PCGENESIS PERSONNEL SYSTEM
OPERATIONS GUIDE

\S/(ezctE;on B: Personnel Report Processing,




Revision History

Date Version Description Author

10/31/2016 | 2.6 16.03.00 — Update Topic 4: Printing the Georgia Health Insurance (GHI) D. Ochala
Eligibility Data Settings Report.

04/04/2016 | 2.5 16.01.00 — Update Topic 1: Printing the Affordable Healthcare Act D. Ochala
Worksheet.

07/13/2015 | 2.4 15.02.00 — Added Topic 1: Printing the Affordable Healthcare Act D. Ochala
Worksheet.

08/21/2014 | 2.3 14.02.00 — Updated the List Employees’ Current Deductions report. D. Ochala

12/31/2013 | 2.2 13.04.00 — Replace DOE logo. Update screenshots. D. Ochala

06/02/2008 | 2.1 08.02.00 — Added Employee Current Deductions Report — Print deductions C. W. Jones
with zero amounts? option.

03/24/2008 | 2.0 08.01.00 — Updates to screenshots and Current Deduction Report sort options. | C. W. Jones

Georgia Department of Education
October 31, 2016 e 2:29 PM e Page i of ii
All Rights Reserved.




Table of Contents

OVBIVIBW ...t b bbb bbb bbb bbb bbb 1
Topic 1: Printing the Affordable Healthcare Act Worksheet............cccooiiiiiiiiiiiiccee, 3
1A. Affordable Healthcare Worksheet — EXample.........coooiiieiieiiiic e 7
Topic 2: Printing the Employees’ Current Deduction Report................ccccoooiiiiiiiiiis 8
2A4. Employees’ Current Deductions by Name within Pay Class Report — Example.........cccccovvvenennn. 13

Topic 3: Printing the Employee Deduction Detail by Time Period Report [By Code, Class, Name] .14

3A. Employee Deduction Payment Detail Report — EXample .........ccccoeiveiiiiciieieee e 19
Topic 4: Printing the Georgia Health Insurance (GHI) Eligibility Data Settings Report
[Eligibility, Participation, Dates and OPLIONS] .........cccoiiiiiieie e 20
4A. GHI Eligibility Current Data Settings Report - Employee Name Sequence - Example ................... 24

Georgia Department of Education

October 31, 2016 ¢ 2:29 PM e Page ii of ii
All Rights Reserved.



PCGenesis Personnel System Operations Guide

Overview

PCGenesis creates the following personnel reports:

Affordable Healthcare Worksheet: The Print Affordable Healthcare Act Worksheet offers two
different options for printing the worksheet. The first option allows the worksheet to print only
employees who received a paycheck but did not have an SHBP deduction taken on the check for any of
the 12 months of the year. This was helpful for identifying employees who were not enrolled in SHBP
for the entire year. The second option allows all employees eligible for a 1095-C to print on the report.
This facilitates coding all employees with the correct 1095-C Eligibility value, the Offer of Coverage
Code value, the Lowest Premium amount, and the Safe Harbor Code value, as related to health
insurance offers and coverage.

The Affordable Healthcare Worksheet is a tool that districts can use to identify employees who may
need to be coded for the Affordable Care Act IRS 1095-C form. The PCGenesis system will analyze all
payments made to all employees during the course of a calendar year to determine whether or not an
SHBP deduction was present on the payments. If an SHBP deduction was not taken, the employee will
appear on the worksheet with spaces available for coding the 1095-C Eligibility field, the Offer of
Coverage Code, the Lowest Premium amount, and the Safe Harbor Code. The Payroll Administrator
can use this worksheet for entering the data into the Update/Display ACA Employee Data screen. Refer
to the Personnel System Operations Guide, Section F: Personnel Update Processing for instructions on
the Update/Display ACA Employee Data screen.

Employees’ Current Deduction Report: The Employees’ Current Deduction Report lists current
employee deduction amounts and adjustments by deduction type. The report can include a listing of
employee deductions with deduction amounts equal to zero.

Setting Employee Search Criteria: Refer to the Payroll System Operations Guide, Section B: Payroll
Update Processing, Topic 1: Set/Clear Employee Search Criteria for instructions on defining the record
selection criteria.

Employee Deduction Payment Detail Report: The Employee Deduction Payment Detail Report reads
employees’ Earnings History Records, and sorts employee deductions by deduction code, pay class,
employee name, and deduction payment date. The report lists the employees’ names, deduction
amounts, deduction dates, and employer flags.

