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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

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 Ultilities, 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.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Printing Purchase Orders and the
Purchase Order Register — Without a Signature Card

Step  Action

1 From the Business Applications Master Menu, select __1_ (F1 - Financial Accounting &
Reporting System).

The following screen displays:

B8 PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SY C:\DE¥SYS C:\SECOND —|=] x|
Financial Accounting & Reporting MASTER1
FKey Haster 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 & Monthf¥r-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

[t
'

B EEE EEEE EEEE EEEE]

- File Reorganization

Master | Voo | 13.04_00

eS| 15 | rip [ A, [ VEND

Step  Action
2 Select 2 | (F2 - Purchase Order Processing Menu).
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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 WI—H’[‘E@M
| 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
VNTOR

Step  Action
3 Select __5 | (F5 - Print Purchase Orders).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(IA] PcG Dist=8991 Rel=18.01. 3 i

Print Purchase Orders

PURC1S

Press F1 to print all PO's

or

Enter the range of Purchase 0Orders
to be printed

thru

HOTE: If only a single PO is to be
printed, enter the PO in the
first field and press EHTER.

Enter to Print a Range, F16 to Exit

" L [ A I [ N O 18.02.60
FIS«

Step  Action |

4 For all purchase orders: Select Ll (F1).
For an individual purchase order: Enter the purchase order number in the first field only,
and select _'fl (Enter).

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

select ﬂl (Enter).

“F**Processing Request***” briefly displays.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following dialog box displays:

|

Soalect Printer: \printzerverh 22 75-HPLJ 4300dtn

Softdocz Genenc / Text Only

i Send To OneNote 2010
Called By: Mitro PDF Creator (Pro 9)
CHECALL Microsoft XP5S Document Writer
Fax

i i \\printzerver'Xerox-1970
Orientation: \\printzervers2285-hp4300

¥ Portrait
" Landscape

Default Printer |‘\‘\printserver‘\22?5-H PLJ4300dtn

Selected Printer |‘\‘\printserver‘\22?5-H PLJ4300dtn

1].4 | Exit Process |

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 Ll (OK).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(B PccOnes991 Ret=180100 03182018 FWOOL v CIDEVSYS CICOND . WHTE o i o 2 I
) PURCAS
PRINT PURCHASE ORDERS
Are correct Purchase Orders inserted? __ (YES,HD)
Press ENTER to Continue - F16 to EXIT
gle e 18.602.00
FIS«
Step  Action
7 Enter Yes in the Are correct Purchase Orders inserted? field.

8 Select ﬂl (Enter).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=18.01.00 05/18/2018 PCW 001 SV CADEVSYS CASECOND WHIT-lEIﬂE

PURC1S

*x REMOVE FORMS FROM PRINTER ==

" Action

9 Remove the purchase orders from the Printer and select Enter.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
E PCG Dist=8991 Rel=17.03.00 09;’;5!2017 PCW 001 SV CADEVSYS CASECOND WHlTI‘ @31

Financial Accounting & Repuﬁ:ini PREOBP

Purchase Order Processing

-- Purchase Order Inquiry

-- Enter Purchase Order

-- Close/Cancel Purchase Orders
-- Print Purchase Orders

-- List All Purchase Orders

-- List Cancelled Purchase Orders

Flellek |

List Open Purchase Orders:

_8 | -- Facility Sequence

_ 9 | -- Account Number Sequence

M -- Vendor Name Sequence

_11 | -- Purchase Orders Sequence

LI -- Purchase Orders Maintenance Menu
_14 | -~ Claim Processing Menu

_15 | -- Vendor Maintenance

| | | | 17.03.00
HITOF. I | | I
Step | Action
10 To print the report via the Ugueue Print Manager: Select Il“;%l (Ugqueue).

Select the Spool option to print the report.

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

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

12 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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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure B: Printing Purchase Orders and the
Purchase Order Register — With a Signature Card

B8 PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SY C:\DEVSYS C:\SECOND —|=] x|
Financial Accounting & Reporting MASTER1

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 & Monthf¥r-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

[t
'

Bk EEEl BREE bEbE 3

- File Reorganization

13.04.08

Master | U561y |

eS| 15 | rip [ A, [ VEND

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

Georgia Department of Education
May 18, 2018 ¢ 11:49 AM e Page 9 of 30
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—m‘@lﬂu
| 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 __5 | (F5 - Print Purchase Orders).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(IA] PcG Dist=8991 Rel=18.01. 3 i

Print Purchase Orders

PURC1S

Press F1 to print all PO's

or

Enter the range of Purchase 0Orders
to be printed

thru

HOTE: If only a single PO is to be
printed, enter the PO in the
first field and press EHTER.

