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Getting Started

Welcome

System Requirements

Installation of Updates

Windows Basics for 95/98/NT Users
Windows95/98/NT Internet Users
Windows Skills You'll Need

[\O G0 |\ [ [ [

This manual is best viewed at 100% magnification
for details on smaller screens.

Welcome to the General Ledger. The General
Ledger can be used as a standalone product, or as the
centerpiece of your financial record keeping. It
communicates directly with other IMS software
systems and has a budget worksheet module that allows
you to work with budgets on a number of levels and
then effortless load them into your operating data files.
It also has the ability to print custom reports that you
create. The 32 bit version will be installed on Windows
95, 98 and NT systems in the original program that
your Customer Support Representative (CSR)
provides. All of our program databases have
parent/child relationships. It is generally bad practice
to accumulate orphans, which are child records whose
parent has been deleted. Before deleting items review
the Parent/Child Relationship Rules.

Hard disk with 10 MB free disk space
Microsoft Windows 9x, Windows NT 4.0, 2000 or later
Accounts Payable 3.221 or later

Occupational Licenses Manager 4.400 or later
Utility Billing 6.130 or later

Inventory Work Order 2.170 or later

Fixed Assets Manager 3.010 or later

Citizen Services 2.200 or later

Vehicle Maintenance 2.071 or later

Building Permits 4.230 or later

Payroll Manager v 4.00 Beta K or later



Installation of
Updates

Windows
Basics for
95/98/NT

Users

6

VGA graphics and monitor
Any pointing device supported by Windows

If Accounts Payable, Inventory Work Order or
Vehicle Maintenance are sharing the General Ledger
chart of accounts database, this version of General
Ledger should be installed and initiated first so it can
apply the database changes for the other programs
sharing the data. The corresponding versions in the
other programs are AP 3.220, IW 2.160 and VM 2.070.
Accounts Payable will maintain its own chart of
accounts if it is not configured to share with General
Ledger, but will not automatically update the chart of
accounts.

The new IMS demo and option control system works
for existing users who have a license file containing
installed options. If there is no license file, then certain
options will not be installed on all systems. The Demo
program expires 30 days after it is first used.

This is where it all begins. Check with your CSR and
read all Release Notes for directions on converting files
from older versions. You will need to periodically
install updates as new information is added to the
program. As long as your update is saved into the
correct directory the original program will use it.
When installing, TYPE in the directory (ex. C:, D:, or
E\GL): you want the program to go, otherwise it tends
to default to a directory that it creates below the main
directory (C:\GL\General Ledger). This means the
program will not find it and consequently not work.
You also do not want it saved into C:\Program Files.
This will not allow it to work either.

Start Windows if you’ve not already done so. Insert
the Update disk into drive A (or drive B). You first
need to find where your General Ledger program is
installed. Find the icon on your main screen (Program
Manager) and highlight the General Ledger icon, and
right click with your mouse on the icon. Select File,
Properties, and click on the Shortcut Tab. The line you
want to look for will be labeled as Target. There you
will be able to view the directory you need to place the
update into.
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Once you have determined which directory to install
into, you are ready to start the installation process. Left
click on Start; Select Run from the File menu and then
Browse, selecting the .exe file on the diskette in Drive
A: and double click on the .exe file to begin the
installation. The program will start installing and you
will see a blue screen, and then a welcome screen. It
will ask you which directory you want to install the
files into. Make sure it is exactly where it needs to be
as the data for the program is located in the same
directory as the program files (see above on how to
locate your directory).

Select Destination Directory B

The Gerneral Ledger will be inztalled into the following
diractory.

IF wou would like toinstall it into a different
directorp/drive, use the browse izt below.

[Destination Directony:

oG

£ ap
£ b
£ cem
£ Citiz
£ fa
|;:| F!Ieaafe -l

In Windows 95/98/NT the default is C:\Program
Files\GL. You may not want this directory, so TYPE
IN the location to the directory you found the program
in (using the directions above). When installing into an
empty folder, the current system date, current month
and year, and receipts month and year are initialized
from the computer date.



Windows
95/98/NT
Internet
Users

The examples show
c: drive, but most
users will have their
program located on
d, g, f, or some
other drive.
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Click OK when you’ve entered the desired location. It
will ask you if you want to make backup copies and
will backup the program files that the update replaces
into the same directory, into a new folder called
BACKUP. After this simply follow the instructions
and it installs the update for you.

Copying file:
C:MMSAGLAWGL EXE

] 9%

After it is complete, you will be given the opportunity
to view the release documentation. This is a document
containing information and explanation about what is
new to this version of the General Ledger, including
last minute changes since the manual was printed.

The release documentation for new release can always
be viewed at the IMS website, http://www.ims-
florida.com. The site will always have the latest
release information. The release notes can also be
viewed once the program is installed under Help,
Contents, Release Notes.

Updating from email:
Your CSR will send you updates in the email if you

request this method of updating. When you receive the
emailed files (for example gl4233.exe, .w02, .w03),
save them immediately into the directory that your
program is running in. See the Windows update
installation instructions above to see how this is done.

Once you have saved all of the files you receive in the
email from IMS, then you may go into My Computer
by right clicking on it, and choosing Explore. From
there, you simply locate the .exe file and double click
on it to run the installation, following the instructions
on the screen. Remember to TYPE in which Drive and
Directory you want the program to install into, such as
D:\GL.


http://www.ims-florida.com/
http://www.ims-florida.com/

If you skip this step
now, you may view the
documentation later in

the program itself.

