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Overview

The following processing guidelines apply to purchase orders:

Purchase Requisition and Purchase Requisition Import File Processing: The PCGenesis purchase
requisition and the purchase requisition import file processing procedures provide PCGenesis school districts
and systems with the ability to accept GaDOE-preformatted Microsoft® Excel spreadsheets from remote
locations. These PCGenesis procedures include a requisition-to-purchase order import procedure that allows
the remote location to create the requisition, and the central office staff to import and to modify this
information as needed when creating a purchase order. The manner in which these files are processed between
the central office and school level staff are completely school district-specific. These instructions offer
suggestions on the naming of certain files and folders for optimal results.

Purchase Order Inquiry / Purchase Order Close/Cancel:

Inquiries: Purchase order inquiries by vendor number, account number, or by purchase order number provide
PO reference information such as a PO’s status - Open, Closed, or Cancelled. PCGenesis defaults to the
vendor's most recent purchase order.

Close/Cancel a Purchase Order: Close or cancel purchase orders only when there are no additional claims
postings against the purchase order. When entering the final claim for the purchase order, PCGenesis users
should close the purchase order.

When using the close purchase order procedure, PCGenesis changes the purchase order’s status to “Closed ™ if
claims remain against the purchase order and to “Cancelled ” when no claims remain against the purchase
order. PCGenesis updates the necessary ACCOUNT, AUDIT, and GENERAL LEDGER files.

When canceling and when closing purchase orders, PCGenesis users should print the Cancelled Purchase
Orders Report for verification. Refer to the Financial Accounting and Reporting (FAR) System Operations
Guide, Section B: Purchase Order Processing, Topic 3: Printing Purchase Order Reports, Procedure A:
Printing the Cancelled Purchase Orders Report for instructions.

Navigation Button Selection: Allows a vendor’s purchase orders to be scrolled with the selection of F1
(Oldest) which displays the vendor’s first purchase order on record, while F4 (Newest) displays the vendor’s
most recent purchase order. When using F1 and F4, the green, flickering “Waiting for Locked Record: Read
next PO” message briefly displays as PCGenesis reads the vendor’s records. F2 (Next-Newer) displays the
next sequential recent purchase order, and F3 (Prev-Older) displays the previous older purchase order.

Purchase Order Entry: When entering a new purchase order, PCGenesis automatically performs the
following functions:

e Opens a new purchase order record.

e Increases the Budget account’s encumbered amount. Please note however that when entering an asset
account, PCGenesis treats this entry as a Memo entry only.

e Makes the necessary entries in the Audit file for the purchase order’s transactions.
e Makes the appropriate debits and credits to the General Ledger (G/L) accounts.

e At least one account number and its corresponding dollar amount are required. PCGenesis users may
distribute purchase orders to up to twenty different budget accounts where appropriate.

e Create the account numbers in the Budget and General Ledger Chart of Accounts before using the
account in the entry of purchase orders.
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e The accounts must be active and must not be closed accounts. PCGenesis highlights the account piece
if the account number is invalid. Should this occur enter the account number “piece” in the Account
Master Description file and reenter the purchase order as normal.

e [f the total dollar amount distribution does not equal the value entered in the Amount field, PCGenesis

highlights the purchase order amount. In this instance, make the appropriate corrections to the
distribution’s dollar amounts.

e If asingle account number is used, it is not necessary to enter the total dollar amount on the
account line as PCGenesis assumes these amounts are the same.

Carry Forward Purchase Order: If the purchase order is a Carry Forward purchase order from a prior
fiscal year, PCGenesis will automatically determine whether appropriation adjustments are required.

Note that if the total amount paid on the purchase order is less than the total amount carried forward, the user
should make the necessary appropriation adjustments.
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Procedure A: Inquiring on a Purchase Order
Al. Purchase Order Inquiry — Vendor Number

Step  Action

1 From the Business Applications Master Menu, select —1_ (F1 - Financial Accounting &
Reporting System).

The following screen displays:

™
7] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND anE_lglﬂu

B eEE EEEE REE Rk

Master I User |

Financial Accounting & Reporting

Haster 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
Vendor Master Menu

Source Master Menu

File Reorganization

MASTER1

1R

PAY | VEND

MOMITOR, | HORITOF,

13.084.688

Step  Action
2 Select —2_| (F2 - Purchase Order Processing Menu).
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The following screen displays:

.
[E] PCGDist=8991 Rel=17.03.00 09/15/2017 PCWOO1 SV CADEVSYS CASECOND meE-lglﬂu

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing

_1 | -- Purchase Order Inquiry

_ 2 | -- Enter Purchase Order

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

_ 6 | -- List All Purchase Orders

_7 | -- List Cancelled Purchase Orders

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

13 | -- Purchase Orders Maintenance Menu

14 | -- Claim Processing Menu
15 | -- Yendor Maintenance

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

Step  Action

3 Select —1_ (F1 - Purchase Order Inquiry).
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The following screen displays:

E— PCG Dist=8991 Rel=18.01.00 3/2018 PCW 001 SV CADEVSYS CASECOND WHIT | = | =
PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor : v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00

=) F28 | F2a

Step  Action

4 Enter the vendor’s number or select the drop-down selection icon | in the Vendor field to
choose the vendor, and select _"Il (Enter) to continue.
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The following screen displays:

E PCG Dist=8991 Rel=18.03.01 12/03/2018 PCG 001 SV CADEVSYS CASECOND WHITE - O X
P.0. Inquiry PO #: 40432 Vendor: 6654 HOME DEPOT INC PURCB208
1 HOME DEPOT LANE CLOSED
4/28/2018
Req #: PO Output: O0=0ther ATLANTA, GA 30000
Bill to - Fecty: 163 Building: 2 SMITH SCHOOL @183 Attn: Jamie Builder
Ship to - Fcty: 1686 Building: SHMITH SCHOOL @186 Desc: FINANCE - TEST PO
C-FuD: C-FUD/R-0PN Date: Date: 4/05/2018 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Amount Liquidated
18 100 1641 1000 61660 109 1 5336.81 4525 .87
18 1680 1611 160680 53200 111 1 1.608 .68
18 100 1611 1000 61000 103 1 1.008 .09
18 188 1611 1680 616088 111 1 1.88 .18
18 100 1611 1080 61000 189 1 1.6808 11
18 180 1611 1680 616068 199 1 1.68 12
18 108 1621 16080 53288 163 1 1.68 13
18 100 1621 1000 53200 111 1 1.60 14
18 180 1621 160880 53200 8610 4 1.008 .15
18 180 1021 1080 61000 183 1 1.08 15
18 188 1621 1000 616680 111 1 1.68 A7
18 188 1821 1608 61688 189 1 1.88 A7
18 100 1621 1600 610060 199 1 1.60 .18
18 100 1651 1000 53260 111 1 1.00 .19
18 1080 1045 1000 61008 198 1 1.6008 .20
18 188 16045 1000 43008 198 1 1.68 .21
18 180 1641 16680 616186 198 1 1.608 .22
18 100 1625 1080 61660 163 1 1.68 .23
18 1680 1625 10080 61000 111 1 1.6008 .24
18 100 1450 2500 61000 8610 1 1.608 .25
P.0. balance: .88 4528.28

F1=01dest F2=Hext F3=Prev Fhi=Hewest F14=Examine Claim F17=Print Screen F16=Reenter/Exit

| 1 | F2 | F3 | Fa [ F5 [Fs |[F7 [ F8 [ Fa [Fi0|F1 |[F2]|Fz|ma | & 18.03.00
mﬁ é F18 F19 F20 F21 F22 | F23 | F24 | F25 | F26 | F27 | F28 | F29
Step  Action
5 To view additional purchase orders: Select the appropriate Function key.

Select - F1 " (F1 - Oldest) to view the vendor’s first purchase order on record. Select

F2  (F2- Next-Newer), F3  (F3- Prev-Older), to scroll between records. Select = F#
(F4 - Newest) to view the vendor’s most recent purchase order.

To view the claim detail of the purchase order: Select F14 | (F14 - Examine Claim
Detail).
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When selecting F14 | (F14 - Examine Claim Detail), the following screen displays:

m PCG Dist=8991 Rel=18.03.01 12/03/2018 PCG 001 SV CADEVSYS CA\SECOND WHITE - O X
PURCB200
P.0. Inquiry Uendor : 6654 HOHME DEPOT IMNC
P.0. Number: 46432 1 HOME DEPOT LANE CLOSED
ATLANTA, GA 30008
Bill to - Facility: 163 Building: 2 SHMITH SCHOOL 8183 PO Output: D=0ther
Ship to - Facility: 1686 Building: SMITH SCHOOL 8186
Attn of: Jamie Builder Description: FINANCE - TEST PO
Requisition #: Date: 4/05/2018 Carry fwd/reopen date:
Amount: 5355.81 Carry fud:

CLAIM INFORMATION
('St.' indicates STATUS, (0) = Open, (P) = Paid, & (S) = Selected)

Seq Date Amount St. Seq Date Amount St.
1. 9999 L4/06/2018 161.98 (0) 2. 9998 L/05/2018 .28 (0)
3. 9997 u4/685/2018 .48 (0) L. 9996 u/65/2018 .21 (D)
5. 9995 u/05/2018 -20 (0) 6. 9994 u/07/2018 100.00 (P)
7. 9993 w/e7/2018 125.80 (0) 8. 9992 uw/07/2018 150.80 (0)
9. 9991 4/88/2018 150.00 (0) 10. 9990 4/09/2018 175.00 (0)
11. 9989 L/10/2018 2p0.00 (D) 12. 9988 4L/11/2018 225.88 (0)
13. 9987 L/11/2018 -29 (P) 14. 9986 L/12/2018 258.88 (P)
15. 9985 4/13/2018 275.88 (0) 16. 9984 4/13/2018 275.88 (0)
17. 9983 u/12/2018 300.00 (0) 18. 9982 u/14/2018 325.00 (0)
19. 9981 4/15/2018 325.680 (0) 20. 9980 A4/16/2018 325.080 (0)
21. 9979 A4/17/2018 350.80 (0) 22. 9975 W/07/2018 100.80 (P)
23. 9977 /1972018 375.88 (C) 24, 9976 L/20/2018 4e8.88 (C)

F1-F12=Claims 1-12, F18-F29=Claims 13-24, F17=Print F16=Reenter/Exit
| F | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 |F10 | F11 | F12 [ Fis R |G 18.03.00

@@ G | F8 | F9 | F20 | F21 | F22 | F23 | F24 | F25 | F26 | F27 | F28 | F29

Step  Action

6 Select Function keys 1 — 12 or Function keys 18 - 29 to examine the purchase order’s
claim information, where appropriate.

e Function keys 1 — 12 will select claims 1 through 12
e Function keys 18 — 29 will select claims 13 through 24
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When selecting a Function key to view claim information, the following screen displays:

-
E PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WHlTE‘ E@g
Uendor : 6855 VUENDOR 888855 Expense Inquiry PURCBH288
Seq #: 9997 1 WEST FIRST STREET OPEH
PO #: 168 SUITE 1888 AP blnc: 421
ATLANTA, GA 3008008 Cross-ref seq:
Description: FINANCE - TEST PO
FACILITIES UPGRADE CLASSR Claim date: 471372018 Claim amt: 1,887 .16
Uendor ref: UENDOR REFEREMCE FOR DESK Disc date: Disc amt:
Bank: Payment: Check #: Amount:
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount
Charge to: 18 188 16811 18688 43288 195 1 1,86808.88
18 188 16811 18688 44222 195 1 .5a
18 188 1611 1668 44388 195 1 .5a
18 188 1611 1668 61888 195 1 1 .5a
18 188 1611 1868 61841 195 1 .5a
18 188 1611 1668 61188 195 1 .-a
18 188 1611 1668 61588 195 1 .-a
18 188 16811 18688 61688 195 1 .5a
18 188 16821 18688 43288 195 1 .25
18 188 16821 18688 44222 195 1 .26
18 188 16841 18608 44222 168 1 .27
18 188 16821 1868 61888 195 1 1 .28
18 188 16821 1868 61841 195 1 .29
18 188 16841 1868 44388 168 1 .38
18 188 16841 1868 58888 168 1 -
18 188 16821 18688 61688 195 1 .32
18 188 16841 1868 61888 188 1 .33
18 188 16821 18688 64188 195 1 .34
18 188 16841 1868 43288 168 1 .35
18 188 1641 1868 61888 168 1 1 .36
F17=Print Screen, ENTER/F16=Return to P.0.
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ Fi2 | Fi3 | Fas | R 18.62.00
wE S F28 | F29

Step  Action

/ Select El (Enter) or ﬂ (F16 - Return to PO) to return to the initial Purchase Order
Inquiry screen.
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The following screen displays:

m PCG Dist=8991 Rel=18.03.01 12/03/2018 PCG 00T SV CADEVSYS CASECOND WHITE - O X
PURCO200
P.0. Inquiry Uendor: 6654 HOME DEPOT INC
P.0. Humber: 46432 1 HOME DEPOT LANE CLOSED
ATLANTA, GA 30000
Bill to - Facility: 163 Building: 2 SHMITH SCHOOL ©183 PO Output: D=0ther
Ship to - Facility: 186 Building: SMITH SCHOOL 8186
Attn of: Jamie Builder Description: FINANCE - TEST PO
Requisition #: Date: 4/05/2018 Carry fwd/reopen date:
Amount: 5355.81 Carry fud:

CLATH INFORMATION
('St.’' indicates STATUS, (0) = Open, (P) = Paid, & (S) = Selected)

Seq Date Amount St. sSeq Date Amount St.
1. 9999 4/06/2018 101.90 (0) 2. 9998 4/05/2018 .20 (0)
3. 9997 L4/B5/20818 .48 (0) L. 9996 L/05/2018 .21 (D)
5. 9995 u4/85/20818 .28 (0) 6. 9994 u/07/2018 188.88 (P)
7. 9993 uw/07/2018 125.080 (0) 8. 9992 u/07/2018 150.00 (0)
9. 9991 u4/08/2018 150.080 (0) 10. 9990 4/09/2018 175.80 (0)
11. 9989 4/10/2018 200.80 (0) 12. 9988 A4/11/2018 225.80 (0)
13. 9987 4/11/2018 -29 (P) 14. 9986 L/12/2018 258.80 (P)
15. 9985 4/13/2018 275.88 (0) 16. 9984 4/13/2018 275.88 (D)
17. 9983 4/12/2018 300.80 (0) 18. 9982 A4/14/2018 325.80 (0)
19. 9981 4/15/2018 325.080 (0) 20. 9980 4/16/2018 325.00 (0)
21. 9979 4/17/2018 350.080 (0) 22. 9975 4/07/2018 100.80 (P)
23. 9977 W/19/2018 375.08 (C) 24, 9976 W/20/2018 4ee.88 (C)

F1-F12=Claims 1-12, F18-F29=Claims 13-24, F17=Print F16=Reenter/Exit
M F | F2 | F3 | F4 | F5 | F6 | F7 | F8 | F9 |F10 |[F11 [ F12 [ Fis i |2 18.03.00

@ & |F18 | F19 | F20 | F21 | F22 | F23 | F24 | F25 | F26 | F27 | F28 | F29

Step  Action

Select ﬁl (F16 - Reenter/Exit) to return to the Purchase Order — Entry screen.
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The following screen displays:

-
[F] PCGDist=8991 Rel=1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND w_@lﬂu
P.0. Inquiry PO #: 168 Vendor: 6655 UENDOR BAaaass PURCBH288
1 WEST FIRST STREET OPEH
SUITE 1884
Req #: PO ODutput: O=0ther ATLANHTA, GA 3aaan
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 261 Building: 1 SHITH SCHOOL 8281 Desc: FINAHCE - TEST PO
C-FWD: C-FWD/R-OPH Date: Date: 4/85/2818 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 1868 16811 18688 43288 195 1 5336.81 168808.88
18 1868 16811 18688 44222 195 1 1.88 .58
18 1868 16811 18688 44388 195 1 1.88 .58
18 1868 16811 18688 61888 195 1 1 1.88 .58
18 188 1811 1888 618481 195 1 1.88 .58
18 188 1811 1888 61188 195 1 1.88 .58
18 188 1811 1088 61588 195 1 1.88 Y]
18 188 1811 10688 61688 195 1 1.88 Y]
18 188 16821 10888 43288 195 1 1.88 .25
18 188 1821 10888 44222 195 1 1.88 .26
18 188 1841 18608 44222 168 1 1.88 .27
18 188 16821 18688 61888 195 1 1 1.88 .28
18 188 16821 1868 61841 195 1 1.88 .29
18 188 16841 1868 44388 168 1 1.88 38
18 188 16841 1868 58888 168 1 1.88 -
18 188 16821 1868 61688 195 1 1.88 .32
18 188 1841 1868 61888 188 1 1.88 .33
18 188 16821 1868 64188 195 1 1.88 .34
18 188 16841 1868 43288 168 1 1.88 .35
21+ a0 168 1 1 1.88 .36
| P.0O. balance: 1887 .16

F1=01dest F2=Hext F3=Prev Fi=Hewest F14=Examine Claim F17=Print Screen F16=Reenter/Exit
“%fl k1 | F2 | F3 | Fa | ks | Fe | F7 | Fe | Fo | Fr0 [F11 [Fi2 [ Fis | ma |2 18.62.00

wE S F28 | F2a

" Action

Select ﬁl (F16 - Reenter/Exit) to return to the Find Purchase Order screen.
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The following screen displays:
(@ PcoDist-8991 Rel=180100 04/16/2018 PCW 001 SV CADEVSYS CASECOND wm‘l&lﬂu

PURCB2008

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor: 6055 v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
w%#| F1 | 2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [F11 | F12 | Fa | s |2 18.02.00

=) F22 | F2a

Step  Action
10

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Purchase
Order Processing Menu.

Georgia Department of Education
December 3, 2018 ¢ 3:27 PM e Page 11 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

11 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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A2. Purchase Order Inquiry — Account Number

[A] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WI—IHE‘EI@M
N Financial Accounting & Reporting MASTER1

FKey Haster Menu

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 Manag t & Invest t M t Menu

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | MoriSp | EAN | MEND

1 Select 2| (F2 - Purchase Order Processing Menu).

The following screen displays:
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wmm@u

Financial Accounting & Reporting PRBOP

FKey Purchase Order Processing
;l -- Purchase Order Inquiry

_2 | -- Enter Purchase Order

_3 | -- ClosefCancel Purchase Orders

_5 | -- Print Purchase Orders

_6 | -~ List All Purchase Orders

LI -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
9 | -- Account Number Sequence
il -- ¥endor Name Sequence
_11 | -~ Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- ¥endor Maintenance

wel | | | | | | [ || || e
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2 Select —1_ (F1 - Purchase Order Inquiry).

The following screen displays:

~
PCG Dist=3991 Rel=18.01.00 04/16/2018 PCW 001 5V CADEVSYS CASECOND WEE-LEIQM
—
PURCB2088
Enter vendor number to scan the purchase order file to
examine entries for this vendor.
Vendor : v|
F12 will allow searching by account number
F13 will allow examination of a specific purchase order
Enter to CGontinue, F16 to Exit
| F1 | r2 | F3 | Fa | r5 | Fe | k7 | Fe | Fo |Fr0 [En1 [ k2 [ Fz | Fas | LR 18.62.00

=) F28 | F29

3 Select 12| (F12 - Allow searching by account number).
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The following screen displays:
'IF] PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WHIT‘E@M1

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor :

F12 will allow searching by account number

Yr Fnd F Prgm Fnct Objct Fcty B Addt'l

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | ke | k7 | F8 | Fo | F10 | F11 [ Fi2 | Fi3 | Faa | R 18.62.00

=) F28 | F2a

Step  Action

4 Enter or select the drop-down selection icon ~linthe Yr Fnd F Prgm Fnct Objct Fcty B
Addt’l field to choose the account.