Georgia Health Insurance (GHI) Eligibility Current Data Settings Report: The GHI Current Data
Settings Report lists the GHI eligibility data fields, and the GHI current deduction (premium) amounts
for all SHBP deductions, including deduction codes 08 — State Health Non Certified and 09 — State
Health Certified. PCGenesis provides sort options by employee name, employee number, payroll class
code, or payroll location code. The report may be run for one pay location or all pay locations, and may
be run for one payroll class code or all payroll class codes. The user may elect to print active employees
and/or inactive employees and/or terminated employees. The report is also useful when verifying
PCGenesis release data conversions, and when generating a listing of GHI-eligible employees’
deductions.

Refer to the Payroll System Operations Guide, Section D: Monthly/Quarterly/Annual/Fiscal Report
Processing, Topic 1: Processing Monthly Reports for additional SHBP/GHI processing procedures.
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PCGenesis Personnel System Operations Guide

Drop-Down Selection Icon Feature: Certain fields within PCGenesis contain the drop-down selection

icon 7 to aid in the entry of field information. When used, double-click the desired information to
complete the entry.
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PCGenesis Personnel System Operations Guide

Topic 1: Printing the Affordable Healthcare Act Worksheet

The Print Affordable Healthcare Act Worksheet offers two different options for printing the worksheet.
The first option allows the worksheet to print only employees who received a paycheck but did not have
an SHBP deduction taken on the check for any of the 12 months of the year. This was helpful for
identifying employees who were not enrolled in SHBP for the entire year. The second option allows all
employees eligible for a 1095-C to print on the report. This facilitates coding all employees with the
correct 1095-C Eligibility value, the Offer of Coverage Code value, the Lowest Premium amount,
and the Safe Harbor Code value, as related to health insurance offers and coverage.

The Affordable Healthcare Worksheet is a tool that districts can use to identify employees who may
need to be coded for the Affordable Care Act IRS 1095-C form. The PCGenesis system will analyze all
payments made to all employees during the course of a calendar year to determine whether or not an
SHBP deduction was present on the payments. If an SHBP deduction was not taken, the employee will
appear on the worksheet with spaces available for coding the 1095-C Eligibility field, the Offer of
Coverage Code, the Lowest Premium amount, and the Safe Harbor Code. The Payroll Administrator
can use this worksheet for entering the data into the Update/Display ACA Employee Data screen. Refer
to the Personnel System Operations Guide, Section F: Personnel Update Processing for instructions on
the Update/Display ACA Employee Data screen.

1 From the Business Applications Master Menu, select 3| (F3 - Personnel System).

The following screen displays:

-
1 PCGDist=8991 Rel=1601.00 04/04/2016 PCW 002 SV CADEVSYS CASECOND m [E=NEE
.__ Personnel System PERMEHU
FKey Haster Menu

1 _| -- Personnel Update Menu

4 | -- Enhanced Substitute Pay and Leave System

5 | -- Legacy Leave Menu

6 | -- Personnel Reports Menu

11 | -- Employee Contract File Export

12 | -- Salary Projection Menu

13 | -- Special Functions Menu

20 | -- File Reorganization

| | | 15.82 .08
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PCGenesis Personnel System Operations Guide

Step | Action

2 Select —8_| (F6 - Personnel Reports Menu).
The following screen displays:
! PC_(-i Dist=8991 Rel=15.02.00 06/22/2015 002 S “OND HI EE =)
Personnel System PERBSP
FKey Reports HMenu

1 | -- Print Affordable Healthcare Act Worksheet

5 | -- List Employees' Current Deductions

6 | -- List Deductions Paid by Time Period [by Code, Class, Name]

7 _| -- GHI Eligibility, Participation, Dates and Options

5 Y I A A

e | M5 | MriSp | AT | MEND

Step  Action

3 Select _F1_| (F1 — Print Affordable Healthcare Act Worksheet).

Georgia Department of Education
October 31, 2016 e 2:29 PM e Page 4 of 24
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

r T ——— B
=] PCG Dist=8991 Rel=15.01.00 04/04/2016 PCW 002 SV CADEVSYS CASECOND m—ﬁ. [
Print Affordable Healthcare Act Worksheet ACAERT
Enter W-2 year: 2816 Select extract option:  Print ALL employees eligible for 1095-C

" Print only employees NOT set up for GHI ded

The first 22 SHBP system deductions are listed belou:

Ded Code Ded Desc Emply Ind Emplr Amt
8 ST HEALTH MOMN-CERT-125 N
2 STATE HEALTH CERT. -12% N
I
ENTER = Continue, F16 = Exit Program 16.81.060

4 Enter or verify the year (CCYY) in the W-2 Year to be Selected field.

Based on the field’s entry, PCGenesis will print the Affordable Healthcare Worksheet for the
calendar year entered.

