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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

Budget Account Master Report Processing:

Budget Account Master Report: The Budget Account Master Report lists school district and system
account activity by individual account activity, or in summary format.

Budget Chart of Accounts: The Budget Chart of Accounts lists school district and system budget
accounts.

Create Budget Master Export File: The Budget Master Account Activity Detail (or Summary) List
allows 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 Budget Master data by using
spreadsheet capabilities. Producing the export file is optional, but the report will always be
produced.

Detail Monthly Estimated vs. Actual Expenses Report: The Detail Monthly Estimated vs. Actual
Expenses Report lists anticipated monthly expenses and actual monthly expenses for comparison.
Print the results by individual account detail or in account summary format.

Revenue Account Master Report Processing:

Revenue Account Master Report: The Revenue Account Master Report lists account activity by
individual account activity, or in summary activity format. When printed in summary format,
PCGenesis includes prior year accounts receivable information closed within the current year. This
information corresponds to both the Revenue Inquiry screen and the General Ledger where
appropriate.

Revenue Account Detail and Summary of Activity Reports: These reports provide revenue account
activity in either detail or summary format. When generated in detail format PCGenesis also
provides prior year receivable, and prior year and current year closing adjustment information.

Revenue Chart of Accounts: The Revenue Chart of Accounts lists school district or system revenue
accounts.

Create Revenue Master Export File: The Revenue Master Account Activity Detail (or Summary) List
allows 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 Revenue Master data by using
spreadsheet capabilities. Producing the export file is optional, but the report will always be
produced.

Detail Monthly Estimated vs. Actual Expenses Report: The Detail Monthly Estimated vs. Actual
Expenses Report lists anticipated monthly expenses and actual monthly expenses for comparison.
Print the results by individual account detail or in account summary format.

Revenue vs. Expense Cash Flow Summary Report: The Revenue vs. Expense Cash Flow Summary
Report allows for a comparison of revenue to its cash flow expenditures by overall summary.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Screen Print: The screen print feature allows the user to obtain a screen print of the account selection
options on various report screens. The screen print feature is available on Budget Master/Revenue

Master report screens which have the @l (F17 — Print Screen) 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: Budget Account Master Report
Processing

Al. Printing the Budget Account Master Report by Detail or
Summary Account Activity

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  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

 lEEE REEE kil REBE i

- - File Reorganization

a7.83.08

Maztur | Voot I

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

Step  Action
1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B8P

Reporting & Closing Henu

FKey
1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

30 | -- Print CS-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Master | V5214 | | 10.03._00

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

Step | Action
2 Select 3 | (F3 - Budget & Revenue Account Master Reports Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B3P

Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

lEbE i3

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

11.83.08

Maztur | Voot I

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

Step | Action

3 For Detail account activity: Select _1_ (F1 - Budget Master: Account Activity Detail
List).
For Summary account activity: Select __2 | (F2 - Budget Master: Account Activity
Summary List).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

For F1 - Budget Master: Account Activity Detail List selections, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND

Budget Detail by Account

=151

ACCTO330

F18 to Enable Range Options
Select a specific account number or

enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
[$.44 = All Years ) htd - &8 h - ¥X
{(X5x = All Funds 3 xix - XXX XXX - XXX
(X = a1l Fiscal ) hd - % b - X
[£.1.4.44 = All Programs ) hh$ - XN hE b - XXX
(KRR = All Functions } REXX - KRXX KERX - KXXX
{RKKYX = All Objects ) hH$ 5t - BEKEY hE b1 - NXEE8
{XXXX = A1l Facilities) XEXX - XXX XENX - KNXX
[ = A1l Buildings } b4 - % h - ¥
(XXXXXX = All Additional) NEXNEE - XENKEX NEKNEE - KXXXXX
Optional Optional Optional

F18 to Enable Range Options

Enter Sequence to be Printed: A {A = Account Humber)
{P = Program)
(F = Function)
{0 = Dbject)
(¥ = Facility & Bldg)

Enter "X next to account exclusions: _  HMon-Expenditure {In-and-0Out Items})

Expenditure (Actual Expenses)

Exclude Accounts with Zero Budget & Activity? N H=Ho, Y=Yes

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit F1 = Select Hultiple Accounts
ENTEV F1 F10 14.82_808
FIS« é
For F2 - Budget Master: Account Activity Summary List selections, the following screen displays:
B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 SY¥ C\DEYSYS C:\SECOND _|5|£|
ACCTA3 A8

Budget Summary by Account

F18 to Enable Range Options
Select a specific account number or

enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years )] X - XX XX - XX
[t 4 = A1l Funds ) bt 11 bt 11
(% = a1l Fiscal ) x - % b - %
(KRR = All Programs ) REXX - KRXX KERX - KXXX
{XEER = All Functions) KEEX - XXEX bt - KXEX
(XXXXX = All Objects )] RRENN - KRNEX hHt - KKXEX
{REER = fAll Facilities) ittt - HREX bt - KRER
(X = nll Buildings )} X - X X - X
{XEXKXR = nll Additionals) REEREE - HEREEX BEERER - KXEEEX
Optional Optional Optional
F18 to Enable Range Options
Enter Sequence to be Printed: A {A = Account Humber)
(P = Program)
{F = Function)
(0 = Object)
(¥ = Facility/Building)
Enter '{' next to account exclusions: _ Hon-Expenditure {In-and-Out Items)

_ Expenditure (Actual Expenses)

Exclude Accounts with Zero Budget & Activity? H H=Ho, Y=Yes

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit
M| R F10

FIS# é

F1=Select Multiple Accounts
14.082.080

Georgia Department of Education
June 14, 2016 ¢ 9:37 AM e Page 6 of 54
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

4 For all account activity: Leave the Select a Specific Account Number or Enter Partial
Selection Criteria fields blank.

For a specific budget account’s activity: Make the appropriate entries within the Select a
Specific Account Number or Enter Partial Selection Criteria field(s). Enter a complete
or partial account number. The specified accounts will be included in the budget report
results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a character
position, the account must contain the specified digit in the specified account position in
order to be included in the report results. An X in a specified account position indicates that
all values match. For example, if a program code is specified as 31XX, only accounts with
program code values of 3100 thru 3199 will be included in the budget report results.

For a range of budget accounts’ activity: Select F10 (F10 - Enable Range), and
proceed to Step 12.

For multiple budget accounts’ activity: Select F1  (F1 - Select Multiple Accounts), and
proceed to Step 20.

5 Enter A (Account Number), P (Program Code), F (Function Code), O (Object Code) or Y
(Facility and Building Code) in the Sequence field to define the sort criteria.

6 To exclude specific expenditure or non-expenditure account activity: On the Budget
Detail/Summary by Account screen, enter X in the Non-Expenditure (In-and-Out Items) or
the Expenditure (Actual Expenses) field(s).

7 To exclude accounts with zero activity: On the Budget Detail/Summary by Account
screen, to exclude accounts with zero activity, enter Y in the Exclude accounts with zero
budget & activity? field. To print all accounts regardless of whether or not there is any
activity, enter N in the in the Exclude accounts with zero budget & activity? field.

Entering Y in this field will create shorter reports and require less paper for printing.

8 Select “"% (Enter).

9 If desired, select & (F17 — Print Screen) to obtain a screen print of the account selection
options screen. The screen print file will be available in the print queue with the name
‘PSCNNnnnn’.

10 Select © % (Enter).

“Processing Request” and/or “Budget Master Report being created” briefly display where
appropriate.

11 Proceed to Step 25.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

For Step 4- F100 (F10 - Enable Range) selections, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 S¥ C:\DEYSYS C:SECOND = IEI!I
ACCTA3 A8

Budget Summary by Account

F18 to Enable Range Options
Select a specific account number or

enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
(%X = All VYears ] XX - X% XX - XX
(XER = A1l Funds ) ht.49 - B8R htt 9 - XXX
(X = All Fiscal } by - X hi - X
(XEEX = All Programs ) REXX - XNXX ANNX - XXXX
(XXXX = All Functions) XXXX - XEXX h# 4 - XXXX
(XKXXX = All Objects ) XNXXX - XXXXX ANXXX - XXXXX
(XXEX = All Facilities) KXRX - RERX hiti$d - RXXR
(% = All Buildings ) X - % X - %
(XXEXEX = All Additionals) KEREEE - XERXER RARKNE - XXXREN

Optional Optional Optional

F18 to Enable Range Options

Enter Sequence to be Printed: n {A = Account MNumber)
(P = Program)
{F = Function)
{0 = Dbject)
(¥ = Facility/Building)
Enter '¥' next to account exclusions: _ Hon-Expenditure {(In-and-Out Items)
_ Expenditure (Actual Expenses)

Exclude Accounts with Zero Budget & Activity? H H=Ho, Y=Yes

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit F1=Select Multiple Accounts
wpl B Fi0 14.82.88
FISh é

Although the screenshot examples display Budget summary account results, the steps also apply to
Budget detail account activity results.

