PCGENESIS FINANCIAL
ACCOUNTING AND REPORTING
(FAR) SYSTEM OPERATIONS
GUIDE

9/18/2017 Section B: Purchase Order Processing

[Topic 3: Printing Purchase Order Reports,
Version 2.4]




Revision History

Date  Version Description

9/18/2017 | 2.4 17.03.00 — Update Purchase Order Processing Menu with new function for List | D. Ochala
All Purchase Orders.

03/02/2016| 2.3 16.01.00 — Update Logo and Footers. S. Scrivens

06/18/2014| 2.2 14.02.00 — Update List Open Purchase Order reports with steps for creating csv | D. Ochala
export files.

03/31/2011| 2.1 11.01.00 — Updates to screenshots, no programmatic changes. D. Ochala

10/10/2007| 2.0 07.03.00 — Updates to screenshots, no programmatic changes. C. W. Jones

Georgia Department of Education
September 18, 2017 ¢ 11:38 AM e Page i of ii
All Rights Reserved.



Table of Contents

OVERVIEW......cuuuiiiiiiiiiiinniiiiiiiiniinsssisssiinsssssssssssssmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssssssnnnsssssss 1
PROCEDURE A: PRINTING ALL PURCHASE ORDERS ......ccuciiiiiiimiiuniiiiiiiinsmnsssiiisiiinssmssssissiimmsmsssssssiimssmssssssssimssssssssssssssssssses 2
Al. Purchase Order Listing REPOIt — EXAMPIE .........ceeueieeiieiiieeeee ettt ettt ettt ettt et 6
PROCEDURE B: PRINTING THE CANCELLED PURCHASE ORDERS REPORT.......cccccetiinneriisnnneniisnneisssunesissssnessssseesssssneessssasenss 7
B1. Cancelled Purchase Orders RePOIt — EXAMPIC.........cc...ueeeeeueeeesieeeeetieeeeeeteeseteaessttaeaeattaaesssaasasssaaaesatssaesasssaassseean 11
PROCEDURE C: PRINTING THE OPEN PURCHASE ORDERS REPORT .....cccccovuttiiiiuneiiinnteiiisneesisssnesssssnessssseessssssessssssesssssnns 12
C1. Outstanding (Open) Purchase Orders RePOIt - EXAMPIES.............coecuveeeeeueieeeiieeeeciieeeeteeeescaeaeasveaaeestaaesaseaeesseeas 17

Georgia Department of Education
September 18, 2017 ¢ 11:38 AM e Page ii of ii
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

PCGenesis allows the following purchase order reports to be processed:

e The All Purchase Orders report lists all purchase orders (closed, cancelled, and active) sorted in
Purchase Order Number sequence. Data will be selected based on an end-user specified date
range. The report is generated as a printed report or in CSV format.

e The Cancelled Purchase Orders report lists purchase orders cancelled by date range.

e The Open Purchase Orders report lists all open purchase orders by entry date, and lists the purchase
order’s non-liquidated amount by facility, account number, vendor name and purchase order
number. The report is generated as a printed report or in CSV format.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Printing All Purchase Orders

Step  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 06/10/2014 PCW 002 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
2 Select __2_| (F2 - Purchase Order Processing).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
[E] PCGDist=8991 Rel=17.03.00 09/18/2017 PCWOOL SV CADEVSYS CASECOND WME‘@ﬂu

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing

_1 | -- Purchase Order Inquiry

_ 2 | -- Enter Purchase Order

il -- Close/Cancel Purchase Orders
_5 | -- Print Purchase Orders

_ 6 | -- List All Purchase Orders

_7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
_ 9 | -- Account Number Sequence
M -- Vendor Name Sequence
_11 | -- Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- Yendor Maintenance

M| | | | [ | [ | [ | | | [ | | 17.83.60

e | L5 | MoriSp | BT | MEND

Step  Action
3 Select 6| (F6 - List All Purchase Orders).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
(@ PcoDist-8991 Rel=17.0300 09/18/2017 PCW 001 SV CADEVSYS CASECOND wr—m‘ [E=REEE=

