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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

PCGenesis reporting and month- and year-end closing includes processing the following reports,
maintaining the corresponding files, and performing the optional procedures where appropriate.

Reports for Any Period

Vendor Payments for Any Period Report: The Vendor Payments for Any Period Report lists vendor
payments by fund, account number, facility code, program code, or vendor code in detail or
summary format.

Receipts for Any Period Report: The Receipts for Any Period Report lists receipts by receipt
number, receipt number within bank code, or by fund. PCGenesis provides the account information
in either detail or summary format.

Journal Vouchers for Any Period Report: The Journal Vouchers for Any Period Report lists journal
vouchers by voucher number, by account number and fund, or by bank.

General Ledger (G/L) for Any Period Report: The General Ledger (G/L) for Any Period Report
prints the General Ledger (G/L). (The monthly General Ledger Report does not include Fund 199
totals.)

Revenue and Expenditure Summary for Any Period Report: The Revenue and Expenditure
Summary for Any Period Report lists the expenditure summary by function and object, or by object
and function, and the revenue summary information by revenue source.

Revenue and Expenditure Detail for Any Period Report: The Revenue and Expenditure Detail for
Any Period Report lists all account activity affecting the current year’s accounts, and includes
individual account totals and overall grand totals. When processed from the beginning of a fiscal
year, prior year accounts receivable amounts carried forward into the current year, and receipts
reducing the receivable before the current year display. Processing the report from a period
beginning later in the fiscal year, the prior year totals’ beginning balance also includes the receipts
entered in the current year, and any closing adjustments in the current year which took place before
the beginning date of the report. Although the receipts do not affect the current year’s revenue, the
closing adjustments do affect the current year’s revenue. When processing the report from a period
beginning later in the fiscal year, the beginning balance totals include all accounts receivable,
receipt, and closing adjustment activity occurring within the period preceding the report’s beginning
date.

All receipts in the selected period against receivables display within the first two sections of the
report. First, PCGenesis displays receipts that are against prior year receivables, which do not affect
the current year’s revenue. Secondly, PCGenesis displays receivables within the current period and
the receipts posted against these receivables. Between these results, PCGenesis provides a section
displaying any closing adjustments made to prior year or the current year’s receivables within the
selected period where appropriate. The latter two sections depict changes to revenue.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

PCGenesis displays receipts posted without an accounts receivable along with the account’s ending
balances on the report’s final page. The first line of these totals provides the status of prior year
receivables carried into the current year. Note that the closing adjustment field on this line affects
the current year’s revenue. The second line provides the current year’s accounts receivables and
receipt activity. The total line details the current year’s revenue, the total amount of prior year
receivables closed in the current year, the total receipts in the current year, and the uncollected
balance. If the selected period includes all activity for the year, the totals on this page will match the
Revenue Inquiry screen’s information for the account. F1. Revenue Detail of Activity (Sequenced by
Account) Report — Example illustrates this point. Refer to Section F: Revenue Account Master
Processing for the instructions to access the Revenue Inquiry screen.

Trial Balance & Audit Year End Transmission File: This process creates the Trial Balance Report
which list trial balances, and creates the Audit Transmission File for the Department of Audit’s
transmission file.

Balance Sheet for Any Period Report: The Balance Sheet for Any Period Report lists balance sheets
for a specific period by fund and balance sheet account ranges.

School Nutrition Online Reporting System (ORS) File: This process supports the DE106
submission process for school nutrition. It creates the School Nutrition DE106 Submission Report
which lists school nutrition inventory, revenue, expenditures, and balance sheet totals, and creates
the School Nutrition Extract File which can be uploaded into the School Nutrition Online Reporting
System (ORS).

Comma-Delimited Export Files: Many options available from the Reports for Any Period Menu allow
the user to produce a comma-delimited export file (.csv file) in addition to the printed report. The export
files contain the same information that prints on the reports, but puts the data into data files. This
feature allows users to perform data analysis on the Reports for Any Period data by using spreadsheet
capabilities. Producing the export file is optional, but the report will always be produced. The following
menu options allow a comma-delimited export file to be created:

Vendor Payments for Any Period by Account, all reports
Receipts for Any Period by Account/Fund, Detail or Summary
Journal Vouchers for Any Period, by Account/Fund

General Ledger for Any Period

Expenditure Summary by Function and Object

Expenditure Summary by Object and Function

Expenditure Summary by Fund and Program Across Multiple Fiscal Years
Revenue Summary by Revenue Source

Revenue Detail by Account

Expenditure Detail by Account

Expenditure Detail by Account Across Multiple Fiscal Years
Trial Balance & Audit Year End Transmission File

Balance Sheet for Any Period Report
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Daily Test for the General Ledger’s Out-of-Balance Condition: When out-of-balance conditions
exist, the PCGenesis daily file reorganization procedure produces a recap of the General Ledger for Any
Period Report's out-of-balance conditions. For more detailed information, PCGenesis users may select
F10 (Daily Test for Out of Balance Condition in GL) from the Financial Accounting & Reporting —
Reports for Any Period Menu. In either case, through the file reorganization procedure or by menu
selection, when out-of-balance conditions exist, PCGenesis automatically produces the report, and
displays the “GL Out of Balance” warning message on the PCGenesis System Logon and the System
Control Information screens. This information continues to display until the user corrects the out-of-
balance condition. This document contains examples of both the report and the screenshot examples.

Object Conversion File Maintenance: Maintaining the Object Conversion file identifies the
Expenditure Summary Report’s object codes for conversion to a different object code. Printing the
Object Conversion File provides a listing of the contents of the file.

DE Form 106 File Submission Processing: The DE Form 106 submission file is generated by running
the School Nutrition Online Reporting System File (DE 106) option. This process creates the School
Nutrition DE106 Submission Report which lists school nutrition inventory, revenue, expenditures, and
balance sheet totals, and creates the School Nutrition Extract File which can be uploaded into the School
Nutrition Online Reporting System (ORS). Processing the report includes the following procedures:

e Identifying a facility code for the school nutrition funds: School nutrition funds are within the range
of 600 thru 699, inclusive. In order to be reported on the DE-106 School Nutrition Extract File, the
school nutrition fund code must have a facility code assigned. Refer to Section K: Account Master
Description File Processing for instructions on assigning facility codes to the school nutrition fund
codes (Type 02 records).

e Finalizing Current Month/Year-End Figures: Procedure-specific processing guidelines for month
end closing are included within the Financial Accounting and Reporting (FAR) System Operations
Guide, Section J: Financial Reporting and Closing, Topic 2: Finalizing Current Month and Year-
End Figures. While it is recommended that the month is closed before creating DE-106 School
Nutrition Extract File, it is not necessary. Files created before the month is closed will not reflect
correct beginning/ending balances. However, the DE-106 School Nutrition Extract File may be
created numerous times if financial figures have changed since the last time the file was created.

e Printing the Trial Balance Report for the DE-106 reporting month: The revenue, expenditure, and
balance sheet totals for each school nutrition fund should balance to the Trial Balance Report for the
DE-106 reporting month. For example, if the DE-106 is run for January 20yy, the Trial Balance
Report should be run with a date range of 01/01/20yy thru 01/31/20yy. The totals on the DE-106
should balance to the Trial Balance Report.

e Running the School Nutrition Online Reporting System File (DE 106) option: This process creates
the School Nutrition DE106 Submission Report which lists school nutrition inventory, revenue and
expenditures, and creates the School Nutrition Extract File.

e Where appropriate, PCGenesis will automatically print a School Nutrition DE106 Error Report. The
School Nutrition DE106 Error Report lists all of the funds not extracted for the DE-106 School
Nutrition Extract File because they have not been assigned a facility code. To correct the errors,
follow the instructions in Section K: Account Master Description File Processing to assign facility
codes to the school nutrition fund codes. If the fund should NOT be extracted for the DE-106, then
the fund should NOT have a facility code assigned, and the error may be ignored.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

American Recovery and Reinvestment Act of 2009 (ARRA) reporting: Several reports have been
added in order to support ARRA reporting requirements. ARRA reporting requires expense and vendor
data across multiple fiscal years, specifically for Federal programs. The Vendor Payments for Any
Period by Fund & Program, Detail or Summary report provides the option to Extract only Federal
Programs. This option facilitates reporting for ARRA by allowing the user to select only Federal
programs for the report. Program codes are designated as either F=Federal, S=State, L=Local or
O=O0ther in the Account Master Description File. The Vendor Payments for Any Period by Fund &
Program, Detail or Summary report also allows the option to Extract only vendors with cumulative
payments over $25,000. This option facilitates reporting for ARRA by allowing the user to select only
vendors with cumulative payments over $25,000. The following reports have been added specifically to
support ARRA reporting requirements:

e Vendor Payments for Any Period by Fund & Program, Detail or Summary

e Expenditure Summary by Fund and Program Across Multiple Fiscal Years

e Expenditure Detail by Account Across Multiple Fiscal Years

All of the Vendor Payments reports include journal vouchers which contain a vendor check number
assigned to the voucher. However, only four of the Vendor Payment report options include all journal
vouchers which contain a vendor number on an ‘E’ detail line, regardless of whether a vendor check is
indicated on the voucher. The following reports include all journal vouchers which contain a vendor
number on an ‘E’ detail line:

e Vendor Payments for Any Period by Fund & Program, Detail or Summary
e Vendor Payments for Any Period by Vendor, Detail or Summary

NOTE: In order for the above Vendor Payment reports to be accurate, the UNSPECIFIED
vendor number should NOT be used on journal vouchers.

Finalizing Current Month/Year-End Figures: Procedure-specific processing guidelines are included
within the Financial Accounting and Reporting (FAR) System Operations Guide, Section J: Financial
Reporting and Closing, Topic 2: Finalizing Current Month and Year-End Figures.

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

icon /1o aid in the entry of field information. When used, double-click the desired information to
complete the entry.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Printing the Vendor Payments for Any
Period Report
Step Action

1 From the Business Applications Master Menu, select __1_ (F1 - Financial Accounting &

Reporting System).
The following screen displays:
Ll PCG Dist=8991 Rel=17.04.00 02/0: E 23
Financial Accounting & Reporting MASTER1
FKey Haster Henu

- - Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu

- - Receipt Processing Menu

-- Cash M & Inv Manag Menu

g

- - Financial Reporting & MonthfYr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

-- Special Functions Menu
- - Vendor Master Menu
- - Source Master Menu

]

B ERE EEEE bkl bRRE

-- File Reorganization

ot s | | O O I B XN
e | 1S | MoriSy | DA | MEND

Step  Action
2 Select 98| (F9 - Financial Reporting and Month/Yr-End Close Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

Financial Accounting & Reporting MT 8P

FKey Reporting & Closing Menu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail [including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures

26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
_27 | -- DE Form 0046 Menu
30 | -- Print C8-1 Report with Transmission File
_31 | -- DOAA Transparency in Government Export File

0 N I I A Y I S L

| 145 | Wiz DA | MEND

Step  Action
3 Select _1_ (F1 — Reports for Any Period Menu).

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001  C:\DE¥YSYS C:A\SECOND =]
Financial Accounting & Reporting HMT 81P
FKey Reports For Any Period Henu
_1 | -- Vendor Payments for Any Period Menu
_2 | -- Receipts for Any Period Menu
_2 | -- Journal Youchers for Any Period Menu
_4 | -- General Ledger for Any Period
_5 | -- Revenue & Expenditure Summary for Any Period Menu
_6 | -- Revenue & Expenditure Detail for Any Period Menu
_7 | -- Trial Balance & Audit Year-End Transmission File
_8 | -- Balance Sheet for Any Period
_9 | -- School Nutrition Online Reporting System File (DE 106)
_10 | -- Daily Test for Out of Balance Condition in GL
Master | Voo | | | 11.601.00
| e iz A VEND

4 Select —1_ (F1 - Vendor Payments for Any Period Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 35V CANDEVSYS CASECOND WHITE

Master

Financial Accounting & Reporting

FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSY file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number

i

ﬂ"

15 | "5 | DE0 | MENR

O X
MTO1P1

19.04.60

Step

Action

Proceed to Section Al. By Fund, A2. By Account, A3. By Facility, A4. By Fund & Program,

or A5. By Vendor for detailed information on how to run the reports.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Al. By Fund

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTB1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSV file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSY file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number
Master | V5o 19.04.00
w8 | 15D | ™5 | AN | MEND

Step  Action

1 By Fund (All) Detail: Select 1 (F1 - Detail).
By Fund (All) Summary: Select —2_| (F2 - Summary).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil
UENDB1080

Vendor Detail by Fund

Enter period of vendor payments to be printed:

thru

Enter fund code or Range to print selection: Optional Optional Optional
Include - Range Exclude - Range
{999 = All Funds ) 999 - 888 aa8 - @88

Enter vendor #, if only 1 vendor is to be printed:

999999 (999999 = All vendors)

Enter vendor #, if any vendors should be excluded:

ENTER = Continue, F16 = Exit

s F15 13.91._00
FIS«
Step Action
2 Enter the date range (MM/DD/CCYY) in the Enter Period of Vendor Payments to be

Printed fields.

3 For specific fund(s): Enter the fund code range in the Optional Include - Range fields.

For all funds: Enter 999 in the first Include Fund Code field, and enter 000 in the
second Include Fund Code field, and enter 000 in the Optional Exclude — Range fields.

4 To exclude specific fund(s): Enter the fund code range in the Optional Exclude - Range
fields.

For example, to print all funds except for funds 600 through 699, enter 999 in the first
Include Fund Code field, and enter 000 in the second Include Fund Code field, and enter
600 and 699 in the Optional Exclude — Range fields.

5 For all vendors: Enter or verify the entry of 999999 in the Vendor Number field.

For a specific vendor: Enter the vendor’s number or select the drop-down selection icon =
within the Enter vendor #, if only 1 vendor is to be printed field to choose the vendor’s
information.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

6 To exclude up to four vendors: Enter the vendor’s number or select the drop-down

selection icon | within the Enter Vendor #, if any vendors should be excluded: field(s)
to choose the vendor’s information.

! Select ﬂl (Enter) twice.

“* ¥ * Processing Request * * *” and “Creating Detail (or Summary) Report of Vendor
Payments” briefly display.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|
UVENDB118

Uendor File Data Export

Create Vendor Detail File to Load in Excel?
" No_
@ Yes

Enter the Export file Path and Hame (e.g. C:AEXPORTHWUHDDTLCYHD.CSU
or F18 to Browse for File

C-AEXPORTHLUHDDTL2A138219 . CSU
HOTE: DIRECTORY Hust Already Exist

Enter=continue, F18=Browse, F16=Exit 12.81.88

:Nﬂv F10
FIS«

Although the screenshot examples display Vendor Payments Detail results, the steps also apply to
Vendor Payments Summary results.

Step | Action

8 Select the * (Radio Button) to left of the appropriate response in the Create Vendor Detail
(or Summary) File to Load in Excel? field. In order to produce a comma separated data
file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

9 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

10 If creating an export file: Enter C:\AEXPORT\VNDDTLccyymmdd.csv in the Enter

File Name and Path for Export File field, or select F18 (F10 - Browse for file) to locate
the file manually.

11 Select El (Enter - Continue).

If the filename is invalid, the “UNABLE TO OPEN VENDOR CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 8 to enter the correct
information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTO1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSY file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSV file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CSV file
11 | - - Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number

Master | U504 19.84.00

@8 15 | W5 | EOY. | VEND

Step  Action

12

To print the report via the Uqueue Print Manager: Select W&l (Uqueue).
To print the report via Microsoft® Word: Select @l (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.
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13

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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Al.1. Vendor Payments by Fund (Detail) — Example

VENDOR PAYMENT DETATL FOR FUND &07-0 - Fumd €07 PAGE 0
T-01-17 THROD &-30-18

VEND # VENDOR NAME IMOUNT DLTE CHE NO.DESCRIPTION VEND REF ZEQ
004727 FED INCOME TRE 4€7.70 08-18-17 002157 STUFF 4258
8.87 08-31-17 002155 STUFF 4282
476 57 e
005467 IRSY, HISDI 77.58 07-20-17 012175 STUFF 071317 5581
SIMMER FEEDING 7/3-7/13
TT.58 W+
003222 KISPATRICE, DASN 2e.22 07-20-17 012177 SIUFF 071317 9578
SMMELR FEEDING 7/3-7/13
26.22 W
00€011 SMELLS, WESDON 32.84 07-20-17 012178 EIUEF 071317 9534
SIMMEER FEEDTNG 7/3-7/13
32 .84 W
001854 VENDOR 001254 157.72 07-31-17 012182 STUFF 3023e3 Sez3
SIMMER FEEDTNG/WP ELEM.
13 .00 07-31-17 012182 STUFF 302278 Se2d

FOOD/ SUMMER FEEDTHG
320,72 e

001858 VENDOR 001838 15.32 07-31-17 012184 SIUFF 20255&3 T80
M.LAWRENCE/WD STRMMER FDG.
77.28 07-31-17 012185 EIUFF 2025988 7351
M.LAWRENCE/WD STRMMER FDG.
5287 weH
002125 VENDOR 002125 238 .0e 07-31-17 012150 STUFF 385587 2331
SIMMER FEEDTNG/WP ELEM.
105 .00 07-31-17 012150 STUFF 385588 2332
SIMMER FEEDING/WP ELEM.
Zec.e8 07-31-17 012130 STUFF 32 e040 2333

SIMMER FEEDING/WP ELEM.
£l3.T4 e

003247 VENDOR 003247 162 .e8 07-31-17 012187 EIUEF 1605718317 e€42
SMMELR FEEDING/WP ELEM.
162 .68 %
005805 VENDOR 005805 6,113.70 08-18-17 000000 BAYROLL 3364
136.32 08-31-17 000000 BAYROLL 9351

&, 250.02 W

*%% TOTAL FOR FUHND &07-0 g8, 245 88 W+

g8, 245.88 <+ 2017

02-02-2012 0%5:38 - SMITE CITY BOARD OF EDUCATION
VENDOR PAYMENT DETATL FOR FUND 555-5 - +%% ALT FUNDS % PLEE ez
T-01-17 THRO &-30-18

VEND £ VENDOR NAME EMOUNT DATE CHE NO.DESCRIFTION VEND REF SEQ

%+ TOTAL FOR FUND 35355-3 5,185, 852.75
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Al.2. Vendor Payments by Fund (Summary) — Example

02-02-20128 05:43 - SMITH CITY BORRD OF EDUCATION

VENDOR PAYMENTS FOR FUND €07-0 - Fund &07 PAGE 23
7401717 THRO &/30/18

VENDOE £ VENDOR NAME IMOUNT
004avzT FED INCOME TR 476 57
005487 IRSY, HISDI 77.58
003222 KISPATRICE, DASN 26.22
00e0ll SEMELLE, WESDON 3Z.64
001854 VENDOR 001854 3z0_72
001838 VENDOR 001858 52 .87
002125 VENDOR 002125 £13.74
003153 VENDOR 003153 157.14
003247 VENDOR 003247 1&2 .68
005805 VENDOR 005805 &, 280_02

*%+ TOIAL FOR FUND &07-0 8,245 .88

02-02-2012 05:43 - SMITH CITY BOARD OF EDUCRTION
VENDOR PAYMENTS FOR FUND 535-5 - *** LLL FUNDS *** PAGE 24
T/01/17 THRD &€/30/18

VENDOE £ VENDOR NAME IMOUNT

*%% TOTIALL FOR FUND 995-3 5,185,582.79

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 14 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

A2. By Account

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTB1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSV file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11 | -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSY file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number
Master | Bseyi 19.04.00

@] 1S | "5 | DA | MENR

Step  Action
1 By Account Detail: Select __5_| (F5 - Detail).
By Account Summary: Select —_8_| (F6 - Summary).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllil
VENDB130
Uendor Detail by Account
Enter period of vendor payments to be printed:
thru
Enter Account Mbr or Part of Account MNbr:
Optional Optional Optional
Include - Range Exclude - Range
(1] = All Years ) 1] - 88 [1]] - B8
{088 = All Funds ] i) - pAg aan - @en
(a = All Fiscal )] B -8 B -8
(LI = All Programs ) aaae - 8688 [§]5]515] - 8688
{aoea = A1l Functions ) [SEL5 1] - BB8s Bape - BB8as
(868088 = All Objects ) aaaen - 868888 SIS ISTSTs) - @d0a8e
(8088 = A1l Facilities) [[31 5] - BBBd 3151 ] bl 151515
{a = All Buildings ) a -8 [ -8
(000808 = all Additional) 0AAEAA - DOBOBO BARAAA - PODOBA
(Leave A1l ZERO0S to Print All)
Enter vendor #, if only 1 vendor is to be printed:
999999 ¥| (999999 = All vendors)
ENTER = Continue, F16 = Exit
s F15 13.91._00
FIS«
Action
2 Enter the date range (MM/DD/CCYY) in the Enter Period of Vendor Payments to be
Printed field.
3 To include a single specific account number: Make the appropriate entries within the

Optional Include - Range field(s). Enter a complete or partial account number. The
specified accounts will be included in the report results. Enter the account information, or

select the drop-down selection icon ﬂ within the in the first Include fields for the Years,
Funds, Fiscal, Programs, Functions, Objects, Facilities, Buildings, and Additional
fields to choose the account information. Enter 000 in the second Include fields, and enter
000 in the Optional Exclude — Range fields.

To include a range of account numbers: Make the appropriate entries within Optional
Include - Range field(s). Enter a complete or partial account number. The specified
accounts will be included in the report results. Enter the account information, or select the

drop-down selection icon ﬂ within the in the first Include fields for the Years, Funds,
Fiscal, Programs, Functions, Objects, Facilities, Buildings, and Additional fields to
choose the account information. Then, enter the account information within the in the
second Include fields for the Years, Funds, Fiscal, Programs, Functions, Objects,
Facilities, Buildings, and Additional fields to choose the account information. The
specified range of accounts will be included in the vendor report results.

For all account activity: Enter all ZEROES in all of the Enter Account Nbr or Part of
Account Nbr fields.
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4 To exclude a single specific account number: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account numbers in the
first Exclude fields for the Years, Funds, Fiscal, Programs, Functions, Objects,
Facilities, Buildings, and Additional fields. Enter 000 in the second Optional Exclude —
Range fields. The specified range of accounts will be excluded from the vendor report
results.

To exclude a range of account numbers: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account number. The
specified accounts will be excluded in the report results. Enter the account information
within the in the first Exclude fields for the Years, Funds, Fiscal, Programs, Functions,
Objects, Facilities, Buildings, and Additional fields to choose the account information.
Then, enter the account information within the in the second Exclude fields for the Years,
Funds, Fiscal, Programs, Functions, Objects, Facilities, Buildings, and Additional
fields to choose the account information. The specified range of accounts will be excluded
from the vendor report results.

For example, to print all funds except for funds 600 through 699, enter 000 in the first
Include Fund Code field, and enter 000 in the second Include Fund Code field, and enter
600 and 699 in the Optional Exclude — Range for the Fund Code fields.

As another example, if the account years specified in the include range are entered as 09 —
12, but the account years specified in the exclude range are entered as 10 — 11, the account
years printed on the report will be 09 and 12. This same logic applies to each piece of the

account specified: Year, Fund, Fiscal, Program, Function, Object, Facility, Building, and

Additional.

5 For vendor nhumber entries or selections: Enter the vendor’s number, or select the drop-
down selection icon ] within the Enter vendor #, if only 1 vendor is to be printed field
to choose the vendor’s information.

6 Select El (Enter) twice.

“# % * Processing Request * * *”" and “Creating Detail (or Summary) Report of Vendor
Payments” briefly display.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil
UVEND @140

Uendor Payments by Account File Export

Create Uendor Payments Detail File to Load in Excel?

& No:

Enter the Export file Path and Hame (e.g. C:\EXPORTWWENDPAYDTLCYHD.CSU
or F18 to Browse for File

CAEXPORTHLUEHDPAYDTL261382208.C3U
HOTE: DIRECTORY Hust Already Exist

Enter = continue 12.83.88

Although the screenshot examples display Vendor Payments Detail results, the steps also apply to
Vendor Payments Summary results.

Step | Action

7 Select the * (Radio Button) to left of the appropriate response in the Create Vendor
Payments Detail (or Summary) File to Load in Excel? field. In order to produce a comma
separated data file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

8 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

9 If creating an export file: Enter C:\EXPORT\VENDPAYDTLccyymmdd.csv in the
Enter File Name and Path for Export File field, or select F10 (to Browse for file) to
locate the file manually.

10 Select Enter to continue.

If the filename is invalid, the “UNABLE TO OPEN VENDOR CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 7 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE - O X
Financial Accounting & Reporting MTB1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSY file
1_| -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary

By Fund & Program: — Allows option to export CS¥ file

11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number
Mastar | Voo, 19.04.60

| 15 | "5 | DA | MENR

Step  Action

11

To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (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.

