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PCGenesis Technical System Operations Guide

Overview

The GaDOE is happy to announce a major upgrade of the PCGenesis Print. The DOE has purchased the
VerraDyne Print Manager. VerraDyne version 03.02.10 is available as shown below.

[T} About | 709 Queued Files

Features of the VerraDyne Print Manager

The VerraDyne Print Manager is designed to provide users with an easy to use print/e-mail manager for
use in the windows environment. Just like our existing PCGenesis print queue, it is designed to utilize
the Windows print queues and printer functions. Just like our existing PCGenesis print queue, it allows
the user to interact with other applications in the foreground, while a print job is running in the
background under Windows Local Services. Once a print file has been released it is passed to the
Windows print queue, and is ready for printing.

Unlike our existing PCGenesis print queue, the VerraDyne Print Manager stores its data in SQL Server
tables to which it connects using windows authentication. The VerraDyne Print Manager uses the
FREE version of Microsoft SQL Server.

Some of the features of the new VerraDyne Print Manager system include:

The ability to view and e-mail the documents in PDF format

The ability to e-mail reports to a specific user, or group of users

The ability to print reports to a specific printer

The ability to re-queue reports after printing or emailing

The ability to archive reports to specific archive directories, based on individual users or file type
The ability to view or requeue the archived files

Full audit tracking of reports viewed and deleted by users

The ability to search archived reports using specific parameters
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Accessing the VerraDyne Print Manager

There are two ways to access the VerraDyne Print Manager. The user can select =] (Uqueue) from
a PCGenesis menu to enter the VerraDyne Print Manager, as shown below.

[l PCGDist=8991 Rel=18.01.00 05/23/2018 DOD 001 SV KASYSTEM KASECOND w.| =18 -
Business Applications HASTER
FKey Haster Henu
1 _| -- Financial Accounting & Reporting System
2 | -- Payroll System
3 | -- Personnel System
4 | -- Cenrified/Classified Personnel Information System
5 | -- Budget System

k£

30 | -- System Utilities

14.02.68

=]

e 1 )oriSp| DANE | WEND

The user can also access the VerraDyne Print Manager from the desktop icon. From the user’s

workstation double-click the PCGVQUE icon:

PCGVQUE |

The VerraDyne Print Queue Manager allows the user to delete and remove print files from the queue, to
display audit logs for PCGenesis reports, to e-mail PCGenesis reports to other users, and to permanently
archive PCGenesis reports to an archive directory. Right-click on the File Name to see the options
available, as shown below.
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- VerraDyne Queue Manager == -
. Settings c Refresh =1 File E Archive Files [} Exit ﬁAhom 39  Queued Fles DOCHALA
File Name | Size | Uszer | Device | Clasz ‘ Copi&i| Disp | Form | Date ¥ | Status | Information ~
KAUCTPRINT\#DODPRT\PRUTONIN |87 | DOCE A 1 |SCRATCH 05/23/18(15:20) W oo F
KALCTPRINTWHSPLPRT\R) Delete 001 A1 REQUELE |000 0/23/180108) |HOLSE
KAUCTPRINT'HDODPRT A Remove 1ALA 001 A 1 SCRATCH | 000 os/221e03y)  Holb——o>orr |
KA\UCTPRINT\#DODPRTVH Detail Info IALA 001 A1 SCRATCH | 00D 05/22/1810:31)  |HOLD
K\UCTPRINT@DODPRTV ~ Email o0 £ e T a0 LR ELEE T
Archive j |
KALCTPRINTWHDODPRT'A 1ALA S~~~ » . : . .
TP TooPRT A 355 3o TN Right-click on the File Name allows the user to:
KALCTPRINTDODPRT\PRNTO00D | 31976 | DOCHALA 0N
N H =
KALCTPRINT\SPLPRT\REOG 16695 | DOE 001 ™ D .
* Delete (delete file and remove from queue) |
KALCTPRINTWHSPLPRT\REOG 16693 | DOE 001 A - q
KAUCTPRINT\#SPLPRT\REQG 16693 | DOE 001 A * Remove (remOVG file from queue) |
CLCTPRNTWSPLPRT\IE0S 16687 100 o A * Detail Info (audit log information) -
KALCTPRINT#SPLPRT\REOG 166533 | DOE 001 A . .
KAUCTPRINT\#DODPRT\PSCNDO0D | 2702 | DOCHALA 01 A * E-mail (e-mail PCG report to another user)
KAUCTPRINT\HSPLPRT\REOG 16657 | DOE 001 A T FEQUECE 000 UTAPZAL: 1B 1) p ]
KALCTPRINTWDODPRT\PRNTO00T |2690 | DOCHALA 001 A |1 REQUELE |000 05/16/18(15:00) | HOLD
KALCTPRINTDODPRT\PRNTO00D | 31976 | DOCHALA 001 A |1 REQUELE |00D 05/16/18(1500) | HOLD =
KAUCTPRINTDODPRT\ANNUDODD 863 | DOCHALA 001 A | REQUELE |000 05/16/18015:00) | HOLD
KAUCTPRINTWDODPRT\PRNTO00D | 13989 | DOCHALA 001 a | REQUELE |000 05/16/18(14:42) |HOLD | Print Completed Successfuly @ 05-16-2018 14:43
KALCTPRINTWDODPRT\BALRO00D | 182... |DOCHALA 001 A |1 REQUELE |000 05/16/18(14:27) |HOLD | Print Completed Successfuly @ 05162018 14:32
KALCTPRINT&SPLPRT\REOG 16659 | DOE 001 A1 REQUELE |00D 05/16/18(0102) | HOLD
KAUCTPRINTDODPRT\PRNTO000 | 20763 | DOCHALA 001 A |1 |scratcH [ooo 05/15/18(1355) |HOLD | Print Completed Successfuly @ 05152018 14:19
KAUCTPRINTWDODPRT\PRNTO00D | 2690 | DOCHALA 001 A |1 REQUELE |000 05/15/1813:42) | HOLD
KAUCTPRINT\DODPRT\PRNTO00D |3630 | DOCHALA 001 A |1 REQUELE |000 05/15/18(13:21) |HOLD | Print Completed Successfully @ 05-15-2018 13:34
KALCTPRINT&SPLPRT\REOG 16635 | DOE 001 A1 REQUELE |00D 05/15/18(0103) | HOLD
KALCTPRINTWHSPLPRT\REOG 16693 | DOE 001 A1 REQUEUE | 000 05/14/18(01:03) | HOLD v

IMPORTANT NOTE: Multiple files can be selected at the same time by right-clicking and then
holding the Shift or Control key while selecting the relevant files. For example, this allows multiple
files to be deleted or spooled to the printer at the same time.

Also, the Remove option is not recommended since this option does not delete the report file from the
disk drive. It is recommended to always use the Delete option to permanently delete the report entry
from the print queue and from the disk drive.
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Procedure A: Verify Print Manager Access from
Workstations

Step Action

1 Log into PCGenesis from a user workstation.

NOTE: Adobe Reader must be installed on each individual workstation for PCGenesis
reports to display correctly from the VerraDyne Print Manager. If Adobe Reader hasn’t
been installed on the workstation, install the software from the internet before continuing.

2 Generate a PCGenesis report.
Note: Itis preferable to generate a short report so that paper is not wasted.

3 After creating a PCGenesis report, return to a menu.

The following screen displays:

Business Applications MASTER

Haster HMenu

_1 | -- Financial Accounting & Reporting System

_2 | -- Payroll System
-- Personnel System
-- Certified/Classified Personnel Information System
-- Budget System

_30 | -- System Utilities

14.02 .88

4 Select [=] (Uqueue) to enter the VerraDyne Print Manager.
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The following screen displays:

. Settings  (Z'Refresh  [ZFile I ArchiveFiles T Bxit i About 115  Queued Files DOCHALA

File: Name Size | User Device Copies| Disp Status | Date
KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTVO10 | 1138 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
K:AUCTPRINT\FARPMTH\MRPTEQ30 | 67010 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
K:\UCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA o1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTEOTD |639... |DOCHALA o1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO30 |66253 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO20 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO10 |232... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
K:A\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:55)
KA\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:47) | Print Completed Success]
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:37)
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:36)
K:AUCTPRINT\#DODPRT\PSCNODD3 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:34)
K:A\UCTPRINT\#DODPRT\PRNTO002 DOCHALA o1 REQUEUE HOLD | 06/01/18(13:33)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA o1 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTED30 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)

o
i

g|8 88 888888888888 E8E8E88EE8EEE]Y

The items in the print queue will be system specific.
Step  Action
5 To Refresh the Print Queue:

To refresh the print queue, click on the (Refresh) field and select the
(Refresh queue) option.

ICREERN EFile S

Auto Refresh
Reset Layout

ETE TR

Refresh Queue: When selected, print queue will be redisplayed and refreshed.
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Step Action

6 Sorting Columns:

You can sort columns in the VerraDyne Print Manager by clicking on the column heading.
When a sort is selected, the VerraDyne Print Manager will display the column heading in an
orange color. For example, in the screen shown above, the print files are shown in order by

| Date

date : l(Creation Date).

