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Good morning & welcome to the PCGenesis Current Status & Future Plans Session.
Angela & | thank you for coming today. Please feel free to make comments or ask
guestions during the presentation. When we get to the future plans portion, we need
your input to help us focus on your needs. So all of you, please join in the discussion



Agenda
Best Business Practices
Financial Tools
Financial Reports Include/Exclude Range

Export/Import Budget/Revenue for the
New Fiscal Year o

Import Purchase Orders
Import Claims
Other Imports

2013 saw many new features and functions added to PCGenesis.



Best Business Practices Checklist

cal System Operations Guide

Release Information

w Section J: Financial Reporting and Closing
= Topic 1: AnnuaVFiscal Year-End Report Processing

On the PCGenesis . To Facal Vear-End
documentation website —
Best Business Practices
Checklist

Let’s start by talking about Best Business Practices. We have added a Best Business
Practices checklist to the PCGenesis documentation website, as you can see on the
menu. The checklist has been added to the Financial Guide as well as to the Payroll

Checklists.



Best Business Practices Checklist

Best Business Practices Checklist

DAILY

Verify the nightly backup processed.

Check for errors and skipped files.
Label and store the backup of K:ISECOND!*.* to CD. DVD. or USB with logs.
Insert another backup CD. DVD. or USB for the next scheduled backup.

& w o] -
-1

Best Business practices start out by recapping the backup requirements for PCGenesis.
Everyone should have both a backup task and a reorganization task scheduled every
single night.



PCGenesis File Reorganization

n =»Technology Services - Technology Services -»PCGenesis - Technical System Operations Guide

PCGenesis

Financial Accounting and
Reporting System Operations
Guide

Payroll System Operations
Guide

Personnel System Operations
Guide

Certified/Classified Personnel
Information (CPI) System
Operations Guide

Budget System Operations
Guide

LUAS Manual

Technical System Operations

Guide

Release Information

Technical System Operations Guide

User Interface Procedures

a Set Site Color

= System Message Administration

= Creating the Microsoft PCGenesis QWord Macro for Report
Printing - Microsoft WORD Version 2010

= Creating the Microsoft PCGenesis QWord Macro for Report
Printing - Microsoft WORD Version 2007

PCGenesis Technical Checklists

= Topic 1: New Server Installation Checklist

= Topic 2: PCGenesis Backup / Reorganization / Restore
Checklist

= Topic 3: New Workstation Installation Checklist

* The Backup and Reorg Checklist is available on the PCGenesis documentation
website under the Technical Systems Operations Guide.




Best Business Practices Checklist

* The PCGREORG task checks to make sure that
the GL is in balance every night.

REORGANIZATION GUIDELINES

7 | step Action

1 Create scheduled task for K:\BACKUP\PCGREORG.BAT (Required)

¢ Schedule nightly after backup to finish prior to 6:00am. Allow up to 60 minutes
processing time.

¢ Requires ROBOCOPY which should be included with Windows Sever 2008 R2
64bit
- Verify available in C:\WINDOWS\SYSTEM32\ROBOCOPY.EXE

- If missing. run K:\DOWNLOAD) 2003 RESOURCE KIT\rktools.exe to install
ROBOCOPY

¢ The REORG process will also create a Reorg Recap report in
K:\SECOND\#SPLPRT\REOGnnnn

It is especially important to schedule the reorganization task to run every night on your
PCGenesis server. The Reorg Checklist contains detailed information about how to set
up this task. This task is especially important because it also runs the process which
checks for an “out of balance” condition in your GL every night. This is an early warning
system for identifying problems in the GL.



Best Business Practlces Checklist

B PCGDist=0000 Rel=14.03.00 10/27/2014 C:\DEVSYS C:\SECOND L - G'_]
LOGONCLR

PCGenesis System

Please supply a user-id and password to logon

User ID :

Password :

GL Out of Balance: 4,568,524.24
Report Date: 10/27/2014

If the reorganization is older
than 3 days, CALL THE HELP
DESK immediately!

Last Reorg Older Than 3 Days

Last Reorg on: 16/22/2014
Enter=continue, F15=Set User Color, F31=Change Password, F16=Exit

| | || [ I T Y I T 12.03.00
w® | [ | | [ [ [ [ T I8

When you logon in the morning, check the lower right hand corner for the Last Reorg
Date. If that date is older than 3 days, CALL THE HELP DESK immediately! Get this fixed
— it will make your life a lot better. Running the Reorg task will also create a convenient
nightly backup on your K drive called SECONDX. Many times, the Help Desk will use
SECONDX as a convenient point to restore data when a problem occurs. If the GL is out
of balance, the yellow message will be displayed. Call the Help Desk when this
happens.



Best Business Practlces Checklist

x|

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND

CTRLPROG
*%xxx SYSTEM CONTROL INFORMATION xxxxx

State Assigned System #: 8991
State Assigned Charter #:
Name: SMITH CITY BOARD OF EDUCATION
Address: 102 MAIN STREET
City/sState: SHITH, GA
2ip Code: 33333

E-Verify No.: Authorization Date:
Withholding Fund: 199 PAYROLL CLEAR
Non-Specific XFER Uendor: 1 UENDOR 0000801

Gross Payroll Uendor: 5581 UENDOR 005581
Summer Salary Uendor: 4139 UENDOR 004139
Non-Specific Source: 1 SOURCE 000001
Food Service Fund/Fisc: 600 0 Fund 600 UNSPECIFIED
System standard PO: Y (Y or N)
Highest Allowable Transaction Date: 66 30 15 (MM DD YY) (Required)

*%% INFORMATION ONLY *xx

Report Date Update Entry Date & Time Last Yr. Closed Last Mo/Yr Closed

131 14 N 512 14 11:18
Site Color On: Y GREEN Last PO Xfer Last PO Xfer Date
User Color On: Y WHITE 13 09 30 13
GL Out of Balance: 4,568,524.24 Report Date: 108/27/2014
Last Reorg on: 108/22/2014
F9=Switch to Update Mode, F16=Exit 14.01.00

The System Control screen also will display a message if the GL is out of balance. The
System Control screen also displays the Last Reorg Date on this screen. Again, if this
date is older than 3 days, call the help desk.



Best Business Practices Checklist

MONTHLY
v Step | Action

1 Reconcile cash.

2 Check and balance Fund 199 (Payroll Withholding Fund).

3 Set up the necessary receivables.

4 Run month-end reports and verify each fund on the General Ledger (G/L) is in balance.
Check the fund balancing totals.

5 Verify the General Ledger’s Cash on Hand (102) equals zero for each fund.

6 Verify the monthly Expenditure and Revenue Detail or Summary Report totals equal
the G/L’s 302 and 602 control accounts by fund.

7 Run the Open Accounts Payable Report by fund and balance it with the G/L’s payables
accounts (421. 422, etc.) by fund.

8 Run the Open Accounts Receivable Report by fund and balance it with the G/L’s
receivable accounts (141, 153, etc) by fund.

Let’s go over the Best Business Practices checklist and see if this might help you with your
month-end close. When your GL balance accounts don’t match the various other monthly
reports, more than likely, a partial posting has occurred and you will probably need to call
the help desk.

10 000101 CASH IN BANK

10 000102 CASH ON HAND

10 000141 INTERGOVTA/R

10 000142 FEDERALAR

10 000153 OTHER ACCT/REC

10 000302 REVENUES

10 000421 ACCTS PAYABLE

10 000422 A/P ACCRUED SAL

10 000602 EXPENDITURES

10 000603 ENCUMBRANCES

10 000753 RES FOR ENCUMB



Best Business Practices Checklist

MONTHLY

v Step | Action

9 Run the Open Purchase Order Report by account number sequence and balance to the
G/L’s encumbrance accounts (603. 753. etc) by fund.

10 | Rerun monthly reports. if necessary. and perform the month-end close-out. No more
than two months should be open at one time.

11 | Run a listing of all receipts and a listing of all checks. Keep with monthly reports.

12 Print the DE046 Conversion Report. make the necessary additions / deletions
modifications.

13 Transmit the DE046 Financial Report. Check for errors. make corrections. and
retransmit if necessary.

14 | Check the DE420 for errors and make the necessary corrections to the records.

Let’s go over the Best Business Practices checklist and see if this might help you with
your month-end close. When your GL balance accounts don’t match the various
other monthly reports, more than likely, a partial posting has occurred and you will
probably need to call the help desk. Also, Best Business Practices means that no
more than two months should be open at one time!

10 000101 CASH IN BANK

10 000102 CASH ON HAND

10 000141 INTERGOVTA/R

10 000142 FEDERALAR

10 000153 OTHER ACCT/REC

10 000302 REVENUES

10 000421 ACCTS PAYABLE

10 000422 A/P ACCRUED SAL

10 000602 EXPENDITURES

10 000603 ENCUMBRANCES

10 000753 RES FOR ENCUMB

11



Best Business Practices Checklist

* |t is important to note, if a JE was made to the
payable or receivable accounts it will not be
reflected in the Accounts Payable/Accounts
Receivable reports.

* Journal entries can be made, but will be
reconciling items between the reports and the
general ledger.

12



Calendar Year-End Closing Procedures
and
Fiscal Year-End Closing Procedures

h =»Technology Services = Technology Services +PCGenesis = Payroll System Operations Guide

PCGenesis Payroll System Operations Guide

Financial Accounting and
Reporting System Operations
Guide

Payroll System Operations = Payroll Processing Checklists

Guide = Direct Deposit Setup Checklist

New Pay Statement Setup Checklist

Calendar Year-End Closing Procedures Checklist
Fiscal Year-End Closing Procedures Checklist
Best Business Practices Checklist

Personnel System Operations -
Guide -

-
Certified/Classified Personnel =
Information (CPI) System

Operations Guide = Section A: Payroll Setup

The Best Business Practices checklist refers to the Calendar Year-End Closing Checklist
and the Fiscal Year-End Closing checklist. | think most districts already use these two
checklists for closing the fiscal and calendar years.



Best Business Practices

Vendor Maintenance
* Vendor Maintenance has been updated to include
information from the Federal form W-9.

* Auditors require that the W-9 data is available.

* The Vendor E-Verify Number and Authorization
Date fields are also available and are
informational only.

W-9 fields are on the Vendor Maintenance screen.

