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Solutions View Legend

Function
Keys—can
click on
them or
use
keyboard
F keys

Quick access to other
menus; these buttons
change depending on
your current menu

SOLUTIONS

Sign on information showing date,
time, user ID, and if applicable, printer
session.

\

Functions

Prompt )

{ ExportData to Excel )

OnDemand ))
Retrieve
My Reports
Public Inquiry
Daily Processi

Image Services

. SOLUTIONS

L
E ’ ' View tool bar (left to right)—change skins, remote

support, start another session, print screen, copy text on
screen to clipboard, refresh, help text, information, and

exit.

Accounting

Real Estate
P> Real
» O

Click on the
logo to go
to our
website

Menu
options—
click on the
option or
can key in
the number
visible in the
hover
information.

Connected 25 Aug at 15:15 pm as: BECKY a

Sign off—exits you
from all programs
and returns you to
a sign on screen for
this session.

Quick access buttons for Word,
Excel, Outlook, a calculator, My
Computer, and My Documents

Command line—you can key
beyond the 3 character spaces
shown. The dropdown arrow can
be used to show the most recent
commands.

Navigation buttons

JE

/

3

orientation.

Use the up/down arrows to set
the preferred size. The plus will \
place an icon on your desktop for

your preferred size, color, and

* W@
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

Screen Defaults

1 If you would like to save the screen defaults, once you have the screen filled in to your preference,
press F24 to set the defaults. This way the next time that you enter the screen, the saved defaults
will appear and you willnot havetoe k ey it each ti me. F24 field
the field description. The 6*6 will be repe

Function Keys

These keys are the same throughout the book.

Lookup or Prompt: thisismoed by a prompt button (é) after
Submit: submits the report to batch and frees up your workstation while it is trying to print
Interactive: prints the report interactively while tying up your workstation

*. denotes B4 capable fields where you can set the defaults

F24: set defaults (hidden command key)

= =4 =8 -8 -4 -9
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DAILY PROCESSING

SOLUTIONS [I]
\ Connected 11 Nov at 11:15 am as: LINDA

Functions Daily Processing Menu

Prompt

<
Export Data to Excel

)
)
)
)
)
)

OnDemand

Retrieve P Claims/Disbursement Processing Menu

My Reports .

,#(‘ P Journal Entry Processing Menu
List Program Updates

Poblic new < P Handwritten and Void Disbursement Menu
ublic Inqui
ke P Publication Listing Menu

P Transfer Payroll to AP Detail and JE Work File
Payroll

Drainage Accounting
Real Estate » Sign Off
Drainage R.E.

)
D
Accounting )

)

))

)

)

)

Return to Main

Iv
[ e Wi W ok

. SOoLUTIONS * E.«
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CLAIMS/DISBURSEMBEIRDCESSING MENU

SOLUTIONS [I]
\ Connected 11 Nov at 11:15 am as: LINDA

Functions Claims/Disbursement Processing

~e [E3]
Prompt )) == ‘!! T B
Export Data to Excel )
g OnDemand )]
Retrieve ) Open Claims
D
My Reports ) » Claim Maintenance
—— <
__ List Program Updates ) » Claim Edit Listing
Public Inquiy ) P Transfer Secondary Road Claims
) » Post Claims
Daily Processing )
Accounting D) Posted Claims
B Claim Maintenance
Drainage Accounting » Pending Claims Listing (Optional)
Real Estate
Drainage R. Disbursement Processing
Return to Main 5 v P Select Claims to be Paid 11/09/11 14:38:20
v p Claims to be Paid/Voided Listings 11/09/11 14:38:41
v P Preliminary Disbursement Register 11/09/11 14:38:56
1 -
=
-

. SOLUTIONS

+ [

SOLUTIONS
\ Connected 11 Nov at 11:15 am as: LINDA

Functions Claims/Disbursement Processing

Prompt
——
Export Data to Excel
OnDemand

Retrieve

v p Print Disbursement Forms 11/10/11 09:48:12
P Print Claim Forms (Optional)
P Final Disbursement Register & Posting

—
List Program Updates

Public Inquiry

)
)
)
/—<)
My Reports )
)
S
2 P ACH File Transfer
Daily Processing )
Accounting .
Eayron P Sign Off
"~ Drainage Accounting |
Real Estate
Drainage R.E.

Return to M

n -

[ e Wi W ok ]
+

. SOLUTIONS
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Claim Maintenance

SOLUTIONS m
Connected 11 Nov at 11:15 am as: LINDA

< 2 aghz ? i x®
Functions Solutions - Accounting Open Claim Selection
( Add )
( Sort
(" Select Rocorde 3 Position to Claim [ ]
(‘- Fund Totals
Opt Claim# Vendor Payee User ID Amount
14960 V 4576 Rollie Hanson ROLLIE 1,000.00
14962 V 4228 A-1 Tire Mart LINDA 510.00
14966 V 1 United States Post Office BECKY 153.30
Grid legend
[ Exit ]
. SOLUTIONS - @

PROGRAM NOTES:

1 This is thefirst step in entering in a claimf no claims hae been previously entered, you
immediately go to Claim Entry. Claims previously entered are listed here. You may edit or delete
an existing claim or click on Add to enter additional claims.

1 This file may be sorted by claim number, payee, or user IDydte desired preference and then
press F24 to set your default.

1 The Select Records allows you to scan for a character string within the vendor name, general claim

description or in the claim line description. You may subset the list by a pay dateytancoiber,

and/or user ID.

Click on Fund Totals to view the total by fund of claims entered but not yet posted.

You may duplicate an existing unposted claim. You may find this helpful with entering in future

claimg entering future pay dates, multiple ol to a vendor, or the same claim to multiple

vendor® such as mileage claims.

= =

FIELDS:

1 Position to Claim/Payee/User 1Qhis field changes respective to the sort order you have selected.
Position to a specific claim number, payee (vendor), or user ID.

PROGRAM OPTIONS:
1 2=Editenter a 0206 in the opt column to edit a sr¢g
1 3=Duplicate Clam:ent er a 0306 in the opt column to dupl
information will be shown and you may change whatever is necessary. Once yanpess
new claim number will be assigned if the system is to assign the number or the claim number field
is input capable if you enter in your own claim numbers.
1 4=Delete enter a 06406 in the opt column to del et

fSol utionss20llnc. o E 1986
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1 F=Print Claim Form: et er an O6F®& in the opt column to pri

1 V=View Image: if you use our imaging system, and the item has an image attached to it, you can
enter OVO on the option |Iine to view the asso

1 I=Image Services: if youse our imaging system, and the item has an image attached to it you can
enter an 016 on the option |Iine to access the

Claim Entry Screen

SOLUTIONS m
Connected 11 Nov at 11:15 am as: LINDA

s 2 mgh 2 ? § *x
Functions Open Claim Maintenance
( Select Claim )} Claim Date ~|Pay Date = B
? Lockup Order Date ~ |Del Date v | Name
View Image )) — =
v G b Vendor# |V ...| .| Addr
B Description
Total Amount .00
Separate Disb [ Do Not Publish [ Discount % _'? ,7
Last Claim Entered
D=Acct Desc 4=Delete
? Line Fund Funct Obj Dpt Prj Sub Post Line Purchase Invt
Acct Cd Rev Code Amount Order # Item
[ ] | \ \ \ 00 | [
Desc v [ Inv Dt ~| 1000 [ .|
[ ] | \ \ 00 | [
Desc e[ Inv Dt - 1009 [ .|
[ =] | \ | \ 0 | [
Desc v [ Inv Dt ~| 1009 | .|
[ = | \ \ \ 00 | [
Desc Inv# Inv Dt =l 1000 [ .|
=
[ Ext
. SOLUTIONS - @

PROGRAM NOTES:

1 When you are finished entering in your data, press enter. The systeraliddite the account
numbers and the totatlaim amountvs. the total of thendividual line amounts. If there are no
system detected errors, you will get a confirm option.

1 You can have up to 999 line items per claim. If you have more than 4 line iegas your page

up/down to scroll to the next 4 linegaser disbursemenigth detail stubsvill break after 36 lines

and then do a new disbursement. You will want every 36 lines to have a positive total.

Disbursements combine claims to each venohbess you mark a dfa as a separate disbursement.

There is a setting in the Business Control File to designate whether you combine funddfor not.

you do not combine funds, the program will not stop you on claim entry rather when printing the

disburserents to a vendor, each fund will have its own disbursement.

