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I. VENDOR MENU  
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Vendor Maintenance (VM) 
 

 

    
 

 

1. Vendor ID 

 a. 5 characters 

 b. alpha numeric 

 c. vendor name and a seq. no IE: 

  Accounting experts = ACC01 

 

2. 1099 

 Should a vendor receive a 1099 

 

3. S/S  

 If not 1099 record tax id 
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BUTTONS 
 

DBA 

 

 

 

 

 

Add ñDoing Business Asò information. 

 

 
 

History Run ñA/P History Inquiry (NI)ò for vendor. 

(see Reports/Inquiries) 

 

Distributions 

 

 

Display default General Ledger numbers for distributing vendor invoices. 
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Summary 

 

Display calendar and fiscal Year to Date totals and breakdowns. 

 

 
  
 

User 

Defined 

Display fifteen fields of operator defined additional data about a vendor. 
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Direct Pay 

 

Display electronic pay vendor data. 

 

 
 

 

YTD G/L 

Maintenance 
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First Display the first vendor record. 

Previous Display the prior vendor record. 

Next Display the next vendor record. 

Last Display the last vendor record. 

New Add a vendor to the file. 

Save Write any changes made to the vendor data. 

Delete To remove a vendor record during initial setup. 

Close Exit vendor maintenance. 

 

 

List  of New Vendors in a time frame (VLN) 
 

List of vendors added to A/P during a specified ñfrom ï toò time frame. 
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Vendor List (VL)  
 

List of vendors in specified Vendor ID order, for active or all vendors, optionally for 

vendors with activitiy before or after a specified date.  Displayed list can be sorted by 

field.  List can be printed, exported, deleted, or flagged as inactive. 

 

 
 

 

Vendor Analysis (VR) 
 

List of calendar or fiscal year-to-date information for a specified range of vendors.  

 



Page 9 of 68 

Vendor YTD Distribution  Maint enance  (VYM)  
 

 
 

This data is used for the publication report 

 

Vendor Distb. List (VPF) 
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Vendor No Reassignment (VNR) 
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Vendor Delete (VND) 
 

 
 

This program is used to delete any vendor who has no current year activity.  

 

Caution should be used in deleting vendors AS THE SYSTEM REMOVES ALL 

HISTORICAL DATA when a vendor is deleted. 

 

This program could take several hours to run depending on how much history there is to 

delete.   

 

There is no limit on the vendor numbers you may delete but it is important, before you 

start, to make sure that all registers & updates have been completed. 

 

Run this program at night when everyone is off the system.  This enables the program to 

run more efficiently. 
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II.  PURCHASE ORDER / ENCUMBRANCE MENU 

 
The encumbrance application is the Purchase Order system.  POôs can be recorded & 

tracked until all items have been recorded as received & invoiced (completed).  Like a 

promise of cash to the vendor.   

 

 

 
 

 

When to use:  when delivery & invoicing is NOT going to take place in the CURRENT 

BILL paying cycle you are doing. 

 

The impact on G/L is the due date. 

 

Assigning PO numbers:  Type in your own number or type NEW and the computer 

assigns an 8-character number. 

 

Due date:  This is the date that the expenses are reflected on the Financials 

 

Description: What are we buying /purchasing 

 

General ledger distribution: Line items to charge this expense to (Valid G/L#ôs) 
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P/O Entry 

 

 
 

P/O Print 
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P/O Register 

 

 
 

Prints an edit list of currently entered encumbrances and updates all work files 

 

P/O Inquiry 

 

 
 

 

 

Open P/O  list 

 

Prints a list of all active encumbrances including total encumbrance amount and G/L 

distributions with grand totals.  Again, original balances are NOT displayed. 
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III.  FIXED EXPENSE ï INVOICE ENTRY MENU  

 

 

 
 

 

Fixed Expense Entry/Maintenance (NFM) 

 

 

 
Fixed Expense Entry, Maintenance, and List Printing is done from same screen beginning 

in LOCIS v. 70. 
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Contract No:  A unique id for each payment a vendor is to receive. 

 

Frequency:  How often do we send a check. 

 

Next due date:  When should the next check be issued. 

 

Periodic Payment:  How much should each check be issue for. 

 

Reference:  What is this check for. 

 

Start date:  When was the first payment made. 

 

Original Balance:  Is there a limit to how much we are going to pay. 

 

Paid to date:  The amount that the system has issued checks for.  

If this amount equals the original balance the system will stop releasing it for payment 

 

Enter G/L distributions. 

 

Print a hard copy of current fixed expenses. 

 

 

Monthly Fixed Expense Release (NFP) 

 

 
 
Release scheduled fixed expenses to the payables process. 

 

How often can this program be run 

 

What happens if its not run each month 

 

Can a fixed expense be maintained after its released to the payable system 
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Invoice Entry (NEWIN ) 

 
This process is used for the entry of all invoices. 
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If a Vendor ID is unknown, click the magnifying glass to lookup vendors. 

 

 
 

 
 

You may search the vendor file by any element in the master record. 

Tran code ï BI billing invoice  CM credit memo 

 

You may type óNEWô in the Vendor ID field to add a vendor to the master file. 
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The Vendor ID, Invoice Type, Invoice Date, Invoice Due Date, and Invoice Amount are 

required fields for invoice entry. 

