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PCGenesis Payroll System Operations Guide

Overview

Payroll check reconciliation includes comparing the school district’s or system’s payroll checks to its
bank statement, and canceling the items that have been processed by the bank from PCGenesis. This
process includes the following procedures where appropriate:

e Displaying payroll checks and direct deposits to view detail information about the checks and direct
deposits contained in the CHEKMSTR file.

e Updating payroll checks and direct deposits by changing or reversing the status of Open checks and
direct deposits.

e Removing payroll checks and direct deposits from the CHEKMSTR file to clear issued, canceled,
and/or voided checks, and all direct deposits regardless of status from PCGenesis. A PCGenesis
Data backup must be performed before payroll checks or direct deposits are removed.

o Printing the payroll check reconciliation reports provides a listing of all payroll checks that have been
issued, and as well as those that have been cancelled or voided.

Check Reconciliation — When checks are reconciled by range (R), the Payroll Check Reconciliation
Exception Report is automatically generated listing the range(s) of items entered on the Check
Reconciliation Entry screen along with the exceptions; the payroll checks, direct deposits, and ranges
that were not cancelled during the procedure. Non-cancelled items may include those items that were
excluded from the ranges entered, were not issued, or those that have already been cancelled.

Check Reconciliation Listings — The Check Reconciliation Listing lists checks for a specific bank or for
all banks, and may include all checks of a specific type (status) of check within a specified date range.
The listing also provides numerical and dollar amount totals for cancelled, voided, and issued checks and
overall totals. For checks that have not yet been cancelled, the listing provides an aging column to
identify how many days the checks have been outstanding.

Check Registers — The Payroll Check Register lists checks for a specific bank or for all banks, and may
include all checks or direct deposits of a specific type (status) of check within a specified date range. In
addition to the information provided on the reconciliation report, the Check and/or Direct Deposit
Registers may also include direct deposit entries and totals if requested.

The Payroll Print Check Registers procedure allows the user to create a .csv output file containing the
information printed on the Payroll Check Register. The export file contains the check amount, check
date, bank account, check number, check status, payee name, and a check or direct deposit indicator, for
each payroll check or direct deposit selected. The created export file can be sent to the school district’s
bank to satisfy the requirements of ‘Positive Pay’ for payroll check fraud prevention.

The Deleted Payroll Check/Direct Deposit Register will be automatically generated when payroll checks
and/or direct deposits are removed from PCGenesis.

Payroll checks and direct deposits may not be voided using the Reconciliation procedure. They are
instead voided by following the instructions provided in the Payroll System Operations Guide, Section C:
Payroll Check and Direct Deposit Statement Processing, Topic 3: Void/Add Payroll Check and Direct
Deposit Statement Processing for the Current Payroll and/or Topic 5: Manual/Void Only Payroll Check
and Direct Deposit Statement Processing.
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PCGenesis Payroll System Operations Guide

Multiple Automated Clearinghouse (ACH)/Direct Deposit Statement Processing: Based on an
employee’s Update/Display Payroll Withholding/Direct Deposit Data screen’s entries, PCGenesis
creates additional account information on direct deposit entries to facilitate statement reconciliation. For
example, an employee’s pay may be split between multiple bank accounts. The multiple bank account
entries are associated with a single direct deposit advice number and accordingly, are displayed on the
screen. Direct deposits display single and multiple bank account entries to assist with payroll direct
deposit statement reconciliation.
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PCGenesis Payroll System Operations Guide

Topic 1: Payroll Check Reconciliation

From the Business Applications Master Menu, select 2] (F2 - Payroll System).

The following screen displays:

Step

PC( Dist=8991 Rel=18,01.00 03/28/2018 PCW 001 SV CADEVSYS CASECOND wurr_ [E=EER
——

B EEkEkE b bR

Payroll System

Haster Henu

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

Annual Reports Menu
Monthly/Quarterlyf{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

PAYMOBBA

| | | 15.03.00

" Action
Select 11| (F11 - Check Reconciliation Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

Fu PCG Dist=8991 Rel=18.01.00 03/28/2018 PCW 00 v CAD \SECOND | EEE
Payroll System FAYHMAA11
FKey Check Reconciliation Menu
_1 | -- Check Reconciliation
_2 | -- Produce Check Reconciliation Listings
3 -- Display/Update Checks/Direct Deposits
_ 4 | -- Produce Check Registers
_9 | -- Remove OLD Checks/Direct Deposits from Check Register

Mast-erl "‘*'[igtl I |
rl3| 15 | WoriZg | BOY | VEND

FMORITOR, | MORITOF:

Step  Action
3 Select - 1| (F1 - Check Reconciliation).
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PCGenesis Payroll System Operations Guide

The following screen displays:

[Z] PCGDIst=8991 Rel=23.01.00 03/21/2023 DOEOD4  CASQLSYS CASECOND WHITE - O X

PAY15 80
Check Reconciliation

Bank: BK17 ¥| Date:

Selection Type C "C" = By Check Number or "R = By Range

ENTER=Process, F16=Exit.

EN“'V F1 Irz‘% Fsﬁ F'| F5 FS F7 F2 u Fs, F1OY FnE' F12 FISQ 22.02.08
FIS- |=17E;)I|=|=a'm~ Help
Step  Action |
4 Enter the bank’s code, or select the drop-down selection icon | within the Bank field to
choose the bank’s information.
5 Enter the bank statement’s date (MM/DD/CCYY) in the Date field.
The results will include payroll checks that were issued on or before the date entered.
6 Enter C (Check number) to select individual check numbers or R (Check range) to enter a
specific range of checks in the Selection Type field.
! Select ¥ (Enter - Process).
“Processing request. Do not cancel processing!” and a records-processed counter briefly
display.
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PCGenesis Payroll System Operations Guide

For Step 6-C entries, the following screen displays:

