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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

session.

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

\

Functions

Prompt /
Export Data to Excel /
OnDemand :
Retrieve

My Reports

Daily Processing

Image Services

. SOLUTIONS

L
<~Hm ' ’ 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.

Real Estate

P Real Estate

» O

age Real Estate

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 15:16 pm as: BECKY

13

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

commands.

shown. The dropdown arrow can
be used to show the most recent

Navigation buttons

/

C T G

place an icon on

orientation.

Use the up/down arrows to set
the preferred size. The plus will

your preferred size, color, and

your desktop for \

3)

* @@
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ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

SCREEN DEFAULTS

If you would like to save the screelefaults, once you have the screen filled in to your preference,

press F24o0 set the defaults. This wélye next time that you enter the screen, the saved defaults

will appear and you wil/l not have tabtheerdkobRy it
the field description. The 6*6 will be repea

FUNCTION KEYS

These keys are the same throughout the book.

Lookup or Prompt: this 1 s not edantboyaloakupon o mpt b
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 F24 capable fields where you can set the defaults

F24: set defaults (hidden command key)

ASol uti ons2011l nc. E 1986
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ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

MASTER MAINTENANCE MENU

SOLUTIONS

\ Connected 09 Nov at 08:51 am as: BECKY @

Functions Accounting Maintenance Menu

Prompt

Export Data to Excel )

OnDw d . . .
nbeman P Business Control File Maintenance

P Description File Maintenance Menu
P Account Master File Maintenance

List Program Updates P vendor Master File Maintenance

Public Inquiry P Posting Accounts File Maintenance

P Default Accounts File Maintenance
Daily Processing P Audit File Menu
Accounting P Office Maintenance
Payroll P Automatic Posting Indicators

w Miscellaneous Maintenance
Real Estate P Create Account Summary File (AUDSREP)
P Combine Vendor #s
P Update Vendor Totals Spent

Drainage R.E.

Return to Main

-

[ YW Provous IOk

SOLUTIONS

SOLUTIONS

\ Connected 30 Nov at 11:33 am as: BECKY E]

< =2® aghz ? x

= @

Functions Accounting Maintenance Menu

i Prompt

" Export Data to Excel )

)
onDemand )
J P Edit Dates for Accrual Purposes
Retrieve P Disbursement Maintenance
My Reports P Change AP History Descriptions by Vendor

P Move/Combine Account Numbers Menu
P Enter/Update Check Design

ist Program Update

Daily Processing
Accounting Accounts Payable ACH Options
Payroll S P Accounts Payable ACH Control File
T P Create Accounts Payable ACH Prenote
Drainage Accoun

P~ Transfer ACH File
Real Estate

Drainage R.E. Miscellaneous Receipt Maintenance ltems

P Control File

P Customer Master File

Return to Main

. SOLUTIONS

fSol uti ons-2011l nc
Page 5 -
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ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

BUSINESS CONTROL FILE MAINTENANCE

SOLUTIONS Connected 09 Nov at 08:51 am as: BECKY m

Functions

Add
Print

Grid legend

_ SOLUTIONS - @&j‘

PROGRAM NOTES:
91 The Business Control File determines the initial settings of the accounting system.
9 The settings within the Business ContradéRvill establish how certain programs will run.

FIELDS:

9 Selectthe business you wish to work witksenerally there is onlya single choicenless you
have more than one entity on your system.

ASol uti ons2011l nc. E 1986
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ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

Business Control Fil€irst Screen

sl Uil ; Connected 09 Nov at 08:51 am as: BECKY E]
~
s e Agpz ? i %
Functions Accounting Business Control Maintenance
Lookup Business 1D 01 CofMon County Client EJ County # 21
Mame |Snlutinns
Address 1 |2311 VW 18th St
Address 2
City Spencer State 'IJ
Zip Code 51301 Zip +4
Phone 1 [ 71z-2624520 Phonez [ Fax [ 71z-ze25793
Contact Person |Elet:|‘<3(r Oppedal Title. AUDITOR
Print Checks/\Warrants " Checks l’-‘"\"arrams Combine Funds on Warrant/Check =3
Print Words for $ Amount v Stub Print Type Code ’T_J
Update Fund Status v Assign Claim Mumber v
Last Journal # Used 11640 Last Claim # Used 14964
Range: Beginning Claim #. 1 Ending Claim # 99999
Current Fiscal Year 201172012 Accrual Reporting Fiscal r. 2010/2011
Accrual Report Beg Bal & Cash © Accrual Cashi/Accrual Basis & Cash © Accrual
Form Type: Warrants ’7 HandWritten Warrants '7
Print BarCodes on Claim Jackets ’H_J
L Exit L ___ox |
. SOLUTIONS - @C&J‘

PROGRAM NOTES:

T Once thiscontrol issetup, you will not have to maintenance it very often. Again, it is generally
filled in during the initial setup of the client.

9 Press enter to process any changes or updates.

FIELDS:

Business ID: is not input capable unlessyaiari n add mode. Generally
Co/ Noncounty Client: f or -cauntyccleutnst ,y , e retnégre ri n na
You can use the lookup to see available options.

County #: enter in your county number or a number identifying your entity.

Name Address, City, State, and Zigip +4 enter in the information pertaining to your entity.

Phone Numbers: enter in relevant telephone numbers and fax numbers.

Contact Person: enter in the name of the contact person and their title.

Print Warrant&Checks: selectwhether pu printWamrants orChecks This setting dictates
which journal entries are created on the initial and final post of claims. See the Post of Claims
for more information.

Combine Funds on Warrant/Check: check the box if youb&icombining funds on your
warrants/checks.