 

Invoice no ï use the document no. If there is no doc no establish a standard 

  Statement = STYYMMDD 

 

Regarding of optional fields, note the following: 

 

PO # - same as encumbrance or information only 

 

Check comment ï will appear on the check stub ï multiple phone bills and other uses 

    

 

All entered invoices must be distributed.   

 

 
 

Click the magnifying glass to look up a G/L Number. 

 

 
 

Distributions must total the amount of the invoice to be ñin balanceò 
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(NEWIN) BUTTONS / SCREEN INFORMATION 

 

The system maintains a running count of invoices entered and total of disbursements 

posted. 
 

You may click óExpanded Listô to display the distributions for all invoices in the list box. 
 

You may click óFund Summaryô to display the total of all distributions by fund number. 
 

You may double click on an invoice in the list box to maintain or delete that invoice. 

 

An invoice may be designated as a Manual Check that will be recorded when registered.  

A Manual Check may optionally be printed. 

 

 
 

You may select another terminal secession to view/maintain 
 

Some invoice information may be saved as ñrecurringò invoice. 
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Options may be selected to streamline the entry of invoices or control the display of some 

invoice information. 

 

 
 

 

The Invoice Registration process can be launched directly from Invoice Entry. 

 

 

Merge Invoice Terminals 
 

Invoices entered from 1 terminal may be merged into the file of entries for another 

terminal. 
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Invoice Register / Listing (NRWIN) 
 

 
 

Select the terminal to register. 

 

If Manual Checks are present and/or A/P Accrual Accounting has been activated, a G/L 

posting date will be required. 

 

The order of printing may be controlled by program ñOptionsô. 

 

 
 

Invoice Register reports are used to verify that entered data is correct. 

 

The program verifies that each invoice debit and credit amounts balance. 

 

Asks if you wish to print the G/L distribution list if all invoices are balanced. 
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Should you print the distribution list: 

 
 

SYS DATE: 05/04/09                                        DAN'S TEST SYSTEM                                      SYS TIME: 13:33  

                                            V E N D O R   I N V O I C E   R E G I S T E R                               [NR2WIN]  

                                                           REGISTER #  78                                   [G/L DATE: 03/26/09]  

TERM DATE: 03/18/09                                  Wednesday March 18,2009                                            PAGE   1 

 

                                                 GENERAL LEDGER DISTRIBUTION SUMMARY 

 

G/L ACCT                                                             TR  

NUMBER          TITLE                            VENDOR  INVOICE #  CODE    AMOUNT    DESCRIPTION            DEBIT      CREDI T 

=========== ========================================================================================================================  

 

01  GENERAL FUND 

 

01- 16- 5620      Travel Expense                    52341  763561      BI       12.10   Travel Expense          12.10  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       12.10                           12.10 NET  

 

01- 16- 6510      Office Supplies                   52341  763561      BI       11.18   Office Supplies         11.18  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       11.18                           11.18 NET  

 

01- 16- 6530      Petty Cash                        52341  763561      BI       20.35   Petty Cash              20.35  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       20.35                           20.35 NET  

 

 

          ************* Dept Totals for: 01 - 16                43.63  

 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......      43.63  

  TOTAL CREDITS.....        .00  

  TOTAL INVOICES....      43.63  

 

 

01- 00- 2110.1    Accounts Payable -  Accruals       TOTAL INVOICES              43.63                                       43.63  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       43.63                                       43.63 NET  

 

ACCRUAL AMOUNTS 

  ACCRUAL DEBITS....        .00  

  ACCRUAL CREDITS...      43.63  

  NET ACCRUAL.......      43.63  

  INV/ACRL BALANCE..        .00  

 

 

08  ASSESSMENT TESTING 

 

08- 16- 6540      Governor Slush Fund               52341  763561      BI       11.76   Governor Slush Fu       11.76  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       11.76                           11.76 NET  

 

 

          ************* Dept Totals for: 08 - 16                11.76  

 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......      11.76  

  TOTAL CREDITS.....        .00  

  TOTAL INVOICES....      11.76  

 

 

08- 00- 2110.1    Account s Payable -  Accruals       TOTAL INVOICES              11.76                                       11.76  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       11.76                                       11.76 NET  

 

ACCRUAL AMOUNTS 

  ACCRUAL DEBITS....        .00  

  ACCRUAL CREDITS...      11.76  

  NET ACCRUAL.......      11.76  

  INV/ACRL BALANCE..        .00  

 

 

25  TEST FUND  

 

25- 16- 6550      Officer Judy                      52341  763561      BI        8.94   Officer Judy             8.94  

                                                                         ----------                       ----------   -------- --  

                                                     AMOUNT DISTRIBUTED        8.94                            8.94 NET  

 

 

          ************* Dept Totals for: 25 - 16                 8.94  

 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......       8.94  

  TOTAL CREDITS.....        .00  

  TOTAL INVOICES....       8.94  

 

 

25- 00- 2110.1    Accounts Payable -  Accruals       TOTAL INVOICES               8.94                                        8.94  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED        8.94                                        8.94 NET  

 

