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PCGenesis Technical System Operations Guide

Overview

The GaDOE is happy to announce a major upgrade of the PCGenesis Print. The DOE has purchased the
VerraDyne Print Manager. VerraDyne version 03.02.11 is available as shown below.

[T, About | 93 Queued Fies

Features of the VerraDyne Print Manager

The VerraDyne Print Manager is designed to provide users with an easy to use print/e-mail manager for
use in the windows environment. Just like our existing PCGenesis print queue, it is designed to utilize
the Windows print queues and printer functions. Just like our existing PCGenesis print queue, it allows
the user to interact with other applications in the foreground, while a print job is running in the
background under Windows Local Services. Once a PCGenesis report file has been released it is passed
to the Windows print queue, and is ready for printing.

Unlike our existing PCGenesis print queue, the VerraDyne Print Manager stores its data in SQL Server
tables to which it connects using windows authentication. The VerraDyne Print Manager uses the
FREE version of Microsoft SQL Server.

Some of the features of the new VerraDyne Print Manager system include:

The ability to view and e-mail the documents in PDF format

The ability to e-mail reports to a specific user, or group of users

The ability to print reports to a specific printer

The ability to re-queue reports after printing or emailing

The ability to archive reports to specific archive directories, based on individual users or file type
The ability to view or requeue the archived files

Full audit tracking of reports viewed and deleted by users

The ability to search archived reports using specific parameters
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Printing Payroll/Vendor Checks VVersus PCGenesis Reports

While PCGenesis reports will appear in the VerraDyne Print Manager, payroll and vendor checks and
W-2 and 1099-MISC forms spool directly to a printer and never pass through the VerraDyne Print
Manager. This is an important distinction. Payroll and vendor checks and W-2 and 1099-MISC forms
do not show up in the VerraDyne Print Manager but are instead sent directly to the Microsoft Windows
print queue and are printed immediately. Therefore, problems with the VerraDyne Print Manager will
not impact check printing.

Methods for Printing PCGenesis Reports

Three methods exist for printing PCGenesis Reports. Each of these methods uses different mechanisms
for printing.

e VerraDyne Print Manager — The SPOOL option can be selected from within the VerraDyne Print
Manager to print a PCGenesis report. This method uses the VerraDyne Print Manager for printing
the report.

e Adobe Acrobat Reader - A PCGenesis report can be printed from within Adobe Acrobat Reader.
This method uses the Adobe Acrobat Reader for printing the report and does not utilize the
VerraDyne Print Manager. Once a PCGenesis report is displayed in Adobe Acrobat Reader, the
report file has been converted to a pdf file and is no longer under the control of the VerraDyne Print
Manager. Adobe Acrobat Reader controls printing of the report at this point.

e Oword - A PCGenesis report can be printed from within Qword. This method uses Microsoft Word
for printing the report and does not utilize the VerraDyne Print Manager.

Adding New PCGenesis Users

New PCGenesis users are added from within the PCGenesis application using the User Security
Maintenance module. When new user records are added or existing user records are modified,
PCGenesis automatically creates or modifies the corresponding user records within the VerraDyne Print
Manager.
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The following screen is an example of the User Security Maintenance screen within PCGenesis for user

Jane.Smith.
m PCG Dist=8991 Rel=18.04.00 12/20/2018 PCG 001 SV CA\DEVSYS CASECOND WHITE - X
User Password Maintenance MENUUSER

Logon user ID JANE.SMITH PCG user ID JJS
User first name JANE User last name SHMITH

E-mail address JANE.SMITHEDOE.K12.GA.US

Active or inactive A User Screen Color H
User locked out N
User's last logon date 06/00/0000 Password last update date 06/006/0000
User's last logon time 60:00:00
Reset Password
User record last updated date 12/20/2018

rm:v = =] - =] o @ 18.62.080
e E&)

The following information is sent to the VerraDyne Print Manager:

The Logon user ID defined in PCGenesis is the same User ID used within the VerraDyne Print
Manager.

The user’s password is synchronized with the VerraDyne Print Manager. The password will
automatically be synchronized with the VerraDyne Print Manager anytime the user changes their
password from within PCGenesis.

The E-mail address is an optional field within the security module of PCGenesis. However, the E-
mail address must be defined if the user wants to utilize the e-mail features of the VerraDyne Print
Manager. E-mail will be available only if the e-mail feature has been enabled by the System
Administrator within the VerraDyne Print Manager.

Refer to Procedure G: Setup E-mail Server Information for Print Manager within this document for
a full discussion configuring the e-mail feature.

The three-character PCG user ID defined within the security module of PCGenesis is used to
determine the Archive name and Archive directory for the user within the VerraDyne Print
Manager. The three-character PCG user ID also determines the name of the Spool directory and
Print directory within the VerraDyne Print Manager.

In the example above, the Archive name for Jane Smith is JJS and the Archive directory is
defaulted to KZ\N\UCTARCHIVEW#JJSPRT. The Spool directory is defaulted to
KA\SECONDWJJSPRT, and the Print directory is defaulted to KZ\UCTPRINT\#JJSPRT.
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e The user’s Access field is defaulted to View All on the User Setup screen of the VerraDyne Print

Manager.

Refer to Procedure E: Provide PCGenesis Financial Director with Administrative Access to the
Print Manager within this document for a full discussion of the Access field values.

e The user is not given Full Access for Archive Access on the User Setup screen of the VerraDyne

Print Manager.

IMPORTANT NOTE: After a new user has been added to PCGenesis, the VQueueService must be
stopped and then restarted for the VerraDyne Print Manager to start picking up reports generated by the
new user. Restarting the VQueueService allows the service to recognize the Spool directory and Print

directory defined for the new user.

The following screen is an example of the User Setup screen within the VerraDyne Print Manager for
user Jane.Smith. The User Setup screen can be accessed by using the PCGVADMIN icon, then selecting

S

etup .
—  (Setup), and then selecting

| Uzers

| (Users) from the drop-down box.

v VerraDyne Queue Administration

Licensed to: GA Doe

Name:  |JANE SMITH

Emal:  [JANE.SMITH@DOE K12GA.US

Defaults

Printer:

Form:

Class: J Mode: |
Disposition: v

Archive:

Access: VIEW ALL ~

[] Display File Path

32 Setup g PrintQueue I ArchiveFiles  Auditlogs [ Exit i About DOCHALA

v User Setup I?H?‘
Save Delete [ Bt ) About
User: JANE.SMITH Archive Access
e Code: [ m (] Full Access [] User Can Delete Archive Files

Archives Accessable by User
JS

Enter archive names seperated by commal.)
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The following screen is an example of the Archive Directories Maintenance screen within the VerraDyne
Print Manager for user Jane.Smith. The Archive Directories screen can be accessed by using the
2 | Archive Names |
(Setup), and then selecting

PCGVADMIN icon, then selecting
(Archive Names) from the drop-down box.

S Setup g PrintQueue I ArchiveFiles  Auditlogs [ Bxit b About

Save & Exit  Cancel & Bat About

Archive Name Archive Directory Archived Files
» KAUCTARCHIVENEASTFRT

KAUCTARCHIVENHDDDPRT
KAUCTARCHIVENHDODPRT
KAUCTARCHIVE'#DOEPRT
KAUCTARCHIVENELISPRT
KAUCTARCHIVENEKCGPRT
KAUCTARCHIVE'#KTMPRT
KAUCTARCHIVE'#MASPRT
KAUCTARCHIVENENEWPRT
KAUCTARCHIVENEPCGPRT
KAUCTARCHIVENHPCWPRT
KAUCTARCHIVENEQBFPRT
KAUCTARCHIVE'#RRMPRT
KAUCTARCHIVENHTSTPRT
KAUCTARCHIVENETTTPRT

—NE—-NE-EE—-RN-NE—-EE-NE—-EN—-NE—-0 -0 IR — -]
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The following screen is an example of the Spool and Print Directory Maintenance screen within the
VerraDyne Print Manager for user Jane.Smith. The Spool and Print Directory Maintenance screen can

. . ; R Setup
be accessed by using the PCGVADMIN icon, then selecting

| Spool & Print Dir |

(Setup), and then selecting

(Spool & Print Dir) from the drop-down box.

SR Setup g PrintQueue I ArchiveFiles  Auditlogs [f Exit i) About

Save & Exit  Cancel 8 Exit  About

Spoal Dir
K:A\SECONDWASTPRT

KASECOND'®DDDPRT

Print Dir

User Id

KAUCTPRINTEASTRRT

ATENNYSON

KAUCTPRINTEDDDPRT

DIANE OCHALA1Z3456..

KASECOND'EDODPRT

KAUCTPRINTEDODPRT

DOCHALS

KASECONDWEDOEPRT

KAUCTPRINTEDOEFRT

DOE

KASECOND'#LISPRT

KAUCTPRINTSHIISPRT

JAME.SMITH

KASECOND'WEKCGPRT

KAUCTPRINTEKCGPRT

KCG

KASECONDWERKTMPRT

KAUCTPRINTEKTMPRT

KAREN.MCARTHUR

KASECOND'ENEWPRT

KAUCTPRINTENEWRRT

NEW

KASECOND'WPCGPRT

KAUCTPRINTE#PCGPRT

PCGUSER1

KASECONDWPCOWPRT

KAUCTPRINTSEPCWPRT

FCGWHITE

KASECONDWOBFFRT

KAUCTPRINTEOBFFRT

THECQUICKBROWNFOX,...

