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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

Vendor check and wire transfer reconciliation includes the following procedures:

Reconciling vendor checks and wire transfers: Compare the vendor checks and wire transfers to
the bank statement, and cancel the bank-processed items from PCGenesis. PCGenesis produces an
Exception Report when vendor checks and wire transfers are reconciled. The report provides a
listing of the range(s) entered on the Check Reconciliation Entry screen, the vendor checks, and wire
transfers cancelled, and the non-cancelled vendor checks and check ranges. These items were not
cancelled because they were missing from the ranges entered, were not issued, or had already been
cancelled. Refer to Al. Vendor Check/Wire Transfer Reconciliation Exception Report — Example for
an example of this report.

Displaying vendor checks and wire transfers: View the Vendor Check Master (CHEKMSTR)
file’s detail of checks and wire transfers.

Updating vendor checks and wire transfers: Change or reverse the status of open vendor checks
and wire transfers. Do not attempt to void vendor checks using the Update procedure. Instead use
F8 (Void Vendor Check/Wire Transfer) on the Vendor Check Processing Menu to void vendor
checks.

Removing voided and cancelled vendor checks and wire transfers: Remove the check/wire
transfer items from PCGenesis, and generate a listing of the items removed.

Printing the vendor check and wire transfer reconciliation reports: Generate a listing of all
issued, cancelled, or voided vendor checks.

Although the screenshot examples refer to vendor checks, the process for wire transfers is similar.
Where appropriate, these instructions include the associated F keys.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Vendor Check/Wire Transfer
Reconciliation

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

r ™y
[ PCGDist=8991 Rel=17.0400 03/01/2018 PCW 001 SV CADEVSYS CASECOND anE_lglﬂu
——

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 & 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 EEE BEEE Ebkl bbbk

File Reorganization

Mastr | s | N I I 138400

| S | WoriSp| AN | WEND

Step  Action
2 Select __4_| (F4 — Vendor Check Processing).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

~
m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND w@u
Financial Accounting & Reporting CHeep
FHey Uendor Check Processing

_1 | -- Print Open Payables Report

_2 | -- Select/Deselect Payables for Payment - VendorfAll
_ 3 | -- SelecyDeselect Payables for Payment - Individual
LI -- Print Selected Payables Report

5 | -- Check Menu

_7 | -- Enter Manual Check/Wire Transfer

LI -- ¥Yoid Yendor CheckfWire Transfer

il -- Print Preliminary ManualfVoid Register

_ 9 | -- Print Manual/¥oid Register & Register of Payments

11 | -- Check Reconciliation Menu
12 | -- \Wire Transfer Reconciliation Menu

14 | -- DisplayfAdd Active Checks to Master

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Step  Action

3 Select _11] (F11 - Check Reconciliation Menu) or 12 (F12 - Wire Transfer
Reconciliation Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

R
[n] PCGDist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND W“@u
Financial Accounting & Reporting CH11P
FHey Check Reconciliation HMenu

1 | -- Check Reconciliation

2_| -- Produce Check Reconciliation Listings
3 | -- Display/Update Checks
4 | -- Produce Check Registers

9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

For Step 3 — F12 selections, the menu instead indicates Wire Transfer Reconciliation.

Ste Action

4 Select _1_ (F1 - Check/Wire Transfer Reconciliation).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays for check reconciliations:

m PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

| r F5 F7 F12 ey 19.061.08

EXP1500
Financial Accounting & Reporting
Check Reconciliation Screen
Enter Bank Code: *| Date:

Selection Type L “C" = By Check Humber or "R"™ = By Range

ENTER=Process, F16=Exit.

mﬁ

For Step 3 — F12 selections, the screen instead indicates Wire Transfer Reconciliation Screen.

Step Action

5 Enter the code, or select the drop-down selection icon =l within the Bank field to choose
the bank’s information.

6 For Check reconciliations only: Enter C (Check number) to select individual check
numbers, or R (Check range) to enter a specific range of checks in the Selection Type
field.

7 Enter the date (MM/DD/CCYY) in the Date field to limit the display of vendor checks and
wire transfers to the date entered.

8 Select ﬂl (Enter).

To select individual checks or wire transfers, proceed to Step 9.

To enter a range of checks or wire transfers, proceed to Step 10.

‘“* * * Processing Request * * *”, “Do not cancel processing!”, and a processing status
counter briefly display.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

For Step 6 - C (Check number) entries, the following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE -

Financial Accounting & Reporting
Check Reconciliation Screen

Enter Bank Code: BK®O1 Date: 3/20/2019

Cancel Check Date Payee Amount

49934  06/09/2016 HMAMTHEW, CLU4FF 14.80
- 52549 07/28/2017 PEYDLETON, LA4ONT 15.00
_ 54482 B5/18/2018 BE2NER, LE2NORA 5.00
_ 55124  08/02/2018 [ISHACS, MALIA 5.00
_ 55609  10/04/2018 CR7ECH, JO7A 105.73
_ 55676 10/19/28018 UENDOR 801524 939.50
_ 55686 18/19/2018 VUENDOR 886218 774.080
_ 55693 10/19/2018 GA7LIN, CH7ISTOPER 122.08
_ 55848 11/16/2018 UENDOR 001524 112.50
- 55918  11/30/2018 VUENDOR 006291 575.00
_ 55948  11/30/2018 VUENDOR 804723 594.080
_ 55958 11/30/2018 CA20H, CO2BY 175.52
_ 56002 12/067/2018 UENDOR 600123 506.00
- 56041 12/14/72018 UENDOR 004124 434.00
_ 56042  12/14/2018 VUENDOR 006294 56.00
_ 56047  12/14/2018 UENDOR 002778 355.00
_ 56049  12/14/2018 UENDOR 806295 25.80
_ 56850 12/14/2018 UENDOR 806860 85.00
_ 56051 12/14/2018 UENDOR 8056210 2686 .15
_ 56052 12/14/2018 UENDOR 005656 170.00

#* Type an 'X"' next to those checks that have cleared the bank. ==

ENTER=Update & Redisplay, F1=First, F5=Next, F16=Exit
| R F5 F7 F12 &

ﬂ"

O X
EXP1500

19.61.60

For Step 3 — F12 selections, the screen instead indicates Wire Transfer Reconciliation Screen.