The Sort option is saved by user id when - Bt (Exit) is selected on the menu bar.

If you wish to reset the column sort, click * 2ttings. (Settings) on menu bar, and select the

EEasal (Clear Sort) option, as shown below.

e
Set Filter
Clear Filter

The following screen displays:

1 . Settings (Refresh [lFile & ArchiveFiles I Exit & About 143 Queued Files DOCHALA
File Name Size | User Device Class | Copies| Disp Form Status | Date | Informti Output
[ KAUCTPRINT\#DODPRT\PSCNODD4 | 966 | DOCHALA 001 A REQUEUE | 000 HOLD | 06/04/18(05:18)
[ KAUCTPRINT\#DODPRT\PSCNODOS | 2027 | DOCHALA 001 L REQUEUE | 000 HOLD | 06/04/18(03:18)
| KA\UCTPRINT\#DODPRT\PSCNDDD4 | 1826 | DOCHALA om A N REQUEUE 00D HOL m—
KAUCTPRINT\#DODPRT\PSCNODD4 | 2430 |DOCHALA 001 A REQUEUE | 000 HO
[ K\UCTPRINT\#DODPRT\PSCNOO3 A N REQUEUE | 000
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Step Action

7 To Spool a print file:
STATUS: This field displays the status of the print file.
Valid values are:

HOLD - Document is on hold and will not be printed or emailed until it is released. To
release the document, right click on the Status field for the print file and select the
| sPooL |

(Spool) option.

Status Date | Irfi
HOLD 06/04/18(09:18)
HOLD 06./04/18(09:18)

MHOL B How F

SPOOL e—
HO

T " ’ T

SPOOL - Document is spooled for processing and will process as soon as a device is
available. An entry can be placed on HOLD by right clicking on status field.

8 Verify that the PCGenesis report was spooled to the printer.

The following screen displays:

| . Settings (*Refresh [ZIFile 5 Archive Files [ Exit i About 143 Queued Files

File Name Size | User Device Class | Copies| Disp Form Status Date * | Information Output
KAUCTPRINT'HDODPRTWPSCNOOOD4 |366 | DOCHALA om A 1 REQUEUE 000 HOLD 06/04/18(09:18) P
KAUCTPRINT\ZDODPRTWPSCNODD4 | 2027 | DOCHALA 001 A 1 REQUELE 000 HOLD 06/04/18(09:18) P
KAUCTPRINT\HDODPRTWPSCNDOD4 | 1826  DOCHALA 001 A 1 REQUEU EP 06./04,/18(09:18) P
KAUCTPRINT'HDODPRTVWPSCNOOOD4 | 2430 | DOCHALA om A 1 REQUEUE HOLD 06/04/18(09:18) Print Completed Succe... |P
KAUCTPRINT'HDODPRTWPSCNOOO3 | 2600 | DOCHALA om A 1 REQUEL HOLD 06/04/18(09:18) P
KAUCTPRINT\H#DODPRTWPRNTOO03 A 1 REQUEL!_ .,SE(;RATCH HOLD 06/04/18(08:59) P
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Ste

Action

To change the Disposition of a print file:

The disposition of a print file can be changed by right clicking on the disposition (Disp)
field for the print file and selecting the desired option.

Disposition, valid values are:

SCRATCH - After printing or emailing, the document entry will be removed from the print
queue and the file on the disk will be scratched.

KEEP - After printing or emailing, the document entry will be removed from the print
queue. The document on the disk will not be scratched.

REQUEUE - After printing or emailing, the document entry will remain in the print queue
in HOLD status and the file on the disk will be not be scratched. The entry status will be set
back to HOLD after printing or emailing.

Disp Form
REQUEUE | 00D
REQUEUE | 00D

m KEEP

REQUEL
. REQUEUE

REQUEL
SCRATCH

REALIFL

The following screen displays:

| . Settings (Refresh [1File I ArchiveFiles [ Bt  igh About 142 Queued Fies DOCHALA
| Size | User | Device | Ciass | Copies| Disp | Form | Status | Date | Information | Output

File: Name:

KAUCTPRINT\#DODPRT\PSCNODMA 2007 | norwial o 1 REQUEUE 06/04/18(09:18) P
KAUCTPRINT\#DODPRT\PSCNO] 001 L REQUEUE | 000 HOLD | 06/04/12(09:18) P
K:\UCTPF{INT\ﬁDODF‘F{T\PSCNDDI Remoe 001 A 1 REQUELE | 000 HOLD  |D6/04/13(09:1%) | Print Completed Succe... |P
KAUCTPRINT\#DODPRT\PSCNDO| e o0 L REQUEUE | 000 HOLD | 06/04/18(09:18) P
KAUCTPRINTW#DODPRT\PRNTOY E"‘ai_' o0 L REQUEUE | 000 HOLD | 06/04/18(08:59) P
K:\UCTPRWTWDODPRT\PHNT% o0 a1 REQUEUE | 000 HOLD | 06/04/18(08:59) | Print Completed Succe... |P

Georgia Department of Education
December 6, 2018 ¢ 10:31 AM e Page 8 of 30
All Rights Reserved.



PCGenesis Technical System Operations Guide

10 File options:

The file options can be selected by right clicking on the file name (File Name) field for the
print file and selecting the desired option.

Valid options are:

DELETE - You can delete a print file from the queue by right clicking on the filename and
selecting Delete. If you select Delete, the entry will be removed from the queue and the file
is deleted from the disk.

REMOVE - You can remove a print file from the queue by right clicking on the filename
and selecting Remove. If you select Remove, the entry will be removed from the queue, and
the file is not deleted from the disk.

DETAIL INFO - You can view a detail log of the print file by right clicking on the
filename and selecting Detail Info. By selecting the Detail Info option, you can view the
detailed log regarding the selected file.

EMALIL - You can email a print file from the queue by right clicking on the filename and
selecting Email. You can email the document(s) directly from queue or Archive Folders by
selecting the Email option. The sender’s email address is automatically defaulted to the
user’s email address defined in User maintenance. The print file will be emailed in PDF
format. You can enter the email address of recipient or select from the list of groups
previously defined. If no subject or message is entered, the program will default to standard
subject and message defined in the control file. If the Requeue option is checked, the
program will requeue the document after emailing. If Email Password is checked, the
program will send a separate email with the password to all recipients.

ARCHIVE - You can archive a print file from the queue by right clicking on the filename
and selecting Archive. You can modify the filename for the archive, retention days and
retention version. Also, you can select to remove the file from print queue after archiving.

If multiple files are selected for archiving, program will display Multiple Files Selected. To
select multiple files to archive from the print queue, select the files you wish to archive,
right click, and select Archive. The maximum number of files which can be selected for

archiving is 100.
i KAUCTPRINTWHDODPRT\PSCNODRA__ 2027 _ Dnchisl &

] KAUCTPRINT\#DODPRT\PSCNOG Doiete
IK\UCTPRINTDODPRT\PSCNOY| " =™o¥E
{K\UCTPRINT\DODPRT\PSCND| D=t Infe
TK\UCTPRINTWDODPRT\PRNTO] ==

! \ ) Archive
[KAUCTPRINT\#DODPRT\PRNTO

11 Displaying the Print File:

You can display the PCGenesis reports in the print queue by double clicking on the
filename. The VerraDyne Print Manager will display the file in pdf format as shown below.
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The following screen displays:

File Edit View Window Help

Home Tools PRNTO003@@180...
B édBEXRQA DO k O® =z« - m BB T © &

1 : B ¥ 4
RELORT DATE 06,/04/18 DEDUCTION CODE LISTING AGE 1

EMPLR FROC TYPES  EMPIR

DESCRIPTION VENDOR FUND DRGM IND SDHABKYQP  EMT/BCT

FRINGE . 000000 000 0000 00000

EMELOYEE AWNUITY 00. 000000 133 93930 00000

EMPLOYEE 2ND ANNUITY : 000000 133 9380 00000

FED W/E TRX i 004727 133 9330 00000

GA IRCOME TARX - 000009 199 93480 Q00000

NONCERTIFIED MERIT . 004863 199 00000

CERTIFIED MERIT . 000002 159 00000

VENDOR 002488 - 00z488 20000

VENDOR 000339 . 000895 00000

I-VNDR 000005 . I 000005 00000

I-VNDE 000006 : 000006 00000

I-VNDE 004603 : 004603 00000

VENDOR 004373 - 004373 Q0000

VENDOR. 000012 . 000012 00000

VENDOR. 000016 . 000016 00000

COURT W/E G 000000 00000

COURT W/E G 000000 00000

COURT W/H k= Q000000 00000

COURT W/E G 000000 00000

VENDOE. 000005 000005 00000

CUNION 001001 C 001001 20000

VENDOR 003960 . 003360 00000

VENDOR 003702 . 2 003702 00000

COURT W/E 2 G 000000 00000

I-VNDR 003702 I 003702 00000

CCURT W/H f=} Q000000 Q0000

COURT W/E G 000000 00000

COURT W/E G 000000 00000

> VENDOR. 000110 o e 00000

COURT W/H B 000000
VENDOR 004085 - 004085
VENDOR 001975 . 001975
VENDOR 004834 . 0048594
VENDOR 005347 - Q05347
COURT W/H 000000
COURT W/H 000000
COURT W/H 000000
VENDOR 003909 003909
COURT W/H Q00000
BOAZRD MEMBER MERIT 005673
COURT W/H 000000
I-VNDR 005945 Q05345
005945 005945
005945 005945
005946 005946
005947 005947
Q05948 - Q05348
005949 . 005949
005949 . 005949
005949 . 005949