[7] PCGDist=8931 Rel=23.01.00 03/21/2023 DOEOD4  C:ASQLSYS CASECOND WHITE - O X
PAY1508
Check Reconciliation
Bank: BE17 Date: 173172823
Cancel Check Date Payee Amount
1 B81/25/2823  ACYER, SAYDEE 342114
_ 2 01/25/2823 ADQISON, TR9CEY 2393.72
_ 3 81725720823 ADQMSON, DWINA 456 .31
_ 4 8172572823  AIZEN, TUZA 3995.13
_ 5 01/25/2823 AL2NZ0, MAZYBELLE 782 .55
_ 6 01/25/20823 ALGEY, LY¥6MNA 1223 .63
_ 7 81/25/2023  ALBARD, ANBERA 3866 .32
_ ] 01/25/20823 AM2ROSE, SHZNTAY 1260.35
_ 9 01/25/2023 AM2ROSE, SHZNTAY 1066.81
_ 18 81/25/2823  AN3EL, GA3E 766.80
_ 1 B81/25/2823  ANFERS, HETKE 4615 .31
_ 12 01/25/2023 AP3NTE, BE3U 2268 .15
_ 13 81/25/720823  ARJETT, LO3ISE 1144 .99
_ 14 81/25/2823  AR3HULETA, SH3ROLYN 2785.18
_ 15 01/25/2023 AR4IS, ELLIOTT 1255 .67
_ 16 81725720823 ARBEDONDD, KISTIE 3539 .38
_ 17 B81/25/28623  ARBUALOD, TR8NT 3427 .88
_ 18 01/25/2823 ASSCRAFT, GESALD 1914 .44
_ 19 81725720823 AS7ER, EL7NE 3783 .89
_ 28 81/25/2823  AS9BY, JOONSIE 5683 .56
*x Type an "X' next to those checks that have cleared the bank. ==
ENTER=Update & Hext, F1=First, F5=Hext, F16=Exit
ENTEV F1 |F2‘% FBE F» F5 FS F7 Fz u FS’ FiOY FnEl F12 Fisa 22.92.08
FISﬁ F17E;) | Fig m HEID

Ste Action

Enter X in the Cancel column of the appropriate payroll checks, and select ﬂl (Enter -
Update & Next).

Select il (F5 - Next) to display subsequent pages.
Proceed to Step 11.
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PCGenesis Payroll System Operations Guide

For Step 6-R entries, the following screen displays:

Step
9

[El PCGDist=2991 Rel=23.01.00 03/21/2023 DOEDD4  CASQLSYS CASECOND WHITE = O *
PAY1588
Check Reconciliation
Bank: BEA7 Date: 173172823
Enter Check Range(s) to be Cancelled
Begin End
ENTER=Process, F16=Exit.
ENTEV F1 |F2‘% FBE F» F5 rs F7 F2 u FS’ FiOY FnEl F12 Fisa 22.92.80
FISﬁ F17EDIFI€m HEID

" Action

Enter up to ten (10) check range(s) in the Begin and End columns, and select _""I (Enter -
Process). Continue this process until all check ranges have been entered.

The check range entered meet the following requirements:

¢ Valid beginning and ending check numbers must be entered in the columns.
e The check must be an issued check.

e The check must not have been previously cancelled.

e The ending check number must be greater than or equal to the beginning check number
entered.

If there are errors, make the appropriate corrections within the Begin and End columns, and

select _""l (Enter - Process).
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PCGenesis Payroll System Operations Guide

The following screen displays:

[E] PCGDist=8291 Rel=23.01.00 03/21/2023 DOEDD4  C:ASQLSYS CASECOND WHITE - O X

PAY1588
Check Reconciliation

Bank: BK17 Date: 173172823

Enter Check Range{s) to be Cancelled
Begin End
1 241

=% Reyiew the Exception Report After Completing Processing x%

Fi12=Update, F16=ReEnter
EN“V F Fz‘% FBE|F'| F5 Fs F7 Fz u FQI FIOY FnEl F12 ns& 22.82.00

Fish FI?E;) m‘m

Help

Step  Action
10 Select il (F12 - Update).

“#*% Processing Request. Do not cancel processing! ***” briefly displays.

*** Attention * * *

Under no circumstances should you cancel processing!
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PCGenesis Payroll System Operations Guide

The following screen displays:

[El PCGDist=2991 Rel=23.01.00 03/21/2023 DOEOT1  CASQLSYS CASECOND WHITE = O *
PAY1588
Check Reconciliation
Bank: BEA7 Date: 173172823
Enter Check Range(s) to be Cancelled
Begin End
ENTER=Process, F16=Exit.
ENTEV F1 |F2‘% FBE F» F5 rs F7 F2 u FS’ FiOY FnEl F12 Fisa 23.01.80
FISﬁ F17EDIFI€m HEID

Step  Action
11

Select ﬁl (F16 - Exit) to return to the Payroll System - Check Reconciliation Screen.
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PCGenesis Payroll System Operations Guide

The following screen displays:

[Z] PCGDist=8391 Rel=23.01.00 03/21/2023 DOEO11  CASQLSYS CASECOND WHITE = O *
PAY15088
Check Reconciliation
Bank: BK17 w| Date: 1/31/2823
Selection Type R "C" = By Check Humber or '"R"™ = By Range
ENTER=Process, F16=Exit.
ENTEV F1 |F2‘% FBE F» F5 FS F7 F2 u FS’ FiOY FnEl F12 FiSQ 23.01.80
FISﬁ F17E;)lﬂem HEID

" Action

Step

12

Select ﬁl (F16 - Exit) to return to the Payroll System - Check Reconciliation Menu.

Completely exit the Payroll System - Check Reconciliation screen by selecting ﬁl (F16 -
Exit) to access the Payroll Check Reconciliation Exception Report in the print queue.
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PCGenesis Payroll System Operations Guide

The following screen displays:

[ 7o Drms991 Ra=180100 G3/2UA018 POWOOL SV CORAYS Coecon ™ WTE ol L= ]
Payroll System FAYHMAA11
FKey Check Reconciliation Menu
_1 | -- Check Reconciliation
_2 | -- Produce Check Reconciliation Listings
3 -- Display/Update Checks/Direct Deposits
_ 4 | -- Produce Check Registers
_9 | -- Remove OLD Checks/Direct Deposits from Check Register

mw| V| | | | | | [ L | [ ] | | |

ns# ez | Weri=h | PAY | VEMD

FMORITOR, | MORITOF:

Step  Action

13 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.

14 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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PCGenesis Payroll System Operations Guide

1A. Payroll Check Reconciliation Exception Report — Example

age B

DATE 11/06/ 08 PAYROLL CHECK RECONCILLIATION EXCEPTION REPORT PAGE 1

CHECK STATUS ERROR TYPE

17591 - 18443  ———— Check Range Processed
17592 H Check Cannot Be Cancelled
17593 C Check Cannot Be Cancelled
17594 c Check Cannot Be Cancelled
17595 C Check Cannot Be Cancelled
17596 C Check Cannot Be Cancelled
17597 c Check Cannot Be Cancelled
17598 c Check Cannot Be Cancelled
17599 H Check Cannot Be Cancelled
17608 c Check Cannot Be Cancelled
17681 c Check Cannot Be Cancelled
176082 C Check Cannot Be Cancelled
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PCGenesis Payroll System Operations Guide

Topic 2: Payroll Check Reconciliation Report
Processing

2A. Print the Check Reconciliation Listings
PCG Dist=2991 Rel=180100 03/28/2018 PCW 001 SV CADEVSYS c\SEmm@ﬂu