Windows
Skills You’ll
Need
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Updating from a disk:

Insert the Update disk #1 into drive A (or drive B). In
Win 95/98 right click on My Computer, select explore.
Highlight the drive (A or B) that the disk is in. Find
the file, Setup.exe and double click on it. Insert Disk
#2 when prompted.

In all of these installations you may choose to read the
release notes which are essentially the latest update
information and changes to the program.

Because the General Ledger runs under Windows, it
is necessary for you to have certain Windows skills to
be able to use it most effectively. What follows is a
very brief explanation of some of the skills most useful
in using your General Ledger. This does not replace
your Windows manual. 1f any of these is not a skill
you’re comfortable with, you’ll want to refer to your
Windows manual for a complete explanation.

Entering information on a screen

When you are entering information into many fields on
a screen, such as when adding an entry, use the Tab
Key to move to the next field, and Shift+Tab to move
to the previous field. DO NOT use the Enter Key.

The Enter Key is the same as clicking on OK, and
means you’ve completed your entries and are ready to
move on to something else.

Control

If you don’t have a good understanding of this concept,
you’ll spend way too much time trying to get the
program to do what you want it to. When you go into a
window, such as Account Inquiry, there are two areas
of the window: one where the account information is
and another where the Find field and buttons are.
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Actual |Encumbared I Budageted I

Curient Balance

001-101.1000 CASH-GEN REY FUND 0.00 254 461 56
001-102.1000 FETTY CaSH-[PSEPE] 300.00
0011022000 PETTY CASH - ADMINISTRATION BO0.00
001-104.3000 CASH-PAYROLLAFIDELITY BANK 1.007.06
001-115.:2000 MISC ACCOUNTS RECEIVABLE 0.00
001-125.1000 INTEREST RECEIVABLE 5.566.34
001-131.1m0 DUE FROM PARK SPECIAL FUND 0.0
001-131.400 DUE FROM EMTERPRISE FUMD 3878573
001-131.4m1 DUE FROM ENT. FUND - LOAN E5.800.00
001-151.1000 5.B.A MGT FUNDHIEIDB2 7241799
001-151.2000 S.B.A MGT FUND #161085 1.452.045.95
001-161.9000 LAND & IMPROVEMENTS 341,343.00
0o1-162.9210 SECURITY COMPLER £1.936.00
o1 1
Find: I jjj Histary | E“l Detail I m‘; Cloze | ® Help |

When you first see this screen the cursor is flashing in
the Find field. That means that if you press a letter (or
number) on your keyboard it will appear in this field.
However, if you click within the entry information
portion of the screen, the control moves there. Then,
when you press a letter, the program takes you to the
first occurrence of that letter in the list. You can tell
where the control is on a particular screen by looking
for the flashing cursor in a field, an outlined word on a
button, or an outlined record in a list. To move to a
screen tab, simply click on it. That screen will be
brought to the front. Moving between screen tabs is
especially important when entering new information.

Mouse vs. Keyboard

Throughout the manual, the mouse commands are
given for procedures (e.g. “Click on OK”). If you
prefer to use keyboard commands, you’ll want to pay
attention to the underlined letters in options throughout
the program.

For example, to pull down the File menu, you may
click on File, or you may press Alt+F. Then, when the
menu is pulled down, you may click on your choice, or
press the letter that is underlined (ex.: Receipts = Alt
R) in your choice.

Any time there is some information that could be
looked up (on a calendar or in the business codes, for
example), you’ll click on your right Mouse Button to
see it. But you can also press F3.



On a drop list, press
the first character
of your selection to
go directly to it.
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Using the scroll bars
Scroll bars are found at the right edge and bottom edge
of the screen when the information for the screen won’t
all fit on at once. You may click on the up and down
arrow keys to move incrementally through the display,
or drag the box up or down to move more quickly.

Moving a window

There are times when you may need to move a window
to another location on your desktop. To do this, click
on the title bar of the window and drag it to the new
location. Then release the Mouse Button.

Resizing a window

Occasionally, you may want to resize a window so you
can see more of its contents. To do this, click on the
window. Then, point to a corner or border of the
window (the cursor will become a double-headed
arrow). Drag the mouse until the window is the desired
size and then release.

Window Setup
Go to File, Account Inquiry or any other main screen.

Then go over to Windows from the Main list and open
that at the same time. This allows you to customize
your viewing capabilities.

Tile
LCazcade

Arrange lcons

v 1 Browse Accounts

Quick Tip Keys:

F1 brings up a Help menu for quick and easy
explanation of terms. If you are in a date field, press
F3, which is invaluable in IMS programs and will bring
up a calendar in a date field or pop up list in many
other fields. Always try it if you need to select from a
list to see if it is available this way. Press the Escape
Key to release it. Right clicking on the Mouse Button
will also display selections if available.
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Using the Clipboard

This menu contains the standard Windows editing
functions using the clipboard. It is active only when a
document window is open.

Cut (*X)
Move the currently highlighted text to the Windows
Clipboard.

Copy (*C
Copy the currently highlighted text to the Windows
Clipboard.

Paste (*V)
Copy the contents of the Windows Clipboard to the
field where the cursor is currently located.