5 Select _"l (Enter) to continue.
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The following screen displays:

m PCG Dist=8991 Rel=18.03.01 12/03/2018 PCG 001 SV CADEVSYS CASECOND WHITE - O X
P.0. Inquiry PO #: 40432 Vendor: 6654 HOME DEPOT INC PURCB208
1 HOME DEPOT LANE CLOSED
4/28/2018
Req #: PO Output: O0=0ther ATLANTA, GA 30000
Bill to - Fecty: 163 Building: 2 SMITH SCHOOL @183 Attn: Jamie Builder
Ship to - Fcty: 1686 Building: SHMITH SCHOOL @186 Desc: FINANCE - TEST PO
C-FuD: C-FUD/R-0PN Date: Date: 4/05/2018 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Amount Liquidated
18 100 1641 1000 61060 109 1 5336.81 4525 .87
18 1680 1611 1080 53260 111 1 1.608 .68
18 100 1611 1000 61000 103 1 1.008 .09
18 188 1811 1680 61088 111 1 1.88 .18
18 100 1611 1000 61000 189 1 1.6808 .11
18 180 1611 1680 616068 199 1 1.68 12
18 108 1621 16080 53288 163 1 1.68 13
18 100 1621 1600 53200 111 1 1.60 b
18 100 1621 10800 53200 8010 4 1.60 .15
18 100 1621 1000 61000 1083 1 1.608 15
18 1680 1621 1680 616068 111 1 1.68 A7
18 188 1821 1608 61688 189 1 1.88 A7
18 100 1621 1600 61000 199 1 1.60 .18
18 100 1651 1000 53260 111 1 1.00 .19
18 1080 1045 1000 61008 198 1 1.6008 .20
18 188 16045 1000 43008 198 1 1.68 .21
18 180 1641 16080 61618 198 1 1.608 .22
18 100 1625 1000 610060 163 1 1.68 .23
18 1680 1625 10080 61000 111 1 1.6008 .24
18 100 1450 2500 61000 8610 1 1.608 .25
P.0. balance: .88 4528.28

F1=01dest F2=Hext F3=Prev Fhi=Hewest F14=Examine Claim F17=Print Screen F16=Reenter/Exit

% F1 | F2 | F3 | Fa |5 |6 | F7 | Fe | Fa [Fio |F11 |F12 | F13 | F14 | .S 18.063.00
@8 & |F18 | F19 | F20 | F21 | F22 | F23 | F24 | F25 | F26 | F27 | F28 | F29
Step  Action
6 To view additional purchase orders: Select the appropriate Function key.

Select - F1 (F1 - Oldest) to view the vendor’s first purchase order on record. Select

F2  (F2- Next-Newer), F3  (F3- Prev-Older), to scroll between records. Select = F#
(F4 - Newest) to view the vendor’s most recent purchase order.

To view the claim detail of the purchase order: Select F14 | (F14 - Examine Claim
Detail). On the Claim Detail screen, select the Function keys 1 — 12 or Function keys 18 -
29 to examine the purchase order’s claim information, where appropriate.

Select ﬂl (Enter) or ﬁl (F16 - Exit) to return to the initial Purchase Order Inquiry
screen.
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The following screen displays:

([E PCG Dist=8991 Rel=1801.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wm_ [E=SEE
PURCBH288
Enter vendor number to scan the purchase order file to
examine entries for this vendor.
I
Uendor : 6A55 v|
F12 will allow searching by account number
F13 will allow examination of a specific purchase order
Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00

=) F28 | F2a

Step  Action

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Purchase
Order Processing Menu.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

8 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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A3. Purchase Order Inquiry — Purchase Order Number

[A] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WHHE-EIEM
- Financial Accounting & Reporting MASTER1

FKey Haster Menu

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 Manag t & Invest t M t Menu

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | MoriSp | EAN | MEND

1 Select 2| (F2 - Purchase Order Processing Menu).

The following screen displays:
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wmm@u

Financial Accounting & Reporting PRBOP

FKey Purchase Order Processing
;l -- Purchase Order Inquiry

_2 | -- Enter Purchase Order

_3 | -- ClosefCancel Purchase Orders

_5 | -- Print Purchase Orders

_6 | -~ List All Purchase Orders

LI -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
9 | -- Account Number Sequence
il -- ¥endor Name Sequence
_11 | -~ Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- ¥endor Maintenance

wel | | | | | | [ || || e
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2 Select —1_ (F1 - Purchase Order Inquiry).

The following screen displays:

- —
[Al PCGDist=3991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WHIT (=
PURC B2 B8

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Vendor: v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to CGontinue, F16 to Exit
| F1 | r2 | F3 | Fa | r5 | Fe | k7 | Fe | Fo |Fr0 [En1 [ k2 [ Fz | Fas | LR 18.62.00

=) F28 | F29

3 Select 13 | (F13 - Allow examination of a specific purchase order).
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The following screen displays:
(@ PcoDist-8991 Rel=180100 04/16/2018 PCW 001 SV CADEVSYS CASECOND wml@lﬂu

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor :

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Purchase order number :

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

=) F28 | F2a

Step  Action

4 Enter the purchase order’s number in the Purchase Order Number field and select _mvl
(Enter) to continue.
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The following screen displays:

m PCG Dist=8991 Rel=18.03.01 12/03/2018 PCG 001 SV CADEVSYS CASECOND WHITE - O X
P.0. Inquiry PO #: 40432 Vendor: 6654 HOME DEPOT INC PURCB208
1 HOME DEPOT LANE CLOSED
4/28/2018
Req #: PO Output: O0=0ther ATLANTA, GA 30000
Bill to - Fecty: 163 Building: 2 SMITH SCHOOL @183 Attn: Jamie Builder
Ship to - Fcty: 1686 Building: SHMITH SCHOOL @186 Desc: FINANCE - TEST PO
C-FuD: C-FUD/R-0PN Date: Date: 4/05/2018 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Amount Liquidated
18 100 1641 1000 61060 109 1 5336.81 4525 .87
18 1680 1611 1080 53260 111 1 1.608 .68
18 100 1611 1000 61000 103 1 1.008 .09
18 188 1811 1680 61088 111 1 1.88 .18
18 100 1611 1000 61000 189 1 1.6808 .11
18 180 1611 1680 616068 199 1 1.68 12
18 108 1621 16080 53288 163 1 1.68 13
18 100 1621 1600 53200 111 1 1.60 b
18 100 1621 10800 53200 8010 4 1.60 .15
18 100 1621 1000 61000 1083 1 1.608 15
18 1680 1621 1680 616068 111 1 1.68 A7
18 188 1821 1608 61688 189 1 1.88 A7
18 100 1621 1600 61000 199 1 1.60 .18
18 100 1651 1000 53260 111 1 1.00 .19
18 1080 1045 1000 61008 198 1 1.6008 .20
18 188 16045 1000 43008 198 1 1.68 .21
18 180 1641 16080 61618 198 1 1.608 .22
18 100 1625 1000 610060 163 1 1.68 .23
18 1680 1625 10080 61000 111 1 1.6008 .24
18 100 1450 2500 61000 8610 1 1.608 .25
P.0. balance: .88 4528.28

F1=01dest F2=Hext F3=Prev Fhi=Hewest F14=Examine Claim F17=Print Screen F16=Reenter/Exit

% F1 | F2 | F3 | Fa |5 |6 | F7 | Fe | Fa [Fio |F11 |F12 | F13 | F14 | .S 18.063.00
@8 & |F18 | F19 | F20 | F21 | F22 | F23 | F24 | F25 | F26 | F27 | F28 | F29
Step  Action
5 To view additional purchase orders: Select the appropriate Function key.

Select - F1 " (F1 - Oldest) to view the vendor’s first purchase order on record. Select

F2  (F2- Next-Newer), F3  (F3- Prev-Older), to scroll between records. Select = F#
(F4 - Newest) to view the vendor’s most recent purchase order.

To view the claim detail of the purchase order: Select F14 | (F14 - Examine Claim
Detail). On the Claim Detail screen, select the Function keys 1 — 12 or Function keys 18 -
29 to examine the purchase order’s claim information, where appropriate.

Select ﬂl (Enter) or ﬁl (F16 - Exit) to return to the initial Purchase Order Inquiry
screen.
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The following screen displays:
(@ eco Dist=8991 Rel-18.01.00 04/16/2018 PCWOD1 SV CADEVSYS CASECOND wm‘@ﬂu

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

| Vendor: 5855 |

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00

=) F28 | F2a

Step  Action

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Purchase
Order Processing Menu.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

! Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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Procedure B: Entering a Purchase Order Manually into
PCGenesis

[A] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WHHE-EIEM
- Financial Accounting & Reporting MASTER1

Haster Menu

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 Manag t & Invest t Manag t Menu

Financial Reporting & Month{Yr-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 EEER kbbb bhbEid

File Reorganization

[ I e e e 12.04.00

Masterl "“'[.;{ |

| 15 | Vi | DAY | MEND

1 Select 2| (F2 - Purchase Order Processing Menu).

The following screen displays:

m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND

Financial Accounting & Reporting PRBOP

FKey Purchase Order Processing
;l -- Purchase Order Inquiry

_2 | -- Enter Purchase Order

_3 | -- ClosefCancel Purchase Orders
_5 | -- Print Purchase Orders

_6 | -~ List All Purchase Orders

_7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
9 | -- Account Number Sequence
il -- ¥endor Name Sequence
_11 | -~ Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- ¥endor Maintenance

17.83.08
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2 Select —2 I (F2 - Enter Purchase Order).

The following screen displays:

(@ PceDist=8991 Rel=18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND w_LglﬂMT
e
Purchase Order Entry PURCA188
Load from file? H
Enter To Validate F16 to Exit
| F1 | r2 | F3 | Fa | r5 | Fe | k7 | Fe | Fo | F10 [ En1 [Fi2 | Fiz | Fs | 18.62.00

@ & |rs |Fa F28 F32

3 To enter a purchase order manually, or enter N (No) in the Load from file? field, and

select ﬂl (Enter - to Validate).
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The following screen displays:
(@ Pco Dist=8991 Rel=18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wr—m_‘ [E=NEERrS

Purchase Order Entry Uendor : v| PURCHA188

PO Output: |U=uum. vl

Bill to - Facility: Building: _ {F18)

Ship to - Facility: Building: _ {F19)

Attn of: Description: PO date: _4/16/2818
Requisition #: Amount :

¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount

Enter To Validate F17=PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Faa | R 18.62.00

& & | F1s | F19 F28 F32

Step  Action

4 Enter the vendor’s number or select the drop-down selection icon | in the Vendor field to
choose the vendor’s information, and select _'fl (Enter) to validate.
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5 Select the drop-down selection icon ~lin the PO Output field to choose the vendor’s
preferred method for receiving purchase orders. Select from the list of options in the drop-
down box.

Valid options:
E — Email, only valid when using a 3" party to deliver purchase orders
F — Fax, only valid when using a 3™ party to deliver purchase orders
O — Other, valid when PCGenesis is used to print purchase orders

The PO Output value defaults to the value defined on the vendor’s record in Vendor
Maintenance, but the value can be overridden on the purchase order, if desired.

6 Enter the GaDOE-assigned facility and building code where appropriate, in the Bill To Facility
and Building fields.

The Bill To Facility and Building field entries must be valid entries in the FACILITY file. Refer
to Section B: Purchase Order Processing, Topic 4: Maintaining the Facility/Building
Maintenance File for instructions.

To locate a facility code, select il (F18 — Select Bill To) to select the correct Bill To Facility
and Building field entries.

7 Enter the GaDOE-assigned facility and building code where appropriate, in the Ship To Facility
and Building fields.

The Ship To Facility and Building field entries must be valid entries in the FACILITY file. Refer
to Section B: Purchase Order Processing, Topic 4: Maintaining the Facility/Building
Maintenance File for instructions.

To locate a facility code, select il (F19 — Select Ship To) to select the correct Ship To
Facility and Building field entries.

8 Enter the purchase order owner’s name up to twenty (20) characters, in the Attn of (Attention of)
field.

9 Enter reference information pertaining to the purchase order up to twenty (20) characters, in the
Description field.

10 Enter the date (MM/DD/CCYY) in the PO Date field.
PCGenesis defaults the entry to the current date.

11 Enter the total purchase order dollar amount in the Amount field.
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12 Enter the requisition number, up to eight characters, in the Requisition # (Requisition Number)
field, where applicable.

13 Enter the account number or select on the drop-down selection icon ~linthe (Acct#) Yr Fund
F Prgm Fnct Objct B Addt’l field to choose the account number.

14 Enter the dollar amount corresponding to the entry in Step 11 in the (distribution) Amount field,
where appropriate.

15 Select ﬂl (Enter) to validate the entries.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry
screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.
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The following screen displays:

Ste
16

g
[E] PCGDist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WI-IITE‘ [ESREER=

Purchase Order Entry Uendor : 6855 UEHDOR 888855 PURCHA188
1 WEST FIRST STREET
PO Output: ||]=|][he, -[ SUITE 1668
ATLAHTA, GA 3eean
Bill to - Facility: 195 Building: 1 SHMITH SCHOOL 8195 {(F18)
Ship to - Facility: 281 Building: 1 SHMITH SCHOOL 8281 {F19)
Attn of: Jamie Builder Description: FINANCE - TEST PO PO date: &4/705/2818
Requisition #: Anount. 5355 .81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount fAcct Bal After Entry
18 1868 16811 18688 43288 195 1 5336.81 238087 16—
18 1868 16811 18688 44222 195 1 1.88 1458.48
18 1868 16811 18688 44388 195 1 1.88 6182.25
18 188 1621 1668 61888 195 1 1 1.88 6973.37-
18 188 1611 1668 61841 195 1 1.88 16883 .88-
18 188 1611 1668 61188 195 1 1.88 3.88-
18 188 1611 1668 61588 195 1 1.88 34.0808-
18 188 1611 1668 61688 195 1 1.88 0088.808
18 188 1621 10608 43288 195 1 1.88 3088.808
18 188 1821 18688 44222 195 1 1.88 2797 .33
18 188 16821 1868 61888 1688 1 1 1.88 22783 .61
18 188 16821 1868 58888 195 1 1.88 99.88
18 188 16821 1868 61883 195 1 1 1.88 28405 .80
18 188 16821 1868 44388 168 1 1.88 F184.25
18 188 16821 18688 44222 168 1 1.88 1442 .48
18 188 16821 1868 61688 195 1 1.88 509461 .25
18 188 16841 1868 61815 188 1 1 1.88 1.88-
18 188 16821 1868 61288 188 1 1 1.88 1.88-
18 188 16821 1868 61841 195 1 1.88 L77.88-
18 188 16821 1868 61841 188 1 1.88 1.88-

Highlighted balances are OUER-EXPEHDED! Indicate allowance or refusalt
F1=ALLOY, F5=Re-Enter, F17=Print Screen

| k1 | r2 | F3 | Fa | rs | ke | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Faa | R 18.62.00

@ & |rs | Fa F28 F32

Action

If the data entered is correct, the Purchase Order Confirmation screen displays and will contain
the account balances after the encumbrance of this purchase order. The unencumbered balance
for the account(s) are examined for adequate balances(s). If the balance is available, the purchase
order amount will be encumbered (reserved). If there is an insufficient balance, the user is
notified and has the option to accept or reject the over-expenditure. Any balances that are OVER-
EXPENDED will be highlighted and a message will be displayed.

If the balance contains a negative (-) amount, the “Highlighted balances are over-expended!
Indicate allowance or refusal!” message will be displayed. The following Fkey options will
become available: F1 = Allow, F5 = Re-enter, F17=Print screen. To accept the over-
expenditure, select  F1 - (F1 - Allow). To reject the over-expenditure, select  F2  (F5 - Re-
enter) and return to Step 13 to re-enter the account’s information.

Select &' (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

To accept the over-expenditure, select - F1.~ (F1 - Allow), and then ﬂl (Enter - Continue) to
update the entries.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/21/2013 PCW 001 CHDEYSYS C:\SECOND _Iﬂlil
Purchase Order Entry - Inventory Lines PURCE100
Page: 1 Amount: 3,200.080
Quantity Unit Description Unit Price Total

Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, F16=Restart
MNEF|I R | F2 |3 | k2 | Fa | F6 | FZ | F8 | Fa [[Fio | F1n [ F12 |12 | F14 |8 13.01.00

2| & | P8 | F19 F28 F32

17 Make the appropriate entries in the Quantity, Unit, Description, and Unit Price fields. The
Quantity times the Unit Price will compute the Total amount for the detail line.

—

Enter up to twenty six (26) description detail lines for the purchase order on a single page, and
additional pages as necessary. Up to 15 pages are allowed for a single P.O. Select ENTER to
compute the totals and display them. If more detail lines are needed, press ENTER to display
another screen. Continue entering information. At any time during the entry of purchase order
detail, F8 may be selected to return to the initial Purchase Order Entry screen. If there are no
more detail lines, select F12 to validate the purchase order detail amount. If the detail total
amount does not equal the purchase order amount, press F16 to re-enter correct amounts,
starting on the first page of detail lines. Once the amounts are correct, press F28 to post the
purchase order and purchase order detail.

At any time during the entry of purchase order detail information, F&  (F8 - Exit to PO Entry
Screen) may be selected to return to the initial Purchase Order Entry screen.
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18

Action
In the following example, three pages of purchase order detail information will be entered. Select

_"l (Enter) to continue.

The following screen displays:

Step
19

B PCGDist=8991 Rel=13.01.00 02/22/2013 PCW 001 C:\DEYSYS C:\SECOND _ = x|
Purchase Order Entry - Inwventory Lines PURCH108
Page: 1 Amount : 5,355.81
Quantity Unit Description Unit Price Total
18 bz 123456 - Test Purchase Order .00 9.98
1 ea 7898 - Unicorn Horns .50 .58
? c©s 234 - Pigs i 1.58
3 gr 3456 - Ears 1.88 3.488
4 ea 4567 - Rats 2.08 8.08
L bx 5678 - Cats 3.688 15.488
6 ea 6789 - Spails 45 .88 278.88
7 c©s 7898 - Dogs .88 35.88
8 gr 8961 - Meow 6.688 48.488
9 ea 9812 - GRRRRRR 7.88 63.88
18 bx 1111 - AAAAAAAAAAA 8.08 88.088
11 ea 2222 - BBBBBEBB 9.88 9088
12 cs 333 - CCCCCCCCCCC 168.688 128.80
13 gr 4444 - DDDDDDDDD 11.088 143 .88
14 ea 5555 - EEEEEEEEEE 12.688 168.80
15 bx 6666 - FFFFFFFFF 13.08 195 .88
16 ea 7777 - GGGGGGGGG 4.88 64.88
17 cs 8888 - HHHHHHHHHHHH 14.688 238.80
18 qgvr 9999 - IITIIINIINIII 15.88 278.88
19 ea 1212 - JJJJ4JAA000) 16. 688 38480
28 bz 1313 - EEKKKKEKKKKKK 17.88 J40.88
21 ea 1414 - LLLLLLLLLLLLLL 14. 688 294_80
22 cs 1515 - MHMHHHMMMMHHFHREM 18.88 396.88
23 gr 1616 - MHMMHHMMMMHMHHN 19.688 437.808
24 ea 1717 - 00000D0DDOOODD 20.08 430.88
25 qr 1818 - PPPPPPPPPPPPP 22.88 5LA.8e
Enter=Continue, YF12=Validate, F17=PrtScrn, F16=Restart
E2T2 | F4 | /5 | F6 | F7 | F8 | F9 | Fio | E17 | F12 | Fi2 | Fia | SR 13.61.08
2| & | Fe | Fi9 F28 F32
" Action |

Verify the Page 1 entries, and select _‘(l (Enter) to continue entering detail lines.

If there are no more detail lines, select F12 (F12- validate) to validate the purchase order detail
amounts, and proceed to Step 26.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Detail screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

Step
20

B PCGDist=8991 Rel=13.01.00 02/21/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Purchase Order Entry - Inventory Lines PURCB188
Page: 2 Amount: 3,20808.880

Quantity Unit Description Unit Price Total

Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, Fl16=Restart
| F1 |2 | E2 | F2 | F5 | FB | FZ | F8 [ Fa | R0 | F11 [ Rz | F12 | F14 | B 13.61.00
w3 & | P18 | F19 F28 F32

" Action |

On Page 2, make the appropriate entries in the Quantity, Unit, Description, and Unit Price
fields. The Quantity times the Unit Price will compute the Total amount for the detail line.

