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SOLUTIONS VIEW LEGEND 
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SCREEN DEFAULTS  

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 will not have to rekey it each time.  F24 fields are noted by an ó*ô at the end of 

the field description.   The ó*ô will be repeated throughout the manual to denote F24 capable fields. 

 

FUNCTION KEYS  

These keys are the same throughout the book. 

Lookup or Prompt:  this is noted by a prompt button (é) after fields that you can do a lookup on   

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) 
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MASTER MAINTENANCE MENU 
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BUSINESS CONTROL FILE MAINTENANCE 

 

 

PROGRAM NOTES: 

¶ The Business Control File determines the initial settings of the accounting system.   

¶ The settings within the Business Control File will establish how certain programs will run. 

 

FIELDS:   

¶ Select the business you wish to work with.  Generally, there is only a single choice unless you 

have more than one entity on your system. 
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 Business Control File First Screen 

 

 

PROGRAM NOTES: 

¶ Once this control is setup, you will not have to maintenance it very often.  Again, it is generally 

filled in during the initial setup of the client. 

¶ Press enter to process any changes or updates. 

 

FIELDS:   

¶ Business ID:  is not input capable unless you are in add mode.  Generally is ó01ô. 

¶ Co/Noncounty Client:  for a county, enter in a óCô and for non-county clients, enter in an óNô.  

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 Zip, Zip +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 Warrants/Checks:  select whether you print Warrants or Checks.  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 you will be combining funds on your 

warrants/checks. 

¶ Print Words for the $ Amountt:  check the box if you would like the dollar amounts to be 

printed out on the warrants/checks.  For example:  $123.45 would be One hundred twenty-three 

and 45 cents. 

¶ Stub Print Type Code:  if you are using warrants, there are 2 different stub types availableðóLô 

laser header which displays the claim number, claim description, and total amount or óTô laser 

detail which displays the invoice number, claim line description, fund, department, and claim 

line amount 2.  
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Laser Header Sample 

 

 

Laser Detail Sample 

 

 

¶ Update Fund Status:  check the box if you would like to update the fund status 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 used.  This updates 

automatically each time a batch of journal entries are posted. 

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

in the Daily Processing programs.  This updates automatically each time a claim is entered. 

¶ Range-Beginning Claim #:  enter in the claim # you wish to begin with.  This beginning claim 

number is used for claims entered in the Daily Processing programs. 

¶ Ending Claim #:  enter in the last claim number of the claim range that the auditorôs office will 
be using.  This ending claim number is used for claims entered in the Daily Processing 

programs. 

¶ Current Fiscal Year:  this displays the fiscal year that the system is in.  It is not input capable.  

The fiscal year rolls over during the fiscal year-end process. 

¶ Accrual Reporting Fiscal Yr:  this displays the last accrual year completed.  It is not input 

capable and changes during the accrual process. 

¶ Accrual Report Beg Bal:  select óAccrualô if you start your accrual process with an accrual 

balance or select óCashô if you start your accrual reports with a cash balance.  This affects the 

balance sheet by fund and the state reports. 

¶ Cash/Accrual Basis:  select óCashô if you operate on a cash basis or select óAccrualô if you 
operate on an accrual basis.  This affects what journal entries are created on the initial and final 

posts of claims. 

¶ Form Type for Warrants:  enter 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. 
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¶ 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 prompted before the 

warrants are printed.   

¶ Print Barcodes on Claim Jackets:  if you would like to print barcodes on your claim jackets, 

enter a óVô for vertical or an óHô for horizontal.  Otherwise, leave blank 

 

 

Business Control File Second Screen 

 

 

¶ Include When 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. 

¶ Function, Revenue, Dept:  Use the lookup to see available options. 

¶ Disb Code-Warrant/Check:  enter in the function code you wished used in the transactions 

created when regular and handwritten warrants/checks are redeemed. 

¶ Disb Code Drainage Warrant:  enter in the function code you wished used in the transactions 

created when drainage warrants/checks are redeemed. 

¶ Rev Code-Property Tax:  enter in the revenue code you wished used for property taxes. 

¶ Rev Code-Delinquent Property Tax:  enter in the revenue code you wished used for 

delinquent property tax. 

¶ Net & Delinquent Taxes:  enter 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 code and department that is used with the tax 

related revenue line items. 

¶ Utility Replacement Tax Revenue:  enter in the revenue code used for the utility 

replacement tax revenue. 
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¶ Special Utility Property Tax Revenue:  enter in the revenue code used for the special utility 

property tax revenue. 

