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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




New 8.5 x 14 Pay Check
Self-Seal Example

Employoe Inform:

SHITH CITY BOARD O
102 YAIN STREST
SMITH, GA 33333

508 1
08-8505
599-555-1495  STREET ACORESS LINE 3- >

creckno 040010 | yariat [Warried |Joint otk
Check Date |05/29/2009 Allowances | 14 m{] D(20]
AddPct | 35 { |
AddAmt | 2528
To-Date | 50,584 14 CheckNo | 040010 TotalNetPay |  2.445.61

Contract Fiscal-
THIS 15 A 'FIRST LOOK' AT THE NEW PAY CHECK STUB

OTAmt | ContAmt | TotGross | Tot Taxes | Total Deds | Tot NetPay
Current o o%3: 5723 5 .

36 .
90984.14 | 08567

= Tatary T TS T s
Unclassified Pay | | 108.91 | 1 108.91

ex< Supplenanc 45,62 | | s
Extended Day Supplement | 62.50 | { 62.50)

1
T
| Veioor 002573

201,57 | 554,73 VENDOR 006740 9.0  27.00
| 333001 | 333033 pmwoom cosess 40.00)
| e0.0| 122.20
| 30.00| 30.00
1 1239.06 | 375738 Totsl | 47.30! 181.90)

PLEASE DETACILTTSS SIS A RETAN FOR YOUB FFERIBYE DOCUMENT ALONG THIS PERFORATION

THIS GOCUMENT CONTAINS WULTIPLE FRAUO DETERRENT SECUNITY FEATURES - SEE REVERSE
SMITH CITY BOARD OF EDUCATION No. 040010 64-1301
102 MAIN STREET
SMITH, GA 33333 05/29/2009 PAYROLL 2
(404) 484-1234 x(1234)

BANK OF GEORGIA
ATLANTA. GA 30000

PayTo
The  ASSBY, RASHAL MIDDLE
Order Of

®OLODAO™ ZOBRAA30A74E 33 &

SMITH CITY BOARD OF EDUCATION
102 MAIN STREET
SMITH, GA 33333

0107 32

ASIBY, RASHAL MIDDLE
2495 NAIN STRERT-
STREET ADDRESS LINE 2----
P

>, GA 33333-444¢




New 8.5 x 11 Pay Check
Non-Self-Seal Example

Employee Information Company Information
Employee ID | 88505 AS9BY, RASHAL MIDDL SMITH CITY BOARD OF EDUCATION
SSN

| 999-08-8505| 2495 MAIN STRE: 102 MAIN STREET
Telephone  s35-555-1435] STREET ADDRESS LINE SMITH, GA 33333
Loc/Class o109 / 32 i _sm 404) 4241234 oc(1234)
General Information Tax Data Net Pay Distribution

Fed GA Account Type | Account Number Amount
crecko (040010 | yarar  FEEries werne som
Check Date |05/23/2002 Allowances 14 MI1] Dl1o]
Add Pct 35
Add Amt 25.25
Contract Fiscal-To-Date | 50,384 14 Check No | 060010 Total NetPay | 2,345.51]
THIS 1S A 'FI OOK' AT THE NEW PAY CHECK STUB
Paycheck Summary
Desc Reg Hrs | Reg Amt | OT Hrs OT Amt | Cont Amt TotGross | Tot Taxes | Total Deds ' Tot Net Pay
Current €052 .28 T sosz.28 6052.28  2017.69]  3606.67 334561
YTD 30.00f 18506.84  20.00 50.00)  90984.14| 18556.84  6089.67| 10957.61 7593.23
Current Hours and Earnings
Description Pay Rate | Regular Hrs __Regular Amount |_Overtime Hrs | Overtime Amt |_Contract Amt
State Salary = T, 435.75 5, 445.25]
108.

Unclassified Pay
Local Cert Supplement
Extended Day Supplement

435.62 435,
62.50 62.

Total | | | 6,052.28
Paid Time Off Employer Paid Benefits
Type Current | Year to Date Balance | Future 1 Future 2 | Description
ICK 5.75 S5, TATE HEALTH

PERSONAL
VACATION

YTD | Descripti YTD
50C. SEC. T030.73 [VENDOR 005608 416.67 | 1250.01 [VENDOR 003107 23.30 5.30
MEDICARE 241.06 [PIONEER INVST 302.61 | 907.83 VENDOR 002573 10.00 30.00;
ED W/H TAX 77.75 [VALIC (PSERS) 181.57 | 554.71 VENDOR 006740 5.00 27.00
GA INCOME TAX |1578.71 | 4740.13|CIG PPO FAM 560.10 [VENDOR 005334 5.00 15.00
TRS 302.62 928.86 [HORACE MANN ; 333.33 VENDOR 005888 40.00

[VENDOR 000020 40.4 121.20

VENDOR 005394 10.00 30.00
T 2320.31 7018.53 Total | 1235.06 | 3757.18 47.30 181.90

EASE DETACH THIS STUB AND RETAI FOR YOUR RECORDS

WARNING — THIS CHECK IS PROTECTED BY SPECIAL SECURITY GUARD
N
0.