00000
00000

GG 616160

0
0
0
0
1]
0
0
1]
0
0
0
0
1]
0
0
0
0
1]
0
0
Q
0
0
0
0
1]
0
0
0
0
1]
0
0
Q
0
0
0
0
1]
0
0
o
0
0
0
0
Q
0
0
0

T T T T ) T T T T T O T T T T T T O T D T T T O S O S

PCGenesis Report Displayed in PDF Format

tep Actio

12 Exit the PCGenesis application.

13 Verify the PCGVQUE shortcut on the desktop:
Access the VerraDyne Print Manager from the desktop icon.

From the user’s workstation double-click the PCGVQUE icon:
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The following screen displays:

Step Action

14 The PCGenesis user should enter their PCGenesis credentials. Enter the PCGenesis User 1d
and Password.

15 Select III (OK).
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The following screen displays:

. Settings  (Z'Refresh  [ZFile I ArchiveFiles T Bxit i About 115  Queued Files DOCHALA
File: Name Size | User Device Copies| Disp Status | Date

KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 1 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 1 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTVO10 | 1138 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE 06/01/18(13:58)
K:AUCTPRINT\FARPMTH\MRPTEQ30 | 67010 | DOCHALA 001 REQUEUE 05/01/18(13:58)
K:\UCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA o1 REQUEUE 05/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTEOTD |639... |DOCHALA o1 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO30 |66253 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO20 DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO10 |232... |DOCHALA 001 REQUEUE 06/01/18(13:58)
K:A\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE 06/01/18(13:55)
KA\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE 06/01/18(1347) | Print Completed Successf
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE 06/01/18(13:37)
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE 06/01/18(13:36)
K:AUCTPRINT\#DODPRT\PSCNODD3 DOCHALA 001 REQUEUE 05/01/18(13:34)
K:A\UCTPRINT\#DODPRT\PRNTO002 DOCHALA o1 REQUEUE 05/01/18(13:33)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA o1 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTED30 DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA 001 REQUEUE 06/01/18(13:25)

o
i

g|8 88 888888888888 E8E8E88EE8EEE]Y

The items in the print queue will be system specific.

Step  Action

16 Repeat Steps 5 — 11 to ensure access to the VerraDyne Print Manager from the desktop icon.
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Procedure B: VerraDyne Print Directories

The VerraDyne Print Queue manages PCGenesis report files differently than in the past. Before, all
PCGenesis reports were stored in the K\SECONDWnnnPRT directories. Now, the VerraDyne Print
Queue monitors two sets of print directories: The Spool Directory and the Print Directory.

¢ The Spool Directory is where PCGenesis creates the reports:
+  K\SECONDWDODPRT

¢ The Print Directory is the directory where the Print Manager stores the reports in the print queue:
» For example, the Print Directory may be KA\UCTPRINT\DODPRT

» The VerraDyne Print Queue Service will MOVE the PCG reports from the Spool Directory
located in K:\SECOND to the Print Directory located in KN\UCTPRINT

 If there is an existing print file with the same name as a new print file, the VerraDyne Print
Queue Service will rename the file and append a date/time stamp

Mew Volume (K:) » JUCTPRINT) » #DODPRT

Mame Date mccﬁ;"iecl Type Size

_| PRNTOD0O@@171025_0940025 10/25/2017 9:40 AM  File 31 KB

__| PRNTOD00@@170830_1503056 8/30/2017 :03PM  File 6 KB

__| PRNTDD00@@170830_1433015 File 14KB

__| XFER0ODD@@170825_1435011 File 2KB

__| XFER0ODD File 2KB

L] PRNT0D00@ @170825_0912036 Eile 2 KR

|| PRNTO000@@170825_0905036 Print Directory:

|| PRNT0D0O

£ PRNTO003@@170824_1142010.PDF * Notice the print files will reside in UCTPRINT
|| PRNT0003@ @170824_1142010 * Notice the file name may be changed and the
|| PRNT0003@ @170824_1137006 date/time stamp may be appended to the

_| PRNTODD2@@170824_0946018 name

|| PRNT0DD3 8/24/2017 9:20 AM File 14 KB

|| PRNTODD2 8/24/2017%:28 AM  File 14KB

IMPORTANT NOTE: Before, users would sometimes store personal spreadsheets, etc in their print
spool directory in K:\SECONDWxxXPRT. (xxx is the three character PCGenesis user ID.) This causes
problems with the VerraDyne Print Spooler. Therefore, advise all PCGenesis users to not save any
miscellaneous files to the K\SECONDWxxxPRT directories. The print spool directories are used by
the system to temporarily contain PCGenesis reports created by the system and should be used for no
other purpose.
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Procedure C: Sorting Entries in the VerraDyne Print

Queue

The data in the print queue can be sorted by any column at the top of the print queue screen. Click on
the column heading to sort the report entries in ascending / descending order.

File Name Size
KAUCTPRINT'HSPLPRTWUTILLOG. . | 38674
KAUCTPRINT\H#SPLPRTWREOGOOD... | 16405
KAUCTPRINT'WHSPLPRTNREOGE@... | 16409
KAUCTPRINTWHSPLPRTWUTILLOG .. | 593
KAUCTPRINT\HSPLPRTWUTILLOG. . | 10578
KAUCTPRINTWESPLPRTWUTILLOG .. | 4276
KAUCTPRINT\HSPLPRTNREOGR@... | 16413
KAUCTPRINTWHSPLPRTWUTILLOG .. | 8331
KAUCTPRINT'WHSPLPRTNREOGE@... | 16409
KAUCTPRINT\HSPLPRTWUTILLOG. . |4276
KAUCTPRINT'HSPLPRTWUTILLOG. . | 2758
KAUCTPRINT\ESPLPRTWWUTILLOG. .. | 2451
KAUCTPRINTWHSPLPRTWUTILLOG .. | 15523
KAUCTPRINT\HSPLPRTNREOGR@... | 16413
KAUCTPRINTWDODPRTWPRNTO0D... | 31682
KAUCTPRINT\HDOEPRT\PRNTO001 | 115
KAUCTPRINT\HDOEPRTWPRNTODOD | 31682
KAUCTPRINT'HDOEPRTVARPTO003 | 1559
KAUCTPRINT\HDOEPRTVARPTO001 | 1558
KAUCTPRINT'EDOEPRTVARPTOO00 | 371
KAUCTPRINT\HDOEPRTV\ARPTO00Z | 1559
KAUCTPRINTWESPLPRTWREOGDO46 | 16411
KAUCTPRINT\HSPLPRTNREOGDO23 | 16375
KAUCTPRINTWHSPLPRTVREOGDOT7 | 16598

.. Settings CRefrsh ElFile  &f Exit t'About

User

DIANE OCHALA
DIANE OCHALA
DIANE OCHALA
DIANE OCHALA
DIANE.OCHALA
DIANE OCHALA
DIANE.OCHALA
DIANE OCHALA
DIANE.OCHALA
DIANE OCHALA
DIANE OCHALA
DIANE OCHALA
DIANE OCHALA
DIANE.OCHALA
DIANE OCHALA
DIANE.OCHALA
ADMINISTRATOR
ADMINISTRATOR
ADMINISTRATOR
ADMINISTRATOR
ADMINISTRATOR
ADMINISTRATOR
DIANE.OCHALA
DIANE OCHALA
DIANE.OCHALA

Device
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285
HP-2285

R R R o o o o e o e o o o e P R o e

fm
4

123 Queued Files
Copies| Disp Form Status Date. Information Qutput

VerraDyne Queue Manager

REQUEUE LANDSCAPE HOLD
REQUEUE LANDSCAPE
REQUEUE LANDSCAPE
REQUEUE

40) | Email Emor KAUCTQUE... E

The data in the print queue can be sorted by any
column at the top of the screen. Click on the column
heading to sort ascending / descending order

 File Name

+ Size
 User

* Device

* Class

» Copies

» Disposition
* Form

* Date

+ Status

The selected Sort option is saved and remembered by user id when oY Bt (Exit) is selected on the
menu bar. The system will remember the user’s sort settings every time the user logs into the system.

If you wish to reset the column sort, click  3&tings. (Settings) on menu bar, and select the

| (Clear Sort) option, as shown below.

order.