Enter to Print a Range, F16 to Exit

" L [ A I [ N O 18.02.60
FIS«

Step  Action |

3 For all purchase orders: Select Ll (F1).
For an individual purchase order: Enter the purchase order number in the first field only,
and select _'fl (Enter).

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

select ﬂl (Enter).

“F**Processing Request***” briefly displays.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following dialog box displays:

|

Called By: Nitro PDF Creator [Pro 9)

Orientation: \\printserveri2285-hp4300

Soalect Printer: \printzerverh 22 75-HPLJ 4300dtn

Softdocz Genenc / Text Only
Send To OneMote 2010

CHECALL Microsoft XP5S Document Writer
Fax
\\printzerver'Xerox-1970

¥ Portrait
" Landscape

Default Printer |‘\‘\printserver‘\22?5-H PLJ4300dtn

Selected Printer |‘\‘\printserver‘\22?5-H PLJ4300dtn

1].4 | Exit Process |

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 Ll (OK).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

= = T . — [
[F] PCGDist=8991 Rel=12.01.00 05/18/2018 PCW 001 SV CADEVSYS CASECOND WHlTEL [E=NEER

CHECALL

Select Print Test DOptions Purchase Order
CURRENT SELECTED \hprintserver2275-HPLJ 4300dtn

Please Make Selection

il - Select Printer

- Print 5ample

SIGNATURE Enabled

- Disable MICR
- Dizable Signature

- Save and Continue

F16 | - Cancel and Exit

17.01.00

Step  Action

6 Verify the status is “Enabled”, and select —F2_1 (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 il (F8
— Save and Continue).

If the information displayed is incorrect, refer to the Financial Accounting and Reporting
(FAR) System Operations Guide, Section O: System Ultilities, 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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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(B PccOnes991 Ret=180100 03182018 FWOOL v CIDEVSYS CICOND . WHTE o i o 2 I
) PURCAS
PRINT PURCHASE ORDERS
Are correct Purchase Orders inserted? __ (YES,HD)
Press ENTER to Continue - F16 to EXIT
gle e 18.602.00
FIS«
Step  Action
8 Enter Yes in the Are correct Purchase Orders inserted? field.

9 Select ﬂl (Enter).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=18.01.00 05/18/2018 PCW 001 SV CADEVSYS CASECOND WHIT-lEIﬂE

PURC1S

*x REMOVE FORMS FROM PRINTER ==

" Action

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

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

o ™y
[E] PCGDist=8991 Rel=17.03.00 09/15/2017 PCW 001 SV CADEVSYS CASECOND WI-IITI‘ [E=REER=

Flellek |

List Open Purchase Orders:

-- Purchase Order Inquiry

-- Enter Purchase Order

-- Close/Cancel Purchase Orders
-- Print Purchase Orders

-- List All Purchase Orders

-- List Cancelled Purchase Orders

Financial Accounting & Repuﬁ:ini PREOBP

Purchase Order Processing

_8 | -- Facility Sequence

_ 9 | -- Account Number Sequence

M -- Vendor Name Sequence

_11 | -- Purchase Orders Sequence

LI -- Purchase Orders Maintenance Menu
_14 | -~ Claim Processing Menu

_15 | -- Vendor Maintenance

| | | | 17.983.00

Step | Action

11

To print the report via the Ugueue Print Manager: Select Il“;%l (Ugqueue).
Select the Spool option to print the report.

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

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

Order Register.

13

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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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure C: Reprinting Purchase Orders

B8 PCGDist=8991 Rel=14.03.00 09/17/2014 PCW 001 SY C:\DE¥SYS C:\SECOND —|=] x|
Financial Accounting & Reporting MASTER1
FKey Haster 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 & Month{¥r-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 Ebkk EERE

File Reorganization

Master | Voo | 13.04_00

eS| 15 | i | AT, | VEND

Step  Action
1 Select __2_| (F2 - Purchase Order Processing Menu).
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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—m‘@lﬂu
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 | -- Yendor Maintenance
msor|b| | [ | | [ [ [ | [ | [ | | | 17.03.80

