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During October, LOCIS will be hosting  

Training Classes on Payroll, in November 

Training Classes on Utility Billing/Cash 

Receipts, and in December Calendar Year 

End.  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 and also on pages  5,6 & 7 of this 

newsletter.  Check out the dates and       

locations and sign-up today!   
 

PAYROLL CLASSES 
 

October 22 - Decatur Park District 
October 23 - Collinsville City Hall 

October 30 - Joliet Park District 

U/B-C/R CLASSES 
 

November 12—Caseyville Village Hall  

November 13—Forsyth Village Hall 

November 14—Joliet Park District 

CYE CLASSES 
 

December 10—Decatur Park District  

December 11—Collinsville City Hall 

December 18—Joliet Park District 

 

AFTER-HOURS SUPPORT LINE 

(815) 200-9110 

Monday – Friday          

5 PM – 9PM 

Weekends & Holidays  

9 AM –  5PM 

 

Thanks to the many Locis    

clients that stopped by our 

Booth at the Illinois Municipal 

League's 101st Annual      

Conference. 

As always if there is anything 

we can do to assist, please 

donôt hesitate to contact us. It 

is always nice to meet you! 

 

THIS  MONTH’S EVENTS 

 

Municipal Clerks of Illinois  

Oct. 12-17 

Springfield Hilton 

 

IMTA Oct 9 Charleston, IL 

IMTA Oct 24 Peoria, IL 

 

IRWA  Oct. 28-29 Utica, IL 

October 2014 

4000 W Jefferson St. 

Joliet, IL 60431 

Ph: (815) 744-0011 

Fax: (815) 744-8182 
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Did you knowé 
Your Bills can be emailed to your Owners, Renters and even your Bill-To      

 addresses? 
The Bills can be in HTML format or even as an attached PDF document? 
 

After calculating bills, your preview bill list will tell you how many bills will be e-mailed. 
 

THE TOTAL NUMBER OF ACCOUNTS LISTED IS 22 
******* G R A N D T O T A L ********* 
TOTAL NET $4,631.37 
TOTAL PENALTY $460.55 
TOTAL GROSS $5,091.92 
TOTAL PREV BALANCE $808.79 
TOTAL NEW CHARGES $3,822.58 
Dir Debit Amount $165.96 
Dir Debit Count 1 
'Do Not Mail' Count 3 
Bills to Email (Owner) 2 
Bills to Email (Renter) 0 
Bills to Email (Billing) 0 
Estimated Reads: 0 
Mail Card Reads: 0 
You print your bills as usual to a printer, then go back in to Print the Bills screen and 
select your bills again. 

  

Then on the Regular bill print screen click the lock to unlock the ñSelect the Bills to 
Print Boxò Choose E for e-mail and proceed. 
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Choose Bills as your mail profile: 
 

 

 
The new style is a PDF attachment which looks like this: 

 

Please call the office for module pricing or to receive a code update to include the new 

PDF format. 
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Question:  I am looking for infor-

mation like Account Class, Combined 

Factors, Meter Size and Meter #’s, is 

there a place I can get that type of     

information? 

 

Answer:  Yes, run UMTL—Meter Data 

List and export it to excel.  This report 

gives you a lot of useful information. 

 

 

 

 

 

 

 

Question:  The System will not let me 

close the month, it says my balance 

sheet is out of balance.  What do I do? 

 

Answer:  Check the following: make 

sure you have run the GBS program to 

full completion, run GARQ for that 

month to determine if you have any 

fund conditions.  If these two things 

check out you may have a structural 

issue in the G/L, you should then call 

the office.. 
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Question:   In Payroll , can I enter     

vacation time for some employees as 

hours and for other employees as days? 

 

Answer:  No, for any fringe benefit the  

time must be entered as either days or 

hours the same for everyone. 

 

 

 

 

 
 
If you have a question you would 

like answered, a suggestion for 

the newsletter, or useful infor-

mation to share, please submit to 

clerical@locis.com. 
   
