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Overview

PCGenesis Payroll System Operations Guide

The Payroll Sequence Monitor controls the sequence of the payroll run, and allows PCGenesis users to
monitor the payroll processing steps online. Completed procedures will be identified with Y (Yes),

incomplete procedures will contain an N (No).

PCG Dist=8991 Rel=23.04.00 12/11/2023 DOD 00T SV KASYSTEM  KASECOND WHITE — O X
PAYROLL SEQUENCE HONITOR Screen 1 of 2 PAYSTUPD
Setup payrQll For new pay_perlud . ¥ Referred to as “First column”
Run exceptions register with no exceptions H within the information below
Post substitute pay and employee leave H
Calculate payroll and update YTD figures H
Print paychecks and Direct Deposits H
/| Void/add Run Completed H
{This cycle can be repeated more than once) /) Final Register H
% | Deduction Registers H
Update earnings history with current pay H W Final Distribution H
Update budget files with current pay H «Second column?®
Manual/Uoid Checks Run Only: H Post leave for Manual/Uoid Run: H
Regular Gross Types HI 01d PSERS: M 01d ERS: ¥ TRS: ¥
Special Gross Types H Hew PSERS: H Hew ERS: ¥ GSEP3: ¥
—————————————————————— PAYROLLS SELECTED DURIMWG SETUP -—\————--——--—————————————
PAY HD. PAYS
SCH TaX CALC DESCRIPTION PERIOD CHECK DATE GHI
12 12 2823 PAYROLL YEAR 8 88731723 Y
Selected classes: 1 2 3 4 5L a6 7 8 918 11 12 15 16 28 21 22 28
EHTER=Validate, F3=Print screen, Fi1=Go to screen 2,
ENTW F3§ FnEl 23.64.00
F|S<b

Note: The Payroll Sequence Monitor items ‘Post substitute pay and employee leave’ and ‘Post leave

for Manual/Void Run’ are available only if the system is using the

Enhanced Substitute Pay and

Employee Leave System. Refer to the Payroll System Operations Guide, Section I: Special Functions,

Topic 3: Tax Tables/Withholding/Control Information Processing,

Procedure B: Display/Update the

Payroll Identification Record for additional information on enabling the Enhanced Substitute Pay and

Employee Leave System.

The information within the ‘Payrolls Selected During Setup * area defaults from Payroll Setup

selections, and system-specific payroll schedule information.
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PCGenesis Payroll System Operations Guide

Note the following Payroll Sequence Monitor guidelines:

Payroll Setup: The payroll setup procedure initializes employees’ current period payroll
information, removes deduction adjustments made in the prior period, clears hours and days for
non-salaried employees, clears employee messages for the new detailed pay stub, and clears
current leave usage. Payroll setup also resets the manual and void check processing.

To run payroll setup, all of the flags in the first column must be either N (No) or Y (Yes). Payroll
setup for a Regular payroll run sets the first monitor flag (Setup payroll for new pay period) to Y
(Yes) and all other flags to N (No). Payroll setup for a Manual/Void run sets the first four monitor
flags to Y (Yes), the Checks Replace/Added flag to Y (Yes), and all other monitor flags to N (No).
When payroll is set up for a Manual Void run, PCGenesis users must complete manual/void check
processing before setting up for payroll again.

Reset Payroll: Modify the Payroll Sequence Monitor to set the Setup payroll for new pay period
and Run exceptions register flags to N (No) if the monitor indicates the Setup payroll flag has been
setto Y (Yes), and but the Calculate Payroll and Update YTD procedure has not been completed.

If the Setup payroll flag is manually set to N (No), the flag may be manually set back to Y (Yes) to
recover the prior payroll setup, or an additional payroll setup may be run to change the payroll
run’s characteristics.

Update Selected Payroll Deductions: Modify the payroll deductions selected for the payroll cycle
if the monitor indicates the Setup payroll flag has been set to Y (Yes), and but the Calculate Payroll
and Update YTD procedure has not been completed. In the event the payroll cycle’s deduction
parameters require modifications, such as when adding a payroll deduction, users may modify the
deduction field information as needed. Enter Y (Yes) or N (No) next to the appropriate payroll
deduction field to select or deselect that deduction for processing during the payroll cycle.

Note that the Calculate Payroll and Print Exceptions step and the Calculate Payroll and Print
Trial Register step must be repeated after modifying the selected deductions for the payroll cycle.

