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Agenda 

• 2010 Enhancements 

• 2011 Enhancements 

• New Substitute Pay & Employee Leave System 

• Site Recommendations 

• Discussion 
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2010 Enhancements 
Payroll 
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2010 Enhancements 
Payroll 

• New & Improved Pay Check Remittance 

• Earnings History Export 

• Earnings History Gross Pay Distribution Export 

• Add YTD Fields for Employer Amounts 

• Print YTD Earnings Register for One Employee 

• Import New Employees 

• Replace Work Locations for CPI 

• Allow Reprint of 1099-MISC Forms 

• Reset Payroll Monitor – List Class – List Deductions 

• Mass Update Selected Employees’ Field(s) 
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New 8.5 x 14 Pay Check 
Self-Seal Example 
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New 8.5 x 11 Pay Check 
Non-Self-Seal Example 
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New Remittance Example 
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New Export Option for Payroll Files 

• Allows users to select fields from the earnings history data for 
export 

• Allows Selection by the following Options: 
– Set Filter 

– Date Range 

– Earning Type 

– Etc. 

• Earnings History 

• Earnings History Gross Pay distribution 
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2010 Enhancements 
Financial 
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2010 Enhancements 
Financial 

• Expenditure by Account Across Multiple Fiscal Years (ARRA) 

• Reverse Deposit 

• New Export Option for Financial Reports 
– Budget Master 

– Revenue Master 

– Revenue & Expenditure 

– Vendor Payments 

– Balance Sheet 

– Receipts, JV, GL, Trial Balance, etc. 

• DOAA Transparency In Government Export File 

• Vendor Payments for Any Period by Vendor 
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Expenditure by Account Across 
Multiple Fiscal Years 

• Allows the option of producing a detail report of 
expenditures across multiple fiscal years 

• Will facilitate reporting for the American Recovery 
and Reinvestment Act of 2009 (ARRA) 

• Districts now need to turn in expenditure totals 
spanning multiple fiscal years, and report the 
information by account fund/program 
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Reverse Deposit 

• If a receipt has been deposited in error, the 
user will be able to reverse the deposit and 
reopen the receipt 

• This will facilitate correcting receipt and 
deposit errors 
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New Export Option for Financial Files 

• Many Financial Report Options now allow the option of 
producing a comma separated export file (.csv file) in addition 
to the printed report 

• The export file contains the same information that prints on 
the report, but puts the data into a data file 

• This allows users to perform data analysis on specific data by 
using spreadsheet capabilities 

• Producing the export file is optional, but the report will always 
be produced 
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New Export Option for Financial Files 

• Budget Master Account Activity 

• Revenue Master Account Activity 

• Revenue and Expenditure Detail / Summary 

• Balance Sheet for Any Period 

• General Ledger for Any Period 

• Journal Vouchers for Any Period 

• Receipts for Any Period 

• Trial Balance & Audit Year-End Transmission 

• Vendor Payments for Any Period 
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2011 Enhancements 
Payroll 
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2011 Enhancements 
Payroll 

• Add Support for Third Party Printing / Data Capture 

• New EEO-5 Report 

• Export New Hire File for Georgia Directory of New Hires 

• Benefits YTD Earnings History Register 

• Allow Deduction Employer Contributions to be Calculated based 
on Process Types (Only applies to Employer Indicator ‘2’) 

• Export/Import Selected Payroll/Deduction/CPI Information 

• Add Certificate ID to Certified/Classified Employer Error List 

• 2011 FICA Updates 
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Add Support for Third Party Printing / 
Data Capture 

• A third party company, such as SoftDocs, will now be able 
to interface with PCGenesis 

• PCGenesis will output text-only files so that these files 
may be captured by a third party 
– Payroll Checks 

– Direct Deposit Advices 

– W2s 

– 1099s 

– Vendor Checks 

– Purchase Orders 

• Third Party will provide multiple options such as 
Employee Web Access 
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New EEO-5 Report 
• The EEO-5 survey is a survey required by Federal law 
• It is Biennial, conducted in even-numbered years 
• The EEO-5 job code is a new field 
• A new option has been added to the Payroll Export / 