Reference Help/Contents

Your program has assistance under Help (press F1 at
any time to take you to this section) or Contents.
Contents has a better overview of the entire section.
It is filled with explanations of almost every function
and key in the program. You may want to familiarize
yourself with some of the different items in there
before beginning. This makes using the program much
simpler. You may print the information you have
entered at any time by selecting the appropriate item
from the Reports menu.

IMS Web Site

You may automatically link to the IMS web site if you
are connected to the Internet by clicking within the
General Ledger Manager program under Help, IMS
Web Site. You may view the User Manual in this
section also.
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About
LContents
Search for Help On...
Wiew Uzer Manual

m IM5 Wweh Site

How ta Use Help

Windows has its own section for assistance with
questions about Windows topics - How to Use Help
which is found within the program. Use it by looking
through the Contents, the Index alphabetically, or by
using the Search for Help On...capability to find the
topic or keyword you need help with.

¥ Windows Help HE B

= s T ]

Hicle: Back  Forward  Opfions el Help

= To find a Help topic
noex

Conterts ¥ |§earch| 1. In Help, click one of the follawing
Type in the keyword to find: tabs:

|| # To browse through topics by
category, click the Contents tab,

To see a list of index entries,

bmp

Jdoc files, 2ee documents click the Index tab, and then

it files, using as wallpaper either type a word or scroll

Jcm files through the list,

pit file:s » To search for words or phrases
fut files that rmay he contained in a Help
1394 devices, ports topic, click the Search tab.,
16-bit DLC protocol

16-color display 2. Inthe left frame of the Help

2000, calendar seftings window, click the topic, index entry,

or phrase to displa_y the

25B-color displa h .
Py corresponding topic in the right

32-bit DLC protocol

32-hit PC Card support frame.
digahling | Note
# Click Web Help % on the Help -
Display I toolbar to get technical support,
answers to frequently asked
questions, and late-breaking tips =

User's Manual

The manual is set up so that each main category is to
the left side, each function of the program to the right is
Bolded and Underlined. Fields of information and
the path (i.e. File, Setup) are typically bolded so that
you may recognize them easily. The steps are directly
below it. The manual attempts to follow the natural
progression of steps the user would normally take when
running the program. If in doubt always look to the
Index for the topic and hyperlink (jump from one point
of the document to another) from the page number of
the item you seek. Use the Go Back Button to return to
where you were last. You may view the User Manual
from within the General Ledger program under Help,
View User Manual if you have Adobe Acrobat.
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Getting Organized

System Data 15
Accounts Setup 20
Transaction Codes Setup 22
Sources Setup 28
Receipts Setup 33
Journal Entry Setup 40
Budget Preparation 43
Security 33

First Steps
There are a few short, but important, first steps you will

want to establish for the security and efficiency of your
accounts. The first is to enter codes and some basics
preferences on your system. The second is to establish
the security of your system. This means that you need
to decide who has access to what. After this has been
done you are ready to start using your General Ledger
program. If General Ledger is left at the user login
window for one minute the program will be terminated.
This is to prevent blocking logins by other users.

Because the budget module requires a chart of accounts
the first step is always initializing the year of the
budget. Then you may create your budget groups,
budget names, and members if that has not already
been done. When a budget is initialized the fiscal year
assumed will be the budget year, not the current fiscal
year. The initialize fiscal year procedure clears all
account balances prior to setting the opening balances
for the year. The initialize fiscal year procedure will set
the current period to the first month of the fiscal year if
the year was re-initialized (update beginning balances
only).

Upon entry in the program you will always have a date
open reminder. This reminds you of which month you
are working in.



System
Data
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Date discrepancy B I

The curment month open iz January and the zystem date iz in
December.

The status bar at the bottom of the main menu window
shows the current receipts period and date as well as
the current accounting period and date. The receipts
period is labeled "Cash" and the accounting period is
labeled "Ledger".

Iwednesday. November 20, 2002 [171:4Babd Syste

Go to Setup, and start with System Data.

System D ata

LChart of Accounts
Budget Preparation
Revenue Types
Journal Entry Types
Froject Codes
Source Codes
Tranzaction Codes
Import Profiles
Security }

v T T T T T ¥ ¥

General Syztem Data
Set Spatem Date

Set Current Period
Set Receiptz Date
Set Beceipts Period
Configuration Ophiong

General System Data

Go to Setup, System Data, General System Data. On
the General Tab fill in the data file version, the System
Date, the City Name, the first month of the fiscal year,
the Current Month and Year that are open, the
current Cash receipts Date, Month, Year and the
Budget Fiscal Year.
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Document Path is for the location of PDF documents.
Press OK when done.

General | Special |

Wersion: 4.2800
Swstem Date: rm_

City Mame: |WILLAGE OF Hotville

=

FigzalYear Beging: [10 2

Current Month: 03 =

Current Cear: Im
Cazh Date: IW
Lazh Month: 12 =

Cazh ‘Year Im
Budget Fizcal vear Im

Document Path: [ c:himshgl

3 Syztem File Will Be Updated

General Special |

It & month and year is et in the controls below, no changes will be allowed to
ahy accounting period prior to the period set. Thiz iz recomended as a
precaution after a fizcal pear audit has been completed.

First b amth: I i] E
First v'ear: onan

H ok I El‘_' Carncel I B Help |

The Special Tab allows locking all data files prior to a
specified period so they cannot be changed. This tab
describes the first month and year.