Run Exceptions Register: The Setup payroll flag must be Y (Yes) and the Calc payroll and update
YTD figures flag must be N (No) to run the Exceptions Register. Running an error free Exceptions
Register sets the Run exceptions register with no errors flag to Y (Yes). If the Run exceptions
register flag is manually set to N (No), PCGenesis does not allow the flag to be set back to Y (Yes).
PCGenesis users should run an additional error free Exceptions Register to reset this flag.

For systems using the Enhanced Substitute Pay and Employee Leave System: The leave data
entered for the payroll cycle is collected in the Current Leave Input File. The Current Leave Input
File is a temporary holding area utilized for collecting the employee leave information, and the
substitute gross data lines. Setting up payroll causes the Current Leave Input File to be cleared in
preparation for the new payroll cycle.

Once all leave data and substitute pay has been entered into the Current Leave Input File and
verified, the Post Leave Input Data procedure can be performed. The Current Leave Input Data
may only be posted ONE TIME during the payroll cycle. The Current Leave Input File must be
posted before F4 — Calculate Payroll and Update YTD (Final) is executed so that the substitutes’
gross data transactions are included in the payroll.
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PCGenesis Payroll System Operations Guide

Posting the Current Leave Input File data accomplishes the following:

o The payroll monitor will display a ‘Y’ next to the Post substitute pay and employee leave step.
o The payroll monitor will display an ‘N’ next to the Run exceptions register with no exceptions
step.

Once the current leave input data has been posted, the user must run the payroll Trial Registers and
Exceptions Reports again. This is a required step because after the Current Leave Input File has
been posted, the payroll monitor switch for Run Exceptions Register with no exceptions is
automatically reset to ‘N’ so that the Trial Registers and Exceptions Reports must be rerun.

The Post Leave Input Data procedure updates the Payroll Monitor with each step of the leave
posting process. If posting fails, the user is forced to restore SECONDL to SECOND and cannot
proceed without doing so. The ‘Post substitute pay and employee leave’ indicator in the Payroll
Monitor will be updated with each step of the leave posting process as illustrated in the following
table.

‘Post substitute pay and
employee leave’ Payroll Leave Data Status
Monitor Value

N The Post Leave Input Data process has not started

S The Post Leave Input Data process started, but did not finish.

The substitute Gross Pay data has posted, but the Leave History
data has not been posted.

L The Post Leave Input Data process started, but did not finish.

The substitute Gross Pay data has posted and the Leave History
data has posted, but the Payroll Leave Data (F2, F2, F17) screen
has not been posted.

Y The Post Leave Input Data has completed successfully.

The Payroll Administrator may now continue with the next steps
in the payroll cycle.

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute Pay and
Employee Leave Processing, Topic 2: Leave Payroll Processing for additional information on the
Enhanced Substitute Pay and Employee Leave System.

Calculate Payroll and Update Year-to-Date (YTD - FINAL) Figures: To calculate payroll and
update YTD totals, the Run exceptions register with no errors flag must be Y (Yes) and the Calc
payroll and update YTD flag must be N (No). Running the Calculate Payroll and Update YTD
procedure sets the Calc payroll and update YTD figures flag to Y (Yes) when successfully
completed.

After F4 (Calculate Payroll and Update YTD —FINAL) has been performed, payroll may only be
reset by performing a PCGenesis restore. PCGenesis users should not attempt the restore
procedure unless being assisted by Technology Management Customer Support Center.
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PCGenesis Payroll System Operations Guide

Print Paychecks and Direct Deposits: To print paychecks and direct deposits, the Calc payroll and
update YTD figures flag must be Y (Yes) and the Print paychecks and direct deposits flag must be
set to N (No) or C (Check printing only completed). The code “C” indicates payroll checks have
printed but direct deposits have not printed. In this instance the Print Paychecks and Direct
Deposits step can be re-run and PCGenesis skips processing the checks, and only processes the
direct deposits. Running the print paychecks and direct deposits procedure successfully sets the
Print Paychecks and Direct Deposits flag to Y (Yes). The procedure also sets the Void/Add Run
Completed flag to Y (Yes).

Final Payroll Register: To run the Final Payroll Register, the Print Paychecks and Direct Deposits
flag and Void/Add Run Completed flag must be Y (Yes) and the Update Earnings History flag must
be N (No).

Deduction Register and Final Payroll Distribution Register: PCGenesis generates a warning
message when the Deduction Registers and Final Distribution Register flags are Y (Yes), and when
users process F7 (Print Final Payroll Register).

Printing the Final Payroll Register sets the Final Register flag to Y (Yes) and the Deduction
Registers and Final Distribution flags to N (No).

To print the Deduction Registers and Create the Direct Deposit File, the Final Register flag must
be Y (Yes) and the Update Earnings History flag must be N (No).