14



Best Business Practices
Vendor Mamtenance

B PCGDist=8991 Rel=14.03.00 10/29/2014 DOD 002 SV C:\DEVSYS C:\SECOND -18]%|
UENDOR
Uendor Maintenance
Number : 55 Name: UENDOR 080855 Status: A
Seq key: UENDOR 008655
Address:

City: SMITH State: GA 2Zip:

PO Output: [E-email ~

Remit to - Address:
City: State: __  2ip:
Phone: |=c=umres Contact:
FAX: 9884000055
Email: und. 9! endor . Web

Fed ID (Y/N): ¥ Fed W9: [ -Limited liability v Fed LLC Type: |p-Partnership v

SSN / Fed ID: 255487546 E-Uerify number: 554488
Authorization Date: _1/02/2014

Emp #:
1099 (Y/N): ¥
Name control: UNDS
Foreign indicator: N

One item per check: N (Y/N)

F3 to Print Screen

ENTER to Validate F18 to Delete F16 to ReEnter/Exit
k4 @ | [ | | | [ | | |edl [.&] L)
B L8 [ [ [ |

W-9 fields and E-Verify fields are on the Vendor Maintenance screen.



Best Business Practices

Claim Sequence Numbers
F1, F3, F11 — Print Vendors With Sequence
Numbers Less Than 500

Run this procedure at least once a quarter.

When a vendor has less than 500 sequence
numbers left, it is time to start a new vendor
number.

Inactivate the old vendor number.

Enter a new vendor number with that vendor’s
data.
E%

16



Best Business Practices
Claim Sequence Numbers

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 002 SY C:\DEVSYS C:\SECOND
Financial Accounting & Reporting

FKey Claim Processing
1 | -- Inquire Claim/Expenditure
2 | -- Enter Claim
3 | -- Cancel Claim
5 | -- Large Claim Entry/Import [Non-PO Only]
9 | -- Print Open Payables Report
11 | -- Print Vendors With Seq Numb Less Than 500
15 | -- Vendor Maintenance

(22 T I I I I Iy
noesalealveel [ [ [ [ [ [ [ [ [ [ |




Best Business Practices
Claim Sequence Numbers

10/25/2014 10:43 VENDORS WITH SEQUENCE NUMBERS LESS THAN 500 FARPRSO0 PAGE 1
44+ PLEASE CALL THE PCGENESIS HELP DESK ***

VENDOR SEQUENCE NUMBER OF CLAIMS
NUMBER NUMBER LEFT TO USE VENDOR NAME

000008 100 100 GA INCOME TAX

18



Best Business Practices

Claim Sequence Numbers
If a vendor number is on the report, determine if
the vendor is used in payroll.

Check the System Control Screen (F1, F13, F12).

Check the Tax / Withholding / Control Menu items
(F2, F13, F3).

Print the Deduction Records (F2, F9, F6).
Print the Annuity Records (F2, F9, F12).
Check the employee Garnishments (F2, F2, F10)

19



Best Business Practices
Claim Sequence Numbers

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 002 SY C:\DEVSYS C:\SECOND -lﬂl!_]
CTRLPROG

®*xxxx SYSTEM CONTROL INFORMATION sxxxx

State Assigned System #: 8991
State Assigned Charter #:

Name: SMITH CITY BOARD OF EDUCATION
Address: 102 MAIN STREET
City/State: SMITH, GA
2ip Code: 33333
E-Uerify No.: Authorization Date:] K
Withholding Fund: 199 PAYROLL CLEAR If the old vendor number IS.
Non-Specific XFER Uendor: 1 UENDOR 000001 referenced here, update with
Gross Payroll Uendo 5581 UENDOR 005581
Summer Salary Uendor: 4139  UENDOR 004139 the new vendor number.
Non-Specific Source: 1 SOURCE 000001
Food Service Fund/Fisc: 600 0 Fund 660 UNSPECIFIED

System standard PO: ¥ (Y or N)
Highest Allowable Transaction Date: 06 30 15 (MM DD YY) (Required)

*%% INFORMATION ONLY »xx

Report Date Update  Entry Date & Time Last Yr. Closed Last Mo/Yr Closed
3

131 14 N 5 12 14 11:18
Site Color On: Y GREEN Last PO Xfer Last PO Xfer Date
User Color On: Y WHITE 13 09 30 13

Last Reorg on: 10/28/2014

| F9 | | | | | I l 14.03.01

F9=Switch to Update Mode, F16=Exit

|
] | | o |

W-9 fields are on the Vendor Maintenance screen.



Best Business Practices
Claim Sequence Numbers

B PCGDist=8991 Rel=14.03.00 10/29/2014 PCW 002 SV C:\DEVSYS C:\SECOND

=% FICA/Medicare Tax Table ==
DASDI
Employee: Share: .0628 Max Ded: 7254.00 Max Wage: 1170008.00

Employer: Share: .0628 Max Ded: 7254.00

Medicare Health Insurance (HI)

=18 x|
PAYTAXES

Employee: Share: .8145 Additional share: .0898 Additional Wage Threshold: __200608. 00

Employer: Share: @145

Check a" Tax[Withholdf n Sort: B2 Medicare Only Deduction Sort: 862
Control Menu items for the ~ [rlever Bine: muz1 objet: 22000
old vendor number. Withholding

N Fnd F Prgm Fnct Fnd F Prgm Srce
Uendor: 805886 Blnc: 0477 Exp Acct: 199 0 9990 9000 Rev Acct: 199 @ 9990 9008

EINTER=Upﬂate. F16=Exit
.

ﬁl_L_I_I_I_I_I_I_I_I_I_I_I

14.083.00

21



Best Business Practices
Claim Sequence Numbers

REPORT DATE 10/25/14 DEDUCTION CODE LISTING PAGE 1

EMPLR PROC TYPES EMPLR EMPLR EMPLR

CODE DESCRIPTION PERCENT SORT TYPE VENDOR FUND PRGM FUNC BINC IND SDHABXYQP AMT/PCT 0BJ BINC
00 FRINGE 00. 00000 01 000000 000 0000 0000 0000 0 0.00000 00000 0000
01  ANNUITY $1 00.00000 00 A 000000 199 9990 9000 0479 (] 0.00000 00000 0000
02 ANNUITY $2 00.00000 00 A 000000 199 99950 9000 0479 0 0.00000 00000 0000
03 FED W/H TAX 00. 00000 01 002838 159 9990 9000 0471 0 0.00000 00000 0000
04 GA INCOME TAX 00.00000 0z 000005 159 9990 9000 0472 [} 0.00000 00000 0000
07 COUNTY TAXES 00.00000 05 000000 000 0000 0000 0000 ] 0.00000 00000 0000
08  STATE HEALTH CLAS N TAX  00.00000 08 I 000014 199 9990 9000 0475 0 0.00000 00000 0000
0s STATE HEALTE CERT N-TAX 00.00000 03 I 000013 199 9990 95000 0475 [} 0.00000 00000 0000
1e VENDCR 001034 00. 00000 18 001034 155 §990 95000 0479 0o 0.00000 00000 0000
135 VENDOR 000020 00.00000 19 000020 199 9990 9000 0479 0 0.00000 00000 0000
20 VENDOR 000021 00. 00000 20 000021 199 9990 5000 0479 0 0.00000 00000 0000

Check the System Deductions
for the old vendor number.

22



Best Business Practices
Claim Sequence Numbers

REPORT DATE 10/23/14 ANNUITY COMPANIES

COMPANY$¢ VENDOR TYPE COMPANY NAME
01 000022 E EQUITABLE LIFE ASSU. SOCIETY
0z 002632 E FRANKLIN TEMPLETON TRUST COMPANY
03 000018 E THE VARIABLE ANNUITY LIFE INS
04 001583 E VANGUARD FIDUCIARY TRUST COMPANY
0s 005453 G GREAT AMERICAN PLAN AIMINISTRATORS, INC.
06 004929 E HORACE MANN LIFE INSURACE CO
07 004923 G HORACE MANN LIFE INSURACE CO
og 000018 G TEE VARIABLE ANNUITY LIFE INS
03 005€4€ E GREAT AMERICAN PLAN ADMINISTRATORS

Check the System Annuity Report
for the old vendor number.

EMPLR

cooocoooo00

BPLR
AMT/PCT

0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000

X

MANDATORY

OBJECT BALANCE  ANNUITY

PAGE
EMPLR EMPLR
00000 0000
00000 0000
00000 0000
00000 0000
00000 0000
00000 0000
00000 0000
00000 0000
00000 0000

mEmmmmmaas

23



Best Business Practlces

Rel=14.03.00 10/29/2014 PCW 003 SV C:\DEVSYS C:\SECOND
Update/Display Garnishment Uendor Data

B PCG Dist=8991
Status Active

Employee: 87223 AL2N20, EF2EN
Ded Code Description Uendor Number Uendor Name
21 COURT W/H 76 UENDOR 0680876

Check the employee garnishments
for the old vendor number.

NOTE: * = Available for deletion - Garnishment(s) not in payroll.

Mode changed to display
e P ] e s e o = 1 P07 P o BN ey
P P i Per [Ded | Grs |W/H | Lv | Yed | Help | Adj | FICA | Gor

=18]x]

PAYDH3O1

13.03.00

24



Agenda
Best Business Practices
Financial Tools
Financial Reports Include/Exclude Range

Export/Import Budget/Revenue for the
New Fiscal Year S e

Import Purchase Orders oo
Import Claims
Other Imports

25



Financial Tools

Real User Comments

* Purchase Order Import — “Without this tool, we
would be drowning. We are not in a position to
add any personnel to finance, and this tool has
been a life-saver.”

* Receipt Import — “We have setup templates to
import the monthly QBE and weekly SFS receipts
(regular and electronic payments).”

PCGenesis has many, many tools which should make processing in PCG easier. Here are
some user comments. PCG offers numerous export of report data. It also has many
import options.

26



Financial Tools
Real User Comments

* Vendor Payments for any period

— “This is a wonderful tool that we use to produce
comparisons for expenses.”

— “We use this tool to assist in the completion of the
Capital Projects information for the auditors.”
* Budget Activity Summary

— “Our directors use these reports for making projects —
they love it.”