¥ setings [CTR

Set Filter
Clear Filter

T

If the PCGenesis reports do not appear to be sorted correctly, always start by selecting the Clear Sort
option before clicking on a column heading to sort the entries. The data in the print queue can be sorted
by any column at the top of the screen. Click on the column heading to sort ascending / descending
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Procedure D: Refreshing the VerraDyne Print Queue

The print queue can be refreshed on demand by selecting the Refresh_queue option.

= 1 VerraDyne Queue Manager — O X
DOCHALA B
Class | Copies| Disp Fom Date + | Status | Infomation
Auto Refresh A |1 |REQUEUE  |o00 12/051801:01) | HOLD
CAUCTPRINTY  Reset Layout & [1 [scrarch oo |12/051801:01) |HOLD
CAUCTPRINT\SPLPRT GEALG®181204_01 01:0) |HoLD
cucreanmeseiernreoceesiz o] |f @ PCGenesis report has not appeared in the print Ecn 01 |HoLD
CAUCTPRINT\PCGPRT\CPIR0000@@181203_144 : 1447 |HOLD
C\UCTPRWFCGPmpmm@@wam] queue, select Refresh_queue until the report e
CAUCTPRINTWPCGPRTICPIRIDD@@181203_141] -~ @PPears 1419 |HOLD
CAUCTPRINT\#PCGPRT\CPIR0000@@181203_14 15w - — '8(14:15) lHOLD
CAUCTPRINT\PCGPRT\CPICO000 57006 PCGWHITE 001 A |1 |SCRATCH |00 12/03/18(14:15) | HOLD
CAUCTPRINT\#PCGPRT\CPIR0000@@181203_1413032 ‘15550 lPCGWH\TE .DO'I ‘A l1 ‘SCRATCH ‘DOD ‘12/03/13(14 13) lHOLD
CAUCTPRINT\SPCGPRT\CPIRID00@@181203_1254037 | 55482 PCGWHITE 001 A |1 |SCRATCH  |ooo 12/03/18(1254) | HOLD
C:AUCTPRINT\#PCGPRT\CPIW0000 1093834 |PcawHITE oo A |1 |scrarcH oo 1127031801251 | HOLD
CAUCTPRINT\SPCGPRT\CPIRID00@@181203_1245056 | 624140 PCGWHITE 001 A |1 |SCRATCH |00 12/03/18(1245) | HOLD
CAUCTPRINT\HPCGPRT\CPIR0000@@181203_1244016 ‘522711 lPCGWH\TE .001 ‘A [ 1 ‘SCRATCH ‘000 ‘ 12/03/18(12:44) lHOLD
CAUCTPRINT\SPCGPRT\CPIRD000 622711 PCGWHITE 001 A |1 |SCRATCH |00 12/03/18(1235) |HOLD
CAUCTPRINT\EDODPRT\GROS0000@@181203_1115021 | 44821 | DOCHALA [oo1 A [1 [scrarcH oo 112/03/18(11:15) | HOLD
CAUCTPRINT\SDODPRT\GROS0000@@181203_1111021 | 44945 DOCHALA 001 A |1 |SCRATCH |00 12/0318(11:11) | HOLD
CAUCTPRINT\ZDODPRT\GROS0000@@181203_1105020 | 44104 |DoCHALA 001 'a |1 [scratcH oo 112/03/18(11:05) | HOLD
CAUCTPRINT\SDODPRT\GROS0000@@181203_1057010 | 44937 DOCHALA 001 A |1 |SCRATCH |00 12/03/18(1057 | HOLD
CAUCTPRINT\ZDODPRT\GROS0000@@181203_1045059 | 44937 | DOCHALA [oo1 A |1 |SCRATCH  |ooo 112/03/18(10:45) | HOLD
CAUCTPRINT\ZDODPRT\GROS0000@@181203_1042059 | 44451 DOCHALA 001 A |1 |SCRATCH  |ooo 12/0318(1042) |HOLD
CAUCTPRINT\ZDODPRT\GROS0000 43540 |pocHALA 001 A |1 |ScRATCH  |ooo 112/03/18(10:16) | HOLD
CAUCTPRINT\#SPLPRT\GBAL@@181203_0101016 260 DOE 001 A |1 |REQUELE |00 12/03180101) |HOLD
CAUCTPRINT\ESPLPRT\REOG@@181203_0101006 | 16143 |poE 001 [a [t scratch om0 [12/03180101  |HoLD
CAUCTPRINT\ASPLPRT\GBAL@@121202_0101014 260 DOE 001 A |1 |REQUELE |00 12/02/180101) |HOLD v
< >

If you wish to refresh the contents of the print queue, click ( Refresh (Refresh) on menu bar, and

select the ‘I (Refresh_queue) option, as shown below.

Auto Refresh
Reset Layout
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Procedure E: Display Print Queue Reports in PDF
Format

The VerraDyne Queue Manager allows reports in the print queue to be displayed in PDF format.

. Settings (MRefresh  EIFile  If Bt i) About 123 Queued Files
File Name: Size | User Device Copies| Disp Fom Date ¥
KAUCTPRINT'#SPLPRTWUTILLOG .. | 38674 | DIANEOCHALA | HP-2285 1 REQUEUE  |LANDSCAPE 10/30/17(09:40)
KAUCTPRINT\#SPLPRT\REOGO00... | 18409 | DIANEOCHALA  |HP-2285 1 REQUEUE  |LANDSCAPE 10/30/17(09:40)
KAUCTPRINT\#SPLPRT\REOG@@ .. | 16409 | DIANE OCHALA__LHP-2285 1 BEQUELE I ANDSCAPE 10/30/1209:40)

CTPRINT\4#DODPRT“PRNTOOD... W . -
CLCTPRINT\SSPLPRTWUTILLOG > Double-click File Name:
KAUCTPRINTWHSPLPRTWUTILLOG. .. DIAMNE OCHALA
KAUCTPRINTWESPLPRTWUTILLOG. .. DIANE.OCHALA
KAUCTPRINTWHSPLPRTNREQGE@ .. DIANE OCHALA
KAUCTPRINTWESPLPRTWUTILLOG. .. DIANE OCHALA - o~ ' T

KAUCTPRINT'WHSPLPRTWREOGE@... | 16409 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/2717(01:03) P
KAUCTPRINTWHSPLPRTWUTILLOG... | 4276 | DIANEOCHALA | HP-2285 A 1 REQUEUE LAMDSCAFE HOLD 10/27/17(01:02) P
KAUCTPRINTWHSPLPRTSWUTILLOG .. | 2758 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/2717(01:02) P
KAUCTPRINTWHSPLPRTWUTILLOG... | 2451 | DIANEOCHALA | HP-2285 A 1 REQUEUE LAMDSCAFE HOLD 10/26/17(01:03) P
KAUCTPRINTWESPLPRTSWUTILLOG ... | 15523 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/26/17(01:03) P
KAUCTPRINT'WHSPLPRTNREOGE@... | 16413 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/26/17(01:03) P
KAUCTPRINTWSDODPRTWPRNTOO0... | 31682 | DIANEOCHALA | HP-2285 A 1 REQUEUE HOLD 10/25/17{09:40) P
KAUCTPRINT'WHDOEPRTWPRNTO0O01 | 115 | ADMINISTRATOR |HP-2285 A 1 REQUEUE HOLD 10/25A17(09:37) P
KAUCTPRINTWSDOEPRTWPRNTOO0D | 31682 | ADMINISTRATOR | HP-2285 A 1 REQUEUE HOLD 10/25/17{09:37) P
KAUCTPRINTWYDOEPRTVARPTODO3 | 1553 | ADMINISTRATOR | HP-2285 A 1 REQUEUE HOLD 10/25/17(09:37) P
KAUCTPRINTWDOEPRTVARPTODOT | 1553 | ADMINISTRATOR |HP-2285 A 1 REQUEUE HOLD 10/25/17(09:379) P
KAUCTPRINTWYDOEPRTVARPTOD00 | 371 | ADMINISTRATOR |HP-2285 A 1 REQUEUE HOLD 10/25/17(09:37) P
KAUCTPRINTWDOEPRTVARPTOD0Z | 1553 | ADMINISTRATOR |HP-2285 A 1 REQUEUE HOLD 10/25/17(09:379) P
KAUCTPRINTWESPLPRTAREOGD046 | 16411 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/25/17(09:36) P
KAUCTPRINT'WHSPLPRTWREOGD02S | 16375 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/25/17(09:36) P
KAUCTPRINTWHSPLPRTWREOGDO17 | 16958 | DIANEOCHALA | HP-2285 A 1 REQUEUE LANDSCAPE HOLD 10/25/17{09:36) P o
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180622_0933000.PDF - Adobe Acrobat Reader DC
File Edit Yiew Window Help

Home Tools PRNTOO01@@180.. % @ Sign In
2, = y
BB EQ OO 20| M B OO s=x- R BEAT © ¢
REPCRT DATE: 06/22/2018 09:32:50 FAYROLL ALPEA DESCRIPTION FILE PAGE E]
PROGRAM: PRYDZ00 DIRECT DEPOSIT EANK
TYPE CODE DESCRIPTION ROUTING