KASECOND'WRRMPRT

KAUCTPRINTHRRMPRT

RMETTS

S EAEdESES Rd RS RS K4 R RS RS E4

MR EYA R RS RS RS ES RS RS KA KN RS

Ccfefefcfeccfefcc<<y|<

KALCTPRINT#ESEI FRT

DOF
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Accessing the VerraDyne Print Manager

There are two ways to access the VerraDyne Print Manager. The user can select =] (Uqueue) from
a PCGenesis menu to enter the VerraDyne Print Manager, as shown below.

[l PCGDist=8991 Rel=18.01.00 05/23/2018 DOD 001 SV KASYSTEM KASECOND w.| =18 -
Business Applications HASTER
FKey Haster Henu
1 _| -- Financial Accounting & Reporting System
2 | -- Payroll System
3 | -- Personnel System
4 | -- Cenrified/Classified Personnel Information System
5 | -- Budget System

k£

30 | -- System Utilities

14.02.68

e 1 )oriSp| DANE | WEND

The user can also access the VerraDyne Print Manager from the desktop icon. From the user’s
workstation double-click the PCGVQUE icon:

PCGVOUER
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The VerraDyne Print Queue Manager allows the user to delete and remove print files from the queue, to
display audit logs for PCGenesis reports, to e-mail PCGenesis reports to other users, and to permanently
archive PCGenesis reports to an archive directory. Right-click on the File Name to see the options
available, as shown below.

£ VerraDyne Queue Manager I;Ii-

.. Settings CRafrah = File : Archive Files [} Exit ﬁAbout 33 Queued Files DOCHALA
File Mame Size | User Device Clasz | Copies| Disp Status | Information ~

CUCTPINT DoDP TV s —-:-m- o

Delete

KAUCTPRINT\SPLPRT R A REQUEUE |000 05/23/18(01:03) | HOL.

KAUCTPRINTWDODPRT'A Remove 1ALA 001 A 1 SCRATCH | 000 05/22/18(10:32) HOL
KA\UCTPRINT\EDODPRTF Detail Info m 001 A1 SCRATCH | 00D 05/22/18(10:31) | HOLD

KALCTPRINT\#DODPRTA Emai 001 A g SCRAT e L0, B2 R e LD
KAUCTPRINT\#DODPRT\A Guhree 1ALA A

Right-click on the File Name allows the user to:

KAUCTPRINT'WHDODPRTVANNUDQODD | 863 | DOCHALA

KAUCTPRINT\#DODPRT\PRNTO000 | 31576 | DOCHALA 001 _
KAUCTPRINT\#SPLPRT\REOG 16695 | DOE 001 Delet ( lete fil =

. ile and remove from )
KAUCTPRINT\#SPLPRT\REQG 16693 | DOE 001 A elete (delete e? d remove fro queue
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A * Remove (remove file from queue)
KAUCTPRINT\#SPLPRT\REOG 16697 | DOE 001 A ; ; ; ;

» Detail Info (audit log information)
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A ) )
KAUCTPRINT\#DODPRT\PSCNODOD |2702 | DOCHALA 001 A e E-mail (e-mall PCG report to another User)
KAUCTPRINT\#SPLPRT\REQG 16697 | DOE 001 A e Archive
KAUCTPRINT\SDODPRT\PRNTOOD1 | 8690 |DOCHALA 001 A
KAUCTPRINT\#DODPRT\PRNTO000 | 31576 | DOCHALA 001 A |1 |RecuEsE |oo0 05/16/18(1500) | HOLD
KAUCTPRINT\#DODPRT\ANNUGO0D |869 | DOCHALA 001 A |1 |Re;uete |oo0 05/16/18(15:00) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 13989 | DOCHALA 001 A |1 |Recuete |ooo 05/16/18(14:42) |HOLD | Prnt Completed Succsssfully @ 05-16-2018 14:43
KAUCTPRINT\SDODPRT\BALRDDDD | 182... | DOCHALA 001 A |1 |Recuete o0 05/16/18(14:27)  |HOLD | Print Completed Succsssfuly @ 05-16-2018 14:32
KAUCTPRINT\#SPLPRT\REOG 16699 | DOE 001 A |1 |ReauesE o0 05/16/18(01.02) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 20769 | DOCHALA 001 A 1 |scratcH [omo 05/15/18(1355) |HOLD | Print Completed Successfully @ 05-15-2018 14:19
KAUCTPRINT\#DODPRT\PRNTO000 | 8630 | DOCHALA 001 A |1 |Recuete o0 05/15/18(1342) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 8690 |DOCHALA 001 A |1 |Recuee |ooo 05/15/18(13:21) |HOLD | Print Completed Succsssfully @ 05-15-2013 13:34
KAUCTPRINT\#SPLPRT\REOG 16695 | DOE 001 A |1 |ReauesE o0 05/15/18(01.03) | HOLD
KAUCTPRINT\#SPLPRT\REOG 16693 | DOE 001 A 1 |REQUEUE |om0 05/14/18(01:03) | HOLD v

IMPORTANT NOTE: Multiple files can be selected at the same time by right-clicking and then
holding the Shift or Control key while selecting the relevant files. For example, this allows multiple
files to be deleted or spooled to the printer at the same time.

Also, the Remove option is not recommended since this option does not delete the report file from the
disk drive. It is recommended to always use the Delete option to permanently delete the report entry
from the print queue and from the disk drive.
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Procedure A: Print Queue Components Added to

Current Release Number Screen

The print queue component fields, highlighted below, are available on the Display Current Release
Number screen (F30, F17). These components are needed for the VerraDyne Print Manager software to
access the SQL Server database. The print queue component fields on the Display Current Release

Number screen are available for informational purposes only.

For Windows Server 2008 R2, the following components must be set to ‘Y’ (Yes):

For Windows Server 2012 or Windows Server 2016, the following components must be set to ‘Y’

(Yes):

.Net Framework 3.5
.Net Framework 4.5
SQL Server Express 2012

.Net Framework 3.5
.Net Framework 4.5
SQL Server Express 2016

SQL Management Studio 2016

PCG Dist=8991 Rel=18.03.01 12/05/2018 PCG 001 SV CADEVSYS CASECOND WHITE

ENI’IV

The Following D.0.E. Releases Have Been Successfully Loaded:

DOE
DOE
DOE
DDE
DOE
DOE
DOE
DDE
DOE
DOE
DODE
DDE
DOE
DOE

-NET Frameuwork

3.
.NET Framework 4.

16.
16.
16.
16.
16.
16.
17.
17.
17.
17.
18.
18.
18.
18.

5:
53

61.60 B83/31/2016
61.01 05/11/2616
02.6008 06/30/2016
03.600 09/38/2016
083.0, 11/30/2016
04 .60 12/730/2016
62.68 86/308/2017
03.600 09/29/2017
03.01 11/30/2017
084.608 1272972417
81.688 B83/31/72818
62.00 B6/29/2018
63.60 09/21/2018
63.01 11/30/2018

SQL SERUER EXPRESS 2012: H

Y
v SOL SERVER EXPRESS 2816: v

Press <{ENTER> or F16 to Exit

Fﬂ‘-

Display Current Release Number
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Procedure B: Verify VQueue Services Are Running

Step | Action
1 Bring up the Control Panel of your PCGenesis server.

Control Panel

Select

(Settings). Then select (Control Panel).

The following screen displays:

@ ¥ Control Panel » LDcaISENicesl

e

A% Administrative Tools
'@‘u’ieu-‘lﬂcal cervices €————————

@) Search Windows Help and Support for "Local Services”

Step  Action

2 Locate the “Search Control Panel” input box in the upper right-hand corner of the screen.
Enter Local Services in the input box.

3 Click "% Viewlocal senvices (vsjewy local services).

4 Locate SQL Server (SQLEXPRESSPCG).

The following screen displays:

VQueueService Name Description Status
;Q,Softwut Protection Enables the download, installation and enforc... Running
}gﬂ;‘:h‘:';’:;“ G Spatisl Dats Service This service is used for Spatial Perception sce...
G Spot Verifier Verifies p ial file system corrupts
{4 SQL Active Directory Melper Service Enables integration with Active Directories
Description: &3 SQL Server (SQLEXPRESS) Provides storage, processing and controlled a.. Running
b o i o & SQL Server (SQLEXPRESSPCG) Provides storage, processing and controlled a...  Running l
0. SQL Server Agent (SQLEXPRESS) Executes jobs, monitors SQL Server, fires alert..
€5 SOL Server Agent (SQLEXPRESSOCG) Executes jobs, monitoes SQL Server, fires alert...
cl en Provide: |_Sener connection information
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. Stp _ Acion |

5 Verify the Status of the SQLEXPRESSPCG is Running or Started.

6 If the SQLEXPRESSPCG is not displayed or is not running, reboot the PCGenesis Server.
Then, repeat these steps starting at Step 1.

If after rebooting the PCGenesis Server, the SQLEXPRESSPCG still does not display
“Running”, contact the Technology Management Customer Support Center for additional
assistance.

