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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

PCGenesis processes vendor payments by checks and by wire transfer. Regardless of the PCGenesis
processing method, the vendor payment process starts by creating a claim (an unpaid expenditure).

Vendor payment processing includes the following procedures:

Printing the Open Payables and the Selected Payables Reports: Generate the open and selected
payable reports by fund, by vendor name or vendor number, or by claim date. PCGenesis users may
also request claims for a specific fund.

The Open Payables Report and the Selected Payables Report allow the option of producing a comma
separated export file (.csv file) in addition to the printed report. The export file contains the same
information that prints on the report, but puts the data into a data file. This allows users to perform data
analysis on the open or selected payables data by using spreadsheet capabilities. Producing the export
file is optional, but the report will always be produced.

e The Open Payables Report provides a listing of all unpaid expenditures (open claims).

e The Selected Payables Report provides a listing of unpaid expenditures (open claims) which have
been selected for payment. The Selected Payables Report is used to verify the list of selected
payables which will be processed during the vendor check run. The Selected Payables Report is the
last chance to verify the total dollar amount and number of items which will be printed on the vendor
checks. For additional verification and comparison, it is also beneficial to sort the selected claims by
fund to ensure that the fund claim totals are correct.

Entering Manual Vendor Checks and/or Wire Transfers: PCGenesis users should be aware of the
following when entering manual vendor checks and wire transfers against expenditures:

e During entry of manual vendor checks, up to 13 items may be selected for a vendor check.
e During entry of a manual wire transfer, up to 40 items may be selected for a wire transfer.

Voiding the Vendor Checks and/or Wire Transfers: PCGenesis users should be aware of the
following when voiding vendor checks and wire transfers against expenditures:

e |f the void and paid dates are the same, PCGenesis returns the original expenditure to an Open
status.

e If avoid date other than the paid date is used, PCGenesis displays the Void Vendor Check/Wire
Transfer — Differing Dates Warning Screen, and identifies the effects of continuing as follows:

o When voided with a different date, the original expenditure remains as is, with a paid
status, cross-referencing the new claim(s) described below.

o A reversing expenditure will be created with a negative (-) amount and a Paid status, with
the claim date and payment date the same as the void date indicated. PCGenesis will
identify the original check number and will reference the original sequence number.

o PCGenesis creates a new expenditure with an open status, which looks like the original
claim except the claim date will now be the same as the void date indicated. This
expenditure will also reference the original claim sequence number.

o The expenditures created will cross-reference the other expenditures.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

When voiding vendor checks and wire transfers against journal entries, the following occurs:

e PCGenesis displays the original journal entry, and if the journal entry contains more than ten
accounts, the "Voucher has more than 10 Accts. The Journal Entry must be viewed in order to see
remaining Accts.” message displays. The total debits and credits will reflect the totals of all
accounts for the journal entry and a new journal entry number will be required.

e The original expenditure (journal entry) will remain as is, that is, with a paid status. The original
journal entry will indicate that the check is voided by the new journal entry described below.

e PCGenesis creates a reversing journal entry and includes the journal entry in the JEMASTER file.
The Reason field of the reversing journal will indicate “VOIDED CHECK” along with the check
number. The transaction date of the reversing journal entry will be the same as the void date
indicated. Refer to Section L: General Ledger Account Master Processing, Topic 2: Journal
Voucher Processing for instructions.

Printing the Preliminary and Final Check Registers: Printing the reports allows a single copy of the
current run’s vendor check and wire transfer activity to be printed.

Display/Add Active Checks to Master: Vendor check number sequences must be added to the Vendor
Check Master File for each bank code before the check numbers can be used when printing checks. The
Display/Add Active Checks to Master procedure allows the user to add check number ranges to the
Check Master File.

Refer to Financial Accounting and Reporting (FAR) System Operations Guide, Section E: Vendor
Check/Wire Transfer Processing, Topic 1: Processing Vendor Checks, Procedure J: Display/Add
Active Checks to Master for additional information.

Drop-Down Selection Icon Feature: Certain fields within PCGenesis contain the drop-down selection
icon =l to aid in the entry of field information.

Screen Print: The screen print feature allows the user to obtain a screen print of selected financial

screens. The screen print feature is available on display/inquiry screens which have the &l button.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Entering a Manual Vendor’s Check or
Wire Transfer

Ste Action

1 From the Business Applications Master Menu, select _1_| (F1 - Financial Accounting &
Reporting System).

The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DE¥SYS C:\SECOND —|=1 x|
Financial Accounting & Reporting HASTER1

Master HMenu

-- Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

- - Accounts Receivable Processing Menu

-- Receipt Processing Menu

Cash Management & Investment Management Menu

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

-- General Ledger Account Master Menu

-- Year End Processing Menu

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

)
'

B BEE EEEE ERkE [ERE i

File Reorganization

13.84.08

Master | Voot I

FIS« "‘“% | Wnr@l ME@T‘{R MVOEIITDR

Step  Action
2 Select _4_| (F4 - Vendor Check Processing Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY CADEYSYS C:\SECOND - = x|
Financial Accounting & Reporting CHeap

Uendor Check Processing

Print Open Payables Report

Select/Deselect Payables for Payment - VendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

Yoid ¥endor Checkf\Wire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

Check Reconciliation Menu
Wire Transfer Reconciliation Menu

EBE EBEE [ [RREiZ

Display/Add Active Checks to Master

Maztur | Voot I

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

Step  Action
3 Select _Z_| (F7 - Enter Manual Check/Wire Transfer).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PLCGDist=8991 Rel=14.02.00 07/07/2014 PCW OD1 SY C\DEYSYS C:\SECOND _ = x|
Enter Hanual Check / Wire Transfer EXP1388

Wire Xfer: H Bank: Check# Vendor:

ENTER = Continue, F16 = Exit
NERF R F5 F7 F12

FiE '

Step  Action

4 For Manual Checks: Enter or verify the entry of N (No) in the Wire Xfer (Wire Transfer)

field, and select E (Enter).
For Manual Wire Transfers: Enter Y (Yes) in the Wire Xfer (Wire Transfer) field, and

select ﬂl (Enter).

14.82.08
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays when ‘N’ is entered in the Wire Xfer field:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DE¥SYS C:\SECOND _Iﬁllﬂ
Enter Manual Check / Wire Transfer EXP1388
Wire Xfer: H Bank: v| Check#i: Vendor:
Date: Amount:

Enter to Process F16 to ReEnter/Exit
ENTEV Fi s F7 F12 14.82.088

FiE '

The following screen displays when ‘Y’ is entered in the Wire Xfer field:

E PCG Dist=8991 Rel=18.0400 02/22/2019 PCG 001 SV C\DEVSYS C\SECOND WHITE - O x
Enter Manual Check / Wire Transfer EXP1306
Wire Xfer: V¥ Bank: | Wxfert: 2381 Vendor:
Date: Amount :

Enter to Process F16 to ReEnter/Exit
eI F5 F7 Fa | Fio F12 19.61.08

mﬁ
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

5 Enter or select the drop-down selection icon | within the Bank field to choose the bank
code.

6 Enter the check number in the Check # field.
For Step 4-Y (Yes) entries, PCGenesis automatically assigns the wire transfer number.

7 Enter or select the drop-down selection icon | within the Vendor field to choose the
vendor number.

8 Enter the check/wire transfer date (MM/DD/CCYY) in the Date field.

The check date entered must be greater than or equal to the date of any of the selected
claims.

9 Enter the total dollar amount of the check or wire transfer in the Amount field.

10 Verify the information displayed is correct and select ﬂl (Enter).

If the information is incorrect, select ﬁl (F16) and make the appropriate corrections,
and select Y| (Enter).