Set System Date

Go to Setup, System Data, Set System Date. This
will set the date of record for all activity in this session.
You may choose to make this a Temporary Change
Only by checking the box.




3| Date Will be Changed

Spztemn Date: M

[T Temporary Change Only

Hox | o | @ e |

Set Current Period

Go to Setup, System Data, Set Current Period.
Check the Temporary Change Only box if this
change applies to this user only and will revert to the
original date when this session ends.

3 Perniod Will he Changed

Current Month: m
Current ¥'ear: I 1997 E

[T Temporary Change Only

Hok | Geai [[2 Hep |

Set Receipts Date

Go to Setup, System Data, Set Receipts Date. You
may mark if this is a Temporary Change Only. Sece
also Configuration Options for additional information
on this.

£ Date Will be Changed E
Receipts Oate: m

[T Temporary Changs Only

Hox |Geoi |2 Hep |

Set Receipts Period
Go to Setup, System Data, Set Receipts Period. You
may mark if this is a Temporary Change Only.
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# Period Will be Changed =

Current Maonth: H
Current Year: I 2000 3:

[T Temporary Changs Only

B ox | §ai | 2 Hep |

Configuration Options

Go to Setup, System Data, Configuration Options.
If Normalize Signs is checked, amounts shown on
reports and windows will not have signs if a normal
posting. You may choose to Disable Print Preview of
built-in reports, Print Landscape Reports, and Hide
Disabled Menu Items, Enable Transaction Logging,
Create PDF Report Files.

Pluglam Configuration Options
V' H gns

[ Dizable Feport Prink Presview

v Print Landscape Reports

[ Hide Disabled Menu ltems

¥ Enable Transaction Logging

¥ Create POF Report Files

[ Disable Hard Copy Reparts

[ &wta Beceipts Date Maintenance

[ &wto Beceipts Period Maintenance

Canfiguration will be Changed

Ok I Cancel Help

| Program Configuration O ptions

Enable Transaction Logging will log all additions,
changes and deletions to the transaction file. Logging
can be enabled or disabled. Be aware that there is a
processing overhead consumed by the logging process
which will affect processing speed, particularly when a
large number of transaction is involved. The logged
information includes date and time, the user name and
computer name, the field changed and the before and
after value of each changed field. A complete copy of
all deleted transactions is also saved.
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The log file may be viewed using Utility,
Miscellaneous Utilities, Browse Activity Log. The
log file may be purged by date using Utility,
Miscellaneous Utilities, Purge Activity Log.

You may create PDF files of reports. This option is
available only if the PDF module is installed. Ifthe
PDF module is installed two new checkboxes (Create
PDF Report Files and Disable Hard Copy Reports)
will appear. They work in conjunction with the
Disable Print Preview checkbox. Each of the three
controls function individually. Any combination of the
three is allowable except the one that disables all print
output (Disable Print Preview checked, Create PDF
Report Files unchecked, and Disable Hard Copy
Reports checked). You can, for example, set the
system up to create PDF files for all reports without
showing a preview or printing a hard copy. If print
preview is enabled hard copy must also be enabled if
you want the option to print or not print hard copy after
viewing the preview. The printer button will still
appear in the preview header, but pressing it will not
print a hard copy if it has been disabled in
Configuration Options. These options affect all built
in reports, but not custom reports. For more details

see PDF Reports.

Two configuration options control receipts date and
accounting period maintenance. If the Auto Receipts
Date Maintenance option is set, the receipts date will
be set from the computer clock date when General
Ledger is started. If the Auto Receipts Period
Maintenance option is set the receipts accounting
period will be set from the receipts date when General
Ledger starts, or when the receipts date is changed
using Setup, System Data, Set Receipts Date. If both
options are enabled, the receipts date and period will be
set automatically at startup to the current month and
year based on the internal computer clock. The
receipts date and period may still be changed using
Setup, System Data, Set Receipts Date and Setup,
System Data, Set Receipts Period.



Accounts
Setup
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If the Auto Receipts Period option is enabled, setting
the current receipts date using Setup, System Data,
Set Receipts Date will also set the receipts period.
The Temporary checkbox applies to both the date and
the accounting period. If checked the receipts date and
receipts period change will apply only to the user
making the change and revert to the previous values
when the user next starts General Ledger. If it is
anticipated that some users may need to work in
different receipts periods it is recommended that the
Auto Receipts Period option be turned off.
Unexpected changes in the receipts period for users
when another user logs in could occur otherwise.

Browse Master Account

Go to Setup, Chart of Accounts, Master Account
File, Browse Master Account File, Insert Button.
There is an enhancement which reduces keystrokes
when adding to the master account file: If the account
is a line item it can optionally added to all departments
in a fund. Enter the expense account number without a
department such as "1-511.1". Fill in the account name
and the account code, then press the OK Button. If the
account code is for a postable expense (code 4) and the
department number is missing from the account
number, you will get a window asking "Add this line
item to all departments in this fund?". If you answer
no it will admonish you for omitting the department
number. If you answer yes it will add the account to all
departments in the fund that have at least one expense
account.

If there is more than one chart of accounts it will show
you a list and allow you to select the charts to which all
these accounts will be added. If there is a single chart
the accounts will be added with no additional
messages. Should any error occur while the accounts
are being added, the entire process will be reverted and
no accounts added.

