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Overview 
PCGenesis reporting and month- and year-end closing includes processing the following reports, 

maintaining the corresponding files, and performing the optional procedures where appropriate. 

Monthly Financial Reports:  PCGenesis allows the printing of summary results for the following 

reports by period ending date: 

¶ Detail of Investments Report 

¶ Combined Journal by Bank and Fund Report 

¶ Summary of Balances by Bank and Fund Report (PCGenesis displays up to 60 banksô information 

on the report.) 

¶ Cash Journal by Bank and Date Report 

¶ Revenue Journal Detail and Summary Report 

¶ Expenditure Journal Detail, Journal Summery and Journal Summary by Function and Object 

Reports 

¶ General Ledger Report (The monthly General Ledger Report does not include Fund 199 totals.) 

¶ Combined Balance Sheet Report 

¶ Revenue and Expenditure Comparison Report 

DE Form 0396 Report Processing:  The DE Form 0396 Reports list annual balance sheet account 

information for open months.  The DE Form 0396 has been enhanced to facilitate reporting required for 

Senate Bill 68.  The DE 0396 report can be run for any fund or range of funds.  The report can also be 

run for any period from the beginning of the fiscal year to the ending period date.  If the range of funds 

selected includes 100 thru 199, the user can optionally select whether or not to also include funds 150 

and 151.  If any funds are selected in the range of 100 thru 199, the payroll clearing account, fund 199, 

will automatically be included.  The DE 0396 Report Control File controls the beginning and ending 

range of object codes to be included on the report along the title or description of each range to be 

printed on the DE Form 0396 Report.  

Processing the reports includes the following procedures: 

¶ Adding, modifying, and deleting DE Form 0396 Control File records.   

¶ Maintaining the DE Form 0396 Control Fileôs records to define the Balance Sheet accounts (General 

Ledger), Expenditure Functions (Accounts Payable), and Revenue Sources (Accounts Receivables), 

that will be reported on the DE Form 0396 Reports. 

¶ Printing the DE Form 0396 Control File. 

¶ Printing the monthly DE Form 0396 Reports:  Where appropriate, PCGenesis will automatically 

print a DE Form 0396 Error Report.  To correct the errors listed, follow the instructions in B1.1. 

Adding a DE Form 0396 Control File Record, or B1.2. Updating/Deleting a DE Form 0396 Control 

File Record. 
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Special Audit File Report Processing 

The Department of Audits will request these reports as needed. 

¶ Printing the Audit Records Outside a Particular Period Report 

¶ Printing the Unprocessed Audit Records Report 

¶ Printing the Audit Exceptions Report 

Finalizing Current Month/Year -End Figures:  Procedure-specific processing guidelines are included 

within the Financial Accounting and Reporting (FAR) System Operations Guide, Section J: Financial 

Reporting and Closing, Topic 2: Finalizing Current Month and Year-End Figures. 

Drop-Down Selection Icon Feature: Certain fields within PCGenesis contain the drop-down selection 

icon  to aid in the entry of field information.  When used, double-click the desired information to 

complete the entry.   
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Procedure A:  Printing Monthly Financial Reports 

 

Step Action 

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

 

Step Action 

2  Select  (F17 - Monthly Financial Reports:  List Summary and Current Month Detail - 

Including DE Form0396). 
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The following screen displays: 

 

Step 11BAction 

3  Enter the ending date (MM DD YY) in the Enter Period Ending field. 

PCGenesis defaults to the current date. 

4  Enter X in the appropriate field to the left of the Program ï Report name. 

5  Select  (Enter) twice. 

ñ** Processing Request **ò briefly displays. 
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A warning box is displayed when balance accounts are missing from budget or revenue accounts.  The 

warning box will let the user know exactly which accounts have a problem and will prevent errors when 

closing the month or year.  The warning messages will be displayed when running the Revenue Journal 

Detail or the Expenditure Journal Detail reports from the Monthly Financial Reports menu. 

 

 

 

The following screen displays: 
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Step Action 

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

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 

7  Select  (F16 - Exit) to return to the Financial Accounting & Reporting Master Menu, 

or select  (Master) to return to the Business Applications Master Menu. 
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A1. Monthly Detail of Investment Activity Report ï Example 
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A2. Monthly Combined Journal by Bank and Fund Report ï Example 
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A3. Monthly Summary of Balances by Bank and Fund Report ï Example 

 
  

PCGenesis 

displays up to 60 

banks on the 

report. 
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A4. Monthly Cash Journal by Bank and Date Report ï Example 

The final page of the report lists cash receipt and bank totals. 
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A5. Monthly Revenue Journal Detail Report ï Example 

The final page of the report list estimated, revenue, and uncollected balance grand totals. 
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A6. Monthly Revenue Journal Summary Report ï Example 

The final page of the report lists revenue period and year-to-date totals, as well as estimated revenue, 

uncollected balance, and uncollected percentage totals. 
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A7. Monthly Expenditure Journal Detail Report ï Example 

The final page of the report lists encumbrance, expenditure, appropriation, and unencumbered balance 

grand totals. 
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A8. Monthly Expenditure Journal Summary Report ï Example 

The final page of the report lists encumbrance, expenditure, appropriation, and unencumbered balance 

grand totals. 
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A9. Monthly Expenditure Journal Summary by Function and Object Report ï 

Example 

The final page of the report lists grand totals for each column. 
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A10. Monthly General Ledger Report ï Example 
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The final page of the report lists Balance Account Summary for All Funds balancing totals. 
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A11. Monthly Combined Balance Sheet Account Report ï Example 
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The final page of the report lists liability and equity grand totals for each column. 
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A12. Monthly Revenue and Expenditure Comparison Report ï Example 
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Procedure B:  Processing the DE Form 0396 Reports 

B1. Adding/Displaying/Updating a DE Form 0396 Control 

File Record 

 

Step Action 

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

 

Step Action 

2  Select  (F26 -DE Form 0396 Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F8) Report Control File:  Maintain Records. 
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The following screen displays: 

 

Step Action 

4  To add a DE Form 0396 Control File record:  Proceed to B1.1. Adding a DE Form 0396 

Control File Record. 