Import process to assist updating employee EEO-5 Job 
Code 

• The Alpha Description File has been updated with a new 
EEO-5 Table 

• Four EEO-5 Reports & Files are available 
– EEO-5 Error Report 
– EEO-5 Detail Report 
– EEO-5 Not Counted Report 
– EEO-5 Summary Report 
– Creates the EEO-5 Transmission File 
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Export New Hire File for Georgia 
Directory of New Hires 

• Federal and State law requires employers to report 
newly hired and re-hired employees in Georgia to the 
Georgia New Hire Reporting Program 

• PCGenesis allows export of new hire information 
from payroll into a file that meets Georgia New Hire 
layout specifications 

• Employers and/or labor organizations doing business 
in the State of Georgia must report the following 
employees: 
– New Employees 

– Re-Hires or Re-Called Employees 

– Temporary Employees 
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Benefits YTD Earnings History Register 

• This report summarizes the employer benefit 
amounts by employee based upon the earnings 
history records 

• It can be printed for a specific pay class, a specific 
employee, or for all employees 

• When printed for all employees, the report can be 
sorted by employee name or by employee name 
within pay class 

• This Report has been requested by the Auditors 

11/10/2011 21 



Benefits YTD Earnings History Register 
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Deduction Employer Contributions 
Calculated Based on Process Types 

• A new feature has been added to facilitate 
calculating the employer contribution of certain 
deductions 

• This will allow the end user to specify which gross 
earnings to use in the employer contribution 
calculation  

• Works with Employer Indicator ‘2’ 

• This is useful when certain earnings should be 
excluded from the employer contribution calculation 
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Deduction Employer Contributions 
Calculated Based on Process Types 
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2011 Enhancements 
Financial 
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2011 Enhancements 
Financial 

• School Nutrition DE-106 File Submission  (SNO) 

• Add Screen Print Option to Selected Screens 

• Add Button Bar to Selected Financial Screens 

• New Features Added to Word Print Queue 

• Report Option to Allow Include/Exclude Range of Accounts 

• Export Budget COA & Load Budget from External File 

• Export Revenue COA & Load Revenue from External File 

• Add Deposit Bank to Daily Receipts Report 

• Add Vendor Reference to Claim/Expenditure Inquiry Selection 

• Option to Print Journal Vouchers by Voucher Number Range 

• When Posting Receipts Insert Amount When Only One Line 

• Simplify Adding New Facilities in PCGenesis – Remove FACTY File 
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School Nutrition DE-106 File 
Submission  (SNO) 

• The School Nutrition Online Reporting System 
(SNO) is a web application which allows you to 
upload data files extracted from a school 
district’s financial application 

• PCGenesis will now facilitate the creation of 
the DE106 Financial Data File for upload to 
SNO 
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School Nutrition DE-106 File 
Submission  (SNO) 

• Trial Balance Report for DE106 Reporting 
Month   (PCGenesis program simulates this) 
– Revenue 

– Expenditure 

– Balance Sheet          (Available if Previous Month Closed) 

• User Input 
– School Nutrition Inventory   (Select One) 

• Purchase USDA 

• Single Inventory           (Combines USDA & Regular Food) 
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School Nutrition DE-106 File 
Submission  (SNO) 

• First Time Requires Facility Code Setup for Funds 
– Account Master Description File Maintenance 

• Only 600 Funds with Facility Code Reported 
– SNO Only Accepts Specified Facilities 

• Select Inventory Type 
– Purchase USDA 
– Single Inventory   (Combines USDA & Regular Food) 

• Check Previous Month Open/Closed Status 
– Closed   (PCGenesis Provides Values) 

• Revenue 
• Expenditures 
• Balance Sheet 

– Open    (User Inputs Balance Sheet Values) 
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School Nutrition DE-106 File 
Submission  (SNO) 
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• Sample User Input Screen – Purchase USDA 
– Note Inventory Type Displayed 