9 Print Words for the $ Amunt: check the box if you would likehe dollar amounts to be
printed out on the warrants/checks. For example: $123.45 would be One hundreehveenty
and 45 cents.

9 Stub Print Tye Code: if you are using warrants, there are 2 different stub types avhitahled
| aser header which displays the claim number
detail which displays the invoice number, claim line description, fund, ceeattand claim
line amount 2.

= =452 = =

=

ASol uti ons2011l nc. E 1986
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Laser Header Sample

Vendor# v 837 Ziegler Inc

# 130532 Amount 12,642.08 Date 11/15/11
Claim # Description Amount
14965 Equipment 12,642.08

Laser Detail Sample

Vendor# vV 8§37 Ziegler Inc

# 130532 Amount 12,642.08 Date 11/15/11

Invoice # Description Fund Dept Amount
265481 Tractor-side swing arm 11000 20 9,899,186
265481 Chemicals & Gasses-Herb. 11000 22 1,008.21
265481 o0Office Supplies 11000 09 481.16
265920 Planning & Manag.Consult. 01000 99 1,253.55

Update Fund Statuscheck the box if yowould like to update the funstatus file

Assign Claim Used: check the box if you would like the system to assign claim numbers or

leave blank if you would like to assign your own claim numbers.

Last Journal # Used: enter in the last legitimate journal number Uiséslupdates
automatically each time a batch of journal entries are posted.

Last Claim Used: enter in the last claiommber used. This displays the last claim number used

in the Daily Processing program$his updates automatically each time a claim is entered.

RangeBeginning Claim #: enter in the claim # you wish to begin withis beginning claim
number is used faclaims entered in the Daily Processing programs.

Ending Claim #: enter in the |l ast cl ai numi
be using. This ending claim number is used for claims entered in the Daily Processing

programs.

Current Fscal Year: this displays the fiscal year that the system is in. Itis not input capable.

The fiscal year rolls over during the fiscal yeaud process.

Accrual Reporting Fiscal Yr: this displays the last accrual year complgtisdiot input

capableand changes during the accrual process.

Accrual Report Badg iBaly:ou ssetlaerctt yoAucrcraccr ual
bal ance or select 6Cashdé if you start your a
balance shady fund andhe state reports.

Cash/ Accrual Basi s: select 6Cashdé i f you op:

operate on an accrual basikhis affects what journal entries are created on the initial and final

posts of claims.
Form Type for Warrantsenter in a form that you will use for your regular warrants. When

printing the warrants, you will receive a message prompting you to load the correct form type.
You may leave it blank and therefore will not be prompted before the warrants are printed.

ASol uti ons2011l nc. E 1986
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1 Form Type for Handwritten Warrants: enter in a form that you will use for your handwritten
warrants. When printing the warrants, you will receive a message prompting you to load the
correct form type. You may leave it blank and therefore will not be pehipefore the
warrants are printed.

91 Print Barcodes on Claim Jackets: if you would like to print barcodes on your claim jackets,
enter a o6V06 for vertical or an O6HO6 for hori z

Business Control Fileesond Screen

SOLUTIONS - \ Connected 09 Nov at 08:51 am as: BECKY @

Functions Accounting Business Control Maintenance

Lookup

Business 1D 01 Solutions

Include when getting next disbursement Payroll ] Drainage v

Function Revenue Dept

Disb Code-Warrant/Check 20000 ...

Disb Code-Drainage Warrant 20000 ...

Rev Code-Property Tax 1000 ...

Rev Code-Delinguent Property Tax g (L L ff

Met & Delinquent Taxes 00051 ...

Tax Related Revenue 00051 ... 99| |—

Utility Replacemen t Tas 1600

Special Utility Propery Tax 1020 ...

Delinguent Property Tax 00051 ... L L ff

Mobile Home Property Tax 00051 ... 1200/ | ...

Penalties & Interest Delinguent o005z ... 1110 | eee

- -_cE

. SOLUTIONS - “!l"l

9 IncludeWhen Getting Next Disbursement: check if you would like the disbursement numbers
used in Payroll and/or Drainage Accounting when the system gets the next available
disbursement number.

9 Function, Revenue, DeptJse the lookup to see available options.

Disb CodeWarrantCheck enter in théunctioncode you wished used in the transactions
created when regular and handwritten warvahescksare redeemed.

Disb Code Drainage Warrant: enter in the function code you wished used in the transactions
created whe drainage warrantshecksare redeemed.

RevCodeProperty Tax: enter in the revenue code you wished used for property taxes.

Rev CodeDelinquentProperty Tax: enter in the revenue code you wished used for
delinquent property tax.

Net & Delinquent Taxesenter in the function code that is used with the net property tax
and delinquent property tax revenue line items.

Tax Related Revenue: enter in the function catg departmerthat is used with the tax
related revenue line items.

Utility Replacement T:aRevenue: enter in the revenue code used for the utility
replacement tax revenue.

= =2 =A =25 A
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Special Utility Property Tax Revenuenter in the revenue code used for the special utility
property tax revenue.

Delinquent Property Taxenter in the function anetvenue code used for the delinquent
property revenue.

Mobile Home Property Taxenter in the function and revenue code used for mobile home
property tax revenue.

Penalties & Interest Delinquenénter in the function and revenue code used for penalty and
interest on delinquent taxes.

ASol uti ons2011l nc. E 1986
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DESCRIPTION FILE MAINTENANCE MENU

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY E]

intenance

( Prompt D ERc@Emn®

( Export Data to Excel )

Functions Description File

onDemand )

Retrieve P Fund Description File

P Function/Account Code Description File

D)
4

My Reports
n P Object/Revenue Description File
Program Update o !
P Department Description File
Public Inqui
quiry P Project Description File
A P Subproject Description File
[ Daily Processing
g Accounting P Departments to Omit
Payroll P Service Area/Program Headings
Drainage Accountin
Real Estate B Sign Off
Drainage R.E.

