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Introduction

ONEG is the program used to enter pledge information for the One Gift Program. This process will create the
payroll record for the employee. While an employee may start, stop, or change a deduction at any time during
the year, most pledges are submitted during the annual One Gift Campaign, held each October. Pledges may
be entered during the October Campaign until December 31, 2015. (There is no need to hold pledges until
December.)

Accessing the ONEG Program

ONEG is available via the mainframe computers of the Department of Administrative Services — Information
Technology Enterprises (DAS-ITE). This is the same system that you use to access HRIS. After entering your
security ID (“T” number) and password, you need to select, “Production CICS.” This will take you to another
screen in which you will press the Enter key. The next screen will ask for a transaction ID; this is where you
will type the letters, ONEG.

Main Menu

The Main Menu for the One Gift system is shown in Screen 1. Use the Employee/Pledge Screen (PF2) to
enter employee information. You may access this screen by using the PF2 key, or by placing an “X” in front of
the number 1, or by going to the bottom of the page and typing “1” in the response field.
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You can exit this program at any time by using the Clear key. If your keyboard doesn’t have a Clear key, you
can use the Pause key instead.



Employee/Pledge Screen

Screen 2 is a screen print of the Employee/Pledge Screen.

Screen 2:
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You have the option to Add a Record (PF4) or Update a Record (PF5). When Add (PF4) is selected, Screen 3
will open.

Screen 3:
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Adding a Record

One important thing to notice in Screen 3 is the Pledge Year at the top of the screen. A default year will
appear, but it is an editable field. For any calendar year the default year is as follows:

Calendar Month Default Year
January 1 — August 31 Current year
September 1 — December 31 Following year




For example, if you are entering a current campaign employee pledge card on August 23, you would need to
change the year to reflect the following year. The One Gift campaign runs the calendar year before the pledge
money is actually withdrawn. For example, the 2016 One Gift campaign runs in 2015, and the pledges come
out of the employees’ paychecks in 2016.

Screen 4 displays an example of entry for the Employee Pledge Screen.
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The following is a description of the circled fields in Screen 4:
Please note: Do not press the Enter key until all information is entered on the screen.

SSN: Enter employee SSN. The name and payroll # will fill in when all information is entered and you press
the Enter key. The use of hyphens is optional.

Annual Pledge Amt. 1: This is a required field. This will be the “Annual Amount” listed on the pledge card for
the first charitable agency.

Org. Code 1: Thisis a required field. You need to enter the 4-digit “Agency Number” that corresponds with
the “Annual Amount” entered in “Annual Pledge Amt 1.” If there is no agency number on the pledge card,
please use agency number 9999.

Annual Pledge Amt 2 & 3 and Org Code 2 & 3 are optional fields. If the employee specified more than one
charitable agency you would enter each agency on its own line.

Total Pledge (Gift): This is the amount in the “Total Gift” box on the pledge card. This should be the total of
all annual amounts.

Payroll Ded. Amt: This is the dollar amount listed on the pledge card in the “Total Amount from each
Paycheck” section. This amount should be the total gift divided by the number of paychecks.

Please Note: The “payroll deduction amount” cannot be over $999.99. This may be a problem if an
employee wants to make a one-time deduction. The employee will need to spread the deduction over
two pay periods or more for amounts over $999.99.

Check Paydays: This is the selection the employee has checked on the pledge card in the “payroll deduction
area.” You will need to enter the single-digit number that corresponds with the employee’s choice on the
pledge card (see Table 1).



Table 1:

Beginning Ending
Check Paydays Deductions Effective Effective
Date Date

1 = 1% Paycheck Only 12 deductions — taken from the first 12-18-2015 12-02-2016
paycheck of each month.

5 = pnd Paycheck Only 12 deductions — taken from the second 12-18-2015 12-02-2016
paycheck of each month.

3215 g o Paychecks 24 deductions — taken from the first and 12-18-2015 12-02-2016
second paychecks of each month.

4 = All 26 Paychecks 26 deductions — taken from all 12-18-2015 12-02-2016
paychecks.

5 = One Time Deduction 1 deduction —taken from the first 12-18-2015 12/18/2015
paycheck in January

Beginning Effective Date: This date should be the first day of the pay period in which the first deduction of
the year will occur. For the 2016 Campaign, this date is December 18, 2015.

Please note: When entering the dates you will need to enter 2 digits for the month and day, and 4 digits for the
year.

Ending Effective Date: This date should be the first day of the pay period in which the last deduction of the
year will occur. For the 2016 Campaign, the ending effective date for Options 1 — 4 is December 2, 2016.
(The ending effective date for Option 5 is December 18, 2015.)

Please note: You may use any date within the pay period. It is recommended you use the first day of the pay
period to make things easier for review. There is a list of pay periods and paydays at the end of this document.

When you have completed entering all the pledge information, press the Enter key. The employee information
will fill the screen and you will see Screen 5. After you have double-checked your information you may either
hit the Enter key to confirm, PF1 to cancel, or the Clear/Pause key to quit.

Please note: You will receive an error message when adding an employee record that has pledged to a
terminated One Gift organization. If you receive an error message, the employee must change the charitable
designation. If you have questions, please contact the Program Coordinator.
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Updating a Record

To update a record, you will start at the main menu (Screen 1) and select the Employee/Pledge Screen (PF2).
In the Employee/Pledge Screen (Screen 2) you will select Update (PF5). Screen 6 is the update screen.

The cursor will start in the “Pledge Year” and will default the same as it does in the Add screen. You will then
need to enter the employee’s social security number and press the Enter key.
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The employee information will fill in as in the example in Screen 7. You can then modify the data. When
finished, press the Enter key.

Screen 7:
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After the Campaign

You may view records in the Update screen (PF5).

If you need to terminate an employee pledge during the pledge year, enter any date within the last
pay period that corresponds with the paycheck the employee wants to make their last contribution.

If you need to add an employee during the pledge year, follow the same guidelines as entering
employees during the campaign. The total pledge (gift) amount needs to be entered as if the
employee was contributing for the whole year. For example, an employee is hired in September
and wants to start contributing $5.00 per paycheck for the first & second paychecks only, starting in
October. We will say for this example that there would be six paychecks remaining in the year.
When entering the total pledge (gift) amount you would NOT enter $30.00, ($5.00 per check X 6
paychecks), you would need to enter $120.00 ($5.00 per check X 24 paychecks). Finally, contact
the One Gift Coordinator (marsha.webb@iowa.gov) to request a manual P1. (Automatic P1s are
only generated from the One Gift Program for the first paycheck in January.)

If you have questions, feel free to contact the One Gift Coordinator, Marsha Webb, by sending an
email to marsha.webb@iowa.gov or by calling 515-281-8989.
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