5 Define the extract option: Select the = (Radio button) to the left of the desired Extract
Option field.

Two options are available for creating the Affordable Healthcare Act Worksheet:

e Print ALL employees eligible for 1095-C: This option allows all employees eligible
for a 1095-C to print on the report. This facilitates coding all employees with the
correct 1095-C Eligibility value, the Offer of Coverage Code value, the Lowest
Premium amount, and the Safe Harbor Code value, as related to health insurance
offers and coverage.

e Print only employees NOT set up for GHI ded (deduction): This option allows the
worksheet to print only employees who received a paycheck but did not have an SHBP
deduction taken on the check for any of the 12 months of the year. This was helpful
for identifying employees who were not enrolled in SHBP for the entire year.

EMTER
6 Select _{| (Enter) to continue twice.
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PCGenesis Personnel System Operations Guide

The following screen displays:

(B rpco Dist=8991 Rel=15.0200 PCW : : ND wi [ _ |
Personnel System PERBSP
FHey Reports Henu

-- Print Affordable Healthcare Act Worksheet

-- List Employees" Current Deductions

1
5]
_6 | -- List Deductions Paid by Time Period [by Code, Class, Name]
7

-- GHI Eligibility, Participation, Dates and Options

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Step Action

7

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

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

Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Personnel System Operations Guide

1A. Affordable Healthcare Worksheet — Example

Use the Affordable Healthcare Worksheet to assist with entering data to correctly produce the
Affordable Care Act IRS 1095-C form.

BEPORT DATE- O6/10/2015 AFFORDAELE HEALTHCARE WORESHEET PAGE - z
BEPJET TIME: 10:51 S0RTED EY Clas=, Employee Hame PROGRAM: RACAPRT
CRIFNDAR YEAR - 2014

EMEHO  S0CIAL SEC HRME CLASS JOE HIBE 0T EEHIRE IT TERM DT
EST54  BOB-DE-5754 FEOTHKHRRT, MATIME oL ooz 2/01/200E EfDLf/201% 270172014 ELIEIELE FOR 1085-C%
TOT HRS TOT &R TOT HET TENO CEND CEND CEHD CEHD OFFER. LOWEST SAEFE
CODE FREM CO0E
JTAH 1,222 00 GI0_61 225045 _ _
FEE 2,227.00 1,TOL.%6 2354321 _ _
MAR 400 .00 266_5T 47741 _ _
AFR EMPLOYEE HOT EAID
MAY EMPLOYEE HOT PAID
JOH 150 .00 12E.52 Z26E 66 _ _
JOL EMPLOYEE HOT EAID
ADG 2,087.76 2,2T0.SE 23TTE2 _ _
SEP 2,355.5¢ Z,435.23 236145 _ _
acT 2,505 .62 2,542 24 Z2B520 _ _
H 2,355.82 Z,435.22 23E50B _ _
DEC 2,355.82 Z,435.22 Z3BZEE _ _
EMEHO  S0CIAL SEC  HRME CLASS JOE HIBE 0T EEHIRE IT TERM DT
ES0ZE  BSE-DE-5026 EOTLESOH, ROTLAND oL ooz EfDL/2014 ELIEIELE FOR 1085-C%
TOT HRS TOT &R TOT HET TENO CEND CEND CEHD CEHD OFFER. LOWEST SAFE
CODE FREM CO0E
JTAH EMPLOYEE WOT EPAID
FEE EMPLOYEE HOT EFAID
MAR EMPLOYEE BOT EAID
AFR EMPLOYEE HOT EAID
MAY EMPLOYEE HOT PAID
JOH EMPLOYEE BOT EAID
JOL EMPLOYEE BOT EAID
ADG 2,7T5E.6T 1,5%4%.36 23TBES _ _
SEP SHEF DEDUCTION TAKEW
acT SHEP DEDUCTION TAKEW
H SHEF DEDUCTION TAEEW