¶ Delinquent Property Tax:  enter in the function and revenue code used for the delinquent 

property revenue. 

¶ Mobile Home Property Tax:  enter in the function and revenue code used for mobile home 

property tax revenue. 

¶ Penalties & Interest Delinquent:  enter in the function and revenue code used for penalty and 

interest on delinquent taxes. 
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DESCRIPTION FILE MAINTENANCE MENU 

 

 

PROGRAM NOTES: 

¶ 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 account master file. 
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FUND DESCRIPTION FILE 

 

 

PROGRAM NOTES: 

¶ The fund description file is used throughout the programs, both in the auditorôs files and the 
treasurerôs files.  The description is printed on several reports.  The dates are used for daily 

processing and 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 to an existing fund or to build a new fund. 

¶ All f unds 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.  You are not able to delete a fund that has line items 

associated with it. 

¶ To build a new fund, you can click on óAddô or you can copy an existing fund.  When adding 

new funds, especially if they have property taxes levied for them, be sure to build the account 

numbers in the account master for current tax, delinquent tax, and all tax related revenue 

numbers.  In addition, the new fund may need to be added to the form columns for each state 

form you would like the fund reported on.  Also if it is a fund that warrants will be written from, 

you will also want to build the warrant redemption expense line item.  

¶ 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 accounts for the 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. 

¶ When you build a new fund, tell the treasurer 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 
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receives orders and therefore needs a customer number and they need to verify that the auditorôs 

fund number is correct. 

¶ 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. 

¶ If you wish to delete a fund, you must first delete all associated account numbers (asset, 

liability/fund equity, revenue, and/or expense) through Account Master File Maintenance.  You 

cannot delete line items that have activity. 

¶ To print a fund file listing, you can click on Print.  The listing will print whatever funds you 

have elected to show in the sub file. 

¶ You can use the óSelect Recordsô to subset list by scanning for a specific character string, select 
specific budgetary statuses, and/or active status. 

 

FIELDS:   

¶ Position to Fund:  enter in a fund number you wish to position the list to. 

 

PROGRAM OPTIONS:  

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

¶ 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.  You cannot delete a fund that 

has account number associated with it. 

¶ 5=Display:  enter a 5 in front of an item to view the itemôs information. 

Edit, Copy, or Add 

 (If building a new fund, this screen will be blank) 

 

 

FIELDS:   

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

a fund. 



ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION  

 ñSolutions, Inc. É 1986-2011 

 Page- 14 - 

¶ 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 to be levied for this fund, enter in the maximum levy rate. 

¶ Budgetary Status:  designate the budgetary status of the fund.  You can use the lookup to see 

available options. County budgetary statuses are 1, 2, or 3ð1=Budgetary (funds you have 

jurisdiction over, write checks out of, and report to the state, 2=Non-Budgetary (funds you do 

not write checks for nor have jurisdiction over), and 3=Non-Budgetary for worksheet (funds you 

can write checks out of but do not have jurisdiction over such as Assessor or E911 funds).   

¶ Enterprise Status:  enter in an óEô if this is an enterprise fund or an óNô if it is a non-enterprise 

fund.   

¶ Fiscal Year Date Range:  enter in the beginning date and ending date of the current fiscal year. 

¶ Accrual Cutoff Date:  enter in the accrual cutoff date. 

¶ 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 1
st
 Fiscal Period:  enter in the number of the first month of your 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 Fund:  check the box if this is a debt service fund.  

¶ Include in Publication:  check the box if you would like this fund included in claim publication 

listings. 

¶ Status:  select the appropriate status for the fund. 

¶ Do Not Allow Drainage Warrants:  check the box if you want to want to write drainage 

warrants/checks out of it. 

¶ Include in Fund Status File:  check the box if you would like the fund status file updated with 

the new fund for the current year. 

¶ Generally, all budgetary and non-budgetary for worksheet funds should be included on the 

fund status report, as well as, all non-budgetary controlling funds (such as the main school, 

township, corporation, and special assessment funds). 
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Posting Accounts Screen  

 

 

Default Accounts Screen 1 
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Default Accounts Screen 2 

 

 

Default Accounts Screen 3 

 

 

PROGRAM NOTES: 

¶ The posting and default accounts screens will appear when you build a new fund.  The 

information that is shown is copied from the first fund in the fund description file.  You can 
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change any account numbers necessary; however, generally, you will press enter through both 

types of accounts.   

