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GENERAL OUTLINE

*hkkkikk ATTE NT I O N *khkkkikk

Throughout this procedure the Fiscal Year beginning date is referenced as 05/01/10 (May 1,
2010) and the Fiscal Year end date is referenced as 04/30/11 (April 30, 2011). If your Fiscal Year
begins/ends on other dates you must substitute those dates. (For example, if your Fiscal year
began on January 1, 2010 and ended December 31, 2010, you would enter 01/01/10 in lieu of
05/01/10 and 12/31/10 in lieu of 04/30/11) respectively.

Provides the option of retrieving information after the history is

Complete System Backup | 401104 from the system.

Accounts Payable Includes Vendor Processing, Accounts Payable, and Check
Reconciliation.

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

Aged Trial Balance (NT)

B3 A/P Aged Trial Balance T67 Term Date: 03/22/11 Date: 03/22/11  [X]

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

Include all vendaors regardless of their balance?

is report will list the vendors with balances and show
the aging of the balances as of 03/22/11.

is date may affect report content — change terminal
date to change 'as of date.

This report will provide a listing of all accounts payable transactions by vendor with total of amounts
unpaid.

Vendor range — defaults to everyone
Invoices prior to: 04/30/2011
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Invoice History List Simple (NHE) - Optional

By selecting Print, & report will print for the Vendaors and Dates
Identified

This Vendor YTD Report is in Vendor ID order with the detail of each A/P invoice, G/L distribution, and

AJP check numbers for every invoice between the date range.

Enter From: & To: Locis defaults to included all vendors
FYB/EYE From Date: 05/01/10 To Date: 04/30/11

Dates

Page 3 of 35



Invoice History List Advanced (NHR) - Optional

L Invoice History List {advan ced) T03 Term Date: 03/24/11 Date: 03/24/11

EEX]

Invoice History List (advanced)

Select Report Style

|51:§.rle 4By G/L Mumber - Detailed) j
Vendor Range

From Vendor: | ASESE J.J To Vendor: ZINGR Jf-']

Date Range

From Date: | 05/01/10 To Date: 04/30/11
Fund Range

From Fund: | 0o To Fund: iz
Department Range

From Dept: oo To Dept: zz

G/L Mumber Range (line item only - like 111 or 241 not fund or dept)

Fram G/L: | To G/L: I222722722722772

Options

r [2500

By selecting Proceed, a report will print for the Vendors and Dates Identified

Cancel

Favorite?

-

The purpose of this report shows the vendor cash distribution for the Fiscal Year.

There are four styles of reports to choice from.

Select Report Style:

From Vendor: (Locis defaults to your first vendor) To Vendor: (Locis defaults to your last vendor)

Enter From Date: 05/01/10 To Date: 04/30/11
FYDi/tE:E The rest of the fields default to include all funds, departments, and G/L numbers.
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Invoice History Maintenance (NHM)-Optional

Eile Edit View Help

&

INVOICE HISTORY G/L DIST. MAINTENANCE

Aol EASTER BUNNY

10-ENCUMBERANCE AMOUNT LEF
11-ENCUMBERANCE DIST. SUFI

Ready CAPS OVR RD

To add or adjust any payments made to vendors by invoice number. Any changes made in this screen
will also affect Invoice History List Reports and Vendor History (VM).
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Vendor YTD Maintenance (VYM) - Optional

L ¥endor YTD Maint T75 Term Date: 04,/08,09 Date: 04,/08,/09
| Vendor YTD Maint _ metn |
Vendar: GfL Mumber: Arnaunk:
AddfSave |
I Fa ) I Fa ) I Delete |
3L Mumber | Description | amourt: | vendor | J_:_"SS_I_E Bl tht'_a Fisu'::al
ransactions For
01-03-552.3 TELEPHOME EXP (MARINA) S0.00 1099 Wris werdsr, Thess G=m
01-08-654 SUPPLIES 1050,00  ACEOL be viewed or
56,00 ACEDL manipulated For

ILL FIRST MOMNEY EXPEMSES
Publication Repaorts

01-21-g40

Prink List (B Yendor) |

Prink Lisk (B Fund) |

Prink List (B Dept) |

[™ Send ta Excel

To add or adjust any payments made to vendors by G/L number. This data is used for the Annual
Publication Report.
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Vendor YTD Distribution List (VPF) Optional

Send Report to Excel as well

This program will print reports on distribution history by Fund,

Department or Vendor,

This report will give you current fiscal year payments by fund, department or vendor which can be
used in publishing the Annual Treasures/Publication Report.