12 For an optional include range of accounts: Make the appropriate entries within the
Optional Include - Range field(s). Enter a complete or partial account numbers in the
from and to include account range fields. The specified range of accounts will be included
in the budget report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be included in the budget report results. An X in a specified account
position indicates that all values match. For example, if a program code include range is
specified as 31 XX — 35X X, only accounts with program code values of 3100 thru 3599
will be included in the budget report results.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

13

For an optional exclude range of accounts: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account numbers in the
from and to exclude account range fields. The specified range of accounts will be
excluded from the budget report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be excluded. An X in a specified account position indicates that all
values match. For example, if a program code exclude range is specified as 32XX —
33XX, only accounts with program code values of 3200 thru 3399 will be excluded from
the budget report results.

For example, if the account years specified in the include range are entered as 09 — 12, but
the account years specified in the exclude range are entered as 10 — XX, the account years
printed on the report will be 09, 11, and 12. This same logic applies to each piece of the
budget account specified: Year, Fund, Fiscal, Program, Function, Object, Facility,
Building, and Additional.

14

Enter A (Account Number), P (Program Code), F (Function Code), O (Object Code) or Y
(Facility and Building Code) in the Sequence field to define the sort criteria.

15

To exclude specific expenditure or non-expenditure account activity: On the Budget
Detail/Summary by Account screen, enter X in the Non-Expenditure (In-and-Out Items)
or the Expenditure (Actual Expenses) field(s).

16

Select © % (Enter).

17

If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

18

Select ™% (Enter).

“Processing Request” and/or “Budget Master Report being created” briefly display where
appropriate.

19

Proceed to Step 25.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

For Step 4- F1 (F1 - Select Multiple Accounts) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:DEYSYS C:\SECOND = IEI!I
ACCTA3 A8

Enter random Account Humbers, and sequence to be printed:

¥ Fnd F Prgm Fnct Objct Fcty B Addt'l ¥v Fnd F Prgm Fnct Objct Fcty B Addt'l

Sequence: A (A=Acct #, P=Program, F=Function, 0=0bject, Y=Fcty & Bldg)

ENTER=Continue, F16=Exit, F17=Print Screen

W | e Fio 12.83.08
FIS# é
Step Action
20 Enter the account information for up to thirty-four (34) accounts in the Yr Fnd F Prgm

Fnct Objct Fcty B Addt’] fields.

21 Enter A (Account Number), P (Program Code), F (Function Code), O (Object Code) or Y
(Facility and Building Code) in the Sequence field to define the sort criteria.

22 Select "% (Enter).

23 If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

24 Select % (Enter).

“Processing Request” and/or “Budget Master Report being created” briefly display where
appropriate.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|
ACCTA311

Budget File Export

Enter the Export file Path and Mame (e.g. C:\EXPORT\BUDGSUMCYHMD.CSU
or F18 to Browse for File

CAEXPORTHBUDGSUH2 81368481 .C5U
HOTE: DIRECTORY Hust Already Exist

Enter = continue
WP F10 13.081.08

FiE '

Although the screenshot examples display Budget summary account results, the steps also apply to
Budget detail account activity results.

Step | Action

25 Select the O (Radio Button) to left of the appropriate response in the Create Budget
Summary File to Load in Excel? field. In order to produce a comma separated data file
with the data from the report, select “Yes’. Otherwise, select ‘No’.

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

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

28 Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN BUDGET CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 25 to enter the correct
information.

“Processing Request” and/or “Budget Master Report being created” briefly displays
where appropriate.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Financial Accounting & Reporting HT B3P
FKey Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

kb |

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

Master | V5214 | | 11.03._00

3| 15 |1z DAY | YEND
Step  Action

29 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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.

30 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select MI (Master) to return to the Business Applications Master
Menu.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Al.1. Budget Account Master Report (Detail) Account Activity Report —
Example

REPORT DATE: 04-08-2014 TIME: 13:50 BUDGET MASTER FILE - DETAIL OF ACTIVITY DAGE
DROGRIM: LCCTD340 * ESEQUENCED BY ACCOUNT +

L]

* 14-402-0-1750-1000-11000-0155-1-000000 =**

e BTDGET MASTER mm oo e e e e

LCCOUNT MIME ORIGTHAL BUDG-AMOIUNT ETATUS

TELCHER 1z&, 402 00 126, 40200 a

-— = ————————————————————— [LAIM5 =
CK &/

VENDOR-SEQ VENDOR MLME DATE CLATIM ZMT DRID LMT DATD DESCRIPTION BO £ STRTUS

000003 1217 VENDOR 000003 07-31-13 10,014.18 07-31-13 10,014_18 PAYROLL DLTD

000633 8231 VENDOR 000£33 07-31-13 10,014 18- 00 STUFF CINCPY

10 AND 11 MONTH EMPLOYEES
000003 1152 VENDOR 000003 08-30-13 10,014.18 08-30-13 10,014_18 PAYROLL DATD
000€33 8234 VENDOR 000&33 08-31-13 10, 014.18- .00  STUFF CANCPY
10 MONTH EMPLOYEES

000003 1l&e VENDOR 000003 05-30-13 10,533.50 ©05-30-13 10,533.50 PAYROLL PAID

000003 1132 VENDOR 000003 10-31-13 10,533.50 10-31-13 10,533_50 PAYROLL DRID

000003 1102 VENDOR 000003 11-25-13 10,533.50 11-25-13 10,533_50 PAYROLL DRID

000003 1071 VENDOR 000003 12-15-13 10, 533.50 12-15-13 10,533_50 PAYROLL DATD

000003 1045 VENDOR 000003 01-31-14 10, 533.50 01-31-14 10,533_50 PAYROLL DATD

000003 1017 VENDOR 000003 02-28-14 10, 533.50 02-28-14 10,533_50 PAYROLL DATD

000003 0530 VENDOR 000003 03-31-14 10,533.50 ©03-31-14 10,533.50 DPAYROLL DLID

- ——————————————————————————— ACQ0UNT TOIALS -————— - ——————

*% TOTALS *+* CLATMS - 73,734 .50 DRID: 53, TEZ_ B& CLATMS ODEN: _oo B0'S ODEN: _oo

PRIOR YEAR CANCELLED CLATMS: 20,028 36—
*% ACCOUNT BALLNCE *+ 52,667 _50
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Al.2. Budget Account Master Report (Summary) Account Activity —
Example

hEPOR’I DATE: 04-08-2014 TIME: 13:51 BUDGET MASTER FILE - SUMMARY OF RCTIVITY Dage 1
DROGRAM: LCCTO311 * SEQUENMCED BY RCCOUNT +
TR FND F DRGM FNCT OEJCT FCIY E ADDT'L
ORIGINAL BUDG-AMOUNT DISEURSED CLATMS* QPEN P.O.'S BALENCE
14-402-0-1750-1000-11000-0100-1-000000
TELCHER £,473.80 £,473.50-
14-40Z-0-1750-1000-11000-0155-1-000000
TEACHER 12€, 402 00 12€,402 00 93,762 8¢ 20,028_3¢&- 52,667_50
#% QBJECT 11000 TOTLL 1z&, 402 .00 12€,402.00 99,236.3¢ 25,501.8&- £2,687.50
14-40Z-0-1750-1000-14000-0100-1-000000
Dara 28,5935_00 28,935_00 21,407.1% 4, 528_44- 12,056_25
14-402-0-1750-1000-14000-0155-1-000000
Pars 25,850.00 25,850.00 22,184 .38 4,745, 06— 12,454, 68
% QBJECT 14000 TOTAL 58, 825_00 58,825_00 43,5591 _57 5,277_50- 24,510.93

14-402-0-1750-1000-15500-2010-0-000000
FoCUS SCEOOL 20,520 .00 20,520.00 11,0&0.00 S,4e0.00

14-402-0-1750-1000-21000-0100-1-000000
GHI 15,152.00 18,152.00 &, 65580 Z2,488.20- 11,018,680

14-40Z-0-1750-1000-21000-0155-1-000000
GHT 22, 680_00 22,€80_00 15,120_00 1,85%0_00- 5,450_00

14-402-0-1750-1000-21000-8010-0-000000
S/HERLTH STM INSTRUCTION

% QBJECT 21000 TOTALL 37,872 _00 37,872_00 21,779 &0 4,376 20- 20,468_60
REPQORT DATE: 04-08-2014 TIME: 13:51 EUDGET MASTER FILE - SUMMARY OF ACTIVITY Page 13
PROGRAM: RCCTO311 * SEQUENCED BY RCCOUNT +

TR FND F DPREM FNCT OBEJCT FCTY B ADDT'L
ORIGINAL BUDG-AMOTNT DISEURSED CLATMS* OPEN P.O."S BALINCE

14-402-0-1770-2300-30010-8010-0-000000

AUDIT COST
++ DPROGRAM 1770 TOTAL &0, 00000 €1, 46600 12,756_95 48,705_08
wdwohd SERND TOTAL T3e, 835.00 T38,301.00 422,955 .34 71,328 83— 320,874.25

*Het of claims entered, paid, and cancelled in current fiscal year for account.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

A2. Printing the Budget Master Chart of Accounts

Refer to Financial Accounting and Reporting (FAR) System Operations Guide, Section A: Budget
Account Master Processing for instructions on printing the Budget Master Chart of Accounts.
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A3. Printing the Budget Detail/Summary of Monthly
Estimated vs. Actual Expenses Report

B PCGDist=6991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS 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 BBl EbbR BEEES

File Reorganization

Mastar umlist 87.83.08
| 455 | MoriS | DN | MEND

Step  Action
1 Select __9 | (F9 - Financial Reporting and Month/Yr-End Close Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B8P

Reporting & Closing Henu

FKey
1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

30 | -- Print CS-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Master | V5214 | | 10.03._00

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

Step | Action
2 Select 3 | (F3 - Budget & Revenue Account Master Reports Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B3P

Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

lEbE i3

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

11.83.08

Maztur | Voot I

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

Step | Action

3 For Detail account activity: Select _4 | (F4 - Budget Master: Detail of Monthly
Estimated vs Actual Expenses).
For Summary account activity: Select _5 | (F5 - Budget Master: Summary of Monthly
Estimated vs Actual Expenses).