Payroll System FAYHAOAA

Master Menu

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

-- Annual Reports Menu
- - MonthlyfQuarterly/FiscallBiennial Reports Menu

-- Employee ReportsfLabels Menu

- - UpdatefDisplay Description/DeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

- - UpdatefDisplay Payroll Monitor

-- Special Functions Menu

B EREEEE bk lbEiE

- - File Reorganization

e Voo | | [ [ [ 0 ] 15.63.00
END

Step  Action
1 Select 11| (F11 - Check Reconciliation Menu).
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PCGenesis Payroll System Operations Guide

The following screen displays:

7] PCG Dist=8991 Rel= : [ AR~

Payroll 3ystem PAYHBB11

FKey Check Reconciliation HMenu

1 | -- Check Reconciliation

2 | -- Produce Check Reconciliation Listings

3 |-- DisplayfUpdate Checks/Direct Deposits
4 | -- Produce Check Registers

9 | -- Remove OLD Checks{Direct Deposits from Check Register

Moster[ o | [ | 1 | | |

e | 5 | MriSp | EAT | MEND

Step  Action
2 Select 2| (F2 - Produce Check Reconciliation Listings).
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PCGenesis Payroll System Operations Guide

The following screen displays:

Step
3

For
For

For
For

[2] PCGDist=8931 Rel=23.01.00 03/21/2023 DOEO11  CASQLSYS CASECOND WHITE - O X

"ALL":
"I85°:

'CAN' :
uort:

ENTEV Fi'%lrz‘% FBE Flt Fs FS F7 Fi u Fs’ FiOY FﬂEl F12E| FiSQ 22.92.08

Check Reconciliation Listing PAY1558

Enter Bank Code of bank to be printed
BK17 w|

(Leave Bank Code blank for ALL banks)

Enter Check Status to be printed

'ALL" for fll

*IS8" for Issued Only (Computer and Manual)
'CAN" for Cancelled Only

'U0I' for UVoided Only

Enter date range of checks to be printed (HHDDCCYY)
thru

(Leave dates ZER0OS for ALL requested checks)

ALL checks regardless of status, with issued dates within the range will be selected.
Issued checks with issued dates within the range will be selected.

Use "IS5" & a date range to print all checks still outstanding during the timeframe.
Cancelled checks with cancel dates within the range will be selected.

Uoided checks with void dates within the range will be selected.

ENTER = Continue, F16 = Exit

Fisﬁ FI?E;) | Fiz ‘W Help

" Action

For all banks: Leave the Enter Bank Code of Bank to be Printed field blank.

For a specific bank: Enter the bank’s code, or select the drop-down selection icon =l within
the Enter Bank Code of Bank to be Printed field to choose the bank’s information.

Enter ALL, ISS, CAN, or VOI in the Enter Check Status to be Printed field to define the
type of checks and direct deposit statements to be evaluated.

The ISS option prints a listing of outstanding checks. In most cases, the checks outstanding
should not be more than six months old.
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PCGenesis Payroll System Operations Guide

Ste Action

5 Enter the date range (MMDDCCYY) or leave the field populated with zeroes (0’s) for all
payroll checks and direct deposits in the Enter Date Range of Checks To Be Printed
(MMDDCCYY) fields.

e When the user selects the ‘ALL’ option, all checks, regardless of status, are printed
as long as the Issue Date is within the date range requested.

e When the user selects the ‘1SS’ option, the program prints all checks still outstanding
during the timeframe. For example, if the Issue Date is within the range and the
Cancel Date is outside of the date range, the check will print on the report because
the check is still outstanding. If the check was issued and cancelled within the date
range, the check will NOT print on the report because the check is not outstanding in
that date range.

e When the user selects the ‘CAN’ option, the program prints all checks with the
Cancel Date within the date range requested.

e When the user selects the “VOI’ option, the program prints all checks with the Void
Date within the date range requested.

6 Select E (Enter) twice.

“** Processing Request **” briefly displays.

The following screen displays:

[ °co Ditessr Re180100 OV202018 FOWOOL SV CIORETE Crcons WATEM o= |
- Payroll System PAYHB811
FKey Check Reconciliation Henu
_1 | -- Check Reconciliation
LI -- Produce Check Reconciliation Listings
_3 | -- Display/Update Checks/Direct Deposits
_ 4 | -- Produce Check Registers
_9 | -- Remove OLD Checks{Direct Deposits from Check Register
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PCGenesis Payroll System Operations Guide

7 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Where appropriate, 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.

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.

2A.1. Payroll Check Reconciliation Listing (All Checks) — Example
The final page of the report lists “Cancelled”, “Voided”, “Issued”, and “Grand” total amounts.

BEPORT ID: PAY1S:0 LIST OF BRLL CHECKES PLCE 1
EEPORT DATE: 03/28/2018 ISSUED DRTE RENGE: 01/01/2017 - 12/31/2018

EIME: BE01 FHB 001 OF SMITH CITY

NUMEER ISSUE DATE PRAYEE BMOUNT STATUS CAENC DATE VOID DATE AGING (DRYS)
00000l 10/31/2017 MA3IRTGAL, CU3 3,423 53 COMDUTER ISSTUE 148
042235 01/31/2017 VASHOBN, ZESTR Z7e. 48 CANCELLED 2/28/2017
048240 ©01,/31/2017 LOGDON, DOENY 133.91 CANCELLED 27282017
048241 01,/31/2017 QUVEN, LATOMAR 123_87 CANCELLED 2/28/2017
048242 01/31/2017 SHELLEY, JASIEL S81.80 CANCELLED 2/28/2017
048243 04/28,/2017 WH3TTEN, IZ3TTL 40_00 CANCELLED 5/31/2017
048244 05/31/2017 WH3ITIEN, IZ3TTIR 20.00 CANCELLED 873072017
048245 0&/29/2017 WA3IDROP, VA3CE 234_34 CANCELLED &/30/2017
04224€ 0&/25/2017 RALELAND, EL&NEY 31z.02 CANCELLED &/30/2017
048247 0&/23/2017 BUSR, EASISL 220_95 CANCELLED T/31/2017
048248 0&/25/2017 ASSBY, JOSHNSIE 331_43 CANCELLED T/31/2017
048245 ©0&/25/2017 LAD4IR, HE4ML 220.55 CANCELLED T43L/2017
048250 0&/25/2017 STSRENES, HESAINE 31z_oz CANCELLED &/30/2017
048251 ©0&/25/2017 KI3BLE, KI3h 220.35 CANCELLED £/30/2017
048252 0&/23/2017 JO4LY, ST4FLN 247_33 CANCELLED £/30/2017
048253 08/25/2017 HASMER, JUSIERNN 220.35 CANCELLED 873072017
048254 0&/29/2017 JASOBSEN, SISAS 331_43 CANCELLED &/30/2017
048255 0&/25/2017 MReCUS, JUEIE Zle. 22 CANCELLED T/31/2017
048256 0&/29/2017 DISGS, MASCHELLE 184_13 CANCELLED £/30/2017
048257 0&/25/2017 RO3T, JRIELN 110_48 CANCELLED &/30/2017
048258 0&/25/2017 MITICE, JOTHATHON 331.43 CANCELLED THILF201T
048255 0&/23/2017 CO4NELL, KR4AETGH 180_77 CANCELLED £/30/2017
048260 0&/25/2017 BA3IN, FR3DERIC 183.39 CANCELLED 873072017
048261 08/18/2017 WA3IDROP, VA3CE 421_81 WOIDED 8/31/2017
O4zz2ez 08/18/2017 LOZNEY, LALZIWN 3€l.55 COMEUTER ISSUE 222
048263 08/18/2017 MATOS, KITEY €96_32 COMDUTER ISSTUE 222
048264 08/18/2017 CO4NELL, KR4ETGH 421_81 COMDUTER ISSTE 222
048265 03/18/2017 RUSYON, JESHETT 1,348.31 COMDUTER ISSUE 222
048266 08/31,/2017 WA3IDROP, VA3CE 421_81 MANUALLY ISSTE 205
CRNCELIED: 22 CHECES %5,035_43 TOTAL
VOILED: 1 CHECES %421 _81 TOTAL
ISEUED: & CHECES $6,€73.33 TOTAL