Return to Main

vl

it W Proviou- I ok ]

. SOLUTIONS - @E'_I-'

PROGRAM NOTES:

9 The description files are where you build the individual pieces of the account number. Once the
pieces are built here, you can put them together to assemble your accoenfiteast

ASol uti ons2011l nc. E 1986
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FUND DESCRIPTION FILE

SOLUTIONS Connected 10 Nov at 07:33 am as: BECKY [1]

Functions Solutions - Accounting Fund Description Maintenance

Add

e Select Records D Position to fund [ ]

Print

Budget
Opt Fund Description Status

13  alison
01000 General Basic Fund
02000 General Supplemental Fund
02001  Juvenile Drug Court Fund
10000 MH-DD Services Fund
11000 Rural Services Basic Fund
11001  Rural Services Basic Fund 2
12000 Rural Services Supp. Fund
13000 Ewvents Center Pledge Obl Fund
Grid legend 13001 Clay Co Revolving Loan Fund
14000  Sheriff Undercover Fund
14001  Sheriff DARE Fund
14002  Sheriff Canine Fund
14003  NWW IA Project Life Saver Fund

R S e e N S S S T

. SOLUTIONS - E’_(&F

PROGRAM NOTES:

f The fund description file is used throughout
treasureros files. The descriptiomalys print .
processin@nd accrual purposes. The budgetary status is also used throughout the programs.

The tax information is used during the budget process. The fund status designation is used
during the month end process.

This option allows you to either do maintenance texasting fund or to build a new fund.
All funds and their budgetary statuses are shown upon entry to the program.

You may build a new fund, copy an existing fund to create a new fund, edit an existing fund,
display an existing fund, or delete a fund. Yra not able to delete a fund that has line items
associated with it.

f To build a new fund, you can cl i Wkenaddingé Addo
new funds, especially if they have property taxes levied for them, be sure to build the accoun
numbers in the account master for current tax, delinquent tax, and all tax related revenue
numbers. In addition, the new funthy need to be added to the form columnsdachstate
form you would like the fund reported oAlso if it is a fund that waants will be written from,
you will also want to build the warrant redemption expense line item.

9 When adding a new fund, once you have entered all the data for that fund and have pressed
enter, you will be prompted to enter default and posting accturitse new fund.If any
changes need to be made to these accounts, do so before pressing enter. Otherwise, simply
press enter through both screens the information is being generated from the first fund in your
file.

I When you build a new fund, tell the teasurer so that they may go into their fund master
file and do maintenance.They may need to mark the fund as a drainage fund, as a fund that

= =4 =4
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receives orders and therefore needs a custoombera n d need to verif

fund number i€orrect.
9 Also when building a new fund, use the current year dates for the Accrual Cutoff Date and the
Fiscal Year Date Range. These dates will roll when you run Fiscal Year End.

91 If you wish to delete a fund, you must first delete all associated acconttens (asset,
liability/fund equity, revenue, and/or expense) through Account Master File Maintenance. You
cannot delete line items that have activity.

9 To print a fund file listing, you can click on Print. The listing will print whatever fuyywils
haveelected to show in the sub file.

f You can use the 6Select
specific budgetary statuses, and/or active status.

t hey

Recordsd to subset I

FIELDS:
9 Position toFund: enter im fund number you wish to positighe list to.

PROGRAM OPTIONS:

1 2=Edit: enter a 2 in front of an item to edit the existing item

1 3=Copy: enter a 3 in front ohatemto copy an existingem t help create a new one.

1 4=Delete: enter a 4 in front ofraitemto delete amxisting item You cannot delete a fund that
has account number associated with it.

1 5=Display: enter a 5 in front ofraitemto view thei t e infd@rreation.

Edit, Copy, or Add
(If building a new fund, this screen will be blank)

SOLUTIONS . \ Connected 10 Hov at 07:33 am as: BECKY m

Functions Solutions - Accounting Fund Description Maintenance

Lookup

. SOLUTIONS

Fund Mumber
Descri ption

Max Levy Rate
Budgetary Status

Enterprise Status

01000

eeeee | Basic Fund

1 Budgetary
'] Mon-Enterprise

Fiscal Year Date Range T/01/2011 ~| to 6;"30}’2012j
Accrual Cutoff Date 8/31/2011 hd
Month of 1st Fiscal Period T
Rural/City Levy WJ Countywide
Debt Service Fund —
Include in Publication ~
Status @ Active " Inactive
Do Mot Allow Drainage VWarrants -
Include in Fund Status file =2
Exit -

FIELDS:

1 Fund Number: assign arfd number. This field is only input capable when adding or copying
a fund.

ASol uti ons2011l nc. E 1986
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ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

Description: enter in a description of the fund or maintenance the current description. This is
the fund description that prints on your reports.

Max Levy Rate: if taxes are tie levied for this fund, enter in the maximum levy rate.
Budgetary Statusdesignate the budgetary status of the fuvidu can use the lookup to see
available optionsCounty budgetary statuses ar@1or 3 1=Budgetary (funds you have
jurisdiction over write checks out of, and report to the state, 2=Badgetary (funds you do

not write checks for nor have jurisdiction over), and 3=Baiigetary for worksheet (funds you
can write checks out of but do not have jurisdiction over such as Assessor dub®d)1

Enterprise Status: enter an®N&ni fO Eedterprifes t & i 150 1
fund.

Fiscal YeaiDate Range enter in the beginning daé®d ending datef the current fiscal year.

Accrual Cutoff Date: enter in the acet cutoff date.