If the detail total amount does not equal the purchase order amount, press ﬂ (F16 — Restart)
to re-enter correct amounts, starting on the first page of detail lines.

At any time during the entry of purchase order detail information, F& (F8 - Exit to PO Entry
Screen) may be selected to return to the initial Purchase Order Entry screen.
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 02/22/2013 PCYW 001 C:DEYSYS C:\SECOND _IEILI
Purchase Order Entry - Inwventory Lines PURCH108
Page: 2 Amount: 5,355.81
Quantity Unit Description Unit Price Total
ea 123 - Eyes .61 .81
2 c©s 465 - nails .85 .10
3 ea 789 - pens 18 .38
4 c©s 123 - pencils .15 .60
5 ea 465 - erasers .28 1.88
6 cs 899 - chalk .25 1.58
7 ea 123 - ink .38 2.18
8 cs 159 - pink .35 2.88
9 bx 459 - blue ] 3.608
18 ea 5456 - green 45 4.58
11 cs 1231 - brown .58 5.58
12 bx 54 - red .55 6.608
13 ea 48 - purple .68 F.ga
14 cs 23 - lilac .65 9.18
15 bx 45 - maroon i) 18.58
16 ea 56 - Software .75 12_8a
17 c©s5 78 - postage .88 13.68
18 bx 89 - computers -85 15.38
19 ea 98 - books .98 17.18
28 cs 91 - texthooks .95 19.488
21 bx 92 - yellow 1.88 21.88
22 ea 93 - tan 1.685 23.18
23 cs 94 - apple 1.18 25.30
24 bx 825 - pear 1.15 27.68
2?5 ea 125347 - grapes 1.28 38.080
26 cs 3213 - peaches 1.25 32.58
Enter=Continue) F8=Exit to PO entry, F17=PrtScrn, Fl6=Restart
e~ F3 | F4 | F5 | F6 | FZ7 | F8 | F3 | Fo | A1 |[Fi2 | F3 | Fid |5 13.61.08
2| & | Fe | Fi9 F28 F32

Step  Action
21

Verify the Page 2 entries, and select _‘(l (Enter) to continue.
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The following screen displays:

Step
22

B pCGDist=8991 Rel=13.01.00 02/22/2013 PCY¥ 001 C:\DEYSYS C\SECOND _IEILI
Purchase Order Entry - Inwventory Lines PURCH188
Page: 2 Amount: 5,355.81
Quantity Unit Description Unit Price Total
1 ea 123 - Eyes . -
2 cs 465 - nails .85 .18
3 ea 789 - pens .18 .38
4 cs 123 - pencils .15 .68
5 ea 465 - erasers .28 1.88
6 cs5 899 - chalk .25 1.58
7 ea 123 - ink .38 2.18
8 cs5 159 - pink .35 2.88
9 bx 459 - blue ] 3.608
18 ea 5456 - green L5 L4.58
11 cs 1231 - brown .te 5.58
12 bx 54 - red .55 G6.68
13 ea 48 - purple .68 7.88
14 c¢s 23 - lilac .65 2.18
15 bx 45 - maroon .7a 18.58
16 ea 56 - Software 75 12.88
17 c©s 78 - postage 1] 13.68
18 bx 89 - computers -B5 15.38
19 ea 98 - books ] 17.18
28 cs 91 - textbooks .05 19.88
21 bx 92 - yellow 1.88 21.88
22 ea 93 - tan 1.685 23.18
23 cs 94 - apple 1.18 25.38
24 bx 825 - pear 1.15 27.68
25 ea 125347 - grapes 1.28 30.00
26 cs 3213 - peaches 1.25 32.58
Enter=Continue) F12=Validate, F17=PrtScrn, F16=Restart
£ —+>—1F3 | F4 || F5 || F6 | F7 | F8 | FA | Fio | Fia |2 | F3 | Fid |5 13.61.08
2| & | Fe | Fi9 F28 F32

" Action

Verify the Page 2 entries, and select _‘(l (Enter) to continue.

If there are no more detail lines, select F12 (F12- validate) to validate the purchase order detail
amounts and proceed to Step 26.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Detail screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

Step
23

B PCGDist=8991 Rel=13.01.00 02/21/2013 PCW 001 C:\DEYSYS C:\SECOND

Purchase Order Entry - Inventory Lines
Page: 3 Amount: 3,2080.08

Quantity Unit Description Unit Price Total

Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, Fl6=Restart

Fl F [ F2 | F3 | F4 | Fs | FE | F2 | F8 | Fa | B0 | F1T |1z |13 | Fia |
m®| & | F1g | F19 F28 F32
" Action

to re-enter correct amounts, starting on the first page of detail lines.

Screen) may be selected to return to the initial Purchase Order Entry screen.

At any time during the entry of purchase order detail information, F& (FS8 -

=151x]

PURCB188

13.01.88

On Page3, make the appropriate entries in the Quantity, Unit, Description, and Unit Price
fields. The Quantity times the Unit Price will compute the Total amount for the detail line.

If the detail total amount does not equal the purchase order amount, press ﬂ (F16 — Restart)

Exit to PO Entry
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02,/22/2013 PCW 001 CHDEYSYS C:\SECOND = IE Iil
Purchase Order Entry - Inventory Lines PURCE100
Page: 3 Amount: 5,355.81
Quantity Unit Description Unit Price Total
27 bx 32131 - plumes 1.38 35.18
28 231 - cubes 1.35 37.88
29 2 - ketchup 1.48 L48.68
30 25 - mustard .75 22.508
31 46l - mayo 21 37 .51
32 13213 - buns 22 39.04

1
1
56484 - hotdogs 1.
1234 - fries 1.24 42 .16
1
1
1

32131 - milk shake
121311 - onion rings
11111 - blizzard

2
=
T O 59 =4 2 = =

Enter=Continue ) F8=Exit to PO entry, F17=PrtScrn, F16=Restart
= e t?—1F3 | F4 | F5 | F6 | FZ | F8 | F3 | F10/ | Fin [ F12 | F13 | F14 | &% 13.01.60

8 & [ Fis [Fia F28 F32

Step  Action
24

Verify the Page 3 entries, and select _‘(l (Enter) to continue.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02,/22/2013 PCW 001 C:\DEYSYS C:\SECOND _IEILI
Purchase Order Entry - Inventory Lines PURCH108
Page: 3 Amount: 5,355.81
Quantity Unit Description Unit Price Total
27 bx 32131 - plumes 1.38 35.18
28 ea 231 - cubes 1.35 37.88
29 cs 2 - ketchup 1.48 4B.68
38 bx 25 - nmustard 75 22.58

31 ea 464 - mayo 1

32 c©s 13213 - buns 1

33 bx 56484 - hotdogs 1. -
34 ea 1234 - fries 1.24 42 .16
35 cs 32131 - milk shake 1

36 bx 121311 - onion rings 1

37 ea 11111 - blizzard 1

Enter=Continue { F12=Validate,) F17=Prtscrn, F16=Restart
| B | 2 | BB~ F6 | F7 | F8 | F3 | Fo | F11 Rz [ F3 | B | B 13.01.68
2| & | Fe | Fi9 F28 F32

Step  Action |
25 Select F12 (F12 — Validate) to validate the detail entries.

If more detail lines are needed, press _'fl (ENTER) to display another screen. Continue
entering information. Up to 15 pages are allowed for a single P.O.

If the detail total dollar amount does not equal the purchase order amount, select ﬂ (F16 -
Restart) to re-enter the correct amount(s) on the Purchase Order Detail screen, starting on the
first page of detail lines.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Detail screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02,/22/2013 PCW 001 C:\DEYSYS C:\SECOND _IEILI
Purchase Order Entry - Inventory Lines PURCH108
Page: 3 Amount: 5,355.81
Quantity Unit Description Unit Price Total
27 bx 32131 - plumes 1.38 35.18
28 ea 231 - cubes 1.35 37.88
29 cs 2 - ketchup 1.48 4B.68
38 bx 25 - nmustard 75 22.58

31 ea 464 - mayo 1
32 c©s 13213 - buns 1
33 bx 56484 - hotdogs 1.
34 ea 1234 - fries 1.24 42 .16
35 cs 32131 - milk shake 1
36 bx 121311 - onion rings 1
37 ea 11111 - blizzard 1

Detail total: 5355.81
F17=PrtScrn { F28=Update) F16=Restart
S B | F2 | E3Yy~4=—T5 | F6 | F7 | F8 | Fa | Fo | F11 [ Fi2 | F3 | Fis | B 13.61.08
= = T F28 F32

Step  Action

26 Select F28  (F28 — Update) to post the purchase order.
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The following screen displays:
@ eco Dist=8991 Rel-18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘ [E=REERrS

PURCA1688

@urder numbetr : 161

Amount: 5,355 .81

Uendor : 6855

Assigned to: VEHDOR 8AAASS5
1 WEST FIRST STREET
SUITE 1888

ATLANTA, GA 30000
F17=Print Screen, ENTER or F16 to Continue
wa#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ Fi2 | Fi3 | Fs | R 18.62.00

8 & | s [ Fa F28 F32

Step  Action

27 Make a note of the Purchase Order Number assigned to the P.O.
Select E (Enter) or ﬁl (F16) to continue.

Select & (F17 — Print Screen) to obtain a screen print of the Final Purchase Order
screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.
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The following screen displays:

(@ rco Dist=8991 Rel-18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘@lﬂu
Purchase Order Entry PURCHA188
Load from file? H
Enter To Validate F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

| & |rs | Fa F28 F32

Step  Action
28

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting - Purchase
Order Processing Menu.

To enter an additional purchase order, repeat this procedure beginning at Step 3.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

29 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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Procedure C: Creating a Purchase Order Using the
PCGenesis PO Requisition.xls Spreadsheet

C1. Downloading the PCGenesis PO _Requisition.xls
Spreadsheet

Create the “PURCHASE” folder, and copy the purchase requisition spreadsheet to each workstation
used in creating, importing, and saving purchase requisitions.

Step Action
1 On the C:\ drive, create a folder entitled PURCHASE.

The following window displays:

M

Fle Edt Wew Favortes Tools Help

eBack - Q @ pSearch [ Folders & 3 X 9 @ @ % @

Address |[E:| C\Purchase

Name & | Size | Type | Date Modified

Step  Action

2 Access the PCGenesis Purchase Order/Purchase Requisition Template
(PCGenesis_PO_Requisition.xls spreadsheet) located at:

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/Financial-Accounting-and-
Reporting.aspx
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3 Save the PurchaseRequisition.xIt template to the Purchase folder created in Step 1.

Do not change the filename in this step.
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C1.1. PCGenesis_PO_Requisition.xls Spreadsheet — Example

000 |~ | |6n |4 ea | by =

47
48
45
30
a1
52
53
54

EE

5
57
58
59

A

=

s I T T T T I T O I I I I I I O I

B |C| D E F G H | J K L M N
PCGenesis Purchase Requisition

NOTE: Commas may not be entered into any input field.

I'\.r 3.00 I
u

Reguisition number[ | Date [ | MMDDICCYY
Vendor number: Requestor |
Or "NEW" Phone |

Approved by | |

If existing vendor, only vendor number and name required., Iif new vendor, complete vendor information reqguired.,

Vendor name EIN
Phone | Fax | or 35N
Address L1 1099 YN}
Address L2
City - St - Zip | |
Contact
Bill to facility Bil to building
Facility desc | Information only
Ship to facility | Ship to building] |
Facility desc Information onhy
Attention of

Order description |

Enter account number charge lines. Total charge lines must equal total line items.

Line %r Fnd Fisc Prog Func Objecl Facl Bldg Addl

Amount

Total requisition amount

Line items extended price total

0.00 Account charge total must match line item total

$0.00 ** Requisition cannot be ZERQ ***

Enter the purchase order line items, guantity, units, description and unit price. Description may span lines.

Line Quantity Unit Description

Unit Price Ext Price

1

Line Codes _ CH’, CVB’ ‘A’, LNB’ ‘P” CD” GE” CF” CG’, 6B” CS” 6T” CO?, CC” 6R” CL’
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C2. Saving the PCGenesis PO Requisition.xls Spreadsheet as a
Microsoft® Excel Spreadsheet/Workbook

* ** Attention* * *

To preserve the integrity of the PCGenesis_PO_Requisition.xls spreadsheet, PCGenesis users must
ensure that the template is first saved as a Microsoft® Excel spreadsheet/workbook with a filename
other than “PCGenesis PO _Requisition.xls .

Based on the version of software used, file extensions such as Excel Workbook (*.xIsx), Excel 97-2003
Workbook (*.xls), Comma delimited (*.csv), and Excel 97-2003 Template (*.xlt), for example, may
contain descriptions that differ from this document’s instructions. Ensuring that the filename
description selected, such as “Workbook”, “Spreadsheet”, and “.csv File” for example, corresponds to
the file type indicated within the instructions prevents additional processing errors.

Ste Action

1 Verify the PCGenesis_PO_Requisition.xls spreadsheet exists within C:\PURCHASE.

If the file or folder does not exist, refer to C1. Downloading the
PCGenesis_PO_Requisition.xls Spreadsheet for the instructions.

Creating an additional folder within the “PURCHASE " folder using a naming convention
similar to “PurchReqs_ABC” where ABC uniquely identifies the purchase requisition’s
contact, and allows for the easy identification of a particular user’s files. When naming this
additional folder however, be careful that the complete import file and pathname name does
not exceed PCGenesis import file character limitations.

2 Within  Microsoft® Excel, access and open the PCGenesis_ PO_Requisition.xls
spreadsheet.

Georgia Department of Education
December 3, 2018 e 3:27 PM e Page 46 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following window displays:

%‘gq.rhu} PO Requisitionad icrosoft Exce [E=Rax

Home | Insert  Pagelayout  Formulas  Data  Review  View  Team o @ o =

= Cut . | 5 SR X AutoSum v
j & Arial -0 < A AT %] B SiwrapTest Mumber - % g == §< @ ? lﬁ
- 23 Copy ~ ] Fin -
Paste B 7 U- - A | EE=|EE Merge & Center | $ = % 3 | %3 ;% Conditional Format Cell  Insert Delete Format Sort & Find &
~ < Format Painter = = - & O8> Eormatting - as Table - Styles = - - - 2 Clear - Filter = Select~
Clipboard ) Font ) Alignment ) Number [ Styles Cells Editing
P1 - £e| vao0
A B C D E F G H I J K L M N (5] P R £ T u v W " ¥ z AA AR AC AD AE AF AG AH Al
PCGenesis Purchase Requisition v 3.00 !
NOTE: Commas mag net be entered iote 3of inpur feld.
H  Requisitionnumber ] Date [ ] mampDmiceyry
2 Vendarnumber [ ] Requestor
Or "MEW" Fhone
a T ——
F existing venscr,_onlg venser BumBer 306 Bame IeGUIred. I Bow $eRGCT,_ COmPIete YEDOET IMFOIItcn 1eguied.
N Wendor name EIN
P Phaone I Fau | or 8K | |
o Address L1 1099 [ven) [ |
£ Address L2
F City-5t-2Zip [ I
G Cantact
] Bill o facility Billto buiding
Facility desc | Infarmation anly
5 Shipta Facility [ Shipto building] [
Facility desc | Infarmation anly
T Arention of |
a Order description [ |

Enter acoount namber eharge lines. Total eharge fines most equal tolal loe items.

1

3

4

5

E

7

]

E]

10
1l

12
13
"
15
16
17
18
1
20
21
22
23
24
25
&
a7
3
)
an
3
3z
3
3t
5
=
a
38
3
40
41
4z
43
44
45
45
47
48
43
50
51
52
5%

Line ¥t _Fnd Fiso Prog Func Objes! Faol Bidy Addl Amount
& 1

c 2

c 3

c 4

S

c 8

c 7

[

c 9

c oo

c

c oo

c o1

c o

c 1

c g

c 1

c oo

c 1

[ER]

R Total requisition amount 000 Ascount charge total must matoh line item total

Line items eztended price total $0.00 " Requisition cannot be ZERD ™ =

i 4+ vi| Sheet1 /'Sheet2 ‘sheet3 /%2 [la] T | [0
Ready | 3 | \Ei I e S —)

Step  Action |

Select =] (Save), or from the Menu Bar, select File —» Save As.

4 Within the Save in: field, navigate to the C:\PURCHASE or to the appropriate file location.

Within the screenshot examples, a folder entitled “PurchReqs CWJ” was created to identify
the user’s purchase requisition files.
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The following window displays:

|55 PurchRegs_cwd EExl|
File Edit View Favorites Tools Help r",'
@ Back ~ () \? /‘:) Search |[ Folders v | (3 x n ‘“/ L’,L_'] X L{Z‘I fj ‘ﬂ

Address ‘\3 C:\Purchase \PurchRegs_CWJ lil Go

Name = Size | Type Date Modified

Step | Action

5 School Level Users: Enter

POMMDDYY _FacilitySchoolINameLUA#_RequestorName.xlIs, where MMDDYY is the
current date, FacilitySchoolNameLUA# is the name of the facility and the GaDOE-
assigned LUA code, and RequestorName is the name of the individual responsible for the
submission of the purchase requisition.

School District Level Users: Enter POnnnnnnnn.xls, where nnnnnnnn is the eight-digit
school district- or system-specific identifier/requisition number.

6 Select the drop-down selection icon | within the Save as type field and choose Microsoft
Excel Workbook (.xIs).

Saving the file initially as a Microsoft® Excel spreadsheet/workbook simplifies making
modifications for PCGenesis users.

7 Select . 2*2 ___ (Save).
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(3. Using the PCGenesis PO Requisition.xls Spreadsheet to
Create a Purchase Order

%% | MPORTANT***

Do not enter commas (,) in any of the Microsoft® Excel spreadsheet’s data fields because doing so
creates incompatibilities with the .csv file’s format.

Ste Action

1 Access the Microsoft® Excel spreadsheet/workbook saved in C2. Saving the
PCGenesis_PO_Requisition.xls Spreadsheet as a Microsoft® Excel Spreadsheet/Workbook.

The PCGenesis Purchase Order/Purchase Requisition Template
(PCGenesis_PO_Requisition.xls spreadsheet) may be accessed at:
http://www.gadoe.org/Technology-Services/PCGenesis/Pages/Financial-Accounting-and-
Reporting.aspx

The following window displays:

FA™ B A R u uisiti it (ct
File Home | Insert  Pagelayout  Formulas Data Review  View  Team 2@ o R
1= art " = = e PO E Autosum -
j & Arial S0 - A = ;% B SiwrapTed Humber - ﬁ g - §< [E ﬂ [ﬁ
= 23 copy ~ [ Fin~
Paste B S U~ i~ M+A- === EMerceacenter § - % o | %§ 2 Condtional Format Cell | Insert Delete Format Sort & Find &
- < Format Painter - = - ormatting = as Table ~ Styles - - - {2 Clear ~ Filter = Select =
Clipboard B Font 3 Alignment & Number & Styles Cells Editing
[ L ~ £ | va.00
AlBICIDIE[F[GIHIT[J] K T " 0 o 3 " s T U W v % v 2 RA | AB | AC | AD | AE | AF | Am | AH Al
1 PCGenesis Purchase Requisition 4 300
3 MOTE: Commas mag ot be entersd inte ang inpur fiefd.
0
5|1 Fequisition number [N Date [ narooiceie
3
7w vendornumber[ ] Fequestor
3 3 hene
3
oA L ) —
n
5 exésting vendor, caly vendor number snd name required. i new vendcy. complete vendor ion required:
BN me e |
# P [ Fa] orsen [ ]
50 1033 (VI)
® E
wF | T
B G
1]
20 |8 | —
B} ] nformation crly
28 [ I
23 ] Information only
24T |
2
260 Orde [ ]
27
28 £ ¢ number chatge Nines. Fatal chirge lines must equal total Ene items.
29
30 Line 1 Fnd Fisc Prog Fune Objec Fael Eldg Addl Amount
3 c 1
2lc o
nlc 9
4 C 4
B C 5|
®|c o
swlc 7
®C 8
33 .C El
wic o
siic
42 C 12]
43 C 13]
slc
s 1
48 T 18]
47 . C 17|
wlc
slc
50 C 20|
5 R Total requisition amount 0.00 Ageount charge total must mateh line item total
5
5 Line items extended price tatal $0.00 ™ Requisition cannot be ZERD ™ 3
W 4 b | Sheetl Sheet? ~Sheetd ¥ [4] il (A
Reacy | 73 | |[E@m gex o U &

2 Enter the purchase requisition number, up to eight (8) alphanumeric characters, in the
Requisition number field.
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Step Action

3 Enter the date (MM/DD/CCYY) in the Date field.

4 For new vendors: Enter NEW in the Vendor number field.
For existing vendors: Enter the vendor’s number in the Vendor number field.