1 If you have a credit, put your credit as the first line item of the ateitowards the beginning of
the claim Thetotal disbursement to the venduoust be able to offset the credit. We do prant
negative disburseemts or zero dollar disbursementsgse the field minus key to put in a negative.

1 You may duplicate any item on the claim from the fund field through the 1099 field to the line
below by pressing shift + insert. The screen ililiri *** until you press enter and then the
duplicated data will appear.

E
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FIELDS:

T

= =4

= =

= =

= =4

Claim Number: this field ishown upon entry if you do not have the system assigning claim

numbers. If the system is assigning the claim number, you will see the naitelgressing enter.

Claim numbers can only be used once per fiscal year.

Claim Date: this is the date you entered in the claim.

Pay Date: this is the date you expect to pay the claim.

o Once you have entered in the first claim of the batase twowill remain filled until you exit
claim maintenanceYou may change them if necessary.

Order Date: enter in the date the itemésordered.

Del Date: enter in the date the itewasdelivered.

9 These are optional fields unless you are in the actirnalframe. If you are in the accrual time
frame, youshould enter in the delivery date. The system wialk tell you that they are
necessary.
Vendor : def aul ts t o dhecwsorskipyg thiefield duxing claomaentry.b e ¢
Enter ina vendomumber. If youare unsure of the number, use the lootaupee available options.
(If you need to change the name or address of an existing vendor or create a new vendoeg, press
lookupon the vendor number field. From the vendor masternyayieitherpres§ 4d6 t o cr eat
anew vendor or put a 6206 in front of an exi st
Description: enter in a description of the entire claim that is meaningful to you. It is an optional
field and can be left blank. Or, if youveathe default description filled in on the Vendor Master
File, once you press enter, it will fill in with the default description. This description may print on
your warrant stubs, depending on the stub type you have selected in the Business Cantrol File
You may set this as the defagkneralclaim description for this vendor by pressing F24.
Total Amount: enter in the total amount of the claifnyou have cents, key in the decimal.
Separate Disbursementheck the boxf you want this particulaclaim to have it®wn
disbursement.Otherwise, leave blank as the program will combine claims to a single vendor (one
for each fund if you are not combining funds in the control file.)
Do Not Publish:check the boxf you wish this claim to NOT be inctled in the publication
listings; otherwise, leave blank.he cursor skips this field during claim entry.
Discount % and Discount Days: if you take advantage of the discount offered by some vendors,
enter in the percent of the discount and the numbeays th the discountThis can also be
defaulted in the Vendor Master Fil&he cursor skips this field during claim entry.
Fund, Funct, Obj, Dept, Prj, and Sub: enter in the account number/s of the line itésa/the
lookup to see valid options.
Pog Code: leave it blank and the system will assign the code for the fund used from the posting
accounts file.If you get a message of posting code not found, the posting accounts were not
created with this fund. Refer to the Master Maintenance Manuflrtber instructions.
Line amount: enter in the amount for each line itéhyou have cents, key in the decimdil.it is
a negative amount, use the field minus key.
Purchase Order#enter in a purchase order number if applicable. This is amapfield.
Invt Item: e n t e rif thee itebn Ys@n inventory item (and you have Bireed Assets/Inventory
package). After you have confirmed the entry/update of the claim, you will be prompted to create
a Claim to InventoryVork file record for each wmentory item. If the item is not an inventory item,
leave the field blanklf you have already entered in the item as an inventory item and have gone

back into the claim, you will see ¢is@verdoryi n t h
item,checktheboxa bring the O6Claims to I nventoryd scr
claim.

fSol utionss20llnc. o E 1986
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1 Desc: enter in a description for the line item or leave it blank. If left blank, the system will use the
subpr oj ect 6 s des cr iOpherwigenfthe descaption is lefaldankiasdaenasub
project was usedhe system will use the objecto de 6 s descri pti on.

Inv#: enter in an invoice number if applicable. This is an optional field.

Inv Dt: enter in an invoice date if applicable. 8 an optional field.

1099: enter in a 1090rm letter if applicable.You may use this code on the AP Detail by

Selected Parameters listingjhis field is also used in the creation of the 1099 filsethe lookup

to seeavailable options.This isan optional field.

= =4 =

Claims to Inventory Work file Screen

DL O \ Connected 11 Nov at 11:15 am as: LINDA [I]
s B2 mgh 2 ? | x
Functions Claims To Inventory Master Maintenance
(m ADD
C Naxct Itm # )l Department Number ’@TJ Item Number
W . o
Em Inactive — Building Loc ,7 Floor ,7 Room ,7 Operator ,7
Description |Minor Mv Parts & Access Model Name/Number
Serial Number ‘ Manufacturer Name
Asset Code FJ Verify
Asset Acct Fund .| Actca Obj Dept |  Proj [ sub [
Expense Acct Fund 01000 ...| Funct 01010 Obj 254 Dept E Proj l_ Sub ’_
Fiscal Year Acquired 2011/2012 Claim Number 14967 Acquisition Date 11/11/2011 ~
Acquisition Value 560.00 Salvage Value .00
Accum Depreciation .00 Net Book Value .00
Depreciation Code | Status Code FJ
User Def 1
Loan/Transfer from Dept liJ Life Expectancy ,7
Insur. Replace Cost ’—OD Dispos Date ’—L| Dispos Code r
Co.mm ‘
Claim Line 1 Business ID 01
-T
. SOLUTIONS - @

PROGRAM NOTES:

T You will only see this scr eandyouhavethehkixedAgsets a 0Y
Inventory package.

1 The program will fill in all the data available from the claithyou have additional information on
this inventory item, it may be entered on this screen. Or, you can fill in the remaining fields once
you transfer the item into the inventory master file. This screen does the same validation process
as the Inventty Master Maintenance File.

1 You must press enter to accept the record into the Claims to Invédtokyfile. If you exit out of

this screen, no Claims to Inventory Record will be created.

The program defaults as much information from the claim entrgsas possible.

If you go back into a claim and make a change to a line item th&laimssto InventoryWork file

record, the workile record will appear when you press enter to process the changes to the claim.

The changes will be reflected in the Wwdite record,unless you have already changlee work

file record to differ from the claim record.

1 If you delete a claim in Claim Maintenanc@pgen Claim} the Claims to Inventorwork file
record will also be deleted unless you have already transtbeedorkfile record into the
Inventory Master File.

= =4
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1 If you would like to transfer this item directly into inventory, erg@nusedtem #or presd N x t
| t mandthenpressO Mo v e R BElaweverdifghis is done, the claims process will no longer
know that the claim had an inventory item attached to it. As a result, it is possible to enter in the
inventory itemmoré han once. Al s o, toimove yhe necord mow,sy@ur 6 Mo v e
claim listings/reports will not indicate the claim line is foriaventory item. If you move the
record now and then go back to either delete or void the claim, the inventory item will still be in
the Inventory Master File and will need to be manually deleted.

T Pressing Owlvalidate th&kdata befoe fiting the record. If the system finds an
error, it will highlight them and you will need to correct them before you can continue.

1 On this screen, you can change/add any daaydield except the claim numbelf you change
information here, it will nbaffect the information on the claim. This screen is very similar to the
screen in the Inventory Master File Maintenance.

1 Itis our recommendation that you move the records into the Inventory Master File after
completing your claims. Move the records uag menu option 2, Process Claim Inventory
Work file , on the Inventory Maintenance Menu.

FIELDS:

1 Department Number: this defaults from the account number of the line item.

1 Item Number:pr e s s i n g wilB&ssign the hert avildble item numliethe selected
department. Otherwise, you can manually enter in an unused item number in the selected
department.

Inactive: if this record is inactiveheck the box

Building Loc: enter in a building location code. This field is user defined.

Floor: enter in a floor code. This field is user defined.

Room: enter in a room code. This field is user defined.

Operator: enter in an operator code. This field is user defined.

Description: the description defaults from the line item description andecahanged. If you
change the description here and then change the description in the claim at a later time, the
file record will not change to reflect the change in the claim line item.

Model Name/Number: enter in a model name or number.

Serial Number: enter in a serial number of the item.

Manufacturer Name: enter in the name of the manufacturer.

Asset Code: enter in an asset code.

Asset Acct: enter in an asset account.

Expense Acct: the expense account defaults from the claim line item.

Fiscal Year: defaults to the current fiscal year in the Business Control File.

Claim Number: displays the claim that the item was generated from.

Acquisition Date: enters in the date from the pay date field on the claim.
AcquisitionValue: defaults thdre item amount from the claim.

