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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Overview

Setting Employee Search Criteria

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 1:
Setting/Clearing Employee Search Criteria for the instructions on setting search criteria filters to select
specific employees for processing.

Maintaining the Vendor File
Maintaining the VENDOR file includes the following:
e Adding, displaying, modifying, inactivating, and deleting vendor records.

e Purchase Order processing and claims entry requires the creation of vendor records using these
procedures before the vendor’s information may be used.

e PCGenesis does not allow the deletion of vendor records when claims exist for the vendor.
e Printing the Vendor’s Report provides a listing of vendors by name or by vendor number.

Drop-Down Selection Icon Feature: Certain fields within PCGenesis contain the drop-down selection
icon ! to aid in the entry of field information.

Screen Print: The screen print feature allows the user to obtain a screen print of the Vendor
Maintenance screens. The screen print feature is available on display/inquiry screens which have the

=& button. The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

Updating/Viewing Vendor (Employee) Information: For school districts or systems with employees
who are also vendors, PCGenesis allows for easy creation of vendor records within the vendor update
modules by providing an employee number, SSN, and name lookup. When the Vendor Maintenance —
Select Employee screen displays, employee information may be viewed by entering a complete or a
partial name, an employee number, or by entering an SSN within the Input field. Caution should be
exercised when using the Lookup Employee feature as it either overwrites the Vendor Maintenance
screen’s entries or populates the vendor (employee) information from the employee’s personnel
information into the fields.

1099 Vendor Status Changes: As a 1099 vendor’s status changes from Y (Yes — Is a 1099 Vendor) to N
(No — Is Not a 1099 Vendor), PCGenesis automatically deselects claims for the vendor during 1099
processing, and displays the “The 1099 status has been changed from ‘Y’ to ‘N’ for vendor ####.
Claims for vendor #### in calendar year CCYY will be deselected for 1099 processing. ” dialog box for
confirmation. Deselecting the vendor’s claims prevents 1099 vendor processing errors. Future attempts
to select claims for this vendor generates the “Vendor does not have 1099 flag.” message. Similarly,
attempts to print (extract records) for the vendor in PCGenesis produces the “This vendor does not
participate in 1099 program” message.

Georgia Department of Education
February 2, 2018 ¢ 11:59 AM e Page 1 of 37
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Update Vendors with Employee Information: The Update Vendors with Employee Information
function provides a process that will scan the Vendor Master File for employees and identify
information on the vendor record that does not match information on the Payroll Master File record.
The process allows options to either 1) print a report only, or 2) print a report and update the Vendor
Master File with the payroll data. The following vendor fields will be updated: contact, street address
lines, city, state, zip, telephone number, and the name control field. Optionally, the vendor sequence
key can also be updated. This procedure facilitates synchronizing the Vendor Master File with up-to-
date payroll information.

Inactivating Vendor Information by a Specific Year or Date: Selecting F5 (Inactivate Records in
Vendor File by Year/Date Range) from the Financial Accounting & Reporting System — Vendor Master
Menu inactivates | (Inactive) any active vendors, if the vendor has no activity as of the date entered.
Activity in this instance includes the entry of purchase orders, journal entries, or expenditures more
recent than the date entered.

Note that vendor records with activity within the prior eighteen (18) months should remain active on
PCGenesis.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Topic 1: Adding a Vendor Record

Step  Action

From the Business Applications Master Menu, select __1_ (F1 - Financial Accounting &
Reporting System).

The following screen displays:

'S b
] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND WHITE E=Sren X
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 & MonthfYr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

Y'ear End Processing Menu

Special Functions Menu
Vendor Master Menu
Source Master Menu

B BEE BEEE Eblbl bkbk i

File Reorganization

Mastr | e | N I I 13.04.00

e | L5 | MoriSp | BT | MEND

Step  Action
2 Select _14 | (F14 — Vendor Master Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
r|;| PCG Dist:8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND _m@ﬂu
| - e — .

Finanacial Accounting & Reporting System uHMaep

| FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

Step  Action
3 Select _1_ (F1 - Vendor Maintenance).