SYS DATE:03/25/11 VILLAGE OF PARADISE 5YS TIME:11:07

VENDOR PAYMENTS REPORT [VPF33]

DATE 05/04/11 Wednesday May 04,2011 PAGE 1
FUND,/DEPT VENDOR  NAME PAYMENTS
01-00  CORPORATE FUND EFTPS EFTPS 21062.59
01-00 ILDRY TLLINOIS DEPART OF REVENUE 4663.84
01-00 EFTPS EFTPS 10148.11
01-00 IMRF  ILLINOIS MUNICIPAL RETIREMENT FUN 9331.83
01-00 EFTPS EFTPS 2521.30
01-00 50U STATE DISBURSEMENT UNIT 2215.44
01-00 77777 PAYROLL ND VENDOR 361.26
DEPARTMENT TOTAL 50304.37
01-11  ADMINISTRATIVE BCBSI BLUE CROSS BLUE SHEILD 18111.60
01-11 HUMAN ~ HUMANA 1831.35
01-11 77777 PAYROLL NO VENDOR 350.00
01-1 IDES1 TILLINOIS DEPARTMENT OF EMPLOYMENT 175.61

This is a sample of Report by Fund Summary.
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Maintenance/List/ Export/Purge (CKMWIN)

@ Check Reconciliation T&7 Term Date: 03/24/11 Date: 03/24/11

Clear all Direct
DepozitDirect Pay
nd tarting Check: | Ending Check:
o ~| [ 0501/2010 | |04/30/2011 | Outstanding Only? | Select the fund the check

was iszued from
Edit Check Details

Delete

Relizt M
Poeshumber [

to vour riaht.

Right Click the First check in
Check Date | Type | Amount the range

This program has 100% sort capability, yeu can just click the column headings. This is helpful for the “Group Select Mods™ Step 2:

Right Click the Last check in
the range

the Action to Perform

-
ep

Turn Group fdode Off

To provide your auditor a complete listing of all checks (cleared & outstanding) written during the
current Fiscal Year.

Select Fund: (Select Fund Your Checks were Written From)
Starting Check: (Leave this field blank) Ending Check: 99999999

Starting Date: 05/01/2010 (FYB) Ending Date: 04/30/2011 (FYE)

Display

(Click Display Button)
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@ Check Reconciliation T&7 Term Date: 03/24/11 Date: 03/24/11

Clear all Direct
DepozitDirect Pay
tarting Check:
m [ - 0501/2010 | |04/30/2011 | Qutstanding Only? | 718 Checks found

Add/Save

Delete
-

Turn Group Mode On

Thig program has 100% sort capability, you can just click the column headings. Thig is helpful for the "Group Select Mode™

to vour right. Right Click the First check

Check Date Cleared ... | Status = the range
2010/08/23 VOIDED ON REGISTER # 14 2010/0%/27 Cleared

2010/10/01 ARAMARK Outstandi...

201170114 KASHER. JEFF Qutstandi... Right Click the Last check in
2011/01/22 MALCOM, PATRICIA Outstandi... the range
20110127 DUNNING, JAMES Qutstandi...

2010/09/29 VOIDED ON REGISTER # 15 Cleared

201001102 VOIDED ON REGISTER # 74 Cleared Selectthe Action to Perform
20110113 WICKISER, KRISTINA Outstandi...
20110114 MALCOM, PATRICIA Qutstandi...
2011/01/18 VOIDED ON REGISTER # 19 Cleared
2011/01/22 MILLARD, DOROTHY Outstandi...
2010/11/02 ELUE CROSS BLUE SHEILD Outstandi... Turn Group hode Off
20110113 WICKISER, KRISTINA Outstandi... ,

R AR LT

20 G P PR PRI R R
1MWMIE=TTVTTWIE=TTOTTWIE=T

A complete listing of all checks written during the current Fiscal Year will appear in the big white box
at the bottom of the screen.

