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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 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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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: 

• 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).  

• 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. 

• 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. 

• 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.  

• 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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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=Other 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:   

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

• Expenditure Summary by Fund and Program Across Multiple Fiscal Years 

• 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:   

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

• 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  to aid in the entry of field information.  When used, double-click the desired information to 

complete the entry.   
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Procedure A:  Printing the Vendor Payments for Any 

Period Report 
Step 0BAction 

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

Reporting System). 

The following screen displays: 

 

Step Action 

2  Select  (F9 - Financial Reporting and Month/Yr-End Close Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1 – Reports for Any Period Menu). 

The following screen displays: 

 

Step Action 

4  Select  (F1 – Vendor Payments for Any Period Menu). 
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The following screen displays: 

 

Step Action 

5  Proceed to Section A1. 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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A1. By Fund 
The following screen displays: 

 

Step Action 

1  By Fund (All) Detail:  Select  (F1 - Detail). 

By Fund (All) Summary:  Select  (F2 - Summary). 
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The following screen displays: 

 

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. 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 10 of 153 

All Rights Reserved. 

Step Action 

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. 

7  Select  (Enter) twice. 

“* * * Processing Request * * *” and “Creating Detail (or Summary) Report of Vendor 

Payments” briefly display. 

The following screen displays: 

 

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. 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 11 of 153 

All Rights Reserved. 

Step Action 

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

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

the file manually. 

11  Select  (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: 

 

Step Action 

12  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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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Step Action 

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

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

Menu. 
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A1.1. Vendor Payments by Fund (Detail) – Example 
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A1.2. Vendor Payments by Fund (Summary) – Example 
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A2. By Account 
The following screen displays: 

 

Step Action 

1  By Account Detail:  Select  (F5 - Detail). 

By Account Summary:  Select  (F6 - Summary). 
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The following screen displays: 

 

Step 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  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  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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Step Action 

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 number 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  (Enter) twice. 

“* * * Processing Request * * *” and “Creating Detail (or Summary) Report of Vendor 

Payments” briefly display. 
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The following screen displays: 

 

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: 

 

Step Action 

11  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 
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A2.1. Vendor Payments by Account (Detail) – Example 
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A2.2. Vendor Payments by Account (Summary) – Example 
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A3. By Facility 
The following screen displays: 

 

Step Action 

1  By Facility Detail:  Select  (F9 - Detail). 

By Facility Summary:  Select  (F10 - Summary). 
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The following screen displays: 

 

Step Action 

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 0 in the second 

Include Facility and Building code fields, and enter 0600 and 0 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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Step Action 

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  (Enter) twice. 

“** Processing Request **” briefly displays. 

The following screen displays: 

 

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  (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: 

 

Step Action 

11  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 
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A3.1. Vendor Payments by Facility (Detail) – Example 
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A3.2. Vendor Payments by Facility (Summary) – Example 
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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: 

 

Step Action 

1  By Fund & Program Detail:  Select  (F11 - Detail). 

By Fund & Program Summary:  Select  (F12 - Summary). 
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The following screen displays: 

 

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 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  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  (Enter) twice. 

“** Processing Request **” briefly displays. 

 

The following screen displays: 

 

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

Vendor Payments Summary results. 
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Step Action 

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  (F10 - to Browse for file) 

to locate the file manually. 

12  Select  (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: 
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Step Action 

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

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 
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A4.1. Vendor Payments by Fund/Program (Detail) – Example 
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A4.2. Vendor Payments by Fund/Program (Summary) – Example 
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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: 

 

Step Action 

1  By Vendor Detail:  Select  (F13 - Detail). 

By Vendor Summary:  Select  (F14 - Summary). 

By Check Number:  Select  (F15 – Detail by Check Number). 
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For Step 1 – F13 (Vendor Detail) or F14 (Vendor Summary) selections, the following screen displays: 

 

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

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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Step Action 

7  Select  (Enter) twice. 

 “* * * Processing Request * * *” and “Creating Detail (or Summary) Report of Vendor 

Payments” briefly display. 

The following screen displays: 

 

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’. 