The following screen displays:

File Action \View Help
e EEQE Hem »unw

C_,,,, Services (Local)

VQueueService Name Description Status Startup Type Log On As
(-m Superfetch Maintains a... Manual Local System
Stop the service Sg System Event Notification Service Monitors sy...  Running  Automatic Local System
Restart the service -%Ta;k Scheduler Enables aus.. Running Automatic Local System
i%TCPIIP MetBIOS Helper Provides su..  Running  Automatic (T.. Local Service
Description: 35.;;5Te\ephony Provides Tel... Manual Metwork Service
VerraDyne PrintQueue i%Themes Provides us.. Running  Automatic Local System
?i.;;é.Thread Ordering Server Provides or... Manual Local Service
i%UPnP Device Host Allows UPn... Disabled Local Service
?$User Access Logging Service This service.. Running  Automatic (D.. Local System
ié.;;;)User Profile Service This service .. Running  Automatic Local System
?ﬂ;)‘u’\rtual Disk Provides m... Manual Local System
-%V\sua\ Studio Standard Collector Service Visual Studi... Manual Local System
i%VMToo\s Provides su.. Running  Automatic Local System
-‘:,;‘,VMware Snapshet Provider VMware 5n... PManual Local System
olume Shadow Cop Manages an... Manual Local System
ueueService errally Running  Automatic
‘L Windows All-User Install Agent Install AppX... Manual (Trig... Local System
?i.;;é.WindDw;Audio Manages au... Manual Local Service
i%Windows Audio Endpoint Builder Manages au... PManual Local System
?QWindow; Color System The WesPlu... Manual Local Service

{25 Windows Driver Foundation - User-mode Driver Fram... Creates and... Running  Manual (Trig.. Local System

?$Wiﬂdow; Error Reporting Service Allows error... Manual (Trig.. Local System

-%Wmdow; Event Collector This service ... Manual Network Service

i%wiﬂdow; Event Log This service ... Running  Autormatic Local Service

-%Wmdow; Firewall Windows Fi.. Running  Automatic Local Service

i%Window; Font Cache Service Optimizes p... Running  Automatic Local Service

3“.;;5Window;|n;ta|ler Adds, medi... Manual Local System

i%Windows Internal Database Providesint... Running  Manual NT SERVICE\MSSCQLSMICROSOFTZ8WID
?$Window; Internal Database VS5 Writer Providesth.. Running  Manual Local Service

i%Windows Managerment Instrumentation Provides a c... Running  Automatic Local System

Step  Action

7 Locate the VQueueService.

8 Verify the Status of the VQueueService is Running or Started.
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Step Action

9

If the VQueueService is not displayed or is not running, reboot the PCGenesis Server. Then,
repeat these steps starting at Step 1.

If after rebooting the PCGenesis Server, the VQueueService still does not display
“Running”, contact the Technology Management Customer Support Center for additional
assistance.

Some school districts have a timing issue with starting the VerraDyne Queue Service VQueueService.
In some instances, VQueueService is not started correctly because SQL Express service
(MSSQL$SQLEXPRESSPCG) hasn’t had time to start first. To avoid issues with starting the
VQueueService, the Ga DOE recommends setting the VQueueService property to Automatic (Delayed
Start) as shown below.

VQueueService Properties (Local Computer) *
General LogOn Recovery Dependencies

Service name: VQueueService

Display name: VQueueService

Description: F/GWDWG PrintQueue

Path to executable:
C:wqueue\bin\VQueueService exe

Startup type:

Service status:
Start Stop Pause Resume

You can specify the start parameters that apply when you start the service
from here.

art parameter
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Procedure C: Full Backup of K:\ for PCGenesis

Because the VerraDyne Queue Manager utilizes SQL Server Express for the print queue database,
school districts must stop the VerraDyne Queue Service and the SQL Express service prior to running a
full backup of the K:\ PCGenesis disk drive or else the backup will not run to completion. If the
VerraDyne Queue Service and the SQL Express service are not stopped before running the backup of the
K: drive, the backup will abort because files will be open in SQL Server Express. To solve this
problem, the following commands need to be entered in the command prompt for Windows or added to
the backup bat file to stop the services:

NET STOP VQueueService
NET STOP MSSQL3$SQLEXPRESSPCG

After the backup has completed, the following commands can be entered in the command prompt for
Windows or added to the backup bat file to restart the services. Make sure to wait at least 2 minutes for
SQLEXPRESSPCG to start before trying to start VQueueService.

NET START MSSQL$SQLEXPRESSPCG

(Make sure to wait at least 2 minutes for SQLEXPRESSPCG to start before trying to start
VQueueService)

NET START VQueueService

IMPORTANT NOTE: The VerraDyne Queue Manager automatically runs a clean-up process every
night at midnight which should take approximately 15 minutes to run. Since this process runs at
midnight, please make sure that the PCGenesis backups and reorganizations are not scheduled to overlap
this timeframe. Overlapping processes may cause problems with the clean-up and backups.
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Procedure D: Add Required PCG Shortcuts to
Server/Workstation Desktop

Two shortcuts are available in the K:\\PCGlIcon directory that can be copied to the server desktop and
workstation desktop to allow access to the VerraDyne Queue Manager. The PCGVADMIN icon brings
up the VerraDyne Queue Manager administration module. The PCGVQUE icon brings up the
VerraDyne Print Queue. Both shortcuts will require the user to logon using their PCGenesis logon

credentials.

Step  Action
1 Add required PCG shortcuts to server desktop:

»  PCGenensis print spooler administration: K:\PCGlcon\ [ PCGVADMIN
»  PCGenensis print queue: K:\PCGlcon\ [ PCGVQUE

2 Add required PCG shortcuts to workstation desktop:
»  PCGenensis print queue: K:\PCGlcon\ [ PCGVQUE
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Procedure E: Provide PCGenesis Financial Director
with Administrative Access to the Print Manager

PCGVADMIN

User Id:

Password: |

Step  Action

2 Enter the Windows User ID of the technology specialist who installed the software.

If the Windows User ID of the technology specialist who installed the software is the same
as a PCGenesis User ID, enter the PCGenesis password that matches the user Id, otherwise

do not enter a Password.

3 Select III (OK).
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The following screen displays:

SR Setup | g PrintQueue o Archive Files  Auditlogs [f Exit b About DOCHALA
Archive Names v M ~
Contral File erraDyne Queue anager
Spool & Print Dir Size User Device Class Disp Form Status Date
. 16693 DOE 001 A REQUEUE 000 HOLD 06/01/18(
Email Groups
Print 02 182017 | DOCHALA om A REQUELE 000 HOLD 05/31/18(
rinters
F 102 20765 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
orms
Users 01 31576 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
I|DD 8630 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
Report Type
. |'DD 13989 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
Add Files to Queue
. foo 869 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
PrintQueue Log
. 02 13989 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
PrintCQueue Error
101 8630 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
Reset Layout
oo 31576 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
Stop Spooler
mmv:hﬂ 865 DOCHALA 001 A REQUELUE 000 HOLD 05/31/18(
KAUCTPRINTWHDODPRTBALROODD 253003 | DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWHDODPRTWPRNTO002 13983 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWHDODPRTYWANNLUDO02 863 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINT\WHDODPRTAWPRNTO002 8630 DOCHALA om A REQUELE 000 HOLD 05/3118(] o
KAUCTPRINTWHDODPRTWPRNTOO01 31576 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWHDODPRTWPRNTOO00 20765 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWHDODPRTWPRNTOO00 1254870 | DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTH\DERROO0D 13041 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTHA\D3560000 34047 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTHA\MRPTRO20 45460 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTHAMRPTRO10 70174 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTHAMRPTMO10 233770 | DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTHA\MRPTJ020 9662 DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
KAUCTPRINTWFARPMTHAMRPTIO10 761803 | DOCHALA 01 A REQUELE ooo HOLD 05/31/18(
< mn
PrintQueue Errors [x]

Display Errors  Display Last 100

Clear Logs

2018-06-01 00:00  (1_44) Printlueue CleanUp Finished: 00:00 [VCleanUp)

208-06-01 00:00  [1_53) Temporary Index Directory Cleanup : 00:00 [WCleanUp)
2018-06-01 00:00  [|I_46) Search indexes updated : 00:00 [WCleanUp)

208-06-01 00:00  [1_43) Processing Logs Verified and updated : 00:00 [VCleanlp)
208-06-01 00:00  [|I_42) Archived files checked for Retension Yersion : 00:00 [WCleanUp]
2MA-0R-N1 0000 11411 Archived files checked for Betensinn Davs - 0000 MCleanl 1ol

<l

- [<] |

Step  Action

4 Select

Setup

(Setup).

Select

Users

| (Users) from the drop-down box.
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The following window displays:

\ferraDvne Queue Administration

Licensed to: Ga DDE

PCGenesis Technical System Operations Guide

R Setup

@ PrinkQueus

E Archive Files

Audit Logs

o) Exit i About

GEMADMIM

LY Exit

User Setup

u About

IS[=] E3

Uzen

AREES
ARDWELL
CGARBER
CJOMES
CSIGUR
DOCHALA
DOE
EBR&A-TON
Genadmin
LGP

Lams
MRALIZ

e

FOP
SROACHE
TEESHA
WSHERRELL

The list of User Ids displayed in the drop-down box will be system specific.

6 Select the drop-down icon (:l) to display the list of PCGenesis users.

7 Find the user id of the PCGenesis Financial Director or the PCGenesis user id that should have
full access to all files in the print gueue and archive.

8 After selecting the correct user id, Enter to proceed to the next screen.
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The following window displays:

\"erraDrne Queue Administration Licensed to: Ga DOE

RSEtup mm PrinkQuede : Archive Files  Audit Logs !]] Exik ij.ﬂ.tu:ut GEMADMIN

User Setup

Save  Delete

IS[=] B3
W) Exit & About

Uszer: ISHD,&,EHE j — Archive Access

Password: I

[ Full Access ¥ User Can Delete Archive Files
T o

Archives Accessable by User

Mame:  |STEVEN  ROACHE

SLR

Email: ISF!D.-’-‘n.CHE@DDE.KQ.GA.US

— Defaults
Printer:
Form:

Class:

Archive:

|
I_ Mode: I 'I
Dizposition: I 'I

Lef e

| [

| Aocess: IVIEW ALL jv | Enter archive names seperated by commal.)

¥ Display File Path

9

In the Defaults section of the screen, change the Access field to ADMIN.
Select the drop-down icon (:|) for the Access field.