DDEE 01 ALLY EANE

DDBE 02 EBE & T

DOEE 03 GECRGIA FEDERAL CREDIT TNION
DOEE 04 WELLS FRRED

S00000019
800000029

DOBE 05 FEGICNS BANKE 900000059
DDBE 06 SEGICNS BANE 4 200000065
TOBE 07 NORTH GEORGIA CREDIT UNION 800000079

DOEE 08 TRUST S00000069
DDBE 0§ TE CRZDIT THION 800030089
DOBE 10 900000109
DDEE 11 S0000011%
DOBK 12 SUNTRUST BANK, NE GEORGIA 800000128
DDEE 13 SCHOOLS FIRST FEDTRAL CREDIT UNION 900000139
DDBE 14 SUNCOAST S00000149

DDBE 15 FENRSANT B2NK 800000159
DDBE 16 WELL3 FRRED-TLORITA 200000169
DOBE 17 800030178
DDEE 13 S00000169
DDBE 1§ 800000185
DDBE 20 800000209
DDEE Z1 S0000021%
DDOBE 22 IARES 800000228
DDEE 23 CREDIT UNION OF GZORGIA 900000239
DDBE 24 EANE OF HORTE GECACIA s00000249
DDBK 25 GE CRPITRL RETAIL EANE 800000259
DDEE € S00000269
DOBE 27 800000278
DOBE I8 S00000ZES
DDBE 25 200000295 a4
DDBE 30 AS30CIATED FED EMP CRED UNION S00000308
DOBE 31 ATHENS FIRST BANKD END TRUST 900000319
DDEE 32 TARMERS STATE BANK S00000325

Double-click File Name:

Allows the PCGenesis report to be displayed in

DOBE 50

DDBE 51 EANE OF BMERICR-TR 800000519
DDEK 52 CAEITAL ONE 380 900000529
DDBE 53 FULTCH TEACHERS CREDIT UNION s00000529

SUNTUST 900000549
WELL3 ERRED 2 S0000055%
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Procedure F: Spool PCGenesis Reports

PCGenesis reports will be created in the VerraDyne Queue Manager in HOLD status.
To Spool a print file:

] VerraDyne Queue Manager = [ = -
. Settings (C'Refresh [EIlFile  l ArchiveFiles [ Exit gy About 3% Queued Files DOCHALA

File Name | Size | User | Device | Class ‘ Cnpial Disp | Form | Date ¥ | Status | Informatian ~

KAUCTPRINT\#DODPRT\PRITON 230 1 |SCRATCH 05/23/18(15:20) F

KAUCTPRINT\SPLPRT R Delets 001 A 1 |REQUEUE |om0 05/23/18(01:03) HOL. HOLD

KALCTPRINT\EDODPRT\A Remove JALA 001 A 1 SCRATCH | 000 05/22/18(10:32) HmL‘:ij,m#I

KAUCTPRINT\#DODPRT\F| Detadlinig 1ALA 007 A 1 |scratch [omo 05/22/18(10:31) | HOLD /] \\

KAUCTPRINT\#DODPRT\F| Email 1ALA 001 A 1 |scratcH [om srzz003) oo | ff N

KAUCTPRINT\EDODPRTVH Archive IALA 001 A SCRATCH | 00D usrzz1g0a0) [vow | ff N\

KAUCTPRINT\#DODPRT\ANNUOIDD (363 | DOCHALA 001 A 1 |scRatcH [omo 05/22/18(10:30) | HOLD N\,

KAUCTPRINT\#DODPRT\PRNTO0D |31976 | DOCHALA 007 A : : ] ~

KAUCTPRINT\#SPLPRT\REQG 16695 | DOE 001 A RIght—Clle on the Status field allows the user =

ST . e = - to HOLD or SPOOL the PCGenesis report

KAUCTPRINT#SPLPRTVREOG 16697 | DOE o1 A FEQUECE 000 LUTALZAL: (1) )

KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A 1 |RequEuE |om 05/18/18(01:02) | HOLD

KAUCTPRINT\ADODPRT\PSCNODOD |2702 | DOCHALA 001 A 1 |scratcH [omo 05/17/18(13:25) |HOLD | Prirt Completed Successfully @ 05-17-2018 13:29

KAUCTPRINT\#SPLPRT\REOG 16657 | DOE 001 A 1 |Requeue [omo 05/17/18(01:03) |HOLD

KAUCTPRINT\#DODPRT\PRNTO00T |8630 |DOCHALA 001 A 1 |Reaueue |om 05/16/18(15:00) | HOLD

KAUCTPRINT\#DODPRT\PRNTO00D |31376 | DOCHALA 001 A 1 |Reaueue [om 05/16/18(15:00) | HOLD =

KAUCTPRINT\#DODPRT\ANNUOIDD [863 | DOCHALA 001 & 1 |Reaueue [om 05/16/18(15:00) | HOLD

KAUCTPRINT\#DODPRT\PRNTO00D | 13389 | DOCHALA 001 A 1 |RequEuE [om0 05/16/18(14:42) |HOLD | Print Completed Successfully @ 05-16-2018 14:43

KAUCTPRINT\EDODPRT\BALROODO |182... |DOCHALA 001 A 1 |Reaueue [om 05/16/18(14:27)  |HOLD | Print Completed Successfully @ 05-16-2018 14:32

KAUCTPRINT\#SPLPRT\REOG 16699 | DOE 001 A 1 |RequEue [om 05/16/18(01:02) | HOLD

KAUCTPRINT\#DODPRT\PRNTO00D |2076% |DOCHALA 001 A 1 |scratcH [omo 05/15/18(1355) |HOLD | Prirt Completed Successfully @ 05-15-2018 14:13

KAUCTPRINT\#DODPRT\PRNTO00D |3630 |DOCHALA 001 A 1 |Requeue |omo 05/15/18(13:42) | HOLD

KAUCTPRINT\#DODPRT\PRNTO00D |8630 | DOCHALA 001 A 1 |RequUEUE [om0 05/15/18(1321) |HOLD | Print Completed Successfully @ 05-15-2018 13:34

KAUCTPRINT\#SPLPRT\REOG 16695 | DOE 001 A 1 |RequEue [om 05/15/18(01:03) | HOLD

KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A 1 |Requeue |om 05/14/18(01:03) | HOLD v

STATUS: This field displays the status of the print file.
Valid values are:

HOLD - Document is on hold and will not be printed or emailed until it is released. To release the
SPOOL |

document, right click on the Status field for the print file and select the |
(Spool) option.

Status Date o b

HOLD 06/04/18(09:18)
HOLD 06/04/18(09:18)
m. HOLD I
HOL.

HO

S5PO0OL <

1 w Cl 1

SPOOL - Document is spooled for processing and will process as soon as a device is available. An entry
can be placed on HOLD by right clicking on status field.

Refer to Proceudure J: Automatically Set Payroll Reports, Vendor Check Reports and Monthly
Financial Reports to ‘Requeue’ for a discussion of the disposition of a printed file.
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Procedure G: Display Detail Information

The VerraDyne Queue Manager keeps a detail log for every entry in the print queue.

ElFile & ArchiveFiles [} Ext ) About
| Siza | User | Device

. Settings c Refresh

+ | Status | Information

A |1  |REQUELE 000 AL L B
[ | seoot |
KAUCTPRINT\#DODPRTA| 1ALA 001 A |1 |scratcH |ooo 05/22/18(10:32)  |HOL
KAUCTPRINT\EDODPRTVH Detail Info 001 A SCRATCH | 00D 05/22/1810:31)  |HOLD
ﬂ PR e P PP

KALCTPRINTDODPRTVA Emai AN
KAUCTPRINT\#DODPRT'H Archive IALA M —

e T AT T r—r Right-click on the File Name allows the user
KAUCTPRINT\SDODPRT\PRNTO000 | 31976 | DOCHALA 001 to dis play: _
KALUCTPRINT#SPLPRT\REOG 16695 | DOE 001 A =
KAUCTPRINT#SPLPRT\REOG 16693 | DOE 001 A

Emins =i i | Detiio(adtiogiomaton |
KAUCTPRINTSPLPRT\REOG 16897 | DOE 001 A .