Georgia Department of Education
June 14, 2016 ¢ 9:37 AM e Page 18 of 54
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001

Summary of Est. ws.

C:\DEYSYS C:\SECOND

Actual Expense, by HMonth

Enter Honth and Year range to be printed:

=151

ACCTO4 00

F_ /2812 thru B6/2613
F18 to Enable Range Options
Select a Specific Account Humber or
Enter Partial Selection Criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years ) X - XX b - XX
[ = A1l Funds ) ht.4 - XEX ht - XXX
E = All Fiscal 3 x - X b - X
[Bh 1 = All Programs ) ht - XEXX bt - KXK¥
(XXXX = nll Functions )} XNXX = XXXX NXXX - XXXX
(XEXXX = nll Objects )] ht - XEXEX KENEN - KEXEX
{XXXX = nll Facilities) XXXX - XXXX NXXX - XXXX
[ = A1l Buildings )} he - X h - X
(XEXXXX = nll Additional) ARKNEE - XANAXN KENEEE - KNXNXN
Optional Optional Optional
F18 to Enable Range Options
Enter X" Hext to Account Exclusions: _ Hon-Expenditure (in-and-out items)

_ Expenditure

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit

:Nﬂv

F10

{actual expenses )

12.83.08

FIS« é

Although the screenshot examples display Monthly Estimated vs. Actual Expenses summary account
results, these steps also apply to Monthly Estimated vs. Actual Expenses detail account activity results.

4

Enter the date range (MM YY) in the Enter Month and Year range to be printed MM YY
thru MM YY fields.

For all account activity: Leave the Select a Specific Account Number or Enter Partial
Selection Criteria fields blank.

For a specific budget account’s activity: Make the appropriate entries within the Select a
Specific Account Number or Enter Partial Selection Criteria field(s). Enter a complete
or partial account number. The specified accounts will be included in the expense report
results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a character
position, the account must contain the specified digit in the specified account position in
order to be included in the report results. An X in a specified account position indicates that
all values match. For example, if a program code is specified as 31XX, only accounts with
program code values of 3100 thru 3199 will be included in the expense report results.

For a range of budget accounts’ activity: Select F10 (F10 - Enable Range), and proceed
to Step 11.

To exclude specific expenditure or non-expenditure account activity: Enter X in the
Non-Expenditure (In-and-Out Items) or in the Expenditure (Actual Expenses) field(s).
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Ste Action

7 Select '8 (Enter).

8 If desired, select & (F17 — Print Screen) to obtain a screen print of the account selection
options screen. The screen print file will be available in the print queue with the name
‘PSCNNnnnn’.

9 Select “"% (Enter).

“Processing Request” and/or “Creating Summary (Detail) Report, by Month” briefly
display where appropriate.

10 Proceed to Step 17.

For Step 5- F10 (F10 - Enable Range) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PC¥ 001 C:\DE¥SYS C:\SECOND

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit

ENTEV Fi0

_ = x|
ACCT 0400
Summary of Est. vs. Actual Expense, by Honth

Enter Month and Year range to be printed:
7_/2812 thru B6/2813
F18 to Enable Range Options
Select a Specific Account Humber or

Enter Partial Selection Criteria: Optional Optional Optional

Include - Range Exclude - Range
(%X = All VYears ] b - X% XX - XX
(XRX = All Funds )] pit e - ARN h e - KRN
&3 = nll Fiscal } £ -3 h - £
(KRR = All Programs ) REXX - XRRX bt - KXXX
{RESY = A1l Functions } htihih - HHRE RELN - EHRE
(XKXXX = All Objects )] XXXNK - KNXXX NXXNK - ENXXX
{RESY = nll Facilities) htihih - HHRE RELN - EHRE
(% = All Buildings ) x - % X - %
(RKEKENRR = All Additional) REENRE - KENNRK REANRE - KXHNRX

Optional Optional Optional
F18 to Enable Range Options
Enter '{' Mext to Account Exclusions: _ Hon-Expenditure {in-and-out items)
_ Expenditure (actual expenses )

12.03.00

Fis« %
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11

For an optional include range of accounts: Make the appropriate entries within the
Optional Include - Range field(s). Enter a complete or partial account numbers in the
from and to include account range fields. The specified range of accounts will be included
in the expense report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be included in the budget report results. An X in a specified account
position indicates that all values match. For example, if a program code include range is
specified as 31 XX — 35X X, only accounts with program code values of 3100 thru 3599
will be included in the budget report results.

12

For an optional exclude range of accounts: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account numbers in the
from and to exclude account range fields. The specified range of accounts will be
excluded from the expense report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be excluded. An X in a specified account position indicates that all
values match. For example, if a program code exclude range is specified as 32XX —
33XX, only accounts with program code values of 3200 thru 3399 will be excluded from
the expense report results.

For example, if the account years specified in the include range are entered as 09 — 12, but
the account years specified in the exclude range are entered as 10 — XX, the account years
printed on the report will be 09, 11, and 12. This same logic applies to each piece of the
budget account specified: Year, Fund, Fiscal, Program, Function, Object, Facility,
Building, and Additional.

13

To exclude specific expenditure or non-expenditure account activity: On the Budget
Detail/Summary by Account screen, enter X in the Non-Expenditure (In-and-Out Items)
or the Expenditure (Actual Expenses) field(s).

14

Select © % (Enter).

15

If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

16

Select "% (Enter).

“Processing Request” and/or “Creating Summary (Detail) Report, by Month” briefly
display where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Financial Accounting & Reporting HT B3P
FKey Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

kb |

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

Master | V5214 | | 11.03._00

3| 15 |1z DAY | YEND
Step  Action

17 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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.

18 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select MI (Master) to return to the Business Applications Master
Menu.
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A3.1. Budgeted vs. Actual Expenditures (Detail) Report — Example

The final page of the report lists monthly and yearly budget, expenditure, and variance totals.

REPORT DATE: 08-14-2014 TIME: 10:08 BUDGETED V5. ACTUAL EXPENDITURES DAGE 11
INCLUDE EXCLUDE
ACCOUNT SELECTION MASKE = XX-4 15 -3- NN~ 330 KR M-S H-X - 30000 33~ B0 -3~ 3 ~ 3300 X000~ KX N~ X -0 00
WK ~HH -3~ KOS~ B KK AN M-S MK -3O000NH 330 KON ~30 —BO30 303 ~3E 300, 3 KR M~ KO K~ X~ 300
MEY, 2018
ACTUAL
ACCOUNT [ESCRIETION BUDGETED EXPENDED VARTANCE
15-415-0-1784-2210-11300-8010-0-000000 SUBSTITUTE
15-415-0-1784-2210-11600-8010-0-000000 STIPENDS
15-415-0-1784-2210-13100-8010-0-000000 OTEER MANAGEMENT SATARTES
15-415-0-1784-2210-21000-8010-0-000000 S/HEALTH SUM  EX SUR SER INST
15-415-0-1784-2210-22000-8010-0-000000 FICA/MED SUM  EX SUP SER INST
15-415-0-1784-2210-23000-8010-0-000000 TRS SUMMARY E¥ SUP SER INST
15-415-0-1784-2210-30000-28010-0-000000 DURCHASED SERVICES
15-415-0-1784-2210-58000-8010-0-000000 TRAVEL
15-415-0-1784-2210-61000-8010-0-000000 SURPLIES
15-415-0-1784-2210-64200-8010-0-000000 BOCKS
15-415-0-1784-2210-81000-8010-0-000000 DUES END FEES
www TOTAL FOR MONTH
REDORT DATE: 08-14-2014 TIME: 10:08 EUDCETED VE. ACTUAL EXPENDITUEES DAGE 12
INCLUDE EXCLUDE
LCCOUNT SELECTION MASKE = HX-415-¥-3000-3000-I000H-J0MHN-K 00000 X100 -3 000 -3000 000N - 100K - X100
WX~ -3~ KO~ B K M- N 3OO0 3 B0 30 3oL 30 B30 M - B N~ X -3
JUN, 2015
ACTTAL
AOCOUNT LESCRIPTION EUDCETED EXIENDED VIRIZNCE
15-415-0-1784-2210-11300-8010-0-000000 SUBSTITUIE
15-415-0-1784-2210-11600-8010-0-000000 STIPENDS
15-415-0-1784-2210-13100-8010-0-000000 OTHER MANAGEMENT SATARIES
15-415-0-1784-2210-21000-8010-0-000000 S/EEALTH SUM  EX SUP SER INST
15-415-0-1784-2210-22000-8010-0-000000 FICA/MED SUM EX SUP SER INST
15-415-0-1784-2210-23000-28010-0-000000 TRS SMRRY IM SUD SER INST
15-415-0-1784-2210-30000-8010-0-000000 BURCHASED SERVICES
15-415-0-1784-2210-52000-8010-0-000000 TRAVEL
15-415-0-1784-2210-61000-8010-0-000000 SUPPLIES
15-415-0-1784-2210-64200-8010-0-000000 BOCKS
15-415-0-1784-2210-81000-8010-0-000000 DUES AND FEES
w#% TOTAL FOR MONTH
##+ TOTAL FOR YEAR 2,076.44 2,076 44~
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A3.2. Budgeted vs. Actual Expenditures (Summary) Report — Example