ADMIM

FULL
USER
Select a value of ADMIN {¥IEWALL |

Valid values are:

ADMIN - User will be granted full access to the print queue. Print queue will display all the
files, and the user will have full access to all the files in the print queue.

FULL - User will have full access to the print queue. Print queue will display all the files,
and the user will have full access to all the files in the print queue.

Note: Currently there is no difference between options ADMIN and FULL.
USER - User will have full access only to the files created by user.

VIEW ALL - User will have full access to files created by user. User will be able to see all

other files in the print queue, but cannot display, change, or release all other files not created
by this user.

10

In the Archive Access section of the screen, check ( ) the box for the Full Access field.
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The following window displays:

UerraDyne Queue Administration Licensed to: Ga DOE
W setup @ PrintQueus oo Archive Files  Auditlogs B Exit i About GEMNADMIN
User Setup H=] E
save Delete Bf Exit t' About
User ISHD!—'«EHE j —Archive Access
¥ Full hecess ¥ User Can Delate Archive Files
Paszword: Code: ISLH
I oe Archives Accessable by Uzer
Mame:  |STEWEN — ROACHE R
E mail: |SF|D.-’-‘«CHE@DDE.K‘I 2Ga s
— Defaultz
Frinter: I j
Farmn: I j
Clags: I_ tode; I 'I
Dhzposition: I 'l
Archive: j
| Access: ADMIN j | Enter archive names seperated by commal.]
' Display File Path

Ste Action

11 Select 22" (Save) to update the record.
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The following window displays:

'h'erraD'yne Queue Administration Licensed to: Ga DOE
W Setup  fap PrintQueus o ArchiveFiles  Auditlogs B Exit il About BENADMIN
User Setup !lil

o) Exit i About

Uszer: I j

12 If any other PCGenesis user should have administrative access to all files in the print queue
and archive, repeat Steps 6 — 12 as necessary.

13 Select ™ Bt (Exit) to exit the User Setup module.
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Procedure F: Assigning PCGenesis Printers at the

Server
The following screen displays:

¥
[Rsetwp | @nPrintOuee T ArchiveFiles  Auditlogs [§ Exit gy About DOCHALA
Archive Names File I ArchiveFiles [ Bt b About 115 Queued Files DOCHALA ~
Control File Fo o= Tz Class | Copies| Disp B Feno Date
Spool & Print Dir 10 239770 | DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
Email Groups 0 9662 DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
Printers 10 1138 DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
Farms 120 49460 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
Users 10 70174 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
Repart Type o 761809 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
Email Templates 130 67010 |DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
Add Files to Queue 120 207750 | DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
PrintQueue Log 10 639930 | DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
PrintQueue Error 130 66253 |DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
Reset Layout 20 78721 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
Stop Spooler 10 232919 | DOCHALA om A 1 REGUEUE  |000 HOLD 06/01/18(
KAUCTPRINT\#DODPRT\PRNT0003 31976 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\#DODPRT\PRNT0003 13983 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
K:AUCTPRINT\#DODPRT\PSCNODD3 1635 DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
K:AUCTPRINT\#DODPRT\PSCNODD3 1616 DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18(] _
K:AUCTPRINT\#DODPRT\PSCNODD3 1645 DOCHALA o0 A 1 REQUEUE | 000 HOLD oem1ne
KAUCTPRINT\#DODPRT\PRNT0003 64139 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARFMTH\MRPTRO20 49460 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARFMTH\MRPTRO10 70174 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARFMTH\MRPTIMO10 239770 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARPMTH\MRPTJ020 9662 DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARPMTH\MRPTJO10 761809 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARPMTH\MRPTED30 67010 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARPMTH\MRPTED20 207790 | DOCHALA o0 A 1 REQUEUE | 000 HOLD 06/01/18
KAUCTPRINT\FARPMTH\MRPTED10 639930 | DOCHALA 001 A 1 REQUEUE | 000 HOLD 06/01/18
¥ ¥ PrintQueue Errors E
Display Errors  Display Last 100 Clear Logs

~ 2018-06-01 13:42
20M8-06-01 13:36
2018-06-01 13:34
20M8-06-01 13:33
20M18-06-01 13:32
2ME-NR-M 1331

File copied to Archive testl [KAUCTPRINTSHDODPRTSWPS CHOO03@E B0601_1337025)
File copied to Archive testl (KAUCTPRINTSHDODPRTYPS CHOO03@ET B80601_1336035)
File copied to Archive test [FoAUCTPRINTSWHDODPRTYPSCHO003)

File copied to Archive test KAUCTPRINTABDODPRTYWPRMTO0003EE1 80601 _1333025)
File copied to Archive test [KAUCTPRINTAFARPMTHYWMRPTIO1 0EET80601_1323025)
File_conied to Archive Multinle Files Selected (K-ALICTPRIMTAFARPMTHWRPTR

</

mn [ [>

Step  Action
Set
1 Select 23 Setup (Setup).
2 Select L Printers | (Printers) from the drop-down box.
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The following window displays:

o) Bt ) About

The list of Printer Ids displayed in the drop-down box will be system specific.

Step  Action

3 Select the drop-down icon (!|) to display the list of PCGenesis printer ids. Highlight and
select printer id 001.

4 After selecting the correct printer id, Enter to proceed to the next screen.
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The following window displays:

'!'EI‘I‘EID"_.I'I'IE Queue Administration Licensed to: Ga DOE

& Setup @ PrintQueue o Archive Files  Aoditlogs  Tf Exit i About

B8 ¥YerraDyne Printer |_ O] x|
B Save 2 Delete [ Exit ) About

Frinter |d: oo =]

Printer Device: | NN, =]

[ Printer zupportz PCL

Printer Classes: [ [8 fc [ [ L [ [ [ LT T T
rr rr

Banner. [N I s I I B I B I I W I
Banner Paper Tray: | Default | FilesFrinted 0 Files Queved: 2
Printer Status: [4AILABLE | PrintFile:

Farm: IEIEIEI

r Eject Before Frinting r Eject After Printing ¥ Remave First FPage Eject [T Class Spoaling
™ Fom Contral

Step Action

5 Verify the Printer Device selection. Verify that the PCGenesis report printer is defined.

If not, select the drop-down icon (:|) for the Printer Device field and select the correct
PCGenesis report printer from the drop-down box.

2\ printserver\2275-HPLJ4300dtn v

EMAIL
Send To OneMote 16
Microsoft ¥PS Document Writer

“Wprintserver' 22 75-HP L4 300dtn

“wprintserver'2285-hp4 300
The printers displayed in the drop-down box will be specific to each individual school
system.
6 Verify that ‘Remove First Page Eject’ is checked (™).
7 Select "%  (Save) to update the record.
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The following window displays:

Step Action

Select ¥ B (Exit) to exit the VerraDyne Printer Setup module.
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Procedure G: Setup E-mail Server Information for

Print Manager

NOTE: Using the E-mail capability available in the VerraDyne Print Manager is OPTIONAL.

The PCGenesis Help Desk will not be able to assist in setting up the E-mail server information for school
systems. Each school system will have a unique configuration for their e-mail which the Ga DOE would have
no knowledge about.

The following screen displays:

Setup | g PrintQueue ) Archive Files  Audit Logs Exit About DOCHALA
]
Archive Names ~
5|
| Control File |

Disp

REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE
REQUEUE

o
8

Spool & Print Dir

Email Groups

D6/01/181(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(] _
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(
05/31/18(

Printers

Forms

Users

Report Type
Add Files to Queue
PrintCueue Log

PrintQueue Error
Reset Layout
Stop Spooler po

oo oo s 2
KAUCTPRINT'WWDODPRTWBALROODD

KAUCTPRINT'WEDODPRTWPRNTO002
KAUCTPRINT\WDODPRTVANNLOD02
KAUCTPRINT'WEDODPRTWPRNTO002
KAUCTPRINTWWDODPRTWPRNTO001

KAUCTPRINT\EDODPRTWPRNTO000
KAUCTPRINT\EDODPRTWPRNTO000
KAUCTPRINTWFARPMTH\DERROOOD
KAUCTPRINTWFARPMTH'\D 3360000

KAUCTPRINTWFARPMTH\MRPTRO20
KAUCTPRINTWFARPMTHWMRPTRO10
KAUCTPRINTWFARPMTHWMRPTMO10
KAUCTPRINTWFARPMTH\MRPTJ020
KAUCTPRINTWFARPMTH\MRPTI010

01

SEHHEEEEEEEEEEEEEEEEEEEE -

¥ PrintQueue Log [x] [ « PrintQueue Errors [x]
Display Errors  Display Last 100 Clear Logs

2018-06-01 00:00  [|_44] PrintQueue CleanUp Finished: 00:00 [WCleanUp)

208-06-01 00:00  (I_53] Temporary Index Directory Cleanup @ 00:00 [VCleanUp)

208-06-01 00:00  [I_48) Search indexes updated : 00:00 [VCleanlp)

208-06-01 00:00  [1_43) Proceszing Logs Verified and updated : 00:00 [WCleanUp)] .

208-06-01 00:00  [|_42) Archived filez checked for Retengion Wersion : 00:00 [WCleanUp)

Tﬂl‘l A-NR-N1 00001411 Archived files checked for Betension Daus - 0000 MWCleanl 10l |
< m >

Georgia Department of Education
January 7, 2019 e 11:33 AM e Page 25 of 55
All Rights Reserved.



PCGenesis Technical System Operations Guide

Step Action

1 R Setup

Select

(Setup).

2 .
Select | ControlFile | (Control File) from the drop-down box.