12 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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A2.1. Vendor Payments by Account (Detail) — Example

REPORT DATE: 02-02-2018 TIME: 05:45 VENDOR PRYMENT DETATL BY ROCOUNT DLGE 15
07-01-17 THRU 0&-30-18

LCCOUNT VENDOR VENDOR MAME IMOUNT DATE CEECES DESCRIPTION ZEQ
18607096003 10063 00001001000000 3153 VENMDOR 003153 47_8& T-31-17 1Z18& STUFF 414&
SIMMER FEEDING/WDP ELEM.
128_72 T-31-17 1Z18¢ STUFF 4147
M _LAWRENCE /WP STUMMER FDG.
187.59¢ T-31-17 1218¢ STUFF 4148
SUMMER FEEDING/WP ELEM_
17&.25 T-31-17 1Z18& STUFF 4143
SIMMER FEEDING/WDP ELEM.
10.239- T-31-17 1Z18¢ STUFF 4150
CEEDIT MILE/SHR.FEEDING
4700 T-31-17 1218¢ STUFF 4151
SUMMER FEEDING/WP ELEM_
117.&3 T-31-17 12Z18¢ STIUFF 4152
STMMER FEEDTNG/WP ELEM_
BI5_ 1T  **
3247 VENDOR 003247 162_€8 T-31-17 12187 STUFF 6642
SUMMER FEEDING/WP ELEM_
*%% TOTAL FOR 18-&07-0-3&00-3100-£3000-0100-1-000000 1,775.88 w*+
18€070960031006300001081000000 3153 VENDOR 003153 458 _03- T-31-17 1218¢ STUFF 4153
CEEDIT RETURN/SME.FDG. HS
*%% TOTAL FOR 18-&07-0-9&00-3100-£3000-0108-1-000000 458 _03- w*+
*&% TOTAL FOR FUND &07-0 8,243.88 w¥+

8,245.88 «*+ 2017

*%%  GRAND TOTAL 5,185 55275 e
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A2.2. Vendor Payments by Account (Summary) — Example

REPORT DATE: 02-02-2012 TIME: 05:47 VENDOR PAYMENT STMMARY EY RCCOUNT DLCE S8
07-01-17 THEU 0&-30-18

RCCOUNT VENDOR VENDOR NEME AMOUNT

18-&07-0-3600-3100-18400-0108-1-000000 SMMER FEEDING SALARIES 008805 VENDOR 00E520% &, 250.02
*%¥% TOTAL FOR 18-&07-0-3600-3100-18400-0108-1-000000 6,250 .02 wew

18-&07-0-9600-3100-22000-0108-1-000000 FICA/MED SUM  EXP SCHOOL NUTROO4727 FED INCOME TRX 476 .57
*%% TOTAL FOR 18-&07-0-3€00-3100-22000-0108-1-000000 4TE 5T W

18-&07-0-3600-3100-58000-0100-1-000000 SUMMER FEEDING TRAVEL 0054€7 IRSY, HISDT T7.58

003222 FEISPATRICE, DASN 2622

00&011 SMELLE, WESDONW 3z.e4
*#¥% TOTAL FOR 18-&07-0-36£00-3100-58000-0100-1-000000 136 .44 AW

18-&07-0-39600-3100-61000-0100-1-000000 SUMMER FEEDING SUPPLIES 002125 VENDOR 002123 105 .00
*#% TOIAL FOR 18-&07-0-3€00-3100-&1000-0100-1-000000 105.00 e

18-&07-0-9600-3100-63000-0100-1-000000 SUMMER FEEDING FOOD 001854 VENDOR 001854 32072

0018%8 VENDOR 001858 52 57

002125 VENDOR 002123 504.74

003153 VENDOR 003153 83517

003247 VENDOR 003247 162 . €8
*%% TOTAL FOR 18-&07-0-3600-3100-&3000-0100-1-000000 1,775 B we

18-&07-0-3€00-3100-63000-0108-1-000000 SMMER FEEDING FOOD 003153 VENDOR 003153 438 .03~
*%¥% TOTAL FOR 18-&07-0-36£00-3100-&3000-0108-1-000000 498 03— w+*

#%+  TOTAL FOR FUND &07-0 8,249 88 W

8,245 88 +++ Z017-2018

*&%  GRAND TOTAL 5,185, 55275 4
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A3. By Facility

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTB1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSV file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11 | -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSY file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number
Master | Bseyi 19.04.00

@] 1S | "5 | DA | MENR

Step  Action
1 By Facility Detail: Select _8_| (F9 - Detail).
By Facility Summary: Select 1o | (F10 - Summary).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND _|5’|£|
VENDB160
Uendor Detail by Facility
Enter period of vendor payments to be printed:
thru
Enter facility, if only 1 facility is to be printed:
Enter building, if only 1 building is to be printed: Optional Optional oOptional
Incude - Range Exclude - Range
(9999 = All Facilities) 9999 - 8688 (15 ]515] - 40888
{ 9 = All buildings ) 9 L] B a
Enter vendor #, if only 1 vendor is to be printed:
9999900 (999009 = Al11 vendors)
ENTER = Continue, F16 = Exit
it F15 13.81.08
FIS«
Actor
2 Enter the date range (MM/DD/CCYY) in the Enter Period of Vendor Payments to be
Printed fields.
3 For specific facility and/or building: Enter the facility and building codes, where

appropriate in the Enter Facility, if only 1 Facility is to be Printed and/or Enter
Building, if only 1 Building is to be Printed fields. Enter the facility/building code range
in the Optional Include - Range fields.

For all facilities/buildings: Enter 9999 and 9 in the first Include Facility and Building
code fields. Enter 000 in the second Include Facility and Building code fields, and enter
000 in the Optional Exclude — Range fields.

4 To exclude specific facilities/buildings: Enter the facility and building code range in the
Optional Exclude - Range fields.

For example, to print all facilities except for facilities 0600 through 0699, enter 9999 and 9
in the first Include Facility and Building code fields, and enter 000 and O in the second
Include Facility and Building code fields, and enter 0600 and O in the first Exclude
Facility and Building code fields, and 0699 and 0 in the second Exclude Facility and
Building code fields.
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5 For a specific vendor: Enter the vendor information, or select the drop-down selection icon
| within the Enter vendor # field to choose the vendor’s information.

For all vendors: Enter 999999 in the Enter Vendor # field.

6 Select ﬂl (Enter) twice.

“** Processing Request **” briefly displays.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PC\ 001 C:\DE¥SYS C:\SECOND = IE Iil
UVENDB178

Uendor File Data Export

Enter the Export file Path and Mame (e.g. C:A\EXPORTNUNDDTLCYHD.CSU
or F18 to Brouwse for File

CAEXPORTNUNDDTL2B138226.C3U
NOTE: DIRECTORY Hust nlready Exist

Enter = continue 13.81.88

ENTEV Fi0
Fis«

Although the screenshot examples display Vendor Payments Detail results, the steps also apply to
Vendor Payments Summary results.

Step  Action

7 Select the * (Radio Button) to left of the appropriate response in the Create Vendor Detail
(or Summary) File to Load in Excel? field. In order to produce a comma separated data
file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

8 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

9 If creating an export file: Enter C:\EXPORT\VNDDTLccyymmdd.csv in the Enter

File Name and Path for Export File field, or select F18 (F10 - Browse for file) to locate
the file manually.
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Step Action
10 Select ¥ (Enter) to continue.

If the filename is invalid, the “UNABLE TO OPEN VENDOR CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 7 to enter the correct
information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTO1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSV file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CSV file
11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | - - Detail
14 | -- Summary
15 | -- Detail by Check Number
Master | Bse 19.04.00
re | 145D | ™5 | OV, | MEND

Step  Action

11 To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).

To print the report via Microsoft® Word: Select @l (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.

12 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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A3.1. Vendor Payments by Facility (Detail) — Example

REPORT DATE: 00-02-2018 TIME: 05:48 VENDOR PAYMENT DEIAIL BY FACILITY DACE 172
07-01-17 THRU 0&-30-18

FACILITY-ELDG 8013-0 - Location 8013

LCCOUNT VENDOR VENDOR. NAME EMOUNT DATE CHECEf DESCRIPTION SEQ
18-100-0-5950-2600-52000-8013-0-000000 4&€ VENDOR 00004& 10, 000.00 T/OLSLT 52471 EIUEF 5440
10, 000.00 g/11/17 52&0e SIUER 5434
20, 000.00 **
##% TOTAL FOR 18-100-0-5530-2&00-52000-8013-0-000000 20, 000,00 W&
18-100-0-3350-2600-61002-8013-0-000000 33 VENDOR 000033 20€.08 8/18/17 52862 STUFF 8587
851 VENDOR 000851 1.85% 8/1B/17 5Z&63 STUEF 6328
2354 VENDOR 002354 8E€6_25 8/11/17 G52&04 STUFF 5355
3868 VENDOR 0038868 2412 B/1B/17 5Z&E7 STUEF 555&
€8.73 8/18/17 52867 STUFF 9558
92_85
444& VENDOR 00444& 53_88 B/25/17 52722 STUEF 5471
€400 8/25/17 52722 ETUFF 5472
208.00 2/25/17 82722 EIUEF 5473
125.00 8/25/17 52722 SIUEF 5474
456 88 +¥
4837 VENDOR 004837 130.00 2/11/17 B2&07 ESIUEE SEBE
130.00 8/11/17 52807 SIUEE 555&
ZE0.00 ¥
57e& VENDOR 005T7&& 50.00 2/25/17 B2T01 EIUEF 5951
*%% TOTAL FOR 18-100-0-535%0-Z&00-&1002-8013-0-000000 1,533.88 ¥+

18-100-0-5550-2600-61205-8013-0-000000 SZl1& VENDOR 00521¢ T45.00 T/O0L/LT 52470 SIUEE 5553

+%% TOTAL FOR 18-100-0-53530-2&00-&1205-8013-0-000000 T45_00 w+*

18-100-0-3950-2600-62 000-8013-0-000000 1870 VENDOR 001870 4.42 T/27/17 52532 STUFF 8755
4.42 8/31/17 52731 STUFF 3788

g.84 ¥

*#% TOTAL FOR 18-100-0-535%0-Z&00-&2000-8013-0-000000 B.84 w¥*

*%% TOTAL FOR FUND 100-0 98, ZET_51 w&*

58, 267.51 *+* 2017

*%% TOTAL FOR FRCTILITY 98, 26T_51 ¥+

% GREND TOTAL 5,185, 552.75 e
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A3.2. Vendor Payments by Facility (Summary) — Example

REPQORT DATE: 02-02-2018 TIME: 03:52 VENDOR PAYMENT SUBMARY BY FACILITY PAGE 118
07 01 17 THRD 0&-30-18

FACTLITY-ELDG 8013-0 - Location 8013

LCCOUNT VENDOR VENDOR MNZIME ZMOTNT
18-100-0-3550-2600-52000-8013-0-000000 INSURRNCE 00004E VENDOR 00004& 20,000 .00
++%  TOTAL FOR 18-100-0-3530-2600-52000-8013-0-000000 Z20,000.00
18-100-0-3350-2600-61002-8013-0-000000 MAINTENANCE SUPPLIES (ECQE} 000033 VENDOR 000033 206 _05
000851 VENDOR 000851 1.85
002554 VENDOR 0023554 866 _25
003868 VENDOR 0038&8 92 8L
00444e VENDOR 004448 456 B8
004837 VENDOR 004837 Z2e0._00
0057€€ VENDOR 0057&& S0.00
#%% TOTAL FOR 18-100-0-3330-2&00-€1002-8013-0-000000 1,533.88 ¥
18-100-0-3530-2600-€1205-83013-0-000000 SOFTWARE 00521 VENDOR 00521& T45 00
*%+ TOTAL FOR 18-100-0-53%0-2€00-€1205-8013-0-000000 T45 00w
18-100-0-3590-2600—-62000-8013-0-000000 ENERGY 001870 VENDOR 001870 8.84
#%% TOTAL FOR 18-100-0-3330-2&00-&2000-8013-0-000000 g.84 ¥
*%% TOTAL FOR FUND 100-0 98, 267 .51 w*
e Z0OL1T 98,267 .51
*#%% TOTALL FOR FACILITY 98, 267581 ww¥
*%%  GRAND TOTAL 5,185, 552 .79 #++

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 27 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

A4. By Fund & Program

The Vendor Payments for Any Period by Fund/Program report will include journal vouchers which
contain a vendor number on an ‘E’ detail line, regardless of whether a vendor check is indicated
on the voucher. In order for the Vendor Payment report to be accurate, the UNSPECIFIED vendor
number should NOT be used on journal vouchers.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MT81P1
FKey Uendor Payments for Any Period HMenu
By Fund: — Allows option to export CSV file
1_| -- Detail
2 | -- Summary
By Account: — Allows option to export CSV file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number

Master | ooy 19.04.00

88| 15 | 3| L0 | VEND

Step | Action
1 By Fund & Program Detail: Select 11| (F11 - Detail).
By Fund & Program Summary: Select _12.1 (F12 - Summary).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil
UVENDB1908

Vendor Detail by Fund/Program

Enter period of vendor payments to be printed:

thru
Enter fund, if only 1 fund is to be printed:
Enter program, if only 1 program is to be printed: Optional Optional Optional
Include - Range Exclude - Range
{999 = All funds ] 999 - Beg Ba8 - BBa
{9999 = All program codes) 9999 - 8888 [$5]515] - @888

Enter vendor #, if only 1 vendor is to be printed:

999999 (999999 = All vendors)

Extract only vendors with cumulative payments over $25,08007
* Print ALL vendor payments
" Limit to vendors with cumulative payments over $25,000.00

Extract only Federal PROGRAMS?
* Print ALL PROGRAM types
" Print only Federal PROGRAM types

HOTE: This report includes JE vouchers which contain a vendor number on an 'E' detail line,

reqgardless of whether a vendor check is indicated. The UNSPECIFIED vendor number should
HOT be used for reports to be accurate.

ENTER = Continue, F16 = Exit

s F15 13.91._00
FIS«
2 Enter the date range (MM/DD/CCYY) in the Enter period of vendor payments to be

printed fields.

3 For specific fund and/or program: Enter the fund and program codes, where appropriate
in the Enter fund, if only 1 fund is to be Printed and/or Enter program, if only 1
program is to be printed fields. Enter the fund/program code range in the Optional
Include - Range fields.

For all funds/facilities: Enter 999 and 9999 in the first Include Fund and Program code
fields. Enter 000 and 0000 in the second Include Fund and Program code fields, and
enter 000 and 0000 in the Optional Exclude — Range fields.

4 To exclude specific funds/programs: Enter the fund and program code range in the
Optional Exclude - Range fields.

For example, to print all funds except for funds 600 through 699, enter 999 and 9999 in the
first Include Fund and Program code fields, and enter 000 and 0000 in the second
Include Fund and Program code fields, and enter 600 and 0000 in the first Exclude
Fund and Program code fields, and 699 and 0000 in the second Exclude Fund and
Program code fields.
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Step Action

5 For a specific vendor: Enter the vendor information, or select the drop-down selection
icon 2l within the Enter vendor # field to choose the vendor’s information.

For all vendors: Enter 999999 in the Enter Vendor # field.

6 Select the ™ (Radio Button) to left of the appropriate response in the Extract only vendors
with cumulative payments over $25,000? field. This option will facilitate reporting for
ARRA (American Recovery and Reinvestment Act of 2009) by allowing the user to select
only vendors with cumulative payments over $25,000.

7 Select the ** (Radio Button) to left of the appropriate response in the Extract only Federal
Programs? field. This option will facilitate reporting for ARRA (American Recovery and
Reinvestment Act of 2009) by allowing the user to select only Federal programs for the
report. Program codes are designated as either F=Federal, S=State, L=Local or O=Other in
the Account Master Description File.

8 Select E (Enter) twice.

“** Processing Request **” briefly displays.

The following screen displays:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:SECOND = IEI!I
UEHD 8191

Uendor Payments by Fund/Program File Export

Create Vendor Payments Detail File to Load in Excel?

@ Noi

Enter the Export file Path and Hame {e.g. C:\EXPORTN\UEHDPAYDTLCYHD.CSU
or F18 to Browse for File

C:A\EXPORTA\UENDPAYDTL 28148917 .C3U
HOTE: DIRECTORY Hust Already Exist

Enter = continue
NP Fl0 14.82.88

F|sh

Although the screenshot examples display Vendor Payments Detail results, the steps also apply to
Vendor Payments Summary results.
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9 Select the # (Radio Button) to left of the appropriate response in the Create Vendor
Payments Detail (or Summary) File to Load in Excel? field. In order to produce a comma
separated data file with the data from the report, select “Yes’. Otherwise, select ‘No’.

10 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

11 If creating an export file: Enter C:\EXPORT\VENDPAYDTLccyymmdd.csv in the

Enter File Name and Path for Export File field, or select ﬂl (F10 - to Browse for file)
to locate the file manually.

12 Select Y (Enter - Continue).

If the filename is invalid, the “UNABLE TO OPEN VENDOR CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 9 to enter the correct
information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTO1P1
FKey Vendor Payments for Any Period Menu
By Fund: — Allows option to export CSY file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSV file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSV file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11| -- Detail
12] -- Summary
By Vendor: — Allows option to export CSY file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number
Master | Vst 19.04.00
88| IS | 5| DA% | ¥END
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13 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select @l (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.

14 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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REPORT DATE: 02-02-2018 TIME: 0%:54

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

FUND-PROGRAM e07-3&800 - SES =5330

VENDOR

4727

5487

3zzz

£011

1854

1858

3193

azan

5805

NQ_. BND NIME

FED INCOME TIX

IRSY, HISDI

KISPATRICE, DRESN

SMELLS, WESDON

VENDOR 001854

VENDOR 0018358

VENDOR 002123

VENDOR 003133

VENDOR 003247

VENDOR 005805

LCCOUNT

18-&07-0-3600-3100-22000-0108-1-000000

18-&07-0-3600-3100-22000-0108-1-000000

18-&07-0-9600-3100-58000-0100-1-000000

18-&07-0-9600-3100-58000-0100-1-000000

18-&07-0-9600-3100-58000-0100-1-000000

18-&07-0-9600-3100-€3000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-&07-0-3600-3100-€3000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-&07-0-3600-3100-€1000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-&07-0-5600-3100-63000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-&07-0-5600-3100-63000-0100-1-000000

18-e07-0-5600-3100-63000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-e07-0-5600-3100-63000-0100-1-000000

18-&07-0-3600-3100-63000-0100-1-000000

18-&07-0-3600-3100-63000-0108-1-000000

18-&07-0-3600-3100-€3000-0100-1-000000

18-e07-0-5€00-3100-18400-0108-1-000000
18-&07-0-3600-3100-18400-0108-1-000000

*%%  TOTAL FOR PROGRIM &07-3&00

VENDOR PAYMENT DETATL BY FUND/PROGRAM
07-01-17 THRU 0&-30-18

LMOUNT
46770

8_87
4Te. 57

77.58

28_22

3z g4

157_72
163_00
320.72
15.32
TT.25
52.57
10500
238_0&
26668
613_74
47_86&
128.72
187.3%¢
17€_23
10.29
47.00
117_ &3
45803

157.14
16288

£,113.70

13832
&,280.02
2,24%.88

g8,245.88

5,185,993 24
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-

-

e

-

-

LS

T

DATE CHECK £

g-18-17
8-31-17

T-20-17

T-20-17

T-20-17

T-31-17

T-31-17

7-31-17

T-31-17

7-31-17

T-31-17

T-31-17

T-31-17

T-31-17

7-31-17

T-31-17

T-31-17

7-31-17

T-31-17

T-31-17

7-31-17

g-18-17
8-31-17

2017

2137
21335

12173

12177

12178

12182

12182

12124

1218%

12150

12150

12130

1218¢&

1z212¢&

1212¢

1218¢

1212¢

1212¢

1218¢

1212¢

12187

DLCE 124
DESCRIPTION SEQ
STUEF 4258
STUFF 4262
STUFF 9381
SUMMER FEEDING 7/3-
STUFF 2378
SUMMER FEEDING 7/3-
STUFF 9994
SUMMER FEEDING 7/3-
STUFF 5823
SUMMER FEEDING/WE E
STUFF 5824
FOOD/ SUMMER FEEDING
STUEF 7350
M. LEWEENCE /WP STHMME
STUFF 7991
M_TAWEENCE /WP STMME
STUEF 6332
SUMMER FEEDING/WE E
STUFF €331
SUMMER FEEDING/WE E
STUEF 6333
SUMMEE. FEEDING/WE E
STUFF 4148
SUMMER FEEDING/WE E
STUEF 4147
M_LIWEBENCE /WP STMME
SIUEE 4148
SUMMER FEEDING/WP E
STUFF 4143
SMMER FEEDING/WE E
STUEF 4150
CREDIT MILE/SMR_FEE
SIUEE 4151
SUMMER FEEDING/WP E
STUFF 4152
SMMER FEEDING/WE E
STUEF 4153
STUEF EE4Z2
SUMMER FEEDING/WP E
DLYROLL S53e4
DLYROLL 9351
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A4.2. Vendor Payments by Fund/Program (Summary) — Example

REPQORT DATE: 02-02-20182 TIME: 10:01 VENDOR DAYMENT SUBMARY EY FUND/DROGRIM DPACE 71
07-01-17 THEU 0&-30-18

FUND-PROCRAM &07-3€00 - SFS =35530

FUND-PROG PROG NIME VENDOR NMO. AND NAME IMOUNT
€07-2600 SFS =3930 4727 FED INCOME ThX 476. 87
5467 IREY, HISDI 77.58
3222 FISPAIRICKE, DAEN 26,22
€011 SMELLE, WESDON 32.84
1254 VENDOR 001854 3z20.72
1858 VENDOR 001858 52.57
2123 VENDOR 002123 €13.74
3153 VENDOR 003153 157.14
3247 VENDOR 003247 162. 68
5805 VENDOR 005805 6,250.02
*&s  TOTILL FOR PROGRIM &07-3&£00 8,245.88 e+
*&&  TOTILL FOR EUND &07-0 8,245.88 e+

g,245.88 ++*+ 2017

REPQORT DATE: 02-02-20182 TIME: 10:01 VENDOR DAYMENT SUBMALRY EY FUND/DROGRIM DPACE T2
07-01-17 THEU 0&-30-18

FUND-PROGREAM T01-5550 - UNDISI. PROGRAM

FUND-PROG PROG NIME VENDOR NMO. AND NAME IMOUNT
T01-5550 UNDISTI. PROCRAM 5350 VENDOR 00E350 2,235.87
*&&  TOTILL FOR PROGRIM T701-3330 2, 235,87 e
*&&  TOTILL FOR EUND T01-0 2, 235,87 e

2,235.87 *++ 2017

*&&  GRAND TOTAL 5,185,5595.24 4+
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A5. By Vendor

The Vendor Payments for Any Period by Vendor report will include journal vouchers which contain
a vendor number on an ‘E’ detail line, regardless of whether a vendor check is indicated on the
voucher. In order for the Vendor Payment report to be accurate, the UNSPECIFIED vendor number
should NOT be used on journal vouchers.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MT81P1
FKey Uendor Payments for Any Period HMenu
By Fund: — Allows option to export CSV file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSV file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CS¥ file
11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | -- Detail
14 | -- Summary
15 | -- Detail by Check Number
Master | Bsey 19.04.00

88| 15 | 3| L0 | VEND

Step | Action
1 By Vendor Detail: Select _13_| (F13 - Detail).
By Vendor Summary: Select _14_1 (F14 - Summary).
By Check Number: Select 15 | (F15 — Detail by Check Number).
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For Step 1 — F13 (Vendor Detail) or F14 (Vendor Summary) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND E = |5’ Iil
UENDB1080

Vendor Detail by Vendor

Enter period of vendor payments to be printed:

thru
Enter fund code or Range to print selection: Optional Optional Optional
Include - Range Exclude - Range
{999 = All Funds ) 999 - 888 aa8 - @88

Enter vendor #, if only 1 vendor is to be printed:

999999;' (999999 = All vendors)

Enter vendor #, if any vendors should be excluded:

HOTE: This report includes JE vouchers which contain a vendor number on an "E’ detail line,
regardless of whether a vendor check is indicated. The UHSPECIFIED vendor number should
HOT be used for reports to be accurate.

ENTER = Continue, F16 = Exit
s F15 13.91._00

FiE '

For Step 1 — F15 (Detail by Check Number) selection, the following screen displays:

PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CA\DEVSYS CASECOND WHITE - O >

UVEND G168
Uendor Detail by Check

Enter period of vendor payments to be printed:

thru
Enter fund code or Range to print selection: Optional Optional Optional
Include - Range Exclude - Range
(999 = A1l Funds ) 9299 - 888 eea - 068

Enter vendor #, if only 1 vendor is to be printed:

9299999 (999999 = All vendors)

Enter vendor #, if any vendors should be excluded:

ENTER = Continue, F16 = Exit
N 19.64.88

mﬁ
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2 Enter the date range (MM/DD/CCYY) in the Enter Period of Vendor Payments to be
Printed fields.

3 For Step 1 — F13 (Vendor Detail) or F14 (Vendor Summary) selections:
For specific fund(s): Enter the fund code range in the Optional Include - Range fields.

For all funds: Enter 999 in the first Include Fund Code field, and enter 000 in the
second Include Fund Code field, and enter 000 in the Optional Exclude — Range fields.

For Step 1 — F15 (Detail by Check Number) selection, the Include Range fields cannot be
modified.

4 For Step 1 — F13 (Vendor Detail) or F14 (Vendor Summary) selections:

To exclude specific fund(s): Enter the fund code range in the Optional Exclude - Range
fields.

For example, to print all funds except for funds 600 through 699, enter 999 in the first
Include Fund Code field, and enter 000 in the second Include Fund Code field, and enter
600 and 699 in the Optional Exclude — Range fields.

For Step 1 — F15 (Detail by Check Number) selection, the Exclude Range fields cannot be
modified.

5 For all vendors: Enter or verify the entry of 999999 in the Vendor Number field.

For a specific vendor: Enter the vendor’s number or select the drop-down selection icon =
within the Enter vendor #, if only 1 vendor is to be printed field to choose the vendor’s
information.

6 To exclude up to four vendors: Enter the vendor’s number or select the drop-down

selection icon ™| within the Enter Vendor #, if any vendors should be excluded: field(s)
to choose the vendor’s information.
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Select ﬂl (Enter) twice.

“F ** Processing Request * * *” and “Creating Detail (or Summary) Report of Vendor
Payments” briefly display.

The following screen displays:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C\DEY¥SYS C:A\SECOND = ISIEI

Enter the Export file Path and Hame (e.g. C:\EXPORTWUENDPAYDTLUCYMD.CSU

or

C:A\EXPORTA\VEHDPAYDTLU2 8148917 .CSU

VEND 8121

Uendor Payments by Uendor File Export

F18 to Browse for File

HOTE: DIRECTORY Hust Already Exist

:Nl:v

Enter = continue
Fi0 14.82.08

FiE '

Although the

screenshot examples display Vendor Payments Detail results, the steps also apply to

Vendor Payments Summary results.

Step | Action

8

Select the * (Radio Button) to left of the appropriate response in the Create Vendor
Payments Detail (or Summary) File to Load in Excel? field. In order to produce a comma
separated data file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

10

If creating an export file: Enter C\EXPORT\VENDPAYDTLVccyymmdd.csv in the

Enter File Name and Path for Export File field, or select il (F10 - to Browse for file)
to locate the file manually.
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Step. Acton
11 Select ¥ (Enter) to continue.

If the filename is invalid, the “UNABLE TO OPEN VENDOR CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 8 to enter the correct
information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CADEVSYS CASECOND WHITE — O X
Financial Accounting & Reporting MTB1P1
FKey Uendor Payments for Any Period Henu
By Fund: — Allows option to export CSV file
1 | -- Detail
2 | -- Summary
By Account: — Allows option to export CSY file
5 | -- Detail
6 | -- Summary
By Facility: — Allows option to export CSY file
9 | -- Detail
10 | -- Summary
By Fund & Program: — Allows option to export CSV file
11| -- Detail
12 | -- Summary
By Vendor: — Allows option to export CSV file
13 | - - Detail
14 | -- Summary
15 | -- Detail by Check Number

Master | ey 19.04.00

re®| IS | "5 | DA | MENR

Step  Action

12

To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (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.