DEC SHEF DEDUCTION TAEEW
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PCGenesis Personnel System Operations Guide

Topic 2: Printing the Employees’ Current Deduction Report

— — —
‘1 PCG Dist=8991 Rel=1601. PCW 002 =N
) Personnel System PERHENU

Master Henu

Personnel Update Menu

Enhanced Substitute Pay and Leave System
Legacy Leave Menu
Personnel Reports Menu

Employee Contract File Export
Salary Projection Menu
Special Functions Menu

File Reorganization

15.82.08

Step  Action
2 Select 6| (F6 - Personnel Reports Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:
E=EEN)

[B1 pcG Dist=8991 Rel-15.02.00 06/22/2015 PCW 002 DEVSYS CASECONE VHI
Personnel System PERBSP

FHey Reports Henu

1 | -- Print Affordable Healthcare Act Worksheet

5 | -- List Employees' Current Deductions

6 | -- List Deductions Paid by Time Period [by Code, Class, Name]

7_| -- GHI Eligibility, Participation, Dates and Options

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

3 Select -5 (F5 - List Employees’ Current Deductions).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/31/2013 PCW 002 S¥ C:\DEYSYS C:\SECOND _IEILI
List Employees’ Current Deductions PERB165
Filter OptionS not set to set the selection criteria for the Deduction Listing.
: Filter not active
Select sort order: { Deduction Code. Class, Hame Sequence " Employee Clasz. Hame, Deduction Code Sequence
" Deduction Code, Name 5equence " Employee Name, Deduction Code 5equence
" Deduction Code. Employee Humber Sequence  { Employee Humber, Deduction Code Sequence
Print deductions with zero dollar amounts? H (Y or H)
Select at least one deduction code to report. Enter a 'Y" if the deduction is to be reported.
88=FRINGE H B1=ANNUITY # 1 H B2=ANNUITY # 2 H @3=FED W/H TAX H
B4=GA IHCOME TAX H B8=HEALTH INS H B9=HEALTH INS H 18=UENDOR 885483 N
12=I-UHDR B8B5674 H 13=CUNION 881438 H 15=I-UHDR 885983 H 16=COURT W/H H
17=UENDOR 885983 H 18=COURT W/H M 19=I-UHDR 885834 M 21=UENDOR 885835 N
22=I-UHDR 885983 H 23=I-UHDR @B5572 H 24=T1-UHDR 882517 H 25=UENDOR 885837 H
26=UENDOR 802998 H 27=UENDDR 8830839 M 28=I-UHDR 885048 M 20=1-UNDR 885848 N
38=UENDOR 885848 H 31=UENDOR 883412 H 32=UENDOR BB4236 H 33=I-UNDR BB4B6GL H
F18=Employee Selection, F16=Exit Without Printing
S L S W =X 13.03.00
Fish Help
Step Action

4 Select ﬂl (F10 — Set filter condition to limit the report results to specific criteria. Setting

the filter conditions is optional.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic
1: Set/Clear Employee Search Criteria for instructions on defining the record selection
criteria.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/31/2013 PCW 002 SV C:\DEYSYS C:\SECOND —|=] x|
List Employees’ Current Deductions PERB165

llce F18 to set the selection criteria for the Deduction Listing.

. . Filter set: Status
Filter options have
been selected.

= Deduction Code. Class, Name Sequence; " Employee Clasz. Hame, Deduction Code Sequence
" Deduction Code, Name 5equence " Employee Name, Deduction Code 5equence
" Deduction Code. Employee Humber Sequence  { Employee Humber, Deduction Code Sequence

(g

Print deductions with zero dollar amounts? H (Y or H)

Select at least one deduction code to report. Enter a 'Y" if the deduction is to be reported.

