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Miscellaneous Information

File Information for library NFTRACCT:

Name
TRCRRELO
TRCSCPLO
TRDJRELO
TRDMRELO
TRCURELO
TRC5RELO
TRC6RH.O
TRC7RELO
TRDCRELO
TRDHRELO
TRDLRELO
TRC8CPLO
TRDSRELO
TRDRRELO
AUAERELO
AUAJRELO
AUAKREP
AUALRELO
AUAMREIO
AUANRELO
AUAORELO
AUAPRELO

Description
Control File County Information

General Ledger Detail History Detail Transactions Posted to G/L

Account Payable Detail History Detail Transactions of Dollars Paid

Misc Receipt Detail History Detail Transactions of Misc Receipt Detail
Balance File Monthly totals by Account Number

Activity Type File Activity Descriptions

Transaction Code Xef Revenue/Disb codes with Activity type Assigned
Transaction Processing Daily Balancing Detail Transactions

Customer File Customer Detail with Fiscal Year Totals
Check/Order File Order and Check formation

Treasurer Fund Information Drainage&Orders indicator,Customer#,aud. fund
Accounts Payable DetailDetail Transactions Dollars to be Paid

Tax Related Revenues Tax Replacement Dollars by Tax District
DrainageCertificate Cert#, Customer and Fund To and From

Fund Description

Fund Type

Revenue/Disb/Account Desc File

Object Description

Department Description

Project Description

SubProject Descrifion

Account Master Account Number, Normal Balance, Comment

Debits vs. Credits
The following chart should be helpful in understanding the effect debits and credits have on the
different types of accounts

ASSETS = LIABILITIES + FUND BALANCES

Wor kshop

ASSETS LIABILITIES FUND BALANCES
DR CR DR CR DR CR
+ - - + - +
REVENUES DISBURSEMENTS

DR CR DR CR

- + =+ -

Type of Account INCREASES DECREASES
ASSETS DEBIT CREDIT
DISBURSEMENTS DEBIT CREDIT
REVENUES CREDIT DEBIT
LIABILITIES CREDIT DEBIT

FUND BALANCE CREDIT DEBIT
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SOLUTIONS

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

Functions

Function Prompt )
Keys—can ( ExportData to Excel )
click on "~ OnDemand
themor Retrieve
use ( My Reports
keyboard
Fkeys | Lt

Daily Processing

Solutions View Legend

Image Services

Quick access to other
menus; these buttons
change depending on

your current menu

. SOLUTIONS

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

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

exit.

Menu
options—
click on the
option or
can key in
the number
o visible in the

hover
information.

Real Estate

PR

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

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

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

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

Navigation buttons

Click on the
logo to go
to our
website

-

oy |

Use the up/dow

place an icon on

orientation.

the preferred size. The plus will

your preferred size, color, and

n arrows to set

* W@

—

your desktop for

ns

(0]

E Indi 28612011 |
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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 6*6 at the end of the field description.
denote F24 capable fields.

Function Keys

These keys are the same throughout the book.

Lookup or Prompt: thisisnot ed by a prompt button (é) after
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)

Here are some new things you may notice with Solutions View version 9.
1 To sign off properly, you can click on the signoff icon, or exit until you are at a menu and
then type in a 90, signoff, or click on the signoff option on a menu.

9 If you close a window improperly, whether in View or green screen, you will generate an
error log that will appear in your spool files.

T Your keyboard keys anmd rKkewsstaarddmrdie endEnmt &«
keyboard functions similar to other PC programsd s uch as DOT. O0Fi el d E
key onthe 10-k e y . 0 Fibelids MihreusS/lubt rkeayct key on the 1

1 You may increase/decrease your Internet Explorer window by holding down your mouse
and rolling your mouse scroll wheel.

1 Ifyou click in a field, you are placing the cursor in that location. If you double click in a
field, the entire contents are highlighted.

i To toggle to the traditional green screen, you can press Ctrl + E.

Copyright EInG®86l20ldi ons o
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Treasurer Main Accounting Menu

SOLUTIONS

Connected 23 Sep at 08:12 am as: LINDA m

~

Treasurer Accounting Main Menu Functions

P Master Maintenance Menu
P Master Listing Menu

P Master Inquiry Menu

» Daily Processing Menu

P Monthly Processing Menu

P Semi-Annual Processing Menu

p Fiscal Year End Processing Menu

P Apportionment Set-up Menu

P Drainage Certificates Menu

P Banking & Investment Menu

(3)
-
- . SOLUTIONS

Menu Functions

1 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.

1 OnDemand/F7: if you have purchased OnDemand, you can use this function key to open
up the OnDemand client (PC viewer).

1 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 normalhere. You can al so emai | it
Reportso screen.
9 List Program Updates/F20=View Updates: this wild@ take you to

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.

1 Download Pgm Updates/F21=Get Updates: this will only appear when there are updates
available for the module you are working in.
right corner of the screen as wel | . Click or
software update menu.