The following screen displays:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 001 SV CADEVSYS CASECOND WHITE - O X
Enter Manual Check / Wire Transfer EXP1300
Wire Xfer: V¥ Bank: BKG2 Wxfert: 2381 Uendor: 6240 VUENDOR 086248
Date: 3/02/2019 Amount: 6873.37
Total Amount Selected: Item Count:

#% To select or de-select an item, click in the check box of the corresponding item. ==

Sel Uend #-Seq Claim Description Date Amount PO#

r 006240-9443 STUFF 3/01/2019 691.25 goopoe

r 006240-9445 STUFF 3/01/2019 18.58- 000000

[T 006246-9447 STUFF 3/81/2019 L4 .07 GELELT]

r 006240-9449 STUFF 3/e1/2e19 31.40- 000000

I~ 006240-9451 STUFF 3/01/2019 5081.24 fooooo

r 006240-9453 STUFF 3/01/2019 273.96 gooooe

[T 886248-9455 STUFF /0172019 77h. 11 L]

r 086248-9457 STUFF 3/61/20819 492 .75 15515 15T ]

r 006240-9459 STUFF 3/01/2019 £15.83 fooooo

I 006240-9461 STUFF 3/01/2019 271.62- 000000

T 006246-9463 STUFF 3/01/2019 457.76 CELLLL]

I~ B86248-9465 STUFF 3/01/2019 980.93 SISTELS TS T

r 0062u0-9467 STUFF 3/01/2019 595.73 goopeo

r 006240-9469 STUFF 370172019 39.58- 000000

™ 8062406-9471 STUFF 3/01/2019 388.26 G

r 086240-9473 STUFF 3/e1/2e19 91.67 STSTELsE5 T

™ 006240-9475 STUFF 3/01/2019 10.24- 000000

r 006240-9477 STUFF /0172019 239.35 goo0oe

[T 806248-9479 STUFF 3/0/2m9 182.70 SELETT]

r 0862u48-9481 STUFF 3/01/20819 131.99- 0668008

*xxx Select up to 13 items for a check and up to 40 items for a wire transfer. =xx=x
F1=First, F5=Hext, F9=Select page, F10=Deselect page EMNTER=Continue with Posting
F16=Select another vendor

"¢ R F5 F7 F3 | Fio F12 19.01.08
ﬂ"

Georgia Department of Education
March 18, 2021 ¢ 2:01 PM e Page 7 of 55
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

11 Select the claims to be paid by the vendor check or wire transfer. To pay a claim, select the
check box Hto the left of the claim(s).

Important Note: Up to 13 items may be selected for a vendor check and up to 40 items
may be selected for a wire transfer.

Open items that can be paid with a manual vendor check/wire transfer print on the Open
Payables Report. The Open Payables Report provides the vendor number and sequence
number information. Refer to Financial Accounting and Reporting (FAR) System
Operations Guide, Section E: Vendor Check/Wire Transfer Processing, Topic 1:
Processing Vendor Checks, Procedure B: Printing the Open Payables Report for the
instructions to generate the report.

When selected, the check box displays [ to identify the claim s selection.

12 To select or deselect multiple items at one time, select il (F9 — Select page) or select

_Fo | (F10 - Deselect page) where appropriate.

The function il (F9 — Select page) selects up to 13 items for a vendor check (Step 4-No
entries) and up to 20 items per page for a wire transfer (Step 4- Yes entries).

The function ﬂl (F10 — Deselect page) deselects up to 13 items for a vendor check (Step
4-No entries) and up to 20 items per page for a wire transfer (Step 4- Yes entries).

Important Note: Up to 13 items may be selected for a vendor check and up to 40 items
may be selected for a wire transfer.

When selected, the check box displays [ to identify the claim s selection.

13 A vendor may have more outstanding claims to be paid than can be displayed on one screen.
To examine additional claims, select Ll (F1 - First) or select il (F5 - Next) or select
Ll (F7 - Previous) to examine additional claims where appropriate.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays after claims have been selected:

E PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG002 SV CADEVSYS CA\SECOND WHITE — O X
Enter Manual Check / Wire Transfer EXP1300
Wire Xfer: V¥ Bank: BKG2 Wxfert: 2381 Uendor : 6248 VUENDOR 886248
Date: 3/082/72019 Amount: 6873.37
Total Amount Selected: 6,873.37 1Item Count: 35

% To select or de-select an item, click in the check box of the corresponding item. ==
Sel Uend #-Seq Claim Description Date Amount PO#

¥  eB62u8-9443 STUFF 3/01/2019 691.25 EGGLET

v 0862456-9445 STUFF 3/01/2e19 18.58- O60Op68

¥ 006240-9447 STUFF /0172019 404 . 07 [GLEET

v 006240-9449 STUFF /072019 31.46- 0060060

2 006240-9451 STUFF 3/01/2019 co1.24 popooo

v 006240-9453  STUFF /0172419 273.96 LS 1)

v 006246-9455 STUFF /8172019 77411 LTSS ]

v 086248-9457 STUFF 3/61/20819 492 .75 LIS 16 ]

v 006240-9459 STUFF 3/01/2019 515.83 fonooo

v 006240-9461 STUFF 3/e1/2e19 271.62- 0ooooo

V¥ 886248-9463 STUFF 3/01/2919 457 .76 EELLET

2 086240-9465 STUFF 37017219 98.93 LSLs LS LR 1t ]

v A06240-9467 STUFF /0172019 595.73 LSS 1]

v 006240-9469 STUFF /0172019 39.56- O00bG0

¥ 006240-9471 STUFF 3/01/2019 300.26 066006

v 006240-9473 STUFF 3/0/2eM9 91.07 [SLs LS Ls s 1S ]

2 006240-9475 STUFF /017219 10.24- 000000

V¥ 006240-9477 STUFF 3/01/72019 239.35 EGLEET

v 006246-9479 STUFF 3/81/2019 182.78 LTS

2 006240-9481 STUFF 3/01/20819 131.99- 060660

*xxx Select up to 13 items for a check and up to 40 items for a wire transfer. =xx=x

F1=First, F5=Next, F9=Select page, F18=Deselect page ENTER=Continue with Posting
F16=Select another vendor

:nllv F1 5 F7 s | Flo Fi2 19.61.680
ﬂ"
Step  Action
14 Verify the screen’s information is correct. When the dollar amount of the claims selected
ENTER

equals the total check amount entered in Step 9, select _""l (ENTER - Continue with
Posting).
If the information is incorrect, select ﬁl (F16) to reenter the correct information.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays when ‘N’ is entered in the Wire Xfer field:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE O X
Enter Manual Check / Wire Transfer EXP1300
Wire Xfer: N Bank: BKG2 Checki: 12 Uendor: 6240 VUENDOR 086248
Date: 3/02/2019 Amount: 4476.33
Total Amount Selected: 4,476.33 Item Count: 13
Payables liquidated and amount for each.
Seq: 9443 Amt: 691.25
9445 18.58-
ouu7 404 . 87
o449 31.408-
2451 501.24
9453 273.96
2455
9u57 492.75
9459 _ 515.83
9461 271.62-
2463
9u65 98.93
9u67 595.73
Enter to Process F16 to ReEnter/Exit
| r F5 F7 F3 | F1o F12 19.061.08
ﬂ‘«
Note that a maximum of 13 items may be selected for a vendor check
The following screen displays when ‘Y’ is entered in the Wire Xfer field:
m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE O K
Enter Manual Check / Wire Transfer EXP1300
Wire Xfer: V¥ Bank: BKB2 Wxfert: 2381 Uendor : 6240 VENDOR 006240
Date: 3/702/2019 Amount: 6873.37
Total Amount Selected: 6,873.37 Item Count: 35
Payables liquidated and amount for each.
Seq: 9443 Amt: 691.25 Seq: 9483 Amt: 250.98
9L45 18.58- 9485 168 . 46—
ouu7 LBk . 87 9u87 387 .74
9449 31.406- 9489 1082 .48
2451 501.24 9491 32.33-
9453 273.96 9493 285.25
2455 2495 _ 159.89
9457 492.75 9497 2.88-
9459 515.83 9499 368.98
9461 271.62- 9561 26.78
2463 __ 457.76 9563 _ 23.18-
2465 90.93 2505 5.52-
2467 595.73 9587 172.33
2469 39.58- 9589 286.78
9471 306.26 9511 57 .43
9473 91.67
9475 10.24-
9u77 239.35
9479 182.78
9481 131.99-
Enter to Process F16 to ReEnter/Exit
“F| F5 F7 F9 | F10 F12 19.61.080
ns«

Note that a maximum of 40 items may be selected for a wire transfer
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Step Action

15 Verify that the screen’s information is correct. Verify the check/wire transfer date
(MM/DD/CCYY) in the Date field. If the date is incorrect, restart the procedure at Step 4.

16 Verify that the screen’s information is correct. Verify that the amount of claims selected
equals the total check amount entered in Step 9. If necessary, the total check/wire transfer
amount can be adjusted at this time by entering the correct total in the Amount field.

17 Verify the expenditure’s control/sequence number(s) in the Seq (Sequence) field(s) and the
corresponding dollar amount(s) in the Amt (Amount) field(s).

Important Note: Up to 13 items may be selected for a vendor check and up to 40 items
may be selected for a wire transfer.