Step Action

checks have been cancelled.

Ll (F7 - Previous) where appropriate.

9 Enter X in the Cancel column of the vendor check(s)/wire transfer(s) that have cleared the
bank and require cancellation. Then select _"l (Enter). Repeat Step 9 until all desired

Verify that the “Check (Wire Transfer) Cancellation Complete” message displays.
When all items have been selected, select ﬁl (F16 - Exit), and proceed to Step 14.
To view additional checks (wire transfers), select Ll (F1 - First), il (F5 - Next), or
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

For Step 6 - R (Check range) entries, the following screen displays:

m PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

EXP1500
Financial Accounting & Reporting

Check Reconciliation Screen

Enter Bank Code: BKO1 Date: 3/28/2019

Enter Check Range(s) to be Cancelled
Begin End

ENTER=Process, F16=Exit.

| r F5 F7 F12 ey 19.01.60
ﬂ‘«
Step | Action |
10 Enter up to ten check range(s) in the Begin and End columns.
The following processing guidelines apply to check range entries:
e Enter valid beginning and ending check numbers within the columns.
e The check must be an issued check.
e Verify the check does not contain the ‘C’ (Cancelled) status.
e The ending check number must be greater than or equal to the beginning check number
entered.
11 Select ﬂl (Enter).

If errors exist, PCGenesis will display the corresponding error message. After correcting
; } ENTE?
the indicated errors, select _l (Enter).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

R — Rl
[ PceDist-8%81 Rel=17.0400 03/01/2018 PCW 001 SV CADEVSYS CASECOND WHlTE_[EIﬂM

EXP1588

Financial Accounting & Reporting
Check Reconciliation Screen I

Enter Bank Code: BEB1 Date: 272872818

Enter Check Range({s) to be Cancelled
Begin End
52311 52314

#* Review the Exception Report After Completing Processing *3%

F1Z=Update, F16=ReEnter
[es | [ |

|F12 | 18.61.680

ENTE¥| F1 |

" Action

Select il (F12 - Update).
“* %k * Processing Request * * *” and “Do not cancel processing!” will briefly display.
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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 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

EXP1500
Financial Accounting & Reporting

Check Reconciliation Screen

Enter Bank Code: BKO1 Date: 3/20/2019

Enter Check Range(s) to be Cancelled
Begin End

ENTER=Process, F16=Exit.
M| F5 F7 F12 e 19.681.08

H‘.

" Action

13 Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting - Check/Wire

Transfer Reconciliation Entry screen.
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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 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

EXP1500
Financial Accounting & Reporting
Check Reconciliation Screen

Enter Bank Code: BKG81w| Date: _3/20/2019

Selection Type R “C" = By Check Humber or "R"™ = By Range

ENTER=Process, F16=Exit.
| r F5 F7 F12 ey 19.01.60

H‘.

" Action

14 Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting Check/Wire
Transfer Reconciliation Menu.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND \l'\l"l-ll'[_lilélélg1
Financial Accounting & Repurtir? - CH11P
FHey Check Reconciliation HMenu
_1 | -- Check Reconciliation
LI -- Produce Check Reconciliation Listings
3 |-- Display/Update Checks
_ 4 | -- Produce Check Registers
_9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step | Action |

15 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting — Vendor Check
Processing Menu or select Ml (Master) to return to the Business Applications Master
Menu.

16 To print the report via the Uqueue Print Manager: Select W;%l (Uqueue).

Select the Spool option to print the report.

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

Refer to the Technical System Operations Guide, User Interface Procedures, Creating the
Microsoft®-PCGenesis QWORD Macro for Report Printing, for instructions on creating the
macros needed for the MS WORD feature.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Al. Vendor Check/Wire Transfer Reconciliation Exception
Report by Check Range — Example

DATE 03501718 VENDOR CHECE RECONCILLIATION EXCEPTION REPORT BRGE 1
CHECE SIATUS ERROR TYPE

52311 - 52314 2 ———— Check Range Processed
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure B: Display/Update Vendor Checks or Wire
Transfers

i R— B
[l PCGDist=8991 Rel=17.0400 03/01/2018 PCW 001 SV CADEVSYS CASECOND WHITE —@ﬂu

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 4| (F4 — Vendor Check Processing).

Georgia Department of Education
March 20, 2019 e 1:20 PM e Page 13 of 42
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

~
m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND w@u
Financial Accounting & Reporting CHeep
FHey Uendor Check Processing

_1 | -- Print Open Payables Report

_2 | -- Select/Deselect Payables for Payment - VendorfAll
_ 3 | -- SelecyDeselect Payables for Payment - Individual
LI -- Print Selected Payables Report

5 | -- Check Menu

_7 | -- Enter Manual Check/Wire Transfer

LI -- ¥Yoid Yendor CheckfWire Transfer

il -- Print Preliminary ManualfVoid Register

_ 9 | -- Print Manual/¥oid Register & Register of Payments

11 | -- Check Reconciliation Menu
12 | -- \Wire Transfer Reconciliation Menu

14 | -- DisplayfAdd Active Checks to Master

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Ste Action

2 Select _11| (F11 - Check Reconciliation Menu) or 12| (F12 - Wire Transfer
Reconciliation Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

R
[n] PCGDist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND W“@u
Financial Accounting & Reporting CH11P
FHey Check Reconciliation HMenu

1 | -- Check Reconciliation

2_| -- Produce Check Reconciliation Listings

3 | -- Display/Update Checks
4 | -- Produce Check Registers

9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

For Step 2 — F12 selections, the menu instead indicates Wire Transfer Reconciliation.