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

Copyright EInG®86l20ldi ons o
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Master File Maintenance

SOLUTIONS m
\ Connected 23 Sep at 08:12 am as: LINDA

s B AP ? i x

Master File Maintenance Menu Functions

Prompt

S ——
Export Data to Excel }

OnDemand

P Control File . Retrieve

p Customer Master File (7 My Reports )
» Fund Master File (m
- Activity Type Codes File /W)
» Transaction X-ref File T)
» Autopost Indicators m)
P Cash ltem Description File {m()

P Class Code File ~ Return to Main
» Audit Numbers Used I
P Label Master File

P ACH Control File Maintenance

P Fund Type Maintenance

» Create ACH Prenote File

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

s B Ag 2 ? i x

Master File Maintenance Menu Functions

v
[
M
&

Prompt

" Export Data to Excel
] OnDemand

P Reorganize Work Files g Retrieve

( My Reports

7 List Program Updates
g Public Inquiry

» Sign Off " Daily Processing

)
)]
)
)
)
)
)
)
)]
)

( Tax Sale Redemption

Return to Main

[

[ Wi W ox

- . SOLUTIONS
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Control File Maintenance

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

s B2 e Agh T ? i

Business Control File Maintenance Functions

Continue

Lookup

Business ID Code

- . SOLUTIONS

PROGRAM NOTES:

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

1 The settings within the Business Control File will establish how certain programs will run.
1 Click on continue to go to the next screen.

FIELDS:
1 Business ID Code: enter in the Business ID number. Generally, it is 01 unless you have more than one entity
on your system.

Second Screen

SOLUTIONS m
Connected 23 Sep at 10:22 am as: LINDA

Business Control File Maintenance Functions
Update
Lockup
Business ID 01 Co/Non County Client [c .| county# 021 \
Delete
Business Description |C\ay County Treasurer
Key screen
Business Address 1 |PO Box 1147

Print

Business Address 2 |

Business City |Spencer State ’r

Business Zip 51301 Zip +4 1147

Business Phone 1 [ 7122622170 Phone2 [ Fax | 712/262-5793
Contact Person |Sandra S. Geidl Title Treasurer

Print Words for $ Amt =3

Redeem Warrants/Checks @ Warrants " Checks

Current Fiscal Year 2010/2011

Stub Print Type Code " No Stub " Stub Detail (® Stub Voucher/Laser

Cash/Accrual Basis " Accrual ® cash

Last Journal # Used 7594

Assign Misc Receipt# I3

Last Misc Receipt # Used 23477 Printer ID/Misc Receipts PT J
Number of Misc Receipts Printed ’2—i‘

Date of Oldest Aud Outstanding Warrant 11/30/1997 ~

- . SOLUTIONS

Copyright EInG®86l20ldi ons o
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PROGRAM NOTES:

1 Once this screen is setup, you will not have to maintenance it very often. This is generally filled in during the

1 If you use the delete function, this will delete all the information on this screen

1 Enter to accept this information.

FIELDS:

1 Co/Non County Client: for a county

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

1 Business Description, Address, City, State, and Zip: enter in the information pertaining to your county or
entity.

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

1 Contact Person: enter in the name of the contact person and their title. This name will print on the semi
annual report.

1 Print Words for $ Amt: check the box to print the dollar amounts in words on orders.

1 Redeem Warrants: this should correspond to what the auditor has in their control file. Click on either
warrants or checks.

1 Current Fiscal Year: this field will display the current year you are working on and will automatically be
updated when going through year-end processing. This field is not input capable.

1 Stub Print Type Code: this is the stub type for orders. See screen for available options.

1 Cash/Accrual Basis: this is the accounting basis that the county is run year around. This needs to correspond
to what the auditor has in their control file. Most county runs on a cash basis.

1 Last Journal Number Used: this field will show the last journal number used. It will automatically change
each time you have a journal entry to post.

1 Assign Misc Receipt #: check the box to have the system assign the miscellaneous receipt numbers when
entering miscellaneous receipt and if you have Banking and Investment it will automatically assign the next
number on interest earned. If blank you will need to field in the miscellaneous receipt number.

1 Last Misc Receipt # Used: the last number used is recorded in this file.

9 Printer ID/Misc Receipt: enter a printer ID of where misc receipt should print.

1 # of copies for Misc Receipt: enter the number of copies to receive for each misc receipt.

1 Date of oldest Outstanding Warrant: when this field is entered the programs will begin reading at this date

initial setup of the client.

entoent ynchi é€bsandnfer

instead of the beginning of the file. This date is manually entered.

Copyright
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Customer File Maintenance

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA
s B AgR 2 ? i x
Edit Customer Master Functions

Continue
Add

Lookup

Customer Type < Disbursements @ Revenue

Customer Number

- . SOLUTIONS

PROGRAM NOTES:

1 The disbursement customers are used with anything that will receive an order.

1 Drainage Certificate Holders should be added into the customer file as a disbursement customer type.

9 Click on the add function to enter a new number and customer. If you would like a specific number assigned,
key the desired number and press enter.

1 You will be in add mode if the number does not exist.

1 You will be in change mode if the selected key already exists in the customer file.

1 If a customer number is reused or the name is change, the history is associated with that number will be
included with the new name.

1 For orders, the ach information and the email address are kept in the customer control file.

FIELDS:

I Customer Type: there are 2 types of customers that you will have in this file, type D (DISBURSEMENT) and
type R (REVENUE). You can have type R and type D customers with the same number.