The following screen displays:

E PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 CADEYSYS C:\SECOND _Iﬁllil
UVENDDR
Uendor Haintenance
Add a vendor ... ... aiii i e i iaa e F13
Update or delete a vendor, enter number v|
and press Enter
Exit .oovnooennnaan. F16

Y F= E E’:;ﬂ F|5Q§ 13.61.88
Fisﬁ Fis‘m

Georgia Department of Education
February 2, 2018 e 11:59 AM e Page 4 of 37
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Ste Action

4 Select _13 | (F13 — Create New Vendor Record).

The following screen displays:

-
] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND Wl-ﬂ'[lglﬂu

UENDOR

UVendor Maintenance

Hame : Status:- A
Seq key:
Address:

City: State: __  Zip:

T PO Output: [0-0ther ~|

Remit to - Address:
City: State: __  Zip:
Phone: Contact:
FAX:
Email:

Fed ID (Y/H): _ Fed W9: | ysa ‘:J Fed LLC Type: | ysa -
SSN / Fed ID: BO0O0BBB86888 E-Verify number:
Authorization Date:
Emp #:
1099 (Y/N): H
Hame control:
Foreign indicator: H

One item per check: H {¥Y/H)

F3 to Print Screen

EHNTER to Ualidate F15 Create from Employee F16 to ReEnter/Exit
g | |8 [ | fE0| lea| e

FIS“ Fig ‘m

Step Action

5 Required:

To enter the vendor’s name manually: Enter the vendor’s name up to thirty (30)
characters in the Name field and proceed to Step 8.

To create a vendor from an employee’s personnel information: Select

Lookup Employee | (Lookup Employee) or select rs=% (F15 - Create from Employee).

The Lookup/Create from Employee feature replaces the screen’s entries with the
employee’s payroll information.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

For Step 5- _Lookup Employee IF15 selections, the following screen displays:

Step
6

PCG Dist=§991 Rel=14.01.00 04/08/2014 PCW 005 S¥ C:\DEVSYS C:SECOND _ = x|
Uendor HMaintenance PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job 3tat HMth
Input Employee Humber or Mame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
S| Ff |2 | B3 | F2 | k5| F6 | E7 | FB | F9 [ W el 13.82.00
FIS« ?:;ﬂj Fism PGUP‘- PGDN' HEIP
" Action |

Enter the employee’s number in the Input field, select _"l (Enter).

If the employee number/SSN is unknown, enter the employee’s complete or partial name in
ENTER

the Input field and select _"I (Enter). Entering a complete or partial name in the Name

field displays results most closely matching the search criteria entered. Continue to select

Pg Down until the employee’s record is located. Select Enter or the corresponding Function

key to select the employee’s information.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND

WHWE-.‘.III::-EE!EEH!!E!f

ENTEV I

UEHNDOR
UVendor Maintenance

Name: LEZESQUE, MA7Y
Seq key: LEFESQUE, MA7Y
Address: 3253 MATN STREET

Status:- A

City: SHITH State: GA 2Zip: 33333

PO Output: |[|=I]lher 'I |

Remit to - Address:
City: State: __  Zip:
Phone: 9995552248 Contact: LEJFESQUE, HMA7Y

FAX:

Email:

Fed ID (Y/H): N Fed W9: | ysa _:J Fed LLC Type: | ysa -

SSH / Fed ID: 999887787 E-Verify number:

Authorization Date:

Emp #: 87786

1099 (Y/N): N
Hame control: LE7E
Foreign indicator: H

One item per check: H {¥/H)

F3 to Print Screen

ENTER to Validate F15 Create from Employee

|.. 3|

F16 to ReEnter/Exit

17.81.688

CREW Q
Fiz Fi5

Step  Action

7

Optional:

For Step 5- _Lockup Employee l/F15 selections: Modify the defaulting information where
appropriate using the instructions beginning at Step 8.

Modifications to the Vendor Maintenance screen do not affect the employee’s payroll
information.

Optional:

Enter the sequential key descriptor, for example the vendor’s name, in the Seq key
(Sequence key) field to be able to perform a search by the identifier entered.

The Seq key field is an optional field that allows a user-defined name to display as report
headers, and the use of a different name for alphabetization purposes. For example, by
entering “Georgia Department of Education” in the Name field and “Education, Georgia
Department of” in the Seq key field, the vendor can be located alphabetically by searching
the “E’s”. PCGenesis identifies “Georgia Department of Education” on all reports in this
instance. When leaving the field blank, the Name field’s entry automatically defaults in the
field.

Optional:

Enter the mailing address, city, state code, and zip code in the Address, City, State, and
Zip fields.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

10

Required:

Select the drop-down selection icon ~lin the PO Output field to choose the vendor’s
preferred method for receiving purchase orders. Select from the list of options in the drop-
down box.