Salvage Value: enter in a salvage value.

Accum Depr can enter in theo-datedepreciation.

Net Book Value: can enter in the net book value of the item.

Depreciation Code: enter in a depreciation code. This field idefeed.

Status Code: enter in a status code. This field is user definedhdUsekup ¢ see available
options.

E

A A2 -2-_9_-9_-9_49_9_-°9_-45_-°5_-"°2-2
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1 User Defined 4: these fields are user defined and will only appear if you have defined them in
the Inventory Control File.

Loan/Tranger from Dept: if the item is coming from another department, you can indicate it here.
Life Expectancy: enter in the life expectancy of the item.

Insur Replace Cost: enter in the insurance replace cost of the item.

Dispos Date: if you are disposingtbe item, enter in the disposal date.

Dispos Code: enter in the disposal code.

Comment: you may enter in a comment regarding the item.

E

Claim Listings/Reports that have the Inventory Indicator:

1 If a claim line has been designated as an inventory itehthenitem hasot been transferred into
the I nventory Master File, the following |ist
line affected:

Option 2, Claim Edit Listing
Option 6, Pending Claim Listing
Option 9, Claims to be Paid/\Wied Listings
By FundDetalil
By Vendor
By Claim #
By DepartmenDetall
Claims to be Voided by Vendor
Claims to be Voided by Claim #
***Note regarding handwritten claims: if you select to include handwritten
disbursements on your claimshie paid listings, there witiot be an INV
indicator on the handwritten claim lines. You will already have seen the
inventory indicator on the Handwritten Disbursement Edit Listing.

Claim Edit Listing

SOLUTIONS

~

Solutions - Accounting Open Claim Edit Listing

(leave blank for all Users)

BECKY $153.30
LINDA $510.00
ROLLIE $1,000.00
Claim # ] to | ooo09009
Sort order (® Claim# " Vendor
Printer 1D P4 J
O (55 # of Copies (1-99) 1 %{
Hold spool file Ic2
Print Both Sides ® No ¢ Duplex " Tumble
OnDemand " Neo (® Prt&OnD " OnD Only
[ __Exit N oK __J
_ SOLUTIONS - [
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PROGRAM NOTES:
1 This option produces a listing ofeftlaims that you have entered in claim nemance and have
not yet posted regardless opay dates

FIELDS:

User ID: select a specific user ID or leave blank to include all shown

Claim#: can enter a specific range or leélve defaultdor all claims.

Sort Order: select to sort by claim number or by vendor name.*

Printer ID: defaults to the job default printer.

# of Copies: defaults to 1 copy, but can be chariged.

Hold Spool File: check the box if you would like the report held before pgiritin

Print Both Sides: select no, Duplex (to bind on the long edge), or select Tumble (to bind on the

short edge.)*

1 OnDemand Options: select no to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OnD Only tacsa copy to OnDemand without printing. *

=4 =4 =4 -8 _45_-9_-°

CLAIM EDIT LISTING (SAMPLE REPORT)

Date - 11/22/11 Solutions - Accounting Program - AA31020
Time - 16:55:48 Open Claim Edit Listing Page - 1
For User(s): All Users Claim Range 1 - 9999999
Vendor Vendor Name Ent ry Dateto Order Delivery Sep Do Not Disc
Claim # Number Claim Description Date Pay Date Date Disb Pub Disc% Days
14970 427V IA Dept of Trans 11/21/2011 11/25/2011 6/30/2012 .000 0
test
Line Description Fund Funct Obj DptPrjSub Line Amount PO# Invoice# Inv Date 1099
1 Wages - Temp,Pt. Time Empl. 110004 06010 1 01241 1 150.00 0 INV
Total 150.00
14971 1V United States Post Office  11/21/2011 11/25/2011 .000 0
Postage
Line Description Fund Funct Obj Dpt Prj Su b Line Amount PO# Invoice# Inv Date 1099
1 Postage & Mailing 010004 01060 412 05 1 15.04 0
2 Postage & Mailing 010004 03200 412 21 1 32.15 0
3 Postage & Mailing 010004 06100 412 22 1 6.00 0
4 Postage & Mailing 010004 08110 412 07 1 22.13 0
8 Postage & Mailing 11000 4 06300 412 09 1 12.54 0
Total 87.86
14972 2V Standard Printing & Design Inc 11/22/2011 11/30/2011 10/31/2011 .000 0
Line Description Fund Funct Obj Dpt PrjSub Line Amount PO# Invoic e# Inv Date 1099
1 Office Supplies 020004 08000 260 99 1 55.36 0
Total 55.36
14973 418V Solutions, Inc 11/25/2011 11/30/2011 10/01/2011 10/15/2011 .000 0
monitor
Line Desc ription Fund Funct Obj DptPrjSub Line Amount PO# Invoice# Inv Date 1099

1Contrib. - Other Gov.&Organ ~ 180024 06420 481 99 46 1 179.86 0
Total 179.86

Totals by Fund

01000 General Basic Fund 75.32
02000 General Supplemental Fund 55.36
11000 Rural Services Basic Fund 162.54
18002 LOSST Rev Bond Sinking Fund 179.86
Final Total 473.08

End of Report
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

Transfer Secondary Road Claims

SOLUTIONS [I]
Connected 11 Nov at 11:15 am as: LINDA

s 2 aghz ? x
Functions Solutions - Accounting Transfer Engineers Claims to Auditor
Lookup

Transfer date iD/OD/ODOD - All claims that have a date paid on
or before the selected date will be
transferred to the auditor's pending
claim file.

-
. SOLUTIONS - ['g

PROGRAM NOTES:

1 Once the Secondary Road department is done with their claims, you need to transfer them into the
auditorbés accounting.

1 This option can be run multiple times if the engineer office adds more claims.

FIELDS:
1 Transfer Date: by entering a date,alljineerclaims that have a date paid or beforethe
selected date wil/ be transferred to the audi

1 Press enter to process the transfer.
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DAILY PROCE SSING SCHOOL OF INSTRUCTION
2"4Screen of Transferring Secondary Road Claims

SOLUTIONS

\ Connected 22 Nov at 16:08 pm as: BECKY m
s 2 e Aagh T ? x
Functions Solutions - Accounting Transfer Engineers Claims to Auditor
( Process transfer )
Transfer date 11/30/2011 All claims that have a date paid on
or before the selected date will be
Batch total 55.55 transferred to the auditor's pending
claim file
Claim # Payee Amount Date Lines
61266 A & D AUTO REPAIR 55.55 11/25/2011 1 T
Grid legend
1=Select
__SOLUTIONS + [

PROGRAM NOTES:

1 Once you press enter to process the transfer, the program will show you the total of the batch that
you are transferring in. The individual claims will be listed below the total. If the information is
correct, press enter to processtiiamsfer. If is not, press E x i t dhe tramsfee pnodess.
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

Post Claims

SOLUTIONS m
Connected 11 Nov at 11:15 am as: LINDA

Ve 2 agh 2 ? i x
Functions Solutions - Accounting Post Claims
( Refresh Total )
( Post Claims )
(’ Sort 3 Position to Payee
( Select All ) Total Selected $.00
( Unselect All
( Subset /j Opt Claim# Vendor Payee User ID Amount
[ ] 14962 V 4228 A-1 Tire Mart LINDA 510.00
14960 V 4576 Rollie Hanson ROLLIE 1,000.00
14966 V 1 United States Post Office BECKY 153.30
Grid legend
[ Exit
+

PROGRAM NOTES:

1 If you run on a cash basis, running this option creates a deferred ef(gssetgand a deferred

accounts payabl@ability) entryd no expense entriésin the jaurnal entry worKile. This

establishes that the claims have been entered, but not yet paid. If you run on an accrual basis and

use warrants, running this option creates an expense and a warrants payable entry directly in the

general ledger. If runningn an accrual basis aageusing checks, runniniis gotion creates an

expense and an accounts payable entry directly to the general ledger.

This option will produce a final journal entry listing

The information on the screen may be sorted by claimbeunpayee, or user ID. Select your

preference and press F24 to set your default.

1 You may select all at once, unselect all, or pick and choose which ones you would like to post at
this time. The total selected will be displayed at the top right.

1 The Selet Records allows you to scan for a character string within the vendor name, general claim
description or in the claim line description. You may subset the list by a pay date, account number,
and/or user ID.

