
accounts should be excluded from the general ledger account distribution. To include the
Process Type earnings in the GL account distribution, enter “Y’. Otherwise, enter ‘N’.

For example, earnings entered under a Process Type code of ‘A’ (Daily/Hourly
Adjustment no Pension) can be excluded from the GL account distribution by entering ‘N’
for the field, when the Employer Indicator is “1°.

If an employee is enrolled in the deduction but is not being paid using one of the Process
Type codes defined for the deduction, a fatal error will occur on the Payroll Exceptions
Register indicating that the employer contribution for the deduction can’t be distributed.

When the Process Types are used in conjunction with Employer Indicator '2' (% of
gross), the payroll administrator can specify which gross data earnings will be subject to
the employer contribution calculation. To include the Process Type earnings in the
calculation, enter ‘Y’. Otherwise, enter ‘N’.
The Process Types are defined as follows:

S = Regular salary with pension and taxes

D = Regular daily with pension and taxes

H = Regular hourly with pension and taxes

A = Daily/hourly adjustment no pension

B = Salary adjustment no pension

X = Daily/hourly, with FICA, NO pension/annuities or tax calculation

Y = Salary, with FICA, NO pension/annuities or tax calculation

Q = Salary adjustment with taxes and pension

P = Daily/hourly adjustment with taxes and pension
The Process Type definitions are useful when certain earnings should be excluded from
the employer contribution calculation. For example, earnings entered under a Process

Type code of ‘A’ (Daily/hourly adjustment no pension) can be excluded from the gross
wages used to calculate an employer disability contribution when the switch is set to ‘N’.

If the Employer Contribution Indictor is set to ‘1’ (Fixed amount) or 2’ (% of gross), at
least one Process Type must be set to ‘Y.

15 If the employer contributes to the payment of the deduction: For an Employer
Contribution Indicator of ‘1°, ‘2°, or ‘3’, enter the dollar amount or percentage, in the
Contribution Amount or % field.

The Contribution Amount or % field contains the amount of the employer’s contribution.
Enter a flat dollar amount if the contribution indicator is a ‘1’ (fixed amount). Enter a
decimal amount representing a percentage if the contribution indicator is a ‘2’ (percentage
of the employee’s gross income) or ‘3’ (percentage of the employee-paid amount).
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Ste Action

16 If the employer contributes to the payment of the deduction: For an Employer
Contribution Indicator of ‘1°, “2°, or ‘3’, enter the Object and Balance fields.

Enter the appropriate employer’s object code found on the Account Master Description
File. Enter the corresponding employer’s balance sheet number found on the General
Ledger.

17 Select ﬂl (Enter - Add Record).

The following screen displays:

E PCG Dist=8991 Rel=19.0200 07/01/2019 PCG 002 SV CA\DEVSYS CA\SECOND WHITE — | X

Deduction File Maintenance PAY0O95

Deduction code: _ Sort: _B

Description: Percent: _.00008

Short desc.: Uendor:

Deduction type: _ A" = Annuity {(Tax Sheltered) 'C" = Credit Union
'F' = Imputed Income 'G" = Garnishment
‘I' = Non-Taxable Insurance

Fund: Fiscal: _  Program: Expense/receipt function:

Balance #:

Benefit plan code associated with deduction:
Employer Contribution Information

Employer contribution indicator: 8 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution
Employer Indicator '1' or "2 Process Types: S D H ;] B X Y 0 P
H H N H H H H H H
Contribution amount or %: Object: Balance:
** Add Hode *x
(ENTER)-Add Record F16-Find Hode F28-Help Screen
gl v | r2 |..@|. B3| s || 6] W].. 2 | Y] F1 .. =Y 19.02.00
mh rg; rT[ Help

Step  Action

18 To verify the entry: Select ﬁl (F16 - Find Mode).
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The following screen displays:

[A] PCGDist=8991 Rel=19.0200 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE
Deduction File Maintenance
Enter Key of Record to be Displayed to Allow for Modification.
Code: __
(ENTER)-Position File F2-First F5-Next F11-Add Mode F16-Exit
"W en e | @B | ECE T A @
m. F ?;; Fi U Help

(] X
PAY0B95
19.62.00

" Action

Step

19 Enter the deduction code and select El (Enter - Position File).

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND

Deduction File Haintenance

WHITE

Deduction code: 78
Description: DISABILITY
Short desc.: DISABILITY

Sort: 78
Percent: .00000
Vendor: 15

UENDOR 086015

Deduction type: I A' = Annuity (Tax Sheltered) 'C' = Credit Union
'F' = Imputed Income 'G' = Garnishment
*I' = Non-Taxable Insurance
Fund: 199  Fiscal: Program: 9990 Expense/receipt function: 9000

Balance #: 521

Benefit plan code associated with deduction:

------------------ Employer Contribution Information ----—-------—--——-
Employer contribution indicator: © 8 = None

1 = Fixed Amount
2

3

of Employee Contribution

%
Employer Indicator *1' or '2' Process Types: § D H n B X ¥ Q
N N H N N N H N

Contribution amount or %: Object: Balance:

*x Display Hode xx

F5-Hext FQ*NOUiFy F18-Delete F16-Find Hode F28-Help Screen
A | r |.@|.E| s |6 E]. el Y]] @

rm‘- »\zk ruiﬂ Help

F2-First
ENTER,

P
N

] Py
PAY @95

% of Process Type Gross (specified below)

19.02.00

" Action

20 Verify the deduction field entries, and then select ﬁl (F16 - Find Mode) to return to the

Deduction File Maintenance — Entry screen.
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The following screen displays:

Step

[A] PCGDist=8991 Rel=19.0200 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE — O %
PAY 095
Deduction File Maintenance
Enter Key of Record to be Displayed to Allow for Modification.
Code: __

(ENTER)-Position File F2-First F5-Next F11-Add Mode F16-Exit

ol f | F2 | L@ E| rs |LELE|.E]. 2T P =Y 19.62.68
m. F ?;; Fi U Help

" Action

21

Select ﬁl (F16 - Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.

The following screen displays:

[Fl PCGDist=8991 Rel=19.0200 07/01/2019 PCGO002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOOO2
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- N Alpha D ption R d
4 | -- Print Description Records
Deduction File:
5| -~ Maintain Deduction Record
6 _| -- Print Deduction Records
7 | -- Maintain Benefit Plan{Option/Tier Records
8 | -- Import Benefit Plan/Option{Tier Records
9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
10 | - - Display/Update Annuity Deduction Control Record
11 | - - Maintain Annuity Records
12 | - - Verify/Print Annuity Records
Mastar | Vo | 7.03.01
@8] 145 | Wiz | DA | VEND

" Action

22

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml

(Master) to return to the Business Applications Master Menu.
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3A.2. Modify a Deduction Record

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOOOD
FKey Master Menu

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

- - Annual Reports Menu
- - Monthly/Quarterly/Fiscal{Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update{Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

b ikl bl kbl

-- File Reorganization

Master umu!| 15.03.00

@8 145 | Vi3 | DA VEND

Step  Action
1 Select —9_| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

[Fl PCGDist=8991 Rel=19.0200 07/01/2019 PCGO002 SV CADEVSYS CASECOND WHITE — [m] x
Payroll System PAYHOOO9
FKey Description/Deduction/Annuity Files Henu

Description File:

Deduction File:
5 | -- Maintain Deduction R N
_6_| -- Print Deduction Records
_7 | -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit PlanfOption/Tier Records
_9 | -- Print Benefit Plan/Option{Tier Records

Annuity File:
_10 | -- DisplayfUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

Mastar | Vo | 7.03.01

@8] 145 | Wiz | DA | VEND

Step  Action
2 Select - 5| (F5 — Deduction File: Maintain Deduction Records).

Georgia Department of Education
November 29, 2023 e 11:34 AM e Page 97 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - m} X
PAY 095
Deduction File Maintenance
Enter Key of Record to be Displayed to nllow for Modification.
Code: __

{ENTER)-Position File F2-First F5-Hext F11-Add Hode F16-Exit

“‘“J F1 F2 ':6 rwlﬂ F5 r'ii-‘- r'ﬁ Fg H Fs I r‘:-Y F11 '\'_ﬂ r::'\ 19.02.00
n:‘. »-gk rie T Help

Ste Action

3 Enter the deduction code in the Code field, and select _""l (Enter - Position File).

If the deduction code is unknown, select ﬂ (F2) to display the first deduction record.
Select ﬂ (F2) and i' (F5) to scroll between records.

The following screen displays:

m PCG Dist=8991 Rel=18.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O X
Deduction File Maintenance PAY0O9S
Deduction code: 78 Sort: 780
Description: DISABILITY Percent: .00000
Short desc.: DISABILITY Vendor : 15

UENDOR 0008015

Deduction type: I A' = Annuity {Tax Sheltered) 'C' = Credit Union
'F* = Imputed Income 'G' = Garnishment
‘I' = Non-Taxable Insurance
Fund: 199  Fiscal: Program: 9998  Expense/receipt function: 9668

Balance #: 421

Benefit plan code associated with deduction:

------------------ Employer Contribution Information ------------------

Employer contribution indicator: @0 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution

Employer Indicator ‘1' or '2' Process Types: § D H A B X ¥ 0Q P
HN N H H H N N HN N
Contribution amount or %: Object: Balance:
** Display Hode x*x
F2-First F5-Next F9-Modify F18-Delete F16-Find Mode F28-Help Scree
" LI 0 = e f O o s | = O P L P -y 19.02.68

FI" F g‘\; Fﬂm HEID
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Select il (F9 - Modify).

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV C\DEVSYS C\SECOND WHITE - O K
Deduction File Maintenance PAY 095
Deduction code: 78 Sort: 78
Description: DISABILITY Percent: 08000
Short desc.: DISABILITY Vendor : 15

UENDOR 006615
Annuity (Tax Sheltered) 'C' = Credit Union
Imputed Income 'G' = Garnishment
Non-Taxable Insurance

Deduction type: 1  "A"

Fund: 199 Fiscal: _ Program: 9998 Expense/receipt function: 9668
Balance #: _421

Benefit plan code associated with deduction:
—————————————————— Employer Contribution Information -----------------—

Employer contribution indicator: 8 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution
Employer Indicator ‘1" or '2°' Process Types: S D H 1] B b Y Q P
N H N N H H N N H
Contribution amount or %: Object: Balance: _
(ENTER)-Modify Record F1-Display Hode F28-Help Screen
i 4 M W = e i e P = A P P R 19.02.60
FW‘- ;‘ék P“ﬁ' Help
Step  Action
5 Verify “** Modify Mode **” displays, and make the appropriate field modifications to the
fields.

Select ﬂl (Enter - Modify Record).
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The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV C\DEVSYS CA\SECOND WHITE - O X
Deduction File Maintenance PAY 095
Deduction code: 7@ Sort: 78
Description: DISABILITY Percent: .00000
Short desc.: DISABILITY Uendor = 15

UENDOR 000015

Deduction type: 1 A’ Annuity (Tax Sheltered) 'C' = Credit Union

'F' = Imputed Income G Garnishment
'*I' = Hon-Taxable Insurance
Fund: 199 Fiscal: Program: 9996 Expense/receipt function: 960608

Balance H: 421

Benefit plan code associated with deduction:
------------------ Employer Contribution Information -----------------—-

Employer contribution indicator: @0 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution
Employer Indicator '1' or '2' Process Types: S D H 1] B b ¥ Q P
N N N H N N N HN H
Contribution amount or %: Object: Balance:
** Display Hode x=
F2-First F5-Next F9-Modify F18-Delete F16-Find Mode F28-Help Scree
“‘“J F1 F2 ':i rulﬁ F5 r.'.i‘-‘- r"i-v- Fg H rs(’ r-:‘Y F11 '|'_ﬂ r:::\. 19.02.00

n:’ F gt rﬂm Help
Ste Action

Verify the screen entries are correct and select ﬁl (F16 - Find Mode).

