140 Fiseal Vear B

GENERAL OUTLINE

Throughout this procedurethe Fiscal Year beginning dateisreferenced as 05/01/08 (M ay 1,

*kkkk*k ATTENTION *kkkk*k

2008) and the Fiscal Year end dateisreferenced as 04/30/09 (April 30, 2009). If your Fiscal
Year begingends on other dates you must substitute those dates. (For example, if your Fiscal

year began on January 1, 2008 and ended December 31, 2008, you would enter 01/01/08 in lieu
of 05/01/08 and 12/31/08 in lieu of 04/30/09) respectively.

Provides the option of retrieving information after the history is
Complete System Backup | et from the system.
Accounts Payable Includes Vendor Processing, Check Reconciliation, and Accounts
Payable.
Payroll Report Fiscal Earnings.
General Ledger Prepare for the future Fiscal Period, and report on the past.
Accounts Receivable Report on the balance of accounts.
Utility Billing Report on the balances of accounts.
Assessment Processing Report on the balance of accounts.
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ACCOUNTS PAYABLE

L, a/P Aged Trial Balance T75 Term Date: 04/08/09 Date: 04,/08,09

A) Vendor range — defaults to everyone
B) Invoices prior to: 04/30/2009

A/P Aged Trial Balance
—Lookup Range
Fistin: | 1099 O o | 72277 e |
‘ Cancel
—Date Range

Include Inwvoices with an imvoice date prior to;

| 4) glz014 vl

— Dptions

[ Send to Excel as well?
[ Use the Due Date instead of Invoice Date

[ Include all vendors regardless of their balance?

This repart will list the vendars with balances and show
the aging of the balances.

Favariter [~
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NT PURPOSE:
Aged A/P Trid To provide alisting of all accounts payable transactions by vendor with
Balance totals of amounts unpaid.
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Check PURPOSE:
Reconciliation To provide your auditor a complete listing of all checks (cleared &
outstanding) written during the current Fiscal Y ear.

A) CKMWIN Clear check Entry:
Process all checks that have cleared the bank

L check Reconciliation T75 Term Date: 04,/08/09 Date: 04,

Options  Help

Check Reconciliation Clzar all Dirses Close |
DepozifDirect Fay
—Select Checks to work with
Fund: [o1 =] Starting Check: | Ending Check: [920099303

{Leave blank for all) (Leave blank for all) Outstanding Only? [~ Enterth? check number
you wizh to change

— Edit Check Details

Check Mumber I Drate: I Amount of Check: I AddiSave |
Cleared Amount Delete |
Check Tvpe I j _
Cleared Date: Relist | Group Select
Favee Mumber I Step 1:
Payee Name I  Cleared ¢ Outstanding ¢ Yaided Tum Group Mode On
IThi& program has 100% son capability, you can just click the column headings. This is helpful for the "Group Select Mode” Step 2:
fo vour riaht Right Click the First check in
Check £ | Check Date I Twpe I Amount | Payes I Cleared ... | Status I Fund I ﬂ the range
1 2005/09/28 F 833449 rACCOY, BEVERLY dM Outgtandi.. 01 .
2 2008/09/28 P 44328 EVERETT. Ja&vME D Outstandi.. 01 e &
3 2005/0928 P 443.28 PACCOY, JIMNMY b, Outstandi.. 01 Right Click the Last check in
4 2005/09/28 P 220.87 HILL, COSTANCE hARIE Outstandi.. 01 the range
5 2005/0928 P 36.87 rACCARMPACK, DEMMIS LEE Outstandi.. 01 o
] 2005/09/28 P 205.87 RICHRMOMD, TERRY L. Outstandi.. 01 s -
7 2005/09i28 P 22087  TROST, GEOFF & Outstandi.. 01 | Selectthe Action to Perform
] 2005/09/28 P 51716 CLINARD, JOSHUAR. Outstandi.. 01 I j
] 2008/09528 P 44328 CLINARD, MATHAM 5. Outstandi.. 01
10 200808028 P 480.22 HERTAL, JAMES LEOMARD b... Outztandi.. 01 Step 5:
11 2005/09728 P 443 28 WILKIMSOM, JACOE A Outstandi.. 01
12 2005/09/28 F 38049 GoAD, ROBERTT. Outgtandi.. 01 Tiurm Graup kode Off |
13 2005/09728 P 380449 JOHMSEY. ARIEL B. Outstandi.. 01
14 2005/09/28 F 391.56 JOWCE, KIRBEE L. Outgtandi.. 01 .
‘e mnnEmnmn o sy R =l Favorite? [~
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Cleared check list

[T =]