– Note Some Inventory values pulled from Expenditure & Balance Sheet 

 



Account Master Description File 
Maintenance 

• Add Facility Code to All Reported 600 Funds 
– Updated by PCGenesis Administrator 
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Account Master Description File 
Maintenance 

• Do NOT Add Facility Code to All 600 Funds 
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Account Master Description File 
Maintenance 

• Add Facility Code to All Reported 600 Funds 
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Account Master Description File 
Maintenance 

• Repeat for All Reported 600 Funds 

 

 

11/10/2011 34 



Add Screen Print / Button Bar to 
Selected Screens 

• A Print Screen Option has been added to 
selected screens.  This will create a copy of the 
current screen and make it available in the 
Print Queue  

• If there are additional screens which need this 
feature, submit a Dticket 

• The Button Bar has been added at the bottom 
of selected Financial screens to be consistent 
with Payroll screens 
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Add Screen Print / Button Bar to 
Selected Screens 
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Add Screen Print / Button Bar to 
Selected Screens 
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Added Features to Word Print Queue 

• Access via the       button from any menu 

• The Print-Save             button will allow the user to print the 
document and then save the document on the print queue 

• The Print-Delete             button will allow the user to print the 
document and then delete the document from the print queue   

• The New MSWORD                 button will allow the user to launch 
Microsoft® Word and edit a new blank document 

• The Open in MSWORD                 button will continue to open 
the selected document in Microsoft® Word  

• The selected file can be deleted by selecting the Delete           
button or the Delete key on the keyboard 
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Added Features to Word Print Queue 
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Print Queue Example 
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Word Print Queue Example 
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Added Features to Word Print Queue 

• Word Print Queue requires a Macro be 
installed in MS Word for each individual PC 

• Call the Help Desk for assistance or refer to 
PCG Documentation for instructions 
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Report Option to Allow 
Include/Exclude Range of Accounts 

• Specify include and exclude ranges for each piece 
of the GL account number so that a subset of the 
entire report can be printed 

• F10 will open the additional columns for user 
input 

• Any additional entries made to establish an 
Include Range or Exclude Range must begin with 
the high order digit 

• Example, for user input FUND 1XX – 44X    2XX – 
345 will report all FUNDs from 100 thru 449 and 
exclude FUNDs 200 – 345 
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Report Option to Allow 
Include/Exclude Range of Accounts 
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New Substitute Pay & Employee 
Leave System 
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New Substitute Pay 
 & Employee Leave System 

 
• The Department of Education is pleased to 

announce the development of a new 
Substitute Pay and Employee Leave system 

• While the programs have been updated, this 
system is still being developed 

• We would also like to find volunteers to be 
“early adopters” of the new system 

• Using the new system will be optional 
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New Substitute Pay 
 & Employee Leave System 

• Set up Leave Type Codes 
• Set up Leave Reason Codes 
• Set up Payroll Class Code Leave Parameters 
• Set up Advance Formulas 
• Leave Input 
• Post Leave Input Data 
• Leave Advance, Year-End/Carry-Over Processing 

and Sick Bank 
• Leave History 
• Leave Reports and CPI Processing 
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Set up Leave Type Codes 

Screen 1 
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Set up Leave Type Codes 

• Leave Type codes are available for the Following: 
– Paid sick 
– Other 
– Unpaid 
– Paid Vacation 
– Approved professional 
– Sick bank 

• Leave Type codes correspond to leave buckets available 
within payroll  

• Leave Types A6 and L6 define leave taken for Staff 
Development 

• Leave  Type A7 define leave taken from sick Bank 
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Set up Leave Type Codes 

Screen 2 
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Set up Leave Type Codes 

• Screen 2 has two areas 

• Accrual Parameters – How is leave advanced 
– Annually or Monthly 

– How to handle accumulated days 

– Advance to all or contract month or service 

• Leave Parameters – How is leave taken 
– Unlimited or balance available or fixed amount 