Ste Action

3 Select __3_| (F3 -Display/Update Checks/Wire Transfers).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

([ pceDist=8901 Rel=17.0400 03/02/2018 PCWOOL SV CADEVSYS CASECOND whme [E=RTER
- EXP1338 ||
Enter bank and check number of check to be displayed: i
Bank: v|
Check #:
Check amount:
Issue date:
Void date: Gancel date:
Payee:
Status: (G = Cancelled
I = Issued by computer (Open})
J = Issued by J.E. (Open)
M = HManually issued (Open}
U = Uopided)
Uendor:
Payables:
J.E. issue voucher #:
J.E. void voucher #:
ENTER to search for requested check
F16 to Exit
“gle | | | e | Jee ] | | | | | | | | 18.61.00
FIS«
Step  Action
4 Enter the bank’s code or select on the drop-down selection icon | in the Bank field to
choose the bank’s information.
S Enter the check’s (wire transfer’s) number or select on the drop-down selection icon ~lin
ENTER
the Check# (Wire Transfer #) field to choose a check number, and select _fl (Enter).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

r
[F] PCG Dist=8991 Rel=17.0400 03/02/2018 PCW 001 SV CADEVSYS CASECOND wHE S (o oD

EXP133@
Enter bank and check number of check to be displayed:

Bank: BK@1
Check #: 52288
Check amount: 16906.88
Issue date: &/29/2817
Void date: Cancel date: _3/82/2818
Payee: UVENDOR @86821
Status: C { Cancelled
Issued by computer {(Open}) I
Issued by J.E. {Open)
Manually issued (Open)
Uoided)

S -0
[ [ 1R B 1}

Uendor: 6821
Payables: 2000

. issue voucher #:
. void wvoucher #:

F16 to Exit, ENTER=Update, F5=Hext check
| 5 | | /7 |

| | | 18.61.088

:NT:V | F1 |

Step  Action

6 Make the appropriate entries in the Cancel Date (MM/DD/CCYY) and Status fields.
To change the status to “Cancelled”: Enter C (Cancelled) in the Status field. Enter the
date (MM/DD/CCYY) in the Cancel Date field. The Status may be modified from I (Issued
by Computer) J (Journal Entry issued), M (Manually issued), or T (Wire transfer), to C
(Cancelled).
To reverse a previously “Cancelled” vendor check or wire transfer: Enter the code in
the Status field. Delete the cancellation date from the Cancel Date field. The Status may
be modified to a status of I, J, M or T if the check was erroneously cancelled during the
Reconciliation procedure.
Select il (F5 - Next check/wire transfer) to view additional checks (wire transfers),
where appropriate.

5

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

The following screen displays:
:ﬁ PCG Dist=8991 Rel=17.04.00 03/02/2018 PCW 001 SV CADEVSYS CASECOND M@u

(| EXP133@
i Enter bank and check number of check to be displayed: i

Bank: v|
Check #:
Check amount:
Issue date:

Uoid date: Cancel date:
Payee:
Status: (G = Cancelled
I = Issued by computer (Open})
J = Issued by J.E. (Open)
M = HManually issued (Open}
U = Uopided)
Uendor:
Payables:

J.E. issue voucher #:
J.E. void voucher #:

ENTER to search for requested check

F16 to Exit

e | | | e | e | ] ] | 18.01.00
FIS«

Step  Action

8 Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting — Check (Wire
Transfer) Reconciliation Menu.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

R
[n] PCGDist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND wr—ml@JQM
Financial Accounting & Reporting CH11P
FHey Check Reconciliation HMenu

1 | -- Check Reconciliation

2_| -- Produce Check Reconciliation Listings

3 | -- Display/Update Checks
4 | -- Produce Check Registers

9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step  Action

9 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting — Vendor Check
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: Vendor Check/Wire Transfer Report
Processing

C1. Print the Check/Wire Transfer Reconciliation Listings

r — B
[E] PCGDist=8991 Rel=17.0400 03/01/2018 PCWOO1 SV CADEVSYS CASECOND WHITE —lglﬂu
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 Management & Investment Management Menu

-- Financial Reporting & MonthfY'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 EEE EEEE REE Rk

-- File Reorganization

Masml um“st| | | | | | | | | | | | | | 13.084.00
e8| 15 | ViS5 | BAN | MERD

Step  Action
1 Select __4_| (F4 — Vendor Check Processing).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

~
m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND w@u
Financial Accounting & Reporting CHeep
FHey Uendor Check Processing

_1 | -- Print Open Payables Report

_2 | -- Select/Deselect Payables for Payment - VendorfAll
_ 3 | -- SelecyDeselect Payables for Payment - Individual
LI -- Print Selected Payables Report

5 | -- Check Menu

_7 | -- Enter Manual Check/Wire Transfer

LI -- ¥Yoid Yendor CheckfWire Transfer

il -- Print Preliminary ManualfVoid Register

_ 9 | -- Print Manual/¥oid Register & Register of Payments

11 | -- Check Reconciliation Menu
12 | -- \Wire Transfer Reconciliation Menu

14 | -- DisplayfAdd Active Checks to Master

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Ste Action

2 Select _11| (F11 - Check Reconciliation Menu) or 12| (F12 - Wire Transfer
Reconciliation Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
L! PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND wr—uﬁ‘lglﬂu1