After making either of these entries, PCGenesis highlights the remaining mandatory new and
existing vendor field entries.

5 Enter the name of the individual who is either responsible for the requisition, or who is
responsible for the creation of the requisition, up to thirty (30) characters, in the Requestor
field.

6 Enter the purchase requisition contact’s ten-digit telephone number in the Phone field.

7 Enter the name of the individual who is responsible for approving the requisition’s purchase,

up to thirty (30) characters, in the Approved by field.

8 Enter the vendor’s name, up to thirty (30) characters, in the Vendor name field.

For NEW vendors: Complete Steps 9 - 15
For EXISTING vendors: SkKip to Step 16

9 Enter the vendor’s ten-digit telephone number in the Phone field.
10 Enter the vendor’s ten-digit fax number in the Fax field.
11 Enter either the vendor’s Federal Tax Identification (Fed ID) or the vendor’s Employer

Identification Number (EIN) in the EIN field, or the employee’s/vendor’s Social Security
Number (SSN) without dashes in the SSN field.

Making an entry in both fields generate the “*** Only SSN or Only EIN*** - **Don 't fill
both** messages.

12 Enter the vendor’s street address, up to thirty (30) characters per line, in the Address L1 and
Address L2 fields where appropriate.

13 Enter the vendor’s city, state code, and zip code in the separated City St Zip fields.

The “City” field accommodates up to twenty-five (25) characters. The “Zip” field is
formatted to accept Zip+4 code entries without dashes, and zip codes containing
alphanumeric characters excluding dashes.

14 Enter the vendor’s contact name, up to twenty (20) characters, in the Contact field.
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15 Enter Y (Yes) or N (No) in the 1099 (Y/N) (1099 Vendor Yes/No) field.

Entering Y (Yes) identifies the vendor as such, and causes PCGenesis to automatically
generate a 1099 statement for the vendor when the statements are processed. Make a
corresponding entry in either the EIN or the SSN field.

16 Enter the GaDOE-assigned facility code and the building code where appropriate, in the Bill
to facility and the Bill to building fields.

The Bill To Facility and Building field entries must be valid entries in the FACILITY file.
Refer to Section B: Purchase Order Processing, Topic 4: Maintaining the
Facility/Building Maintenance File for instruction where appropriate.

17 Enter the GaDOE-assigned facility code and the building code where appropriate, in the
Ship to facility and the Ship to building fields.

The Ship To Facility and Building field entries must be valid entries in the FACILITY file.
Refer to Section B: Purchase Order Processing, Topic 4: Maintaining the
Facility/Building Maintenance File for instruction where appropriate.

18 Enter the facility and building description, up to twenty (20) characters, in the Facility desc
(Facility description) field.

19 Enter the name of the individual responsible for receiving the shipment, up to twenty (20)
characters, in the Attention of field.

20 Enter identifying information relating to the request for the items indicated, up to thirty (30)
characters, in the Order description field.

Complete Steps 21 -22 for each account number charge line.

21 Enter the account number to which the order will be charged in the (Acct #) Yr Fund F
Prgm Fnct Objct B Addt’l fields.

Select the “Tab” key to advance to the subsequent account number entry fields. The fields’
entries must be valid entries within the Account Master Description File. Refer to Section
K: Account Master File Processing for instructions where appropriate.

22 Enter the total dollar amount for line item in the Amount field.

The “*** Qut of Balance *** message continues to display until all account charge totals
and line item details correspond.
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Ste Action
Complete Steps 23 -24 for each inventory detail line.

23 Enter the total number of units ordered in the Quantity field, the two-character type of unit
requested in the Unit field, the item’s description, up to forty (40) characters, in the
Description field, and the cost per unit in the Unit Price field.

24 The Ext Price is automatically calculated when the user exits the Unit Price field. The Ext
Price is computed as the Quantity field times the Unit Price field entries.

25 | .

Select ™= (Save), or from the Menu Bar, select File — Save.
Ensure the file is saved with the “.xls/.xlsx (Excel Workbook) extension.
26 School Level Users: Based on local school district guidelines, submit the file to the local

school district office personnel for processing.
School District Level Users: Proceed to C4. Saving the PCGenesis Purchase Requisition

Spreadsheet/Workbook as a .csv File.
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(4. Saving the PCGenesis Purchase Requisition
Spreadsheet/Workbook as a .csv File

Saving the Microsoft® Excel spreadsheet/workbook as a .csv file allows PCGenesis to read the
PCGenesis_PO_Requisition.xlIs spreadsheet data. To support the interaction between the local school
district’s central office and individual schools, PCGenesis users must use extreme caution when electing
to save this file with a different naming convention than recommended here. While this naming
convention is a recommendation only, it is intended to ease the possibility of file mix-ups during
processing.

Step  Action

1 Access the Microsoft® Excel spreadsheet/workbook identified in C3. Using the
PCGenesis_PO_Requisition.xls Spreadsheet to Create a Purchase Order.

2 After From the Menu Bar, select File — Save As.
3 Within the Save in: field, navigate to the C:\PURCHASE or to the appropriate file
location.

The following window displays:

File Edit View Favorites Tools Help #

Que - @ | P [roies B3 3 XY [F & DD W

Address |&3 C:\PurchasePurchRegs_Cw] k] Go
Mame - Size | Type Date Modified

@081808_GEDOE1234_CWJones_Vendor9074.:ds 116 KB  Microsoft Office Excel 97-20.,,  8/18/2003 5: 15 PM

Step | Action

4 Select the drop-down selection icon | within the Save as type field and select CSV
(Comma delimited)(*.csv).
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5 Verify or enter POnnnnnn.csv in the File name field, using the naming convention
covered previously.

It is not necessary for the user to change the defaulting filename in this step.
The following window displays:

Save As )%
Savein: |@ PurchReqs_CW/J @ - X G v

My Recent
@ Documents.

@ Desktop
My

[a Daocuments

— My

d Computer

g My Network
Places

Filename: |05 1808_GaDOE 1234_CWWJones_Vendor3074.csv

Save =5 ype: i (Camina delmISA (el |

" Action

6 Select . 2% (Save).

If the “Microsoft Office Excel — The selected file type does not support workbooks that
contain multiple sheets.” dialog box displays, select %% (OK).
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The following dialog box displays:

Hicrosoft Difice Excel %]

)

031808_GaDOE1234_CWlones,csv may contain Features that are nok compatible with C3% (M3-DOS), Do vou want to keep the workbook in this format?

+ To keep this Format, which leaves out any incompatible Features, click Yes,
» To preserve the features, click Mo, Then save a copy in the latest Excel Format.
+ To see what might be last, click Help,

Do not become alarmed, this Dialog Box always displays.

Step  Action

7

............................

Yes.... (Yes).

v

Select

From the Menu Bar, select File — Close to close the current file or select File — Exit to
completely exit Microsoft® Excel.

The .csv file must be closed before it can be imported into PCGenesis.

The following dialog box displays:

Step

Hicrosoft Dffice Excel (5}

' ': Do wou wank ko save the changes you made to '081808_GaDOEL234_Ciwlones, csy'?

Eoves [ il ] [Cancel ]

Action

For additional modifications since Step 5: Select L ves | (Yes), and repeat Steps 1 — 5
to save the file.

Georgia Department of Education
December 3, 2018 e 3:27 PM e Page 55 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure D: Entering a Purchase Order into PCGenesis by
Loading the .csv File
I co owmesoos re-v70300 Go/i520s) powont S omvews oo wire I o)

Financial Accounting & Reporting MASTER1

FKey Master HMenu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

-- Vendor Check Processing Menu

Revenue Account Master Menu

-- Accounts Receivable Processing Menu

Receipt Processing Menu

Cash Management & Investment Management Menu

Financial Reporting & Monthfvr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

*ear End Processing Menu

Special Functions Menu
Vendor Master Menu
Source Master Menu

B BEE BEEE kbl bbbk

File Reorganization

Masml um“ﬂ| | | | | | | | | | | | | | 13.084.00
| 15 | ViS5 | DAV | MERD

Step  Action
1 Select 2| (F2 - Purchase Order Processing Menu).
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The following screen displays:

.
[E] PCGDist=8991 Rel=17.03.00 09/15/2017 PCWOO1 SV CADEVSYS CASECOND meE-lglﬂu

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing

_1 | -- Purchase Order Inquiry

_ 2 | -- Enter Purchase Order

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

_ 6 | -- List All Purchase Orders

_7 | -- List Cancelled Purchase Orders

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

13 | -- Purchase Orders Maintenance Menu

14 | -- Claim Processing Menu
15 | -- Yendor Maintenance

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

Step | Action
2 Select —2_| (F2 — Enter Purchase Order).

Georgia Department of Education
December 3, 2018 ¢ 3:27 PM e Page 57 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=18.01. PCW 001 SV CADEVSYS CASECOND wun-_ |
Purchase Order Entry PURCHA188
Load from file? H
Enter To Ualidate F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.08
| & | F1e | F19 F28 F32

Step  Action

3 Enter Y (Yes) in the Load from file? field, and select ﬂl (Enter) to validate.
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The following screen displays:

_
[F] PCGDist=8991 Rel=18.01.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wm'@lﬂu

PURCA1688

Purchase Order Entry Upload From File
Enter the upload file path and name (e.g. C:\PURCHASEAPOnnnnnnnn.CSU)

C:\PURCHASEAZPOBAAAAAAT . CSY

F18=Browse for file

ENTER=Ualidate, F18=Browse, F16=Exit
woeg| F1 [ r2 [ k3 | Fs | ks | F6 [ F7 | ke | Fa [Er0 [E [Fi2 | Es e LG 18.62.00
| & | F1e | F19 F28 F32

Step  Action |

4 Select 'F10° (F10 - Browse for file), and navigate to the .csv file saved in C4. Saving the
PCGenesis Purchase Requisition Spreadsheet/Workbook as a .csv File.

For ‘F10° (F10 — Browse for file) selections, PCGenesis defaults the Browse window to the
.csv file type where appropriate. PCGenesis users may select either the CSV (Comma
delimited) (*.csv) or the All Files (*.*) options from the drop-down file listing for Files of
type selection. PCGenesis displays a warning message dialog box when an import filename
does not contain the .csv file extension.

2 Select ¥ (Enter) twice.
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For import file errors, the following is an example of an import file error screen:
[A] PCGDist=8991 Rel-18.01.00 04/16/2018 PCWOD1 SV CADEVSYS CASECOND wr—mt [E=NEERTS)

__ PURC 8108

Purchase Order Entry Upload From File
Enter the upload file path and name (e.g. C:\PURCHASEAPOnnnnnnnn.CSU)
C:ACLAIMSNCLAIM2B817JULB1 .CSU

#%% ERRORS FOUND - GSU file cannot be loaded #=x=

Error: Import file missing V (Vendor) line
Error: Import file must hawve at least 1 account line
Error: Import file must hawve at least 1 unit line item

F17=Print Screen, F16=Cancel
wi#| k1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Faa | R 18.62.00
& 5 | Fie | F19 F28 F32

For successful file imports, the following screen displays:

m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WHITE - EIL
e —

PURCH100

Purchase Order Entry Upload From File
Enter the upload file path and name {e.g. C:\PURCHASEANPOnnnnnnnn.CSU})

C:\PURCHASENSS FINANCE TEST PD HEYW UENDOR.CSU

(| *** IMPORT FILE SUCCESSFULLY LOADED =*xx

Enter to Continue
| F1 | F2 | F3 | Fa | r5 | Fe | F7 | F8 | Fa | F10 [ Fnn [Fi2 [ Fi3 | Fa | 18.62.00
~| & |F18 | F19 F28 F32
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Action

. R R R . ENTEV )
For successful file imports — existing vendor entries: Select _I (Enter) to continue,
and proceed to Procedure D1. Successful File Imports for Existing Vendor Information.

; ; ; ENTE? ;
For successful file imports — new vendor entries: Select _l (Enter) to continue, and
proceed to Procedure D2. Successful File Imports for “NEW” Vendor Information.

For import file errors: Screen-print the *** Errors Found — CSV file cannot be loaded ***
screen, and select e (F16 — cancel) to cancel the import process.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry
Upload from File screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

Refer to Appendix A: Purchase Order Entry and .csv Import File Error Processing and to
Appendix B: Purchase Order Entry .csv File Format Requirements for additional error
message examples, and for additional information to aid in the correction of errors. After
correcting the error(s), repeat this procedure beginning at Step 1.
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D1. Successful File Imports for Existing Vendor Information

The following screen may be displayed when the vendor name on the import file does not match the
vendor name on the VENDOR file:

.
[ PCGDist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND W’I—IlTE— [E=EE

Uendor Mame Does Hot Match UENDOR File PURCA188

Uendor number on import file: 65 v| HOHME DEPOT INC

VYendor name on import file: UEHDOR 888855

The vendor name entered on the import file does not match the vendor
name associated with the vendor number on the import file.

If the vendor number is correct, press ENTER to continue processing.
If the vendor number is HOT correct, but the correct vendor number
exists on the VENDOR file, select the correct vendor number and press

ENTER to continue processing.

Otherwise, F32 will allow the user to exit the program and edit
the import file.

ENTER to Ualidate F22 to Exit Program
4 L e T I o I s I G M WP A AT =Y 18.02.08

. & | Fig [ Fi9 F28 F32

Step  Action |

EMTER
! If the vendor number is correct: Select _(l (Enter) to validate.

If the vendor number is incorrect, but the correct vendor number exists on the
VENDOR file: Select the drop-down selection icon | within the Vendor number on

import field to choose the correct vendor number from the VENDOR file. Select _"l
(Enter) to validate.

Select E (F32 to Exit Program) to exit the purchase requisition import procedure
altogether, or to modify the purchase requisition import file, and to repeat this procedure
beginning at Step 1.
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The following screen displays:

.[-J PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND

Uendor Name Does HNot HMatch UEMDOR File PURCH100
Uendor number on import file: 5L UEHDOR 888855
Uendor name on import file: UEHDOR @886855

The vendor name entered on the import file does not match the wvendor
name associated with the vendor number on the import file.

If the vendor number is correct, press ENTER to continue processing.
If the vendor number is MOT correct, but the correct vendor number
exists on the VENDOR file, select the correct vendor number and press

ENTER to continue processing.

Otherwise, F32 will allow the user to exit the program and edit
the import file.

Enter to Save F16 to Reenter F32 to Exit Program
mef| F | r2 | Fa | Fa | rs | Fe | k7 | Fe | Fe |F10 | F11 [Fi2 |3 | ms | &) 18.62.00

| & |rs |Fa F28 F32

Step  Action |

8 Select _‘{l (Enter) to save the vendor number, and continue.

Select ﬁl (to Reenter) to reenter the vendor information.

Select E (F32 to Exit Program) to exit the purchase requisition import procedure
altogether, or to modify the purchase requisition import file, and to repeat this procedure
beginning at Step 1.
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The following screen displays:

_
[F] PCGDist=8991 Rel=1801.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wr—n_ [E=NEERrS
Purchase Order Entry Uendor: 55 v| PURCHB1088

PO Output: |U=uum. vl

Bill to - Facility: _195 Building: 1 {F18)

Ship to - Facility: _281 Building: 1 {F19)

Attn of: Jamie Builder Description: FINANCE - TEST PO PO date: _4785/2818
Requisition #: Amount : 5355.81

¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount

18 188 _ 1611 16868 432688 _195 1 5336 .81

18 188 _ 1611 16868 44222 195 1 1.88

18 188 _ 1611 1668 443688 195 1 1.88

18 1A _ 16811 1668A 61888 195 1 1.88

18 168 _ 16811 1688 61841 195 1 1.88

18 1688 _ 16811 1688 61188 195 1 1.88

18 1688 _ 16811 1688 61588 195 1 1.88

18 168 _ 16811 1688 61688 195 1 1.88

18 168 _ 1821 1688 43288 195 1 1.88

18 188 _ 1821 1088 44222 195 1 1.88

18 188 _ 1821 1088 44388 195 1 1.88

18 188 _ 1821 1088 61888 195 1 1.88

18 188 _ 1821 1088 616841 195 1 1.0808

18 188 _ 1821 1088 61188 _195 1 1.088

18 188 _ 1821 1088 61588 _195 1 1.088

18 108 _ 1821 1088 61688 _195 1 1.088

18 188 _ 1458 1088 43280 _195 1 1.088

18 188 _ 1458 2500 610680 8018 1 1.088

18 188 _ 1458 2568 6160688 8618 1 1.88

18 188 1458 25088 61888 8818 1 1.88

Enter To Validate F17=PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit
wi#| k1 | F2 | F3 | Fa | rs | Fe | k7 | F8 | Fo [ Fr0 [ F11 [ Fi2 | Fi3 | P |2 18.62.00

F28 F32

Step | Action

9 Select _‘{l (Enter) to validate the entries.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

Ste
10

,
[E] PCGDist=8991 Rel=1801.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wml‘ [E=REER =

Purchase Order Entry Uendor : 55 UEHDOR 688855 PURCA188

PO Output: |D=Dthel vl

8845 VENDOR STREET

SMITH, GA 33333
Bill to - Facility: 195 Building: 1 SHMITH SCHOOL 8195 (F18)
Ship to - Facility: 281 Building: 1 SHMITH SCHOOL 8281 (F19)
Attn of: Jamie Builder Description: FINANCE - TEST PO PO date: 4/05/20818
Requisition #: ABCD-123 Anount: 5355.81
¥r Fnd F Prgm Fnct Objct Foty Addt*1 Amount Acct Bal After Entry
18 188 1811 1888 43288 195 5336.81 29143.97-

18 188 1811 1880 44222 195
18 188 1811 1880 44388 195
18 1868 1811 1880 61888 195
18 168 1811 1880 61841 195
18 168 1811 168080 611886 195
18 168 1811 16080 61508 195
18 1688 1811 10080 616088 195
18 1680 1821 10080 43208 195
18 188 1821 1080 44222 195

.aa 1449 .48
.aa 6181.25
.aa 283 .00-
.aa 1884. 88—
.ae 4. 88—
.ae 35.88-
.ag 9987.00
.ag 3987.00
.aa 2796.33

T T U N NP U T U S W A -
T N N N T U S W S}

=

=

18 188 10881 108088 432688 201 7900.88
18 188 16851 10688 641688 188 -aa 13799.688
18 1688 16821 1088 61841 195 -aa L78.0808-
18 1688 16851 1068 61688 188 -aa 1.6808-
18 1688 16851 10688 615688 1488 -aa 1.6808-
18 1688 16821 1088 61688 195 -aa 50062.25-
18 1688 16851 10688 612688 188 1 -aa 1.688-
18 1688 10881 1088 44222 201 -aa 5251.73
18 1688 10881 10080 443688 201 -aa 7184.25
18 1688 1218 22148 586688 188 -aa 1.688-

Highlighted balances are OUER-EXPEMDED! Indicate allowance or refusalt
F1=ALLOY, F5=Re-Enter, F17=Print Screen

“if| F1 | F2 | Fa | Fa | rs | Fe | k7 | Fe | Fo | Fr0 [F11 | Fi2 [Pz | s | R 18.02.00

=N R EEE F28 F32

Action

If the data entered is correct, the Purchase Order Confirmation screen displays and will contain
the account balances after the encumbrance of this purchase order. The unencumbered balance
for the account(s) are examined for adequate balances(s). If the balance is available, the purchase
order amount will be encumbered (reserved). If there is an insufficient balance, the user is
notified and has the option to accept or reject the over-expenditure. Any balances that are OVER-
EXPENDED will be highlighted and a message will be displayed.