Open items that can be paid with a manual vendor check/wire transfer print on the Open
Payables Report. The Open Payables Report provides the vendor number and sequence
number information. Refer to the Financial Accounting and Reporting (FAR) System
Operations Guide, Section E: Vendor Check/Wire Transfer Processing, Topic 1:
Processing Vendor Checks, Procedure B: Printing the Open Payables Report for the
instructions to generate the report.

18 Verify the information displayed is correct and select ﬂl (Enter to Process).

If the information is incorrect, select ﬂ (F16) to reenter the correct information.
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The following screen displays when ‘N’ is entered in the Wire Xfer field:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 35V CANDEVSYS CASECOND WHITE O X
Enter Manual Check / Wire Transfer EXP1300
Wire Xfer: N Bank: BK&2 Check#: 13 Uendor : 6248 VUENDOR 886248
Date: 3/01/2019 Amount: L476.33
Total Amount Selected: 4,476.33 Item Count: 13
Payables liquidated and amount for each.
Seq: 9443 Amt: 691.25
oLnsS 18.58-
Qun7 L0y 087
2449 31.40-
2451 501.24
o453 273.96
9455 774141
457 492.75
2459 515.83
2461 271.62-
2463 457.76
o465 90.93
Qu67 595.73
F12 to Post
F16 to ReEnter/Exit
| r F5 F7 Fa | F10 F12 19.61.08
ﬂ‘«
Note that a maximum of 13 items may be selected for a vendor check
The following screen displays when ‘Y’ is entered in the Wire Xfer field:
m PCG Dist=8991 Rel=1804.00 02/22/2019 PCG 002 SV CA\DEVSYS CASECOND WHITE O X
Enter Manual Check / Wire Transfer EXP1308
Wire Xfer: V¥ Bank: BKB2 Wxfert: 2381 Vendor : 6240 VUENDOR 086240
Date: 3/01/2819 Amount: 6873.37
Total Amount Selected: 6,873.37 Item Count: 35
Payables liquidated and amount for each.
Seq: 9443 Amt: 691.25 Seq: 9483 Amt: 250.98
ouL5 18.58- 9485 108 . 46—
oun7 L0y .87 o487 387 .74
o449 31.40- 2489 102 .48
2451 501.24 2491 32.33-
9453 273.96 9493 205.25
2455 774.141 9495 159.89
9457 1492.75 9497 2.80-
o459 515.83 9499 368.98
9461 271.62- 9501 26.78
2463 457.76 95083 23.18-
2465 920.93 925085 5.52-
2467 595.73 92507 172.33
2469 39.58- 92509 206.78
o471 300.26 9511 57 .43
2473 91.07
2475 10.24-
o477 239.35
o479 182.78
o481 131.99-
F12 to Post
F16 to ReEnter/Exit
M| F F5 F7 F9 | F10 F12 19.61.00
ns’

Note that a maximum of 40 items may be selected for a wire transfer
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Step  Action
19

Verify the information and then select _F12 | (F12 - Post) to post the check or wire transfer.

The following screen displays:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG002 SV CA\DEVSYS CA\SECOND WHITE — O X
Enter Manual Check / Wire Transfer EXP1300
Wire Xfer: H Bank: Check# Uendor :

ENTER = Continue, F16 = Exit
| r F5 F7 Fa | F1o F12 19.01.00

Flﬂ’

Step  Action

20 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Vendor Check
Processing Menu.

For additional vendor check/wire transfer entries, repeat Steps 4 - 19.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY CADEYSYS C:\SECOND - = x|
Financial Accounting & Reporting CHeap

Uendor Check Processing

Print Open Payables Report

-- Select/Deselect Payables for Payment - VendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu

EBE EBEE [ [RREiZ

- - Display}Add Active Checks to Master

Maztur | Voot I

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

Step | Action
21

Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure B: Voiding Vendor Checks or Wire
Transfers

B1. Voiding Vendor Checks/Wire Transfers Entered Against
Expenditures

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting HASTERA

Master HMenu

-- Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

- - Accounts Receivable Processing Menu

-- Receipt Processing Menu

Cash Management & Investment Management Menu

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

-- General Ledger Account Master Menu

-- ear End Processing Menu

-- Special Functions Menu
-- ¥endor Master Menu
-- Source Master Menu

It
'

B EEE BEEE ERkE [EREiZ

File Reorganization

13.84.08

Maztur | Voot I

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

Step  Action
1 Select __4_| (F4 - Vendor Check Processing Menu).
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

Yoid ¥endor Checkf\Wire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

Check Reconciliation Menu
Wire Transfer Reconciliation Menu

EEE EEEE [ [EREiZ

Display/Add Active Checks to Master

Maztur | Voot I

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

Step | Action
2 Select 8 _| (F8 - Void Vendor Check/Wire Transfer).
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 S¥ C\DEYSYS C:A\SECOND _IE’IEI
EXP1788
Uoid Vendor Check / Wire Transfer
Wire xfer: H Bank: Check #:

Uendor: Issue date:

Amount : Uoid date:

ENTER = Continue, F16 = Exit
e | s Fi2 Fi5 14.02._08
FIS« 5 Fzs

Step  Action

3

For Checks: Enter or verify the entry of N (No) in the Wire Xfer (Wire Transfer) field and

select ﬂl (Enter).
For Wire Transfers: Enter Y (Yes) in the Wire Xfer (Wire Transfer) field and select

El (Enter).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

EXP1700
Uoid Vendor Check / Wire Transfer

Wire xfer: v Bank: V| Wxfer H:
Uendor: Issue date:
Amount: Void date:

ENTER = Continue, F16 = Exit
:nllv Fi 5 Fi2 F15 19.01.60

O & F28

Step  Action

4 Enter or select the drop-down selection icon | within the Bank field to choose the bank
code.

S Enter or select the drop-down selection icon | within the Check # (Check Number) field
to choose the appropriate check or wire transfer number to void.

If Step 3’s entry is Y (Yes), the field’s name will be Wxfer # (Wire Transfer Number).

6 Select E (Enter).

For on-line help instructions, select ﬂl (F28 - Help) for additional information.
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The following screen displays:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE — O X
EXP1700
Void Vendor Check / Wire Transfer
Wire xfer: v Bank: BKB2 Wxfer #: 2382
Uendor: 6240 UVENDOR 0062408 Issue date: 3/04/2019
Amount: 6,873.37 Void date:
NOTE: WHEN A UVENDOR CHECK OR WIRE TRAMSFER IS UDIDED, THE CLAIM STATUS
ASSOCIATED WITH THE CANCELLED CHECK OR WIRE TRANSFER IS CHANGED
FROM *CLOSED® TO 'OPEN".
Enter=Process F17=PrtScrn F28=Help F16=ReEnter/Exit
M| F F5 F12 F15 19.61.68
Hsﬁ é F28
Step  Action
7 Enter or verify the vendor’s number in the Vendor field.
8 Enter or verify the dollar amount the Amount field.

9 Enter the void date (MM/DD/CCYY) in the Void date field.

The void date entered may not be a date earlier than the issue date of the vendor check or
wire transfer.

10 Select ﬂl (Enter) to process.

If the information is incorrect, select ﬂ (F16) to reenter the correct information.

For on-line help instructions, select ﬂl (F28 - Help) for additional information.

Select @l (F3 — Print this data) to obtain a screen print of the Void Vendor Check / Wire
Transfer screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.
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The following screen displays:

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

E PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE O X
_ EXP1700
Void Vendor Check / Wire Transfer
Wire xfer: v Bank: BK©2 Wxfer H: 2382
Uendor: 6248 UENDOR 006240 Issue date: 3/04/2019
Amount: 6,873.37 Void date: 3/65/2019
Payables liquidated and amount for each.
Seq: 9373 Amt: 595.73 Seq: 9413 Amt: 2.88-
9375 90.93 2415 159.09
9377 457.76 9417 205.25
2379 271.62- 2419 32.33-
2381 515.83 2421 102.48
9383 492.75% 9423 387.74
9385 77441 9425 108 . 46—
9387 273.96 9427 250.90
92389 501.24 9429 131.99-
2391 31.40- 2431 182.70
92393 48y .87 9433 239.35
9395 18.58- 9435 10.24-
9397 691.25 9437 91.67
92399 57.43 2439 300.26
24m 286.78 241 39.58-
2403 172.33
o485 5.52-
9487 23.18-
o489 26.78
2411 368.98
F12=Post F17=PrtScrn F16=ReEnter/Exit
| r F5 F12 F15 19.01.60
n:’ é F28
Step  Action
1 Select F12 | (F12 - Post).
Important Note: Up to 13 items may be displayed for a vendor check and up to 40 items
may be displayed for a wire transfer.
If the information is incorrect, select _lFis‘- (F16) to reenter the correct information.
“Waiting for Locked Record” briefly displays.
12 If the void and paid dates are the same, proceed to Step 15.
If the void date is other than the paid date, proceed to Step 13.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

If the void date is other than the paid date, the following screen displays:

PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

EXP1700
Uoid Vendor Check / Wire Transfer

* % FOR YOUR INFORHMATIDN = =

You are attempting to veoid a check or wire transfer issued on 3/04/2019
with a void date of 3/85/2019. If you proceed with these dates being
different, the following will occur:

1. The original claim(s) will remain paid, cross-referencing the
new claim(s) described in items 2 and 3.

2. A negative claim(s) will be generated showing negative amounts,
with the claim date and payment date the same as the wvoid date you
entered. This claim(s) will reference the original claim seq#t.