— “l know that this is not an export, but | thought that
some of the people may not know the benefit of
opening their reports in Word. Monthly reports are
saved as Word documents and are sent out to all

27



Financial Tools

* Budget Report Export Range
* Revenue Report Export Range
* GL Report Export

* Budget/Revenue Load Export Import

* Purchase Orders Export Import

* Claims Import

* Accounts Receivables Import

* Receipts Import

Over the past two years, the financial system has been enhanced so that much of the
data that prints on reports can also be directed to csv export files. The development
team continues to add these export functions wherever they are requested! PCG also
supports imports for the budget and revenue chart of accounts, purchase orders,
claims, account receivables, and receipts.



Export Financial Report for Analysis
Option to Create Report and CSV File for Use with Excel
F1, F9, F1,F8 - Balance Sheet for Any Period
F1, F9, F3, F2 - Budget Account Activity Summary
F1, F9, F3, F3 - Budget Chart of Accounts
F1, F9, F30 - CS1 with Transmission File
F1, F9, F31 - DOAA Transparency in Government Export File
F1,F9, F1,F4 - General Ledger for Any Period
F1,F9, F1,F3 - Journal Voucher for Any Period
F1, F9, F1, F2 - Receipts for Any Period
F1, F9, F3, F9 - Revenue Account Activity Summary List
F1, F9, F3, F10 - Revenue Chart of Accounts
F1,F9, F1,F5/F6 - Revenue & Expenditure for any Period
F1,F9, F1, F9 - School Nutrition Online Reporting System File (DE 106)
F1,F9, F1, F7 - Trial Balance & Audit Year-End Transmission File
F1,F9, F1, F1 - Vendor Payments for Any Period
F1,F2, F8 —F11 - List Open Purchase Orders

All of these financial functions offer csv export files.

29



Export Financial Report for Analysis

* How Will This Help ME???
— Fulfill Request for Budget Analysis

* Superintendent
* School Board

— Evaluate Budget Planning Options
— Review Spending History

— Provide Meaningful Data for ‘What If’ Analysis

These are some of the ways that financial reports and export files can provide
information for superintendents, school boards, principals, and auditors.

30



Agenda
Best Business Practices
Financial Tools
Financial Reports Include/Exclud nge
Export/Import Budget/Revenue for the "/,
New Fiscal Year . /
Import Purchase Orders
Import Claims
Other Imports
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Report Include/Exclude Range

Some Reports will also provide export option to CSV file for analysis

. PCG DIst=8991 Rel=12.03.00 09/14/2012 YLW 001 SV CADEVSYS CASECOND YELLOW. =18l x|
ACCT0300
Budget Sunmary by Account

F10 to Enable Range Options
Select a specific account nunber or

enter partial selection criteria: optional Optional Optional
Include - Range  Exclude - Range
(X% = All Years ) 13 ] - 5
(XXX = A11 Funds ) 100 E XXX - XXX
[¢] = A1l Fiscal ) X -X 3 ~ K
(XXXX = A1l Programs ) XXEK - XEXX XEXE - KKEX
(XXX = A1l Functions) EXXX - XXXX XXX - XXXX

(XXXKK = A1l Objects ) 30005 - 59999 AMOO) - 45999
(XXXX = ALl Facilities) XXX - KXXX EEEX - XEXK
x = A1l Buildings ) X -x X -x
(XXXXXX = All Additionals) - BEENEX BENXNS - XEXEXX
Optional Optional Optional
F10 to Enable Range Options

Enter Sequence to be Printed: @ (A = Account Nunber)

(P = Program)

(F = Function)

(0 = Object)

(¥ = Facility/Building)

Enter ‘X' next to account

= ¢ itens)
_ Expenditure (actual expenses)
ENTER-Continue, F10-Enable Range, F17-Print Screen, F16-Exit Fi-Select Multiple Accounts
il [ A S S o | | 12-9-00
~oa] T [ T T T T T T T T T T T 1

F1,F9,F3,F2 -Budget Account Activity
F1, F9,F3,F9 - Revenue Account Activity
F1, F9, F3, F12 - Summary of Monthly Estimated vs Actual Expenses

Many financial reports have also been enhanced to provide numerous options for

running the reports. We will take a close-up look at running the Budget Summary by
Account report.



Report Include/Echude Range

B PCGDist=8991 Rel=14.03.00 27/2014 PCW 001 SV C:\DEVSYS C:\SECOND ! =l8lx|
ACCTO308
Budget Summary by Account
F10 to Enable Range Options
Select a specific account number or
enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years ) XX - XX XX - XX
(XXX = A1l Funds ) XXX - XXX XXX - XXX
X = A1l Fiscal ) X - X - X
(XXXX = All Programs ) AXXX = XXXX = XXXX
(XXXX = All Functions) XXXX = XXXX - XXXX
(XXXXX = All Objects ) XEXXX - XX - XXXXX
(XXXX = All Facilities) XXXX - = XXXX
X = All Buildings ) X - X -X
(XXXXXX = All Additionals) XEXEXX - NXXEXX - XXXXXX
Optional Optional
F10 to Enable Range Options
Enter Sequence to be Printed: A (A = Account Number)
(P = Program)
(F = Function)
(0 = Object)
(Y = Facility/Building)
Enter 'X' next to account exclusions: _ Non-Expenditure (In-and-Out Items)
_ Expenditure (Actual Expenses)
Exclude Accounts with Zero Budget & Activity? N N=No, Y=Yes
ENTE tinue, F10=Enable Range, F17=Print Screen, F16=Exit F1=Select Multiple Accounts
4 ol || ] W
Il'«

The Budget Summary by Account Report offers many selection options. To select one
or more specific accounts, use the F1 option. Are you aware that this option exists?



Report IncIude/Echude Range

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND

nccrnson

Enter randonm Account Numbers, and sequence to be printed:

¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l

15 100 _ 1011 1000 11000 100 _
15 100 _ 1011 1000 11400 100 _

¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l

]5 100 _ 1011 1000 11300 100 _

Sequence: A (A=Acct #, P=Program, F=Function, 0=0Object, Y=Fcty & Bldg)

ENTER=Continue, F16=Exit, F17=Print Screen
F1

Fi0 | | | 14.02.00

@ & |

To select specific accounts, enter the complete account number(s).
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Report IncIude/Echude Range

B PCGDist=8991 Rel=14.03.00 10/

/2014 PCW 001 SY C:\DEYSYS C:\SECOND

Budget Summary by Account

Select a specific account number or

enter partial selection criteria: Optional Optional
Include - Range Exclude -
(XX = All Years ) XX - XX XX -
(XXX = All Funds ) XXX - XXX XXX -
x = All Fiscal ) X =% X -
(XXXX = All Programs ) XXXX - XXXX XXXX -
(XXXX = All Functions) XXXX - XXXX XXXX -
(XXXXX = All Objects ) XXXX. - XXXXX XXXXX =
(XXXX = All Facilities) XXX = XXXX XXXX -
(¢ = All Buildings ) X -X X -
(XXXXXX = All Additionals) XXXXXX - XXNXXX XXXXXX -
Optional Optional
Enter Sequence to be Printed: A (A = Account Number)
(P = Program)
(F = Function)
(0 = Object)
(Y = Facility/Building)

Enter 'X' next to account exclusions:

ﬂCBTl300

F10 to Enable Range Options

Optional
Range

X%

XXX

X

XXXX

XXXXX
XXXX

X

XXXXXX
Optional

F10 to Enable Range Options

_ Non-Expenditure (In-and-Out Items)

_ Expenditure

Exclude Accounts with Zero Budget & Activity? N N=No, Y=Yes

(Actual Expenses)

F1=Select Multiple Accounts
14.02.00

ENTER=Continue, F18=Enable Range, F17=Print Scree J6=Exit

Y[ R )

e[ & | ] [ [ ]
—

Or, if you want to print a range of accounts, use F10 to enable the range options.
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B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SY C:\DEVSYS C:\SECOND

Budget Summary by Account

Select a specific account number or

_ Expenditure

Exclude Accounts with Zero Budget & Activity? ¥ N=No, Y=Yes

ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit
| A F10

Report IncIude/Echude Range

ACCTO300

F16 to Enable Range Options

enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years ) XX - XX XX - 8%
(XXX = All Funds ) XXX - EXX XXX - XXX
[¢3 = All Fiscal ) X -3 A - X
(XXXX = All Programs ) XXXX - XNXX XXX - XXXX
(XXXX = All Functions) XXXX - XXXX XXXX - XXXX
(XXXXX = All Objects ) 610XX - 635XX 61SKX - XXXXX
(XXXX = All Faci XEXE - XEXX XXX - XXXX
(X ngs ) X =iy b S
Additionals) XXXXXX - XXXXXN AXXXXE  — XXXXXX
P 5 Optional Optional Optional
In this example, print F10 to Enable Range Options
accounts Wlth Ob]eCts 610XX to be Printed: A (A = Account Number)
— 635XX, but exclude 615XX (P = Progran)
(F = Function)
(0 = Object)
(Y = Facility/Building)
Enter 'X' next to account exclusions: _ Non-Expenditure (In-and-Out Items)

(Actual Expenses)

F1=Select Multiple Accounts
14.02.00

For example, it is possible to request a report with object codes 610XX through 635XX,
but excluding object 615XX. You can add ‘include’ and ‘exclude’ parameters for each

part of the GL account.

=181
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Report IncIude/Echude Range

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:SECOND =l8]x|
ACCTO3080
Budget Summary by Account
F16 to Enable Range Options
Select a specific account number or
enter partial selection criteria: Optional Optional Optional
Include - Range Exclude - Range
(XX = All Years ) XX - XX XX - 8%
(XXX = All Funds ) XXX - EXX XXX - XXX
[¢3 = All Fiscal ) X -3 A - X
(XXXX = All Programs ) XXXX - XXXX XXXX - XXXX
(XXXX = All Functions) XXXX - XXXX XXXX - XXXX
(XXXXX = All Objects ) 610XX - 635XX 61SKX - XXXXX
(XXXX = All Facilities) XEXE - XEXX XXX - XXXX
(X = All Buildings ) X - X X - X
(XXXXXX = All Additionals)  XXXXXX - XXXXXX XXEXXX - XXXXXX
Optional Optional Optional
F18 to Enable Range Options

Enter Sequence to be Printed: A (A = Account Number)

(P = Program)

(F = Function)

(0 = Object)

(Y = Facility/Building)

Enter 'X' next to account exclusions: _ Non-Expenditure (In-and-Out It] There is also an
_ Expenditure (Actual Expens| Option to exclude

Exclude Accounts with Zero Budget & Activity? ¥ N=No, Y=Yes <Ll accounts with zero
ENTER=Continue, F18=Enable Range, F17=Print Screen, F16=Exit F1=Select Mul actIVIty.

k" F10 1 D o 4.02.00

A new option was added this year which allows accounts with zero budget and activity
to be excluded. This will save on paper costs since less paper will be used to print the
report.