Valid options:

E — Email, only valid when using a 3" party to deliver purchase orders
F — Fax, only valid when using a 3" party to deliver purchase orders
O — Other, valid when PCGenesis is used to print purchase orders

11

Optional:
Enter the remit to mailing address, city, state code, and zip code in the Remit to -
Address, City, State, and Zip fields, where applicable.

The Remit to - Address, City, State, and Zip fields entries print on all checks issued for the
vendor instead of the entries from Step 9.

12

Optional:
Enter the telephone number including the area code in the Phone field.

13

Optional:
Enter the name of the vendor’s representative in the Contact field.

14

Optional:

Enter the vendor’s FAX phone number in the FAX field. Enter the vendor’s e-mail
address in the Email field.

The e-mail address is required when the PO Output option selected in Step 10 is ‘E’ for
E-mail. The FAX phone number is required when the PO Output option selected in Step
10 is ‘F’ for Fax.

15

To enter a Federal ID or Social Security Number:

Enter Y (Yes) in the FED.1.D. (Y/N) (Federal Identification Yes/No) field, and enter the
federal identification in the S.S.#/FED.I.D. (Social Security Number/Federal
Identification) field.

Or enter N (No) in the FED.I.D. (Y/N) (Federal Identification Yes/No) field, and enter the
social security number in the S.S.#/FED.I.D. (Social Security Number/Federal
Identification) field.

If there is not a Federal ID or Social Security Number to enter: Leave the
S.SH/FED.I.D. field blank.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

16

Optional:

Select the drop-down selection icon | iin the Fed WO field to choose the vendor’s correct
Federal tax classification from the list of options in the drop-down box.

If the Fed W9 field value is L for ‘Limited Liability’, select the drop-down selection icon

~linthe Fed LLC Type field to choose the vendor’s correct Limited Liability Company
Type from the list of options in the drop-down box.

The Federal tax classification information can be obtained from the W-9 Form filled out by
the vendor. The W-9 Form should be obtained from the vendor prior to sending payments
to the vendor.

The Fed WO field and the Fed LLC Type field are stored on the vendor record for
reference only.

17

Optional:

Enter up to six digits in the E-Verify number field. The E-Verify Number must be
between 4 and 7 numerical digits only. This number is provided by the Federal government
and is required under the provisions for the Immigration and Reform Act submission.

The E-Verify Number and E-Verify Authorization Date on the Vendor Maintenance
screen are available for informational purposes only.

18

Optional:

Enter the E-Verify authorization date in the Authorization Date field in MM/DD/CCYY
format. The E-Verify Number and the E-Verify Authorization Date are provided by the
Federal government and are required under the provisions for the Immigration and Reform
Act submission.

The E-Verify Number and E-Verify Authorization Date on the Vendor Maintenance
screen are available for informational purposes only.

19

If the vendor is an employee: Enter the employee number up to five digits in the Emp#
(Employee Number) field to pull CS-1 Expense Report information.

When entering an employee number in the field, and selecting Enter, the “Refresh Data”

dialog box displays. If Yes ﬁ is selected, PCGenesis will populate the
appropriate entries in the fields. These entries will replace any existing entries.

20

Required:

Enter Y (Yes) or N (No) in the 1099 (Y/N) (1099 Vendor Yes/No) field.

Entering Y (Yes) identifies the vendor as such, and causes PCGenesis to automatically
generate a 1099 statement for the vendor when the statements are processed. Make a
corresponding entry in the S.S#/FED.I.D.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Step Action

21 If the vendor is a 1099 vendor: Enter the first four characters of the employee’s last
name, or the company’s name in the NAME CONTROL field if the vendor has been
identified as a 1099 vendor in Step 18.

The NAME CONTROL field determines how the record will be sorted.

22 If the vendor operates in, or for a foreign county: Enter Y (Yes) in the FOREIGN
INDICATOR field.

23 Required:

Enter Y (Yes) in the One item per check field to identify the check as payment for an
individual expenditure item.

24 Select E (Enter) twice.

If the vendor’s information already exists, the “Vendor sequence key already on file, Enter
to add anyway”, message displays. In this instance, select Enter.

“***Processing Request, Please Wait***” briefly displays.

To select a different employee’s information, select _-°2kup Employee | (or F15 -
Create from Employee) and repeat this procedure beginning at Step 5.

Select =&F (F3 — Print Screen) to obtain a screen print of the Vendor Maintenance
screen. The screen print file will be available in the print queue with the name
‘PSCNNnnnn’.