EEPORT DATE: 08-14-2014 TIME: 10:31 BUDGETED V5. ACTURL EXPENDITURES DRGE 1
THCLUDE EXCLUDE

LCCOUNT SELECTION MASK = HX-2UE0-2- 20000 o0 00N U0 X 00000 BN 2000 -3 -0 X 200 200 - 200U - X0

e b S R R SRR R L S SR S S R L S e S S K R KRR R S R S S R

LOTURAL

2013/2014 EUDEETED EXPENDED VARIANCE
JUL 1,453, £71.03 1,384,847.27 108, 123.7&
UG 1,487,375.13 1,687,290.91 199, 915_78-
SED 1,487,372 ¢4 1,807,230.87 113, 857_23-
ocT 1,488,187.45 1,688,351.43 180, 183.38-
Now 1,487, 372.82 1,443,350_56 44,022 2¢
DEC 1,453, 328.22 1,418,275.28 41,082.23
JEN 1,464,051.99 1,459,825_59 4,226.40
FEE 1,487,375.30 2,371,101.88 883, 725 _&8-
MAR 1,487,370.31 1,355,888.51 468, 518.20-
LTR 1,571,526.73 2,470,925_58 g98, 998 85—
MLY 1,487,370.83 1,388,151.36 23, 218.87
TN 1,487,375.29 1,358,786.25 128, 52904
17,254, T72.04 20,183,725.50 2,328,547 46
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Procedure B: Revenue Account Master Report
Processing

B1. Printing the Revenue Account Master Report by Detail
or Summary Account Activity

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  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

 lEEE REEE kil REBE i

- - File Reorganization

a7.83.08

Maztur | Voot I

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

Step  Action
1 Select 9| (F9 - Financial Reporting and Month/Yr-End Close Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B8P

Reporting & Closing Henu

FKey
1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

30 | -- Print CS-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Master | V5214 | | 10.03._00

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

Step | Action
2 Select 3 | (F3 - Budget & Revenue Account Master Reports Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B3P

Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

lEbE i3

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

11.83.08

Maztur | Voot I

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

Step | Action
3 For Detail account activity: Select __& | (F8 - Revenue Master: Account Activity Detail
List).
For Summary account activity: Select __9 | (F9 - Revenue Master: Account Activity
Summary List).
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For Step 3-__8 | (F8 - Account Activity Detail List) selections, the following screen displays:
=l=1x]

REUBSBA

PCG Dist=8991 Rel=13.01.00 04/01/2013 PCY¥ 001

C:\DEYSYS C:\SECOND

Revenue Detail by Account
F18 to Enable Range Options
Select a Specific Account Mumber or

Enter Partial Selection Criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years )] hite - XX bt - KX
(.14 = All Funds ) XX - XXX b - KXY
It = All Fiscal 3 X - X b - X
[0 4.4 = All Programs )} h$hd - BNEX ht it - N8
{XXXX = All Sources )] XEXX - XXX XENX - KNXX
{(RKEEX = All Objects ) bttt - NNREN ht b1 - NXEEN
{XNXX = All Facilities) XEXX - XNXX XENX - KNXX
[ & = A1l Buildings } b4 - % h - ¥
(XXXXXX = All Additional) NEXNEE - XENKEX NEKNEE - KXXXXX
Optional Optional Optional

F18 to Enable Range Options

Enter Sequence to be Printed: A {A = Account Humber)
{P = Program)
{5 = Source)
(0 = Object)}
(¥ = Facility & Bldg)
Enter '¥' next to account exclusions: _  Hon-Revenue (ip-and-out items)

Reuvenue

(actual receipts)

ENTER=Continue, F18=Enable Range, F17=Print Screen, F1 = Select Hultiple Accounts
NE R Fi0 12.83.08
FIS« %

For Step 3-__9_| (F9 - Account Activity Summary List) selections, the following screen displays:

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit

:Nl:v

F1

PLG Dist=8991 Rel=14.02.01 08/1

f2014 PCW 001 SY CHDEYSYS C:\SECOND

=l=|x]|

ACCTA3AA

Revenue 3ummary by Account

Select a specific account number or

F18 to Enable Range Options

enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
[$.1] = All Years ) hitid - X8 htd - K8
(AKX = all Funds ) XXX - XX XK - XX
(3 = a1l Fiscal ) b - X h - X
{XNXX = All Programs ) XEXX - XNXX XENX - KNXX
(&L = All Sources) h$hd - KEXX bttt - KBEX
{RKKYX = All Objects ) hthe - XKXXX KRNEX - XEKKX
(KRR = All Facilities) REXX - KRXX KERX - KXXX
{3 = A1l Buildings } X - X X - X
(XXXEXX = pll pdditionals) NEXNEE - XENKEX NEKNEE - KXXXXX
Optional Optional Optional
F18 to Enable Range Options
Enter Sequence to be Printed: A {A = Account Humber)
(P = Program)
{3 = Source)
{0 = Object}
(¥ = Facility/Building)
Enter 'X' next to account exclusions: _ Non-Revenue {in-and-out items)

_ Revenue

F10

{actual receipts)

F1=Select Multiple Accounts
14._.82.088

Fi5 '

=i
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4 For all account activity: Leave the Select a Specific Account Number or Enter Partial
Selection Criteria fields blank.

For a specific revenue account’s activity: Make the appropriate entries within the Select a
Specific Account Number or Enter Partial Selection Criteria field(s). Enter a complete
or partial account number. The specified accounts will be included in the revenue report
results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a character
position, the account must contain the specified digit in the specified account position in
order to be included in the report results. An X in a specified account position indicates that
all values match. For example, if a program code is specified as 31XX, only accounts with
program code values of 3100 thru 3199 will be included in the revenue report results.

For a range of revenue accounts’ activity: Select 'F10° (F10 - Enable Range), and
proceed to Step 11.

For multiple revenue accounts’ activity: Select F1  (F1 - Select Multiple Accounts),
and proceed to Step 19.

5 Enter A (Account Number), P (Program Code), S (Source Code) or Y (Facility and Building
Code) in the Sequence field to define the sort criteria.

6 To exclude specific revenue or non-revenue account activity: On the Revenue
Detail/Summary by Account screen, enter X within either the Non-Revenue (In-and-Out
Items) or the Revenue (Actual Receipts) field(s).

7 Select "% (Enter).

8 If desired, select & (F17 — Print Screen) to obtain a screen print of the account selection
options screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

9 Select % (Enter).

“Processing Request” and/or “Printing Revenue Detail (Summary) Report” briefly display
where appropriate.

10 Proceed to Step 24.
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For Step 4- F100 (F10 - Enable Range) selections, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/14/2014 PCW 001 S¥ C:\DEYSYS C:SECOND = IEI!I

ACCTA3 A8

Revenue Summary by Account

F18 to Enable Range Options
Select a specific account number or

enter partial selection criteria: Optional Optional Optional

Include - Range Exclude - Range
(34 = nll Years ) = - 32X bt - XX
[t 4 = A1l Funds ) bt 111 bt - KRR
[ = All Fiscal ) h -3 h - &
(REEX = nll Programs ) REEX - AREX REEX - ENRK
{XEER = All Sources) KEEX - AREX htitihd - AXEX
(XKXXX = All Objects ) htihit - ARREX REANR - ENRRX
{REER = fAll Facilities) ittt - AREX ittt - HKER
[ 43 = nll Buildings )} h -3 b -
{XEXKXR = nll Additionals) REEREE - KEREEE BEERER - KXXREE

Optional Optional Optional

F18 to Enable Range Options

Enter Sequence to be Printed: n {A = Account MNumber)
(P = Program)
{5 = Source)
{0 = Dbject)
(¥ = Facility/Building)
Enter '¥' next to account exclusions: _ Hon-Revenue {in-and-out items)
_ Revenue {actual receipts)

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit F1=Select Multiple Accounts
‘"“v F1 Fi0 14.82.88

F|sh é

Although the screenshot examples display Revenue summary account results, the steps also apply to
Revenue detail account activity results.