If the Final Distribution Register flag is Y (Yes), PCGenesis displays a warning message as users
attempt the F8 (Print Deduction Registers and Create Direct Deposit Export File) procedure from
the Payroll System — Check and Direct Deposit Menu.

Printing the Deduction Registers sets the monitor’s Deduction Registers flag to Y (Yes) and the
Final Distribution Register flag to N (No).

To print the Final Payroll Distribution Report, the Deduction Registers flag must be Y (Yes) and
the Update Earnings History flag must be N (No).

Printing the Final Payroll Distribution Register sets the Final Distribution flag to Y (Yes).

Update Earnings History with Current Pay: To update earnings history with current pay, the Final
Distribution flag must be Y (Yes), the Update Earnings History flag must be N (No), and the
update Budget Files flag must be N (No).

Running the Update Earnings History with Current Pay sets the Update Earnings History flag to Y
(Yes).

Update Budget Files with Current Pay: To run the Update Budget Files with Current Pay
procedure, the Update Earnings History flag must be Y (Yes), and the Update Budget flag must be
N (No).

Running the Update Budget procedure sets the Update Budget flag to Y (Yes). When the Update
Budget flag is set as such, the payroll cycle is complete.
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PCGenesis Payroll System Operations Guide

Manual Checks and Voids from Previous Payroll: F9 (Manual Check and Voids from Previous
Pay) may be performed any time after the payroll is set up, e.g. Setup payroll for a new period set
to Y (Yes), until earnings history is updated. Note however that any payroll processing procedure
resets the Final Register flag, Deduction Registers flag, and Final Distribution flag back to N (No).
These three procedures must be repeated if they were done before the Manual Check and Void
From Previous Pay procedure was completed.

Check/Direct Deposit Void/Add: F6 (Check/Direct Deposit Void/Add Menu) may be performed
during a normal payroll cycle after checks and direct deposits are run, e.g. Print checks and direct
deposits set to Y (Yes). Note however that any processing will reset the Final Register flag,
Deduction Registers flag, and Final Distribution flag back to N (No). PCGenesis users must repeat
these three procedures when completing the steps before void check processing.

Voiding and replacing a check, or adding a check to a payroll run also resets the Void/Add Run
Completed flag to N (No) to prevent PCGenesis users from reprinting the final registers until the
void cycle is complete. Voiding but not replacing a check leaves this flag unchanged. Completing
the Void and Replace Processing Cycle in order to recalculate and reprint the check resets the
Void/Add Run Completed flag back to Y (Yes) and allows final registers to be run.

Screen Print: The screen print feature allows the user to obtain a screen print of selected payroll

screens. The screen print feature is available on display/inquiry screens which have the ==&
button. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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PCGenesis Payroll System Operations Guide

Topic 1: Displaying the Payroll Sequence Monitor

Step Action

1

From any system menu, select the Pay Monitor button whatie from the button bar at the
bottom of the menu screen and proceed to Step 3.

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

or

The following screen displays:

Mazter

B EbEEEE bb bREIE

"”'list I

[Z] PCGDIst=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND

Payroll System

Haster Menu

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

File Reorganization

WHITE — O X
PAYMOBAB

23.084.88

Fig '

[I'"% l WOI‘@ NE@TFR MOFITOR.

Step |

Action

Select 12| (F12 - Update/Display Payroll Monitor).
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PCGenesis Payroll System Operations Guide

For in-progress payroll runs, the following screen displays:

PCG Dist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOMND WHITE - O X

PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period
Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update ¥YTD figures
Print paychecks and Direct Deposits

- ]

/ Void/Add Run Completed N
/ Final Register H
\ Deduction Registers H

%\ Fipal Distribution N

(This cycle can be repeated more than once)

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

zZ

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

01d PSERS: N 01d ERS: v TRS: ¥
Hew PSERS: H Mew ERS: ¥ GSEPS: ¥

Regular Gross Types
Special Gross Types

oo
== -

—————————————————————— PAYROLLS SELECTED DURING SETUP ——-———--———— -
PAY  HD. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2023 PAVROLL YEAR 8 88/31/23 ¥

Selected classes: 1 2 3 4 5 6 7 & 918 11 13 15 16 28 21 22 28

ENTER=Validate, F3=Print screen, F11=Go to screen 2,

EN“'V F3 % Fit E' 23.04.00
FIS-

The actual screen results are system-specific.

Step Action

3 To display Payroll Sequence Monitor information only: Review the screen’s

information, and select ﬁl (F11 - Go to screen 2) to display the deductions which have
been selected for the current payroll run.

If the user is finished reviewing the payroll monitor information, select ﬂ (F16 - Exit)
to return to the Payroll System Master Menu.