1 When building a new fund, use the current year dates for the Accrual Cutoff Date and the
Fiscal Year Date Range. These dates will roll when you run Fiscal Year End.

Month of the ¥ Fiscal Period: enter in the number of the first morityonrr fiscal period.

Rural/City Levy: if taxes are to be levied for this fund, enter in whether it is a rural or city levy.

Use the lookup to see available options.

Debt Service Fundcheck the box if this is a debt service fund.

Include in Publicatin: check the box if you would like this fund includedclaim publication

listings.

Status: select the appropriate status for the fund

Do Not Allow Drainage Warrantscheck the boxfiyou want b want to write drainage

warrantéchecksout of it.

Include inFund Status Filecheck the box iffou would like the fund statdge updated with

the new fund fothe current year.

1 Generally, all budgetary and ndmidgetary for worksheet funds should be included on the
fund status report, as well as, all Amndgetary controlling funds (such as the main school,
township,corporation, and special assessniantls).

ASol uti ons2011l nc. E 1986
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Posting Accounts Screen

SOLUTIONS . Connected 10 Nov at 07:33 am as: BECKY E]

Functions Solutions - Accounting Fund Description Maintenance
Lookup
Fund 01001 Becky's Fund
Posting Code
Form ID CLAIMS
Bank ID/Account Mumber FARM T & S |DU1 1002
Acct Sub
Fund Code Obj Dpt Prj Prj
Cash 01001 ... |T 101000
Accounts Receivable. 01001 ... |1— 115000
Accounts Payable 01001 ... |2— 202000
Warrants Payable 01001 .. E 200000
Deferred Revenues 01001 ... |2— 222000
Deferred Expenses 01001 ... |1— 149000
. SoLUTIONS - I'ﬂ"'
SOLUTIONS o \ Connected 10 Nov at 07:33 am as: BECKY E]
<~ 2 e mAghz ? x
Functions Solutions - Accounting Fund Description Maintenance
Lookup
Fund 01001 Becky's Fund Page 1 of 3
Acct Sub
Assets Fund Code Obj Dpt Prj Prj
Cash & Pooled Investments {1001 1 101000
Property Tax Receivable 01001 ... 1 105000
Due from other Governments 01001 1 132000
Inventories (@ Cost) 01001 71 141000
Property & Equipment 01001 1 144000
Loans Receivable 01001 71 129000
Due from other Funds 01001 ... 71 131000
PrePaid Insurance 01001 ... 1 145000
. SOLUTIONS - I.’II"'
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Default Accounts Screen 2

SOLUTIONS 4 \ Connected 10 Nov at 07:33 am as: BECKY E]

Functions Solutions - Accounting Fund Description Maintenance
Lookup
Fund 01001 Becky's Fund Page 2 of 3
Acct Sub
Liabilities Fund Code Obj Dpt Prj Prj
Reimbursement Holding [i1001 2 999999
Accounts Payable 01001 ... 2 202000
Due to other Governments 01001 ... 2 208000
Salaries & Benefits Payable 01001 ... 3 216000
Deferred Revenue 01001 ... 2 222000
Inwentory in Gen Fixed Assets. 01001 ... 2 280000
Loans Payable 01001 ... 72 236000
Due to other Funds 01001 ... 2 207000

Provious 3 ox

. SOLUTIONS -+ @&T

Default Accounts Screen 3

SOLUTIONS 4 \ Connected 10 Nov at 07:33 am as: BECKY E]

Functions Solutions - Accounting Fund Description Maintenance
Lookup
Fund 01001 Becky's Fund Page 3 of 3
Acct Sub
Fund Equity Fund Code Obj Dpt Prj Prj
Income Summary I r
Retained Earning 01001 ... |—2 267000
Fund Balance Reserved 01001 J [2 | 244000 |
Fund Balance-Unres/Designated. 01001 J E | 246000 |
Fund Balance Unres/Undesignated 01001 J EN 253000 |
Additional Fund Balance J r | ‘
[ ox ]
. SOLUTIONS - @&J"

PROGRAM NOTES:

9 The posting agh default accounts screzwill appear when you build a new fund. The
information that ishown iscopied fromthe first fund in the fund description filé&ou can

ASol uti ons2011l nc. E 1986
Page 16 -



ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

change any account numbers necessary; however, generally, you will press enter thftough bot
types of accounts.

The posting and default accounts are used during system generated transactions. (For example,
on the claims processing memgst Claimg

Press entéok to process any changes or updates or to accept the information shown.
You arenot able to exit or back out of these screens

Cash based entities generally do not use the Income Summary and Additional Fund Balance
accounts.

= =4 = =

Select Records

SOLUTIONS g Connected 10 Nov at 07:33 am as: BECKY [I]

Functions Solutions - Accounting Fund Description Maintenance

Add

o Select Records P Position to fund

Print
Budget
Opt Fund
13 =
01000 Scan for ||
GL0GT (fund descriptions)
02000
02001 Budgetary status - Budgetary
= Non-Budgetary
10000
= MNon-Budgetary for worksheet
11000
11001 Status =4 Active = Inactive
12000
Grid legend 13000 oK
13001 Clay Co Revolving Loan Fund 1
dit
oy 14000  Sheriff Undercover Fund 1
14001  Sheriff DARE Fund 1
14002  Sheriff Canine Fund 1 -
L SOLUTIONS - I.’! o

1 You may search the fund description file for a specific character string in the descepbeat
by budgetary status, and/or select active or inactive funds.
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FUNCTION/ACCOUNT CODE DESCRIPTION FILE

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY [1]