11

For an optional include range of accounts: Make the appropriate entries within the
Optional Include - Range field(s). Enter a complete or partial account numbers in the
from and to include account range fields. The specified range of accounts will be included
in the revenue report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be included in the revenue report results. An X in a specified account
position indicates that all values match. For example, if a program code include range is
specified as 31 XX — 35X X, only accounts with program code values of 3100 thru 3599
will be included in the revenue report results.
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12

For an optional exclude range of accounts: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account numbers in the
from and to exclude account range fields. The specified range of accounts will be
excluded from the revenue report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be excluded. An X in a specified account position indicates that all
values match. For example, if a program code exclude range is specified as 32XX —
33XX, only accounts with program code values of 3200 thru 3399 will be excluded from
the revenue report results.

For example, if the account years specified in the include range are entered as 09 — 12, but
the account years specified in the exclude range are entered as 10 — XX, the account years
printed on the report will be 09, 11, and 12. This same logic applies to each piece of the
revenue account specified: Year, Fund, Fiscal, Program, Source, Object, Facility,
Building, and Additional.

13

Enter A (Account Number), P (Program Code), S (Source Code), O (Object Code) or Y
(Facility and Building Code) in the Sequence field to define the sort criteria.

14

To exclude specific revenue or non-revenue account activity: On the Revenue
Detail/Summary by Account screen, enter X within either the Non-Revenue (In-and-Out
Items) or the Revenue (Actual Receipts) field(s).

15

Select © % (Enter).

16

If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

17

Select ™% (Enter).

“Processing Request” and/or “Printing Revenue Detail (Summary) Report” briefly
display where appropriate.

18

Proceed to Step 24.
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For Step 4- F1 (F1 - Select Multiple Accounts) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:DEYSYS C:\SECOND = IEI!I
ACCTA3 A8

Enter random Account Humbers, and sequence to be printed:

¥ Fnd F Prgm Srce Objct Fcty B Addt'l ¥v Fnd F Prgm Srce Objct Fcty B Addt'l

Sequence: A (A=Acct #, P=Program, 5=Source, O=0bject, ¥=Fcty & Bldg)

ENTER=Continue, F16=Exit, F17=Print Screen

W | e Fio 12.83.08
FIS# é
Step Action
19 Enter the account information for up to thirty-four (34) accounts in the Yr Fnd F Prgm

Fnct Objct Fcty B Addt’] fields.

20 Enter A (Account Number), P (Program Code), S (Source Code), O (Object Code) or Y
(Facility and Building Code) in the Sequence field to define the sort criteria.

21 Select "% (Enter).

22 If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

23 Select % (Enter).

“Processing Request” and/or “Printing Revenue Detail (Summary) Report” briefly
display where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|
ACCTA312

Revenue File Data Export

Enter the Export file Path and Mame (e.g. C:\EXPORT\REUSUMCYMD.CSU
or F18 to Browse for File

CAEXPORTHREUSUMZ 138481 .C5U
HOTE: DIRECTORY Hust Already Exist

Enter = continue
WP F10 13.081.08

FiE '

Although the screenshot examples display Revenue summary account results, the steps also apply to
Revenue detail account activity results.

Step | Action

24 Select the O (Radio Button) to left of the appropriate response in the Create Revenue
Summary File to Load in Excel? field. In order to produce a comma separated data file
with the data from the report, select “Yes’. Otherwise, select ‘No’.

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

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

27 Select Enter (Continue).

If the filename is invalid, the “UNABLE TO OPEN REVENUE CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 24 to enter the correct
information.

“Processing Request” and/or “Printing Revenue Detail (Summary) Report” briefly
displays where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Financial Accounting & Reporting HT B3P
FKey Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

kb |

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

Master | V5214 | | 11.03._00

3| 15 |1z DAY | YEND
Step  Action

28 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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.

29 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select MI (Master) to return to the Business Applications Master
Menu.
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B1.1. Revenue Account Master Report (Detail) Account Activity — Example

age Break
REPORT DATE: @9-085-2088 TIHE: 88:45 REUEHUE HWASTER FILE - DETAIL OF ACTIVITY PAGE 1
* SEQUENCED BY ACCOUNT = Report ID: REVOGS00/REVB810

*%x @8-100-8-1011-3120-00000-0000-0-000000 *=*

REUENUE HASTER

ORIGINAL GURRENT
AGCOUNT NAME REUENUE EST REUVENUE EST STATUS
(QBE GRANTS-KINDERGARTEN 1,915,311.688 2,876,574.08 A

CASH RECEIPTS AND RECEIPTS AGAINST CURRENT YEAR RECEIUABLES

SOURCE-SEN RECEIVED FROH DATE RCPT # BANK AMOUNT REASON STATUS

CASH RECEIPTS AND RECEIPTS AGAINST CURRENT YEAR RECEIUABLES

SOURCE-SEQ RECEIVED FROM DATE RCPT # BANK AHDUNT REASON STATUS

a80882 @068 SOURCE a8ane2 87-31-87 483838 BK O3 4,344 58 RECEIPT 200883838 DEPOSITED
a80882 @068 SOURCE a8ane2 a8-31-87 ae4188 BK O3 4,341.58 RECEIPT aeaau188 DEPOSITED
a80882 @068 SOURCE a8ane2 a9-28-087 apy173 BK O3 159,689.088 RECEIPT apapu173 DEPOSITED
660002 @R6EA SOURCE a86an82 18-31-67 ap4z 68 BKB3 159,689.0808 RECEIPT apapu2 a8 DEPDSITED
660002 @R6EA SOURCE a86an82 11-28-67 ap4322 BKB3 159,689.0808 RECEIPT apapu322 DEPDSITED
660002 @R6EA SOURCE a86an82 12-18-67 ap4399 BKB3 159,689.0808 RECEIPT anapu399 DEPDSITED
660002 @R6EA SOURCE a86an82 81-31-88 apysan BKB3 159,689.0808 RECEIPT apapusLy DEPDSITED
660002 @R6EA SOURCE a86an82 82-29-088 apas 86 BKB3 159,689.0808 RECEIPT a0a /4686 DEPDSITED
600002 0000 SOURCE a08p82 83-31-08 ap4663 BKO3 159,609.008 RECEIPT a00aau663 DEPOSITED
600002 0000 SOURCE a08p82 a4-30-08 ap4717 BKO3 213,364.008 RECEIPT apaeu717 DEPOSITED
600002 0000 SOURCE a08p82 a5-30-08 ap48 62 BKO3 213,363.008 RECEIPT apapu8 a2 DEPOSITED
600002 @000 SOURCE aeeap82 86-30-08 ap4881 BK O3 213,363.08 RECEIPT apapu8s1 DEPOSITED

RECEIPTS AGAINST PRIOR YEAR RECEIVABLES

SOURCE-SEQ RECEIVED FROM DATE RCPT # BANK AHDUNT REASON STATUS
800002 8913 SOURCE 800082 87-31-87 883833 BKO3 155,267.508 RECEIPT 800083833 DEPOSITED
800002 8913 SOURCE 806082 88-31-87 804896 BKO3 155,267.508 RECEIPT 80004096 DEPOSITED

ACCOUNT TOTALS
** TOTALS =*  OPEN A/R: .aa RECEIPTS: 2,076,574.00 PRIOR YR: 319,535.00-
TOTALS: 1,766,039.00 BALANCE = 319,535.00

In addition to displaying revenue account detail of and summary activity, the reports display prior year
receivable, and prior year and current closing year adjustment information where appropriate.

The final page of the report lists warning messages where applicable, receipt, open accounts receivable,
and grand totals, as well as the overall account balance where appropriate.