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\VENDPAYDTLVccyymmdd.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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Step Action 

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: 

 

Step Action 

12  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 
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A5.1. Vendor Payments by Vendor (Detail) – Example 
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A5.2. Vendor Payments by Vendor (Summary) – Example 
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A5.3. Vendor Payments by Check Number (Detail) – Example 
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Procedure B:  Printing the Receipts for Any Period 

Report 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Select  (F1 – Reports for Any Period Menu). 

The following screen displays: 

 

Step Action 

3  Select  (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: 

 

Step Action 

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

By Receipt # sequence for a specific bank:  Select  (F2 – Receipt Number Within 

Bank Code). 
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For Step 1 - F1 selections, the following screen displays: 

 

For Step 1 - F2 selections, the following screen displays: 
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Step 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  (Enter) twice. 

14B“Creating Report” briefly displays. 

The following screen displays: 

 

Step Action 

4  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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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Step Action 

5  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 

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

Example 
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B2. By Account/Fund 
The following screen displays: 

 

Step Action 

1  By Account/Fund Detail:  Select  (F5 - Detail – 3 Sequence Options). 

By Account/Fund Summary:  Select  (F6 - Summary – Shows Rev/Non). 
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For Step 1-F5 selections, the following screen displays: 

 

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

 

Step Action 

3  Enter, or select the drop-down selection icon  to choose the account information in the Yr 

Fnd Prgm Srce Objct Fcty B Addt’l fields. 

4  Select Enter twice. 

15B“** Processing Request **” and “Creating (Detail/Summary) Report” briefly display. 
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The following screen displays: 

 

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: 

 

Step Action 

9  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

Any Period Menu, or select  (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 
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B2.2. Receipts for Any Period Report – All Receipts (Summary by Account) – Example 
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B3. By Source:  Detail 
The following screen displays: 

 

Step Action 

1  Select  (F9 - By Source:  Detail). 
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The following screen displays: 

 

Step 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: 

 

Step Action 

3  For a specific revenue source:  Enter or select the drop-down selection icon  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: 

 

Step Action 

5  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

6  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

Any Period Menu, or select  (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 
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Procedure C:  Printing the Journal Vouchers for Any 

Period Report 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

Step Action 

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

 

Step Action 

4  By Journal Voucher number:  Select  (F1 - Voucher Number Sequence). 

By Account/Fund:  Select  (F2 - By Account/Fund). 

By Bank:  Select  (F3 - By Bank). 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 64 of 153 

All Rights Reserved. 

For Step 4, F1 (By Voucher Number Sequence) selections, the following screen displays: 

 

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

5  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 Vouchers to be 

Printed fields, or enter the journal voucher range in the Enter Range of Journal Vouchers 

to be Printed fields. 

6  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. 

7  Select  (Enter) twice. 

“** Processing Request **” briefly displays. 

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

 

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’. 

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\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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Step Action 

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: 

 

Step Action 

12  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 
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C1. Journal Vouchers for Any Period Report (Voucher # Sequence) – Example 
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C2. Journal Vouchers for Any Period Report (by Fund/Account) – Example 
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C3. Journal Vouchers for Any Period Report (by Bank) – Example 
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Procedure D:  Printing the General Ledger (G/L) for 

Any Period Report 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

Step Action 

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

 

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: 

 

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: 

 
 

Step Action 

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

Menu redisplays. 

The following screen displays: 

 

Step Action 

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

To print the report via Microsoft® Word:  Select  (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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Step Action 

14  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Reporting & 

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

Menu. 
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D1. General Ledger for Any Period Report (All Funds) – Example 
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Procedure E:  Printing the Revenue and Expenditure 

Summary for Any Period Report 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

1BStep Action 

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

 

Step Action 

4  Expenditure Summary by Function and Object:  Select  (F1 - Expenditure Summary 

by Function and Object). 

Expenditure Summary by Object and Function:  Select  (F2 - Expenditure 

Summary by Object and Function). 

Expenditure Summary by Fund and Program Across Multiple Fiscal Years:  Select 

 (F3 - Revenue Summary by Revenue Source). 