5 TS

Hu - LR
w l---|

CLEARED CHECK LISTINM

ENTER FUND NQ OR ‘AL AL
FOR ALL CHECKS(YES/N) ¥
FOR ALL DATESCYES/N) N
lst CHECK CLEARED DATE QLOL0OE
LAST CHECK CLEARED DATE 043009

&/P, P/R, BOTH, OR GIFT? (APEG) [f
CONVERTED DATES ARE: 20020501 20090430

b | v €+

B) CKC Cleared Check Listing:
Print alisting of all cleared checks (one copy for the city /village and

one copy for your auditor).
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Outstanding check list

5 TS HLIE
(2] ] r

i ¥ |- |

QUTSTANDING CHECK LISTING

Enter fund # or aL AL
Far all checks? (YES/M) ¥

Far all dates? (Y/N) M

List ta date 043009

o you want to list checks cleared after the 1ist tc date? (Y/M)pN
a/p R/R, Both, Gift 7 {AFBG) E

- b | v €+

C) CKO Outgtanding Check Listing:
Print alisting of all outstanding checks (one copy for the city /village
and one copy for your auditor).

D) Verify in balance condition
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Check list

=121 x|
File Edit ‘iew Help
e FEBER
EWMTER FUND OR AL AL
FOR ALL CHECKS(YES/M) Y
A/P, P/R, BOTH OR GIFT? (APRG) B
Ready aps um fove [ [ o [

Mstart| | @ 8 Ol 1@ % o || 0] e Sn| £10] B fET.

E) CKL CHECK LISTING
ENTER FUND OR AL
FOR ALL CHECKS
AP, PR, BOTH OR GIFT

PDF created with pdfFactory trial version www.pdffactory.com
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Check purge

F) CKPWIN Purge (optional):

Deletes from the system all checks that have cleared to an operator

entered date.

L check Purge T75 Term Date: 04,08/09 Date: //

Proceed

i

Options  Help
| Check Purge
This should be
— the FYE Date.
Purge up ko what date: I <30
What bype of checks .
choid b prrged: AfP pe | afe | we [ Al

This is the check purge program. . .upon hitking
the proceed butkon it will prompt you o print a
lisking of checks to be purged.

Cance| |

Favariter [~
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NHE PURPOSE:
INVOICE HISTORY Provide A/P detail by invoice number. Could be helpful to the
EDIT LIST (OPTIONAL) | auditor.

A) Sarting 05/01/08

Enter Ending 04/30/09
FYB/FYE
Dates B) Vendor Range — defaults to everyone

L. Invoice History List {(simple) T75 Term Date: 04,/14/00 Date: 04/14,/09

Opkions
Invoice History List (simple)
[
Fraorm:
1099 Fo Tao | ZZZEZ Fo Cancel |
[lats kange Wiew Sample |
From Dake: I 5||' IIZDDB Tl To Dake: I 4;30;2009 Tl
— Dptions
[T sSend ta Excel as well?
By selecting Print, a report will print for the Wendors and Dates
Identified
Favariter [~
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NHR PURPOSE:
VENDOR YTD REPORT | Printsareport of the Fiscal Y ear payments; by fund, by department,

(OPTIONAL) or by vendor.
A) Starting 05/01/08
Enter Ending 04/30/09
FYB/FYE
Dates fistory List (advanced) T75 Term Date: 04/14,/09 Date: 04,1409

Invoice History List {advanced)

—Seleck Report Styvle

[Style 4 (By GJL Mumber - Detailed) |
—%endor Range Cancel |

From Wendor: | 1099 _f.-:' To Vendaor: ELiTE J.-\-'
—[Dake Range

From Date: I 0501 /08 To Date: I 043009
—Fund Range

Frarm Fund: I 0| To Fund: I 22

—Department Range

From Dept: I oo Ta Dept: I zz

—G&JL Mumber Range (line item only - like 111 ar 241 not fund or dept)

From GjL: I To GfL: I PEFTEIIIIEEREEEE

— Cptions
™ summatize vendors undet I 2500
By selecting Proceed, a repark will print for the Yendors and Dates Identified Favariter [~
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NHM

MAINTENANCE
(OPTIONAL)

PURPOSE:

B g fam
L n

ABCHU NEMEY A.B.C. HUMANE SOCIETY
PROBO505-02-24N
BI

TRA
128.30
533.20
04,/30/08

.00
01-00-218

01-00-111
01-00-111

PDF created with pdfFactory trial version www.pdffactory.com
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VYM PURPOSE:
To add or adjust any payments made to vendors by General Ledger

VENDOR YTD
MAINTENANCE Number. Thisdatais used for the Annual Publication Report.