Since PCGenesis does not display a verification message for modified deduction records,
review the entries displayed. If the information is incorrect, select il (F9 - Modify), make
the appropriate corrections and select ﬂl (Enter).
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The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O X
PAY D95
Deduction File Maintenance
Enter Key of Record to be Displayed to nllow for Modification.
Code: __
{ENTER)-Position File F2-First F5-Hext F11-Add Hode F16-Exit
“‘“{ F1 F2 -':E r\lﬂ F5 r-'ir‘— V"M Fg H -':I r\:-Y F11 '\;ﬂ rr:'\ 19.02.00
FIE’ Fi ?ﬁ »Tr Help
Ste Action
8 Select ﬁl (F16 - Exit) to return to the Payroll System - Description/Deduction/Annuity
Files Menu.

The following screen displays:

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll Systen PAYHOBA?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
_8 | -- Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Vs 7.63.01

e8| 15 | Mri5p | LAV | VERR
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Step  Action

9 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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3A.3. Delete a Deduction Record

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOO00
FKey Master Menu

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

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

-- Employee Reports/Labels Menu

- - Update|Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

- - Special Functions Menu

kel b bt

- - File Reorganization

Mastar | V5o 15.63.08

1 Select —3_| (F9 - Update/Display Description/Deduction/Annuity Menu).
The following screen displays:
m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
Payroll System PAYHBOBY
FKey Description/Deduction/Annuity Files Menu
Description File:
_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
_8 | -- Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records
Master | Voo 7.03.01
@ | L5 | Yri5p| O | VEND

" Action
2 Select - 5| (F5 — Deduction File: Maintain Deduction Records).
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The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - m} X
PAY 095
Deduction File Maintenance
Enter Key of Record to be Displayed to nllow for Modification.
Code: __

{ENTER)-Position File F2-First F5-Hext F11-Add Hode F16-Exit

“‘“J F1 F2 ':6 rwlﬂ F5 r'ii-‘- r'ﬁ Fg H Fs I r‘:-Y F11 '\'_ﬂ r::'\ 19.02.00
n:‘. »-gk rie T Help

Ste Action

3 Enter the appropriate code in the Code field and select ﬂl (Enter - Position File).

If the deduction code is unknown, select ﬂ (F2) to display the first deduction record.
Select ﬂ (F2) and i' (F5) to scroll between records.

The following screen displays:

m PCG Dist=8991 Rel=18.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O X
Deduction File Maintenance PAY0O9S
Deduction code: 78 Sort: 780
Description: DISABILITY Percent: .00000
Short desc.: DISABILITY Vendor : 15

UENDOR 0008015

Deduction type: I A' = Annuity {Tax Sheltered) 'C' = Credit Union
'F* = Imputed Income 'G' = Garnishment
‘I' = Non-Taxable Insurance
Fund: 199  Fiscal: Program: 9998  Expense/receipt function: 9668

Balance #: 421

Benefit plan code associated with deduction:

------------------ Employer Contribution Information ------------------

Employer contribution indicator: @0 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution

Employer Indicator ‘1' or '2' Process Types: § D H A B X ¥ 0Q P
HN N H H H N N HN N
Contribution amount or %: Object: Balance:
** Display Hode x*x
F2-First F5-Next F9-Modify F18-Delete F16-Find Mode F28-Help Scree
" LI 0 = e f O o s | = O P L P -y 19.02.68

FI" F g‘\; Fﬂm HEID
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4 Select ﬂl (F18 - Delete).

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV C\DEVSYS C\SECOND WHITE - O K
Deduction File Maintenance PAY 095
Deduction code: 78 Sort: 78
Description: DISABILITY Percent: .00000
Short desc.: DISABILITY Vendor : 15

UENDOR 000615
Annuity (Tax Sheltered) 'C" Credit Union
e

Deduction type: I ‘A’ -
= Garnishment

'F' = Imputed Income
*I' = Non-Taxable Insurance
Fund: 199 Fiscal: Program: 9990 Expense/receipt function: 9060

Balance H: 421

Benefit plan code associated with deduction:
—————————————————— Employer Contribution Information ------------------

Employer contribution indicator: @0 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution
Employer Indicator ‘1" or '2°' Process Types: S D H 1] B b Y Q P
N N N H N N N HN H
Contribution amount or %: Object: Balance:
*% Delete Mode x*=x
(ENTER)-Delete Record F1-Display Hode F28-Help Screen
w4 R I ] | I = S =T S - 19.02.00
FW‘- ;‘ék ,WﬁT Help

" Action

5 Verify “** Delete Mode **” displays, and select ﬂl (Enter - Delete Record).
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The following screen displays:

[F] ©CGDist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE — O x

Deduction File Maintenance PAY 095

Deduction code: 08 Sort: 99

Description: FRIHNGE Percent: .00000

Short desc.: FRINGE Uendor :

Deduction type: 'A" = Annuity (Tax Sheltered) 'C' = Credit Union
'F' = Imputed Income 'G' = Garnishment
'*I' = Hon-Taxable Insurance

Fund: Fiscal: Program: Expense/receipt function:

Balance #:

Benefit plan code associated with deduction:
------------------ Employer Contribution Information -----------------—-

Employer contribution indicator: @0 8 = None
1 = Fixed Amount
2 = % of Process Type Gross (specified below)
3 = % of Employee Contribution
Employer Indicator '1' or '2' Process Types: S D H 1] B b ¥ Q P
N N N H N N N HN H

Contribution amount or %: Object: Balance:

** Display Hode x=
PREVIOUS RECORD DELETED

9-Modify F18-Delete F16-Find Mode F28-Help Screen
o

“‘“{ F1 F2 F2 F5 r-.'lﬂ r'ﬁ Fg H rsd r-:\Y F11 frz (4 Fis 19.02.00
n:ﬁ F ?Q rism Help
Ste Action
6 Verify “Previous Record Deleted” displays, and select ﬁl (F16 - Find Mode).
The following screen displays:
[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG002 SV CADEVSYS C\SECOND WHITE m| pd
PAY 095
Deduction File Maintenance
Enter Key of Record to be Displayed to nllow for Modification.
Code: __
(ENTER)-Position File F2-First FS5-Next F11-Add Hode F16-Exit
“‘“{ F1 F2 ':5 r\H F5 r'.ir‘— V"E Fg u ':I r\:-Y F11 '\;ﬂ r::'\ 19.062.00
FIE’ Fi ?ﬁ »Tr Help
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Select ﬁl (F16 - Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.

The following screen displays:

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG002 SV CADEVSYS C\SECOND WHITE - m| X
Payroll System PAYHOO02
FKey Description/Deduction/Annuity Files Menu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6 | -- Print Deduction Records
7_| -- Maintain Benefit Plan/Option/Tier Records
8 _| -- Import Benefit PlanfOption{Tier Records
9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
10 | - - Display/Update Annuity Deduction Control Record
11 | - - Maintain Annuity Records
12 | -- Verify/Print Annuity Records
Master | Vot 7.03.01
| 15 | " | LAY | MEND

" Action

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml

(Master) to return to the Business Applications Master Menu.
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Procedure 3B. Printing the Deduction File

[F] PCG Dist=8991 Rel=19.0200 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - m] X
Payroll System PAYHOOO0

Master Henu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee Reports/Labels Menu

Update/Display Description/Deduction/Annuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdatelDisplay Payroll Monitor

Special Functions Menu

o bR b bl

File Reorganization

Master | Vs, | 15.63.08

@8] 115 | Wiz | O, | VEND

Step  Action
1 Select —9_| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE — ] %
Payroll System PAYHMOOO?
FKey Description/Deduction/Annuity Files Menu

Description File:
_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records

Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit Plan{Option/Tier Records

Annuity File:
o -- DisplayfUpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Vst 7.03.01

8| IS | VS| BANG | MERD
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ep Action
2 Select 6| (F6 - DEDUCTION FILE: Print Deduction Records).
The Payroll System — Description/Deduction/Annuity Files Menu redisplays.

3 To print the report via the Uqueue Print Manager: Select IP;%| (Uqueue).

To print the report via Microsoft® Word: Select _§| (MS WORD).

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

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

3B.1. Deduction Code Listing — Example

REPORT DATE 07/01/19 DEDUCTION CODE LISTING PAGE 1

EMPLR PROC TYPES EMPLE EMPLR EMPLR

CODE [DESCRIPTION PERCENT S5CRT TYPE VENDOR FUND PRGM FUNC BLNC IND SDHABXYQP AMT/ECT OBJ BLNC
oo FRINGE o0. 00000 9% Qooo0o0 000 oooo 0000 0000 o 0.00000 00000 0000
oL EMPLOYEE ARNNUITY o0. 00000 0o z Qooo00 158 %880 9000 0478 o 0.00000 00000 Lefululs)
0z EMPLOYEE ZND RNNUITY 00.00000 0o i 0o0ooa 189 9960 9000 0479 0 0.00000 00000 0000
03 FED W/H TAX 00.00000 03 004727 19% 9990 9000 0471 0 0.00000 00000 0000
04 GA INCOME TAX o0. 00000 04 Qoo00%g 159 %880 S000 0472 o 0.00000 00000 0000
0g NONCERTIFIED MERIT o0. 00000 og I 004863 159 %880 9000 0475 o 0.00000 00000 0000
k] CERTIFIED MERIT 00.00000 ] I 006155 189 %980 9000 0475 0 0.00000 00000 0000
10 VENDOR 002488 00.00000 10 002488 19% 9990 9000 0479 0 0.00000 00000 0000
11 VENDOR 00098% o0. 00000 11 000595 159 %880 S000 0478 o 0.00000 00000 0000
1z I-VNDR 000005 o0. 00000 Z3 I 000005 159 %880 9000 0475 o 0.00000 00000 0000
13 I-VNDR 000008 00.00000 1z I Qoooode 189 9990 9000 0475 0 0.00000 00000 0000
14 I-VNDR 004603 00,00000 13 I 004€03 1939 9950 9000 0475 0 0.00000 00000 0000
15 VENDOR 004373 o0. 00000 14 004373 159 %880 9000 0475 o 0.00000 00000 0000
le VENDOR 000012 o0. 00000 4z Qooo1z 158 %880 9000 0478 o 0.00000 00000 0000
17 VENDOR 000016 00.00000 43 Qooole 19% 9960 9000 0479 1 SDH-————- 1000.00000 21000 0421
1g COURT W/H o0. 00000 is8 ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
19 COURT W o0. 00000 1% ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
20 COURT W o0. 00000 Z0 ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
21 COURT W 00.00000 21 G 0o0ooa 19% 9960 9000 0479 0 0.00000 00000 0000
22 VENDOR 000005 00,00000 22 Q0000s 19% 9980 9000 0475 0 0.00000 00000 Q000
23 CUNION 001001 o0. 00000 oo C 001001 159 %880 S000 0478 o 0.00000 00000 0000
2 VENDOR 0039&0 00.00000 24 003960 183 9980 9000 0479 0 0.00000 00000 0000
25 VENDOR 003702 00.00000 Z5 003702 19% %9490 9000 0475 0 0.00000 00000 0000
26 COURT W/H o0. 00000 Zg ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
27 I-VNDR 003702 o0. 00000 z7 I oo3702 159 %880 9000 0475 o 0.00000 00000 0000
2 COURT W/H 00.00000 28 G 000000 183 9980 9000 0479 0 0.00000 00000 0000
29 COURT W 00.00000 29 €] 000000 19% %990 9000 0479 0 0.00000 00000 0000
30 COURT W/H o0. 00000 30 ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
31 VENDOR 000110 o0. 00000 31 Qo010 159 %880 9000 0475 o 0.00000 00000 0000
32 COURT W/H 00.00000 3z G 0ooooa 189 9980 9000 0479 0 0.00000 00000 0000
33 VENDOR 004085 00.00000 33 004085 18% %990 9000 0479 0 0.00000 00000 0000
34 VENDOR 001875 o0. 00000 34 001875 159 %880 S000 0478 o 0.00000 00000 0000
35 VENDOR 0048654 o0. 00000 44 004894 158 %880 9000 0478 o 0.00000 00000 Lefululs)
36 VENDOR 005347 00.00000 45 005347 189 9980 9000 0479 0 0.00000 00000 0000
37 COURT W/H 00.00000 37 G 000000 19% 9990 9000 0479 0 0.00000 00000 0000
38 COURT W o0. 00000 38 ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
39 COURT W/H o0. 00000 3% ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
40 VENDOR 003909 00.00000 46 003909 189 9980 9000 0479 0 0.00000 00000 0000
41 COURT W/H 00.00000 41 G 000000 19% 9990 9000 0479 0 0.00000 00000 0000
4z BOARD MEMBER MERIT o0. 00000 07 I 005873 159 %880 9000 0475 o 0.00000 00000 0000
43 COURT W/H o0. 00000 43 ] Qooo0o0 159 %880 S000 0478 o 0.00000 00000 0000
44 I-VNDR 005945 00.00000 50 I 005945 189 9990 9000 0475 1 SDHAB———- 100.00000 25000 0421
45 I-VNDR 005945 00,00000 25 I 005945 1939 9950 9000 0475 0 0.00000 00000 0000
46 I-VNDR 005945 o0. 00000 56 I 005945 159 %880 9000 0475 o 0.00000 00000 0000
47 I-VNDR 00554¢ o0. 00000 57 I 005546 158 %880 9000 0475 1 ———LB———- 44.00000 Ze000 0421
48 I-VNDR 005947 00.00000 58 I 005947 19% 9990 9000 0475 0 0.00000 00000 0000
49 VENDOR 0059483 00,00000 29 005948 1939 9950 9000 0475 0 0.00000 00000 0000
50 VENDOR 00594% o0. 00000 60 005945 159 %880 9000 0475 o 0.00000 00000 0000
51 VENDOR 00594% o0. 00000 61 005945 159 %880 9000 0475 o 0.00000 00000 0000
52 VENDOR 005949 00.00000 62 0059449 19% 9990 9000 0475 0 0.00000 00000 0000
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Topic 4: Benefit Plan/Option/Tier Record Processing