KAUCTPRINT#SPLPRT\REOG 16693 | DOE 001 A 1 |REQUEUE |00 D5/18/18(0102) | HOLD

KAUCTPRINTDODPRT\PSCNOO0D |2702 | DOCHALA 00 A 1 |scRatcH [ooo 05/17/1812:29) |HOLD | Print Completed Successfully @ 05-17-2018 1328
KAUCTPRINTWSPLPRT\REOG 16657 | DOE 001 A 1 |RequEue [ooo D5/17/1801:03) | HOLD

KAUCTPRINTWDODPRT\FRNTOU01 |8630 | DOCHALA o0t A 1 |REQUEUE |00 D5/16/18(1500) | HOLD

K\UCTPRINTDODPRT\FRNTOO00 | 31576 | DOCHALA o0t A 1 |REQUEUE |o0D D5/16/18(1500) | HOLD

KAUCTPRINT\#DODPRT\ANNUODD A 1 |RequEuE [oo0 05/16/18(15:00) | HOLD

KAUCTPRINTDODPRT\FRNTO000 A1 |REQUEUE |000 05/16/18(14:42) |HOLD | Print Completed Successfully @ 05-16-2018 14:43
KAUCTPRINT\DODPRT\EALRODDD A 1 |REQUEUE |00 D5/16/18(1427) |HOLD | Print Completed Succsssfuly @ 05-16-2018 14:32
KAUCTPRINT#SPLPRT\REOG A 1 |RequEue |00 D5/16/18(0102) | HOLD

KAUCTPRINT\#DODPRT\PRNTO000 A 1 |SCRATCH |ooD 05/15/18(13:55) |HOLD | Print Completed Successfully @ 05152018 14:18
KAUCTPRINT#DODPRT\PRNTO000 A1 |REGUEUE |000 D5/15/18(1342) | HOLD

KAUCTPRINTWDODPRT\PRNTO000 A 1 |REQUEUE |00 D5/15/18(1321) |HOLD | Prit Completed Succsssfuly @ 05-15-2018 13:34
KAUCTPRINT#SPLPRT\REOG A 1 |RequEue |00 D5/15/18(01.03) | HOLD

KAUCTPRINT\#SPLPRT\REOG A 1 |REQUEUE |00 05/14/1801:03) | +oLD v

FileName: KAUCTPRINTAHEDODPRTVWPRNTO000@&171030_0940041
DIANE OCHALA
HP-2285
LANDSCAPE
13989

User:
Device:

Form:

Class: A

Size: Copies:

2017/10/20 10:44 DIANE.OCHRLZ (Queues) File Released
2017/10/30 10:01 DIANE. CQCHALL (Queue) Document status changed to be Emailed to
2017710730 10:00 DIAME.COCHALR (Queues) File Regqueued On Printer: HP-ZZ85 Using F
2017710730 10:00 DIANE . OCHALZ (Gueue) File Released

2017/10/30 10:00 DIANE.OCHRLER (Queue) Changed To Print Only
2017/10/30 03:59% DIANE OCHALL (Queus) File Released
2017/10/30 05:40 DIANE . OCHALA (Queue) File added to Queue

RN

Detail Info:

Displays screen itemizing each action related to
the print file
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Procedure H: E-mail PCGenesis Reports

The VerraDyne Queue Manager allows reports in the print queue to be e-mailed in PDF format.

. Settings (MRefresh [CIFile o ArchiveFiles [ Bt () About 29 Queued Fies DOCHALA
File Name | Siza | User | Device | Class | Copies| Disp | Form | Date + | Status | Information ~

DOD 00 000 0 0
KAUCTPRINTWSPLPRT\RY  Delete 001 A 1  |REGUEUE 00D 05/23/1801:03) | HOL ,.L|
KAUCTPRINTWDODPRT\ Removs 1ALA 001 A |1 |scratcH [omo e R [ e |
KAUCTPRINTWDODPRT|  Deteilinfo 001 A |1 |scratcH om0 05/22/1810:31)  |HOLD
KAUCTPRINTWHDODPRT'A Emai 001 A SPESTP YT

Archive o —— . . .

e oo e wies s Right-click on the File Name allows the user to:
KAUCTPRINT\#DODPRT\PRNTO0D0 | 31376 | DOCHALA 001 A _
KAUCTPRINTWSPLPRT\REOG 16895 | DOE 001 A . . =
KAUCTPRINTWSPLPRT\REDG 16693 | DOE 00 A
KAUCTPRINTWSPLPRT\REOG 16693  DOE 001 A g
KAUCTPRINTWSPLPRT\REOG 16897 | DOE 001 A 1 |REGUELE 000 05/19/18(01:02) | HOLD
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A 1 |REGUEUE 000 05/18/18(0102) | HOLD
KAUCTPRINT\#DODPRT\PSCNDOOD | 2702 | DOCHALA 001 A |1 |scratcH ooo 05/17/18013:28)  |HOLD | Print Complsted Successfully @ 05-17-2018 13:28
KAUCTPRINTWSPLPRT\REOG 16697 | DOE 001 A 1 |REGUELE om0 05/17/18(01:03) | HOLD
KAUCTPRINT\#DODPRT\PRNTOOD! |8630 |DOCHALA 001 A |1 |ReauelE |00 05/16/18(15:00)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 31376 | DOCHALA 001 A |1 |reaursE o0 05/16/18(15:00)  |HOLD
KAUCTPRINT\#DODPRT\ANNUGOOD |863 | DOCHALA 001 A |1 |meaueue o0 05/16/18(15:00)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 13359 | DOCHALA 001 A |1 |reauete o0 05/16/18(14:42) |HOLD | Print Completed Successfully @ 05-16-2018 14:43
KAUCTPRINT\#DODPRT\BALRDDDD | 182.. | DOCHALA 001 A |1 |recuete om0 05/16/18(14:27) |HOLD | Print Completed Succssefully @ 05-16-2018 14:32
KAUCTPRINTW#SPLPRT\REOG 16695 | DOE 001 A 1 |REGUELE 000 05/16/18(0102) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 20769 | DOCHALA 001 A |1 |scRatcH o0 D5/15/18{13:55)  |HOLD | Print Completed Successfuly @ 05-15-2018 14:13
KAUCTPRINT\#DODPRT\PRNTO000 |8630 | DOCHALA 001 A |1 |reuete oo 05/15/18(13:47)  |HOLD
KAUCTPRINT\YDODPRT\PRNTO000 |8630 |DOCHALA 001 A |1 |recuete om0 05/16/18(12:21) |HOLD | Print Completed Succssefully @ 05-15-2018 13:34
KAUCTPRINTW#SPLPRT\REOG 16895 | DOE 001 A 1 |REGUELE 000 05/15/18(0103) | HOLD
KAUCTPRINTW#SPLPRT\REDG DOE 001 A |1 |reaueoe oo 05/14/180109 | HOLD v

Send  Cancel

From: |DOCHALA@DOE.K12.GA.US | Attachment: [PRNTO000@@171030_0940041

To: '.rncarthur@dcn.\ i ~e_ V| ¥ Requeve Pdf Password: I:I [ Email Password
|te5ting e-mail feature of new prirt queue \\ |

N

testing e-mail feature of new print queue \

Email Dialog:
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Developer McAfee E-mail Scan

%IQHOFE x @ @ Q ar\.ﬂeeting

&Junkv Delete Reply Reply Forward % Maore =
All

Delete Respond

(23 GAsBO 3 [ Rules~ (3 Mark Unread 3:#) # O
I%-

i) To Manager @ OneNote | B Categorize * A
. _ Move Translate Zoom
(34 Team E-mail - = Actions = | ¥ Follow Up - s~

Quick Steps Move Tags 7 Editing Zoom

From: | DOCHALA@DOE.K12.GA.US
To: || Diane Ochala

Cc

Subject: PCGenesis Report

sent:  Thu 8/24/2017 12:08 PM

=L PRNTO003@ @170824_1142010.PDF (50 KB}

NS

This report comes from the PCGe
shared indiscrimately with other per:

Email:

. This e-mail may contain sensitive information and should not be
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Procedure I: Archive PCGenesis Reports

The VerraDyne Queue Manager allows users to permanently archive their PCGenesis report files. The

VerraDyne Queue Manager archives PCGenesis reports to the Archive Directory. The user will be
able to archive reports to specific archive directories, based on individual users or file types. The user

will be able to to view, rename, or requeue the archived files. A full audit tracking log of each archived
PCGenesis report will be available, detailing when the report was viewed, requeued, renamed, e-mailed,

and/or printed.

The VerraDyne Queue Manager allows reports in the print queue to be archived in PDF format.