Functions Solutions - Accounting Function/Account Description Maintenance

Add
. Select Records P Position to acct type |i

Print Position to funct/acct

Acct

Funct/ Normal Serv Type

Opt Account Description Bal Area Program Usd On S
101000 Cash & Pooled Invest-Co.Treas.
102000 Cash & Pooled Invest-Other Off
103000
105000 Property Tax Recewable
106000 Property Tax Rec-Suceeding Yr
109000 Int. & Pen. Rec. On Taxes
111500 Accounts Receivable
115000 Accounts Receivable

P
7

v)

Grid legend

121000 Drainage Assessments
129000 Loans Receivable

131000 Due From Other Funds
132000 Due From Other Governments

iviiviiviivaiviiviRvilvilvifviiv]
R
> PP PP PPEEERPDPDP

. SOLUTIONS - I:-j['_r

PROGRAM NOTES:

9 This is the piece of the account number that goes in theibnffatcountcode field. This piece

can be an assdtind equity a liability, or a function You have functions fopothexpenses and
revenues.

You can use the positido fieldsat the top of the screen to go directly to a specific account

type or a specificoderather than scrolling through the list

You can mainteance the description here. You can also change the normal balance, the service
area, program/activity, and tiséatts.

To build a new function/account code, you ca
function/account code.

When you build a new epense codehat the treasurer would use be sure to tell the

treasurer so that they may go into their transaction cross reference file and do

maintenance. They will need to assign an activitype code to tie new expense code. This is

only if it is an exyense that they use.

I To print a function/account code listing, click on Print. The listing will print whatever items
you have elected to show in the sub file.

9 Press entéclick ok to process any changes.

= =2 = =

FIELDS:

T Position to AcctpoBypge.on d&mtarssien d¥yPpet accoun
equity accounts, a 060306 for revenue account s,
1 Position to Function/Acct: enter in a specific code to position the list to.

PROGRAM OPTIONS:
1 2=Edit: enter a 2 in frdrof an item to edit the existing item.

ASol uti ons2011l nc. E 1986
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ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

3=Copy: enter a 3 in front of an item to copy an existing item to help create a new one.
4=Delete: enter a 4 in front of an item to delete an existing item.
5=Display: enter a5in front of anitemtoviewthee més i nf or mati on.

Edit, Copy, or Add
(If building a new function/account code, this screen will be blank)

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY m

Functions Solutions - Accounting Function/Account Description Maintenance

Lookup

Account Type Used On 4 Expense

Function/Account Code. 01000

Description |!mformed Patrol Services

Normal balance ® Debit " Credit

Service Area 1
Program 10.00

Status * Active " Inactive

=it W Proviou- I ok

. SOLUTIONS L] @[_!I‘

FIELDS:

9 Account Type Used On: only input capable on a new item. You must designate whether this
code will be used on an asset, liability/fueglity, revenue, or expense item.

I Function/Account Code: enter in the code. Use the Uniform Chart of Accounts for lowa
County Governments for recommended revenuesapensdunction codes.This is only input
capable if you are adding a new item.

9 Desciption: enter/edit the description of the code.

9 Normal Balanceselect debit or creditAssets and expense functiamermally have debit
balances. Liability/fund equitgnd revenue functionsormally have credit balances.

9 Service Area: is generally thiest nonzero digit of the code and is used to group like items on
various reports such as expense summaries, budget detail listings, and cash detail listings.

9 Program:is generally the first two neaero digits of the codand is used to group like ites on
various reports such as expense summaries, budget detail listings, and cash detail listings.

i Status: select whether the code is active or inactive.

1 You must press enter click okto process any changes and update the file.
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Select Records

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY [I]
s 2 Agh ? x
Functions Solutions - Accounting Function/Account Description Maintenance
Add
Select Records Position to acct type |~‘T
Frint Position to funct/acct
Subset Function/Account Code List Acct
Funct/ Type

Opt Account Descri Scan for || Usd On Sts

01000 Unifor (function/account descriptions) 4 A -
01010 Invest Account type W Asset 4 A
01020 Unifieg ¥ Liability/Fund Equity 4 A
01030 Contrg ird Revenue 4 A
01040 Law E ~ Expense 4 A
01050  Aduie ¢ Status & Active % Inactive 4 A
01060  Admin 4 A
Grid legend 01100  Crimin 21 A
01110 Medicd _ — _ __ 4 A
01120 Chid Support Recovery D 1 11.00 4 A
01200 Ambulance Services D 1 12.00 4 A

01210 Emergency Management D 1 12.00 4 A -

. SOLUTIONS L i.! &7

You may search the description file for a specific character string in the descfiplibrsubset by
account type, and/or select active or inactive function/account codes.

OBJECT/REVENUE DESCRIPTION FILE

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY [I]

Functions Solutions - Accounting Object/Revenue Description Maintenance

Add

Select Record

I

Position to objfrev

Print
Fund Acct
Object/ Major Minor Status Type
Opt Revenue Description Area Area Line Usd On Sts
000 Evaluation (MHP/MI) 1 10.00 4 A n
100 Salary-Regular Employees 1 10.00 4 A
101 Wages-Temp,Pt. Time Empl. 1 10.00 4 A
102 Longevity Pay 1 10.00 4 A
104 Owvertime & Shift Pay 1 10.00 4 A
105 Sick Pay Owver 90 Days 1 10.00 4 A
10X Salaries & Wages 1 10.00 4 A
110 FICA County Contribution 1 11.00 4 A
Grid legend 111 IPERS-County Contribution 1 11.00 4 A
112 Life Ins-County Contrib. 1 11.00 4 A
113 Emp Grp Health Ins-Co Contrib 1 11.00 4 A
116 Unemployment Compensation 1 11.00 4 A
117 Payroll Deductions 1 11.00 4 A =
GETE @EKTIED
. SOLUTIONS L J E.j&l‘
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PROGRAM NOTES:

9 This is the piece of the accoumimber that will go into the object/revenue fieldbjects are

used on expenditure account numbers and revenue codes are used on revenue account numbers.
You can use the position to field at the top of the page to go to a specific object/revenue code or
you can scroll through them.