Date

SMITH CITY BOARD OF EDUCATION 05/25/2009 PAYROLL
102 MAIN STREET
SMITH, GA 33333 Amount
[ (404) 444-1234 x(1234) 58 =

| VOID AFTER 90 DAYS
TWO THOUSAND FOUR HUNDRED FORTY FIVE AND 61/100
BANK OF GEORGIA
ATLANTA, GA 30000

i PayTo AS9BY, RAGHAL MIDDLE
i The 2495 MAIN STREET-------=--=~ S
“Order Of STREET ADDRESS LINE 2-

SMITH >, @A 33333-4444

NDORSEMENT BACKER

CURE FEATURES INCLUDE INVISIBLE FIBERS + MICROPRINTING _+ VOID FEATURE PANTOGRAP!

LOOWO™ KOBRAR30471048 33 B




New Remittance Example

Employee Information Company Information
Employee ID | ses03 | SMITH CITY BOARD OF EDUCATICN 8591

SSN 102 MAIN STREET
Telephone SMITH, GA 1330
Loc/Class 0

{ )
Net Pay Distribution
Account Type | Account Number Amount

General information

crecino 040010

Check Date 0%/29/2009

Check No | 0s0010  Total Net Pay 2,445.61,

IZ A 'FIRST LOOK'

Desc Rog Hrs R.g Amt | OTMHrs o1 Amt Cont Amt Tot Gross Tot Taxes = Total Deds | Tot Net Pay |
Cumm 2.48 T T oub4.28  J017.¢5

<2017 J608.87 <845,

30 <8506, 90584.14 84 60E9.67 10957.61 7595.2

Cu!rvm Hours and Lammgs

-
-

| Desc __gl»on . PayRate ' RegularHrs R t  Overtimo Hrs  Overtime Amt Concnc( Am!
[* sLale SATAry 5. 445.35 ELLR L]
aspified Pay i08.51 10e.51
Cert Supplement 435.62 435,682
Extended Day Supplement §2.50 62.50
5.0
Current  Year to Dno Future 1 Future 2 | Onuipuoﬂ Current
EK 5 B'S B WEALTH
Taxes/Pension Betore-Tax Deductions
Description Current Current Y10
SOC. ohC 335,91 4i6.87 1450.0
= 78.42 4 302,61 907.83 VENDOR
FED N/H TAX 35.35 77. 181.57 554.71 NVENDOR C':."l\
GA INCOME TAX 1578.71 T40. 176.70 560.1C NENDOR 005334
TS 302.62 926 .86 [HORACE MANN i11.11 333.33 VERDOR 005888
VENDOR 000020 40.40 121.20
VENDOR 005394 10.00 30.00
Total ~ 2330.31 7018.52 Total | 1239 .06 @ 3757.18 Total 47.30 181.52)

PLEASE DETACH TS STUB AND RETAN FOR YOUR RECORDS




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




2010 Enhancements
Financial




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

State School Superintendent




Expenditure by Account Across
Multiple Fiscal Years

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

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

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




Reverse Deposit

* |f 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




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




New Export Option for Financial Files

* Budget Master Account Activity

* Revenue Master Account Activity

* Revenue and Expenditure Detail / Summary
e Balance Sheet for Any Period

* General Ledger for Any Period

e Journal Vouchers for Any Period

* Receipts for Any Period

* Trial Balance & Audit Year-End Transmission
* Vendor Payments for Any Period

£ N=  Dr. John D. Barge, State School Superintendent




2011 Enhancements
Payroll

. State School Superintendent
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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




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

e Third Party will provide multiple options such as
Employee Web Access

el M

ile School Superintendent



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




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

Z )



Benefits YTD Earnings History Register

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

* |t 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




Benefits YTD Earnings History Register

REFBET DETE 230872801 ﬂl'{l'!‘ll'l'EH BEREFINS REENSTEE FOR MBS THRR 12531011 FROE: z
HEFBET TIHE 240 - FESEHANR: FTOEERI Y TRFETY

CLERE 8 - ADMIHISTRETION

g, W, T, EE, EEE. OF, L LR L lIETS ERHTRAET HERE R, WAED] G, HI =, EHI &, HET
EWF B HEF1D HEHE:  ELHGKHEM, TEEiHR HEGICARE SeLY
& 02 s &, B e &, 624, EFLEL PV LN G - LIt L b

2.TE FaR2 &R .1 fAZ 3. 08 JA% . SR8 1RR3.ET O SEY
widd BEED] SHOUHI SHDANE HI &SiUHT 0% THOBMIAECT ACCEEEIHG T8 THE GHOZE wews

EHF B- HESHI HEHE:  CEHHEY, T1HBEHA HEBICAHE LY
&, h T &, b T L TP L L F.26T.17
L L ES SH.EE SRS ARd A BT

EHF B1 BEFE HEME]  fadLoE, LED HEEIENARE el
£, 8510 .85 &,451.485 451,45 &,500, 35 W k. LE3,3 B HEE. 11
2,70 fh2 TEm L 5E JH2 Q.80 JBE 0L 3T A7