Print List of Checks:
1. Click on the button “Turn Group Mode On”
2. Right click on the first check in big white box at the bottom of the screen.
3. Right click on the last check in the big white box at the bottom of the screen.
4. On the right side of the screen “Select the Action to Perform”( indicated by the star) click on
the arrow and select “Print a List”
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Cleared Check Listing (CKC)

Fle Edt View Help

&

CLEARED CHECK LISTING

ENTER FUND NO OR AL’ AL
FOR ALL CHECKS(YES/N) Y
FOR ALL DATES(YES/N) N
1st CHECK CLEARED DATE 050110
LAST CHECK CLEARED DATE 0

A/P, P/R, BOTH, OR GIFT? (APBG) B
CONVERTED DATES ARE: 20100501 20110430

43011

Ready CAPS OVR RD

Print a listing of all cleared checks (one copy for the city /village and one copy for your auditor).
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Outstanding Check List (CKO)

Fie Edt Wew Help

© fEe
QUTSTANDING CHECK LISTING

Enter fund # or AL AL

For all checks? (YES/N) Y

For all dates? (Y/N) N

List to date ) 043010 )

Do you want to 1ist checks cleared after the list to date? (Y/N)pN

A/P, P/R, Both, Gift 7 (APBG) [pB
Ready [caps o fove [ [ RO T
i#start| 5] 1nbox - Microsoft Outiook | 8] FYE Handout word 70 ... ”i;rrs— « NI EPE 238 am

Print a listing of all outstanding checks (one copy for the city /village and one copy for your auditor).
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Check Purge (CKP) - Optional

L, check Purge T75 Term Date: 03/22/10 Date: 7/
Cptions  Help

I Check Purge

This should be

wwhat tvpe of checks .
i o o &P pir | @it | ume all

This is the check purge program. . .upon hitking
the proceed button it will prompt wou to prink a
liskting of checks ko be purged.
Faworite?

the FYE Date.  [proceed
Purge up ko what date: I /30,2010 :
Cancel I

—

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

Click PROCEED

B Check Purge

Do you want to print a list of the checks to be purged? (/M)

Click YES

@ Check Purge

Would you like to expart the list to excel as well?

Click YES or NO

After your list has printed or exported to excel Locis will ask if you want to continue with the purge.

@ Check Purge

976 were found to purge do you want to continue?

If you click YES Locis will begin purging your checks.
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PAYROLL

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

Employee Distribution List (PYL) - Optional
=l=ix]

File Edit ‘iew Help

¢ & B

¥-T-U BOARD LISTING

BY EMPLOYEE, DEPARTMENT OR FUND (E,D,F) E

Ready [cps fm o [ [ RO [
dhstart| [ @ @ O O HA @ o || O S| S B [ 7 EE S e

This report lists each employee’s wages and the distribution to each fund/dept.

Enter Fiscal Year to be Listed 11(fiscal year)
Select printer to be used  Compressed or Standard
By Employee, Department or Fund? “E”
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Emp YTD Report (PYR) - Optional

B3 P/R Year to Date List T67 Term Date: 03/29/11 Date: 03/29/11 [X]

This report will list the Earnings, W/H and Fringe data by employee.
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Fringe Cost Report (PFC) - Optional

This report must be run prior to processing any Payroll activity in the new fiscal year

To print a list of Employee accrued fringes with a current dollar value by employee and department for
journalizing expected future costs.

Page 15 of 35



Employee Distribution Maintenance (PYM)

BT

File Edit ‘iew Help

© 5 EBER

01CORC] (CORCORAM, JEFFREY D.
01-11-421
SALARTES STAFF

DEEDISTRIBUNION  2804.78
DA=EMPUOYEENNANMENN CORCORAN, JEFFREY D,

Ready caps o [ove [ [ R [
Hstart| | @ & O] 1A @ & || Op. x| Gm | B [ . G PPl o Dl wizzem

The purpose of this screen is to add or adjust any payments made to employees by General Ledger
number.
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GENERAL LEDGER

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

Month end processing

The Month Year End Closing (GME) program is run to:
(1) Insure the period is in balance.