PURCA315

Purchase Order's by Date Range

Enter Date Range:

thru
(MM/DD/CCYY) (MMADD/CCYY)

Create PO listing Report to Load in Excel? # No
i Yes

Enter the export file path and name (e.g. C:\EXPORT\FurOrdCYHD.CSU}
or F18 to Browse for File

CAEXPORTYPurOrd28178918.C5U
HOTE: DIRECTORY Hust Already Exist

ENTER to Continue, F18 to Browse, F16 to Exit
" I I W I F10 [ 1 | | 17.63.00

Step | Action |
4 Enter the date range (MM/DD/CCYY) in the Enter Date Range fields.
The date range indicates the range when the purchase order was opened or re-opened.

5 Select the * (Radio Button) to left of the appropriate response in the Create PO Listing
Report 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\PurOrdccyymmdd.csv in the Enter
Export File Path and Name field, or select F18  (F10 - Browse for file) to locate the file
manually.

8 Select ¥/ (Enter - Continue).

If the filename is invalid, the “UNABLE TO OPEN PO LIST CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 5 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

-
[F] PCGDist=8991 Rel=17.03.00 09/18/2017 PCWOOL SV CADEVSYS CASECOND WHITE [E=NEERr=S
Financial Accounting & Reporting . PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List All Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

8 | -- Facility Sequence

9 | -- Account Number Sequence

10 | -- Yendor Name Sequence

11 | -- Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu

14 | -- Claim Processing Menu

15 | -- Vendor Maintenance

| | 17.983.00

Step | Action

9 To print the report via the Ugueue Print Manager: Select Il“;%l (Ugqueue).

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

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

10 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu
or select Ml (Master) to return to the Business Applications Master Menu.

Georgia Department of Education
September 18, 2017 ¢ 11:38 AM e Page 5 of 18
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Al. Purchase Order Listing Report — Example

EERORT ID: PURCO31S Purchase Order Listing DRGE 13
REPORT RUN: 035/18/2017

PURCHARSE ORLOERS EY FURCHASE OROER NUMEER WITHIN DATE RRNGE: 1/01/2017 - S/18/2017
VENDOR NEME BOf LDESCRIFTION BO DATE CRNCEL IOT BO STATOUS
002350 VENDOR 002350 038355 SUPT Framing/plagues 02/03/17 ACTIVE
17-100-0-1450-2300-€1000-8010-1-000000 300.00
wwwww DO TOTRL www s 300_00
00e510 VENDOR 008510 03835¢ CURER Registration 02/08/17 0Z/08/17 CLOSED
17-100-0-1450-2210-81000-8010-3-000000 140.00
17-100-0-1210-2210-81000-8010-3-000000 140.00
R R m Tm‘u e 230_00
001€3% VEMDOR 0016335 038357 KES STAFF DEVELODMEN 02/03/17 02/03/17 CLOSED
17-100-0-1210-2210-81000-0103-3-000000 S0.00
R R m Tm‘u e 90_00
00120 VEMDOR 00€120 038358 E-V:EES KITCHEN EQUP 02/03/17 03/0%/17 CLOSED