EHF Bz RExFe i - SEZO0S, Jh2EE
¥, 17 .65 ¥, 17 .65 ¥ TS G 1GH.E4 E e e
L0 SAE TR OFHE O 1URRLSE SHY

EHF B RESTS HesfE:  TERELL, L12psD HEEITHRE =¥
fa 138,78 fa 188, 7E faae, e 050, W 5,150,488 b GHE, 5
2,700 442 133.1% JB2 P55 JRE  UNER.SH T

FHF

[ ERFTH, WHPTIFY HERICARF s ¥

o

). Barge School Superintendent

e TP AN % .
Ing caucation ywWork for Al Geoargians

www.gadoe.org




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




Deduction Employer Contributions
Calculated Based on Process Types

B PCG Dist=6991 Rel=11.02.00 111022011 ARRO04 SV C:ADEWSYS C:HSECONID
PAYROLL DEDUCTION DATA EHTRY PAY 895

Deduction code: 11 Sort: 11
Description: UENDOR 888895 Percent: .O8084
Short desc.: UENDOR 688095 Uendor : 95
UENDOR 888825
Deduction type: I A" = Annuity (Tax Sheltered) 'C' = Credit Union
‘F* Imputed Income 'G" = Garnishment
'I'" = Hon-Taxable Insurance

Fund: 199 Fiscal: Program: 9998 Expensefreceipt function: 9888
Balance #: 476

Benefit plan code associated with deduction:
Employer Contribution Information
Employer contribution indicator: @ 8 = Hone
= FijcafnouiiL

1
2 = % of Process Type Gross (specified belouw}
3

":-u- o E:::l':‘::nn Contrihution

employer Indicator '2' Process Types:

¥ I} P
H H H

Contribution amount or %: Balance:

=x Display Hode ==

F2-First  F5-Hext  F9-Modify F12-Delete F16-Find Mode F28-Help Screen

11/10/2011

24
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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



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




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 & Reqular Food)




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)




School Nutrition DE-106 File
Submission (SNO)

 Sample User Input Screen — Purchase USDA

— Note Inventory Type Displayed
— Note Some Inventory values pulled from Expenditure & Balance Sheet

B PCG Dist=8991 Rel=11.02.00 10/24:2011 ARR U003 S5V C:DEVSYS C:HSECOHD _|ﬁ'|5|
SN186RPT

School Hutrition Online Report
Month 85 Year 2811
Fund: 86083 STAR ELEHW Facility: 56858 STAR ELEH

{ Purchase USDA

antn

Revenue Expenditure Sheet
Trans In 15080 TEZFaz0 I i=299 - g181-0103
Trans Out - 1611 11692 .15 630 a1a4
+ Inv Adj 1612 217.92 635 8111
- Inv Adj 1613 LoTeT - Gue—87Y 1 21400153
Bfast Use 1614 888 - 8171
Snack Use - 1621 938 - 8173
HonReimb - 1622 BAZL w199
usba In 1623
UsbA Out 1788-1999 738-735:5
UsSDA +Adj 3518 aaa1-0421
UsSDA -Adj 3995 - auz2z?
USDA Bfst - 4518 au99
USDA Snck - 4511 - a7ua
usvi-HonR 4512 - 8751
4513 8753-087908

11692 .15 Purc Food 4520-4899

3112.35 End Inuw - 4oae

217.92 USDA Rcud 52@0-5299

5147 .38 USDA EndI 5380-5995

281469 .o Tuventory 31765.67 Revenue 22992 .51 Expenditure 189319.94 fAsset
79817 .47 Liab/FndEq
{(User Input) {Het Change) {Het Change} (Ending Bal)

Enter = Total User Input, F8 = Save & Continue 11.63.688

g .
F|S<:I




Account Master Description File

Maintenance
e Add Facility Code to All Reported 600 Funds

— Updated by PCGenesis Administrator

B PCGDist=8991 Rel=11.02.00 10/20/2011 ARRO009 SV C:DEVSYS C:SECOHD

HAHEB288
Account Master Description File Maintenance

Type _2
Number 688

HAME CODE

Year 2-digits

Fund 3-digits Proprietary or Governmental
Fiscal Year 1-digit

Program 4-digits Federal, State, Local or Other
Function 4-digits

Object S5-digits

{The first 3 digits utilize the state chart of accounts object code.
The last 2 digits, 61-99, may be used for local activity.

Otherwise, enter 0A8.)

Facility/Building S5-digits

{The first 4 digits represent the facility (school) code found in the
D.0.E. directory. The last digit represents the building code.)
{Current Year Eligible Must be 'H* or °¥'.)