The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 C\DE¥SYS C:\SECOND _Iﬁllil
UVENDDR

Uendor Haintenance

Add a vendor ... ... aiii i e i iaa e F13

Update or delete a vendor, enter number 5328 v|
and press Enter

ENTEEP = cratf | Ry 13.01.6808

Georgia Department of Education
February 2, 2018 e 11:59 AM e Page 10 of 37
All Rights Reserved.



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

25 Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting System —
Vendor Master Menu.

The following screen displays:

- —
(=1 PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND wm- [E=REEN 5

| Finanacial Accounting & Reporting System uHMaep

B FKey Uendor Haster Henu

1_| -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
_10 | -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

mte|bee| | | | [ | [ | [ | | | [ | | 17.01.00

Step  Action
26 Select ==& (F16 -Exit) to return to the Financial Accounting & Reporting Master 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

Topic 2: Displaying/Updating/Deleting a Vendor
Record

- —
El PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND WHITE S S
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 | DAN | MERD

Step  Action
1 Select _14 | (F14 — Vendor Master Menu).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

_
.Q PCG Dist=! 8991 Rel=17( 170100 03/13/2017 PCW 002 SV CADEVSYS CASECOND - QI_M

Finanacial Accounting & Reporting System ureap

|
i FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

re | L5 | MoriSp | BT | MEND

Step  Action
2 Select _1_ (F1 - Vendor Maintenance).
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

El PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND |L
UENDOR

Uendor HMaintenance

Add a vendor

Update or delete a vendor, enter number v|
and press Enter

Exit oo F1a6
" [ 1~ I I - O =Y 17.61.00
F‘S« F‘s‘m

Step  Action

3 Enter the vendor’s number in the field and select ﬂl (Enter).

If the vendor’s number is unknown, select the drop-down selection icon ~lor select e
(F15 - Search). Within the PCG Select Value dialog box, enter the complete or partial
vendor name in the “Enter complete or partial Vendor name and select Enter” field, and
select Enter. The entry of a partial name in the field displays the results most closely
matching the search criteria entered. Use the scrollbar or the Page Up/Page Dn keys to
locate the intended record. When the Vendor Master Menu redisplays with the vendor’s
information populated within the field, select Enter.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:
E] PCGDist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND \:'\l"HlTE‘EIéIg1

UENDOR

UVendor Maintenance

Humber - LL3v7 Hame: AB3EU, HO3TY Status:- A
Seq Key: AB3EU, HMO3TY
Address: 3688 MAIN STREET

City: SHITH State: GA 2Zip: 33333

PO Output: |[|=I]lher 'I |

Remit to - Address:
City: State: __  Zip:
Phone: 9995552672 Contact: AB3EU, HO3TY
FAN: 2884885537

Email: vnd.B85537@Vendor.Web

Fed ID {¥/H): H Fed W9: |NIA _:J Fed LLC Type: | gsa -
SSH / Fed ID: 999887366 E-Verify number:
Authorization Date:
Emp #: 87366 Heheshl
1099 (Y/N): N
Hame control: AB3E
Foreign indicator: H
One item per check: H {¥/H)
F3 to Print Screen
ENTER to Validate F18 Delete F15 Refresh EE data F16 to ReEnter/Exit
74 O 5 -V I AR
FIS« Fism

PCGenesis does not allow modifications to vendor names.

Step Action

4 Verify the information displayed is correct or modify the information as needed.

Changes made on the Vendor Maintenance screen do not affect the employee’s payroll
information.

Selecting _Refresh | Rofresh) and e (F15 - Refresh EE data) displays such

information as the Sequence Key, Address and Phone field entries from the employee’s
personnel information.

If the vendor’s SSN differs from the employee’s personnel information, the “Vendor’s SSN
does not match Payroll SSN” message displays, and the data does not refresh.

Select =& (F3 — Print Screen) to obtain a screen print of the Vendor Maintenance
screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

Step Action

5

To modify the vendor’s record: Make the appropriate entries within the available fields,
and select El (Enter) twice.

For 1099 vendor status changes: Enter Y (Yes) or N (No) in the 1099 (Y/N) field, and
select ﬂl (Enter) twice.

To delete the vendor’s information, proceed to Step 7.

When changing the vendor’s 1099 status from ‘Y’ to “N’, the following dialog box displays:

1099 Status Change <

-
\:!-) The 1093 status has been changed from "f" to ‘N’ for vendor 4291,
Claims for vendor 4291 in calendar year 2007 will be deselected for 1099 processing.