Print Chart of Accounts
Go to Setup, Chart of Accounts, Print Chart of
Accounts. See a sample.
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[ PDF Name I 3

POF harme: | chartofaccounts

H o«

Print Master Account List

Go to Setup, Chart of Accounts, Master account
File, Print Master Account List. See a sample of this
report. See also Reports, Lists, Master Account
List.

Browse Account Types

Go to Setup, Chart of Accounts, Browse Account
Types. All account codes are related to a particular
account type, which determines how postings are
normally made to the account. This implicitly
determines which reports the account will appear on.
Press the Edit Button to edit an account type, Insert to
add a new account type.

% Browse Account Types E

LIABILITY | Credit
REWVEMUE | Credit
EXPEMSE  |Debit
EQUITY Credit

[ Y N

£ Insert | Bl Edit I F Delete |
El‘_‘ Cloze | ‘? Help |

To insert a type press the Insert Button. To make
changes highlight the type and press the Edit Button.

On the General Tab select a Type code, Name of the
account, and a Debit or Credit posting type.



Transaction
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& Adding a Type |
General |

Type: m
M ame: I

Posting
™ [iehit

= Credit

n k. I fi_l‘_' Eancell ? Help |

Browse Account Codes

Go to Setup, Chart of Accounts, Browse Account
Codes. Every account is assigned an account code.
Account codes determine the function of an account. If
it is a non-postable account it also determines on which
reports the account will appear.

% Browse the Account Code File x|
By Code |
Code| Mame Type Funct :

5 EXFEMSES EXPEMSE

9|&55ETS BEGIM SUBTOT4ASSET Beqin Sub
10| LIABILITY BEGIMN SUBTOTLIABILITY  |Begin Sub
11|REYEMUES BEGIM SUBTIREVERUE |Begin Sub
12|EXPENSE BEGIMN SUETO|EXFEMNSE |Begin Sub
13|A55ETS CLEAR SUBTOTASSET Clear Subt’l
14| LIABILITY CLEAR SUBTOLIABILITY | Clear Subt
15| REYEMUE CLEAR SUBTOREVENUE |Clear Subt
16|EXPEMSE CLEAR SUBTO|EXPENSE | Clear Subt
17| ASSET EMD SUBTOTAL |ASSET End Subtc
18| LIABILITY EMD SUBTOTA LIABILITY |End Subtc
13|REVYEMUE EMD SUBTOTAREVERNUE |End Subtc
20|EXPEMSE END SUBTOTAEXPENSE |End Subtc

3 Inzert | 93 Edit | T} Delete |

fj_l‘; Cloge | ? Help |

Pressing the Accounts Button will show you the
account number and name of the expenses associated

with this code. Press the Edit Button to edit the
account code. Only postable codes do not show 3 tabs
instead of just the General Tab when editing existing
codes.
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On the General Tab fill in the Account Code, Name of
the account type, number assigned to that account
Type. Check one of the Function areas. Press OK or
go to the next tab.

General |Beports I Format I

Code: m_

Mame: | EXPEMSES

Type: I 4 | EXPEMSE

Function
" Postable

= Title

" Beain Subtatal
" Clear Subtatal
" End Subtotal

Hok |Geoi | R Hep |

On the Reports Tab check the columns you want. The
"I" column applies to reports printed for an individual
fund, while "G" applies to reports printed for fund
groups.

i Code Will Be Changed E

General Heports |Eormat|

[ |Ba|ance Sheet

i |Detai| Budget Repart by Department
[ [T |General Ledger

¥ [ |Revenue and Expenditure Report
rr |Trial B alance

i |Budget Surnrnary Report

C IDetaiI Budget Report by Line [tam

I G

Hok | Boi | R Hep |
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On the Format Tab you may add lines or spaces above
or below non-posting accounts. Skip Above means a
blank line will be printed, Above the Account Line
means a line will be printed above the account. Below
Account is an option which means the reverse. Select
one and press OK.

3 Code Will Be Changed [ x|

General | Bieports  Eormat |
- Ef
[T Line Above Account
[T Skip Below Account
[T Line Below Account

Hox | Goi | @ vew |

Browse Fund Names

Go to Setup, Chart of Accounts, Funds, Browse
Fund Names. This displays a list of all funds. You
can add, delete or change a fund record.

3 Browse Funds

101|STREETS IMPROVEMENT FL
102| TRAMSPORTATION IMPACT
103| L ENFORCEMENT TRUST|
104| RECREATION IMPACT FEES
105| L& EMFORCEMENT TRUST|
107 EMS MATCHING GRANT FUM
108|LOCAL Laww/ ENFORCEMMNT B
201 |PUBLIC IMPROVEMENTS DE
202|FUMD BALAMCE

203|045 FUMND MCERIDE & COM
204|REVEMUE MOTE, SERIES 19
210/SERIES 1332 UTILITY REV B

L Insert | ﬂ%ghange | ﬁ‘ Delete |
EE Cloze | % Help |

oo ooooooo o oo g
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To add a fund, press the Insert Button, to change the
Change Button. Press Close when finished.

Fund Will Be Changed

General |
Mumber: I'm_
M ame: |I3ENEFE.~’-\L FUND

Fund Balance: |2?'| 000
Due To: IED?.DDDU
C'ue From: |1 31.0000

Type: |1 ALLFUNDS

n ak I fi_l‘_' Cancell ‘? Help |

Enter the Fund Number, Name, Fund Balance and
Type number. Press Ok when finished.