(2) Restrict any more adjustments to the period.

(3) Erase past years.

Before the Month Year End Closing (GME) period closing program is run, all journal entries
for the month and all automatic entries for the month from other applications must be
completely processed through the updating of the General Ledger. At this point, balance
sheets, revenue analysis, and budget analysis 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 made at the end of each month to post the fund gain/loss for the month (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 (GARWIN) 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 balance™ adjustments have been completely processed
through general ledger updating, the Month Year End Closing (GME) program can be run.
While the Month Year End Closing (GME) program is in progress, none of the journal
processing programs nor the automatic entry processing programs can be run. The Month
Year End Closing (GME) program will stop and display an appropriate message if it discovers
that "fund balance™ adjustments have not been made correctly. At this point the journal entry
processing programs will be made available again to allow corrections to be made.

Holding the Month "Open”. The Month Year End Closing (GME) program should be started
as soon as all routine processing for the month has been completed in other applications, and
after the summary data from the other applications in the general ledger interface file has
been processed completely through the updating of general ledger accounts. If the municipality
deems it necessary, months can be held "open" from one period to the next by not running the
Month Year End Closing (GME) program. This however will also force all following Months
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to also stay open. Although this option is available and allows the audit adjustments to be
entered in their proper month, several periods after the end of their respective month, it is
suggested that all users keep as few months open as possible.

MONTH END CHECK LIST

ACTION PREPARE AND POST, VIA Journal Entry (GIP)-Journal List
(GPL)-Journal Update (GUP), A JOURNAL FOR ALL CHECKS
MANUALLY WRITTEN AND NOT RECORDED VIA OTHER
LOCIS APPLICATIONS.

ACTION PREPARE AND POST, VIA Journal Entry (GIP)-Journal List
(GPL)-Journal Update (GUP), A JOURNAL FOR ALL RECEIPTS
NOT RECORDED VIA OTHER LOCIS APPLICATIONS.

ACTION RUN THE Monthly Activity Report (GAR) PROGRAM. RUN THIS
PROGRAM SO THAT ALL FUNDS ARE PRINTED IN DETAIL
AND INACTIVE ACCOUNTS ARE SUPPRESSED.

ACTION RECONCILE ALL CASH AND INVESTMENT BANK ACCOUNT
BALANCES, FROM BANK STATEMENTS, TO THE Monthly
Activity Report (GAR) LISTING.

ACTION VERIFY THAT ALL RECEIPTS AND DISBURSEMENTS HAVE BEEN
POSTED.

ACTION REVIEW ALL DUE-TO & DUE-FROM ACCOUNTS. PREPARE INTER
FUND TRANSFERS OF CASH AND POST A JOURNAL OF THOSE
TRANSFERS VIA Journal Entry (GIP)-Journal List (GPL)-Journal
Update (GUP).

ACTION REVIEW ALL PAYROLL LIABILITY ACCOUNTS, FICA WITHHELD
PAYABLE, FIT WITHHELD PAYABLE, SIT WITHHELD
PAYABLE, IMRF WITHHELD PAYABLE, AND EMPLOYEE
DEDUCTIONS WITHHELD PAYABLE, TO VERIFY THAT
PAYMENTS HAVE BEEN ISSUED.

ACTION  AFTER ALL POSTINGS HAVE BEEN UPDATED, RUN THE Monthly
Activity Report (GAR) PROGRAM (SUMMARY) AND VERIFY
THAT TOTAL DEBITS EQUAL TOTAL CREDITS FOR EACH
FUND.