The following window displays:

v VerraDyne Queue Administration Licensed to: Ga DOE

EliSave [ Exit &) About
Spool Directory: | K:\VQUEUE\SPOOL |
Print Directory: | K:\VQUEUE\PRINT |
Archive Name:  [NONE v]

UCTQueue install Directory: | KAVQUEUE |

Defauits

Pinter  |001 v|  Fom: |000 v|  Class:

Dispostion: Mode HOLD  ~
[ Refresh  Admin: @ Queue: @ Email Settings
[ Detail Log  [] Debug Mode Smip Host Name: | | [ Use Defaut Credentials
B4 User Logon Cusesst  Pot: [ | Test Smtp
[¥] Remove Nm—EnistthiuMer:Days User Name: | | Password: ’ |
[ Archive In Pdf Fomat Eal From: | |
Clear Detail Logs After: Days et | |
[ Delete files From Queue After:  [30 | Days
[ Do not add Dupiicate files to Queue [] Delete Dup ~ 2°%

Retention Days: |0 | RetentionVer: [0 |

[ Emai Erorsto: ||

Step  Action
3 In the Email Settings section of the screen, enter the outgoing SMTP mail server in the Smtp
Host Name field.
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4 Use Default Credentials:

If checked ( &), when sending email, the system will not use the User Name and Password
field on the screen for SMTP authentication. Instead, the system will authenticate using the
default credentials of the currently logged on user.

If not checked, when sending email, the system will use the User Name field and Password
field entered on the screen for SMTP authentication.

Some SMTP servers require that the client be authenticated before the server sends e-mail
on its behalf. Check ( &) this box when this SmtpClient object should, if requested by the
server, authenticate using the default credentials of the currently logged on user. For client
applications, this is the desired behavior in most scenarios.

3) Use SSL.:
When sending emails, the print manager will use Secure Sockets Layer. Your SMTP Server
must support SSL.

6 PORT:

Port used by Smtp Server. If the port is left as spaces, the system will default to port 80.

7 UserName and Password:

This is the username and password for SMTP authentications. If Use Default Credentials is
checked, you do not need to enter the username and password.

8 Email From:
Enter the default email address. This email address will be used when emailing documents.

9 Subject:
Enter the subject line for all outgoing emails.

10 Body:
Enter the message body of the email for all outgoing emails.

11 Email Errors:

If this box is checked, the system will email all the errors to a specified email address. On
this release of the product this function is not activated, and is for future use.

12 Make the necessary entries on the screen. To test the E-mail server setup, select .

(Test Smtp) to generate a test e-mail. Verify that a test e-mail was sent and received.

13

Once the E-mail server setup has been tested and verified, select ~ >**®

the record.

(Save) to update
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Procedure H: Verify Print Manager Access from

Workstations

H1: Local Resources From Remote Desktop Connection

PCGenesis does not support printers as local resources when using the Remote Desktop Connection.
When printers are configured to be local resources during a Remote Desktop Connection, those printers
will be displayed as “redirected” in the Windows printer lists. “Redirected” printers will not work with
the PCGenesis application. Typically, when a “redirected” printer is selected from within PCGenesis,
the report will not print to the local printer.

Below is an example of the printer drop-down list in Windows displaying “redirected” printers. These
“redirected” printers are displayed when using a Remote Desktop Connection configured to allow

printers as local resources.

Print Setup E
Printer
Mame: Microsoft XPS Document Writer W Properties...
} Abila MIP Irtemal Driver
Status: | apila MIP Intemal Driver (redirected 32)
Type: Fax {redirected 32)
} Foxit Reader PDF Printer fredirected 32)
Where: | icrosoft XPS Document Writer
(00 o ol THA EAST on swifp01 (redirected 32)
THA_WEST on swifp01 ({redirected 32)
TXAIRDO1 on swiipl1 (redirected 32) )
Paper oreniation
Size: Letter v (®) Portrait
Source: | Automatically Select W () Landscape
Metwarlk... Cancel
Follow the steps below to remove printers as local resources.
Step  Action |
1 If not using Remote Desktop Connection: Proceed to the section H2: Install Adobe Reader
on the Workstation.
2 If using Remote Desktop Connection: Select the Remote Desktop Connection application.
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The following screen displays:

& Remote Desktop Connection - X

D’f Remote Desktop
»¢ Connection

Computer: ~

User name: doe\diane.ochala

Saved credentials will be used to connectto this computer. You
can edit or delete these credentials.

l‘f I Show Options Connect Help

" Action

3 lj Show Options

Select (Show Options).

The following screen displays:

Q;. Remote Desktop Connection - *

D’j Remote Desktop
»¢ Connection

General Display Experience Advanced

Logon settings

. ! ; Enterthe name ofthe remote computer.

|

Computer: | IO ~
Username: doe\diane.ochala

Saved credentials will be used to connect to this computer. You
can edit or delete these credentials.

[ ]Aiways ask for credentials

Connection settings

Save the current connection settings to an RDP file oropen a
, B saved connection.

Save Save As.. Open...
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Local Resources

Select the tab for (Local Resources).

The following screen displays:

b Remote Desktop Connection - X

F’] Remote Desktop
»¢ Connection
General Display Local Resources Experience Advanced

Remote audio
a Configure remote audio settings.
iy

Keyboard

Apply Windows key combinations:

P

| Only when using the full screen v

Example: ALT+TAB

Local devices and resources

'} Choose the devices and resources that you wantto use in your
ﬁj remote session.

[]Printers [~]Clipboard

(i} Hide Options | Connect || Help |

Step Action

5 Uncheck the box [ to the left of Printers.

6 c
Select (Connect) to connect to the PCGenesis server.
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H2: Install Adobe Reader on the Workstation

Ste Action

1 Log into the Windows workstation.

2 Adobe Acrobat Reader DC must be installed on each individual workstation for
PCGenesis reports to display correctly from the VerraDyne Print Manager.

If Adobe Acrobat Reader DC hasn’t been installed on the workstation, install the software
from the internet before continuing.

3 Adobe Acrobat Reader DC must be set as the default application for PDF files on the
Windows workstation.

On Windows 10 workstations, enter ‘Default app setting’ in the search bar of the Start menu.

The following screen displays:

D @ Filters ~
Best match

8=, Default app settings
o— )
System settings

Settings
i Choose a default app for each type of file
i= Choose a default app for each protocol
[ Choose a default app for each website
Search suggestions

L default app - See web results >

L default app

Ste Action

4 8 — Default app settings
a— c
Select ST SHLT 2R (Default app settings).
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The following screen displays:

Settings -
@ Home Default apps
Find a setting Pl | Choose default apps Choose your default apps
Select which apps to use to listen to
Apps Email music, look at pictures, check mail,
watch videos, and more.
= Outlook
= Apps & features m Use Reset when you want to go
back to the default apps that
I £ Default apps Microsoft recommends.
Maps

Get info about changing default
M Offline maps programs
©

¥ Apps for websites
Have a question?

x®  Video playback Music player Get help

° Groove Music
& Startup

Photo viewer

E Photos

Reset to the Microsoft recommended defaults

Make Windows better

Give us feedback

Reset

I Choose default apps by file type I

Choose default apps by protocol

Set defaults by app

Step  Action

5 Scroll to the bottom of the Default apps screen until the option for Choose default apps by
file type displays.

Choose default apps by file type

Select (Choose default apps by file type).
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The following screen displays:

<« Settings

@ Choose default apps by file type

.pbk Remaote Access Phonebook
Dial-Up Phonebook

pcb + Choose a default

PCB File

.pch Choose a default
+

Precompiled Header File

-pdb + Choose a default
Program Debug Database

pdf W ~dobe Acrobat Reader DC
Adobe Acrobat Document <z

pdfxml + Choose a default
Adobe Acrobat PDFXML Document

.pds

Choose a default
PDS File +

Jpdx W Adobe Acrobat Reader DC
Acrobat Catalog Index =

Step  Action
7 Scroll down through the file types until .pdf is displayed.

8 If Adobe Acrobat Reader DC already displays nothing further needs to be done. Proceed
to the section H3: Accessing the Print Manager From the Workstation.

If Adobe Acrobat Reader DC does not display: Click on the application currently
displayed next to .pdf.
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The following screen displays:

Choose an app

Microsoft Edge
Recommended for Windows 10

@ Adobe Acrobat Reader DC

E Google Chrome

Internet Explorer

ﬁ Word

Action

9 Adobe Acrobat Reader DC
(Adobe Acrobat Reader DC).

Select
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The following screen displays:

<« Settings

@ Choose default apps by file type

.pbk Remaote Access Phonebook
Dial-Up Phonebook

pcb + Choose a default

PCB File

.pch Choose a default
+

Precompiled Header File

-pdb + Choose a default
Program Debug Database

pdf W ~dobe Acrobat Reader DC
Adobe Acrobat Document =

pdfxml + Choose a default
Adobe Acrobat PDFXML Document

.pds + Choose a default

PDS File

.pdx B Adobe Acrobat Reader DC
Acrobat Catalog Index -

Step  Action

10 Verify that Adobe Acrobat Reader DC displays next to the file type .pdf.

11 Exit the module.

12 Proceed to the section H3: Accessing the Print Manager From the Workstation.
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H3: Accessing the Print Manager From the Workstation

Step Action

1 Log into PCGenesis from a user workstation.

2 Generate a PCGenesis report.
Note: Itis preferable to generate a short report so that paper is not wasted.

3 After creating a PCGenesis report, return to a menu.

The following screen displays:

Business Applications MASTER

Haster Henu

1 | -- Financial Accounting & Reporting System

_2 | -- Payroll System
-- Personnel System
-- Certified/Classified Personnel Information System
-- Budget System

_30 | -- System Utilities

14.02 .80

Step  Action

4 Select =] (Uqueue) to enter the VerraDyne Print Manager.
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The following screen displays:

. Settings  (Z'Refresh  [ZFile I ArchiveFiles T Bxit i About 115  Queued Files DOCHALA

File: Name Size | User Device Copies| Disp Status | Date
KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTVO10 | 1138 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
K:AUCTPRINT\FARPMTH\MRPTEQ30 | 67010 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
K:\UCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA o1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTEOTD |639... |DOCHALA o1 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO30 |66253 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO20 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO10 |232... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:58)
K:A\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:55)
KA\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:47) | Print Completed Success]
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:37)
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:36)
K:AUCTPRINT\#DODPRT\PSCNODD3 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:34)
K:A\UCTPRINT\#DODPRT\PRNTO002 DOCHALA o1 REQUEUE HOLD | 06/01/18(13:33)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA o1 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTED30 DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)
KAUCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA 001 REQUEUE HOLD | 06/01/18(13:29)

o
i

g|8 88 888888888888 E8E8E88EE8EEE]Y

The items in the print queue will be system specific.
Step  Action
5 To Refresh the Print Queue:

To refresh the print queue, click on the (Refresh) field and select the
(Refresh queue) option.

