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Overview 

PCGenesis allows the ability to store and depreciate capital assets.  Users can convert from FasGov or 

from a Microsoft® Excel spreadsheet. 

 Capital Asset Records (or Inventory Items) can be added from user screen input or by file using the 

Capital_Asset_Import_Template.xlsx. 

 Users will have the ability to View/Update/Delete Capital Asset Records. 

 Depreciation will be calculated once per year at June 30
th

 using the straight Line (SL) depreciation 

method, initiated by the user. 

 The Final Year Depreciation process will depreciate the Balance Remaining amount so that 

Accumulated Depreciation will equal Acquisition Cost to avoid rounding errors. 

 Several Capital Asset Reports are available including: 

o Assets List 

o Assets List by Facility 

o Assets Detail 

o Fiscal Year Depreciation Expense 

o Fiscal Year Depreciation Expense by Function 

o Fiscal Year GL Posting 

o Fiscal Year Asset Additions 

o Fiscal Year Disposal 

o Inventory List 
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Procedure A:  Adding Capital Asset (or Inventory 

Items) Manually 

 

Step Action 

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

Reporting System). 

 

The following screen displays: 

 

 

Step Action 

2  Select  (F11 – General Ledger Account Master Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F6 – Asset Tracking Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Add Capital Asset Records). 
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The following screen displays: 

 

Step Action 

5  To load from file, enter Y (Yes) in the Load from file? field, and select  (Enter). 

Refer to Procedure B:  Adding Capital Asset (or Inventory Items) Using 

Capital_Asset_Import_Template.xlsx for additional instructions.  

6  To enter a capital asset manually, enter N (No) in the Load from file? field, and select 

 (Enter). 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 6 of 56 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

7  Input information and select  (Enter) to validate. 

Required field errors are highlighted in Red and warnings are highlighted in Yellow. 
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The following screen displays: 

 

Step Action 

8  Required fields include: 

 Description 

 Status 

 Class 

 Asset/Inventory Switch 

 LOC Description 

 Estimated Life (YY) 

 Remaining Life (MM) 

 In Service Date 

 Purchase Price 

 Book Value 

 Account 

 Depreciation Method 

 First Year Depreciation SW  (‘Y’ indicates first year to depreciate new asset) 

 Begin FY  

 1
st
 Year Nbr Months  

9  Enter the code or select the drop-down selection icon  in the Location field to choose 

the asset’s location.  Selecting the asset’s location will cause the LOC Description field to 

be populated.    
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Step Action 

10  Select  to use Default Account based on the asset’s Class field value, 

as long as the Class field has been entered first.  The Asset Account Fcty (Facility) and 

the Depreciation Account Fcty (Facility) will be defaulted based upon the value in the 

Location field, if entered.  Input the Fnct (Function) field as appropriate for the asset. 

11  Input information and select  (Enter) to validate. 

The following screen displays: 

 

Step Action 

12  Select  (F8 – Save). 

Select  (F17 – Print this data) to obtain a screen print of the Add Capital Asset screen.  

The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 
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The following screen displays: 

 

Step Action 

13  Select  (F8 –Confirm input and save record). 
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The following screen displays: 

 

Step Action 

14  Verify “Changes to Record Saved” displays, and select  (Enter) to add another asset 

or inventory item. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 11 of 56 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

15  Repeat Steps 7 thru 14 to add another asset or inventory record. 

16  Select  (F16 – Exit) to exit to the Add Capital Asset Recap screen. 
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The following screen displays: 

 

Step Action 

17  Select  (Enter) or select  (F16 – Exit) to exit to the Capital Asset Menu. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 13 of 56 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

18  Select  (F16 -Exit) to return to the General Ledger Account Master Menu, or select 

 (Master) to return to the Business Applications Master Menu. 
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Procedure B:  Adding Capital Asset (or Inventory 

Items) Using Capital_Asset_Import_Template.xlsx 

Step Action 

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

Reporting System). 

 

The following screen displays: 

 

 

Step Action 

2  Select  (F11 – General Ledger Account Master Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F6 – Asset Tracking Menu). 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 16 of 56 

All Rights Reserved. 