E

FIELDS:

9 Position to Claim #/Payee/User ID:igHield changes respective to your sort order. You may
position to aspecific claim number, payee/vendor, or user ID.

PROGRAM OPTIONS:

T 1=Select: enter a 0616 in the opt column to
All to selectall at once.
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

I Vv Vv=View Image: if you use our imaging system, and the item has an image attached to it, you
can enter OV0O on the option |ine to view the

Total to be Posted Screen

1
SOLUTIONS Connected 11 Nov at 11:15 am as: LINDA [I]

~

Functions Solutions - Accounting Post Claims

(  Refresh Total )
(’T3 Position to Payee
( SelectAan ) Total Selected $1,000.00

C
( Subset ) Opt

$1,000.00

Total to be posted

Post to

Fiscal year 2011/2012
1

Grid legend

. SOoLUTIONS -+ l‘«

PROGRAM NOTES:
1 The total to be posted is displayednasd| as the fiscal year and month the entries will be posted to.
1 If you have autopost for claintarned onyou will get theautopost screenOtherwise, the entries
will be in the journal entry work file and will need to be manually posted from the joemtry
processing menuRefer to the autopost section of this manual.

FIELDS:

1 Total to be Posted: this is not input capable. If the amount is incorrect, you may exit and reselect
claims to be posted.

1 Postto Fiscal Year: defalts to the current fisal year but can be changed.

1 Postto Month: defaults to the current month but can be changed.
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

Claim Maintenance

SOLUTIONS [E
Connected 11 Nov at 11:15 am as: LINDA

a e Agh 2 ? ; x
Functions Posted Claim Selection
( Clam#Lookup )
Claim Number I J
[ Exit J
. SOLUTIONS - @

PROGRAM NOTES:

1 This option allows you to do some maintenance to claims that you have already posted. (EX. You
entered in the wronggy date, vendor, amount, etc.) If you change the amount of the claim or the
amount of a line item, the system will make a correcting entry. If you run on an accrual basis and
make a correctimto an amoundr change a fund numbeyou will get a box askig you to enter in
the information necessary to post tdwerectingCC typeentry/s.

1 You are not able to enter in new claims here. You can only do maintenance to claims that have
already been posted. If you need to enter in a new claim, you musbgtatio 1.

FIELDS:
1 Claim Number: enter in the claim number that you wish to do maintenance to. You can find the
claim number on your claim edit listing or you may preslookup to find thelaim.
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2" Screen of Claim Maintenance

SOLUTIONS

Connec ted 11 Nov at 11:15 am as: LINDA 7!

~
~ 2 ® aghz ? ; x
Functions Posted Claim Maintenance
{ Continue Claim # 14962 Claim Date 11/02/2011 Pay Date 11/02/2011 ~ |Pay/Void I—J =
E MR Order Date | 11/02/2011 ~|Delv Date [ 11/02/2011 ~|Name A-1
= vendor# [V ..| 4228 .. Addr 917 13th St SW
Total Amount 510.00 510.00
Description dfadfdaf Spencer 1A
Discount % | Discount Days Do Not Publish [ Separate Disb [
D=Acct Desc
? Line Fund Funct Obj Dpt Prj Sub Post Line Amount Purchase Invt Pay/
Code Order # Item Void
| 1 [§1000 J| 03300 | 313 | 60 [ E6 | [ 510.00 | [ [ -
E Group Foster Care/Comm RF Inv# ‘ Inv Dt - 099 |— ‘
r - ] il anl o | [ [
D Inv# | Inv Dt - 1009 .|
| | \ I 00 | [ [
D v | ivDt | - 1009[ |
B - ] o | [ [
D in# | Inv Dt - 1009 .|
®
[ St )
+ [

PROGRAM NOTES:

1 If you change the amount of the claim or the amount of a line item, thensygétenake a
correctingentry a 06 CC 0O t Iyypuemalke ma torrgction to an amowmtchange a fund
number, you will get a box asking you to enter in the information necdsspogt the correcting
entry/s. You will need to designate which mordhd fiscal year thatou would like the correcting
entry posted to.

T To remove a |ine from a posted claim, mark it
lineitem. Tovo d an entire cl ai m, mar k the claim as
corner.

1 If you go back into a claim and make a change to a line item that@@smto InventoryWork
file record, thavork file record will appear when you press erteprocess the changes to the
claim. The changes will be reflected in therk file record, unless you have already changed the
work file record to differ from the claim record.

1 If you void a claim in Claim Maintenance (option 5), the Claims to Invemntmnk file record will
be removed from the Claims to Inventevgrk file when the Final Disbursement Register and
Posting is ran.

1 For secondary road claimsyou may change the amount of an existing line (and totalyoid a
' ine 1 tem ( mar kfieldvaxitthrough it)o avidyou nthy alsa wid theentire
claim. If an account number needs changed or a line needs added, you must void the claim
and have the secondary road department reenter the claim correctly. Then, you will needl t
transfer over the new claim and post it in step 4 of Claims Processing.he reason for this is
that there are DOT account numbers attached to each secondary road claim behind the scenes that
need to be updated.

1 Press enter to process any changes.

FIELDS:
1 For field information, refer to the claim entry section of this manual.
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Change Claim Posting

SOLUTIONS m
\ Connected 11 Nov at 11:15 am as: LINDA
s B aAgh 2z 2?2 i x
Functions Posted Claim Maintenance
(  Continue )
C Viewimage Claim # 14962 Claim Date  11/02/2011 Pay Date  11/02/2011 Pay/Void
("' Lookup Order Date 11/02/2011 Delv Date 11/02/2011 Name
Vendor# v 4228 + Addr 917 13th St SW
Total Amount 51.00 51.00
Description b e "
Discount % Discg @)te Disb
? Line Fund Funct Ol rchase Invt Pay/
Month 1 der # Item Void
1 01000 03300 i
Desc Group Fo Fiscal Year 2011/2012 1099
Desc |- 1099
E3]
Grid legend OK
At Tire Mart Desc Inv# Inv Dt 1099
D=Acct Desc .00
Desc Inv# Inv Dt 1099 il

CONFIRM: [~

. SOLUTIONS + [

PROGRAM NOTES:

1 You will get this posting screen only once per session. A session is as long as you are in claim
maintenance, until you exit.

T This will criethetjoeirnabedtGnirk Bflen ¥au maydave autopost hed on for
this type of entries; if you do, the autopost screen will appear when you exit the claim maintenance
program. @herwise, you will need to manually post the change claim entries frodotineal
Entry Processing MenuRefer to the autopost section of this manual.

FIELDS:
1 Month: enter in the monttie correcting entry i® be posted to.
1 Fiscal Year: enter in the fiscal year of the correcting entry.
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Pending Claim Listing

SOLUTIONS

Connected 11 Nov at 11:15 am as: LINDA [I]

s S aAgh 2z ? i x
Functions Solutions - Accounting Pending Claims Listing
Lookup

Department [ ] J
User ID J
Claim # 1 to | 9999990
Pay date 0/00/0000 ~to | 12/31/9999 ~|
Number of copies

By claim # 1=

By vendor 1 g

By department 1 ;
Printer ID P4 J
Hold spool file —
Print Both Sides @ No (" Duplex " Tumble
OnDemand ® No " Prt&OnD ¢~ OnD Only

[ Exit ]
__SOLUﬂONs o= @

PROGRAM NOTES:

1 This is an optional step.

1 This prints a listing oftie claims that have been postedi it isnot affectedby what is selected to
be paid.

1 This option allows you to get ampding claim list byclaim number, vendor, and/or by department

FIELDS:
1 Department Code: enter in a specific department or leave blank faisalthe lookup to view
valid options.