ICREERN EFile S

Auto Refresh
Reset Layout

ETE TR

Refresh Queue: When selected, print queue will be redisplayed and refreshed.
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Step Action

6 Sorting Columns:

You can sort columns in the VerraDyne Print Manager by clicking on the column heading.
When a sort is selected, the VerraDyne Print Manager will display the column heading in an
orange color. For example, in the screen shown above, the print files are shown in order by

| Date

date : l(Creation Date).

The Sort option is saved by user id when - Bt (Exit) is selected on the menu bar.

If you wish to reset the column sort, click * 2ttings. (Settings) on menu bar, and select the

EEasal (Clear Sort) option, as shown below.

e
Set Filter
Clear Filter

The following screen displays:

1 . Settings (Refresh [lFile & ArchiveFiles I Exit & About 143 Queued Files DOCHALA
File Name Size | User Device Class | Copies| Disp Form Status | Date | Informti Output
[ KAUCTPRINT\#DODPRT\PSCNODD4 | 966 | DOCHALA 001 A REQUEUE | 000 HOLD | 06/04/18(05:18)
[ KAUCTPRINT\#DODPRT\PSCNODOS | 2027 | DOCHALA 001 L REQUEUE | 000 HOLD | 06/04/18(03:18)
| KA\UCTPRINT\#DODPRT\PSCNDDD4 | 1826 | DOCHALA om A N REQUEUE 00D HOL m—
KAUCTPRINT\#DODPRT\PSCNODD4 | 2430 |DOCHALA 001 A REQUEUE | 000 HO
[ K\UCTPRINT\#DODPRT\PSCNOO3 A N REQUEUE | 000
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Step Action

7 To Spool a print file:
STATUS: This field displays the status of the print file.
Valid values are:

HOLD - Document is on hold and will not be printed or emailed until it is released. To
release the document, right click on the Status field for the print file and select the
| sPooL |

(Spool) option.

Status Date | Irfi
HOLD 06/04/18(09:18)
HOLD 06./04/18(09:18)

MHOL B How F

SPOOL e—
HO

T " ’ T

SPOOL - Document is spooled for processing and will process as soon as a device is
available. An entry can be placed on HOLD by right clicking on status field.

8 Verify that the PCGenesis report was spooled to the printer.

The following screen displays:

| . Settings (*Refresh [ZIFile 5 Archive Files [ Exit i About 143 Queued Files

File Name Size | User Device Class | Copies| Disp Form Status Date * | Information Output
KAUCTPRINT'HDODPRTWPSCNOOOD4 |366 | DOCHALA om A 1 REQUEUE 000 HOLD 06/04/18(09:18) P
KAUCTPRINT\ZDODPRTWPSCNODD4 | 2027 | DOCHALA 001 A 1 REQUELE 000 HOLD 06/04/18(09:18) P
KAUCTPRINT\HDODPRTWPSCNDOD4 | 1826  DOCHALA 001 A 1 REQUEU EP 06./04,/18(09:18) P
KAUCTPRINT'HDODPRTVWPSCNOOOD4 | 2430 | DOCHALA om A 1 REQUEUE HOLD 06/04/18(09:18) Print Completed Succe... |P
KAUCTPRINT'HDODPRTWPSCNOOO3 | 2600 | DOCHALA om A 1 REQUEL HOLD 06/04/18(09:18) P
KAUCTPRINT\H#DODPRTWPRNTOO03 A 1 REQUEL!_ .,SE(;RATCH HOLD 06/04/18(08:59) P
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Ste

Action

To change the Disposition of a print file:

The disposition of a print file can be changed by right clicking on the disposition (Disp)
field for the print file and selecting the desired option.

Disposition, valid values are:

SCRATCH - After printing or emailing, the document entry will be removed from the print
queue and the file on the disk will be scratched.

KEEP - After printing or emailing, the document entry will be removed from the print
queue. The document on the disk will not be scratched.

REQUEUE - After printing or emailing, the document entry will remain in the print queue
in HOLD status and the file on the disk will be not be scratched. The entry status will be set
back to HOLD after printing or emailing.

Disp Form
REQUEUE | 00D
REQUEUE | 00D

m KEEP

REQUEL
. REQUEUE

REQUEL
SCRATCH

REALIFL

The following screen displays:

| . Settings (Refresh [1File I ArchiveFiles [ Bt  igh About 142 Queued Fies DOCHALA
| Size | User | Device | Ciass | Copies| Disp | Form | Status | Date | Information | Output

File: Name:

KAUCTPRINT\#DODPRT\PSCNODMA 2007 | norwial o 1 REQUEUE 06/04/18(09:18) P
KAUCTPRINT\#DODPRT\PSCNO] 001 L REQUEUE | 000 HOLD | 06/04/12(09:18) P
K:\UCTPF{INT\ﬁDODF‘F{T\PSCNDDI Remoe 001 A 1 REQUELE | 000 HOLD  |D6/04/13(09:1%) | Print Completed Succe... |P
KAUCTPRINT\#DODPRT\PSCNDO| e o0 L REQUEUE | 000 HOLD | 06/04/18(09:18) P
KAUCTPRINTW#DODPRT\PRNTOY E"‘ai_' o0 L REQUEUE | 000 HOLD | 06/04/18(08:59) P
K:\UCTPRWTWDODPRT\PHNT% o0 a1 REQUEUE | 000 HOLD | 06/04/18(08:59) | Print Completed Succe... |P
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10 File options:

The file options can be selected by right clicking on the file name (File Name) field for the
print file and selecting the desired option.

Valid options are:

DELETE - You can delete a print file from the queue by right clicking on the filename and
selecting Delete. If you select Delete, the entry will be removed from the queue and the file
is deleted from the disk.

REMOVE - You can remove a print file from the queue by right clicking on the filename
and selecting Remove. If you select Remove, the entry will be removed from the queue, and
the file is not deleted from the disk.

DETAIL INFO - You can view a detail log of the print file by right clicking on the
filename and selecting Detail Info. By selecting the Detail Info option, you can view the
detailed log regarding the selected file.

EMALIL - You can email a print file from the queue by right clicking on the filename and
selecting Email. You can email the document(s) directly from queue or Archive Folders by
selecting the Email option. The sender’s email address is automatically defaulted to the
user’s email address defined in User maintenance. The print file will be emailed in PDF
format. You can enter the email address of recipient or select from the list of groups
previously defined. If no subject or message is entered, the program will default to standard
subject and message defined in the control file. If the Requeue option is checked, the
program will requeue the document after emailing. If Email Password is checked, the
program will send a separate email with the password to all recipients.

ARCHIVE - You can archive a print file from the queue by right clicking on the filename
and selecting Archive. You can modify the filename for the archive, retention days and
retention version. Also, you can select to remove the file from print queue after archiving.

If multiple files are selected for archiving, program will display Multiple Files Selected. To
select multiple files to archive from the print queue, select the files you wish to archive,
right click, and select Archive. The maximum number of files which can be selected for

archiving is 100.
i KAUCTPRINTWHDODPRT\PSCNODRA__ 2027 _ Dnchisl &

] KAUCTPRINT\#DODPRT\PSCNOG Doiete
IK\UCTPRINTDODPRT\PSCNOY| " =™o¥E
{K\UCTPRINT\DODPRT\PSCND| D=t Infe
TK\UCTPRINTWDODPRT\PRNTO] ==

! \ ) Archive
[KAUCTPRINT\#DODPRT\PRNTO

11 Displaying the Print File:

You can display the PCGenesis reports in the print queue by double clicking on the
filename. The VerraDyne Print Manager will display the file in pdf format as shown below.
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The following screen displays:

File Edit View Window Help

Home Tools PRNTO003@@180...
B édBEXRQA DO k O® =z« - m BB T © &

1 : B ¥ 4
RELORT DATE 06,/04/18 DEDUCTION CODE LISTING AGE 1

EMPLR FROC TYPES  EMPIR

DESCRIPTION VENDOR FUND DRGM IND SDHABKYQP  EMT/BCT

FRINGE . 000000 000 0000 00000

EMELOYEE AWNUITY 00. 000000 133 93930 00000

EMPLOYEE 2ND ANNUITY : 000000 133 9380 00000

FED W/E TRX i 004727 133 9330 00000

GA IRCOME TARX - 000009 199 93480 Q00000

NONCERTIFIED MERIT . 004863 199 00000

CERTIFIED MERIT . 000002 159 00000

VENDOR 002488 - 00z488 20000

VENDOR 000339 . 000895 00000

I-VNDR 000005 . I 000005 00000

I-VNDE 000006 : 000006 00000

I-VNDE 004603 : 004603 00000

VENDOR 004373 - 004373 Q0000

VENDOR. 000012 . 000012 00000

VENDOR. 000016 . 000016 00000

COURT W/E G 000000 00000

COURT W/E G 000000 00000

COURT W/H k= Q000000 00000

COURT W/E G 000000 00000

VENDOE. 000005 000005 00000

CUNION 001001 C 001001 20000

VENDOR 003960 . 003360 00000

VENDOR 003702 . 2 003702 00000

COURT W/E 2 G 000000 00000

I-VNDR 003702 I 003702 00000

CCURT W/H f=} Q000000 Q0000

COURT W/E G 000000 00000

COURT W/E G 000000 00000

> VENDOR. 000110 o e 00000

COURT W/H B 000000
VENDOR 004085 - 004085
VENDOR 001975 . 001975
VENDOR 004834 . 0048594
VENDOR 005347 - Q05347
COURT W/H 000000
COURT W/H 000000
COURT W/H 000000
VENDOR 003909 003909
COURT W/H Q00000
BOAZRD MEMBER MERIT 005673
COURT W/H 000000
I-VNDR 005945 Q05345
005945 005945
005945 005945
005946 005946
005947 005947
Q05948 - Q05348
005949 . 005949
005949 . 005949
005949 . 005949

00000
00000

GG 616160

0
0
0
0
1]
0
0
1]
0
0
0
0
1]
0
0
0
0
1]
0
0
Q
0
0
0
0
1]
0
0
0
0
1]
0
0
Q
0
0
0
0
1]
0
0
o
0
0
0
0
Q
0
0
0

T T T T ) T T T T T O T T T T T T O T D T T T O S O S

PCGenesis Report Displayed in PDF Format

tep Actio

12 Exit the PCGenesis application.

13 Verify the PCGVQUE shortcut on the desktop:
Access the VerraDyne Print Manager from the desktop icon.

From the user’s workstation double-click the PCGVQUE icon:
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The following screen displays:

Step Action

14 The PCGenesis user should enter their PCGenesis credentials. Enter the PCGenesis User 1d
and Password.

15 Select III (OK).
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The following screen displays:

. Settings  (Z'Refresh  [ZFile I ArchiveFiles T Bxit i About 115  Queued Files DOCHALA
File: Name Size | User Device Copies| Disp Status | Date

KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 1 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 1 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTVO10 | 1138 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE 06/01/18(13:58)
K:AUCTPRINT\FARPMTH\MRPTEQ30 | 67010 | DOCHALA 001 REQUEUE 05/01/18(13:58)
K:\UCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA o1 REQUEUE 05/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTEOTD |639... |DOCHALA o1 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO30 |66253 | DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO20 DOCHALA 001 REQUEUE 06/01/18(13:58)
KAUCTPRINT\FARPMTH\MRPTBO10 |232... |DOCHALA 001 REQUEUE 06/01/18(13:58)
K:A\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE 06/01/18(13:55)
KA\UCTPRINT\#DODPRT\PRNTO003 DOCHALA 001 REQUEUE 06/01/18(1347) | Print Completed Successf
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE 06/01/18(13:37)
KAUCTPRINT\#DODPRT\PSCNOOO3 DOCHALA 001 REQUEUE 06/01/18(13:36)
K:AUCTPRINT\#DODPRT\PSCNODD3 DOCHALA 001 REQUEUE 05/01/18(13:34)
K:A\UCTPRINT\#DODPRT\PRNTO002 DOCHALA o1 REQUEUE 05/01/18(13:33)
KAUCTPRINT\FARPMTH\MRPTRO20 | 43450 | DOCHALA o1 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTRO10 | 70174 | DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTMO10 | 239... |DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTJ020 |3662 |DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTJOT0 | 761... |DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTED30 DOCHALA 001 REQUEUE 06/01/18(13:25)
KAUCTPRINT\FARPMTH\MRPTEO20 |207... |DOCHALA 001 REQUEUE 06/01/18(13:25)

o
i

g|8 88 888888888888 E8E8E88EE8EEE]Y

The items in the print queue will be system specific.

Step  Action

16 Repeat Steps 5 — 11 to ensure access to the VerraDyne Print Manager from the desktop icon.
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Procedure I: VerraDyne Spool and Print Directories

The VerraDyne Print Queue manages PCGenesis report files differently than in the past. Before, all
PCGenesis reports were stored in the K\SECONDWnnnPRT directories. Now, the VerraDyne Print
Queue monitors two sets of print directories: The Spool Directory and the Print Directory.

¢ The Spool Directory is where PCGenesis creates the reports:
+  K\SECONDWDODPRT

¢ The Print Directory is the directory where the Print Manager stores the reports in the print queue:
» For example, the Print Directory may be KAUCTPRINT\#DODPRT

» The VerraDyne Print Queue Service will MOVE the PCG reports from the Spool Directory
located in K:\SECOND to the Print Directory located in KN\UCTPRINT

« If there is an existing print file with the same name as a new print file, the VerraDyne Print
Queue Service will rename the file and append a date/time stamp

Mew Volume (K:) » JUCTPRINT) » #DODPRT

Mame Date medified Type Size

|| PRNTO000@@171025_0940025 10/25/2017 3:40 AM  File IEKB
|| PRNTO00D@@170830_1503056 8/30/2017 3:03PM  File 6 KB
|| PRNTO000@@170830_143301 8/30/2017 921 AM  File 14 KB
|| XFERDODO@@170825_1435011 8/25/2017 235PM  File 2KB

| XFER000O 2Q3/2017207PM  File 2KB
|| PRNT0000@@170825_0912036 Al File 2 KE

|| PRNT0000@@170825_0905036 Print Directory:

L] PRNTO00D

T PRNTO003@@170824.1142010,PDF * Notice the print files will reside in UCTPRINT
L PRNTO00S@@170824_1142010 + Notice the file name may be changed and the
__| PRNTOD03@@170824_1137006 date/time stamp may be appended to the

|| PRNT0003@@170824_0946019 name

|| PRNTO003 — e

|| PRNTO002 8/24/2017%:28 AM  File 14 KB

IMPORTANT NOTE: Before, users would sometimes store personal spreadsheets, etc in their print
spool directory in K:\SECONDWxxXPRT. (xxx is the three character PCGenesis user ID.) This causes
problems with the VerraDyne Print Spooler. Therefore, advise all PCGenesis users to not save any
miscellaneous files to the K\SECONDWxxxPRT directories. The print spool directories are used by
the system to temporarily contain PCGenesis reports created by the system and should be used for no
other purpose.
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Procedure J: Clean Up K\SECONDWxxxPRT

Step

1

" Action |

Verify all users are logged out of PCGenesis.

2

Open Windows® Explorer.

Navigate to the K\SECOND directory.

Remove miscellaneous files in the KASECONDMWxxxXPRT directories that are not actually
PCGenesis reports. (xxx is the three-character PCGenesis user ID.)

Before, users would sometimes store personal spreadsheets, etc in their print spool directory
in KASECONDWxxxPRT. This causes problems with the VerraDyne Print

Spooler. Therefore, remove ALL #xxxPRT directories that are currently present in
KA\SECOND. Copy these directories somewhere outside of K:\\SECOND so that they do not
interfere with the VerraDyne Print Spooler. As users create new PCGenesis reports, the
#xxxPRT directories will be recreated automatically with only valid PCG reports, and then
the VerraDyne Print Spooler will run smoothly.

Advise all PCGenesis users to not save any miscellaneous files to the K\SECONDWxxxPRT
directories.

Georgia Department of Education
January 7, 2019 e 11:33 AM e Page 46 of 55
All Rights Reserved.



PCGenesis Technical System Operations Guide

Procedure K: Clean Up VerraDyne Print Queue
Entries

1 2

PCGVADMIN

User Id:

Password: |

Step  Action

2 Enter the Windows User ID of the technology specialist who installed the software.

If the Windows User ID of the technology specialist who installed the software is the same
as a PCGenesis User ID, enter the PCGenesis password that matches the user Id, otherwise

do not enter a Password.

3 Select III (OK).
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The following screen displays:

SR Setup g PrintQueue T Archive Files  Auditlogs [ Exit il About DIANE.OCHALA
. Settings {'Refresh  [E1Path  Z ArchiveFiles [ Bxit b About 29 Queued Files DIANE.OCHALA

File Name Size | User Device Class | Copies| Disp Form Date | Status
MANLOOOD 2324 | DOCHALA 001 A 1 SCRATCH | 000 09/21/18(08:17)  |HOLD
ANNUDDDD 863 | DOCHALA 001 A 1 SCRATCH | 000 09/21/18(08:07) |HOLD
REQG 16791 | DOE 001 A 1 SCRATCH | 000 09/21/18(01:02)  |HOLD
PURCOO000 854 | DOCHALA 001 A 1 SCRATCH | 000 09/20/18(16:05) | HOLD
PAYR 185 | DOE 001 A 1 REQUEUE |000 09/20/18(16:03)  [HOLD
PRNTOO000 2630 | DOCHALA 001 A 1 SCRATCH | 000 09/20/18(14:55) | HOLD
ANNUDDDD 863 | DOCHALA 001 A 1 SCRATCH | 000 09/20/18(10:10) | HOLD
PRNTOO000 31976 | DOCHALA 001 A 1 SCRATCH | 000 09/20/18(08:53) |HOLD
PRNTOO000 2630 | DOCHALA 001 A 1 SCRATCH | 000 09/20/18(08:51)  |HOLD
PRNTOO000 12989 | DOCHALA 001 A 1 SCRATCH | 000 09/20/18(08:48) | HOLD
REQG 16748 | DOE 001 A 1 SCRATCH | 000 09/20/18(01:02) |HOLD
PRNTOO000 2143 | DOCHALA 001 A 1 SCRATCH | 000 09/19/1812:32)  |HOLD
ANNUDDDD 863 | DOCHALA 001 A 1 SCRATCH | 000 09/19/18012:20) | HOLD
REQG 16797 | DOE 001 A 1 SCRATCH | 000 09/19/18(01:03)  |HOLD
REQG 16793 | DOE 001 A 1 SCRATCH | 000 09/18/18(01:02) |HOLD
REQG 16791 | DOE 001 A 1 SCRATCH | 000 09/17/18(01:04)  |HOLD
REQG 16791 | DOE 001 A 1 SCRATCH | 000 09/16/18(01:08)  |HOLD
REQG 16795 | DOE 001 A 1 SCRATCH | 000 09/15/18(01:08) |HOLD

Step  Action

4 Review the contents of the print queue.

5 If very old PCGenesis reports exist on the print queue, ask the individual users to delete old
reports that are no longer needed.