Due To and Due From transactions may optionally be
generated when transferring from Utility Billing. A
checkbox ("Create Due To/From Transactions") was
added to the transfer setup window.

The default value is checked. This allows different

funds to be used for cash and receipts accounts for a
charge name without having to make journal entries
after the transfer.

The due to transactions will not be created if either
account number is missing or invalid. There must be a
due to and a due from account number for each fund
involved in the transfer. These are set using Setup,
Chart of Accounts, Funds, Browse Fund Names,
Change Button. The due to and due from account
numbers follow the standard procedure for IMS
financial applications: If the fractional portion of the
account (last four digits) is zero, the account will be
generated from the number of the correspondent fund.
For example, if the due from account for fund 1 is 001-
131.0000, a due from entry for fund 401 would be
posted to 001-131.4010. If the fractional part is not
zero then the account will be used literally.

The combine setting for the due to and from
transactions will be the same as for the associated
transactions.
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Browse Fund Types

Go to Setup, Chart of Accounts, Browse Fund
Types. Fund type is an optional parameter for use in
grouping funds for reports.

3 Browsing Fund Types Ei

3| Enterprize
4| Capital Pr

Kl i
2 Insert | ﬁ%[ﬁhangel 7} Delete I

m‘:UDSE | ? Help I

Press Insert to add new information or Change to edit
existing information. Enter the Type number and the
Name. Press OK when finished.

4 Fund Type Will Be Changed =

General |

Type: Iil
M arme: Im

n k. I ﬂl‘_‘ Ear‘u:ell ? Help |

Browse Fund Groups

Go to Setup, Chart of Accounts, Browse Fund
Groups. Use the Insert Button to add new fund groups,
or highlight an existing fund and press the Edit Button
to make changes. To enter the group members to a
fund group, you must click in the right hand side of the
window and then press Insert or Edit. You will select
from a pop up window showing the different funds.
Click Close when finished.
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# Browsing Fund Groups %]
Fund Groups Group Members
Hame MNum| Name
h!!mm_ 001 |GEMERAL/OPERATING
002 |SEwWER

003 |FIXED A55ETS

004 | FUND 004

005 |YACHT CLUB

(00& | POLICE PEMSION FUND
007 |EMPLOYEE PENSION PLAN

GyEdt | B Delets | Bk Close | @ Hep |

Browse Department Names

Go to Setup, Chart of Accounts, Departments,
Browse Department Names. This list consists of all
defined departments. It is the source of department
names used on reports.

7 Browsze Departments E

LY -2 1= L] -..I_|-_I_F
1030[ADMINISTRATION - CITY CLERK,
1091 |STREETSCAPE PROJECT MO. 300
1092 (FIRE DEFARTMENT REMOWATION
1093 (M. /. RECREATION CENTER
1094 | COMMUNICATIONS SYSTEM
1110|FINAMCE - DIRECTOR'S OFFICE
1120|FINAMCE - ACCAOUMNTING
1130(FINAMCE - MAMAGEMENT & BUDG
1140(FINAMCE- UTILITY BILLING
1161 (EQUIPMENT REPAIR & REPLACEMW
1170 FINAMCE - PERSOMMEL & PAYROL
2001 [DRAINAGE UPGRADIMNG - CITY /I
2003{ROAD RESURFACING
2004 \WATER SERYICE LIME UPGRADE
2005(SEWER COLLECTION SYSTEM LI

2 Inzert | ﬁ%;hangel \ﬁ' Delete |

m‘;Elnse | ? Help |

To make changes highlight the department and press
the Change Button. To add new department
information, press the Insert Button. The department
Number is assigned automatically but you may change
it. Fill in the Name. Click OK when finished.



Sources
Setup
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General |
Murnber: |m_
Mame: |LEGISLATIVE

n ok I ﬂl‘_’ Eancell ® Help |

All transactions added must have a source code which
defines where the transaction originated and a project
code which allows accounting for the cost of a project.
There are three built-in sources: Cash, JE, and Tran.
These are listed as internal. The other sources are
external, which means the information is transferred
from another application.

Browse Sources

Go to Setup, Sources, Browse Sources. The source
record includes the location and name of the data file
containing the information to transfer.

3 Browse the Source File E3

By Source Code |

Building Permits Esternal
Cazh Receipts Interal
Jaurnal Entry Interal
Oezoupational Licenses Esternal
Payrall Esternal
Tranzaction Entry Interal
Ltility Eilling External

& [nsert | ﬁégdit I ﬁ Delete |
EI‘_' Cloge | ? Help |

Press the Insert Button to add a code. A typical source
record appears below. Select a Code, Description,
Type (Internal or External), and Location (file path).
Click OK when finished.



To prevent a

bloated General
Ledger it is
recommended

that the combine

box be checked

for all three accounts.

29

3 Changing a Source Record [ %]
General |
Code: IHH
Description: |Accounts Payable
Type———
© Intemnal
& External
Lacation: [D:AP

[Bok | Beout | 2 b |

Before making a transfer, Utility Billing and General
Ledger must be set up properly. In Utility Billing the
accounting method is set to either cash or accrual. For
each charge category a valid account number must be
present in each of the three account number fields. (If
method is set for cash an Accounts Receivable account
is not needed.) In General Ledger there must be a
source code of "UBG6" set up, with the path to Utility
Billing data.