Select ﬂl (F3 — Print this data) to obtain a screen print of the Payroll Sequence Monitor
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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PCGenesis Payroll System Operations Guide

The following screen displays after selecting ﬁl (F11 - Go to screen 2) in Step 3:

B PCGDist=8991 Rel=14.02.01 08/20/2014 PCW 001 S¥ C:\DE¥SYS C:\SECOND — =] x|
PAYROLL SEQUENCE HMOHITOR Screen 2 of 2 PAYSTUPD
Deduction Control
(A "Y' indicates that the deduction is to be taken)
B08=FRINGE H B1=AHNUITY #1 Y B2=ANHUITY #2 ¥ B3=FED W/H TAX Y
B4=GA INCOME TAX ¥ O7=COUNTY TAXES Y 08=8T MT(N-C) NHT ¥ 89=8T MT CERT/HT ¥
18=UENDOR @81834 ¥ 19=VUENDOR A08828 Y 20=UENDOR B886821 ¥ 21=COURT W/H Y
22=1-UNDR 888814 H 23=I-UHDR 0800813 H 36=COURT W/H Y 37=VENDOR 883237 H
38=I-UNDR 884523 ¥ 39=UENDOR 604887 H 48=UENDOR 004808 ¥ 41=UEHDOR 882558 H
43=CUNION 802602 H 44=]1-UNDR 903104 H 45=UENDOR 663184 H u46=I-UNDR 083237 H
47=I-UNDR 8083237 H 48&=I-UNDR 98063237 H 49=I-UNDR 0803499 H 58=I-UNDR 083237 H
£2=I-UNDR 8083988 ¥ 53=I1-UHDR A04866 H 5S4=COURT UW/H Y 55=I-UNDR 885185 H
L6=I-UNDR 883237 H 57=I-UHDR 004888 Y 5B8=I-UNDR 805621 H 59=UENHDOR 885621 ¥
60=I-UNMDR 885616 H 61=I-UHDR 004888 Y 62=UENDOR 008018 ¥ G63=UEHDOR 885745 ¥
64=I-UNDR ©803988 ¥ 65=UENDOR 985621 ¥ 66=UENDOR 8686111 ¥ 67=UEHDOR 6888122 ¥
F3=Print screen, F12=Go to screen 1, F9=Hodify, F16=Exi
ENTEV F3§ F& u Fa ff FnEl F12E| 14.082.00
F1S«

The actual screen results are system-specific.

4 Select ﬁl (F12 — Go to screen 1) to return to the first page of the payroll sequence

monitor.

If the user is finished reviewing the payroll monitor information, select ﬂ (F16 - Exit)
to return to the Payroll System Master Menu.

Select ﬁl (F3 — Print this data) to obtain a screen print of the Payroll Sequence Monitor
Deduction Control screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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PCGenesis Payroll System Operations Guide

The following screen displays after selecting ﬁl (F12 — Go to screen 1) in Step 4:

[Z] PCGDist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND WHITE - O X
PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period ¥
Run exceptions register with no exceptions H
Post substitute pay and employee leave N
Calculate payroll and update YTD figures H
Print paychecks and Direct Deposits H
/ Void/Add Run Completed N
{This cycle can be repeated more than once) / Final Register H
% Deduction Registers H
Update earnings history with current pay H % Fipal Distribution H
Update budget files with current pay H

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

0ld PSERS: H 0O1d ERS: v TRS: ¥
Hew PSERS: H  Hew ERS: Y G3EPS: ¥

Regular Gross Types
Special Gross Types

T
== =

—————————————————————— PAYROLLS SELEGTED DURING SETUP —---—---——————————————
PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2023 PAYROLL YEAR ] 08/31/23 ¥

Selected classes: 1 2 3 4 5 6 7 & 918 11 13 15 16 28 21 22 28

ENTER=Validate, F3=Print screen, F11=Go to screen 2,

EN“'V Fsé Fz u Fa , Fit E' FizE' 23.64.080
FIS-

The actual screen results are system-specific.

Step | Action

5 Select ﬂ (F16 - Exit) to return to the Payroll System Master Menu.
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PCGenesis Payroll System Operations Guide

The following screen displays:

[Z] PCGDist=8991 Rel=23.04.00 12/11/2023 DODOO1 SV KASYSTEM  KASECOND WHITE - O X
Payroll System PAYMOBAB

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 EEEELE Ee bbt (3

-- File Reorganization

Master | Voo | 23.04_00

relm| U5 |55 [ EO, [ VEND

Step  Action

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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PCGenesis Payroll System Operations Guide

Topic 2: Modifying the Payroll Sequence Monitor

Procedure 2A. Resetting Payroll

1

From any system menu, select the Pay Monitor button v from the button bar at the
bottom of the menu screen and proceed to Step 3.