1 User ID: enter in a specific user ID or leave blank for @ie the lookup to view valid options.
1 Claim # From/To: enter in a claim numlvange or leavéhe defaults foall.
1 Pay Date From/To: enter in a pay date range or lgsvdefaults for all
T Number of Copi es: enter a 016 or more in the
1 Printer ID: defaults to the job default printer.
1 Print Both Sids: select no, Duplex (to bind on the long edge), or select Tumble (to bind on the
short edge.)*
1 Hold Spool File: check the box if you would like the report held before printing.*
1 OnDemand Options: select no to print the listing as normal, Prt&OnD hopbiot the report and

send a copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.*
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DAILY PROCE SSING SCHOOL OF INSTRUCTION
PENDING CLAIM LISTING BY CLAIM NUMBER (SAMPLE REPORT)

Date - 11/22/11 Solutions - Accounting Program - AA31061
Time - 20:11:32 Pending Claims Listing Page - 1
Claim # Vendor Vendor Name Entry Dateto Order Delive ry Sep Don't Disc % Disc
Number Claim Description Date Pay Date Date Disb Pub? Days
14960 4576 V Rollie Hanson 10/31/2011 10/31/2011 10/31/2011 10/31/2011 .000 0
Line Description Fund Funct ObjDptPrjSub  Line Amount PO# Invoice# Inv Date 1099
1 Dues & Memberships 01000 09010 480 02 1 1,000.00 0
Total 1,000.00
14962 4228V A -1 Tire Mart 1 1/02/2011 11/02/2011 11/02/2011 11/02/2011 .000 O
dfadfdaf
Line Description Fund Funct ObjDptPrjSub  Line Amount PO# Invoice# Inv Date 1099
1 Group Foster Care/Co mmRF 01000 03300 313 60 E6 1 51.00 0
Total 51.00
14965 837V Ziegler Inc 11/01/2011 11/15/2011 10/15/2011 10/29/2011 .000 O
Equipment
Line Description Fund Funct Obj Dpt Prj S ub  Line Amount PO# Invoice# InvDate 1099
1 Tractor - side swing arm 11000 06020 410 20 1 9,899.16 854114 265481 10/22/2011 INV
2 Chemicals & Gasses - Herb. 11000 06100 202 22 341 1 1,008.21 854150 265481 10/22/2011
3 Office Supplies 11000 06300 260 09 1 481.16 0 265481
4 Planning & Manag.Consult. 01000 06300 429 99 604 1 1,253.55 860001 265920 10/28/2011
Total 12,642.08
14966 1V United States Post Office 11/02/2011 11/15/2011 .000 O
Postage
Line Description Fund Funct ObjDptPrjSub  Line Amount PO# | nvoice# Inv Date 1099
1 Postage & Mailing 01000 01060 412 05 1 13.12 0
2 Postage & Mailing 01000 03200 412 21 1 15.06 0
3 Postage & Ma iling 01000 06100 412 22 1 3.54 0
4 Postage & Mailing 01000 08110 412 07 1 4.44 0
5 Postage & Mailing 01000 09000 412 01 1 26.15 0
6 Postage & Mailing 01000 09010 412 02 1 33.09 0
7 Postage & Mailing 01000 09020 412 03 1 45.16 0
8 Postage & Mailing 11000 06300 412 09 1 12.74 0
Total 153.30
14967 4659V 24 -7EMS 11/11/2011 7/01/2011 11/11/2011 .000 O
Line Description Fund Funct ObjDpt PrjSub  Line Amoun t PO# Invoice# Inv Date 1099
Printed 1 Minor Mv Parts & Access 01000 01010 254 05 1 .00 0

Total .00

Report Total:  13,846.38
End of Report
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Select Claims to be Paid

SOLUTIONS m
Connected 11 Nov at 11:15 am as: LINDA

~

o 2 ® aghz ? x

Functions Solutions - Accounting Select Claims to be Paid

Lookup

Date to pay iO/OO.’OOOO - Pay claims that have a date to pay

on or before the selected date.

Disbursement Date. 0/00/0000 ~

ACH/EFT processing ® On
" Off
[ Exit
. SOLUTIONS + @

PROGRAM NOTES:

1 This option allows you to select which claims to pay.

1 It will mark claims to be paid with a pay daie or beforethe date you enter.

1 The ACH question only appears if you have ACH turned on for accounts payable.

FIELDS:

91 Date to Pay enter in thealect date you would like to use. This program will look at the pay date

on each claim compared to the date entered. Claims with a pay date on or before the date keyed in
here will be selectedThis does NOTictate the date that will be on the actuabdrsements.
Disbursement Date: enter in the date that will be printed on the disbursements.

ACH/EFT: this question only appears if you have ACH turned on for accounts pajdiae.

default is to have the ACH/EFT processing on. You may select OkFtoff the ACH/EFT

processing for this claim run only.

= =4
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Claims to be Paid/Voided Listings

DL O \ Connected 11 Nov at 12:32 pm as: LINDA |I]
s B2 mgh 2 ? | x
Functions Solutions - Accounting Claims to be Paid/Voided Listings
Lookup
Disbursement date 11/11/2011
Handwrittens date issued ' jto | j
Number of copies Page Break/Separate Reports
By fund - detail 7% ® No " Pg Brk (" Sep Reports
By fund - summary 7; @ No " Pg Brk (" Sep Reports
By department - detail. 7; ® No " Pg Brk (" Sep Reports
By department - summary 7; ® No " Pg Brk (" Sep Reports

By vendor

By claim# 1
Voided by vendor

Voided by claim#

Lo <L

Dept budget status

Month 11 Fiscal year 2011/2012 Totals only —
Budgetary status Budgetary [
Non-Budgetary [
Non-Budgetary for Worksheet |_
[ Exit ]
. SOLUTIONS - @

PROGRAM NOTES:

1 This option allows you to print a listing of claims that are to be paidided in several different
formats.

1 The print options will appear or you press enter/ok.

FIELDS:

1 Disbursement Datethis date is not input capable. It is determined on the priod ssepect
Claims to be Paid. If this date is incorrect, return to the prior option to correct it asthi@sacual
issue date of thdisbursementand is the date that is printed on thgbursements

1 Handwrittens Date Issued: enter in the date range of handwvdisteursements to be included on
this listing. Before the handwrittens can be included on this listing, they must hraagl\abeen
posted.

T Number of Copi es: enter in a 0616 or |l arger
department listings you can select to print as a single report, page break on fund/department, or
create a separate report for eachdfdepartment
1 The month defaults to the current month and the year defaults to the current year feptthe D

Budget StatusYou may also select to Print Totals Only by checking the*box.
1 Budgetary Status: check the boxes of the statuses you wouiddikded on the Departmental
Budget Status by Service Area.*
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DAILY PROCE SSING SCHOOL OF INSTRUCTION
CLAIMS TO BE PAID/VOIDED LISTINGBY VENDOR (SAMPLE REPORT)

Date - 11/22/11 Solutions - Accounting Program - AA31085
Time - 20:28:41 Claims to be Paid by Vendor Page - 1
Disbursement Date 11/30/2011
Claim# 14962 Date 11/02/2011 Vendor V. 4228 A - 1 Tire Mart
Line# Invoice # Line Desc Fund Function Obj Dept Proj Sub Post Discount Taken  Line Amount
Group Foster Care/Comm RF 01000 03300 313 60 E6 1 .00 51.00
Carlson Jesse
Claim Total .00 51.00 *
Claim# 14960 Date 10/31/2011 Vendor V. 4576  Rollie Hanson
Line# Invoice # Line Desc Fund Function Obj Dept Proj Sub Post Discount Taken  Line Amount
1 Dues & Memberships 01000 09010 480 02 1 .00 1,000.00
Claim Total .00 1,000.00 *
Claim# 14966 Date 11/02/2011 Vendor V 1 United States Post Office
Line# Invoice # Line Desc Fun d Function Obj Dept Proj Sub Post Discount Taken  Line Amount
1 Postage & Mailing 01000 01060 412 05 1 .00
2 Postage & Mailing 010 00 03200 412 21 1 .00 15.06
3 Postage & Mailing 01000 06100 412 22 1 .00 3.54
4 Postage & Mailing 010 00 08110 412 07 1 .00 4.44
5 Postage & Mailing 01000 09000 412 01 1 .00 26.15
6 Postage & Mailing 010 00 09010 412 02 1 .00 33.09
7 Postage & Mailing 01000 09020 412 03 1 .00 45.16
8 Postage & Mailing 110 00 06300 412 09 1 .00 12.74
Claim Total .00 153.30 *
Claim# 14965 Date 11/01/2011 Vendor V. 837  Zi egler Inc
Line# Invoice # Line Desc Fund Function Obj Dept Proj Sub Post Discount Taken  Line Amount
1 265481 Tractor - side swing arm 11000 06020 410 20 1 .00 9,899.16 INV
Contract Carriers
2 265481 Chemicals & Gasses - Herb. 11000 06100 202 22 341 1 .00 1,008.21
Brush
3 265481 Office Supplies 11000 06300 260 09 1 .00 481.16
4 265920 Planning & Manag.Consult. 01000 06300 429 99 604 1 .00 1,253.55
Hazardous Materials Response
Claim Total .00 12,642.08 *
Total Claims to be Paid .00 13,846.38 ***
The above claims are approved except as indicated for warrants issued 11/30/2011
Claims Disapproved: Total Claims $  13,846.38
Claim No. By Board of Supervisors
Date - 11/22/11 Solutions - Accounting Pro gram - AA31085
Time - 20:28:41 Claims to be Paid by Vendor Page - 2
Disbursement Date 11/30/2011
Totals by Fund
01000 General Basic Fund 2,445.11
11000 Rural Services Basic Fund 11,401.27
Final Total 13,846.38
End of report
Preliminary Disbursement Register
SOLUTIONS [I]
Connected 11 Nov at 12:32 pm as: LINDA

~

Functions Solutions - Accounting Preliminary Disbursement Register

Lookup

Printer ID Ea
# of Copies 1 i‘

-

Hold spool file —
Print Both Sides ® No (" Duplex " Tumble
OnDemand ® No " Prt&OnD  OnD Only
(=t
. SOLUTIONS +* @
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

PROGRAM NOTES:

1 Use this menu option to print a preliminary disbureat register.This will show how the claims
will be combined on to the disbursements and gives you a chance to check for errors. If a
disbursement will be negative, it will be indicatedtbe £reen and on the listinglhe errors must
be corrected befe you will be able to continue.