B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND

Budget File Export
Create Budget Summary File to Load in Excel?
C No

@ Nes|

Enter the Export file Path and Name (e.g. C:\EXPORT\BUDGSUMCYMD.CSU
or F10 to Brouwse for File

Report IncIude/Echude Range

=8]x]

ACCTB311

C:\EXPORT\BUDGSUM2 01410827 .CSU
NOTE: DIRECTORY Must Already Exist

Specify the location of
the output .csv file.

Enter = continue

14.62.00

An optional feature is to send the report output to a csv export file.

users to perform Excel functions on the financial data.

This will allow
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Export Financial Report for Analysis

Export All Object 620xx and Sort by FCTY and/or FNCT

) BUDGSUM20120925 s
Al eic o [ e[ f[c[u 1 ) 3 L | N o 3 al r s T
1 |FY FND F PRGM FNCT OBJCT FCTY B ADDL Description Original  Budget FCTY FNCT  Claims OpenPO's Balance
212 100 0 3011 1000 62000 101 1 101 VOCINSTR.ENERGY-FUEL MHS 0.00 000 0.00 000 101 0001000 000 000 000
312 4620 1839 2700 62000 102 1 O FY12 21ST CENT FUELMMS 884000 884000 8327.09 000 000 51291
412 608 0 9990 2700 62000 102 2 O SUMMER FEEDING BUS FUEL 0.00 0.00 000" 8327.09 102 0.00 000 000
S 12 4620 1839 2700 62000 202 1 0 BUS FUEL/ EXPENSE 884000 884000 8327.10 0.00 000 51290
612 463 0 1839 2700 62000 202 1 O 21STCENT BUS EXP. FY11 000 0.00 000" 8327.10 202 000 000 000
712 4020 1763 2700 62000 302 1 O MIGRANT SUMMER FUEL FOR BUS 0.00 000 0.00 0.00 000 000
812 403 0 1763 2700 62000 302 1 2 MIGRANT FUEL FIELD TRIP 0.00 000 0.00 0.00 000 000
912 4620 1839 2700 62000 302 1 0 21ST CENT. FUELMES 1368000 1368000 8187.07" 8,187.07 302 0.00 000 549293
10/12 100 0 1320 2700 62000 8012 0 O TRANSP.ENERGY/FUEL 168,000.00 16800000 11917412 181456 000 47,011.32
1112 402 0 1762 2700 62000 8012 0 O MIGRANT BUS FUEL 110000 10000  567.80 0.00 000 53220
12|12 402 0 1763 2700 62000 8012 0 O MIGRANT SUMMER FUEL FOR BUS 0.00 000 000 000 000 000
1312 462 0 1839 2700 62000 8012 O O 21ST CENTURY TRANSP.FUEL EXP. 0.00 000 0.00 0.00 000 000
14112 463 0 1839 2700 62000 8012 0 O 21ST CENTURY TRANSP.FUEL 0.00 0.00 000 0.00 000 000
1512 560 0 1540 2700 62000 8012 0 O PRE-K TRANSP. EXPENSE 0.00 000  9,330757129,07267 801215391393 2700 000 000 933075
1612 100 0 9990 2600 62000 8013 0 O M&O ENERGY/FUEL 50,000.00 50,00000 48,802.20 0.00 000 1,197.80
17/12 100 0 9990 2600 62000 8013 1 O MBO ENERGY/FUEL 1400000 1400000 857391 0.00 000 542609
1812 100 0 9990 2600 62000 8013 2 O M&O ENERGY/FUEL 100,000.00 100,000.00 102,770.99 0.00 0.00 -2,770.99
1912 100 0 9990 2600 62000 8013 3 O M&O ENERGY/FUEL 85,50000 8550000 77,050.55 000 000 8449.45
2012 100 0 9990 2600 62000 8013 9 O MBO ENERGY/FUEL 150,000.00 150,000.00 129,585.99 0.00 0.00 20,414.01
2112 560 0 1540 2600 62000 8013 3 O PRE-K OPERATIONS EXP. 0.00 000  6141647372,925.28 8013 "372,925.28 2600 0.0 000 -6,14164
Totals 599,960.00 526,839.21 526,839.21 526,839.21 181456 0.00 71,306.23

Here is an example of the .csv export file out when selecting all object codes which
match 620XX.



Agenda
Best Business Practices
Financial Tools
Financial Reports IncIude/Echude?n
he

Export/Import Budget/Revenue f . / 4
New Fiscal Year , / ’

Import Purchase Orders
Import Claims :
Other Imports




Export Budget/Revenue for New
.
Fiscal Year
F1, F1, F3 (Budget) or F1,F5, F3 (Revenue)
B PCGDIst=6991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS (C:\SECOND 1TE =l5]x|
Financial Accounting & Reporting BUBGGP
FKey Budget Account Master Henu
_1 | -- Account Inquiry
_2 | -- Account Add/Update
_3 | -- Chart of Accounts
_4 | -- Budget Load from External File
i] -- Detail of Expenditures on Individual Account
L] -~ Fiscal Year Account Rollover
13| -~ Claim Processing Menu
e I Iy I I B

8| 13 [ i3] B[ YEND] [ [ [ |

Now we will review the export/import options for the budget and revenue chart of
accounts. I'll go through the budget export and import, but the revenue options look
exactly the same.



Budget Chart of Accounts
* Options:
= Print the Budget / Revenue Chart of Accounts

* Select the items to be printed: Original budget, Current
budget, Current balance

= Create an export file with the same output as the
printed report
* Export Current Fiscal Year

= Create an export which can be used to load the
new fiscal year budget
* Export for New Fiscal Year BUDGET LOAD

When we access the Budget Chart of Accounts function, many options are available.
You can print the budget chart of accounts and you can select the items to be printed.
You can create a .csv export file with the same output as printed on the report with the
‘Export Current Fiscal Year’ option, or you can create an export file which is in the exact
format you need to load into the new fiscal year budget.
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Budget Chart of Accounts

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND =18 x|
ACCTO500
Budget Chart of Accounts
Enter accounting period to be printed: Select the dates you
Beginning date: _7/01/2613 wish to print / export.
Ending date: _6/30/2014

* Any accounts which are ACTIVE during the above dates will be printed. *
* To allow CLOSED accounts to be printed, enter a 'C' here: x

Enter an ‘X' next to any of the following items to be printed on the
chart of accounts:

Original budget:
Current budget:
Current balance:

Print each fund on a separate page: Y (Y/N)

Create EXPORT file to load in Excel: & None
" Export Current Fiscal Year
" Export for New Fiscal Year BUDGET LOAD

ENTER = Continue, F16 = Exit

¥ Fi0 | | || | 14.01.00

e [ |

You can print the budget chart of accounts and you can select the items to be printed.
To only print, the Export option should be set to ‘None’. Put in the date range for the
activity you want to print. Select the ‘Export Current Fiscal Year’ field if you need the
report outputin a csv export file.



Budget Chart of Accounts

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS (C:\SECOND =18 x|
ACCTO500

Budget Chart of Accounts

Enter accounting period to be printed:

Beginning date: _7/01/2013
Ending date: _6/30/2014

* Any accounts which are ACTIVE during the above dates will be printed. *
* To allow CLOSED accounts to be printed, enter a 'C' here: »

Enter an 'X' next to any of the following items to be printed on the
chart of accounts:

Original budget:
Current budget: _ 5
current balantes - Create an export which

Print each fund on a separate page: ¥ (¥/N) can be used to load the

Create EXPORT file to load in Excel: C None new fiscal year budget.
" Export Current Fiscal Year
@ E;poll for New Fiscal Year BUDGET LOAD
Al
 Salary/Benefits Only
=

ENTER = Continue, F16 = Exit

.4 Fid | | o 14.91.00

you can create an export file which is in the exact format you need to load into the new
fiscal year budget. When you select the option to ‘Export for a New Fiscal Year BUDGET
LOAD’, another option-block opens up. You can select ALL budget accounts, or salary
and benefits only, or exclude salary and benefits. If you are using the new PCG Budget
System, you will not need to export the salary and benefit accounts here.
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Budget Chart of Accounts

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND. =12x|
ACCTO500

Budget Chart of Accounts

Enter the export file path and nw SpeCIfy the Iocatlon Of
or F18 to Brouwse for file
. the output .csv file.

H CHARTLOAD
NOTE: DIRECTORY must already exist

ify LOAD File parameters:
New Fiscal Year
% Budget Change

Fund 199 Not Included

Specify the Fiscal Year
for the export file and
the percent change.

Enter = Continue or F16 = Exit
.4 F10 | | o 14.01.00

e : | |

When you select the option to ‘Export for a New Fiscal Year BUDGET LOAD’, you will
need to input the Fiscal Year for the export file, and if you want, you can also specify a
percent change.
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An export file is created in the exact format necessary for the Budget Load procedure.