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

or

The following screen displays:

Master

B EEEEER b kbR

l|serliSt I

[Z] PCGDist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND

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
PAYMOBAB

23.084.88

FIS-

L | i | £, | VEND

Step |

Action

Select 12| (F12 - Update/Display Payroll Monitor).

Georgia Department of Education
December 11, 2023 e 3:17 PM e Page 11 of 23

All Rights Reserved.



PCGenesis Payroll System Operations Guide

For in-progress payroll runs, the following screen displays:

PCG Dist=8991 Rel=23.04.00 12/11/2023 DOD Q01 SV KASYSTEM  KA\SECOND WHITE - O X
PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period ¥
Run exceptions register with no exceptions H
Post substitute pay and employee leave N
Calculate payroll and update ¥YTD figures N
Print paychecks and Direct Deposits H
/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register H
\ Deduction Registers H
Update earnings history with current pay H %\ Fipal Distribution N
Update budget files with current pay H

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

01d PSERS: N 01d ERS: v TRS: ¥
Hew PSERS: H Mew ERS: ¥ GSEPS: ¥

Regular Gross Types
Special Gross Types

oo
== -

—————————————————————— PAYROLLS SELECTED DURING SETUP ——-———--———— -
PAY  HD. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2023 PAVROLL YEAR 8 88/31/23 ¥

Selected classes: 1 2 3 4 5 6 7 & 918 11 13 15 16 28 21 22 28

ENTER=Validate, F3=Print screen, F11=Go to screen 2,

EN“'V F3 % Fit E' 23.04.00
FIS-

The actual screen results are system-specific.

3 To modify Payroll Sequence Monitor information: Modify the appropriate field
information, and select _""I (Enter).

Typically, the Payroll Sequence Monitor screen is for display purposes only. If however,
only the first two flags are set to Y (Yes), PCGenesis allows the user to reset the current
payroll cycle. In the event the payroll cycle’s parameters require modifications, such as
when adding a payroll schedule, or when changing the deduction parameters, users may
modify the field information as needed.

To cancel the current payroll run’s setup: Enter N (No) in the Setup payroll for new

pay period field, and the Run exceptions register with no exceptions field and selectﬂl
(Enter). This allows the payroll setup process to begin again.

Note however, when manual checks or voids are present, the payroll setup cannot be
cancelled. To cancel the payroll setup when manual checks or voids are present, delete the
manual checks and voids first.
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PCGenesis Payroll System Operations Guide

When cancelling the current payroll run’s setup, the following dialog box displays:

Payroll Setup Warning

Warning - Resetting PAYSTAT Flag(s) will result in loss of

substitute pay, leave, sick pay, new paycheck employee
messages,
manual checks, voided checks and deduction adjustments.

Select Yes to Continue, Mo to cancel

Yes

The following screen displays after selecting ﬂl (Enter) in Step 3, and ‘YES’ in the dialog box:

:Nr:v

PCG Dist=89%1 Rel=23.0400 12/11/2023 DOD 00T SV KASYSTEM  KC\SECOND WHITE - O x

Setup payroll for new pay period N
Run exceptions register with no exceptions H
Post substitute pay and employee leave H
Calculate payroll and update ¥TD figures N
Print paychecks and Direct Deposits H

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

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

PAY HO. PAYS
SCH TAX CALC DESCRIPTION PERIDD CHECK DATE GHI
12 2823 PAYROLL YEAR 8 88/31/23 ¥

Selected classes:

EHTER=Reenter,|F8=Update,|F16=Exit.

Fsﬁ

——————————— PAYROLLS SELECTED DURING SETUP -—---—--——-—————m—mmo

PAYROLL SEQUEHCE HONITOR Screen 1 of 2 PAYSTUPD

/ Void/Add Run Completed N

N
% Deduction Registers H
\ Final Distribution N

z =

Manual/Void Checks Run Only: H Post leave for Manual/Void Run: N

01d PSERS: H 01d ERS: Y TRS: ¥
Hew PSERS: H Hew ERS: Y GSEP3: ¥

Regular Gross Types
Special Gross Types

oo
== =

2 3 % 5 6 7 8 916 11 13 15 16 28 21 22 28

Fg E FS’ FnE' F12E| 23.04.08

Fig -

The actual screen results are system-specific.

Step | Action

Verify the screen’s information is correct, and select ﬁl (F8 - Update).