If the balance contains a negative (-) amount, the “Highlighted balances are over-expended!
Indicate allowance or refusal!” message will be displayed. The following Fkey options will
become available: F1 = Allow, F5 = Re-enter, F17=Print screen. To accept the over-
expenditure, select  F1 - (F1 - Allow). To reject the over-expenditure, select  F2  (F5 - Re-
enter) and return to Step 9 to re-enter the account’s information.

Select &' (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

To accept the over-expenditure, select - F1.~ (F1 - Allow), and then ﬂl (Enter - Continue) to
update the entries.
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The following screen displays:

-
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND Wa @M
Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total
18 bx 123456 — Test Purchase 0Order .99 o.98
1 ea 7898 - Unicorn Horns .58 .5a
2 cs 2345 - Pigs .75 1.58
3 gr 3456 - Fars 1.88 3.88
4 ea 4567 - Rats 2.88 8.80
5 bx 5678 - Cats 3.88 15.88
6 ea 6789 - Snails 45 .88 278.88
¥ cCs 7898 - Dogs 5.88 35.88
8 gr 8981 - Heow [ ] L8 .80
9 ea 9812 - GRRRRRR 7.88 63.80
18 bx 1111 - AAARAAAAAAR &.08 g0.080
11 ea 2222 - EBBEBBEE 9.88 90,80
12 cs 333 - CCCCCCCCCCC 18.88 128.08
13 gr 4444 - (1] 1]1] 11.88 143.688
14 ea 5555 - EEEEEEEEEE 12.88 168.088
15 bx 6666 - FFFFFFFFF 13.88 195 .88
16 ea 7777 - GGGGGGGGEG 4.88 64._88
17 cs 8888 - HHHHHHHHHHHH 14.88 238.88
18 gv 9999 - TITITTNNNNNIT 15.88 278.88
19 ea 1212 - JAAJIJII00] 16.88 304,088
28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088
21 ea 1414 - LELLLLERLLLELD 14.88 294,88
22 cs 1515 - MedHAAMMAARAEERE 18.88 396.088
23 r 1616 - HHHMNHHHHHHHHNH 19.88 437.88
24 ea 1717 - 000000000000 28.88 480.08
25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88

Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, Fl6=Restart
i "4 | Fa | 5 [ ke [ ¢z [ Fa | P9 |Fro | e | 18.62.90

FIS«

1 Select ﬂl (Enter) to continue.

Enter up to twenty six (26) description detail lines for the purchase order on a single page, and
additional pages as necessary. Up to 15 pages are allowed for a single P.O. Select ENTER to
compute the totals and display them. If more detail lines are needed, press ENTER to display
another screen. Continue entering information. At any time during the entry of purchase order
detail, F8 may be selected to return to the initial Purchase Order Entry screen. If there are no
more detail lines, select F12 to validate the purchase order detail amount. If the detail total
amount does not equal the purchase order amount, press F16 to re-enter correct amounts,
starting on the first page of detail lines. Once the amounts are correct, press F28 to post the
purchase order and purchase order detail.

At any time during the entry of purchase order detail information, F&  (F8 - Exit to PO
Entry Screen) may be selected to return to the initial Purchase Order Entry screen.
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The following screen displays:

Step
12

-
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—m‘ [E=NEERrS
Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total

18 bx 123456 - Test Purchase Order .99 9.98

1 ea 7898 - Unicorn Horns .5a .58

2 cs 2345 - Pigs .75 1.58

3 gr 3456 - Ears 1.88 3.88

4 ea 4567 - Rats 2.88 8.80

5 bx 5678 - Cats 3.88 15.88

6 ea 6789 - Snails 45 .88 278.88

¥ c©s 7898 - Dogs 5.88 35.88

8 gr 8981 - Heow 6.88 48 .88

9 ea 9812 - GRRRRRR 7.808 63.0808

18 bx 1111 - AARAAAAAARAA 8.80 80.00

11 ea 2222 - BBBBBBBB 9.80 99.008

12 c¢s 333 - CCCCCCCCCCC 108.80 1208.80

13 gr 4444 - DDDDDDDDD 11.808 143.80

14 ea 5555 - EEEEEEEEEE 12.88 168.088

15 bx 6666 - FFFFFFFFF 12.88 195 .88

16 ea 7777 - GGGGGGGGEG 4.88 64._88

17 cs 8888 - HHHHHHHHHHHH 14.88 238.88

18 gv 9999 - IIIIIIINNININII 15.88 278.88

19 ea 1212 - JJA0A0JA00) 16.88 304,088

28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088

21 ea 1414 - LLLLLLLLLLLLLL 14.88 294,88

22 cs 1515 - MAMHAAMMAMAARRRE 18.88 396.088

23 gr 1616 - HHNMMMHMHNNHNNNNHN 19.88 437.88

24 ea 1717 - 000000000000 28.88 480.08

25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88

Enter=Continue( F12=Validate) F17=PrtScrn, F16=Restart
gl k| F2 | 4 k6 | F7 | Fe | Fo |F10 |F11 [ F2 [mi3 | Fas | & 18.62.00

& 5 | Fie | F19 F28 F32

" Action

Select F12 (F12 — Validate) to validate the detail entries.

If more detail lines are needed, press _'fl (ENTER) to display another screen. Continue
entering information. Up to 15 pages are allowed for a single P.O.

If the detail total dollar amount does not equal the purchase order amount, select ﬁl (F16 -
Restart) to re-enter the correct amount(s) on the Purchase Order Detail screen, starting on the
first page of detail lines.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Detail
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:
(@ eco Dist=8991 Rel-18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘@lﬂu

I Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total

18 bx 123456 - Test Purchase Order .99 9.98

1 ea 7890 - Unicorn Horns .58 .5a

2 cs 2345 - Pigs .75 1.58

3 gr 3456 - Ears 1.88 3.88

4 ea 4567 - Rats 2.88 8.80

5 bx 5678 - Cats 3.88 15.88

6 ea 6789 - Snails 45 .88 278.88

¥ c©s 7898 - Dogs 5.88 35.88

8 gr 8961 - Heow 6.088 48,088

9 ea 9812 - GRRRRRR 7.80 63.080

18 bx 1111 - AARAAAAAAARA 8.00 §0.00

11 ea 2222 - BBBBBBBB 2.680 99.080

12 c©s 333 - CCCCCCCCCCC 18.080 128.80

13 gr 4444 - DDDDDDDDD 11.88 143 .00

14 ea 5555 - EEEEEEEEEE 12.88 168.088

15 bx 6666 - FFFFFFFFF 12.88 195 .88

16 ea 7777 - GGGGGGGGEG 4.88 64._88

17 cs 8888 - HHHHHHHHHHHH 14.88 238.88

18 gv 9999 - IIIIIIINNININII 15.88 278.88

19 ea 1212 - JJA0A0JA00) 16.88 304,088

28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088

21 ea 1414 - LLLLLLLLLLLLLL 14.88 294,88

22 cs 1515 - MAMHAAMMAMAARRRE 18.88 396.088

23 gr 1616 - HHNMMMHMHNNHNNNNHN 19.88 437.88

24 ea 1717 - 000000000000 28.88 480.08

25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88
Detail total: 5355 .81

F1?=PrtScrn, F16-Restart
| k| k2 | F - | ke | F7 | Fe | Fa | P10 | P11 | P12 | P13 | F1a |, & | 18.62.00

8 & | s [ Fa F28 F32

Step  Action

13 Select F28  (F28 — Update) to post the purchase order.
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The following screen displays:

—

R e ———
PURCB188

@ order number: 162

Amount: 5,355 .81

Uendor : 55

Assigned to: VEHDOR 8AAASS5
@845 UEHDOR STREET

SHITH, GA 33333

F17=Print Screen, ENTER or F16 to Continue
wa#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ Fi2 | Fi3 | Fs | R
& 5 | Fie | F19 F28 F32

18.82 .68

Step  Action |
14 Make a note of the Purchase Order Number assigned to the P.O.

Select E (Enter) or ﬁl (F16) to continue.

Select & (F17 — Print Screen) to obtain a screen print of the Final Purchase Order
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

(@ eco Dist=8991 Rel-18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘@lﬂu
Purchase Order Entry PURCHA188
Load from file? H
Enter To Validate F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

| & |rs | Fa F28 F32

Step  Action
15

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting - Purchase
Order Processing Menu.

To enter an additional purchase order, repeat Procedure D beginning at Step 3.

Georgia Department of Education
December 3, 2018 e 3:27 PM e Page 70 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

16 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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D2. Successful File Imports for “NEW?” Vendor Information

For successful file imports with “NEW?” vendor entries, the following screen displays:

-
[ PCGDist=8991 Rel=1801.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wr—mi [E=REERC
PURCA188
Add Uendor - 'HEW' Specified on the Import File
Hame: UEHDOR 888855 Status: A
Seq Key:
Address:
City: State: __ Zip:

T PO Output: [0-0ther ~]

Remit to - Address:
City: State: 2ip:
Phone: Contact:
FAX:
Email:

Fed ID (¥/N): _ Fed W9: | yra _:J Fed LLC Type: | ysa -

SSH / Fed ID: B00600080 E-Uerify number:
Authorization Date:
1899 (Y/N): N
Hame control:
Foreign indicator: H

One item per check: H {¥/H)

NOTE: If you think that this vendor is already in the system, F16 will
allow the user to select an existing vendor and complete the PO.
Otherwise, F32 will allow the user to exit the program and edit
the import file. ENTER will continue to ADD the vendor.

F17 to Print Screen
ENTER to Validate F16 to Lookup Uendor on PO sScreen F32 to Exit Program

| F1 | r2 | Fa | Fa | rs | ke | k7 | Fe | Fo | Fr0 [ En1 [Fi2 [ Fi3 | Fs | LR 18.62.00
| F28 Fa2 |

———

Step | Action

17 To accept the defaulting information: Proceed to D2.1. Purchase Requisition Import —
Accepting the Defaulting Vendor’s Information.

To select a different vendor: Proceed to D2.2. Purchase Requisition Import — Selecting a
Different Vendor’s Information.

Select & (F17 — Print Screen) to obtain a screen print of the Add Vendor screen. The
screen print file will be available in the print queue with the name ‘PSCNnnnn’.

Select E (F32 to Exit Program) to exit the purchase requisition import procedure
altogether, or to modify the purchase requisition import file, and to repeat Procedure D
beginning at Step 1.

Georgia Department of Education
December 3, 2018 e 3:27 PM e Page 72 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

D2.1. Purchase Requisition Import — Accepting the Defaulting Vendor’s
Information

m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND

PURCEA188

Add Uendor - 'HEW' Specified on the Import File
OFFICE HAX

OFFICE HAX

1 WEST FIRST STREET
SUITE 1888

ATLANTA

Hame : Status: A
Seq Key:

Address:

State: GA 2Zip: 30808

PO DutPUt:|E=emdl 'l

City:

Remit to - Address:
City:

Phone:

FAX:

Email:

Fed ID (¥/M):

SSH / Fed ID:

State:
Contact:

2ip:

770777555
OFFICEHAXEHAX . COH

¥ Fed W9: |c—C corporation

=

111225555

Fed LLC Type:

E-Uerify number:

N/A -

Authorization Date:

1099 (¥/N):

Hame control:
Foreign indicator: H
One item per check:
NOTE: If you think that this vendor is already in the system, F16 will
allow the user to select an existing vendor and complete the PO.

Otherwise, F32 will allow the user to exit the program and edit
the import file. ENTER will continue to ADD the vendor.

F17 to Print Screen

ENTER to Validate F16 to Lookup Uendor on PO sScreen F32 to Exit Program

E P4 | ks | ke [ F7 | re | Fo [F10 | P11 [Fi2 [ miz | s | & 18.62.00
& S |F8 | F19 F28 F32
Step | Action
EHTER
18 Make any desired changes to the vendor’s information, and then select _"l (Enter) twice.

Select & (F17 — Print Screen) to obtain a screen print of the Add Vendor screen. The
SCreen print file will be available in the print queue with the name ‘PSCNnnnn’.

Select E (F32 to Exit Program) to exit the purchase requisition import procedure
altogether, or to modify the purchase requisition import file, and to repeat Procedure D
beginning at Step 1.

The following dialog box displays:

Save Data? E3

' ‘: Are pou sure you want to create this vendor?
-

Caticel |

" Action

Select (OK).

Step
19
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The following screen displays:

.
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml@lﬁlg
Purchase Order Entry Uendor: 55 v| PURCHB1088

PO Uutput:|E=emd| vl

Bill to - Facility: _195 Building: 1 {F18)

Ship to - Facility: _281 Building: 1 {F19)

Attn of: Jamie Builder Description: FINANCE - TEST PO PO date: _4785/2818
Requisition #: Amount : 5355.81

¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount

18 188 _ 1611 16868 432688 _195 1 5336 .81

18 188 _ 1611 16868 44222 195 1 1.88

18 188 _ 1611 1668 443688 195 1 1.88

18 1A _ 16811 1668A 61888 195 1 1.88

18 168 _ 16811 1688 61841 195 1 1.88

18 1688 _ 16811 1688 61188 195 1 1.88

18 1688 _ 16811 1688 61588 195 1 1.88

18 168 _ 16811 1688 61688 195 1 1.88

18 168 _ 1821 1688 43288 195 1 1.88

18 188 _ 1821 1088 44222 195 1 1.88

18 188 _ 1821 1088 44388 195 1 1.88

18 188 _ 1821 1088 61888 195 1 1.88

18 188 _ 1821 1088 616841 195 1 1.0808

18 188 _ 1821 1088 61188 _195 1 1.088

18 188 _ 1821 1088 61588 _195 1 1.088

18 108 _ 1821 1088 61688 _195 1 1.088

18 188 _ 1458 1088 43280 _195 1 1.088

18 188 _ 1458 2500 610680 8018 1 1.088

18 188 _ 1458 2568 6160688 8618 1 1.88

18 188 1458 25088 61888 8818 1 1.88

Enter To Validate F17=PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Faa | R 18.62.00
E & | F1e | F19 F28 F32

Step | Action

20 Select ﬂl (Enter) to validate the entries.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

.
[ PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 5V CADEVSYS CASECOND wr—mé‘ =T

Purchase Order Entry

UENDOR 688855
8845 VENDOR STREET

Uendor : PURCA1488

PO Output: |u=u[he; vI

Attn of: Jamie Builder Description: FIHAHCE - TEST PO PO date: A4/85/2818
Requisition #: t: 5355 .81

¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Amount Acct Bal After Entry
18 1688 1611 16688 43288 195 1 5336.81 Iuu80.78-
18 1688 1611 16888 44222 195 1 1.688 1448 48

18 188 1611 168688 44388 195 1 1.688 6188.25

18 188 1611 168688 616888 195 1 1 1.688 204 _88-
18 188 1611 168688 616841 195 1 1.688 1065 .88-
18 188 1611 16688 61188 195 1 1.688 5.88-
18 188 1611 168688 61588 195 1 1.68 36 .88-
18 188 1611 168688 61688 195 1 1.68 9986.08

18 1688 1621 16888 43288 195 1 1.68 3986 .08

18 1688 1621 1088 44222 195 1 1.68 2795.33

18 1688 1218 2218 61260 8618 1.688 1.88-
18 1688 1621 168688 616888 195 1 1 1.688 6974 .37
18 186 1621 16888 61641 195 1 1.88 579.88-
18 166 1218 2216 616000 8610 1.088 1782.74-
18 186 1218 2210 580080 261 1 1.688 1.88-
18 188 1621 10888 61688 195 1 1.688 50963 .25-
18 1688 12168 2219 5306688 188 1 1.688 86.68-
18 1688 1318 2228 610088 168 1 1 1.688 1.88-
18 188 1318 2228 59588 261 1 1.688 1.88-
18 188 1218 2218 816668 8618 1.688 3318 .75-

SHITH, GA 33333
Bill to - Facility: 195 Building: 1 SMITH SCHOOL 8195 (F18)
Ship to - Facility: 261 Building: 1 SHITH SCHODL 8281 (F19)

| F | k2 | F3 | Fa | Fs | e |7

are OUER-EXPENDED? Indicate allowance or refusal?
F1=ALLOW, F5=Re-Enter, F17=Print Screen

| re | F | P10 | P11 | F12 | 3 e

F32

Highlighted balances

F14 18.82.488

Step
21

Fig | Fg |

| | F28

" Action

If the data entered is correct, the Purchase Order Confirmation screen displays and will contain
the account balances after the encumbrance of this purchase order. The unencumbered balance
for the account(s) are examined for adequate balances(s). If the balance is available, the purchase
order amount will be encumbered (reserved). If there is an insufficient balance, the user is
notified and has the option to accept or reject the over-expenditure. Any balances that are OVER-
EXPENDED will be highlighted and a message will be displayed.

If the balance contains a negative (-) amount, the “Highlighted balances are over-expended!
Indicate allowance or refusal!”” message will be displayed. The following Fkey options will
become available: F1 = Allow, F5 = Re-enter, F17=Print screen. To accept the over-
expenditure, select  F1 (F1 - Allow). To reject the over-expenditure, select  F3  (F5 - Re-
enter) and return to Step 20 to re-enter the account’s information.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

To accept the over-expenditure, select - F1 (F1 - Allow), and then ﬂl (Enter - Continue) to
update the entries.
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The following screen displays:

[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml [E=REERrS
Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total
18 bx 123456 — Test Purchase 0Order .99 o.98
1 ea 7898 - Unicorn Horns .58 .5a
2 cs 2345 - Pigs .75 1.58
3 gr 3456 - Fars 1.88 3.88
4 ea 4567 - Rats 2.88 8.80
5 bx 5678 - Cats 3.88 15.88
6 ea 6789 - Snails 45 .88 278.88
¥ cCs 7898 - Dogs 5.88 35.88
8 gr 8981 - Heow 6.88 48,088
9 ea 9812 - GRRRRRR 7.88 63.080
18 bx 1111 - AAAAAAAAAAA 8.680 §0.00
11 ea 2222 - BBBBBBBB 9.688 99.080
12 cs 333 - CCCCCCCCCCC 18.88 128.80
13 gr hash - DDD 11.88 143 .00
14 ea 5555 - EEEEEEEEEE 12.88 168.088
15 bx 6666 - FFFFFFFFF 13.88 195 .88
16 ea 7777 - GGGGGGGGEG 4.88 64._88
17 cs 8888 - HHHHHHHHHHHH 14.88 238.88
18 gv 9999 - TITITTNNNNNIT 15.88 278.88
19 ea 1212 - JAAJIJII00] 16.88 304,088
28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088
21 ea 1414 - LELLLLERLLLELD 14.88 294,88
22 cs 1515 - MedHAAMMAARAEERE 18.88 396.088
23 r 1616 - HHHMNHHHHHHHHNH 19.88 437.88
24 ea 1717 - 000000000000 28.88 480.08
25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88
Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, Fl6=Restart
s [0 |va [ vs [ [ | ro
@ Slrsfro] | [ [ |

Action

22

Select ¥ | (Enter) to continue.

Enter up to twenty six (26) description detail lines for the purchase order on a single page, and
additional pages as necessary. Up to 15 pages are allowed for a single P.O. Select ENTER to
compute the totals and display them. If more detail lines are needed, press ENTER to display
another screen. Continue entering information. At any time during the entry of purchase order
detail, F8 may be selected to return to the initial Purchase Order Entry screen. If there are no
more detail lines, select F12 to validate the purchase order detail amount. If the detail total
amount does not equal the purchase order amount, press F16 to re-enter correct amounts,
starting on the first page of detail lines. Once the amounts are correct, press F28 to post the
purchase order and purchase order detail.