GRAEND: 25 CHECES $12,130.57 TOTAL
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PCGenesis Payroll System Operations Guide

2A.2. Payroll Check Reconciliation Listing (Issued Checks) — Example

When the user selects the ‘1SS’ option to print the List of Issued Checks Only, the program prints all
checks still outstanding during the timeframe. For example, if the Issue Date is within the range and the
Cancel Date is outside of the date range, the check will print on the report because the check is still
outstanding. If the check was issued and cancelled within the date range, the check will NOT print on the
report because the check is not outstanding in that date range.

BEPORT ID: PAY
BEEPORT DATE: 03/

ERNE:

NUMEER

000001
D43262
042283
0422e4
048285
048266

EEQ0l FHE
ISSUE DATE

10/31 /2017
0B/18/2017
08/18/2017
08/18/2017
08/18 /2017
08/31 /2017

1550
2g/2018

001 OF SMITH CITY
DRYEE

MAIRIGAL, CU3
LOZNEY, LAZEWN
MATOS, KITEY
CO4MELL, KR4EIGH
RUSYON, JESNETT
WAIDROD, VA3CE

ISEUED: & CHECES

LIST OF ISSUED CHECES ONLY
ISSUED DATE RENGE: 01/01/2017 - 12/31/2017

3,423
361.
£38.
421,

1,348
421

53
55
3z
g1
31
81

-33

STATUS

COMPBUTER ISSUE
COMPUTER ISSUE
COMPUIER ISSUE
COMPUIER ISSUE
COMPEUTER ISSUE
MANURLLY ISSUE

TOTAL

CLNC DATE

DPLGE 1

VOID DATE AGING

(DREYS)

R B3R RI R
0 k1R R R
RS SR SRS
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PCGenesis Payroll System Operations Guide

2B. Print the Payroll Check and Direct Deposit Statement
Registers

[F] PCG Dist=8991 Rel-18.01.00 03/28/2018 PCWOD1 SV CADEVSYS CASECOND wm_ e o5 [

Payroll System FAYHAOAA

FKey Master HMenu

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

-- Annual Reports Menu
- MonthlylQuarterly/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

v kb b b

- File Reorganization

st | Vo | N S I I I S N B 15.63.00

F“;ﬁ [resg | WerdSp | PAY | WEND

MOMITOR, | MORITOR.

Ste Action
1 Select 11| (F11 - Check Reconciliation Menu).
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The following screen displays:

7] PCG Dist=8991 Rel= : [ AR~

Payroll 3ystem PAYHBB11

FKey Check Reconciliation HMenu

1 | -- Check Reconciliation

2 | -- Produce Check Reconciliation Listings

3 |-- DisplayfUpdate Checks/Direct Deposits
4 | -- Produce Check Registers

9 | -- Remove OLD Checks{Direct Deposits from Check Register

Moster[ o | [ | 1 | | |

e | 5 | MriSp | EAT | MEND

Step  Action
2 Select 4| (F4 - Produce Check Registers).
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The following screen displays:

[2] PCGDist=8931 Rel=23.01.00 03/21/2023 DOEO11  CASQLSYS CASECOND WHITE - O X
Print Check Register PAYCRSBA

Enter Bank Code of bank to be printed BH1?;:](Leaue Bank Code blank for ALL banks)

ALL = All
Enter Check Status to be printed ALL I35 = Issued Only
CAN = Cancelled Only
Ul = Uoided Only
C = Payroll Checks
Select checks or direct deposits cC D = Direct Deposits

Both

Enter date range of checks to be printed (HHDDCCYY)
08/08/08088 thru 12/31/9999 {Leave date as is for ALL requested checks)

Create Positive Pay Export to Load in Excel? & Mo
™ Yes

Enter the export file path and name {e.g. C:\EXPORT%PosPPayCYHD.CSU)
or F18 to Browse for File

C:\EXPORTYPosPFay282398321.C5U
HOTE: DIRECTORY Hust Already Exist

ENTER = Continue, F18 to Browse, F16 = Exit

ENTEV F‘OY F‘SQ 23.81.88
FISﬁ
3 For all banks: Leave the Enter Bank Code of Bank to be Printed field blank.

For a specific bank: Enter the bank’s code, or select the drop-down selection icon | within
the Enter Bank Code of Bank to be Printed field to choose the bank’s information.

4 Enter ALL, ISS, CAN, or VOI in the Enter Check Status to be Printed field to define the
type of checks and Direct Deposit Statements you wish to be evaluated.

The ISS option prints a listing of outstanding checks. In most cases, outstanding should not
be more than six months old.

5 Enter C or D or B in the Select checks or direct deposits field to select either payroll checks
only, direct deposits only, or both checks and direct deposits for the report.

6 Enter the date range (MM/DD/CCYY) or leave the field populated with zeroes (0’s) for all
payroll checks and direct deposits in the Enter Date Range of Checks To Be Printed
(MMDDCCYY) fields.

Georgia Department of Education
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Ste

PCGenesis Payroll System Operations Guide

Action

Select the * (Radio Button) to left of the appropriate response in the Create Positive Pay
Export to Load in Excel? field. In order to produce a comma separated data file with the
data from the report, select ‘Yes’. Otherwise, select ‘No’.