(OPTIONAL)

L ¥endor YTD Maint T75 Term Date: 04/08/09 Date: 04,08,/09
Vendor YTD Maint Retun |

Arnounk:

Yendaor: GfL Mumnber:
Addisave |

I F ) I F ) I Delete |

/L Mumber | Description | amount | vendor | These are the Fis'c:al
01-08-552.3 TELEPHOME EXP (MARINA) 50.00 1099 o ransacions for
01-08-654 SUPPLIES 1050.00 ACEDL be viewed or
01-21-840 ILL FIRST MOMNEY EXPEMSES 56,00 ACEDL manipulated For
Publication Reports

Print List (By Wendor) |

Prink List (B Fund) |

Prink Lisk (Byw Depk) |

™ Send ko Excel

11 of 37
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VPF PURPOSE:
YTD DISTRIBUTION To print areport of the Current Fiscal Y ear payments by fund, or
REPORT (OPTIONAL) vendor which can be used in publishing the Annual Treasures
Report.

** run this report first by Fund then by Vendor.

L. ¥endor Distribution Report T75 Term Date: 04/08,09 Date: 04,0809 = E3 |
Opkions

Vendor Distribution Report

—5Select Fiscal Year

—3elect Yendor Range
B B g
Frarm: I 1033 Ta: I[ ]

—3elect Repork Type

% Fund Summary  © Department Summary " vendor

[~ Send Report ko Excel as wel

This program will print reparks on distribution hiskory by Fund,
Department or Yendor,

Fawvoritke? [
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PAYROLL

* k% NOTE * k%
Proceed with your normal Payroll Month End procedures, i.e. run all your reports (monthly
I.M.R.F. Report etc.).

PYM PURPOSE:
EMPLOYEE To add or adjust any payments made to employees by General
DISTIBUTION Ledger number. This datais used for the Annual Publication Report.
MAINTENANCE
(OPTIONAL)
IR
File Edit ‘iew Help

e FER

01CORC] CORCORAN, JEFFREY D.
 01-11-421

ARIES STAFF
280478

CORCORAN, JEFFREY D.

Ready Icaps wom jove [ [ Ro [
start| | @ B Ol O @ % & || OF. S| S| B[ 1. JoOPOEEEM  aszem
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PYL PURPOSE:
EMPLOYEE To print areport of payments to employees by employee or fund.
DISTRIBUTION LIST
(OPTIONAL)
A. Enter Fiscal Year to be Listed “09”
Where YY usthe current CALENDAR year
B. Select printer to be used “LPX”
C. By Employee, Department or Fund? “E”
IR
File Edit ‘iew Help
© % BB
BY EMPLCYEE, DEPARTMENT OR FUND (E,D,F) E
Ready caps om jove [ [ Ro [
iiﬂartm e & IL{I ] @ @ x:rp = “ Iﬁ—lll 'Eq#l EM| |E_]F|I‘):T |@;@®@@®@@ 4:39 PM
14 of 37
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PYR PURPOSE:
EMPYTD REPORT To print alist of Earnings, W/H and fringe data by employee.
(OPTIONAL)

L P/R Year to Date List T75 Term Date: 12/31/08 Date: 04,/08,09
Opkions

| PR Year to Date List

—Ending Month

[ 4 | April, 2009 [ » | Cancel

—Emploves Range

Frarm: I Tat Izzzzzzz

|'Department R.ange

Frorn: I T I 2272

[~ Send ko Excel?

Favariter [~
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PFC PURPOSE:
FRINGE COST REPORT | To print alist of Employee accrued fringes with a current dollar
(OPTIONAL) value by employee and department for journalizing expected future
costs.

Thisreport must berun prior to processing any Payroll activity in the new fiscal year

L Fringe Cost Listing T75 Term Date: 12/31/08 Date: 04/08,09
Opkions

| Fringe Cost Listing

Wehich year:

v &l Employees?

I To Employee: I zzzEzIz
¥ all Departments?

To Department: I 2722

Cancel

From Emplovee:

From Deparkrment:

This prograrm prinks a repart of Fringe Balances and the costs
associated with the balances.

Favariter [~
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GENERAL LEDGER

* k% NOTE * k%
Perform all monthly check list activities except GMEWIN.

Mont h end processi ng

The Month Year End C osing (GVE) programis run to:
(1) Insure the period is in bal ance.

(2) Restrict any nore adjustnents to the period.
(3) Erase past years.

Before the Month Year End C osing (GVE) period closing program
is run, all journal entries for the nonth and all automatic
entries for the nonth from other applications nust be
conpletely processed through the wupdating of the General
Ledger. At this point, balance sheets, revenue analysis, and
budget anal ysis reports can be printed.