1 At this point, you can go back to any previous claim menu option. You will just want to continue
from that point forward.If you would like to select more claims to be paid with this batch, you
must return to the Posté&laim Maintenance option.

1 This option can be rerun as many times as necessary. However, if disbursements have already
been printed, you wiljeta popup screen to warn you that disbursements may have already been
printed.

1 If you want to reset the disktsement numbersheck the boxAs noted, if you answer yes, you
will need to reprint the disbursements before you can post to the general ledger. If you just want to
print a new preliminary disbursement register, leave it blank foiSe@ the next saee for an
example.

FIELDS:

1 Printer ID: defaults to the job default printer.

1 # of Copies: defaults to 1 copy, but can be chariged.

1 Hold Spool File: check the box if you would like the report held before printing.*

1 Print Both Sides: select no, Degl(to bind on the long edge), or select Tumble (to bind on the
short edge.)*

1 OnDemand Options: select no to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OnD Only to send a copy to OnDemand without grinting

PRELIMINARY DISBURSEMENT REGISTER (SAMPLE REPORT)
With Errors

Date - 11/22/11 Sclutions - Accounting Program - AA31091
Time - 20:37:40 Preliminary Disbursement Error Listing Page - 1

Disbursement Date 12/01/2011

Claim # Vendorf Payee Name Invoicef Description Fund Funct Cbj Dpt Prj Sub Line Amount

4966 V 01000 01060 412 05 13.12
4966 V 01000 03200 412 21 15.0&
4966 V 01000 06100 412 22 3.54
4966 V 01000 08110 412 07 4.44
4966 V 01000 09000 412 01 26.15
4966 V 01000 09010 412 02 33.09
4966 V 01000 09020 412 03 45.1g
4966 V 11000 08300 412 09 12.74
45971 V 01000 010&0 412 05 15.04
45971 V 01000 03200 412 21 32.15
4971 vV 01000 06100 412 22 &.00
14571 ¥ 1 01000 08110 412 07 22.13
14571 ¥ 1 United States Poat ice 11000 06300 412 09 12.54
14074 1 United States Poat ODffice i 01000 01060 412 05 500.00-
* ERROR Negative Disbursement Amt Disbursement Total 258.B4-

End of report
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Screen if Preliminary Disbursement Register is Reran

SOLUTIONS [I]
\ Connected 11 Nov at 12:32 pm as: LINDA

Functions Claims/Disbursement Processing
= = (T o
Prompt ) =N (B3 { i B il |
/ ! I ~ S
Export Data to Excel )
] OnDemand )]
Retrieve )] Open Claims
—————— N ~
My Reports ) - Claim Maintenance
. <
_ List Program Updates ) | Accounting Preliminary Disbursement Register
Public Inquiry ] >
”\.P |
Daily Processing )
Accounting Poste Disbursement processing has already been started.
Payroll [ 2
Drainage Account - Press F23 if you need to reprocess this step and

Real Estate continue all processing from this step forward.

" Drainage RE. Disbu
Return to Main v > 51
v » _—11
' P Preliminary Disbursement Register 11/11/11 12:34:54

sl

-
4 p ? Last option was: 10. Print Disbursement Forms

. SOLUTIONS + [

Reset Disbursement Numbers

SOLUTIONS
\ Connected 11 Nov at 12:32 pm as: LINDA

Functions Solutions - Accounting Preliminary Disbursement Register

Lookup

Printer ID P4 J

# of Copies 1 i‘

Hold spool file [

Print Both Sides (® No " Duplex " Tumble
OnDemand (® No " Prt&OnD " OnD Only

* * Disbursements have already been generated *

Reset disbursement #s — If you check the box, you will need
to reprint disbursements before you
can post to the general ledger.

If you want to just print a new
register, leave the box blank.

GEED G

.SoLuTions +* [:'-

PROGRAM NOTES:

1 If you say yes to reset the disbursement numbers, you must rerun the optiohttoeprin
disbursements.
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

Print Disbursement Forms

SOLUTIONS [I]
Connected 11 Nov at 12:32 pm as: LINDA

s B2 Agh 2 ? | *®
Functions Solutions - Accounting Print Disbursement Forms
( Lookup ))
Disbursements

First disbursement#

Disbursement date 11/11/2011

Signature title ‘Tester

Printer ID P4 J

Hold spool file I

Save spool file I

Source Drawer 1 i‘

OnDemand ® No " Prt&OnD

ACH stubs and listing (if applicable)

Printer 1D P4 J
Hold spool file —
Save spool file —
OnDemand ® No " Prt&OnD
[ Exit ]
. SOLUTIONS + [

PROGRAM NOTES:
1 This is wherthedisburserent numbers are assigned.
1 If the disbursement number selected has been previously used in this fiscal year, the program will
increment the number by 1 until it finds unused number.
1 This is when you actually print your disbursements. This option can be rerun if necessary as long
ast he step of the OFinal Registers and Posting
T Youmaypres® Ne xt Di s bafindstre mextavailable disbuesment numberThis
program can take drainage and/or payroll disbursement numbers into account if you have checked
the box in the business control file to include them.
1 If payroll has not yet been transferred to accounting or there are unposted hansivaattefully
verify the correct next disbursement number is being assigned.
T I'f you would I|Ii ke to be prompted to |l oad your
Types for Warrantso field in the Business Con
1 If you are using ACH proasing in accounts payable and have ACH/EFT vendors in this claim
run, you will receive a listing of the ACH/EFT transactions and the ACH/EFT disbursements will
be in a separate spool file so that they can be printed on plain paper. You will want toapye a
of the ACH/EFT transaction listing to the treasurer.

FIELDS:

1 First Disbursement #: enter in the first number of the disbursements you would like this batch to
begin with.

T Di sbursement Date: i's carried dféorweartd nfgrsam t(

screen, the date is not input capable. If you neetidagethe dategxit out of this screen and redo
the &electClaims to be Ridband continue forward
1 Signature Title: enter in a title if your disbursements do not agrepmted title.

fSol utionss20llnc. o E 1986
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

1 Printer ID: is blank so that you can designate the printer you wish your disbursements printed
from*
Hold Spool File: check the box if you would like the report held before printing. *
Save check the box if you would like the spool o besaved akr the printing is completed.
Source Drawer: you can specify which drawer to print the disbursements from or you can leave it
blank for the normal printer defadit.
1 OnDemand Options: select twprint the listing as normal amtt&OnD to both print the remt
and send a copy to OnDemand
1 ACH Stubs and Listings options are the same as above.

= =4 =4

Print Claim Forms

SOLUTIONS m
Connected 11 Nov at 12:32 pm as: LINDA

s 2 mgh 2 ? § x
Functions Solutions - Accounting Print Claim Forms
( Lookup )
Print order ® Fund (" Vendor " Claim (" Disb#
Print invoice # v
Print only claims
marked to be paid —
Claim # 1 to 9999999
User ID
Signature title |Mickey Mouse Inc.
Printer ID P4 .
# of Copies 1 i‘
Hold spool file I
Source Drawer 1 %
OnDemand ® No " Prt&OnD (" OnD Only

GEED GEIED

. SOLUTIONS + [

PROGRAM NOTES:

1 This is an optional step.

1 This option allows you to print claim forms by fund, vendor, claim nupdreny disbursement
number

1 Running this option after printing disbursements will enable the program to print the disbursement
numbers on the claim formdf you need to print a claim form after the Final Register and Posting,
you may do from the Master Listis menu.

