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Think Outside the Box

 Question the status quo:

 Why are we doing this?

 Who requires it?

 What are we doing with the 

information?

 If we stopped, would it be missed?



Purchase Orders



We are going to take you from this:



To this:

in 50 minutes or less.



Current Process

Purchase Order Form                    
4 part NCR paper

All invoices billed to Central 
Office

Routed via Inter-office mail



New and Improved 

Purchase Order Process



4-part form to EXCEL



Expand the use of EXCEL

PCGENESIS Release – October 16, 2008



Purchase Order Form – Page 1



Import continued

Yellow – template entry Blue – linked to po



Purchase Order Form – Page 1 continued

Account codes and amounts 

are linked from the import 

tab



Import continued



Import continued

Dropdown menus were created for each segment of 

the account code.  Finance controlled the accounts.



Created dropdown menus:

Import and Drop 

Down Menu tabs 

were hidden from 

employees.  Drop 

Down Menu tab was 

locked.



Google:  How to link spreadsheets



“

”

Using formulas in EXCEL, enter “=“, 

then point to the workbook cell.



Templates were setup for:

Schools
Elementary

Middle

High

Departments
Curriculum

Finance

Maintenance & Operations

School Nutrition

Transportation



PCGENESIS IMPORT:



PCGENESIS IMPORT:



PCGENESIS IMPORT:



Employee

• Completes location specific purchase 
requisition

Bookkeeper 
Admin Sec.

• Enters vendor code on import template

• Brief Description

• Accounting codes and amounts

Principal/ 
Director

• Approves P.O. and emails accounts 
payable

Accounts

Payable

• Prints purchase requisition for 
Superintendent or Designee’s signature.

• Saves workbook to import after approval.



Email Process Flow

Email – black lines

Paper – green lines

Dept.

Head/ Grade 
Chair

Bookkeeper/ 
Admin. 

Secretary

Principal/ 
Director

Accounts 
Payable

Superintendent or 
Designee



Invoice Approval Flow continued

Setup a Numbering Machine to 

stamp the PCGENESIS purchase 

order number on the printed PO.



Track purchase order numbers



BILLING

Are all invoices billed 

to central office?



Decentralize the billing

Vendor Billing:

Blank County Board of Education

% Sample High School

100 Main Street

Anytown, GA  30000



Utilize the Facility and Building 

File Maintenance



Fac BldgDesc Addr1 Addr2 City St Zip

103 0
DAWSON COUNTY 
BOARD OF ED     

KILOUGH 
ELEMENTARY            

1063 KILOUGH 
CHURCH ROAD      DAWSONVILLE GA           30534

103 1
% KILOUGH 
ELEMENTARY          

TANYA DAVIS 
706.216.8595      

1063 KILOUGH 
CHURCH ROAD      DAWSONVILLE GA          30534

103 2
% KES 
LUNCHROOM               

ANGELA HOWARD 
706.216.8595    

1063 KILOUGH 
CHURCH RD        DAWSONVILLE GA          30534



Template:



Funding Codes

BUDGET EXPENDITURE



Educate the school bookkeepers 

on Chart of Accounts

Program

•Elementary

•1011

•1021

•1051

•1455

Function

•1000

•2100

•2400

Objects

•430

•610

•810



Accounting Code
YR FUND F PROG FUNC OBJ FAC BLDG ADDT’L

XX XXX X XXXX XXXX XXXXX XXXX X XXXXXX

20 100 0 1011 1000 61000 0189 1 000000

20 Fiscal Year 2 digits

100 Fund 3 digits

0 Filler 1 digit

1011 Program 4 digits

1000 Function 4 digits

61000 Object 5 digits

0189 Facility 4 digits

1 Building 1 digit

000000 Additional 6 digits

Utilize the building 

and additional 

codes.



Building Code Use – 1 digit

1

• Principal

2

• Student 
Information

3

• Curriculum

4

• Student Support

5

• Special 
Education

6

• Human 
Resources

7

• Technology

8

• CTAE

9

• M&O



Additional Code Use – 6 digits

000001

• 21st Century 
Equipment

000002

• Transportation 
Fleet

000040

• Safety 
Upgrades

000017

• SFS Equipment



Internal Controls



As the finance director, are you checking off 

the Selected Payables Report?



What about the agreement of 

Selected Payables and Check Register?



Accounts Receivable



Imports for Receivables

• Regular 

• Large Import



Use RCV Imports For:

 QBE

 Medicaid Payments

 Facility Use

 Gate Workers

 Transportation

 School Invoicing



Why Imports 

for 

Receivables?

 Decentralizes billing for 

receivables

 Faster Data Entry

 Eliminates Errors

 Easy to share

 Email Attachments

 Google Sheets



QBE Import

From This…..
To This…..



Other Misc. Uses
Technology Fee Invoicing for Schools



Invoicing for 

Transportation Svcs.

 Dates Prefilled

 Invoice Numbers Prefilled

 Drop Down Menus Populate

 Revenue sources

 Name

 Contact Info

 Location Codes





Data Validation:

 ”If, Then” Formulas

 Julian Dates

 Facility/Location Codes



Formula Sample

Julian Date:

Joining Julian Date & Facility Code:

If, Then Formulas for Data Validation



Questions?