Export Budget for New Fiscal Year
4dlA] B[] o [ E F e u 1 ] K L M

1 |[YRIFND F PROG FUNC OBIJCT FACL B ADDL BAL NEWBUDG NAME CURRENT
2 15 100 0 1011 1000 61000 3050 O 0 799 11726.86 KINDERGARTEN SUPPLIES 11721.00
3 15 100 0 1011 1000 61500 3050 O 0 799 0.00 EXPENDABLE EQUIPMENT 0.00
4 15 100 0 1011 1000 64100 3050 0 0 799 5002.50 KINDERGARTEN TEXTBOOKS 5000.00
5 15 100 0 1011 1000 64200 3050 O 0 799 3001.50 BOOKS 3000.00
6 (15 100 0 1021 1000 43000 3050 O 0 799 4502.25 COPY MACHINE MAINTENANCE 4500.00
7 15 100 0 1021 1000 44200 3050 0 0 799 5502.75 EQUIPMENT LEASE 5500.00
8 15 100 0 1021 1000 61000 111 O 0 799 9804.90 GR 1-3 SUPPLIES 9800.00
9 |15 100 0 1021 1000 61000 3050 O 0 799 19388.69 GR 1-3 SUPPLIES 19379.00
1015 100 0 1021 1000 61500 111 O 0 799 0.00 GR 6-8 EXPENDABLE EQUIPMENT 0.00
11 15 100 0 1021 1000 61500 3050 O 0 799 0.00 GR 6-8 EXPENDABLE EQUIPMENT 0.00
1215 100 0 1021 1000 61600 111 O 0 799 0.00 EXPENDABLE COMPUTER EQUIP 0.00
13 |15 100 0 1021 1000 61600 3050 O 0 799 0.00 EXPENDABLE COMPUTER EQUIP 0.00
14 15 100 0 1021 1000 64100 111 O 0 799 0.00 TEXTBOOKS-GR 1-3 0.00
15 /15 100 0 1021 1000 64100 3050 O 0 799 12006.00 TEXTBOOKS-GR 1-3 12000.00
16 15 100 0 1021 1000 64200 111 O 0 799 5002.50 BOOKS/PERIODICALS 5000.00
17 /15 100 0 1021 1000 64200 3050 O 0 799 6003.00 BOOKS/PERIODICALS 6000.00
18 |15 100 0 1041 1000 43000 201 O 0 7939 4502.25 COPY MACHINE MAINTENANCE 4500.00
19 15 100 0 1041 1000 44200 201 O 0 799 3841.92 EQUIPMENT LEASE 3840.00

You may modify the ‘New Budget’ column further, if necessary. The ‘Current’ field is
created for comparison purposes and is informational only.
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FKey

1

EEE EERE

1

Iﬂurf Vergy | |

Budget/Revenue Load from External

File

F1, F1, F4 (Budget) or F1,F5, F4 (Revenue)

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SY C:ADEYSYS C:\SECOND E = =] LI

Financial Accounting & Reporting BUGBP

Budget Account Master Henu

-- Account Inquiry

- - Account Add/Update

-- Chart of Accounts

-- Budget Load from External File

- - Detail of Expenditures on Individual Account

- - Fiscal Year Account Rollover

-- Claim Processing Menu

=) mlml | J

The file we created with the Chart of Accounts export file can be used in the F4, Budget

Load from External File’ option.
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Import Budget
Make necessary modifications & import .csv for the new Fiscal Year
[4[AlB [ o [ e [ F e [ufl 1 [ K L M
1 |YRIFND F PROG FUNC OBICT FACL B ADDL BAL NEWBUDG NAME CURRENT
2 |15 100 0 1011 1000 61000 3050 O 0 799 11726.86 KINDERGARTEN SUPPLIES 11721.00
3 /15 100 0 1011 1000 61500 3050 O 0 799 0.00 EXPENDABLE EQUIPMENT 0.00
4 15 100 0 1011 1000 64100 3050 O 0 799 5002.50 KINDERGARTEN TEXTBOOKS 5000.00
5 15 100 0 1011 1000 64200 3050 O 0 799 3001.50 BOOKS 3000.00
6 15 100 0 1021 1000 43000 3050 O 0 799 4502.25 COPY MACHINE MAINTENANCE 4500.00
7 |15 100 0 1021 1000 44200 3050 0 0 799 5502.75 EQUIPMENT LEASE 5500.00
8 15 100 0 1021 1000 61000 111 O 0 799 9804.90 GR 1-3 SUPPLIES 9800.00
9 15 100 0 1021 1000 61000 3050 O 0 799 19388.69 GR 1-3 SUPPLIES 19379.00
10 15 100 0 1021 1000 61500 111 O 0 799 0.00 GR 6-8 EXPENDABLE EQUIPMENT 0.00
11 15 100 0 1021 1000 61500 3050 O 0 799 0.00 GR 6-8 EXPENDABLE EQUIPMENT 0.00
12 15 100 0 1021 1000 61600 111 O 0 799 0.00 EXPENDABLE COMPUTER EQUIP 0.00
13 15 100 0 1021 1000 61600 3050 O 0 799 0.00 EXPENDABLE COMPUTER EQUIP 0.00
14 15 100 0 1021 1000 64100 111 O 0 799 0.00 TEXTBOOKS-GR 1-3 0.00
15 15 100 0 1021 1000 64100 3050 O 0 799 12006.00 TEXTBOOKS-GR 1-3 12000.00
16 15 100 0 1021 1000 64200 111 O 0 799 5002.50 BOOKS/PERIODICALS 5000.00
| 17 15 100 0 1021 1000 64200 3050 O 0 799 6003.00 BOOKS/PERIODICALS 6000.00
18 15 100 0 1041 1000 43000 201 O 0 799 4502.25 COPY MACHINE MAINTENANCE 4500.00
19 15 100 0 1041 1000 44200 201 O 0 799 3841.92 EQUIPMENT LEASE 3840.00

An export file is created in the exact format necessary for the Budget Load procedure.
You may modify the ‘New Budget’ column further, if necessary. The ‘Current’ field is
created for comparison purposes and is informational only. The columns highlighted in
red are the required fields.



File
B8 PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C\DEVSYS C:\SECOND T =l81x|
ACCTO121
Budget Upload from File
Enter the upload file path and name (e.g. C:\BUDGET\BUDGDATA.CSU)
C:\PCG\BUDCHARTLOAD .CSU
F10=Brouse for file
Use data to set original budget or to enter budget adjustment?
(Note: Account will be added or changed for original but must exist
for adjustment.)
ORIGINAL/ADJUST? ORIGINAL
Enter reason desc: ADDED APPROPRIATION
Budget Yr Tran Date Beg Date End Date
15 /0172018 _7/01/2014
Enter = continue, F16 = Exit
7 ol | [ | | | e

When loading the initial budget, specify ORIGINAL. Later on, you can make adjustments
to the initial budget by specifying ADJUST. Specify the Budget Year you are loading. The
Transaction Date, Beginning Date and Ending Date will default based upon the Budget
Year.



File

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SY C:\DEVSYS C:\SECOND x|

ACCTO121
Budget Upload from File
** READY TO BEGIN BUDGET LOAD *x
Total budget amount to be loaded is: 4,450,749.21
Continue? (Y/N) ¥
" (| [ | A AT I ] | 1x:02:08

The system will process through the csv import file and present a screen showing the
total budget amount to be loaded. If this is correct, enter ‘Y’ to proceed.
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Budget/Revenue Load from External
File
B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SY C:\DEVSYS C:\SECOND = :J.ﬂl.xJ
ACCTH121
%% BUDGET FILE LOADED SUCCESSFULLY *x
Enter to continue _ 14.02.00

You should receive a screen indicating that the Budget File Loaded Successfully.
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Agenda
Best Business Practices
Financial Tools
Financial Reports Include/Exclude Range

Export/Import Budget/Revenue for the
New Fiscal Year S e

Import Purchase Orders oo
Import Claims
Other Imports

52



F1, F2, F2
F1, F3, F5
F1, F6, F2
F1, F7, F6
F1, F11, F5

Import Financial Data Entry

Option to Import Financial Data Input from CSV File Created with Excel

Import Purchase Order
Import Claim

Import Receivable
Import Receipt

Import Journal Entry

Now we will review some of the other import options.

53



H — Requisition, Date

V —NEW or Vendor Nbr

N — Vendor Name, EIN

P - Phone, SSN

D — Address 1, 1099

E —Address 2

F - City, St, Zip

G - Contact

S — Ship to facility, Ship to Building
T - Attention of

O — Order Description

C — Enter up to 10 Charge Lines

R — Enter Total (Must Balance)

L — Enter Items, Qty, Unit, Desc, Price

This is a copy of the PCG Purchase Order template. We have several sites which have
enhanced this process to meet their district requirements. All of the information
required on the import template is used to populate the corresponding information
on the input entry screen. It is the same information as on the PO screen.

Questions?

Use PCGenesis_PO_Requisition.xls

1
2
4

nesis_PO_Requisition.xié [Compatibitity Mode]

Import Purchase Order

to Create a Purchase Order

Ale (cl0:l bl Gl bl bl bk L ¥ N
PCGenesis Purchase Requisition
NOTE: Commas may not be entered into any input field.
Requiston numver 1] Oate [T MMDOVCCYY

4 v ommovz

RN

SRR R
°

g iaeglsle
6600606000

Vendor number [TT] Requestor
Or NEW" Prove

L ——

$ing ven: nd na dor, cc 1o
r EN
Phene T Fax] orssh | ]
Address L1 1098 (Y/N)
ress L2
Ciy-St-Zp I I
Contact
Ship to facity 1 =]
Fackty desc | ] Wntormation ony
Attenton of [ ]
Order description [ ]
Enter total line items.
Line Yr Fnd Fisc Prog Func ObjectFaci Big Add Amount
1|
2|
3
4
8|
¢|
7]
[
9)
10)
Total requisition amount 000 Account charge fotal must match ine tem total
Line $0.00 ** R be ZERO ™

Enter the purchase order line items, quantity, units, description

UntPrce  Extrice

Lmlauwly Unt Ine-wm
1
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Import Purchase Order
e I s —

Example of
customized PO
template —
Sheet 1

All Orders are to be BILLED to. DAWSON COUNTY BOARD OF EDUCATION Linda Grizzle
%BMES 1860 Dawson Forest Rd. Phone (706)216-3300 ext. 1201
DAWSONVILLE, GA 30534 FAX (706)216.6822

Date | [ Principars Signatire | JULIA MASHBURN
PHONE: Schoolor Center Blacks Mill Elementa

1 eacher
A Technology Approval
Name o Vendor Expenditure Category

Streat Address or Box Number @ Supplies

O Purchasedsves O Repair/Maint.

4% | Requisition /Pagea" Import . Orop Down Meny

O software O Books/Petodeals O ExpendableEauip
[TState | Zip | Orfostae O Textbooks O Instructional Equip
Q Computers O Registrations O CopierLease
ATTN: QBE
Place of O« Os-12 O specialed [ Media
Blacks Mill Elementary O:-3 Ovoctad [JKEP O ProfLeaming
1860 Dawson Forest Road East |0 4-s O esot O:-3ep O cifted
Dawsonville, GA 30534 O6-8 [JRemed Os-sew [0 other*
ATTN: * Explanation:
Item # | Unit Unit Price [Total Amt
Approved By: Total Page 1 -
Total Page 2| -
GRAND TOTAL -
Superintendent Acct. No 9-100-0-—199-1
Faxed
Phoned
Onine Acct. No ——
O uates Acct. No ——
TOTAL

%5

Ready
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Import Purchase Order

PAGE 2 of 2

Budget Year
2008-2009

Dawson County Schol District
Purchase isition Form
All Orders are to be BILLED to: DAWSON COUNTY BOARD OF EDUCATION
%BMES 1860 Dawson Forest Rd.