13 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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A5.1. Vendor Payments by Vendor (Detail) — Example

EEPORT DATE: 02-02Z-2018 TIME: 10:03 VENDOR PAYMENT DETAIL EY WENDOR DAGE 75
T-01-17 THED €-30-18

VENDOR NQ. AND NAME RCCOUNT EMOUNT DATE CHECER DESCRIPTION VEND REF SEQ
€054 VENDOR O0&054
18-100-0-1320-2700-43000-8012-0-000000 1, 75000 09-08-17 527%& STUEF 2408 5558
J.WILLINME/TRANSPOR
18-100-0-1320-2700-&1500-8012-0-000000 Z,502_00 05-08-17 527%& STUEF 2372 55595

J.WILLIMME/TRANSPOR
w&& TOTLL FOR VENDOR 00&054 4, 852 _00

578% VWI3RL, RL3ISSENDRE
18-100-0-1210-2210-58000-8010-0-000000 131 .33 07-28-17 52548 STUFF 072717 9332
LEADERSHIP RETREAT
*++ TOTAL FOR VENDOR 0O0STE3 131 .33 ++

313¢& WOBFORD, ANBOHNE

18-100-0-0000-0155-00000-0000-0-000000 420 .00~ 07-20-17 52811 STUEF 071317 5512
GACTE CONF. T/39-T/1
18-100-0-0000-0155-00000-0000-0-000000 EBE.00- 07-27-17 52533 ESTUEF 072417 3511
COMPUTER SCIENCE CL
18-406-0-3315-2210-528000-0108-1-000000 EE3 .65 07-20-17 52811 STUEF 071317 3512
GRCTE CONF. 7/3-7/1
18-406-0-3315-2210-58000-0108 -1- 000000 702 _34 07-27-17 52533 STUFF 072417 3511
COMPUTER SCIENCE CL
*++ TOTAL FOR VENDOR 00313¢ 275.95
#%¥% CRIND TOTLLE 5,186, T25.24 ¥

£,186, T25.24 %+ 2017
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A5.2. Vendor Payments by Vendor (Summary) — Example

02-02-2018 10:04 - SMITH CITY BORRD OF EDUCATION

VENDOR PAYMENT STMMERY EY VENDOR PRGE 10
T/01/17 THRO &/30/18

VENDOR £ VENDOR HAME AMOTNT
00e0z2 VENDOR 006022 1,268_13
00E0z3 VENDOR 00€023 220.00
0D ez & VENDOR 006024 140.00
O0E0Z 5 VENDOR 006025 285 _00
O0E0ZT VENDOR 006027 231 _58
0oeE0ze VENDOR 00e028 284 .82
00E0zZs VENDOR 00€025 2e4.00
O0E030 VENDOR 006030 1, 21587
O0E03 5 VENDOR 006035 3,255 00
00e037 VEMDOR 006037 27, 2e0_00
00E03s VENDOR 00€035 5,837.78
0De0s0 VENDOR 006040 €8,852.00
o0Ee041 VENDOR 006041 2,534 g%
00e043 VENDOR 006043 95_00
0oe0da VENDOR 00e044 4,088.00
00e0s7 VENDOR 006047 310.75
O0E04 8 VENDOR 006048 €15 .00
00E04 3 VENDOR 006043 T8 _00
00e0s0 VEMDOR 006050 17500
00E0s1 VENDOR 00€051 575.00
0D Ee0s4 VEMDOR 00054 4, €52 .00
O05T&ES VI3AL, AL3ISSANDRL 131._33
003136 WOEFORD, ANZONE 273.93

w=* GRIND TOTALS 5,18€,725.24
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A5.3. Vendor Payments by Check Number (Detail) — Example

REPORT DATE: 12-16-Z01%9 TIME: 15:24 VENDCR PAYMENT DETAIL BY CHECE NUMBER FPAGE 108
7-01-18 THRU &-30-19

VENDOR NMO. & NAME SEQ DESCRIFTION REFERENCE DATE BRNE CHECE# REMOUNT

ZBSZ VENDOR 00ZB8SZ

9949 STUFF 2393 05-17-19 BEKO1 057007 190.00
GAPT CONF

9850 STUFF 2497 05-17-1% BEKO1 057007 230.00
GAPT CONFERENCE

9851 STUFF 23685 05-17-19% BEO1 057007 230.00
GAPT CONF

9852 S5TUFF 2421 05-17-15% BEO1 057007 230.00
GAPT CONFERENCE

9953 STIUEFE 2494 05-17-1% BEOL 057007 230.00
GAPT CONFERENCE

9954 STUFF 2498 05-17-19 BEKO1 057007 230.00

GRPT CONFERENCE
*##* TOTAL FOR 057007 1,340.00 **

G547 STUFF 213e 05-24-19 BEOl 057032 50.00
'1% GAPT ADMIN WRESHP
G948 STUFF 2607 05-24-19 BEOl 057032 450.00

'1% GAPT WRESHP
*##* TOTAL FOR 057032 S500.00 w*

Z8%6 VENDOR 00ZB%6
9979 STUFF 2441912 07-31-18 BEO1 055075 1,194.69
P.HYDE/JCMS RENO/JEFF
*##* TOTAL FOR 055075 1,194.69 *#

G978 STUFF 266640R 10-15-18 BEOl 055680 1,785.25
C.NCOTESTONE/JCMS
*##* TOTAL FOR 055680 1,785.25 *%

2946 VENDOR 002946
G&02 STUFF 9955218828 08-16-18 BEO1 055203 16.74
J.WILLIAMS/TRANSPORTATICN
*##+ TOTAL FOR 055203 16.74 #*

9601 STUFF 9955699871 09-13-18 BEO1 055427 16.74
J.WILLIAMS/TRANSPORTATICN
*##* TOTAL FOR 055427 l6.74 *¥

Ge00 STUFF 5856600725 10-12-18 BEOl 055628 16.20
J.WILLIAMS/TRANSPORTATICN

*##* TOTAL FOR 055628
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Procedure B: Printing the Receipts for Any Period

Report

m PCG Dist=8901 Rel=17.04.00 02/01/2018 Sv &

E EEE BEEE Rkl BlebkiE

Masterl "“'[.;{ |

Financial Accounting & Reporting

Haster Menu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

¥endor Check Processing Menu

Revenue Account Master Menu

Accounts Receivable Processing Menu

Receipt Processing Menu

Cash M t & Invest t M t Menu

4

4

Financial Reporting & Month{Yr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

Year End Processing Menu

Special Functions Menu
¥endor Master Menu

Source Master Menu

File Reorganization

8| 145 | V5

PAY | VEMD

MORNITOR: | HONITOR:

=

MASTER1

13.04._08

Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:

[A] PCGDist=8991 Rel=17.

02/01/2018

FKey

Financial Accounting & Reporting

Reporting & Closing Henu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)

21 | -- Finalize Current Monthf¥ear-End Figures

26 | -- DE Form 0396 Menu

7

Masterl Vseriy | |

[kl

AnnualfFiscal Financial Reports:

-- DE Form 0046 Menu
-- Print C5-1 Report with Transmission File
-- DOAA Transparency in Government Export File

=

PAY | VEMD

MONITOR: | MONITOR:
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Ste Action

2 Select __1_ (F1 — Reports for Any Period Menu).

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-

ElEbEEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

M

- - Receipts for Any Period Menu

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & AuditYear-End Transmission File

- - Balance Sheet for Any Period

-- School Nutrition Online Reporting System File [DE 106]

- - Daily Test for Out of Balance Condition in GL

Mastan | Bty | | 11.01.00

Fisﬁ “-“% Wnr@ MENIWR MONITOR,

3 Select _F2_| (F2 - Receipts for Any Period Menu), and proceed to B1. By Receipt Number
and Bank Code, B2. By Account/Fund, or B3. By Source: Detail.
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B1. By Receipt Number/By Receipt Number and Bank Code

The following screen displays:

PCG Dist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DE¥SYS C:\SECOND — =] x|
Financial Accounting & Reporting HTB1P2
Fey Receipts for Any Period Henu

The following reports show receipts over any period
requested, with various sequencing options.

1 | -- Receipt Number Sequence
2 | -- Receipt Number Within Bank Code
By Account/fFund: — Allows option to export C5V file
5 | -- Detail [3 Sequence Options)
6 | -- Summary [Shows Rev/Non)

By Source:

9 | -- Detail

um“st| | 16.83.08

15 | oriZp [ DAY, [ VEND

" Action

By Receipt # sequence: Select __1_ (F1 - Receipt Number Sequence).

By Receipt # sequence for a specific bank: Select —_2_| (F2 — Receipt Number Within
Bank Code).
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For Step 1 - F1 selections, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 35V CANDEVSYS CASECOND WHITE - O X
REVB6 08

List Receipts in Receipt # Sequence

Enter Period of Receipts to be Printed:

thru 0B/00/0008

ENTER = Continue, F16 = Exit
""'v 19.63.60

ﬂ‘«

For Step 1 - F2 selections, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/09/2020 PCG 004 SV CA\DEVSYS CASECOND WHITE - O >
FARRE208

Receipts - Receipt Number Sequence within Bank Code

Enter Period of Receipts to be Printed:

thru 08/00/0088

Enter Blanks, if Undeposited Receipts are to be Printed.
Enter ALL, if all Bank Codes are to be Printed.
Enter Bank Code, if only 1 Bank Code is to be Printed:

ENTER = Continue, F16 = Exit
19.683.08

:um{
m«

©

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 46 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Ste Action
2 By Receipt number: Enter the date range (MM/DD/CCYY) in the Enter Period of Receipts
to be Printed field.
By Receipt number and/or for a specific Bank: Enter the date range (MM/DD/CCYY) in
the Enter Period of Receipts to be Printed fields.
Valid values for the Bank Code field:
Blank - print only undeposited receipts
ALL - print receipts for all bank codes
Specific Bank Code - print receipts for the designated bank code
3 Select El (Enter) twice.
“Creating Report” briefly displays.

The following screen displays:

B PCGDist=§991 Rel=13.01.00 02/20/2013 PCW D01 C:\DEVSYS C:\SECOND _|ﬁ'|£|
Financial Accounting & Reporting HMT@1P2

FKey Receipts for Any Period Henu

The following reports show receipts over any period
requested, with various sequencing options.

1 | -- Receipt Number Sequence
2 | -- PReceipt Number Within Bank Code
By AccountfFund: —  Allows option to export CSY file
5 | -- Detail [3 Sequence Options)
6 | -- Summary [Shows Rev{Non]

By Source:
3 | -- Detail

| 16.63.00

Step  Action

4

To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
To print the report via Microsoft® Word: Select @l (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.
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Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.

B1.1 Receipts for Any Period Report — All Receipts (Detail by Receipt and Sequence) —
Example

REPORT DATE: 02-02-2018 TIME: 10:13 RECEIPT DETAIL - BECEIPT # SEQUENCE DACE E]
07-01-17 THEU 0&-30-18

RCPT ¢ BECEIVED FROM DATE LEP. BRNK LMOUTNT RCCOUNT RERSON
5008€5 SOURCE Q00007 08-31-17 08-31-17 EEKO0O1 1,000.44 18-155-0-9530-3000-00000-0000~-0-000000 RECEIPT 0
1,202 .52 18-195-0-9530-5000-00000-0000—-0-000000
2,512.73 18-155-0-5530-5000-00000-0000-0-000000
4le_&e 18-15%-0-5550-3000-00000-0000-0-000000
104 .00 18-15%-0-3550-5000-00000-0000-0-000000
143.01 18-155-0-5350-3000-00000-0000-0-000000
€75.00 18-155-0-5350-5000-00000-0000-0-000000
187 .00 18-155-0-5930-5000-00000-0000-0-000000
11300 18-155-0-5930-5000-00000-0000-0-000000
943 .23 18-155%-0-5950-3000-00000-0000-0-000000
151.14 18-155-0-9550-3000-00000-0000-0-000000
778.40 18-155-0-5350-5000-00000-0000-0-000000
130_.00 18-155-0-5%50-3000-00000-0000-0-000000
011 .00 18-155-0-5930-5000-00000-0000-0-000000
30000 18-15%-0-3950-5000-00000-0000-0-000000
87500 18-15%-0-3950-5000-00000-0000-0-000000
1€€.41 18-155-0-5550-5000-00000-0000-0-000000
262 .75 18-15%-0-3%50-3000-00000-0000-0-000000
175.1% 18-155-0-5930-5000-00000-0000-0-000000
255.53 18-155%-0-5950-5000-00000-0000-0-000000
840 .00 18-15%-0-3%50-5000-00000-0000-0-000000
1,500.00 18-195-0-9530-5000-00000-0000-0-000000
400.00 18-155-0-5350-5000-00000-0000-0-000000
354,395 g wve

i ka
R -1 o R

.

200867 SOURCE [aJulalsluiy 05-27-17 05-27-17 BEO0L Te_50 18-155-0-5550-5000-00000-0000-0-000000 PRAYROLL WIT
TE.50 v

5008€8 SOURCE 000007 10-31-17 10-31-17 EE01 554 _03 18-15%-0-3%50-3000-00000-0000-0-000000 DAYROLL WIT
512 87 18-155%-0-55930-5000-00000-0000-0-000000
383 .7e 18-155%-0-3950-3000-00000-0000-0-000000
21.87 18-155-0-5550-5000-00000-0000-0-000000
3.00 18-155-0-3550-3000-00000-0000-0-000000
22.71 18-155-0-3530-3000-00000-0000-0-000000
13.75 18-155-0-9590-5000-00000-0000-0-000000
18_38 18-155-0-9590-5000-00000-0000-0-000000
10.00 18-155-0-5550-5000-00000-0000-0-000000
5.00 18-155-0-53550-3000-00000-0000-0-000000
g€d4.€4 18-155-0-5350-5000-00000-0000-0-000000
1,071.31 18-155-0-9530-5000-00000-0000—-0-000000
400 .00 18-155-0-5930-5000-00000-0000-0-000000
30000 18-15%-0-3950-5000-00000-0000-0-000000
4,581 .32 wes

+#%% CRAND TOTLL 3,617,754.11 #+*
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B2. By Account/Fund

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND — =] x|
Financial Accounting & Reporting HTB1P2
Fey Receipts for Any Period Henu

The following reports show receipts over any period
requested, with various sequencing options.

1 | -- Receipt Number Sequence
2 | -- Receipt Number Within Bank Code
By Account/fFund: — Allows option to export C5V file
5 | -- Detail [3 Sequence Options)
6 | -- Summary [Shows Rev/Non)

By Source:

9 | -- Detail

Master | 5oy | | 10.03._00
FIS« u“% wnr@ M'Djhﬁ"l'\gk MVDEIITDR

Step | Action

1 By Account/Fund Detail: Select __5_| (F5 - Detail — 3 Sequence Options).
By Account/Fund Summary: Select 8 | (F6 - Summary — Shows Rev/Non).
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For Step 1-F5 selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCY 001 C:\DEYSYS C:\SECOND = |5’ IEI
REUB730

Receipt Detail by Account

Enter period of receipts to be printed:

thru

Enter account or part of account number. Fill with ¥'s to print all accounts.

Addt "1

¥r Fnd F Prgm Srce Objct B
& KXXERN

Enter sequence to be printed, within account #:

H (D
(N
(s

Receipt date)
Receipt number)
Receipt source)

ENTER = Continue, F16 = Exit 12.83.08

For Step 1 - F6 selections, the following screen displays:

E PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:DEYSYS C:\SECOND = IE IEI
REUB738

Receipt Summary by Account

Enter period of receipts to be printed:

thru

Enter fund/fisc, if only 1 fund/fisc is to be printed: _ {Blank=A1l1)

ENTER = Continue, F16 = Exit 12.83.80
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Ste Action

2 By Account/Fund Summary: Enter the date range (MM/DD/CCYY) in the Enter Period
of Receipts to be Printed field. Enter the fund code (Specific fund) or ALL (All fund/code
combinations) in the Enter Fund/Fisc., if only 1 Fund/Fisc. is to be Printed field.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:HDEYSYS C:\SECOND = IE IEI
REUB738

Receipt Detail by Account

Enter period of receipts to be printed:
770172012 thru 673872013
Enter account or part of account number. Fill with %'s to print all accounts.
¥r Fnd F Prgm Srce Objct Fcty B Addt'1l

13 XXX X HEEX XAKN NEXNKEE NEEE & XXXAXN

Enter sequence to be printed, within account #:

H (D = Receipt date)}
{(H = Receipt number}
(% = Receipt source)
ENTER = Continue, F16 = Reenter 12_83_88
Step  Action
3 Enter, or select the drop-down selection icon =l to choose the account information in the Yr

Fnd Prgm Srce Objct Fcty B Addt’] fields.

4 Select Enter twice.
k¥ Processing Request **” and “Creating (Detail/Summary) Report” briefly display.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil
REUB7 40

Receipts by RAccount File Export

Create Receipt Detail File to Load in Excel?

Enter the Export file Path and Mame (e.g. C:\EXPORTA\RCPTACTDTLCYHD.CSU
or F18 to Browse for File

C:AEXPORTHRCPTACTDTL261382208.C3U
HOTE: DIRECTORY Hust Already Exist

Enter = continue 12.83.88

Although the screenshot examples display Receipts for Any Period detail results, the steps also apply to
Receipts for Any Period summary activity results.

Step | Action

5 Select the * (Radio Button) to left of the appropriate response in the Create Receipt Detail
(Summary) File to Load in Excel? field. In order to produce a comma separated data file
with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

6 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

7 If creating an export file: Enter C:\EXPORT\RCPTACTDTLccyymmdd.csv in the
Enter File Name and Path for Export File field, or select F10 (to Browse for file) to locate
the file manually.

8 Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN REVDTL CSV FILE 35 = File Not Found ”
error message displays. In this instance, return to Step 7 to enter the correct information.

“Processing Request” briefly displays where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting HTB1P2
FKey Receipts for Any Period Henu

The following reports show receipts owver any period
requested, with various sequencing options.

1 | -- Receipt Number Sequence
2 | -- Receipt Number Within Bank Code
By AccountfFund: —  Allows option to export C5V file
5 | -- Detail [3 Sequence Options)
6 | -- Summary [Shows Rev/Non)

By Source:
9 | -- Detail

Master | V5214 | | 10.03._00

3| 15 |1z DAY | YEND
Step  Action

9

To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (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 Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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B2.1. Receipts for Any Period Report — All Receipts (Detail by Account) — Example

REPORT DATE: 02-02-2018 TIME: 1l0:1& RECEIFT DETARIL BY ALCCOUNT PAGE 25
07-01-17 THREU 0&-30-18
+ ESEQUENCE = RECEIPT NUMEER WITHIN ACCOUNT +

RCPT IEP. OEP.

LCCOUNT RCPT # SOURCES AMOTUNT DATE DATE ERNE

18-€07-0-5€00-4510-00000-0000-0-000000 SUMMER FEEDING LUNCH REEIME. 003805 000002 7,477.23 08-31-17 08-31-17 EEQ1
*&+ TOTAL FOR 18-€07-0-3&00-4510-00000-0000-0-000000 T, ATT_29 *+%

18-€07-0-5€00-4511-00000-0000-0-000000 STMMER FEEDING ERKFST. REIME. 003205 000002 3,8€l.68 08-31-17 08-31-17 EEQ1
*&+ TOTAL FOR 18-€07-0-3600-4511-00000-0000-0-000000 3,661 68

18-€07-0-5550-4510-00000-0000-0-000000 SUMMER FEEDING LUNCH EEIME 003738 000002 1€, ,30€.52 07-27-17 07-27-17 EEQ1
*&+ TOTAL FOR 18-€07-0-5930-4510-00000-0000-0-000000 16,306 92 *+*

18-€07-0-5550-4511-00000-0000-0-000000 STMMER FEEDING ERERKFAST REIME 003738 000002 €,234.24 07-27-17 07-27-17 EEQ1
*&+ TOTAL FOR 18-€07-0-5930-4511-00000-0000-0-000000 6,234 24 ¥+

*&+ TOTLL FOR FUND €07 33, 680.13 ¥

33, 680_.13 &+ 2017

REPORT DATE: 02-02-2018 TIME: 10:1& RECEIPT DETAIL EY LCCOUNT DAGE 27
07-01-17 THEU 0&-30-18
* SEQUENCE = RECEIPT WNUMEER WITHIN ACCOUNT +

RCPT IEP. OEP.

LCCOUNT RCIT # SOURCES AMOTNT DATE DATE ELNE

18-720-0-0000-0111-00000-000 0-0-000 000 003775 000007 11,000.00 07-30-17 07-30-17 EEO01
*&+ TOTAL FOR 18-720-0-0000-0111-00000-0000-0-000000 11,000.00 *+*

18-720-0-%550-1500-00000-0000-0-000000 INTEREST - UNEMPLOYMENT 003783 000007 33_00 08-01-17 08-01-17 EEO01
*&+ TOTAL FOR 18-720-0-5930-1500-00000-0000-0-000000 3300

*&+ TOTALL FOR FUND 720 11, 033 00 *+*

11,033_00 %+ 2017

*%% GRAND TOTAL 3,617,754 11 #++
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B2.2. Receipts for Any Period Report — All Receipts (Summary by Account) — Example

REPORT DATE: 02-02-2012 TIME: 10:13 RECEIDNT STMMARY EY RCCOUNT DLCE 4
07-01-17 THRU 0&-30-18

LACCOUNT IMOUNT REVENUE NON-BEVENUE
18-€03-0-5600-1500-00 00 0-0000-0-000000 INIEREST 43 .06 R
18-603-0-9600—-3510-00000-0000-0-000000 STATE REIME 2,861 00 R
18-€03-0-5950-3510-00000-0000-0-000000 STATE REIMEURSEMENT 2,88l .00 R

+&%  TOTAL FOR FUND €03 5, TeS .06 *+ 5, TeS.06 *+ I

5,765.06 *+ 2017

18-&a04-0-5e00-1500-00000-0000-0-000000 INTEREST 82T R
W+ TOTAL FOR FUND 04 827 = 827 % -0 W

g_27 %+ 2017

18-&a05-0-5e00-1500-00000-0000-0-000000 INTEREST 8.2 R
&%  TOTAL FOR FUND <05 8.2 = 828 ** L0 W=

g.2g =+ 2017

18-606-0-9600-1500-00000-0000-0-000000 INTEREST 8.28 R
18-606-0-5600-1611-00000-0000-0-000000 STUDENT SALES €7.€5 R
+&%  TOTAL FOR FUND &0& T5.93 ++ T5.593 *+ I

T5.53 =+ 2017

18-&07-0-5600-4510-00000-0000-0-000000 SIMMER FEEDING LUNCH BEEIME. 7,477 .25 R
18-€07-0-5600-4511-00000-0000-0-000000 SUMMER FEEDING EREFST. BEEIME . 3,661 €8 R
18-&07-0-5950-4510-00000-0000-0-000000 SIMMER FEEDING LUNCH REIME 1&,306.52 R
18-607-0-5950-4511-00000~-0000-0-000000 SUMMER FEEDING ERERKFRST REIME 6,234 24 R
+%% TOTLL FOR FUND €07 33,680.13 ++ 33,680.13 +* 00
33,€80.13 ++ 2017
REPORT DATE: 02-02-2018 TIME: 10:15 BECEIDNT SUMMARY EY RCCOUNT DLCE L)
07-01-17 THRU 0&-30-18
ACCOUNT ZMOUNT REVENUE NON-BEVENUE
18-720-0-0000-0111-00000—0000-0-000000 11,000.00 R
18-720-0-5950-1500-00000-0000-0-000000 INTEREST - UNEMPLOYMENT 33 00 R
+%% TOTLL FOR FUND 720 11,033 _00 +* 11, 033_00 ** _00
11,033_00 ++ 2017
+%% GRAND TOTAL 3,617,784.11 ** 2,822, 318,77 *+ 795,435,348 ++
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B3. By Source: Detalil

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND — =] x|
Financial Accounting & Reporting HTB1P2

Fey Receipts for Any Period Henu

The following reports show receipts over any period
requested, with various sequencing options.

1 | -- Receipt Number Sequence
2 | -- Receipt Number Within Bank Code
By Account/fFund: — Allows option to export C5V file
5 | -- Detail [3 Sequence Options)
6 | -- Summary [Shows Rev/Non)

By Source:

9 | -- Detail

Master | 5oy | | 10.03._00

FIS« "‘“% | Wnr@l ME@T‘{R MVOEIITDR

Step  Action
1 Select 9| (F9 - By Source: Detail).

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 56 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/20/2013 PCY 001 CHDEYSYS C:\SECOND = |E |£|
REV @768
List Receipts by Receipt # within Revenue Source
Enter period of receipts to be printed:
thru
Enter revenue source if only 1 is to be printed: (Blank=A11)
ENTER = Continue, F16 = Exit
12.683.688

" Action
2 Enter the date range (MM/DD/CCYY) in the Enter Period of Receipts to be Printed fields.
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/20/2013 PCW 001 C\DEYSYS C:\SECOND =|=]x|
REVB7 6O
List Receipts by Receipt # within Revenue Source
Enter period of receipts to be printed:
/8172612 thru _6/38/2613
Enter revenue source if only 1 is to be printed: v| (Blank=A11)
ENTER = Continue, F16 = Exit
12.683.688
Step  Action
3 For a specific revenue source: Enter or select the drop-down selection icon =l to choose

the revenue source code in the Enter Revenue Source if only 1 is to be printed field.

For all revenue sources: Leave the Enter Revenue Source if only 1 is to be printed field
blank.

4 Select Enter twice.
“** Processing Request **” and “Creating Detail Report” briefly display.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting HTB1P2
FKey Receipts for Any Period Henu

The following reports show receipts owver any period
requested, with various sequencing options.