Select OK to save changes anyway.
Select CANCEL to redisplay the screen.

Cancel |

Step Action

6 Review the provided information, and select L‘ (OK), select ﬂl (Enter)
twice, and proceed to Step 8.
To discontinue processing, select Lce'l (Cancel), enter Y (Yes) in the “1099 (Y/N)”
field, and select ﬂl (Enter) twice.

7 To delete the vendor’s record: Select == | (F18 - Delete), and =T | (F18 - Confirm

Delete).

If the vendor has financial activity, PCGenesis does not allow the deletion of the vendor’s
record. In this instance, the “Delete not allowed — claims exist for this vendor” message

displays.
“**¥*Processing Request, Please Wait***” briefly displays.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

.-! PCG Dist=8991 Rel=17.01.00 03/24/2017 PCW 001 SV CADEVSYS CASECOND W'HITE_ x
UENDOR
Uendor HMaintenance
Add a vendor ....... . .iiiiiiiiieaeia e F13
Update or delete a vendor, enter number L537 =
and press Enter
Exit ..o iaaooo.. F16
/2 I 1 O PV AL
FIS« Fis‘m

Step  Action

Select ﬁl (F16 — Exit) to return to the Financial Accounting & Reporting System —
Vendor Master Menu.
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PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide

The following screen displays:

= — ™
O] PCGDist=8991 Rel=17.01.00 03/13/2017 PCWO00Z SV CADEVSYS CASECOND wm_@lﬂu
il — p——
Finanacial Accounting & Reporting System uHMaep
FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

Step  Action

9 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu,
or select Ml (Master) to return to the Business Applications Master Menu.
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Topic 3: Update Vendors with Employee Information

The Update Vendors with Employee Information function provides a process that will scan the Vendor
Master File for employees and identify information on the vendor record that does not match
information on the Payroll Master File record. The process allows options to either 1) print a report
only, or 2) print a report and update the Vendor Master File with the payroll data. The following vendor
fields will be updated: contact, street address lines, city, state, zip, telephone number, and the name
control field. Optionally, the vendor sequence key can also be updated. This procedure facilitates
synchronizing the Vendor Master File with up-to-date payroll information.

1 Verify a Financial Accounting & Reporting (FAR) system backup exists before beginning this

procedure.
- _ 5
El PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND Wl-ll'[l =NRCE X
Financial Accounting & Reporting MASTER1
FKey Master HMenu

B ERE FEEE kEE EkREE

Master I ””'[igt |

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

ear End Processing Menu

Special Functions Menu
Vendor Master Menu

Source Master Menu

File Reorganization

[ S N A L ol

15 5

PAY | VEND

MOMITOR, | MORITOFR,

Step  Action
2 Select _14 | (F14 — Vendor Master Menu).
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The following screen displays:

" — — — T —
(=1 PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND wm- (=R

i Finanacial Accounting & Reporting System uHMaep

|| FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

Step  Action
3 Select —2_| (F2 — Update Vendors with Employee Information).
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The following screen displays:
rm PCG Dist=8991 Rel:l?am—[]-Z_MZEOIS_E_CWEE:%_SV C:\DE_\;SYS CASECOND m&lﬂ1

Update Uendors with Employee Information PR15RPT1

Select update option:

" Print report and update YEMDOR File with employee information

Select vendor name option: ¢ Vendor name in First Middle Last order
" Vendor name in Last, First Middle order

Update UVendor Sequence Key: H

Select vendor seq key option: ' Vendor Sequence Key in First Middle Last order

" Yendor Sequence Key in Last, First Middle order

The following vendor fields will be updated: Uendor name, contact, street address lines, city,
state, zip, telephone, and name control. Optionally, the vendor sequence key can be updated.

ENTER = Continue, F16 = Exit Program

"4 N [ I DR LR
FIS«

4 Select the radio button © to the left of the desired Select update option. To print only print a

report, select ‘Print report only’. To print the report and to update the VENDOR file with
employee information, select ‘Print report and update VENDOR file with employee
information’.

It is recommended that the Update Vendors with Employee Information procedure is run in
‘Report only’ mode first. When the procedure is run in ‘Report only’ mode, reports are
produced so that the user can view results, but the Vendor Master File is not updated.