Optionally the current Gain/Loss may be automatically
generated & posted to the [PROFIT] account for each fund by
running the Balance Sheet Print (GBS) program or a final
journal entry may be nade at the end of each nonth to post the
fund gain/loss for the nonth (the difference between total
revenue and total expense) to the [PROFIT] account for each
fund. The balancing journal entry should be posted to a fund
condition (capital) account. Total revenue, total expense,
and "fund balance" can be calculated and printed by the
Monthly Activity Report (GARWN) program in either summary or
detailed form

The fund balance amount for each fund can be obtained from the appropriate "fund totals"
summary page of the Monthly Activity Report (GAR) and must be posted to the special
[PROFIT] account for that fund.

After the journal entries for the "fund bal ance" adjustnents
have been completely processed through (general | edger
updating, the Mnth Year End Cdosing (GVE) program can be
run. Wiile the Month Year End Closing (GVE) program is in
progress, none of the journal processing prograns nor the

17 of 37
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automatic entry processing prograns can be run. The Month
Year End Cosing (GVE) program wll stop and display an
appropriate nessage if it discovers that "fund bal ance"
adj ustmrents have not been made correctly. At this point the
journal entry processing prograns will be made avail abl e again
to allow corrections to be made.

Hol ding the Month "Open". The Month Year End d osing (GVE)
program should be started as soon as all routine processing
for the nonth has been conpleted in other applications, and
after the summary data from the other applications in the
general ledger interface file has been processed conpletely
through the wupdating of general |edger accounts. |[If the
muni cipality deens it necessary, nonths can be held "open"
from one period to the next by not running the Month Year End
Closing (GVE) program This however wll also force all
followng Months to also stay open. Although this option is
available and allows the audit adjustments to be entered in
their proper nonth, several periods after the end of their
respective nonth, it is suggested that all users keep as few
nmont hs open as possi bl e.

MONTH END CHECK LI ST

ACTI ON PREPARE AND POST, VI A Journal Entry
(@ P)-Journal List (GPL)-Journal Update (GUP),
A JOURNAL FOR ALL CHECKS MANUALLY V\RI TTEN AND
NOT RECORDED VI A OTHER LOCI S APPLI CATI ONS.

ACTI ON PREPARE AND POST, VI A Journal Entry
(@ P)-Journal List (GPL)-Journal Update (GUP),
A JOURNAL FOR ALL RECEI PTS NOT' RECORDED VI A
OTHER LOCI S APPLI CATI ONS.

ACTI ON RUN THE Monthly Activity Report (GAR) PROGRAM
RUN TH S PROGRAM SO THAT ALL FUNDS ARE PRI NTED
| N DETAI L AND | NACTI VE ACCOUNTS ARE SUPPRESSED.

ACTI ON RECONCI LE ALL CASH AND | NVESTMENT BANK ACCOUNT
BALANCES, FROM BANK STATEMENTS, TO THE Mont hly
Activity Report (GAR) LI STING

ACTI ON VERI FY THAT ALL RECElI PTS AND DI SBURSEMENTS HAVE
18 of 37
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ACTI ON

ACTI ON

ACTI ON

ACTI ON

ACTI ON

BEEN POSTED.

REVI EW ALL DUE- TO & DUE- FROM ACCOUNTS. PREPARE
| NTER FUND TRANSFERS OF CASH AND POST A JOURNAL
OF THOSE TRANSFERS VI A Journal Entry

(@ P)-Journal List (GPL)-Journal Update (GUP).

REVI EW ALL PAYROLL LI ABILITY ACCOUNTS, FICA

W THHELD PAYABLE, FIT W THHELD PAYABLE, SIT

W THHELD PAYABLE, | MRF W THHELD PAYABLE, AND
EMPLOYEE DEDUCTI ONS W THHELD PAYABLE, TO VERI FY
THAT PAYMENTS HAVE BEEN | SSUED.

AFTER ALL POSTI NGS HAVE BEEN UPDATED, RUN THE
Monthly Activity Report (GAR) PROGRAM ( SUMVARY)
AND VERI FY THAT TOTAL DEBI TS EQUAL TOTAL

CREDI TS FOR EACH FUND.

OPTI ONALLY RUN THE Bal ance Sheet Print (GBS)

PROGRAM TO ALLOW THE SYSTEM TO AUTOVATI CALLY
POST MONTHLY GAI N LOSS OR PREPARE A JOURNAL (
ME GAIN LOSS ) TO POST CURRENT GAI N LGCSS.