DAWSONVILLE, GA 30534

Purchase Order #

(706)216-3300 ext 1201 °

FAX (7

Oq 216-5822[‘

Page# |item #

Example of
customized PO
template —
Sheet 2

Unit

T

Unit Price

[Total Amt | Y]
0.00|
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Ready | ] |

. M W[ Requsiton | Page2 (Tmport ” DropDown Menu [ ©J.

| TOTAL Page 2
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Import Purchase Order

S« | =IF(AND(ISBLANK(C44),ISBLANK(E44),ISBLANK(F44),ISBLANK(044)),"",ROW()-42)

AlB|C D E F G H 1 J K L M N 0 P R S
1 PCGenesis Purchase Requisition v1.00
2
3 NOTE: Commas may not be entered into any input field.
‘
S H  Requistion number[ ] Date 1/0/1900] MM/DD/CCYY
6
7V Vendornumber[ ] Requestor [JULIA MASHBURN
¢ Examp|e of 8 O "NEW" Phone (706-216-3300
. 9
customized PO 10 /A Approved by [NICKY GILLELAND
1
temp| ate — Sheet 3. 12 If existing vendor, only vendor number and name required. If new vendor, complete vendor i ion required.
13N Vendor name 0 ENI i
. 4P Phone I Fax | or SSN
* Sheet 3 is populated o Address L1 1098 (v) [ ]
2 16 E Address L2
when data is uiF  ay-st-zp T
186 Contact [
H 19
entered into Sheets 20| Shipto facity [0199 ] Ship to buiding[0199 ]
21 Facity desc [BMES Information only
1and2. 2T Attention of o]
2
. Sheet 3 matches the 24 0  Order description [BMES ]
25
2% Enter account number charge lines. Total charge lines must equal total line items.
PCG standard PO 2
28| Line Yr Fnd Fisc Prog Func ObjeciFacl Bidg Addl Amount
template. zc  1[s[00 o 193] 1
Bic 2
sic 3
2ic 4
Blc |
ac
35 R Total requisition amount 0.00 Account charge total must match line tem total
%
37 Line items extended price total $0.00 ** Requisition cannot be ZERO **
38
39 Enter the purchase order line items, quantity, units, description and unit price. Description may span lines.
40
4 Line Quantty Unit Description Uni Price Ext Price
2L 1[____1JEA |PAGE ONE 14 0.00] 0.00]
a3L [ 1]ea [PAGETWO T 0.00) 0.00
44 I |
% AW -5 -
il M 4 » M| Requisiton /Page2"| Import . DropDownMenu .~ ¥J 4

Ready | 7]

This is a copy of the PCG Purchase Order template. We have several sites which have
enhanced this process to meet their district requirements. All of the information
required on the import template is used to populate the corresponding information
on the input entry screen. It is the same information as on the PO screen.
Questions?
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Import Purchase Order

\ y Security Warning  Macros have been disabled. Enable Content

H28 v (= A
A B c D E F G H
. 9 100 0 1011 1000 30000 199 1
Example of 10 1021 2100 43000 3

1051 2210 44200
1061 2220 53000
1071 2400 58000
1091 2600 61000

customized PO
template — Sheet 4

¢ Sheet4is set up

OWNOOEWN -

1210 61200
with data values }g;g g:ggg
that will help 10 1455 64100
1 1457 64200

populate Sheet 1 - 1w sz
13 2041 73400
14 2111 81000
15 2211

Drop Down Menu ./ ¥J




Import Purchase Order

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND
Financial Accounting & Reporting

FKey Purchase Order Processing

_1 | -- Purchase Order Inquiry

_2 | -- Enter Purchase Order

_3 | -- Close/Cancel Purchase Orders
_5 | -- Print Purchase Orders

_7 | -- List Cancelled Purchase Orders

List Open Purchase Orders:
_8 | -- Facility Sequence
_9 | -- Account Number Sequence
_10 | -- Vendor Name Sequence
_11 | -- Purchase Orders Sequence

12 | -- Purchase Orders Mai Menu

_13 | -- Claim Processing Menu
15 | -- Vendor Maintenance

Go to F2 — Enter Purchase Order
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E =8]x]
Purchase Order Entry PURC0100
Load from file? ¥
Enter To Ualidate F16 to Exit
ol Fi | ez [ 3 | s | rs | ke | F7 | e |k |0 | Fin | Fiz [ Fi3 | R | 14.01.00

88| @ [Fie | Fi9

<

To import a file, enter ‘Y.



B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS B =l8Ix|
PURCO1080
Purchase Order Entry Upload From File
Enter the upload file path and name (e.g. C:\PURCHASE\POnnnnnnnn.CSU)
C:\PURCHASE\55 Finance Test P0.csu.
F10=Brouse for file
ENTER=Ualidate, F10=Browse, F16=Exit
Fi | f2 | /3 | ks | ks | Fe | F7 | F8 | Fa |0 | Fin [ Fiz | Fi3 | Fia | 14.01.00

8| @ [Fi8 [ Fig

<

Enter the location of the csv import file.



Import Purchase Order

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND

=8]x]

. PURCO160
Purchase Order Entry Upload From File
Enter the upload file path and name (e.g. C:\PURCHASE\POnnnnnnnn.CSU)
C:\PURCHASE\55 FINANCE TEST PO.CSU

%% IMPORT FILE SUCCESSFULLY LOADED

Enter to Continue
@ (N 220 < 0 2 2 20 I A I N e M ey | 14.01.08
Bl @[refrms] | [ [ ] |

[ Tl [ o]

If the csv import file is in the correct format, the message ‘Import File Successfully

Loaded’ will be displayed. If there are errors in the import file, the error messages will
be displayed. ENTER to continue.
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Import Purchase Order

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND WHITE L. _,J.E_l_’ﬂ
PURCO1080

Purchase Order Entry

Uendor : 55 UENDOR 000055
0013 UENDOR STREET

SHMITH, GA 33333
PO Output: ‘D=0lh€l vl
Bill to - Facility: _261 Building: _ (F18)
Ship to - Facility: _201 Building: _ (F19)
Attn of: i Description: =

Jane Smith FINANCE - TEST PO
PO date: _9/06/2014% Amount: 5355.81  Requisition #:

¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Amount
15 100 _ 1011 1000 61000 3050 _

Enter To Ualidate F17=PrtScrn F18=Select Bill To F19=Select Ship To F16 to Exit

b 2N 2220 <0 20 2 2 20 2 2 A T L e e M ey | 14.01.08
W& & [Fs [Fg [ | [ [ [res] [Pz

The PO input screen is populated from the fields on the csv import file. The
administrator can make any necessary changes at this time, if necessary.



B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND -2 x|
Purchase Order Entry - Inventory Lines PURC 100
Page: 1 Amount: 5,355.81

Quantity Unit Description Unit Price Total

19 bx 123456 - T Purch rder .99 9.90
1 ea 7898 - Unicorn Horns .58 .58
2 ©s 2345 - Pigs .75 1.58
3 gr 3456 - Ears 1.00 3.00
4 ea 4567 - Rats 2.00 8.00
5 bx 5678 - Cats 3.00 15.00
6 ea 6789 - Snails 45.00 270.00

7 cs 7890 - Dogs 5.00 35.00
8 gr 8981 - Meow 6.00_ 48.00
9 ea 9012 - GRRRRRR 7.80 63.00
18 bx 1111 - AARARARARAAA 8.00 80.00
11 ea 2222 - BBBBBBBB 9.688 99.00
12 ¢©s 333 - 198.008 128.00
13 gr 4444 - DDDDDDDDD 11.008 143.00
14 ea 5555 - EEEEEEEEEE 12.00 168.00
15 bx 6666 - FFFFFFFFF 13.00 195.00
16 ea 7777 - GGGGGGGGE 4.00 64.00

17 cs 8888 - HHHHHHHHHHHH 14.00 238.00
18 gr 9999 - TITITRNININII 15.00 270.00
19 ea 1212 - JJJJJIIIIID 16.00 304.00
20 bx 1313 - KKKKKKKKKKKKK 17.00 340.00
21 ea 1414 - LLLLLLLLLLLLLL 14,608 294.00
22 s 1515 - HMHMMMHMHMHMHHHN 18.688 396.00
23 gr 1616 - HNNHNNHNHNHHHHH 19.688 437.00
24 ea 1717 - 000000000000 20.688 480.00
25 gr 1818 - PPPPPPPPPPPPP 22.88 550.00

Enter=Continue, F8=Exit to PO entry, F17=PrtScrn, F16=Restart

Fi | F2 | Fa | Fa | /s | Fe | F7 |8 | Fa | Fin | | iz | Fiz | R Ll 14.91.00

w3 & |Fis [ F19 F28

The PO inventory screen is populated from the fields on the csv import file. The
administrator can make any necessary changes at this time, if necessary.
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=8]x]
Purchase Order Entry - Inventory Lines PURCO100
Page: 1 Amount : 5,855.81
Quantity Unit Description Unit Price Total

18 bx 123456 - Test Purchase Order .99 9.90
1 ea 7890 - Unicorn Horns .50 .50
2 cs 2345 - Pigs .75 1.50
3 gr 3456 - Ears 1.00 3.00
4 ea 4567 - Rats 2.00 8.00
5 bx 5678 - Cats 3.00 15.08
6 ea 6789 - Snails 45.00 270.00
7 cs 7890 - Dogs 5.00 35.00
8 gr 8901 - Meow 6.00 48.08
9 ea 9012 - GRRRRRR 7.080 63.08
18 bx 1111 - AAAAARARAAA 8.00 80.08
11 ea 2222 - BBBBBBBB 9.00 99.00
12 cs 333 - ccceccececee 10.00 120.00
13 gr 4444 - DDDDDDDDD 11.60 143.00
14 ea 5555 - EEEEEEEEEE 12.00 168.08
15 bx 6666 - FFFFFFFFF 13.00 195.08
16 ea 7777 - GGGGGGGGE 4.00 64.008
17 c¢s 8888 - HHHHHHHHHHHH 14.00 238.00
18 gr 9999 - IIIIIIIIIIIII 15.08 270.00
19 ea 1212 - JJJJJIIIIII 16.08 304.00
20 bx 1313 - KKKKKKKKKKKKK 17.00 340.00
21 ea 1414 - LLLLLLLLLLLLLL 14.00 294.00
22 cs 1515 - MMMMMMMMMMMHMHY 18.00 396.00
23 gr 1616 - NNNNNNNNNNNNNNN 19.00 437.00
24 ea 1717 - 000000000000 20.00 480.00
25 gr 1818 - PPPPPPPPPPPPP 22.00 550.00

Detail total: 5355.81

F17=PrtScrn, F28=Update, F16=Restart
" 2 O 220 N N N2 N 2 2 M T I g L A e | 14.01.00
F28

F32

@ & |rie |9

<

Once the data has been validated, select F28 to post the purchase order.