FINAL TOTALS
=% TOTALS ==  OPEN A/R: 95,819.99 RECEIPTS: 96,742,632_14 FRIOR YR: 9,244 834 01—
TOTALS = 87,593,618.12 BALANCE : 108,569 ,076.86—
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B1.2. Revenue Account Master Report (Summary) Account Activity —

Example

ACCT0312-20140814-1016 BEVENUE MLSTER FILE Page &
+ SEQUENCED BY ACCO -
¥R FND F DRGM SRCE OBJCT FCTY B ADDT'L
ORICINAL CUREENT ODEN ACCTS. BALLNCE ENCESS DR YR RCVEL
REVENUE EST REVENUE EST RECEIVABLE RECEIDTS UNCOLLECTED COLIECTED  CLSD CTR ¥R
14-408-0-1847-4520-00000-0000-0-000000  RURAL & LOW INCOME
12,588 47 1%, 302.3% 156 &2 &,087.30-
14-405-0-1847-4520-00000-0000-0-000000  TITLE VI EIRAL
40,000 00 40, 000_00 5, 648 _00 34,352.00
14-414-0-1784-4520-00000-0000-0-000000  TITLE II-A IMPROV TCHR QUALITY
20,372 88 3g,541.10 3, 810.18 14,358 04~
14-414-0-1789-4520-00000-0000-0-000000  TITLE IT ADV DLACEMENT
345.00 345.00
#% FUND/FISC 414-0 TOTAL
20,372.88 38, 886.10 4,155.18 14,358.04-
14-415-0-1784-4820-00000-0000-0-000000  TITLE II
94,287 _00 16,233_00 72,854.00
14-536-0-2720-33595-00000-0000-0-000000  FAMILY CONNECTIONS
33,184 .42 22,18%.18 10,388, 24-
14-580-0-1540-3400-00000-0000-0-000000  DRE-KG LOTTERY FUNDS
441,245 00 441, 249 2z 323, 814 .37 52,035 45
ACCT0312-20140814-1016 REVENUE MASTER FILE page 12
+ SEQUENCED BY ACCOUNT +
YR FND F DRGM SRCE OBJCT FOTY B ADDT'L
ORTGINAL CURRENT ODEN ACCTS. BALANCE ENCESS DR ¥R RCVEBL
LEVENUE EST LEVENUE EST RECETVLELE RECEIDTS UNCOLLECTED COLIECTED CLSD CUR YR
14-705-0-3230-1210-00000-0000-0-000000  CONSESSION SALES
14-705-0-2930-1215-00000-0000-0-000000  CLUB DUES AND FEES
14-708-0-2320-1220-00000-0000-0-000000  DOMATIONS
14-708-0-2330-1225-00000-0000-0-000000  FUND BATSTNG MISC
14-705-0-3930-1955-00000-0000-0-000000  MISC
14-708-0-2330-5200-00000-0000-0-000000  TRANSFERS FROM LNOTEER FUND
#wwsss CRIND TOTAL
1%, 538,573.25 17,424, 203.68 17,373, 941.43 4,782,827.03 5,043,034.75 295,324.03-

Where appropriate, PCGenesis also displays prior year accounts receivable information for accounts
closed during the current year. This information corresponds with both the “Revenue Inquiry” screen

and the General Ledger.

Georgia Department of Education

June 14, 2016 ¢ 9:37 AM e Page 36 of 54

All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

B2. Printing the Revenue Master Chart of Accounts

Refer to Financial Accounting and Reporting (FAR) System Operations Guide, Section F: Revenue
Account Master Processing for instructions.
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B3. Printing the Revenue Detail/Summary of Monthly
Estimated vs. Actual Expenses Report

B9 PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS 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

87 .83.00

Masztar | Vserjy I

FIS« u“% | Wnr@l ME@T\{P\ MVOEIITDR

Step Action

1 Select __9_| (F9 - Financial Reporting and Month/Yr-End Close Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B8P

Reporting & Closing Henu

FKey
1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

30 | -- Print CS-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Master | V5214 | | 10.03._00

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

Step | Action
2 Select 3 | (F3 - Budget & Revenue Account Master Reports Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B3P

Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

lEbE i3

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

11.83.08

Maztur | Voot I

F‘S« I]-“e__ |wm‘d= |M§hﬁ;ﬂrk MVOE"TDR
Step | Action |

3 For detail account activity: Select _11.| (F11 - Revenue Master: Detail of Monthly
Estimated vs Actual Revenue).

For summary account activity: Select _12 | (F12 - Revenue Master: Summary of
Monthly Estimated vs Actual Revenue).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001

C:\DEYSYS C:\SECOND

Summary of Est. ws.

Actual Revenue, by HMonth

Enter Honth and Year range to be printed:

F 2812 0t

Select a Specific Account Humber or

hru B6/72613

=151

ACCTO4 00

F18 to Enable Range Options

Enter Partial Selection Criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years ) X - XX b - XX
[ = A1l Funds ) ht.4 - XEX ht - XXX
It = All Fiscal 3 X - X b - X
[Bh 1 = All Programs ) ht - XEXX bt - KXK¥
(XXXX = All Sources ) XNXX = XXXX NXXX - XXXX
(XEXXX = nll Objects )] ht - XEXEX KENEN - KEXEX
{XXXX = nll Facilities) XXXX - XXXX NXXX - XXXX
[ = A1l Buildings )} he - X h - X
(XEXXXX = nll Additional) ARKNEE - XANAXN KENEEE - KNXNXN
Optional Optional Optional

Enter

ENTER=Continue, F18=Enable Range, F17=Print Scr

:Nﬂv

'%" MNext to Account Exclusions: _

_ Revenue

een, F16=Exrit
Fi0

F18 to Enable Range Options

Non-Revenue (in-and-out items)
{actual receipts )

12.83.08

FIS« é

Although the screenshot examples display Monthly Estimated vs. Actual Revenue summary account
results, the steps also apply to Monthly Estimated vs. Actual Revenue detail account activity results.

4 Enter the date range (MM YY) in the Enter Month and Year range to be printed MM YY
thru MM YY fields.
5 For all account activity: Leave the Select a Specific Account Number or Enter Partial

Selection Criteria fields blank.

For a specific revenue account’s activity: Make the appropriate entries within the Select a
Specific Account Number or Enter Partial Selection Criteria field(s). Enter a complete
or partial account number. The specified accounts will be included in the revenue report
results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a character
position, the account must contain the specified digit in the specified account position in
order to be included in the report results. An X in a specified account position indicates that
all values match. For example, if a program code is specified as 31XX, only accounts with
program code values of 3100 thru 3199 will be included in the revenue report results.

For a range of revenue accounts’ activity: Select F10  (F10 - Enable Range), and

proceed to Step 11.
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Ste Action

6 To exclude specific revenue or non-revenue account activity: On the Revenue
Detail/Summary by Account screen, enter X within either the Non-Revenue (In-and-Out
Items) or the Revenue (Actual Receipts) field(s).

7 Select © % (Enter).

8 If desired, select & (F17 — Print Screen) to obtain a screen print of the account selection
options screen. The screen print file will be available in the print queue with the name
‘PSCNNnnnn’.

9 Select '8 (Enter).

“Processing Request” and/or “Creating Summary (Detail) Report, by Month” briefly
display where appropriate.

10 Proceed to Step 17.

For Step 5- F10° (F10 - Enable Range) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|
ACCTO4 00

Summary of Est. vs. Actual Revenue, by HMonth

Enter Honth and Year range to be printed:
F_ /2812 thru B6/2613
F18 to Enable Range Options
Select a Specific Account Humber or

Enter Partial Selection Criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years )] hite - XX ht - KX
[ = A1l Funds ) ht.4 - X&X it - XXX
E = All Fiscal 3 x - X X - X
[Bh 1 = All Programs ) ht - KEXX ht - KXX¥
{XXXX = All Sources )] XEXX - XXXX XXNX - KNXX
(XEXXX = nll Objects )] ht - XEXXX ht - KXXKX
{XNXX = All Facilities) XEXX - XNXX XXNX - KNXX
[ = A1l Buildings )} he - X h - X
(XEXXXX = nll Additional) ARKNEE - XNXXNXN KXREXE - KNXNXN
Optional Optional Optional
F18 to Enable Range Options
Enter 'X' Mext to Account Exclusions: _ Non-Revenue {in-and-out items)
_ Revenue {actual receipts )

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit
WP F10 12.83.08

FIS« é
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11

For an optional include range of accounts: Make the appropriate entries within the
Optional Include - Range field(s). Enter a complete or partial account numbers in the
from and to include account range fields. The specified range of accounts will be included
in the revenue report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be included in the revenue report results. An X in a specified account
position indicates that all values match. For example, if a program code include range is
specified as 31 XX — 35X X, only accounts with program code values of 3100 thru 3599
will be included in the revenue report results.

12

For an optional exclude range of accounts: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account numbers in the
from and to exclude account range fields. The specified range of accounts will be
excluded from the revenue report results.

Valid values for each character position are 0 — 9, or X. When 0 —9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be excluded. An X in a specified account position indicates that all
values match. For example, if a program code exclude range is specified as 32XX —
33XX, only accounts with program code values of 3200 thru 3399 will be excluded from
the revenue report results.

For example, if the account years specified in the include range are entered as 09 — 12, but
the account years specified in the exclude range are entered as 10 — XX, the account years
printed on the report will be 09, 11, and 12. This same logic applies to each piece of the
revenue account specified: Year, Fund, Fiscal, Program, Source, Object, Facility,
Building, and Additional.

13

To exclude specific revenue or non-revenue account activity: On the Revenue
Detail/Summary by Account screen, enter X within either the Non-Revenue (In-and-Out
Items) or the Revenue (Actual Receipts) field(s).

14

Select © % (Enter).

15

If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

16

Select "% (Enter).

“Processing Request” and/or “Creating Summary (Detail) Report, by Month ” briefly
display where appropriate.