Once the administrator verifies the results in ‘Report only’ mode, the procedure can be run in
‘Print report and update VENDOR file with employee information’ mode, and the Vendor
Master File will be updated.

Select the radio button © to the left of the desired Select vendor name option.

To update the Vendor Name field in first, middle, last name order, select ‘Vendor name in
First Middle Last order .

To update the Vendor Name field in last, first, middle name order, select ‘Vendor name in
Last, First Middle order .
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Step Action

6 Enter Y (Yes) or N (No) in the Update Vendor Sequence Key field.

Updating the Vendor Sequence Key field is optional. To replace the contents of the Vendor
Sequence Key with the employee’s name from the Payroll file, enter Y (Yes).

7 Select the radio button @ to the left of the desired Select vendor seq key option.

To update the Vendor Sequence Key field in first, middle, last name order, select ‘Vendor
Sequence Key in First Middle Last order .

To update the Vendor Sequence Key field in last, first, middle name order, select ‘Vendor
Sequence Key in Last, First Middle order’.

8 Select E (Enter) to continue.

If Print report and update VENDOR file with employee information’ was selected, the following
screen displays:

r B
[=] PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW0DZ SV CADEVSYS CASECOND WHITE- Elﬂlg-

PR1SRPT1

Update Uendors with Employee Information

TOTAL UENDOR RECORDS UPDATED: 6666868881

PRESS ENTER KEY TO CONTIMUE PROGRAM
17.81.688

9 Review the message displayed, and select Enter to continue.
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The following screen displays:

g — ™
El PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND WI—IITL EIM
Finanacial Accounting & Reporting System uHMaep
FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

o I N I N I N IO N I I
VNTOR
Step  Action
10 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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.

1 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu or

select Ml (Master) to return to the Business Applications Master Menu.
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3A. Update Vendors with Employee Information Report -
Example

BEDORT ID: DPRIERETIL UEOLTE VENDORS WITH EMPLOYEE INFORMRTION DLEE 43
BERORT DATE: 03713717
VENDOR.  EMENO FIELD ORIG VRLUE NEW VRLUE

5871 8751& Contact LSSCRAFT, GESLLD
Thone elelelele]elele/ale) 09235552521

savz 87832 Contact DEZSE, GIZ0
Thone elelelele]elele/ale) 09935552201

5873 87585 Contact EUEL, EL8
Thone elelelele]elele/ale) 09935552448

58739 83128 Contact DE&RYMIN, LYENR
Thone elelelele]elele/ale) 09235550887

5898 83538 Contact BOEENTHLL., SEERSTIAN
Thone Q000000000 09535550408

5207 88523 Contact BEJ405, EDATHEY
Thone Q000000000 09235551500

5913 85407 Contact WLEEFIELD, BEENIE
Thone Q000000000 09235550603

591& 87965 Contact BIELEY, LAEENYR
Thone Q000000000 09235552067

59139 87432 Contact CIZTRON, ROZ
Thone Q000000000 09235552608

5927 87955 Contact WIELEY, BRETON
Thone Q000000000 09538552078

5928 89783 Contact LU4SFORD, WI4LIAMS
Street 2 1215 MALTH ESTREET
Chone fululululululuTululs] 09535550218

201 VENDOR RECORDS
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Topic 4: Inactivating Vendor Record Information

Step  Action

1 Verify a Financial Accounting & Reporting (FAR) system backup exists before beginning this
procedure.
rE PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND WHITE . = Eh |
Financial Accounting & Reporting HMASTER1

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 Bl b bibk bbbk

File Reorganization

Mastr | e | A I I T 138400

| M5 | WoriSp| AN | WEND

Step  Action
2 Select _14 | (F14 — Vendor Master Menu).
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The following screen displays:

" — — — T —
(=1 PCG Dist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND wm- (=R

i Finanacial Accounting & Reporting System uHMaep

|| FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

Step  Action
3 Select _5 | (F5 — Inactivate Records in Vendor File by Year/Date Range).
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The following screen displays:

B PCGDist=§991 Rel=13.01.00 02/20/2013 PCW D01 C:\DEVSYS C:\SECOND _|E'|L|
CLEARUVEN
*%% Inactivate Records in Uendor File by Year/Date Range =x*x
This procedure will inactivate records in the UENDOR file if the vendor does
not have any activity (no purchase orders, journals, or expenses) more recent
than the ending date entered below. Please be sure that you have a current
backup of the Financial System before starting this process.
Enter ENDING date of records to inactivate:
(HH/DD/CCYY)
THE VENDOR FILE WILL HOT BE SHARED DURING THIS PROCEDURE.
ENTER = Continue, F16 = Exit without inactivating records
"‘"v 12.684.808
el
Step Action
4 R R . ENTE?
Enter the appropriate date (MM/DD/CCYY) in the field and select _I (Enter).