88=FRINGE H B1=ANNUITY # 1 H B2=ANNUITY # 2 H @3=FED W/H TAX H
B4=GA IHCOME TAX H BB=HEALTH INS H B9=HEALTH INS H 18=UEHDOR 885483 H
12=I-UHDR B8B5674 H 13=CUNION 881438 H 15=I-UHDR 885983 H 16=COURT W/H H
17=UENDOR 885983 H 18=COURT W/H H 19=I-UNDR 885834 H 21=UEHDOR 885835 H
22=I-UHDR 885983 H 23=I-UHDR @B5572 H 24=T1-UHDR 882517 H 25=UENDOR 885837 H
26=UENDOR 882998 H 27=UENDOR 883839 H 28=I-UNDR 885848 H 29=I-UNDR 885848 H
38=UENDOR 885848 H 31=UENDOR 883412 H 32=UENDOR BB4236 H 33=I-UNDR BB4B6GL H

F18=Employee Selection, F16=Exit Without Printing

S L S W =X 13.03.00

Fish Help

Step Action
5 Select the radio button () to the left of the desired Select sort order option to identify the

report’s sort order.

6 Enter Y (Yes) or N (No) in the Print deductions with zero dollar amounts? field to include
or to exclude deductions with zero dollar amounts.

7 Enter Y (Yes) or N (No) in the Select at least one deduction code to report field to select the
deductions to print on the report. Enter Y (Yes) if the deduction code is to be printed on the
report or N (No) if the deduction code is not to be printed on the report.

8 Select _‘rl (Enter) to continue.
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PCGenesis Personnel System Operations Guide

The following screen displays:

(B rpco Dist=8991 Rel=15.0200 PCW : : ND wi [ _ |
Personnel System PERBSP
FHey Reports Henu

-- Print Affordable Healthcare Act Worksheet

-- List Employees" Current Deductions

1
5]
_6 | -- List Deductions Paid by Time Period [by Code, Class, Name]
7

-- GHI Eligibility, Participation, Dates and Options

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Step Action

9

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

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

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

(Master) to return to the Business Applications Master Menu.
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PCGenesis Personnel System Operations Guide

2A. Employees’ Current Deductions by Name within Pay Class Report — Example

In addition to providing information specific to individual employee deductions, the report also lists
deductions with zero dollar amounts, if selected.

The final page of the report completes the payroll class and deduction totals, and provides the grand
total of employee deductions based on the search criteria selection.

EEPORT ID:

BEDORT DLTE:

DED

01
0l
01
01
01
01
01
01
01
01
01
01
01

01

CODE & DESC

INNUITY
INNUITY
ENNUTITY
INNUTTY
INNUITY
ENNUITY
INNUTTY
ENNUITY
INNUTTY
INNUITY
ENNUITY
INNUTTY
ENNUITY

INNUITY

£1
£1
£1
£1
£1
£1
£1
£1
£1
£1
£1
£1
£1

1

LNN

0s
0
0
0s
0
0
03
03
0s
0
0
03
03

0

PERO1ES/OEORPT
08/18/2014

COMP & DESC

GRERT
GREAT
GEERT
GREAT
GREAT
GERERT
GREAT
GREAT
GREAT
GREAT
GERERT
GREAT
GREAT

GREAT

LMERTCH
IMERTCL
IMERTCR
AMERTCL
IMERTCL
EMERTCR
AMERTCL
AMERTCR
AMERTCL
IMERTCL
EMERTCR
AMERTCL
AMERTCR

IMERTCL

EMP £

87223
23058
88273
88957
27801
87808
85381
83347
8731
27928
B88ES
87435
27183

29497

EMPLOYEES "

CURRENT DELOUCTIONS

DEDUCTION CODE, CLLSS, NAME SEQUENCE

HAME

LLZNZO, EFZEN
LITER, GETEVIVE
EUSDEN, EMSLE
CLAFIELD, CE4ESTR
CH4MDION, EA4
HRSNON, XUSH
JO4LY, MO4GAN
LE&VA, CEEILLE
LIS, VRIENTIN
OL4VARES, SH4E
DH4N, KR4CE
DRESCOTT, LIECOLN
WEZZEL, CRIMY

HIBCHCOCE, ANESLAL

STAT

T e e e e e

CLASS WORK JOB
0z 0111 o002
0z 0111 ooz
0z 0101 o0o0zZ
0z 0201 o002
0z 2010 QOzZ
0z 3050 002
0z 0101 o002
0z 0101 Qoz
0z 0201 o002
0z 3050 Q02
0z 0101 00z
0z 0101 o002
0z 0101 Qoz

*% CLASS 02 TOTAL

1s 0201 020

*% CLASS 15 TOTAL

++ DED 01 / €O 05 TOTAL

*&% GRAND TOTAL

EMPLE DED AMT

SEEEEEEEEEEEE

95.
282.
301.
100.

0.
100.
150.
S.00
250.
300.
7.00
200.
100.