£ VerraDyne Queue Manager == -
. Settings c Refresh ] File E Archive Files [ Exit ﬁAhou{ 3%  Queued Files DOCHALA
File Name | Size | User | Device | Class ‘ Copc&i| Disp | Form | Date x | Status | Information ~
KALCTPRINT\DODPRT\PRYTONIN |22 DOCE 1 SCRATCH 05/23/18{15:20) W oo F
KAUCTPRINT\#SPLPRT\R| Delete 001 AN REQUEUE 00D 0523180109 | RO
KAUCTPRINT\HDODPRT A Remous 1ALA 001 A 1 SCRATCH  |000 0s/22/1801032)  |HOLb— |
KAUCTPRINT\EDODPRTVH Detail Info IALA 001 A SCRATCH | 00D 05/22/1810:31)  |HOLD
KAUCTPRINT\DODPRTVH Emai 1ALA 001 Ap PSP PSP A
Archive | |
KAUCTPRINTEDODPRTVA e A A . .
Right-click on the File Name allows the user to:
KAUCTPRINT\#DODPRT\ANNUOODD 263 | DOCHALA 001 =
KAUCTPRINT\ADODPRT\PRNTO000 | 31976 | DOCHALA 001 A
KAUCTPRINT\#SPLPRT\REOG 16695 | DOE 001 A A 3 =
. rchive the PCG report
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A Y
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A REQUEUE 00D 05/20/18(01:03)  |HOLD
KAUCTPRINT\#SPLPRT\REOG 16697 | DOE 001 AN REQUEUE 00D 05/19/18(01:02)  |HOLD
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 AN REQUEUE | 00D 05/18/18(01:02) |HOLD
KAUCTPRINT\#DODPRT\PSCNDOOD (2702 | DOCHALA o0 A SCRATCH | 00D 05/17/18(13:25) |HOLD | Print Completed Successfully @ 05-17-2018 13:29
KAUCTPRINT\#SPLPRT\REOG 16897 | DOE 001 AN REQUEUE 00D 05/17/1801:03)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO001 |8630 | DOCHALA 001 A REQUEUE | 00D 05/16/18{15:00)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 31576 | DOCHALA 001 A REQUEUE | 00D 05/16/18{15:00)  |HOLD =
KAUCTPRINT\#DODPRT\ANNUOODD |863 | DOCHALA 001 A REQUEUE | 00D 05/16/18{15:00)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 13989 | DOCHALA 001 A REQUEUE | 00D 05/16/18(14:42) |HOLD | Print Completed Successfully @ 05-16-2018 14:43
KAUCTPRINT\DODPRT\BALRODDD | 182... | DOCHALA o0 A REQUEUE | 00D 05/16/18{14:27) |HOLD | Print Completed Successfully @ 05-16-2015 14:32
KAUCTPRINT\#SPLPRT\REOG 16699 | DOE 001 AN REQUEUE | 00D 05/16/18(01:02)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 20769 | DOCHALA [ A SCRATCH | 00D 05/15/18{1355) |HOLD | Print Completed Successfully @ 05-15-2018 14:19
KAUCTPRINT\#DODPRT\PRNTO000 |8680 | DOCHALA 001 A REQUEUE | 00D 05/15/18(13:42)  |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 |8630 | DOCHALA o0 A REQUEUE | 00D 05/15/18{13:21) |HOLD | Print Completed Successfully @ 05-15-2018 13:34
KAUCTPRINT\#SPLPRT\REOG 16695 | DOE 001 AN REQUEUE 00D 05/15/18(01:03)  |HOLD
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A1 REQUEUE | 00D 05/14/18(01:03) | HOLD v

The PCGenesis report file will be archived to the Archive Name selected in the dialog box. The

Archive Name will default to the user’s archive directory.

g VArchivelList

Archive Cancel

O >

Archive Name: lEI'E:I']

[_] Remove File from Queue

File Name: | PRNT0003@@180622_0952016

Retension Days: 0 Retension Ver:

o |
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¢ The Archive Directory is where the VerraDyne Queue Manager permanently saves the reports:
KAUCTARCHIVEWDODPRT

./ Settings (' Refresh =] File
File Name
CAUCTPRINT\FARPMTH\MRPTV010 | 1138 |DOCHALA
CAUCTPRINT\FARPMTH\MRPTRO10 ‘ 122 lDOCHALA

= | VerraDyne Queue Manager

) Bxit &b About 199 Queued Fies DOCHALA

< | Class | Copies| Disp Fom Date * | Status | Information
1 |REQUEUE 000 |06/22/18114:43)  |HOLD
‘ UEUE 000 06/22/18(14:43) HOLD

To bring up the archive, select « Archive Files

(Archive) from the menu bar

The VerraDyne Queue Manager allows reports in the archive to be displayed in PDF format.

W Archive Folders
O View O Search FJ Exit &) About

) Back Forward [l

l:—’ DOD Document User Ret Days
= DOE MRPTV010 B} DOCHALA 0
. DOCHALA 0
B vreTRO10 .. DOCHALA 0
Bl vreTMOT0 . DOCHALA 0
B vrePTI020 .. DOCHALA 0
From the Archive View, double-click File Name:
* Allows the archived report to be displayed in PDF format
B RFTE020 . DOCHALA 0
B vreTRO10 . DOCHALA 0

Status

Ret Ver

== = Y e R e e [ e R e Y e Y e R e Y = I = )

- O

Date

06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
06/22/2018
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aPRNTDUI]IET\'uTl"lSUSZZ_I]BiiﬂI]I]I].PDF - Adobe Acrobat Reader DC
File Edit Yiew Window Help

Home Tools PRNTOO01@@180.. % @ Sign In
o, = n
BB EQ OO 20| M B OO s=x- R BEAT © ¢
REPCRT DATE: 06/22/2018 09:32:50 FAYROLL ALPEA DESCRIPTION FILE PAGE E]
PROGRAM: PRYDZ00 DIRECT DEPOSIT EANK
TYPE CODE DESCRIPTION ROUTING

DDEE 01 ALLY EANE S00000019

DDBE 02 EBE & T 800000029
DOEE 03 GECRGIA FEDERAL CREDIT TNION e00000039
DOEE 04 WELLS FRRED S00000048
DOBE 05 FEGICNS BANKE 900000059
DDBE 06 SEGICNS BANE 4 200000065
TOBE 07 NORTH GEORGIA CREDIT UNION 800000079
DOEE 08 TRUST S00000069
DDBE 0§ TE CRZDIT THION 800030089
DOBE 10 900000109
DDEE 11 S0000011%
DOBK 12 SUNTRUST BANK, NE GEORGIA 800000128
DDEE 13 SCHOOLS FIRST FEDTRAL CREDIT UNION 900000139
DDBE 14 SUNCOAST S00000149
DDBE 15 FENRSANT B2NK 800000159
DDBE 16 WELL3 FRRED-TLORITA 200000169
DOBE 17 800030178
DDEE 13 S00000169
DDBE 1§ 800000185
DDBE 20 800000209
DDEE Z1 S0000021%
DDOBE 22 IARES 800000228
DDEE 23 CREDIT UNION OF GZORGIA 900000239
DDBE 24 EANE OF HORTE GECACIA s00000249
DDBK 25 GE CRPITRL RETAIL EANE 800000259
DDEE € S00000269
DOBE 27 800000278
DOBE I8 S00000ZES
DDBE 25 200000295 a4
DDBE 30 AS30CIATED FED EMP CRED UNION S00000308
DOBE 31 ATHENS FIRST BANKD END TRUST 900000319
DDEE 32 TARMERS STATE BANK S00000325

DDBE 33
DDEK 34
DDBE 35
DOBE 36
DDEE 37
DDBE 28
DDEK 35
DOBE 40
DDBE 41
DDEE 42

Double-click File Name:

DDEE 41
DDEE 44
DDBE 45
DDBE 46
DDEE 47
DOBE 48
DOBE 4§
DOBE 50

Allows the PCGenesis report to be displayed in PDF

DDBE 51 EANE OF BMERICR-TR 800000519
DDEK 52 CAEITAL ONE 380 900000529
DDBE 53 FULTCH TEACHERS CREDIT UNION s00000529
DOBE 54 SUNTUST 900000549
DDBE 55 WELL3 ERRED 2 S0000055%

W Archive Folders — O X
D View O Search Ff Bxit @) About

i (P Back ) Forward || Folders || [+ _

© DoD Document User RetDays  RetVer  Date
© DOoE 0 0 06/22/2018
| Add to Queue as Spool | 0 0 06/22/2018
Add to Queue As Hold 0 0 06/22/2018
Delete File 0 0 06/22/2018
Detail Info 0 0 06/22/2018
e 0 0 06/22/2018
= 0 0 06/22/2018
Rename/Modify 0 0 06/22/2018
MRPTEQ10 / 0 0 06/22/2018

MRPTBO030
mrereozo | Right-click on the File Name allows the user to:
B vRrpTBO10

* Add to Queue as Spool
Stats | « Add to Queue as Hold
Delete File
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The VerraDyne Queue Manager allows reports in the archive to be renamed to a title that is more
meaningful to the user.

85! Rename Archive File — 0 4

Save Cancel

Folder: CAUCTARCHIVENEDODPRT
Org Name: MRPTVD10
File Type: pdf Archive Name: [DGD W ‘

New File Name: |DETAIL OF INVESTMENT ACTIVITY Juiy 201 |

Ret Days: o | RetVer: [0 |

W Archive Folders - O X
D View O Search [ Bt ) About

) Back ) Forward ||l Folders || [~

5 DOD Document User RetDays  RetVer  Date
© DoE .MRPTHDZ‘[) .. DOCHALA 0 0 06/22/2018
BvreTRO10 . DOCHALA 0 0 06/22/2018
.MRPTMDW . DOCHALA 0 0 06/22/2018
B vreTi020 . DOCHALA 0 0 06/22/2018
.MFIPTJCHD ... DOCHALA 0 0 06/22/2018
BvreTE0D .. DOCHALA 0 0 06/22/2018
.MRPTE{}Z{} ... DOCHALA 0 0 06/22/2018
DETAIL OF INVESTMENT ACTIVITY Juiy 2018 .. JetEIRY 0 0 06/22/2018
MRPTEQ10 ... DOCHALA 0 0 06/22/2018
BvrrTE00 .. DOCHALA 0 0 06/22/2018
.MRPTB{}Z{} ... DOCHALA 0 0 06/22/2018
B vreTa010 .. DOCHALA 0 0 06/22/2018

Status

Georgia Department of Education
December 6, 2018 e 10:31 AM e Page 25 of 30
All Rights Reserved.