1 | -- Receipt Number Sequence
2 | -- Receipt Number Within Bank Code
By AccountfFund: —  Allows option to export C5V file
5 | -- Detail [3 Sequence Options)
6 | -- Summary [Shows Rev/Non)

By Source:

9 | -- Detail

Master | V5214 | | 10.03._00

3| 15 |1z DAY | YEND
Step  Action

5

To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (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 Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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B3.1. Receipts for Any Period Report — All Receipts (Detail by Source) — Example

REPORT DATE: 02-02-2018 TIME: 10:23 RECEIPT DETAIL - RECEIPT £ WITHIN RECEIPT SOURCE DAGE 9
07-01-17 THRU 0&-30-18

RCET $ RECEIVED FROM DATE DEP.  EANE AMOUNT LCCOUNT REASON
003763 SOURCE 000026 07-11-17 07-11-17 EKOL 3,234.34 18-100-0-3%50-1121-00000-0000-0-000000 EECEIDT 00
003784 SOURCE 000026 07-11-17 07-11-17 EEO0L £ 674.36 18-100-0-3930-1121-00000-0000-0-000000 RECEIET 00
003788 SOURCE 000026 02-10-17 02-10-17 EEOL 3,887.20 18-100-0-3330-1121-00000-0000-0-000000 ERECEIET 00
003783 SOURCE 000026 08-10-17 03-10-17 EKOL 1,303.64 1B-100-0-3930-1121-00000-0000-0-000000 ERECEIET 00
#+% SOURCE TOTAL 15,500.74
003781 SOURCE 000031 07-17-17 07-17-17 EEO07 Z,B04.3% 18-701-0-3330-1335-00000-0000-0-000000 RECEIPT 00
#4% SOURCE TOTAL Z,B04.35 e
003201 SOURCE 000032 08-16-17 03-16-17 EKOL 48,824.66 18-580-0-1540-3400-00000-0000-0-000000 ERECEIET 00
#+% SOURCE TOTAL 48,824 66 e
003762 SOURCE 000037 07-11-17 07-11-17 EE04 18.72 18-200-0-3330-1110-00000-0000-0-000000 EBECEIFT 00
003765 SOURCE 000037 07-11-17 07-11-17 EK0L 10,016.37 18-100-0-3530-1110-00000-0000-0-000000 EECEIFT 00
003782 SOURCE 000037 08-01-17 02-01-17 EE04 2,837.57 18-200-0-3%30-1131-00000-0000-0-000000 RECEIET 00
003784 SOURCE 000037 08-01-17 03-01-17 EKOL 41,857.62 18-100-0-3530-1131-00000-0000-0-000000 EECEIDT 0O
003785 SOURCE 000037 08-03-17 02-03-17 EEOL 4§,525.10 18-100-0-3530-1110-00000-0000-0-000000 RECEIET 00
003788 SOURCE 000037 02-03-17 02-03-17 EE04 32 88 18-200-0-3330-1110-00000-0000-0-000000 EBECEIFT 00
003732 SOURCE 000037 08-17-17 02-17-17 EKOL 42,486.31 18-100-0-3530-1131-00000-0000-0-000000 EECEIFT 00
003753 SOURCE 000037 08-17-17 02-17-17 EEOL 27,017.70 18-100-0-3530-1110-00000-0000-0-000000 ERECEIET 00
003735 SOURCE 000037 08-17-17 03-17-17 EK04 17.60 18-200-0-3530-1110-00000-0000-0-000000 EBECEIET 00
003758 SOURCE 000037 08-17-17 02-17-17 EE04 2,438 86 18-100-0-3930-1131-00000-0000-0-000000 RECEIET 00
w44 SOURCE TOTAL 172,388.03 +++
003818 SOURCE 000040 07-31-17 07-31-17 EKOL 14,831.17 18-485-0-1863-4300-00000-0000-0-000000 EECEIET 0O
%4+ SOURCE TOTAL 14,851.17 ##+
#++ CREND TOTAL 3,817, 75411 *+*
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Procedure C: Printing the Journal Vouchers for Any
Period Report

[E] PCGDist=8091 Rel=17.0400 02/01/2018 ¢ c WHIT o o=
Financial Accounting & Reporting MASTER1

FKey Haster Menu
- - Budget Account Master Menu

- - Purchase Order Processing Menu

-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

- Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash M t & Invest t M t Menu

4

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | oriS | EAN | MEND

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:
o coc-oom -1 oag o et S = =+

Financial Accounting & Reporting MT8epP

FKey Reporting & Closing Henu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

_30 | -- Print CS-1 Report with Transmission File
_31 | -- DOAA Transparency in Government Export File
L Y N Y N Y N Y I

@[ MG | VT SO MEND
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Ste Action

2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-

ElEbEEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

M

- - Receipts for Any Period Menu

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & AuditYear-End Transmission File

- - Balance Sheet for Any Period

-- School Nutrition Online Reporting System File [DE 106]

- - Daily Test for Out of Balance Condition in GL

Mastan | Bty | | 11.01.00

Fisﬁ “-“% Wnr@ MENIWR MONITOR,

3 Select 3| (F3 - Journal Vouchers for Any Period Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCY 001 C:\DEYSYS C:\SECOND = IE’ IEI

FKey

1 | -- Youcher Number Sequence

2 | -- By Account/Fund — Allows option to export CSY file

3 | -- ByBank

Maztur | Voot I

Financial Accounting & Reporting HTB1P3

Journal Vouchers for Any Period Menu

The following reports show journal vouchers over any period
requested, in various sequences, for all vouchers entered.

| 10.03.08

FIS« I]-“e: |Wnrd= |M§hﬁ1'\gk MVOEIITDR

Step  Action
4 By Journal Voucher number: Select __1_ (F1 - Voucher Number Sequence).
By Account/Fund: Select 2 | (F2 - By Account/Fund).
By Bank: Select __3_|(F3 - By Bank).
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For Step 4, F1 (By Voucher Number Sequence) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|
JRHL 82 88
Journal Vouchers for any Period
List Journal UYouchers in Uoucher # Sequence
Enter Period of Journal Vouchers to be Printed:
thru
or
Enter Range of Journal Uouchers to be Printed:
thru
ENTER = Continue, F16 = Exit
‘"".v 12.83.688

FiE '

For Step 4, F2 (By Account/Fund) or F3 (By Bank) selections, the following screen displays:

B PCGDIist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DE¥SYS C:\SECOND _ = x|

JRHL 82 88
Journal VYouchers for any Period
List Journal Uouchers by fAccount / Fund
Enter Period of Journal Uouchers to be Printed:
thru
ENTER = Continue, F16 = Exit
‘"“v 12.83.088

FiE -
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Action

For Step 4, F1 (By Voucher Number Sequence) selections: Enter one of the following:
Enter the date range (MM/DD/CCYY) in the Enter Period of Journal VVouchers to be
Printed fields, or enter the journal voucher range in the Enter Range of Journal VVouchers
to be Printed fields.

For Step 4, F2 (By Account/Fund) or F3 (By Bank) selections: Enter the date range
(MM/DD/CCYY) in the Enter Period of Journal Vouchers to be Printed fields.

Select © ¥ (Enter) twice.

“** Processing Request **” briefly displays.

For Step 4, F2 (By Account/Fund) or F3 (By Bank) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|

Enter the Export file Path and Mame (e.g. C:\EXPORTA\JRHLUCHDTLCYHD.CSU
or F18 to Browse for File

C-A\EXPORT\JRHLUCHDTL28138228.C35U

JRNLB26 8

Journal Uouchers for Any Period Export

Create Journal Voucher Detail File to Load in Excel?
" No_
@ Yes

HOTE: DIRECTORY Hust Already Exist

Enter = continue 12.083.00

Step | Action

8

Select the * (Radio Button) to left of the appropriate response in the Create Journal
Voucher Detail File to Load in Excel? field. In order to produce a comma separated data
file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

10

If creating an export file: Enter C:\EXPORT\JRNLVCHDTLccyymmdd.csv in the
Enter File Name and Path for Export File field, or select F10 (to Browse for file) to locate
the file manually.
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11 | Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN JV CSV FILE 35 = File Not Found” error
message displays. In this instance, return to Step 9 to enter the correct information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

B PCGDist=§991 Rel=13.01.00 02/20/2013 PCW 001  C:\DEYSYS C:\SECOND —[=1xl
Financial Accounting & Reporting HTB1P3
FKey Journal Vouchers for Any Period HMenu

The following reports show journal vouchers over any period
requested, in various sequences, for all vouchers entered.

1 | -- Youcher Number Sequence

2 | -- By AccounfFund —  Allows option to export CSV file

3 | -- By Bank

Mastar umlist 108.83.08
| 5 | YoriSH | BNT | MEND

Step  Action

12 114 print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
To print the report via Microsoft® Word: Select @l (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.

13| select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for
Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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C1. Journal Vouchers for Any Period Report (Voucher # Sequence) — Example

RERORT DATE 0Z/02/2018 DETATL OF ACTIVITY FOR JOURMAL ENTRIES DRGE ]
List Journal Wouchers in Voucher £ Seguence
T/01/17 THRO &/30/18

VOUCHER £ DATE RERSON DEEITS CREDITS £ TRENS ELNKE CHECEf
MASTER - 00007336 T/25/17 JEMASIER 0Q000733& 9.30 5.30 ooz
SEQ TYEE ¥R END F PRGEM FNCT OBJCT FCTY B AODT'L LAMIUNT BANE VHND-SRC 1095
DETATL: 001 E 18-100-0-5530-23200-85000-8010-0-000000 5.30- 2
ooz B 18-100-0-0000-0101-00000-0000-0-000000 5.30 BED1
VOUCEER £ DATE BERSON DEEITS CREDITS $ TRANS ERNE CHECER
HMASTER : 00007337 2/31/17 JEMASIER 00007337 5,983.7% 5,583.7% ooz
SEQ TYEE ¥R END F PRGEM FNCT OBJCT FCTY B AODT'L LAMIUNT BANE VHND-SRC 1095
DETATL: 001 E 18-€0&-0-0000-04281-00000-0000-0-000000 £,583.78-
ooz E 18-«e0&-0—-0000-0101—-00000-0000-0-000000 5,583.75 BE10
VOUCEER £ DATE BERSON DEEITS CREDITS $ TRANS ERNE CHECER
HMASTER : 00007338 T/01/17 JEMASIER 00007338 °5.80 55.80 ooz
SEQ TYEE ¥R END F PRGEM FNCT OBJCT FCTY B AODT'L LAMIUNT BANE VHND-SRC 1095
DETATL: 001 E 18-100-0-1320-2700-12000-8012-0-000000 53.80 1
ooz E 18-100-0-0000-0101-00000-0000-0-000000 55._80- BEO1
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C2. Journal Vouchers for Any Period Report (by Fund/Account) — Example

REPORT DRTE 02/0Z/2018 OETATL OF ACTIVITY FOR JOURNAL ENTRIES BRGE 5
List Jourmal Vouchers by Account / Fuand
T/01/17 THRO &/30/18

VOUCHER § SEQ TYEE YR END F DRE@M FNCT OBJCT FCTY B ADDT'L AMOUNT BLNE VHLO-SRC 1033
00007332 o001 E 18-€0&-0-0000-0481-00000-0000-0-000000 1,424 &0-
00007337 o001 E 18-€0€-0-0000-0481-00000-0000-0-000000 5,583.75-

LCCOUNT TOTRL 7,408 35-
00007318 o001 R 18-€06-0-5€00-1€11-00000-0000-0-000000 11 &5 2
00007313 o001 23 18-&0&-0-3€00-1€11-00000-0000-0-000000 1200 3

LOCOUNT TOTAL 29_85
00007325 [ala}] E 18-&0&-0-3€00-2100-€1000-01082-1-000000 2z2.12 3

LOCOUNT TOTAL 22.13

FUND TOTAL - oo
00007275 o001 E 18-€07-0-0000-0101-00000-0000-0-000000 22,541 .1 EE1D
00007275 ooz E 18-&07-0-0000-0101-0000 0000 0—0-000 000 22,541 1e- EEDL
00007232 o001 E 18-&€07-0-0000-0101-00000- 000 0-0-000000 &,581_40 BED1
00007292 ooz E 18-€07-0-0000-0101-00000—- 000 0-0-000000 &,581_40- BE1D
DERORT DATE 0Z/0Z2/2018 LDETAIL OF ACTIVITY FOR JOURMLL ENTRIES DLCE &

List Jourmal Vouchers by Account / Fand
T/01/17 THRO &/30/18

VOUCHELR § SEQ TYLE YR END F DRE@M FNCT OBJCT FCTY E ARDDT'L LMOUNT EBLNE VHD-SRC 1053
00007320 o001 B 18-€07-0-0000-0101-00000-0000-0-000000 11,138.37 EBE1D
00007320 ooz E 18-€07-0-0000-0101-00000-0000-0-000000 11,138.57- EEDL
ooo073zz 0l1 E 18-&07-0-0000-0101-0000 0000 0—0-000 000 14515 EEDL
00007322 01z E 18-€07-0-0000-0101-00000—- 000 0-0-000000 145 15%- BE1D
LOCOUNT TOTRL -0o
FUND TOTAL -oo
00007306 ooz E 18-701-0-0000-0101-0000 0000 0= 0000000 2,235.87- EEDT
LOCOUNT TOTRL 2,235.87-
00007306 o001 E 18-701-0-3550-2300-23000- 201 0— 0000000 2,235.87 S350
LOCOUNT TOTRL 2,235.87
FUND TOTAL - oo
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C3. Journal Vouchers for Any Period Report (by Bank) — Example

b

REDORT DATE 02/02/2018 DETATL OF ACTIVITY FOR JOURMAL ENTRIES DRGE
List Journal Vouchers by Bank
7/01/717 THEROD &/30/18

VOUCHER # SEQ TYEE YR FND F PREM FHNCT OBJCT ECTIY E ADDI'L LMJUNT BANE VHD-SRC 10355
00007308 ooz E 18-701-0-0000-0101-00000-0000-0-000000 2,235 87- BEOT
EBNE TOTREL 2,235 87-
ooo073zs 001 E 18-&02-0-0000-0101-00000-0000-0-000000 22.14- EBE1D
ooo07278 ooz E 18-&02-0-0000-0101-00000-0000-0-000000 14,855.74- EBE1D
00007288 ooz E 18-&02-0-0000-0101-00000-0000-0-000000 E0.00- EBE1D
oooD73zz ooz E 18-€02-0-0000-0101-00000-0000-0-000000 14,5388.28- EBE1D
00007323 ooz E 18-€02-0-0000-0101-00000-0000-0-000000 .01 EBE1D
oooo73azy ooz E 18-€02-0-0000-0101-00000-0000-0-000000 .01~ EBE1D
00007323 ooz E 18-€02-0-0000-0101-00000-0000-0-000000 443 _00 EBE1D
00007333 ooz E 18-&02-0-0000-0101-00000-0000-0-000000 2,5941.55 BE10
00007278 o001 E 18-&03-0-0000-0101-00000-0000-0-000000 2, 8€1_00 BE10
000072537 o001 E 18-&03-0-0000-0101-00000-0000-0-000000 2, 8€1_00 BE10
ooo07278 004 E 18-&03-0-0000-0101-00000-0000-0-000000 8,6873.07- BE10
oooo73zz o04 E 18-&03-0-0000-0101-00000-0000-0-000000 2,873.07- EBE1D
oooo7287 ooz E 18-&04-0-0000-0101-00000-0000-0-000000 75.00- EBE1D
00007330 ooz E 18-&04-0-0000-0101-00000-0000-0-000000 4&2.00 EBE1D
oooD7334 ooz E 18-€04-0-0000-0101-00000-0000-0-000000 3,788.15 BE1D
ooo073z2s ona E 18-€04-0-0000-0101-00000-0000-0-000000 22.14- EBE1D
00007278 o0& E 18-€04-0-0000-0101-00000-0000-0-000000 14,508.84- EBE1D
oooD73zz o0& E 18-€04-0-0000-0101-00000-0000-0-000000 14,873.32- EBE1D
00007326 001 E 18-&05-0-0000-0101-00000-0000-0-000000 4_00 BE10
ooo07288 ooz E 18-&05-0-0000-0101-00000-0000-0-000000 75_00- BE10
00007331 ooz E 18-&05-0-0000-0101-00000-0000-0-000000 755.00 BE10
00007335 ooz E 18-&05-0-0000-0101-00000-0000-0-000000 3,953.82 BE10
0000732 oos E 18-&05-0-0000-0101-00000-0000-0-000000 22.14- BE1D
ooo07278 aog E 18-&05-0-0000-0101-00000-0000-0-000000 13,807.75- EBE1D
oooo73zz aog E 18-&05-0-0000-0101-00000-0000-0-000000 13,807.75- EBE1D
00007285 ooz E 18-&0&-0-0000-0101-00000-0000-0-000000 100.00- EBE1D
00007318 ooz E 18-€0€-0-0000-0101-00000-0000-0-000000 11l.&&8- EBE1D
00007313 ooz E 18-€0€-0-0000-0101-00000-0000-0-000000 18.00- EBE1D
oooD73az ooz E 18-€0€-0-0000-0101-00000-0000-0-000000 1,424 €0 EBE1D
ooo073an ooz E 18-€0€-0-0000-0101-00000-0000-0-000000 5,383.7% EBE1D
00007325 oo7 E 18-&0&€-0-0000-0101-00000-0000-0-000000 22.13- BE10
ooo07278 o010 E 18-&0&€-0-0000-0101-00000-0000-0-000000 12,818_41- BE10
00007322 o010 E 18-&0&€-0-0000-0101-00000-0000-0-000000 13,672 66— BE10
00007275 o001 E 18-&07-0-0000-0101-00000-0000-0-000000 22,541 1& BE10
Qoo073z0 001 E 18-&07-0-0000-0101-00000-0000-0-000000 11,138.37 EBE1D
0oo07252 ooz E 18-&07-0-0000-0101-00000-0000-0-000000 €,581.40- EBE1D
oooo73zz olz E 18-&07-0-0000-0101-00000-0000-0-000000 145.15- EBE1D
EINE TOTLRL 78,€70.24-
RERORT DATE 0270272018 DETATL OF RCTIVITY FOR JOURNRL ENTRIES DRCE 3
List Journal Vouchers by Bank
7/01/17 THRD &/30/18
VOUCHER § SEQ TYEE YR FNLD F PRGM FNCT OBJCT ECTY E ADDT'L LMOUNT BANE VHLD-SRC 10595
GRIND TOTLL 24 ,204.08
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Procedure D: Printing the General Ledger (G/L) for
Any Period Report

[E] PCGDist=8091 Rel=17.0400 02/01/2018 ¢ c WHIT o o=
Financial Accounting & Reporting MASTER1

FKey Haster Menu
- - Budget Account Master Menu

- - Purchase Order Processing Menu

-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash M t & Invest t Manag t Menu

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | oriS | EAN | MEND

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:
o coc-oom -1 oag o et S = =+

Financial Accounting & Reporting MT8epP

FKey Reporting & Closing Henu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

_30 | -- Print CS-1 Report with Transmission File
_31 | -- DOAA Transparency in Government Export File
L Y N Y N Y N Y I

@[ MG | VT SO MEND
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Ste Action

2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-

ElEbEEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

M

- - Receipts for Any Period Menu

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & AuditYear-End Transmission File

- - Balance Sheet for Any Period

-- School Nutrition Online Reporting System File [DE 106]

- - Daily Test for Out of Balance Condition in GL

Mastan | Bty | | 11.01.00

Fisﬁ “-“% Wnr@ MENIWR MONITOR,

3 Select _4_| (F4 - General Ledger for Any Period).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCY 001 C:\DEYSYS C:\SECOND = |5’ Iil
GLBUDGXT

GEMERAL LEDGER FOR ANY PERIOD

ENTER PERIOD OF FUNDS TO BE PRINTED:

a1 thru

ENTER RANGE OF FUNDS TO BE PRINTED:
1 thru 99

ENTER RAMGE OF FUNDS
(Will not roll if funds left blank)

thru

TO ROLL INTD 1 FUND

<ENTER> - CONTIHNUE F16 - EXIT 12.83.08

Step  Action

4 Enter the date range (MM DD YY) in the Enter period of funds to be printed fields.

5 Enter the fund code or fund code range, or leave the field populated with 1 thru 999 (All
funds) in the Enter range of funds to be printed fields.

6 If rolling funds into another fund: Enter the appropriate fund code range and fund code
in the Enter range of funds and To roll into 1 fund field.

The ranges entered in the field must be within the print range entered in Step 5.

7 Select Enter twice.
“** Processing Request **” briefly displays.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil
GHLDGRPR

General Ledger Any Period File Export

Create General Ledger Any Period File to Load in Excel?

Enter the Export file Path and Mame (e.g. C:\EXPORT\GHLDANYPERCYHD.CSU
or F18 to Browse for File

CAEXPORTHGHLDANYPER2B138220.C3U
HOTE: DIRECTORY Hust Already Exist

Enter = continue 12.83.88

Step | Action

8 Select the * (Radio Button) to left of the appropriate response in the Create General
Ledger Any Period File to Load in Excel? field. In order to produce a comma separated
data file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

9 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

10 | If creating an export file: Enter C:\EXPORT\GNLDANYPERccyymmdd.csv in the
Enter File Name and Path for Export File field, or select F10 (to Browse for file) to locate
the file manually.

11 | Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN GLANYPR CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 10 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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For out-of-balance conditions, the following dialog box displays:

PCG Dist=8991 Rel=10.03.00 08/18,2010 DOD 001 SV CiiDEY ﬂ

R 10 FLUMD 100 16,724.99

Step Action

12 Select Ll (OK) until the Financial Accounting & Reporting — Reports for Any Period

Menu redisplays.

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-

ElEbEEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

- - Receipts for Any Period Menu

L)

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & AuditYear-End Transmission File

- - Balance Sheet for Any Period

-- School Nutrition Online Reporting System File [DE 106]

- - Daily Test for Out of Balance Condition in GL

11.01.88

Maskar | Voo |

Fisﬁ “-“% Wnr@ MENIWR MONITOR,

Step  Action |

13 119 print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select @l (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.

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 74 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Ste Action

14 select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting &

Closing Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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D1. General Ledger for Any Period Report (All Funds) — Example

GENLEDGR-20180202-1058 SMITH CITY EQARD OF EDUCATION

GENERAL LEDGER EBEGIN PERIOD 07/01/17 END PERIOD D&/30/18

FUNC/
PRGM BLNC OBJCT FCTY B RDDT'L

0000-0211-00000-0000-0-000000
0000-0211-00000-0000-0-000000

0000-0221-00000-0000-0-000000
0000-0221-00000-0000-0-000000

0000-0222-00000-0000-0-000000
0000-0222-00000-0000-0-000000

0000-0231-00000-0000-0-000000
0000-0231-00000-0000-0-000000

0000-0232-00000-0000-0-000000
0000-0232-00000-0000-0-000000

0000-0241-00000-0000-0-000000
0000-0241-00000-0000-0-000000

0000-0242-00000-0000-0-000000
0000-0242-00000-0000-0-000000

0000-0251-00000-0000-0-000000
0000-0251-00000-0000-0-000000

0000-0711-00000-0000-0-000000
0000-0711-00000-0000-0-000000

0000-0735-00000-0000-0-000000
0000-0735-00000-0000-0-000000

GENLEDGR-Z20180202-1058

EMB/CE

LCTIVITY DESCRIPTION DO/RC

CHANGED
LAND

CHLNGED
LAND IMPROVEMENTS

CHANGED
LCCTH DEFREC-LALND IMPROVEMENTS

CHANGED
BUILOTINGS

CHANGED
LCCTM DEPRECIATION-EUILDINGS

CHANGED
MACHINERY & EQUIPMENT

CHRNGED
LCCTM DE PREC-MLCHINE /EQUI PMENT

CHANGED
CIp

BEVENUE RECORDE
EEVENUE TOTALS
CLOSING ENTEY REVENUE CONTROL
EXPENSE RECORDS
EXPENSE TOTRLS
CLOSING ENTRY EUDCET CONTLROL

CHANGED
INVESTED IN CRPITAL RSSETS NET

CHANGED
THEES . FUND BAL

GENERAL LEDGER EBEGIN PERIOD 07/01/17 END PERIOD 0&/30/128

FUNC/
PRGM BINC OBJCT FCTY B RDDT'L

EMB/CE
BO/RC

LCTIVITY DESCRIPTION
*#% FUND BALANCING TOTALS ++%
LSSETS
LIZBILITIES

FUND EQUITY

IR 18 FUND 801 © CAPITAL ASSETIS

CODE DATE OEETT

JE1 07701717
JE1 07701717

1, 000, 88600
1, 000, 88&_00

JEL1 07/01/17
JEL 07/01/17

815,087.00
815,087.00

JEL 07701717
JE1 07701717

JE1 07/01/17
JE1 07/01/17

35, 331,777._00
35, 331,777.00

JE1 07701717
JEL1 07/01/17

JEL 07/01/17
JEL 07701717

4,270,760.00
4,270,760.00

JE1 07701717
JE1 07/01/17

JE1 07701717 34,584 00
JE1 07701717 34,584 00
JEL 07/01/17
JE1 07701717
JE1 07/01/17 871,634 _00
JE1 07/01/17 871,634 _00

CEEDIT

4€5, 152 .00
465, 152 00

7,845, 101.00
7,84%,101.00

7,853, 35700
z,853, 35700

31,361, 118.00
31,361, 118 _00

SMITH CITY BOARD OF EDUCATION

¥R 18 FUND 801 O CRPITRAL RSSETS

CODE DATE OEETT
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CEEDIT

PAGE 310

BALANCE

1,000,88&.00
1,000,886 00 *

815,087.00
815,087.00 *

485,152 00CR
485, 152 00CR*

35,331,777.00
35,331,777.00 *

7,845,101 00CR
7,845,101 00CR*

4,270,760.00
4,270,760.00 *

2,853,357 00CR
2,853,357 00CR*

34 ,584_00
34,584 00

31,361,118, 00CR
31,361,118 00CR*

871,634 00
871,634 00 *

DAGE ENAE

BALENCE

30,489,484.00 *

30,489,484 00CE*
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Procedure E: Printing the Revenue and Expenditure
Summary for Any Period Report

- e — "
[E] PcoDist-8091 Rel=17.0400 02/01/2018 i i WHIT oo

Financial Accounting & Reporting MASTER1

FKey Haster Menu
- - Budget Account Master Menu

- - Purchase Order Processing Menu

-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash Manag t & Invest t Manag t Menu

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | oriS | EAN | MEND

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:
[ e owe-snnn e 17000 o N = =

Financial Accounting & Reporting MT8epP

FKey Reporting & Closing Henu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

_30 | -- Print CS-1 Report with Transmission File
_31 | -- DOAA Transparency in Government Export File
L Y N Y N Y N Y I

@[ MG | VT SO MEND
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Ste Action

2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/19/7013 PCW 001 CA\DEYSYS C:\SECOND —|=] x|
Financial Accounting & Reporting MT @1P

Reports For Any Period Henu

- Vendor Payments for Any Period Menu

- Receipts for Any Period Menu

- Journal ¥ouchers for Any Period Menu

- General Ledger for Any Period

- Revenue & Expenditure Summary for Any Period Menu

- Revenue & Expenditure Detail for Any Period Menu

- Trial Balance & Audit Year-End Transmission File

- Balance Sheet for Any Period

- School Nutrition Online Reporting System File [DE 106)

EEEEEEEEEES

-
=
'

- Daily Test for Out of Balance Condition in GL

Master use,“ﬂ| 11.81.88
@] 165 | MriZp | B, | VEND

Step  Action
3 Select 5| (F5 - Revenue and Expenditure Summary for Any Period Menu).
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The following screen displays:

Step
4

.
[ PCGDist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV CADEVSYS CASECOND WHITE (=R
Financial Accounting & Reporting MTB1P5 I

FKey Revenue & Expenditure Summary for Any Period Menu

1_| -- Expenditure Summary by Function and Object
2_| -- Expenditure Summary by Object and Function
3 |-- Expenditure Summary by Fund and Program Across Multiple Fiscal Years

4 | -- Expenditure Summary by Facility

5 | -- Revenue Summary by Revenue Source
Object Conversion File:

6 | -- Maintain Records
7 | -- Print Conversion File

M| | | | [ | [ | [ | | | [ | | 178361

re | 5 | MoriSp | BT | MEND

" Action |
Expenditure Summary by Function and Object: Select __1_ (F1 - Expenditure Summary
by Function and Object).

