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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

The Facility file contains the facility and building records for purchase order processing. Maintaining
these records includes the following procedures:

e Adding, displaying, modifying, and deleting facility and building records.
e Printing the contents of the Facility file.

e The records added using these procedures are independent of those already created in the Account
Master Description file.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Adding a Facility and Building Record

1 From the Business Applications Master Menu, select _1_ (F1 - Financial Accounting &
Reporting System).

The following screen displays:

S — r—'l
m PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND W’ 28
e ——————
Financial Accounting & Reporting HASTER1
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 Bkl bbbk

File Reorganization

e | Vo | I A [ 19-04. 09
| 11 | "3 [ EAY, VERD

Step | Action
2 Select 2| (F2 - Purchase Order Processing).
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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 09/18/2017 PCW 003 SV CADEVSYS CASECOND W’_ .L

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 13| (F13 Purchase Order Maintenance).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(A PcG Dist=8931 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND WHIT

Financial Accounting & Reporting

Purchase Order Maintenance Henu

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

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

4 Select __1_ (F1 - Facility and Building File Maintenance).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
PURC12
DISPLAY/UPDATE FACILITY FILE
#*%% FIND MODE %=
FACILITY: BUILDING: L}
ENTER-Find Record F2-First F5-Hext F11-add F16-Exit
M F1 | R F5 F9 i1 | Fiz 19.61.00
ri:’

5 | select F| (F11 - Add).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

[l PCGDist=8991 Rel=19.01.00 03/22/2019 PCGO02 SV CADEVSYS CASECOND WHITE - | X
PURC12
DISPLAY/UPDATE FACILITY FILE
*%% ADD MODE »%x
FACILITY: BUILDING: 8
DESCRIPTION:
ADDRESST :
ADDRESS2:
CITY/STATE:
ZIP:
ENTER-Continue F1-Find Hode
MR | F5 F9 Fi1 | F12 19.01.08
ﬂ"
Ste Action
6 Enter the facility code in the Facility field.

Enter the building code in the Building field.

7 Enter the description, up to forty (40) characters, in the Description field.

8 Enter the street address in the ADDRESS1 (Address 1), and where applicable, ADDRESS2
(Address 2) fields.

9 Enter the city and state, separated by a comma (,) in the CITY/STATE field.

10 Enter the zip code in the ZIP (Zip Code) field.

11 Select E (Enter) twice.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X

PURC12
DISPLAY/UPDATE FACILITY FILE

*%% ADD MODE %

FACILITY: 183 BUILDING: 3
DESCRIPTION: SHITH FACILITY 8183 BLDG 3
ADDRESS1: 1083 SHITH STREET
ADDRESS2:
CITY/STATE: SHITH, GA

ZIP: 33333

Record added. Press ENTER to continue.
| | r2 F5 F9 F11 | Fiz 19.01.60

F|E‘

12

Verify “Record added. Press ENTER to continue.” displays and select El (Enter) to
continue.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE — O x
PURC12
DISPLAY/UPDATE FACILITY FILE
#%% FIND MODE %%
FACILITY: BUILDING: L]
ENTER-Find Record F2-First F5-Next F11-add F16-Exit
M| 1| P2 F5 Fa Fi1 | Fiz 19.61.00
rlsh

" Action

13 Select =@ (F16 - Exit).

For additional facility and building entries, repeat this procedure at Step 5.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
[E PcG Dist=8991 Rel:l?.ﬁ En PCW 003 SV CADEVSYS CASECOND wmn_@lﬂu

Financial Accounting & Reporting

Purchase Order Maintenance Henu

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

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

Step  Action
14

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

Order Processing 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: Displaying/Updating a Facility and
Building Record

— B
m PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND wr—m.glﬂu
—
Financial Accounting & Reporting HMASTER1

Haster 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 & 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

b sl Bl kRbl bbb (2

File Reorganization

mw| Vo) | | | | | [ | [ | | | [ | | 138400
PAY VN

Step  Action
1 Select 2 | (F2 - Purchase Order Processing).
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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 09/18/2017 PCW 003 SV CADEVSYS CASECOND W’_ .L

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing
-- Purchase Order Inquiry

-- Enter Purchase Order

-- Close/Cancel Purchase Orders

-- Print Purchase Orders

-- List All Purchase Orders

-- List Cancelled Purchase Orders

BlelelkkE

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

The following screen displays:

(A PcG Dist=8931 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND WHIT

Financial Accounting & Reporting

Purchase Order Maintenance Henu

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

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

3 Select __1_ (F1 - Facility and Building File Maintenance).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

Step
4

E PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
PURC12
DISPLAY/UPDATE FACILITY FILE
#*%% FIND MODE %=
FACILITY: BUILDING: L}
ENTER-Find Record F2-First F5-Hext F11-add F16-Exit
M F1 | R F5 F9 i1 | Fiz 19.61.00
71‘.
" Action

Enter the facility code in the Facility field, the building code in the Building field, where
applicable, and select _fl (Enter).

Select ﬂ (F2 - First) to display the first record in the file. Select il (F5 - Next) to
display additional records.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

E PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

PURC12
DISPLAY/UPDATE FACILITY FILE

*#%% DISPLAY HODE %%

FACILITY: 163 BUILDING: 3
DESCRIPTION: SMITH FACILITY 8163 BLDG 3
ADDRESS1: 183 SMITH STREET
ADDRESS2:
CITY/STATE: SHITH, GA

ZIP: 33333

F1-Find Mode F2-First F5-Next F9-Hodify F11-Add F12-Delete

" F | F2 F5 F9 Fi1 | F12 19.61.08
ﬂ:’
Ste Action
5 For updates to the facility and building record: Select _F9 | (F9 - Modify).

For displays of the facility and building record: Review and screen-print the

Display/Update Facility File screen where appropriate. Select M (F1 - Find Mode) and
proceed to Step 8.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X

PURC12
DISPLAY/UPDATE FACILITY FILE

*x% MHODIFY MODE s

FACILITY: 183 BUILDING: 3

DESCRIPTION: SHITH FACILITY 0103 BLDG 3

ADDRESS1: 183 SMITH STREET

ADDRESS2:
CITY/STATE: SHITH, GA
ZIP: 33333
ENTER-Continue F1-Find Hode F16-Exit
MR | F5 F9 Fi1 | F12 19.01.080

Flﬂh

6 Make the appropriate entries in the fields, and select El (Enter) twice.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O ped

PURC12
DISPLAY/UPDATE FACILITY FILE

#*%% HODIFY MODE w*%x

FACILITY: 103 BUILDING: 3
DESCRIPTION: SHMITH FACILITY 6163 BLDG 3
ADDRESS1: 103 SMITH STREET
ADDRESS2: SUITE C
CITY/STATE: SMITH, GA

ZIP: 33333

Record updated successfully. Press ENTER to continue.
e F| | F2 F5 F9 F11 | F12 19.61.00

ﬂ:’

" Action

7 Verify “Record updated successfully. Press ENTER to continue.” displays, and select
_.(l (Enter) to continue.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
PURC12
DISPLAY/UPDATE FACILITY FILE
#*%% FIND MODE %=
FACILITY: BUILDING: L}
ENTER-Find Record F2-First F5-Hext F11-add F16-Exit
M F1 | R F5 F9 i1 | Fiz 19.61.00
ri:’

8 select ==®| (F16 - Exit).

For additional facility and building entries, repeat this procedure at Step 4.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.
[E PcG Dist=8991 Rel:l?.ﬁ En PCW 003 SV CADEVSYS CASECOND wmn_@lﬂu

Financial Accounting & Reporting

Purchase Order Maintenance Henu

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

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

Step  Action

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

Order Processing 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: Deleting a Facility and Building Record

IR E B
m PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND Wl—m.glﬂu
—

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 EEE BEElE kbl bbbk

File Reorganization

e Vo] [ | | [ [ [} [ [ | [ [ | | 13.64.00
VE

1 Select 2| (F2 - Purchase Order Processing).
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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 09/18/2017 PCW 003 SV CADEVSYS CASECOND W’_ .L

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing
-- Purchase Order Inquiry

-- Enter Purchase Order

-- Close/Cancel Purchase Orders

-- Print Purchase Orders

-- List All Purchase Orders

-- List Cancelled Purchase Orders

BlelelkkE

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

The following screen displays:

(A PcG Dist=8931 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND WHIT

Financial Accounting & Reporting

Purchase Order Maintenance Henu

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

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

3 Select __1_ (F1 - Facility and Building File Maintenance).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

Step
4

E PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
PURC12
DISPLAY/UPDATE FACILITY FILE
#*%% FIND MODE %=
FACILITY: BUILDING: L}
ENTER-Find Record F2-First F5-Hext F11-add F16-Exit
M F1 | R F5 F9 i1 | Fiz 19.61.00
71"
" Action

Enter the facility code in the Facility field, the building code in the Building field, where
applicable, and select _fl (Enter) to find the record.