17-385-0-5550-3100-73000-0103-5-000014 18,605.47
Wik DO TOTAL *ess 18,€09.47

005343 VENDOR 005343 038359 Sp ed Supplies 02/02/17 0Z/08/17 CLOSED
17-100-0-2041-1000-€1000-0185-1-000000 145 _&5
wwkwd DO TOTAL #ww 145 g5
000040 VENMDOR 000040 0383€0 JD - Title I RVES OL/27/17 0Z/09/17 CLOSED
17-402-0-1750-1000-€1000-0111-0-000000 220.00
wwkwd DO TOTAL #ww 22000
001512 VENMDOR 001512 0383¢€1 BES first Grade 01/31/17 02/13/17 CLOSED
17-100-0-1021-1000-€1000-0185-1-000000 &3 _&0
wwkwd DO TOTAL #ww &3_860
00&s0e VENDOR 00&50& 038362 DCJH Charter Grant OL/27/17 02/11717 CLOSED
17-100-0-1€38-1000-€1€00-0105-3-000000 3,574.00
wwkwd DO TOTAL #ww 3,574.00
00002e VENMDOR 0Q000Z& 038363 KES STAFF LDEVELODMEN 02/0&/17 03/27/17 CLNCELLED
17-100-0-1210-2210-81000-0103-3-000000 350.00
wwkwd DO TOTAL #ww 350.00
003652 VENDOR 003852 038364 SPED test protocels 02/02/17 02/17/17 CLOSED
17-404-0-2824-2100-€1000-8010-0-000000 1,5%2.10
wwkwd DO TOTAL #ww 1,352.10
000022 VENMDOR Q00022 0383€5 KES TONER 02/07/17 02/23/17 CLOSED
17-100-0-1455-2400-€1020-0103-1-000000 441 00
wwkwd DO TOTAL #ww 441 .00
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure B: Printing the Cancelled Purchase Orders
Report

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 06/10/2014 PCW 002 S¥ C:\DE¥SYS C:\SECOND _ = x|
Financial Accounting & Reporting HASTERA

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

[n%)
'

B EEE BEEE EEEE EEEE |

File Reorganization

Mastar umlist 12.084.08
| 5 | YoriSH | BN | MEND

Step  Action
2 Select __2_|(F2 - Purchase Order Processing).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
[E] PCGDist=8991 Rel=17.03.00 09/18/2017 PCWOOL SV CADEVSYS CASECOND WME‘@ﬂu

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing

_1 | -- Purchase Order Inquiry

_ 2 | -- Enter Purchase Order

il -- Close/Cancel Purchase Orders
_5 | -- Print Purchase Orders

_ 6 | -- List All Purchase Orders

_7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
_ 9 | -- Account Number Sequence
M -- Vendor Name Sequence
_11 | -- Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- Yendor Maintenance

M| | | | [ | [ | [ | | | [ | | 17.83.60

e | L5 | MoriSp | BT | MEND

Step  Action
3 Select __7 | (F7 - List Cancelled Purchase Orders).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND wm—-glﬂlg1
PURCA318
Cancelled P.0.'s by Date Range
Enter Date Range:
thru
(MH/DD/CCYY) (MM/DD/CCYY)
ENTER = Continue, F16 = Exit
& | e meesm

FIS«

Step  Action

Enter the date range (MM/DD/CCYY) in the Enter Date Range fields and select _ENTE'Vl
(Enter) twice.

The date range indicates the range when the purchase order was opened or re-opened.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

-
[F] PCGDist=8991 Rel=17.03.00 09/18/2017 PCWOOL SV CADEVSYS CASECOND WHITE [E=NEERr=S
Financial Accounting & Reporting . PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List All Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

8 | -- Facility Sequence

9 | -- Account Number Sequence

10 | -- Yendor Name Sequence

11 | -- Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu

14 | -- Claim Processing Menu

15 | -- Vendor Maintenance

| | 17.983.00

Step | Action

5 To print the report via the Ugueue Print Manager: Select Il“;%l (Ugqueue).

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

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

6 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

B1l. Cancelled Purchase Orders Report — Example

BEPCRT ID: PURCO310 CANCELLED PURCHASE ORDERS DLCE
REPOET RUN: 05/18/2017

R

CANCELIED PURCHASE ORDERS EY PURCHASE ORDER NUMBER WITHIN DATE BANGE: 1,/01/2017 - 5/18/2017

VENDOR NIME b0 DESCRIPTION b DATE CANC DATE —-———-——--— RACOOUNT ———————————— IMOTNT
00£120 VENDOR 00&120 0384235 5N - Supplies DCJH 02/21/17 0&/08/17 17-€08-0-93930-3100-€1000-0105-0-000000 35z2_00
B PO mTAL BT 392_00

00£120 VENDOR 00&120 038430 SN - Supplies BMES 02/21/17 0&/08/17 17-€06-0-95930-3100-€1000-0155-0-000000 588_00
B PO mTAL BT 533_00