= Additional 6-digits
Revenue Source 4-digits
Balance Sheet 4-digits

#% Find Hode ==
{(ENTER)-Position File F1-First F2-Hext F11-Add HMode F16-Exit




Account Master Description File

Maintenance
* Do NOT Add Facility Code to All 600 Funds

i PCGDist=3991 Rel=11.02.00 10:20:2011 ARR009 5V C:ADEVSYS C:ASECOHD

MAMEBZBA
Account Master Description File Haintenance

Fund

Type 2
Number 680 Facility: Invalid Facility
Fund Type (P or G} G
Description SCHOOL FOOD

*% Display Hode x=
F16-Return F1-First F2-Hext F3-Prev F9-Hodify F12-Delete 11.61.88




Account Master Description File

Maintenance

e Add Facility Code to All Reported 600 Funds

B PCG Dist=3991 Rel=11.02.00 10/24:2011 ARRO03 SV CrDEVSYS CiHSECOHD
NAKE B2 l-]ﬂ

Account Master Description File Maintenance

Fund

Type 2
Number 683 Facility: _ | »| Invalid Facility
Fund Type (P or G) G
Description STAR ELEH

Invalid Fund 688 Facility
Ualidataion Successful ** Modify Hode =
ENTER-Validate F8-3ave F16-Return 11.61.88

B8 PCG Select Facility

=101 x|

LOC Bldg Description

0000 0  FACLTY/ELDG “

0010 2 NORTHSTAR ELEM

0020 2 SOUTH STAR ELEM

0102 0 MHORTHSTAR ELEM

o191 0 STAR CD MIDDLE

0195 0 ALTERMATIVE SCH

0202 0 SOUTH STAR ELEM

o801 2 TRAMSPORTATION

og01 2 MAINTEHANCE

o801 4 OTHER AUXILIARY

3050 0 STAR CO HIGH

Jos0 1 STAR HIGH/BAMD

4050 0 STAR CO JR HIGH

6732 0 Star County Reg

8010 0 Central Office

g0z 0 Transportation

8013 0 Maintenance Fac |-

g014 0 Other Auxillary

8015 0 Conszolidated 5c &
Done | Cancel |




Account Master Description File

Maintenance
* Repeat for All Reported 600 Funds

B PCG Dist=6991 Rel=11.02.00 10242011 ARR 003 SV C:DEWSYS CHSECOND

HAME B2 88
Account Master Description File Haintenance

Fund

683 Facility: 50568681 STAR ELEH

Fund Type (P or G
Description STAR ELEH

*x Hodify Hode ==
ENTER-Validate F8-3ave F16-Return 11.981.088




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

e |f there are additional screens which need this
feature, submit a Dticket

e The Button Bar has been added at the bottom
of selected Financial screens to be consistent
with Payroll screens




Add Screen Print / Button Bar to
Selected Screens

B PCG Dist=8991 Rel=11.02.00 11/02:2011 ARR 004 SV C:DEVSYS C:SECOHD

RECEIPT EHTRY LIMES 1 T0 28 OF 184 REUB3 81
Receipt source: 6 SOURCE 880006

Receipt number: 8819 Last receipt number used: 008018 &=

Reason: Test1168381 Receipt date: 18/27/2811
654321 Receipt amount: 244500, 88
Fnd F Prgm Srce Objct Fcty B Addt’l Amount

166.080
200.00
30808.80
400.00
500.00
6008.0808
700.00
800.00
9080.88
10.00
20.80
308.88
40.00
508.88
60.00
70.00
80.080
90.00
100.00
200.080

Screen Printed - Check Print Queue
nwi-Socraan  F16=Return tn comecooseject
11.683.81




d Screen Print / Button Bar to
Selected Screens

BOZ Diec-8551 Hal-11.02.00 1170272011 ARR 004 gy S DEVIEYS S AECORD

HECEIFT ENTHY LINES 1 TO 20 OF 104 BEWI301
Hacalnt ousia: E SOTRCE DO0DaoE

Hacalot Numbes: 8015 Lant —ecalirt Nomas ocoed:

Heagon: Teetlld3adl Heoaipt datae: 1072772011

Baf$: EE43Z1 Haoaint amfont: 244500.00
Lina ¥z Fnd F Pogm S=-oa Obviot Foty B RAdAr'l Amouir
1 12 1040 1011 2120 158 100.040
F 12 1040 1011 3122 158 200.00
3 12 104 1011 3140 158 300.04
4 12 1040 1021 3120 158 400.04a
5 12 1040 1021 3122 158 500.040
E 12 1040 1021 2140 158 E00.040
7 12 305 5550 1130 8010 7040.04
B 12 E05 5550 122 200 B00.00
5 12 E05 5550 1€21 200 500.040
10 12 1040 1041 2120 200 10.00
11 12 1040 1041 3122 200 20.040
12 12 1040 1041 2140 200 30.040
13 12 1040 1051 3120 158 40.04a
13 12 1040 1051 3122 158 50.00
15 12 1040 1051 2140 158 E0.00
1E 12 1040 10el1 2120 158 70.00
17 12 1040 10el1 2122 158 80.00
18 12 1040 10el1 2140 158 50.00
15 12 1040 1071 2120 158 100.040
20 12 1040 1071 3122 158 200.00

Ameont NOT Diat-ibotasd:

ENIER-Validata PE-FPgln F7-Lnlm Fl7-Fz-int Socean FlE-BeCus=n T8 S0us-00 OQ1a0C
11.02.01




Added Features to Word Print Queue

e Access via the "2 button from any menu

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

* The Print-Delete mmoeee hytton will allow the user to print the
document and then delete the document from the print queue

e The New MSWORD newuswore . putton will allow the user to launch
Microsoft® Word and edit a new blank document

* The Open in MSWORD egeniniswore hytton will continue to open
the selected document in Microsoft® Word