Nothing will be transferred in charge categories for
which the account number fields are blank. They will
not appear as rejected transactions, but treated as if
they didn't exist. All non-blank account numbers are
checked against the chart of accounts, and non-blank
invalid numbers will appear in the transfer register as
rejected.

All three accounts for each category should be in the
same fund because no due to/from transactions will be
created. If the funds do differ, the user must be
responsible for making the appropriate journal entries
after the transfer.

When transferring from Utility Billing version 6, an
option exists to transfer billings, payments, or refunds
separately, as well as all.

When transactions are transferred individually
(Combine box not checked) the Description field in
the General Ledger transaction will have the name of
the charge category and the date will be the date the
transaction was created by Utility Billing.
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If the transaction is a combined one the description will
be the source description followed by the date of the
transfer, and the date will be the date it was transferred.
There is support for the cash out (refund cash) account
introduced in Utility Billing version 6.16H. If this
account is present the amount of deposit refunded will
be credited to this account instead of the cash account.
If the cash out account is empty the cash account will
be used instead, so transfers will function as before if
the new account is not used.

The rules for combining transfers from Utility Billing
6 enhance the usefulness of the transfer report. When
the Combine box ( In the Utility Billing program
Setup, Lists, Charge Names, Change) is checked for
any of the accounts, the identity of the charge category
will be preserved. The combine will be by charge
name. If the same receipts account is used for more
than one service there will still be a separate
transaction for each category.

If the Combine box is checked on either the cash or
receivable accounts they too will be broken down by
charge name. Combined transfers have the charge
name as description, even for cash and receivable
amounts.

Fine receipts may be transferred from Citizen
Services version 2.100 or later. An external source
code of CS must be added using Setup, Sources and
the path to Citizen Services data specified. Only
settled amounts are transferred, and the fine is assumed
paid on the settlement date. Each fine type is
transferred separately, and each may have different
receipts and cash accounts.

Either receipts or cash may be transferred individually
(one transaction for each fine) or grouped by fine type
(one transaction per fine type). This is controlled by
settings in the fine type update form in Citizen
Services. Note that if a fine is rejected for either an
invalid receipts or cash account the transfer report will
indicate that both accounts are invalid even if one of
them is OK.



L= Activity |
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If the fund or either account number field in the fine
type window is blank, all fines of that type will be
ignored and will not appear in the transfer report.

Browse Projects

Go to Setup, Projects, Browse Project s. This
window allows creating, changing or deleting project
codes. Press the Activity Button to display a list of all
current activity for the selected project. Project codes
are used to identify receiptss and expenditures
associated with a particular project. It in effect
provides a method of accounting for costs that crosses
account number boundaries. Projects exist for a finite
time period, and may be anything from a capital
improvement project to small maintenance work
orders.

EE Browse Projects HE B

By Code |Byﬂame|
Project

Ll 1|
& Insert | S Edt I T} Delste |
= Activity m‘_' Close | B Help |

The Activity Button will show you all the activity for
the project. Highlight the existing project and press
Edit or Insert to add new information. The project
update window is displayed below. Fill in the Project
Code (number), Name, and Dates Opened and
Closed. The number will be assigned automatically
but you may change it to whatever you like.
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B Changing a Project Record HE B
Project Code: I_n
Project Mame: |Main Street Improvement Project
Date Opened: IB.:"EU;‘?UD'I Date Closed I

H ok |m:uuit |‘?He|p |

& Activity for testing this project [=]

Fiscal Year | Current Period |

i |
Total: 0.00 G‘l!iew |ﬁk Close | B Help |

@ iew | You may highlight an activity and view the details by
pressing the View Button.

Browse Transaction Codes

Go to Setup, Transaction Codes, Browse
Transaction Codes. A transaction code is assigned to
each transaction. The code is user defined, and is
intended to allow isolating a group of transactions. The
code can be used for whatever you like. The system
processes all transaction codes equally except for
reports that have an option of specifying a transaction
code. If there are no records in the transaction code
file, the transaction code request window will not be
shown when entering transactions. This is for the
benefit of users that do not use transaction codes.

Highlight the code to change and press Edit to change
the code. To add a new one, press the Insert Button.
Press OK when finished.



Receipts
Setup

3 Browse Transaction Codes

Tranzaction Code 2
Trangaction Code 3
Tranzaction Code 4
Tranzaction Code &
Tranzaction Code B
Tranzaction Code 7
Trangaction Code 8
Tranzaction Code 3
10{ Tranzaction Code 10
11| Trangaction Code 11
12| Tranzaction Code 12
13| Tranzaction Code 13
14| Tranzaction Code 14
15| Tranzaction Code 15

000 =] OO O e 00 M0 S

1B Tranzaction Code 16 ;I
) Insert | &5 Edit I ﬁ Delete |
m‘_‘ Close | ‘? Help |

3| Changing alranzaction Code

General |
Code: m_
M arne: | Tranzsaction Cade 15

& tranzaction code iz azzigned ta each
tranzaction. The code iz uzer defined. and may
range from 1 ko 9339

n ] I E‘_‘ Cancel | ? Help |

Browse Receipts Types

Go to Setup, Receipts Types, Browse Receipts
Types. A receipts type may be a member of any
receipts group. The receipts types are shown in the left
hand table. The right hand table shows the transactions
in the currently selected receipts type. This is the
combine type. When a receipts transaction is coded as
Batch combine, all instances of this account number for
this receipt will be combined into a single transaction.
This transaction will be transferred individually, with a
description belonging to the receipt.
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4 Browse Revenue Types [}
By D |By MName |