1 Customer Number: enter in a specific customer number.

Copyright EInG®86l20ldi ons o
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Second Screen

SOLUTIONS
\ Connected 23 Sep at 10:22 am as: LINDA
s 2 ° A2
Edit Customer Master Functions
Lookup
Customer Number 108 Type D  Treasurer Disburseme Status TJ Delete
K
Name 1 [Area IV Comm. College Alpha Search /AREAIV COMM COLLEGE Y sereen
Name 2 ‘Busmess Office
Addr 1 ‘NW lowa Community College IV
Addr2  [PO Box 329
City [Sheldon State S Zip 51201 Carrier #
Country jle
ss# [ or FederalD#
Contact Name ‘ Misc Code
Phone 1 Phone 2 Fax#
Company Web Address ‘
Totals per Fiscal Year Current Year 1 Year Ago 1042 66
2 Years Ago 1054.61 3 Years Ago 1332.22
4 Years Ago 129020 5 Years Ago 1063.97
Bank ID 1111111 Bank Name |\uwa State Bank-SHELDON
Acct#Type [e111111 J’?J ACH Date 7/15/2010 ~| ACH Disable Flag EJ
Default Desc |
[ Exit J
- . SOLUTIONS

PROGRAM NOTES:
1 Enter in the entire customer& information here, including their bank information to do your orders thru ACH.

FIELDS:
1 Status: this will show if the customer is active or inactive. Blankisf or Active or 616 for |
1 Name, Address, City, State, and Zip: enter in the information on these fields that you want printed on orders
and reports. If city field is entered you need state and zip field. Key the information in upper and lower case!
1 Alpha Search: enter the name you wish to search the customer by. This information will automatically be
filled in as all caps.
1 Social Security # or Federal ID#: enter in their social security number or federal ID number. This can be
used for 1099 or other reporting requirements.
Contact Name: enter in the name of the contact person.
Misc Code: this is a user defined field. Use as your county sees fit.
Phone #: enter in relevant telephone numbers and fax number.
CompanyWeb Address: i s an optional field; enter the customerds
Total Fields-YTD: total amount of money received or money disbursed for 6 year timeframe. Automatically
updates when posting is done.
Bank ID: enter the routing number that goes along with their bank.
Bank Name: enter in the customer bank name.
Acct #/Type: entertheraccount number and the type: ASO0 for savi
ACH Date: wi | | need to be blank in order.toFbil ewandprkeaoi
procedure, the program automatically fills in the date from the prenote. This date must be filled in for the
customer to receive their order as ACH.
1 ACH Disable Flag: enter an 6AO0 for axtdrvea i6dD&@ser AHHa d WO fdwr
need to be entered before the prenote is processed.
1 Default Desc: if you enter in a default description it will print on the detail for misc receipt edit list.

= =4 -4 -8 -9

E I EE]
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Treasurero6s Accounting Workshop
Third Screen

SOLUTIONS
\ Connected 23 Sep at 10:22 am as: LINDA
? 7 x
Edit Customer Master; Email Addresses Functions

Lookup

Customer Number 108 Type D Area IV Comm. College

Email Address Vouchers

linda@gmdsolution.com P

Grid legend

1=Select

* . SOLUTIONS

PROGRAM NOTES:
1 If your orders are going to be emailed out, enter the address/es of the entities to receive a copy of the
voucher.

FIELDS:

1 Email Address: enter the email address where you want your voucher to be sent.

f  Vouchers: there are three options. We suggest using P to email and print for the 1* month.
1 Blank No Email, Print Only
T P Email and Print
T Vv Email Only, No Print

Steps to set up email vouchers.

1. From the Treasurers Main Menu go into the Maintenance Menu and then the Treasurer Parcel Control
File. The E-Mail address on this screen is where your vouchers will be emailed from. This address will
also receive a carbon copy. Also verify the county name at the top of the screen.

2. From the Treasurer Accounting Menu go into the Maintenance Menu and then the Customer Master File.
Select your customer type of disbursement and your customer number. Enter to the second screen to fill
in the email information.

3. Whenyouruntheopt i on to Print Vouchers and if you have cu:
will receive two spool files that will print. The first file are the vouchers that are being mailed will print and
the second file will contain a copy of all the vouchers including email and mailed that will be put on hold.
The email file is created when you run this option to print vouchers. Each time you run this option, the
email file will be overwritten.

4, The option to email vouchers has no prompt screen. On the day you want to email your vouchers run
email vouchers to send the file. You can post to transaction processing before you email your vouchers.
Do not run this twice or it will email the vouchers twice.

The subject line of the email will show as:

Solutions Cty-Ruthven Comm. School-Month of January
1 Solutions Cty - is pulling from your county hame in step 1 and Cty is hard coded to stand for county.
1 Ruthven Comm. School-i s pulling from the voucher bel ow where
Ordered Ruthven Comm. School . 0

Copyright EInG®86l20ldi ons o
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Treasurer6s Account
i1 Month of Januaryit he date is also pulling f
the Month of January. o
If you receive a subject line with two asterisks in front of your county name that means the email was not sent.
There may be something wrong with the address that you have entered. You will need to forward your copy and
correct the customer master record before next month.

ng Wor kshop
om h e

i
r t voucher

Copyright EInG®86l20ldi ons o
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Treasurer 6s

Treasurer Fund Maintenance

Account i

ng

Wor kshop

SOLUTIONS

~

Treasurer Fund Information Maintenance

Fund

|

Connected 23 Sep at 10:22 am as: LINDA m

s B2 A2

?  Fund Drainage Fund Order Customer

Fund Inact Process Type

Customer

Number

Class

Code

Invest Auditor Fund

Pool# Fund# Type

01000
02000
02001
10000
11000
12000
13000
13001
14000
14001
14002

14003

01000 01

02000 02
02001
10000 48
11000 03
12000 03
13000

13001

56
65
14000 62
14001 63

14002 61

14002 68

x

?