Procedure 4A. Maintaining Benefit Plan/Option/Tier Records
4A.1. Adding a Benefit Plan Record

4A.1.1. Add the Benefit Plan

SHBP/GHI is currently the only plan required for PCGenesis processing purposes. PCGenesis
programming allows for future entries by making this field editable in PCGenesis.
P PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHlT

Payroll Systenm PAYHOBBO

Fley Haster Menu

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

-- Annual Reports Menu
- - MonthlyQuarterly/Fiscal/Biennial Reports Menu

-- Employee ReportsfLabels Menu

-- Update/Display DescriptionfDeduction/Annuity Menu
-~ Earnings History Menu

- - Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

ekl b kbl

- - File Reorganization

L N I I A A A ) 150300
reE| 15 | riZh | BE| MEND:

Step  Action

The following screen displays:

B PCGDist=8991 Rel=08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND ==
Payroll Systen PAYHOOO?
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option{Tier Records
_8_| -- Import Benefit Plan/OptionfTier Records
9 | -- Print Benefit Plan/OptionfTier Records
Annuity File:
Ll - - Display/Jpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records

L Y ) ) ) Ay 78801
P = N

" Action
2 Select 7| (F7 - DEDUCTION FILE: Maintain Benefit Plan/Option/Tier Records).
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= PCGDist=8991 Rel-=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND

=&

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP

Certified Ded Code: B8 Hon-Cert Code: 88

Enployer Flag: _ Employer Flag: _

Enployer Amount: 0.00 Employer Amount: 0.00

" PO 2 P =) e P e P [ P P I T il 07.02.00

3

Enter the corresponding codes in the Certified Ded Code (Certified Employee Deduction
Code) and the Non-Cert Code (Non-Certified Employee Deduction Code) fields.

These deduction codes must exist in the Description file.

Enter Y (Yes) or N (No) in the (Certified) Employer Flag and the (Non-Certified)
Employer Flag fields to define the employer’s contribution to the deduction.

State Health Benefit Plan information: If the employer-paid amount is the same for all
employees and if the school district or system pays a portion of the employee’s premium
for selected employees such as the superintendent and senior officials, set the Employer
Flags set to N (No). When selecting Enter, the employer flags and amounts will be set
based on the current settings for the deduction records.

Setting the employer flags to N (No) prevents mass updates to the deduction for employees
when the import is completed. It also requires manual updates to employee information
which the school district or system pays an additional portion for the SHBP deduction.
Refer to the Personnel System Operation Guide, Section B: Special Functions, Topic 4:
Importing the State Health Option and Tier from the DCH File for instructions.

For Step 4-Y (Yes) entries: Enter the dollar amount in the (Certified) Employer Amount
and the (Non-Certified) Employer Amount fields.

Refer to the screenshot examples on the following pages for examples of entries
determined by the type of Benefit Plan deduction. After these examples have been
reviewed, proceed to Step 6.

State Health deduction codes may contain ‘1’ (Fixed Amount), and the corresponding
account information entered into the fields. Using a percentage (%) of the employee’s
gross income or of the employee-paid amount is not appropriate for State Health
deduction codes. Repeat these steps at minimum annually, or when the employer-paid
contribution amount changes.
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For employer-paid employee shares (all employees), the following screen displays:

O] PCGDist-8991 Rel-05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND mE X
Benefit Plan File Maintenance Payeo?
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 08 Hon—Cert Code: 89
Enployer Flag: ¥ Employer Flag: ¥

Enployer Amount: _ 10.00 Employer Amount: 5.00

-hlmg\‘ 67.02.00

| = A P 1 ) ]

For employer-paid Certified employee shares, the following screen displays:

E1  PCGDIst-8991 Rel-05.04.00 10/29/2007 CJD 001 CADEVSYS CHSECOND BEX
Benefit Plan File Maintenance PAYBO?7
Benefit Plans

Enter the ID of the BEMEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

certified Ded Code: B8 Hon-Cert Code: 89
¥ ¥

Employer Flag: Employer Flag:

Enployer Amount: _10.88 Employer Amount: 0.00

67 .02.00

If there are no employer-paid employee shares, the following screen displays:

O] PCGDist-8991 Rel-05.04.00 10/29/2007 CJDO01 C:\DEVSYS C:\SECOMD ==Ed

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 88 Non-Cert Code: 89
Employer Flag: N Employer Flag: H
Employer Amount: .00 Employer Amount: 06.00

P = P P P P e P (Eal23:T

= P
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6 Select | (Enter).

The following screen displays:

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP State Health Benefit Plan

certified Ded Code: 89 Non-Cert Code: 88
Employer Flag: ¥ Employer Flag: ¥
Employer Anount: 5.88  Employer Amount: __10.88

Validations passed. Save your changes.

YA P d P ] B ndnd 2N 67.02.600

7 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

E PCG Dist=8991 Rel=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND : ;E

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 09 Hon—Cert Code: 08
Enployer Flag: ¥ Employer Flag: ¥
Enployer Amount:  5.08 Employer Amount:  18.80

87.02.00

Step | Action
8 Proceed to 3A.1.2. Add the Benefit Plan’s Option.
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4A.1.2. Add the Benefit Plan’s Option

=1 PCGDist=8991 Rel=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND =)=)E3

Benefit Plan File Maintenance PAYBI7
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 89 Hon-Cert Code: 88
Enployer Flag: ¥ Employer Flag: ¥
Employer Amount: £.00 Employer Amount: 10.00

A 4 P e R el Y| LT
Help

Select ﬁl (F11 - Drill Down to Next Level).

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND mEX

Benefit Plan File Maintenance PAYB97
Benefit Options

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:
Plan Option: 82 TRICARE SUPPLEMENT

Short Desc: TRISUP

Y= i P P = P P = P i fdnd PR 07.02.00
T e T

Step | Action

10 Enter the two-character Benefit Plan option code in the Plan Option field, and select ﬁl
(F13 — Create New Plan/Option/Tier).
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The following screen displays:

= PCGDist=8991 Rel-=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND !X
Benefit Plan File Maintenance PAYB97
Benefit options

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:

Plan Option: 81

Short Desc:

67.02.00

Step Action

11 Enter a description up to forty (40) characters, and a short description up to thirteen (13)
characters in the (Plan Option) Description and Short Desc (Short Description) fields.
12 Select ﬂl (Enter).

The following screen displays:

Where appropriate, short Desc:
error messages display
in this area of the e N
screen.

= PCGDist=8991 Rel-05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND ==k

Benefit Plan File Maintenance PAYB97
Benefit Options

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:

Plan Option: &1

- ~

) = A P T e R (oL

Help

Step  Action

13 Verify there are no errors displayed in the lower portion of the screen, and select ﬁl (F8
— Save).
14 Proceed to 3A.1.3. Add the Benefit Plan’s Tier.
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4A.1.3. Add the Benefit Plan’s Tier

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND = =Ed

Benefit Plan File Maintenance PAYAO7
Benefit Options

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:
Plan Option: 81 07.04.00 Test Entry

Short Desc: B7.84.00

87 .82._088

Step  Action

The following screen displays:

™1  PCGDist=8991 Rel=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND =l

Benefit Plan File Maintenance PAYB97
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: 81 B7.64.88 Test Entry
Enter the TIER to Maintain or Create:
Plan Tier: _

Tier Ualid From: To:

Tier Short Desc:

Pay Stub Desc:

Ded Screen Desc:

Honthly Premium Amt: 0.0008

=% End of List ==

|| |, 0~ VA P P PNl Frmd A=Y or.02.00
[ [ (el [ [ |

16 Enter the two-character Benefit Plan tier code in the Plan Tier field, and select ﬂl (F13
— Create New Plan/Option/Tier).
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The following screen displays:

IIE PCG Dist=8991 Rel=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND

=3
Benefit Plan File Maintenance PAYB97

Benefit Tiers
Plan ID: SHBP State Health Benefit Plan
Plan Option: ©1 B7.84.80 Test Entry
Enter the TIER to Maintain or Create:
Plan Tier: 99
Tier Valid From: _6/081/2007 To: 12/31/9999
Tier Short Desc:
Pay Stub Desc:
bed Screen Desc:
Honthly Premium Amt: 0.00088

o | 5 | T | | | e R 2 W T T | X | 07.02.00
| T [ [ [ Twsf [ [ |

_—
Step Action

17 Enter the tier’s description up to forty (40) characters in the (Plan Tier) Description field.

18 Enter the date range (MM/DD/CCYY) the tier will remain valid in the Tier Valid From/To
fields.

19 Enter a short description up to thirteen (13) characters, in the Tier Short Desc (Tier Short
Description) and the Pay Stub Desc (Pay Stub Description) fields.
The short description displays on employee payroll checks.

20 Enter a description up to seventeen (17) characters in the Ded Screen Desc (Deduction
Screen Description) field.

21 Enter the monthly premium’s dollar amount in the Monthly Premium Amt (Monthly
Premium Amount) field.

22 Select E (Enter).
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The following screen displays:

B PCGDist=8991 Rel-=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND = J=E3

Benefit Plan File Maintenance PAYB97
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: ©1 07.84.80 Test Entry
Enter the TIER to Maintain or Create:

Plan Tier: 99 Test

Tier Valid From: _6/081/2007 To: 12/31/9999
Tier Short Desc: Test

Pay Stub Desc: Test

bed Screen Desc: Test

Honthly Premium Amt: 0.00088

Validations passed. Save your changes.

G2 P P = e ] e ] = P O = P i tnd Y 07.02.00
el =lon] T [ Help

23 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save).

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND = =3

Benefit Plan File Maintenance PAYAO7
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: 81 07.84.88 Test Entry

Enter the TIER to Maintain or Create:

Plan Tier: 99 Test

Tier Valid From: 6/81/2007 To: 12/31/9999
Tier Short Desc: Test

Pay Stub Desc: Test

Ded Screen Desc: Test

Honthly Premium Amt: 8.80808

N || @ |G G co

[ A P d ] Tl il i
o Sl [ | [ [ [ |

HSQ‘ 87.62.00

24 Select ﬂl (F16 — Step Back up to Prior Level) to return to the Benefit Plan Maintenance
— Benefit Options screen.
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The following screen displays:

= PCGDist=8991 Rel-=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND /=3

Benefit Plan File Maintenance PAYB97
Benefit options

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:
Plan Option: 81 07.84.88 Test Entry

Short Desc: 67.84.00

i | i P P =) P Exdlnd P DD

Select ﬁl (F16 — Step Back up to Prior Level) to return to the Benefit Plan File
Maintenance — Benefit Plans screen.

