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Overview 

Purchase orders may be printed or reprinted with a signature or without a signature.  This feature 

eliminates manual signatures on purchase orders.  Purchase orders printed with a signature require the 

use of a Signature Card.  When not using a signature card for purchase order processing, disable the 

feature in PCGenesis.  Refer to the Financial Accounting and Reporting (FAR) System Operations Guide, 

Section O: System Utilities, Topic 3: Vendor Check Signature Card Setup for instructions. 

PCGenesis allows all or a range of purchase orders to be printed or reprinted.  PCGenesis also prints 

individual purchase orders when users select the print by range option.  Regardless of the option selected, 

PCGenesis automatically sends the Purchase Order Register report to the PCGenesis Uqueue Print 

Manager.  Appendix A:  Purchase Order Register – Example provides an example of this report. 

PCGenesis users may delete the printed detail of cancelled and closed purchase orders.  The user may 

specify a date range on the Remove Printed Records screen to select the purchase order detail 

information to be deleted from the POPRINT file.  This procedure does not delete the purchase order.  It 

instead deletes the purchase order inventory information from the POPRINT file. 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

May 18, 2018  11:49 AM  Page 2 of 30 

All Rights Reserved. 

Procedure A:  Printing Purchase Orders and the 

Purchase Order Register – Without a Signature Card 

 

Step Action 

1  From the Business Applications Master Menu, select  (F1 - Financial Accounting & 

Reporting System). 

 

The following screen displays: 

 

Step Action 

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

 

Step Action 

3  Select  (F5 - Print Purchase Orders). 
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The following screen displays: 

 

Step Action 

4  
For all purchase orders:  Select  (F1). 

For an individual purchase order:  Enter the purchase order number in the first field only, 

and select  (Enter). 

For a range of purchase orders:  Enter the purchase order number (s) in the fields, and 

select  (Enter). 

 “***Processing Request***” briefly displays. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

May 18, 2018  11:49 AM  Page 5 of 30 

All Rights Reserved. 

The following dialog box displays: 

 

 

Step Action 

5  Within the Select Printer window, verify or highlight the appropriate printer’s name.  

Verify that the correct printer displays in the Selected Printer text box. 

6  
Select  (OK). 
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The following screen displays: 

 

Step Action 

7  Enter Yes in the Are correct Purchase Orders inserted? field. 

8  Select  (Enter). 
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The following screen displays: 

 

Step Action 

9  Remove the purchase orders from the Printer and select Enter. 
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The following screen displays: 

 

Step Action 

10  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

Select the Spool option to print the report. 

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

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

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

create the macro necessary to use the feature where appropriate. 

11  Refer to Appendix A:   Purchase Order Register – Example for an example of the Purchase 

Order Register. 

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

or select  (Master) to return to the Business Applications Master Menu. 
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Procedure B:  Printing Purchase Orders and the 

Purchase Order Register – With a Signature Card 

 

 

Step Action 

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

 

Step Action 

2  Select  (F5 - Print Purchase Orders). 
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The following screen displays: 

 

Step Action 

3  
For all purchase orders:  Select  (F1). 

For an individual purchase order:  Enter the purchase order number in the first field only, 

and select  (Enter). 

For a range of purchase orders:  Enter the purchase order number (s) in the fields, and 

select  (Enter). 

 “***Processing Request***” briefly displays. 
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The following dialog box displays: 

 

 

Step Action 

4  Within the Select Printer window, verify or highlight the appropriate printer’s name.  

Verify that the correct printer displays in the Selected Printer text box. 

The printer selected must have already been set up with the appropriate signature card. 

5  
Select  (OK). 
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The following screen displays: 

 

Step Action 

6  Verify the status is “Enabled”, and select  (F2 - Print Sample). 

“Printing Sample” briefly displays within the lower left corner of the screen. 

7  Verify the information on the sample purchase order displays as intended and select  (F8 

– Save and Continue). 

If the information displayed is incorrect, refer to the Financial Accounting and Reporting 

(FAR) System Operations Guide, Section O: System Utilities, Topic 2:  Purchase Order (PO) 

Signature Card Setup to make the necessary adjustments to the Signature Card.  Repeat this 

procedure beginning at Step 1. 

To exit purchase order printing, select  (F16 – Cancel and Exit). 
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The following screen displays: 

 

Step Action 

8  Enter Yes in the Are correct Purchase Orders inserted? field. 

9  Select  (Enter). 
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The following screen displays: 

 

Step Action 

10  Remove the purchase orders from the Printer and select Enter. 
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The following screen displays: 

 

Step Action 

11  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

Select the Spool option to print the report. 

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

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

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

create the macro necessary to use the feature where appropriate. 

12  Refer to Appendix A:   Purchase Order Register – Example for an example of the Purchase 

Order Register. 

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

or select  (Master) to return to the Business Applications Master Menu. 
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Procedure C:  Reprinting Purchase Orders 

 

Step Action 

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

 

Step Action 

2  Select  (F13 - Purchase Order Maintenance Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F8 - Purchase Order Detail File:  Select Reprinting of Purchase Orders). 
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The following screen displays: 

 

Step Action 

4  Enter the purchase order number in the Enter the Number of Purchase Order to Reprint 

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

 

Step Action 

5  Verify the screen’s entries are correct, and select  (Enter). 

If the information is incorrect, select  (F16 – Exit), make the appropriate corrections, 

and select  (Enter). 
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The following screen displays: 

 

Step Action 

6  Select  (F16) to exit. 

If there are additional PO’s to be printed, repeat this procedure beginning at Step 4. 
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The following screen displays: 

 

Step Action 

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

or select  (Master) to return to the Business Applications Master Menu. 
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Procedure D:  Removing Printed Purchase Order 

Detail Records 

* * * ATTENTION * * * 

Purchase orders may neither be processed, nor printed during this procedure. 

 

 

Step Action 

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

 

Step Action 

2  Select  (F13 - Purchase Order Maintenance Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F9 - Remove Printed Records). 
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The following screen displays: 

 

Step Action 

4  Review the information on the Delete Printed Purchase Order (P.O.) Detail Warning Entry 

screen. 

5  Enter the date range (MM DD YY) in the Enter the date range of records to be deleted 

below:  field. 

6  Select Enter (Validate). 
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The following screen displays: 

 

Step Action 

7  Verify the date range entered is correct and select Enter (Continue to Delete). 

“Processing Request” briefly displays. 
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The following screen displays: 

 

 

Step Action 

8  Select  (F16 -Exit) to return to the Purchase Order Processing Menu or select  

(Master) to return to the Business Applications Master Menu. 
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Appendix A:   Purchase Order Register - Example 

 

Where appropriate PCGenesis includes detected errors on the final page of the report. 

 