The following screen displays: 

 

 

Step Action 

4  Select  (F1 – Add Capital Asset Records). 
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The following screen displays: 

 

Step Action 

5  Set Load from File? to ‘Y’ (Yes) and select  (Enter). 
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The following screen displays: 

 

Step Action 

6  Create a CSV file based on the Capital_Asset_Import_Template.xlsx. 

 

Step Action 

7  Input file path or  (F10 Browse for file) to select the import file.  
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The following screen displays: 

 

Step Action 

8  Confirm the path and filename are correct and select  (Open) to choose the file. 

The following screen displays: 
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Step Action 

9  Confirm the path and filename are correct and select  (Enter) to process. 

10  The import file will be read and validated and a recap screen will be displayed. 

The following screen displays: 

 

Step Action 

11  If errors are found, the first 15 error records will be listed.  

12  
Select  (Exit) to exit.  Correct errors in file and repeat the process.  

13  Select  (F8 – Add all asset file items) to add the assets. 

14  Records with errors must be corrected using View/Update/Delete Capital Asset Records.  

Refer to Procedure C:  View/Update/Delete Capital Asset Records for additional 

instructions.  
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The following screen displays: 

 

Step Action 

15  Review the print files. 

16  Correct assets with errors using View/Update/Delete Capital Asset Records.  

Refer to Procedure C:  View/Update/Delete Capital Asset Records for additional 

instructions. 

17  Review assets using the Capital Asset Reports.  

Refer to Procedure E:  Capital Asset Reports for additional instructions. 

18  Select  (F16 – exit) to exit to the Capital Asset Menu screen. 
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The following screen displays: 

 

Step Action 

19  Select  (F16 -Exit) to return to the General Ledger Account Master Menu, or select 

 (Master) to return to the Business Applications Master Menu. 

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

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

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

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

create the macro necessary to use the feature where appropriate. 
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B1. Sample Capital Asset Additions Report 
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Procedure C:  View/Update/Delete Capital Asset 

Records  

Step Action 

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

Reporting System). 

 

The following screen displays: 

 

 

Step Action 

2  Select  (F11 – General Ledger Account Master Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F6 – Asset Tracking Menu). 
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The following screen displays: 

 

 

Step Action 

4  Select  (F2 – View/Update/Delete Capital Asset Records). 
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The following screen displays: 

 

Step Action 

5  To help locate the correct asset record, set the Sort Option, Status Option, Class Option, 

and/or Method Option and select  (Reload assets). 

The following screen displays: 
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Step Action 

6  Highlight an item and select  to select the record. 

The following screen displays: 

 

Step Action 

7  Select  (F9 – modify) to modify an asset record. 

8  Select  (F14 to return to Select Asset Screen) 
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The following screen displays: 

 

Step Action 

9  Note that any errors or warnings will be highlighted.  Any errors must be corrected before 

the asset record can be saved. 

10  Select  (F14 to return to Select Asset Screen) 

11  Select  button if desired. 

12  Select  (ENTER to validate), and   (F8 – Save) to save the asset record. 

13  Select  (F1 – First record) to scroll to the first asset record in the file. 

Select  (F2 – Next record) to scroll to the next asset record in the file. 

Select  (F3 – Prev record) to scroll to the previous asset record in the file. 

Select  (F4 – Last record) to scroll to the last asset record in the file. 
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The following screen displays: 

 

Step Action 

14  Select  (F8 - Save) to confirm the changes and save the asset record. 
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The following screen displays: 

 

Step Action 

15  Verify that the message “Changes to Record Saved” displays. 

16  Select   (F16 – exit) to exit to the Select Capital Asset screen. 

17  Select  (F16 – exit) to exit to the Capital Asset Menu screen. 
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The following screen displays: 

 

Step Action 

18  Select  (F16 -Exit) to return to the General Ledger Account Master Menu, or select 

 (Master) to return to the Business Applications Master Menu. 
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Procedure D:  Run Depreciation for Capital Assets 

Step Action 

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

Reporting System). 