ACTION OPTIONALLY RUN THE Balance Sheet Print (GBS) PROGRAM TO
ALLOW THE SYSTEM TO AUTOMATICALLY POST MONTHLY
GAIN/LOSS OR PREPARE A JOURNAL ( M/E GAIN/LOSS ) TO
POST CURRENT GAIN LOSS.
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*kk*k N OT E *kk*k

IF THE 'CURRENT MONTH GAIN/LOSS' AMOUNT ON THE LAST
PAGE OF THE Monthly Activity Report (GAR) PROGRAM
LISTING FOR EACH FUND IS PRINTED WITH A MINUS SIGN
POST A DEBIT TO THE FUND BALANCE ACCOUNT AND A
CREDIT TO THE [PROFIT] ACCOUNT FOR THAT FUND.

IF THE 'CURRENT MONTH GAIN/LOSS' AMOUNT ON THE LAST PAGE OF
THE Monthly Activity Report (GAR) PROGRAM LISTING FOR
EACH FUND IS PRINTED AS A POSITIVE AMOUNT POST A
CREDIT TO THE FUND BALANCE ACCOUNT AND ADEBIT TO
THE [PROFIT] ACCOUNT FOR THAT FUND.

ACTION RUN THE Balance Sheet Print (GBS) PROGRAM FOR ALL FUNDS
REVIEW EACH FUND AND VERIFY THAT TOTAL ASSETS
EQUAL TOTAL LIABILITY & FUND CONDITION.

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

ACTION RUN ALL OTHER GENERAL LEDGER REQUIRED REPORTS.

ACTION RUN A FULL SYSTEM BACKUP. LABEL IT 'G/L BACKUP MONTH XX
YEAR XX'AND STORE IT IN A SAFE PLACE.

*kkk N O T E *kkk

IF YOU ARE CLOSING THE LAST MONTH IN THE FISCAL YEAR REFER TO
THE "YEAR END CHECK LIST".

ACTION RUN THE Month Year End Closing (GME) PROGRAM. (SUGGESTED

BUT NOT REQUIRED). THIS PROGRAM WILL VERIFY THAT
EACH FUND IS IN BALANCE BEFORE CLOSING THE MONTH.

YEAR END CHECK LIST

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

PURPOSE PRINTS AN ANNUAL REPORT OF REVENUES AND DISBURSEMENTS.
FOR USE IN PUBLISHING THE ANNUAL TREASURERS REPORT.
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ACTION RUN THE YTD Activity Report (GYL) PROGRAM.

PURPOSE PROVIDES A LISTING OF ALL POSTINGS TO ALL ACCOUNTS, FOR
ALL FUNDS. TO BE GIVEN TO THE AUDITOR.

ACTION RUN THE Trial Balance Report (GTB) PROGRAM.

PURPOSE PROVIDES A LIST OF EACH ACCOUNT, ITS BEGINNING BALANCE,
TOTAL POSTINGS, AND ENDING BALANCE. TO BE GIVEN TO
THE AUDITOR.

ACTION RUN THE Annual Publication Report (GDC) PROGRAM.

PURPOSE PRINTS AN ANNUAL PUBLICATION REPORT AS DESCRIBED BY
DECCA.

ACTION RUN THE Month Year End Closing (GME) PROGRAM (SUGGESTED
BUT NOT REQUIRED).

PURPOSE THIS PROGRAM WILL VERIFY THAT EACH FUND IS IN BALANCE
BEFORE CLOSING THE YEAR.
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Fiscal Year Create (GFYC)

@L ocis 7 (64 bit) T30 Data dir: \ALHQ-FS1ALOCISALOCY  1-866-LOCISS99  Last Updated: 10/01/2010

= General Ledger
= MiscellaneousiLists

Reports/inguiries

ournal Process

Froject Tracking
= Summary Reports
=-MonthiYear End Process
---|Create Fiscal Year 2012
- Maonthly Activity Report
- Check for Out of Balance Joumnals
~Year To Date Activity Report
- Trial Balance Report
~Month Year End Closing
- Budget/Appropriation Copy
- Budget/Appropriation Entry
- Budget Worksheet Report
- Annual Publication Report

- Budget Import Help

- Budget Data Export to Excel

- Budget Data Import from Excel b
~YWhen and how did the Budget Chan

- Expense/Receivables Forecasting

- Expense/Receivables Balances _|;|

| | ’
LOCIS LIVE DATABASE (KIM) T30

Support 1-866-Locis99

Fax1-815-744-8182
4000 Jefferson Street
Joliet, ILE0431

Visit www.Locis.com

LDackar
ARCING

This process should be preformed prior to year end. The new fiscal year has to be created before any

transaction for fiscal 2012 can be posted.