PCGenesis Technical System Operations Guide

The VerraDyne Queue Manager keeps track of a detail log for every entry in the archive.

FileMame: k- \wctarch\kitmarch\PRNT0000&& 170828_0845033. pdf

User: KAREN_MCARTHUR

Device: HP-2275

Form: EMAILKAREN

Size: 0 Class: A Copies: 0

2017710730 12:12 DIRNE.OCHALR (Archiwve) File Viewed
2017/10/30 12:0& DIANE OCHRLAE (Archiwve) File Viewed
2017/08/28 08:45 KRREN.MCARTHUR (Queue) File added to Queue

2017708728 0B8:45 ERREN_MCRARTHUR {Archive) File copied to Lrchive

Detail Info:
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Procedure J: Disposition of PCGenesis Reports

Successful printing of payroll, vendor check reports, and financial monthly reports is imperative to
PCGenesis. Most PCGenesis reports are created with a disposition of ‘SCRATCH?’ and are
automatically deleted from the print queue after printing.

Payroll reports, vendor check reports, and financial monthly reports are created with a disposition of
‘REQUEUE’ and are not automatically deleted from the print queue after being spooled to the printer.
Also, the Final Check Register for Manual Checks/Wire Transfers (F1, F4, F9) reports are also created
with a disposition of ‘REQUEUE’.

Since it is very important to print these reports successfully, these reports will be created in the
VerraDyne Queue with the disposition ‘REQUEUE’, allowing the reports to be spooled and respooled
numerous times, if necessary. All other PCGenesis reports will continue to be created with a disposition
of 'SCRATCH..

It is possible for the user to change the disposition of any PCGenesis report to be what the user desires
by right-clicking on the disposition field for a report and selecting either SCRATCH, KEEP, or
REQUEUE.

To change the Disposition of a print file:

The disposition of a print file can be changed by right clicking on the disposition (Disp) field for the
print file and selecting the desired option.

Disposition, valid values are:

SCRATCH - After printing or emailing, the document entry will be removed from the print queue and
the file on the disk will be scratched.

KEEP - After printing or emailing, the document entry will be removed from the print queue. The
document on the disk will not be scratched.

REQUEUE - After printing or emailing, the document entry will remain in the print queue in HOLD
status and the file on the disk will be not be scratched. The entry status will be set back to HOLD after
printing or emailing.

Disp Form
REQUEUE 000
REQLUEUE 000

KEEP
RECLEUE
SCRATCH

REGQUEL

REQUEU
RFOLIFL
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NOTE: Even though the selected reports will be sent to the VerraDyne Queue Manager with a
disposition of ‘REQUEUE’, the reports will only remain in the print queue for 30 days before being
permanently deleted. The VerraDyne Queue Manager constantly cleans up old files and will delete files
from the print queue after 30 days regardless of the disposition of the file.

Procedure K: Printer Icons for Server/\Workstation
Desktop

Two shortcuts are available in the K:\\PCGlcon directory that can be copied to the server desktop and
workstation desktop to allow access to the VerraDyne Queue Manager. The PCGVADMIN icon brings
up the VerraDyne Queue Manager administration module. The PCGVQUE icon brings up the
VerraDyne Print Queue. Both shortcuts will require the user to logon using their PCGenesis logon
credentials.

Step Action

1 Add required PCG shortcuts to server desktop:

»  PCGenensis print spooler administration: K:\PCGlcon\ [ PCGVADMIN
»  PCGenensis print queue: K:\PCGlcon\ [ PCGVOUE

2 Add required PCG shortcuts to workstation desktop:
»  PCGenensis print queue: K:\PCGlcon\ [z PCGVQUE
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The PCGenesis Microsoft® Word Print Queue (accessed via the "& button from any PCGenesis
menu) is compatible with the VerraDyne Print Manager software. The VerraDyne Print Manager
software creates print file names that are long and QWORD has been updated to display the longer
names. QWORD reads the SQL Server database which contains the print files names queued for
printing.

OWORD -- Select File to Print in MSWORD =-[B -
QWORD
Selected Printer: \printservers2285-hpd4 300

Sel Rec User File Size Time Date
[ {037 |DOD |KAUCTPRINTAHDODPRTSANNUOODOT 0K |10:32 0542272018
[ (036 |DOD |K-AUCTPRINTAHDODPRTAPRNTOO01 @@180522_1031059 8K |10:31 0542272018
[ (03% |DOD |KAUCTPRINTAHDODPRTAPRNTO00D®E@]80522_1031059 K |[10:21 0572272018
[ (034 |DOD |KAUCTPRINTAHDODPRTAPRNTO000®E@] 80522 1030059 8K |10:30 0542272018
[ (032 |DOD |KAUCTPRINTAHDODPRT\ANNUODDOD@E] 80522 1030059 0K |10:30 0542272018
[ 7 (032 |DOD |KAUCTPRINTAHDODPRTAPRNTOO0D®E@] 80522 1030049 3K |[10:20 0672272018
[ (026 |DOD |K-AUCTPRINTA#DODPRTAPSCNOOOD 2K |13:29 06A17/72018
[ (024 |DOD |K-AUCTPRINTAHDODPRTAPRNTOOO1 8K |15:00 0551672018
[ (023 |DOD |KAUCTPRINTAHDODPRTAPRNTO000&E@]80516_1500044 31 K |15:00 05/16/2018
[ (022 |DOD |K-AUCTPRINTAHDODPRTSANNUODOD 0K |15:00 05/16/2018
[ (021 DOD |KAUCTPRIMNTAHDODPRTAPRNTO00DEE180516_1442050 13 K |14:42 05/16/2018
[ |020 |DOD |KAUCTPRIMTA#DODPRTABALROOOD 182 K | 14:27 05/16/2018
[ {018 |DOD |KAUCTPRINTAHDODPRTAPRNTO0000E®180515_1355049 20 K |13:55 05/15/2018
[ {017 |DOD |KAUCTPRINTAHDODPRTAPRNTO0D0GE180515_1342032 8K |13:42 05/15/72018
[ |16 |DOD |KAUCTPRINTAHDODPRTAPRNTOOOD 8K |13:21 0541572018

== End of list ===

£

Open M5Word | Browse User Sort | Refresh

® Print-Save (+ MSWord + DOD [+ Mewest + Manual :
" Print-Save " DOE " Oldest " Automatic
= Print-Delete " Label Al " File name
" 3rd Party
*  Delete File(s) | Labels |
Select All | 3rd Party | Save User Options Exit
= Select Boxes for HMultiple File Option 18.02.00
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The updated PCGenesis Microsoft® Word Print Queue allows multiple print files to be processed from
the print queue at the same time. Four buttons work in conjunction with the Sel (Select) check box. The

Open MSWORD button (.Open MSWord |y o print-Save button (- PintSave ) the Print-Delete button
( Print-Delete ) and the Delete Files(s) button (wl) will allow multiple files to be processed at

the same time. A new Select All button (__2¢'®t Ay \will allow all print files to be selected or
deselected at once.

To select a print file or files for deletion or printing, the check box D to the left of the print file(s) must
be selected. When selected, the check box displays a check ( ) to identify the print file’s selection for
up to 29 print files. The multiple file selection feature is not available when there are more than 29 print
files.

Other features include:
e The Select All button (Ml) allows all print files to be selected or deselected at once.

e The Open MSWORD button (* MI) allows the user to view the document(s) in
Microsoft® Word. (The asterisk indicates this function works with the multiple-select feature.)

e The Print-Save button (* = Print-Sa¥e ) 5|ows the user to print the document(s) and then save the
document(s) in the queue. (The asterisk indicates this function works with the multiple-select
feature.)

e The Print-Delete button (* Print-Delete y 5)1o\s the user to print the document(s) and then delete
from the queue. (The asterisk indicates this function works with the multiple-select feature.)

e The Delete File(s) button (* w) allows the user to delete the document(s) from the
queue. (The asterisk indicates this function works with the multiple-select feature.)

e The 3™ Party button (3 Part¥) allows the user to print the document for use by a 3™ party
without any PCL (printer control language) codes.

e The Labels button (ﬁl) allows the user to print mailing labels using the QWord process
on AVERY 5162 label stock.

The PCGenesis Microsoft® Word Print Queue is a powerful feature which allows users to quickly
display and view PCGenesis reports in a readable format in Microsoft® Word. For users who have not
implemented the PCGenesis Word Print Queue, Microsoft® Word macros must be installed on each
user’s individual computer. In order to access the instructions necessary for installing the Microsoft®
Word macros, users may access the following link or call the PCGenesis Help Desk for instructions:

http://www.gadoe.org/Technology-Services/PCGenesis/Documents/Al QWordMacro2010.pdf
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