Expenditure Summary by Object and Function: Select __2_| (F2 - Expenditure
Summary by Object and Function).

Expenditure Summary by Fund and Program Across Multiple Fiscal Years: Select
_3_|(F3 - Revenue Summary by Revenue Source).

Expenditure Summary by Facility: Select 4 | (F4 - Expenditure Summary by Facility).

Revenue Summary by Revenue Source: Select -5 | (F5 - Revenue Summary by Revenue
Source).
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For Step 4 selections, the following screen displays:

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

E PCG Dist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV CADEVSYS CA\SECOND

WHITE ‘ [E=NEERTS)

EXPENDITURE SUMMARY FOR ANY PERIOD
BY FUNCTION AND OBJECT

ENTER PERIOD OF FUNDS TO BE REPORTED:

__ b1 B@a THRU ap pp pa

ENTER RANGE OF FUNDS TO BE REPORTED:
THRU

ENTER RAHGE OF FUHND3
{Will not roll if funds left blank)
THRU

TO ROLL INTO ONE FUND

USE OBJECT CONUVERSION FILE: H (Y/H)

ENTER = Continue, F16 = Reenter/Exit

FARPH112

17 .84 .68

Although the screenshot examples display Expenditure Summary by Function and Object account
results, the steps also apply to Expenditure Summary by Object and Function, Expenditure Summary by
Fund and Program Across Multiple Fiscal Years, Expenditure Summary by Facility, and Revenue
Summary by Source account activity results.

Step  Action

5 Enter the date range (MM DD YY) in the Enter Period of Funds To Be Reported fields.
The date range entered in the fields must be within the same fiscal year.

6 Enter the fund code range in the Enter Range of Funds To Be Reported fields.

7 If rolling funds into another fund: Enter the appropriate fund code range in the Enter
range of funds fields. Enter the appropriate fund code in the To roll into 1 fund field.
The ranges entered in the field must be within the date range entered in Step 5.

8 For Step 4-F1 or Step 4-F2 or Step 4-F3 Selections: Enter Y (Yes) or N (No) in the
USE OBJECT CONVERSION FILE: field.

9 Select Enter twice.
“** Processing Request **” briefly displays.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil

Enter the Export file Path and Hame e.g. C:A\EXPORTAExpSumFNCT281382208.CSU
or F18 to Browse for File

C:A\EXPORTAExpSumFNCT28138228.C3V

FARPH114

Expenditure/Revenue Summary File Data Export

Create Expenditure Summary File to Load in Excel?
[ No_
& Yes

HOTE: DIRECTORY Hust Already Exist

Enter = continue 12.83.88

Although the screenshot examples display Expenditure Summary by Function and Object account
results, the steps also apply to Expenditure Summary by Object and Function, Expenditure Summary by
Fund and Program Across Multiple Fiscal Years, Expenditure Summary by Facility, and Revenue
Summary by Source account activity results.

Step Action

10

Select the * (Radio Button) to left of the appropriate response in the Create Expenditure
(or Revenue) File to Load in Excel? field. In order to produce a comma separated data file
with the data from the report, select ‘Yes’, otherwise, select ‘NO’.

11

If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

12

If creating an export file: Enter C:\EXPORT\ExpSumFNCTccyymmdd.csv in the Enter
File Name and Path for Export File field, or select F10 (to Browse for file) to locate the
file manually.

13

Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN EXPSUMFNCT CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 12 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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The following screen displays:

.
[ PCGDist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV CADEVSYS CASECOND WHITE (=R
Financial Accounting & Reporting MTB1P5 I

FKey Revenue & Expenditure Summary for Any Period Menu

1_| -- Expenditure Summary by Function and Object

2_| -- Expenditure Summary by Object and Function

3 |-- Expenditure Summary by Fund and Program Across Multiple Fiscal Years
4 | -- Expenditure Summary by Facility

5 | -- Revenue Summary by Revenue Source

Object Conversion File:
6 | -- Maintain Records
7 | -- Print Conversion File

M| | | | [ | [ | [ | | | [ | | 178361

re | 5 | MoriSp | BT | MEND

Step  Action |

14 119 print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (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.

15 1 select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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E1l. Expenditure Summary for Any Period by Function and Object Report — Example

FRRDM114 EXPENDITURE SUMMARY FOR ANY PERIOD PLCE: £
0Z2/02/2018 BEY FUNCTION AND QBJECT 08:-42 IM
SYSTEM: 85351 SMITH CITY BOARD OF EDUCATION
REPORTING PERIOD 07/01/17 THRD 0&/30/18
BERORTING FISCAL YEAR 2018

TOIAL --——-————-——-————— YERR-TQ-DATE -—-----—--———--—=—= ———————— PERIQD-TQ-DATE ---—--——-
FUNC OBJCT DESCRIFTION APPROPRIATION EXPENDED ENCIMBERED BALANCE EXPENDED ENCUMBERED
2500 5000 OTHER EXFENSES 1,331 60— 1,331.60 1,331.60-

% TOTAL BY FUNCTION:

2300 EXD OTHER SUED 10, 000.00 1,801 48— 11, &01.45 1,601.45-

3100 18400 SNS CAFETERTA & 525.00 &7_06 £, 457.34 &7_0&

3100 22000 FICA/MED STM 433.16 514 454_02 5. 14

3100 2&000 WOREMEN'S/C SUM €27_04 £27_04

+ TOTAL BY FUNCTION:

3100 EXP SCHOOL NUIR 7,651.20 7z.20 7,579.00 7z.20

5000 93000 TRANS-OTH FUNDS £00,000.00 &00, 000.00

% TOTAL BY FUNCTION:

so00 OTHER USES £00,000.00 &00, 000.00

#% TOTAL BY FUND:

100 GENERAL 21,780,1%%.00 1,829,481 38 &,385_81 13,314, 361.21 1,82%,481.38 &,385. 81
“%4 TOTALS FOR REDORT: 21,750, 199.00 1,829,481 %8 6,385 81 13,914, 36121 1,829,481 98 6,355 81
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E2. Expenditure Summary by Fund and Program Across Multiple Fiscal Years —
Example

FRRPM1le

02/02/201%

DROG FED DESCRIPTION

REPORTING FUND: 100

1011
1013
1021
1023
1041
1043
1051
1053
1061
1063
1071
1073
1081
1083
1081
1093
1100
1210
1310
1320
1351
1353
1445
1500
1570
1638
2011
2041
2043
2051
2083
2061
2063
2111
Eo7a
€035
7050
7052
5330

KIND QBE BASIC
KIND QBE LOCAL
GROE 1-3 QBE
1-3 QBE LOCAL
GROE 5-12 (QEE
5-12 QBE LOCAL
GRRDES 4 - &5
4-5 QBE LOCAL

K EIP

K EIP LOCAL

1-3 GRADE EIP
1-3 EIP LOCAL
GRDE &-2 QBE
€-8 QBE LOCAL
EID GRRDES 4-%
EID GR 4-%5 LOCL
20 DA ADDL INST
STAFF DEV (QBE
MEDIA CENTERS
PUPRIL TRANSRORT
ESOL

ESOL QBE LOCAL
0N BEHALF PMTS
NURSES

SPECIAL PROJECT
CHARTIER FUNDS
SP. ED. REVENUE
MOD SELF CONIND
CAT 3 QBE LOCRL
SEV SELF CONIND
CLT 4 QBE LOCAL
SPEC ED CAT W
CLT 5 QBE LOCAL
GIFTED QEE

ALT SCHOOL LOCH
ERATE REIM PROG
MLTH/SCIENCE S5U
TOTY

UNDIST. PROGRAM

*% TOTARL BY FUND:

100

GENERAL

*#% TOTALS FOR REPORT:

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

EXPENDITURE SUMMARY FOR ANY PERIOD
BY FUND RND DPROGRAM
SYSTEM: 8551 SMITH CITY BOARD OF EDUCATION
REPORTING PERIOD 07/01/1€ THRU 0&/30/18

———————— DERIOD-TO-DATE —----—---

EXPENDED

836,638.35
50,344.13
1,513,584 22
43,554.78
2,807,655 45
£6,538_ 32
1,100,43%.25
23,548.0%
173,032.39
$,282.351
£60,997.55
1%,253.17
,81%,23&.30
€8,321.82
211,811.21
6,828 28
$1,532.3¢
48,3574.03
325,121.30
1,852,848 42
122,364.77
3,247.54
£7,611. 82
31,881.78

2]

183,032.50
€4,112.41
84€,550.50
22,383.69
152,335.71
5,038.13
403,386.59
2,0583.24
138,317.58
4,547.54
83,711.50
45,300.38
53532
547, 83372

2]
2]

,283,457.52

2]
15

283,457.582

r

ENCUMEERED

&,333.81

§,355.81

£,355.81
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E3. Revenue Summary for Any Period Report by Revenue Source Report — Example

ERRPM114 REVENUE SUMMARY FOR ANY PERIOD PRGE: 1
0270272018 BY EEVENUE S0URCE 05:32 M
SISTEM: 8551 SMITH CITY BOARD OF EDUCATION
REPORTING PERIOD 07/01/17 THRU 0&/30/18
BEPORTING FISCLL YERR 2018

TOTAL ————m—m—mm— e —e— == YEAR-TO-DATE -------—--—==—==== ———————— DERIOD-TO-DATE ---—--—-=—

SRCE DESCRIPTION ESTIMATE BEVENUE BALANCE BEVENUE
REPORTING FUND: 100
1110 LD VRATOREM THX €,095, 75500 6,099, 75500
1121 OTH SALES TRIES 70, 000.00 70, 000.00
1150 OTHER TR¥ES 700, 000.00 T00, 00000
1151 TAVT TAX 250, 000.00 250, 000_00
1220 MISC DONRTIONS Z2,500.00 Z,500.00
1500 EABN/ INVEMI/LER 14,000.00 1,867.50 1z,332.10 1,667.30
1330 SALE FIXED ASST 1,250.00 1,250.00- 1,250.00
1350 SEVICES TO LERS 5, 000.00 5, 000.00
1355 OTEER LOC BEV 65,337.00 13,647.32 51, e85.868 13,647.32
3120 QEE GRANIS 1z,758,408.00 244 585.00 1z,5813,823.00 244,585_00
3122 OPER BEV 1,245, 545.00 208,385.00 1,041, 1e0.00 208,385.00
3124 OBE CONTRA ACCT 238,133 00- 4,385 _00- 233, 748 _00- 4,385 00-
31z2s M_5_COUNSELORS 383, 1%&.00 €3, ,87&_00 315, 320.00 63,876_00
3140 LFS CONT(DEEIT) 1,806, 848_00- 54,833 _00- 1,781, 35500~ 54,853 _00-
3200 EQUALIZATION 1,365, 715.00 227,€25_00 1,138, 030.00 227,625 00
3800 OTH GETS GL DOE 160, 000.00 1€0, 000_00
4830 FEV IN LIEU TAX €, 000.00 &, 00000
5200 TRFR OTHER FUND 1,574.03 1,574.03- 1,574.03
&400 THEURENCE 2,370.02 2,370.02- 2,370_02
+% TOTAL BY FUND:

100 GENERAL 21,084,483.00 T06,110.27 20,378,372.73 TOE,110.27
*#% TOTALE FOR REPORT: 21,084, ,483.00 T0e,110.27 20,378,372.73 TOE,110.27
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Procedure F: Printing the Revenue and Expenditure
Detail for Any Period Report

E PCG Dist=8991 Rel=17.0400 02/01/2018 ¢ c WHIT o o=
Financial Accounting & Reporting MASTER1

FKey Haster Menu
- - Budget Account Master Menu

- - Purchase Order Processing Menu

-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash M t & Invest t M t Menu

4

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | oriS | EAN | MEND

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:
E PCG Dist=8991 Re\:l?.M:tP 02/01/2018 PCW 002 SV mvs CASECOND WHI'IE-QI@M

Financial Accounting & Reporting MT8epP

|
FKey Reporting & Closing Henu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

_30 | -- Print CS-1 Report with Transmission File
_31 | -- DOAA Transparency in Government Export File
L Y N Y N Y N Y I

FIS* [I-“e: Wnr@ NDPhﬁ:DrR MON\rquIg
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Ste Action

2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/19/7013 PCW 001 CA\DEYSYS C:\SECOND —|=] x|
Financial Accounting & Reporting MT @1P

Reports For Any Period Henu

- Vendor Payments for Any Period Menu

- Receipts for Any Period Menu

- Journal ¥ouchers for Any Period Menu

- General Ledger for Any Period

- Revenue & Expenditure Summary for Any Period Menu

- Revenue & Expenditure Detail for Any Period Menu

- Trial Balance & Audit Year-End Transmission File

- Balance Sheet for Any Period

- School Nutrition Online Reporting System File [DE 106)

EEEEEEEEEES

-
=
'

- Daily Test for Out of Balance Condition in GL

Master use,“ﬂ| 11.81.88
@] 165 | MriZp | B, | VEND

Step  Action
3 Select 6 _| (F6 - Revenue and Expenditure Detail for Any Period Menu).
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The following screen displays:

m PCG Dist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV CADEVSYS CASECOND WHITE E.L
e ————————————
Financial Accounting & Reporting FARRP2 82

! FHey Revenue & Expenditure Detail For Any Period Menu

1_| -- Revenue Detail by Account

2_| -- Expenditure Detail by Account

3 |-- Expenditure Detail by Account Across Multiple Fiscal Years

M| | | | [ | [ | [ | | | [ | | 10-83.61

e | 5 | MoriSp | BT | MEND

Step  Action |
4 For Revenue Detail: Select __1_ (F1 - Revenue Detail by Account).
For Expenditure Detail: Select 2 | (F2 - Expenditure Detail by Account).

For Expenditure Detail by Account Across Multiple Fiscal Years: Select —3_| (F3 -
Expenditure Detail by Account Across Multiple Fiscal Years).
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For Step 4-F2 selections, the following screen displays:

= PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SY C:\DE¥SYS C:\.SECOND _|E'|£|
FARBE181
EXPENDITURE DETAIL BY ACCOUNT
Enter date range to be printed: thru a8/06/ 06688
Select a specific account number or
enter partial selection criteria: XX (F¥ of Date Range)
e {X8X = A1l Funds})
b [ = A1l Fiscal)
h { XXX = All Programs)
ht i (NN = A1l Functions)
REAMRE  (XRKEX = All Objects)
hh [ XXX = All Facilities)
b (8 = A1l Buildings)
HNNNEE (XXXXXX = All Additional)
Enter sequence to be printed: n {A = Account Mumber})
{P = Program)
{F = Function)
(0 = Object)
(¥ = Facility & Bldg)
ENTER = Continue, F16 = Exit #* F1 = Select Multiple Accounts ==
wreg| 14._02.08
FIS“

Although the screenshot examples display Expenditure detail account results, the steps also apply to
Revenue detail account activity results.

Step Action

5 Enter the date range (MM/DD/CCYY) in the Enter date range to be printed fields.
Enter a date range that is within the same fiscal year.

6 For All Accounts: Verify the date range entered is within the same fiscal year, and enter
the specific account number in the fields as Yr Fnd F Prgm Fnct Objct Fcty B Addt'l.

If the account number is unknown, enter a partial account number within the fields. The
number of characters for a specific entry displays as “X” on the screen.

For Multiple Accounts: Select ll (F1 - Select Multiple Accounts). Enter the date
range (MM/DD/CCYY) in the Enter date range to be printed fields. Enter the account
information in the fields.

7 Enter A (Account Number), P (Program Code), O (Object Code) or Y (Facility and
Building Code) in the Enter Sequence to be Printed/Sequence field to determine the sort
order.

8 If NOT selecting multiple budget accounts’ activity: Proceed to Step 12.
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When selecting F1 - Multiple Accounts, the following screen displays:

= PpPCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SY CADEYSYS C:\SECOND _Iﬁllil
FARBE181
Enter date range to be printed:
o121y thru B6/308/2615
Enter account numbers, and sequence to be printed:
¥r Fnd F Prgm Fnct Objct Fcty B Addt’l ¥+ Fnd F Prgm Fnct Objct Fcty B Addt'l
aa 515]
[T _ [T _
es _ _ 88 __ _ _ _
ee __ _ _ _ 88 _ _ _ _ _
a8 _ - _ 88 _ - _
ee __ _ _ _ 88 _ _ _ _ _
ee ____ _ _____ - ee ___ _ _____ -
es _ _ 88 _ _ _
ee ____ _ _____ - 88 ___ _ _____ -
es _ _ 88 _ _ _
ee _ _ e __ _ _ _ _
es _ _ 88 __ _ _ _
ee _ _ e __ _ _ _ _
es _ _ 88 __ _ _ _
ee __ _ _ _ 88 _ _ _ _ _
a8 _ - _ 88 _ - _
s _ _ _ 88 _ _ _ _
Sequence: A (A=Acct #, P=Program, F=Function, I]=I]hject, ¥Y=Fcty & Bldg)
ENTER = Continue, F16 = Previous Screen
T 14.92._00
FIS«
Step  Action
9 Enter the account information for up to thirty-four (34) accounts in the Yr Fnd F Prgm
Fnct Objct Fcty B Addt’] fields.
10 Enter A (Account Number), P (Program Code), O (Object Code) or Y (Facility and Building
Code) in the Sequence field to define the sort criteria.
EMTER
11 Select _"l (Enter) twice.
“Processing Request” briefly displays where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND = |5’|£|
FARBR181

Expenditure File Data Export

Enter the Export file Path and Hame (e.g. C:\EXPORTMEXPDTLACCTCCYYHMMDD.CSU
or F18 to Browse for File

CAEXPORTHExpDtI1AGCT2A148917.C3U
HOTE: DIRECTORY Hust Already Exist

Enter = continue
:m:v Fi 14.982_88

FiE '

Although the screenshot examples display Expenditure detail account results, the steps also apply to
Revenue detail account activity results.

Step | Action

12 Select the * (Radio Button) to left of the appropriate response in the Create Revenue (or
Expenditure) File to Load in Excel? field. In order to produce a comma separated data file
with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

13 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

14 If creating an export file: Enter C:\EXPORT\REVDTLccyymmdd.csv in the Enter File

Name and Path for Export File field, or select ﬂl (F10 - to Browse for file) to locate
the file manually.

15 Select _‘fl (Enter) to continue.

If the filename is invalid, the “UNABLE TO OPEN REVDTL CSV FILE 35 = File Not Found ”
error message displays. In this instance, return to Step 12 to enter the correct information.

“Processing Request” briefly displays where appropriate.
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The following screen displays:

_
[F] PCGDist=8991 Rel=17.0400 02/01/2018 PCW 002 SV CADEVSYS CASECOND wﬂn-lglﬂlg
Financial Accounting & Reporting FARRP2 82

Revenue & Expenditure Detail For Any Period Menu

-- Revenue Detail by Account

FKey
II
_2 | -- Expenditure Detail by Account
3]

-- Expenditure Detail by Account Across Multiple Fiscal Years

M| | | | [ | [ | [ | | | [ | | 10-83.61

e | 5 | MoriSp | BT | MEND

Step  Action |

16 To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).

To print the report via Microsoft® Word: Select @l (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.

17 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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F1. Revenue Detail of Activity (Sequenced by Account) Report — Example

In the screenshot example, the results display after the beginning of the fiscal year.

Prior year receivable amount

LEPORT DATE:

Receipts entered in current and prior

. - ear totals.
carried forward into current Y
10-13-2005 TIME: 14:51 REVENUE - DETAIL OF ACTIVITY DAGE 1
Beport Period: 09-01-2005 thru 10-31-2005 * SEQUENCED BY ACCOUNT + Beport ID: FARERZOE

** 06-100-0-70Z3-32300-00000-0000-0

-000000 **

=======================sS=S=SSSSsS=S===sSsSs=================== AQCOUNT =====================S=SsS=s=sSsSSsSSsS=S=S=SESSSSS=S=====s==ss=====
** 0g-100-0-7023-3800-00000-0000-0-000000 *+* OPIGINAL CURRENT
ACCOUNT MEME BEVENUE EST REVENUE EST STATUS
4-8 STATEWIDE AFTERCARE 10,000, 00 Z0,000.00 A

RECEIVAELES RECEIVAELES

ENTEREL CLOSED FECEIPTE AL TTETMENTE

Prior Tear AR activity to 03-01-z005: E, 578,62 Z,590. 62 Z, 50l.ez
Current Tr AR & receipt activity tp,. J03-01-Z005: 1,260.00 1,135.00 1,146,

BECEIPTS AGATMET A/R'E
— BECEIPTS 02-01-z2005 thra 10-31-2005 ON ASR'S

-—---- BECEIPTE ——-—-

SOUTRCE-SEQ BECEIVED FROM DCIT # STATTS/BANE DATE AMOUNT DESCEIPTION

0O0zzE 2886 SOURCE ooozEs 013836 TMDEPOSITED 10-17-Z005 333.00 CROSS YR OCT TEST
000228 2300 SOURCE ooo0zzEs olzezl EECL S-01-Z005 §88.00 EBOBS MORE THIN TEST
Leceipts for PRIOR Tr A/E entered in report period 1,221.00

Beceipts for CURPEMT Yr AR entered in report period

- DEVENUE ACTIVITY 09-01-Z00F thru 10=3L1=200E === == == o oo o o o

---— BECEIVAEBLEZ --—-—- ——-—-- BECEIPTZ -——-
SOURCE-2EQ SCOURCE MAME LATE AMOTINT LATE AMOUNT DESCETPTION BTATTTS
000ZEE 9500 SCOURCE O00ZES &-20-2005 S-01-2005 111.00- S0URCE 000ZZE CLOSED
=+ CLOSING AI*]UST =
Tobal Prior YR AR closing adjustment for rpt period 111.00-

Total Currernt YR AR closing adjustment for rpt period

Cash receipts without
accounts receivables.

A
L}

-CAEHFECELFT

SOURCE-SEQ
O0azZzs 0000

DECEIVED FROM
S0URCE 000z zE

LCPT #
01323z

STATUS /BANE DATE
TNDEPOSITED 2-15-Z00%

Receipts sdith no AR 03-01-Z005 chra 10-31-2005:

ENTEPED BEFORE 02-01-Z005 -

.oo

.oo

AMOTMT
=1

EEE_ 00

Current and prior year closing
adjustments before the beginning
date.

DESCRIPTION

0 CITZ2 MEED TE2T

Cash receipts without accounts
receivables total.
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The final page of the report provides account ending balances.

DEPORT DATE: 10-132-2005 TIME: 14:El PEVENUE - DETAIL OF ACTIVITY DACGE z
Beport Period: 03-01-2005 thra 10-31-z005 * SEQUENCED ET ACCOUNT * Report ID: FARRREOS

============================================= GRIND TOTALS FOR: 09-01-7005 thru 10-31-7005 =========================================
RECEIVAELES BECEIVAELES CLOSTHG OPEM

ENTERED CLOSED BECETPTS AL TTSTMENTS PECETVAELES
p Prior Year A/R activity through 10-31-2005 - 5,578 62 3,709 .62 3,722 62 13.00- 1,269.00
Current Year reverue activity through 10-31-2005: 1,260.00 1,135.00 1,701.00 &5 00 12500
A A
CURRENT YEAR PEIOR YEAL CUEPENT YEAR UNCOLLECTED
REVENUE CLOSED &/E BECEIPTS EALENCE
1,839.00 3,442 .62 5,156 62 13,161.00

» Current year receivable
> -
and revenue activity.

Prior year accounts
receivable activity.

B PCGDist=8990 Rel-05.04.00 10/18/4005 CJD 001  KADEVSYS C:JONES \.. |- |[2 23]
REVEHUE THQUIRY REV@2 @@
¥r Fnd F Prgm Srge Objct Fcty B ﬂﬂdt'l Bigin Date End Date Status:
B6 188 B 7623 3800 ODOOD ADAR B AYABDR 770705 6/308/06 ]
Title: 48 STATEVIDE AFTERCARE
Fund Balance Accl: 799
stimated Revenue

ORG ESTIMATE 1@8,880.688 ||Jul 1,666 .66 1,271.08
——————— Accrual Based ----———- Aug 1,666.66 98.00-
Adj Estimate 20,000.00 ||Sep 1,666 66 66t . 80
Rcub .Entr. 1,260.00 Oct 1,666 .66
Rcub.Clsd 1,135, 88— Houw 1,666.66
Open Receiwv. 125 .08 BT (L
Receipts 5,156.62 Jan 1,666.66
Prior ¥Yr Receivaljle Feb 1,666.66
Closed Cur Yr 3,442 62- £Mar 1,666.66
Cur ¥Yr Revenue e 1,839 .08 Apr 1,666 .66

Hay 1,666.66
Uncollected 18,1611, 00 <—Jun 1,666.74%

Total 28,000.00 1,839.00

2% 9% 60% 80% 100%
Estimate 033%
Receivables B26% sxsxssssxxxxx
PF16=Exit
=

If the selected period includes all activity for the year, these totals will be the same as the Revenue
Inquiry screen.
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Procedure G: Maintaining the Object Conversion File
G1. Maintain Object Conversion File Records

m PCG Dist=8991 Rel=17.04.00 02/01/2018 c [«

FKey

E EEE EEEE ERbl BBk

Masterl Bser |

Financial Accounting & Reporting

Master HMenu

- Budget Account Master Menu

- Purchase Order Processing Menu
- Claim Processing Menu

- ¥Yendor Check Processing Menu

- Revenue Account Master Menu

- Accounts Receivable Processing Menu

- Receipt Processing Menu

- Cash Manag &1 M Menu

4

- Financial Reporting & MonthfYr-End Close Menu
- Account Master Description File Menu

- General Ledger Account Master Menu

- Year End Processing Menu

- Special Functions Menu
- ¥endor Master Menu

- Source Master Menu

File Reorganization

W = A s

MASTER1

| | | 13.04.00

=)

PAY | VEND

MONITOF, | MORITOR:

Step  Action
1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:

= ——————
[a] PCGDist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV CADEVSYS CASECOND

FKey

Financial Accounting & Reporting

Reporting & Closing Menu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:

WHITE E=NEER)
HT8EP

17 | -- List Summary & Current Month Detail [including DE Form 0396]
21 | -- Finalize Current Monthf¥ear-End Figures

26 | -- DE Form 0396 Menu

27

il

AnnualfFiscal Financial Reports:
-- DE Form 0046 Menu

30 | -- Print C5-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Masterl Bser |

| | | 10.063.60

@15 | g

PAY | VEND

MONITOF, | MORITOR:
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2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-
'

ElkkEEEEEERES

- ¥endor Payments for Any Period Menu

M
'
'

Receipts for Any Period Menu
- - Journal Youchers for Any Period Menu
-- General Ledger for Any Period

Revenue & Expenditure Summary for Any Period Menu

Rewvenue & Expenditure Detail for Any Period Menu

Trial Balance & Audit *¥ear-End Transmission File

Balance Sheet for Any Period

School Nutrition Online Reporting System File [DE 106])

-
=
'
'

Daily Test for Out of Balance Condition in GL

| 11.61.00
Fisﬁ ll“% wnr@ MEI F. MOF*IIWR

Maskar | Voo |

=
=

3 Select 5| (F5 - Revenue and Expenditure Summary for Any Period Menu).

The following screen displays:

[ PcoDist=8391 Rel=17.0400 02/01/2018 PCWODZ SV CADEVSYS CASECOND WHITE -@ﬁg

Financial Accounting & Reporting MT@1P5

FKey Revenue & Expenditure Summary for Any Period Menu

_1 | -- Expenditure Summary by Function and Object

_2 | -- Expenditure Summary by Object and Function

_3 | -- Expenditure Summary by Fund and Program Across Multiple Fiscal Years

4 | -- Expenditure Summary by Facility

5|--R S y by R Source

Object Conversion File:
& | -- Maintain Records
7 | -- Print Conversion File

b | | | [ | | [ | [ | [ [ | | 170361

@[ 1S | Vri5p | FAN | MEND
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4 Select __B_|(F6 - Object Conversion File: Maintain Records).