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

Revenue Summary by Revenue Source:  Select  (F5 - Revenue Summary by Revenue 

Source). 
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For Step 4 selections, the following screen displays: 

 

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: 

 

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: 

 

Step Action 

14  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

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

Menu. 
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E1. Expenditure Summary for Any Period by Function and Object Report – Example 
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E2. Expenditure Summary by Fund and Program Across Multiple Fiscal Years – 

Example 
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E3. Revenue Summary for Any Period Report by Revenue Source Report – Example 
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Procedure F:  Printing the Revenue and Expenditure 

Detail for Any Period Report 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

Step Action 

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

 

Step Action 

4  For Revenue Detail:  Select  (F1 - Revenue Detail by Account). 

For Expenditure Detail:  Select  (F2 - Expenditure Detail by Account). 

For Expenditure Detail by Account Across Multiple Fiscal Years:  Select  (F3 - 

Expenditure Detail by Account Across Multiple Fiscal Years). 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 89 of 153 

All Rights Reserved. 

For Step 4-F2 selections, the following screen displays: 

 

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

Revenue detail account activity results. 

Step 2BAction 

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  (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: 

 

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’l 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. 

11  Select  (Enter) twice. 

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

 

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  (F10 - to Browse for file) to locate 

the file manually. 

15  Select  (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. 

 



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 92 of 153 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

16  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports for 

Any Period Menu, or select  (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. 

 

 

 

 
 

 

 

 

 

Receipts entered in current and prior 

year totals. 
Prior year receivable amount 

carried forward into current 

year. 

Current and prior year closing 

adjustments before the beginning 

date. 

Cash receipts without accounts 

receivables total. 

Cash receipts without 

accounts receivables. 
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The final page of the report provides account ending balances.   

 

 

 

 

 

 

 

If the selected period includes all activity for the year, these totals will be the same as the Revenue 

Inquiry screen. 

 

 

Current year receivable 

and revenue activity. 

Prior year accounts 

receivable activity. 
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Procedure G: Maintaining the Object Conversion File 

G1. Maintain Object Conversion File Records 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

3BStep Action 

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

The following screen displays: 
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Step Action 

4  Select  (F6 - Object Conversion File:  Maintain Records). 

The following screen displays: 

 

Step Action 

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

13BTo 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 

 

Step Action 

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

 

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: 

 

Step Action 

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

 

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: 

 

Step Action 

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

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

Menu. 
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G1.2. Updating/Deleting a Conversion File Record 

 

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: 

 

Step Action 

5  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: 

 

For F12 (Delete Record), the following screen displays: 
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Step 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: 
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For F12 (Delete Record), the following screen displays: 

  

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). 
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The following screen displays: 

 

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: 

 

Step Action 

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

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

Menu. 
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G2. Printing the Object Conversion File 
 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

4BStep Action 

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

 

Step Action 

4  Select  (F7 - Object Conversion File:  Print Conversion File). 

The Financial Accounting & Reporting – Revenue & Expenditure Summary for Any 

Period Menu redisplays. 

5  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

6  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Reports 

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

Master Menu. 
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G2.1. Object Conversion File Report – Example 
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Procedure H:  Trial Balance Report and Audit 

Transmission File Processing 

 

Step Action 

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

The following screen displays: 
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Step Action 

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

The following screen displays: 

 

Step Action 

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

 

Step 5BAction 

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: 

 

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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For Step 8-T (Report and Transmission) entries the following screen displays: 

 

Step Action 

14  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: 

 

Step Action 

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

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reporting 

and Closing Menu, or select  (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. 
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H1. Trial Balance & Audit Year-End Transmission Report – Example 
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Procedure I:  Printing the Balance Sheet for Any 

Period Report 
 

 

Step Action 

1  Select  (F9 - Financial Reporting and Month/Yr-End Close Menu). 
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The following screen displays: 

 

Step Action 

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

The following screen displays: 

 

Step Action 

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

 

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: 

 

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. 
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Step Action 

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: 

 

Step Action 

12  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting Master Menu, or 

select  (Master) to return to the Business Applications Master Menu. 
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I1. Balance Sheet for Any Period Report (Balance Sheet Account 0602) – Example 
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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. 



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 128 of 153 

All Rights Reserved. 

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 

Position Field Name Field 
Location 

PCGenesis Field Comments/Calculations 

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 
Inventory: 
Expense 0630 

For Single 
Inventory: 
Expense 0630 + 
0635 

Purchased Food Received this Month. 

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 
Adjustments 

Inventory Screen Input Positive Adjustments made to Purchased 
Food Inventory 
 
Positive values only. 