3. Another claim will be generated which looks like the original claim
except the claim date will now be the same as the void date you
entered. This claim will also reference the original claim seq#.

4. If you are going to reissue this check or a new check it will have
to be entered manually against the newly generated claim(s).

5. If you are not going to reissue this check, or a new check, you
nust cancel the newly generated claim.

F1 Return to previous screen, F5 Post using dates entered
wieg | Fq F5 F12 F15 19.61.68
Hsﬁ - F28

Step | Action

13 Select il (F5 — Post using dates entered).

If a void date other than the paid date is used, PCGenesis displays the Void Vendor
Check/Wire Transfer — Differing Dates Warning Screen, and identifies the effects of
continuing as follows:

e When voided with a different date, the original expenditure remains as is, with a paid
status, cross-referencing the new claim(s) described below.

e Arreversing expenditure will be created with a negative (-) amount and a Paid status,
with the claim date and payment date the same as the void date indicated. PCGenesis
will identify the original check number and will reference the original sequence number.

e PCGenesis creates a new expenditure with an open status, which looks like the original
claim except the claim date will now be the same as the void date indicated. This
expenditure will also reference the original claim sequence number.

e The expenditures created will cross-reference the other expenditures.

If the information is incorrect, select Ll (F1) to reenter the correct information.
“Waiting for Locked Record” briefly displays.
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If the void date is other than the paid date, the following screen displays:

m PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X
EXP1700
=xx Expense Detail
Newly Opened Newly Opened
01d Seqft Claim Seq#t Amount 01d Seqtt Claim Seq#t Amount
1 9373 92371 595.73 21 9413 2331 2.88-
2 9375 9369 90.93 22 9415 9329 159.89
3 9377 9367 457 .76 23 9417 9327 285.25
4 9379 9365 271.62- 24 9419 9325 32.33-
5 9381 9363 515.83 25 9421 9323 102 .48
6 9383 2361 492.75 26 9423 9321 387.74
7 9385 9359 77h.m 27 9425 92319 108 . 46—
8 9387 9357 273.96 28 9427 9317 250.98
9 9389 9355 501.24 29 9429 9315 131.99-
10 9391 9353 31.48- EL] 9431 9313 182.78
11 9393 9351 404 .07 kAl 9433 2311 239.35
12 9395 9349 18.58- 32 9435 9309 10.24-
13 92397 9347 691.25 33 9437 92387 91.87
14 9399 9345 57 .43 34 9439 9385 300.26
15 9401 9343 2086.78 a5 9441 9363 39.58-
16 o403 931 172.33
17 2405 9339 5.52-
18 2487 9337 23.18-
19 ou89 9335 26.78
28 o511 9333 368 .98
Enter to continue
| r F5 F12 F15 19.061.08
e & F28

Step  Action
14 Select ¥ (Enter) to continue.

NOTE: Make sure to note the old expenditure sequence number(s) and the corresponding
new expenditure sequence number(s).
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The following screen displays:

E PCG Dist=8991 Rel=18.04.00 02/22/2019 PCG002 SV CADEVSYS CA\SECOND WHITE — | X
EXP1700
Uoid Vendor Check / Wire Transfer

Wire xfer: V¥ Bank: V| Wxfer H:
Uendor: Issue date:
Amount: Void date:

ENTER = Continue, F16 = Exit
M| F5 F12 F15 19.01.00

O & F28

15

Select ﬁl (F16 - Exit) twice to return to the Financial Accounting & Reporting — Vendor
Check Processing Menu.

To void additional vendor check/wire transfer entries, repeat Steps 4 - 15.
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu

—
'

EOBE BBl | BlREiE

Display/Add Active Checks to Master

Maztur | Voot I

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

Step | Action
16

Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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B1.1. Examples of Vendor Claims After Void of Vendor
Check/Wire Transfer

If a void date other than the paid date is used, PCGenesis displays the Void Vendor Check/Wire Transfer
— Differing Dates Warning Screen, and identifies the effects of continuing.

In this example, the original paid date is 06/30/2018. The vendor check number (# 5) is voided using a
different date of 07/31/2018.

PCG Dist=8991 Rel=18,01.00 05/25/2018 DOD 001 SV CADEVSYS CASECOND: WHI'LE‘ @El_ﬂz-
- - - e — L e— o— e e— -
886855 UEHDOR 888855 Expense/Inquiry-Uendor EXPBZ208
1 WEST FIRST STREET (Remit To:z) P.0. BOX 1244 PAID
ATLAHTA, GA Joaan ATLANTA, GA 3aaae
Purchase Order Mo: 888169 Seg: 92994 Claim Dt: 5/18/2018 Claim Amt: 171.88
Desc: THIS IS A DESCRIPTIOH OF IHU Href Seq: 9289 9988 Disc Dt: Disc Amt:
MOMTHLY CLAIM AGAIHST PO A/P Blnc: 421 Bank: BHK@1 Payment: 6/30/2018
Ref: ABC-3417636-HHHOI-1384756 Check#: 5 Amount : 171.88
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount 1899
Charge to: 18 188 1811 1888 43288 195 1 1.88
18 188 1811 1888 44222 195 1 2.8a
18 168 16811 1888 44388 195 1 3.88
18 168 16811 1888 61888 195 1 1 4.88
18 168 1611 1688 61841 195 1 G.@e
18 168 1611 1888 61188 195 1 G.88
18 168 1611 1688 61588 195 1 7.00
18 168 1611 1688 61688 195 1 8.00
18 188 1821 1888 43288 195 1 9.8a
18 188 1821 1888 44222 180 1 18.688
18 188 1821 1888 44222 195 1 11.688
18 188 1821 18688 443680 180 1 12.488
18 188 1821 18688 582888 195 1 12.88
18 188 1821 18688 6186880 180 1 1 14.88
18 188 1821 1888 61888 195 1 1 15.88
18 188 1821 1888 61882 195 1 1 1688
18 188 1821 1888 61841 180 1 17 .88
18 188 1821 1888 61841 195 1 18088
aa
aa
F1=First, F2=Hext, F3=Prev, Fi=Last, F17=PrtScrn F16=Reenter/Exit
"% | First | Next | Prev | Last 18.082.08
F|6<::I é

Original Expenditure

e Inthe example above, when a vendor check/wire transfer is voided with a different date, the original
expenditure (9996) remains as is, with a Paid status, cross-referencing the new claim(s) described
below.

e In the example above, the original expenditure (9996) cross-references to expenditures 9989 and
9988 shown below.

e Inthe example above, the original expenditure (9996) was created on 05/18/2018 and was paid with

check number 5 on 06/30/2018.
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oo ) |