6 The REORG reports, highlighted above, are generated every day after the PCGenesis
Reorganization Process is run in the middle of the night. If these reports are accumulating,
they can be deleted.

Highlight the old REORG reports as shown below. Multiple reports can be highlighted at
the same time.
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. Settings (Refresh [CIFile ) ArchiveFiles ) Bxit i About 23 Queued Files DOCHALA
File Name Size | User Device Class | Copies Disp Form Date | Status
KAUCTPRINT\HDODPRT\MANLOOOD | 2324 | DOCHALA 001 AN SCRATCH | 000 09/21/18(08:17) |HOLD
KAUCTPRINT\#DODPRT\ANNUDDDD | 869 | DOCHALA 001 AN SCRATCH |000 09/21/18(08:07) |HOLD
KAUCTPRINT\#SPLPRT\REOG 16791 | DOE 001 AN SCRATCH |000 09/21/18(01:02) |HOLD
KAUCTPRINT\HDODPRT\PURCOO00 |854 | DOCHALA 001 AN SCRATCH |000 09/20/18(16:05) | HOLD
KAUCTPRINT\#SPLPRT\PAYR 185 |DOE 001 AN REQUEUE | 000 09/20/18(16:03) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 8690 |DOCHALA 001 AN SCRATCH |000 09/20/18(14:55) | HOLD
KAUCTPRINT\#DODPRT\ANNUDDDD | 869 | DOCHALA 001 AN SCRATCH |000 09/20/18(10:10) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 31976 | DOCHALA 001 AN SCRATCH |000 09/20/18(08:53) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 8690 |DOCHALA 001 AN SCRATCH |000 09/20/18(08:51) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 13989 | DOCHALA 001 AN SCRATCH |000 09/20/18(08:48) | HOLD
KAUCTPRINT\#SPLPRT\REOG 16748 | DOE 001 AN SCRATCH |000 09/20/18(01:02) |HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 2143 | DOCHALA 001 AN SCRATCH |000 09/19/18(12:32) |HOLD
KAUCTPRINT\#DODPRT\ANNUDDDD | 869 | DOCHALA 001 AN SCRATCH |000 09/19/18(12:20) |HOLD
\UCTPRINT\#SPLPRT\REOG 16702, D0 001 AN SCRATCH |000 09/19/18(01:03) | HOLD
CTPRINT\#SPLPRT\REOG Delete 001 AN SCRATCH |000 09/18/18(01:02) | HOLD
CTPRINT\#SPLPRT\REOG Remove 001 AN SCRATCH |000 09/17/18(01:04) | HOLD
CTPRINT\#SPLPRT\REOG DEta.” Info 001 AN SCRATCH |000 09/16/18(01:08) | HOLD
AUCTPRINT\#SPLPRT\REQK Ema'.' 001 AN SCRATCH |000 09/15/18(01:06) | HOLD
KAUCTPRINT\#DODPRT\PRNTOOC Archive 001 A 1 SCRATCH | DOD 09/14/18(1515) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 |344.. | DOCHALA 001 AN SCRATCH |000 09/14/18(15:04) | HOLD
KAUCTPRINT\#SPLPRT\REOG 16791 | DOE 001 AN SCRATCH |000 09/14/18(01:03) | HOLD
KAUCTPRINT\#DODPRT\PRNTO000 | 37925 | DOCHALA 001 AN SCRATCH |000 09/13/18(09:35) | HOLD
KAUCTPRINT\#DOEPRT\BANKOOO1 | 2076 |DOE 001 AN SCRATCH |000 08/21/18(11:30) | HOLD
KAUCTPRINT\FARPMTH\MRPTVD10 | 1138 | DOCHALA 001 AN REQUEUE | 000 08/13/18(12:05) |HOLD
KAUCTPRINT\FARPMTH\MRPTVD10 | 1138 | DOCHALA 001 AN REQUEUE | 000 08/13/18(11:54) |HOLD

Step  Action

7 Once the report(s) are highlighted, right-click on the first filename and select the Delete
option.

The following screen will be displayed:

Are you sure?
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Step Action

8 Select ‘Yes’ to delete the report(s).
9 Tell your PCGenesis users to keep the VerraDyne Print Queue cleaned up so that extremely
old reports are not kept on the queue.
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Procedure L: Configuring HP Printers in Microsoft
Windows

PCGenesis experiences problems printing to HP printers that are configured with the default print driver
software for the printer. If checks and direct deposits do not print on an HP printer, the problem is
typically with the print driver. If it is an HP printer, make sure that the printer is configured with an HP
Universal Printing PCL6 print driver. Follow the instructions below.

Ste Action

1 If an HP printer has been configured with the default print driver for the printer, a screen
similar to the one shown below will be displayed.

The following screen displays:

X
=0 Add Printer
You've successfully added 8800-HPLJM608 on printserver
Printer name: 8800-HPLJMB08 on printserver
This printer has been installed with thElHP LaserJet M607 M608 M609 PCL 6 driver.l
| Next | | Cancel |
Step Action |
2 HP printers must be configured using the “HP Universal Printing PCL6” driver.
3 From the Windows Control Panel, select V/ew devices and printers (\/jeyy devices and printers).
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The following screen displays:
The results on this screen will be system specific.

52 Devices and Printers - [} X
&« ~ “ F» > Control Panel > Hardware and Sound > Devices and Printers > v Q| | Search Devices and Printers L
Add a device Add a printer See what's printing Print server properties Remove device = - o

~
~ Devices (5)

\,!\,

Acer V246HYL DOE-DOCHALA- LEN LT2452pwC Lenovo Optical USB NetVista Full
W10 Mouse Width Keyboard

~ Printers (10)

S5 Ik b _F_F _

2276-HPLJ4300D  2278-HPLJ4300D = 8800-HPLIM608  8802-HPLJM&03 Fax Generic / Text Microsoft Print to Microsoft XPS Send To
TN on printserver TN on printserver on printserver on printserver Only Softdocs PDF Document Writer OneNote 2016
v
| = 8800-HPLIM608 on printserver State: ... Network Connected Category: Printer
) Manufacturer: HP Status: O document(s) in queue

Model: HP LaserJet M607 M60...

?‘ _'___-—-"' [
8800-HPL o
on prints pen
Open in new window
rintserver See what's printing

! Set as default printer

Printing preferences

Printer properties

Create shortcut

G Remove device

Troubleshoot

Properties
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Select Printerproperties printer properties).

The following screen displays:

" Action

6 Select the -

@ 8800-HPLIM6G08 on printserver Properties

:GEHEFE| Sharing Ports ColorManagement Security Device Settings About

3 | 8800-HPLIM60S

Location: | 19th Floor ‘
Comment:
Model: HP LaserJet M607 M608 M609 PCL 6

Features

Color: No Paper available:

Double-sided: Yes Letter

Staple: Yes

Speed: 54 ppm

Maximum resolution: 1200 dpi

Preferences... H Print Test Page

oK | ‘ Cancel Apply

(Advanced) tab.
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The following screen displays:

@ 8800-HPLIM608 on printserver Properties X
General Sharing Ports :Advancad Color Management Security Device Settings About

Always available

Available from |12100 AM = ‘ To |12:00 AM
Priority: 1 ﬂ
Crriver: HP LaserJet M607 M608 M609 PCL6 ~ | New Driver...

Spoaol print documents so program finishes printing faster
Start printing after last page is spooled

Start printing immediately

Print directly to the printer

Hold mismatched documents
Print spooled documents first
Keep printed documents

Enable advanced printing features

Printing Defaults... Print Processor... Separator Page...

[k ][ cance || A

Step  Action
! Select the l jloe Dt ] (New Driver...) button.

8 Select the “HP Universal Printing PCL6” driver from the list of drivers.
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The following screen displays:

@ 8802-HPLIJM608 on printserver Properties X

| ColorManagement Security Device Setiings About

Always available

Available from  [12:00 AM = 10 12:00 AM =
Priority: 1 Z|

Drriver: HP Universal Printing PCL & (v6.4.1) ~ | WNew Driver...

Spoal print documents so program finishes printing faster
Start printing after last page is spooled
Start printing immediately

Print directly to the printer

Hold mismatched documents
Print spooled documents first
Keep printed documents

Enable advanced printing features

Printing Defaults... Print Processar... Separator Page...
| OK | | Cancel | Apply
Step  Action
9 Verify that “HP Universal Printing PCL6” displays as the driver for the printer.

10 Select (OK) to exit the module.
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