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND _ = x|
FARPM115
HMAINTAIN OBJECT COHVERSION FILE
Record Type: _ E = Expenditure Function
Local Function:
Local Object:
** Find Mode %=
ENTER-Maintain Data FZ2-First F5-Hext F11-Add Hode F16-Exit
12.83.88

Step  Action

5 To add a Conversion file record: Proceed to G1.1. Adding a Conversion File Record.

To update/delete a Conversion file record: Proceed to G1.2. Updating/Deleting a
Conversion File Record.
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G1.1. Adding a Conversion File Record

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C\DE¥YSYS C:\SECOND _ = x|
FARPH115
MAINTAIN OBJECT COWVERSION FILE
Record Type: _ E = Expenditure Function
Local Function:
Local Object:
*% Find Hode #=
ENTER-Maintain Data F2-First F5-Hext F11-Add Hode F16-Exit
12.83 .80

Step  Action
1 Select F11 (Add Mode).
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The following screen displays:

B pCGDist=8991 Rel=13.01.00 02/20/2013 PCY¥ 001 CH\DEYSYS C:SECOND = |E |£|
FARPH11E
MAINTAIN OBJECT CONUERSION FILE
Record Type: [I E = Expenditure Function
Local Function:
Local Object:
Report Function:
Report Object:
x* Add Mode =
(ENTER)-Validate Record 1-Return to Find Hode
12.683.688

Step  Action

2 Enter E (Expenditure) in the Record Type field.

3 Enter the Function code in the Local Function field.

4 Enter the Object code in the Local Object field.

5 Enter the Function code in the Report Function field.

6 Enter the Object code in the Report Object field.

7 Select Enter twice.
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The following screen displays:

B pCGDist=8991 Rel=13.01.00 02/20/2013 PCY¥ 001 CH\DEYSYS C:SECOND _|E|£|
FARPH115
MAINTAIN OBJECT CONUERSION FILE
Record Type: [§ E = Expenditure Function
Local Function: 1888
Local Object:
Report Function: 1888
Report Object: 618688
RECORD SUCCESSFULLY ADDED *% Add Mode »*=
NEER)—daTidate Record F1 to Return to Find Hode
12.683.688

" Action
8 Verify “Record Successfully Added” displays, and select F1 (Return to Find Mode).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/20/2013 PCY 001 CHDEYSYS C:\SECOND _|E|£|
FARPH11E
MAINTAIN OBJECT CONUERSION FILE
Record Type: E E = Expenditure Function
Local Function: 1888
Local Object:
*% Find Hode #*x
ENTER-Maintain Data F2-First F5-Hext F11-ndd Hode F16-Exit
12.683.688

Step  Action

9 Select F16 (Exit) to return to the Financial Accounting & Reporting — Revenue and
Expenditure Summary for Any Period Menu.

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 101 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

- — B
A PG Dist=8991 Rel=17.0400 02/01/2018 PCW0D2 SV C: : WHITE [E=NEERrS

Financial Accounting & Reporting MTB1P5

FKey Revenue & Expenditure Summary for Any Period Menu

1_| -- Expenditure Summary by Function and Object

2_| -- Expenditure Summary by Object and Function

3 |-- Expenditure Summary by Fund and Program Across Multiple Fiscal Years
_4 | -- Expenditure Summary by Facility
_5 | -- Revenue Summary by Revenue Source

Object Conversion File:

6 | -- Maintain Records
7 | -- Print Conversion File

M| | | | [ | [ | [ | | | [ | | 178361

re | L5 | MoriSp | BT | MEND

Step  Action

10 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 102 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

G1.2. Updating/Deleting a Conversion File Record

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C\DE¥YSYS C:\SECOND _ = x|
FARPH115
MAINTAIN OBJECT COWVERSION FILE
Record Type: E = Expenditure Function
Local Function:
Local Object:
*% Find Hode #=
ENTER-Maintain Data F2-First F5-Hext F11-Add Hode F16-Exit
12.83 .80

Step  Action

1 Enter E (Expenditure) in the Record Type field.

2 Enter the Function code in the Local Function field.

3 Enter the Object code in the Local Object field.

4 Select Enter (Maintain Data).
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The following screen displays:

B pCGDist=8991 Rel=13.01.00 02/20/2013 PCY¥ 001 CHDEYSYS ChSECOND = IE' Iil
FARPH115
MAINTAIN OBJECT CONUERSION FILE
Record Type: E E = Expenditure Function
Local Function: 1888
Local Object:
Report Function: 18688
Report Object: 61008
** Display Hode *x
F1-Return to Find Hode  F2-First L=He 2=Flodify Record F12-Delete
12.683.688

" Action
To modify an Object Conversion File record: Select F9 (Modify Record).
To delete an Object Conversion File record: Select F12 (Delete).
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For F9 (Modify Record), the following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 CH\DEYSYS C:SECOND E _|E|£|
FARPH11E
MAINTAIN OBJECT CONUERSION FILE
Record Type: E E = Expenditure Function
Local Function: 1888
Local Object:
Report Function: 1888
Report Object: 618688
** Modify Hode w*x
(ENTER)-Validate Recofu Retdn to Display
12.683.688
For F12 (Delete Record), the following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEVSYS C:\SECOND E _ = x|
- FARPH115
MAINTAIN OBJECT COMVERSION FILE

Record Type: E E = Expenditure Function

Local Function: 1888

Local Dbject:
Report Function: 1008

Report Object: 618688

** Delete Mode
{ENTER)}-Delete Record =kerarn to Display
12.83.88
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Ste Action

6 For F9 (Modify Record), verify “** Modify Mode **” displays, and make the appropriate
modifications to the Local Object, Report Function, and Report Object fields, where
appropriate.

For F12 (Delete Record), verify “** Delete Mode **” displays, and verify the information on the
Delete Mode screen is correct.

7 Select Enter twice.

For F9 (Modify Record), the following screen displays:

B pCGDist=8991 Rel=13.01.00 02/20/2013 PCY¥ 001 CHDEYSYS ChSECOND _IE'ILI
- FARPH115
MAINTAIN OBJECT CONUERSION FILE

Record Type: E E = Expenditure Function
Local Function: 1888
Local Object:
Report Function: 18688
Report Object: 61008
RECORD SUCCESSFULLY UPDATED *x Display Hode *x
F1- i irst FE-Hext F9-Hodify Record F12-Delete
12.683.688
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For F12 (Delete Record), the following screen displays:

B pPCGDist=8991 Rel=13.01.00 02/20/2013 PCY¥ 001 C:\DEYSYS C:\SECOND _|E|£|
- FARPH11%
MATINTAIN OBJECT CONVERSION FILE

Record Type: E E = Expenditure Function

Local Function: 3188

Local Object: 210868
Report Function: 3168

Report Object: 18480

** Display Mode =x
F5-Hext F9-Hodify Record F12-Delete
12.83.088

Step  Action
8 For F9 (Modify Record), verify “Record Successfully Updated” displays.
For F12 (Delete Record), verify “Previous Record Deleted” displays.
Select F1 (Return to Find Mode).

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 107 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/20/2013 PCY 001 CHDEYSYS C:\SECOND _|E|£|
FARPH11E
MAINTAIN OBJECT CONUERSION FILE
Record Type: E E = Expenditure Function
Local Function: 1888
Local Object:
*% Find Hode #*x
ENTER-Maintain Data F2-First F5-Hext F11-ndd Hode F16-Exit
12.683.688

Step  Action

9 Select F16 (Exit) to return to the Financial Accounting & Reporting — Revenue and
Expenditure Summary for Any Period Menu.
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The following screen displays:

- ™
[[] PCGDist=8991 Rel=17.0400 02/01/2018 PCWO002 SV CADEVSYS CASECOND WHITE -Lglﬂu

Financial Accounting & Reporting MTB1P5

FKey Revenue & Expenditure Summary for Any Period Henu

1_| -- Expenditure Summary by Function and Object

2 | -- Expenditure Summany by Object and Function

_3 | -- Expenditure Summary by Fund and Program Across Multiple Fiscal Years
_4 | -- Expenditure Summary by Facility
_5 | -- Revenue Summary by Revenue Source

Object Conversion File:

_6 | -- Maintain Records
7 | -- Print Conversion File

e Y N N [ S I [ A 17.63.01

re | R | VoriSy | DA | MEND

Step  Action
10

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reports for

Any Period Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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G2. Printing the Object Conversion File

m PCG Dist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV C\D C WHIT

FKey

B EEE BEEER bbbl BlbE

Masterl Bser |

Financial Accounting & Reporting

Haster Henu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

¥endor Check Processing Menu

Revenue Account Master Menu

Accounts Receivable Processing Menu

Receipt Processing Menu

Cash M & Inv M Menu

4

4

Financial Reporting & MonthfYr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

Year End Processing Menu

Special Functions Menu
¥endor Master Menu

Source Master Menu

File Reorganization

=)

" Action

Step

PAY | VEMD

MONITOR: | MORITOR:

(=) i

MASTER1

13.64.088

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:

=
E PCG Dist=8991 Rel=17.04.00 02/01/2018 PCW 002 SV CADEVSYS CASECOND
. e ——

FKey

Financial Accounting & Reporting

Reporting & Closing Menu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:

17 | -- List Summary & Current Month Detail [including DE Form 0396]
21 | -- Finalize Current Monthf¥ear-End Figures

26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:

27 | -- DE Form 0046 Menu
30 | -- Print CS-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

M:sterl Bser | |

8| 15 | Vg

PAY | VEMD

MONITOR: | MORITOR:
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2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/20/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-

ElEbEEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

M

- - Receipts for Any Period Menu

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & AuditYear-End Transmission File

- - Balance Sheet for Any Period

-- School Nutrition Online Reporting System File [DE 106]

- - Daily Test for Out of Balance Condition in GL

Mastan | Bty | | 11.01.00

Fisﬁ “-“% Wnr@ MENIWR MONITOR,

3 Select 5| (F5 - Revenue and Expenditure Summary for Any Period Menu).
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The following screen displays:

-
[E] PCGDist=8991 Rel=17.0400 02/01/2018 PCW 002 SV CADEVSYS CASECOND WHITE l [E=NEERrS
Financial Accounting & Reporting MTB1P5
FKey Revenue & Expenditure Summary for Any Period Menu

1_| -- Expenditure Summary by Function and Object

2_| -- Expenditure Summary by Object and Function

3 |-- Expenditure Summary by Fund and Program Across Multiple Fiscal Years
4 | -- Expenditure Summary by Facility

5 | -- Revenue Summary by Revenue Source

Object Conversion File:
6 | -- Maintain Records
7 | -- Print Conversion File

e[| | | | [ | [ | [ | [ | | 178361

Step Action
4 Select __7_| (F7 - Object Conversion File: Print Conversion File).

The Financial Accounting & Reporting — Revenue & Expenditure Summary for Any
Period Menu redisplays.

To print the report via the Uqueue Print Manager: Select Il“;él (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 Financial Accounting & Reporting — Reports

for Any Period Menu, or select Ml (Master) to return to the Business Applications
Master Menu.
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G2.1. Object Conversion File Report — Example

RERORT DATE 027027182 CHVICEJT - OBJECT CONVERSION FILE DACE 1

RECTYDE ILOCFUNC LOCOBJ RET FUNC RET OBJ

E 2100 11400 aloo0 18200
E 3100 14200 3lo0 18200
E 3100 18100 3lo0 18400
E 2100 18200 aloo 18200
E 2100 18400 3lo0 18200
E 3100 18401 3100 18200
E 2100 18410 aloo 18200
E 2100 13000 3lo0 18200
E 3100 19100 3100 18200
E 2100 21000 aloo 18200
E 2100 2104z 3lo0 18200
E 3100 21081 3100 18200
E 2100 21024 aloo 18200
E 2100 21030 3lo0 18200
E 3100 21091 aloo0 18200
E 2100 22000 aloo0 18200
E 2100 22042 aloo0 18200
E 3100 22081 3lo0 18200
E 3100 22084 3lo0 18200
E 2100 220390 aloo 18200
E 2100 22081 3lo0 18200
E 3100 23000 3100 18200
E 2100 23042 aloo 18200
E 2100 23024 3lo0 18200
E 3100 23090 3100 18200
E 2100 230351 aloo 18200
E 2100 2e000 3lo0 18200
E 3100 2e04z2 aloo0 18200
E 2100 2e024 aloo0 18200
E 2100 2e030 aloo0 18200
E 3100 28091 3lo0 18200
E 3100 30000 3lo0 £1000
E 2100 41000 aloo €1000
E 2100 43000 3lo0 &1000
E 3100 44200 3100 &1000
E 2100 45000 aloo €1000
E 2100 S3000 3lo0 &1000
E 3100 SEeooo 3100 &1000
E 2100 £5100 aloo €1000
E 2100 55500 3lo0 &1000
E 3100 €1200 aloo0 &1000
E 2100 €1500 aloo0 €1000
E 2100 €1le00 aloo0 &1000
E 3100 73400 3lo0 T3000
E 3100 81000 3lo0 £1000
E 2100 23000 aloo €1000
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Procedure H: Trial Balance Report and Audit
Transmission File Processing

[E] PCGDist=8091 Rel=17.0400 02/01/2018 ¢ c WHIT o o=
Financial Accounting & Reporting MASTER1

Haster Menu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

¥endor Check Processing Menu

Revenue Account Master Menu

Accounts Receivable Processing Menu

Receipt Processing Menu

Cash Manag t & Invest t Manag t Menu

Financial Reporting & Month{Yr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

Year End Processing Menu

Special Functions Menu
¥endor Master Menu
Source Master Menu

B EEE EEER kbbb bhbEid

File Reorganization

[ I e e e 12.04.00

Masterl "“'[.;{ |

| 145 | V5| DA | MEND

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).

The following screen displays:

[Fl PCGDIst=8091 Rel=17.0400 02/01/2018 PCW 002 SV CADEVSYS CASECOND wmm_@lﬂlg

Financial Accounting & Reporting

FKey Reporting & Closing Henu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
7 | -- DE Form 0046 Menu

-- Print C5-1 Report with Transmission File
-- DOAA Transparency in Government Export File

10.63 .00
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2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

E PCG Dist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:\SECOND _Iﬂlil
Financial Accounting & Reporting HT 81P

Reports For Any Period Henu

-

ElEbEEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

M

- - Receipts for Any Period Menu

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & AuditYear-End Transmission File

- - Balance Sheet for Any Period

-- School Nutrition Online Reporting System File [DE 106]

- - Daily Test for Out of Balance Condition in GL

Mastan | Bty | | 11.01.00

Fisﬁ “-“% Wnr@ MENIWR MONITOR,

3 Select 7| (F7 - Trial Balance & Audit Year-End Transmission File).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ Iil
FARREZ 83

TRIAL BALANCE & AUDIT YEAR-END TRANSMISSION FILE

ENTER PERIOD OF FUNDS TO BE PRINTED:
[in} thru

ENTER RANGE OF FUNDS TO BE PRINTED:
(Leave blank for ALL funds)
thru
ENTER RANMGE OF FUHDS
{Will not roll if funds left blank)
thru
TO ROLL INTO 1 FUHD

CREATE REPORT OMLY (R) OR REPDRT ANWD TRAMSHMISSION (T)? _ (R/T)

Enter = Continue, F16 = Exit 12.83.00

Step " Action

4 Enter the date range in the Enter Period of Funds to be Printed fields.

If a Transmission file will be created, the date range entered must be entered as 07 01 YY
—06 30 YY, within the same fiscal year and the fiscal year must be closed.

5 Enter the fund code range in the Enter Range of Funds to be Printed fields.

6 Enter the fund code range in the Enter Range of Funds to be Reported fields.

7 If rolling funds into another fund: Enter the appropriate fund code range and fund code
in the Enter range of funds and To roll into 1 fund field.

The ranges entered in the field must be within the print range entered in Step 6.

8 Enter R (Report Only) or Enter T (Report and Transmission) in the Create Report Only
(R) or Report and Transmission (T)? field.

9 Select Enter twice.

“** Processing Request **” briefly displays.
Note that PCGenesis does not allow the creation of reports for closed months.
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The following screen displays:

= PCGDist=6991 Rel=13.01.00 02/20/2013 PCW 001 CHDEYSYS C:\SECOND _IE’IEI
FARFR2 85
Audit Year End Transmission File Export
Create Audit Year End Transmission File to Load in Excel?
(".No___
@ ives,
Enter the Export file Path and MHame (e.g. C:\EXPORTZWAUDITYRENDCYHD.CSU
or F18 to Browse for File
C:A\EXPORTAAUDITYREND28138228.CSV
HOTE: DIRECTORY Hust Already Exist
Enter = continue 12.83.88

Step | Action

10 | Select the # (Radio Button) to left of the appropriate response in the Create Audit Year
End Transmission File to Load in Excel? field. In order to produce a comma separated
data file with the data from the report, select ‘Yes’. Otherwise, select ‘No’.

11 | If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

12 | If creating an export file: Enter C:\EXPORT\AUDITYRENDccyymmdd.csv in the
Enter File Name and Path for Export File field, or select F10 (to Browse for file) to locate
the file manually.

13 | Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN AUDIT CSV FILE 35 = File Not Found”
error message displays. In this instance, return to Step 12 to enter the correct information.

“Processing Request” briefly displays where appropriate.
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B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C:\DEYSYS C:\SECOND
TRIAL BALANCE & AUDIT YEAR-END TRANSHISSION FILE

Please note the following transmission file names:

File name for Transmission File 1 is:

File AUDT1281 in library GOSEHD on volume

File name for Transmission File 2 is:

File BHKT1281 in library GOSEHND on volume

Enter = Continue

SECOND

SECOND

=l=x]|

FARRPZ83

a9._91.08

14

" Action

Screen-print or record the resulting file name(s), and the PCGenesis location, and select

Enter (Continue).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 CH\DEYSYS C:SECOND _IEILI
Financial Accounting & Reporting HTB1P
FKey Reports For Any Period Henu

- ¥endor Payments for Any Period Menu

- Receipts for Any Period Menu

- Journal Youchers for Any Period Menu

- General Ledger for Any Period

- Revenue & Expenditure Summary for Any Period Menu

- Revenue & Expenditure Detail for Any Period Menu

- Trial Balance & Audit Year-End Transmission File

- Balance Sheet for Any Period

- School Nutrition Online Reporting System File [DE 106]

EEEEEERELELEE!

-
=
'

- Daily Test for Out of Balance Condition in GL

Master | Vo1 | 11.01.00

eS| 15 | Morip | RAY, | VEND

Step Action

15 119 print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select @l (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.

16 | select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select Ml (Master) to return to the Business Applications Master
Menu.

17 | Navigate to K:\Second\GOSEND to access the file name identified in Step 14, following
the normal processing procedures to submit the information to the Georgia Department of
Audits.

Repeat this process for all files.

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 119 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

H1. Trial Balance & Audit Year-End Transmission Report — Example

RUN DATE- 0Z/02/2018 TRIAL BALENCE FOR 0O7/01/1& TO 0&/30/17 PRGE: 132

ROLL FUNDS:

SYSTEM: 8551 - SMITH CITY EORRD OF EDUCATION

F¥: 17 FUND: 201 -

CRPITAL ASSETS

PRGM-BELNC-OEJCT-FCTY-B-ADDT'L ACCOUNT NREME OQPENING EBALINCE NET CHRENGE ENDING BLLANCE
0000-0211-00000-0000-0-000000 LAND 1,000, 88&_00 0.00 1,000, 88&.00
0000-0221-00000-0000-0-000000 LEND IMPROVEMENIS g815, 087.00 0.00 215, 087.00
0000-0222-00000-0000-0-000000 ACCUM DEPREC-LAND IMPROVEMENTS 437, 035 _00CR 32, 053 .00CR 463, 152_00CR
0000-0231-00000-0000-0-000000 BUILDINGS 34,361, 815 .00 5€5, 558 00 35,331, 777.00
0000-0232-00000-0000-0-000000 ACCUM DEPRECIATION-EUILDINGS 7,187,511 .00CR 457, 550 .00CR 7,845, 101.00CR
0000-0241-00000-0000-0-000000 MACHINERY & EQUIBMENT 3,531, 241 00 335, 515900 4 270, Te0_00
0000-0242-00000-0000-0-000000 ACCUM DEPREC-MACHINE/EJUIPMENT 2,635, 653 _00CR 213,704 _00OCR 2,853, 357_00CR
0000-0251-00000-0000-0-000000 cIP 55,386 .00 €0, 802 .0OCR 34, 584.00
*% TOTAL RSSETS 25,544,156 .00 545,328 .00 30,483, 484.00
*% TOTAL LIERBLITIES 0.00 0.00 0.00

0000-0711-00000-0000-0-000000

RUN DATE: 02/02/2018

INVESTED IN CRPITAL LSSETS NET

*#* TOTAL FUND EQUITIES

TRIAL. BALENCE FOR O07/01/1& TO D&/30/17

29,944, 156 .00CR

23,344, 156 .00CR

1,416, 962 _00CR

1,41€, 962 .00CR

31,361, 118_00CR

31,361, 118.00CR

PLEE: 133

ROLL FUNDS: SY¥STEM: 8551 - SMITH CITY EBORRD OF EDUCATION
FY: 17 FUND: 801 - CAPITAL ASSETS
SECE/S
PRGM-FUNC-OBJCI-FCTY-B-RDDT'L  RCCOUNT HRME QFENING BALENCE NEI CHENGE ENDING BRLINCE
*% TOTAL REVENUE 0.00 0.00 0.00
5$550-1000-T4000-8010-0-000000 DEPREC EXP-LAND IMPROVEMENTS 0.00 32,083 .00 32,053.00
5550-1000-T74200-28010-0-000000  DEPREC EXP-BUILDINGS 0.00 520,104.00 520,104.00
$550-1000-T74400-8010-0-000000  DEPRECIATION EXP - EQUIRMENT 0.00 SE, 355.00 S, 335.00
5550-2300-T4200-8010-0-000000 DEPREC EXP-BUILDINGS 0.00 12,152 00 12,15%2.00
5550-2300-T74400-8010-0-000000  DEPREC EXP-EQUIPMENT 0.00 1,748 .00 1,748.00
5$950-2400-T4200-8010-0-000000 DEPREC EXP-BUILDINGS 0.00 32, 386 00 32,386.00
5550-2600-T4200-28010-0-000000  DEPREC EXP-BUILDINGS 0.00 11, 444 .00 11, 444.00
3550-2600-T4400-8010-0-000000  DEPREC EXP-EQUIPMENT 0.00 15, 703 .00 15, 703.00
5550-2700-T4200-8010-0-000000 DEPREC EXP-BUILDINGS 0.00 2,357 .00 2,357.00
5550-2700-T4400-28010-0-000000  DEP EQUIPMENT 0.00 138, 451.00 138, 451.00
5$550-3100-T4200-8010-0-000000 DEPREC EXP-BUILDINGS 0.00 23,754 00 23, 75400
5550-3100-T74400-28010-0-000000  DEPREC EXP-EQUIPMENT 0.00 21,047 .00 Z1,047.00
% TOTAL EXPENDITURES 0.00 871, €34 00 871, €34_00
*#* TOTAL ENCUMERENCES 0.00 0.00 o.00
CLOSING ENTEY TO FUND EQUITY 0.00 871, €34 00 871, €34_00
RUN DATE: 02/02/2018 TRIAL BALENCE FOR 07/01/1e TO 0&/30/17 PRGE: 134

ROLL FUNDS:

SYSTEM: 85351 - SMITHE CITY EBOARRD OF EDUCATION

F¥:- 17 FUND: 801 -

*%% FUND BALANCING TOTALS #++

CRPITAL LSSETS

LSEETS 30,483, 484.00
LIAEILITIES 0.00
FUND EQUITY 30,485, 484 _00CR
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Procedure I: Printing the Balance Sheet for Any

Period Report

- —
[A] PCGDist=8991 Rel=17.04.00 02/0 o] e

]

b bkl EEEl BhbR bk

Masterl Bser |

- - Budget Account Master Menu

-- Purchase Order Processing Menu
- - Claim Processing Menu

-- ¥endor Check Processing Menu

Financial Accounting & Reporting MASTER1

Haster Henu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu
- - Receipt Processing Menu

-- Cash M

g & Inv g Menu

- - Financial Reporting & MonthfYr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

-- Special Functions Menu
- - Vendor Master Menu

- - Source Master Menu

-- File Reorganization

[ I I I T I I T I e | 13.04.00

@[ 15 | Yrigp) BAN | MEND

Step  Action
1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).
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The following screen displays:
[E] PCoDist-8991 Rel-17.0400 02/01/2018 PCW 002 SV CADEVSYS CASECOND wms‘@lﬂu

Financial Accounting & Reporting MT 8P

FKey Reporting & Closing Menu

1_| -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail [including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures

26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
_27 | -- DE Form 0046 Menu
30 | -- Print C8-1 Report with Transmission File
_31 | -- DOAA Transparency in Government Export File

0 N I I A Y I S L

| 145 | Wiz DA | MEND

Step " Action
2 Select __1_ (F1 - Reports for Any Period Menu).