* k k% NO'I'E * k k%

| F THE ' CURRENT MONTH GAI N/ LOSS' AMOUNT ON THE
LAST PAGE OF THE Monthly Activity Report (GAR)
PROGRAM LI STI NG FOR EACH FUND I'S PRI NTED W TH
A M NUS SIGN POST A DEBIT TO THE FUND BALANCE
ACCOUNT AND A CREDIT TO THE [ PROFI T] ACCOUNT
FOR THAT FUND.

| F THE ' CURRENT MONTH GAI N LOSS' AMOUNT ON THE
LAST PAGE OF THE Monthly Activity Report (GAR)
PROGRAM LI STING FOR EACH FUND IS PRI NTED AS A
PCSI TI VE AMOUNT POST A CREDIT TO THE FUND
BALANCE ACCOUNT AND A DEBIT TO THE [ PROFI T]
ACCOUNT FOR THAT FUND.

RUN THE Bal ance Sheet Print (GBS) PROGRAM FOR
ALL FUNDS REVI EW EACH FUND AND VERI FY THAT
TOTAL ASSETS EQUAL TOTAL LIABILITY & FUND

19 of 37
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ACTI ON

ACTI ON

ACTI ON

ACTI ON

ACTI ON

ACTI ON
PURPOSE

ACTI ON
PURPOSE

ACTI ON

PURPOSE

CONDI TI ON.

RUN THE Treasurer’s Report (GCT) PROGRAM FOR
ALL FUNDS ( CURRENT MONTH) .

RUN ALL OTHER CGENERAL LEDCGER REQUI RED REPORTS.

RUN A FULL SYSTEM BACKUP. LABEL IT 'G L BACKUP
MONTH XX YEAR XX AND STORE I T IN A SAFE PLACE.

* k k% N OT E * k* k%

| F YOU ARE CLOSI NG THE LAST MONTH I N THE FI SCAL
YEAR REFER TO THE ' YEAR END CHECK LI ST'.

RUN THE Month Year End d osing (GVE) PROGRAM
(SUGGESTED BUT NOT REQUI RED). THI S PROGRAM W LL
VERI FY THAT EACH FUND IS I N BALANCE BEFORE
CLOSI NG THE MONTH.

YEAR END CHECK LI ST

PERFORM ALL OF THE MONTH END CHECK LI ST

ACTI VI TI ES EXCEPT RUNNI NG THE Mont h Year End
Closing (GVE) PROGRAM

RUN THE YTD Activity Report (GYL) PROGRAM

PROVI DES A LI STING OF ALL POSTI NGS TO ALL
ACCOUNTS, FOR ALL FUNDS. TO BE G VEN TO THE
AUDI TOR.

RUN THE Tri al Bal ance Report (GIB) PROGRAM

PROVI DES A LI ST OF EACH ACCOUNT, | TS BEG NNI NG
BALANCE, TOTAL POSTI NGS, AND ENDI NG BALANCE. TO
BE G VEN TO THE AUDI TOR

RUN THE Treasurer’s Report (GCT) PROGRAM
(CURRENT Y-T-D OPTI ON).

PRI NTS AN ANNUAL REPORT OF REVENUES AND
DI SBURSEMENTS. FOR USE | N PUBLI SHI NG THE ANNUAL
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TREASURERS REPORT.

ACTI ON RUN THE Annual Publication Report (GDC)
PROGRAM
PURPOSE PRI NTS AN ANNUAL PUBLI CATI ON REPORT AS

DESCRI BED BY DECCA.

ACTI ON RUN THE Month Year End d osing (GVE) PROGRAM
( SUGGESTED BUT NOT REQUI RED) .
PURPOSE TH S PROGRAM W LL VERI FY THAT EACH FUND IS I N

BALANCE BEFORE CLOSI NG THE YEAR

GFYC PURPOSE:
FISCAL YEAR CREATE | To create the necessary files for the next Fiscal Y ear.

LimcieT 775 atadie: S T2ADATALOCIE T-DATARICK, | 866 LA

[Ty

egtErnn e lomer oo o
‘arilk- A

H-i3zazeal _=dg=e =

E:Ll zeellanzoaslLiszs

0 Tapnrt=Trau-rias

Ié'.'l tored Prinoe s

14 Frugoul Troskong

B-Baeesry Hescets

O lonza™esr Lee 12z zess
i Craama M anal asr 7010 [
EW T Al il S Supporl  1-466-LocisD
e Tu Dol Abive 2 BEopor.
--Tr1zl Balanze Rezact a0 == (o7 (7
r-Mernta vese His Cloging ACC o e se 1 5 Aak
¢ DudpeteAppeopcaticr. Cooe wcien L3042
E"HI.I'HI:L’J‘.‘-F 1 aproahic 0 rley
:"Bl..llgl.'l. ek see B opoe. -
. Annual Paalication Repor:

r
¢ Ddpet Inuezes Ieln T T B @
! Thidget Theta ran-h 2n Txanl rorrae Faon (AR R T TR W A TN I H A o E