To build a new object/revenue code, you can
object/revenue code.

To print a object/revenue code listing, click on Print. The listing will print whatever items you
have elected to skoin the sub file.

When you build a new revenue code, be sure to tell the treasurer so that they may go into
their transaction cross reference file and do maintenanceThey will need to assign an
activity type code to the new revenue code.

9 Press enteotprocess any changes.

= =2 = =

PROGRAM OPTIONS:

1 2=Edit: enter a 2 in front of an item to edit the existing item.

1 3=Copy: enter a 3 in front of an item to copy an existing item to help create a new one.

1 4=Delete: enter a 4 in front of an item to delete aniegjistem.

T 5=Di spl ay: enter a 5 in front of an item to

Edit, Copy, or Add
(If building a new object/revenue code, this screen will be blank)

SOLUTIONS - \ Connected 10 Nov at 07:33 am as: BECKY E]
<~ 2O aAghz ? x
Functions Solutions - Accounting Object/Revenue Description Maintenance
Lookup )
. (Y
Object/Revenue 1000
Description |urremt Net Property Taxes
Major Area 1
Minor Area 10.00
Fund Status Line 01 ...| Property Tax-Current
Account Type Used On * Revenue " Expense
Status ® Active " Inactive
Exit o ]
. SOLUTIONS - E‘!E"'

FIELDS:

9 ObjectRevenueCode: enter in the objémtvenuecode. This field isonly input capable when
adding a new itemThis is a five character alphraumeric field. Use the Uniform Chart of
Accounts for lowa County Governments for recommended diggenuecodes and their
descriptions.
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Description: entéeditin a descriptiorof the objedrevenuecode.

Major Area: this allows you to categorize objects/revenues on listings. Put like items in the
same major area.

Minor Area: this allowsubdividingof the objects/revenues within the categories.

Fund Status Line: if this ceds to appear on the fund status form, designate the line that you
would like the code to be included in. This is only valid for revenue codes. To determine the
line that the code is to be included on, run a fund status report for a single fund. rélierié
lines beginning with Property TeRurrent and ending with Misc Revenues are the lines in
guestion.Usethe lookupto look up available options.

9 Acct Type Used Onselect the type aiccount the code is used with. Objects are used with
type 48 expenses. Revenues are used with type 3s.

9| Status: select active or inactive.
9 Press enter to process any changes.

= = = =4

Select Records

SOLUTIONS . Connected 10 Nov at 07:33 am as: BECKY [1]

Functions Solutions - Accounting Object/Revenue Description Maintenance

Add

. Select Records P Position to objirev

Print

Fund Acct

Object/
Opt Revenue

2
0

1000 A =
1010 3 A
1020 3 A
1100 3 A
1110 3 A
1120 3 A
1130 3 A
1200 3 A
Grid legend E2y - 2 &
1240 Grain Handled Tax 1 12.00 o4 3 A
o 1300  HotelMotel Tax 1 13.00 16 3 A
1310 E-911 Surcharge 1 13.00 i6 3 A
1320 Local Option Sales & Serv Tax 1 13.00 16 3 A

. SOLUTIONS -+ I:-J[__'f

You may search the object/revenue description file for a specific character string in the description,
account type, and/atatus.
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DEPARTMENT DESCRIPTION FILE

SOLUTIONS . Connected 10 Nov at 07:33 am as: BECKY [i]

Functions Solutions - Accounting Department Description Maintenance

Add

Select Records Position to dpt .
Print
Begin End Last “endor
Opt Dpt Description Claim# Claim# Claim# Add Chg Sts
00 P/R MNon Departmental A <
01 Board of Supervisors A
02 Auditor Y Y A
03 Treasurer A
04 County Attorney A
05 Sheriff A
06 Clerk of Court A
07 Recorder A
08 County Assessor A
Grid legend 02 Zoning / Sanitarian / Safety A
10 Human Services A
20 County Engineer 50000 74999 49999 Y Y A
21 Veterans Affairs A
22 Conservation Board A =

. SOLUTIONS -+ @[_!f

PROGRAM NOTES:

This is the piece of the account number that goes into the department field. This field is
generally not used when working with asset and/or liability/fund equity account numbers.

You can use the pit®n to field at the top of the page to go to a specific department code.

In the change mode, you can maintenance the description, the status, and if applicable, the claim
information.

To build a new department c odeanexistngidegadmentc | i ¢
code.

To print a department code listing, click on Print. The listing will print whatever items you have
elected to show in the sub file.

Press enter to process any changes.

= =A =/ =A-a

PROGRAM OPTIONS:

1 2=Edit: enter a 2 in front of an iteto edit the existing item.

1 3=Copy: enter a 3 in front of an item to copy an existing item to help create a new one.

1 4=Delete: enter a 4 in front of an item to delete an existing item.

T 5=Di spl ay: enter a 5 in framont of an item to

ASol uti ons2011l nc. E 1986
Page 23-



ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

Edit, Copy, or Add
(If building a new department code, this screen will be blank)

SOLUTIONS . \ Connected 10 Nov at 07:33 am as: BECKY E]

Functions Solutions - Accounting Department Description Maintenance

Lookup

Department 25

Description |ocia\ Services

Beginnin g Claim # 76000

Ending Claim # 86000

Last Claim # 81912

Allow Vendor Add —

Allow Vendor Change |_

Status ® Active: " Inactive

= [ ok ]

. SOLUTIONS L J I.'! L

FIELDS:

9 Department: enter in the department codlhis field is input capable on new items onlfhis
is a tireecharacter alphaumeric field. Use th&niform Chart of Accounts for lowa County
Governments for recommended codes.