i
Functions

Lookup

Grid legend

D=Display Desc

. SOLUTIONS

PROGRAM NOTES:

1 New funds will first need to be built by the auditors in their fund description file and thent h e t r edfiseur er 0 ¢
will inherit their information.
1  When afund number is built, youwillneed t o verify that t heorreatardlitbhasafénd f und
type.
1 NOTE: You must press ENTER to update any changes, rolling to next screen will not save those
changes made.
FIELDS:
1 Drainage: if you have drainage funds, you needtomarkt hem wi th a #AYOo. Drainage |
will appear here as separate funds.
1 Fund Inactive: do not mark funds inactive that have current year activity. If re-running reports for previous
year, funds now marked inactive will not print on the semi-annual or general ledger report.
1 OrderProcess: funds that receive orders must be marked with a
1 Customer Type and Number: will be necessary on funds that are to receive orders. The customer type must
be D. This customer number will need to be setup in the customer file. You can use the same customer
number on special assessment funds. This will then combine funds on the order and the voucher. All other
funds should have a unique customer number.
1 Class Code: not currently used.
1 Invest Pool #: not currently used.
1 Auditor Fund Number: all funds need to have a corresponding auditor fund number, which is where the
doll ars associated with that NOTEnNThe ineiaduler & alditer fuads are h e a u «
not always identical! For example your special assessment and drainage assessments will not have
the same fund numbers.
1 Fund Type: is used for the semi-annual report. Enter the number where you want to see the fund on the

semiannual. Once this number is added or changed, you can re-run the semiannual report and it will reflect

the change.

Copyright
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Treasurer 6s

Activity Type File Maintenance

Account

ng Wor kshop

SOLUTIONS

Activity Type File Maintenance

Activity Type Code

Connected 23 Sep at 10:22 am as: LINDA m

s B2 AR ?

Activity
Type Code

Activity Description

Auditor
Type Code

JE
XX
01
02
03
04
05
06
07
08
09
10

Journal Entry

All Transactions
Current Taxes
Delinquent Taxes
Special Assessments
Drainage Taxes
Motor Vehicle Taxes
Use Tax
Miscellaneous Rec.
State Credit Items
Mobile Homes

State Treas. Receipts

JE

X
RT
RD
RO
RO
RM
RM
RM
RO
RM
RM

Functions

Grid legend

4=Delete

. SOLUTIONS

PROGRAM NOTES:

f
f
f

f

Activity type codes are used to summarize totals for the day when balancing and for reporting.
When adding to this file you will need to find a number that has not been used.
Auditor Type code RT is only used for current tax and RD is only used for delinquent taxes. When adding a
new activity type code you will use an activity type code of RO or RM.
There is a function to print a list to see all activity type codes.

FIELDS:
9 Activity Description: enter the description for each of the activity type code.
1 Auditor Type Code: is required on each record and will be used on journal entries passed to the auditor at

month end.

Copyright

16

E Indi 86l201. i on s o



Treasurer 6s

Transaction X-Ref file Maintenance

Account

ing Workshop

SOLUTIONS

~

Master File Maintenance Menu

» Control File
P Customer Master Hi
P Fund Master File
P Activity Type Code:
P Transaction X-ref F|
P Autopost Indicators Account Type
» Cash ltem Descrip!
P Class Code File
P Audit Numbers Usg
P Label Master File
P ACH Control File M
P Fund Type Mainten|

» Create ACH Prenof =JKsIS Exit [Ell Lookup

4 b 2 Lastoption was: 4. Activity Type Codes File

" Asset

7 Liability/Fund Equity

" Revenue

" Expense(Disbursement)

GEE T GEIED

Connected 23 Sep at 10:22 am as: LINDA

53

s B agh 2 ? *

Ef© B - [

o)
4

L J

Functions

Prompt
D ——
Export Data to Excel

OnDemand

C

<

C

( Retrieve

( My Reports )
( Public Inquiry 3
R ,

" Daily Processing )

Return to Main )

. SOLUTIONS

PROGRAM NOTES:

1 Revenue, Expense (Disbhursement) and General Ledger Account descriptions are kept in one file. There is a

type code associated with each group. 1=Asset

4=Expense/Disbursement

2=Liability/Fund Equity 3=Revenue

1 Anytime you want to do processing to a file that has multiple types of transactions you will be prompted with

this selection screen.

1 Most often you will use either a 3 for revenues or a 4 for disbursements.

Second Screen

SOLUTIONS

Edit Transaction X-Ref

Connected 23 Sep at 10:22 am as: LINDA

53

s 2® Aagh 2 ? ] x

Function/Revenue Revenue
? Function/ Activity Apportionment
Revenue Type Code Type

1000 Current Net Property Taxes 01 AP
1010 Delinquent Property Taxes 02 AP
1020 Special Utility Prop Tax 47 AP
1100 Pen.,Int.- Current Tx 30 AP
1110 Pen.,Int. - Delinquent Tx 31 AP
1120 Pen.,Int.-Mobile Home 32 AP
1130 Pen.,Int.-Grain Handled Tx 34 AP
1200 Mobile Home Taxes 09 AP
1210 Monies/Credits Replacemnt 33 MC
1240 Grain Handled Tax 35 AP
1300 Hotel/Motel Tax 07

1310 E-911 Surcharge 07

Functions

Update

Add

C
( _ Lookup
(

T —— ———
( Change Account Type )

Grid legend

1=No Action
4=Delete

. SOLUTIONS

Copyright
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Treasurero6s Accounting Workshop
PROGRAM NOTES:
1 After the Function/Revenue code is added by the auditor, maintenance to the activity type code is done by the
treasurer. If maintenance is not done you may receive an error when entering a misc receipt that activity type
code is not valid.
1 You are not required to assign an activity code to Asset or Liability account codes.
1 Click on the update function to accept the changes.
9 Click on add when a new function code is built by the auditors.