Financial Accounting & Reporting CH11P

FHey Check Reconciliation HMenu

1 | -- Check Reconciliation

2_| -- Produce Check Reconciliation Listings
3 | -- Display/Update Checks
4 | -- Produce Check Registers

9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step  Action
3 Select 2 | (F2 - Produce Check/Wire Transfer Reconciliation Listings).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

' B —— — ™
m PCG Dist=8991 -RFI:IT.MDO 03/02/2018 PCW 001 SV CADEVSYS CASECOND WHlTE- - l-:- =l g
Check Reconciliation Listing EXP1558

Enter Bank Code of bank to be printed

-

({Leave Bank Code blank for ALL banks)

Enter Check Status to be printed

'ALL" for All

'"ISS" for Issued Only {(Computer, Hanual and J.E.)
'CAN" for Cancelled Only

‘U0l for Voided Only

Enter date range of checks to be printed (HHDDCCYY)
thru

(Leave dates ZERDS for ALL requested checks)

For 'ALL': ALL checks regardless of status, with issued dates within the range will be selected.
For 'IS8': Issued checks with issued dates within the range will be selected.

Use 'ISS' & a date range to print all checks still outstanding during the timeframe.
For 'CAN': Cancelled checks with cancel dates within the range will be selected.
For 'U0I': VUoided checks with void dates within the range will be selected.

ENTER = Continue, F16 = Exit

| 18.981.00

Step  Action
4 For all banks: Leave the Enter Bank Code of Bank to be Printed field blank.
For a specific bank: Enter the bank’s code, or select the drop-down selection icon =
within the Enter Bank Code of Bank to be Printed field to choose the bank’s information.
5 Vendor checks: Enter ALL (All), ISS (Computer/Manually Issued), CAN (Cancelled

Only), or VOI (Voided Only) in the Enter Check Status to be Printed field to define the
type of checks to be evaluated.

Wire transfers: Enter ALL (All), TFR (Wire Transfer), CAN (Cancelled Only), or VOI
(Voided Only) in the Enter Wire Transfer Status to be Printed field to define the type of
wire transfers to be evaluated.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

6 Enter the date range (MMDDCCYY) or leave the field populated with zeroes (0’s) for all
vendor checks/wire transfers, in the Enter Date Range of Checks/Wire Transfers To Be
Printed (MMDDCCYY) fields.

e When the user selects the ‘ALL’ option, all checks/wire transfers, regardless of
status, are printed as long as the Issue Date is within the date range requested.

e When the user selects the ‘1SS’ or “TFR’ option, the program prints all checks/wire
transfers which are outstanding during the timeframe. For example, if the Issue Date
Is within the range and the Cancel Date is outside of the date range, the check will
print on the report because the check is still outstanding. If the check was issued and
cancelled within the date range, the check will NOT print on the report because the
check is not outstanding in that date range.

e  When the user selects the ‘CAN’ option, the program prints all checks/wire transfers
with the Cancel Date within the date range requested.

e When the user selects the ‘VOI’ option, the program prints all checks/wire transfers
with the Void Date within the date range requested.

! Select ﬂl (Enter) twice.

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

m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND \l'\l"l-ll'[_lilélélg1
Financial Accounting & Repurtir? - CH11P
FHey Check Reconciliation HMenu
_1 | -- Check Reconciliation
LI -- Produce Check Reconciliation Listings
3 |-- Display/Update Checks
_ 4 | -- Produce Check Registers
_9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step | Action

8 To print the report via the Ugueue Print Manager: Select =] (Uqueue).
To print the report via Microsoft® Word: Select _§| (MS WORD).

Refer to the Technical System Operations Guide, User Interface Procedures, Creating the
Microsoft®-PCGenesis QWORD Macro for Report Printing, for instructions on creating the
macros needed for the MS WORD feature.

Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting — Vendor Check

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

C1.1 Check Reqisters (All Checks) - Example

The final page of the report lists the number of checks and the grand totals for each vendor check
category.