Import Purchase Order

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS (C:\SECOND i =13]%]
PURCO1080

Purchase order number: 15012
Amount : 5,355.81
Uendor : 55

Assigned to: UENDOR 000055
0013 VENDOR STREET

SMITH, GA 33333

F17=Print Screen, ENTER or F16 to Continue
ol Fi |2 [ 3 | e | rs |re | F7 | s | ke | R0 | Fin | Fiz | Fis | Fis LR 14.01.00

8| & [ris [ g | [ [ F28 [[F2

If no errors are encountered, the summary screen will display.



Agenda
Best Business Practices
Financial Tools
Financial Reports Include/Exclude Range

Export/Import Budget/Revenue for the
New Fiscal Year S e

Import Purchase Orders oo
Import Claims
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Import Claim

Use claim.xls to Create a Claim (Non-PO)

& . -
Line 2 — Enter Reason for Claim ; © " I.° e T ]“ v
V - Vendor Nbr, Reference, Blnc, Date |+ e Vendoat s ome _ smon
X — Discount Date & Amount x oo ) ° i —————
D - Description 1 & 2 o —— “m )
L — Enter Account, Amount, 1099 ‘ 2 e 2 e St e
(Up to 998 entries allowed) ;; :
R
ae
Example: %’t -
Summer Salary Accrual
Power Bill Z
=

All of the PCG imports work in the same basic way. All of the information required on
the import template is used to populate the corresponding information on the input
entry screen. Itis the same information as on the Claim screen. Questions?



Import Claims

B PCGDIist=8991 Rel=14.03.00 10/27/2014 PCW 001 SY C:\DEVSYS C:\SECOND
Payroll System

FKey Monthly/Quarterly/Annual/Fiscal Reports Menu
Monthly:
_1_| -- PSERS Contribution Report & File

_2 | -- TRS Contribution Report & File

23]--GHI Export File for State Health Benefits

_4 | -- GHI Change File for State Health Benefits
Quarterly:

_5]-- Dep of Labor Q ly Payroll Report & Wages Data File
Annual:

_6 | -- Print Employee W-2's & Create File
_7_| -- Print Blank W-2 Form
_8 | -- Print Employer's Copy of W-2's
_9 | -- Flexible Benefits Transmission File
Fiscal:
_10 | -- Fiscal Wages by Fund
_11 | -- Create Summer Salary Accrual Claim Data
_12 | -- Create Accrued Summer Salary Paid Report
13| -- Accrued Summer Salary by Function Report
Biennial:
_20 | -- EEO-5 Report and Transmission File [Due Even Numbered Years)

0 Y I |

| I [ Vi Py VD 1 1

For example, the Summer Salary Accrual Claim Data procedure creates claims in the

exact format required by the Claim Import process.

=18|x]

PAYMOOOS

14.01.00
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Import Claims

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS (C:\SECOND. =15]x|
SSALACRL

Create Summary Salary Accrual Reports and Claim Load Files

Use the file browse option to select the ACCTSORT file from the payroll
period you choose as best for creating the accrual reports and load files.
Clear any Gross data line types you do not want included:
SREARKYRR o
For what fiscal year are you running the accrual? (CCYY): 2014
Use prior year or current contract months? (C or P): P

Enter the Import file Path and Name OR F18 to Browse for File

K:\SECOND\ACRLDATA\ACCTSORTccyynndd.nn

Enter=Continue or F16=Exit

i 7 [ T (e F10 o | 12.03.01
r..1-||’l||l|l|l||]||

When creating the Summer Salary Accruals, use F10 to browse for the appropriate
accrual data. In order to do the summer salary accruals, | highly recommend waiting
until the actual July and August payrolls are run and then building the claim data from
the actual payroll. Then, the employer amounts do not need to be adjusted!
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Import Claims
B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS (C:\SECOND I =l81x]
SSAl ARRL
21
Create - J-J
Look i ACRLDATA - ¢ E3-
Use the file r o | ® o
period you ct h 3 ACCTDEDF-20140530.05
=) ACCTDEDF-20140630.04
Clear any Gre [ATGERCUE
Documents
SDHABXY E
For what fisc
Use prior ye: Desktop
Enter the 1
K:\SECOND\ACRLDA1
My Computer QMC‘SORT-
AT |5 ACCTSORT-20140930.01
-
-
My Network T30 |accTsoRT-20140731.03 ~ Open
Places
Files of type: | | Cancel
2
Enter=Continue or F16=Exit
g [2TS) N I | 12.93.01

For July accruals, use the July payroll accrual data! The payroll has already been run!
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Import Claims

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND

Create Summary Salary Accrual Reports and Claim Load Files

Use the file browse option to select the ACCTSORT file from the payroll
period you choose as best for creating the accrual reports and load files.

Clear any Gross data line types you do not want included:

SREARKYRR o
For what fiscal

This file was created on 07/18/2014
Is this the file you want to use?

Che ] w |

Enter the Imp ?
K:\SECOND\ACRLDATA\

AR pimte PCG Dist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV GADEVS

=8]x]

SSALACRL

Enter=Continue or F16=Exit

= [ [ 1

<

Verify that this is the accrual file that you want to use.

12.03.01
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Import Claims
B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND =18]x|
L SSALACRL
Create Summary Salary Accrual Reports and Claim Load Files
Use the file browse option to select the ACCTSORT file from the payroll
period you choose as best for creating the accrual reports and load files.
Clear any Gross data line types you do not want included:
2 BRAB YR
For what fiscal year are you running the accrual? (CCYY): 2014
Use prior year or current contract months? (C or P): P
Enter the Import file Path and Name OR F10 to Browse for File
C:\SECOND\ACRLDATA\ACCTSORT-20148731.63
(—\ Enter=Process or F16=ReEnter
M) | ||| [ | | Jeef | | | | | 12:03.81

o [ 1 1 [ [ [ [ [ [ [ [ [ [ [ |

Many users ask about the ‘Current’ or ‘Prior’ contract months field. The setting of this
field depends upon timing. Have you updated your employees contract months field
for the new year yet? If yes, then use the ‘Prior’ contract months setting. If no, then
use the ‘Current’ contract months setting. Press ENTER to continue.
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Import Claims
B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND X
5 SSALACRL
Cre. x
Output name for JULY Accrual CSY file l'll
Use the f:
period yoi Look in: IU CLAIMS EI « @ c¥ B
C1esE o k CLAIM2014AUGO1.csv
Y CLAIM2014AUGO1good.CSY
SDHAB My Recent CLAIM2014AUG02.CSY
Documents I
For what { e :@CLA[MZOHAUGOZ.CSV.I)*
Use prior @ CLAIM2014JULO1.CSY
[CLAIM2014JUL02.CSY
Desktop
Enter ti
s
My Documents
-
™
My Computer
-
-
Enter ILLEUE S File name: CLAIM2014JUL01.C5V =l Open
74 Places 1
e

Create the July claim export file.
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For what ¢
Use prior
Enter ti
My Documents
My Computer
-

-
My Network
Places

Import Claims

CLAIM2014JUL01.CSY
CLAIM2014JUL02.CSY

IM20144UG01.CSV

B PCGDIst=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEYSYS C:\SECOND .!'
L SSALACRL
Pyl Output name for AUGUST Accrual CSY file llil
Use the £: Lookin: | () CLAIMS I Il = W
period yoi
h CLAIM2014AUGD1 .csv
e1éar . aig CLAIM2014AUGD1good.C5V
My Recent CLAIM2014AUG02.CSY
SO HAB WRUEELEIERN (= cLAIM2014AUGO2.CSY.bak

Create the August claim export file.
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Import Claims

g A | B C D E F G H 1 J K L M
' Claim Entry Spreadsheet

2 For JULY Summer Salary Accruals ~ File: 01

3

4 Vendor Vendor Ref Binc Date Amount
5|V 0 4139 422 63014 947058.5
6 Discount Date Amount
7 X 0 0 0
8 Description 1 Description 2

9 D 0 JULY SUMMER SALARY ACCRUAL 10 AND 11 MONTH EMPLOYEES

10 *** Charge Lines ***

11 Yr Fund F Prgm Func Objct Fcty B Addl Amount 1099
12 (L 1 14 100 0 1011 1000 11000 3050 0 0 35289.38
13 L 2 14 100 0 1011 1000 11800 3050 0 0 2095.21
14 L 3 14 100 0 1011 1000 14000 3050 0 0 10990.34
15 L 4 14 100 0 1011 1000 17200 3050 0 0 1436.86
16 L 5 14 100 0 1011 1000 21000 3050 0 0 10630.87
17 |L 6 14 100 0 1011 1000 22000 3050 0 0 3469.95
18 L 7 14 100 0 1011 1000 23000 3050 0 0 6550.27
|19 L 8 14 100 0 1013 1000 11000 3050 0 0 730.85
20 L 9 14 100 0 1013 1000 11800 3050 0 0 25
21L 10 14 100 0 1013 1000 17200 3050 0 0 27.78
2L 11 14 100 0 1013 1000 22000 3050 0 0 54.29
23 L 12 14 100 0 1013 1000 23000 3050 0 0 103.06
24 L 13 14 100 0 1021 1000 11000 111 0 0 22701.46
25 L 14 14 100 0 1021 1000 11000 3050 0 0 52165.71
26 L 15 14 100 0 1021 1000 11800 3050 0 0 4817.84
27 |L 16 14 100 0 1021 1000 17200 111 0 0 1436.86

This is what the output file looks like. It is created as a .csv file and it is created using
the claim template. This can be imported directly into PCGenesis.



