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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

PCGenesis allows for the deletion of vendor, investment, journal entry, receivable, general ledger,
budget and revenue account, audit, expense, purchase order, and receipt file records by year and date
range. As users delete records, PCGenesis generates an archive of the deleted records and places these
records in K:\Second\FARyy|FILENAME, where “yy” is the fiscal year and “FILENAME " is the
name of the file affected. After performing a backup of K:\Second\FARYyy, delete these files from
PCGenesis.

In the case of vendor record removal, PCGenesis also only removes inactive vendor record information.
Before deleting Vendor file records, it is recommended that users first inactivate old vendor records.
Refer to the Financial Accounting and Reporting System Operations Guide, Section C: Vendor File
Maintenance for the information and instructions on this procedure.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Procedure A: Deleting Financial Records by Year and
Date Range

Step  Action |

1 Before beginning this procedure, verify a Daily backup containing the K:\SECOND
directory exists, or perform a Daily backup.

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

The following screen displays:

' |
E] PCGDist=8991 Rel=17.01.00 03/23/2017 Emmﬂ CADEVSYS  CASECOND WHITE — =HEa X

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

M,M| use,“d| | | | | | | | | | | | | | 13.04.08
| 5 | MriSy | RO | MEND

Step  Action
3 Select _F13| (F13 - Special Functions Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

_
[=] PCG Dist=8991 Rel=17.01.00 03/23/2017 PCWO0DZ SV CADEVSYS CASECOND WH]TE‘ [N

|
Financial Accounting & Reporting SPE13

FHey Special Functions Henu

_12 | -- Display/Update System Control Data
13| -- Display/Update IRS 1099 Control Data
Delete Records from Files by Year/Date Range:
_19 | -- ¥Yendor File [fENDOR)]
_20 | -- Investment File [INVEST)
_21 | -- Journal Entry Master JEMASTER)
I &I -- Receivable File [RECEIVE]
_23 | -- General Ledger Account Master [ACCOUNTG)
I _24 | -- Budget Account Master [ACCOUNT]
AI -- Revenue Account Master [ACCOUNTR]
_26 | -- Audit File [AUDIT)
_27 | -- Expense File [EXPENSE]
_28 | -~ Purchase Order File [PO)
_29 | -- Receipt File [RECEIPT)
_30 | -- Special Journal Entry Posting [Password Protected)
e o [ [ | [ [ [ | [ [ | [ [ [ | 076300
| 5 | YoriS | DAY | MERD
Step | Action
4 Select the appropriate Delete Records from Files by Year/Date Range: function key:
19 | (F19 — Vendor File - VENDOR _25 | (F25 — Revenue Account Master —

ACCOUNTR)

20 | (F20 — Investment File — INVEST) _26 | (F26 — Audit File — AUDIT)

~21 | (F21 — Journal Entry Master — _27 | (F27 — Expense File — EXPENSE)
JEMASTER)

_22 | (F22 — Receivable File - RECEIVE) | _28 | (F28 — Purchase Order File — PO)

_23 | (F23 — General Ledge Account Master | 29 | (F29 — Receipt File - RECEIPT)
— ACCOUNTG)

_24 | (F24 — Budget Account Master —
ACCOUNT)
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays when updating the Vendor File, Investment File, Journal Entry Master,
Receivable File, Audit File, Expense File, Purchase Order File, or Receipt File:

- —
El PCGDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND WHITE EI&I&J
CLEARVEN

»%% UENDOR FILE DELETIDH s

This procedure will remove records from the UEHDOR file if the vendor is
inactive (status=I} and has no activity {no purchase orders, journals,
or expenses). Please be sure that you have a current backup of the
Financial System before starting this process.

Enter ENDING date for record removal:

THE VENDOR FILE WILL NOT BE SHARED DURING THIS PROCEDURE.

EHTER = Continue, F16 = Exit without removing records
:m%f 17.481.88

=
Fie

. —— =

Although the screenshot example displays Vendor File record deletion information, these instructions
also apply to the deletion of the Investment File, Journal Entry Master, Receivable File, Audit File,
Expense File, Purchase Order File, or Receipt File as well.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays when updating the General Ledger Account Master, Budget Account
Master, or Revenue Account Master:

-
] PCG Dist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND wm‘@@lﬂ
CLEARGL
*%% ACCOUNTG FILE DELETIDH
This procedure will remove records from the GEMERAL LEDEER file if the
year of the record is less than or equal to the ending year below.
Please be sure that you have a current backup of the Financial System
before starting this process.
Enter EMDING year of accounts to remove:
THE GEMERAL LEDGER ACCOUNT FILE WILL NOT BE SHARED DURING THIS PROCEDURE.
EHTER = Continue, F16 = Exit without removing records 12.83.00

Although the screenshot example displays General Ledger Account Master record deletion information,

these instructions also apply to the deletion of the Budget Account Master or Revenue Account Master
as well.