FIELDS:

1 Print Order: select either by fund, vendor, or claim numdreby disbursement number

1 Print Invoice #: check the box to print the invoice number on the claim form.

1 Print Only Those Claims that are Marked to be Paid: checkathé ou would like to include
only that claims that have been selected to be*aid.

Beginning/Ending Claim #: enter in a specific range of claims or leave blank for all claims.
User ID: enter in a specific user name or leave blank for all users.

Signatre Title: enter in the title you wish to appear below the signature litteeariaim forms.*
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DAILY PROCE SSING SCHOOL OF INSTRUCTION

Printer ID: defaults to the job default printer.*

# of Copies: defaults to 1 copy, but can be changed.*

Print Both Sides: select no, Duplex (to bind onltmg edge), or select Tumble (to bind on the

short edge.)*

1 OnDemand Options: select no to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.*

= =4 =

CLAIM FORMS (SAMPLE REPORT)

State of lowa
County of Solutions
Date to be Paid 12/01/2011
Claim# Warrant#
Vendor # 4228

A- 1 Tire Mart

917 13th St SW

Spencer IA 51301

14962 01000 03300 313 60 E6 51.00 Group Foster Care/Comm
RF
Amount Claimed 51.00
Amount Allowed
AYE NAY
AYE __ NAY
AYE NAY
AYE NAY
AYE NAY

| hereby certify that the within
is a just, lawful, and correct
claim for the county of
Solutions

Mickey Mouse, Inc

fSol utionss20llnc. o E 1986
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Final Disbursement Register and Posting

SOLUTIONS [I]
Connected 11 Nov at 12:32 pm as: LINDA

s 2 Agh 2 ? x
Functions Solutions - Accounting Final Disbursement Register & Posting
( Lookup ))
Disbursement Date 11/11/2011

Post to Total disbursements $1,051.00

Fiscal year 2011/2012 Beginning disb # 130532

Meonth 1| Ending disb # 130533
Number of copies Page Break/Separate Reports

By department 1 %‘ ® No (" PgBrk ( Sep Reports

By fund 1= ® No " Pg Brk (" Sep Reports

By disbursement 1 E'
Signature title |
Printer 1D P4 J
Hold spool file —
Save spool file —
Print Both Sides ® No (" Duplex (" Tumble
OnDemand ® No " Prt&OnD (" OnD Only

[ =
. SOLUTIONS +* @

PROGRAM NOTES:

1 This option updates all the files to reflect the claim activity you completed. With this step, the
claim activity is posted to thgeneral ledgerthe check/warrantl&, and the AP history filelf you
have ACH/ EFT accounts payable items, the rede
accounting files on this step.

1 If you are running on a cash basis, this option creates an expense and a warrants payaitée/acc
payable entry. It also creates the opposite entries that were created in the originad @osting
deferred expense entry and an accounts payable entry. If you are running on an accrual basis, this
option creates a cash entry and a warrants payatxdefiais payable entry.

1 Once this option is completed, these disbursement registers cannot be rerun for this claim
batch. If you autopost and exit the autopost, you must manually post the entries from the
Journal Entry menu. You cannot rerun this option.

1 The total disbursement amount, the beginning and ending disbursaunantrsand the total to be
voided(if applicable) are displayedCheck this information carefully before continuing. If any
of this information is incorrect, exit now and go backand make corrections.

1 Pressing enter again will give you the confirm option.
i Taking the confirm option will give either give you the autopost screen (if turned on) or will move
the entries into the Journal Entork file where they must be manually posted.féRéo the
autopost section of this manuadVhen you post, you will also receive a final copy of the journal
entry listing.
T The ACH/ EFT redemption entries wil/l be create
T After al/l posting i sudomne#0poWswidlol sgeteeimhe 4

do not track audit numbe(micr numberspn the systemexit this screen. Refer to the Audit File
section othe Master Maintenance manual.
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FIELDS:

T

= E I ]

=4

= =4 =8 -4

Disbursement Date: this is carried forward fromdlaéms to be paid listing option and should
match the date on the printed disbursements.
Total Disbursements: this is the amount of disbursements that are to be posted.

Post to Fiscal Yeardefaults to the current fiscal year.
Post toMonth: defaults ® the month of the disbursement date.

Beginning & Ending Disbursement #s: this displays the range of disbursement numbers being used

for this batch of claims.

Number of Copi es: enter in a 0616 or Ildandger
department listings you can select to print as a single report, page break on fund/department, or
create a separate report for each fund/department. *

Signature Title: enter in the title you wish to appear below the signature line on the Fisé¢iRegi
by Disbursement Number.

Printer ID: defaults to the job default printer.

Hold Spool File: check the box if you would like the report held before printing. *

Save: check the box if you would like the spool files to be saved after the printgeted.*

Print Both Sides: select no, Duplex (to bind on the long edge), or select Tumble (to bind on the
short edge.)*

OnDemand Options: select no to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OfiDly to send a copy to OnDemand without printing.*
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Final Disbursement Registers

Disbursement Register by Disisement Number (Sample Listing)

Date - 11/22/11 Solutions - Accounting Program - AA31091
Time - 21:24:29 Final Disbursement Register Page - 1
Disbursement Date 12/01/2011
Claim # Vendor# Payee Name Invoice# Descrip tion Fund Funct Obj Dpt Prj Sub Line Amount
14962V 4228 A - 1 Tire Mart Group Foster Care/Comm RF 01000 03300 313 60 E6 51.00
Disbursement# 750001 Disbursement Total 51.00
14960 V 4576 Rollie Hanson Dues & Memberships 01000 09010 480 02 1000 .00
Disbursement# 750002 Disbursement Total 1,000.00
14966 V 1 United States Post Office Postage & Mailing 01000 01060 412 05 12
14966 V 1 United States Post Office Postage & Mailing 01000 03200 412 21 15.06
14966 V 1 United States Post Office Postage & Mailing 01000 06100 412 22 .54
14966 V 1 United States Post Office Postage & Mailing 01000 08110 412 07 4.44
14966 V 1 United States Post Office Postage & Mailing 01000 09000 412 01 26 .15
14966 V 1 United Sta tes Post Office Postage & Mailing 01000 09010 412 02 33.09
14966 V 1 United States Post Office Postage & Mailing 01000 09020 412 03 45 .16
14966 V 1Un ited States Post Office Postage & Mailing 11000 06300 412 09 12.74
14971V 1 United States Post Office Postage & Mailing 01000 01060 412 05 15 .04
14971V 1 United States Post Office Postage & Mailing 01000 03200 412 21 32.15
14971V 1 United States Post Office Postage & Mailing 01000 06100 412 22 .00
14971V 1 United States Post Office Postage & Mailing 01000 08110 412 07 22.1 3
14971V 1 United States Post Office Postage & Mailing 11000 06300 412 09 12 .54
Disbursement# 750003  Disbursement Total 241.16
14965V 837 Ziegler Inc 265481 Tractor - side swing arm 11000 06020 410 20 9899.16
14965V 837 Ziegler Inc 265481 Chemicals & Gasses - Herb. 11000 06100 202 22 341 1008.21
14965V 837 Ziegler Inc 265481 Office Supplies 11000 06300 260 09 481.16
14965V 837 Ziegler Inc 265920 Planning & Manag.Consult. 01000 06300 429 99 604 1253 .55
Disbursement# 750004 Disburseme nt Total 12,642.08
14967V 4659 24 -7EMS Minor Mv Parts & Access 01000 01010 254 05 560.00
Disbursement# 750005 Di sbursement Total 560.00
Total Disbursements 14,494.24
Credits/Refunds Included .00
Totals by Fund
01000 General Basic Fund 3,080.43
11000 Rural Services Basic Fund 11,413.81
Final Total 14,494.24
End of report
Disbursement Register by Fut@ample Listing)
Date - 11/22/11 Solutio ns - Accounting Program - AA3112
Time - 21:24:28 Disbursement Register by Fund Page -
Disbursement Date 12/01/2011
Claim # Vendor# Payee Name Invoice# Description Fund Funct Obj Dpt Prj Sub Line Amount
Fund 01000 General Basic Fund
14962V 4228 A -1 Tire Mart Group Foster Care/Co 01000 03300 313 60 E6 51.00
Disbursement# 750001 Total 51.00
14960 V 4576 Rollie Hanson Dues & Memberships 01000 09010 480 02 1000.00
Disbursement# 750002 Total 1,000.00
14966 V 1 United States Post Office Postage & Mailing 01000 01060 412 05 13.12
14966 V 1 United States Post Office Postage & Mailing 01000 03200 412 21 15.06
14966 V 1 United States Post Office Postage & Mailing 01000 06100 412 22 3.54
14966 V 1 United States Post Office Postage & Mailing 01000 08110 412 07 4.44
14966 V 1 United States Post Office Postage & Mailing 01000 09000 412 01 26.15
14966 V 1 United States Post Office Postage & Mailing 01000 09010 412 02 33.09
14966 V 1 United States Post Office Postage & Mailing 01000 09020 412 03 45.16
14971V 1 United States Post Office Postage & Mailing 01000 01060 412 05 15.04
14971V 1 United States Post Office Postage & Mailing 01000 03200 412 21 32.15
14971V 1 United States Post Office Postage & Mailing 01000 06100 412 22 6.00
14971V 1 United States Post Office Postage & Mailing 01000 08110 412 07 22.13
Disbursement# 750003 Total 215.88
14965V 837 Ziegler Inc 265920 Planning & Manag.Con 01000 06300 429 99 604 1253.55
Disbursement# 750004 Total 1,253.55
14967 V 4659 24 -7EMS Minor Mv Parts & Acc 01000 01010 254 05 560.00
Disbursement# 750005 Total 560.00
Fund 01000 Total 3,080.43
Fund 11000 Rural Serv ices Basic Fund
14966 V 1 United States Post Office Postage & Mailing 11000 06300 412 09 12.74
14971V 1 United States Post Office Postage & Mailing 11000 06300 412 09 12.54
Disbursement# 750003 Total 25.28
14965V 837 Ziegler Inc 265481 Tractor - side swing a 11000 06020 410 20 9899.16
14965V 837 Ziegler Inc 265481 Chemicals & Gasses -H 11000 06100 202 22341 1008.21
14965V 837 Ziegler Inc 265481 Office Supplies 11000 06300 260 09 481.16
Disbursement# 750004 Total 11,388.53
Fund 11000 Total 11 ,413.81
Total Disbursements 14,494.24
Credits/Refunds Included .00

