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 BANKING AND INVESTME NTS MAIN MENU 

 

Menu Functions   
¶ Export Data to Excel/F6=QryXLS:  you can use this to pull data from the System i directly into 

an Excel spreadsheet.  You can use data directly from an individual file or use an existing query.   

¶ OnDemand/F7:  if you have purchased OnDemand, you can use this function key to open up the 

OnDemand client (PC viewer). 
¶ My Reports/F14=Spool Files:  you can view the spool file as pdf, txt (opening in Notepad), or 

as a doc (opening in Word).  Once the spool file is in text format you can modify the spool the file, 
save it to your PC, and/or email it.  You can change your printers, view, hold, release, and delete 
your spool files as normal here. You can also email it from the ñMy Reportsò screen. 

¶ List Program Updates/F20=View Updates:  this will take you to ñSolutionsò website and show 
the listing of the updates that have been posted.  You will see all updates that have been posted 

for this library in descending date order.   
¶ Download Pgm Updates/F21=Get Updates:  this will only appear when there are updates 

available for the module you are working in.  ñUpdate Availableò will appear in the upper right 
corner of the screen as well.  Click on óDownload Pgm Updatesô to receive the updates.  

¶ Public Inquiry/F22=Inq:  this allows you to go directly to the Inter-Department Inquiry Menu. 

 
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 thoughtout the manual to denote F24 capable fields. 

 
FUNCTIONS 
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  
*:  denotes F24 capable fields were you can set the defaults.  
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ACCOUNT REGISTER 

 

PROGRAM NOTES: 

¶ You will see the óSelect Accountô screen displaying all of your active accounts when going into 
several options including Account Register, Write Checks, and Account Reconciliation. 

¶ If you wish to see the inactive accounts use the subset key.  The subset can also be used to view 
just investments or bank accounts.  It is F24 capable, so if you want a user to only see the bank 
accounts that are active, you can select bank accounts and active, do the F24 to set default, and 
enter.  That user will only see the bank account and not the investments in all programs. 

¶ Select the bank account to display the second screen by entering any alpha or numeric into the 
one digit line. 

¶ Use the account number to reposition the list or enter in the account number to bring up the 
register for that account. 
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2nd Screen ï 132 wide  

 
2nd Screen ï 80 wide 

 

PROGRAM NOTES: 

¶ The Register Program is where you will see all your entries and also where you will enter most of 
your entries. 

¶ Anything done in the Interest Earned program or the Write Checks program will display in this file. 

¶ The top of the screen will show your bank account and account name. 

¶ The current balance will always show in the top right corner of the screen.  It will change after each 
entry.  If the balance is a negative amount it will show in red. 
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¶ This screen can be displayed in 80 wide or 132 wide.  You can change that by going into the 
maintenance menu and then register screen size. 

¶ When using the 80 wide screen, the payee name and memo are shorter than the 132 wide.  To 
enter or view the full name and memo use the payee/memo function.  

 
FIELDS: 

¶ Date:  defaults to current date but can be changed.  Once you change the date it will remain as 
your date until you exit the register program.   

¶ Type/Chk#:  enter in the type of transactions that will be entered or the check number that is being 
written.    

¶ Payee#/Payee:  this is an optional field(s).  The payee number is coming from the customer master 
file in accounting or the investor file from tax sale.  You also can just key in the payee name 
without the number.  When using the 80 wide screen, you will not see the payee # unless you use 
the payee/memo function. 

¶ Withdrawal:  enter in the amount that is coming out of your account. 

¶ C:  will be blank when entering a new entry.  There are four valid options blank, C = cleared, R = 
reconciled, or V = voided.  After you use the bank reconciliation program, the R will automatically 
be filled in.  Once the transaction is reconciled, you are not able to change the amount or the date. 

¶ Deposit:  enter in the amount that is being deposited into your account. 

¶ Catg:  this field is optional.  Use the category to be more specific to the type of entry.   

¶ Memo:  this field is optional and is used for your additional description of the transaction. 
 
GRID LEGEND: 

¶ 2 = Edit:  enter an ó2ô if you need to change the transaction. 

¶ C = Clear:  enter a óCô will mark the transaction that it has cleared the bank. 

¶ D = Delete:  enter a óDô will delete the transaction. 

¶ M = Move:  enter an óMô to move an entry into a different accounting. 

¶ P = Print Check:  enter a óPô to print the check. 

¶ V = Void:  enter a óVô to void the entry. 