2]

1z0.

oo
oo
oo
oo
oo
oo
oo

oo
oo

oo
oo

oo

.00

]

.00

DRAGE &

DED ADJ DED BCT
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PCGenesis Personnel System Operations Guide

Topic 3: Printing the Employee Deduction Detail by Time
Period Report [By Code, Class, Name]

Personnel System PERMEHU

Haster HMenu

Personnel Update Menu

Enhanced Substitute Pay and Leave System
Legacy Leave Menu
Personnel Reports Menu

Employee Contract File Export
Salary Projection Menu
Special Functions Menu

File Reorganization

15.82.688

Step  Action
1 Select _B_| (F6 - Personnel Reports Menu).
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The following screen displays:
E=EEN)

[B1 pcG Dist=8991 Rel-15.02.00 06/22/2015 PCW 002 DEVSYS CASECONE VHI
Personnel System PERBSP

FHey Reports Henu

1 | -- Print Affordable Healthcare Act Worksheet

5 | -- List Employees' Current Deductions

6 | -- List Deductions Paid by Time Period [by Code, Class, Name]

7_| -- GHI Eligibility, Participation, Dates and Options

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

2 Select —6_| (F6 - List Deductions Paid by Time Period [by Code, Class, Name]).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.04.00 12/31/2013 PCW 002 5¥ C:\DE¥YSYS C:\SECOND _ = x|
List Deductions Over a Period of Time PERG198

Enter date range of deduction payments to be selected:

1812813 thru 12/31/2813

Enter deduction code(s) to be selected: _
{Leave code blank to print ALL deduction codes.)

Enter class, if only one should be selected: _

ENTER = Validate F16 = Exit 12.82.88
Step Action
3 Enter the date range (MM/DD/CCYY) in the Enter date range of deduction payments to be

selected fields.

PCGenesis defaults the beginning and ending dates to the current date and the last date of the
calendar year respectively. PCGenesis users may modify these dates as needed.

4 For a specific deduction(s): Enter up to three deduction codes, or select the drop-down
selection icon -~ to choose the code(s) within the Enter Deduction Code(s) to be Selected
field(s).

For all deductions: Leave the Enter Deduction Code(s) to be Selected fields blank.

5 For a specific Pay Class: Enter the pay class code, or select the drop-down selection icon hd
within the Enter Class, if only one should be selected field.

For all Pay Classes: Leave the Enter Class, if only one should be selected field blank.

6 Select Enter.
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The following screen displays:

B PCGDist=6991 Rel=13.04.00 12/31/2013 PCW 002 S¥ C\DEWSYS C:\SECOND _ = x|
List Deductions Over a Period of Time PERB190

Enter date range of deduction payments to be selected:

176172012 thru 1273172013

Enter deduction code{s) to be selected: 23 I-UHDR 885572

{Leave code blank to print ALL deduction codes.)

Enter class, if only one should be selected: ALL EMPLOYEES

#xx ARE SELECTIONS CORRECT? =%

ENTER = Continue F16 = Reenter 12.82.88

Step Action

7 Verify the screen’s entries are correct, and select Enter in response to the “***4re Selections
correct? ***”” message.

If the information is incorrect, select F16 (Reenter), make the appropriate modifications, and
select Enter.

“** Processing Request **” and “** Creating Detail Report of Deduction Payments **”
briefly display.
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The following screen displays:

(B rpco Dist=8991 Rel=15.0200 PCW : : ND wi [ _ |
Personnel System PERBSP
FHey Reports Henu

-- Print Affordable Healthcare Act Worksheet

-- List Employees" Current Deductions

1
5]
_6 | -- List Deductions Paid by Time Period [by Code, Class, Name]
7

-- GHI Eligibility, Participation, Dates and Options

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Step Action

8

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

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

Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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3A. Employee Deduction Payment Detail Report — Example