The Payroll Print Check Registers procedure allows the user to create a .csv output file
containing the information printed on the Payroll Check Register. The export file contains
the check amount, check date, bank account, check number, check status, payee name, and a
check or direct deposit indicator, for each payroll check or direct deposit selected. The
created export file can be sent to the school district’s bank to satisfy the requirements of
‘Positive Pay’ for payroll check fraud prevention.

If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

If creating an export file: Enter C:\EXPORT\PosPPayccyymmdd.csv in the Enter File

Name and Path for Export File field, or select ﬂl (F10 - Browse for file) to locate the
file manually.

10

Select ¥ (Enter) twice.

If the filename is invalid, the “UNABLE TO OPEN OpnPay CSV FILE - 35 = File Not Found ”
error message displays. In this instance, return to Step 7 to enter the correct information.

“** Processing Request **” briefly displays.

The following screen displays:

_
[ PCGDist=2991 Rel=1201.00 03/28/2018 PCWOOL SV CADEVSYS CASECOND wméﬂu

Payroll System PAYHAA11

FHey Check Reconciliation Henu

1
2]
3
4
9]

-- Check Reconciliation

-- Produce Check Reconciliation Listings

-- Display/Update Checks/Direct Deposits
-- Produce Check Registers

-- Remove OLD Checks/Direct Deposits from Check Register

Georgia Department of Education
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11 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).
Where appropriate, 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.

12 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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2B.1. Payroll Check Register (All Checks) — Example

The final page of the report lists “Cancelled”, “Voided”, “Issued”, and “Grand” total amounts.

BEPOET DATE 03/28/2018 - PAYROLL LIST OF ALLL CHECES BRGE 1
Program Id: PAYCRSOO
BRME: EK01 FNE 001 QF SMITH CITY

NUMEER DATE DLYEE AMOTNT STATUS CLNCEL DATE
0ooo0l 10/31/2017 MR3IRTGAL, CU3 3,423 .53 COMPUTER ISSTUED
048235 01/31/2017 VASHORN, ZESTA 276 48 ISSUED 0Z/28/2017
048240 01/31/2017 LO&DON, DOeNY 133.591 ISSUED 0Z/28/2017
048241 01/31/2017 QUTEN, LATOME 123 .87 ISSUED 0Z/28/2017
048242 01/31/2017 SHELLEY, JASIEL SB1l.80 ISSUED 0Z/28/2017
048243 04/28/2017 WH3TTEN, IZ3TIn 40.00 ISSUED 05/31/2017
048244 05/31/2017 WH3TTEN, IZ3TIA 20.00 ISSUED 0&/30/2017
048245 0&/25/2017 WR3IOROP, VR3CE 234 34 ISSUED 0&/30/2017
048248 0e/25/2017 BAELAND, BLeNEY 31z o0z ISSUED 0&6/30/2017
048247 0e/25/2017 EUSR, KRSTER 220.55 ISSUED 0743172017
048248 06/25/2017 L5S5BY, JOSHNSIE 331.43 ISSUED 07/31/2017
048249 06/25/2017 LDM4TR, HE4MRE 220.95 ISSUED 07/31/2017
048250 0e/25/2017 SISRENES, HESEINE 3lz. 02 ISSUED 0&6/30/2017
048251 0&/25/2017 EI3ELE, KI3h 220.9% ISSUED 0&/30/2017
048252 0&/25/2017 JO4LY, ST4FRN 247 .53 ISSUED 0&/30/2017
048253 0&/25/2017 HASMER, JUSIEANHN 220.59% ISSUED 0&/30/2017
048254 0&/25/2017 JASIESEN, SISAS 331.43 ISSUED 0&/30/2017
048255 0&/25/2017 MRECUE, JUEIE 21g.22 ISEUED 07/31/2017
048258 0&/25/2017 DISGS, MRSCHELLE 18413 ISSUED 0&/30/2017
048257 0e/25/2017 RO3T, JAL3ELN 11048 ISSUED 0&6/30/2017
048258 06/25/2017 MYTICE, JOTHATHON 331.43 ISSUED 07/31/2017
048259 06/25/2017 CO4NELL, ER4EIGH 180.77 ISSUED 06/30/2017
048280 0e/25/2017 BAL3N, FR3IDERIC 183.33 ISSUED 0&6/30/2017
04826l 0B8/31/2017 WAIDROP, VR3CE 421 .81 WOILED
048282 og/les2017 LOZNEY, LAZRWN 36l.5% COMPUTER ISSUED
048263 0B/18/2017 MATO0S, EITEY 636.32 COMPUTER ISSUED
048264 0B/18/2017 CO4NELL, ER4EIGH 421.81 COMPUTER ISSUED
048285 0B/18/2017 RUSTON, JESHEIT 1,348.31 COMPUTER ISSUED
048268 08/31,/2017 WR3IOROP, VR3CE 421 .81 MENUALLY ISSTUED

VOIDED: 1 CHECES $421_81 TOTLL

ISSUED: 28 CHECES $11,708.7e TOTAL

GRAND : 25 CHECES $12,130.57 TOTAL

Georgia Department of Education
March 22, 2023 e 11:58 AM e Page 23 of 39
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Topic 3: Display/Update Payroll Checks/Direct Deposit
Statements
u PCG Dist:8991 Rel=18.01.00 03/28/2018 PCW 001 SV CADEVSYS E\SECON[M

Payroll System PAYHAOAA

FKey Master HMenu

-

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

-- Annual Reports Menu
- MonthlylQuarterly/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

[t

e Bkl b L

- File Reorganization

Magt,2,,| um“d| | | | | | | | | | | | | | 15.63.688
et | 15 | MriSp | RN, | VEND

Ste Action

1 Select 11| (F11 - Check Reconciliation Menu).
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The following screen displays:

m PCG Dist=8991 Rel=18.01.00 03/28/2018 P 5 3 .

Payroll 3ystem PAYHBB11

FKey Check Reconciliation HMenu

1 | -- Check Reconciliation

2 | -- Produce Check Reconciliation Listings

3 |-- DisplayfUpdate Checks/Direct Deposits
4 | -- Produce Check Registers

9 | -- Remove OLD Checks{Direct Deposits from Check Register

et Vo] | | | | [ [ | | | [ |

e | 5 | MriSp | EAT | MEND

Step  Action
2 Select -3 | (F3 - Display/Update Checks/Direct Deposits).