Select ﬂ (F2 - First) to display the first record in the file. Select il (F5 - Next) to
display additional records.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O X
PURC12
DISPLAY/UPDATE FACILITY FILE
*#%% DISPLAY HODE %%
FACILITY: 1083 BUILDING: 3
DESCRIPTION: SMITH FACILITY 6163 BLDG 3
ADDRESS1: 183 SHMITH STREET
ADDRESS2: SUITE €
CITY/STATE: SHMITH, GA
ZIP: 33333
F1-Find Mode F2-First F5-Next F9-Hodify F11-Add F12-Delete
" F1| F2 F5 F9 F11 | F12 19.01.60
HE.

Step Action
‘ > ‘ Select M (F12 - Delete).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE - O X

PURC12
DISPLAY/UPDATE FACILITY FILE

#*%% DELETE MODE %%

FACILITY: 103 BUILDING: 3
DESCRIPTION: SHITH FACILITY 0183 BLDG 3
ADDRESS1: 103 SMITH STREET
ADDRESS2: SUITE C
CITY/STATE: SHMITH, GA

ZIP: 33333

ENTER-Delete F16-Return to Display
4 A F5 F9 F11 | F12 19.61.00

Flﬂ’

6 Select El (Enter) to delete the record.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CA\SECOND WHITE - O ped

PURC12
DISPLAY/UPDATE FACILITY FILE

#%% DELETE MODE #*#%*

FACILITY: 103 BUILDING: 3
DESCRIPTION: SHMITH FACILITY 6163 BLDG 3
ADDRESS1: 103 SMITH STREET
ADDRESS2: SUITE C
CITY/STATE: SMITH, GA

ZIP: 33333

Record Sl.lﬁﬁESSFlllly deleted. Press ENTER to continue.
e F| | F2 F5 F9 F11 | F12 19.61.00

ﬂ:’

" Action

Verify “Record successfully deleted. Press ENTER to continue.” displays, and select _(I
(Enter) to continue.
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The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 SV CADEVSYS CASECOND WHITE — ] X
PURC12
DISPLAY/UPDATE FACILITY FILE
#*%% FIND MODE %=
FACILITY: BUILDING: L}
ENTER-Find Record F2-First F5-Hext F11-add F16-Exit
M F1 | R F5 F9 i1 | Fiz 19.61.00
ri:’

8 select ==®| (F16 - Exit).

For additional facility and building entries, repeat this procedure at Step 4.
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The following screen displays:

.
[E PcG Dist=8991 Rel:l?.ﬁ En PCW 003 SV CADEVSYS CASECOND wmn_@lﬂu

Financial Accounting & Reporting

Purchase Order Maintenance Henu

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

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

Step  Action

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

Order Processing Menu or select Ml (Master) to return to the Business Applications
Master Menu.
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Procedure D: Printing the Facility and Building File

IR E B
m PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND Wl—m.glﬂu
—

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 EEE BEElE kbl bbbk

File Reorganization

e Vo] [ | | [ [ [} [ [ | [ [ | | 13.64.00
VE

1 Select 2| (F2 - Purchase Order Processing).
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The following screen displays:
m PCG Dist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND W’_ .L

Financial Accounting & Reporting PREOBP

FKey Purchase Order Processing
-- Purchase Order Inquiry

-- Enter Purchase Order

-- Close/Cancel Purchase Orders

-- Print Purchase Orders

-- List All Purchase Orders

-- List Cancelled Purchase Orders

BlelelkkE

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
2 Select 13| (F13 Purchase Order Maintenance).
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The following screen displays:
[El FCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND  WHITE

Financial Accounting & Reporting

FKey Purchase Order Maintenance Henu

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

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

Ste Action

3 Select __5_| (F5 — Facility/Building File: Print Facility/Building File.)
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/22/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

FACILITY
PO Facility File Data Export

Create PO Facility File to Load in Excel?
& Nol
 Yes

Enter the Export file Path and Mame {(e.g. C:\EXPORT\POFACCYMD.CSU
or F10 to Browse for File

C:AEXPORTA\POFAC28198322 .CSU
NOTE: DIRECTORY Must Already Exist

Enter=continue, F18=Brouse, F16=Exit

:Nll:v F10 17.61.68
Hsﬁ
Step  Action
4 Select the radio button * to left of the appropriate response in the Create PO Facility File to

Load in Excel? field.