5 Enter the date in the Ending Date field and select Enter.

- or -
Enter the ending fiscal year in the Ending Year field and select Enter.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays when updating the Vendor File, Investment File, Journal Entry Master,
Receivable File, Audit File, Expense File, Purchase Order File, or Receipt File:

F Y
™ PCG Dist=8991 Rel-17.01.00 03/23/2017 PCW 002 SV CADEVSYS CASECOND w»—n‘rs- Lo o5 e
i .

- CLEARINU

#%% THUEST FILE DELETIDH ==

This procedure will remove records from the INUEST 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 Systenm
before starting this process.

Enter ENDING date of records to remove:

6/30/2018
(HH/DD/CCYY) I

ARE YOU SURE?

ENTER = Continue, F16 = Reenter 15.81.688

The following screen displays when updating the General Ledger Account Master, Budget Account
Master, or Revenue Account Master:

—— ]
1 PCGDist=8991 Rel=17.0100 03/23/2017 PCW 002 SV CADEVSYS CASECOND WH]TE- [
CLEARGL
*#x% ACCOUNTG FILE DELETION =x=

This procedure will remove records from the GEMERAL LEDGER file if the

year of the record is less than or equal to the ending year below.

Please be sure that you have a current backup of the Financial System

before starting this process.
| Enter ENDING year of accounts to remove:

a bl
ARE YOU SURE?
|
ENTER = Continue, F16 = Reenter 12.83.688
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

6 Select Enter in response to the “Are you sure?” prompt.
“#x* Processing Request ***” briefly displays.

The following screens display:

[B1 PCGDist=2991 Rel=17.01.00 03/23/20:
CLEARGL

2986 records were removed from the ACCOUNTG file.
The records are now in the file:
ACCOUNTG in library FAR1E on volume SECOND.
These records should be removed to another media (TAPE, DISK, or CD).
When a backup has been successfully completed the file:

ACCOUNTG in FAR18 on SECOHD may be scratched.

Please press 'RETURH' to continue. 12.83.688

Step  Action

7 Review and where appropriate, screen-print the file deletion procedure’s results, and select
Enter.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

(1 reeDist=8991 Rel=17.01.00 03/23/2017 PCW 002 SV
File is being Reorganized - DO NOT CANCEL PROCESSING?

" Action

8 “File is being reorganized! Do not cancel processing!” briefly displays. Under no
circumstances should users cancel processing.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
rl:l PCG Dist=8991 Rel=17.01.00 03f23f201?-l3m002 SV CADEVSYS CASECOMD WHITE\ EI@IQ

Financial Accounting & Reporting SPE13

FHey Special Functions Henu
12 | -- DisplayfUpdate System Control Data
3 | -- Display/Update IRS 1099 Control Data

Ek

Delete Records from Files by Year/Date Range:

_19 | -- ¥Yendor File [fENDOR)]
_20 | -- Investment File [INVEST)
_21 | -- Journal Entry Master JEMASTER)
I @ -- Receivable File [RECEIVE]
_23 | -- General Ledger Account Master [ACCOUNTG)
I _24 | -- Budget Account Master [ACCOUNT]
E -- Revenue Account Master [ACCOUNTR]
_26 | -- Audit File [AUDIT)
_27 | -- Expense File [EXPENSE]
_28 | -~ Purchase Order File [PO)
_29 | -- Receipt File [RECEIPT)
_30 | -- Special Journal Entry Posting [Password Protected)
Master | Vsers | | | | | | 07.03.00

|
(G EIEE AR | | [ 1 |

———————

9

Select ﬂ (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu or
select M (Master) to return to the Business Applications Master Menu.

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

To print the report via Microsoft® Word: Select @ (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.

11 Where appropriate, perform a backup of K:\Second or save the information to a CD for easy
recovery and review. After creating the backup, delete the file referenced on the screen in
Step 7.

After the delete procedure is completed, PCGenesis generates an archive of the deleted
records and places these records in K:\Second\FARyy|FILENAME, where “yy” is the fiscal
year and “FILENAME ” is the name of the file affected. After performing a backup of
K:\Second\FARyy, delete these files from PCGenesis.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Al. Deleted Vendor Listing - Example

LREROLT DATE 03723717 DELETED VENDOR LIST DLCE 1
NIMEER VENDOR NHEME ADDRESE DHOME NUMEER ESTATUS ESEQ FEY /REMIT RDDRESS

Q00022 VENDOR 000022 0022 VENDOR STREET I VENDOR 000022
SMITH, GA 33333

Q0002& VENDOR 000028 002& VENDOR STREET I VENDOR 00002&
SMITH, GR 33333

Q00028 VENDOR 000022 0028 VENDOR STREET I VENDOR 000022
SMITH, GR 33333

Q00023 VENDOR 000023 0025 VENDOR STREET I VENMDOR 000023
SMITH, GR 33333

Q00030 VENDOR 000030 0030 VENDOR STREET I VENMDOR 000030
SMITH, GR 33333

Q00032 VENDOR 000032 0032 VENDOR STREET I VENDOR 000032
SMITH, GR 33333

000034 LI4TLEJOHN, TR4MRLN 1511 MATN STREET (955)555-0511 I LI4TIEJOHN, TR4MAEN

995-08-9498 89498
SMITH, GA&
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