Import Claims

B PCGDist=6991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND =8| x|
Financial Accounting & Reporting cLooP
FKey Claim Processing

_1_| -- Inquire Claim/Expenditure
_2 | -- Enter Claim
3 | -- Cancel Claim
5 | -- Large Claim Entryf/import [Non-PO Only]
9 | -- Print Open Payables Report
11 | -- Print Vendors With Sequence Numbers Less Than 500

15 | -- Vendor Maintenance

LT ™ I I [ I [ I

wBravalfacveel [ [ [ [ [ [ [ [ [ ]

Claims are imported using F5 — Large Claim Entry / Import (non-PO only).
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Import Claims

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND

Large Claim Entry/Import
Expense (Claim) Uendor: v|

ENTER=Process vendor F10=Impor, F16=Exit
74 20 I I F10 | 222N [ I =Y |
S| & Help

Select F10 to import the summer salary accrual claims.

EXPO101

14.02.00

x|
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Import Claims
8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND
Claim Entry Upload From File
Enter the upload file Path and Name (e.g. C:\CLAIMS\CLAIMnnn)
[} ;] n.CSU
F10=Brouwse for file
ENTER=Ualidate F10=Browse, F16=Exit
20 I N o) |rz| |
w8 & Help

Use F10 to locate the file.

=8|

EXPO101

14.02.00
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Import Claims
B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND y =l8Ix|
EXPO101
Claim Entry Upload From File
Enter the upload file Path and Name (e.g. C:\CLAIMS\CLAIMnnn)
C:\CLAIMS\CLAIM2614JULB1.CSU
F10=Brouwse for file
ENTER=Ualidate F10=Browse, F16=Exit
[0 I N fo | ez | L] 14.02.00

k4
e 5] el T T |

s

Once the correct file has been input, select ENTER to continue.



Import Claims
B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND i =l8Ix|
EXPO101
Claim Entry Upload From File

Enter the upload file Path and Name (e.g. C:\CLAIMS\CLAIMnnn)

C:\CLAIMS\CLAIM2014JULB1.CSV

%% IMPORT FILE SUCCESSFULLY LOADED

Enter to Continue

b4 1 I I N A A A (o | ez s 14.62.00
wBla [ [ | [ [ [wew] [ [ 1

If the csv import file is in the correct format, the message ‘Import File Successfully

Loaded’ will be displayed. If there are errors in the import file, the error messages will
be displayed. ENTER to continue.
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Import Claims

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND =12 !I
Large Claim Entry/Import Lines 1 to 28 of 357 EXPB101
Expense (Claim) Vendor: 4139 UENDOR 804139
8453 VENDOR STREET
SMITH, GA 33333 Participation in 1899: N
Desc: JULY MMER _SALARY ACCRUA Uendor ref: A/P blnc: _422
10 AND 11 MONTH EMPLOYEES Claim date: B6/38/2814 Claim amount: 9470858.51
Discount date: Discount amount:
Line Yr Fnd F Prgm Fnct Objct Fecty B Addt'l Amount 1099
1 14 180 _ 1011 1000 11000 3050 _ 35289.38 _
2 14 180 _ 1011 1000 11800 3050 _ 20895.21
3 14 160 _ 1011 1000 14000 3050 _ 10990.34 _
4 14 100 _ 1011 1000 17200 3050 _ 1436 .86 -
5 14 100 _ 1011 1000 21000 3050 _ —10630.87 -
6 14 100 _ 1011 1008 22000 3050 _ 3469 .95 —
7 14 188 _ 1811 1006 23000 3050 _ 6558.27 -
8 14 160 _ 1613 1006 11680 3050 _ 730.85 _
9 14 160 _ 1013 1000 11800 3050 _ 25.80 _
10 14 180 _ 1013 1000 17200 3050 _ 27.78 _
11 14 180 _ 1013 1000 22000 3050 _ 54.29 _
12 14 160 _ 1013 1000 23000 3050 _ 103. 06
13 14 160 _ 1621 1000 11600 111 _ 22701.46 _
14 14 1060 _ 1021 1000 110600 3050 _ —52165.71 -
15 14 1060 _ 1021 1000 11800 3050 _ —u817.84 -
16 14 1060 _ 1021 1000 17200 141 _ —1436.86 -
7 14 1060 _ 1021 1000 21000 141 _ 150, -
18 14 100 _ 1021 1000 21000 3050 _ —10395.00 -
19 14 160 _ 1021 1008 22000 _111 _ 1731.44 -
20 14 100 _ 1021 1008 22000 3050 _ 3946.59 -
ENTER=Validate F5=PgDn F7=LnDn F17=PrintScreen F16=Return to vendor select
4 i | s [ e | F7 (00 e A | ey | 14.02.00
S| & Help

The claim input screen is populated from the fields on the csv import file. The
administrator can make any necessary changes at this time, if necessary. The claim can
have up to 998 account lines.



Import Claims

B PCGDist=8991 Rel . 7/2014 PCW 001 SV C:\DEVSYS =13]x|
Large Claim Entry/Import Lines 1 to 20 of 357 EXPO101
Expense (Claim) Uendor: 4139 UENDOR 984139
0453 UENDOR STREET
SMITH, GA 33333 Participation in 1099: N
Desc: JULY SUMMER SALARY ACCRUAL Uendor ref: A/P blnc: 422
10 AND 11 MONTH EMPLOYEES Claim date: 06/30/2014 Claim amount: 947058.51
Discount date: Discount amount:
Line ¥Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Amount 1099
1 14 100 1611 1000 11000 3050 35289.38
2 14 100 1011 1000 11800 3050 2095.21
3 14 108 1611 1000 14000 3050 10990.34
4 14 108 10611 1000 17200 3050 1436.86
5 14 160 10611 1000 21000 3050 10630.87
6 14 1680 1611 1000 22000 3050 3469.95
7 14 1680 1011 1080 23000 3050 6550.27
8 14 1680 1613 1000 11000 3050 730.85
9 14 100 1013 1060 11800 3050 25.00
10 14 108 10613 1000 17200 3050 27.78
1 14 100 1013 1000 22000 3050 54.29
12 14 108 1013 1000 230600 3050 103.06
13 14 100 1021 1060 110680 111 22701.46
14 14 108 1021 1000 110080 3050 52165.71
15 14 108 10621 1000 118080 3050 4817.84
16 14 108 10621 1000 17200 111 1436.86
17 14 108 1621 1600 21008 111 3150.06
18 14 100 1621 1600 21000 3050 10395.00
19 14 100 1021 1000 22000 111 1731.44
20 14 100 1021 1060 22000 3050 3946.59
**CAUTION*» Highlighted Amount(s) OVER-EXPENDED Budgeted Balance(s)
F12=Post F5=PgDn F7=LnDn F17=Prj een F16=Reenter
oneg i | e [F | Fe Fio | (]I nz.) ey 14.62.00
8| & Help

Select F12 to post the claim.



Import Claims

B PCGDist=8991 Rel=14.03.00 10/27/2014 PCW 001 SV C:\DEVSYS C:\SECOND WHITE =18 x|
L Expense (Claim) Entry EXPO101

Uendor : 4139 UENDOR 004139

Expense Sequence # Assigned: 8952 Thru 8917

ENTER to Continue
74 [ N (220 a2 [ (= 14.02.00

e[ & l 775 |

If no errors are encountered, the summary screen will display. Notice that multiple
claims are created. The 998 accounts lines are split up into multiple claims with 10
account lines apiece.
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Import Receivable/Receipt
Use ReceiptOrReceivableTemplate.xls to Create a Receipt or Receivable
H-‘RCV’ (receivable) or ‘REC’ (receipt) ’ : : ’ P(;Gene;ls Rec[elvablye orR;celp(;mporl‘Enlry‘ ' L -
. SH bRV forreceveble importor entes WG foereceptimport. ]
Line 5 — Enter Reason T .
B - A/R balance acct for Receivable or z e (2]
R — Reference # for Receipt | v e e ]
S —Source, Date B =y T gt i
{ias
D — Accounts Receivable Reason £ o
L — Enter Account, Amount Bl® =
(Up to 998 entries allowed) e o s S i s
Create this to import a Receivable,
Then Change the ‘H’ & ‘R’ linesto | .
import the Receipt [ .
Example: i'::
QBE Iy m——— —— !
Taxes Example: Will Aid Processing Monthly QBE

All of the PCG imports work in the same basic way. All of the information required on
the import template is used to populate the corresponding information on the input
entry screen. It contains the same information as on the Receivable/Receipt screen.
Questions? This template is typically used for entering receivables. The template can
be set up once for the QBE accounts and then the amounts can be changed for each
iteration going forward.



Import Journal Entry

Use JournalEntry.xls to Create a Journal Entry

V —Voucher Nbr, MM, DD, YY, FY. Reason AR S A A - B R
C - Bank, Ck No, Vendor/Payee, Amt (998) ; vl T ]
L — Acct Type, 1099, Account, DR Amount o S oes soums

8
Type @ Fund  Fisc  Prgm Func t  Facility B Addl  DRAmount  CRAmount  Bank Vendor

CR Amount, Bank, Source/Vendor
C - Bank, Ck No, Vendor/Payee, Amt (20)

(Up to 20 Lines OR up to 998 Lines) zL oy

Example: B
. B
QBE (no longer best option) B
F
Transfer Fund from School Nutrition 3| 3
5 ® ————
26 Total $0.00 $0.00
Check  Check
2 ek e vestoriorivves cheek
s o | T ]
P — - T—

All of the PCG imports work in the same basic way. All of the information required on
the import template is used to populate the corresponding information on the input
entry screen. It contains the same information as on the Journal Entry screen.
Questions?
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PCGenesis Documentation

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx
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PCGenesis Documentation

h =»Technology Services = Technology Services +PCGenesis

PCGenesis

Financial Accounting and
Reporting System Operations
Guide

Payroll System Operations
Guide

Personnel System Operations
Guide

Certified/Classified Personnel
Information (CPI) System
Operations Guide

Budget System Operations
Guide

LUAS Manual

Technical System Operations
Guide

Release Information

PCGenesis

Financial Accounting and Reporting System Operations Guide

Payroll System Operations Guide

Personnel System Operations Guide

Certified/Classified Personnel Information (CPI) System Operations Guide
Budget System Operations Guide

LUAS Manual

Technical System Operations Guide

Release Information
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Questions?
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Thank you for attending!
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