Department Description: entedit thedescription of the department.

Begin Claim #/End Claim #/Last Claim #: if you have departments authorized to enter in their
ownclams(te Cl ai ms by Department package) or the
module, you need to designate the claim range and numbers they are to use. You do not want
their claim numbers to conflict witising he cl a
Also specify the last claim number used by the department.

9 Allow Vendor Add: check the box if the department is able to add vendors to the Vendor
Master File.

9 Allow Vendor Change: check the box if the department is able to change existingsvendo
information in the Vendor Master File.

9 Allow Vendor Delete: check the box if the department is able to delete existing vendors in the
Vendor Master File.

91 These options are available for those departments that use the claims by department module
or seondary roads offices using our software.

Status: select the appropriate status for the department.
Press enter to process any changes.

= =

= =
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Select Records

SOLUTIONS Connected 10 Nov at 07:33 am as: BECKY [I]

Functions Solutions - Accounting Department Description Maintenance
Add
Select Records Position to dpt
Print
Begin End Last Vendor
Opt Dpt Description = = = Add Chg Sts
Subset Department List
23 Health Boa A o
24  Weed Com A
25 Social Servig A
Scan for |I
28 Medical Exa A
35 Chid Suppo (department descriptions) A
36 Ambulance A
50 Personnel Status Inactive =
51 Data Proces A
52 GIS A
Grid legend 53 Buiding and LIS A
54 Clay County Cafeteria Plan A
55 Emergency Medical Services A
60 Mental Health Administr. 76000 99999 76004 A
70 Emergency Management A =

. SOLUTIONS L] I:.j[_!l‘

1 You may search the department description file for a specific character string in the description
and/or status.

PROJECT DESCRIPTION FILE

SOLUTIONS Connected 10 Mov at 07:33 am as: BECKY @
~ 2® aghz ? i x
Functions Solutions - Accounting Project Description Maintenance
g Select Records Position to prj I
Print

Opt Prj Description Sts

1 Officer's Salary A o
2 Deputy Salary A
3 Salary Other Help A
4  Other Help A
5 Janitors Salary A
8 Fax A
9 TeleCom / Internet Services A
11 Ewvent Center A
15 Capital Improvements/GSC A
Grid legend 16 Capttal Improvements/Cthse A
17  Capital Improvements/Adm A
20 Clay County Networkers A
22 Conservation A

25 Credit Card Exp A -

. SOLUTIONS - I:.JE'_f
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PROGRAM NOTES:

This is the piece of the account number that goes in the project field. Project codes allow you
break down account numbers.

You can use the position to fiedd the top of the page to go to a specific project code.
To build a new project code, you can click o

To print a project code listing, ckaon Print. The listing will print whatever items you have
elected to show in the sub file.

Press enter to process any changes.

= = =4 =

PROGRAM OPTIONS:

1 2=Edit: enter a 2 in front of an item to edit the existing item.

1 3=Copy: enter a 3 in front of an item topy an existing item to help create a new one.

1 4=Delete: enter a 4 in front of an item to delete an existing item.

T 5=Di spl ay: enter a 5 in front of an item to

Edit, Copy, or Add
(If building a new project code, this scresitl be blank)

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY E]

« 2 pgh 2z ? § *x

Functions Solutions - Accounting Project Description Maintenance

Lookup

Project 1

Description |Efﬂcer's Salary

Status ® Active " Inactive

[ e W rrevious I ok )

. SOLUTIONS - @&F

FIELDS:

9 Project Code: enter in a project codehis field is only input capable on new itemEhis is a
three character alphraumeric field.

Project Description: entidit thedescription of the project.
Status: select the appnogte status.
Press enter to process any changes.

= =4 =4
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Select Records

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY [I]
s B2 ® Aaghz ? x
Functions Solutions - Accounting Projec D escription Maintenance
P Position to prj
Select Records P
Print
G BT oS oo o Subset Project List

1 Officer's S o
2 Deputy Sa
3 Salary Oth| Scanfor ||
4 Other Helg
5 Janitors S4 (project descriptions)
8 Fax
3 UEEtrm Status & Inactive

11 Event Cen

15 Capital Im

Grid legend 16 Capital ImLolel

17  Capital Improvements/Adm A

20 Clay County Networkers A

22  Conservation A

25 Credit Card Exp A -

. SOLUTIONS L i.! &7

1 You may search the project description file for a specific character string in the description
and/or status.

SUB-PROJECT DESCRIPTION FILE

SOLUTIONS Connected 10 Nov at 07:33 am as: BECKY E]
L s B2 aAghz ? i x
Functions Solutions - Accounting Sub-Project Description Maintenance
v p— Position to prj [ ]
Print =
Sub
Opt Prj Description Prj Description Sts.
4 Other Help 421 Scharnberg Park A e
26 Mieage 139 Chalstrom A
26 Mieage 142 Brockshus A
26 Mieage 143 Schoer A
26 Mieage 145 Zinn A
26 Mieage 146 Swanson A
26 Mieage 147 Sorenson A
26 Mieage 148 Matthews A
Grid legend 26 Mieage 156 Skow A
32 Repairs/Maint 14 Fiber Optics Project A
32 Repairs/Maint 15 Govt Serv Bldg A
32 Repairs/Maint 16 Court House A
32 Repairs/Maint 17 Admin Bldg A =
GETE @EKTIED
. SOLUTIONS - E.j[_:l‘
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PROGRAM NOTES:

This is the piece of theccount number that appears in the sub project field. The sub project is
attached to a specific project number. It allows for a further break down of a project code.