The following screen displays:

=1 PCGDist=8991 Rel=05.04.00 10/29/2007 CJD 001 C:\DEVSYS C:\SECOND =)=/&3

Benefit Plan File Maintenance PAYBI7
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 89 Hon-Cert Code: 88
Enployer Flag: ¥ Employer Flag: ¥
Employer Amount: £.00 Employer Amount: 10.00

A I d ] ] e | LEalE:L0

" Action

26 Select ﬁl (F16 — Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.
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The following screen displays:

B PCGDist=3991 Rel=008.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND mE)
Payroll System PAYHOBA?

FKey Descriptions/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records

Deduction File:

_5 | -- Maintain Deduction Records
_6_| -- Print Deduction Records
_7_| -- Maintain Benefit PlanfOption/Tier Records
_8 | -- Import Benefit PlanjOptionfTier Records
_9 | -- Print Benefit Plan{Option/Tier Records

Annuity File:
o] -- DisplayjUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

A ) ) ) B

" Action

Select ﬁl (F16 -

(Master) to return to the Business Applications Master Menu.

Step
27
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4A.2. Importing Benefit Plan/Option/Tier Records

— |
@ PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CNSECOND WHIT
Payroll Systenm PAYHOBBH
Fley Haster HMenu

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

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsfLabels Menu

-- Update/Display DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-~ Update/Display Payroll Monitor

-- Special Functions Menu

¢ hskll b kb

-~ File Reorganization

S N N N O I

e 155 | i | RO | RN

Step  Action
1 Select -~ 3| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

B PCGDist=0991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND =)=/E3
Payroll Systen PAYHOO09
FKey Description/Deduction/Annuity Files Henu
Description File:
1 | -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4_| -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6 | -- Print Deduction Records
7 | -- Maintain Benefit PlanfOption/Tier Records
8- Import Benefit Plan/Option{Tier Records
9 | -- Print Benefit Plan/Option{Tier Records
Annuity File:
Ll - - Display{Update Annuity Deduction Control Record
_11_| -~ Maintain Annuity Records
12 | -- VerifyfPrint Annuity Records
T e ) I A 70801
e | IS | VeS| BA | MENR

" Action
2 Select -8 _| (F8 - DEDUCTION FILE: Import Benefit Plan/Option/Tier Records).
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The following screen displays:

B PCGDIst=8991 Rel=13.02.00 07/23/2013 PCW 003 S¥ C\DEYSYS LC:\SECOND

_ =] x|
PAYPIZBEO
Identify Benefit Plan/Option/Tier Premium Data Import File from Excel

Enter the import file path and name (e.g. C:\BENEDAT\SHBPGCCYYRATES.CSU)

or F18 to Brouwse for file

C:A\SECONDZPAYDATANGHIRATES26813.csv

Enter = continue or F16 = Exit 12.83.00
Step  Action

3 Enter the file and pathname in the Enter the upload file Path and Name field, and select

Enter (Continue).

If the file and pathname are unknown, select F10 (Browse for file) to locate the file and
pathname.

“Fx* Processing Request ***” briefly displays.
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The following screen displays:

1 PCGDist=8991 Rel=05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND =S

PAYPI28A

Mo errors in Benefit Plan/Option/Tier Premium Import File.

Press enter to load Benefit Plan/Option/Tier Premium Import File.

Press PF16 to STOP Process

Press ENTER to process or PF16 to exit program 67 .04 .00

Step Action

4 Review the screen’s information, and select Enter (To Process).

If errors exist, select F16 (to STOP Process), and access the Uqueue Print Manager to

print the Error Report. After correcting the errors identified, repeat this procedure at Step
1.

“Fx* Processing Request ***” briefly displays.

The following screen displays:

B PCGDist=3991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND !Y
Payroll System PAYHBOO9
FKey Description/Deduction/Annuity Files Henu
Description File:
1| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records

Deduction File:

_5 | -- Maintain Deduction Records
_6_| -- Print Deduction Records
_7_| -- Maintain Benefit PlanfOption/Tier Records
_8 | - Import Benefit PlanjOption{Tier Records
_9 | -- Print Benefit Plan{Option/Tier Records
Annuity File:
o] -- Display/Update Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | -- Verify{Print Annuity Records

T I o S A I BelDL]
EEIEIE)

" Action

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

Georgia Department of Education
November 29, 2023 ¢ 11:34 AM e Page 123 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

4A.3. Modifying a Benefit Plan Record
4A.3.1. Modify Benefit Plan Records

Step

" Action

P PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CASECOND

T lee

Payroll System
Fley Haster Menu

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

-- Annual Reports Menu
-- MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsiLabels Menu
-- Update/Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update/Display Payroll Monitor

-- Special Functions Menu

ekl b kbl

- - File Reorganization

PAYHABBAA

15.83.88

Mastar | Vo | | | | | [ | | | | [ |
8| L5 | rigp| DAV | VERR

The following screen displays:

Step

" Action
Select —7_| (F7 - DEDUCTION FILE: Maintain Benefit Plan/Option/Tier Records).

Bl PCGDist=8991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND

Payroll System

Description/Deduction/Annuity Files Henu

Description File:

-- Maintain Description Records

-- Maintain Alpha Description Records
- - Print Description Records

b3

Deduction File:

_5 | -- Maintain Deduction Records
_B_| -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
81-- Import Benefit Plan/OptionfTier Records
_9 | -- Print Benefit PlanjOptionfTier Records
Annuity File:
o -- DisplayfUpdate Annuity Deduction Control Record
_11| -- Maintain Annuity Records
_12 | -- Verity{Print Annuity Records

PAYMBBBY

| | 7.83.81

M:sw' "“'hnl | | | | | | | | | | |
8|15 | Vrig
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The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND /=3

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 09 Hon—Cert Code: 08
Enployer Flag: ¥ Employer Flag: ¥
Enployer Amount:  5.00 Employer Amount:  10.80

| | | o [ 2 e = e | 07.02.00
[ I I T e

SHBP/GHI is currently the only plan required for PCGenesis processing purposes. Programming has
been developed however to allow for future entries by making this field editable in PCGenesis.

Step Action

3 Enter or verify the four-character benefit plan code in the Plan ID field, and select il
(F9 — Switch to Update Mode).

To access the Benefit Plan’s tier, and/or option, select ﬁl (F11 - Drill Down to Next
Level) until the desired screen displays. Although the screenshot examples refer to Benefit
Plan modifications, these instructions apply to the Benefit Plan’s options and tiers.

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND =)=/&3

Benefit Plan File Maintenance PAYBI7
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 89 Hon-Cert Code: 88
Enployer Flag: ¥ Employer Flag: ¥
Employer Amount: 5.00 Employer Amount: 16.608

YA > ] Al dad =Y zLeten
Help

" Action

4 Make the appropriate changes within the fields and select ﬂl (Enter).
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The following screen displays:

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 09 Hon—Cert Code: 88
Enployer Flag: ¥ Employer Flag: ¥
Enployer Amount: _ 5.00 Employer Amount: _ 10.00

Validations passed. Save your changes.
" P =] P e s e P ) P e P 67.02.00
ol 5l 1 C L L1 Dl [ T

S Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

E PCG Dist=8991 Rel=05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND : ;a

Benefit Plan File Maintenance PAYBI7
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 89 Hon-Cert Code: 88
Enployer Flag: ¥ Employer Flag: ¥
Employer Amount: £.00 Employer Amount: 10.00

P~ | VA 1 P i fdnd PR (e
[ [ (e [

" Action

6 Select ﬁl (F16 — Exit) to return to the Payroll System — Description/Deduction/Annuity
Files Menu.
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The following screen displays:

B PCGDist=3991 Rel=008.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND mE)
Payroll System PAYHOBA?

FKey Descriptions/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records

Deduction File:

_5 | -- Maintain Deduction Records
_6_| -- Print Deduction Records
_7_| -- Maintain Benefit PlanfOption/Tier Records
_8 | -- Import Benefit PlanjOptionfTier Records
_9 | -- Print Benefit Plan{Option/Tier Records

Annuity File:
o] -- DisplayjUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

A ) ) ) B

" Action

Select ﬁl (F16 -

(Master) to return to the Business Applications Master Menu.

Step
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4A.3.2. Create a New Rate for Benefit Plan/Option/Tier Records

F PCG Dist=8991 Rel=15.04.00 02/01/2016 PCW 001 SV CADEVSYS CASECOND WHlT
Payroll System PAYHOBOS
Fley Haster Menu

1 | -- Payroll Setup Menu
2 | -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4 | -- Annual Reports Menu
5 _| -- Monthly/Quarterly/Fiscal/Biennial Reports Menu
8 | -- Employee Reports{Labels Menu
9 | -- Update/Display Description/Deduction/Annuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | -- Update/Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization

L Y e I A 15.93.60

| L5 | Vel | B | MEND

1 Select 9| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

1 PCGDist-0991 Rel=08.01.00 06/03/2008 CJD 001 C:DEVSYS C:ASECOND =)=)Ed
Payroll System PAYHBAA?
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option/Tier Records
_8_| -- Import Benefit PlanjOption/Tier Records
9 | -- Print Benefit Plan/OptionfTier Records
Annuity File:
M -- Display/Update Annuity Deduction Control Record
_11 | - Maintain Annuity Records
12 | -- Verify/Print Annuity Records
e e N ) ) I ol
| 5 | M| BN | ERD

Step | Action
2 Select 7| (F7 - DEDUCTION FILE: Maintain Benefit Plan/Option/Tier Records).
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The following screen displays:

—
= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND ==&

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 09 Hon—Cert Code: 08
Enployer Flag: ¥ Employer Flag: ¥
Enployer Amount:  5.00 Employer Amount:  10.80

| | | o [ 2 e = e | 07.02.00
[ I I T e

SHBP/GHI is currently the only plan required for PCGenesis processing purposes. Programming has
been developed however to allow for future entries by making this field editable in PCGenesis.

Step Action

3 Enter or verify the four-character benefit plan code in the Plan ID field, and select ﬁl
(F11 - Drill Down to Next Level).

To access the Benefit Plan’s tier, and/or option, select ﬁl (Drill Down to Next Level)
until the desired screen displays. Although the screenshot examples refer to Benefit Plan
modifications, these instructions also apply to the Benefit Plan’s options and tiers.

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND

Benefit Plan File Maintenance PAYBI7
Benefit Options

|
&
X

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:
Plan Option: 81 07.04.008 Test Entry

Short Desc: 87._84.008

nnnnn

e [k [ | [ e [
kel fem [ T [ [ T |

YA ) ] R A i 78200
Help

" Action

4 Select ﬁl (F11 - Drill Down to Next Level) to the Benefit Plan File Maintenance —
Benefit Tiers screen.
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The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND mE X

Benefit Plan File Maintenance PAYB97
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: ©1 B7.84.80 Test Entry

Enter the TIER to Maintain or Create:

Plan Tier: 99 Test

Tier Valid From: 6/081/2007 To: 12/31/9999
Tier Short Desc: Test

Pay Stub Desc: Test

bed Screen Desc: Test

Honthly Premium Amt: 0.0008

] P -Ij . i e P e il 07.02.00
JJJMJJJ

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND =)= )63

Benefit Plan File Maintenance PAYAO7
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: 81 07.84.88 Test Entry
Enter the TIER to Maintain or Create:
Plan Tier: 99 Test

Tier Valid From: 68120807 To: 1273179999

Tier Short Desc: Test
Pay Stub Desc: Test
Ded Screen Desc: Test

Honthly Premium Amt: 8.80808

T i) ] |mY|ma'|m

=] [ {=]. 2] ] [ i Y| 87.602.00
Step  Action
6 Verify “Enter new begin date and premium amount” displays, and enter the valid from date

(MM/DD/CCYY) and the revised premium amount in the Tier Valid From and the
Monthly Premium Amount fields.

The “Tier Valid To” date defaults from the original entry.