Step  Action
2 Select 13| (F13 - Purchase Order Maintenance Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

B PG Dist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _IEILI
Financial Accounting & Reporting PR12P
FKey Purchase Order Haintenance Henu

Facility/Building File:
1 | -- Facility/Building File Maintenance
5 | -- Print Facility/Building File

Purchase Order Detail File:
8 | -- Select Reprinting of Purchase Orders
9 | -- Remove Printed Records

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
3 Select _8 | (F8 - Purchase Order Detail File: Select Reprinting of Purchase Orders).
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The following screen displays:

' )
[El PCGDist=8991 Rel=18.01.00 04/16/2018 PCW 0Dl SV CADEVSYS CASECOND wunl = | B |
PURC99

Select Reprinting of Purchase Orders

Enter the Humber of Purchase Order to Reprint:

NOTE: THIS OPTION DOES HOT PRINT P.0. IMMEDIATELY.
INSTEAD, IT REQUEUES THE P.0. TD BE PRINTED IN THE
STANDARD 'PRINT PURCHASE ORDER' OPTIODN.

Enter to Continue, F16 to Exit

e 1 (¢ ey 8e2ee
FIS«

Step  Action

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

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

' )
[l PCGDist=8991 Rel=1801.00 04/16/2018 PCW OOl SV CADEVSYS CASECOND wm‘ = | B |
PURC99

Select Reprinting of Purchase Orders

Enter the Humber of Purchase Order to Reprint: 162
Uendor: 55 UEHDOR 888855
Amount: 5355.81

NOTE: THIS OPTION DOES HOT PRINT P.0. IMMEDIATELY.
INSTEAD, IT REQUEUES THE P.0. TD BE PRINTED IN THE
STANDARD 'PRINT PURCHASE ORDER' OPTIODN.

Enter to Continue, F16 to ReEnter

e 1 (¢ ¢y 8e2ee
FIS«

Step  Action

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

If the information is incorrect, select ﬁl (F16 — Exit), make the appropriate corrections,
and select _'fl (Enter).
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The following screen displays:

r i R —— A
[ PCGDist=8991 Rel=18.01.00 04/16/2018 PCW 001 SV CADEVSYS CASECOND meE- = | 5 |
PURC99

Select Reprinting of Purchase Orders

Enter the Humber of Purchase Order to Reprint:

NOTE: THIS OPTION DOES HOT PRINT P.0. IMMEDIATELY.
INSTEAD, IT REQUEUES THE P.0. TD BE PRINTED IN THE
STANDARD 'PRINT PURCHASE ORDER' OPTIODN.

Enter to Continue, F16 to Exit

e 1 (¢ ey 8e2ee
FIS«

Step  Action

6 Select ﬁl (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:

B PG Dist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _IEILI
Financial Accounting & Reporting PR12P
FKey Purchase Order Haintenance Henu

Facility/Building File:
1 | -- Facility/Building File Maintenance
5 | -- Print Facility/Building File

Purchase Order Detail File:
8 | -- Select Reprinting of Purchase Orders
9 | -- Remove Printed Records

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

" 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 D: Removing Printed Purchase Order
Detail Records

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

B PCG Dist=8991 Rel=14.03.00 09/17/2014 PCW 001 SY C:\DE¥SYS C:\SECOND =] x|
Financial Accounting & Reporting MASTERA

Haster Menu

-n
-
o

=

- 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 & MonthfYr-End Close Menu
- Account Master Description File Menu

- General Ledger Account Master Menu

- Year End Processing Menu

- Special Functions Menu
- ¥endor Master Menu
- Source Master Menu

B EEE EEEE EEEE EERE

- File Reorganization

13.04.00

Master use'[igt

rele| [ | MeriSy | DA | MEND

Step  Action
1 Select __2_| (F2 - 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—m‘@lﬂu
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 | -- Yendor Maintenance
msor|b| | [ | | [ [ [ | [ | [ | | | 17.03.80

Step  Action
2 Select 13| (F13 - Purchase Order Maintenance Menu).
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The following screen displays:

B PG Dist=8991 Rel=14.03.00 09/17/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _IEILI
Financial Accounting & Reporting PR12P
FKey Purchase Order Haintenance Henu

Facility/Building File:
1 | -- Facility/Building File Maintenance
5 | -- Print Facility/Building File

Purchase Order Detail File:
8 | -- Select Reprinting of Purchase Orders
9 | -- Remove Printed Records