BEPORT ID: EXPI1SE0D LIST OF ALL CHECES DAGE 1677
BEPORT DATE: 03/02/2018 ISSUED DATE RANGE: 00,/00/0000 - 00Q/00/0000

ELME: FBG FME 008 QF SMITH CITY GENERAL QPERATING
JE ISSUE/ RGING

NIMEER ISSUE DATE PAYEE LMOUNT STATUS CINC DATE VOID DATE VOID # (DAYS)
045833 02/0&/2018 DENI COUNIRY GLASSE & MIEROR 23g.13 COMPUTER ISSUED 24
045834 02/06/2018 ATLANTR ERTTERY COMPANY T1l8.32 COMPUTER ISSUED 24
045838  02/0&/2018 MECHANICAL EEPAIR SERVICE, INC 50500 COMPUTER ISSUED 24
045836 02/06/2018 MEC ENIERPRISES, INC 1,265.85 COMPUTER ISSUED 24
045837 02/06/2018 HNEWTON ELECIRIC SUPPLY S&.12 COMPUTER ISSUED 24
045838 02/06/2018 PITHEY BOWES 141.00 CANCELLED 272872018
045835 02/06/2018 PREESENIATION BINDING SYSTEMS TO7. 48 CANCELLED 272872018
045840 02/06/2018 PROCARE THERRPFY, INC 3,120.71 CANCELLED 272872018
045841 02/06/2018 RAPID-ROOTER SEWER & DRAIN SER 500,00 CANCELLED 272872018
045842 02/06/2Z2018 RICE PLUMEING 1,547.50 CRNCELLED 2/28/2018
045843 0Z/06/2018 SAFETY KLEEN 24852 CRNCELLED 2/28/2018
045844 02/06/2018 SCIENCE OLYMPIZD 55_00 CANCELLED 2/28/2018
045845 02/06/2018 SHAP-ON TOOLS 51.00 CANCELLED 2/28/2018
04584& 02/06/2018 STEPHENS OIL COMPLNY 1,550 64 CANCELLED 2/28/2018
045847 02/06/2018 SUNBELT STAFFING 2,437.07 CANCELLED 2/28/2018
045848 02/06/2018 THE MORGAN CONSULTING GROUP IN 1,200_00 CANCELLED 2/28/2018
045845 02/06/2018 THE ORGANWISE GUYS, INC 127_2& CANCELLED 2/28/2018
045850 02/06/2018 TRANE PRARTS 386_85 CANCELLED 2/28/2018
045851 02/06/2018 UNIVERSITY OF GEORGIA 3,8%2_89 CANCELLED 272872018
045852 02/06/2018 WEEE BROTHERS SUPPLY COMPRNY 755 CANCELLED 272872018

050000 02/15/2018 DIZEZE OSTSLA 5000 CANCELLED 272872018 00113675
050001  02/15/2018 DIZEZE OSTSLIA 28_00 CANCELLED 272872018 00113&7¢6
CANCELLED: 48801 CEECES $29Z2,017,885.20 TOTAL
VOIDED: €48 CHECES $6€,371,35%2.38 TOIAL
ISSUED: 253 CHECES $2,885,466.05 TOTIAL
GRREND: 45748 CHECES $301, 278,747.63 TOTAL
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C1.2 Check Reqisters (Issued Checks) - Example

When the user selects the ‘1SS’ option to print the List of 1ssued Checks Only, the program prints all
checks still outstanding during the timeframe. For example, if the Issue Date is within the range and
the Cancel Date is outside of the date range, the check will print on the report because the check is still
outstanding. If the check was issued and cancelled within the date range, the check will NOT print on
the report because the check is not outstanding in that date range.

BEPORT ID: EXP1SS0 LIST OF ISSUED CHECES ONLY DAGE 15
REPORT DRTE: 03/02/2018 ISSUED DATE RANGE: 00/00/0000 - OO0/00/0000

BANE: EEOQL ENE 008 GENERAL OFERATING
JE ISSUE/ AGING

NUMEER ISSUE DATE DAYEE LMOUNT ETATUS CRENC DATE WoID DALTE VOID £ (DAY S)
D43821 02/0&/2018 DEMCO 320.84 COMPUIER ISSUED 24
04582z 0Z/06/2018 FARMERS BANK g,640.864 COMPUIER ISSUED 24
045823 0Z/06/2018 FREY SCIENTIFIC 3,664.01 COMBEUTER ISSUED 24
045824 02/06/2018 GA RSS30C FOR GIFTED CHILDEEN €00 00 COMPUTER ISSUED 24
043825 02Z/06/2018 GCsE SYSTEMS GROUP, INC 2,703.72 COMPUTER ISSUED 24
045826 02/0&/2018 GCEL ANNUAL CONFERENCE 300.00 COMPUIER ISSUED 24
045827 0Z/0&/2018 GEORGIA POWER 5,976.10 COMPUIER ISSUED 24
045828 0Z/0&/2018 HELVY DUTY BUS PRRTS INC 36Z.71 COMBEUTER ISSUED 24
045825 02/0&/2018 J C WNASH TRUCKE PRRTS INC 174 &0 COMPUTER ISSUED 24
043830 02/06/2018 JUNTOR LIBERART GUILD 43 14 COMPUTER ISSUED 24
045831 02/0&/2018 KEENNESLW STATE UNIVERSITY 350.00 COMPUIER ISSUED 24
045832 02/0&/2018 EIMBELLL MIDWEST 153,78 COMPUIER ISSUED 24
045833 02/0&/2018 DENI COUNIEY GLASS & MIERROR 236.13 COMPUIER ISSUED 24
045834 0Z/0&/2018 ATLANTR BATTERY COMPENY 71532 COMBEUTER ISSUED 24
045835 02/06/2018 MECHANICAL REPATR SERVICE, INC 505_00 COMPUTER ISSUED 24
043836 02/06/2018 MEC ENTERPRISES, INC 1,265 85 COMPUTER ISSUED 24
045837 02/0&/2018 FREDERICK ELECTRIC SUPPLY Se.12 COMPUIER ISSUED 24

CANCELLED: 0 CHECES .00 TOTAL

WOIDED: 0 CHECES $.00 TOTAL

ISSUED: 255 CHECES $2,885,466.05 TOTAL

GERRND: 293 CHECES $2,889,466.05 TOTAL
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C2. Print the Vendor Check/Wire Transfer Registers

i R— B
[ PCGDist=8091 Rel=17.0400 03/01/2018 PCW 001 SV CADEVSYS CASECOND WHITE —@ﬂu
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 bRbE

File Reorganization

ot P | T T T
| S | Yori5p | BAN | MEND

1 Select __4_| (F4 — Vendor Check Processing).
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The following screen displays:

~
m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND w@u
Financial Accounting & Reporting CHeep
FHey Uendor Check Processing

_1 | -- Print Open Payables Report

_2 | -- Select/Deselect Payables for Payment - VendorfAll
_ 3 | -- SelecyDeselect Payables for Payment - Individual
LI -- Print Selected Payables Report