' =g rhmred w=h TTapril Taraee - ke eed e et
SRl Tda "o gne L™ o Foeomed '|.FI_T-'L:.::: 'Ir.l.l I:ll:;'_ .f t.'”rl—']“:rt?l'r J.zﬂﬂpd o all izere L
sy ard Boer 215 she Sudges Chy | T Oe o IR ASIE LTRSS MR S

“-EopersxHezervazles 2 crecastng B

il | i r.
T el Ao TR | L= | RICK HOLMES T75 ‘ Q

Visid wwwolaicisoom |

P ]

This process may have been preformed previoudly.
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GYL PURPOSE:
GENERAL LEDGER Provides alist of all postingsto all accounts. To be given to the
YEARTO DATE auditor.
LISTING

A) Fiscal year to be reported. Select 2009.
B) All funds. Enter check mark.
C) Suppress inactive accounts. Enter check mark.

L, rear to date transaction list T75 Term Date: 12/31,/08 Date: 04,/08/09
Options  Help

| Year to date transaction list

Fiscal Year ko be reported Izmg 1|rI Proceed |

Select the fund ko be reparked

[ all Funds I vI ¥ Suppress Inackive Accounts
8 Frarm Tao

W

Iv List all accounts Account I Account I

Fawvoritke? [
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GTB PURPOSE:
GENERAL LEDGER Provides a list of each account, its beginning balance, total posting,
TRIAL BALANCE ending balance and a space for any audit adjustments. This data may
LISTING also be exported to an Excel file.

A) Report month. Select 04.

B) Report year. Select 2009.

C) All funds. Enter check mark.
D) Print report. Enter check mark.

E) Export report (Optional). If you want to export to Excel,
enter check mark.

L, Trial Balance Report T75 Term Date: 12/31,/08 Date: 04,/08,09
Options  Help

I Trial Balance Report

Close

Repart Maonkh Imvl Report Year IEEIEI'EJ j Proceed |

V¥ &l Funds or Select the Fund ko be reported: I j

¥ Print Report | Export Repaort

Favarite? [~
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GCT PURPOSE:
CITY TREASURER'S Prints an annual report of revenues, disbursements, and other source
REPORT and use of funds.

A) Report month. Select 04.

B) Report year. Select 2009.

C) Print detail report. Enter check mark.
D) Print yearly amounts. Enter check mark.
E) All funds. Enter check mark.

F) Auto entry. Enter check mark.

L Treasurer's Report T75 Term Date: 12,/31/08 Date: 04,/08/09

Options  Help
T 's K
FELSHUFEF Y eporr
Select the Reporting Period
|V Report Month I TI Report Year IEEIEI'SI TI Froceed |
Close |
Select the Report Options
™ Prink menthly amounts or W Print vearly amounts
Print detailed reportz [
Excel as welz [
Select which Funds
|7 ¥ all Funds or Select the fund to be reported j

—Select which GfL Accounts (line items) to use, ..

[ Auto Entry { Those entered wia GCTM - CashiInvestment Setup)
-0OR -

Enter cash &)L numbers I |

- R -

™ Select various General Ledger line items via lookup

Fawvoritke? [
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PUBLICATION REPORT

GDC PURPOSE:
Provides a condensed report for publication Similar to the report
suggested by I1linois Department of Commerce and Community

Affairs.

A. Print report. Enter check mark.
B. Year to date. Enter check mark.
C. Asof month. Select 04.

D. Asof year. Select 2009.

E. All funds. Enter check mark.

L, Publication Report T75 Term Date: 12/31/08 Date: 04/08,/09
Options  Help

Publication Report

—Select the Report Duration

—Select the Report Period

Manth Iﬂ Year Im

—Select the Fund

Iv &l Funds or select a fund I

—Select Options

[ alternate Format
[ Report Earnings in F.anges rather than exact figures

Procesd

i

Cancel

Fawvoritke? [
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REPORT (OPTIONAL)

L, Budget Change Report T75 Term Date: 12/31/08 Date: 04/08,/09
Options  Help

| Budget Change Report

Iv &l accounts?

From Accounk: I To Accounk: I

v all vears?

Select Fiscal Year: I 2009 j

GBCR PURPOSE:
BUDGET CHANGE Provide alist of budget revisions to the auditor.

Cancel |

Fawvoritke? [
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GSP PURPOSE:
SOURCE AND PURPOSE | Provide alist of revenues by type for all funds to the auditor.
OF FUNDS REPORT
(OPTIONAL)

A) Report month. Select 04.
B) Report year. Select 2009.
C) Print yearly amounts. Enter check mark.