As of the date entered, PCGenesis inactivates all vendor records without activity. The amount
of time required for the procedure to run is system-specific, and depends upon the amount of
vendor information requiring processing.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001  C:\DEYSYS C:\SECOND _|ﬁ'|£|
CLEARUVEN

*%% Inactivate Records in Uendor File by Year/Date Range =x*x

This procedure will inactivate records in the UENDOR file if the vendor does
not have any activity (no purchase orders, journals, or expenses) more recent
than the ending date entered below. Please be sure that you have a current
backup of the Financial System before starting this process.

Enter ENDING date of records to inactivate:

6/30/2007
(HH/DD/CCYY)

ARE YOU SURE?

ENTER = Continue, F16 = Reenter
‘""v 12.04.808

risE

Step  Action

Select El (Enter — Continue) in response to the Are you sure? prompt.
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The following screens display:

B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001 CA\DEYSYS C:\SECOND _|ﬁ'|£|
CLEARUVEN
SORTING PURCHASE ORDER FILE
8006895608
PCGenesis displays the record counter in increments of ten (10).
B PCGDist=8991 Rel=13.01.00 02/20/2013 PCW 001  C:\DEYSYS C:\SECOND =] x|
CLEARUEHN
=x% Inactivate Records in Vendor File by Year/Date Range xw=x
7 records were inactivated in the UVENHDOR file.
Please press 'RETURN' to continue.
"‘“v 12.04.80
Fisﬁ

Step  Action

6 Review the message displayed, and select ﬂl (Enter) to continue.
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The following screen displays:

g — ™
El PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND WI—IITL EIM
Finanacial Accounting & Reporting System uHMaep
FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

msor|b| | [ | | [ [ [ | [ | [ | | | 17.01.80
VNTOR
Step  Action
7

To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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.

8 Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu or
select Ml (Master) to return to the Business Applications Master Menu.
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4A. Inactivated Vendor Listing - Example

REBORT

HUMEER

005305

005312

005323

005325

005327

DATE 02/20/13 INACTIVATED VENDOR LIST
VENDOR HAME LIODEESE
VENDOR 005303 3048 VENDOR STREET

SMITH, GA 33333
VENDOR 005312 3051 VENDOR STREET

SMITH, GA 33333
VENDOR 005323 3062 VENDOR STREET

SMITH, GL 33333
VENDOR 005325 3064 VENDOR STREET

SMITH, GA 3azaz
HOME DEPOT 1 EGME DEPOT DRIVE

56-5844444
LTLANTE, GA 30000

DACE 1
PHONE NUMEER STATUS SEQ EEY /JREMIT ADDRESS

I VENDOR 005303
I VENDOR 005312
I VENDOR 005323
I VENDOR 005325
I HME DEROT
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Topic 5: Vendor Listings and CSV Export

' — 5
=1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 001 SV CADEVSYS CASECOND WHITE SHNCH| X
Financial Accounting & Reporting MASTER1
FKey Haster HMenu

Budget Account Master Menu
Purchase Order Processing Menu
Claim Processing Menu

Vendor Check Processing Menu

Revenue Account Master Menu

Accounts Receivable Processing Menu

Receipt Processing Menu

Cash Management & Investment Management Menu

Financial Reporting & MonthfYr-End Close Menu
Account Master Description File Menu

General Ledger Account Master Menu

Year End Processing Menu

Special Functions Menu
Vendor Master Menu
Source Master Menu

B EEE kEEE kbl BRbE

File Reorganization

HESHFI llserlistl | I | | | I | | I I | | I 13.84_ 88
re | L5 | MoriSp | BN | MEND

Step  Action
1 Select _14 | (F14 — Vendor Master Menu).
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The following screen displays:

- - _
1 PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND __m_@ﬂu
e i— c——— =
| Finanacial Accounting & Reporting System uHMaep
FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

Step Action

2 Select the appropriate Fkey:

_10.| (F10 - (by Vendor Name)