-
PCG Dist=8991 Rel=18.01.00 05/25/2018 DOD 001 SV CADEVSYS CASECOND WHITE
886855 UENDOR 888855 Expense/Inquiry-Vendor EXPB288
1 WEST FIRST STREET (Remit To:) P.0. BOX 1244 PALID
ATLANTA, GA Bl L] ATLANTA, GA aaaa8
Purchase Order Mo: B88169 Seq: 9089 Claim Dt: 7/31/2818 Claim Amt: 171.88-
Desc: UOID #OO8B865 ISSUED 65-18-18Xref Seq: Disc Dt: Disc Amt:
REF. ORIGINAL SEQ#: 9994 AP Blnc: 421 Bank: BHE81 Payment: 7/31/2018
Ref: ABC-3417636-HHHOI-1384754 Check#: 5 Amount : 171.88-
Yr Fnd F Prgm Fnct Objct Focty B Addt'l Amount 1899
Charge to: 19 188 1811 18608 43268 195 1 1.868-
19 188 1811 1008 44222 195 1 2._8e8-
19 188 1811 1608 44368 195 1 3.808-
19 188 16811 16688 418688 195 1 1 4_Bo-
19 188 16811 16608 61841 195 1 5._@e-
19 188 16811 18688 61188 195 1 i Be-
19 188 16811 18688 61588 195 1 7.8o8-
19 188 16811 10688 616688 195 1 8._00-
19 188 1821 1088 43288 195 1 9.88-
19 188 1821 10688 44222 168 1 18.88-
19 188 1821 1088 44222 195 1 11.@88-
19 188 1821 10608 44368 168 1 12 @8-
19 188 1821 1@88 58888 195 1 13.88-
19 188 1821 16688 10868 168 1 1 14 @8-
19 188 1821 1888 61888 195 1 1 15 . 88—
19 188 1821 1888 61883 195 1 1 16 @8-
19 188 1821 1888 61841 168 1 17 @8-
19 188 1821 18688 61841 195 1 18 . @8-
aa
aa
Fi=First, F2=Mext, F3=Prev, Fi4=Last, F17=PrtScrn F16=Reenter/Exit
| First | Mext | Prew | Last 18.02.00
F|s<b é
h ——

Reversing Expenditure — Negative amount and Paid Status

In this example, a reversing expenditure (9989) is created with a negative (-) amount and a Paid
status, with the claim date and payment date the same as the void date indicated. PCGenesis will
identify the original check number and will reference the original sequence number.

In the example above, the reversing expenditure (9989) is created with the date of the voided check,
07/31/2018 and shows as paid on 07/31/2018.

In the example above, the reversing expenditure (9989) references check number 5 with a negative

amount of -171.00.

In the example above, the reversing expenditure (9989) references the original expenditure (9996).
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f ~— 3
[A] PCG Dist=8991 Rel=18.01.00 05/25/2018 DOD 001 SV CADEVSYS CASECOND WHITE lE' E]
8086655 UENDOR 888855 Expense/Inquiry-Uendor EXPB2088
1 WEST FIRST STREET (Remit To:) P.0. BOX 1244 OPEH
ATLANTA, GA 30000 ATLANTA, GA 30008
Purchase Order Ho: 088169 Seq: 9988 Claim Dt: 7/31/2818 Claim Amt: 171.88
Desc: THIS IS A DESCRIPTION OF INU Xref Seq: 9996 Disc Dt: Disc Amt:

HMONTHLY CLAIM AGAINST PO AP Blnc: 421 Bank: BHE81 Payment :
Ref: ABC-3417636-HHHOI-1384756 Check#: Amount :
¥r Fnd F Prgm Fnct Objct Fcty B Addt"1 Amount 1899
Charge to: 19 188 1811 10080 43288 195 1 1.88
19 168 1611 1000 L4222 195 1 2.080
19 188 1611 10800 44380 195 1 3.80
19 188 1611 1808 61880 195 1 1 490
19 188 1611 1808 61841 195 1 5.80
19 188 1611 1808 611880 195 1 6.080
19 188 1611 1808 61580 195 1 7.80
19 188 1611 18008 61680 195 1 8.080
19 188 16821 1800 43280 195 1 9.80
19 188 1021 1000 44222 180 1 16.68
19 188 1021 1008 44222 195 1 11.68
19 188 16821 10800 44380 188 1 12.68
19 166 1621 1000 588680 195 1 13.08
19 166 1621 1000 61660 160 1 1 14.08
19 188 1621 1808 61880 195 1 1 15.68
19 188 1621 1808 61883 195 1 1 16.68
19 188 1621 1808 61841 188 1 17.68
19 188 1621 1808 61841 195 1 18.068
aa
aa
F1=First, F2=Next, F3=Prev, Fi4=Last, F17=PrtScrn F16=Reenter/Exit
% | First | Next | Prew| Last | | | 18.02.080
S & T | || [ | | |
. — —

New Expenditure — Open Status

In this example, PCGenesis creates a new expenditure with an Open status, which looks like the
original claim except the claim date will now be the same as the void date indicated. This
expenditure will also reference the original claim sequence number.

In the example above, the new expenditure (9988) is created with the date of the voided check,

07/31/2018.

In the example above, the new expenditure (9988) cross-references the original expenditure (9996).
NOTE: To reissue this check, the new check must be entered manually against the newly generated

claim.

NOTE: If this check is not going to be issued, the new expenditure must be cancelled.
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- _ ___
El PCG Dist=8991 Rel=18.01.00 05/25/2018 DOD 001 SV CADEVSYS CASECOMD WHHE_‘ l':' =l ﬂ
EXP1338
Enter bank and check number of check to be displayed:
Bank: BEK@1
Check #: 5
Check amount: 171.88
Issue date: 6/7368/2018
Uoid date: 7/31/2018 Cancel date:
Payee: UENDOR 800855
Status:- U { Cancelled

Issued by computer (Open})
Issued by J.E. {(Open)
Hanually issued {Open}
Uoided)

L ]
[ [ | R B |}

Uendor: 6855
Payables: 9996

J.E. issue voucher #:
J.E. void voucher #:

F16 to Exit, ENTER=Update, F5=Mext check
74 | | s | | 18.01.00

e ]
A —

Voided Check in the Vendor Check Master File

e The voided check will appear on the Vendor Check Master File.
e The Original payable (9996) is referenced on the Vendor Check Master File.
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REPORT DRTE: 05/25/2018 MANUAL /VOID CHECE REGISTER PLEE 1
EANE CHECE$ PRYEE DALTE FUND AMT. FUND —-—-—— QRIGIN —--—
EED1 000002 VENDOR O00OO0EES 5/23/18 171.00 i00-0 L/
171.00 ==
BED1 000002 VENDOR 000055 5/23/18 171.00- 100-0  A/P *& WOIDED *+
171 _00-%*
EED1 Q00005 VENDOR Q000SS 7431718 171.00- lo0-0 A/ % JOIDED *+
171.00-—**
EED1 002208 VENDOR Q0033 €/30/18 1,000.00 100-0  WIRE TRRNEFER
1,000.00 *=*
EEDE 000014 VENDOR 000014 12/31/17 100.00 100-0 JE £00007343
100._00 ==
BED& 000015 VENDOR 000014 12731717 22 .00 100-0 JE £00007344
22 .00 *+
BEDE 00001€ VENDOR 000014 5/24/18 117._00 100-0 JE £00007345
117.00 =«
EEDE 00001€ VENDOR Q00014 £s24/18 117.00- 100-0 JE £0000734& #% YWOIDED *+*
117 .00+
TOTIRL - LLL FUNDS SE51.00

The Manual/Void Check Register Showing the Voided Check Number

e The voided check will appear on the Manual/Void Check Register.
e Reversing expenditure entries will be posted to the General Ledger Master File (G/L), Budget
Account Master file (A/P), or Revenue Account Master file (A/R), and the Audit file.
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B2. Voiding Vendor Checks/Wire Transfers Entered In Journal
Entries

B8 PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DE¥SYS C:\SECOND —[=] x|
Financial Accounting & Reporting HASTER1

Master Henu

-- Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

- - Accounts Receivable Processing Menu

-- Receipt Processing Menu

Cash Management & Investment Management Menu

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

-- General Ledger Account Master Menu

-- Year End Processing Menu

-- Special Functions Menu
-- ¥endor Master Menu
-- Source Master Menu

)

B EEE REEE bk REREiE

- - File Reorganization

13.84.88

Masztar | Vserjy I

FIS« u“% | Wnr@l ME@T\{P\ MVOEIITDR

Step Action

1 Select 4 _| (F4 - Vendor Check Processing Menu).
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

Yoid ¥endor Checkf\Wire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

Check Reconciliation Menu
Wire Transfer Reconciliation Menu

EEE EEEE [ [EREiZ

Display/Add Active Checks to Master

Maztur | Voot I

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

Step | Action
2 Select 8 _| (F8 - Void Vendor Check/Wire Transfer).

