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Overview 

The Account Master Description file contains the description of the “pieces” of the 30-digit account 

number.  These account “pieces” are entered in the Yr Fnd F Prgm Fnct Objct Fcty B Addt'l fields of a 

general ledger account.  The Account Master Description file also provides the descriptions of the 

account number on various Financial Accounting and Reporting (FAR) system reports, and determines 

if the account number is valid when entered in PCGenesis. 

Account Master Description File 

Code Field Name Field Size Field Description 

01 Year 2 Year 

02 Fund 3 Fund 

03 Fiscal Year 1 – Not Used Fiscal Year 

04 Program 4 Program Code 

05 Function 4 Function Code 

06 Object 5 (2 Local Use) Object Code 

07 Facility/Building 5 (4-Digit Facility Code and the 

1-Digit Building Code) 

Facility/Building 

08 Additional 6 - Optional Additional Code 

09 Revenue Source 4 Source Code 

10 Balance Sheet 4 Balance Sheet Account Code 

 

PCGenesis also allows the Account Master Description file’s contents to be printed as needed. 
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Topic 1:  Adding/Updating/Deleting an Account Master 

Description File Record 

Procedure A:  Adding an Account Master Description File Record 

Step Action 

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

Reporting System). 

The following screen displays: 

 

 

Step Action 

2  Select  (F10 - Account Master Description File Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F1 - Add/Modify/Delete Description Records). 
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The following screen displays: 

 

Step Action 

4  Select  (F11 - Add Mode). 
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The following screen displays: 

 

 

Step Action 

5  Verify “** Add Mode **” displays and enter the record’s type in the Type field. 

For example ‘01’ for “Year”. 

6  Enter the record’s code in the Number field. 

For example ‘19’ for “FY19”. 

The length (number of characters), is determined by the type of record entered.  Valid 

entries for the fields are provided in the GaDOE Chart of Accounts located at:  

http://www.gadoe.org/Finance-and-Business-Operations/Financial-Review/Pages/LUAS-

Manual.aspx  

  

http://www.gadoe.org/Finance-and-Business-Operations/Financial-Review/Pages/LUAS-Manual.aspx
http://www.gadoe.org/Finance-and-Business-Operations/Financial-Review/Pages/LUAS-Manual.aspx
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Step Action 

7  For Type 02 (Fund) records:  Enter P (Proprietary) or G (Governmental) in the Fund Type 

(P or G) field. 

For Type 02 (Fund) records, for School Nutrition Funds (Funds 600 – 699 inclusive):  Enter 

the facility that the fund represents or select the drop-down selection icon  within the 

Facility field.  The Facility field is used in the School Nutrition Online Reporting System 

(DE-106). 

Proprietary (P) funds utilize the Generally Accepted Accounting Principles (GAAP) accrual 

basis of accounting.  These accounting principles require all asset activity to be recorded in 

the appropriate fund. 

Also note that systems should treat School Food Services (SFS) funds 600 – 6XX as 

Governmental (G) funds, not Proprietary (P) funds.  Consult with Financial Review before 

deciding to treat a fund as “Proprietary”. 

8  Enter the record’s description up to fifteen (15) characters, in the Description field. 

9  For Type 05 (Function) records and Type 09 (Revenue Source) records:   

For Revenue and Expenditure account additions:  Leave the Non-Revenue/Non-

Expense field blank. 

For Revenue and Expenditure source additions: Enter N (No) in the Non-Revenue/Non-

Expense field, e.g. an in-and-out Revenue Source or Function. 

Blank entries or the entry of any other character indicates the Source or Function is a 

normal Expense Function or Revenue Source. 

10  For Type 07 (Facility/Building) records:   

Enter Y (Yes) or N (No) in the Current Year Eligible? field. 

11  For Type 04 (Program) records:   

Enter F (Federal), S (State), L (Local) or O (Other) in the Program Type field. 

12  After verifying the entries are correct, select  (Enter) to validate. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

April 4, 2017  8:35 AM  Page 7 of 39 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

13  Verify “Validation Successful” displays, and select  (F8 - Save) to add the record. 
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The following screen displays: 

 

Step Action 

14  Verify “Record Created” displays, and select  (ENTER to continue) to return to 

Add Mode. 
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The following screen displays: 

 

Step Action 

15  Select  (F16 – Exit) to return to Find Mode. 
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The following screen displays: 

 

Step Action 

16  To display the added record:  Repeat the Steps 5 – 6 entries in the Type and Number 

fields, and select  (Enter) to position the file. 
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The following screen displays: 

 

Step Action 

17  Select  (F16 – Exit) to return to Find Mode. 

Select  (F1 - First),  (F2 - Next), or  (F3 - Prev) to display other Account 

Master Description File records. 
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The following screen displays: 

 

Step Action 

18  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Account 

Master Description File Menu. 
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The following screen displays: 