FIELDS:

1 Function/Revenue: enter the account code and then press enter.

1 Activity Type Code: for each revenue and disbursement you must enter the activity type code which must
exist in the activity type code file. Use the lookup to see available options.

1 Apportionment Type: this field is no longer used.

Copyright EInG®86l20ldi ons o
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Treasurero6s Accounting Workshop

Autopost Indicators

SOLUTIONS [E
\ Connected 23 Sep at 10:22 am as: LINDA

rd

Treasurer Autopost Indicators Functions

Lookup

Business ID

- . SOLUTIONS

FIELDS:
1 Business ID: enter your two digit number business ID.

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

s =2 aghz ? x

Treasurer Autopost Indicator Details Functions

Post of Transaction Processing I~

Post of Apportionment to Acct Payable I3

- . SOLUTIONS

PROGRAM NOTES:

1 Whenever an update/post operation occurs to the general ledger, and is checked in this file, the
system will present an additional prompt screen requesting you to post the journal entries that have
been created.

9 Click on the auto post or F19 to continue.

Copyright EInG®86l20ldi ons o
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Treasurero6s Accounting Workshop
1 If you exit from the auto post, you will need to manually post the created journal entries from the journal entry
menu.

1 Before auto posting, be sure to verify that the accounting period and fiscal year are correct.

1 If the program determines that there is an error in the postings or in the accounts used, the post will terminate
and you will need to manually post the entries from the journal entry menu.

FIELDS:

1 Post of Transaction Processing: if checked, it will post your entries in transaction processing when you
balance your day in accounting.

1 Post of Apportionment to Acct Payable: if checked, it will post your entries when posting taxes to accounting.
It will only create the journal entries for the funds that will receive an order.

Copyright EInG®86l20ldi ons o
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Treasurero6s Accounting Workshop

Cash Item Description File

SOLUTIONS m
\ Connected 14 Mar at 15:52 pm as: LINDA
s B A2z ? i
Maintenance to Daily Cash Items Functions
r [
Line ltem 7 Add D
? Line Line
Ttem# Description
1 Cash
2 Checks
3 Credit Cards
“ Electronic

Grid legend

1=Select

- . SOLUTIONS

PROGRAM NOTES:
9 This option is used when running Print Balance Report by Dates from the Office Balance Menu.
I Use the add function to enter new line items and descriptions.

FIELDS:
1 Line Item: enter the line item to reposition the list.
1 Line Description: enter or change the description of the cash item to display.

Class Code File
1 Not used at this time

Copyright EInG®86l20ldi ons o
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Treasurero6s Accounting Workshop

Audit Numbers Used

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

? 7 x

Enter Audit# used by Treasurer Functions

Lookup

Fiscal Year 2010/2011

Audit #s Used ‘l - |

Order/Check #'s Used [ -

Date Used hd

Description ‘

Check/Order Ind " Gheck @ Order < None

+* . SOLUTIONS

PROGRAM NOTES:
9 This option will be used if your county is using audit numbers to redeem orders. Or, if you wish to track the
audit numbers used on the system.

FIELDS:

1 Beginning and Ending Audit #: enter the range of audit numbers for the series of orders issued. The audit
numbers are the preprinted number at the bottom of the order.

1 Beginning and Ending Disb #: enter the range of disbursement numbers that correspond to the audit

numbers for those same orders. The disbursement numbers are what the system prints at the top of the

order. The audit and disbursement number can be the same.

Date Used: enter the date of the orders.

Description: a brief description of your choosing.

Check/Order Ind: check the option for either Check, Order, or None.

=A =4 =9
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Treasurero6s Accounting Workshop

Label Master File

SOLUTIONS m
Connected 23 Sep at 10:22 am as: LINDA

~
s B2 e Agh T ? i
Edit Label Master Functions
Prompt
Business ID 01 Label Type ,r Label Number
? Bus  Type Label
D No
01 AP 1 Name 1 Township A
Name 2
Address 1 ABC Main St
Address 2
City/ST/Zip Spencer A 51301 il
01 BK 1 Name 1 Bank USA
Name 2
Address 1 123 Grand Ave L L
Address 2 a-belete
City/ST/Zip Spencer A 51301

- . SOLUTIONS

PROGRAM NOTES:

9 This option will be utilized for laser labels.

1 Alllabel information must first be entered into this file.

T Click on 6Adddé to enter a new | abel

FIELDS:

1 Label Type: is to be used as you see fit. (i.e. AP could be used for apportionment labels, BK for banks, etc.)
This is an alpha/numeric field.