At any time during the entry of purchase order detail information, F&  (F8 - Exit to PO
Entry Screen) may be selected to return to the initial Purchase Order Entry screen.
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The following screen displays:

Step
23

S — ™
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—m‘ [E=NEERr
Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total
18 bx 123456 - Test Purchase Order .99 9.98
1 ea 7898 - Unicorn Horns .5a .58
2 cs 2345 - Pigs .75 1.58
3 gr 3456 - Ears 1.88 3.88
4 ea 4567 - Rats 2.88 8.80
5 bx 5678 - Cats 3.88 15.88
6 ea 6789 - Snails 45 .88 278.88
¥ c©s 7898 - Dogs 5.88 35.88
8 gr 8981 - Heow 6.88 43.88
9 ea 9812 - GRRRRRR 7.88 63.088
18 bx 1111 - AAAAAAAAAAA §.88 ga.08
11 ea 2222 - BEBBBBBB 2.88 090,88
12 c¢s 333 - CCCCCCCCCCC 18.88 1208.88
13 gr 4444 - DDRDDDDDDD 11.88 143.688
14 ea 5555 - EEEEEEEEEE 12.88 168.088
15 bx 6666 - FFFFFFFFF 12.88 195 .88
16 ea 7777 - GGGGGGGGEG 4.88 64._88
17 cs 8888 - HHHHHHHHHHHH 14.88 238.88
18 gv 9999 - IIIIIIINNININII 15.88 278.88
19 ea 1212 - JJA0A0JA00) 16.88 304,088
28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088
21 ea 1414 - LLLLLLLLLLLLLL 14.88 294,88
22 cs 1515 - MAMHAAMMAMAARRRE 18.88 396.088
23 gr 1616 - HHNMMMHMHNNHNNNNHN 19.88 437.88
24 ea 1717 - 000000000000 28.88 480.08
25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88
Enter=Continue ( F12=Validate,)F17=PrtScrn, F16=Restart
wagl k| k2 | F k6 | F7 | re | Fo |F10 |11 [ F2 [Fi3 | Fas | & 18.62.00

" Action

Select F12 (F12 — Validate) to validate the detail entries.

If more detail lines are needed, press _'fl (ENTER) to display another screen. Continue
entering information. Up to 15 pages are allowed for a single P.O.

If the detail total dollar amount does not equal the purchase order amount, select ﬁl (F16 -
Restart) to re-enter the correct amount(s) on the Purchase Order Detail screen, starting on the
first page of detail lines.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Detail
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:
[E] PCG Dist=8991 Rel-18.01.00 04/16/2018 PCWOOL SV CADEVSYS CASECOND wm‘@lﬂu

I Purchase Order Entry - Inventory Lines PURCHA188 i
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total

18 bx 123456 - Test Purchase Order .99 9.98

1 ea 7898 - Unicorn Horns .5a .58

2 cs 2345 - Pigs .75 1.58

3 gr 3456 - Ears 1.88 3.88

4 ea 4567 - Rats 2.88 8.80

5 bx 5678 - Cats 3.88 15.88

6 ea 6789 - Snails 45 .88 278.88

¥ c©s 7898 - Dogs 5.88 35.88

8 qgr 8981 - Heow 6.88 L8 .80

? ea 9812 - GRRRRRR 7.88 63.80

18 bx 1111 - AAARAAAAAARA g.80 g0.080

11 ea 2222 - BEBBEBBEE .88 90,80

12 cs 333 - CCCCCCCCCCC 18.88 128.08

13 gr 4444 - DDDDDDDDD 11.88 143.688

14 ea 5555 - EEEEEEEEEE 12.88 168.088

15 bx 6666 - FFFFFFFFF 12.88 195 .88

16 ea 7777 - GGGGGGGGEG 4.88 64._88

17 cs 8888 - HHHHHHHHHHHH 14.88 238.88

18 gv 9999 - IIIIIIINNININII 15.88 278.88

19 ea 1212 - JJA0A0JA00) 16.88 304,088

28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088

21 ea 1414 - LLLLLLLLLLLLLL 14.88 294,88

22 cs 1515 - MAMHAAMMAMAARRRE 18.88 396.088

23 gr 1616 - HHNMMMHMHNNHNNNNHN 19.88 437.88

24 ea 1717 - 000000000000 28.88 480.08

25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88
Detail total: 535581

F17=PrtScrn,( F28=Update ) F16=Restart
| k| k2 | F 4 | ke | F7 | Fe | Fa | P10 | P11 | P12 | P13 | F1a |, & | 18.62.00

& 5 | Fie | F19 F28 F32

Step  Action

24 Select F28  (F28 — Update) to post the purchase order.
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The following screen displays:
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CMADEVSYS CASECOND \r‘i‘l—ll'[‘lhElﬂu1

PURCA188

@urder number: 163

Amount - 5,.355.81

Uendor : 55

Assigned to: VEHDOR 88AASS
ae45 VEMDOR STREET

SHITH, GA 33333

F17=Print Screen, ENTER or F146 to Continue
“%#| F1 | F2 | Fa | Fa | rs | Fe | k7 | Fe | Fo [ F0 [F11 | Fi2 | Fi3 | s | R
| & | F12 | F19 F28 F32

18.02.08

Step  Action |
25 Make a note of the Purchase Order Number assigned to the P.O.

Select E (Enter) or ﬁl (F16) to continue.

Select & (F17 — Print Screen) to obtain a screen print of the Final Purchase Order
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

[Al PCGDist=8991 Rel=18.01.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wrm- oLl |
I Purchase Order Entry PURCHA188

Load from file?

1=

Enter To Ualidate F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

| & |rs | Fa F28 F32

Step  Action
26

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting - Purchase
Order Processing Menu.

To enter an additional purchase order, repeat Procedure D beginning at Step 3.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

21 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
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D2.2. Purchase Requisition Import — Selecting a Different Vendor’s
Information

The following screen displays:

.
[l PCGDist=8991 Rel=18.01.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND WHIE [E=REERr
PURCH188
Add Vendor - "HEW' Specified on the Import File
Hame: UEMDOR 888855 Status:- A
Seq key: UENDOR 888855
Address:
City: State: __  Zip:

Uendor sequence key already on file, ENTER to add anyway <

EHNTER to Ualidate F16 to Lookup Vendor on PD screen F22 to Exit Program
BT | | | | 18.02.00

PO Output: [0-Other <)

Remit to - Address:
City: State: __  Zip:
Phone: Contact:
FAX:
Email:

Fed ID (Y/H): _ Fed W9: | ysa _:J Fed LLC Type: | ysa -

SSN / Fed ID: BO0088686888 E-Uerify number:
Authorization Date:

1899 (Y/H):

Hame control:
Foreign indicator:

Iz‘ -4

One item per check: H {Y¥Y/H}

MOTE: If you think that this vendor is already in the system, F16 will
allow the user to select an existing vendor and complete the PO.
Otherwise, F32 will allow the user to exit the program and edit
the import file. EHTER will continue to ADD the wendor.

TT il sCreen

& & | | || F32

28

If the message “Vendor sequence key already on file, ENTER to add anyway” displays, the

user may decide that this vendor is already in the system. In this case, ﬂ (F16) will
allow the user to select an existing vendor from the VENDOR file and complete the PO.

To use a vendor number already in the system, select ﬂ (F16 to Lookup Vendor on PO
screen) to proceed to the Purchase Order Entry screen.

Select & (F17 — Print Screen) to obtain a screen print of the Add Vendor screen. The
screen print file will be available in the print queue with the name ‘PSCNnnnn’.

Select ﬁ (F32 to Exit Program) to exit the purchase requisition import procedure
altogether, or to modify the purchase requisition import file, and to repeat Procedure D
beginning at Step 1.
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The following screen displays:

[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND WHITE : [E=REERrS
Purchase Order Entry Uendor : v| PURCHA188

PO Output: |U=uum. vl

Bill to - Facility: _195 Building: 1 {F18)

Ship to - Facility: _281 Building: 1 {F19)

Attn of: Jamie Builder Description: FINANCE - TEST PO PO date: _4785/2818
Requisition #: Amount : 5355.81

¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount

18 188 _ 1611 16868 432688 _195 1 5336 .81

18 188 _ 1611 16868 44222 195 1 1.88

18 188 _ 1611 1668 443688 195 1 1.88

18 1A _ 16811 1668A 61888 195 1 1.88

18 168 _ 16811 1688 61841 195 1 1.88

18 1688 _ 16811 1688 61188 195 1 1.88

18 1688 _ 16811 1688 61588 195 1 1.88

18 168 _ 16811 1688 61688 195 1 1.88

18 168 _ 1821 1688 43288 195 1 1.88

18 188 _ 1821 1088 44222 195 1 1.88

18 188 _ 1821 1088 44388 195 1 1.88

18 188 _ 1821 1088 61888 195 1 1.88

18 188 _ 1821 1088 616841 195 1 1.0808

18 188 _ 1821 1088 61188 _195 1 1.088

18 188 _ 1821 1088 61588 _195 1 1.088

18 108 _ 1821 1088 61688 _195 1 1.088

18 188 _ 1458 1088 43280 _195 1 1.088

18 188 _ 1458 2500 610680 8018 1 1.088

18 188 _ 1458 2568 6160688 8618 1 1.88

18 188 1458 25088 61888 8818 1 1.88

Enter To Validate F17=PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Faa | R 18.62.00

& & | F1s | F19 F28 F32

Step  Action |

29 Enter the code, or select the drop-down selection icon | within the Vendor field to choose
the vendor’s information.

30 Select ﬂl (Enter) to validate the entries.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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Purchase Order Entry

PO Output: |u=u[he; vI

UENDOR 688855
8845 VENDOR STREET

SHITH, GA 33333
Bill to - Facility: 195 Building: 1 SMITH SCHOOL 8195 (F18)
Ship to - Facility: 261 Building: 1 SHITH SCHODL 8281 (F19)

Attn of: Jamie Builder Description: FIHAHCE - TEST PO PO date: A4/85/2818
Requisition #: Anount.: 5355.81

¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Amount Acct Bal After Entry
18 188 16811 168688 43288 195 1 £336.81 34480 78—
18 188 16811 1888 44222 195 1 1.88 1448 .48

18 188 16811 18688 44388 195 1 1.88 61808.25

18 188 16811 16868 61888 195 1 1 1.88 204.88-
18 188 1611 168688 61841 195 1 1.88 1885 .88
18 188 1611 168688 61188 195 1 1.88 L.80-
18 188 1611 18688 61588 195 1 1.88 36.08-
18 188 1611 18688 61688 195 1 1.88 9986 .08

18 1868 16821 18688 43288 195 1 1.88 3986 .08

18 1868 16821 1888 44222 195 1 1.88 2795.33

18 1868 1218 2218 612680 8818 1.88 1.88-
18 1868 16821 168688 61888 195 1 1 1.88 6974.37-
18 188 1821 168688 61841 195 1 1.88 579.88-
18 188 1218 2218 61068 8818 1.88 1782.74-
18 188 1218 2218 586688 261 1 1.88 1.88-
18 188 16821 18688 61688 195 1 1.88 509463 .25
18 188 1218 2218 58888 188 1 1.88 86.68-
18 188 1318 2229 61888 188 1 1 1.88 1.88-
18 188 1318 2229 59588 281 1 1.88 1.88-
18 188 1218 2218 81068 82014 1.88 3318 .75-

.
[ PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 5V CADEVSYS CASECOND wr—mé‘ =T

Uendor :

PURCA188

| F | k2 | F3 | Fa | Fs | e |7

are OUER-EXPENDED? Indicate allowance or refusal?
F1=ALLOW, F5=Re-Enter, F17=Print Screen

| re | F | P10 | P11 | F12 | 3 e

F32

Highlighted balances

F14 18.82.488

Step
31

Fig | Fg |

| | F28

" Action

If the data entered is correct, the Purchase Order Confirmation screen displays and will contain
the account balances after the encumbrance of this purchase order. The unencumbered balance
for the account(s) are examined for adequate balances(s). If the balance is available, the purchase
order amount will be encumbered (reserved). If there is an insufficient balance, the user is
notified and has the option to accept or reject the over-expenditure. Any balances that are OVER-
EXPENDED will be highlighted and a message will be displayed.

If the balance contains a negative (-) amount, the “Highlighted balances are over-expended!
Indicate allowance or refusal!”” message will be displayed. The following Fkey options will
become available: F1 = Allow, F5 = Re-enter, F17=Print screen. To accept the over-
expenditure, select  F1 (F1 - Allow). To reject the over-expenditure, select F3  (F5 - Re-
enter) and return to Step 30 to re-enter the account’s information.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Entry screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

To accept the over-expenditure, select - F1 (F1 - Allow), and then ﬂl (Enter - Continue) to
update the entries.
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The following screen displays:

[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml [E=REERrS
Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total
18 bx 123456 — Test Purchase 0Order .99 o.98
1 ea 7898 - Unicorn Horns .58 .5a
2 cs 2345 - Pigs .75 1.58
3 gr 3456 - Fars 1.88 3.88
4 ea 4567 - Rats 2.88 8.80
5 bx 5678 - Cats 3.88 15.88
6 ea 6789 - Snails 45 .88 278.88
¥ cCs 7898 - Dogs 5.88 35.88
8 gr 8981 - Heow 6.88 48,088
9 ea 9812 - GRRRRRR 7.88 63.080
18 bx 1111 - AAAAAAAAAAA 8.680 §0.00
11 ea 2222 - BBBBBBBB 9.688 99.080
12 cs 333 - CCCCCCCCCCC 18.88 128.80
13 gr hash - DDD 11.88 143 .00
14 ea 5555 - EEEEEEEEEE 12.88 168.088
15 bx 6666 - FFFFFFFFF 13.88 195 .88
16 ea 7777 - GGGGGGGGEG 4.88 64._88
17 cs 8888 - HHHHHHHHHHHH 14.88 238.88
18 gv 9999 - TITITTNNNNNIT 15.88 278.88
19 ea 1212 - JAAJIJII00] 16.88 304,088
28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088
21 ea 1414 - LELLLLERLLLELD 14.88 294,88
22 cs 1515 - MedHAAMMAARAEERE 18.88 396.088
23 r 1616 - HHHMNHHHHHHHHNH 19.88 437.88
24 ea 1717 - 000000000000 28.88 480.08
25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88
Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, Fl6=Restart
s [0 |va [ vs [ [ | ro
@ Slrsfro] | [ [ |

Action

32

Select ¥ | (Enter) to continue.

Enter up to twenty six (26) description detail lines for the purchase order on a single page, and
additional pages as necessary. Up to 15 pages are allowed for a single P.O. Select ENTER to
compute the totals and display them. If more detail lines are needed, press ENTER to display
another screen. Continue entering information. At any time during the entry of purchase order
detail, F8 may be selected to return to the initial Purchase Order Entry screen. If there are no
more detail lines, select F12 to validate the purchase order detail amount. If the detail total
amount does not equal the purchase order amount, press F16 to re-enter correct amounts,
starting on the first page of detail lines. Once the amounts are correct, press F28 to post the
purchase order and purchase order detail.

At any time during the entry of purchase order detail information, F&  (F8 - Exit to PO
Entry Screen) may be selected to return to the initial Purchase Order Entry screen.
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The following screen displays:

Step
33

S — ™
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—m‘ [E=NEERr
Purchase Order Entry - Inventory Lines PURCHA188
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total
18 bx 123456 - Test Purchase Order .99 9.98
1 ea 7898 - Unicorn Horns .5a .58
2 cs 2345 - Pigs .75 1.58
3 gr 3456 - Ears 1.88 3.88
4 ea 4567 - Rats 2.88 8.80
5 bx 5678 - Cats 3.88 15.88
6 ea 6789 - Snails 45 .88 278.88
¥ c©s 7898 - Dogs 5.88 35.88
8 gr 8961 - Heow 6.088 48,088
9 ea 9812 - GRRRRRR 7.80 63.080
18 bx 1111 - AARAAAAAAARA 8.00 §0.00
11 ea 2222 - BBBBBBBB 2.680 99.080
12 c©s 333 - CCCCCCCCCCC 18.080 128.80
13 gr 4444 - DDDDDDDDD 11.88 143 .00
14 ea 5555 - EEEEEEEEEE 12.88 168.088
15 bx 6666 - FFFFFFFFF 12.88 195 .88
16 ea 7777 - GGGGGGGGEG 4.88 64._88
17 cs 8888 - HHHHHHHHHHHH 14.88 238.88
18 gv 9999 - IIIIIIINNININII 15.88 278.88
19 ea 1212 - JJA0A0JA00) 16.88 304,088
28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088
21 ea 1414 - LLLLLLLLLLLLLL 14.88 294,88
22 cs 1515 - MAMHAAMMAMAARRRE 18.88 396.088
23 gr 1616 - HHNMMMHMHNNHNNNNHN 19.88 437.88
24 ea 1717 - 000000000000 28.88 480.08
25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88

Enter=Continue ( F12=Validate,)F17=PrtScrn, F16=Restart
gl F1 | F2 | P2 k6 | F7 | re | Fo |F10 |11 [ F2 [Fi3 | Fis | & 18.62.00

" Action

Select F12 (F12 — Validate) to validate the detail entries.

If more detail lines are needed, press _'fl (ENTER) to display another screen. Continue
entering information. Up to 15 pages are allowed for a single P.O.

If the detail total dollar amount does not equal the purchase order amount, select ﬁl (F16 -
Restart) to re-enter the correct amount(s) on the Purchase Order Detail screen, starting on the
first page of detail lines.

Select & (F17 — Print Screen) to obtain a screen print of the Purchase Order Detail
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:
[E] PCG Dist=8991 Rel-18.01.00 04/16/2018 PCWOOL SV CADEVSYS CASECOND wm‘@lﬂu

I Purchase Order Entry - Inventory Lines PURCHA188 i
Page: 1 Amount : 5,355 .81
Quantity Unit Description Unit Price Total

18 bx 123456 - Test Purchase Order .99 9.98

1 ea 7898 - Unicorn Horns .5a .58

2 cs 2345 - Pigs .75 1.58

3 gr 3456 - Ears 1.88 3.88

4 ea 4567 - Rats 2.88 8.80

5 bx 5678 - Cats 3.88 15.88

6 ea 6789 - Snails 45 .88 278.88

¥ c©s 7898 - Dogs 5.88 35.88

8 qgr 8981 - Heow 6.88 L8 .80

? ea 9812 - GRRRRRR 7.88 63.80

18 bx 1111 - AAARAAAAAARA g.80 g0.080

11 ea 2222 - BEBBEBBEE .88 90,80

12 cs 333 - CCCCCCCCCCC 18.88 128.08

13 gr 4444 - DDDDDDDDD 11.88 143.688

14 ea 5555 - EEEEEEEEEE 12.88 168.088

15 bx 6666 - FFFFFFFFF 12.88 195 .88

16 ea 7777 - GGGGGGGGEG 4.88 64._88

17 cs 8888 - HHHHHHHHHHHH 14.88 238.88

18 gv 9999 - IIIIIIINNININII 15.88 278.88

19 ea 1212 - JJA0A0JA00) 16.88 304,088

28 bx 1313 - KKKKKKKKKKKKK 17.88 348.088

21 ea 1414 - LLLLLLLLLLLLLL 14.88 294,88

22 cs 1515 - MAMHAAMMAMAARRRE 18.88 396.088

23 gr 1616 - HHNMMMHMHNNHNNNNHN 19.88 437.88

24 ea 1717 - 000000000000 28.88 480.08

25 gv 1818 - PPPPPPPPPPPPP 22.88 LLe.88
Detail total: 535581

F17=PrtScrn,( F28=Update ) F16=Restart
| k| k2 | F 4 | ke | F7 | Fe | Fa | P10 | P11 | P12 | P13 | F1a |, & | 18.62.00

& 5 | Fie | F19 F28 F32

Step  Action

34 Select F28  (F28 — Update) to post the purchase order.

Georgia Department of Education
December 3, 2018 ¢ 3:27 PM e Page 87 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CMADEVSYS CASECOND \r‘i‘l—ll'[‘lhElﬂu1

PURCA188

@rder number: 163

Amount - 5,.355.81

Uendor : 55

Assigned to: VEHDOR 88AASS
ae45 VEMDOR STREET

SHITH, GA 33333

F17=Print Screen, ENTER or F146 to Continue
“%#| F1 | F2 | Fa | Fa | rs | Fe | k7 | Fe | Fo [ F0 [F11 | Fi2 | Fi3 | s | R
| & | F12 | F19 F28 F32

18.02.08

Step  Action |
35 Make a note of the Purchase Order Number assigned to the P.O.