7 Select Y (Enter).
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The following screen displays:

B PCGDist=8991 Rel-=05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND = J=E3

Benefit Plan File Maintenance PAYB97
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: 81 B7.84.88 Test Entry
Enter the TIER to Maintain or Create:
Plan Tier: 99 Test

Tier Ualid From: 10382007 To: 12/31/9999

Tier Short Desc: Test
Pay Stub Desc: Test
bed Screen Desc: Test

Honthly Premium Amt: 25.7500

Validations passed. Save your changes.

" P =] P e s e A P ) P e P 07.02.00
ol 5l 1 C L L1 Dl [ T

_—
Step Action

8 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).

The previous rate’s ending date will be one day prior to the beginning date of the new
effective rate. In the screenshot examples, the previous rate ended on 10/29/2007.

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND == )63

Benefit Plan File Maintenance PAYAO7
Benefit Tiers

Plan ID: SHBP State Health Benefit Plan
Plan Option: 81 07.84.88 Test Entry

Enter the TIER to Maintain or Create:

Plan Tier: 99 Test

Tier Valid From: 18/30/2007 To: 12/31/9999
Tier Short Desc: Test

Pay Stub Desc: Test

Ded Screen Desc: Test

Honthly Premium Amt: 25.7508

Data saved

87 .82 .08

" Action

9 Verify “Record written” displays, and select ﬂl (F16 — Step Back up to Prior Level) to
return to the Benefit Plan Maintenance —Benefit Options screen.
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The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND /=3

Benefit Plan File Maintenance PAYB97
Benefit options

Plan ID: SHBP State Health Benefit Plan
Enter the OPTION to Maintain or Create:
Plan Option: B1 B7.84.88 Test Entry

Short Desc: 67.84.00

sssss EE] 67.02.00
= = = re rs R | i I

Select ﬁl (F16 — Step Back up to Prior Level) to return to the Benefit Plan File
Maintenance —Benefit Plans screen.

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND =)=/&3

Benefit Plan File Maintenance PAYBI7
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: SHBP State Health Benefit Plan

Certified Ded Code: 89 Hon-Cert Code: 88
Enployer Flag: ¥ Employer Flag: ¥
Employer Amount: £.00 Employer Amount: 10.00

YA B ) ) R i LEalE:L0

" Action

11 Select ﬁl (F16 — Exit) to return to the Payroll System — Description/Deduction/Annuity

Files Menu.
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The following screen displays:

B PCGDist=3991 Rel=008.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND mE)
Payroll System PAYHOBA?

FKey Descriptions/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records

Deduction File:

_5 | -- Maintain Deduction Records
_6_| -- Print Deduction Records
_7_| -- Maintain Benefit PlanfOption/Tier Records
_8 | -- Import Benefit PlanjOptionfTier Records
_9 | -- Print Benefit Plan{Option/Tier Records

Annuity File:
o] -- DisplayjUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

A ) ) ) B

" Action

Select ﬁl (F16 -

(Master) to return to the Business Applications Master Menu.

Step

12
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4A.3.3. Delete Benefit Plan/Option/Tier Records

This procedure deletes the option selected in Step 3 of this procedure. Subsequent Benefit Plan records
such as the Option and Tier records in the screenshot examples remain and PCGenesis users must
individually delete the entries. These instructions also apply to the Benefit Plan’s options and tiers.

-
r PCG Dist=8991 Rel=15.0400 02/01/2016 PCW 001 SV CADEVSYS CNSECOND mﬂ

Payroll Systenm PAYHBBO8
Fley Haster Menu

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

-- Annual Reports Menu
- - MonthlyfQuarterly/Fiscal{Biennial Reports Menu

-- Employee ReportsfLabels Menu

-- Update/Display DescriptionfDeduction/Annuity Menu
-~ Earnings History Menu

- - Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

¢ bkl kb kbl

- - File Reorganization

Mt Vo] | | | | | | 0 @ [ | [ | | 15.03.00
v | rizy

Step  Action

The following screen displays:

= PCGDist=8991 Rel-08.01.00 06/03/2008 CJD 001 C:\DEVSYS C:\SECOND mE=
Payroll System PAYHOO89
FKey Description/Deduction/Annuity Files Henu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4 | -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
€ | -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option/Tier Records
_Bl -- Import Benefit Plan{OptionfTier Records
9 | -- Print Benefit Plan}Option/Tier Records
Annuity File:
_10 | - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records

7.683.01

Haster | Vs |

o 5 [1rim

2 Select 7| (F7 - DEDUCTION FILE: Maintain Benefit Plan/Option/Tier Records).
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The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND !X
Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: TEST B7.84.008 test

Certified Ded Code: 09 Hon—Cert Code: 89
Enployer Flag: H Employer Flag: N
Enployer Amount: 0.00 Employer Amount: 0.00

| i P P =) PO Exdlnd Y| DD

SHBP/GHI is currently the only plan required for PCGenesis processing purpose. Its development
however allows for future entries.

Step  Action
3 To delete the Benefit Plan: Enter the four-character benefit plan code in the Plan ID field,
and select ﬂl (F18 — Delete Plan/Option/Tier).

To delete the Benefit Plan’s Tier and/or Option: Select ﬁl (F11 - Drill Down to Next
Level) until the desired screen displays.

The following screen displays:

= PCGDist=8991 Rel-05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND =l=E3

Benefit Plan File Maintenance PAYAO7
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Haintain or Create:

Plan ID: TEST 87.04.00 test

certified Ded Code: B9 Hon-Cert Code: 89
Employer Flag: N Employer Flag: N
Employer Anount: 8.08 Employer Amount: 0.00

Press PF18 to confirm deletion of this Plan record

(=] A P ] P i PR 076208

4 Verify “Press F18 to confirm deletion of this Plan record " displays, and select ﬂl (F18
— Confirm Delete).

The message displayed will depend upon the Step 3 selection.
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The following screen displays:

B PCGDist=8991 Rel-=05.04.00 10/30/2007 CJD 001 C:\DEVSYS C:\SECOND = J=E3

Benefit Plan File Maintenance PAYB97
Benefit Plans

Enter the ID of the BENEFIT Plan you wish to Maintain or Create:

Plan ID: TEST B7.84.008 test

Certified Ded Code: 09 Hon—Cert Code: 89
Enployer Flag: H Employer Flag: N
Enployer Amount: 0.00 Employer Amount: 0.00

Record deleted.

74 U= = P P PP = P 1 P BNl PN o7.02.08

Ste Action

5 Verify “Record deleted.” displays, and select ﬁl (F11 - Drill Down to Next Level), and
return to Step 3 to repeat this procedure.

To exit this procedure, select ﬁl (F16 — Exit) and ﬁl (F16 — Step Back Up to Prior
Level) where applicable to return to the Payroll System — Description/Deduction/Annuity
Files Menu.

The following screen displays:

3 PCGDist=0991 Rel=08.01.00 06/03/2008 CJD 001 C:ADEVSYS C:\SECOND WE <
Payroll Systen PAYMBOB?

FKey Description/Deduction/Annuity Files Menu

Description File:

_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_ 4| -- Primt Description Records
Deduction File:
5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit PlanfOption{Tier Records
Ll - - Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit Plan/Option{Tier Records
Annuity File:
M - - Display/Jpdate Annuity Deduction Control Record
_11 | -~ Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

e Y Y A Y Y Y A2 N

| e | nisp | BAY. | MERD

6 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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4A.4. Printing the Benefit Plan Record File Report

m PCG Dist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS C\SECOND WHITE — ] X
Payroll System PAYMODOD
FKey Haster HMenu

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

Annual Reports Menu
Monthly/Quarterly/Fiscal/Biennial Reports Menu

Employee ReportsflLabels Menu

Update{Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update{Display Payroll Monitor

Special Functions Menu

b el b L

File Reorganization

Mastar | Vst 15.63.08

ne@| 1S | VS| LA | MERD

1 Select 3| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE — ] X
Payroll System PAYHOBA?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
_8 | -- Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Vseryy 7.03.81

| 15 | "5 | FOL | VEND
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2 Select -2 (F9 - Print Benefit Plan/Option/Tier Records).

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CM\DEVSYS CASECOND WHITE — O h8
Pav27
Print Benefit Plan Option Tier File

Report option: @ Employee premium rates!
(" E 1 P

Print rates in effect from: _7/18/2019 To: _7/18/2019

ENTER-Continue F16-Exit 12.03.00
Step  Action
3 Enter the appropriate dates (MM/DD/CCYY) in the Print rates in effect from and To fields,

and select Enter (Continue).

PCGenesis defaults to the current date within the fields. “***Processing ***” briefly
displays.
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The following screen displays:

Ste

PCG Dist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CA\SECOND WHITE - m} X
Payroll System PAYHOBO?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit Plan{Option/Tier Records
Annuity File:
o -- DisplayfUpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Useryq 7.03.01
@ 15 | " | BE | MEND

Action

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

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

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

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

Compare the results of the SHBP Benefit Deduction Option and Tier Report to recent changes
from the Department of Community Affairs (DCH).

An example of this report is provided in 3A.4.1. SHBP Benefit Deduction Option and Tier
Report — Example.

If the Department of Community (DCH) changes have been made, refer to Procedure 3A.

Maintaining Benefit Plan Records to make the necessary corrections.
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4A.4.1. Benefit Deduction Option and Tier Report — Example

EEPCRT DRIE: 1l
Program ID:

2023 10:56

IR

Cption Tier Description

Ba

TRICARE SUPPLEMENT

SINGLE COVERACE
EMPLCYEE & SPCUSE
EMPLCYEE & CHILD (REN)

EMPLCYEE & SPCUSE & CEILD(REN}

LNTHEM GOLD

SINGLE COVERAGE

LOYEE & SPOUSE

& CHEILD (REN)

ZNTHEM EILVE

SINGLE COVERRGE
SINGLE COV
EMPLCYEE & SDOUSE
EMPLCYEE &

'LOYEE & CHILD (REN)

'

LNTHEM BRONZE

INGLE COVERAGE

'LCYEE SPOUSE

'LOYEE & CEILD(REN)

INTHEM HMO

SINGLE COVERLCZE

LCYEE & SPCUSE
LOYEE &
'LCYEE & CHILD (REN)

Beport of EMPLOYEE rates in effect from:

GLE COVERAGE TCBRCCO SURCHARGE

& SDPOUSE/TCBRCCO SURCHARCE

L & CHILD(REN) /TCBACCO SURCHARGE
'LOYEE & SPOUSE & CEILD (REM)
EMPL & SPOUSE & CHILD/TOBACCC SURCHARGE

FRGE TCEBRCCO ESURCHRREE
SPOUSE/TCBRCCO STRCHRRCE
& CHILD (REN) /TCEBACCO SUR

'LCYEE & SPCUSE & CHILD(REN
EMPL & SPOUSE & CHILD/TO

ACCO SURCHARGE] 01/01

JERLCE TCBRCCO SURCHARGCE

'LOYEE & SPCUSE/TCEBRCCO SURCHARGE
L & CEILD(REN) /TCERCCO SURCHA
'LOYEE & SPCUSE & CHILD(REM

EMPL & SPOUSE & CHILD/TOBACCOC SURCHARGE

CLE COVERACE TCBACCO SURCHARGE

SPOUSE/TCOBACCO STURCHARCE

'L & CEILD(REN) /TCBACCO SURCHARRGE
'LCYEE & SPCUSE & CEILD(REN)
EMPFL & SPOUSE & CHILD/TOBACCC SURCHARGE

BEEKEFIT DEDUCTION OPTIION AND TIER EEFORT

From Date To Date
Short Desc: TRISUP

f

% SIHGLE
5% EESP
S EECH
FRMILY

AY
3t
3

3|1z/31/93899

Short Descy ANTHEM ZOLD

5 SINGLE
5 SINGLE/T

S FRMILI/T
Short Descy) ANTHEM SILVER

o1y £9535 SINGLE
f859% SIRGLE/T
/58595 EESP
f859% EESE/T
/8595 EECH
f859% EECH/T
£959% FRMILY
12/31/999% FRMILI/T

Short Desc) ANTHEM BROHZIE

4 % SINGLE

% SINGLE/T
% EESP

5 EESE/T

5 EECH

S5 EECH/T

S FRMILY

S FRMILY/T

RGE

5 SINGLE

% STHGLE/T
% EESP

9 EESE/T

S EECH

S EECH/T

S FRMILY

S FRMILI/T

CY2024 Benefit Plan Rate Updates
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01/01/2024 To:

1273172024

Deducticon Desc

TRICERE SINGLE
TRICRRE EESF

TRICRRE E

CH

TRICARE FEMILY

ENTH
ENTH
LNTH
LNTH
LHTH
LNTH
LNTH
RENTH

ENTH

LNTH SIL
LNTH SIL

LHTH
LNTH
LNTH
RENTH
RENTH

LNTH
LNTH
ENTH
ENTH
ENTH
INTH
LNTH
LNTH

LNTH
LNTH
LNTH
LNTH
RENTH
RENTH
RENTH
RENTH
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BRNZE
BENZE

BRNZE E
BRNZE E
BRNZE E

BENZE E
BRNZE
BRNZE

SINGLE
SGL/T
EESD
EESE/T
EECH
EECE/T
FRMILY
FAM/T

PayChk Desc

LE LT G G T ]
o

L

Prem Imt

A
RE E
RE E
RE

e [

G161 616 G GGG
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Topic 5: Annuity Record Processing

Procedure 5A. Maintaining the Annuity Deduction Control

Record

5A.1. Adding an Annuity Deduction Control Record

[A P,cG Dist=8991

FKey

kil b bk

Mastes | User

Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND
Payroll System

Master Henu

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

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

-- Employee Reports/Labels Menu
- - Update/Display Description/DeductionfAnnuity Menu

-- Earnings History Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor
- - Special Functions Menu

- - File Reorganization

WHITE - O X
PAYHOO00

15.63.00

ﬂ‘ﬁ uvlg ww@

il | MEND

" Action

1 Select 3| (F9 - Update/Display Description/Deduction/Annuity Menu).
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The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - m} X
Payroll System PAYHOBO?
FKey Description/Deduction/Annuity Files Menu

Description File:
_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records

Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit Plan{Option/Tier Records

Annuity File:
o -- DisplayfUpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Vet 7.03.01

8| IS | VS| BANG | MERD

Ste Action

2 Select 10| (F10 - Annuity File: Display/Update Annuity Deduction Control Record).

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCGO002 SV CADEVSYS CASECOND WHITE - O X

CTRLANN
=xxxx Maintain Annuity Deduction Control Record wsxxxx

Select a system deduction number which has not yet been defined in the system.
The annuity deduction numbers must be reserved here first before a deduction can
be defined as a Type *A', annuity deduction, in Deduction Maintenance.

Ualid deduction numbers are 18 - 71.

Annuity deduction #1: @1
Annuity deduction #2: 02
Annuity deduction #3: 60
Annuity deduction #4: 06
Annuity deduction #5: 66

F9=Switch to Update Mode, F16=Exit
74 F9 19.62.00

Hi.
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Ste Action

3 Enter the deduction code within the Annuity deduction 03, the Annuity deduction 04 and
the Annuity deduction 05 fields, where appropriate.

PCGenesis allows up five annuity company entries, reserving Annuity deduction #1 and
Annuity deduction #2. Enter undefined deduction codes 10 - 71 within the remaining fields
where appropriate.

Enter an undefined deduction code 10 - 71 within the field. Once the Annuity Deduction
Control Record has been updated, proceed to Topic 3A.1. Adding a Deduction Record to
create a Type ‘A’ (Annuity) deduction record.

4 Select ﬂl (Enter) twice.

The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE - m} X
Payroll System PAYHOBO?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7 | -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit Plan/Option/Tier Records
Annuity File:
o -- DisplayfUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Mastar | Vet 7.03.01
@ 15 | " | LA | MEND

" Action

5 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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5A.2. Modifying an Annuity Deduction Control Record

E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE — O X
Payroll System PAYHOODO
FKey Master Menu

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

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

-- Employee Reports/Labels Menu

- - Update|Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

- - Special Functions Menu

kel b bt

- - File Reorganization

Mastar | V5o 15.63.08

1 Select 3| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOBA?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
_8 | -- Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Vs 7.63.01

| 15 | "5 | FOL | VEND

Step  Action
2 Select _10_| (F10 - Annuity File: Display/Update Annuity Deduction Control Record).
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The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - | X

CTRLANN
=xx%x Maintain Annuity Deduction Control Record wxx=x

Select a system deduction number which has not yet been defined in the system.
The annuity deduction numbers must be reserved here first before a deduction can
be defined as a Type "A', annuity deduction, in Deduction Maintenance.

Valid deduction numbers are 18 - 71.

Annuity deduction #1: 61
Annuity deduction #2: 62
Annuity deduction #3: 00
Annuity deduction #4%: 66
Annuity deduction #5: @6

F9=Switch to Update Mode, F16=Exit

:nm{ F9 19.02.
FIE’
Ste Action
3 A
Select £= g (F9 — Update Mode).
The following screen displays:
E PCG Dist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
CTRLANN
»x%x* Maintain Annuity Deduction Control Record sexsx=
Select a system deduction number which has not yet been defined in the system.
The annuity deduction numbers must be reserved here first before a deduction can
be defined as a Type 'A', annuity deduction, in Deduction Maintenance.
Valid deduction numbers are 10 - 71.
Annuity deduction #1: 01
Annuity deduction #2: 02
Annuity deduction #3:  _
Annuity deduction #4%: 88
Annuity deduction #5: 88
ENTER=Validate, F16=Exit
:nllv Fg 19.02.60
ﬂ"
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Ste Action

4 Make the appropriate modifications to the field entries and select E (Enter) to validate
the entries.

PCGenesis allows up five annuity company entries, reserving Annuity deduction #1 and
Annuity deduction #2. Enter undefined deduction codes 10 - 71 within the remaining fields
where appropriate.

Enter an undefined deduction code 10 - 71 within the field. Once the Annuity Deduction
Control Record has been updated, proceed to Topic 3A.1. Adding a Deduction Record to
create a Type ‘A’ (Annuity) deduction record.

To remove an annuity deduction, space out the deduction code that is no longer needed.

For deduction code deletions, the following dialog box displays:

ALERT! X

v If these changes are posted, the following deduction code(s)
will be removed from the System Deduction File:

Annuity deduction code 71 will be removed.

The payroll administrator MUST ensure that any deduction

amounts
or adjustment amounts for these deductions are zeroed from
the employees’ records BEFORE deleting these deductions.

To cancel the request: Select OK and then use F16 twice,
To continue with the change: Select OK and then ENTER to
update.

Step  Action
5 Review the dialog box’s information and select Ll (OK).
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The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/18/2019 PCG 001 35V CADEVSYS CASECOMND WHITE - O X

CTRLANN
»x%x% Maintain Annuity Deduction Control Record sexssxs

Select a system deduction number which has not yet been defined in the system.
The annuity deduction numbers must be reserved here first before a deduction can
be defined as a Type 'A', annuity deduction, in Deduction Maintenance.

UValid deduction numbers are 18 - 71.

Annuity deduction #1: 01
Annuity deduction #2: 02
Annuity deduction #3: 71
Annuity deduction #4: 68
Annuity deduction #5: 68

(EHTER=Sau F16=Reenter
£

ﬂ"

F3 19.62.60

Step  Action

To save the record: Select _'Il (Enter) to save the entries.

To discontinue processing: Select ﬁl (F16 - Reenter) twice to return to the Payroll
System — Description/Deduction/Annuity Files Menu.
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The following screen displays:

[A] PCGDist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE - m| *
Payroll System PAYHOBO?
FKey Description/Deduction/Annuity Files Menu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4_| -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6 | -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option{Tier Records
8 _| -- Import Benefit PlanfOption{Tier Records
9 | -- Print Benefit PlanOption/Tier Records
Annuity File:
10 | - - Display/Update Annuity Deduction Control Record
11 | - - Maintain Annuity Records
12 | -- Verify/Print Annuity Records

Master | Vet 7.03.01

8| IS | VS| BANG | MERD

Ste Action

7 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure 5B. Maintaining Annuity Records
5B.1. Adding an Annuity Company Record

[E] PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE - ] x
Payroll System PAYHMOOO0
FKey Haster HMenu

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

- - Annual Reports Menu
-- Monthly}Quarterly/Fiscal/Biennial Reports Menu

-- Employee Reports/Labels Menu

- - Update|Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - Update{Display Payroll Monitor

- - Special Functions Menu

b kbl b bt

- - File Reorganization

Master | Vst 15.63.08

| 15 | M5 | LAV | YERD

1 Select 9| (F9 - Update/Display Description/Deduction/Annuity Menu).
The following screen displays:
E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE — ] X
Payroll System PAYHOOO9
FKey Description/Deduction/Annuity Files HMenu
Description File:
1_| -- Maintain Description Records
2 | -- Maintain Alpha Description Records
4_| -- Print Description Records
Deduction File:
5 | -- Maintain Deduction Records
6_| -- Print Deduction Records
7_| -- Maintain Benefit Plan{Option/Tier Records
8 | -- Import Benefit Plan/Option/Tier Records
9 _| -- Print Benefit PlanfOption{Tier Records
Annuity File:
10 | - - Display/Update Annuity Deduction Control Record
11 | -- Maintain Annuity Records
12 | -- Verify/Print Annuity Records
Master | V5o, | 7.03.01
@[ 15 | Wiz | O, | VEND

Georgia Department of Education
November 29, 2023 ¢ 11:34 AM e Page 149 of 174
All Rights Reserved.



PCGenesis Payroll System Operations Guide

2 Select 11| (F11 - Annuity File: Maintain Annuity Records).

The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/18/2019 PCGO001 SV CADEVSYS CASECOND WHITE — O x
Annuity File Haintenance PAY @300

Enter key of record to be displayed to allow for modification.

Company number _¥|

(ENTER)-Position File F2-First F5-Next F11-Add Mode F16-Exit
EN“V F1 I F2 |- ﬁ F-r F5 Fs F? Fg u Fa , F1o Y F11 |- E' FISQ 19.82.80
r1s« FwE;)lnsm Help

Step | Action

3 select F1_| (F11 - Add Mode)
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The following screen displays:

PCG Dist=8991 Rel=19.02,00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308
Company number: _ Uendori:

Uendor Hame:

Annuity co. name:

(Leave name blank to default to vendor name}

Annuity short desc:

Annuity type: D = 481(k)}) ‘E' = 483(b)
"F' = 488(k){6) 'G' = 457
"H' = 581(c)(18)(d)

Mandatory annuity: _ (Y OR HN)

——————————————————— Employer Contribution Information ---------—--------—-

None

Fixed amount

% of annuity gross

% of employee’'s contribution

% of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .82, the max would be .82.)

Employer contribution indicator: 8

LR -

Contribution amount or %: Object: Balance:

*x Add Mode »*x

(ENTER)-Add Record F16-Find Hode F28-Help 3creen
ENIE.V 19.62.488
FIS- Help
4 Enter the appropriate code in the Company Number field.
5 To create Payroll-withholding deductions: Enter the code, or select the drop-down
selection icon =] within the Vendor # field to choose the vendor’s information.
6 To display the Annuity company’s name on the Deduction screen: Enter the annuity
company’s name up to forty (40) characters in the Annuity Co. Name (Annuity Company
Name) field.

To display the Vendor’s name on the Deduction screen: Leave the Annuity Co. Name
(Annuity Company Name) field blank.

7 Enter the annuity short description up to thirteen (13) characters in the Annuity Short
Description field. The Annuity Short Description will print on employees’ pay statements
for checks and direct deposits.

8 Enter the annuity code in the Annuity Type field.
Valid values are:
D —401(k)
E —403(b)
F —408(k) (6)
G - 457

H — 501(c)(18)(d)
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9 Enter Y (Yes) or N (No) in the Mandatory Annuity field to define the employee’s
participation in the annuity.