You can use the position to field at the top of the page to go to a specificggeattcode.

)l
)l
 Tobuildanewsulpr oj ect code, you can click -prajecto Add?o
code.

9 To print a sukproject code listing, click on Print. The listing will print whatever items you have
elected to show in the sub file.

)l

P

1

Press enteio process any changes.

ROGRAM OPTIONS:
2=Edit: enter a 2 in front of an item to edit the existing item.
1 3=Copy: enter a 3 in front of an item to copy an existing item to help create a new one.
1 4=Delete: enter a 4 in front of an item to delete artiegistem.

Sort
SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY m
~ =2 aghz ? j x
Functions Solutions - Accounting Sub-Project Description Maintenance
Add
Sort
b E———————— Positi o
Select Records ostion o pi
d Print
opt  Prj Description _ e
4 Other Help A e
26 Mieage A
& Project
26 Mieage A
26 Mieage " Sub-Project A
26 Mieage A
26 Mieage ™ Sub-Project Description A
26 Mieage A
26 Mieage A
Grid legend 26 Mieage A
32 Repairs/Maint. 14 Fiber Optics Project A
an 32 Repairs/Maint. 15 Govt Serv Bidg A
32 Repairs/Maint. 16 Court House A
32 Repairs/Maint. 17 Admin Bldg A i
. SOLUTIONS - ':'!['ﬁ

1 You canchoosehow to sort the suproject code filé by the project code associated with the
subproject, by the sulproject code, or by the sybr o j e c tescdptio.e 6 s d
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Edit, Copy, or Add
(If building a new sukproject code, this screen will be blank)

SOLUTIONS 4 \ Connected 10 Nov at 07:33 am as: BECKY E]
s =% agh 2 ? § *®
Functions Solutions - Accounting Sub-Project Description Maintenance
Lookup
Project 32 Repairs/Maint.
Sub-Project 16
Descri ption |0urt House
Status " Active " Inactive
-=TE. ok ]
L SOLUTIONS L I-’l o

FIELDS:

Pri: when in the add mode, enter in the project code that therejgrt will be associated with.
When in the change mode, this field is nqitihcapable.

Sub Prj: enter in the sub project code. This is a three charactemaimpieaic field.
Sub Project Description: enter in a description of the sub project.

Status: select the appropriate status.

Press enter to process any changes.

= =4 -4 =4

ASol uti ons2011l nc. E 1986
Page 29-



ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION

Select Records

SOLUTIONS Connected 10 Nov at 07:33 am as: BECKY E]

Functions Solutions - Accounting Sub-Project Description Maintenance

-—< Position to prj
Select Records

Print

@
0

Opt Prj Description
4 Other Help
26 Mieage
26 Mieage
26 Mieage (project or sub-project descriptions)
26 Mieage

Scan for ||

26 Mieage Status W Active ¥ Inactive
26 Mieage

26 Mieage
Grid legend 26 Mieage
32 Repairs/Maint 14 Fiber Optics Project
32 Repairs/Maint 15 Govt Serv Bldg

32 Repairs/Maint 16 Court House

32 Repairs/Maint 17 Admin Bldg

it

> PR R

. SOLUTIONS - @&l‘

1 You may search the project and quiojectdescription file for a specific character string in the
description and/or status.
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DEPARTMENTS TO OMIT

SOLUTIONS \ Connected 10 Nov at 07:33 am as: BECKY E]
s B2 aAgh 2z ? g x
Functions Departments to Omit Ly
( show Al/Selected )
Dept [ ]
7 Dept Description
oo P/R Non Departmental o
01 Board of Supervisors
02 Auditor
03 Treasurer
o4 County Attorney
05 Sheriff
o6 Clerk of Court
Grid legend a7 Recorder
08 County Assessor
09 Zoning / Sanitarian [ Safety
10 Human Services
20 County Engineer =
L SOLUTIONS - '.’! 0

PROGRAM NOTES:

9 You may designate departments to be completely omitted from certain reploet®llowing
reports use this option: budget worksheets, departmental budget status by service area,
reference list by department, expense detail transactions, expense summaries, revenue details for
selected year, revenue detail transactions, and revenusasies.

9 You can toggle between showing @dpartments and just those you wish to omit

PROGRAM OPTIONS:
T 1=Select: put a 616 in front of the depart m
I 4=DeSel ect : put a 06406 youmo léngeowish to onit antd rpsas entethe nt /
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SERVICE AREA HEADINGS

SOLUTIONS . \ Connected 10 Nov at 10:32 am as: BECKY E]
v 2 Bgh 2 ? § b
Functions Solutions - Accounting Service Area/Program Headings Maintenance
C Add )
[ selectRecords ] Position to Acct Type W
Service Area
Acct Serv
opt Type Area Program Description
4 7 Secondary Roads -
4 7 70.00 Administrative 8 Engineering
4 7 71.00 Roadw’ay Maintenance
4 7 72.00 General Roadway Expenditure
4 7 73.00 Mass Transit Program
4 10 102.00 Roadway Construction
4 10 104.00  Clearin g Accounts
Grid legend
dit
. SOLUTIONS - ‘&ﬂ";

PROGRAM NOTES:
1 This is used between different offices repdr&ich as secondary roads and the auilitor
have similar headings by different service areas.

PROGRAM OPTIONS:

1 2=Edit: ener a 2 in front of an item to edit the existing item.

1 4=Delete: enter a 4 in front of an item to delete an existing item.

T 5=Di spl ay: enter a 5 in front of an item to

Select Records

1 Select an account type to work with.
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