004725 VENDOR 004729 03846¢€ JD - Title I BMES 01/18/17 01/18/17 17-402-0-1750-2210-€1000-0155-0-000000 54_&2
17-402-0-1750-1000-&1000-0195-0-000000 486_&7

B PO mTAL BT 541_29

000022 VENDOR 000022 038477 JD - Title I EES 02,/10/17 02/10/17 17-402-0-1750-1000-€1000-0103-0-000000 35_40
B PO mTAL BT 39_40

003753 VENDOR 003753 038601 BES Cliniec supply 03/25/17 0&/15/17 17-100-0-1500-2100-€1000-0185-1-000000 10011
B PO mTAL BT 100_11

001333 VENDOR 001333 038605 SN - Supplies DCHS 03,/30/17 0&/05/17 17-6€05-0-9530-3100-€1000-0158-0-000000 25 52
B PO mTAL BT 29_52

008455 VENDOR 006459 038660 JD - Title I RwES 01/27/17 05/02/17 17-402-0-1750-1000-53200-0111-0-000000 210_00
B PO mTAL BT 210_00

000022 VENDOR 000022 038540 BMES/GZ POD Order 07,/01/17 07/01/17 18-100-0-1021-1000-€1000-0155-1-000000 40_35
B PO mTAL BT 40_95

000022 VENDOR 000022 038542 BMES/leonard G2 07,/01/17 07/01/17 18-100-0-1021-1000-&1000-01535-1-000000 185_05
B PO mTAL BT 139_05

006422 VENDOR 008422 038584 CIRR Training 07,/01/17 07701717 18-100-0-1210-2210-30003-8010-3-000000 2,500_00
ddddkd DO TOTRL *#+++ 2,500_00

003347 VENDOR 003347 038%5¢ BMES/SPED/Black 07,/01/17 07/01/17 18-100-0-2041-1000-&1000-0155-1-000000 T0.2&
B PO mTAL BT 70_26

008140 VENDOR 008140 035257 DERS Subscriptiom 07,/13/17 07/13/17 18-100-0-1450-2800-53200-8010—-€- 000000 810_00
B PO mTAL BT 310_00

008140 VENDOR 008140 035258 DERS LESOR 07,/13/17 07/13/17 18-100-0-1450-2800-53200-8010—-€- 000000 3,007_08
ddddkd DO TOTRL *#+++ 3,007_08

*% % CRAND TOTRL +++ 365,233 44
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure C: Printing the Open Purchase Orders
Report

B PCGDist=8991 Rel=14.02.00 06/10/2014 PCW 002 S¥ C:\DE¥YSYS C:\SECOND _|E'|£|
Financial Accounting & Reporting HASTERA
FKey Haster Henu

-- Budget Account Master Menu

-- Purchase Order Processing Menu
-- Claim Processing Menu

-- ¥endor Check Processing Menu

-- Revenue Account Master Menu

-- Accounts Receivable Processing Menu

-- Receipt Processing Menu

-- Cash Management & Investment Management Menu

- - Account Master Description File Menu
-- General Ledger Account Master Menu
-- Year End Processing Menu

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

]
2]
3]
4]
5]
_6|
|
8
9 | -- Financial Reporting & MonthfYr-End Close Menu
10 |
11 |
12 |
13 |
14 |
15 |
20 |

-- File Reorganization

Waster umlist 13.684.80

rele| [ | MeriSy | DA | MEND

Step  Action
1 Select __2_|(F2 - Purchase Order Processing).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
[ PCGDist=8991 Rel=17.0300 09/18/2017 PCW 001 SV CADEVSYS CASECOND wr—mh [E=REERX)

Financial Accounting & Reporting PREOBP

Purchase Order Processing

-- Purchase Order Inquiry

-- Enter Purchase Order

-- Close/Cancel Purchase Orders
-- Print Purchase Orders

-- List All Purchase Orders

-- List Cancelled Purchase Orders

Flellek |

List Open Purchase Orders:

8 | -- Facility Sequence
9 | -- Account Number Sequence
10 | -- Yendor Name Sequence
11 | -- Purchase Orders Sequence
13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- Vendor Maintenance
msor|b| | [ | | [ [ [ | [ | [ | | | 17.03.80

Step | Action |
2 Select the appropriate option:

_8 | (F8- List Open Purchase Orders: Facility Sequence)

_9 | (F9 - List Open Purchase Orders: Account Number Sequence)

_10.| (F10 - List Open Purchase Orders: Vendor Name Sequence)

11| (F11 - List Open Purchase Orders: Purchase Order Sequence)
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(@ PcoDist-8991 Rel=17.0300 09/18/2017 PCW 003 SV CADEVSYS CASECOND W'HITE_ 25 |
PURCE299
LIST OPEN PURCHASE ORDERS
ENTER PERIOD ENDING: 9182017 (HH/DD/CCYY)
ENTER TO CONTINUE, F16 TO EXIT
" I N I [ I I B AL

FIS«

Step  Action

3 Enter the date (MM/DD/CCYY) in the Enter Period Ending field and select _ENTE'Vl
(Enter).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
[[] PCG Dist=8991 Rel-17.03.00 09/18/2017 PCWOD3 SV CADEVSYS CASECOND WI-IITI‘ [E=NEERES)

PURCH36A

PO List Data Export

Create PO List File to Load in Excel?

Enter the EXport file Path and Hame (e.g. G:\EXPORTA\POLISTAGCTGCYYMMDD.CSV
or F18 to Brouwse for File

C:AEXPORTAPOLISTPURC2817 8918 .05V
HOTE: DIRECTORY Hust Already Exist

Enter = continue

el | [ [ [ [ fee| | | | [ | 17.01.00

FIS«

Although the screenshot examples display List Open Purchase Orders by Facility Sequence results, the
steps also apply to the other List Open Purchase Orders reports.

Step | Action

4 Select the # (Radio Button) to left of the appropriate response in the Create PO List 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’.

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

6 If creating an export file: Enter C:\EXPORT\POLISTxxxxccyymmdd.csv in the Enter
the Export File Path and Name field, or select ' F18  (F10 - Browse for file) to locate the
file manually.

7 Select ¥/ (Enter - Continue).

If the filename is invalid, the “UNABLE TO OPEN PO LIST CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 4 to enter the correct
information.

“Processing Request” briefly displays where appropriate.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

-
[F] PCGDist=8991 Rel=17.03.00 09/18/2017 PCWOOL SV CADEVSYS CASECOND WHITE [E=NEERr=S
Financial Accounting & Reporting . PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List All Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

8 | -- Facility Sequence

9 | -- Account Number Sequence

10 | -- Yendor Name Sequence

11 | -- Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu

14 | -- Claim Processing Menu

15 | -- Vendor Maintenance

| | 17.983.00

Step | Action
8 To print the report via the Ugueue Print Manager: Select Il“;%l (Ugqueue).

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

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

9 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

C1l. Outstanding (Open) Purchase Orders Report - Examples

The following screen shows an example of the Open Purchase Orders by Facility report:

REPORT DATE: 03/12/2017 QUISTENDING PURCHRSE ORDERS XS OF 05/18/17 PLGE

ra

QPEN PURCHRSE ORDERS BY FRCILITY

VENDOR NEME Dog DESCRIPTION DATE - ————————————— LOCOUNT ———————————— ILMOTNT
005764 VENDOR 0057&4 038387 SN - Uniforms 07/01/17 €07-0-5&00-3100-&1000-0103-0-000000 18 281 _8&
000022 VENDOR 000022 035055 SN - Supplies KES 07/01/17 €07-0-5&00-3100-&1000-0103-0-000000 18 933 _95
005408 VENDOR 005408 0350€1 SN - Supplies EES 07/01/17 €07-0-53&00-3100-€1000-0103-0-000000 18 43685

wdsd FUND TOTAL %+ 1,682 _6&

#% FACILITY TOTAL #* 4%, 927_33
006336 VENDOR 00&336 037431 ESPLOST COPIER LEASE 07/01/1€ 304-0-5330-1000-44200-0106-0-000000 17 1,106.22

wdsd FUND TOTAL %+ 1,106 22
00308& VENDOR 003086 037882 ESPLOST - DCMS 09/01/1¢ 352-0-5930-4000-&1500-0106-0-000012 17 48 81