01000 Gen

Totals by Fund
eral Basic Fund

11000 Rural Services Basic Fund

Final Total

End of report

3,080.43

11,413.81
14,494.24
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DAILY PROCE SSING SCHOOL OF INSTRUCTION
Disbursement Registéy Departmen(Sample Listing)

Date - 11/22/11 Solutions - Accounting Program - AA31121
Time - 21:24:26 Disbursement Register by Department Page - 1

Disbursement Date 12/01/2011

Claim # Vendor# Payee Name Invoice# Description Fund Funct Obj Dpt Prj Sub Line Amount

Department 01 Board of Supervisors

14966 V 1 United States Post Office Postage & Mailing 01000 09000 412 01 26.15
Disbursement# 750003 Total 26.15
Department 01 Total 26.15

Department 02 Auditor
14960 V 4576 Rollie Hanson Dues & Memberships 01000 09010 480 02 1000.00
Disbursement# 750002 Total 1,000.00
14966 V 1 United States Post Office Postage & Mailing 01000 09010 412 02 33.09
Disbursement# 750003 Total 33.09
Department 02 Total 1,033.09
Department 03 Treasurer

14966 V 1 United States Post Office Postage & Mailing 01000 09020 412 03 45.16
Disbursement# 750003 T otal 45.16
Department 03 Total 45.16
Department 05 Sheriff
14966 V 1 United States Post Office Postage & Mailing 01 000 01060 412 05 13.12
14971V 1 United States Post Office Postage & Mailing 01000 01060 412 05 15.04
Disb ursement# 750003 Total 28.16
14967 V 4659 24 -7EMS Minor Mv Parts & Acc 01000 01010 254 05 560.00
Disbur sement# 750005 Total 560.00
Department 05 Total 588.16
Department 07 Recorder
14966 V 1 United States Post Office Post age & Mailing 01000 08110 412 07 4.44
14971V 1 United States Post Office Postage & Mailing 01000 08110 412 07 22.13
Disbursement# 750003 Total 26.57
Department 07 Total 26.57
Department 09 Zoning / Sanitarian / Safety
14966 V 1 Unite d States Post Office Postage & Mailing 11000 06300 412 09 12.74
14971V 1 United States Post Office Postage & Mailing 11000 06300 412 09 12.54
Disbursement# 750003 Total 25.28
14965V 837 Ziegler Inc 265481 Office Supplies 11000 06300 260 09 481.16
Disbursement# 750004 Total 481.16
Department 09 Total 506.44
Department 20 County Enginee r
14965V 837 Ziegler Inc 265481 Tractor - side swing a 11000 06020 410 20 9899.16

Disbursement# 750004 Total 9,899.16
Department 20 Total 9,899.16
Department 21 Veterans Affairs

14966 V 1 United States Post Office Postage & Mailing 01000 03200 412 21 15.06
14971V 1 United States Post Office Postage & Mailing 01000 03200 412 21 32.15

Disbursement# 7 50003 Total 47.21

Department 21 Total 47.21
Department 22 Conservation Board

14966 V 1 United States Post Office Post age & Mailing 01000 06100 412 22 3.54
14971V 1 United States Post Office Postage & Mailing 01000 06100 412 22 0

Disbursement# 750003 Total 9.54
14965V 837 Ziegler Inc 265481 Chemicals & Gasses -H 11000 06100 202 22341 1008.21

Disbursement# 750004 Total 1,008.21
Department 22 Total 1,017.75
Department 60 Mental Health Administr.

14962V 4228 A -1TireMa rt Group Foster Care/Co 01000 03300 313 60 E6 51.00
Disbursement# 750001 Total 51.00
Department 60 Total 51.00

Department 99 Nondepartmental
14965V 837 Ziegler Inc 265920 Planning & Manag.Con 01000 06300 429 99 604 1253.55
Disbursement# 750004 Total 1,253.55
Department 99 Total 1,253.55
Total Disbursements 14,494.24

Credits/Refunds Included .00

Totals by Department
01 Board of Supervisors 26.15
02 Auditor 1,033.09
03 Treasurer 45.16
05 Sheriff 588 .16
07 Recorder 26.57
09 Zoning / Sanitarian / Safety 506.44
20 County Engineer 9,899.16
21 Veterans Affairs 47.21
22 Conservation Board 1,017.75
60 Mental Health Administr. 51.00
99 Nondepartmental 1,253.55

Final Total 14,494.24

End of report

Final Copy of Journal Entry Edit Lisigy (Sample Report)

AA30101 Solutions - Accounting Page: 1
11/28/11 12:19:13 Journal Entry List Final Listing
01/01/0001 to 12/31/9999 Fiscal Yr 2011/2012 Journal # 11668 Posting Month 11
Detail Acct Journal# Tran Date Transaction S Transaction Desc Documen t#
Sequence# Earned Dt Amount H
Fund 11000 Rural Services Basic Fund
9408 11000 1 149000 WA 11668 11/28/2011 150.00 C S Disbursement Posting 0
9410 11000 2 200000 WA 11668 11/28/2011 150.00 C S Disbursement Posting 0
9409 11000 2 202000 WA 11668 11/28/2011 150.00 D S Disbursement Posting 0
9407 11000 4 06010 101 24 1 WA 11668 11/28/2011 150.00 D S Wages - Temp,Pt. Time Empl. 750006
Fund 11000 Net .00
WA Total Debits 300.00
Total Credits 300.00
Net .00
Final Total Debits 300.0 0
Final Total Credits 300.00
Net .00

End of report
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ACH File Transfer

PROGRAM NOTES:

1 Use this option to transfer the AGHe to your PC. You will need to do the transfer for any
prenote files and for any ACH accounts payable files.

1 The most recent ACH file will be displayed at the top of the list.

T The O6Textéd 1 nfor mat i o AccowntslPhyabdelooPverdfthe datetofthee o f
items, and the total for the batch.

1 Once you have rathe transfer option on a file, double asterik®d wi | | be shown af
the file. You can transfer a file more than once if necessary.

PROGRAM OPTIONS:

 1=Selecttor r ansf er : enter a 616 in front of the f
T 4=Del ete Member: enter a 646 in front of the
T 5=Di splay Member: enter a 656 in front of th
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