Select E (Enter) or ﬁl (F16) to continue.

Select & (F17 — Print Screen) to obtain a screen print of the Final Purchase Order
screen. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

Georgia Department of Education
December 3, 2018 e 3:27 PM e Page 88 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

[Al PCGDist=8991 Rel=18.01.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wrm- oLl |
I Purchase Order Entry PURCHA188

Load from file?

1=

Enter To Ualidate F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

| & |rs | Fa F28 F32

Step  Action
36

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting - Purchase
Order Processing Menu.

To enter an additional purchase order, repeat Procedure D beginning at Step 3.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wr—mmlﬂu
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

37 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
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Procedure E: Closing/Canceling a Purchase Order

E1. Purchase Order Inquiry — Vendor Number
I eco Dist=g901 Rel:l?.m.cnfmw‘

Financial Accounting & Reporting HMASTER1

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 & Monthfvr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

Year End Processing Menu

Special Functions Menu
Vendor Master Menu
Source Master Menu

B BEE EEEE Ehbl kbR iE

File Reorganization

e | e | N I T 138400

| 5 | MriSy | PO | MEND

Step  Action
1 Select —2_| (F2 - Purchase Order Processing Menu).
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The following screen displays:

.
[E] PCGDist=8991 Rel=17.03.00 09/15/2017 PCWOO1 SV CADEVSYS CASECOND meE-lglﬂu

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing

_1 | -- Purchase Order Inquiry

_ 2 | -- Enter Purchase Order

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

_ 6 | -- List All Purchase Orders

_7 | -- List Cancelled Purchase Orders

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

13 | -- Purchase Orders Maintenance Menu

14 | -- Claim Processing Menu
15 | -- Yendor Maintenance

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

Step  Action
2 Select 3| (F3 - Close/Cancel Purchase Order).
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The following screen displays:
[ PCGDist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wm‘@lﬂu

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor : v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00
=) F28 | F29

Step  Action

3 Enter the vendor’s number or select the drop-down selection icon i the Vendor field to
choose the vendor, and select _'fl (Enter) to continue.
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The following screen displays:

.
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WI-IIT. bﬂu
P.0. Inquiry PO #: 163 Uendor: 55 UENDOR BAaaass PURCBH288
8845 UENDOR STREET OPEH
Req #: PO ODutput: O=0ther SHMITH, GA 33333
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 261 Building: 1 SHITH SCHOOL 8281 Desc: FINAHCE - TEST PO
C-FWD: C-FWD/R-OPH Date: Date: 4/85/2818 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 1868 16811 18688 43288 195 1 5336.81

18 1688 16811 18688 44222 195
18 1688 16811 186868 443688 195
18 1688 16811 1086868 616888 195
18 168 1811 1668 61841 195
18 168 1811 1668 61188 195
18 160 1811 1066 61508 195
18 160 1811 1060 61600 195
18 160 1621 1000 432080 195
18 160 1821 1000 44222 195
18 188 1218 2218 61288 86818
18 188 16821 10688 61888 195
18 188 16821 108688 618481 195
18 1688 1218 22108 610668 8618
18 1688 1218 2210 586888 201
18 1688 16821 1068 61688 195
18 1688 1218 2210 5860688 168
18 188 1318 2220 6168688 168
18 188 1318 22208 59588 261
18 188 1218 2210 81464668 8618

1.88

- N W A A T gy
-

-

[ Y
T N A S S W 'Y
=
=

P.0. balance: L,355.81

F1=01dest F2=Hext F3=Prev Fi=Heuwes F13=Close/Cancel PO 17=Print Screen F16=Reenter/Exit
“5#l k1 | F2 | F3 | Fa | s | Fe | 7 rol oo LertF12 | 13 | Fs | R 18.62.00

wE S F28 | F2a

Step  Action

4 To view additional purchase orders: Select the appropriate Function key.
Select - F1 (F1 - Oldest) to view the vendor’s first purchase order on record. Select
F2  (F2— Next Newer), F3  (F3- Prev Older), to scroll between records. Select
F4 " (F4 - Newest) to view the vendor’s most recent purchase order.
5 Verify the information displayed is correct, and select F13 (F13 - Close/Cancel PO) to
cancel the purchase order.
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The following screen displays:

.
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wm‘@ﬂu
P.0. Inquiry PO #: 163 Uendor: 55 UENDOR BAaaass PURCBH288
8845 UENDOR STREET OPEH
Req #: PO ODutput: O=0ther SHMITH, GA 33333
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 261 Building: 1 SHITH SCHOOL 8281 Desc: FINAHCE - TEST PO
C-FWD: C-FWD/R-OPH Date: Date: 4/85/2818 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 1868 16811 18688 43288 195 1 5336.81

18 188 1611 1880 44222 195
18 168 1611 1880 443880 195
18 188 1611 16880 61888 195
18 168 1611 18868 61841 195
18 168 1611 1886 61188 195
18 1680 1611 16880 61586 195
18 160 1611 10880 616806 195
18 160 1621 1080 43280 195
18 160 1821 10080 44222 195
18 188 1218 2218 61286 8618

1.88

N W A A T gy

T N A S S W 'Y
=
=

18 188 1021 1000 61000 195 1 1 00
18 188 1021 1000 61041 195 1 00
18 188 1210 2210 61000 8010 00
18 188 1210 2210 58000 201 1 00
18 188 1021 1000 61600 195 1 00
18 188 1210 2210 58000 108 1 00
18 188 1310 2220 61000 100 1 1 00
18 188 1310 2220 50500 201 1 00
18 160 0 R.21000 2010 ae
p=tr. balance: 5,355.81
1” ClosefCancel Date: (MDD FCCYY )
ENTER TO CLO i3 Pl F17=Print Screen F16=Reenter/Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

wE S F28 | F2a

" Action

6 Enter the date (MM/DD/CCYY) in the Close/Cancel Date field and select El (Enter to
close/cancel PO).
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The following screen displays:

Step
7

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

P.0. Inquiry

Req #:

Bill to - Fcty:
Ship to - Fcty:

C-FuWD:
Yr Fnd F Prgm
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1821
18 188 1821
18 188 1218
18 188 1821
18 188 1821
18 188 1218
18 188 1218
18 188 1821
18 188 1218
18 188 1218
18 188 1218
18 188 1218

195
201

™y ™
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml [E=REERrS
PO #: 163 Uendor: 55 UENDOR 088055 PURCOZ88
8645 UENDOR STREET OPEN
PO Output: 0=0ther SHITH, GA 33333
Building: 1 SHMITH SCHOOL 8195 Attn: Jamie Builder
Building: 1 SMITH SCHOOL 0281 Desc: FINANGE - TEST PO
C-FWD/R-OPH Date: Date: 4/05/2018 Amt: 5355.81
Objct Fcty B Addt'l Amount Liquidated
43200 195 1 5336.81
44222 195 1 1.00
44300 195 1 1.00
61000 195 1 1 1.00
61041 195 1 1.00
61100 195 1 1.00
61500 195 1 1.00
61600 195 1 1.00
43200 195 1 1.00
44222 195 1 1.00
61208 8818 1.00
61888 195 1 1 1.00
61841 195 1 1.00
61008 8810 1.00
58088 281 1 1.00
61688 195 1 1.00
58008 188 1 1.00
61008 188 1 1 1.00
59588 281 1 1.00
81008 8810 1.00
5,355.81

P.0. balance:
Close/Cancel Date:

4713720818 (MW/DD/CCYY)

F29 TO COMFIRM CLOSE/CANCEL POD

o

Lo

P

Lt

F17=Print Screen F16=Reenter/Exit

76 | F7 | re | Fo |F10 |11 |2 [F13 | Faa | & 18.02.00

FIS« é

" Action

Verify the entry in the Close/Cancel Date field is correct and select F23  (F29 - To
Confirm Close/Cancel PO).

“Closing/Canceling Purchase Order” message briefly displays.

If the Appropriation Adjustment Entry screen displays, review the information on the screen
and determine if you must review the required appropriation adjustments before continuing.

Select | (Enter). If the appropriation adjustments are correct, select F2#  (F28 - To

Post). If the appropriations displayed are incorrect, select ﬁl (F16) to return to the
Purchase Order Close/Cancel Inquiry screen to make the necessary corrections.

F28 | F29
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The following screen displays:
[ PCGDist=8391 Rel=1801.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘@lﬂu

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor : v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00
=) F28 | F29

Step  Action

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Purchase
Order Processing Menu.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WHH‘IE_I&M
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

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

The PO’s status is changed to “Closed” if any claims exist against the purchase order. If no
claims exist, the PO ’s status is changed to “Cancelled”.
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E2. Purchase Order Inquiry — Account Number

[A] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WI—IHE‘EI@M
N Financial Accounting & Reporting MASTER1

FKey Haster Menu

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 Manag t & Invest t M t Menu

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | MoriSp | EAN | MEND

1 Select 2| (F2 - Purchase Order Processing Menu).

The following screen displays:
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wmm@u

Financial Accounting & Reporting PRBOP

FKey Purchase Order Processing
;l -- Purchase Order Inquiry

_2 | -- Enter Purchase Order

_3 | -- ClosefCancel Purchase Orders

_5 | -- Print Purchase Orders

_6 | -~ List All Purchase Orders

LI -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
9 | -- Account Number Sequence
il -- ¥endor Name Sequence
_11 | -~ Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- ¥endor Maintenance

wel | | | | | | [ || || e
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2 Select —3 1 (F3 - Close/Cancel Purchase Order).

The following screen displays:

[F] PCGDist=8991 Rel=18.01.00 04/16/2018 PCWOOLl SV CADEVSYS CASECOND wm-@ﬂu
PURCB2088
Enter vendor number to scan the purchase order file to
examine entries for this vendor.
Vendor : v|
F12 will allow searching by account number
F13 will allow examination of a specific purchase order
Enter to CGontinue, F16 to Exit
| F1 | r2 | F3 | Fa | r5 | Fe | k7 | Fe | Fo |Fr0 [En1 [ k2 [ Fz | Fas | LR 18.62.00

=) F28 | F29

3 Select F12 (F12) to search the POs by account number.
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The following screen displays:
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wnn‘@lﬂlg1

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor :

F12 will allow searching by account number

Yr Fnd F Prgm Fnct Objct Fcty B Addt'l

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | ke | k7 | F8 | Fo | F10 | F11 [ Fi2 | Fi3 | Faa | R 18.62.00
=) F28 | F29

Step  Action

4 Enter or select the drop-down selection icon ~linthe Yr Fnd F Prgm Fnct Objct Fcty B
Addt’l field to choose the account.
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The following screen displays:
[E] PCG Dist=8991 Rel-18.01.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘@lﬂu

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor :

F12 will allow searching by account number

Yr Fnd F Prgm Fnct Objct Fcty B Addt'l
18 168 _ 1811 1668 43288 _195 1 hd|

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | ke | k7 | F8 | Fo | F10 | F11 [ Fi2 | Fi3 | Faa | R 18.62.00

=) F28 | F2a

Step  Action
5 Select ¥ (Enter) to continue.
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The following screen displays:

.
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WI-IIT. bﬂu
P.0. Inquiry PO #: 163 Uendor: 55 UENDOR BAaaass PURCBH288
8845 UENDOR STREET OPEH
Req #: PO ODutput: O=0ther SHMITH, GA 33333
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 261 Building: 1 SHITH SCHOOL 8281 Desc: FINAHCE - TEST PO
C-FWD: C-FWD/R-OPH Date: Date: 4/85/2818 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 1868 16811 18688 43288 195 1 5336.81

18 1688 16811 18688 44222 195
18 1688 16811 186868 443688 195
18 1688 16811 1086868 616888 195
18 168 1811 1668 61841 195
18 168 1811 1668 61188 195
18 160 1811 1066 61508 195
18 160 1811 1060 61600 195
18 160 1621 1000 432080 195
18 160 1821 1000 44222 195
18 188 1218 2218 61288 86818
18 188 16821 10688 61888 195
18 188 16821 108688 618481 195
18 1688 1218 22108 610668 8618
18 1688 1218 2210 586888 201
18 1688 16821 1068 61688 195
18 1688 1218 2210 5860688 168
18 188 1318 2220 6168688 168
18 188 1318 22208 59588 261
18 188 1218 2210 81464668 8618

1.88

- N W A A T gy
-

-

[ Y
T N A S S W 'Y
=
=

P.0. balance: L,355.81

F1=01dest F2=Hext F3=Prev Fi=Heuwes F13=Close/Cancel PO 17=Print Screen F16=Reenter/Exit
7| k1 | F2 | F3 [P |5 | i | s E10 12 | P13 | Fia | Q] 18.02.08

wE S F28 | F2a

Step  Action

6 To view additional purchase orders with a matching account number: Select the
appropriate Function key.
Select  F1 (F1 - Oldest) to view the vendor’s first purchase order on record. Select
F2  (F2 - Next Newer), F3  (F3- Prev Older), to scroll between records. Select
F4 " (F4 - Newest) to view the vendor’s most recent purchase order.
7 Verify the information displayed is correct, and select F13  (F13 - Close/Cancel PO) to
cancel the purchase order.
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The following screen displays:

.
[E] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wm‘@lﬂu
P.0. Inquiry PO #: 163 Uendor: 55 UENDOR 088055 PURCOZ88

8645 UENDOR STREET OPEN
Req #: PO Output: 0=0ther SHITH, GA 33333
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 201 Building: 1 SMITH SGHOOL 0281 Desc: FINANGE - TEST PO
C-FuD: C-FWD/R-OPH Date: Date: 4/05/2018 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 108 1611 1088 43200 195 1 5336.81
18 108 1611 1088 44222 195 1 1.00
18 108 1611 1088 44300 195 1 1.00
18 188 1611 1088 61808 195 1 1 1.00
18 188 1611 1088 61841 195 1 1.00
18 188 1611 1088 61100 195 1 1.00
18 108 1611 1000 61500 195 1 1.00
18 108 1611 1000 61600 195 1 1.00
18 108 1621 1000 43200 195 1 1.00
18 108 1621 1000 44222 195 1 1.00
18 188 1218 2218 612080 8818 1.00
18 188 1621 1888 61888 195 1 1 1.00
18 188 1621 1888 61841 195 1 1.00
18 188 1218 2218 610800 8018 1.00
18 188 1218 2218 58888 281 1 1.00
18 188 1621 1088 61688 195 1 1.00
18 188 1218 2218 58888 188 1 1.00
18 188 1318 2220 61888 168 1 1 1.00
18 188 1318 2228 59588 281 1 1.00
18 188 1218 2210 $1800 8618 1.00
-~ Dalance: 5,355.81
dll ClosefCancel Date: (MDD FCCYY
ENTER TO CLOSE/CANCEL PO F17=Print Screen Fi6=Reenter/Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

wE S F28 | F2a

" Action

Enter the date (MM DD YY) in the Close/Cancel Date field and select ﬂl (Enter to
close/cancel PO).
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The following screen displays:

Step
9

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

P.0. Inquiry

Req #:

Bill to - Fcty:
Ship to - Fcty:

C-FuWD:
Yr Fnd F Prgm
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1821
18 188 1821
18 188 1218
18 188 1821
18 188 1821
18 188 1218
18 188 1218
18 188 1821
18 188 1218
18 188 1218
18 188 1218
18 188 1218

195
201

™y ™
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml [E=REERrS
PO #: 163 Uendor: 55 UENDOR 088055 PURCOZ88
8645 UENDOR STREET OPEN
PO Output: 0=0ther SHITH, GA 33333
Building: 1 SHMITH SCHOOL 8195 Attn: Jamie Builder
Building: 1 SMITH SCHOOL 0281 Desc: FINANGE - TEST PO
C-FWD/R-OPH Date: Date: 4/05/2018 Amt: 5355.81
Objct Fcty B Addt'l Amount Liquidated
43200 195 1 5336.81
44222 195 1 1.00
44300 195 1 1.00
61000 195 1 1 1.00
61041 195 1 1.00
61100 195 1 1.00
61500 195 1 1.00
61600 195 1 1.00
43200 195 1 1.00
44222 195 1 1.00
61208 8818 1.00
61888 195 1 1 1.00
61841 195 1 1.00
61008 8810 1.00
58088 281 1 1.00
61688 195 1 1.00
58008 188 1 1.00
61008 188 1 1 1.00
59588 281 1 1.00
81008 8810 1.00
5,355.81

P.0. balance:
Close/Cancel Date:

4713720818 (MW/DD/CCYY)

F29 TO COMFIRM CLOSE/CANCEL POD

o

Lo

P

Lt

F17=Print Screen F16=Reenter/Exit

76 | F7 | re | Fo |F10 |11 |2 [F13 | Faa | & 18.02.00

FIS« é

" Action

Verify the entry in the Close/Cancel Date field is correct and select F23  (F29 - To
Confirm Close/Cancel PO).

“Closing/Canceling Purchase Order” message briefly displays.

If the Appropriation Adjustment Entry screen displays, review the information on the screen
and determine if you must review the required appropriation adjustments before continuing.

Select | (Enter). If the appropriation adjustments are correct, select F2#  (F28 - To

Post). If the appropriations displayed are incorrect, select ﬁl (F16) to return to the
Purchase Order Close/Cancel Inquiry screen to make the necessary corrections.

F28 | F29
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The following screen displays:
[E] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wnn‘@lﬂlg1

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor : v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00
=) F28 | F29

Step  Action
10

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Purchase
Order Processing Menu.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WHH‘IE_I&M
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

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

The PO’s status is changed to “Closed” if any claims exist against the purchase order. If no
claims exist, the PO’s status is changed to “Cancelled”.
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E3. Purchase Order Inquiry — Purchase Order Number

[A] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WHHE-EIEM
- Financial Accounting & Reporting MASTER1

FKey Haster Menu

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 Manag t & Invest t M t Menu

4

Financial Reporting & Month{Yr-End Close Menu
- - Account Master Description File Menu

-- General Ledger Account Master Menu

-- Year End Processing Menu

- - Special Functions Menu
- - ¥Yendor Master Menu
- - Source Master Menu

B EEE EEER kbbb bRbE

File Reorganization

e P | T Y Y Y O Y Y N [
w5 | MoriSp | EAN | MEND

1 Select 2| (F2 - Purchase Order Processing Menu).

The following screen displays:
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND wmm@u

Financial Accounting & Reporting PRBOP

FKey Purchase Order Processing
;l -- Purchase Order Inquiry

_2 | -- Enter Purchase Order

_3 | -- ClosefCancel Purchase Orders

_5 | -- Print Purchase Orders

_6 | -~ List All Purchase Orders

LI -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
9 | -- Account Number Sequence
il -- ¥endor Name Sequence
_11 | -~ Purchase Orders Sequence

13 | -- Purchase Orders Maintenance Menu
14 | -- Claim Processing Menu
15 | -- ¥endor Maintenance

wel | | | | | | [ || || e
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2 Select —3 1 (F3 - Close/Cancel Purchase Order).