Georgia Department of Education
June 14, 2016 ¢ 9:37 AM e Page 43 of 54
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Financial Accounting & Reporting HT B3P
FKey Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

kb |

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

Master | V5214 | | 11.03._00

3| 15 |1z DAY | YEND
Step_ Acton

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

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.

18 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select MI (Master) to return to the Business Applications Master
Menu.
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B3.1. Revenue Monthly Estimated vs. Actual Expenses (Detail) Report —
Example

The final page of the report lists monthly and yearly estimated and actual revenue, and variance totals.

REDORT DATE: 08-14-2014 TIME: 10:23 ESTIMLTED V5. ACTURL BEVENTE DAGE 47
INCLUDE EXCLUDE
LOCOUNT SELECTION MASK = H3-3N03 3 NN MH MM OO0 0N M-3 000NN BN~ BB 30 3O OO0 3 MR Y WOBERE B0 MR B M MR BN
B~ B MR OO N KB OO0 O B~ ~ 3B R X BCH MR M KR
JUN, 2014
ESTIMATED ACTUAL
LCCOUNT DESCRIDTION BEVENUE REVENUE VARIANCE
14-100-0-2380-4820-00000-0000-0-000000 IMPACT AID FUNDS 263.23 263.23
14-100-0-9390-5200-00000-0000-0-000000 TRANSFER FROM ANOTHER FUND
14-100-0-2350-5385-00000-0000-0- 000000 EREVENUE CLEARING ACCOUNT
14-193-0-9390-2000-00000-0000-0-000000 TOTAL EXPENSES DAYROLL CLEAR 220, 317_49

14-200-0-5930-5200-00000-0000~0~000000
14-301-0-9550-5200-00000-0000—-0-000000
14-313-0-5950-1130-00000-0000~0~000000
14-313-0-9550-1500-00000-0000-0-000000
14-402-0-1750-4520-00000-0000~0~000000
50-4520-00000-0000-0-000000
€2-4520-00000-0000-0-000000
20-4520-00000-0000-0-000000
14-404-0-2824-4520-00000-0000-0-000000
14-40&-0-3315-4520-00000-0000-0- 000000
14-408-0-1847-4520-00000-0000-0~-000000
14-405-0-12847-4520-00000-0000-0- 000000
14-414-0-1784-4520-00000-0000-0~-000000
14-414-0-1785-4520-00000-0000-0- 000000

INCOMING TRANSFER

TRANSFERS IN

SPLOET II BREVENUE
INTEREST ON SPLOST FUNDS

IITLE I
TITLE I

IITLE I-C MIGRANT
FEDERAL PRESCHOOL

TITLE VI B

WOC PROGEEM IMPROVEMENT

BURAL & LOW INCOME

TITLE VI EURAL

TITLE II-A IMPROV TCHR QURALITY

TITLE IT ROV

PLACEMENT

14-415-0-1784-4320-00000-0000-0-000000 TITLE IT 7,507 .25 7,507.28
14-536-0-2720-3335-00000-0000-0-000000 FAMILY COMNECTICNS
14-5£0-0-1540-3400-00000-0000-0-000000 EPRE-KG LOTTERY FUNDS 3E,2820.75 38,820,758
14-800-0-5550-1500-00000-0000-0-000000 ERENINGS FROM INVESTMENTS 175.00 75.00
14-800-0-5330-1335-00000-0000-0-000000 MISC BEVENUE
14-800-0-5530-3510-00000-0000-0-000000 STATE NUTRITION GRANTS 2,218.00 2,218.00
14-800-0-3530-4510-00000-0000-0-000000 FEDERAL LUNCH SIA IST
14-800-0-5550-4521-00000-0000-0-000000 GRENT FUNDS
14-800-0-3330-5200-00000-0000-0-000000 TRENSFERS FROM OTHER FUNDS £,153.75 5,153.75
14-801-0-5530-1611-00000-0000-0-000000 SALES — STUDENT LUNCHES 4,583.34 4,583.34
REPCRT DATE: 08-14-2014 TIME: 10:23 ESTIMATED VS. ACTURL REVENUE DAGE ag
INCLUDE EXCLULE
LCCOUNT SELECTION MASK = NN-H30 —H— 3000 000 ~S000IN -0 000000 3000 ~3 ~30 50 ~3300 ~3300 K- 300 K- 33000
SR B~ B0 B B0 B — B B B DO R~ 3 B — 3SR — 3SR W SR W~ -
JUN, 2014
ESTIMRTED ACTUAL
LCCOOUNT DESCRIPTION LEVENTE REVENUE VARTANCE
14-803-0-3330-4511-00000-0000-0-000000 FEDERAL-BREAKFLST $,083.34 5,083 34
14-803-0-5550-4513-00000-0000-0-000000 FEDERAL REIMBURSEMENT SNACKS
14-803-0-3330-4300-00000-0000-0-000000 EEV ASS0C. WITH USDL COMMOD
14-803-0-5530-5300-00000-0000-0-000000 SALE OF ASSETS
14-833-0-3530-1335-00000-0000-0-000000 OTHER LOCAL BEV (CANNING ELENT 250.00 250,00
14-853-0-5530-5200-00000-0000-0-000000 TRENSEER
14-T05-0-5550-1210-00000-0000-0-000000 CONSESSION SALES
14-T05-0-5530-1215-00000-0000-0-000000 CLUE DUES AND FEES
14-T05-0-3350-1220-00000-0000-0-000000 DONATIONS
14-T05-0-5530-1225-00000-0000-0-000000 FUND BAISING MISC
14-T05-0-3350-1355-00000-0000-0-000000 MISC
14-T05-0-5530-5200-00000-0000-0-000000 TRANSFERS FROM ANOTEER FUND
w#% TOTAL FOR MONTH 1,481,105.52 280, 317.45 1,170,788, 43
w#% TOTAL FOR YEAR 17,424,20%5.68 17,884, £17.40 Z2E0,407.
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B3.2. Revenue Monthly Estimated vs. Actual Expenses (Summary) Report —

Example
The final page of the report provides estimated and actual revenue, and variance totals.

REPORT DATE: 08-14-2014 TIME: 10:28 ESTIMATED V5. ACTUAL REVENUE DAGE 1
THCLUDE EXCLUDE

LCCOUNT SELECTION MASE = X¥-33R0I-3- 30030~ 3000 D0 -0 -3 -R0000L  B- B0 —3 —B0 0 ~ R 00 ~ D0 M - 300 N~ X -3 200l

R0 3~ 2O00 - SO0 SO0 -0 - 0000 B 200 ~3 -0 - T0] 200 B~ SO0 N~ X~ R D0

ESTIMATED ACTURL

2013/2014 REVENLE REVENUE VARIANCE
JUL 1,462, 047.16 1,000,938 24 4e1,108.92
AUG 1,451,105.21 1,232,648 61 218, 457.20
SED 1,451, 105_67 1,391,922 67 £3,183.00
ocT 1,451, 105_67 1,229,378 85 221,72¢6.82
WOV 1,451, 105_67 1,416,052 83 a5, 012.84
DEC 1,451, 105_67 1, £70,269_31 213, 763 64—
TEN 1,451, 105.4% 1,1%5,556.18 255, 54534
FEE 1,481, 105.81 4,065,357 33 z,818, 852 12-
MR 1,481, 105.50 2,412,038 78 260,593 28—
LIR 1,481, 108,81 1,488,108, 60 47,002.73-
MEY 1,481, 108.50 28g,727.34 1,184,377.56
TN 1,481, 108.32 220,317. 48 1,170, 788.43
17,424, 205.68 17, 624, 817. 40 260,407.72-
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Procedure C: Printing the Revenue vs. Expense Cash
Flow Summary by Month Report

B PCGDist=8991 Rel=13.01.00 04/01/2013 PC\Y 001 C:\DE¥SYS 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
-- ¥endor Master Menu
-- Source Master Menu

[n%)
'

B EEE BEEE ERER [RREIE

File Reorganization

Mastar umlist 87.83.08
| 5 | YoriSH | BN | MEND

Step  Action
1 Select _9 | (F9 - Financial Reporting and Month/Yr-End Close Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001  C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting HT B8P

Reporting & Closing Henu

FKey
1 | -- Reports for Any Period Menu
3 | -- Budget & Revenue Account Master Reports Menu
4 | -- Special Reports for Audit File Menu

Monthly Financial Reports:
17 | -- List Summary & Current Month Detail (including DE Form 0396)
21 | -- Finalize Current Monthf¥ear-End Figures
26 | -- DE Form 0396 Menu

AnnualfFiscal Financial Reports:
27 | -- DE Form 0046 Menu

30 | -- Print CS-1 Report with Transmission File
31 | -- DOAA Transparency in Government Export File

Master | V5214 | | 10.03._00

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

Step | Action
2 Select 3 | (F3 - Budget & Revenue Account Master Reports Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCVY 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Financial Accounting & Reporting HT B3P
FKey Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