The following screen displays:

[Z] PCGDist=8991 Rel=23.01.00 03/21/2023 DOEO11  CASQLSYS CASECOND WHITE — O X
Display/Update Checks/Direct Deposits PAY1338
Enter Type, Bank, and Number of Check/Direct Deposit to be Displayed/Updated:
Type: (C = Check, D = Direct Deposit)
Bank: BK17
Check/Direct Deposit #:
Amount :
Issue Date:
Uoid Date: Cancel Date:
Payee:
Status: C = Cancelled
I = Issued by Computer (Open)
H = Manually issued {Open)
U = Uoided
Employee Ho:
Year: 88
Quarter:
Pay period:

Direct Deposit Accounts

Bank Account Het Pay

ENTER to search for requested check F16 to Exit

EN“V [ '%I FZ‘% F= 5 Flt F5 Fs F7 Fz u Fs , F1OY Fil E' Fiz El Ftsa 22.82.80
FIS« FI?E'D! Fia m Help
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Ste Action
3 Enter C (Check) or D (Direct Deposit) in the Type field.
4 Enter the bank’s code, or select the drop-down selection icon | within the Enter Bank Code
of Bank to be Printed field to choose the bank’s information.
5 Enter the payroll check or direct deposit number in the Check/Direct Deposit # field.
6 Select ﬂl (Enter) to search for the requested check).
PCGenesis searches direct deposits when the Step 3 entry is ‘D’ (Direct Deposit).

For Direct Deposits (D), the following screen displays:

E PCG Dist=2991 Rel=23.01.00 03/21/2023 DOEOI1  CASCQLSYS CASECOND

Display/Update Checks/Direct Deposits

WHITE

O
PAY1330

ped

Enter Type, Bank, and NHumber of Check/Direct Deposit to be Displayed/Updated:

Type: D (C = Check, D = Direct Deposit)
Bank: BHBOs
Check/Direct Deposit #: 592374
Amount : 3927.33
Issue Date: 12/15/2822
Uoid Date: Cancel Date:
Payee: WOSFORD, ADBIEHN
Status: I C = Cancelled
I = Issued by Computer (Open)
H = Hanually issued {Open)
U = Uopided
Employee Ho: 87461 R R
P ear: 20 Where appropriate, PCGenesis
Quarter: &4 1 1 1
bay berion: 1n dlsplay_s both smg_le z_ind_ mu_ItlpIe
ACH direct deposit distributions.
Direct Deposit Accounts
Bank fAccount Het Pay
DD #1 86 11 1111 111453 2227 .33
DD #2 1H 11 1111 111454 17008.80
ENTER=Update, F5=Next check
F16 to Exit
:Nr“{ Fl'% F2‘% F35 F‘I F5 FS F? F& u FSI FIDT F|1E FIZE F15& 22-02-90
Fish Fi?EIl;) Flé‘m\ HBID
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For Cancelled (C) checks, the following screen displays:

PCG Dist=8%91 Rel=23.01.00 03/21/2023 DOEON CASQLSYS  CASECOMD WHITE
Display/Update Checks/Direct Deposits

Type: C {C = Check, D = Direct Deposit)
Bank: BK17
Check/Direct Deposit #: 18
Amount: Fo6 .80
Issue Date: 172572823
Uoid Date: Cancel Date: _1/31/2823
Payee: AH3EL, GA3E
Status- C C = Cancelled
- I = Issued by Computer (Open)
H = Manually issued {Open)
U = Uoided

Employee Ho: 89339
Year: 23
Quarter: 1
Pay period: 1

Direct Deposit Accounts

Bank Account Net Pay

ENTER=Update, F5=MHext check

O *
PAY1338

Enter Type, Bank, and Humber of Check/Direct Deposit to be Displayed/Updated:

F16 to Exit
ENTEL P 5 22.02.88
F|S<|l:l
For Issued (1) checks, the following screen displays:
PCG Dist=8991 Rel=23.01.00 03/21/2023 DOEON CASOLSYS CASECOMD WHITE O x
Display/Update Checks/Direct Deposits PAY1338

Type: C (C = Check, D = Direct Deposit)
Bank: BK17
Check/Direct Deposit #: 11
Amount: 4615 .31
Issue Date: 1/25/2823
Uoid Date: Cancel Date:
Payee: AN7ERS, HE7KE
Status: 1 C = Cancelled
I = Issued by Computer (0Open)
H = HManually issued {Open}
U = Upoided

Employee NHo: 86495
Year: 23
Quarter: 1
Pay period: 1

Direct Deposit Accounts

Bank Account Net Pay

ENTER=Update, F5=Hext check

:NT:W F5

F16 to Exit

F|S<::I

Enter Type, Bank, and Number of Check/Direct Deposit to be Displayed/Updated:

22.82.080
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For Manually Issued (M) checks, the following screen displays:

PCG Dist=8991 Rel=23.01.00 03/22/2023 DOEOQDZ  CASOLSYS CASECOND WHITE O X
Display/Update Checks/Direct Deposits PAY1330
Enter Type, Bank, and Humber of Check/Direct Deposit to be Displayed/Updated:
Type: C (C = Check, D = Direct Deposit)
Bank: BKBB
Check/Direct Deposit #: 288783
Amount : 4617
Issue Date: 2/28/2022
Void Date: Cancel Date:
Payee: AY2ES, UIZEHTE
Status: H C = Cancelled
I = Issued by Computer (Dpen)
M = Manually issued (Open)
U = Uoided
Employee MNo: 88792
Year: 22
Quarter: 1
Pay period: 2
Direct Deposit Accounts
Bank Account Het Pay
ENTER=Update, F5=Mext check
F16 to Exit
BT s 22.082.00
FISh
For Voided (V) checks, the following screen displays:
PCG Dist=8991 Rel=23.01.00 03/22/2023 DOEO0Z2  CASQLSYS CASECOND WHITE O x
Display/Update Checks/Direct Deposits PAY1330
Enter Type, Bank, and Number of Check/Direct Deposit to be Displayed/Updated:
Type: C (C = Check, D = Direct Deposit)
Bank: BKBS
Check/Direct Deposit #: 208829
Amount: 2343 .94
Issue Date: 12/15/2822
Uoid Date: 12/15/20822 Cancel Date:
Payee: BOGIH, YEG
Status: U C = Cancelled
I = Issued by Computer (0Open)
H = HManually issued {Open}
U = Voided
Employee Ho: 86131
Year: 22
Quarter: 4
Pay period: 14
Direct Deposit Accounts
Bank Account Net Pay
ENTER=Update, F5=Hext check
F16 to Exit
N F5 22.82.80
FIS«
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Ste Action

7 To change the status to “Cancelled”:
Enter C (Cancelled) in the Status field.
Enter the date (MM/DD/CCYY) in the Cancel Date field.

The Status may be modified from I (Issued by Computer) and M (Manually issued) to C
(Cancelled).