If the information is incorrect, select El (ENTER - Reenter) and return to the original
display values.

Georgia Department of Education
December 11, 2023 ¢ 3:17 PM e Page 13 of 23
All Rights Reserved.



The following screen displays:

PCGenesis Payroll System Operations Guide

[Z] PCGDIst=2991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND WHITE — O X
PAYROLL SEQUENCE MOMITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period N
Run exceptions register with no exceptions H
Post substitute pay and employee leave N
Calculate payroll and update ¥YTD figures N
Print paychecks and Direct Deposits H
/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register H
\ Deduction Registers H
Update earnings history with current pay H %\ Fipal Distribution N
Update budget files with current pay H
ManualfUoid Checks Run Only: Post leave for Manual/Uoid Run: H
Regular Gross Types 01d PSERS: 01d ERS: TRS:
Special Gross Types Hew PSERS: Mew ERS: GSEPS:
—————————————————————— PAVROLLS SELEGTED DURIMNG SETUP ———————————————— oo
PRy NHO. PAYS
SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
3elected classes: 1 2 3 4 5 6 7 & 9 18 11 13 15 16 28 21 22 28
ENTER=Validate, F3=Print screen, F11=Go to screen 2,
EN“'V Fs% Fz u Fs , FnE' FizE' 23.04.080
FIS«

The actual screen results are system-specific.

" Action

Step

Select ﬂ (F16 - Exit) to return to the Payroll System Master Menu.

Select ﬂl (F3 — Print this data) to obtain a screen print of the Payroll Sequence Monitor
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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PCGenesis Payroll System Operations Guide

The following screen displays:

[Z] PCGDist=8991 Rel=23.04.00 12/11/2023 DODOO1 SV KASYSTEM  KASECOND WHITE - O X
Payroll System PAYMOBAB

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 EEEELE Ee bbt (3

-- File Reorganization

Master | Voo | 23.04_00

relm| U5 |55 [ EO, [ VEND

Step  Action

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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PCGenesis Payroll System Operations Guide

Procedure 2B. Updating Selected Payroll Deductions

1

From any system menu, select the Pay Monitor button vt from the button bar at the
bottom of the menu screen and proceed to Step 3.

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

or

The following screen displays:

Master

llserli @

FEey

b EREELE bbb

E PCG Dist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOMND

Payroll System

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/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

File Reorganization

WHITE - O x
PAYMBBBO

23.04._080

Fish

=}

Vor 5 | LAY | WEND

Select 12| (F12 - Update/Display Payroll Monitor).
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PCGenesis Payroll System Operations Guide

For in-progress payroll runs, the following screen displays:

PCG Dist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOMND WHITE - O X

PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period
Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update ¥YTD figures
Print paychecks and Direct Deposits

- ]

/ Void/Add Run Completed N
/ Final Register H
\ Deduction Registers H

%\ Fipal Distribution N

(This cycle can be repeated more than once)

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

zZ

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

01d PSERS: N 01d ERS: v TRS: ¥
Hew PSERS: H Mew ERS: ¥ GSEPS: ¥

Regular Gross Types
Special Gross Types

oo
== -

—————————————————————— PAYROLLS SELECTED DURING SETUP ——-———--———— -
PAY  HD. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2023 PAVROLL YEAR 8 88/31/23 ¥

Selected classes: 1 2 3 4 5 6 7 & 918 11 13 15 16 28 21 22 28

ENTER=Validate, F3=Print screen, F11=Go to screen 2,

EN“'V F3 % Fit E' 23.04.00
FIS-

The actual screen results are system-specific.

Step Action

3 To display Payroll Sequence Monitor information only: Review the screen’s

information, and select ﬁl (F11 - Go to screen 2) to display the deductions which have
been selected for the current payroll run.

If the user is finished reviewing the payroll monitor information, select ﬂ (F16 - Exit)
to return to the Payroll System Master Menu.

Select ﬂl (F3 — Print this data) to obtain a screen print of the Payroll Sequence Monitor
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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PCGenesis Payroll System Operations Guide

The following screen displays after selecting ﬁl (F11 — Go to screen 2) in Step 3:

m PCG Dist=8591 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND WHITE - O X
PAYROLL SEQUENCE HONITOR Screen 2 of 2 PAYSTUPD

Deduction Control
(A 'Y" indicates that the deduction is to be taken)

88=FRINGE

84=GA INCOME TAX
18=VENDOR 883168
22=UENDODR 085828
33=UVENDOR B040827
43=UENDOR 883949
49=1-UNDR 986113
53=I-UNDR 006758
57=I1-UHNDR 087823