¶ The posting and default accounts are used during system generated transactions.  (For example, 

on the claims processing menu, Post Claims). 

¶ Press enter/ok to process any changes or updates or to accept the information shown. 

¶ You are not able to exit or back out of these screens   

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

accounts.  

Select Records 

 

 

¶ You may search the fund description file for a specific character string in the description, subset 

by budgetary status, and/or select active or inactive funds. 
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FUNCTION/ACCOUNT CODE DESCRIPTION FILE 

 

 

PROGRAM NOTES: 

¶ This is the piece of the account number that goes in the Function/Account code field.  This piece 

can be an asset, fund equity or liability, or a function.  You have functions for both expenses and 

revenues. 

¶ You can use the position to fields at the top of the screen to go directly to a specific account 

type or a specific code rather than scrolling through the list. 

¶ You can maintenance the description here.  You can also change the normal balance, the service 

area, program/activity, and the status. 

¶ To build a new function/account code, you can click on óAddô or you can copy an existing 
function/account code.  

¶ When you build a new expense code that 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 activity type code to the new expense code.  This is 

only if it is an expense that they use. 

¶ 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. 

¶ Press enter/click ok to process any changes.   

 

FIELDS:  

¶ Position to Acct Type:  enter in ó1ô to position to asset type accounts, a ó2ô for liability/fund 

equity accounts, a ó3ô for revenue accounts, or a ó4ô for expense accounts. 

¶ Position to Function/Acct:  enter in a specific code to position the list to. 

 

PROGRAM OPTIONS:  

¶ 2=Edit:  enter a 2 in front of an item to edit the existing item. 
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¶ 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 a 5 in front of an item to view the itemôs information. 

Edit, Copy, or Add 

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

 

 

FIELDS:   

¶ Account Type Used On:  only input capable on a new item.  You must designate whether this 

code will be used on an asset, liability/fund equity, revenue, or expense item. 

¶ Function/Account Code:  enter in the code.  Use the Uniform Chart of Accounts for Iowa 

County Governments for recommended revenue and expense function codes.  This is only input 

capable if you are adding a new item. 

¶ Description:  enter/edit the description of the code. 

¶ Normal Balance: select debit or credit.  Assets and expense functions normally have debit 

balances.  Liability/fund equity and revenue functions normally have credit balances. 

¶ Service Area:  is generally the first non-zero 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. 

¶ Program:  is generally the first two non-zero digits of the code and is used to group like items on 

various reports such as expense summaries, budget detail listings, and cash detail listings. 

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

¶ You must press enter or click ok to process any changes and update the file. 
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Select Records 

 

 

You may search the description file for a specific character string in the description field, subset by 

account type, and/or select active or inactive function/account codes. 

OBJECT/REVENUE DESCRIPTION FILE 
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PROGRAM NOTES: 

¶ This is the piece of the account number that will go into the object/revenue field.  Objects 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 click on óAddô or you can copy an existing 
object/revenue code.  

¶ To print a object/revenue code listing, click on Print.  The listing will print whatever items you 

have elected to show in 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 maintenance.  They will need to assign an 

activity type code to the new revenue code.   

¶ Press enter to process any changes. 

 

PROGRAM OPTIONS:  

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

¶ 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 a 5 in front of an item to view the itemôs information. 

Edit, Copy, or Add 

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

 

 

FIELDS:   

¶ Object/Revenue Code:  enter in the object/revenue code.  This field is only input capable when 

adding a new item.  This is a five character alpha-numeric field.  Use the Uniform Chart of 

Accounts for Iowa County Governments for recommended object/revenue codes and their 

descriptions. 
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¶ Description:  enter/edit in a description of the object/revenue code. 

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

same major area. 

¶ Minor Area:  this allows subdividing of the objects/revenues within the categories. 

¶ Fund Status Line:  if this code is 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.  The 16 revenue 

lines beginning with Property Tax-Current and ending with Misc Revenues are the lines in 

question.  Use the lookup to look up available options. 

¶ Acct Type Used On:  select the type of account the code is used with.  Objects are used with 

type 4sðexpenses.  Revenues are used with type 3s. 

¶ Status:  select active or inactive. 

¶ Press enter to process any changes. 

Select Records  

 

 

You may search the object/revenue description file for a specific character string in the description, 

account type, and/or status. 