LEPORT DATE: 12/31/2013 TIME: 13:2% EMPLOYEE DEDUCTION PAYMENT DETAIL DAGE 952
01/01/2013 THRU 12/31/2013

DEDUCTION 32 - VENDOR 00423& EMPLE FLAG
** CLASS Z1 - PARAPROFESSIONALS -
87812 STELAIR, SCETTY 2.80 08/30/2013 u
2_50 10/31/2013 n
2500
*+ TOTAL FOR CLASS Z1 T5.00 *+*
*% CLASE 23 - CLASSIFIED 10 MONTH o
883¢4 BASEOQSL, ADSLFO 5.00 01/31/2013 n
5.00 02/28/2013 i)
5.00 03/25/2013 i)
5.00 04/30/2013 i)
5.00 05/31/2013 i)
5.00 0E/28/2013 n
5.00 07/31/2013 u
5.00 08/30/2013 n
5.00 0%/30/2013 i)
5.00 10/31/2013 i)
50.00
88851 PheMh, LOGAN 5.00 0173172013 i)
5.00 0272872013 i)
5.00 03/23/2013 n
5.00 04/30/2013 u
5.00 05/31/2013 n
5.00 0Ef28/2013 i)
5.00 07/31/2013 i)
5.00 08/30/2013 i)
5.00 05/30/2013 i)
5.00 10/31/2013 n
E0.00
*% TOTAL FOR CLAZS 23 11000
*+% TQTAL FOR DEDUCTION 3zZ 5,225.00

*w* GRIND TOTAL ALL DEDUCTIONS 4,400,045.00 =%+
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Topic 4: Printing the Georgia Health Insurance (GHI)
Eligibility Data Settings Report [Eligibility, Participation, Dates
and Options|

Personnel System PERMEHU

Master Henu

-- Personnel Update Menu

-- Enhanced Substitute Pay and Leave System
-- Legacy Leave Menu
-- Personnel Reports Menu

-- Employee Contract File Export
-- Salary Projection Menu
-- Special Functions Menu

2

FKey
1
4
5
_& |
LN
2
a3
20|

-- File Reorganization

15.82.688

1 Select _6_| (F6 - Personnel Reports Menu).
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The following screen displays:

(1 0cG Dist=8991 Rel=15.0200 06/22/2015 PCW 00: C ~ASECOND WH i = |
—
Personnel System PERBSP
FKey Reports HMenu

1 | -- Print Affordable Healthcare Act Worksheet

5 | -- List Employees' Current Deductions

6 | -- List Deductions Paid by Time Period [by Code, Class, Name]

7 _| -- GHI Eligibility, Participation, Dates and Options

M| | | | [ | [ | [ | | | [ | |

re | 5 | MoriSp | BT | MEND

Step  Action
2 Select - 7_| (F7 - GHI Eligibility, Participation, Dates, and Options).
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The following screen displays:

_
=] PCGDist=8991 Rel=1603.00 09/21/2016 PCW 001 SV CADEVSYS CASECOND wr—m‘ [N

PAY16PRT
GHI Eligibility, Participation, Dates and Options Report
Enter Criteria for Record Selection

Report employees with the following status codes:
(A=Active, I=Inactive, T=Terminated)

[E-3

I

Sort report by Hame
Glass/Name

Location/Hame

Location/Glass/Hame

Employee Humber

| T I I -

Enter Pay Location {Leawve blank to print ALL}:
Enter Pay Class {Leawve blank to print ALL}:

‘%' To omit substitute classes: X

Enter=Continue F16=Exit Without Printing

=l [ [ | [ | [ | =Y 160260

Step | Action

3 Enter A (Active), | (Inactive), and/or T (Terminated) in the Report employees with the
following status codes field(s).
PCGenesis will accept any combination of these codes. Spaces will also be accepted if the
user populates at least one of the remaining fields with a status code. PCGenesis defaults to
“A, 1. Sample entries: All employees: AIT, Active employees: A, Inactive employees: I,
Terminated employees: T

4 Enter X in the Sort report by fields to define the sort order. Only one option may be
selected at a time.
PCGenesis defaults to the selection of “Name”.

5 For a specific Pay Location: Enter the pay location, or select the drop-down selection icon
| within the Enter Pay Location field.
For all Pay Locations: Leave the Enter Pay Location field blank.

6 For a specific Pay Class: Enter the pay class, or select the drop-down selection icon L]

within the Enter Pay Class field.
For all Pay Classes: Leave the Enter Pay Class field blank.

Georgia Department of Education
October 31, 2016 e 2:29 PM e Page 22 of 24
All Rights Reserved.




PCGenesis Personnel System Operations Guide

Ste Action

7 To omit Substitute employees: Enter X in the ‘X’ to omit substitute classes field.
PCGenesis defaults to “X” (Omit Substitutes).

8 Select ﬂl (Enter).

“** Processing Request **” briefly displays.

