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Good morning & welcome to the PCGenesis Current Status & Future Plans Session.  
Angela & I thank you for coming today.  Please feel free to make comments or ask 
questions 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 
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2013 saw many new features and functions added to PCGenesis. 
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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. 
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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. 
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• The Backup and Reorg Checklist is available on the PCGenesis documentation 
website under the Technical Systems Operations Guide. 
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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. 
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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. 
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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. 
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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     INTERGOVT A/R 
      10      000142     FEDERAL AR 
      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 
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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     INTERGOVT A/R 
      10      000142     FEDERAL AR 
      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 
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The Best Business Practices checklist refers to the Calendar Year-End Closing Checklist 
and the Fiscal Year-End Closing checklist.  I think most districts already use these two 
checklists for closing the fiscal and calendar years. 
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W-9 fields are on the Vendor Maintenance screen. 
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W-9 fields  and E-Verify fields are on the Vendor Maintenance screen. 
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W-9 fields are on the Vendor Maintenance screen. 
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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. 
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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. 
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All of these financial functions offer csv export files. 
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These are some of the ways that financial reports and export files can provide 
information for superintendents, school boards, principals, and auditors. 
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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. 
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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? 
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To select specific accounts, enter the complete account number(s). 
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Or, if you want to print a range of accounts, use F10 to enable the range options.  

35 



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. 
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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. 
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An optional feature is to send the report output to a csv export file.  This will allow 
users to perform Excel functions on the financial data. 
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Here is an example of the .csv export file out when selecting all object codes which 
match 620XX. 
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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. 
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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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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 output in a csv export file. 
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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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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.  
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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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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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. 
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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. 
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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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You should receive a screen indicating that the Budget File Loaded Successfully. 
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Now we will review some of the other import options. 
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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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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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Go to F2 – Enter Purchase Order 
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To import a file, enter ‘Y’. 
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Enter the location of the csv import file. 
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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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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. 
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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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Once the data has been validated, select F28 to post the purchase order. 
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If no errors are encountered, the summary screen will display. 
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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 is the same information as on the Claim screen.  Questions? 
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For example, the Summer Salary Accrual Claim Data procedure creates claims in the 
exact format required by the Claim Import process. 
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When creating the Summer Salary Accruals, use F10 to browse for the appropriate 
accrual data.  In order to do the summer salary accruals, I 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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For July accruals, use the July payroll accrual data!  The payroll has already been run! 
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Verify that this is the accrual file that you want to use. 
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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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Create the July claim export file. 
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Create the August claim export file. 

75 



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. 
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Claims are imported using F5 – Large Claim Entry / Import (non-PO only). 
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Select F10 to import the summer salary accrual claims. 
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Use F10 to locate the file. 
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Once the correct file has been input, select ENTER to continue. 
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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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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. 
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Select F12 to post the claim. 
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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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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. 
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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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