Georgia Department of Education
March 18, 2021 ¢ 2:01 PM e Page 31 of 55
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 S¥ C\DEYSYS C:A\SECOND _IE’IEI
EXP1788
Uoid Vendor Check / Wire Transfer
Wire xfer: H Bank: Check #:

Uendor: Issue date:

Amount : Uoid date:

ENTER = Continue, F16 = Exit
e | s Fi2 Fi5 14.02._08
FIS« 5 Fzs

Step  Action

3 For Manual Checks: Enter or verify the entry of N (No) in the Wire Xfer (Wire Transfer)

field, and select E (Enter).
For Manual Wire Transfers: Enter Y (Yes) in the Wire Xfer (Wire Transfer) field, and

select ﬂl (Enter).
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 S¥ C\DEYSYS C:A\SECOND ;Iilil
EXP1788
Void Vendor Check / Wire Transfer
Wire xfer: H Bank: v| Check #:
Uendor: Issue date:
Amount : Uoid date:
ENTER = Continue, F16 = Exit
e 5 F12 Fi5 14.92_080
FIS« 5 F28
Step  Action
4 Enter or select the drop-down selection icon | within the Bank field to choose the bank
code.

S Enter or select the drop-down selection icon | within the Check # (Check Number) field
to choose the appropriate check or wire transfer number to void.

If Step 3’s entry is Y (YeS), the field’s name will be Wxfer # (Wire Transfer Number).

6 Select E (Enter).

For on-line help instructions, select ﬂl (F28 - Help) for additional information.
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DEYSYS C:\SECOND = |5’|£|
EXP1700

Uoid Vendor Check / Wire Transfer

Wire xfer: H Bank: BES1 Check #: 78618
Uendor: 4669 FED INCOME ThX Issue date: 6/38/2814
Amount : 25.32 Uoid date:

HOTE: WHEHM A UEMDOR CHECK OR WIRE TRAMSFER IS UOIDED, THE CLAIM STATUS
ASSOCIATED WITH THE CANCELLED CHECK OR WIRE TRANSFER IS CHANGED
FROM "CLOSED' TOD 'OPEN".

Enter-Process F17-PrtScrn F28=Help F16-ReEnter/Exit
wg| o = F12 i 14.02.00

FIS« é Fzs

Step Action

7 Enter or verify the vendor’s number in the Vendor field.

8 Enter or verify the dollar amount the Amount field.

9 Enter the void date (MM/DD/CCYY) in the Void date field.

The void date entered may not be a date earlier than the issue date of the vendor check or
wire transfer.

10 Select El (Enter) to process.

If the information is incorrect, select ﬂ (F16) to reenter the correct information.

For on-line help instructions, select ﬂl F28 - Help) for additional information.
p p

Select @l (F3 — Print this data) to obtain a screen print of the Void Vendor Check / Wire
Transfer screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.
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The following screen displays:
[E] PCGDist=6661 Rel=17.0400 03/07/2018 PCWODL SV CADEVSYS CASECOND — WHITE [E=REER)

Bank: FBG Check#:
Uendor : 6585

Uoucher #: 113678

Blnc
Acct Fnct

Typ ¥ Fnd F Prgm Srce Objct Fcty B Addt’'l DR Amount

4 INKJETS.COM

Uoid Vendor Check / Wire Transfer

508882 Amount : 18.83 Issue date:

Transaction date: 1/81/2818

CR Amount

B 18 160 0 PPO6G 6101 BONOD OBED B BOPOAG 108.83
B 18 160 6 PPOO 6121 BOONDD OBOD B BOAOAG 16.83

Enter=Process

F16=Reenter
| P12 |

Void date:

Reason:

1/91/2m8

3/01/2m8

TEST

Source

Bank Vendor
FBG

| F1s |

11 Select ﬂl (Enter) to process.

If the information is incorrect, select ﬁl (F16) to reenter the correct information.

EXP1788

17.81.688
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The following screen displays:

m PCG Dist=6661 Rel=17.04.00 03/07/2018 PCW 001 SV CADEVSYS CASECOMND Wl-ﬂ'r_-blﬂu
EXP1788
Upid Vendor Check / Wire Transfer
Bank: FBG Check#: 568882 Amount : 18.83 Issue date: 1/81/2818
Uendor: 6585 4 IHKJETS.COH Upid date: 23/81/20818 |
Uoucher #: 113679 Transaction date: 1/81/2818 Reason: UODIDED CHECK # S@8a2
Blnc
Acct Fnct Source
Typ ¥ Fnd F Prgm Srce Objct Fcty B addt'l DR Amount CR Amount Bank Uendor
B 18 168 0 8008 6181 00006 BOOO0 9 PBOOOO 108.83 FBG
B 18 1688 8 9A0A B121 OPOAG BOOA B PEBAAA 18.83
Enter UOUCHER # for Reversing Entry?
Enter=Process F16=Reenter
la | | | e | | ] | | | m2| | e 17.81.90
wlE| & F28

Step  Action

12 Enter the voucher number for the reversing journal in the Voucher # field.

13 Select ﬂl (Enter) to process.

If the information is incorrect, select ﬁl (F16) to reenter the correct information.
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The following screen displays:

R — ™
m PCG Dist=6661 Rel=17.04.00 03/07/2018 PCW 001 SV CADEVSYS CASECOND Wmmﬂu
e et
EXP1788
Upid Vendor Check / Wire Transfer
Bank: FBG Check#: 568882 Amount : 18.83 Issue date: 1/81/72818
| Uendor : 6585 4 IHKJETS.COHM Upid date: 3/01/2018 I
Uoucher #: 113679 Transaction date: 1/81/2p818 Reason: UODIDED CHECK # S@8a2
Blnc
Acct Fnct Source
Typ ¥ Fnd F Prgm Srce Objct Fcty B addt'l DR Amount CR Amount Bank Uendor
B 18 1688 A 0060 @181 O00OBA AOAO 0 ABOOOD 18.83 FBG
B 18 1688 A QOO0 @121 000G AOBAO B AONOOB 18.083
F12=Post  F17=PrtScrn F16=Exit
e | | | qes | | ] | e2| | s 17.01.00
wlE| & F28

Step  Action
14 Select El (F12 - Post).

If the information is incorrect, select ﬁl (F16) to reenter the correct information.
“Waiting for Locked Record” briefly displays.
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 S¥ C\DEYSYS C:A\SECOND _|5’|£|
EXP1788
Uoid Vendor Check / Wire Transfer
Wire xfer: H Bank: v| Check #:

Uendor: Issue date:

Amount : Uoid date:

ENTER = Continue, F16 = Exit
e | s Ei Fi5 14.02.00
FIS« 5 Fzs

Step  Action
15

Select ﬁl (F16 - Exit) twice to return to the Financial Accounting & Reporting — Vendor
Check Processing Menu.

To void additional vendor check/wire transfer entries, repeat Steps 4 - 15.
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The following screen displays:

B PCGDist=8991 Rel=14.02.00 07/07/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu

—
'

EOBE BBl | BlREiE

Display/Add Active Checks to Master

Maztur | Voot I

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

Step | Action
16

Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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B2.1. Examples of Journal Entries After VVoid of Vendor
Check/Wire Transfer

Below is an example of voiding vendor checks and wire transfers against journal entries. In this
example, the original paid date is 12/31/2017. The vendor check number (# 6) is voided using a

different date of 06/30/2018.

E PCG Dist=8991 Rel=18.01.00 03/16/2018 PCW 001 SV CADEVSYS CASECOND

o o S |

WHITE

a Blnc

Act 9 Fnct Source
Ln Ty ? Fnd F Prgm Srce Objct Fcty B Addt'l DR Amount CR Amount Bank Vendor
;M B 188 181 28.83 BE8G
a2 B 188 121 208.83
a3
ay
a5
a6
a7
ag
a
18

20.83 28.683

-- This following section applies OHMLY if a check is issued against this J.E. —-
Check bank: BHB6
Vendor #:

JE cannot be reversed again.
F5=PgDhn, F7=LnDn, F17=Print Screen, FZ8=Help, F16=Exit

ENTE{’” F2 | |

Uoucher #: 00887341 Transaction date: 12/31/2817 Reason: IMK JETS

| F5 F7 F8 F9 | F10 | F11

JRHLB4BA
JOURNAL ENTRY LINES 1 T0 2 0OF 2
CHECK UOIDED BY VDUCHER 68887342

Journal entry fiscal year: 18

Check #: 1]
14 -OR-

Amount: 28.83
Payee: UEHDOR @88814

F8=First, F9=Next, F18=Prev, F11=Last
| | | 16.64 .00

e |

Help

—

Original Journal

e In the example above, the original journal entry (7341) will remain as is, that is, with a Paid status.