To update/delete a DE Form 0396 Control File record:  Proceed to B1.2. 

Updating/Deleting a DE Form 0396 Control File Record. 
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B1.1. Adding a DE Form 0396 Control File Record 

 

Step Action 

1  Select  (F11 - Add Mode). 
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The following screen displays: 

 

Step Action 

2  Enter B (Balance Sheet), E (Expenditure Function), or R (Revenue Source) in the Record 

Type field to define the type of record. 

3  Enter the range in the Beginning Range and Ending Range fields. 

Define the Balance Sheet accounts (General Ledger), Expenditure Functions (Accounts 

Payable), and Revenue Sources (Accounts Receivables) to report on the DE Form 0396 

Reports. 

4  Enter the description in the Line 1, Line 2, and/or Line 3 Range Description fields.  The 

description lines are printed on the DE Form 0396 Reports. 

5  Verify the screenôs entries are correct, and select  (Enter) twice. 
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The following screen displays: 

 

Step Action 

6  Verify ñRecord Successfully Addedò displays, and select  (F16 - Return to Find 

Mode). 
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The following screen displays: 

 

Step Action 

7  Select  (F16 - Exit). 
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The following screen displays: 

 

Step Action 

8  Select  (F16 - Exit) to return to the Financial Accounting & Reporting ï Reporting & 

Closing Menu, or select  (Master) to return to the Business Applications Master Menu. 
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B1.2. Updating/Deleting a DE Form 0396 Control File Record 

 

Step Action 

1  Enter the record type and beginning fund range in the Record Type and Beginning Range 

fields, and select  (Enter). 
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The following screen displays: 

 

Step Action 

2  To modify a DE Form 0396 Control file record:  Select  (F9 - Modify Record).  

Make the appropriate modifications, and select  (Enter) twice.  Verify ñRecord 

Successfully Updatedò displays, and proceed to Step 4. 

3  To delete a DE Form 0396 Control file record:  Select  (F12 - Delete), and  

(Enter) to confirm the recordôs deletion.  Verify ñPrevious Record Deletedò displays, and 

proceed to Step 4. 

4  Select  (F16 - Return to Find Mode). 
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The following screen displays: 

 

Step Action 

5  Select  (F16 - Exit). 
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The following screen displays: 

 

Step Action 

6  Select  (F16 - Exit) to return to the Financial Accounting & Reporting ï Reporting & 

Closing Menu, or select  (Master) to return to the Business Applications Master Menu. 
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B2. Printing the DE Form 0396 Control File 

 

Step Action 

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

 

Step Action 

2  Select  (F26 -DE Form 0396 Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F9 - Print Control Records). 

The Financial Accounting & Reporting ï DE Form 0396 Menu redisplays. 

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

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 

5  Select  (F16 - Exit) to return to the Financial Accounting & Reporting ï Reporting and 

Closing Menu, or select  (Master) to return to the Business Applications Master Menu. 
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B2.1. DE Form 0396 Control File Report ï Example 
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B3. Printing the Monthly DE Form 0396 Reports 

 

Step Action 

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

 

Step Action 

2  Select  (F26 -DE Form 0396 Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1) DE Form 0396 Report. 
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The following screen displays: 

 

Step 12BAction 

4  Enter the beginning date (MM DD YY) and the ending date (MM DD YY) in the Enter 

Period of Funds to be Printed fields. 

PCGenesis defaults to July 1st in the beginning date field. 

5  
Enter the beginning fund code and ending fund code in the Enter Range of Funds to be 

Printed fields. 

If any funds are selected in the range of 100 thru 199, the payroll clearing account, fund 

199, will automatically be included in the resulting DE 0396 Report. 

Refer to Procedure B:  Processing the DE Form 0396 Reports, B1. Adding/Displaying 

/Updating a DE Form 0396 Control File Record in this document for additional 

information. 
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Step 12BAction 

6  When the range of funds selected includes 100 thru 199, the user can optionally select 

whether or not to also include funds 150 and 151. 

To include funds 150 and 151, enter óYô (Yes) in the Include Funds 150 & 151 field. 

To exclude funds 150 and 151, enter óNô (No) in the Include Funds 150 & 151 field. 

If no funds are selected which include the range of 100 thru 199, the Include Funds 150 

& 151 field will automatically default to óNô (No). 

If only funds 150 and 151 are selected, the Include Funds 150 & 151 field will 

automatically default to óYô (Yes). 

7  Select  (Enter) twice. 

ñ** Processing Request **ò briefly displays. 

The following screen displays: 

 

Step Action 

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

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

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 
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Step Action 

9  Select  (F16 - Exit) to return to the Financial Accounting & Reporting Master 

Reporting and Closing Menu, or select  (Master) to return to the Business 

Applications Master Menu. 
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B3.1. DE Form 0396 (General Fund) Monthly Report ï Example 

The first page of the DE Form 0396 lists General Fund Revenues. 
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The second page of the DE Form 0396 lists General Fund Expenditures. 
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The third page of the DE Form 0396 lists the General Fund Balance Sheet. 
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The final page of the report lists grand totals, and contains the equation for determining fiscal year 

totals. 

 

 


