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001  C:\DE¥YSYS C:A\SECOND =]
Financial Accounting & Reporting HMT 81P
FKey Reports For Any Period Henu
_1 | -- Vendor Payments for Any Period Menu
_2 | -- Receipts for Any Period Menu
_2 | -- Journal Youchers for Any Period Menu
_4 | -- General Ledger for Any Period
_5 | -- Revenue & Expenditure Summary for Any Period Menu
_6 | -- Revenue & Expenditure Detail for Any Period Menu
_7 | -- Trial Balance & Audit Year-End Transmission File
_8 | -- Balance Sheet for Any Period
_9 | -- School Nutrition Online Reporting System File (DE 106)
_10 | -- Daily Test for Out of Balance Condition in GL
Master | Voo | | | 11.601.00
| e iz A VEND

3 | Select __8_|(F8 - Balance Sheet for any Period).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCY 001 C:\DEYSYS C:\SECOND = |5’ Iil
FARAE1 @1

BALANCE SHEET FOR ANY PERIODD

ENTER PERIOD OF FUNDS TO BE PRINTED:

a1 THRU

ENTER RANGE OF FUNDS TO BE PRINTED:

THRU

ENTER RAMGE OF BALANCE SHEETS:

THRU

<ENTER> - CONTINUE, F16 - EXIT 12.83.08

Step  Action |
4 Enter the date range in the Enter Period of Funds to be Printed fields.

5 Enter the fund code range in the Enter Range of Funds to be Printed fields.

6 Enter the balance sheet account range in the Enter Range of Balance Sheets fields.

7 Select Enter twice.
“*** Processing Request ***” briefly displays.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 CHDEYSYS C:\SECOND _Iﬁllil
FARAR188
Balance Sheet File Export
Create Balance Sheet File to Load in Excel?
(".No___
@ ives,
Enter the Export file Path and Hame (e.g. C:\EXPORTA\BALANCSHEETCYMD.CSU
or F18 to Browse for File
C:\EXPORTABALANCESHEETZ?A138228.C5V
HOTE: DIRECTORY Hust Already Exist
Enter = continue 12.83.88

Step | Action

8 Select the * (Radio Button) to left of the appropriate response in the Create Balance Sheet
File to Load in Excel? field. In order to produce a comma separated data file with the data
from the report, select ‘Yes’. Otherwise, select ‘No’.

9 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 124 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

10 | If creating an export file: Enter C:\EXPORT\BALANCESHEETccyymmdd.csv in the
Enter File Name and Path for Export File field, or select F10 (to Browse for file) to locate
the file manually.

11 | Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN BLSHEET CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 10 to enter the correct
information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 C:\DE¥SYS C:\SECOND = %]
Financial Accounting & Reporting HTB1P

Reports For Any Period Henu

-

ElbEblEEELEEI:

-
=

- - ¥endor Payments for Any Period Menu

L)

- - Receipts for Any Period Menu

L)

- - Journal Youchers for Any Period Menu

-- General Ledger for Any Period

-- Revenue & Expenditure Summary for Any Period Menu
-- Revenue & Expenditure Detail for Any Period Menu

-- Trial Balance & Audit Year-End Transmission File

-- Balance Sheet for Any Period

- - School Nutrition Online Reporting System File [DE 106)

- - Daily Test for Out of Balance Condition in GL

11.61.88

Master | Useryi |

L = = A AT

Step Action

12

To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select @l (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.

13| select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting Master Menu, or

select Ml (Master) to return to the Business Applications Master Menu.
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GENLEAL -Z01B80202-110% ELNC 101 THRIT 733 SMITH CITY BOARD OF EDUCATION

ERLANCE SHEET BEGIN PERIOD 07/01/17 END PERIOD 0&/30/18 TR 12 FUND €05 0 Fund €05

DREM BLNC OBJCT FCTIY B ADDT'L

0000-0602-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000—-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000—-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000-0e02-00000-0000-0-000000
0000—-0602-00000—-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000-0e02-00000-0000-0-000000
0000—-0602-00000—-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000-0000-0-000000
0000-0802-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000-0000-0-000000
0000-0802-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000-0000-0-000000
0000-0802-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000-0000-0-000000
0000-0802-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000—-0000-0-000000
0000—-0602-00000-0000-0-000000
0000-0602-00000-0000-0-000000
0000-0602-00000-0000-0-000000

0000—0740-00000-0000-0-000000
0000-0740-00000-0000-0-000000

0000-0751-00000—-0000-0-000000
0000—-0751-00000-0000-0-000000

0000—-0785-00000-0000-0-000000
0000-0785-00000-0000-0-000000

EMP/CE

ACTIVITY DESCRIPTION DO/RC CODE DATE DEBIT
CHENGED 00732& JE3 0B/1lE8/17

VENDOR 003153 JE3 08/21/17 12553
VENDOR 000404 JE3 08/21/17 12504
VENDOR 003247 JE3 08/22/17 10€.40
VENDOR 002125 JE3 08/22/17 50170
VENDOR 0021235 JE3 08/22/17 2,515 60
VENDOR 0021235 JE3 08/22/17

VENDOR 002125 JE3 08/22/17

VENDOR 002125 JE3 08/22/17 50170
CHANGED 007325 JE3 08/22/17 2214
VENDOR 005013 JE3 08/23/17 77.00
VENDOR 0058235 JE3 08/23/17 32€.93
VENDOR 003153 JE3 08/24/17

VENDOR 003153 JE3 08/24/17 20702
VENDOR 000404 JEI 0B/25/17 1,005.55
VENDOR 001854 JE3 08/28/17 23€.95
VENDOR 003153 JE3 08/28/17 19&.55
VENDOR 000404 JE3 08/25/17 532.52
VENDOR 003247 JE3 08/725/17 145.50
VENDOR 0021235 JEZ 08/25%/17 227.73
VENDOR 002125 JE3 08/23/17 1,542 14
VENDOR 0021235 JE3 08/25/17

VENDOR 000254 JE3 08/730/17 17.88
IRE JEZ 08/31/17 &7.48
TRE JE3 08/31/17 23203
GHI-HON-CERT JE3 08/31/17 4,442 55
FED INCOME TEX JE3 08/731/17 418.73
FED IMCOME TIX JEZ 08/31/17 132.50
GROSS PRAYROLL 500886 JEZ 08/31/17 3,454 06
VENDOR 003153 JE3 08/31/17 3z3_20
VENDOR 000633 JE3 08/731/17

VENDOR 000833 JEZ 08/31/17

VENDOR 000633 JE3 08/31/17

VENDOR 000633 JE3 08/31/17

VENDOR 000633 JE3 08/731/17

VENDOR 004052 JE3 08/31/17 24375
EXPENDITURES JE3 08/31/17 48, 837.37
CHANGED JE1 07/01/17

UNEESERVED RETAINED EABNINGS JE1 07/01/17

CHENGED JE1 07/01/17
FUND BRL - RESERVED FOR INV JE1 07/01/17

CHENGED JE1 07/01717
UNRESERVED FUND EAL FOR EQUIP JE1 07/01/17
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CREDIT

4417
S01.70

28_14

6,716.82
1,737.24
4,442 55
S51.63
305.13

28,195_43%

9462
94_&2

14,105 3¢
14,105.3¢

13,866.54
13,886.54

I1. Balance Sheet for Any Period Report (Balance Sheet Account 0602) — Example

PAGE 245

ERLINCE

11,833 81
11,563 _34
12,088 _38
1z2,134.78
12,696 48
15,212 08
15,1&7.351
14,6886.21
15,167.51
15,150._0%
15,2€7.05
15,554.04
15,585%._07
15,73%6.0%
1&,808.04
17,042.353
17,235 58
17,772 10
17,317 .€0
18,145.33
20,087 _47
15,59%5_33
20,017.21
20,084 €3
20,376 .72
24,815.27
25,238.00
25,370.50
33,824 3¢
34,148 1¢
27,431.34
25,854 10
21,251 58
20,695 .32
20,354.73
20,638 _48
20,638 48 +

54 .62CR
94 _&Z2CR*

14,105 _3eCR
14,109.3eCR*

13,886 _34CR
13,266.54CR*
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Procedure J: School Nutrition Online Reporting
System File (DE-106)

J1. Updating the Account Master Description File for Fund
Codes

School nutrition funds are within the range of 600 thru 699, inclusive. In order to be reported on the
DE-106 School Nutrition Extract File, the school nutrition fund code must have a facility code assigned.
The facility codes are assigned to funds in the Account Master Description File. (Fund codes are
defined as Type 02 records in the Account Master Description File.) When a fund code is between 600
and 699, the user will be prompted to enter a facility code for the fund code. Entry of a valid facility
code is optional. If the fund code does NOT have a facility code assigned, then the fund will NOT be
extracted for the DE-106. If a facility code is defined, the fund code will be extracted for the DE-106.

Where appropriate, PCGenesis will automatically print a School Nutrition DE106 Error Report. The
School Nutrition DE106 Error Report lists all of the funds not extracted for the DE-106 School Nutrition
Extract File because they have not been assigned a facility code. To correct the errors, follow the
instructions in Section K: Account Master Description File Processing to assign facility codes to the
school nutrition fund codes. If the fund should NOT be extracted for the DE-106, then the fund should
NOT have a facility code assigned, and the error may be ignored.

Refer to Section K: Account Master Description File Processing for instructions on updating the
Account Master Description File.

J2. Finalizing Current Month/Year-End Figures

Procedure-specific processing guidelines for month end closing are included within the Financial
Accounting and Reporting (FAR) System Operations Guide, Section J: Financial Reporting and Closing,
Topic 2: Finalizing Current Month and Year-End Figures. While it is recommended that the month is
closed before creating DE-106 School Nutrition Extract File, it is not necessary. Files created before the
month is closed will not reflect correct beginning balances. However, the DE-106 School Nutrition
Extract File may be created numerous times if financial figures have changed since the last time the file
was created.

Refer to Financial Accounting and Reporting (FAR) System Operations Guide, Section J: Financial
Reporting and Closing, Topic 2: Finalizing Current Month and Year-End Figures for instructions on
closing the month.

J3. Balancing to the Trial Balance Report

Printing the Trial Balance Report for the DE-106 reporting month: The revenue, expenditure, and
balance sheet totals for each school nutrition fund should balance to the Trial Balance Report for the
DE-106 reporting month. For example, if the DE-106 is run for January 20yy, the Trial Balance Report
should be run with a date range of 01/01/20yy thru 01/31/20yy. The totals on the DE-106 should
balance to the Trial Balance Report.
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If the month has not been closed, a warning message will be displayed indicating that the beginning
balances are not available. This will not stop the extract process from completing. To ensure complete
financial data, the month should be closed. If the month has not been closed, beginning balances will
not be available for the Balance Sheet items on the DE-106 Transmission File.

Refer to Procedure H: Trial Balance Report and Audit Transmission File Processing for instructions on
creating the Trial Balance Report.

The following table identifies the Trial Balance Report values which are included on the DE-106
Transmission File. Balance Sheet items are derived from the Ending Balance fields on the Trial
Balance Report. The revenue and expenditure items are derived from the Net Change fields on the
Trial Balance Report.

School Nutrition DE106 Financial Layout
Balancing to the Trial Balance Report

Comments/Calculations

Position | Field Name

Field PCGenesis Field
Location

1 Record type n/a “Z” Type Record

2-4 System Number | n/a 3 digit school system number

5-8 School Number | n/a 4 digit School Number

9-12 Financial Year n/a Year for which financial information is
being reported in 4 digit format. (20xx).

13-14 Financial Month | n/a Month for which financial data is being
reported. Zero padded (02 not 2°)

15-26 Purchased Food | Inventory For USDA Purchased Food Received this Month.

Inventory:
Expense 0630
For Single
Inventory:
Expense 0630 +
0635

27-38 Transfers In Inventory Screen Input This is the value of purchased food
transfers received from other schools or
another school system.

39-50 Transfers Out Inventory Screen Input This is the value of purchased food
transfers to other schools or another
school system.

51-62 Positive Inventory Screen Input Positive Adjustments made to Purchased

Inventory Food Inventory
Adjustments
Positive values only.
63-74 Negative Inventory Screen Input Negative Adjustments made to Purchased
Inventory Food inventory
Adjustments
Negative values only

75-86 Breakfast Usage | Inventory Screen Input This is the value of total food used to
serve breakfast.

87-98 Snack Usage Inventory Screen Input This is the value of total food used to
serve snacks.

99-110 Non- Inventory Screen Input This is the value of Non-Reimbursable

Reimbursable Food.
Food Costs
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School Nutrition DE106 Financial Layout
Balancing to the Trial Balance Report

Position

Field Name

Field
Location

PCGenesis Field

Comments/Calculations

111-122 | Ending Inventory | Inventory For USDA The is the value of the Ending Inventory
Inventory: of Purchased Foods
Balance Sheet
0171
For Single
Inventory:
Balance Sheet
0171 + 0173
123-134 | USDA Received | Inventory For USDA This is the value of USDA Commodities
Food Inventory: received this month
Expense 0635
For Single
Inventory:
Not Applicable
135-146 | USDA Transfers | Inventory Screen Input This is the value of food transfers
In received from other schools or another
school system.
147-158 | USDA Transfers | Inventory Screen Input This is the value of USDA food transfers
Out to other schools or another school
system.
159-170 | USDA Inventory Screen Input Positive Adjustments made to USDA
Adjustments Receipts.
(Positive)
171-182 | USDA Inventory Screen Input Negative adjustments made to USDA
Adjustments Receipts.
(Negative)
183-194 | USDA Breakfast | Inventory Screen Input This is the value of USDA food used to
Usage serve breakfast meals.
195-206 | USDA Snack Inventory Screen Input
Usage This is the value of USDA food used to
serve shacks.
207-218 | USDA Non- Inventory Screen Input
Reimbursable
Food Costs
219-230 | USDA Ending Inventory For USDA Ending Inventory USDA Foods.
Inventory Inventory:
Balance Sheet
0173
For Single
Inventory:
Not Applicable
231-242 | 1612 Breakfast Revenue Revenue Source Code 1612
243-254 | 1611 Lunch Revenue Revenue Source Code 1611
255-266 | 1613 Snack Revenue Revenue Source Code 1613
267-278 | 1614 Special Revenue Revenue Source Code 1614
Milk
279-290 | 1700-1999 Revenue Sum of Revenue Source Codes 1700-
Other 1999
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School Nutrition DE106 Financial Layout
Balancing to the Trial Balance Report

Field
Location

PCGenesis Field

Comments/Calculations

Value Received

291-302 | 1500 Investment | Revenue Revenue Source Code 1500
Income
303-314 | 1621 Non Revenue Revenue Source Code 1621
Reimbursable
Sales
315-326 | 1622 Adult Revenue Revenue Source Code 1622
Sales
327-338 | 1623 Contracted | Revenue Revenue Source Code 1623
Sales
339-350 | 3510 State Revenue Revenue Source Code 3510
Reimbursement
351-362 | 3995 Other Revenue Revenue Source Code 3995
State Agencies
363-374 | 4510 Lunch/Milk | Revenue Revenue Source Code 4510
Reimbursement
375-386 | 4511 Breakfast Revenue Revenue Source Code 4511
Reimbursement
387-398 | 4512 CACFP Revenue Revenue Source Code 4512
Reimbursement
399-410 | 4513 DOE Revenue Revenue Source Code 4513
Snack
Reimbursement
411-422 | 4520-4899 Revenue Sum of Revenue Source Codes 4520-
Other 4899 as they relate to School Nutrition.
423-434 | 4900 USDA Revenue Revenue Source Code 4900
Food Value
Received
435-446 | 5200-5299 Revenue Sum of Revenue Source Codes 5200-
Transfer In 5299 as they relate to School Nutrition.
447-458 | 5300-5995 Revenue Sum of Revenue Source Codes 5300-
Other 5995 as they relate to School Nutrition.
459-470 | 100-299 Labor Expenditure Expenditure object codes 100-299 as they
relate to School Nutrition.
471-482 | 630 Purchased Expenditure Expenditure object code 630
Food
483-494 | 635 USDA Food | Expenditure Expenditure object code 635

495-506 | 730-735 Expenditure Sum of expenditure object codes 730-735
Equipment > where each item is > $5000.
$5000

507-518 | 300-879 Other Expenditure Sum of Expenditure Object Codes 300-
(Except 630, 879 that apply to School Nutrition except
635, & 880) 630, 635, & 880).

519-530 | 930 Transfers Expenditure Expenditure Object Code 930
Out

531-542 | 0101-0103 Cash | Balance Sheet Balance Sheet Account 0101-0103 Cash

543-554 | 0111 Balance Sheet Balance Sheet Account 0111 Investments
Investments
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School Nutrition DE106 Financial Layout
Balancing to the Trial Balance Report

Field
Location

PCGenesis Field

Comments/Calculations

555-566 | 0114-0153 Balance Sheet Balance Sheet Account 0114-0153
Accounts Accounts Receivable that apply to School
Receivable Nutrition

567-578 | 0104 Change Balance Sheet Balance Sheet Account 0104 Change
Fund Fund

579-590 | 0174-0199 Balance Sheet Sum of Balance Sheet Accounts 0174-
Other 0199 Other that apply to School Nutrition

591-602 | 0401-0421 Balance Sheet Sum of Balance Sheet Accounts 0401-
Accounts 0421 Accounts Payable that apply to
Payable School Nutrition

603-614 | 0422 Accrued Balance Sheet Balance Sheet Account 0422 Accrued
Salaries/Benefits Salaries/Benefits

615-626 | 0499 Other Balance Sheet Balance Sheet Account 0499 Other
Liabilities Liabilities

627-638 | 753-790 Balance Sheet Sum of Balance Sheet Accounts 753-790
Reserved Fund that apply to School Nutrition
Balance

639-650 | 0751 Reserved Balance Sheet 0751 Reserved for Inventory
For Inventory

651-662 | 0171-Value Balance Sheet 0171 — Value Purchased Food
Purchased Food

663-674 | 0173 — Value Balance Sheet 0173 — Value USDA Food
USDA Food

675-686 | 0740 — Prior Balance Sheet 0740 — Prior Year Adjustments
Year
Adjustments

687-698 | 880 — Indirect Expenditure 880 — Indirect Costs
Cost
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J4. School Nutrition Online Reporting System File
Processing

PCGenesis supports the uploading of files to the School Nutrition Online Reporting System (ORS), a
web application that allows you to upload data files extracted from your financial application.

The DE Form 106 submission file is generated by running the School Nutrition Online Reporting System
File (DE 106) option. This process creates the School Nutrition DE106 Submission Report which lists
school nutrition inventory, revenue, expenditures, and balance sheet totals, and creates the School
Nutrition Extract File which can be uploaded into the School Nutrition Online Reporting System (ORS).

Revenue and expenditure accounts are extracted from PCGenesis. Inventory accounts will require user
input. Balance sheet accounts require a beginning balance for the month to be reported. If the previous
month has been closed, the balance sheet totals are extracted from PCGenesis, otherwise the balance
sheet totals require user input. User input of the balance sheet totals will not be allowed when creating
the July DE 106 file. This is true for each school nutrition fund to be reported.

— ™
[ PCGDist=8991 Rel=17.0400 02/01/2018 PCW 002 SV CADEVSYS CASECOND WHITE o o
Financial Accounting & Reporting MASTER1

Haster Henu

- - Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

- - Revenue Account Master Menu

-- Accounts Receivable Processing Menu
-- Receipt Processing Menu

-- Cash M t & Invest

g g t Menu

- - Financial Reporting & Monthf¥r-End Close Menu
- - Account Master Description File Menu

- - General Ledger Account Master Menu

-- Year End Processing Menu

-- Special Functions Menu
-- ¥endor Master Menu
-- Source Master Menu

<]

B EEE EEEE Rkl BebEiE

- - File Reorganization

Mastar | Vg | | | 12.04.00

| 15 | Vi | DAY MENR | |

Step Action

‘ 1 ‘ Select 9 | (F9 - Financial Reporting and Month/Yr-End Close Menu). ‘
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 CADEYSYS C:ASECOND == 5'
Financial Accounting & Reporting HT 08P

FKey Reporting & Closing Henu

1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current MonthfYear-End Figures

26 | -- DE Form 0396 Menu

AnnuallFiscal Financial Reports:
27 | -- DE Form 0046 Menu
il -- Print C5-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

e I e [ 10.63.60
R =] =] A ) I [

Step " Action

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 C:A\DEVSYS C:\SECOND = x|
Financial Accounting & Reporting MTB1P
FKey Reports For Any Period Henu

_1 | -- vendor Payments for Any Period Menu
_2 | -- Receipts for Any Period Menu
il -- Journal Youchers for Any Period Menu
_4 | -- General Ledger for Any Period

5 | -- R &E dii 3 y for Any Period Menu

_8 | -- Revenue & Expenditure Detail for Any Period Menu
_7 | -- Trial Balance & Audit Year-End Transmission File
LI -- Balance Sheet for Any Period

9 | -- School Nutrition Online Reporting System File (DE 106)

10 | -- Daily Test for Out of Balance Condition in GL

e e || Y Y Y I Y R

[
] = = A I I I I I I I I I I

3 Select —3_| (F9- School Nutrition Online Reporting System File).
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The following screen displays:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND = |5’|£|
SH1B6RPT

School Hutrition Online Report

Enter Month and Year to be printed: Honth _ Year BBAB8

Select Inventory Type
@ Purchase USDA
" Single Inventory

Enter - Continue F16 - Exit

g = 14.02.00
FIS«

Step ~ Action

4 Enter the month to process in the Month field.

To ensure complete financial data, the month should be closed. If the month has not been
closed, beginning balances will not be available.

5 Enter the year to process in the Year field. Enter the year as a four digit year in the format
CCYY.

6 Select the * (Radio Button) to left of the appropriate response in the Select Inventory
Type field. In order to report two separate inventories for purchased food and for USDA
food, select ‘Purchase USDA’. In order to report a single inventory for both purchased
food and for USDA food, select ‘Single Inventory’.

! Select % (Enter - Continue) or Select ﬁl (F16 - Exit) to return the menu.
“** SN EXTRACT File in Progress **” briefly displays.
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The following warning screen displays if there is no data to extract for the DE-106:

PCG Dist=8991 Rel=11.01.00 03/17/2011 DOD 001 SV CHDE ﬂ

i ) Mo data available for year selected!! 0O

The following screen briefly displays:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCVW 001 SY¥ C:\DEYSYS C:SECOND _|5’|£|
SH186RPT
=%% SN EXTRACT File in Progress w==
608
14.82.088

Georgia Department of Education
January 10, 2020 ¢ 11:05 AM e Page 135 of 153
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following warning screen displays if the requested month and year has not been closed:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥Y C:\DEYSYS LC:\SECOND = |5’|£|
SH1B6RPT

School Nutrition Online Report

BEGINNING BALANCES HOT FODUND FOR THIS PERIOD

PRESS ENTER KEY TO CONTIHUE PROGRAM

Step " Action

8 If the month has not been closed, a warning message will be displayed indicating that the
beginning balances are not available. This will not stop the extract process from
completing. Select Enter to continue the process.

To ensure complete financial data, the month should be closed. If the month has not been
closed, beginning balances will not be available and the balance sheet totals will require

user input.
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If the month has been closed and ‘Purchase USDA’ inventory has been selected, the following screen
displays multiple times for each school nutrition fund defined between 600 and 699. Note that the
inventory accounts require user input. If ‘Purchase USDA’ inventory has been selected, the USDA
Rcvd (USDA Received Food) is populated from expense category 0635. The USDA Endl (USDA
Ending Inventory) is populated from balance sheet account 0173. The Purc Food (Purchased Food)
category is populated from expense category 0630. The End Inv (Ending Inventory) category is
populated from balance sheet account 0171.

This screen will also be displayed if running for the month of July. User input of the balance sheet
totals will not be allowed when creating the July DE 106 file.

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEWSYS C:\SECOND _Iﬂlﬂ
SH186RPT
School Hutrition Online Report
Month 12 Year 2013
Fund: 8688 Fund 688 Facility: 8641 Location @641
Purchase USDA i
Inventory Revenue Exzpenditure Bal Sheet
-8 Trans In ¥7.01 1588 3892.73 188-299 9135 .51- @181-8183
Trans Out 1611 638 a1o04
+ Inv Adj 1612 635 111
- Inv Adj 1613 J89.68 308-8790 B114-8153
Bfast lUse 1614 880 8171
Snack Use 1621 238 8173
HonReimb 1622 B174-8199
uspa In 1623
uspa Out 17688-1999 F3B-7355
uspn +Adj 3518 215968 B481-8421
uUsbA -Adj 3905 anz2
usba Bfst 4518 ayo0
uUspA Snck 4511 8748
usba Honk 4512 8751
4513 8753-8798
Purc Food 45208-4899
End Inv L0088
uspA Rcud 5288-5299
usba EndI 5308-5995
Inventory 77.91 Revenue 4282 .41 Expenditure 9135.51-Asset
2159.68 Liab/FndEq
(User Input) (Net Change) (Net Change) (Ending Bal}
Enter = Total User Input, F8 = Save & Continue 14.62.688
ENTER
T.t” Fa n
F1€<::I
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If the month has been closed and ‘Single Inventory’ has been selected, the following screen displays
multiple times for each school nutrition fund defined between 600 and 699. Note that the non-USDA
inventory accounts require user input. If ‘Single Inventory’ has been selected, the USDA Rcvd (USDA
Received Food) and the USDA Endl (USDA Ending Inventory) are not populated and do not apply.
The Purc Food (Purchased Food) category is the sum of expense categories 0630 and 0635. The End
Inv (Ending Inventory) category is the sum of balance sheet accounts 0171 and 0173.

This screen will also be displayed if running for the month of July. User input of the balance sheet
totals will not be allowed when creating the July DE 106 file.