L, Source of Funds Report T75 Term Date: 12/31/08 Date: 04,/08/09

Options  Help

| Source of Funds Report

Select the Reporting Period

|V Repart Month I TI Report Year IEEIEI'SI TI Froceed |

Close |

Select the Report Options

™ Prink menthly amounts or [ Print vearly amounts
|'SE|EIZ|: which Funds

—Select which GfL Accounts (line items) to use, ..

- R -

™ Select various General Ledger line items via lookup

lick. '"Close’ bo exit this program or select the month and wear, month ko date ar year
o date amounts and click 'Proceed' to print the report Fawvorite? [
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GBC PURPOSE:
BUDGET COMPARISON | Provide areport of revenue and expense activity to the auditor
NUMBER 3 REDUCED

FORMAT

A) Report month. Select 04.

B) Report year. Select 2009.

C) Print revenue accts? Enter check mark.

D) Print expense accts? Enter check mark.

E) Suppress inactive accounts? Enter check mark.
F) All funds. Enter check mark.

G) Reduced format. Enter check mark.

L. Budget Comparison Report T75 Term Date: 04,/14,/09 Date: 04,14,/09
Cptions  Help

| Budget Comparison Report

—Select the Period to Repork

Proceed |
Report Month |04« Repart Year |2':“:"5I ﬂ

—Report to prink

¥ Print Revenue Accks? ™ Display results on the Screen?
¥ Print Expense Acctsy? v Suppress Inackive Accounts?

—Report to prink
Sample | Percent used, Estimated Actuals (¥er 1) Sample | [ Last year M-T-Df¥-T-0

sample |~ Percent used, Estimated Actuals (Ver 2)(Expartable) Samplel [T GASE 34 ¥/E Report (Exportable
Sample | [~ Reduced FormatiExpartable)

—Report to prink

W &l Funds or Choose I j
I &l Departments o I
¥ all Accounts or thase with the wordis) | somewhere in the title,

Favorite® [
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GBC PURPOSE:
BUDGET COMPARISON | Provide areport of original budget, current budget and actual
NUMBER 4 revenue and expense activity to the auditor.
GASB-34 Year End Report
(OPTIONAL)

A) Report month. Select 04.

B) Report year. Select 2009.

C) Print revenue accts? Enter check mark.

D) Print expense accts? Enter check mark.

E) Suppress inactive accounts? Enter check mark.
F) All funds. Enter check mark.

G) GASB 34 Y/E report. Enter check mark.

L. Budget Comparison Report T75 Term Date: 04,/14,/09 Date: 04,14,/09

Cptions  Help
| Budget Comparison Report
—Select the Period to Repork
Proceed |
Repott Month |04 = Repart Year I 2009 ﬂ
Close |
—Report to prink
¥ Print Revenue Accks? ™ Display results on the Screen?
¥ Print Expense Acctsy? v Suppress Inackive Accounts?
—Report to prink
Sample |~ Percent used, Estimated Actuals (¥er 1) Sample | [ Last year M-T-Df¥-T-0
Sample | Percent used, Estimated Actuals (ver 2)(Exportable) Samplel ¥ ASE 34 ¥/E Report (Exportable
Sample | [~ Reduced FormatiExpartable)
—Report to prink
¥ &l Funds or Choose I j
¥ &l Departments or I
¥ all Accounts or thase with the wordis) | somewhere in the title,
Favorite® [
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GME PURPOSE:
MONTH YEAR END Checks the General Ledger for an out of balance condition. If the
CLOSING (OPTIONAL) | General Ledger isin balance prevents any further posting to the
month closed and all prior months.

L G/L Period Close T75 Term Date: 12/31/08 Date: 04,/08/09 [_ [T x| |
Options  Help
| (/L. Period Close
Select an option: I 1-Clase a month j The last month closed was 12/05

Month to close: I o1 Close Manth
Zancel |
Year to close: I 06

Year [o erase: I

nter the month to be processed and depress Tab

Favorite? [
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ACCOUNTSRECEIVABLE

Thisreport must be printed prior to any processing being done
for the new fiscal year. Adjustments - Cash Receipts - Billings

ART PURPOSE:
TRIAL BALANCE Prints areport of the A/R detail, could be helpful to the auditor.

L A R Trial Balance T75 Term Date: 12,31/08 Date: 04,/08/09
Opkions

| AR Trial Balance

From Customer: | T Custarmet: |9999999999 Proceed

Cancel

Ll

Report only the charges incurred prior ka: I 5} 1/2009 j

[ Total transactions later than this date?