[aklekE

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

Master | V5214 | | 11.03._00

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

Step | Action
3 Select _13 | (F13 - Revenue vs. Expense: Cash Flow Summary by Month).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|
ACCTO4 00

Revenue vs. Expense, Summary by Month

Enter Honth and Year range to be printed:
7 /2812 thru B6/2613
F18 to Enable Range Options
Select a Specific Account Humber or

Enter Partial Selection Criteria: Optional Optional Optional
Include - Range Exclude - Range
(X% = All Years )] XX - XX bt - XX
{RKX = nll Funds } pititd - XXR REK - KMR
E = All Fiscal 3 x - X b - X
{RESY = nll Programs } htihih - HERX REEN - KHREK
(XENX = A1l Functions )} ARXE - AEXX KEXE - XXX
(RKEEX = All Objects ) htihititd - HHREH REENR - KHREK
{XENX = All Facilities) AEXX - XEXX KEXE — XXX
[ &3 = A1l Buildings } £ - % b - K
(RKEXEXX = All Additional) REENRE - KENXEX REENRE - KEENRX
Optional Optional Optional
F18 to Enable Range Options
Enter X" Hext to Account Exclusions: _ Hon-Expenditure (in-and-out items)
_ Expenditure {actual expenses )
_ Hon-Revenue {in-and-out items)
_ Revenue {actual receipts )}

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit

ENTEV F10 12.83._808
FIS« é
4 Enter the date range (MM YY) in the Enter Month and Year range to be printed MM

YY thru MM YY fields.

5 For all account activity: Leave the Select a Specific Account Number or Enter Partial
Selection Criteria fields blank.

For a specific account’s activity: Make the appropriate entries within the Select a
Specific Account Number or Enter Partial Selection Criteria field(s). Enter a complete
or partial account number. The specified accounts will be included in the cash flow report
results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be included in the report results. An X in a specified account position
indicates that all values match. For example, if a program code is specified as 31XX, only
accounts with program code values of 3100 thru 3199 will be included in the cash flow
report results.

For a range of accounts’ activity: Select F10 (F10 - Enable Range), and proceed to
Step 12.

6 To exclude specific expenditure or non-expenditure account activity: Enter X in the
Non-Expenditure (In-and-Out Items) or in the Expenditure (Actual Expenses) field(s).
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Step Action

7 To exclude specific revenue or non-revenue account activity: Enter X within either the
Non-Revenue (In-and-Out Items) or the Revenue (Actual Receipts) field(s).

8 Select "% (Enter).

9 If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

10 Select “"% (Enter).

“Processing Request” briefly display where appropriate.

11 Proceed to Step 19.

For Step 5- F10° (F10 - Enable Range) selections, the following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001

=151

ACCTO4 00

C:\DEYSYS C:\SECOND

Revenue vs. Expense, Summary by Month

Enter Honth and Year range to be printed:

F_ /2812 thru B6/2613
F18 to Enable Range Options
Select a Specific Account Humber or
Enter Partial Selection Criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years ) X - XX X - XX
[ = A1l Funds ) ht.4 - X&X it - XXX
E = All Fiscal 3 x - X X - X
[Bh 1 = All Programs ) ht - KEXX ht - KXX¥
(XXXX = nll Functions )} XNXX - XXXX XXXX - XXXX
(XEXXX = nll Objects )] ht - XEXXX ht - KXXKX
{XXXX = nll Facilities) XXXX - XXXX XXXX - XXXX
[ = A1l Buildings )} he - X h - X
(XEXXXX = nll Additional) ARKNEE - XNXXNXN KXREXE - KNXNXN
Optional Optional Optional

F18 to Enable Range Options

Enter 'X' Mext to Account Exclusions: Hon-Expenditure {in-and-out items)

: Expenditure {actual expenses )
_ Hon-Revenue {in-and-out items)
_ Revenue {actual receipts )}

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit

:Nﬂv

F10

12.83.08

FiE '

=
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12

For an optional include range of accounts: Make the appropriate entries within the
Optional Include - Range field(s). Enter a complete or partial account numbers in the
from and to include account range fields. The specified range of accounts will be included
in the cash flow report results.

Valid values for each character position are 0 — 9, or X. When 0 — 9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be included in the cash flow report results. An X in a specified account
position indicates that all values match. For example, if a program code include range is
specified as 31 XX — 35X X, only accounts with program code values of 3100 thru 3599
will be included in the cash flow report results.

13

For an optional exclude range of accounts: Make the appropriate entries within the
Optional Exclude - Range field(s). Enter a complete or partial account numbers in the
from and to exclude account range fields. The specified range of accounts will be
excluded from the cash flow report results.

Valid values for each character position are 0 — 9, or X. When 0 —9 is entered in a
character position, the account must contain the specified digit in the specified account
position in order to be excluded. An X in a specified account position indicates that all
values match. For example, if a program code exclude range is specified as 32XX —
33XX, only accounts with program code values of 3200 thru 3399 will be excluded from
the cash flow report results.

For example, if the account years specified in the include range are entered as 09 — 12, but
the account years specified in the exclude range are entered as 10 — XX, the account years
printed on the report will be 09, 11, and 12. This same logic applies to each piece of the
account specified: Year, Fund, Fiscal, Program, Function, Object, Facility, Building, and
Additional.

14

To exclude specific expenditure or non-expenditure account activity: Enter X in the
Non-Expenditure (In-and-Out Items) or the Expenditure (Actual Expenses) field(s).

15

To exclude specific revenue or non-revenue account activity: Enter X within either the
Non-Revenue (In-and-Out Items) or the Revenue (Actual Receipts) field(s).

16

Select "% (Enter).

17

If desired, select & (F17 — Print Screen) to obtain a screen print of the account
selection options screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

18

Select © % (Enter).
“Processing Request” briefly display where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 04/01/2013 PCW 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Financial Accounting & Reporting HT B3P
FKey Account Haster Reports

Budget Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Expenses
-- Summary of Monthly Estimated vs Actual Expenses

kb |

Revenue Master:
- - Account Activity Detail List
- - Account Activity Summary List
-- Chart of Accounts
- - Detail of Monthly Estimated vs Actual Revenue
-- Summary of Monthly Estimated vs Actual Revenue

EEEkE

Rewvenue vs. Expense:
13 | -- Cash Flow Summary by Month

B

Master | V5214 | | 11.03._00

3| 15 |1z DAY | YEND
Step_ Acton

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

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.

20 Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Reporting

and Closing Menu, or select MI (Master) to return to the Business Applications Master
Menu.
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C1. Revenue vs. Expense Cash Flow Summary by Month Report — Example

The final page of the report lists estimate and actual revenue, budgeted, actual expended, estimated cash
and actual cash flow, and variance totals.

REPORT DATE: 08-14-2014 TIME: 10:33 MONTHLY CASH FLOW - REVENUE V5. EXPENDITURES PAGE 1
THCLUDE EXCLUDE

ACCOUNT SELECTION MASK = HH-R30 -0 3000 000 M0 N3 20000 3B 3000 5 B0 0 SO0 00 - 300N - N300

FH-RU0 - PO - RO ~ DD SO0 M- 200000 N~ 200 -~ R0 0 — B 200 - R0T R ~ 3RO~ X -0 0

ESTIMATED LCTURL ACTURL ESTIMATED ACTURL
201372014 EEVENTE REVENIE EUDGETED EXDENDED CRSH FLOW CRSH FLOW VARTENCE
L 1,462,047.16 1,000,338 .24 1,354,547.27 z,376. 353, 603.03- 355, 385,16~
UG 1,451,105_81 1,232, 648 &1 1,887,290.91 36,269 418,372 _98-
SED 1,451,108 &7 1,331,322 .67 1,807,230.57 36,268 173,040, 33~
O 1,451, 105_ &7 1,229,378 85 1,668, 351_43 37,08 401, 830_80-
O 1, 451, 105_ &7 1,416, 092 _83 1,487, 1,443, 350_56 36,267 9,009 42
DEC 1,451,105 &7 1,870, 863 .31 1,483, 328.22 1,418,27 8,222 B5- 260,816, 57
JEN 1,451,105_43 1,195, 556 15 1,453,825 53 12,946 S0- 251,322 _94-
FEE 1,451,108.81 4,063, 387.33 2,371,101.58 3€,270.03- 1,738,126.44
MER 1,451,105_50 2,412, 098 78 1,955,888 _51 36,264 _81- 492, 47508
LR 1,451,105.81 1,438,108 .80 2,470,925, 58 120,820.52- §51,336.06-
MEY 1,451,105_50 288, 727_94 1,388, 15196 36,265 03- 1,101, 424_02- 1,065,158_93-
T 1,451,105_92 280, 317 _43 1,358, 786_25 36,269 37- 1,078, 468_T&- 1,042,199_39-
17, 424, 209_ 68 17,684, €17 _40 17,854, TT8_04 20,183, 725_50 430,568 _36- 2,499, 108_10- 2,068,539 T4-

Georgia Department of Education
June 14, 2016 ¢ 9:37 AM e Page 54 of 54
All Rights Reserved.