The Mandatory Annuity flag indicates whether or not the annuity deduction is an elected
deferral by the employee. Elective Deferrals are amounts contributed to a plan by the
employer at the employee's election and which, except to the extent they are designated Roth
contributions, are excludable from the employee's gross income. Elective deferrals include
deferrals under a 401(k), 403(b), SARSEP and SIMPLE IRA plan.

Valid values:

N - The employee voluntarily elects to participate in the deduction
Y - The employee is mandated to participate in the deduction by the school district

NOTE: Annuity companies defined with “Y” in the Mandatory Annuity field are
considered mandatory annuities. Mandatory annuities are not included in box 12 on the W-
2 form. Box 12 on the W-2 form is reserved for ‘elective’ annuity amounts only.

10 Enter the appropriate code in the Employer Contribution Indicator field to define the
school district’s or the system’s participation in paying the deduction.

Valid values:

0 — No employer contribution

1 — Employer contribution is a fixed dollar amount

2 — Employer contribution is a percentage of Annuity Gross

3 — Employer contribution is a percentage of the employee’s annuity contribution

4 — Employer contribution is a percentage of Annuity Gross up to a maximum of the
employee’s contribution percentage of Annuity Gross, if the employee’s percentage is
less

When an employer contribution is indicated, PCGenesis defaults the Employer Flag to <Y’
on the Update/Display Deduction Data screen for the employee. PCGenesis also displays
the annuity employer settings in the Annuity Company lookup drop down box.

Annuity Gross: For the employer contributions that are a percentage of annuity gross
(indicators 2 and 4), the annuity gross is determined as follows: If the Regular Gross Types
field is set to Y during the payroll set up, then earnings on Process Type codes D and H and
S are added to the annuity gross for calculation. If the Special Gross Types field is setto Y
during the payroll set up, then earnings on Process Type codes P and Q are added to the
annuity gross for calculation. Earnings on Process Type codes A and B and X and Y and Z
are not added to the annuity gross for calculation.
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Action

If the employer contributes to the payment of the deduction:

For an Employer Contribution Indicator of ‘1’, <2’, ‘3’ or ‘4’, enter the dollar amount or
percentage, in the Contribution Amount or % field to define the amount or percentage of
the school district’s or the system’s contribution to the annuity deduction.

The Contribution Amount or % field contains the amount of the employer’s contribution.

e Enter a flat dollar amount if the contribution indicator is a 1 (fixed amount).

e Enter a decimal amount representing a percentage if the contribution indicator is a 2 (%
of Annuity Gross), 3 (% of Employee’s Contribution), or 4 (% of Annuity Gross up to
a Maximum of Employee Contribution % of Annuity Gross, if Employee % is Less).

12

If the employer contributes to the payment of the deduction: For an Employer
Contribution Indicator of ‘1°, 2°, *3” or ‘4’, enter the Object and Balance fields.

Enter the appropriate employer’s object code found on the Account Master Description
File. Enter the corresponding employer’s balance sheet number found on the General
Ledger.

13

Select ﬂl (Enter - Add Record).

PCGenesis does not display a verification message for new annuity company records.
When the Annuity File Entry screen redisplays, repeat this procedure at Step 3.

The following screen displays:

PCG Dist=6091 Rel=22.02.00 06/03/2022 PCG 001 SV CASQLSYS CASECOND WHITE — O x
Annuity File Haintenance PAY @300
Company number: 25 Vendori: 5218

F2-First F5-Hext  F9-Hodify F18-Delete F16-Find Hode  F28-Help Screen
:Nr:v F1 F2 Fz E F'\\ F5 Fs F? F2 u Fa 6’ FIOY F11 | E' nsQ 22.01.80

Vendor Hame: CONSULTING GROUP, INC

Annuity co. name: ROTH 483(B)

Annuity short desc: ROTH 4083(B)

Annuity type: E D = 4@1(k) 'E' = 483(b)
'F' = 488(k){6) 'G' = W57
"HY = 581(c)(18)(d)

Handatory annuity: H (¥ OR H)

——————————————————— Employer Gontribution Information -----------——-——-—-

Employer contribution indicator: 2 A8 = Hone
1 = Fixed amount
2 = % of annuity gross
3 = % of employee’s contribution
4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .@2, the max would be .82.)
Contribution amount or %: .186868 Object: 29088 Balance: 421

== Display Hode ==

Flsh FI?E;) Fig ‘ﬁ_ﬁf Help

14

Select ﬂ (F16 - Return to Find Mode).
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The following screen displays:

[Z] PCGDist=6091 Rel=22.02.00 06/03/2022 PCG 001 SV CASQLSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308

Enter key of record to be displayed to allow for modification.

Company number v|

(ENTER)-Position File F2-First F5-Next F11-Add Mode F16-Exit
EN“'V F1 I F2 F3 5 F'| F5 FS Fz Fz u Fa , Fid Y F11 |- El FISQ 22.01.80
FIS- FI?EDI Fva'm Help

Step  Action

15 Select ﬁl (F16 - Exit) to return to the Payroll System - Description/Deduction/Annuity
Files Menu.

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
Payroll Systen PAYHOBA?
FKey Description/Deduction/Annuity Files Menu

Description File:

1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
LI -- Import Benefit Plan/OptionfTier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records

Master | Vseryy 7.03.81

e8| 15 | Mri5p | LAV | VERR
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16 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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5B.2. Modifying an Annuity Company Record

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOO00
FKey Master Menu

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

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

-- Employee Reports/Labels Menu

- - Update|Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

- - Special Functions Menu

kel b bt

- - File Reorganization

Mastar | V5o 15.63.08

1 Select —3_| (F9 - Update/Display Description/Deduction/Annuity Menu).
The following screen displays:
m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
Payroll System PAYHBOBY
FKey Description/Deduction/Annuity Files Menu
Description File:
_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
_8 | -- Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records
Master | Voo 7.03.01
@ | L5 | Yri5p| O | VEND

Step  Action
2 Select 1| (F11 - Annuity File: Maintain Annuity Records).
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The following screen displays:

E PCG Dist=6091 Rel=22.02.00 06/03/2022 PCGO001 SV CASQLSYS CASECOND WHITE - O x
Annuity File Haintenance PAY @388

Enter key of record to be displayed to allow for modification.

Company number v|

(ENTER)-Position File F2-First F5-Mext F11-Add Hode F16-Exit
EN“‘V F1 I F2 |- ﬁ | F-r F5 Fs | F7 F& u Fa l F10 Y F11 |- E' FISQ 22.61.80
r1s« FwEI;)l F1s‘m Help

3 Enter the code, or select the drop-down selection icon =| within the Company Number
field to choose the company’s information, and select _"l (Enter - Position File).

Select ﬂ (F2 - First) and i' (F5 - Next) to scroll between records.
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The following screen displays:

[zl PCGDist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308
Company number: 1 Uendori: 18

Uendor Hame: UEHDDR B@8a18

Annuity co. name: VUALIC (4B3E PLAH)

Annuity short desc: UALIC 4A3E

Annuity type: E ‘D' = wB1(k) ‘E' = 482(b)
"F' = 488(k){6) 'G' = 457
"H' = 581(c)(18)(d)

Mandatory annuity: H (Y OR H)

——————————————————— Employer Contribution Information ---------—--------—-

Employer contribution indicator: @ 8 = Hone
1 = Fixed amount
2 = % of annuity gross
3 = % of employee’s contribution
4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .82, the max would be .82.)
Contribution amount or %: Object: Balance:

=% Display Hode ==

F2-First F5-Hext  F9-HModify  F18-Delete F16-Find HMode  F28-Help Screen

EN“'V F1 I F2 Fx 5 F'| F5 FS F7 Fz u Fa j F1OY F11 Fiz El Flsa 19.02.080
FIS- FI?EDI Fig W Help

" Action

4 Select il (F9 - Modify Record).
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The following screen displays:

[zl PCGDist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308
Company number: 1 Uendor#: 18 v|

Uendor Hame: UEHDDR B@8a18

Annuity co. name: VUALIC (483E PLAH)
(Leave name blank to default to vendor name}

Annuity short desc: UALIC 4A3E

Annuity type: E ‘D' = wB1(k) ‘E' = 482(b)
"F' = 488(k){6) 'G' = 457
"H' = 581(c)(18)(d)

Mandatory annuity: H (Y OR H)

——————————————————— Employer Contribution Information ---------—--------—-

Employer contribution indicator: 8 8 = Hone
1 = Fixed amount
2 = % of annuity gross
3 = % of employee’s contribution
4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .82, the max would be .82.)
Contribution amount or %: Object: Balance:

=% Hodify Hode ==

(ENTER)-Hodify Record F1-Display Hode F28-Help Screen

EN“'V F1 I F2 Fx 5 F'| F5 FS F7 Fz u Fa , F1OY F11 Fiz El FISQ 19.02.080
FIS- FI?EDI Fig W Help

" Action

5 Verify “*** Modify Mode ***” displays, make the appropriate modifications to the fields,
and select Y| (Enter - Modify Record).
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An

Company number: 1

Annuity co. name: UALIC

Employer Co

Employer contribution indicator

Contribution amount or %:

[Z] PCGDist=8991 Rel=19.02.00 07/18/2019 PCGOD1 SV CADEVSYS C:ASECOND

Annuity short desc: UALIC
Annuity type: E D
Fr
“H*

Mandatory annuity: H

WHITE O

PAYO3 88

X

nuity File Haintenance

18
UVENDOR 088618

Uendori:
Uendor Hame:

(4838 PLAN)

4838
= 4B1{k) 'E' = 483(b)
= BB (k)(H) 'G' = W57
= 581(c)(18)(d)
(Y OR H)

ntribution Information

HE | 8 = None

1 = Fixed amount

2 = % of annuity gross

3 = % of employee’s contribution

4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .82, the max would be .82.)

Object: Balance:

=% Display Hode ==
F2-First F5-Hext  F9-HModify  F18-Delete F16-Find HMode  F28-Help Screen
EN“'V F1 I F2 F=z 5 F'| F5 FS F7 F2 u Fs j Fio Y F11 | ¢ El Flsa 19.02.08
FIS« FI?E;)I Fiz m Help
Step | Action |

Verify the entries are corre

PCGenesis does not displ
records.
continuing.

Maintenance — Entry screen.

Ensure the entries on the Annuity File Maintenance screen are correct before

ct and select ﬂ (F16 - Find Mode) to return to the Annuity File

ay a verification message for modifications to annuity company
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The following screen displays:

[Z] PCGDist=6091 Rel=22.02.00 06/03/2022 PCG 001 SV CASQLSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308

Enter key of record to be displayed to allow for modification.

Company number v|

(ENTER)-Position File F2-First F5-Hext F11-Add Mode F16-Exit
EN“'V F1 I F2 Fsﬁ F'| F5 FS for) | S u Fa , F1OY F11 FizE' FISQ 22.01.080
FIS- |=17E;)I|=|=a'm~ Help
" Action
[ Select 1| (F16 - Exit) to ret ipti i i
- urn to the Payroll System - Description/Deduction/Annuity
Files Menu.

The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE - O X
Payroll System PAYHODO?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
0| -- DisplayfUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Yerify/Print Annuity Records

Master | Vst 7.03.01

8| 1S | VS| BANG | MERD
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8 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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5B.3. Deleting an Annuity Company Record

m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
Payroll System PAYHOO00
FKey Master Menu

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

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

-- Employee Reports/Labels Menu

- - Update|Display Description/Deduction/Annuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update{Display Payroll Monitor

- - Special Functions Menu

kel b bt

- - File Reorganization

Mastar | V5o 15.63.08

1 Select —3_| (F9 - Update/Display Description/Deduction/Annuity Menu).
The following screen displays:
m PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
Payroll System PAYHBOBY
FKey Description/Deduction/Annuity Files Menu
Description File:
_1 | -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_8 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan/Option/Tier Records
_8 | -- Import Benefit Plan{Option/Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
_10 | - - Display/Update Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | - - Verify/Print Annuity Records
Master | Voo 7.03.01
@ | L5 | Yri5p| O | VEND

Step  Action
2 Select 1| (F11 - Annuity File: Maintain Annuity Records).
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The following screen displays:

E PCG Dist=6091 Rel=22.02.00 06/03/2022 PCGO001 SV CASQLSYS CASECOND WHITE - O x
Annuity File Haintenance PAY @388

Enter key of record to be displayed to allow for modification.