1 Label Number: refers to the numbering of the labels.

1 Name, Address, City, ST, and Zip: enter the information needed pertaining to each name.

Copyright EInG®86l20ldi ons o
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Treasurero6s Accounting Workshop

ACH Control File Maintenance

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

Treasurers Accounting; ACH Control File Maintenance

Treasurers Orders

Company Name |CLAY COUNTY IOWA
Company Identification 111111111
Company Discretionary Data |
Immediate Destination 000000000
Immediate Destination Name |
Immediate Origin 000000000
Immediate Origin Name |
Originating DFI Identification 1111111
Routing # 111111
Information Bank Account # |111
Account Type (® Checking " savings
Create debit record =
Carriage return —

- . SOLUTIONS

PROGRAM NOTES:

1 Use this option to enter/update ACH debit and credit control file information.

1 You will need to work with your bank to determine some of this information. The best way to fill this out is to
take a print screen of this page and then put your cursor on the Treasurers Orders and do a F1. Once in the
next screen do a F14 to print the help text and take that information to the bank with you to fill out this screen.

1 This needs to be completed before you will be able to do ACH transactions.

FIELDS:

1 Company Name: enter the name of the originator of the ACH transactions.

1 Company Identification: enter an alpha numeric code used to identify the originator. The company
identification number must be included on all prenotification records.

Company Discretionary Data: this field allows the originator to include codes of significance only to them.
Immediate Destination: the routing number of the ACH operator or receiving point to which the file is being
sent.

Immediate Destination Name: the name of the ACH operator or receiving point to which the file is destined.
Immediate Origin: the routing number of the ACH operator or sending point that is sending the file.
Immediate Origin Name: the name of the ACH operator or sending point that is sending the file.
Originating DFI Identification: the routing number used to identify the DFI originating entries within a given
batch

1 County Information: the routing number, bank account number, and account type of which will be debited by
the total amount of the orders.

Create Debit Record: check the box if the bank wants you to create the debit record.

Carriage return: check the box if the bank wants you to have a carriage return.

E ]

=a =4 -8 —9

E ]
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Fund Type Maintenance

Treasurero6s Accounting Workshop

SOLUTIONS

~

Edit Fund Type

Fund Type [ ]

Connected 23 Sep at 10:22 am as: LINDA m

Functions

Update
Add

? Fund

Type

Fund Type

Description

01
02
03

05
06
07
08
09
10
11
12

13

General Basic

General Supplemental
Rural Services Basic
Rural Serv. Supplemental
Secondary Road

General Revenue Sharing
Flood & Erosion Control
Pub. Safety Special Levy
Voted Ambulance Service
Weather Modification
Co.Government Assistance
Capital Projects

Debt Service

Grid legend

4=Delete

- . SOLUTIONS

PROGRAM NOTES:
The fund type is used for the printing of the semi-annual report and grouping similar funds.

To see what funds are in a fund type; you can run the general ledger by fund type from the month end menu.
When adding to this file you will need to find a number that has not been used.

Once that fund type is added you will need to go into the fund master maintenance and enter the fund type

1
1
1
1
number on the appropriate fund(s).
FIELDS:

1 Fund Type: when adding you will need to enter the fund type number. First find a number that has not been

used.

1 Fund Type Description: enter the description to print on the semi-annual report.

Copyright
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Treasurero6s Accounting Workshop

Create ACH Prenote File

SOLUTIONS m
Connected 23 Sep at 10:22 am as: LINDA

~

s B2 AR ? *®

Treasurers Accounting; Create ACH Orders Prenote File Functions

Select All

ACH Date i9!23f2010 ~

Opt Cust# Customer Name Bank ID Account # Type

108 Area IV Comm. College 11111111 6111111 C

Grid legend

1=Select

- . SOLUTIONS

PROGRAM NOTES:

1 A prenote is a test file for the banks.

1 The ACH information on the customer master file needs to be completed first.
1 This file will display all customers eligible to have a prenote created.

1 Select all function will transfer all members as a prenote.

FIELDS:
1 ACH Date: defaults to current date, but can be changed.
T Opt:enter a 616 to select the customers to create a pre
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Treasurero6s Accounting Workshop

Second Screen

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

s =2 aghz ? x

Treasurers Accounting; ACH File Transfer Selection Functions

Opt File Name Text Date

1 ACHO000063 Order Prenote 09/23/2010 09/23/2010
ACHO0000062 Order Prenote 09/23/2010 09/23/2010
ACHO000061 Order 07/15/2010 Checks $17,575.41 09/03/2010 .
ACHO000060 Order 07/15/2010 Checks $17,575.41 09/01/2010
ACHO0000059 Order 07/15/2010 Checks $17,575.41 07/20/2010
ACHO000058 Order 07/15/2010 Checks $17,575.41 07/20/2010
ACHO000057 Order 07/15/2010 Checks $17,575.41 07/20/2010 —
ACHO000056 Order Prenote 07/16/2010 o 07/16/2010
ACHO000055 Order Prenote 07/13/2010 *x 07/13/2010
ACHO0000054 Order 07/15/2010 Checks $180,154.66 07/01/2010 Grid legend
ACHO000053 Order 07/15/2010 Checks $180,077.16 07/01/2010 ~ File
ACHO000071 Old member ACHO000056 file NFTRACCT/ACHORD. 06/14/2010 ‘Slae\,"r‘?ﬁr-':r?;:r
ACHO000070 Old member ACHO000055 file NFTRACCT/ACHORD. 06/07/2010
ACHO000052 Order 06/15/2010 Checks $218,088.14 06/02/2010

[ Exit ]

- . SOLUTIONS

PROGRAM NOTES:

1 At the time of initial prenote processing, this should be the only record displayed. (After each month of ACH
processing, a new record will be displayed).