8 To reverse a previously “Cancelled” pavroll check or Direct Deposit Statement:

Enter the appropriate code in the Status field.
Delete the date in the Cancel Date field. (The Cancel Date must be blank or spaces.)

The Status may be modified from C (Cancelled) to a status of M (Manually issued) or I (Issued
by Computer) if the check was erroneously cancelled during the reconciliation procedure.

Make the appropriate modifications and select ﬂl (Enter - Update).

The following screen displays:

E PCG Dist=8991 Rel=23.01.00 03/22/2023 DOEOQD2  CASQLSYS CASECOND WHITE — O x
Display/Update Checks/Direct Deposits PAY1330
Enter Type, Bank, and Number of Check/Direct Deposit to be Displayed/Updated:
Type: {C = Check, D = Direct Deposit)
Bank: BE17
Check/Direct Deposit #:
Amount:
Issue Date:
Uoid Date: Cancel Date:
Payee:
Status: C = Cancelled
I = Issued by Computer (Open)
H = HManually issued {Open)
U = Voided
Employee HNo:
Year: 88
Quarter:
PFay period:

Direct Deposit Accounts

Bank Account Het Pay

ENTER to search for requested check F16 to Exit
EN“V Fi » % Fz‘% F= 5 ‘ F'Q F5 FS F7 F& u F3 , F10 Y Fil @ Fiz E FISQ 22 - Bz b ﬂﬂ
Fish Fi?E;) FiZ m HBID

Step Action

10

Select ﬁl (F16 - Exit) to return to the Payroll System - Check Reconciliation Menu.
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The following screen displays:

T covmemol ran130100 ovaaois PWosl 5V Comvers Corcond WArEI o )

Payroll 3ystem PAYHBB11

FKey Check Reconciliation HMenu

1 | -- Check Reconciliation

2 | -- Produce Check Reconciliation Listings

3 |-- DisplayfUpdate Checks/Direct Deposits
4 | -- Produce Check Registers

9 | -- Remove OLD Checks{Direct Deposits from Check Register

Moster[ o | [ | 1 | | |

e | 5 | MriSp | EAT | MEND

Step  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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Topic 4: Void Payroll Checks or Direct Deposit
Statements

Refer to the one of the following documents in the Payroll System Operations Guide, Section C: Payroll
Check and Direct Deposit Statement Processing for the appropriate instructions.

e Topic 3: Void/Add Payroll Check and Direct Deposit Statement Processing for the Current
Payroll

e Topic 5: Manual/Void Only Payroll Check and Direct Deposit Statement Processing

Georgia Department of Education
March 22, 2023 ¢ 11:58 AM e Page 31 of 39
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Topic 5: Remove Payroll Checks and Direct Deposit
Statements from the CHEKMSTR File

5A. Performing a PCGenesis Data Backup

FEXATTENTION*****
This procedure must be performed from the server.

Step  Action

1 Log onto the PCGenesis server as the server’s Administrator.
2 Verify all users are logged out of PCGenesis.
3 Close Uspool at the server.

4 Perform a PCGenesis full backup to CD or DVD or USB.

5 When the PCGenesis backup completes, label the backup tape “MMDDCCYY - Payroll
Data Backup CHEKMSTR File”.
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5B. Removing Payroll Checks and Direct Deposits from the
CHEKMSTR File
‘[0 PcG Dist=8901 Rel-1801.00 03/28/2018 PCW 001 SV CADEVSYS G\SECON[M

Payroll System PAYMBBEA

FKey Master Henu

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

-- Annual Reports Menu
Monthly/Quarterly/FiscalfBiennial Reports Menu

Employee ReportsfLabels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b Ebkikl kb kbl

File Reorganization

577 ™ I I I A A A A A N N A A M 15.63.00

| LS | VoriSp | DAY MERND

Ste Action

1 Select 11| (F11 - Check Reconciliation Menu).
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The following screen displays:

7] PCGDist=8991 Rel= : [ ——c—

Payroll System PAYHBBE11

FKey Check Reconciliation Henu

- Check Reconciliation

- Produce Check Reconciliation Listings

- DisplayfUpdate Checks/Direct Deposits

- Produce Check Registers

EbERE

- Remowve OLD Checks/Direct Deposits from Check Register

h‘lasterl ”“'[igtl | I
3| S | Wi | BAY | VEND

MORITOR | MORITO!

Step  Action
2 Select -9 | (F9 - Remove OLD Checks/Dir. Dep. from Check Master).
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The following screen displays:

[7] PCGDist=8991 Rel=23.01.00 03/21/2023 DOEO11  CASQLSYS CASECOND WHITE - O X

FAYOLD
Remove OLD Checks/Direct Deposits from Check Register

Bank: BK17 ¥| Trans Date:

ENTER=Process, F31=Delete ALL for Bank/Date, F16=Exit.

ENTEV F1 |F2‘% FBﬁ F'| F5 Fs F7 F2 u FS’ FiOY FHE' F12E| Fis& 22.92.80
FIS- F17E;)IF|sm Help FB,%
Step Action |
3 Enter the bank’s code, or select the drop-down selection icon | within the Enter Bank Code
of Bank to be Printed field to choose the bank’s information.
4 Enter the appropriate date (MM/DD/CCYY) in the Trans Date (Transaction Date) field.
The date entered must be within a closed fiscal year. Checks with the status of “Issued”,
“Canceled” or “Voided ” dated on or before the Transaction Date will be selected for display.
All direct deposit statements will be selected regardless of the status.
5 To display a list of checks and direct deposits: Select _"l (Enter) and proceed to Step
6.
To automatically delete all selected checks and direct deposits: Select (F31 - Delete
All for Bank/Date) and proceed to Step 8.
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The following screen displays:

E PCG Dist=8%91 Rel=23.01.00 03/22/2023 DOEOQD2  CASQLSYS CASECOND WHITE — O *
FAYOLD
Remove OLD Checks/Direct Deposits from Check Register
Bank: BE@O8 Trans Date: 1781728089
Check/ Evaluation
Delete Dir Dep Type Stat Date Payee Amount
178999 [H 4 87/31/2887 BESKHAH, SABELLA 2384.63
_ 1798008 G 4 a7 3172887 HATLEY, JOFANHE 4126.98
_ 1798061 G 4 8773172887 D06, BEGHIE 23608.26
_ 1796882 [H [H 87/31/2887 RESUES, BUSTOH 2298.88
_ 1798683 G 4 87 /3172887 CAGTELLANDS, LUGLEHE 289470
_ 179804 G 4 87731728087 HMOGTAMEZ, STGCY 2815.79
_ 179085 H [H 87/31/2887 ADIMSOH, BOQETTE 2342 .83
_ 1792806 G H 87 /3172887 HABKINS, HMASCELD 2981.15
_ 179807 G 4 8773172807 BAYHHART, DO7YHETTA 3077 .85
_ 17908688 H [H @7/31/72887 QU7GLEY, CY7DY 4187.18
_ 179089 [H 4 87/31/208087 CH8COH, WEBDHA 25308.64
_ 179810 G 4 8773172807 HMCS5UGH, RISH 1955 .87
_ 179611 H [H 8773172887 RE2DY, AI20 18564.98
_ 179612 [H 4 87/31/20887 HE9TOH, LE? 515.25
_ 1796813 G 4 B7 /3172007 HMAYKENZIE, RO7LAND 263 .11
_ 179814 [H H 8773172887 RIS0, PABKER 397 .32
_ 179815 [H 4 a7/31/2887 HAGRY, UDGCILE 7oB.77
_ 179816 G 4 87 /3172087 BEBKWITH, BUBTOHM 994 99
_ 179817 G 4 87731728087 BASKSDALE, ZASHARIAH 7oy 52
_ 179618 [H [H a7/31/2887 HASUIRE, HOBBERTO 645 .83
=% Type an 'X' next to the checks/direct deposits to be REMOUED. »=
ENTER=Update & Mext, F1=First, F5=Hext, F16=Exit
ENTEV F1 |F2‘% FBﬁ F'| F5 Fs F7 Fz u Fa , FiOY Fii El F12E| ns& 22.82.00
FIS- FI?E;) | Fig m HEID F3Ih
Step | Action
6 Enter X in the Delete field of the appropriate payroll checks or direct deposits, and select
ENTER
k4 (Enter - Update & Next).
ENTEV } ) )
Note that _I (ENTER) will immediately delete the selected payroll checks from the
Check Master File.
select 5| (F5- Next) to display subsequent pages.
select|_F7_| (F7- Previous) to display the previous page.
Select M (F1- First) to display the first page.
! Select ﬁl (F16 - Exit) to return to the Payroll Check/Direct Deposit Removal Screen.
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The following screen displays when F16 is selected in Step 7:

[x] PCGDist=8991 Rel=23.01.00 03/22/2023 DOEOD2  CASQLSYS CASECOND WHITE - O X

PAYOLD
Remove OLD Checks/Direct Deposits from Check Register

Bank: BKOS ¥| Trans Date: 1/01/2009

ENTER=Process, F31=Delete ALL for Bank/Date, F16=Exit.

ENTE'V F1 Irz‘% Fsﬁ F'| F5 FS F7 Fz u Fa , F1OY Fil E' F12E| FISQ 22.82.080
FIS- F17EDIF13W Help FBI%

The following screen displays when F31 is selected in Step 5:

E PCG Dist=8991 Rel=23.01.00 03/22/2023 DOEOD02  CASQLSYS CASECOND WHITE — O *
PAYOLD
Remove OLD Checks/Direct Deposits from Check Register
Bank: BHBS:' Trans Date: 1/61/2888

DELETE ALL PROCESS COMPLETE, CHECK PRINT QUEUE FOR REPDRT

ENMTER=Process, F31=Delete ALL for Bank/Date, F16=Exit.
MEV F1 |F2‘£‘ F3§|F‘\‘ F5 F6 F7 Fs u FSI FIOY FnE' F12E| FISQ 22.82.80
FIS« F17E;’ ne‘m Help FBI%

" Action

8 Select ﬁl (F16 - Exit) to return to the Payroll System — Check Reconciliation Menu.
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The following screen displays:

[ 7o ites991 Re=180100 G3/2U3018 POWOOL SV CORATS Coecon W ol o i)
Payroll System PAYHBBE11
FKey Check Reconciliation Henu
_1 | -- Check Peconciliation
_ 2 | -- Produce Check Reconciliation Listings
_3|-- DisplayfUpdate Checks/Direct Deposits
_ 4 | -- Produce Check Registers
_9 | -- Remove OLD Checks{Direct Deposits from Check Register

LEEY ™ I I T I A I O N A

F‘sﬁ =g | teeizh || PO VENQ

MORITOR | MORITO!

Step  Action

9 To print the report via the Uqueue Print Manager: Select W;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).
Where appropriate, 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.

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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5B.1. Deleted Payroll Checks / Direct Deposits — Example

DELETED' PAYROLL CHECES / DIRECT DEPOSITS

DROGRARM ID: PRYOLD BEGISTER OF DELETED DAYROLL CHECES / DIRECT DEPOSITS 0772472013 PRGE 1
TYPE STATUS BENE CHECEE ISSUE DATE DAYEE AMOTUNT CANCELLED /WOIDED
C C BEDE 0lZede 01/15/2003 DESVALLE, JESFEREY 50143 01/31/2003
c c BEDE 01247 01/15/2003  BLSNE, SHSWRNHR 405 .55 0173172003
c c EBEDZ 012e48 01/15/2003  LE2GEITI, WEESOMR 414 .30 01/31/2003
C C BEDE 01245 01/15/2003  WI3SHERS, MU3I 352 .40 01/31/2003
< c BEDE 0l1z2e:0 01/15/2003  RO3IRE, BEIITO 418 .35 0173172003
c C BEDE 01251 01/15/2003  LASSITER, MRSCENE 53.75 01/31/2003
c C BEDE 012e52 01/15/2003 ROSB, CLSUDIO 2e7 .30 01/31/2003
< c EEDE 012e:3 0171572003  CReOK, TRENTON 120.38 0173172003
C C BEDE 01254 01/15/2003  WA3ITE, MOITY 348 .72 01/31/2003
c c BEDE 012e55 0171572003 FRZNCE, JOZTIE 344 4 0173172003
c c EBEDZ 01Z2&e5e 01/15/2003 BAZES, COZEMAN 13z2.41 01/31/2003
C C BEDE 012857 01/15/2003  MO4TRLVO, LR4ELLE 44877 01/31/2003
< c BEDE 0lzece 01/15/2003  WHSATLEY, JASQUES 258059 0173172003
c C BEDE 012e55 01/15/2003 BASHEY, S5SISRS 434 08 01/31/2003
c C BEDE 012eel 01/15/2003  LI4ELY, MO4GRN 457 40 01/31/2003
< c EEDE 0lZeel 0171572003  ASSEW, GESALD 445 .02 0173172003
C C BEDE 0lZeez 01/15/2003 RESGEN, MRASY 23555 01/31/2003
c c BEDE 01Z2eed 0171572003  BE3RNCOURT, TO3ETTE 311 .5¢ 0173172003
c c EBEDZ 012ee4d 01/15/2003 BL7SS, ELTHE 328.03 0z/28/2003
C C BEDE 01Zees 01/15/2003 COBROY, NEETOR 328.73 01/31/2003
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