If you use Budget programs in Locis the 2012 fiscal year may have already been created.

|84 G/L Fiscal Year Create ﬁ

This will create the next Fiscal Year (12). Are you ready to proceed?

Yes Mo

L% —

Click YES to continue creating the new fiscal year.
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Treasurer Report (GCT)

L. Treasurer's Report TO03 Term Date: 03/30/11 Date: 03/30/11

Optons  Help

Treasurer’'s Repowrr
Select the Reporting Period

Report Manth o — Report Year 2011 —

Select the Report Options
I Print monthly amounts or I~ Print yearly amounts

Print detailed report? [+
Excel as well? [

Select which Funds

v all Funds or Select the fund to be reported

Select which G/L Accounts {ine items) to use...

[

I+ Auto Entry (Those entered via GCTM - Cash/Investment Setup)i

~0OR -

Enter cash G/L numbers |
- OR -

I select various General Ledger line items via loockup

Check this option to get cash General Ledger no's from Cash Investment G/L no.
setup. If this selection is not checked you will have to enter each cash account to be

Fawvorite? [

Treasurer Report states the beginning cash balance, revenues, disbursements, other source and use, and

ending cash balance of each fund.

Report Month: 04 Report Year: 2011

o Print Yearly Amounts o Print Detailed Report

/AII Funds

o Auto Entry (Those entered via GCTM-Cash/Investment Setup)
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Budget Related Reports (GBC)

[B] Budget Related Reports T67 Term Date: 03/31/11 Date: 03/31/11 MsE3
Options  Help

Select the Period to Report

Report Options

[+ Print Revenue Accts?
[+ Print Expense Accts?

Report to print

Sample | [ Percentused, Estimated Actuals (Ver 1)
Sample | [ Percent used, Estimated Actuals (Ver 2)
Sample | ¥ Reduced format;

[ View Manager
Sample || Basic Budget Report (GGR)

Sample || Basic Budget List {GBL)

Which Accounts

‘ Budget Related Reports

Proceed

Report Month |04 = Report Year | 2011

[ Send Results to Excel as well?
[v Suppress Inactive Accounts?

Sample | [ Last year M-T-D/Y-T-D
Sample
Sample
Sample
Sample
Sample

El

Close

ud

[ GASE 34 Y/E Report

[ Revenue Analysis (GRA)
[ Expense Anaysis (GEA)

[ Management Report{GER)
[ Appropriation Format(GBA)

[v Al Funds or Choose |

[v Al Departments ar

[v Al Accounts or those with the word(s) |

[¥ Al Accounts or those which Contain |

[~

somewhere in the title,

somewhere in the number, )
Favorite? [

Reduced Format Budget Report states fiscal budget, month to date actual, year to date actual,

unexpended budget and % used.

Appropriation Format (GBA) states month to date, year to date actual, Appropriation, fiscal budget,
unecumb balance, % used, and estimated actual. If your Budget figures are different from
Appropriation figures we would recommend running this report for your auditor.
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Year to Date Activity Report (GYL)

L. Year to date transaction list T03 Term Date: 03/30/11 Date: 03/30/11 H=1_3
Options Help

| Year to date transaction list

Fiscal Year to be reported 2011 TrEE=EE
Select the fund to be reported : 2
™ all Funds — v Suppress Inactive Accounts
. From To
I+ List all accounts e E——

Fawvorite? [

This report is your General Ledger activity for the fiscal year. This report lists all active g/l account
with every transaction that affects that account. Your auditor will want this report.

Fiscal Year to be Reported: 2011
«” All Funds

Click PROCEED

L. ear to date transactio...

Send the output to Excel as well?

Yes or No.

L. Year to date transaction list

Indude detailed AP transactions like Invoice descriptions and check numbers?

Click YES.