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SV C:\DEVSYS C:\SECOND _ = x|
SH186RPT
School Hutrition Online Report
Month 12 Year 2813
Fund: 8688 Fund 688 Facility: 8641 Location 8641
Single Inventory
Inventory Revenue Expenditure Bal Sheet
.88 Trans In F7F.91 1588 3892.73 188-299 9135.51- @8181-8183
Trans Out 1611 638 8184
+ Inv Adj 1612 635 a111
- Inv Adj 1613 380.68 308-879 8114-8153
Bfast Use 1614 888 /171
Snack Use 1621 938 8173
HonReimb 1622 174-8199
uspa In 1623
usbpa Out 1788-1999 ¥38-735>5
uspa +Adj 3518 2159 .68 @481-8421
uspA -Adj 3005 ay22
UsDA Bfst 4518 8499
uspa Snck 4511 a7 48
uspA HonR 4512 8751
4513 B753-8798
Purc Food LE28-4899
End Inu 4988
usba Rowed L208-5299
usbpA Endl L388-5905
Inventory ¥7.91 Revenue 4282.41 Expenditure 9135 .51-As5et
2159.68 Liab/FndEq
(User Input) {Het Change) (Het Change) {(Ending Bal)}

Enter = Total User Input, F8 = Save & Continue

ENTErSﬂ?

o [l

14.082.88

F1s<'|:I
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If the month has NOT been closed and ‘Purchase USDA’ inventory has been selected, the following
screen displays multiple times for each school nutrition fund defined between 600 and 699. Note that
the inventory accounts require user input. If the previous month has not been closed, the balance sheet
totals also require user input. If ‘Purchase USDA’ inventory has been selected, the USDA Rcvd
(USDA Received Food) is populated from expense category 0635. The USDA Endl (USDA Ending
Inventory) is populated from the amount input for the balance sheet account 0173. The Purc Food
(Purchased Food) category is populated from expense category 0630. The End Inv (Ending Inventory)
category is populated from the amount input for the balance sheet account 0171.

= PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _ = x|
SH186RPT
School Hutrition Online Report
Month @82 Year 2814
Fund: 8688 Fund 688 Facility: 8641 Location 861
Purchase USDR {Mo Beginning Balances)
Inventory Revenue Expenditure Bal Sheet
-8a Trans In 74.37 15@8 3892.38 188-299 a181-8183
Trans Out 1611 638 816y
+ Inv Adj 1612 635 8111
- Inv Adj 1613 28676 300-870 8114-8153
Bfast Use 1614 880 8171
Snack Use 1621 938 8173
NonReimb 1622 8174-8199
UskA In 1623
usDbA Out 1788-1999 738-735>5
uUspA +Adj 2272.848 3518 aL4e1-8421
uspA -Adj 3995 a422
Usba Bfst 4518 a429
UspA Snck 4511 a7ue
UsDA HonR 4512 8751
4513 B753-8700
Purc Food 45208-4899
End Inv 4988
uUsDA Rcud 5288-5299
uUsikA Endl L3aa-5995% {(Enter Ending Bal Items)
Inventory 2346.37 Revenue 4179 _14 Expenditure Asset
Liab/FndEq
(User Input}) (Het Change)} (Het Change}) (Ending Bal)
Enter = Total User Input, F8 = Save & Continue 14_82_88
ENTE%.,A‘? Fa u
F|S<:
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If the month has NOT been closed and ‘Single Inventory’ has been selected, the following screen
displays multiple times for each school nutrition fund defined between 600 and 699. Note that the non-
USDA inventory accounts require user input. If the previous month has not been closed, the balance
sheet totals also require user input. If ‘Single Inventory’ has been selected, the USDA Rcvd (USDA
Received Food) and the USDA Endl (USDA Ending Inventory) are not populated and do not apply.
The Purc Food (Purchased Food) category is the sum of expense categories 0630 and 0635. The End
Inv (Ending Inventory) category is the sum of the amounts input for balance sheet accounts 0171 and
0173.

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C\DEVSYS C:\SECOND _ = x|
SH186RPT
School Hutrition Online Report
Month 82 Year 2814
Fund: 85688 Fund 688 Facility: 8641 Location 8641
Single Inventory (Mo Beqginning Balances)
Inventory Revenue Expenditure Bal Sheet
.88 Trans In 74.37 1588 3892.38 168-299 g181-a183
Trans Out 1611 638 818y
+ Inv Adj 1612 635 a111
- Inv Adj 1613 28676 308-870 B114-8153
Bfast Use 1614 888 8171
Snack Use 1621 038 8173
NonReimb 1622 8174-8199
usbh In 1623
UsDA Out 1788-1999 73P-735>5
uspa +Adj 2272.88 3518 a481- 8421
usDR -Adj 3005 ay22
usbhn Bfst 4518 a409
UsDA Snck 4511 8748
USDA HonR 4512 8751
4513 B753-8798
Purc Food 4520-4899
End Inv 4988
UsDA Rced 5288-5299
USDA EndI 530a-5995 {Enter Ending Bal Items)
Inventory 2346.37 Revenue 4179 _14 Expenditure Asset
Liab/FndEq
(User Input) (Het Change) (Het Change} (Ending Bal}
Enter = Total User Input, FB = Sawve & Continue 1482 .88
ENTEV e n
F1S«
Step Action
9 Enter the “transfers in” for this fund in the Trans In field. This is the value of purchased

food transfers received from other schools or another school system.

10 Enter the “transfers out” for this fund in the Trans Out field. This is the value of
purchased food transfers to other schools or another school system.

11 Enter the “positive inventory adjustments” for this fund in the + Inv Adj field. This
represents the positive adjustments made to purchased food inventory. This field must be
a positive value.

12 Enter the “negative inventory adjustments” for this fund in the - Inv Adj field. This
represents the negative adjustments made to purchased food inventory. This field must be
a negative value.
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13 Enter the “breakfast usage” for this fund in the Bfast Use field. This is the value of total
food used to serve breakfast.

If Days Breakfast Served is greater than zero then Breakfast Usage must be greater than
zero.

14 Enter the “snack usage” for this fund in the Snack Use field. This is the value of total
food used to serve snacks.

If Days Snack Served is greater than zero then Snack Usage must be greater than zero.

15 Enter the “non-reimbursable food costs” for this fund in the NonReimb field. This is the
value of non-reimbursable food.

16 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA transfers in” for
this fund in the USDA In field. This is the value of food transfers received from other
schools or another school system.

17 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA transfers out” for
this fund in the USDA Out field. This is the value of food transfers to other schools or
another school system.

18 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA positive inventory
adjustments” for this fund in the USDA +Adj field. This represents the positive
adjustments made to USDA receipts. This field must be a positive value.

19 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA negative inventory
adjustments” for this fund in the USDA -Adj field. This represents the negative
adjustments made to USDA receipts. This field must be a negative value.

20 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA breakfast usage”
for this fund in the USDA Bfast field. This is the value of total USDA food used to serve
breakfast.

21 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA snack usage” for
this fund in the USDA Snack field. This is the value of total USDA food used to serve
snacks.

22 If ‘Purchase USDA’ inventory has been selected: Enter the “USDA non-reimbursable
food costs” for this fund in the USDA NonR field. This is the value of USDA non-
reimbursable food.

23 If the previous month has not been closed: Enter Balance Sheet Account 0101-0103 cash
total.

24 If the previous month has not been closed: Enter Balance Sheet Account 0104 Change
Fund total.

25 If the previous month has not been closed: Enter Balance Sheet Account 0111

investments total.
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26 If the previous month has not been closed: Enter Balance Sheet Account 0114-0153
Accounts Receivable that apply to School Nutrition total.

27 If the previous month has not been closed: Enter Balance Sheet Account 0171 value of
purchased food total.

28 If the previous month has not been closed: Enter Balance Sheet Account 0173 value of
USDA food total.

29 If the previous month has not been closed: Enter Balance Sheet Account 0174-0199 other

amounts that apply to School Nutrition total.

30 If the previous month has not been closed: Enter Balance Sheet Account 0401-0421
Accounts Payable that apply to School Nutrition total.

31 If the previous month has not been closed: Enter Balance Sheet Account 0422 accrued
salary and benefits total.

32 If the previous month has not been closed: Enter Balance Sheet Account 0499 other
liabilities total.

33 If the previous month has not been closed: Enter Balance Sheet Account 0740 prior year

adjustments total.

34 If the previous month has not been closed: Enter Balance Sheet Account 0751 reserved
for inventory total.

35 If the previous month has not been closed: Enter Balance Sheet Account 0753-0790 sum
of accounts that apply to school nutrition total.

36 Select % (Enter) to validate the data, and to calculate totals for all user input fields.
Once all entries have been reviewed and validated, select rs i (F8 - Save & Continue).
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The following screen displays multiple times for each school nutrition Fund defined between 600 and
699:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SV C:\DEVSYS C:\SECOND =] x|
SH186RPT
Hutrition Online Report
Mon 81 Year 2014
;Zﬁsnﬁ);tglénd »(Fund: 8683 Fund 683 Facility: 8880 Invalid Facility
played. Purchase USDA
Inventory Expenditure Bal Sheet
Trans In 1588 9348._40 188-299 22342 .18 8181-8183
Trans 0Out 2090.98 1611 86081.29 630 1608.88 6184
+ Inv Adj 1612 3955.89 635 a111
- Inv Adj 1613 2269.91 308-879 17295.38 8114-8153
Bfast Use 1614 880 3535.18 8171
Snack Use §2.58 1621 930 2828.91 @173
HonReimb 365.58 1622 8174-08199
uspA In 1623
uspa Out 17008-1999 738-735>5
uspa +Adj 351@ 19913.28 @481-8421
uspa -Adj 3995 ay22
USDA Bfst 11964.68 4518 ay99
uspA Snck 5330.70 4511 4912.49 B740
uspAa NonR 4512 12564.09 6751
4513 B753-0798
8601.29 Purc Food 4520-4899
3535.18 End Inv 3955.89 4o@@
3955.89 USDA Rcud 5288-5299
9828.91 UsSDPA Endl 530808-5005
25128.47 Inventory 23789.37 Revenue 2417478 Expenditure 52301.57 Asset
37389.78 Liab/FndEq
(User Input) {Het Change) (Het Change) {(Ending Bal)}
_Enter = Hext Fund *x%% This Fund WILL NOT be Reported =xxx 14.082.88
ENTEV u
F&
F1€h

Step Action

37 | The School Nutrition Online Report screen displays multiple times for each school nutrition
Fund defined between 600 and 699. Repeat Steps 9 — 36 for each school nutrition fund which
is displayed.

If the school nutrition Fund shown on the screen does not have a facility code defined in the
Account Master Description File, the message “**** This record NOT REPORTED — No
Valid Facility ****” will be displayed. This warning indicates that the school nutrition Fund
will appear on the error report and will NOT be included in the School Nutrition Extract file.
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Once all data entry has been completed, the following screen displays:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C\DEYSYS C:A\SECOND _|5’|£|
- SH186RPT
School Hutrition EXTRACT File Completed
The following file created: C:A\SECOMDALGOSENDYDE186281481899
Please Review Print Files
‘"“.v . u 14.982_88
FIS«

Step  Action

38 | Screen-print or record the resulting file name(s), and the PCGenesis location, and select
"% (Enter - Continue).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 CH\DEYSYS C:SECOND Ailil
Financial Accounting & Reporting HT@1P
FKey Reports For Any Period Henu
_1 | -- Vendor Payments for Any Period Menu
_2 | -- Receipts for Any Period Menu
_3 | -- Journal Youchers for Any Period Menu
_4 | -- General Ledger for Any Period
_5 | -- Revenue & Expenditure Summary for Any Period Menu
_6 | -- Revenue & Expenditure Detail for Any Period Menu
LI -- Trial Balance & Audit Year-End Transmission File
_8 | -- Balance Sheet for Any Period
_9 | -- School Nutrition Online Reporting System File [DE 108)
ﬂl - - Daily Test for Out of Balance Condition in GL
Master | Vo1 | 11.01.00
eS| 15 | Morip | RAY, | VEND

Step Action

39 To print the report via the Uqueue Print Manager: Select Il“;%l (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.

40 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select Ml (Master) to return to the Business Applications Master
Menu.

41 Navigate to K:\Second\GOSEND to access the file name identified in Step 38, and follow
the normal processing procedures to submit the information to the School Nutrition
Online Reporting System (ORS).
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J4.1. School Nutrition DE106 Submission Report

RUN DATE: 05/18/2011 SCHOOL NUTRITION DE10€ SUBMISSION FOR 0&/01,/2010 TO 0&/30/2010 PRGE: 1
SN10&RET SYSTEM: 8591 - SMITHE CITY EQRRD OF EDUCATION
FACILITY: 2050 SMITHVILLE HIGH F¥: 10 FUND: €02 - SMITHVILLE HIGH
Purchase USDA
Inventory REevenue Expenditure Ezlzance Sheet
1z 21 Trans In 1500 T,565_50 100-23%9 48 ,828.15 0101-0103
18 .52 Trans Jut 111 &,150.71 &30 0104
€3.33 + Inv Adj 1812 €35 0111
- Inv Adj 1&l3 2,300.87 300-879 lg,53¢6.18 0114-01s83
Z2,005.36 Efast Use 1814 gao 4,437_70 0171
1,054.21 Snack Use 1&z2l 530 27,374.1¢ 0173
S02.32 HonReimb 1822 0174-01%3
3,6851.52 USDE In 1823
563.33 USDR dut 1700-1535 T30-735>5
TUSDR +hdj 3510 5,488 _41 0401-0421
548 _24- TUSDA -Rdj 3995 13, 648 &7 0422
4, 254 22 USDR Efst 14,102.10 4510 0433
2,568,458 USDA Snck 4511 28,527.85 0740
632.33 USDE NonR 4512 31,871.88 0751
4 434 08 4513 0753-075%0
8,150.71 Purc Food 4520-4899
4,457.70 End Inv 4300
USDA Rovd 5200-5239
27,374.18 USDL EndI 5300-5355
55,206.13 Inventory 18,53¢.18 Eevenus 18,81 T8 Expend 55,236.23 hsset

75,536.5%  Liab/Fndig

J4.2. School Nutrition DE106 Error Report

EUN DATE: 05/15%/2011 SCHOOL NUTRITION DEL10& NOT REPORTED FOR 06&/01/2010 TO 0&/30/2010 DLGE: 1

SN10&RDET SYSTEM: 8551 - SMITH CITY BOARD OF EDUCATION

FACILITY: 0000 Inwalid Facility FY¥: 10 FUND: €53 - ENTERPRISE

Durchase USDR
Inventory Revenue Expenditure Balance Sheet
Trans In 1500 100-233 45,€35.38- 0101-0103
Trans Jut 1&11 €30 0104
+ Inv Rdj 1glz €35 0111
- Inv Adj 1gl3 43,184.10 300-873 45,301.13 0114-0153
Efaszt Use 1el4d 280 0171
Snack Use 1821 330 0173
NonReimb lezz 0174-0155
USDA In 1823
USDA OJut 43,184.10 1700-1335 T30-T35>5
USDR +Ldj 3510 0401-0421
USDA -Rdj 3335 0422
USDR Bfszt 4510 0455
USDAE Snck 4511 13,121.23 0740
USDA NonR 4512 0751
4513 0753-0730

Purc Food 4520-4859
End Inv 4500
USDA Rovd 5200-5233
USDAR EndI 5300-5555
Inventory 45, 18410 Eevenue 4%,184.10 Expend 338.75- Bal Sheet

13,121.23  Liab/Fndig

#¥%4% This record NOT REPORTED — No Valid Facility *%#+*
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J4.3. School Nutrition Trial Balance Report

RUN DATE: 03/31/2011 SCHOOL NUTRITION TRIAL BALRNCE FOR 0&/01/2010 TO 0€/30/2010 PARGE: 3

SEN10&RPT SYSTEM: 2551 - SMITH CITY BOARD OF EDUCATION
FY: 10 FUND: €02 - GRNVILLE HIGH
SRCE/
PREM-FUNC-0BJCT-FCTY-B-ADDT'L ARCCOUNT HNAME QPENING BALRNCE HET CHRANGE ENDING BEALRNCE
$550-1621-00000-0300-0-000000 SUPPLEMENIRL SALES 3,472.13CR 0.00 3,472.13CR
9550-1622-00000-0300-0-000000 ADULT MEALS 2,11le.e0CR 0.00 8,11 €0CR
$350-4510-00000-0300-0-000000 FED LUNCH REIMEURSEMENT 110, 788.8ECR 14,10Z.10CR 124,890.36CR
$5%0-4511-00000-0300-0-000000 FEDERLL E'FLST REIMEURSEMENT 82,578_00CR 0.00 82,578 _00CR

4,434,

9550-4513-00000-0300-0-000000 AT RISK SHACKS 1,732.28CR 02CR €,22€.36CR
$550-4500-00000-0300-0-000000 REV USDA COMMODITIES 3,038 13CR 0.00 3g€,038.13CR
** TOTAL REVENUE 222, T8E_0ZCR 18,536 18CR 241,322 _Z0CR
$550-3100-11400-0300-0-000000 SUBS-NON CERT Z,387.10 195.74 Z2,582.84
5550-3100-14200-0300-0-000000 CLERICAL 0.00 240.00 240.00
$550-3100-18400-0300-0-000000 SALARIES 52,9%35.82 6,093.57 55,025.19
5550-3100-21000-0300-0-000000 S/HEALTH SUM EXP SCHOOL NUTR €,1€l. €€ 428 .1& €,645.82
$550-3100-22000-0300-0-000000 FICA/MED SUM EXP SCHOOL NUTR Z2,7T5E.85 375 82 3,138 €7
5550-3100-23000-0300-0-000000 TRS SUMMARY EXDP SCHOOL NUTR 1,637.94 157.41 1,7%5.35
$550-3100-2€000-0300-0-000000 W/C SEE.34 0.00 SEE8.34
$550-3100-25000-0300-0-000000 OTH EEN SUM EXDP SCHOOL NUTR 134.24 10.80 145.04
$550-3100-30000-0300-0-000000 PROF TECH SERV 205.00 25.00 230.00
5550-3100-41000-0300-0-000000 DEST CONTROL S0E.00 220.00 T25.00
$550-3100-43000-0300-0-000000 EQUIPMENT MAINT Z,68%€.40 0.00 2,6856.40
5550-3100-53000-0300-0-000000 COMMUNICLRTIONS €28.81 111.7& T40_.57
$550-3100-25100-0300-0-000000 COMMODITY EAULING Z,6824.23 0.00 2,6824.23
5550-3100-£1000-0300-0-000000 SUPPLIES 5,587.20 2,543.81 12,131.01
$550-3100-62000-0300-0-000000 ENERGY 4,630.40 0.00 4,6830.40
$5%0-3100-83000-0300-0-000000 FOOD PURCHASES 78,853.3¢6 g8,150.71 87,004.07
9390-3100-63500-0300-0-000000 EXP USDA COMMODITIES 36,038.13 0.00 3€,038.13
$550-3100-81000-0300-0-000000 REGISTRATION/FEES €53.50 0.00 €53_50
** TOTAL EXPENDITURES 203,005.78 18,€1&.78 221,622.56
** TOTAL ENCUMBERANCES 0.00 0.00 0.00
CLOSING ENTRY TO FUND EQUITY 15,780.24CR 20.€0 15, €55 ._64CR
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Procedure K: Performing the Daily Test for the
General Ledger (G/L) Out-of-Balance Condition

A] PCGDist=8991 Rel=17.04.00 02/0 oo 3

Financial Accounting & Reporting MASTER1

Haster Menu

- - Budget Account Master Menu

- - Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash M t & Invest t Manag t Menu

4

- - Financial Reporting & MonthfYr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

]

E EEE BEEE Rkl BlebkiE

- - File Reorganization

[ I e e e 12.04.00

Masterl "“'[.;{ |

| 145 | V5| DA | MEND

1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).
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The following screen displays:

B PCGDist=§991 Rel=13.01.00 02, 2013 PCW 001 C:\DEVSYS C:\SECOND _|ﬁ'|£|
Financial Accounting & Reporting HT a8pP
FKey Reporting & Closing Henu

1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Month/Year-End Figures

26 | -- DE Form 0396 Menu
Annual{Fiscal Financial Reports:
27 | -- DE Form 0046 Menu

30 | -- Print C5-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Master | oo | | | 10.83.0608

e = = P AT

Step  Action
2 Select 1 _ (F1 - Reports for Any Period Menu).

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001  C:\DE¥YSYS C:A\SECOND =]
Financial Accounting & Reporting HMT 81P
FKey Reports For Any Period Henu
1 | -- Vendor Payments for Any Period Menu
_2 | -- Receipts for Any Period Menu
_2 | -- Journal Youchers for Any Period Menu
_4 | -- General Ledger for Any Period
_5 | -- Revenue & Expenditure Summary for Any Period Menu
_6 | -- Revenue & Expenditure Detail for Any Period Menu
_7 | -- Trial Balance & Audit Year-End Transmission File
_8 | -- Balance Sheet for Any Period
_9 | -- School Nutrition Online Reporting System File (DE 106)
_10 | -- Daily Test for Out of Balance Condition in GL
Master | Voo | | | 11.601.00
| e iz A VEND
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Step Action

3 Select _10_| (F10 — Daily Test for Out of Balance Condition in GL).

“Fx% Processing Request ***” briefly displays.

For out-of-balance conditions, the following dialog box displays:

PCG Dist=8991 Rel=08.01.00 05/08/2008 CJD 002  CADEVSYS CASECO ﬁ

i ) Out of Balance Found in ALDIT Filet!111111

YR OF FUND 100 1,569,111, 74CR

Step Action

Select Ll (OK) until the Financial Accounting & Reporting — Reports for Any Period
Menu redisplays.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/19/2013 PCW 001 C:\DEYSYS C:\SECOND —|=] x|
Financial Accounting & Reporting HTB1P

Reports For Any Period Henu

- ¥endor Payments for Any Period Menu

- Receipts for Any Period Menu

- Journal Youchers for Any Period Menu

- General Ledger for Any Period

- Revenue & Expenditure Summary for Any Period Menu

- Revenue & Expenditure Detail for Any Period Menu

- Trial Balance & Audit Year-End Transmission File

- Balance Sheet for Any Period

- School Nutrition Online Reporting System File [DE 106]

EEEEEEEEEES

-
=
'

- Daily Test for Out of Balance Condition in GL

Master | Voo | 11.01.00

eS| 15 | rip [ A, [ VEND
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Step Action

5

To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
To print the report via Microsoft® Word: Select @l (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 Financial Accounting & Reporting — Reporting and
Closing Menu, or select Ml (Master) to return to the Business Applications Master Menu.
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K1. General Ledger Report — Results of the Out-Of-Balance Condition Daily Test -
Example

ge Break:
GEHLEDGR 12/17/2007 11:07:21 GADOE BOARD OF EDUCATIOH
GEHERAL LEDGER BEGIN PERIOD ©7/@1/@6 END PERIOD 06/38/07 ¥R @7 FUND 1006 @ GENERAL PAGE 1
FUNC/ EMP/CK

PRGM BLHC OBICT FCTY B ADDT'L ACTIVITY DESCRIPTION PO/RC CODE DATE DEBIT CREDIT BALANCE
0000-0101 - 90000- 0000-0-000000 OPENING BALANCE JE1 07/el/es 8,531,195.66 8§,531,195.66
0000-0101 - 00000- 0000-0- 000000 MANUAL CHECKS WRITTEN @83885 JE3 07/11/86 100. 00 8§,531,095.66
0000-0101 - 00000- 0000-0- 000000 MANUAL CHECKS WRITTEN @83883 JE3 07/13/86 1,183.00 8§,529,912.66
0000-0101 - 90000- 0000-0-000000 C(HECKS WRITTEH @83971 JE3 07/13/86 469.32 8§,529,443.34
0000-0101 - 00000 - 0000-0- 000000 C(HECKS WRITTEH @83972 JE3 07/13/86 2,583.80 8,526,859.54
0000-0101 - 00000 - 0000-0- 000000 C(HECKS WRITTEH @83972 JE3 07/13/86 830.00 8,526,029.54
0000-0101 - 00000 - 0000-0- 000000 C(HECKS WRITTEH @83973 JE3 07/13/86 45. 00 8,525,984.54
0000- 10101 - 90000 - D000 -0-000e00 (HECKS WRITTEH 883974 JE3 07/13/86 3,613.18 8§,522,371.36
0008-0101 - 00200- D00V -0-00008 CHECKS URITTENW 883975 JE3 07/13/86 466. 94 8,521,904.42

The final page of the report completes the listing of out-of-balance conditions where appropriate.

YR 07 FUND 338 Hooo OUT OF BALANCE ------ * 1,869,309.51

YR @7 FUND 342 Foeeeen OUT OF BALANCE ------ * 20,486. 0OCR
YR @7 FUND 402 Fooo o OUT OF BALANCE ------ * 2,442,412.77CR
YR @7 FUHD 403 Ao OUT OF BALANCE ------ * 5,214.68(R
YR 07 FUND 404 Feemeem OUT OF BALANCE ------ * 1,087,546.45CR
YR 67 FUND 406 Foeeeen OUT OF BALANCE ------ * 226,932.53CR
YR @7 FUND 414 oo OUT OF BALANCE ------ * 463,244, B6CR
YR 07 FUND 468 Hooo OUT OF BALANCE ------ * 6,442.37CR
YR @7 FUND 462 oo OUT OF BALANCE ------ * 7.39CR
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K2. PCGenesis System Logon Screen — GL Out of Balance Condition - Example

B PCG Dist=0000 Rel=13.01.00 02,/20,/2013 CHDEYSYS C:4SECOND _Iﬁllil
LOGONCLR

PCGenesis System

Please supply a user-id and password to logon

User ID :

Password :

GL Out of Balance: 35 ,688.08
Report Date: 82/28/20813

Last Reorg on: 82/28/2613
Enter=continue, F15=Set User Color, F31=Change Password, F16=Exit
e F15 12.63.00

aea raiE

K3. System Control Information Screen — GL Out of Balance Condition — Example

B PCGDist=8991 Rel=13.01.00 02,20/2013 PCW 001 C:\DEV¥SYS C:\SECOND _Iﬁllil
CTRLPROG

#xxxx SYSTEM CONTROL INFORMATION sxxx=x

State Assigned System #: 8991
Name: SHITH CITY BOARD OF EDUCATION
Address: 182 MAIN STREET
City/State: SHITH, GA
Zip Code: 33333

Withholding Fund: 199 PAYROLL CLEAR
Hon-Specific XFER Uendor: 2 UVENDOR 888882
Gross Payroll Vendor: L3eg VENDOR 8685388
summer 3alary Vendor: 660 VENDOR 080668
Hon-Specific Source: 1 SOURCE aaeee1
Food Service Fund/Fisc: 606 8 Fund 600 UNSPECIFIED

Highest Allowable Transaction Date: 86 38 13 (MM DD YY) {(Required)}

*%% INFORMATION ONHLY

Report Date Update Entry Date & Time Last Yr. Closed Last Mo/fYr Closed

9 38 12 N 919 12 11:87 12 8 12
Site Color On: ¥ GREEH Last PO Xfer Last PO Xfer Date
User Color On: Y WHITE 12 87 27 12

GL Out of Balance: 35,688.088 Report Date: 82/28/2813

Last Reorg on: 82/28/2813

F9=Switch to Update Hode, F16=Exit 12.683.88

Georgia Department of Education
January 10, 2020 e 11:05 AM e Page 153 of 153
All Rights Reserved.