To subscribe or unsubscribe to 

this newsletter please contact 

clerical@locis.com 
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 October 2014 Training Classes RSVP 

LOCIS 7.0 Payroll 

 
REGISTRATION 

Register before the deadline to avoid class being cancelled.  Registration fee of $125.00 per attendee includes lunch (menu 

may vary).  All registrations must be received in writing – sorry, no phone registrations accepted.  Registrations accepted via 

fax (815) 744-8182 or email cathy@locis.com by completing registration form or submitting your request in writing on letter-

head. 

CONFIRMATIONS 
Confirmations of classes will be submitted via fax or email to those that have registered. Confirmation will include directions 

to the facility.  If you do not receive a confirmation of your registration, contact Cathy Vercellotti at the LOCIS office. 

TO CANCEL A REGISTRATION 
Cancellation of registration must be made 7 days prior to the class by contacting Cathy at the LOCIS office by submitting in 

writing via fax or email.  Those registering and not attending or canceling after the registration deadline will be invoiced.  

CLASS CANCELLATION OR LOCATION CHANGE 
All LOCIS classes are subject to cancellation up to 72 hours prior to the class. Only those who have registered will be notified 

of any such cancellation or location change.  LOCIS will not be responsible for any expenses due to non-registrants arriving 

to a class that has been cancelled or when a location has changed. 

CLASS HANDOUTS 

 Class handouts are available at no charge via email by submitting your request to cathy@locis.com.  Class handouts are also 

available at www.locis.com under the “Classes” tab.   
Emergency Contact Number (In case of last minute class cancellation)

____________________________________

 
Please check the correct location of the class you will be attending. 

 

Wednesday, October 22 

  

Decatur, IL 
Decatur Park District 

620 E. Riverside Ave 

Decatur, IL 62521 

  
Class time is approx. 

9:30am – 3:30pm 

  

Deadline 10/15/13 

Thursday, October 23 

  

Collinsville, IL 
Collinsville City Hall 

125 South Center Street 

Collinsville, IL  62234 
  

Class time is approx. 

9:30am – 3:30pm 

  

Deadline 10/16/13 

  

Thursday October 30 

  

Joliet, IL 
Joliet Park District 

3000 West Jefferson St 

Joliet, IL 60435 

  
Class time is approx. 

 9:30am – 3:30pm 

  

Deadline 10/23/14 

Community   

Decatur 
  

10/22 

Collinsville 
  
10/23 

Joliet 
  

10/30 

Name of Attendee 

Please print clearly. 

     

     

     

     

     

mailto:cathy@locis.com
http://www.locis.com/
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REGISTRATION 
Register before the deadline to avoid class being cancelled.  Registration fee of $125.00 per attendee includes lunch (menu 

may vary).  All registrations must be received in writing – sorry, no phone registrations accepted.  Registrations accepted via 

fax (815) 744-8182 or email cathy@locis.com by completing registration form or submitting your request in writing on letter-

head. 

CONFIRMATIONS 
Confirmations of classes will be submitted via fax or email to those that have registered. Confirmation will include directions 

to the facility.  If you do not receive a confirmation of your registration, contact Cathy Vercellotti at the LOCIS office. 

TO CANCEL A REGISTRATION 
Cancellation of registration must be made 7 days prior to the class by contacting Cathy at the LOCIS office by submitting 

in writing via fax or email.  Those registering and not attending or canceling after the registration deadline will be in-

voiced.    CLASS CANCELLATION OR LOCATION CHANGE 
All LOCIS classes are subject to cancellation up to 72 hours prior to the class. Only those who have registered will be notified 

of any such cancellation or location change.  LOCIS will not be responsible for any expenses due to non-registrants arriving to 

a class that has been cancelled or when a location has changed. 

CLASS HANDOUTS 
 Class handouts are available by mail at no charge via email by submitting your request to cathy@locis.com.   Class handouts 

are also available at www.locis.com under the “Classes” tab.   