ACCRUAL AMOUNTS 

  ACCRUAL DEBITS....        .00  

  ACCRUAL CREDITS...       8.94  

  NET ACCRUAL.......       8.94  

  INV/ACRL BALANCE..        .00  

 

FINAL ACCRUAL POSTING TOTALS 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......      64.33  

  TOTAL CREDITS.....        .00  

  TOTAL INVOICES....      64.33  

 

(FUND) - 00- 2110.1      ACCRUAL ACCOUNT 

  TOTAL ACCRUAL...      64.33  
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G/L ACCT                                                             TR  

NUMBER          TITLE                            VENDOR  INVOICE #  CODE    AMOUNT    DESCRIPTION            DEBIT      CREDI T 

================== =================================================================================================================  

 

MANUAL AND PRINTED CHECK DISTRIBUTIONS 

 

01  GENERAL FUND 

 

01- 00- 111       CASH IN BANK                      52341  764788      BI       76.44    MANUAL POSTING                      76.44  

                                                  52341  764876      BI       74.32   MANUAL POSTING                      74.32  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED      150.76                                      150.76 NET  

 

01- 00- 1410      Due From Other Funds              52341  764788               24.61   MULTIPLE DUE FROM       24.61  

                                                  52341  764876               23.93   MULTIPLE DUE FROM       23.93  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       48.54                           48.54 NET  

 

          ************* Dept Totals for: 01 - 00               199.30  

 

 

01- 16- 5620      Travel Expense                    52341  764788      BI       14.37   Travel Expense          14.37  

                                                  52341  764876      BI       13.97   Travel Expense          13.97  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       28.34                           28.34 NET  

 

01- 16- 6510      Office Supplies                   52341  764788      B I       13.28   Office Supplies         13.28  

                                                  52341  764876      BI       12.91   Office Supplies         12.91  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       26.19                           26.19 NET  

 

01- 16- 6530      Petty Cash                        52341  764788      BI       24.18   Petty Cash              24.18  

                                                  52341  764876      BI       23.51   Petty Cash              23.51  

                                                                         ----------                       ----------   -------- --  

                                                     AMOUNT DISTRIBUTED       47.69                           47.69 NET  

 

          ************* Dept Totals for: 01 - 16               102.22  

 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......     150.76  

  TOTAL CREDITS.....     150.76  

  FUND IN BALANCE...        .00  

 

 

MANUAL AND PRINTED CHECK DISTRIBUTIONS 

 

08  ASSESSMENT TESTING 

 

08- 00- 2410      Due To Other Funds                52341  764788               13.98 -   DUE TO FUND 01                      13.98  

                                                  52341  764876               13.59 -   DUE TO FUND 01                      13.59  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       27.57 -                                       27.57 NET  

 

          ************* Dept Totals for: 08 - 00                27.57  

 

 

08- 16- 6540      Governor Slush Fund               52341  7647 88      BI       13.98   Governor Slush Fu       13.98  

                                                  52341  764876      BI       13.59   Governor Slush Fu       13.59  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       27.57                           27.57 NET  

 

 

          ************* Dept Totals for: 08 - 16                27.57  

 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......      27.57  

  TOTAL CREDITS.....      27.57  

  FUND IN BALANCE...        .00  

 

 

MANUAL AND PRINTED CHECK DISTRIBUTIONS 

 

25  TEST FUND  

 

25- 00- 2410      Due To Other Funds                52341  764788               10.63 -   DUE TO FUND 01                      10.63  

                                                  52341  764876               10.34 -   DUE TO FUND 01                      10.34  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       20.97 -                                       20.97 NET  

 

 

          ************* Dept Totals for: 25 - 00                20.97  

 

 

25- 16- 6550      Officer Judy                       52341  764788      BI       10.63   Officer Judy            10.63  

                                                  52341  764876      BI       10.34   Officer Judy            10.34  

                                                                         ----------                       ----------   ----------  

                                                     AMOUNT DISTRIBUTED       20.97                           20.97 NET  

 

 

          ************* Dept Totals for: 25 - 16                20.97  

 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......      20.97  

  TOTAL CREDITS.....      20.97  

  FUND IN BALANCE...        .00  

 

 

FINAL MANUAL/PRINTED POSTING TOTALS 

 

TRANSACTION AMOUNTS 

  TOTAL DEBITS......     199.30  

  TOTAL CREDITS.....     199.30  

  TOTAL INVOICES....     150.76  

 

 

 

OVERALL NR POSTING TOTALS FOR REGISTER  78  

 **   TOTAL NUMBER OF INVOICES TO POST .....          3  

 **   TOTAL AMOUNT OF INVOICES TO POST .....     215.09  
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ñRegularò checks and ñManualò checks are totaled separately.   

 

If accrual posting is not activated, the distinction represents what was posted to the G/L 

and what was not.   

 

Accrual processing posts expenses against a designated ñpayableò account which is, in 

turn, washed to the cash account after checks have been printed and registered. 

 

Manual checks are now posted to the G/L.  They will be listed on all Board Reports (NB) 

until the next time that printed checks are registered (NCRWIN) and they may appear on 

selected Warrant Reports (NR) under the same circumstances.  A Board Report (NB) 

may be run at this point that will show on the Manual checks. 