¶ X = View:  enter an óXô to view the full payee name and memo description on the 80 wide screen 
only. 

¶ Z = Chgby:  enter a óZô to see who created the transaction, who changed the transaction, and the 
date it was changed. 
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2 = Edit 

 
 

PROGRAM NOTES: 

¶ Use the edit option if you need to change the information on the entry. 

¶ Enter to accept any changes that were made. 

¶ When a transaction is reconciled, you are unable to change the date, cleared status, and amount. 
 
 

D = Delete 

 
PROGRAM NOTES: 

¶ Enter a D in front of the transaction to delete from the account. 
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¶ You will need to use the process delete to actually delete the transaction.  If you try to enter, it will 
remain on the delete confirm screen. 

¶ The program will not allow you to delete an entry that has been reconciled. 
 
 
M = Move 

 
PROGRAM NOTES: 

¶ Enter an óMô to move the transaction to a different bank account. 

¶ Enter the account number where you need to move the transaction.  Once you enter, it will remove 
the transaction from the current account and add to your other account.  The current balance on 
both accounts will reflect the move.   

¶ The program will not allow you to move an entry that has been reconciled. 
 
 
P = Print Check 
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PROGRAM NOTES: 

¶ Enter a óPô to reprint a check or to print a check if the type/check # column shows PRINTCHECK 

¶ If you see ñPRINTCHECKò that indicates that a check was added in the print check program but 
has not been printed yet. 

 
FIELDS: 

¶ Check Date:  is not input capable when reprinting a check but will display the original date the 
check was printed.  If printing the check from the register, the original date will display but you are 
able to change it.  If the date is changed the register will show the new date. 

¶ Check #:  is not input capable on reprinting a check but will display the check number used.  If 
printing the check, the next number from your account maintenance will display. 

¶ Signature Title:  enter in the signature title.  This will print under the signature line.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ Hold Spool File:  check the box if you would like the report held before printing.  This means that 
printout will not be printed until you release the spool file.  * 

¶ Save Spool File:  check the box to save the spool file.  This means that the document will print and 
will also be saved in your spool file.  * 

¶ Source drawer:  enter the drawer of the printer of where the check is location.  * 
 
 

V = Void 

 

PROGRAM NOTES: 

¶ Enter a óVô to void a transaction. 

¶ Once you void an entry, it will enter ñ**VOID**ò in front of your payee name and it will put a óVô in 
the C column.  The amount of the transaction will stay on the entry, but will remove it from the 
current balance. 

¶ The program will not allow you to void an entry that has been reconciled. 
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X=View 

 

PROGRAM NOTES: 

¶ Enter an óXô to view the full description of the payee #, payee name, and the memo on the 80 wide 
screen only. 

 
 
Z=ChgBy 

 

PROGRAM NOTES: 

¶ Enter a óZô to show the change by name and date of a transaction. 

¶ This screen will show you who originally created the entry, who changed the entry and the last date 
it was changed. 
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Account Function 

 

PROGRAM NOTES: 

¶ You will see the óSelect Accountô when going into several different options. 

¶ This function will allow you to select a different account number to update without leaving the 
program. 

¶ This option will always display in account number, type, account name, and bank name order. 
 
 
Sort Function 

 

PROGRAM NOTES: 

¶ You will see the óSort Orderô when going into several different options. 
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¶ This function will give you the flexibility to sort the screen in your specific way per user. 

¶ You will always need at least one selected to sort by.  

¶ Use the F24 command key to set as defaults. 
 
 
Transfer Function 

 

PROGRAM NOTES: 

¶ This program will allow you to transfer funds from one account to another. 

¶ Once the transfer is done the register will show a óTRFô in the type/check field. 
 
FIELDS: 

¶ From Acct:  will display the account that the transfer function was used; if that is not correct enter in 
the account of where the money is coming from.   

¶ To Acct:  enter the account where the money needs to be transferred to.   

¶ Date:  defaults to current date, but can change to your specific date. 

¶ Amount:  enter the amount to transfer. 

¶ Category:  enter the category for this transaction.   

¶ Memo:  enter a description of this transfer.  The memo field is optional; it is only used for your 
descriptions.  
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Subset Function 

 
PROGRAM NOTES: 

¶ You will see the subset screen when going into several different options. 

¶ Use this option to reset the register to your specific date range, amount, payee, category, or clear 
status. 

 
FIELDS: 

¶ Date:  enter the date or date range to redisplay the screen. 

