
1 

 

 

 
 

 

 

4000 W. Jefferson St. 

Joliet IL 60431  

Ph: (815) 744-0011 

Fax: (815) 744-8182  

LOCAL GOVERNMENT COMPUTER AND INFORMATION SERVICE NEWSFLASH  

August 2012 

 

 
 
 
 

 

South Lyons Township 

Sanitary District 

 

And  

 

Warrensburg 

AFTER-HOURS  

SUPPORT LINE 

***(815) 200-9110*** 
  

Monday ï Friday          

5 PM ï 9PM 

Weekends & Holidays  

9 AM ï  5PM 

 

 

THIS MONTHôS EVENTS 

Happy Summer! 

 

NEXT MONTHôS EVENTS 

 

September 3ï Holiday-Office 

Closed 

Payroll Classes 

September 19-Rossville Village 

Hall 

September 20ï Collinsville City 

Hall 

September 21-Joliet Park District 

September 21ï Decatur Park  

District 

 

 

 

 

 

During September, LOCIS will be hosting 4 

training classes on  7.0 Payroll.  Deadline for 

registration is one week prior to the class.  Visit 

our website at www.locis.com and click on the 

Classes tab.  There you will find the registration 

form.  Check out the dates and locations and 

sign-up today!  We look forward to hearing from 

you! 

Register Today!                                                                   
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 Is there a way to save a journal entry I make every month???   

YES 
 

This feature is located in the manual and recurring journal entry (GIP).  First you have to create the journal en-

try that you would like to save. 

 

 
 

 

Once created, click on arrow next to the journal source and select the journal source you just created.  Then 

click the ñCreate Recurringò button under the purple arrow. 
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Journal Name is a description of what this journal entry is for.  Type a name in the journal name box then click 

ñSave this Journalò.  The journal is now saved!! 
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 How do I retrieve the journal entry I saved? 

 
To issue a saved/recurring journal entry go to Manual and Recurring Journal Entry(GIP).  

Once you are in the screen click the button ñIssue Recurringò.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Once you have clicked the ñIssue Recurringò button this screen will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are three options in this screen: 

Issue this Journal- this is if you only want to work with one of the journal entries that are saved on this 

screen.  Highlight the journal entry you want to issue then click ñIssue this Journalò button. 

Delete this Journal- Highlight the journal entry you no longer want to keep as a saved/recurring journal 

entry click ñ Delete this Journalò. 

Issue all Journals- If you click the ñIssue all Journalsò button every journal entry on this screen will be 

placed into GIP. 
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 Follow the prompts to finish issuing the journal entry. 

 
Click OK. 

 

 
What Date is the date you want the journal entry to impact the general ledger. 

 

 

 
 

After selecting your date, your saved/recurring journal entry is now in the manual journal entry screen.  If you 

need to make any changes to the journal entry you may do it at this time. 

 

If no changes are needed print the journal entry and then update the journal entry. 
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Question: I calculated my bills but have 

found that some of the readings are in-

correct. I tried going back into the  

account rates screen and change the  

meter readings but the add/save button 

is not highlighted. What can I do? 

 

Answer: You must first go back into the 

bill calculation screen and click clear 

all this info and start over. Now you can 

go back into the accounts and change 

the meter readings, remember to go 

back and calculate when you have  

finished making your changes. 
 

 

 

 

If you have suggestions for the 

newsletter or useful information 

to share with others please submit 

to kim@locis.com. 
 

 

 

If you have a question you would 

like answered please submit it to 

kim@locis.com. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Question: I have already printed my 

warrant list but I want to add another 

invoice to the warrant list before I give 

it to the board how do I do this? 

 

Answer: Go to A/P check process to se-

lect invoices to pay. Click the button on 

the right side of the screen that says 

ñSelect More invoices to payò. Select 

your fund and the invoice you would like  

to add to the warrant list. Then save 

your selection. Once you click save se-

lection the new selected invoice will be 

added to the ones you already selected. 

Re-run your cash requirements and war-

rant list. 

 

 

 

To subscribe or unsubscribe to 

this newsletter please contact  

kim@locis.com. 
 