 

 

Registered Invoice Manitenance (NRMWIN) 

 
Once a (non-manual) invoice has been registered, there are maintenance programs 

available that may be run before an invoice is selected for payment. 
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(1) Delete Registered Invoice. 

 

 
 

All registered invoices will appear on a list. 

 

Double-clicking on a list item will select it for deletion. 

 

All may be selected for deletion. 

 

All invoices for a specified vendor may be selected for deletion. 

 

All invoices on a specified invoice register (NRWIN) may be selected for deletion. 

 

Any invoice already selected for payment CANNOT be selected for deletion.  It must be 

unselected before it can be deleted (see NCWIN). 

 

Invoices selected for deletion are marked in the list. 

 

 
 

A list of invoices to delete is printed and the user is asked to confirm that this is correct 

before the deletions are actually made. 
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(2) Hold / Release Registered Invoice. 

 

An invoice may be placed ñon holdò so that it can never be selected for payment.  An 

invoice so designated must be ñreleasedò before it can be selected for payment.  

ñHoldingò and ñReleasingò invoices is done by double-clicking a listed invoice. 

 

 
 

 

3.) Change a Registered Invoice 

 
 

The availability of this feature may be controlled by a site through ñRegistered Invoice 

Maintenance Optionsò.  In this screen you can change the invoice date, due date, the 

amount of invoice, comments and g/l distribution. 
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Click on the invoice you need to adjust. This will bring the invoice to the top portion of 

the screen.   

 
 

If you change the dates or comments click SAVE.  If you change the amount of the 

invoice click SAVE/DISTRIBUTE.   Make sure the amount of the invoice match the 

amount in the g/l distribution screen.    

 

 
 

When changes are complete click POST CHANGES. 
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IV.  CHECK PROCESS MENU 

 

 
 

 

Select Invoices to Pay (NCWIN)  
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Beginning with LOCIS v. 7.0, the ñSelect Invoices to Payò program replaces previous 

LOCIS programs for Invoice Selection, Invoice Maintenance, Manual Checks (posting 

only) and Cash Requirements Maintenance (select / unselect invoices). 

 

This program is now also the sole access to the selected invoice reports: Cash 

Requirements and Warrant Lists. 

 

The ñSelect Invoices to Payò program consists to two screens, either of which may 

appear when the program is launched depending upon the state of invoice selection. 

 

(1) If no invoices have been selected for payment the ñSELECT INVOICES TO 
PAYò screen will initially appear.  When invoices have been selected, this screen 

will request that the user ñSave Selectionsò. 

 

(2) If a selection of invoices has alreadt bed saved, the ñREVIEW SELECTED 
INVOICESò screen will initially appear.  When invoices have been reviewed, this 

screen will request that the user ñSave Selections and Print Reportsò. 

 

Once invoices have been initially selected, the user may move between these screens to 

select additional invoices (perhaps paid from a different fund) and review them. 

 

To begin, the ñSelect Invoices to Payò screen asks the user to select a fund, posting G/L 

numbers, and how invoices will be selected. 

 

 
 

 

This process may be expedited by setting and saving selection ñOptionsò. 
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The best way to select invoices will vary by site but one method is to ñSelect All 

Vendorsò and process ñAll Invoicesò.  Then items may be deselected or re-selected from 

a list before saving. 

 
 

Double-click an item to un-select or re-select an item.  ñUnselect Allò to pick and choose 

selections individually from the list.  An ñXò (or not) in the ñSelò column denotes 

whether an item has been selected for payment.   
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Press ñClear Listò to start over. 

 

Checks for multiple funds must be selected and saved separately for each fund. 

 

Other selection methods: 

 

If one does not ñSelect All Vendorsò, one will ñSelect One Vendorò and a list of vendors 

will appear.  Once selected invoices appear on the list, this process could be repeated for 

another vendor before saving (press ñSelect One Vendorò again).   
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Upon completing the vendor selection, a user may decide not to select all invoices by 

answering ñNoò to the prompt. 

 

 
 

The user is then asked whether invoices should be selected by ñgroupò or individually. 

 

 
 

ñGroupò selection is done by matching invoice criteria. 

 

 
 

ñIndividualò invoice selection is done by clicking from a list of invoices. 

 

 
 

As invoices are selected, they are added to the selection list. 
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Once the list has contains all invoices to be paid (with a óXô in óSelô) for the desired fund, 

the user will press ñSave Selectionò.  Once a selection is saved, the user is transferred to 

the ñReview Select Invoicesò screen. 

 

 
 

If more invoices need to be paid from the same or a different fund, press ñSelect More 

Invoices to Payò to return to the ñSelect Invoices to Pay Screenò. 

 

The fund on the ñReview Selected Invoices screen may be changed. 
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All invoices selected for a fund may be ñunselectedò for payment. 

 

All invoices from all funds may be ñunselectedò for payment. 

 

An ñunselectedò invoice is not deleted.  It is available to be selected for payment at 

another time. 

 

The state of individual selected invoices may be change by double-clicking that item 

from the list. 

 

 
 

The ñDue Dateò for an invoice may be changed. 

 

The ñCommentò for an invoice may be changed. 