#dsd FUND TOTAL =+« 48 .81
000022 VENDOR 000022 038523 DCMS/Supplies 07/01/17 100-0-1081-1000-&1000-010&6-1-000000 18 1,818 45
003854 VENDOR 0038354 035237 DCHS Forms 07/10/17 100-0-1021-1000-€1000-0106-1-000000 18 15200
004798 VENDOR 004738 038863 DCHMS/Instruments 07/01/17 100-0-1085-1000-&1000-0106-1-000000 18 1,251 25
004837 VENDOR 004837 038535 DCHMS/Mobile Radios 07/01/17 100-0-1085-1000-&1000-010&-1-000000 18 50.00
000026 VENDOR 000026 038534 DCHMS/Kim White 07/01/17 100-0-1210-2210-821000-0106-3-000000 18 100.00
000026 VENDOR 000026 038385 DCMS/Lymn Shelton 07/01/17 100-0-1210-2210-31000-0106-3-000000 18 1000
003420 VENDOR 003480 038266 DCMS/Media o7/01/17 2220-€1000-010&-1-000000 18 233.38
000208 VENDOR 000208 03g8e5 DCME,/Media Center 07/01/17 100-0-1310-2220-84220-0106-1-000000 18 5l0.18
000208 VENDOR 000208 038857 DCHMS/Media 07/01/17 100-0-1310-2220-64220-0106-1-000000 18 117 .34
003420 VENDOR 003480 038264 DCMS/Frames 07/01/17 100-0-1455-Z2400-€1000-0108-1-000000 18 120.0e
00e03& VENDOR 00&03& 0328&7 DCMS/Projector 07/01/17 100-0-1455-Z2400-&1000-010&6-1-000000 18 44000
00&e560 VENDOR 00&5S&0 038321 DCMS/Front Office 07/01/17 100-0-1455-Z400-&1000-0106-1-000000 18 1,252 _50
003420 VENDOR 003480 035275 DCMS Office/Teachers 07/01/17 100-0-1455-Z2400-€1000-0108-1-000000 18 833.07
000022 VENDOR 000022 035235 MeO-DADER ORDER 07/01/17 100-0-1455-Z2400-&1020-0106-1-000000 18 3,281.2%
002072 VENDOR 002072 035222 Me0-CUST. SUPPLIES 07/01/17 100-0-1457-2600-&1010-0106-5-000000 18 4, 000_00
003733 VENDOR 003733 0382847 DCMS/Clinic 07/01/17 100-0-1500-Z2100-€1000-0108-1-000000 18 400.00
003753 VENDOR 003753 03gg48 DCMS/Clinic 07/01/17 100-0-1500-Z2100-&1000-0106-1-000000 18 200_00
00e452 VENDOR 00&452 035112 TECH-IPAD REPATR 07/01/17 100-0-1&620-2600-43000-0106-7-000000 18 1,000_00
005474 VENDOR 005474 038517 SPED PT Services 07/03/17 100-0-2041-1000-32100-0106-5-000000 18 400.00

wdsd FUND TOTAL %+ 1€, 510.08
005857 VENDOR 008857 03892& SPED GAL Consultant 07/03/17 404-0-2824-1000-30003-0106-0-000000 18 1, 000_00
000026 VENDOR 00002& 038925 SPED Dues and Fees 07/03/17 404-0-2824-1000-81000-010&6-0-000000 18 187 50

wdwd FUND TOTAL %+ 1,187 _50
005764 VENDOR 005764 038587 SN - Uniforms 07/01/17 €03-0-3&00-3100-€1000-0106-0-000000 18 215.04
000022 VENDOR 000022 035058 SN - Supplies DOMS 07/01/17 €03-0-5&00-3100-&1000-0106-0-000000 18 881_05