1 The prenote will be processed and transferred the same way as actual ACH order entries.

1 Grid legend that can be selected are 1 to transfer, 4 to delete member, or 5 display member.

GRID LEGEND:

1 1=Select to Transfer: enter a 616 in fyourpt. of the file to transH
1 4=Delete Member: enter a 6406 in theflent of the file to delete
1 5=Display Member: enter a 656 in front of the file to displa
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Treasurero6s Accounting Workshop
Third Screen

SOLUTIONS m
Connected 23 Sep at 10:22 am as: LINDA

s B A gl ? i x
Treasurers Accounting; ACH File Transfer Selection Functions
(_' Previous (no transfe... )
File Name Text Date
ACH0000063 Order Prenote 09/23/2010 09/23/2010
The file listed above will now be transferred to a PC file
named ACHORD located in the PC drive'folder entered below.
PC drive ©\ folder A\ ‘achorders

- . SOLUTIONS

Program Notes:

1 After selecting the prenote to transfer, this screen will appear.

1 The record selected to transfer will be displayed at the top.

1 Must have a disketteinyourPCi f goi ng t,ohenshit ENGER&O cdntinues e
1 If you are not going to transfer, click on previous(no transfer).

Fields:

1 PC Drive/Folder: if putting the file to diskette, leave the PCdrivedes i gnat i on as O6A6 and t he
blank. If you are putting the file to a drive other than your disk, you will need to designate the drive and the
name of the folder that the file will be going to. If the folder is not already built the system will build that folder
for you.
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Treasurero6s Accounting Workshop

Master File Listings Menu

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

Master Listings Menu Functions

|
&
4

D

Prompt

. )
Export Data to Excel

OnDemand
P Base Files Menu 7 Retrieve
P Revenue Summary By Fund My Reports )
P Revenue Summary by Department "mﬁ

» General Ledger Detail [ Public Inquiry

P Accounts Payable Detail

P Auditor Disbursements

P Order / Check File

P Label File Listing
Labels

Daily Processing
ax Sale Redemp

Return to Main )

> Apportionment Labels from Fund File-Non laser
P Label File -Laser Labels w/select of type
p Order Detail -Laser Label
Optional
P List G/L Detail not Posted to Auditor

D G

+
M4

. SOLUTIONS

PROGRAM NOTES:

1 Toreceive a listing for the entire account number you need to have the auditorrunani Account Master
Listingo.
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Treasurero6s Accounting Workshop

Base File Listings

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

s B2 AR ? *®

Base File Listings Menu Functions

|

&

|
D

Prompt

. )
Export Data to Excel

OnDemand
Treasurer 7 Retrieve
» Control File 7 My Reports
» Customer Master File List Program Updates

P Fund Master File [ Public Inquiry
P Transaction X-ref File

P Activity Type Code File

» Class Code File Tax Sale Redemption -
p Fund Type File ( Return to Main )

P Function/Acct Code File (Treasurer)

P Sign Off

-

D T GRS

- . SOLUTIONS

PROGRAM NOTES:
1 Any maintenance to the line items must be completed by the auditor.
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Treasurer 6s

Control File

Accounting

Wor kshop

SOLUTIONS

Base File Listings Menu

EElE B -
Treasurer
P Control File
-
- [E3]
»
» Printer ID E4 J
> =
> # of Copies 1 :‘
»
Print Both Sides ® No " Duplex " Tumble
>
B submit exit [l Lookup JBJRun Interactive

4 » ? Rollup or down past the first or last record in file.

Connected 23 Sep at 10:22 am as: LINDA

(]

Functions

Prompt

Export Data to Excel

OnDemand

Retrieve

My Reports

g

GEED I GEIED

<
List Program Updates
Public Inquiry

e ————
Daily Processing )
Tax Sale Redemption 7)

[ Return to Main )

+* . SOLUTIONS

PROGRAM NOTES:

1 This option will allow you to print out your control file.
1 This option is generated from the information in the treasurerd base accounting file.

FIELDS:

1 Printer ID: defaults to the job default printer, but can be changed.
1 #of Copies: defaults to 1 copy, but can be changed.
1 Print Both Sides: select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)

Report Sample:

TRTYFFR
4/14/08 11:41:47

Buginess ID 01 scluticons

county (= § 2311 W 12th Street
Epencer Ia

Frint Words for 3 ame ¥

Radeem Warrants/Checka W

Turrent Fiscal Year 2007/2008

Stub Print Type Cods 'l

Cash/accrual Basis [a}

Last Journal # Used 5361

ARgsign Receipt #

Lagt Recsipt # Used 128991

Interactive Print Recsipts 2
Printer ID/Misc Recesipts PT
Date of 0ldest Auditor Warrant 11,/30/1997

End of report

Copyright

contact Person Linda Manwarren

Title

Treasurer Business Control Fils

Support Fhone 2

Fhome 1 712/262-4520

Fax 712/262-3477

51301 1147
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Treasurero6s Accounting Workshop
Customer Master File