 

The ñGroupò of the invoice may be changed.  All invoices in the same group for the same 

vendor will appear on the same check.  To print multiple checks to the same vendor, 

invoices may be ñgroupedò. 

 

An individual invoice may be de-selected for payment by pressing ñUnselect Invoiceò. 
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A selected invoice can be assigned to a ñManualò check by pressing the ñChange to 

Manualò button.  At this point in the process, such checks cannot be printed through 

LOCIS but will be posted to the G/L when all printed checks in the run are posted. 

 

 
 

 
 

Conversely, since nothing has been posted anywhere yet, a ñmanualò check may be 

converted back to a non-manual check by double-clicking it from the list. 
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With no invoices selected for maintenance, the ñShow Totalsò button may be pressed to 

summarize the selected invoices. 

 

 
 

Once all invoices selected for all funds have been verified, press ñSave Selections Print 

Reportsò to move to the ñCash Requiredò report screen. 
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The ñCash Requirements Reportò must be printed before checks can be printed.  If 

ñSelect Invoices to Pay (NCWIN)ò is re-run and any changes are made to the group of 

selected invoices or any invoice within any group, the ñCash Requirements Reportò must 

be re-printed before checks can be printed. 

 

The ñWarrant Listò is a separate, non-required reportò that has a ñcover sheetò.  There are 

several versions of the report that may be printed. 
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The ñCover Sheetò for the Warrant List may be edited. 
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A 3
rd

 optional report is the Claim Sheetò. 

 
                            C L A I M  S H E E T            [NCS]  

  DATE: 09/01/08         Monday September 01,2008                   PAGE   1  

 

  VENDOR #      NAME                           DEPT.              AMOUNT  

==============================================================================  

 

 01  GEN ERAL FUND 

 

  PRADM       PAYROLL ADMINISTRATORS CORP.     01 - 00               47.40  

                                                              -----------  

                    **TOTAL                                        47.40  

 

  BANK        1st NATION AL BANK                01 - 11              181.65  

                                                              -----------  

                    **TOTAL                                       181.65  

 

                         ZONING/BUILDING INSPECTOR 

  30000       RANDOM CONNECTION                01 - 16            1,000.00  

  52341       LEDGER MESS ACCOUNTING, INC.     01 - 16               43.63  

                                                              -----------  

                    **TOTAL ZONING/BUILDING INSPECTOR           1,043.63  

 

 

             01  GENERAL FUND                    GRAND TOTAL    1,272.68  

 

 08  ASSESSMENT TESTING 

 

                         ZONING/BUILDING INSPECTOR 

  52341       LEDGER MESS ACCOUNTING, INC.     08 - 16               11.76  

                                                              -----------  

                    **TOTAL ZONING/BUILDING INSPECTOR              11.76  

 

 

             08  ASSESSMENT TESTING              GRAND TOTAL       11.76  

 

25  TEST FUND  

 

  52341       LEDGER  MESS ACCOUNTING, INC.     25 - 16                8.94  

                                                              -----------  

                    **TOTAL                                         8.94  

 

 

             25  TEST FUND                       GRAND  TOTAL        8.94  

 

 51  WATER FUND 

 

  BANK        1st NATIONAL BANK                51 - 00               73.72  

  ZPR01       DIRECT DEPOSIT BANK              51 - 00              338.94  

                                                              -----------  

                    **TOTAL                                       412.66  

 

 

             51  WATER FUND                      GRAND TOTAL      412.66  

52  SEWER FUND 

 

  BANK        1st NATIONAL BANK                52 - 00               31.00  

                                                              -----------  

                    **TOTAL                                        31.00  

 

 

             52  SEWER FUND                      GRAND TOTAL       31.00  

 

 

     GRAND TOTAL FOR ALL FUNDS:      1,737.04  
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NOTES 
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Check Print (NCPWIN) 

 

 
 

Verify check date. 

 

Verifiy check forms. 

 

Determine Vendor ID or Name order. 

 

Enter beginning check number. 

 

Press ñPrint the Checksò.  After selecting a printer, the user will be prompted to load the 

check stock. 
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Once the checks have printed, checks for any additional funds will be handle in the same 

manner. 

 

 
 

 
 

After all checks for all funds have been printed, the user will be prompted to print Direct 

Pay vouchers. 

 



Page 44 of 68 

Checks and vouchers may be reprinted but re-running the ñCheck Printò program. 

 

 
 

The same information is required with the additional possibilty of selecting a range of 

checks to reprint. 

 

 
 
A starting vendor may be selected by double-clicking on a list item.  Once a starting 

vendor is established, the ending vendor may be selected by double-clicking the list 

again.  The starting and ending vendor fields must be cleared to re-select the range in this 

manner.  These fields may also be filled by using the vendor ñlook-upò buttons or by 

manual entry.  Fields left blank default to the original starting and ending vendors.  The 

program will verify a valid vendor range. 

 

The fund for which checks should be reprinted can also be selected. 
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Void a Current or Printed Check (NV) 

 

 

 
Enter the requested check information and void. 

 

 

 

Board List (NB) 

 

 
 
Verify dates, select desired report, and press ñProceedò 
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Check Register / Update (NCRWIN) 

 

 

 
 
Accept or change G/L posting date and printing order. 