63-74 Negative 
Inventory 
Adjustments 

Inventory Screen Input Negative Adjustments made to Purchased 
Food inventory 
 
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-
Reimbursable 
Food Costs 

Inventory Screen Input This is the value of Non-Reimbursable 
Food. 
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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 
Inventory: 
Balance Sheet 
0171 

For Single 
Inventory: 
Balance Sheet 
0171 + 0173 

The is the value of the Ending Inventory 
of Purchased Foods 

123-134 USDA Received  
Food 

Inventory For USDA 
Inventory: 
Expense 0635 

For Single 
Inventory: 
Not Applicable 

This is the value of USDA Commodities 
received this month 

135-146 USDA Transfers 
In 

Inventory Screen Input This is the value of food transfers 
received from other schools or another 
school system.  

147-158 USDA Transfers 
Out 

Inventory Screen Input This is the value of USDA food transfers 
to other schools or another school 
system. 

159-170 USDA 
Adjustments 
(Positive) 

Inventory Screen Input Positive Adjustments made to USDA 
Receipts. 

171-182 USDA  
Adjustments 
(Negative) 

Inventory Screen Input Negative adjustments made to USDA 
Receipts. 

183-194 USDA Breakfast 
Usage 

Inventory Screen Input This is the value of USDA food used to 
serve breakfast meals. 

195-206 USDA Snack 
Usage 

Inventory Screen Input  
This is the value of USDA food used to 
serve snacks. 

207-218 USDA Non-
Reimbursable 
Food Costs 

Inventory Screen Input   

219-230 USDA Ending 
Inventory 

Inventory For USDA 
Inventory: 
Balance Sheet 
0173 

For Single 
Inventory: 
Not Applicable 

Ending Inventory USDA Foods. 

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 
Milk 

Revenue  Revenue Source Code 1614 

279-290 1700-1999 
Other 

Revenue  Sum of Revenue Source Codes 1700-
1999 
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School Nutrition DE106 Financial Layout 
Balancing to the Trial Balance Report 

Position Field Name Field 
Location 

PCGenesis Field Comments/Calculations 

291-302 1500 Investment 
Income 

Revenue  Revenue Source Code 1500 

303-314 1621 Non 
Reimbursable 
Sales 

Revenue  Revenue Source Code 1621 

315-326 1622 Adult 
Sales 

Revenue  Revenue Source Code 1622 

327-338 1623 Contracted 
Sales 

Revenue  Revenue Source Code 1623 

339-350 3510 State 
Reimbursement 

Revenue  Revenue Source Code 3510 

351-362 3995 Other 
State Agencies 

Revenue  Revenue Source Code 3995 

363-374 4510 Lunch/Milk 
Reimbursement 

Revenue  Revenue Source Code 4510 

375-386 4511 Breakfast 
Reimbursement 

Revenue  Revenue Source Code 4511 

387-398 4512 CACFP 
Reimbursement 

Revenue  Revenue Source Code 4512 

399-410 4513 DOE 
Snack 
Reimbursement 

Revenue  Revenue Source Code 4513 

411-422 4520-4899 
Other 

Revenue  Sum of Revenue Source Codes 4520-
4899 as they relate to School Nutrition. 

423-434 4900 USDA 
Food Value 
Received 

Revenue  Revenue Source Code 4900 

435-446 5200-5299 
Transfer In 

Revenue  Sum of Revenue Source Codes 5200-
5299 as they relate to School Nutrition. 

447-458 5300-5995 
Other 

Revenue  Sum of Revenue Source Codes 5300-
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 
Food 

Expenditure  Expenditure object code 630 

483-494 635 USDA Food 
Value Received 

Expenditure  Expenditure object code 635 

495-506 730-735 
Equipment > 
$5000 

Expenditure  Sum of expenditure object codes 730-735 
where each item is > $5000. 

507-518 300-879 Other 
(Except 630, 
635, & 880) 

Expenditure  Sum of Expenditure Object Codes 300-
879 that apply to School Nutrition except 
630, 635, & 880). 

