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During September, LOCIS will be hosting 4
training classes on 7.0 Payroll. Deadline fd
registration is one week prior to the class. V e
our website atvww.locis.comand click on the .’;.—.;
Classes tab. There you will find the registrat A K%‘ -
form. Check out the dates and locations a

signup today! We look forward to hearing frg S U P PO RT

. you! AFTER-HOURS
Register Today! SUPPORT LINE
THI'S MONTHGO6S EVENTS

***(815) 200-9110***
Happy Summer!
South Lyons TOWﬂShip NEXT MONTHG6S EVENTS
Sanltal‘y DlSt”Ct September 3i Holiday-Office
Closed
Payroll Classes
September 19-Rossville Village
And Hall
September 201 Collinsville City
Hall
September 21-Joliet Park District

Wal’ F'ens b u rg September 217 Decatur Park

District
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5PMi 9PM
Weekends & Holidays
9AMIT 5PM

I
S
U
I®
|®
@
r

t

S
B
S

!

C
X
(
((




Is there a way to save a journal entry | 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.

L. G/L Journal Entry for TO3 (No journals)
Options  Help

| G/L Journal Entry for T0O3 (No journals)

—Journal Setup

Journal Source [iINT = Description [INTEREST INCOME Delete Joumal| Move Journal | lssue Recurring |
GIL Number Date: Reference  Description Amount Project
| S22 [oerranz | [BANK INTEREST |5.00 | -1
Delete I
Line | G/L Number | Date | Ret [ Description | Amount | 5.00
o002 01-00-381 06/14/12 BANK INTEREST (5.00) - 5.00
001 01-00-111 D6/14/12 BANK INTEREST 5.00 = .00

Enter the GIL
associated with
this Journal or
press ? to find the
account

TO3 =

Amount Column?he
Add Decimal? [
Format GiL #7 ¥

Favorite? [

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

under t he

3

click the ACreate Recurringo
L G/ Journal Entry for TO3 (1 journals)
Options  Help
| G/L Journal Entry for T03 (1 journals)
i Journal Setup

Journal Source |ﬁ - | i\{‘bes«:vioﬁon IINTEREST INCOME

G/L Number Date Reference  Description

=)
Close
Print
Export

Delete Joumall Move Joumall Create Recumngl

Amount

[ 2| 2 [osnanz |

Journal(s) in Process - INT

Project
| —
Delete

Line | G/L Number | Date | Ret [ Description

| Amount | 5.00

BANK INTEREST
BANK INTEREST

061412
06/14/12

002 01-00-381
o001 01-00-111

(5.00) - 5.00
5.00 = .00

this Journal or
press ? to find the
account

TO3 >

Amount Column?v¥
Add Decimal? [
Fermat GIL #7 [+

Favorite? [

purpl e



ng Journal TO3 Term Date: 06/14/12 Date: 06/14/12

| Description | 3-digit Source [ LestissueDate [ Datecreated |
BANK INTEREST INCOME INT 06/14/12 06/14/12
END OF THE MONTH JOURNAL ENTRY EOM 06/14/12

Enter the name to
it as and dick "Save thi
Journal™

g4

Journal Name is a description of what this journal entry is for. Type a name in the journal name box then click
iSave this Journal o. The journal is now saved!!




How do | retrieve the journal entry | saved?
To issue a saved/recurring journal entry go to Manual and Recurring Journal Entry(GIP).
Once you are in the screen click the blutton
Options  Help
I G/L Journal Entry for TO3 (No journals) Ll
Print I
Journal Setup #‘
Journal Source [ =]  Description | CERET| | el
G/L Number Date Reference  Description Armount Project
2| >|[o7nznz | | I =l [[raoEav
e e [Ret [ Description | Amount | -00
- .00
= .00
Enter the G/L
mssociated with
thia Journal or
m?loﬁradm.
TO3 =
Amount Column?i+
Add Decimal? I
Format GiL #7 ¥
Favorite? -
Once you have clicked the filssue Recurringo bdtton th
Journal Name
| Issue this Journal
cancel |
Description | 3-digit Source | Last Issue Date | Date Created |
Delete this journal
END OF THE MONTH JOURNAL ENTRY EOM 06/14/12
Issue all Journals I
Double Click the Journal
you want to issue and
dick “Issue this Journal™
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. Hi ghlight the journal entry you want to
Delete this Journat Highlight the journal entry you no longer want to keep as a saved/recurring journal
entry click A Delete this Journalo.
IssueallJournals| f you click the Al ssue all Journal d0 butto
placed into GIP.




Follow the prompts to finish issuing the journal entry.

1

|! mt Eurnng ﬁurna[ E

L
'y | ) Click OF to Enter the date for the Journal...

Click OK.

I

3 erm =

| What Date?

I 7/232012 j

Cancel

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

account

TO3

Favorite?

rnal rnals) [m]
Options Help
7 - Close
I G/L Journal Entry for TO3 (1 journals)
Print I
Journal Setup __Export |
Journal S'3"-""‘=‘=| vl Description I Delete .Juurnu\l Move .JuurnulI lssueﬂecurringl

G/L Number Date Reference Description Amount Project
| PP oy | =
Journal(s) in Process - INT L pelete |
Line | G/L Number _| Date [ Ref [ Desecription [ Amount | 5.00
002  01-00-381 07/23112 BANK INTEREST INC (5.00) - 5.00
001 01-00-111 07/23112 BANK INTEREST INC 5.00 = .00

Enter the G/L

associated with
this Journal or
press ? to find the

-

Amount Column?iv
Add Decimal? I
FormatG/L #2 [+

-

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.




The Mail Bag <

/=

Question: | calculated my bills but have
found that some of the readings are in-
correct. | tried going back into the
account rates screen and change the
meter readings but the add/save button
Is not highlighted. What can | do?

Answer:You must first go back into th
bill calculation screen and click clear
all this info and start over. Now you cz
go back into the accounts and changé
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 submi

to kim@locis.com.

If you have a question you would
like answered please submit it to
kim@locis.com.

Accounts Payeble

Question: | have already printed my
warrant list but I want to add another
invoice to the warrant list before | give
it to the board how do | do this?

Answer:Go to A/P check process to s
lect invoices to pay. Click the button ¢
the right side of the screen that says
ARSel ect More inva

to add to the warrant list. Then save

your selection. Once you click save s
lection the new selected invoice will b
added to the ones you already select
Rerun your cash requirements and w
rant list.

"fo subscribe or unsubscribe to
this newsletter please contact
kim@locis.com.
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Mlour fund and the invoice you would ljke
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