ACCOUNTING MASTER MAINTENANCE SCHOOL OF INSTRUCTION  

 ñSolutions, Inc. É 1986-2011 

 Page- 23 - 

DEPARTMENT DESCRIPTION FILE 

 

 

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 position 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 code, you can click on óAddô or you can copy an existing department 

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. 

 

PROGRAM OPTIONS:  

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

¶ 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 a 5 in front of an item to view the itemôs information. 
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Edit, Copy, or Add 

 (If building a new department code, this screen will be blank) 

 

 

FIELDS:   

¶ Department:  enter in the department code.  This field is input capable on new items only.  This 

is a three character alpha-numeric field.  Use the Uniform Chart of Accounts for Iowa County 

Governments for recommended codes. 

¶ Department Description:  enter/edit the description of the department. 

¶ Begin Claim #/End Claim #/Last Claim #:  if you have departments authorized to enter in their 

own claims (the Claims by Department package) or the engineerôs office has our accounting 

module, you need to designate the claim range and numbers they are to use.  You do not want 

their claim numbers to conflict with the claim numbers that the auditorôs office will be using.  

Also specify the last claim number used by the department.  

¶ Allow Vendor Add:  check the box if the department is able to add vendors to the Vendor 

Master File. 

¶ Allow Vendor Change:  check the box if the department is able to change existing vendors 

information in the Vendor Master File. 

¶ Allow Vendor Delete:  check the box if the department is able to delete existing vendors in the 

Vendor Master File.  

¶ These options are available for those departments that use the claims by department module 

or secondary 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 

 

 

¶ You may search the department description file for a specific character string in the description 

and/or status. 

PROJECT DESCRIPTION FILE 
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PROGRAM NOTES: 

¶ This is the piece of the account number that goes in the project field.  Project codes allow you to 

break down account numbers.   

¶ You can use the position to field at the top of the page to go to a specific project code. 

¶ To build a new project code, you can click on óAddô or you can copy an existing project code.  

¶ To print a project 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. 

 

PROGRAM OPTIONS:  

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

¶ 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 a 5 in front of an item to view the itemôs information. 

Edit, Copy, or Add 

 (If building a new project code, this screen will be blank) 

 

 

FIELDS:   

¶ Project Code:  enter in a project code.  This field is only input capable on new items.  This is a 

three character alpha-numeric field. 

¶ Project Description:  enter/edit the description of the project. 

¶ Status:  select the appropriate status.  

¶ Press enter to process any changes. 
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Select Records 

 

 

¶ You may search the project description file for a specific character string in the description 

and/or status. 

SUB-PROJECT DESCRIPTION FILE 
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PROGRAM NOTES: 

¶ This is the piece of the account 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 specific sub-project code. 

¶ To build a new sub-project code, you can click on óAddô or you can copy an existing sub-project 

code.  

¶ To print a sub-project 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. 

 

PROGRAM OPTIONS:  

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

¶ 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 a 5 in front of an item to view the itemôs information. 

Sort 

 

 

¶ You can choose how to sort the sub-project code fileðby the project code associated with the 

sub-project, by the sub-project code, or by the sub-project codeôs description. 
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Edit, Copy, or Add 

 (If building a new sub-project code, this screen will be blank) 

 

 

FIELDS:   

¶ Prj:  when in the add mode, enter in the project code that the sub-project will be associated with.  

When in the change mode, this field is not input capable. 

¶ Sub Prj:  enter in the sub project code.  This is a three character alpha-numeric field. 

¶ Sub Project Description:  enter in a description of the sub project. 

¶ Status:  select the appropriate status. 

¶ Press enter to process any changes. 
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Select Records 

 

 

¶ You may search the project and sub-project description file for a specific character string in the 

description and/or status. 
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DEPARTMENTS TO OMIT 

 

 

PROGRAM NOTES: 

¶ You may designate departments to be completely omitted from certain reports.  The following 

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 revenue summaries. 

¶ You can toggle between showing all departments and just those you wish to omit. 

 

PROGRAM OPTIONS:  

¶ 1=Select:  put a ó1ô in front of the department/s that you would like to omit and press enter. 

¶ 4=De-Select:  put a ó4ô in front of department/s that you no longer wish to omit and press enter. 
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SERVICE AREA HEADINGS 

 

 

PROGRAM NOTES: 

¶ This is used between different offices reportsðsuch as secondary roads and the auditorðto 

have similar headings by different service areas.   

 

PROGRAM OPTIONS:  

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

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

¶ 5=Display:  enter a 5 in front of an item to view the itemôs information. 

Select Records 

 

¶ Select an account type to work with. 