* The selected file can be deleted by selecting the Delete | veete |
button or the Delete key on the keyboard

Y,
g =)
N _-”1:



Added Features to Word Print Queue

B8 PCG QWORD -- Select File to Print in MSWORD = Il:llil
QWaRD
Selected Printer: \\printserver\2277-HPLJ4300dtn

Rec User File Size Time Date

0 |ARR |C:ASECOMDA#ARRBPRTWPSCMOO15 2K 08:33 117025201
002 |ARR |C:ASECOMDA#ARRPRT\WPSCMOO14 3K 1322 1042772011
002 |ARR |C:ASECOMDA#ARRPRT\PSCMOO13 2K 1300 1052772011
004 |ARR |C:ASECOMDA#ARRPRT\WPSCMOO12 2K 1300 102772011
005 |ARR |CASECOMDA#ARRPRTYPSCMOO11 2K 13:00 102772011
006 |ARR |C:ASECOMDA#ARRPRTYWPSCHOO1O 3K 12:24 1042772011
007 |ARR |C:ASECOMDA#ARRPRT\PSCMOODA 2K 12:23 102772011
008 |ARR |C:ASECOMD\#ARRPRT\PSCMOO00S 1K 11:12 1072772011
009 |ARR |C:ASECOMD#ARRPRTPSCMOOO7 1K 11:11 1042772011
010 |ARR |C:ASECOMD#ARRPRTYPSCMOODG 1K 11:07 1042772011
011 |ARR |C:ASECOMDA#ARRBRPRTWPSCMNOODS 1K 10:29 102772011
012 |ARR |C:ASECOMD\#ARRPRT\PSCMOOD4 1K 10:22 1042772011
012 |ARR |C:ASECOMDA#ARRPRT\PSCMOODZ 538 08:07 102772011
014 |ARR |CASECOMDA#ARRPRT\PSCMOODZ 538 08:02 1072772011
015 |ARR |CASECOMDA#ARRPRTYWPSCHOOO 2K 07:33 102772011
016 |ARR |C:ASECOMDA#ARRPRT\WPSCHOOODO 2K 05:30 102772011
017 |ARR |C:ASECOMDA#ARRPRTYPRNTOOO1 14K 1401 1072672011
018 |ARR |C:ASECOMD\#ARRPRT\SHRFPOO00 8K 07:44 1072672011
019 |ARR |C:ASECOMDHARRPRTYSHGLOODO 16K 07:44 1042672011
020 |ARR |C:ASECOMDHARRPRTYPRNTOOO0O0 G4K 07:41 1042672011

=== End of list ===

Print-5ave

Usger Refresh | Sort | Exit |
*  ARR = Manual
Al " Automatic ALEE

Delete | Browse | ' File name

Print-Delete

11.03.00




Print Queue Example

= File Display ==Xl
First | FPalp | FPgln | Up I DownI Last | Fant | Delete |Hemove| Frint | Spool I Exit I
Copyright (¢] UCT 1939-2011 02.00.10 20020508 Line: 38 of 2877 Page: 2 ﬂ
File: CASECOMDAGEMLEDGRATRIALRRT PRE: 001 Mprintzervers2275-HPLI4300dinClass: & Disp: SCR Copies: 1 Form: 000
1 2 3 4 5 [i] 7 8 2 18 11 12 13 14 15
1234567890123 45678001234567800123456789012345678001234567890123456780012345678001234567890123456780012345678901234567800123456789012345678901234567890123456
- Display
#x TOTAL FUND EQUITIES 3,189,937 .28CR a.a8 3,109,937 .28CR

= = = Page Break=== = = ===

RUN DATE: 11/88/20811 TRIAL BALANCE FOR @7/81/11 TOD 86/38/12 PAGE : 2

ROLL FUNDS: SYSTEM: 8991 — SHITH CITY BOARD OF EDUCATION

F¥: 12 FUND: 188 - GEMERAL
SRCE/S

PRGM-FUNC-DBJCT-FCTY-B-ADDT 'L ACCOUNT HAHE OPENING BALANCE MET CHAHGE ENDING BALANCE

1611-3120-00000-0198-9-0008088 K QBE FUHDS a8.88 23,643 .08CR 23,643 .08CR

1611-3122-00008-0128-0-00086888 KHE&D .88 1,725.88CR 1,725 .088CR

1611-21409-00008-0198-8-000088 LOCAL FAIR SHARE .88 5,811.88 5,.811.088

1621-2120-00008-0198-8-000088 1-3 OBE 8.88 57,879.88CR 57,879._88CR

1621-3122-00000-0198-0-000088 1-3 M&D0 8.808 5,828.088CR %,828.08CR

1621-3140-00000-0198-0-000088 LOCAL FAIR SHARE a.808 14,608 .88 14,6088 .88

1641-3120-000088-2060-0-000088 9-12 QBE .88 49,114.88CR 49,114 . 88CR

1841-3122-00006-2060-0- 9000808 9-12 M & O 8.80 8,766 . BOCH 8,766 . BACRH

1641-2140-00008-2060-0-000088 LOCAL FAIR SHAE 8.88 13,7087 .88 13,787 .88

{ Fanward Find # |

A o




Word Print Queue Example

HUN DATE: 11,/08/72011
HOLL FINDS:

SRCE/
FROM-FINC-0BICT-FCTY-B-ADDT'L

1011-3120-00000-0158~0-000000
1011-3122-00000-01 58~0-000000
1011-3140-00000-0158—0-000000
1021-3120-00000-0158—-0-000000
1021-3122-00000-0158~0-000000
1021-3140-00000-0158~0-000000
1041-3120-00000-20E0~-0-000000
1041-3122-00000-20E0~-0--000000
1041-3140-00000-2060—0-000000
1051-3120-00000-0158—-0-000000
1051-3122-00000-0158~0-000000
1051-3140-00000-0158~0-000000
10e1-3120-00000-01 58~0-000000
10e1-3122-00000-0158~0-000000
10E1-3140-00000-0158—0-000000
1071-3120-00000-0158—-0-000000
1071-3122-00000-0158~0-000000
1071-3140-00000-0158~0-000000
1081-3120-00000-01 58~0-000000
1081-3122-00000-01 55-0--000000
1081-3140-00000-0155—-0-000000
1051-3120-00000-0158—-0-000000
1051-3122-00000-0158~0-000000
1051-3140-00000-0158~0-000000
1100-3120-00000-20E0~-0-000000
1100-3140-00000-20E0~-0-000000
1210-3120-00000-8010-0-000000
1210-3140-00000-8010-0-000000
1310-3120-00000-20E0-0-000000
1310-3122-00000-20E0-0-000000
1310-3140-00000-20E0~-0-000000
1320-3125-00000-8012~-0-000000
1351-3120-00000-0158—-0-000000
1351-3122-00000-0158—-0-000000
1351-3140-00000-0158~0-000000
1445-3120-00000-B010~-0-000000
1450-3120-00000-8010~-0-000000
1450-3122-00000-B8010~-0-000000
1450-3140-00000-B010-0-000000
1455-3120-00000-B8010-0-000000
1455-3122-00000-8010~-0-000000
1455-3140-00000-E8010~-0-000000
1457-3122-00000-8010~-0-000000
1457-3140-00000-E8010~0-000000
1470-3200-00000-B010-0-000000
1500-3125-00000-0158-0-000000
185E~-4520-00000-BE010~-0-000000
2011-3120-00000-0158-0-000000
2011-3122-00000-0158-0-000000
2011-3130-00000-01568—0-000000

TRIAL BALANCE FOR..93/01/11 TO 06/30,12
ES51 - SMITH CITY BOARD OF EDUCKIICN

SYSTEM:
F¥: 38 ERRFk:

ON-BEHALF QBE FEVENIE-CHI
INDIEECT 08T ENTRAL ADMIN
INDIEECT 08T M & O CENTHAL
LOCAL FAIR SHARE

SCHOOL. ADMINISTRATION
SCHOO. ADMINISTRATION M = O
SCHOOL. ADM LOCAL FATR SHARRE
FACILITY Mz O

FACILITY LOCAL FAIR SHARE
EQURLIZATION SRANT

SCHOOL. WUBRIE

CHILMREN"S INTERVENTION
SEEC ED QEE FUMDS
SPEDMczO

LOCAL FAIR SHRFE

o0 -

GENEHRAL

CEENING EALANCE

FRCE:

¥ET CHRNCE

33,643.00CR
1,725.00cE
5,811.00
£7,875.00CR
5,828 00CH
18,608.00
45,114.00CH
8,766.00CH
13,707.00
22,753.00CR
2,153.00CH
2,555.00
2,836.00CH
275.00CR
2gz.m
12,752.00CR
1,04€.00CH
3,240.00
£1,557.00CH
5,743.00CH
1€,315.00
12,514.
1,812,
2,317.00
3,085,
731.00

-00CH
-00CH

.0OCR
.0acR
£7.00cR
=a0.00
231,275.00CHE
8E,278.00CR
£,673.00CH
1€,561.00
100,207.
3,300
18,051.00
127,321,
IZ,E58.00
167,845.
10,872.005R
o.00
47,152.00CR
4,245.00CH
12,483.00

23, 843,
1,725,
5, H11.

57, E75.
=, B28.

14, E08.

a5, 114.
B, TEE.

13, 707.

3z, 753,
3,153,
B, =55,
3, B3E.

7E.
B83.

13, 752.
1,046
3, 240,

£1,587.
5, 743,

1€, 315.

12, 514.
1,417,
2,317,
3,085

731,

231,378,
2, 378.
£, ETZ.
1€, 5E1.
100, 207.
3,300,
18, 081.
127,321,
22, EEE.
167, B45.
10,872,
o.
47,182
4,248,
12, 483.