81=15T ANNUITY
87=457 PLAN
14=COURT W/H
25=COURT W/H
34=UENDOR AB4858
44=1-UNDR 868561
58=I-UNDR 068413
S4=COURT W/H
58=UENDOR 807497

82=2NMD ANNUITY
B8=STATE MERIT
16=UENDOR 885726 19=COURT W/H
26=COURT W/H 38=COURT W/H

Y @3=FED W/H TAX

¥

¥

¥
35=VENDOR 806783 ¥ 38=COURT W/H

¥

¥

¥

¥

@9=STATE MERIT

<= <=

46=I1-UNDR B8B562 47=UENDOR 882831 ¥
51=I-UNDR 08085741 52=1-UNDR @08414 ¥
S5=UENDOR 006565 56=1-UNDR BB7658 H
59=UENDOR 008174

== = =€ =C C =C =C C =C
=L L -C-LC-L-CL-<

F3=Print screen, F12=Go to screen 1, F9=Hodify, F16=Exi

EN“'V Fsé Fz u Fa j Fil E' FizE' 23.64.080
FIS-

The actual screen results are system-specific.

Step | Action

4 select =22 (F9 - Modify) to modify.
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PCGenesis Payroll System Operations Guide

The following screen displays after selecting il (F9 — Modify) in Step 4:

PCG Dist=8591 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND WHITE - O X
PAYROLL SEQUENCE HONITOR Screen 2 of 2 PAYSTUPD

Deduction Control
(A 'Y" indicates that the deduction is to be taken)

88=FRINGE

84=GA INCOME TAX
18=VENDOR 883168
22=UENDODR 085828
33=UVENDOR B040827
43=UENDOR 883949
49=1-UNDR 986113
53=I-UNDR 006758
57=I1-UHNDR 087823

81=15T ANNUITY
87=457 PLAN
14=COURT W/H
25=COURT W/H
34=UENDOR AB4858
44=1-UNDR 868561
58=I-UNDR 068413
S4=COURT W/H
58=UENDOR 807497

82=2NMD ANNUITY
B8=STATE MERIT
16=UENDOR 885726
26=COURT W/H
35=UVENDOR 006783
46=I1-UNDR B8B562
51=I-UNDR 08085741
S5=UENDOR 006565
59=UENDOR 008174

83=FED W/H TAX
@9=STATE MERIT
19=COURT W/H
38=COURT W/H
38=COURT W/H
47=UENDOR 882831
52=1-UNDR 088414
56=1-UNDR 0OB7658 H

el << l<< <<
|- |2 |2 =2 |2 =& |- == ==
[=Z [=C [=C = [= [=C =2 =2 =2

e I=c |=c |=c |- |= -

ENTER=Ualidate, F8=Save, F12=Go to screen 1, F16=Exit

EN“'V Fz E Fiz El 23.64.080
FIS-

The actual screen results are system-specific.

5 To modify the Selected Payroll Deduction information: Enter Y (Yes) or N (No) next to
the appropriate payroll deduction field, and select _""l (Enter) to validate.

Typically, the Payroll Sequence Monitor screen is for display purposes only. If however,
only the Setup payroll for new pay period field and the Run exceptions register with no
exceptions field are set to Y (Yes) on screen 1, PCGenesis allows the user to reset the
selected payroll deductions. In the event the payroll cycle’s deduction parameters require
modifications, such as when adding a payroll deduction, users may modify the field
information as needed.
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PCGenesis Payroll System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=23.04.00 12/11/2023 DODOOT SV KASYSTEM  KASECOND WHITE — O X
PAYROLL SEQUENCE MONITOR Screen 2 of 2 PAYSTUPD
Deduction Control
(A 'Y' indicates that the deduction is to be taken)
B8=FRINGE Y  B81=15T ANMUITY ¥ B2=2HD ANHUITY ¥ B3=FED W/H TAX ¥
B4=GA IHCOME TAX Y B7=457 PLAH ¥ B8=STATE HERIT ¥ B89=3TATE HERIT ¥
18=UENDOR @63168 ¥ 14=COURT W/H Y 16=UENDOR 885726 ¥ A19=COURT YW/H Y
22=UENDOR @685828 ¥ 25=COURT W/H Y 26=COURT W/H ¥ 38=COURT YW/H ¥
33=UEHDOR @84827 ¥ 34=UEHDOR 0840858 ¥ 35=UEHDOR 8856783 ¥ 32IB=COURT W/H ¥
43=UEHDOR @A3949 ¥ 44=]1-UHDR 0688561 ¥ u46=I1-UHDR 688562 ¥ 47=UEHDOR AA2831 ¥
49=I-UHDR 866113 ¥ 58=I-UHDR 068413 ¥ 51=I-UNDR 865741 ¥ 52=I-UNDR 808414 ¥
53=I-UNDR 886758 ¥ GSh=COURT W/H Y GL5=UENMDOR 886565 ¥ G56=I-UMDR 887658 ¥
L7=I-UNDR @87823 ¥ G58=UEHDOR 087497 ¥ GO=UEHDOR 888174 Y
|Ua1idatiun Passed - F8 to Sauel