e In the example above, the original journal entry (7341) will indicate that the check is voided by the
new journal entry (7342), described below.
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-
E PCG Dist=8991 Rel=18.01.00 03/16/2018 PCW 001 SV CADEVSYS CASECOND WI—IIT_E- l':' B S
JRHLB4 B8
JOURHAL ENTRY LIHES 1 T0 2 0OF 2
Uoucher #: 00007342 Transaction date: 6/38/2018 Reason: UOIDED CHECK # 6
Journal entry fiscal year: 18
1
a Blnc

Act 9 Fnct Source
Ln Ty 9 Fnd F Prgm Srce Objct Fcty B Addt'l DR Amount CR Amount Bank Vendor
M B 188 181 28.83 BKB6
a2 B 188 121 28.83
a3
ay
as
a6
a7
as
a9
18

28.83 208.83
-- This following section applies OHLY if a check is issued against this J.E. —-
Check bank: BEB6 Check #: 1] Amount: 28.83
Uendor #: 14 —-0R- Payee: UEHDOR 008814
JE with a check cannot be reversed. Use Check Uoid procedure.
F5=PgDbn, F7=LnDn, F17=Print Screen, F28=Help, F16=Exit
F8=First, F9=Hext, F18=Prev, F11=Last

NS F2 F5 F7 | F8 | F3 | F10 | F11 16.84.88
Fis<;:| é Help

Reversing Journal

e In this example, a reversing journal entry (7342) is created in the JEMASTER file.

e In the example above, the Reason field of the reversing journal (7342) will indicate “VOIDED
CHECK?” along with the check number (# 6).

e Inthe example above, the reversing journal entry (7342) is created with the date of the voided check,

06/30/2018.

If the void date and the issue date are in different fiscal years, the program must display the new journal
voucher with debit(s) to cash and credit(s) to fund balance, rather than reversing the original entry. In
either case, the new journal entry will display for verification before posting. The option to exit without
voiding the check is available.
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-

EI PCG Dist=8991 Rel=18.01.00 03/19/2018 PCW 001 SV CADEVSYS CASECOND WHITE ["‘:' 5] éj
EXP1338
Enter bank and check number of check to be displayed:
Bank: BHKBG6
Check #: [i]
Check amount: 28.83
Issue date: 12/31/2817
Uoid date: 6/38/2018 Cancel date:
Payee: UENDOR 888614
Status:- U (C = Cancelled
I = Issued by computer (Open)
J = Issued by J.E. (Open})
M = Manually issued (Open)
U = Upided)
Uendor : 14
Payables:

J.E. issue voucher #: 80007241
J.E. void wvoucher ##:z BO007342

F16 to Exit, EHNTER=Update, F5=Hext check
P | | s 18.061.008

Fig ::I | |

b === — = e 2

Voided Check in the Vendor Check Master File

e The voided check will appear on the Vendor Check Master File.

e The J.E. issue voucher number (7341) and the J.E. void voucher number (7342) are displayed on
the screen.
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REPORT DRTE: 0371372018 MAENURL /WOID CHECE REGISTER PAGE 1

EMNE CEECEf DLYEE DATE EIND RMT. FUND ——-— QRIGIN ----

EKD1 04&420 JUZENE EBRZUGHTON &/30/18 53z ._00 100-0 L/p * YVOIDED *+
€55 _20- 40e-0 L/D
127 80—+~

EFD1 043334 DRTENHE COTNISH 12731717 14.00- 100-0 L/D *% VOILLDED *+
14 00—~

EKD1 052357 VENDOR 004551 €/30/18 5,480.00- 100-0 L/D *% VOILDED *+

9,480 _00-%*

EKD1 0527€3 VENDOR 000012 2/31/17 £15.71- 135-0 L/D *% VOILDED *+
S15.71-++

EKD1 052808 VENDOR 0047&7 9/08/17 1€,555 .85 100-0 L/D *% VOILDED *+

1g,355.55—*~

EKD& 000005 VENDOR 000014 12731717 10.032 100-0 JE $00007325
10.03 =+

EKD& 000005 VENDOR 000014 1/08/18 10.03- 100-0 JE $00007340 *% VOILDED *+
10.03-*~

EKD& 0Q0000& VENDOR 000014 12731717 20.03 100-0 JE $00007341
20.03 =+

EED0& 00000& VENDOR 000014 €/30/18 20.03- 100-0 JE $00007342 *% VOILDED **
20.03-**

TOTAL - LLL FUHDS 27,033 08—

The Manual/Void Check Register Showing the Voided Journal

e The voided check (# 6) will appear on the Manual/Void Check Register.
e Reversing journal entries will be posted to the General Ledger Master File (G/L), Budget Account
Master file (A/P), or Revenue Account Master file (A/R), and the Audit file.
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Procedure C: Printing the Preliminary Manual/Void
Register of Payments

E PCGDist=8991 Rel=14.02.01 08/11/2014 PC\W 001 S¥ C:A\DEYSYS C:\SECOND _|E|£|
Financial Accounting & Reporting HASTERA

Master HMenu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

¥endor Check Processing Menu

Revenue Account Master Menu

Accounts Receivable Processing Menu

Receipt Processing Menu

Cash Management & Investment Management Menu

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

General Ledger Account Master Menu

“Year End Processing Menu

Special Functions Menu
Yendor Master Menu
Source Master Menu

B EEE BEEE ERER [RREIE

File Reorganization

13.04.00

Mastep umlist

e’ | (MG | MoriS | AR | MEND

Step  Action
1 Select 4 | (F4 - Vendor Check Processing).
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu

—
'

EOBE BBl | BlREiE

Display/Add Active Checks to Master

Maztur | Voot I

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

Step | Action
2 Select _31 | (F31 -Print Preliminary Manual/Void Register).
The Financial Accounting & Reporting — Vendor Check Processing Menu redisplays.
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu

—
'

EOBE BBl | BlREiE

Display/Add Active Checks to Master

Maztur | Voot I

3| 15 |1z DAY | YEND
Step | Action
3

To print the report via the Uqueue Print Manager: Select Ilu;%l (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.

Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting Master Menu,
or select M (Master) to return to the Business Applications Master Menu.

5 Verify the results of the Preliminary Register of Manual Payments are correct.
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C1. Preliminary Manual/Void Check Register by Vendor Check — Example

*4 4 DRELIMINARY %+

EREPQORT DATE: 08/11/2014 MENULL /VOID CHECK REGISTER PRGE 45
BENE CHECE# DAYEE DATE FUND EMT. FUND -——-- ORIGIN ----
BED4 008524 BSAM'S CLUB 1z2/10/13 107.03 &02-0 L/P (CONT _ )
107.02 e03-0 A/P
321.08 =+
BED4 008525 HOWZE & SONS 1z2/10/132 155.00 e01-0 A/P
155.00 €02-0 A/P
155._00 &03-0 AL/P
SB5.00 *+
BED4 008g01 LANIER COUNTY EXTENSION 3/14/14 200_00 &03-0 AL/P
Z00.00 =+
BEDE 001735 BERNK OF AMERICA 10/03/11 148,322.45 200-0 WIBRE TRRNSFER
146,522 .45 *+
BEDS 001875 BANK OF AMERICA 4/02/12 756,922 .45 200-0 WIRE TRRNSFER
T5€,522 45 *+
EBEDS 001538 BANK OF AMERICA 10/01/12 135,557.35 200-0 WIRE TRRNSFER

135,557_35 *+

EBEDS 002023 BRNK OF AMERICA 4/05/13 T65,957.35 200-0 WIRE TRRNSFER
TE5,957_35 *+

EEDS 002055 BRNK OF AMERICA 10/01/132 124,714.05 200-0 WIRE TRRNSFER
124,714_05 *+

BEDS 00215€ BRNK OF AMERICA 4/14/14 825,714.05 200-0 WIRE TRRNSFER
889,714_05 *+

TOTAL - ALL FUNDS 13,156,875.17
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C2. Preliminary Register of Manual Payments by Account — Example

#%%  PRELIMINARY %+

FUND €03-0 Fund =03 --— EEGISTER OF MENTUAL PRYMENTS --- DRGESLS
PAYEE NAME CHECES DATE FUND RMT. DESCRIPTION IMOUNT RCCOUNT NUMEBER / MEME
UNIFORM CRROUSEL, INC. ooe3ed4 07718713 305.00 STUEF 305.00 14€0309593031008500001110000000