ENDING BALANCE
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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




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




Report Option to Allow
Include/Exclude Range of Accounts

ACCTAZ A0
Budget Summary by Account
F18 to Enable Range Options
Select a specific account number or
enter partial selection criteria: Optional Optional Optional
Range Exclude Range
(XX = A1l Years i} b XX 1
(H8X A1l Funds )
= A1l Fiscal )
A1l Programs )
All Functions)
= All Objects )
All Facilities)
= A1l Buildings )}
(XXXERE = A1l Additionals) ht bt ht bt Y ht bt
Optional Optional Optional

F18 to Enable Range Options

Enter Sequence to be Printed: A {A = Account Humber})
(P Program)
(F Function)
({0 Object)
{Y = Facility/Building)}

Enter '%' next to account exclusions: Non-Expenditure {(in-and-out items}

_ Expenditure {actual expenses)

rint Scree i F1=Select Hultiple Accounts
11.683.488




New Substitute Pay & Employee
Leave System




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

o7 ‘i\x )
§ :,_(4 i)z
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New Substitute Pay
& Employee Leave System

* Set up Leave Type Codes

* Set up Leave Reason Codes

e Set up Payroll Class Code Leave Parameters
e Set up Advance Formulas

* Leave Input

* Post Leave Input Data

* Leave Advance, Year-End/Carry-Over Processing
and Sick Bank

* Leave History




Set up Leave Type Codes

B PCG Dist=8991 Rel=

Screen 1

Maintain Leave Type Codes LUTe188

Enter the Leave Type Code you wish to maintain or create:

Leave Type:

Ualid Type Codes:

= Paid sick
0ther

Unpaid leave
Paid vacation
Approved professional {staff development)

= Sick bank

= Secondary
Secondary
Secondary
Secondary
= Secondary

paid sick

other

unpaid leave

paid vacation

approved professional {staff development)

11.63.80




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




Set up

B PCG Dist=8991 Rel=

Leave Type A1 Paid sick

Leave Type Codes

Screen 2

Maintain Leave Type Codes LUTe188

Plan start month 7_ (MH) Plan year 2812 (CCYY)

Desc PAID SICK LEAVE Hemo 1

Short desc PAID SICK

Drop unused days
at year-end?

Leave advance formula

Advance Schedule

CPI category

Default leave input
in hours or days?

Haximum days allowed to

Memo 2

Accrual Parameters
® Drop unused days At year-end, add unused days
Q@ Canrpover unuszed daps to sick?

Q@ Contract months Length of service based on ‘@ Original hire date

® Months of service ® Rehire date

® All employees accrue @ State years expenence

® Mo accrual ® Local years experience
& Mot applicable

® Annually

Q' Monthly Last mofyear accrued @8 /7 8080

# Mot applicable

How much to take @ Unlimited
® Yacation Q@ Check leave balance
® Staff development ® Check max to take
#® Other

® Hours Allow balance to go negative? @ Yes
O Days 2 No
Enter in days
take for plan year {Enter if 'Check max to take' selected)

Hinimum day allowed to take 2588
Day increment for time off requests -2588 (Enter as days or fraction of day)

ENTEW
F|s<‘l:|

11.63.80




Set up Leave Type Codes

e Screen 2 has two areas

e 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

I G, Y
= Dr. John D. Bar }E State School Superintendent
B ‘
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Set up Leave Reason Codes

What type of leave is taken within a specific Leave Type

B PCGDist=8991 Rel= 09,/28/2011 DOD 001
Maintain Leave Reason Codes LUT@188

Leave Type A5 Paid vacation Leave Reason 82

Desc FMLA UACATION Memo 1
Short desc FHMLA VAC Hemo 2

FHLA category? Show as personal leave
® Mo on pay check stub?

Sick bank contri- @ Yes Maximum days to take
bution category? © No for leave reason?

Hinimum DAYS needed to contribute to sick bank:
{Enter if 'Sick bank category' is ¥)

Maximum DAYS allowed to take for plan year:
{(Enter if 'HMaximum days to take® is V)

ENTEW
F|s<‘l:|




Set up Leave Reason Codes

* Leave Reason Code Examplel

— 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

hool Superintendent
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Set up Payroll Class Code Leave
Parameters

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

B PCGDist=8991 Rel=11.02.01 09/14/2011 DOD 001  C:\DEYSYS C:\SECOND
Maintain Payroll Class Code Leave Parameters LUTB288

Enter the payroll class code you wish to maintain or create:

Payroll Class Code: _5 PRINCIPALS

=Print Al11, F13=Create, F18=De
11.683.808




Set up Payroll Class Code Leave
Parameters

Screen 2

B PCGDist=8991 Rel=
Maintain Payroll Class Code Leave Parameters LUTB288

Payroll Class Code: A5 PRINCIPALS

Substitute object code 1488

Substitute process type D Reg Daily w/Pension and Taxes

Hourly or daily rates? D (H=hourly, D=daily)
Pay

Rate  Type
Substitute rate Certified 85.000 581 certified substitute
Substitute rate College Degree 75.0888 582 college substitute
Substitute rate Associates Degree 65 . 884 582 associate degree substitu
Substitute rate High School Degree 55.880 584 high school degree substi
Substitute rate Other 54.080 585 other substitute

Select at least one leave type for the class code:
PAID SICK LEAUE
OTHER TYPES OF LEAUE
UHFAID LEAVE
PAID UACATION
STAFF DEUVELOFHEHT
SICK BAMK TAKEH
PAID SICK

ENTEW
F|s<‘l:|




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

RN Dr. Ji D. Barge. State School Superintendent
‘_,';'":;tg, ' Edi W
'l_:_.:- WAWW vdoe.org




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

........