In order to produce a comma separated data file with the data from the report, select ‘Yes’.
Otherwise, select ‘NO’.

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

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

7 Select ﬂl (Enter) to continue.

If creating an export file: If the filename from Step 6 is invalid, the “UNABLE TO OPEN
POFAC.CSV FILE 35 = File Not Found” error message displays. In this instance, return to
Step 5 to enter the correct information.

8 Select ﬂl (Enter).

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

- — — b
[F] PCGDist=8991 Rel=17.03.00 09/18/2017 PCW 003 SV CADEVSYS CASECOND wr—m_@l@lg
Financial Accounting & Reporting PR12P
FKey Purchase Order Maintenance Henu

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

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

Step | Action |

9 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
Select the Spool option to print the report.

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

Where appropriate, 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.

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

Order Processing Menu or select Ml (Master) to return to the Business Applications
Master Menu.
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D1. Facility/Building Report — Example

REPORT DATE 03/0&/13 FRCILITY/EUILDING REPORT PRGE 1
FRC ELDG ADDR1 ADDRZ CITY-5T ZIP DESC

0101 1 0101 SMITH STREET SMITH, GA 33333 SMITH SCHOOL 0101
0lol 2z 0101 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 0101
oloz 1 0102 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 0102
oloz Z 0102 SMITH STREET SMITH, G 33333 SMITH SCHOOL 0102
0zoz 1 0202 SMITH STREET SMITH, G 33333 SMITH SCHOOL 0202
030z 1 0302 SMITH STREET SMITH, G. 33333 SMITE SCHOOL 0302
0302 2 0302 EMITH STREET SMITH, G 33333 SMITH SCHOOL 0302
10850 1 1080 EMITH STREET SMITH, G 33333 SMITH SCHOOL 1050
2050 1 2050 SMITH STREET SMITH, & 33333 SMITH SCHOOL 2050
3050 1 3050 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 3050
3050 5 3050 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 3050
afgz 2z €082 SMITH STREET SMITH, G 33333 SMITH SCHOOL €082
€211 0 €211 SMITH ETREET SMITH, G. 33333 SMITE SCHOOL €211
golo 1 2010 SMITH STREET SMITH, G 23332 SMITH SCHOQOL 2010
2010 2 8010 EMITH STREET SMITH, G 33333 SMITH SCHOOL 2010
2010 3 8010 ESMITH STREET SMITH, G 33333 SMITH SCHOOL 2010
8010 4 8010 SMITH STREET SMITH, & 33333 SMITH SCHOOL 2010
2010 5 8010 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 2010
a01z o0 8012 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 2012
8013 0 8013 SMITH STREET SMITH, G 33333 SMITH SCHOOL 2013
2013 1 8013 SMITH ETREET SMITH, G. 33333 SMITE SCHOOL 2013
2013 2 8013 SMITH STREET SMITH, G 33333 SMITH SCHOOL 2013
2013 3 8013 ESMITH STREET SMITH, G 33333 SMITH SCHOOL 2013
2013 4 8013 ESMITH STREET SMITH, G 33333 SMITH SCHOOL 2013
8013 5 8013 SMITH STREET SMITH, & 33333 SMITH SCHOOL 2013
20132 € 8013 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 2013
2013 7 8013 SMITH STREET SMITH, G. 33333 SMITH SCHOOL 2013
8013 8 8013 SMITH STREET SMITH, G 33333 SMITH SCHOOL 2013
8014 © 8014 SMITH ETREET SMITH, G. 33333 SMITE SCHOOL 2014
2014 1 8014 ESMITH STREET SMITH, G 33333 SMITH SCHOOL 2014
2014 2 8014 SMITH STREET SMITH, G 33333 SMITH SCHOOL 2014
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