#dsd FUND TOTAL =+« 1,05&.09

#% FACTILITY TOTAL ++* 153,548 70
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen shows an example of the Open Purchase Orders by PO Number report:

REPQORT DATE: 03/18/2017 QUISIANDING PURCHASE ORDERS AS OF 03/18/17 PAGE 1

OPEN PURCHASE ORDERS EY PO NUMEER

VENDOR HNIME jule: 4 DESCRIPTION DATE -——-—-———-—-—--——- AOCOWNT -——————— IMOUNT
001507 VENDOR 001507 037424 ESPLOST - PAC 07/01/1& 3&8-0-5550-4000-30001-0158-0-000000 17 5, e05.19
LR m T{r_‘[‘u L L S’ 609_19

00€33¢ VENDOR 00&33& 037431 ESPLOST COPIER IELSE 07/01/1& 304-0-5550-1000-44200-0105-0-000000 17 1,007_78
304-0-5550-1000-44200-0158-0-000000 17 263 .25

304-0-5550-1000-44200-0111-0-000000 17 852 .38

304-0-5530-1000-44200-0106-0-000000 17 1,106 22

304-0-5550-1000-44200-0185-0-000000 17 TET_TE

304-0-3550-1000-44200-0103-0-000000 17 1,004_52

304-0-5550-1000-44200-0155-0-000000 17 T35.43

304-0-5550-2300-44200-8010-0-000000 17 &l4 .45

304-0-5930-2700-44200-8012-0-000000 17 102 _81

304-0-3530-2€00-44200-3013-0-000000 17 130_05

EE T m T{)’Iu PR E’ 539_27

00€331 VENDOR 006331 037480 MsQ - FLOORING 07/01/16 100-0-1457-2600-43020-3013-5-000000 17 1,400.00
LR m T{r_‘[‘u L L 1‘ 400_00

000145 VENDOR 000145 037481 MISC MEETINGS 07/08/1€ 100-0-1450-2300-81000-8010-1-000000 17 2,670_00
wahsdd DO TOTRL w s 2,670.00

00€283 VENDOR 00&Z83 037505 ESPLOST - FLOORING 07/01/1& 305-0-5530-4000-72000-015%8-0-000000 17 3,818 59
ko A m Tmu L L 3’ 313_59

008215 VENDOR 008215 037541 ESPLOST - CAMERAS 07/01/1le 581-0-1851-4000-€1500-0158-0-000000 17 43,458.00
dasds PO TOTAL *+&e 43,458 .00

000322 VENDOR 000322 037543 ESPLOST - PAC/DCHS 07/01/1& 581-0-18%1-4000-&1500-015%8-0-000000 17 13, 645 _50
whsdd DO TOTAL +* %+ 13, 845 _50

005004 VENDOR 005004 037578 MsQ - SUPPLIES 07/01/16 100-0-1457-2600-€1025-8013-5-000000 17 70.01
100-0-1457-2600-€1030-8013-5-000000 17 100.00

100-0-1457-2600-€1035-8013-5-000000 17 10000

100-0-1457-26€00-€1040-8013-5-000000 17 ]

100-0-1457-2600-€1045-8013-5-000000 17 -oo

100-0-1457-26€00-61050-8013-5-000000 17 100.00

LR m T{n‘u L L 370_01

001380 VENDOR 001380 03527& SPED Egquipment 07/21/17 100-0-1450-2100-€1000-3010-5-000000 18 2,436 70
EE T m T{)’Iu PR 2’ 436_70

00E553 VENDOR 006553 035277 SPED Math Alive 07/03/17 404-0-2824-1000-€1200-0111-0-000000 18 T35.00
LR m T{r_‘[‘u L L 795_00

+%% CRAND TOTAL *+* 3, 888,6541_0¢&

The final page of the report provides the grand total of open purchase orders.
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