Company number v|

(ENTER)-Position File F2-First F5-Mext F11-Add Hode F16-Exit
EN“‘V F1 I F2 |- ﬁ | F-r F5 Fs | F7 F& u Fa l F10 Y F11 |- E' FISQ 22.61.80
r1s« FwEI;)l F1s‘m Help

Ste Action

3 Enter the code, or select the drop-down selection icon | within the Company Number
field to choose the company’s information, and select _"l (Enter - Position File).

Select ﬂ (F2 - First) and i' (F5 - Next) to scroll between records.
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The following screen displays:

[zl PCGDist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308
Company number: 1 Uendori: 18

Uendor Hame: UEHDDR B@8a18

Annuity co. name: VUALIC (4B3E PLAH)

Annuity short desc: UALIC 4A3E

Annuity type: E ‘D' = wB1(k) ‘E' = 482(b)
"F' = 488(k){6) 'G' = 457
"H' = 581(c)(18)(d)

Mandatory annuity: H (Y OR H)

——————————————————— Employer Contribution Information ---------—--------—-

Employer contribution indicator: @ 8 = Hone
1 = Fixed amount
2 = % of annuity gross
3 = % of employee’s contribution
4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .82, the max would be .82.)
Contribution amount or %: Object: Balance:

=% Display Hode ==

F2-First F5-Hext  F9-HModify  F18-Delete F16-Find HMode  F28-Help Screen

EN“'V F1 I F2 Fx 5 F'| F5 FS F7 Fz u Fa j F1OY F11 Fiz El Flsa 19.02.080
FIS- FI?EDI Fig W Help

" Action

4 Select ﬂl (F18 - Delete).
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The following screen displays:

[zl PCGDist=8991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308
Company number: 1 Uendori: 18

Uendor Hame: UEHDDR B@8a18

Annuity co. name: VUALIC (4B3E PLAH)

Annuity short desc: UALIC 4A3E

Annuity type: E ‘D' = wB1(k) ‘E' = 482(b)
"F' = 488(k){6) 'G' = 457
"H' = 581(c)(18)(d)

Mandatory annuity: H (Y OR H)

——————————————————— Employer Contribution Information ---------—--------—-

Employer contribution indicator: @ 8 = Hone
1 = Fixed amount
2 = % of annuity gross
3 = % of employee’s contribution
4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee %
is less. (For example, if the employer % is .83
and the employee % is .82, the max would be .82.)
Contribution amount or %: Object: Balance:

*#% Delete Mode »*=

(ENTER)-Delete Record F1-Display Hode F28-Help Screen

EN“'V F1 I F2 Fx 5 F'| F5 FS F7 Fz u Fa , F1OY F11 Fiz El Flsa 19.02.080
FIS- FI?EDI Fig W Help

" Action

5 After verifying the screen’s information, select ﬂl (Enter - Delete Record).
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The following screen displays:

[Z] PCGDist=2991 Rel=19.02.00 07/18/2019 PCG 001 SV CADEVSYS CASECOND WHITE - ] X
Annuity File Haintenance PAYA300
Company number: 1 Uendorit: 18

Uendor Hame: UENDOR 888818

Annuity co. name: UALIC {4838 PLAH)

Annuity short desc: UALIC 483B

Annuity type: E D' = 4@1{k) "E" = 483{b)
"F' o= 488(K)(6) "G = 457
"H' = Se1{c)(18){d)

Mandatory annuity: M (Y OR H)

——————————————————— Employer Contribution Information --—-—--—------—----—-

Employer contribution indicator: @ A8 = Hone
1 = Fizxed amount
2 = % of annuity gross
3 = % of employee’'s contribution
4 = % of annuity gross, up to a maximum of EMPLOYEE
contribution % of annuity gross, if employee 3
is less. (For example, if the employer % is .83
and the employee % is _92, the max would be _82.)
Contribution amount or %: Object: Balance:

== Display Hode w=»=
PREVIOUS REGORD DELETED
F2-First F5-Hext  F?-Hodify  F18-Delete  F16-Find HMode  F28-Help Screen

ENTE'V F1 F2 |- 5 F'| F5 FS F7 Fi u Fa f FiOY F11 | e E' Fisa 19.62.80
Fish F|7E;:' Fig m Help

Step | Action

6 After verifying “Previous Record Deleted” displays, select ﬂ (F16 - Find Mode) to return
to the Annuity File Maintenance — Entry screen.
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The following screen displays:

[Z] PCGDist=6091 Rel=22.02.00 06/03/2022 PCG 001 SV CASQLSYS CASECOND WHITE - O X
Annuity File Maintenance FAY @308

Enter key of record to be displayed to allow for modification.

Company number v|

(ENTER)-Position File F2-First F5-Next F11-Add Mode F16-Exit
EN“'V F1 I F2 F3 5 F'| F5 FS Fz Fz u Fa , Fid Y F11 |- El FISQ 22.01.80
FIS- FI?EDI Fva'm Help

Step  Action

! Select ﬁl (F16 - Exit) to return to the Payroll System - Description/Deduction/Annuity
Files Menu.

The following screen displays:

E PCG Dist=8991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS C\SECOND WHITE - O X
Payroll System PAYHODO?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_7_| -- Maintain Benefit Plan{Option/Tier Records
_8 | -- Import Benefit Plan{Option{Tier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
0| -- DisplayfUpdate Annuity Deduction Control Record
_11_| -- Maintain Annuity Records
_12 | - - Yerify/Print Annuity Records

Master | Vst 7.03.01

8| 1S | VS| BANG | MERD
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8 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure 5C. Printing the Annuity File Report

[A] PCG Dist=6991 Rel=19.02.00 07/01/2019 PCG 002 SV CADEVSYS CASECOND WHITE - m] X
Payroll System PAYHOOOO

Master Henu

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

-- Annual Reports Menu
-- Monthly/Quarterly/Fiscal{Biennial Reports Menu

-- Employee Reports/Labels Menu

Update/Display Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

b el bh Lo

-- File Reorganization

Master | Vs | 15.03.00

e8| 15 | Mrizp | DAY, | VEND

Step  Action
1 Select —9_| (F9 - Update/Display Description/Deduction/Annuity Menu).

The following screen displays:

[A] PcG Dist=8991 Rel=19.02.00 07/01/2019 PCGO02 SV CADEVSYS CASECOND WHITE — ] e
Payroll System PAYMOOO?
FKey Description/Deduction/Annuity Files Menu

Description File:

_1_| -- Maintain Description Records
_2 | -- Maintain Alpha Description Records
_4 | -- Print Description Records
Deduction File:
_5 | -- Maintain Deduction Records
_6 | -- Print Deduction Records
_ 7| -- Maintain Benefit PlanfOption/Tier Records
_8 | -- Import Benefit Plan/OptionfTier Records
_9 | -- Print Benefit PlanfOption/Tier Records
Annuity File:
0| -- DisplayfUpdate Annuity Deduction Control Record
_11 | -- Maintain Annuity Records
_12 | -- Verify/Print Annuity Records

Master | Vst 7.03.01

| 115D | 5| DA | MENR
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Ste Action

2 Select 121 (F12 - Verify/Print Annuity File).
The Payroll System — Description/Deduction/Annuity Files Menu redisplays.

3 To print the report via the Uqueue Print Manager: Select ﬂuﬁl (Uqueue).
To print the report via Microsoft® Word: Select _§| (MS WORD).
Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

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

5C.1. Annuity Company File Report — Example

REPORT DRTE 02/18/14

COMEPRNYE

o1
oz
o3
04
o5
213
o7
og
09
10
11
1z

VENDOR

oooonzz
0D2eaz
ooo01E
001583
005453
004323
004525
ooooie
005e4e
ooools
ooooie
0D4e38

TYPE

o G 6 oG e

ANNUITY COMPRNIES

EMPLE EMPLE
COMEPRNY MAME IND IMT/PCT

0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000
0. 00000

EQUITRELE LIFE ASSU. SOCIETY
FRANELIN TEMPLETON TRUST COMPRLNY
TEE VARIRELE ANNUITY LIFE INS
VENGUARD FIDUCIARY TRUST COMPANY
GEERT REMERICEN PLAN REIMINISTRATORS, INC.
HORRCE MRENN LIFE INSURACE CO
HORARCE MINN LIFE INSURACE CO

TEE VARIRBLE RENNUITY LIFE INS
GEEART REMERICAN PLAN RIMINISTRATORS
THE VARILELE INNUITY LIFE INZ

TEE VARIRBLE RENNUITY LIFE INS
EVIVA LIFE INSUREBNCE COMPANY

DCDoODOoOOoOOoOOoO00000

PLGE 1

EMEPLE EMPLE  MANDRTORY
OBJECT BRILANCE INNUITY
00000 oooo N
00000 oooo H
00000 oooo N
00000 oooo N
oooo0 oooo H
00000 oooo H
00000 oooo N
00000 oooo N
00000 oooo H
00000 0000 ol
00000 oooo N
00000 oooo H
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Appendix A: Teacher Retirement System (TRS) Job
Class Description Code Listing

The Teacher Retirement System (TRS) predefines the following codes, and advises PCGenesis users not to
change the codes unless instructed to do so by the Department of Education (GaDOE) or by TRS support
personnel. Changing these codes without following these instructions may result in the school district’s
or the system’s TRS data transmission file to be rejected.

K (TRS Job Class)

Code Description

00 Teaching Faculty

01 Instructional Aide

02 Paraprofessionals

03 Executive, Administrative, Managerial

04 Clerical, Secretary, Admin Support

05 Technology, Technical, Professional

06 Lunchroom, Maintenance, Warehouse, Transportation
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Appendix B: Teacher Retirement System (TRS)
Compensation Type/Pay Reason/TRS Pay Reason and
TRS Termination Reason Description Code Listings

Use the following code tables to identify compensation on the Gross Data screen. PCGenesis users may
define additional system-specific items as needed. Modify the descriptions for these items as needed.

P (Compensation Type)

Code Description Pay Type
0000 Regular Pay Regular Pay
0010 State Salary State Salary
0011 Local Regular Salary Local Salary
0021 Local Certified Supplement Local Supp
0022 Local Hourly Wages Reg Hourly
0023 Local Hourly Overtime Reg OT
0024 Local Daily Pay Reg Daily
0030 Extended Day Supplement Extd Day
0031 Extended Year Supplement Extd Year
0040 School Food Services (SFS) Certification Supplement | SFS Cert
0041 Training In-Depth (TID) Courses TID Courses
0042 School Food Services (SFS) Participation SFS Part Sup
0300 Other Pay Annuity Eligible Othr Pay
0301 Other Pay Not Annuity Eligible Othr PayNE
0302 \ocational Supplement \ocational S
0303 Extracurricular Supplement Extracurric
0304 Position Supplement Posn Supp
0305 Summer Supplement Summer Sup
0306 Stipends Stipends
0307 National Certification Supp Natl Cert
0308 Other Supp Annuity Elig Othr Supp
0309 Other Supp Not Annuity Elig Othr SuppNE
0310 Coaching Supplement Coach Sup

Georgia Department of Education

November 29, 2023 e 11:34 AM e Page 173 of 174

All Rights Reserved.




PCGenesis Payroll System Operations Guide

R (Pay Reason)

Code Description TRS Pay Reason Code
00 Regular 00
01 Certificate Upgrade 01
02 Promotion 02
03 Position Downgrade 03
04 Leave Without Pay (LWOP) 04
05 Pay Docked Due to Sick Leave 05
91 Summer Accrued Pay Payout 99
92 Summer Employment Pay 99
X (TRS Pay Reason)
Code Description
00 Regular
01 Certificate Upgrade
02 Promotion
03 Position Downgrade
04 Leave Without Pay (LWOP)
05 Pay Docked Due to Sick Leave
06 DC40 No Employee Contribution
07 HB210 No Employee Contribution
99 Code Not Applicable
Y (TRS Termination Reason)
Code Description

01 Left Employment

02 Retirement

03 Death

04 Other
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