Set up Advance Formulas

Contract months, days to advance, accrued, carry over

B PCGDist=8991 Rel=
Maintain Leave Advance Formulas LUT 8388
Payroll Class Code: 85 PRINCIPALS Last mofyear accrued: 88 / 8080
Leave Type: A1 PAID SICK LEAVE
Advance fornula: Contract months Length of service based on: NHot applicable
Advance schedule: Honthly Carryover option: Carryover unused days
Contract Hos Days Max Days Max Days

or Service Mos to Advance to Accrue to Carryover Description
ADY Be1 9.0808 9.086808 9.0868088 HIHE HMOHTH EHPLOYEES

ADU 882 10.00888 10.8688 10. 8686 TEN MONTH EHPLODYEES
ADU 883 1 11. 0068 11.00888 11. 8688 ELEUEN HONTH EHWPLOYEES
ADU 084 i 12.0008 12 .8088 12. 08688 TWELUE HMONTH EHWPLOYEES
ADU 885

ADU 086

ENTEW
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Set up Advance Formulas

Months service, days to advance, accrued, carry over

B PCG Dist=8991 Rel=
Maintain Leave Advance Formulas LUT 83088

Payroll Class Code: @5 Last mofyear accrued: 88 / 8080
Leave Type: A5 PAID VACATIOH
Advance fornula: Months of service Length of service based on: Rehire date
Advance schedule: Annually Carryover option: Carryover unused days
Contract Hos Days Max Days Max Days
or Service Mos to Advance to Accrue to Carryover Description
ADYU 881 5.00068 15.06808 18. 0008 B TO 5 YEARS EXPERIENCE
ADY 882 18.86808 25.8808 15. 0088 5 TO 18 YEARS EXPERIENCE
ADU 883 15.8888 35.8808 208.00008 18 T0 15 YEARS EXPERIENCE
ADU 084 28.00800 45 .06800 25,0008 15 T0 28 YEARS EXPERIENCE
ADU B85 25.8888 55.868688 38.00808 28 + YEARS EXPERIEMCE

ADU 086

ENTEW
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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




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

B PCGDist=8991 Rel=11.02.01 09/14/2011 DOD 001 C:\DE¥SYS C:\SECOND
Input Employee Leave and Substitute Pay LuIg188

Enter the employee number you wish to maintain or create:

fibsent employee no.: aa7usld
Starting leave date: 9/81/2811
Leave type:
Leave Code:
Days absent:

or

Hours absent:

Substitute employee no.:
or

If no substitute, check here:

- Record Does Hot Exist. Use F13 to CREATE new record.
I s




Leave Input

Screen 2

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

B PCG Dist=8991 Rel=11.02.00 11/02;2011 ARR 006 SV EVSYS COSECOHD
Input Employee Leave and Substitute Pay LUI 8188
Absent Employee Info: Emp. no. 89951 HEZNDON, XE2IA Status A -- Active
SSH 999-88-9951 Class 2 SYSTEMWIDE SUPERUI Work Loc 8818 Location 688818
Job 23 UISITING TEACHER
Leave date 18/01/72011 Type A1 SICK LERAUE Code 84 SICK BANK CONTRIBUTION

Hemo
Employee leave: Days absent 2.0008 -or-  Hours absent

Substitute Info: Sub. no. 89351 AI2EN, LA2ARD Status A -- Active
SSNH 999-88-9351 Class 14 SUB. TEA. NON-CERT UWork Loc 8810 Location 008618
Sub rank 8 INVALID RANK CODE Job 141 SUB. TEA.-HON-CERT

Substitute pay rate 45.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs  Regular
Type Type Fnd F Prgm Objct Fcty B Addt'l Hrly/Daly Regular Gross Distrib %

[l ~| 1 567 .88

8z . 81.848

81.868

81.848

810. 00

ENTRLF 11.63 .80
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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




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




Post Leave Input Data

e 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




Leave Advance, Year-End/Carry-Over
Processing, and Sick Bank

e Can berun in trial mode or in final mode

Advance Leave and Post LUuB3 88
Leave Type A1 PAID SICK LEAVE Plan start month 7 (HH) Plan year 2812 (CCYY)

Advance fornula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly

Last mo/year accrued: 88 /7 8088
For: Month B9 Year 2811

Trial mode to verify changes prior to updating?

Advance 69 month employees?
Advance 18 month employees?
Advance 11 month employees?
Advance 12 month employees?

[=C [=C [=C |~

B 11.03.00
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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 Al) 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




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




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

e 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




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 histor

--------



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

%))
\ A,/

st
oS~
i




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



Leave Reports and CPIl 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 CPl 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

ntendent
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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

QLR = Dr. John D. Barge, State School Superintendent
A_a:‘ Malking Educat ¥VC for £ ( Jia
‘Al‘l_i%;." www.tgadoe a



Discussion

Dr. John D State ool Superintendent

‘Making Education Work for All Georgians

www.gadoe.org




Discussion

e Who Prints PQO’s?
e Who Prints PO’s on Pre-Printed Form?




