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During September, LOCIS will be hosting 

3 Training Classes on Payroll and 3 

Training Classes on A/P and G/L.    

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 

forms.  Check out the dates and locations 

and sign-up today!  We look forward to 

hearing form you!  

Register Today! 

 

 

 

SUMMER IS WINDING 

DOWN 

BACK TO SCHOOL 

 

AFTER-HOURS SUPPORT LINE 

(815) 200-9110 

Monday – Friday          

5 PM – 9PM 

Weekends & Holidays  

9 AM –  5PM 

 

 

  

THIS MONTH’S EVENTS 

Nothing Scheduled 

 

NEXT MONTH’S EVENTS 

September 2 –Holiday  

Office Closed 

 

A/P & G/L Classes 

September 11 - Collinsville 

September 12 - Decatur Park 

District 

September 13 - Joliet Park Dist 

 

Payroll Classes 

September 19 - Collinsville 

September 20 - Joliet Park Dist 

September 26 - Decatur Park 

District 
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Please help us welcome a 
new addition to the Locis 

staff 

 

Andy Krause joined Locis on July 8
th. 

 He will be learning the Locis 
applications and providing support programming for Locis7 and new     
development programming for Locis 8.  His previous work was with Prime 
Software Inc. a consulting group that provides applications and coding for 
major clients such as McDonalds Corp., Nicor and AGL Resources.      
Before that he was a database administrator for Options Clearing Corp. , 
Navistar and Beecham Cosmetics in downtown Chicago. He is a     
graduate of Illinois State University and has an MBA from Illinois        
Benedictine University.  

He currently lives in a cottage on the banks of Somonauk creek in 
DeKalb County with his wife Suzanne and his faithful dog Jasmine. He is 
a lifelong programmer starting with Mainframe COBOL and moving 
through Assembler, Java, C# and now VB.NET. When not at the keyboard 
you can probably find him photographing the great outdoors, tinkering 
with motorcycles or wandering the woods looking for Jasmine. 
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A/P Manual Check Print 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Printing a manual check from the Invoice entry screen (NEWIN). 

1. Enter Invoice normally. 

2. Distribute Invoice normally. 

3. After returning to the Invoice entry screen, DOUBLE click the desired  

     invoice, once the invoice is in the edit area click the Manual Check  

     button, this will take you to the A/P Manual Check Data screen. 

4. Fund Number: Choose the cash account Fund where this invoice is 

paid from. 

5. Cash Account: The system will enter the default G/L cash number for 

this fund. 

6. Check Number: Enter the Check number for this check. 

7. Check Date: Select the date for this check. 

8. Click Save and Print Check. 

9. The system will print a standard check either single stub or double stub. 
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Question:  I need to get a report of all 

accounts, including inactive, with their 

meter numbers. Where can I find this 

report? 

Answer:  Go to the Utility Billing, 

Regular bill process, under Analyze 

Readings, choose Meter Data List 

(UMTL).  This report gives you all       

accounts, including inactive, if you 

choose, and their pertinent information.  

Service Address, Status, Service Rate, 

Old and New Read, Consumption, Route 

and Meter Number.  You have the op-

tions to print the list, send it to excel, 

print labels, or print envelopes. 

 

Question:  My auditors want a list of 

Utility Billing accounts with just cus-

tomer name, address, city, state, zip and 

phone number.  Is there such a report? 

Answer:  Yes, under Utility Billing, Lists 

and Reports, Account Master List (UAL)

This report allows for different formats, 

for the one you need choose: Account 

list format, you can choose to have it 

print in name order, include active ac-

counts.  Choose the short list, check 

mark “include phone numbers”, Check 

mark “List all Customers”, and click 

Print.  
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Question:  Where do I void an         

Accounts Payable check? 

Answer:  Go to Vendor Maintenance 

screen call up the vendor for the check 

to void and press the “History” tab. 

(The same screen may be reached 

through A/P History Inquiry by entering 

the vendor ID and pressing “Refresh 

List”.)  Double click on the check to 

void and a message will appear, “Do 

you want to void this check? Yes or No” 

Click yes and follow the prompts.  This 

can be secured on a per user basis if 

needed. 
 
If you have a question you would 

like answered, a suggestion for 

the newsletter, or useful informa-

tion to share, please submit to 

clerical@locis.com. 
   
To subscribe or unsubscribe to 

this newsletter please contact 

clerical@locis.com 