SOLUTIONS m
\ Connected 23 Sep at 10:22 am as: LINDA

Select Customer List Functions

Submit

Lookup

Customer Type**

P
Misc Code ’7

-

-

-

-

Run Interactive

# of Copies Both Sides
liﬂi‘ @ No " Duplex " Tumble
ﬁﬂ & No " Duplex " Tumble
liﬂi‘ @ No " Duplex " Tumble
liﬂi‘ @ No " Duplex " Tumble

Report to Print
Customer Master
Customer Summary/Alpha
Customer Summary/Number

Email Information

Activelinactive
& Exclude Inactive
" Include Inactive

" Print Only Inactive

Printer ID P4
OnDemand @ No " PrtaOnD " onD Only
**=Blank for all
- . SOLUTIONS

PROGRAM NOTES:
9 This option will allow you to print a customer list. This is generated from the customer master file.

FIELDS:
1 Customer Type: enter in the type of customert o pr i nt . Leave blank to receive
Disbur sement s, easuorg CustBnder Rewenue T r

1 Misc Code: enter in the misc code that is user define to print. Otherwise leave blank for all.

1 Report to Print: check the box to receive an report to print by customer master, customer summary/alpha,
customer summary/number, and/or email information. Also select the number of copies to print and print both
sides by selecting no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.) *

1 Active/lnactive: specific that data you want to receive on this report. *

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

1 OnDemand Options: select no to print the listing as normal, Prt&OnD to both print the report and send a copy

to OnDemand, or OnD Only to send a copy to OnDemand without printing. *

Report Sample
TRXRPFR Customer Master 1
12/07/05 8:50:27
Clay County Treasurer 01

Cust# Name Current Year 3 Year Ago Phone 1 Alpha Search Misc Code
Active Address 1YearAgo 4 YearAgo Phone 2 Contact
2Year Ago 5YearAgo Fax Fed ID/SS#
D 107 Area Ill Comm. College 195723.21 551107.84 AREA Il COMM COLLEGE
la Lakes Community College Il 494562.93  472220.58
Robert W L'Heureux 545034.65 452847 .01 0
19 S 7th St
Estherville IA 51334 - Country Carrier#
Bank ID 0 Central Bank Account#/Type 301019 ACH Date ACH Flag
Cust# Name Current Year 3 Year Ago Phone 1 Alpha Search Misc Cod e
Active Address 1YearAgo 4 YearAgo Phone 2 Contact
2YearAgo 5YearAgo Fax Fed ID/SS#
D 108 Area IV Comm. College 458.34 1002.67 AREA IV COMM COLLEGE
Business Office 1047.45 908.54
NW lowa Community College IV 1233.59 868.17 0
603 W Park St
Sheldon IA 51201 -1046  Country Carrier#
Bank ID 0 lowa State Bank - SHELDON Account#/Type 6856541 ACH Date 1/13/1999 ACH Flag
Cust# Name Current Year 3 Year Ago Phone 1 Alpha Search Misc C ode
Active Address 1Year Ago 4 YearAgo Pho ne 2 Contact
2Year Ago 5YearAgo Fax Fed ID/SS#
D 109 Area V Comm. College 5068.45 10379.24 AREA V COMM COLLEGE
11034.77 8353.84
lowa Central Comm College V 10529.32 8024.64 0
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Fund Master File

Treasurer 6s

Account

ng

Wor kshop

PROGRAM NOTES:

9 This option will print a listing of the fund numbers.

1 This option is generated from the information in the treasurerd base accounting file.

FIELDS:

1 Printer ID: defaults to the job default printer, but can be changed.
1 #of Copies: default to 1, but can be changed.
9 Print Both Sides: select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)

Report Sample

TRAWPFR

12/08/05 8:53:16

01 Clay County Treasurer
Fund Fund Desc

01000 General Basic Fund

02000 General Supplemental Fund
10000 MH - DD Services Fund

11000 Rural Services Basic Fund
12000 Rural Services Supp. Fund
13000 Events Center Pledge Obl Fund
14000 Sheriff Undercover Fund

14001 Sheriff DARE Fund

14002 Sheriff Canine Fund

16000 Local Option - Rural Uses
17000 Local Option - Any Lawful Use
18000 Local Option - Fair

18001 LOSST Revenue Fund

18002 LOSST Rev Bond Sinking Fund
18003 LOSST Rev Bond Reserve Fund
19000 Courthouse Restor ation
20000 Secondary Road Fund

21000 General Rev. Sharing Fund
22000 Flood & Erosion Cont.Fund
23000 Pub.Safety Spec.Levy Fund
24000 Vote d Amb.Service Fund
25000 Weather Modification Fund
26000 Co.Government Assistance
27000 Reap - Resrc Enhncmnt - Cnsrv
28000 Recorders Records Mgt Fnd
29000 Suppl Environmental Proj.
3XXXX Capital Projects Funds

30000 Capital Projects

Treasurer Fund Information

Drainage Order

Fund

Copyright

Processing

Class Investment Auditor Treasurer
Code  Pool# Fund# Fund Type

02000 02
10000 48
11000
12000

03
03

14000 62

14001
14002

61
16000 49

18000 51

18002 58
18003 59
19000 54

20000

05

22000 06

23000 06
24000 06
25000

06

27000 40

28000 46
29000

60

3XXXX 46

33

01000

13000

17000

18001

21000

26000

30000

01

56

50

57

06

11

12

63
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