The following screen displays:

[F] PCGDist=8991 Rel=18.01.00 04/16/2018 PCWOOLl SV CADEVSYS CASECOND wm-@ﬂu
PURCB2088
Enter vendor number to scan the purchase order file to
examine entries for this vendor.
Vendor : v|
F12 will allow searching by account number
F13 will allow examination of a specific purchase order
Enter to CGontinue, F16 to Exit
| F1 | r2 | F3 | Fa | r5 | Fe | k7 | Fe | Fo |Fr0 [En1 [ k2 [ Fz | Fas | LR 18.62.00

=) F28 | F29

3 Select -13_| (F13) to search for a specific purchase order.
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The following screen displays:
[[ PCGDist=8991 Rel=1801.00 04/16/2018 PCWO0DL SV CADEVSYS CASECOND m@lﬂu"

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor :

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Purchase order number :

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

=) F28 | F2a

Step  Action

Enter the purchase order’s number in the Purchase Order Number field and select _‘(l
(Enter) to continue.
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The following screen displays:

.
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WI-IIT. bﬂu
P.0. Inquiry PO #: 163 Uendor: 55 UENDOR BAaaass PURCBH288
8845 UENDOR STREET OPEH
Req #: PO ODutput: O=0ther SHMITH, GA 33333
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 261 Building: 1 SHITH SCHOOL 8281 Desc: FINAHCE - TEST PO
C-FWD: C-FWD/R-OPH Date: Date: 4/85/2818 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 1868 16811 18688 43288 195 1 5336.81

18 1688 16811 18688 44222 195
18 1688 16811 186868 443688 195
18 1688 16811 1086868 616888 195
18 168 1811 1668 61841 195
18 168 1811 1668 61188 195
18 160 1811 1066 61508 195
18 160 1811 1060 61600 195
18 160 1621 1000 432080 195
18 160 1821 1000 44222 195
18 188 1218 2218 61288 86818
18 188 16821 10688 61888 195
18 188 16821 108688 618481 195
18 1688 1218 22108 610668 8618
18 1688 1218 2210 586888 201
18 1688 16821 1068 61688 195
18 1688 1218 2210 5860688 168
18 188 1318 2220 6168688 168
18 188 1318 22208 59588 261

1.88

- N W A A T gy
-

-
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=
=

18 188 1218 2218 81086 820168 an

P.0. balance: L,355.81

F1=01dest F2=Hext F3=Prev Fi=Heuwes F13=Close/Cancel PO 17=Print Screen F16=Reenter/Exit
“5#l k1 | F2 | F3 | Fa | s | Fe | 7 2 | F13 | F1a |, & | 18.62.00
wE S F28 | F2a

Step  Action

5 To view additional purchase orders: Select the appropriate Function key.
Select - F1 (F1 - Oldest) to view the vendor’s first purchase order on record. Select
F2  (F2— Next Newer), F3  (F3- Prev Older), to scroll between records. Select
F4 " (F4 - Newest) to view the vendor’s most recent purchase order.
6 Verify the information displayed is correct, and select F13 (F13 - Close/Cancel PO) to
cancel the purchase order.

Georgia Department of Education
December 3, 2018 e 3:27 PM e Page 111 of 122
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
m PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND wm‘@ﬂu
P.0. Inquiry PO #: 163 Uendor: 55 UENDOR BAaaass PURCBH288
8845 UENDOR STREET OPEH
Req #: PO ODutput: O=0ther SHMITH, GA 33333
Bill to - Fcty: 195 Building: 1 SHITH SCHOOL 8195 Attn: Jamie Builder
Ship to - Fcty: 261 Building: 1 SHITH SCHOOL 8281 Desc: FINAHCE - TEST PO
C-FWD: C-FWD/R-OPH Date: Date: 4/85/2818 Amt: 5355.81
¥r Fnd F Prgm Fnct Objct Focty B Addt'l Amount Liquidated
18 1868 16811 18688 43288 195 1 5336.81

18 1688 16811 18688 44222 195
18 1688 16811 186868 443688 195
18 1688 16811 1086868 616888 195
18 168 1811 1668 61841 195
18 168 1811 1668 61188 195
18 160 1811 1066 61508 195
18 160 1811 1060 61600 195
18 160 1621 1000 432080 195
18 160 1821 1000 44222 195
18 188 1218 2218 61288 86818
18 188 16821 10688 61888 195
18 188 16821 108688 618481 195
18 1688 1218 22108 610668 8618
18 1688 1218 2210 586888 201
18 1688 16821 1068 61688 195

1.88

- N W A A T gy
-

-

[ Y
T N A S S W 'Y
=
=

18 188 1210 2210 58000 108 00
18 188 1310 2220 61000 100 1 00
18 188 1310 2220 59500 201 00
18 1808 § L S100A $018 aa
p—0r. balance: 5,355.81
4” ClosefCancel Date: (MDD FCCYY
ENTER TO CLOSE/CANCEL PO F17=Print Screen F1i6=Reenter/Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 [ F11 [ Fi2 | Fi3 | Fas | R 18.62.00

wE S F28 | F2a

" Action

! Enter the date (MM DD YY) in the Close/Cancel Date field and select ﬂl (Enter to
close/cancel PO).
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The following screen displays:

Step
8

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

P.0. Inquiry

Req #:

Bill to - Fcty:
Ship to - Fcty:

C-FuWD:
Yr Fnd F Prgm
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1811
18 188 1821
18 188 1821
18 188 1218
18 188 1821
18 188 1821
18 188 1218
18 188 1218
18 188 1821
18 188 1218
18 188 1218
18 188 1218
18 188 1218

195
201

™y ™
[F] PCGDist=8991 Rel-1801.00 04/16/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml [E=REERrS
PO #: 163 Uendor: 55 UENDOR 088055 PURCOZ88
8645 UENDOR STREET OPEN
PO Output: 0=0ther SHITH, GA 33333
Building: 1 SHMITH SCHOOL 8195 Attn: Jamie Builder
Building: 1 SMITH SCHOOL 0281 Desc: FINANGE - TEST PO
C-FWD/R-OPH Date: Date: 4/05/2018 Amt: 5355.81
Objct Fcty B Addt'l Amount Liquidated
43200 195 1 5336.81
44222 195 1 1.00
44300 195 1 1.00
61000 195 1 1 1.00
61041 195 1 1.00
61100 195 1 1.00
61500 195 1 1.00
61600 195 1 1.00
43200 195 1 1.00
44222 195 1 1.00
61208 8818 1.00
61888 195 1 1 1.00
61841 195 1 1.00
61008 8810 1.00
58088 281 1 1.00
61688 195 1 1.00
58008 188 1 1.00
61008 188 1 1 1.00
59588 281 1 1.00
81008 8810 1.00
5,355.81

P.0. balance:
Close/Cancel Date:

4713720818 (MW/DD/CCYY)

F29 TO COMFIRM CLOSE/CANCEL POD

o

Lo

P

Lt

F17=Print Screen F16=Reenter/Exit

76 | F7 | re | Fo |F10 |11 |2 [F13 | Faa | & 18.02.00

FIS« é

" Action

Verify the entry in the Close/Cancel Date field is correct and select F23  (F29 - To
Confirm Close/Cancel PO).

“Closing/Canceling Purchase Order” message briefly displays.

If the Appropriation Adjustment Entry screen displays, review the information on the screen
and determine if you must review the required appropriation adjustments before continuing.

Select | (Enter). If the appropriation adjustments are correct, select F2#  (F28 - To

Post). If the appropriations displayed are incorrect, select ﬁl (F16) to return to the
Purchase Order Close/Cancel Inquiry screen to make the necessary corrections.

F28 | F29
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The following screen displays:
[ PCGDist=8391 Rel=1801.00 04/16/2018 PCWODL SV CADEVSYS CASECOND wm‘@lﬂu

PURCH208

Enter vendor number to scan the purchase order file to
examine entries for this vendor.

Uendor : v|

F12 will allow searching by account number

F13 will allow examination of a specific purchase order

Enter to Continue, F16 to Exit
wi#| F1 | r2 | Fa | Fa | rs | Fe | k7 | F8 | Fo | F10 | F11 [ F2 | F3 | Faa | R 18.62.00
=) F28 | F29

Step  Action

Select ﬁl (F16 - Exit) to return to the Financial Accounting & Reporting — Purchase
Order Processing Menu.
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The following screen displays:

.
m PCG Dist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WHH‘IE_I&M
Financial Accounting & Reporting PREOBP
FKey Purchase Order Processing

1 _| -- Purchase Order Inquiry

2 | -- Enter Purchase Order

3 | -- Close/Cancel Purchase Orders

5 | -- Print Purchase Orders

6 | -- List all Purchase Orders

7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:

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

Step  Action

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

The PO'’s status is changed to “Closed” if any claims exist against the purchase order. If no
claims exist, the PO’s status is changed to “Cancelled”.
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Appendix A: Purchase Order Entry and .csv Import File Error
Processing

If the .csv file contains invalid data, the file import procedure lists up to twelve (12) errors. These
errors will include the input file’s line number, the error type, and the field in which the error
occurred. Compare the error(s) identified to the .csv file’s spreadsheet to determine the appropriate
corrective measures.

The following us an example of an unsuccessful file import attempt:

_
[} FPCGDist=2991 Rel=1801.00 04/16/2015 PCW 001 SV CADEVSYS CASECOND WHITE [E=EE =
PURCO100

Purchase Order Entry Upload From File
Enter the upload file path and name (e.g. C:\PURCHASE\APOnnnnnnnn.CSU)

C=MCLATHSACLATIM2817JUL B2 .C3SU

=%% ERRORS FOUND - CSU file cannot be loaded =%x

Line 885 Err: Vendor number not found on VENDOR file
Line 812 Unit line item number @81 Unit Price is required
Line 813 Unit line item number @82 Unit Price is required
Line 814 Unit line item number 883 Unit Price is required
Line 81% Unit line item number @84 Unit Price is required
Line 816 Unit line item number @85 Unit Price is required
Line 817 Unit line item number @86 Unit Price is required
Line 818 Unit line item number @87 Unit Price is required
Line 819 Unit line item number @88 Unit Price is required
Line 828 Unit line item number @89 Unit Price is required
Line 821 Unit line item number @818 Unit Price is required
Too many errors to display. Recheck CSU file format.

F17=Print Screen, F16=Cancel
‘"T‘"{ 18.82.808

FIS« %
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The following is an example of a PCGenesis internal edit error message after the file successfully imports:

-
E PCG Dist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND WHITE L l‘: =] éj
Purchase Order Entry Uendor: 55 hd UEHMDOR 688855 PURCA188

8845 UENHDOR STREET
PO Output: |g-Other ~
SHITH, GA 33333
Bill to - Facility: _195 Building: 1 SHMITH SCHOOL 8195 (F18)
Ship to - Facility: _2@1 Building: 1 SHMITH SCHOOL 82861 (F19)
Attn of: Jamie Builder Description: FIMAHNCE - TEST PO PO date: _4/85/2818
Requisition #: Amount : 5355.81
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Amount
18 188 _ 1811 16688 43268 195 1 5336.81
18 188 _ 1611 1888 44222 195 1 1.0808
18 188 _ 1611 1088 44388 195 1 1.0808
18 108 _ 1611 1068 61688 _195 1 1.0808
18 108 _ 1611 10688 61641 _195 1 1.008
18 188 _ 1611 168668 611688 _195 1 1.88
18 188 _ 1611 168668 61588 _195 1 1.88
18 1688 _ 1611 168668 616688 _195 1 1.88
18 16868 _ 1621 16866 43288 _195 1 1.88
18 188 _ 1621 18688 44222 195 1 1.88
18 1688 _ 1621 168660 443688 _195 1 1.88
18 188 _ 1621 168668 616688 _195 1 1.88
18 188 _ 1621 168668 61641 _195 1 1.88
18 188 _ 1621 168668 611688 _195 1 1.88
18 188 _ 1621 168668 61588 _195 1 1.88
18 188 _ 1821 16688 61668 195 1 1.688
18 188 _ 1458 16688 43268 195 1 1.688
18 § 145 ON25 0086100088 61 6a1 1.88
18 § 145 ON25 0086100088 61 6a1 1.88
18 5 145 25 0086100 08E 61 6E1 1.08
Duplicate accounts entered - not permitted?
Enter To Validate  F17=PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit
‘”T‘V F‘SQ 18.082 .88
LHS« S | F1g | F19
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Appendix B: Purchase Order Entry .csv File Format
Requirements

Purchase Order Entry .csv File Format Requirements

1 | When creating the .csv file, the Enter Purchase Order Import procedure only processes lines
containing the characters H, V,N, P, D, E, F, G, B, S, T, O, C, R, or L within Column A. These
characters identify the Header (H), Vendor (V), Vendor Name (N), Vendor Phone (P), Vendor
Address Line 1 (D), Vendor Address Line 2 (E), Vendor City Line (F), Vendor Contact (G), Bill To
(B), Ship To (S), Attention Of (T), Order Description (O), Account Line (C), PO Total (R), and
Inventory (L) lines.

(These lines can occur in any order within the .csv file.)

2 | PCGenesis ignores all lines containing the character A (Approved By line) within Column A. The
Approved By data is informational only. Leave Column A blank to include Comments and/or
Headings in the .csv file.

3 | The following lines are only used if the Vendor Line (V) contains the literal “NEW” for the vendor
number: Vendor Phone (P), Vendor Address Line 1 (D), Vendor Address Line 2 (E), Vendor City
Line (F), and Vendor Contact (G). If “NEW” is not specified, these lines are ignored.

The Vendor Name (N) line is required when entering a purchase order for either an existing vendor
or when adding a new vendor. When entering a purchase order for an existing vendor, the system
will verify that the vendor name matches the name on the VENDOR file.

4 | Column B must be numeric for each line containing the character C (Account Line) in Column A.
Each C line must contain a sequential number from 1 to 20, and must not be duplicated. The
Template specifies Line 1 through Line 20 but only lines which contain an account and an amount
will be utilized by the import.

Column B must be numeric for each line containing the character L (Inventory Line) in Column A.
Each L line must contain a sequential number from 1 to 405, and must not be duplicated. The

Template specifies Line 1, but up to 405 inventory lines may be specified.

5 | The Header (H) line must meet the following specifications:

5.1 Must contain a H in Column A.

5.2 | Column F/G must contain up to eight (8) alphanumeric characters representing the purchase
order requisition number.

5.3 | Column L must contain up to ten (10) characters representing the purchase order date. Dates
must be entered as MM/DD/CCYY.
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6 | The Vendor (V) line must meet the following specifications:
6.1 Must contain a VV in Column A.

6.2 | Column F/G may contain up to six (6) digits representing a vendor number which already
exists in PCGenesis.

or

Column F/G may contain the literal “NEW” which indicates a new vendor number should be
created from the vendor information contained on the following lines: Vendor Name (N),
Vendor Phone (P), Vendor Address Line 1 (D), Vendor Address Line 2 (E), Vendor City Line
(F), and Vendor Contact (G).

6.3 | Column L/M/N may contain up to thirty (30) alphanumeric characters representing the
purchase order requestor. The Requestor data is informational only and is NOT loaded into
PCGenesis.

7 | The Vendor Name (N) line must meet the following specifications:

7.1 Must contain a N in Column A.

7.2 | Column F/G/H/1/J/K/L must contain up to thirty (30) alphanumeric characters representing
the vendor name. This data is required when entering a purchase order for either an existing
vendor or when adding a new vendor. When entering a purchase order for an existing
vendor, the system will verify that the vendor name matches the name on the VENDOR file.

7.3 | Column N/O may contain up to nine (9) digits representing the vendor EIN. Either the
vendor EIN on the Vendor Name (N) line or the vendor SSN on the Vendor Phone (P) line
may be entered, but not both.

8 | The Vendor Phone (P) line must meet the following specifications:

8.1 Must contain a P in Column A.

8.2 | Column F/G/H may contain up to ten (10) digits representing the vendor phone number.
8.3 | Column K/L may contain up to ten (10) digits representing the vendor fax phone number.

8.4 | Column N/O may contain up to nine (9) digits representing the vendor SSN. Either the
vendor EIN on the Vendor Name (N) line or the vendor SSN on the Vendor Phone (P) line
may be entered, but not both.

9 | The Vendor Address Line 1 (D) line must meet the following specifications:
9.1 | Must contain a D in Column A.

9.2 | Column F/G/H/I/J/IK/L may contain up to thirty (30) alphanumeric characters representing
the vendor address line 1.

9.3 | Column N may contain up to one (1) alphanumeric character representing the vendor 1099
indicator. Valid values are ‘Y’ or ‘N’.
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10 | The Vendor Address Line 2 (E) line must meet the following specifications:
10.1 | Must contain a E in Column A.

10.2 | Column F/G/H/1/J/K/L may contain up to thirty (30) alphanumeric characters representing
the vendor address line 2.

11 | The Vendor City Line (F) must meet the following specifications:
11.1 | Must contain a F in Column A.

11.2 | Column F/G/H/1/J may contain up to twenty-five (25) alphanumeric characters representing
the vendor city.

11.3 | Column K may contain up to two (2) alphanumeric characters representing the vendor state.
This field should contain the two character state postal code abbreviation.

11.4 | Column L may contain up to ten (10) alphanumeric characters representing the vendor zip
code.

12 | The Vendor Contact (G) line must meet the following specifications:
12.1 | Must contain a G in Column A.

12.2 | Column F/G/H/1/J/K/L may contain up to twenty (20) alphanumeric characters representing
the vendor contact name.

13 | The Bill To (B) line must meet the following specifications:
13.1 | Must contain a B in Column A.

13.2 | Column F/G may contain up to four (4) digits representing the purchase order bill to facility
code.

13.3 | Column K may contain up to one (1) digit representing the purchase order bill to building
code.

14 | The Ship To (S) line must meet the following specifications:
14.1 | Must contain a S in Column A.

14.2 | Column F/G may contain up to four (4) digits representing the purchase order ship to
facility code.

14.3 | Column K may contain up to one (1) digit representing the purchase order ship to building
code.

15 | The Attention Of (T) line must meet the following specifications:
15.1 | Must containa T in Column A.

15.2 | Column F/G/H/1/J/K/L may contain up to twenty (20) alphanumeric characters representing
the ‘attention of” information for the purchase order.
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16 | The Order Description (O) line must meet the following specifications:
16.1 | Must contain a O in Column A.

16.2 | Column F/G/H/1/J/K/L may contain up to thirty (30) alphanumeric characters representing
the purchase order description.

17 | Each Account (C) line must meet the following specifications:

17.1 | Must contain an C within Column A.

17.2 | Is sequentially numbered from 1 thru 20 within Column B.

17.3 | Column C may contain up to two (2) digits representing the expense account fiscal year.
17.4 | Column D may contain up to three (3) digits representing the expense account fund.

17.5 | Column E may contain one (1) digit representing the expense account fiscal indicator.
17.6 | Column F may contain up to four (4) digits representing the expense account program.
17.7 | Column G may contain up to four (4) digits representing the expense account function.

17.8 | Column H may contain up to five (5) digits representing the expense account object.
17.9 | Column I may contain up to four (4) digits representing the expense account facility.
17.10| Column J may contain one (1) digit representing the expense account building.

17.11| Column K may contain up to six (6) digits representing the expense account additional.

17.12| Column L must contain up to eleven (11) digits with two (2) decimal digits representing a
purchase order line amount to be posted to this expense account. The expense amount may
contain a sign so that either positive or negative amounts may be entered. For example, the
amount may be entered as

-12345678901.12
18 | The PO Total (R) line must meet the following specifications:

18.1 | Must contain an R within Column A.

18.2 | Column L must contain up to eleven (11) digits with two (2) decimal digits representing the
total amount of the purchase order. The PO total amount may contain a sign so that either
positive or negative amounts may be entered. For example, the amount may be entered as

-12345678901.12
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19 | Each Inventory (L) line must meet the following specifications:
19.1 | Must contain an L within Column A.
19.2 | Is sequentially numbered from 1 thru 405 within Column B.

19.3 | Column C/D must contain up to seven (07) digits with zero (0) decimal digits representing
the inventory line quantity. The quantity must be positive. For example, the quantity may
be entered as

1234567

19.4 | Column E may contain two (2) alphanumeric characters representing the inventory line unit
designation.

19.5 | Column F/G/H/1/I/K/L/M/N may contain up to forty (40) alphanumeric characters
representing the inventory line description.

19.6 | Column O must contain up to eleven (11) digits with two (2) decimal digits representing the
inventory line unit price. The unit price may contain a sign so that either positive or
negative amounts may be entered. For example, the amount may be entered as

-12345678901.12

19.7 | Column P must contain up to eleven (11) digits with two (2) decimal digits representing the
inventory line extended price. The extended price may contain a sign so that either positive
or negative amounts may be entered. For example, the amount may be entered as

-12345678901.12
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