 
 

Step Action 

19  Select  (F16 - Exit) to return to the Financial Accounting & Reporting Master Menu, 

or select  (Master) to return to the Business Applications Master Menu. 
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Procedure B:  Updating an Account Master Description File Record 

 

Step Action 

1  Select  (F10 - Account Master Description File Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F1 - Add/Modify/Delete Description Records). 
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The following screen displays: 

 

Step Action 

3  Verify “** Find Mode **” displays and enter the record’s type in the Type field. 

4  Enter the record’s code in the Number field. 

The length, (number of characters), is determined by the type of record entered.  Valid 

entries for the fields are provided in the GaDOE Chart of Accounts located at:  

http://www.gadoe.org/Finance-and-Business-Operations/Financial-Review/Pages/LUAS-

Manual.aspx  

5  Select  (Enter) to position the file. 

Select  (F1 - First) to display the first record in the file.  Select  (F2 - Next) to 

display the next record in the file after the specified Type and Number key. 

 

http://www.gadoe.org/Finance-and-Business-Operations/Financial-Review/Pages/LUAS-Manual.aspx
http://www.gadoe.org/Finance-and-Business-Operations/Financial-Review/Pages/LUAS-Manual.aspx
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The following screen displays: 

 

Step Action 

6  Select  (F9 – Modify) to modify the record. 
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The following screen displays for record Type 01, Fiscal Year: 

 

The following screen displays for record Type 02, Fund (non-school food service funds): 
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The following screen displays for record Type 02, Fund (school nutrition funds 600 – 699 inclusive): 

 

The following screen displays for record Type 03, Fiscal Year: 
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The following screen displays for record Type 04, Program: 

 

The following screen displays for record Type 05, Function: 
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The following screen displays for record Type 06, Object: 

 

The following screen displays for record Type 07, Facility/Building: 
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The following screen displays for record Type 08, Additional: 

 

The following screen displays for record Type 09, Revenue Source: 
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The following screen displays for record Type 10, Balance Sheet: 

 

Step Action 

7  Verify “** Modify Mode **” displays, make the appropriate modifications within the 

Description field, and select  (Enter) to validate. 
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The following screen displays: 

 

Step Action 

8  Verify “Validation Successful” displays, and select  (F8 - Save) to update the 

record. 
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The following screen displays: 

 

Step Action 

9  Verify “NAME RECORD UPDATED” displays, and select  (F16 – Exit) to return to 

Display Mode. 
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The following screen displays: 

 

Step Action 

10  Select  (F16 – Exit) to return to Find Mode. 

Select  (F1 - First),  (F2 - Next), or  (F3 - Prev) to display other Account 

Master Description File records. 
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The following screen displays: 

 

Step Action 

11  Select  (F16 - Exit) to return to the Financial Accounting & Reporting - Account Master 

Description File Menu. 
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The following screen displays: 

 

Step Action 

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

select  (Master) to return to the Business Applications Master Menu. 
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Procedure C:  Deleting an Account Master Description File Record 

 

Step Action 

1  Select  (F10 - Account Master Description File Menu). 
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The following screen displays: 

 

Step Action 

2  Select  (F1 - Add/Modify/Delete Description Records). 
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The following screen displays: 

 

Step Action 

3  Verify “** Find Mode **” displays and enter the record’s type in the Type field. 

4  Enter the code in the Number field. 

5  Select  (Enter) to position the file. 
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The following screen displays: 

 

Step Action 

6  Select  (F12 - Delete) to delete the record. 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

April 4, 2017  8:35 AM  Page 33 of 39 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

7  Verify “** Delete Mode **” displays and select  (Enter) to delete the record. 
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The next record will be displayed: 

 

Step Action 

8  Verify “Previous Record Deleted” displays and select  (F16 –Exit) to return to Find 

Mode. 

PCGenesis displays the next record on file. 
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The following screen displays: 

 

Step Action 

9  Select  (F16 - Exit) to return to the Financial Accounting & Reporting – Account Master 

Description File Menu. 
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The following screen displays: 

 

Step Action 

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

select  (Master) to return to the Business Applications Master Menu. 
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Topic 2:  Printing the Account Master Description File 

 

Step Action 

1  Select  (F10 - Account Master Description File Menu). 

 

  



PCGenesis Financial Accounting and Reporting (FAR) System Operations Guide 

Georgia Department of Education 

February 24, 2016  8:35 AM  Page 38 of 39 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

2  Select  (F5 - Verify/Print Account Master Description File). 

“* * Processing Request * *” briefly displays.  The Financial Accounting & Reporting – 

Account Master Description File Menu redisplays. 

3  
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. 

4  Select  (F16 - Exit) to return to the Payroll System Master Menu, or select  

(Master) to return to the Business Applications Master Menu. 
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2A. Account Master Description File Report – Example 

 
 