 

 
 
Verify printed Check Register. 

 

 

 
 
Verify printed G/L Distribution. 
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If there is a Direct Payment to make, the ñCheck Register / Updateò program will process 

it automatically. 

 

 
 

 
 

 
Among other things, the ñCheck Register / Updateò program will detect and missing 

ñDue To / Due Fromò conditions. 
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Generate Direct Pay File (NCR4DP) 
 

The most recent Direct Pay file may be automatically regenerated if necessary.  (program 

to be replaced) 

 

 

ACHFILE LISTING / COPY (LACH)  
 

The most recent Direct Pay file may be re-listed.  (program to be replaced) 

 

 

PERIODIC  BOARD LIST (NBM)  

 

 
 

Print a listing of all checks issued for an operator controlled time period. How do we 

clear the data to start a new time period. 
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VOID AN ISSUED CHECK (NVE)  
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VOID ISSUED CHECK REGISTER UPDATE (NVR)  
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The system will 

 Flag the check as voided in the check rec file 

 Will know and adjust general ledger activity 

 Will correct Vendor YTD totals  

 Will correct the expense history 

 Will provide an audit trail for the accountants 

 

To cancel a check void, answer no to one of the register verifications. 
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NOTES 
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V. REPORTS / INQUIRY MENU  

 

 

 
 

A/P HISTORY INQUIRY (NI)  
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Lookup by any value in the vendor master file 

Several display options. 

Print history for a vendor 

 

 
 

 



Page 56 of 68 

 

AGED TRIAL BALANCE (NT ) 

 

 
 
Year end report for the auditors 
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SYS DATE: 051309                                        DAN'S TEST SYSTEM                                    SYS TIME:08:51  

                                                  A C C O U N T S   P A Y A B L E                                       [NT]  

                                                A G E D   T R I A L   B A L A N C E  

    DATE: 03/18/09                                  Wednesday March 18,2009                                             PAGE   1  

Invoices entered prior to: 05/13/14  

 

                                TR    TR      DATE   REG  

VEND #  NAME    INVOICE #      CODE  DATE      DUE   NO. REFERENCE         CURRENT     30 DAYS     60 DAYS     90 DAYS    120  DAYS 

======================================== ===========================================================================================  

 

10000 TECH PIECES  

               121007003        BI 12/10/07 01/29/07 432                   .00           .00           .00           .00         75.00  

 

                     Vendor Total Balance:        75.00   Totals:          .00           .00           .00           .00         75.00  

 

 

20000 SPAGHETTI CABLES AND CODE 

               200- 102          BF 02/28/06 02/01/06 447 SAUCE             .00           .00           .00           .00         25.00  

 

                     Vendor Total Balance:        25.00   Totals:          .00           .00           .00           .00         25.00  

 

 

30000 RANDOM CONNECTION 

               400- 156          BF 11/26/08 10/02/04  3 4 BRIBE             .00           .00           .00        500.00           .00  

               400- 157          BF 11/26/08 11/02/04  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 160          BF 11/26/ 08 02/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 161          BF 11/26/08 03/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 163          BF 11/26/08 05/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 165          BF 11/26/08 07/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 166          BF 11/26/08 08/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 167          BF 11/26/08 09/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 168          BF 11/26/08 10/02/05  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 169          BF 11/26/08 11/02/05  34 BRIBE             .00           .00           .00        500.00            .00  

               400- 171          BF 11/26/08 01/02/06  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 173          BF 11/26/08 03/02/06  34 BRIBE             .00           .00           .00         500.00           .00  

               400- 177          BF 11/26/08 07/02/06  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 178          BF 11/26/08 08/02/06  34 BRIBE             .00           .00            .00        500.00           .00  

               400- 179          BF 11/26/08 09/02/06  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 180          BF 11/26/08 10/02/06  34 BRIBE             .00            .00           .00        500.00           .00  

               400- 181          BF 11/26/08 11/02/06  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 182          BF 11/26/08 12/02/06  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 183          BF 11/26/08 01/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 184          BF 11/26/08 02/02/ 07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 185          BF 11/26/08 03/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 186          BF 1 1/26/08 04/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 187          BF 11/26/08 05/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 188           BF 11/26/08 06/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 189          BF 11/26/08 07/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 190          BF 11/26/08 08/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 191          BF 11/26/08 09/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 192          BF 11/26/08 10/02/07  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 193          BF 11/26/08 11/02/07  34 BRIBE             .00           .00           .00        5 00.00           .00  

               400- 195          BF 11/26/08 01/02/08  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 196          BF 11/26/08 02/02/08  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 197          BF 11/26/08 03/02/08  34 BRIBE             .00           .00           .00        500.00           .00  

               400- 205          BF 11/26/08 11/02/08  34 BRIBE             .00           .00           .00        500.00           .00  

               643632           BI 03/13/09 06/01/09  67                 65.43           .00           .00           .00           .00  

               654636           BI 11/13/08 01/26/09  46                   .00           .00           .00           .00         63.00  

               CM120408         CM 12/04/08 12/04/08  34                   .00           .00           .00      25000.00 -           .00  