5 | -- Check Menu

_7 | -- Enter Manual Check/Wire Transfer

LI -- ¥Yoid Yendor CheckfWire Transfer

il -- Print Preliminary ManualfVoid Register

_ 9 | -- Print Manual/¥oid Register & Register of Payments

11 | -- Check Reconciliation Menu
12 | -- \Wire Transfer Reconciliation Menu

14 | -- DisplayfAdd Active Checks to Master

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Ste Action

2 Select _11| (F11 - Check Reconciliation Menu) or 12| (F12 - Wire Transfer
Reconciliation Menu).
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The following screen displays:

R
[n] PCGDist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND Wmmlﬂg
Financial Accounting & Reporting CH11P
FHey Check Reconciliation HMenu

1 | -- Check Reconciliation

2_| -- Produce Check Reconciliation Listings

3 | -- Display/Update Checks
4 | -- Produce Check Registers

9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step  Action
3 Select __4_| (F4 - Produce Check/Wire Transfer Registers).
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The following screen displays:

Step

4

m PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X
FARPR40O

Print Checks

Enter Bank Code of Bank to be Printed

hd
(Leave Bank Blank For ALL Banks)

Enter Check Status to be Printed

'ALL" for All

'ISS" for Issued Only (Computer, Manual and J.E.)
‘CAN* for Cancelled Only

'U0I* for Voided Only

Enter date range of checks to be printed (MHDDCCYY)
86/00/0808 thru ©60/06/60606

(Leave Dates ZEROS For ALL Requested Checks)

ENTER = Continue, F16 = Exit

:Nll:v "!Q 19.01.60

mﬁ

" Action |

Enter the bank code or leave the field blank for all banks, in the Enter Bank Code of Bank
to be Printed field. The drop-down selection icon =l within the Bank field is available to
choose the bank’s information.

Vendor checks: Enter ALL (All), ISS (Computer/Manually Issued), CAN (Cancelled
Only), or VOI (Voided Only) in the Enter Check Status to be Printed: **** field.

Wire transfers: Enter ALL (All), TFR (Wire Transfer), CAN (Cancelled Only), or VOI
(Voided Only) in the Enter Wire Transfer Status to be Printed field.

Enter the date range (MM/DD/CCYY) or verify all zeroes (0’s) are entered in the field to
include all dates, in the Enter date range of checks to be printed (MMDDCCYY) field.

Select ¥ (Enter) twice.

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

m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND \l'\l"l-ll'[_lilélélg1
Financial Accounting & Repurtir? - CH11P
FHey Check Reconciliation HMenu
_1 | -- Check Reconciliation
LI -- Produce Check Reconciliation Listings
3 |-- Display/Update Checks
_ 4 | -- Produce Check Registers
_9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step | Action

8 To print the report via the Ugueue Print Manager: Select =] (Uqueue).
To print the report via Microsoft® Word: Select _§| (MS WORD).

Refer to the Technical System Operations Guide, User Interface Procedures, Creating the
Microsoft®-PCGenesis QWORD Macro for Report Printing, for instructions on creating the
macros needed for the MS WORD feature.

Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting — Vendor Check

Processing Menu or select Ml (Master) to return to the Business Applications Master
Menu.
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C2.1. Check Reconciliation Listing — All Checks - Example

PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

REPORT DATE 03/20/2019 - FINANCIAL

EBANE:

NUMEER

058202
056203
056204
056205
056208
058207
056208
056208
056210
056211
058212
056218
056218
058220
058221
056226
058227
056228
05g228
056230
056231
058232
056233
056234
056235
056238
058237
056238
056238
056240
056241
058242
056243
056244
056245
056248
056255

EE01 FNBE 001 OF SMITH CITY

DATE

2019/01/11
2019/01/11
2019/01/11
2019/01/11
2019/01/11
2019/01/11
2018/01/11
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2018/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2018/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/18
2018/01/18
2019/01/18
2019/01/18
2019/01/18
2019/01/24

LIST OF ALL CHECES

EAYEE AMOUNT
VENDOR 005618 2,470.00
VENDOR 004736 1,887.50
VENDOR 0086304 180.00
VENDOR 000072 6878.80
VENDOR 006132 40.00
VENDOR 004787 16,283.08
HOTFHMANN, LATENDERA 101.30
VOID-VOID-VOID 0.00
VENDOR 005861 B81.42
VENDOR 006116 485.00
SCT0GGING, JETEE 16.82
MA3E, VA3IGHN 53.38
VENDOR 000563 236.38
VENDOR 0056782 535.00
VENDOR 005851 148.00
VENDOR 00021% 80.00
VENDOR 003159 1,533.53
VENDOR 005649 1,000.00
VENDOR 006107 318.00
VENDOR 006107 318.00
VENDOR 004644 2,813.00
VENDOR 005742 T38.58
VENDOR 006135 400.00
VENDOR 003868 Z,921.34
VENDOR 002984 353.43
VENDOR 0008351 2,062.00
VENDOR 008062 2,829.31
VENDOR 004836 397.64
VENDOR 006212 200.00
VENDOR 005088 3, 20z.02
VENDOR 005336 Z,570.00
VENDOR 005265 381.11
VENDOR 0058588 200.00
VENDOR 004384 56.50
VENDOR 004487 117.25
VENDOR 005837 Z,015.80
VENDOR 001603 3,228.00
VOIDED: 2656 CHECES $2,410,907.86 TOTAL
ISSUED: 27542 CHECES £$129,473,676.70 TOTAL
GRAND: 301588 CHECES $131,884,584.56 TOTAL
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STATUS

CCHMPUTER
COMEUTER
CCOMPUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
VCIDED

COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
CCHMPUTER
COMEUTER
CCOMFPUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
CCOMPUTER
COMEUTER
CCHPUTER
COMEUTER
CCOMFPUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER
COMEUTER

ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED

ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED
ISSUED

J.E. ISSUED

FAGE

CANCEL DATE

J.