– Allow to go negative 

– Maximum amount of time off requested and smallest time increment 

– Print in hours or days 
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Set up Leave Reason Codes 

What type of leave is taken within a specific Leave Type 
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Set up Leave Reason Codes 

• Leave Reason Code Example1 
– Leave Type Sick 

• FMLA 
• Personal Leave 
• Sick Bank Contribution 

• Leave Reason Code Example2 
– Define maximum leave amount allowed 

• Personal Leave maximum 3 days within Sick Leave 

• Leave Reason Code Example3 
– Leave Type Other 

• Jury Duty = 01 
• Bereavement = 02 
• National Guard duty = 03 
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Set up Payroll Class Code Leave 
Parameters 

Class Code Leave Parameters only need to be set up one time 
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Set up Payroll Class Code Leave 
Parameters 

Screen 2 
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Set up Payroll Class Code Leave 
Parameters 

• Employees in the class may be allowed sick 
leave but not vacation leave 

• Indicate pay rates for substitutes 
• Substitute Rank defines rank of the 

substitute which defines pay rate 
• Substitute Rank defined on employee 

Personnel screen 
• Up to 5  levels of pay are defined 
• Hourly or daily rates 
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Set up Advance Formulas 

• Allows user to define how leave will be advanced 
and carried over at the end of the plan year 

• Can be defined per leave type, per payroll class, 
and then per contract months or service months 
or advance to all employees 

• Provides a great deal of flexibility in setting up 
the leave advance parameters and also allows the 
users to run the Advance Leave process and the 
Year-End Rollover process for all employees with 
the stroke of a key 
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Set up Advance Formulas 

Contract months, days to advance, accrued, carry over 

11/10/2011 58 



Set up Advance Formulas 

Months service, days to advance, accrued, carry over 
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Set up Advance Formulas 

• These screens illustrates setting up the Leave 
Advance Formulas based upon the employee’s 
contract months.  The number of days to 
advance, the maximum days which can be 
accrued, and the maximum days to carry over 
to the new year can be defined based upon 
the leave type, the payroll class, and the 
contract months of the employee 
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Leave Input 

Screen 1 
Enter employee number, leave start date, type, reason codes, days absent 

If Substitute, enter Substitute employee number.  If no substitute, check the box 
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Leave Input 
Screen 2 

Two section - Top=Absent Employee Leave taken - Bottom= Pay for substitute 
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Leave Input 

• Tied to payroll cycle 

• Cleared at payroll set up 

• Collected in the Leave Input file 

• Reports generated from input data 

• Corrections made before user posts leave 

• Prior to F4 – Calculate Payroll & Update YTD 
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Post Leave Input Data 

• The leave for the current payroll cycle is 
collected in the Leave Input File 

• Reports are generated from the input data 

• Corrections are made to the leave data before 
the user posts the leave 

• The 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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Post Leave Input Data 
• Posting leave input data accomplishes the following: 

– Gross data information is created for the substitute and 
posted to the substitute’s Update/Display Gross Data 
screen (F2, F2, F4) 

– Current leave is posted for the absent employee’s pay stub.  
The absent employee’s leave balances, current leave 
taken, and year-to-date leave taken fields are updated.   
The pay stub leave data is available from the 
Update/Display Current Leave Data screen (F2, F2, F6) 
within payroll 

– The absent employee’s leave data is posted into the Leave 
History File. 