 

The following screen displays: 

 

 

Step Action 

2  Select  (F11 – General Ledger Account Master Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F6 – Asset Tracking Menu). 
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The following screen displays: 

 

 

Step Action 

4  Select  (F3 – Run Depreciation for Capital Assets). 
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The following screen displays: 

 

Step Action 

5  Enter the Input Fiscal Year field and select  (ENTER) to continue. 

Note:  The user should obtain a JE Voucher Number before starting this process. 
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The following screen displays: 

 

Step Action 

6  Select  (F8 – Save) to update the Asset File with the depreciation and to create the JE 

CSV file. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 38 of 56 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

7  Enter the JE Voucher Number and select  (ENTER) to continue. 
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The following screen displays: 

 

Step Action 

8  Verify the path and filename have defaulted correctly as C:\JOURNAL 

ENTRIES\JEccyymmdd.csv, or enter the correct path and filename in the Enter the 

import file path and name field , or select F10 (to Browse for file). 

If the filename entered is incorrect, the message “Invalid File Id.  Correct and press 

ENTER to retry, or F16 to exit.” will be displayed.  In this instance, return to Step 5 to enter 

the correct information. 

9  Select  (ENTER) to post the depreciation, and to create the CSV File for the journal 

entries. 
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The following screen displays: 

 

Step Action 

10  Select  (ENTER) to continue. 

11  A copy of the ASSET file is created as ASSETD prior to posting the current year 

depreciation.  In the event you need to make a correction and recalculate the current year 

depreciation, rename ASSETD as ASSET and repeat the process.  This is not an option if 

the journal entries have been posted! 

 

 

 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 41 of 56 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

12  
Select  (F16 – exit) to exit to the Capital Asset Menu screen. 

Verify the depreciation calculations.  Make any corrections, if necessary.  

13  Review the Capital Asset Depreciation Report. 
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The following screen displays: 

 

Step Action 

14  Select  (F16 - Exit) to return to the General Ledger Account Menu, or select  

(Master) to return to the Business Applications Master Menu. 

15  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

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

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

create the macro necessary to use the feature where appropriate. 
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D1. Sample Capital Asset Depreciation Report 

 

D2. Sample Capital Asset Depreciation Report – Debits and Credits 

 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 44 of 56 

All Rights Reserved. 

Procedure E:  Capital Asset Reports  

Step Action 

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

Reporting System). 

 

The following screen displays: 

 

 

Step Action 

2  Select  (F11 – General Ledger Account Master Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F6 – Asset Tracking Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F4 – Capital Asset Reports) 
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The following screen displays: 

 

Step Action 

5  All asset reports are initiated from this screen 

6  Enter the Fiscal Year field. 

7  Select the radio button to the left of the desired Select Asset Report option to identify 

the asset report to be created. 

Inventory List report will only include inventory items.  All other reports include only 

assets. 

8  Select the radio button to the left of the desired Sort Option to identify the report’s 

sort order. 

9  Select the radio button to the left of the desired Status Option to identify the status of 

the asset/inventory items selected for the report. 

10  Select the radio button to the left of the desired Class Option to identify the class of 

the asset/inventory items selected for the report. 
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The following screen displays: 

 

Step Action 

11  Select the radio button to left of the appropriate response in the Create Asset 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’. 

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

appropriate. 

13  If creating an export file:  Enter C:\EXPORT\ASSETLSTccyymmdd.csv in the Enter File 

Name and Path for Export File field, or select  (F10 - to Browse for file) to locate the 

file manually. 

14  Select  (Enter - Continue). 

If creating an export file:  If the filename is invalid, the “UNABLE TO OPEN ASSET CSV 

FILE 35 = File Not Found” error message displays.  In this instance, return to Step 13 to 

enter the correct information. 

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

 

Step Action 

15  To create another report, repeat the process starting at Step 5, or select  (F16 - Exit) 

to return to the Capital Asset Menu. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

March 3, 2016  3:54 PM  Page 50 of 56 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

16  Select  (F16 - Exit) to return to the General Ledger Account Master Menu, or select 

 (Master) to return to the Business Applications Master Menu. 

17  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

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

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

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

create the macro necessary to use the feature where appropriate. 
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E1. Sample Capital Asset Listing Report 

 

E2. Sample Capital Asset Listing by Facility Report 
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 E3. Sample Capital Asset Detail Report 
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 E4. Sample Capital Asset Depreciation Report 
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E5. Sample Capital Asset Depreciation by Function Report 
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E6. Sample Capital Asset JE GL Posting Report 

 

E7. Sample Capital Asset FY Additions Report 
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E8. Sample Capital Asset FY Disposals Report 

 

E9. Sample Capital Asset Inventory List 

 
 