628

E.

ISSUE/VOID #



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure D: Remove Vendor Checks/Wire Transfers
from the CHEKMSTR File

D1. Performing a PCGenesis Data Backup

Step Action

1 From the PCGenesis server, perform a Disk-to-Disk backup:

o Verify all users all logged out of PCGenesis.
o Perform a PCGenesis full backup of K\SECOND to CD or DVD or USB.

2 Label the backup “MM/DD/CCYY — FAR Data Backup CHEKMSTR File ”.
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D2. Removing Vendor Checks/Wire Transfers from the
CHEKMSTR File

r — B
[E] PCGDist=8991 Rel=17.0400 03/01/2018 PCWOO1 SV CADEVSYS CASECOND WHITE -@ﬂu
Financial Accounting & Reporting MASTER1

Haster Menu

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 & MonthfY'r-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 BEEE Ebkb kbl

File Reorganization

Masml um“st| | | | | | | | | | | | | | 13.084.00
e8| 15 | ViS5 | BAN | MERD

Step | Action
1 Select __4_| (F4 — Vendor Check Processing).
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The following screen displays:

~
m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND w@u
Financial Accounting & Reporting CHeep
FHey Uendor Check Processing

_1 | -- Print Open Payables Report

_2 | -- Select/Deselect Payables for Payment - VendorfAll
_ 3 | -- SelecyDeselect Payables for Payment - Individual
LI -- Print Selected Payables Report

5 | -- Check Menu

_7 | -- Enter Manual Check/Wire Transfer

LI -- ¥Yoid Yendor CheckfWire Transfer

il -- Print Preliminary ManualfVoid Register

_ 9 | -- Print Manual/¥oid Register & Register of Payments

11 | -- Check Reconciliation Menu
12 | -- \Wire Transfer Reconciliation Menu

14 | -- DisplayfAdd Active Checks to Master

mow| o) | | | | | [ | [ | | | [ | |

| 5 | MriSy | DAY | MEND

Ste Action

2 Select _11| (F11 - Check Reconciliation Menu) or 12| (F12 - Wire Transfer
Reconciliation Menu).
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The following screen displays:
L! PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND wr—nﬁ‘[glﬂg1

Financial Accounting & Reporting CH11P

FHey Check Reconciliation HMenu

1 | -- Check Reconciliation

2_| -- Produce Check Reconciliation Listings
3 | -- Display/Update Checks
4 | -- Produce Check Registers

9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step  Action

3 Select 9| (F9 - Remove Old Checks from Check Master or Remove Old Wire Transfers
from Transfer Register Master).
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The following screen displays:

Step

4

m PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE

=%% CHEKMSTR FILE DELETION %

This procedure will remove records from the CHEKMSTR file if the date
of the record is less than or equal to the ending date entered below.
Please be sure that you have a current backup of the Financial System
before starting this process.

Enter the BANK and the ENDING date of records to remove:

Bank: w|
(HH/DD/CCYY)

(Leave BANK blank for ALL banks)

THE CHEKMSTR FILE WILL NOT BE SHARED DURING THIS PROCEDURE.

ENTER = Continue, F16 = Exit without removing records

EIIII{

F1E Q

ﬂ"

O X
CLEARCHK

19.61.60

" Action

bank’s information.

specified will be processed.

Enter the code, or select the drop-down selection icon =l within the Bank field to choose the

The Bank field is optional in that if the field is left blank, all banks’ checks for the time frame

The date entered cannot be within an open fiscal year.

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

Select El (Enter).
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The following screen displays:

E PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X

CLEARCHK
%x% CHEKMSTR FILE DELETION %

This procedure will remove records from the CHEKMSTR file if the date
of the record is less than or equal to the ending date entered below.
Please be sure that you have a current backup of the Financial System
before starting this process.

Enter the BANK and the ENDING date of records to remove:

Bank: ALL 6/30/2010
(HH/DD/CCYY)

(Leave BANK blank for ALL banks)

ARE YOU SURE?

ENTER = Continue, F16 = Reenter

EIIIII(
ﬂ"

19.61.60

"

Step  Action
! Verify the information is correct, and select _"{l (Enter) in response to the “Are you
sure?” message.

If the information is incorrect, select ﬁl (F16) to enter the correct information.

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

E PCG Dist=8991 Rel=19.01.00 03/20/2019 PCG 002 35V CANDEVSYS CASECOND WHITE - O X
CLEARCHK

14580 records were removed from the CHEKHSTR file.

The records are now in the file:
CHEKMSTR in library FAR10 on volume SECOND.

These records should be removed to another media (TAPE, DISK, or CD).
When a backup has been successfully completed the file:

CHEKMSTR in FAR18 on SECOND may be scratched.

Please press 'RETURN' to continue.
4 e 19.61.60

ﬂ‘.

" Action

Review the information on the screen and select ﬂl (Enter).
“File is being reorganized — DO NOT CANCEL PROCESSING!” briefly displays.
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The following screen displays:

m PCG Dist=8991 Rel=17.04.00 03/01/2018 PCW 001 SV CADEVSYS CASECOND \l'\l"l-ll'[_lilélélg1
Financial Accounting & Repurtir? - CH11P
FHey Check Reconciliation HMenu
_1 | -- Check Reconciliation
LI -- Produce Check Reconciliation Listings
3 |-- Display/Update Checks
_ 4 | -- Produce Check Registers
_9 | -- Remove Old Checks from Check Master

M| | | | [ | [ | [ | | | [ | |

re | L5 | MoriSp | BT | MEND

Step | Action

9 To print the report via the Uqueue Print Manager: Select m&l (Uqueue).

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

Refer to the Technical System Operations Guide, User Interface Procedures, Creating the
Microsoft®-PCGenesis QWORD Macro for Report Printing, for instructions on creating the
macros needed for the MS WORD feature.