 

                     Vendor Total Balance:      8371.57 -   Totals:        65.43           .00           .00       8500.00 -         63.00  

 

 

BANK  1st NATIONAL BANK  

               PR041009- 02- 214  BI 04/10/09 04/10/09 271                   .00           .00           .00           .00           .00  

               PR041709 - 02- 224  BI 04/17/09 04/17/09 272                   .00           .00           .00           .00           .00  

               PR042409- 02- 234  BI 04/24/09 04/24/09 273                   .00           .00           .00           .00           .00  

               PR050809- 02- 264  BI 05/08/09 05/08/09 275                   .00           .00           .00           .00           .00  

               PR051509- 02- 293  BI 05/15/09 05/15/09 276                   .00           .00           .00           .00           .00  

               PR052209- 02- 302  BI 05/22/09 05/22/09 277                   .00           .00           .00           .00           .00  

 

                     Vendor Total Balance:      1718.22   Totals:          .00           .00           .00           .00           .00  

 

 

PRADM PAYROLL ADMINISTRATORS CORP. 

               PR030609- 06- 160  BI 03/06/09 03/06/09 266                 47.40           .00           .00           .00           .00  

               PR032709- 06- 190  BI 03/27/09 03/27/09 269                   .00           .00           .00           .00           .00  

               PR040309- 06- 200  BI 04/03/09 04/03/09 270                   .00           .00           .00           .00           .00  

               PR041009- 06- 218  BI 04/10/09 0 4/10/09 271                   .00           .00           .00           .00           .00  

               PR041709- 06- 228  BI 04/17/09 04/17/09 272                   .00           .00           .00           .00           .00  

               PR042409- 05- 237  BI 04/24/09 04/24/09 273                   .00           .00           .00           .00           .00  

               PR050109- 05- 257  BI 05/01/09 05/01/09 274                   .00           .00           .00           .00           .00  

               PR050809 - 05- 267  BI 05/08/09 05/08/09 275                   .00           .00           .00           .00           .00  

               PR051509- 05- 296  BI 05/15/09 05/15/09 276                   .00           .00           .00           .00           .00  

               PR052209- 05- 305  BI 05/22/09 05/22/09 277                   .00           .00           .00           .00           .00  

 

                     Vendor Total Balance:       474.00   Totals:        47.40           .00           .00           .00           .00  

 

 

ZPR01 DIRECT DEPOSIT BANK  

               PR022709- 08- 152  BI 02/27/09 02/27/09 265                112.98           .00           .00           .00           .00  

               PR030609- 08- 162  BI 03/06/09 03/06/09 266                112.98           .00           .00           .00           .00  

               PR031309- 08- 172  BI 03/13/09 03/13/09 267                112.98           .00           .00           .00           .00  

               PR032709- 08- 192  BI 03/27/09 03/27/09 269                   .00           .00           .00           .00           .00  

               PR041009- 08- 220  BI 04/10/09 04/10/09 271                   .00           .00           .00           .00           .00  

               PR041709- 08- 230  BI 04/17/09 04/17/09 272                   .00           .00           .00           .00           .00  

               PR050109- 08- 260  BI 05/01/09 05/01/09 274                   .00           .00           .00           .00           .00  

               PR050809- 08- 270  BI 05/0 8/09 05/08/09 275                   .00           .00           .00           .00           .00  

               PR051509- 07- 298  BI 05/15/09 05/15/09 276                   .00           .00           .00           .00           .00  

               PR052209- 07- 307  BI 05/22/09 05/22/09 277                   .00           .00           .00           .00           .00  

 

                     Vendor Total Balance:      1129.80   Totals:       338.94           .00           .00           .00           .00  

 

 

Total Nu mber of Vendors Listed...    6  

 

Total of A/P Balances...      4949.55 -  

        Current.........       451.77  

        Over  30 Days...          .00  

        Over  60 Days...          .00  

        Over  90 Days...      8500.00 -  

        Over 120 Days...       1 63.00  
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STANDARD DISTRIBUTION SETUP (NSD) 

 

 

 
 
Establish standard % distribution of selected bill types. 

 

 
 
 Why 

 What does it do 
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BOARD REPORT COVER SHEET SETUP (NWM) 

 

 
 

 
Enter the check issuance authorization language for you community with a place for 

signatures (also accessible through NC reports and NJ). 

 

Press ñSet Defaultsò to clear data by section (paragraph). 
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INVOICE HISTORY LIST (SIMPLE) (NHE)  

 

 
 

 Print a list for a range of dates of invoice paid history 

 
SYS DATE:05/13/09                                        DAN'S TEST SYSTEM                                   SYS TIME:12:06  

                                                    INVOICE HISTORY EDIT LISTING                                        [NHE]  

    DATE: 03/18/09                                   Wednesday March 18,2009                                            PAGE   1  

 

                                 TRANS                                TRANS         ACCRL      CHECK or  CK NUM/  

  VENDOR #/NAME     INVOICE #    CODE  SEQ #     REFER ENCE            AMOUNT        AMOUNT     POST DTE  ACCRUAL   G/L NUMBER  

============================================================================================================================= ======= 

 