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
3 Select 9 | (F9 - Remove Printed Records).
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The following screen displays:

~— —— M
[F] PCGDist=8991 Rel-1801.00 05/18/2018 PCWOO1 SV CADEVSYS CASECOND wr—ml [E=REERrS
POOPT
* %® * YVARHNIHNG * ® *
|
This procedure is used to PERMANENTLY delete purchase order print
detail from the POPRINT file. This detail is deleted based upon the
date range entered below. If the original P.0. date falls within the date
range entered AHD the P_.0. is either cancelled or closed, the P.0. print
detail will be deleted. Otherwise, the detail will remain on File.
(MOTE: P.0. print detail is only the information used to produce a printed
purchase order, HOT the P.0. record?)
POPRINT FILE WILL HOT BE SHARED DURIMG THIS PROCESS?
Enter the date range of records to be deleted below:
. — 88 - B8 thru BB - B8 - 08
{(HH - DD - ¥¥) {(HH - DD - ¥¥)
ENTER = Validate, F16 = Exit without Deleting
12.683 .88

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:

_
PCG Dist=8991 Rel=18.01.00 05/18/2018 PCW0OL SV CADEVSYS CASECOND WHITE [E=REEA

| x%x%x WARMNIMNEG ==x=x

This procedure is used to PERMAMENTLY delete purchase order print
detail from the POPRINT file. This detail is deleted based upon the
date range entered below. If the original P.0. date falls within the date
range entered AHD the P.0. is either cancelled or closed, the P.0. print
detail will be deleted. Otherwise, the detail will remain on File.

{MOTE: P.0. print detail is only the information used to produce a printed
purchase order, HOT the P.0. record?)

POPRINT FILE WILL HOT BE SHARED DURING THIS PROCESS!

Enter the date range of records to be deleted below:

87 - 81 - B8 thru B6 - 38 - 88
(MM - DD - ¥¥) (WM - DD - ¥¥)

ENTER = Continue to DELETE, F16 = Re-Enter Date/Exit
12.83 .88

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:

B PCGDist=8991 Rel=14.03.00 09/17/2014 PC¥ 001 SY C:\DEYSYS C:\SECOND - = x|
Financial Accounting & Reporting PR12P

FKey Purchase Order Haintenance Henu

Facility/Building File:
1 | -- Facility/Building File Maintenance
5 | -- Print Facility/Building File

Purchase Order Detail File:
8 | -- Select Reprinting of Purchase Orders
9 | -- Remove Printed Records

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Ste Action

8 Select ﬁl (F16 -Exit) to return to the Purchase Order Processing Menu or select Ml
(Master) to return to the Business Applications Master Menu.
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Appendix A: Purchase Order Register - Example

EUN DRATE: 05/17/2014 PURCHASE ORDER REGISIER PRAGE 1
e 3 DATE ISSUED TO DESCRIPTION FND F PRGM FNCT OBJCT FCTY B ADDI'L YR LMOUNT
013822 &/25/1Z VENDOR 005873 COMPUTER EXPEND EQUI 40e 0 3315 1000 €leDD 0201 O 000000 12 3,750.00
*% BO TOTLL *+ 2,750.00
013623 &/25/12 VENDOR 003&02 SUPPLIES 40e 0 3315 1000 €1000 0201 O 000000 12 24 .00
*% B0 TOTAL *+ 84_00
014565 &/08/13 VENMDOR 000130 SUPPLIES 100 © 355390 2300 €1000 8010 O QO0QOOO0 14 24869
*% BQ TOTREL ** 24 .85
014566 B8/08/13 VENDOR 000130 SUPPLIES 100 © 5530 2500 €1000 8010 O 000000 14 202.12
*% BO TOTAL ** 20z.1:2
01457 8/08/13 VENDOR 000130 SUPPLIES 402 0 1750 2500 €1000 2010 O Q0OOQOOD 14 ©4.589
*% PO TOTLL *+ €4.599
0l4a5e8 8/08/13 VENDOR 005328 EXPENDAELE EQUIBMENT 100 0 95%0 2300 €1500 2010 O 00OOQOOD 14 185.52
*% BO TOTLL *+ 185.52
014565 &/08/13 VENDOR 002504 SUPPLIES 100 0 5550 Z100 &€1000 3050 O QOQOOO0 12 155.42
*% BQ TOTREL ** 155.42

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