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

Processing Menu or select Ml (Master) to return to the Business Applications Master
Menu.
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D2.1. Deleted Vendor Checks - Example

DELETED VENDOR CHECES

REGISTER OF DELETED VENDOR CHECES 03/20/201¢9 PLGE 285

BANE STAT CHECK# ISSUE DATE PAYEE EMOUNT CANCEL/VOID VENDOR SEQ%# SEQ# SEQ# SEQ# SEQ¥ SEQ# SEQ#

BE1l C 009770 2010/05/10 VENDOR 003193 1,863.78 2010/05/31 3183 6782 €783 €7B64 €785 €786 €787 €78E
€769 €790 €791 €792 £794 €795

BE1l C 009771 2010/05/10 VENDOR 003193 1,247.53 2010/05/31 3183 6796 €797 €788 €79%% €300 €601 €802
€303 €604 €305 eB0& €307 €B0O8

BE1l C 009772 2010/05/10 VENDOR 003193 1,522.80 2010/05/31 3183 €308 €B10 €311 €BlZ €813 €614 €815
€816 €817 €818 €819 &320 €821

BE1l C 009773 2010/05/10 VENDOR 003193 185.14 2010/05/31 3183 6822 €B23

BE1l C 009774 2010/05/10 VENDOR 000294 740.18 2010/05/31 284 8055

BE1l C 009775 2010/05/10 VENDOR 001104 843.60 2010/05/31 1104 9693 96594 96585 %696 9€87

BK1l C 008776 2010/05/10 VENDOR 00494¢€ 414.72 2010/05/31 4946 99985 9999

BE1l C 009777 2010/05/10 VENDOR 000404 €,132.54 2010/05/31 404 9067 9068 S06% 9071 S07Z 8073 9074
8075 807& 2077 9078

BE1l C 009778 2010/05/10 VENDOR 003247 1,034.27 2010/05/31 3247 T7Z8 TT72% TT730 7731 TI3Z 7733 T734
T735 7736 7737 7738

BE1l C 009779 2010/05/10 VENDOR 004851 5,252.65 2010/05/31 4851 9904 55905 9906 9907 5%08 8909 &s510
9911 9912 9913 9914 5515

BE1l C 009730 2010/05/10 VENDOR 000107 83.00 2010/05/31 107 9470

BE1ll C 008781 2010/05/10 VENDOR 002129 3,645.89 2010/05/31 2129 7714 7715 7716 7717 7718 7719 TI20
T721 7722 TT723

BE1l C 009732 2010/05/28 VENDOR 000110 49,947.29 2010/06/30 110 CHECE ISSUED AGAINST JOURNAL ENTRY

BE1l C 009733 2010/06/10 VENDOR 004052 975.00 2010/06/30 4052 9824

BE1ll C 009784 2010/06/10 VENDOR 0046840 250.50 2010/06/30 4840 95986

BE1l C 009735 2010/06/10 VENDOR 004316 375.00 2010/06/30 4316 5974

BE1l C 009736 2010/06/10 VENDOR 004733 150.00 2010/06/30 4733 89975

BE1l C 009737 2010/06/10 VENDOR 001540 45.30 2010/06/30 1540 8996

BEll C 009788 2010/06/10 VENDOR 001854 2,064.45 2010/06/30 1854 6656 €657 €658 €659 €660 ©e6l 666l
6664 €665 €666 €667 €666 €669

BE1l C 009739 2010/06/10 VENDOR 001854 402.00 2010/06/30 1854 6670 €671 6672

BE1l C 009790 2010/06/10 VENDOR 004843 1,500.56 2010/06/30 4843 9927 9925 9929 9930 5531

BEll C 008781 2010/06/10 VENDOR 001010 393.95 2010/08/30 1010 9737 9738 9739

BE1l C 009792 2010/06/10 VENDOR 000454 120.00 2010/06/30 454 9832 9B33

BE1l C 009793 2010/06/10 VENDOR 001365 S,121.1¢ 2010/06/30 1365 6942 ©5943 ©9%44 €945 €%46 €947 €546
£94% €950 ©€9%51 €952 €553 €954

BE1l C 009794 2010/06€/10 VENDOR 001365 5,891.08 2010/06/30 1365 6955 €556 €957 €958 €%59 €960 €%¢l
6962

BE1l C 009795 2010/06/10 VENDOR 000099 2,226.75 2010/06/30 ] 97688 S978% 9780 9791 9782 8793

BE1l C 009796 2010/06/10 VENDOR 002466 47.00 2010/06/30 2466 9€56

BE1l C 009797 2010/06/10 VENDOR 001893 104.22 2010/06/30 1898 8847 ©EB55 8856

BE1l C 009798 2010/0€/10 CRTFT, ANTERSON 245.81 2010/06/30 155 8745

BE1l C 009799 2010/06/10 VENDOR 004953 483.36 2010/06/30 4853 59998

BE1l C 009800 2010/06/10 VENDOR 000024 577.45 2010/06/30 Z4 9297 82688

BE1l C 009801 2010/06/10 VENDOR 003193 280.73 2010/086/30 3183 6674 €675 €676 €677 €678 €679 €680

6eE1
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