Repart arly the customers whose balance is IND': Equal ko j I a0

[~ Send ko Excel as well?
™ cCustomer Balance Order?
[ Summary style? {just prints custamer tokals)

[ General Ledger Summary as well?

Fill cut all parameters and click praceed Far a
krial balance.

Fawvoritke? [
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UTILITY BILLING

Thesereports must be printed prior to any processing being done for the new fiscal year:

Adjustments - Cash Receipts - Final Bills— Penalty Bills- Normal Billing

*k* NOTE *k*

The program Unapplied Cash (UUCP) should be run before any of the following reportsare

UBTB PURPOSE:

TRIAL BALANCE To provide information required by your auditor.

A. Select Account Range

B. Select Active, Closed or Inactive

C. Select Balanceto List

D. Select Owner/Renter format

E. Select Double Spaced, Amount order, Name Order

L u/B Trial Balance T75 Term Date: 12/31/08 Date: 04,/08,09
Opkions

| U/B Trial Balance

From Accounk: I Q004000000 To Accounk: I 0075990000 8 :
Cancel |

|7 Active Accounts |7 Closed Accounts |7 Inactive Accounks

Repart only the accounts whose balance is I":"'-"?" balance j I o0

[T owner/Renter Format (Report in alternate name Format)

[T send to Excel as well? [T Double Spaced?

[T amount order? [T Mame order
[T Ignore Level Pays?

Select vour options and click 'Proceed’ For the Trial Balance,

Favarite? [~
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UATB PURPOSE:
AGED TRIAL BALANCE | To provide information required by your auditor.

. Select Account Range

. Select Aging Date.

. Select Balance Preferences

. Select Other Desired Options

oOOw>

L u/B Aged Trial Balance T75 Term Date: 12/31/08 Date: 04/08,09
Opkions

| U/B Aged Trial Balance

I Qa04000000 I 0073990000

From &ccount: To Account:

Cancel
Aging Date Period 1 Period 2 Petiod 3 Period 4 Petiod 5
| 4} /2009 j |3|:| |E.|:| |9|:| |12IZI |15|:|
[ Excel? [T Excelr I Excelr I Excelr [ Excelr [ Excel?

Report only the customers whose balance is I":"""-" halance j I oo

[ Taotal Page Only? [ User-Defined Fields?
™ Ignore Cuskomers who owe less than their last bil? ™ Phone Mumbers?

¥ Summary (less detail)?

Select vour options and click Proceed ko get IJE Aging Detail

Favarite?

-
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UDL PURPOSE:
DEPOSIT LISTING To provide information required by your auditor.

A) Select Outstanding.

B) Select Account Range.

C) Fromdate. Enter 1/ 1/1900.
D) To date. Enter 4/30/2009.

. Deposit Listing T75 Term Date: 04/14/09 Date: 04,/14/09
Options  Help

Deposit Listing

_______________________________
&+ Dutskanding " Refunded " Both
Cancel |

Which Accounts:

| [ 999599599 -
By selecting Print, a
From Cate: Tao Crake: repart of LB

Ceposits will prink
| 1/ 1j1900 =l | 43042000 |

[~ Print even if the date is blank?

Favariter [~
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UPDL PURPOSE:

L. u/B Open Detail Report T75 Term Date: 04,14/09 Date: 04/14/09

Open Detail Listing To provide information required by your auditor.

Opkions
| U/B Open Detail Report
Frorm Accounk: I T To Accounk: Igggggggggg
¥ active Accounts [" Inactive Accounts ™ Closed Accounts
SR
Include charges that were incurred prior to; 4/30/2009 -
Cancel |
Report only the customers whose balance is I.ﬁ.ny balance j I o
Service to Report? Column Heading for Selected Service?
1 W-WATER SERYICES j I WATER SE [T summarize Penaltizs?
2 S-SEWER SERVICES | SEWER SE I™ Tokal Page Only?
T
5 j I [ Send ko Excel?
4 =
5 ]|
6 .
7 = | |
Select your opkions
g j I and click ‘Proceed' fior
g j I the Cpen Detail
Repaort.
1o M
11 {Excel only) j I
12 (Excel onl
( ¥) j I Favorite? [~
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ASSESSMENTS

Thisreport must be printed prior to any processing being done for the new fiscal year.
Adjustments - Cash Receipts - Billings

APTB PURPOSE:
TRIAL BALANCE To provide information required by your Auditor

A. Enter Printer

B. All Customers? “Y”

C. Assessment codeor ALL “ALL"
IR
File Edit Wiew Help
e 5 EE

ASSESSMENT TRIAL BALANCE TO BEGIN
ENTER ASSESSMENT CODE OR ALL ALL

Ready lcaps e fove [ [ o[
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