 

Emergency Contact Number (In case of emergency cancellation) 

______________________________________________  

 
Please check the correct location of the class you will be attending. 

 

Community   

Caseyville 
  
  

11/12 

Forsyth 
  
  

11/13 

Joliet 
  
  

11/14 

Name of Attendee Please print clearly. 

In regards to the lunch served, if you have any dietary        

requirements/allergies, please specify. 
     

     

     

     

Wednesday, November 12 
  

Caseyville, IL 
Caseyville Village Hall 
909 S. Main Street 
Caseyville, IL  62262 

  
Class time is approx. 

9:30am – 3:30pm 
  

Deadline 11/5/14 

Thursday, November 13 
  

Forsyth, IL 
Forsyth Village Hall 
301 South Route 51 
Forsyth, IL 62535 

  
Class time is approx. 

9:30am – 3:30pm 
  

Deadline 11/6/14 

Friday November 14 
  

Joliet, IL 
Joliet Park District 
3000 W. Jefferson St 
Joliet, IL  60435 

  
Class time is approx. 

 9:30am – 3:30pm 
  

Deadline 11/7/14 

   November 2014 Training Classes RSVP 

7.0 Utility Billing & Cash Receipts 

http://www.locis.com/
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 December 2014 Training Classes RSVP 

             7.0 Calendar Year End 
Wednesday, Dec 10 

  

Decatur, IL 
Decatur Park District 
620 E. Riverside Ave 
Decatur, IL  62521 

  
Class time is approx. 

9:30am – 3:30pm 
  

Deadline 12/3/14 

Thursday, Dec 11 
  

Collinsville, IL 
Collinsville City Hall 
125 South Center Street 
Collinsville, IL 62234 

  
Class time is approx. 

9:30am – 3:30pm 
  

Deadline 12/4/14 

Thursday, Dec 18 
  

Joliet, IL 
Joliet Park District 
3000 W. Jefferson St 
Joliet, IL  60435 

  
Class time is approx. 

 9:30am – 3:30pm 
  

Deadline 12/11/14 

REGISTRATION 
Register before the deadline to avoid class being cancelled.  Registration fee of $125.00 per attendee includes lunch (menu 

may vary).  All registrations must be received in writing – sorry, no phone registrations accepted.  Registrations accepted via 

fax (815) 744-8182 or email cathy@locis.com by completing registration form or submitting your request in writing on letter-

head. 

CONFIRMATIONS 
Confirmations of classes will be submitted via fax or email to those that have registered. Confirmation will include directions 

to the facility.  If you do not receive a confirmation of your registration, contact Cathy Vercellotti at the LOCIS office. 

TO CANCEL A REGISTRATION 
Cancellation of registration must be made 7 days prior to the class by contacting Cathy at the LOCIS office by submitting 

in writing via fax or email.  Those registering and not attending or canceling after the registration deadline will be in-

voiced. 

CLASS CANCELLATION OR LOCATION CHANGE 
All LOCIS classes are subject to cancellation up to 72 hours prior to the class. Only those who have registered will be notified 

of any such cancellation or location change.  LOCIS will not be responsible for any expenses due to non-registrants arriving to 

a class that has been cancelled or when a location has changed. 

CLASS HANDOUTS 

 Class handouts are available by mail at no charge via email by submitting your request to cathy@locis.com.   Class handouts 

are also available at www.locis.com under the “Classes” tab.   

 

Emergency Contact Number (In case of emergency cancellation) 

______________________________________________  

 
Please check the correct location of the class you will be attending. 

 

Community   

Decatur 
  
  

12/10 

Collinsville 
  
  

12/11 

Joliet 
  
  

12/18 

Name of Attendee Please print clearly. 

In regards to the lunch served, if you have any dietary re-

quirements/allergies, please specify. 
     

     

     

     

     

http://www.locis.com/