=lalidate, =5ave, =Go to screen 1, F16=Exit

ENT:'V FBﬁ Fg E F3 , FﬂEl F|2E| 23.04.00

FIS#

The actual screen results are system-specific.

Step  Action

6 Select ﬁl (F8 — Save) to save.
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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=23.04.00 12/11/2023 DODOOT SV KASYSTEM  KNASECOND WHITE - O X
PAYROLL SEQUENCE HMONITOR Screen 2 of 2 PAYSTUPD

Deduction Control
(A 'Y' indicates that the deduction is to be taken)

B1=15T ANNUITY
B7=457 PLAN
14=COURT W/H
25=COURT W/H
34=UENDOR 084850
44=1-UNDR 888561
58=I1-UNDR 888413
S54=COURT W/H
58=UENDOR 087497

B82=2NHD ANNUITY
B8=STATE HERIT
16=UENDOR 885726 19=COURT YW/H
26=COURT W/H 38=COURT YW/H

B0=FRINGE ¥
¥
¥
¥
35=UENDOR 086783 Y 38=COURT W/H
¥
¥
¥
¥

B4=GA INCOME TAX
18=UENDOR 083168
22=UENDOR 8085828
33=UENDOR 004827
43=UENDOR B83949
49=I-UNDR 0086113
53=I-UNDR 0086758
57=I-UNDR 007823

@3=FED W/H TAX
B9=STATE HERIT

=< -=<-<-

46=1-UNDR BBB562 47=UENDOR 882831 v
51=I-UNDR 885741 52=1-UNDR 888414 v
S5=UENDOR BB6565 L6=I-UNDR 887658 V
59=UENDOR 088174

== = =C =C =C C =C =C =C
=L L -C-CC-L-C-C

eptions {F2)} & Print Trial Register (F3)'|
=EX1

ENT:'V = F3 I Fiz E' 23.04.08
F‘Sh

The actual screen results are system-specific.

! Select ﬁl (F12 — Go to screen 1) to return to the first page of the payroll sequence

monitor.

If the user is finished reviewing the payroll monitor information, select ﬂ (F16 - Exit)
to return to the Payroll System Master Menu.

Select ﬁl (F3 — Print this data) to obtain a screen print of the Payroll Sequence Monitor
Deduction Control screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

Note that the Calculate Payroll and Print Exceptions step and the Calculate Payroll and
Print Trial Register step must be repeated after modifying the selected deductions for
the payroll cycle.
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PCGenesis Payroll System Operations Guide

The following screen displays after selecting ﬁl (F12 — Go to screen 1) in Step 7:

[Z] PCGDist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOND WHITE - O X
PAYROLL SEQUENCE MONITOR Screen 1 of 2 PAYSTUPD
Setup payroll for new pay period ¥
Run exceptions register with no exceptions H
Post substitute pay and employee leave N
Calculate payroll and update YTD figures H
Print paychecks and Direct Deposits H
/ Void/Add Run Completed N
{This cycle can be repeated more than once) / Final Register H
% Deduction Registers H
Update earnings history with current pay H % Fipal Distribution H
Update budget files with current pay H

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

0ld PSERS: H 0O1d ERS: v TRS: ¥
Hew PSERS: H  Hew ERS: Y G3EPS: ¥

Regular Gross Types
Special Gross Types

T
== =

—————————————————————— PAYROLLS SELEGTED DURING SETUP —---—---——————————————
PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 2023 PAYROLL YEAR ] 08/31/23 ¥

Selected classes: 1 2 3 4 5 6 7 & 918 11 13 15 16 28 21 22 28

ENTER=Validate, F3=Print screen, F11=Go to screen 2,

EN“'V Fsé Fz u Fa , Fit E' FizE' 23.64.080
FIS-

The actual screen results are system-specific.

Step | Action

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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PCGenesis Payroll System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=23.04.00 12/11/2023 DOD 001 SV KASYSTEM  KASECOMND WHITE - O X
Payroll System PAYMOBAB
FEey 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 EEEELE b b

File Reorganization

Mastur | loery 23.84._80

reE| 15 | V5| EAN | WEND
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