¶ Amount:  enter the amount or range of amount to redisplay the screen. 

¶ Check #:  enter in a check number or a range of check numbers. 

¶ Payee/Security:  enter the payee number to display only that entity.   

¶ Category:  enter the category to display.   

¶ Clear Status:  enter in the clear status to display only.   
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Enter Interest Function 

 

PROGRAM NOTES: 

¶ Use this option to enter in your interest earned from your banks. 

¶ The category will always default to INT for interest. 

¶ The revenue account number will come from the account file.  If no account number shows, you 
will need to add by using the rev acct# function.  You MUST have an account number entered to 
update interest to accounting.  If you have multiple account numbers for the interest, the revenue 
account number will show +++++. 

¶ The interest for account will automatically show the account number you are in from the previous 
screen but can be changed. 

¶ If you click on the print defaults function, that will show your printer options. 
 
FIELDS: 

¶ Interest Date:  defaults to current date, but can be changed to a different date. 

¶ Earned Date:  enter in the earned date of your interest.  This must be entered when in the accrual 
period. 

¶ Interest for Account:  defaults to the account number from the previous screen but can be changed 
to the account number of where you received the interest from.   

¶ Interest Amount:  enter in the amount of your interest payment. 

¶ Misc Receipt#:  this program will automatically assign the miscellaneous receipt number if your 
control file in accounting is marked to automatically assign the receipt.  Otherwise, enter in the next 
miscellaneous receipt.  If you do not want a misc receipt, make sure the misc receipt number is 
blank. 

¶ Deposit into Account:  if the interest needs to be deposited into a different account enter in that 
account number.  Otherwise, leave blank if the account to deposit in is the same as the interest for 
account. 
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Listing Function 

 

PROGRAM NOTES: 

¶ See the Register Listing from the Listing Menu in the manual for more detailed information and an 
example. 
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WRITE CHECKS 

 
PROGRAM NOTES: 

¶ Use this program to enter in checks that need to be written out of the account.   

¶ You can only use laser checks with this program. 

¶ The account name will display at the top of the screen. 

¶ A batch total will display in the top right side corner of your select.  That is the total of all the checks 
created for this account. 

¶ The selected total will only show the amount of the checks you would like to print now. 

¶ After entering a check it will automatically go into your register. 

¶ If you have our custom signature program, it will print your name on the check. 

¶ Use the (Un)Fold function to see the category and the memo line. 

¶ Use the Select All function when you want to print all of the checks.  It will display a ñYESô in the 
select column. 

¶ Use the Unselect All function when you want to unselect all of the checks so they do not print. 

¶ Use the Write Check function to add a new check. 
 
GRID LEGEND: 

¶ 1=Select:  use this option to select the check(s) you wish to print.  A ñYESò will display under the 
select column. 

¶ 2 =Edit:  use this option to change the information on the check. 

¶ 4 =Delete:  use this option to delete the check without printing it. 

¶ U =Unselect:  use this option to unselect the check(s) you do not want to print. 
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Write Checks Function 

 

FIELDS: 

¶ Date:  defaults to current date but can be changed to your check date. 

¶ $:  enter the amount of the check 

¶ Pay to the Order of:  the short line is for a customer or investor number.  You do not need a 
customer or investor number.  The other lines are for the name and address of the payee.  If you 
select the name from the lookup screen, it will enter in the name and address or you can key in the 
name and address.   

¶ Memo:  this is an optional field, enter in a description of what check is written for. 

¶ Catg:  enter in the category of the check.   
  
 
F21 = Print  
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FIELDS: 

¶ Check Date:  defaults to current date but can be changed.  The date entered will be the date 
printed on the check and is the date shown in the register. 

¶ 1st Check #:  enter in the check number to print.  If your account maintenance is setup with the next 
check number it will default to that number. 

¶ Signature Title:  enter in the signature title.  This will print under the signature line.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ Hold Spool File:  check the box if you would like the report held before printing.  This means that 
printout will not be printed until you release the spool file.  * 

¶ Save Spool File:  check the box to save the spool file.  This means that the document will print and 
will also be saved in your spool file.  * 

¶ Source drawer:  enter the drawer of the printer of where the check is location.  * 

 
The following information is printed on your preprinted check:  
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ACCOUNT RECONCILIATION 

 

PROGRAM NOTES: 

¶ Use this program to reconcile your account with your bank statement. 

¶ The account name will display at the top of the screen. 