   10000 TECH PIECES  

                   43151           BI    2    Equipment -  Offic      3,241.15                  04/14/09  6427      01 - 16- 8300  

                                         3    Furniture -  Offic      1,080.39                                      01 - 16- 8400  

                                                                  ------------  

                                             ** CHECK AMOUNT **      4,321.54  

 

 

   10000 TECH PIECES  

                   654632          BI    2    Equipment -  Offic         55.29                  04/13/09  8432 6     01 - 16- 8300  

                                         3    Furniture -  Offic         18.43                                      01 - 16- 8400  

                                                                  ------------  

                                             ** CHECK AMOUNT **         73.72  

 

 

   10000 TECH PIECES  

                   76538           BI    2    Equipment -  Offic     57,403.07                  04/14/09  6426      01 - 16- 8300  

                                         3    Furniture -  Offic      19,134.36                                      01 - 16- 8400  

                                                                  ------------  

                                             ** CHECK AMOUNT **     76,537.43  

 

 

          TOTAL PAYMENTS FOR VENDOR 10000    80,932.69  

          TOTAL ACCRUALS FOR VENDOR 10000          .00  

 

 

 . e 

 . t 

 . c. 

 
 

   ZPR01 DIRECT DEPOSIT BANK  

                   PR041009- 08- 220 BI    2    01NACHI DIR PAY                        112.98    04/10/09  P/R ACRL  51 - 00- 421  

                                                                                ------------  

                                             ** ACCRUAL AMOUNT **                    112.98  

 

 

   ZPR01 DIRECT DEPOSIT BANK  

                   PR041709- 08- 230 BI    2    01NACHI DIR PAY                        112.98    04/17/09  P/R ACRL  51 - 00- 421  

                                                                                ------------  

                                             ** ACCRUAL AMOUNT **                    112.98  

 

 

   ZPR01 DIRECT DEPOSIT BANK  

                   PR042409- 08- 240 BI    2    01NACHI DIR PAY                        112.98    04/24/09  P/R ACRL  51 - 00- 421  

                                                                                ------------  

                                             ** ACCRUAL AMOUNT **                    112.98  

 

 

          TOTAL PAYMENTS FOR VENDOR ZPR01          .00  

          TOTAL ACCRUALS FOR VENDOR ZPR01       338.94  

 

 

 

          GRAND TOTAL PAYMENTS FOR ALL VENDORS      91,771.78  

          GRAND TOTAL ACCRUALS FOR ALL VENDORS       1,340.25  
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INVOICE HISTORY LIST (ADVANCED) (NHR)  

 

 

 
 

Provide the ability to print a detail list by fund, department, G/L expense number 

of all Accounts Payable activity 

 

Discuss usage for department heads, auditors, and staff 

 
SYS DATE:05/13/09            DAN'S TEST SYSTEM                  SYS TIME:13:04  

                        I N V O I C E  H I S T O R Y                [NHR1]  

  DATE: 09/02/08         Tuesday September 02,2008                  PAGE   1  

 

    VENDOR NAME                                             AMOUNT  

==============================================================================  

 

 01  GENERAL FUND 

 

    1st NATIONAL BANK                                     1,482.52  

    INTERNAL REVENUE SERVICE                              1,593.28  

    RANDOM CONNECTION                                     4,500.00  

    TECH PIECES                                          80,932.69  

    VENDORS UNDER $1000                                   3,179. 95 

 

     01  GENERAL FUND                    GRAND TOTAL     91,688.44  

 

 

 25  TEST FUND  

 

    VENDORS UNDER $1000                                     191.05  

 

     25  TEST FUND                       GRAND TOTAL        191.05  

 

 

 51  WATER FUND 

 

     51  WATE R FUND                      GRAND TOTAL        959.54  

 

  

 52  SEWER FUND 

 

     52  SEWER FUND                      GRAND TOTAL        273.00  

 

 

 

      GRAND TOTAL FOR ALL FUNDS:     93,112.03  
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OPEN UNPAID AS OF (NHOPEN) 

 
For those clients who have switched to full accrual accounting the ñ(NHOPEN)-Open 

Unpaid as ofò report will provide a list of invoices, from the accounts payable history 

file, that were registered through (NR-Fixed Expense/Warrant Edit list) but checks were 

not registered via (NCR-Check Reg/Update) as of a operator specified date. This report 

may be of use to your auditor. 
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INVOICE HISTORY MAINTENANCE (NHM)  

 
 Provide the ability to change vendor and G/L data for invoice paid. 

 

 
 

 

INVOICE HISTORY PURGE (NP)  

 
Removes activity from the Vendor History inquiry to an operator entered date. The 

system will print a report of the transactions to be deleted before removing them. 
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INVOICE G/L HISTORY PURGE (NHP)  
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NOTES 
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VI.  WELFARE MENU  
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VII.  1099 PROCESSING MENU 

 

 

 
 

 
 

Step 1 

Run after all calendar year activity has been processed. Vendors who have been 

flagged for 1099ôs and paid $600.00 will be selected for 1099ôs 

 

Step 2 

1099 List 

Print a list of 1099s 

 

Step 3 

1099 Form print 

Print 1099 forms for submission to IRS 
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NOTES 
 

 

 

 

 

 