519-530 930 Transfers 
Out 

Expenditure  Expenditure Object Code 930 

531-542 0101-0103 Cash Balance Sheet  Balance Sheet Account 0101-0103 Cash 

543-554 0111 
Investments 

Balance Sheet  Balance Sheet Account 0111 Investments 
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School Nutrition DE106 Financial Layout 
Balancing to the Trial Balance Report 

Position Field Name Field 
Location 

PCGenesis Field Comments/Calculations 

555-566 0114-0153 
Accounts 
Receivable 

Balance Sheet  Balance Sheet Account 0114-0153 
Accounts Receivable that apply to School 
Nutrition 

567-578 0104 Change 
Fund 

Balance Sheet  Balance Sheet Account 0104 Change 
Fund 

579-590 0174-0199 
Other 

Balance Sheet  Sum of Balance Sheet Accounts 0174-
0199 Other that apply to School Nutrition 

591-602 0401-0421 
Accounts 
Payable 

Balance Sheet  Sum of Balance Sheet Accounts 0401-
0421 Accounts Payable that apply to 
School Nutrition 

603-614 0422 Accrued 
Salaries/Benefits 

Balance Sheet  Balance Sheet Account 0422 Accrued 
Salaries/Benefits 

615-626 0499 Other 
Liabilities 

Balance Sheet  Balance Sheet Account 0499 Other 
Liabilities 

627-638 753-790 
Reserved Fund 
Balance 

Balance Sheet  Sum of Balance Sheet Accounts 753-790 
that apply to School Nutrition 

639-650 0751 Reserved 
For Inventory 

Balance Sheet  0751 Reserved for Inventory 

651-662 0171-Value 
Purchased Food 

Balance Sheet  0171 – Value Purchased Food 

663-674 0173 – Value 
USDA Food 

Balance Sheet  0173 – Value USDA Food 

675-686 0740 – Prior 
Year 
Adjustments 

Balance Sheet  0740 – Prior Year Adjustments 

687-698 880 – Indirect 
Cost 

Expenditure  880 – Indirect Costs 
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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. 

 

 

Step Action 

1  Select  (F9 - Financial Reporting and Month/Yr-End Close Menu). 
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The following screen displays: 

 

Step Action 

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

 

The following screen displays: 

 

Step Action 

3  Select  (F9- School Nutrition Online Reporting System File). 
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The following screen displays: 

 

Step 6BAction 

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’.   

7  Select  (Enter - Continue) or Select  (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: 

 

 
 

The following screen briefly displays: 
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The following warning screen displays if the requested month and year has not been closed: 

 

Step 7BAction 

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 EndI (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.   
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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 EndI (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.   
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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 EndI (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. 
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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 EndI (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.  

  

Step 8BAction 

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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Step 9BAction 

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. 



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

January 10, 2020 • 11:05 AM • Page 142 of 153 

All Rights Reserved. 

Step 10BAction 

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  (F8 - Save & Continue). 
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The following screen displays multiple times for each school nutrition Fund defined between 600 and 

699: 

  

 

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.   

 

  

The next fund 

is displayed. 
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Once all data entry has been completed, the following screen displays: 

 

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: 

 

Step Action 

39  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (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  (F16 - Exit) to return to the Financial Accounting & Reporting – Reporting 

and Closing Menu, or select  (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 

 

J4.2. School Nutrition DE106 Error Report 
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 J4.3. School Nutrition Trial Balance Report 
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Procedure K:  Performing the Daily Test for the 

General Ledger (G/L) Out-of-Balance Condition 

 

Step Action 

1  Select  (F9 - Financial Reporting and Month/Yr-End Close Menu). 
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The following screen displays: 

 

Step Action 

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

The following screen displays: 
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Step Action 

3  Select  (F10 – Daily Test for Out of Balance Condition in GL). 

“*** Processing Request ***” briefly displays. 

For out-of-balance conditions, the following dialog box displays: 

 
 

Step Action 

4  
Select  (OK) until the Financial Accounting & Reporting – Reports for Any Period 

Menu redisplays. 

The following screen displays: 
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Step Action 

5  To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

6  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Reporting and 

Closing Menu, or select  (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 

 

 
 

The final page of the report completes the listing of out-of-balance conditions where appropriate. 
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K2. PCGenesis System Logon Screen – GL Out of Balance Condition - Example 

 

K3. System Control Information Screen – GL Out of Balance Condition – Example 

 

 