¶ After reconciliation is finished, the register will automatically be updated with the óRô in the C 
Column and you are not able to change the date or amounts of those entries. 

¶ You are not able to enter a statement date before the last finished reconciled statement. 
 
FIELDS: 

¶ Statement Date:  enter the ending statement date from your bank statement. 

¶ Opening Statement Balance:  enter the beginning balance from your bank statement.  If you have 
already reconciled this account once, the ending balance from the previous statement will be the 
opening balance. 

¶ Interest:  if you received interest on with your bank statement enter in the following information or 
use the interest earned program.  If you do not receive interest, you can leave everything blank.  
This option will NOT print a miscellaneous receipt, if you want a misc receipt you MUST use the 
interest earned program. 

¶ Register/Accounting Date:  enter in the date you received your interest.  This will be the 
date used to enter into the register and the date used in accounting. 

¶ Date Revenue Earned:  enter in the earned date of your interest.  This must be entered 
when in the accrual period.   

¶ Amount:  enter the interest amount received on this account. 

¶ Category:  enter the category for interest.  Usually you will use INT for interest. 

¶ Service Charge:  if you have a service charge from your bank, you can enter the amount here.  
Otherwise, leave blank. 

¶ Date:  enter the date of the service charge.   

¶ Amount:  enter the amount of the service charge. 

¶ Category:  enter the category for the service charge. 

¶ Ending Statement Balance:  enter the ending balance from your bank statement. 
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2nd Screen 

 

PROGRAM NOTES: 

¶ This screen displays all the deposits first and then your withdrawals. 

¶ It defaults to have the smallest amount first but can be changed the way the file is sorted by using 
the sort function. 

¶ The difference must be zero to reconcile the account then use the finished function. 

¶ The finished function will finish the reconciliation and updated the register with the óRô in the 
cleared column.  You are not able to change the date and the amount in the register once the 
account is reconciled. 

¶ The finish later function will keep all your entries marked as reconciled, so you can come back later 
and finish.  The register will show these transaction with a cleared status. 

¶ To update the total cleared and the difference amount use the refresh at the top of your screen or 
the F5 command key. 

¶ Enter an óRô to mark the entry as reconciled through your bank. 

¶ Enter an óEô to edit the entry.  If you edit the entry amount that will cause you not to balance in 
accounting.  You will need to research into the entry and may need to make changes in 
accounting. 

 



Treasurerôs Banking and Investments 

ñSolutionsò É 1986 ï 2011 
20 

Previous Statements Function 

 

PROGRAM NOTES: 

¶ This option will show all the previous statements that were reconciled. 

¶ You are unable to change anything or delete a previous statement once it is finished.   
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INTEREST EARNED 

 

PROGRAM NOTES: 

¶ Use this option to enter in your interest earned from your banks. 

¶ The category will always default to INT for interest. 

¶ The revenue account number will come from the account file.  If no account number shows, you 
will need to add by using the revenue account function.  You MUST have an account number 
entered to update interest to accounting.  If ó+++++ô displays that means that the interest received 
will be divide into multiple general ledger accounts. 

¶ When using interest earned, a miscellaneous receipt will automatically be issued for you.  If you 
donôt want a misc receipt make sure that field is blank.   

¶ The print defaults will show all the printer options. 
 
FIELDS: 

¶ Interest Date:  defaults to current date, but can be changed to a different date. 

¶ Earned Date:  enter in the earned date of your interest.  This must be entered when in the accrual 
period. 

¶ Interest for Account:  enter in the account number of where you received the interest from.   

¶ Interest Amount:  enter in the amount of your interest payment. 

¶ Misc Receipt#:  this program will automatically assign the miscellaneous receipt if your control file 
in accounting is marked to automatically assign the receipt.  Otherwise, enter in the next 
miscellaneous receipt.  If you donôt want a misc receipt number field exit or leave blank. 

¶ Deposit into Account:  if the interest needs to be deposited into a different account enter in that 
account number.  This field is not required. 
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Rev Acct# Function 

 

PROGRAM NOTES: 

¶ Use this option to display or add new general ledger accounts for the interest earned. 

¶ Enter to update the accounts or use the previous option to go back a screen. 
 
Prt Dfts Function 

 

PROGRAM NOTES: 

¶ Use this option to display the printer options and to set as the defaults for printing. 

¶ If you are assigning a miscellaneous receipt number, this printer screen will appear.  This will 
automatically print a misc receipt.  If you donôt want a misc receipt printed, just exit and nothing will 
print. 






































































