OTHER EXFENDITUERES

LANTIER CO BD OF EDUCATION 0023ee 0&/30/13 3,885.42 STUFF 3,885.42 136030595031002600001110000000
WORFERS OO

HMILLTOWN PRINTING 0023e7 07/23/13 42 50 STUFF 42 50 146030555031008500001110000000
OTHER EXFENDITUERES

LANTIER COUNTY ELEM NUTRITIO 0083e5 08/02/13 100 .00 100.00-14€030000001 0100000000000 00000
JEMRSTER 00005176 CASH IN BANE

RONELD GREIEQDRE 002434 05/1e/13 27.0% 27.05-14€030000001010000000000000000
JEMLSTER OQOOQ0S20%5 CASH IN EANK

LSTRO EXTERMIMATING SERVICE 002523 12/10/13 100.00 SIUEF 100.00 14€030553031004100001110000000

CLEANING/PEST SERV

SMM'E CLUE 008824 12/10/13 107.02 SIUEF 107.02 14€030553031006100001110000000
SUPPLIES
HOWZE & 30NE 008828 12/10/13 155.00 SIUEF 155.00 14€030553031004100001110000000

CLEANING/PEST SERV

LANTIER COUNTY EXTENSION 002edl 03/14/14 200.00 SIUFF 200.00 14€030553031002100001110000000
GISTRATION FEES

Z2e,047.23 TOTAL FOR FUND €03-0 Fund &03

FUND £%3-0 Fund 2353

DPAYEE NAME CHECES DATE FUND RMT. DESCRIPTION IMOUNT RCCOUNT NUMEBER / MEME
VISh 042ell 05/22/11 4295 _50 STUFF 42530 12€330553032006100002010000000
EEF PO # 1303¢ CANNING FLENT SUPRPLIES

425.%0 TOTAL FOR FUND ©53-0 Fund €53
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The final page of the Preliminary Manual/Void Register by Account provides totals by fund, followed by
the signature blocks.

FUND-F FUND HAME TOTAL AMOUNT
100-0 GENEERL FUND $3,8e7,951 8¢
155-0 PAYROLL CLERR $5,878,981.7%
200-0 DEET SERVICE $2,820,267.70
301-0 ELEMENTZRY ROOF $10€, 386.00
400-0 SCEOOLWIDE FHD $4.55
401-0 SCHOOLWIDE $5,344.01
402-0 TITLE I %105, 00317
403-0 TITLE I $78,832.55
404-0 SPECIAL EDUC $53,853.51
406-0 VWOC LAB-FEDERAL 5,216 06
408-0 TITLE VI %4, 408.55
405-0 TITLE VI EURAL $3,83e.08
414-0 TITLE II $14,188.53
415-0 TITLE II %11, 570.e3
53¢-0 FAMILY CNNCTHE $3,543.85
5&0-0 PRE-K LTTEY FND $135,254. 75
€00-0 Fund €00 $87,105.74
€01-0 Fund &01 $33,408.10
€02-0 Fund &0Z2 $31,300.54
€03-0 Fund €03 $26,047.23
€93-0 Fund €53 $425.50

$3,313,405.36
ALLOWANCE OF DAYMENTS

WE HAVE EXAMTINED THE PAYMENTS ON THE FOREGOTNG REGISTER OF PLYMENTS,
CONSISTING OF 15 PAGES, AND EXCEPT FOR THE PAYMENTS NOT ALLOWED AS SHOWN ON
TEE EEGISTER, SUCH PRYMENTS ARE HEREBY ALLOWED IN THE TOTAL OF 53,313, 405.3¢
DATED THIS DAY OF

SUPERINTENDENT ASSISTANT SUPERINTENDENT
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Procedure D: Printing Final Manual/VVoid Register
and Register of Payments

E PCGDist=8991 Rel=14.02.01 08/11/2014 PC\W 001 S¥ C:A\DEYSYS C:\SECOND _|E|£|
Financial Accounting & Reporting HASTERA

Master HMenu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

¥endor Check Processing Menu

Revenue Account Master Menu

Accounts Receivable Processing Menu

Receipt Processing Menu

Cash Management & Investment Management Menu

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

General Ledger Account Master Menu

“Year End Processing Menu

Special Functions Menu
Yendor Master Menu
Source Master Menu

B EEE BEEE ERER [RREIE

File Reorganization

13.04.00

Mastep umlist

e’ | (MG | MoriS | AR | MEND

Step  Action
1 Select 4 | (F4 - Vendor Check Processing).
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu

—
'

EOBE BBl | BlREiE

Display/Add Active Checks to Master

Maztur | Voot I

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

Step | Action

Select _F9_| (F9 -Print Manual/Void Register & Register of Payments).
The Financial Accounting & Reporting — Vendor Check Processing Menu redisplays.
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The following screen displays:

m PCG Dist=8991 Rel=18.04.00 02/25/2019 PCG 001 35V CADEVSYS CASECOND WHITE - O X
CHoop

Print Register of Payments

ENTER to Continue 18.683.86_

" Action

3 Select Enter to continue.
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/11/2014 PCW 001 SY C:\DEYSYS C:\SECOND =1 x|
Financial Accounting & Reporting CHeap

Vendor Check Processing

Print Open Payables Report

Selec{Deselect Payables for Payment - YendorfAll
Select/Deselect Payables for Payment - Individual
Print Selected Payables Report

Check Menu

Enter Manual CheckfWire Transfer

-- Yoid Yendor Checkfire Transfer

Print Preliminary ManualfYoid Register

Print Manualf¥oid Register & Register of Payments

-- Check Reconciliation Menu
- - Wire Transfer Reconciliation Menu
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To print the report via the Uqueue Print Manager: Select Ilu;%l (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.

Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting Master Menu,
or select _"’ﬂ] (Master) to return to the Business Applications Master Menu.

6 Verify the results of the Final Manual/Void Check Register are correct.
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D1. Final Manual/Void Check Register by Vendor Check — Example

REPORT DATE: 02/25/2019
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D2. Final Manual/Void Register of Manual Payments — Example

FUND 100-0 GENERAL --- BREGISTER OF MRNUAL PRYMENTS --- PAGE 1
PRYEE MAME CHECE# DATE FUND AMT. DESCRIPTICN AMOUNT ACCOUNT NUMBER / NEME
VENDOR Q01870 000014 0DZ/25/19 534.32 STUFF 320.90 191000999026006200001081000000
LG BRARN ENERGY
STUEF B8.50 191000559026006200001081000000
ENERGY
STUEF 95.70 191000%59026006200001081000000
ENERGY
STUEF 33.80 1910009%99026006200001951000000
ENERGY
STUEF 41.88 1910009589026006200001081000000
ENERGY
STUEF 4.42 191000999026006200001551000000
ENERGY
STUEF 29%.12 191000999026006200001001000000
ENERGY
VENDOR 0018%6 002383 02/25/19 WIRE TRRNSFER 80.47 191000959023006100080100000000
L.STOKES SUPPLIES
STUEF 41.86 191000201110006100001081000001
SPECIAL ED SUPPLIES
STUEF 49.89 191000201110006100002011000001
SPECIAL ED SUPPLIES
706.54 TOTAL FOR FUND 100-0 GENERAL
FUND 199-0 FRYROLL CLEZR
PRYEE NAME CHECK# DATE FUND AMT. DESCRIPTION AMOUNT ACCOUNT NUMBER / NAME
VENDOR 004373 000015 02/25/19 110.88 STUEE 90559050000000000000000000
FEB 2019 EXPENSES PAYROLL CLEAR
909990%0000000000000000000
\l. EXPENSES PAYROLL CLEAR
STUEF 27.85 1919909%5090000000000000000000
\l. EXPENSES PAYROLL CLEZR
27.49 909990%0000000000000000000
TOTAL EXPENSES PAYROLL CLERR
110.68 TOTAL FOR FUND 199-0 PRYROLL CLERR

FUND-F FUND HRME

TOTAL AMOUNT

100-0 GENERAL
199-0 PAYROLL CLERR

ALLOWRNCE OF

PRYMENTS

WE HAVE EXAMINED THE PRYMENTS ON THE FOREGOING REGISTER OF PAYMENTS,
CONSISTING OF 1 PAGES, RND EXCEPT FOR THE PAYMENTS NOT ALLOWED AS SHOWN ON
REGISTER, SUCH PRYMENTS ARE HEREBY ALLOWED IN THE TOTAL OF £817.22

DATED THIS DAY OF

SUPERINTENDENT

CHRIRMEN

ASSISTRNT SUPERINTENDENT

CE-CHAIRMAN
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