_11| (F11 - (by Vendor Sequence Key)
_12 | (F12 - (by Vendor Number)
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The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/08/2014 PCVW 005 SY¥ C:\DEYSYS C:SECOND _|5’|£|
Vendor Listing by Vendor Hame PR1SRPT2
Select vendor listing option: & ly:
" Print Inactive Only
" Print All
EHNTER = Continue, F16 = Exit Program 14.81.88

" Action

3 Select the radio button @ to the left of the desired Select vendor listing option to identify
the desired contents of the report.
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The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/08/2014 PCW 005 SY¥ C:\DEYSYS C:\SECOND = |5’|£|

Vendor Listing by Uendor Hame PR1SRPT2
Vendor File Export

Create Uendor File to Load in Excel?
& No

Enter the Export file Path and Mame (e.g. C:\EXPORT\UNDFILECYHMD.CSU
or F18 to Browse for File

C:AEXPORTHUHDFILE28140488.C5U
HOTE: DIRECTORY Hust Already Exist

Enter=continue, F18=Browse, F16=Exit

ENTEV F10 14.981._88
FIS«
Step | Action
4 Select the radio button @ to left of the appropriate response in the Create Vendor File to
Load in Excel? field. In order to produce a comma separated data file with the data from
the report, select “Yes’. Otherwise, select ‘No’.
5 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder
where appropriate.
6 If creating an export file: Enter C:\EXPORT\VNDFILEccyymmdd.csv in the Enter

File Name and Path for Export File field, or select F18 (F10 - to Browse for file) to
locate the file manually.

7 Select ¥/ (Enter - Continue).

If the filename is invalid, the “UNABLE TO OPEN VNDFILE.CSV FILE 35 = File Not
Found” error message displays. In this instance, return to Step 4 to enter the correct
information.

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

g — ™
El PCGDist=8991 Rel=17.01.00 03/13/2017 PCW 002 SV CADEVSYS CASECOND WI—IITL E@u
Finanacial Accounting & Reporting System uHMaep
FKey Uendor HMaster Henu

1 | -- Vendor Maintenance
2 | -- Update Yendors with Employee Information

5 | -- Inactivate Records in ¥endor File by YearfDate Range

Vendor Listings and CSV Export:
1o -- by ¥endor Name
_11 | -- by Vendor Sequence Key
_12 | -- by ¥endor Number

M| | | | [ | [ | [ | | | [ | | 17.01.00

Step  Action

8 To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).

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.

Select ﬁl (F16 -Exit) to return to the Financial Accounting & Reporting Master Menu
or select Ml (Master) to return to the Business Applications Master Menu.
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5A. Vendor Master Listing (All) — Vendor Name Sequence

BEDQORT ID: PRLSEDTE VENDOR MAESTER - EY VENDOR HAME DAGE 1
REPORT DATE: 04/08/14
NUMBER VENDOR NEME LODRESS DHONE NUMBER STATUS SEQ EEY fREMIT ADDEESS
FED ID/SSN EMENG FAX NUMEER 1059
Fed W3 / LLC
005150 ADZOCK, ALZONZO 2852 MATN STREET EY LD20CE, ALZONZO
995-08-8178 8B17S (528} 400-5150 n
SMITE, GAL 33333
vnd . 0051308 Vendor. Web PO QUIPUT: Other
003547 AD4TR, HE4MRL 3482 MATN STREET kS LD4TR, HE4MR
995-08-7557 87557 (588} 400-3547 n
SMITH, GA 33333
vnd . 0035478 Vendor . Web b0 QUTEUT : Other
004041 AD4IR, MI4HAELE Z225& MRIN STREET A LD4IR, MI4HRELE
995-08-8757 88757 (588)400-4041 u
SMITH, GR 33333
vnd . 0040418Vendor_Web b0 QUTEUT : Other
000346 ADITS0N, HUSTER 3512 MATN STREET EY LDSIS0N, HUSTER
995-08-7528 87528 (528)400-034¢
SMITE, GAL 33333
vnd . 0003 46EVendor . Web PO QUIPUT: Other
004413 AGSTLERR, DOSOVIN 1335 MATN STREET LY LGSILERA, DOSOVRN
995-08-3664 89684 (588} 400-4413 n
SMITH, GA 33333
vnd.004413EVendor . Web B0 QUTEUT : Other
005038 AGSILERR, DOSOVEN 1335 MAIN STREET A LGSILERAE, DOSOVAN
995-08-3664 BI6E4 (388)400-503& n
SMITH, GRL 33333
vnd . 0050368Vendor_Web b0 QUTEUT : Other
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