L. Year to date transaction list

Would you like to list only the manual journals?

Click NO.
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Trial Balance Report (GTB)

L Trial Balance Report T03 Term Date: 03/30/11 Date: 03/30/11
Options  Help

Trial Balance Report

Report Period

Maonth 04 - Year | 011 ﬂ

Report Funds...

Iv Al Funds or Select the fund to be reported: |

Report Output. ..
Ignore Inactives?

[+ Print Report [ Export Report

Proceed

Close

Wiew Sample

il

Fawvarite? [

Trail Balance Report lists each account, is beginning balance, total posting, ending balance and space

for any audit adjustments. This data may also be exported to an Excel File.
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Annual Publication Report (GDC)

L. Publication Report TO03 Term Date: 03/30/11 Date: 03/30/11

Options  Help

| Publication Report

Select the Report Duration

[ Current month or

Select the Report Period

Month 04 - Year 2011 -

Select the Fund
Iv Al funds or select a fund |

Select Options

[ Alternate Format
[ Report Earnings in Ranges rather than exact figures

Check this box to report the year to date activity

Proceed
Cancel

Fawvorite?

—

Provides a condensed report for publication similar to the report suggested by Illinois Department of

Commerce and Community Affairs.
o” Year to Date
Month: 04 Year: 2011
«” All Funds

Click PROCEED
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G/L Fund Balance Check (GARQ) - Optional

@ G/L Fund Check T&7 Term Date: 03/31/11 Date: 03/31/11

Options
‘ G/L Fund Check Close
Select Period to report: n April, 2011 u Iv Ignore Inactive Funds?
[ Only funds w/conditions?
Fund | Cebits | Credits | Change | Balance |

i

Print

Favorite? [

Checks the General Ledger for an out of balance condition. If the General ledger is out of balance this
shows you which fund and amount.
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Balance Sheet Print (GBS) - Optional

@ Balance Sheet Report T&67 Term Date: 03/31/11 Date: 03/31/11

Options  Help
‘ Balance Sheet Report
Proceed
Select the Reporting Period Cancel
Report Month - ReportYear |aqi1
Select the Report Style
I¥ Standard Formator |~ Net Change Format
Select the Fund to Report
v Al funds or select a fund | J
v Suppress Inactive Funds
Consolidated Balance Sheet
[ Consolidated Balance Sheet
Select the funds to be consolidated j
Funds to be consaolidated:
Informational Messages
Last Month Closed is April of 10 and Gain,/Loss last Calc'd: 04/30/10
April is the last month of the Fiscal Year
Favorite? [

Balance Sheet report states total assets equal total liability and total capital.

This program generates and posts monthly gain/loss to the general ledger. Balance Sheet Print has to
be run before you close the month.
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Month Year End Closing (GME)

L G/LPeriod Close T75 Term Date: 12/31,/08 Date: 04,/08,09
Cpkions  Help

| /1. Period Close

Select an optian: I 1-Clase a manth j The last maonth closed was 12/05

Month to close: I 01 Close Month
Cancel |
Yeat ko close: I 06

Year Lo erase: I

nker the monkh ko be processed and depress Tab

Favarite? [

If the General Ledger is in balance closing the month will prevent any further posting to the month or
prior closed months.
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ACCOUNTS RECEIVABLE

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

A/R Trail Balance Report (ART)

L A/R Trial Balance T03 Term Date: 05/01/11 Date: 0404511
Options

| AR Trial Balarnce

From Customer: 0000000000 To Customer: QoQooQooog
. . Cancel
Report only the charges incurred prior to or on: 5/ 1/2011 — |

[T Total transactions later than this date?

Report only the customers whose balance is |NDt Equal to j | 00

[ Send to Excel as well?

[ Customer Balance Order?

T sSummary style? (just prints customer totals)
[ General Ledger Summary as well?