– All leave transactions are deleted from the Leave Input File 
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Leave Advance, Year-End/Carry-Over 
Processing, and Sick Bank  

• Can be run in trial mode or in final mode  
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Leave Advance, Year-End/Carry-Over 
Processing, and Sick Bank  

• Leave can be automatically advanced either on a 
monthly or annual basis based upon parameters for 
each Leave Type  

• With the stroke of a key, leave can be advanced for all 
payroll classes automatically for a specific Leave Type 
based upon the Leave Advance Formulas determined 
during set up 

• For example, if sick leave (Leave Type A1) is defined to 
advance leave based upon the employee’s number of 
contract months, running the job will advance all 
employees’ leave correctly based upon the Leave 
Advance Formulas 
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Leave Advance, Year-End/Carry-Over 
Processing, and Sick Bank  

Leave Advance 
• Trial mode will produce a report of pending 

modifications to the affected employees’ leave 
• Once the administrator verifies the changes, the 

process can be run in final mode to actually update the 
employee’s leave history 

• The administrator will also have the ability to turn off 
the leave advance based upon an employee’s contract 
months field  

• For example, the administrator can turn off the leave 
advance for ten month employees when running the 
Advance Leave and Post in June and July 
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Leave Advance, Year-End/Carry-Over 
Processing, and Sick Bank  

Year-end and carry over processing 
• Can be processed for all payroll classes automatically 

for a specific Leave Type based upon the Leave 
Advance Formulas determined during set up 

• For example, the Leave Type determines if unused 
days/hours will be dropped or carried over and 
whether unused days are added to the sick leave 
balance 

• The Leave Advance Formulas also determine the 
maximum number of days/hours which can be carried 
over to the new year based upon the employee’s 
number of contract months or service months 
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Leave Advance, Year-End/Carry-Over 
Processing, and Sick Bank  

Sick Bank 

• Will have the ability to track a sick bank 

• Employees will be flagged as either belonging to the 
sick bank or not belonging to the sick bank  

• The employee will be able to make a contribution to 
the sick bank based upon the parameters set up on the 
Leave Reason Code for the sick bank contribution 
category 

• Once the administrator verifies the changes, the 
process can be run in final mode to update the system 
sick bank balance and the employee’s leave history 
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Leave History 
• The enhanced PCGenesis substitute pay and employee leave 

system will include a new Leave History File for tracking 
employees’ beginning balances, leave advances, and leave taken 

• The leave history will contain all data related to a time off event 
including the absent employee number, leave type code, leave 
reason code, leave starting date, time off days/hours, substitute 
employee number (if applicable), and the total hours/days and 
the total amount that the substitute was paid for the leave taken 
(if applicable)  

• The Leave History will function in much the same way as the 
payroll earnings history.  Leave history records will be created for 
a specific Leave Plan Year and will have a Status Code which 
indicates the type of history record 
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Leave History 
• The Status Codes are defined as follows: 

– B – Beginning balance or the carry-over amount.   

– A – Leave advance.  

– J – Leave advance adjustment or ‘transferred in’ amount. 

– L – Leave taken.   

• Leave taken can be either positive or negative.  Negative adjustments 
are entered through Leave Input with a starting leave date so that the 
employee will know which leave is being refunded 

• The available leave will be calculated based upon contents of the 
Leave History File  

• The available leave equals the beginning balance (B records) plus 
leave advance (A records) plus leave advance adjustments (J records) 
minus leave taken (L records) minus the current contents of the Leave 
Input File 
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Leave Reports and CPI Processing 
• The new enhanced PCGenesis substitute pay and employee leave 

system will include numerous reports 

• Reporting will be available against the Leave Input File to ensure that 
the data entered for the current payroll cycle is correct 

• Reports will also be available against the Leave History File for further 
analysis and review 

• The data necessary to create the Cycle 3 CPI Transmission File will be 
available directly from the Leave History File 

• The CPI administrator will be able to create the Cycle 3 CPI 
Transmission File directly, with no other manual intervention required 

• This should considerably streamline the process required to produce 
the Cycle 3 CPI Transmission File  
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Site Recommendations 
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Site Recommendations 

• Upgrade any Server > 3 years old 

• Implement Terminal Server Access 

• Backup Data to CD/DVD Nightly 

• Backup K:\*.* in Full Site Backup (Retain 
3 weeks) 

• Add ReorgX.bat to Scheduled Tasks  

• 2008 Server (64 bit) OK 
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Discussion 
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Discussion 

• Who Prints PO’s? 

• Who Prints PO’s on Pre-Printed Form? 
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