The following screen displays:

H

(B rpco Dist=8991 Rel=15.021 : ND W ._.E
Personnel System PERASP

FHey Reports Henu l

-- Print Affordable Healthcare Act Worksheet

-- List Employees' Current Deductions

1
5]
_6 | -- List Deductions Paid by Time Period [by Code, Class, Name]
7

-- GHI Eligibility, Participation, Dates and Options

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | PO | MEND

Step  Action

9

To print the report via the Ugueue Print Manager: Select mﬁl (Ugueue).
To print the report via Microsoft® Word: Select @I (MS WORD).

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

10 Select ﬁl (F16 - Exit) to return to the Personnel System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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4A. GHI Eligibility Current Data Settings Report - Employee Name Sequence - Example
The final page of the report identifies employee totals by type, and overall employee totals.

REPORT DATE: 0%/21/201¢ GHI ELIGIBILITY CUREENT DATR SETTINGS DRCE 1
PROGRAM: DREY1&PRT *+% FEMPLOYEE NIME SEQUENCE **
EMD WRE GHI GHI ELIGIELE COVERRCE  COVERAGE DREM. COUNTY
NUM EMPLOYEE HAME STATUS CLASS 10C PART ELIG DATE EFFECTIVE END DATE OPTN TIER IMOUNT NIM AND HAME
87833 RB4EY, LE4NARDO i 05 8010 ¥ ¥ 11/15/1%5%5 12/01/155%5 B3 =11 Z&0_40 1&0 Out of State
89357 AD4TR, CE4ESTR I 1% 801z H H 160 Out of State
8541& RDIMS0N, MRSRGRRET I 1% 8012 N n 160 Out of State
8558% ATARECHT, CRAMELD .Y 0g 8010 ¥ T B& 94 240_.05 1€0 Out of State
89865 ALBARD, DEEON I 18 8010 W n 160 Out of State
87431 AMZROSE, NOUZ .Y 01 0185 ¥ ¥ 8/01/2014 5/01/2014 El 1o 15875 1€0 Out of State
88574 APINTE, BE3U i 01 0185 ¥ T 8/01/2005 9/01/2005 B3 57 340 .40 1&0 Out of State
87374 LP3INTE, RE3D .Y 01 0108 H ¥ 1z2/08/2015 2Z/01/201& HC 160 Out of State
83007 ARZENAULT, KIZ I 01 0201 W n 160 Out of State
87423 ARZGON, MAZYEELLE .Y 01 0185 ¥ ¥ 8/08/2006 10/01/200& B3 50 155 _.9€ 1€0 Out of State
88623 RRZGON, WRZD i 0z 018 ¥ T 3/01/2015 10/01/2015 B3 10 66_28 160 Out of State
85932% LRAEDOMDO, EL2 I 01 0101 H H 160 Out of State
89368 ASSBY, ELSZ i 30 0100 N n HNE 160 Out of State
87568 ASSBY, JOSNSIE I 05 8010 W H 160 Out of State
87343 AVZILOS, RIZLEE i 15 0185 N T 8/10/2015 10/01/2015 HNC 160 Out of State
85743 AV2LOS5, LEZISHL .Y 01 0100 H ¥ S/01/2014 10/01/2014 HC 160 Out of State
88447 BRZLEY, REZNR i 01 0201 ¥ T 8/08/2011 10/01/2011 BZ 55 Z77.12 1&0 Out of State
89358 BRL3IN, MI3AH .Y 01 0201 ¥ ¥ 8/01/2007 10/01/2010 10/01/2010 B3 97 340_40 1€0 Out of State
REPORT DATE: 05/21/201& GHI ELIGIEILITY CURRENT DATA SETTINGE DLCE 23
DROGRAM: DAY1&DRT ** BMPLOYEE NREME SEQUENCE *+
EMP WEK GHI GHI ELIGIELE COVERRGE  COVERRGE DREM . COUNTY
N EMPLOYEE HAME STATUS CLASE LOC PART ELIG DATE EFFECTIVE END DRTE OPTN TIER IMOUNT NUM AND NIME
*#* TOTAL ACTIVE EMELOYEES 371 w
*#% TOTAL INACTIVE EMPLOYEES 179 w*
** TOTAL EMPLOYEES 550 ¥

In the screenshot examples, Active (A), Inactive (I) employee information by Name was requested.
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