This will report customers with balances and show the aging of the
balances as of 0501711,

This date may affect report content — change terminal date to
Favorite? [

Prints a report of the A/R detail, could be helpful to the auditor.
From Customer: Leave Blank or all zero To Customer: 99999999999
Report only the charges incurred prior to or on: 05/01/2011 (FYE)

Report Only the customers whose balance is: Not Equal to 0.00
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UTILITY BILLING

These reports must be printed prior to any processing being done for the new fiscal year:
Adjustments - Cash Receipts - Final Bills — Penalty Bills - Normal Billing

*k*k NOTE *k%k
The program Unapplied Cash (UUCP) should be run before any of the following reports are ran.

Trial Balance (UBTB)

L u/E Trial Balance T75 Term Date: 12/31,/08 Date: 04,08,09
Options

U/B Trial Balance

Fraom &ccounk: I Q004000000 To Account: I 0073990000

¥ active Accounts v Closed Accourts ¥ Inactive Accounts

Cancel |

Report only the accounts whose balance is I,ﬁ.nw:,.- balance j I .0

[ owner/Renter Format (Report in alkernate name Format)

[ Send to Excel as well? " Double Spaced?

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

Select wour options and dlick 'Proceed’ Far the Trial Balance,

Favorite? [

To provide information required by your auditor.
From Account: (Locis defaults to first acct #) To Account:(Locis defaults to last acct#)

Locis defaults the rest of the fields.
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Aged Trial Balance (UATB)

@ U/B Aged Trial Balance T67 Term Date: 04/04/11 Date: 04/04/11

Options
U/B Aged Trial Balance
From Account: To Account:
0011002000 0033052000
Cancel

Aging Date Period 1 Period 2 Period 3 Period 4 Period 5

4/30/2011 j | 30 |5|:| |9|:| | 120 | 150

[ Excel? [ Excel? [ Ewcel? [ Bwcel? [ Excel? [ Excel?

Report only the customers whose balance is |.-5.ny halance j |

[ Total Page Only? [v User-Defined Fields?
[ Ignore Customers who owe less than their last bill? [v Phone Mumbers?

[v Summary (less detail)?

Select your options and dick Proceed to get /B Aging Detail

Favorite? [

To provide information required by your auditor.

A. Select Account Range

B. Select Aging Date.

C. Select Balance Preferences
D. Select Other Desired Options
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Deposit Listing (UDL)

B3 Deposit Listing T67 Term Date: 04/04/11 Date: 04/0... [X|
COptions  Help

Deposit Listing

Cancel

f* Qutstanding i~ Refunded ("~ Both

Which Accounts:

| 9393939993
By selecting Print, a
From Date: To Date: report of U/B

Depasits will print
| 1/ 1/1900 | | 4/30/2011 |

[ Print even if the date is blank?

Favarite? [

To provide information required by your auditor

A) Select Outstanding.

B) Select Account Range.

C) From date. Enter 1/ 1/1900.
D) To date. Enter 4/30/2011.
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Open Detail Listing (UPDL)

EQ u/B Open Detail Report T67 Term Date: 04/04/11 Date: 04/04/11

Options
‘ U/B Open Detail Report
From Account: | i To Account: fatatatalatalutalata]
[+ Active Accounts [+ Inactive Accounts v Closed Accounts
Indude charges that were incurred prior to: 4/30/2011 -
Cancel
Report only the customers whose balance is |Any balance ﬂ |
Service to Report? Column Heading for Selected Service?
1 \WW-WATER. SERVICES - | WATER. SE [ Summarize Penalties?
2 | - | [ Total Page Only?
[ Send to Excel?
3 | =l
- | =
5 | =
: | =
7 | = o
elect your options
8 | ﬂ | and dick 'Proceed' for
g | ~| ] the Open Detail
Report.
10 | = |
11 (Excel only) | ﬂ |
12 (Excel onl
E ¥) | ﬂ | Favorite? [

To provide information required by your auditor.
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ASSESSMENTS

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

Trial Balance (APTB)

NE-IES

File Edit Wiew Help

e & BB

ASSESSMENT TRIAL BALANCE TO BEGIN
ENTER ASSESSMENT CODE OR ALL ALL

Ready caps wum fove [ [ RD [

To provide information required by your Auditor
A. Enter Printer

B. All Customers? “Yy»
C. Assessment code or ALL “ALL”
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