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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 A1. 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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Procedure A:  Vendor Check/Wire Transfer 

Reconciliation 

Step Action 

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

Reporting System). 

 

 

Step Action 

2  Select  (F4 – Vendor Check Processing). 
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The following screen displays: 

 

 
 

Step Action 

3  Select  (F11 - Check Reconciliation Menu) or  (F12 - Wire Transfer 

Reconciliation Menu). 
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The following screen displays: 

 

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

Step Action 

4  Select  (F1 - Check/Wire Transfer Reconciliation). 
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The following screen displays for check reconciliations: 

 

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

 

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

Step Action 

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  (Enter).  Repeat Step 9 until all desired 

checks have been cancelled.   

Verify that the “Check (Wire Transfer) Cancellation Complete” message displays.   

When all items have been selected, select  (F16 - Exit), and proceed to Step 14. 

To view additional checks (wire transfers), select  (F1 - First),  (F5 - Next), or 

 (F7 - Previous) where appropriate. 
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For Step 6 - R (Check range) entries, the following screen displays: 

 

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: 

• Enter valid beginning and ending check numbers within the columns. 

• The check must be an issued check. 

• Verify the check does not contain the ‘C’ (Cancelled) status. 

• The ending check number must be greater than or equal to the beginning check number 

entered. 

11  Select  (Enter). 

If errors exist, PCGenesis will display the corresponding error message.  After correcting 

the indicated errors, select  (Enter). 
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The following screen displays: 

 

Step Action 

12  Select  (F12 - Update). 

“* * * Processing Request * * *” and “Do not cancel processing!” will briefly display. 
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The following screen displays: 

 

Step Action 

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

Transfer Reconciliation Entry screen. 
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The following screen displays: 

 

Step Action 

14  Select  (F16 – Exit) to return to the Financial Accounting & Reporting Check/Wire 

Transfer Reconciliation Menu. 
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The following screen displays: 

 

Step Action 

15  Select  (F16 -Exit) to return to the Financial Accounting & Reporting – Vendor Check 

Processing Menu or select  (Master) to return to the Business Applications Master 

Menu. 

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

Select the Spool option to print the report. 

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

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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A1. Vendor Check/Wire Transfer Reconciliation Exception 

Report by Check Range – Example 
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Procedure B:  Display/Update Vendor Checks or Wire 

Transfers 

 

Step Action 

1  Select  (F4 – Vendor Check Processing). 
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The following screen displays: 

 

 

Step Action 

2  Select  (F11 - Check Reconciliation Menu) or  (F12 - Wire Transfer 

Reconciliation Menu). 
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The following screen displays: 

 

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

Step Action 

3  Select  (F3 -Display/Update Checks/Wire Transfers). 
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The following screen displays: 

 

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. 

5  Enter the check’s (wire transfer’s) number or select on the drop-down selection icon  in 

the Check# (Wire Transfer #) field to choose a check number, and select  (Enter). 
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The following screen displays: 

 

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  (F5 - Next check/wire transfer) to view additional checks (wire transfers), 

where appropriate. 

7  Select  (Enter). 
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The following screen displays: 

 

Step Action 

8  Select  (F16 – Exit) to return to the Financial Accounting & Reporting – Check (Wire 

Transfer) Reconciliation Menu. 
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The following screen displays: 

 

Step Action 

9  Select  (F16 -Exit) to return to the Financial Accounting & Reporting – Vendor Check 

Processing Menu or select  (Master) to return to the Business Applications Master 

Menu. 
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Procedure C:  Vendor Check/Wire Transfer Report 

Processing 

C1. Print the Check/Wire Transfer Reconciliation Listings 

 

Step Action 

1  Select  (F4 – Vendor Check Processing). 
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The following screen displays: 

 

 

Step Action 

2  Select  (F11 - Check Reconciliation Menu) or  (F12 - Wire Transfer 

Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 - Produce Check/Wire Transfer Reconciliation Listings). 
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The following screen displays: 

 

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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Step Action 

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. 

• 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.   

• When the user selects the ‘ISS’ 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. 

• When the user selects the ‘CAN’ option, the program prints all checks/wire transfers 

with the Cancel Date within the date range requested.   

• When the user selects the ‘VOI’ option, the program prints all checks/wire transfers 

with the Void Date within the date range requested.     

7  Select  (Enter) twice. 

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

 

Step Action 

8  To print the report via the Uqueue 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. 

9  Select  (F16 -Exit) to return to the Financial Accounting & Reporting – Vendor Check 

Processing Menu or select  (Master) to return to the Business Applications Master 

Menu. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 20, 2019 • 1:20 PM • Page 26 of 42 

All Rights Reserved. 

C1.1 Check Registers (All Checks) - Example 

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

category. 
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C1.2 Check Registers (Issued Checks) - Example 

When the user selects the ‘ISS’ option to print the List of Issued 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. 
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C2. Print the Vendor Check/Wire Transfer Registers 

 

Step Action 

1  Select  (F4 – Vendor Check Processing). 
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The following screen displays: 

 

 

Step Action 

2  Select  (F11 - Check Reconciliation Menu) or  (F12 - Wire Transfer 

Reconciliation Menu). 
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The following screen displays: 

 

Step Action 

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

 

Step Action 

4  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  within the Bank field is available 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. 

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. 

6  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. 

7  Select  (Enter) twice. 

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

 

Step Action 

8  To print the report via the Uqueue 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. 

9  Select  (F16 -Exit) to return to the Financial Accounting & Reporting – Vendor Check 

Processing Menu or select  (Master) to return to the Business Applications Master 

Menu. 
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C2.1. Check Reconciliation Listing – All Checks - Example 
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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: 

• Verify all users all logged out of PCGenesis. 

• 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 

 

Step Action 

1  Select  (F4 – Vendor Check Processing). 
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The following screen displays: 

 

 

Step Action 

2  Select  (F11 - Check Reconciliation Menu) or  (F12 - Wire Transfer 

Reconciliation Menu). 



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 20, 2019 • 1:20 PM • Page 37 of 42 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

3  Select  (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 Action 

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

bank’s information. 

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

specified will be processed.   

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

The date entered cannot be within an open fiscal year. 

6  Select  (Enter). 
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The following screen displays: 

 

Step Action 

7  Verify the information is correct, and select  (Enter) in response to the “Are you 

sure?” message. 

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

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

 

Step Action 

8  Review the information on the screen and select  (Enter). 

 “File is being reorganized – DO NOT CANCEL PROCESSING!” briefly displays. 
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The following screen displays: 

 

Step Action 

9  
To print the report via the Uqueue 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. 

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

Processing Menu or select  (Master) to return to the Business Applications Master 

Menu. 

 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 20, 2019 • 1:20 PM • Page 42 of 42 

All Rights Reserved. 

D2.1. Deleted Vendor Checks - Example 

 
 

 