FRANCHISE FEES PHONE
FLORIDA POWER MUN UTILITY TAX
FUEL T&x REBATE

MISC. - GARAGE SALE -
GARBAGE DELINQUENT

GARBAGE & TRASH

CHECK DEP IN GG ACCT

CIT™ HALL RENTAL

MISC. INT. INCOME
INTERIM GENERAL SERVICE FEES
LICEMSES - OCCUPATIONAL =l

& Insert I 54 Edit I T} Delete I B Insert | 4 Edit I T} Delete I
EE Cloge ‘1? Help |

To edit information about one of the receipts types,
highlight it on the left side of the window and press the
Edit, Delete, or Insert Button for new information.

# Changing a Revenue Type ]

General |Iransacti0ns I Groups I

1D: [TRERT |
Source: CASH Ca&5H RECEIPTS
Hame: |GAF|B.5\GE CDELIMQUEMT

n Ok I JEI‘: Cancel | % Help |

On the General Tab, fill in the ID, Source ID, Receipts
Name Type.

On the Transaction Tab you may view the transactions
for this receipts group.

# Changing a Revenue Type [x]

General Transactions |G[_Qups I

o7 rasfr Combine

n Ok, I m‘_' Cancel | ? Help |




Partially
unformatted

account numbers
will be accepted.
Because non-
expense accounts
Are stored internally
with a zero
department, such
accounts must include
four zeros to pad
the department
number space.

Funds must be
entered in a three
digit format with
leading zeros as
required. If the
account number
entered contains a
formatting character
(dash or period)

the standing parsing
rules will be followed.
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On the Groups Tab you may view the Receipts Groups
associated with this type.

4 Changing a Hevenue Type =]

General I Tranzactions Groups |

ALL REVEMUE TYPES
ALL REVENUE TYPES
ALL REVENUE TYPES

ALL REVENUE TYPES

n K I El‘_' Cancel | ? Help |

To edit the transaction information go to Setup,
Receipts Type, highlight the receipts type. On the
right side of the window highlight a transaction and
press the Edit Button or Insert Button to add new
information. Fill out the Account number, check the
Sign box for Debit or Credit, check the Type box, for
Individual, Batch or Transfer. When a receipts
transaction is coded as Batch combine, all instances of
this account number for this receipt will be combined
into a single transaction. This transaction will be
transferred individually, with a description belonging
to the receipt. You may also check the Receipts Flag.
Click OK when finished.

& Transaction Will Be Changed (]

General |

Account:

[ooTzzoeoa
— Sign
= Dehit
& Credit

- T_I,Jpe—|
 Individual

" Batch
& Transter

£

Hok |Bkai | 2 ven |
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Browse Receipt Groups

Go to Setup, Receipts Types, Browse Receipts
Groups. Each authorized user is associated with a
specific receipts group, which can contain any number
of receipt types. Each user has access to only the
receipt types contained within their receipt group. The
receipts group record contains a checkbox to enable
automatic validation. This allows cashiers to validate
after each different receipts type in a receipt if
necessary. In such cases the auto validate option would
not be checked, and the cashier can simply press the
Validate Button to validate after each receipts type is
entered.

The more common method would be to check the Auto
Validate Box and the receipt will be validated when
the Receipt Button is pressed. The specifics of
endorsement and validation are determined by the
receipts group rather than the receipts type, and the
group in turn is determined by the user login, which
assigns each user to a single receipts group.

t Browse Revenue Group File %]

Group D | Group M ame I

S 5= i [ ————

FEU FEDERAL CREDIT UMION
MNAb - |WOACCESS TO RECEIPTS
REY |ALL REVENLUE TYPES

| H
& Inzert | S Edit I F Delete |
EI‘; Cloze | ? Help |

To add a group select Insert. To change group
information, highlight the group and press Edit.
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% Changing a Revenue Group | x]
General |Members I W alidation I Endorzement I
1D I !!
Marme: |CREDIT UMION

n Qg I ﬁl‘_‘ Cancel | ? Help |

On the General Tab fill out the ID number and the
Receipts Group Name.

On the Members Tab press Insert and add members by
assigning them a Receipts Group ID and a Receipts
Type ID using letters not numbers. Highlight the
members and press the Edit Button to edit the
information.

# Changing a Revenue Group ]

General Members |Ealidation I Endarsement I

LOREH
BUILDING PERMITS
EMP-GIEMPLOYEE CELLULAR

EMP-% EMPLOYEE CELLULAR
FR-C |FRANCHISE FEE - CATY

FRE |FRAMCHISE FEE -ELECTRIC
FR-T |FRANCHISE FEE - TELEFHOMNE

L Irsert | ﬂ%gdit | ﬁ Qeletel

n Qg I ﬁl‘_‘ Cancel | ? Help |

# Record Will Be Changed | x)
Gerneral |
Group: I am ALL REVWEMUE TYPES
Type  [2DV AD VALOREM TAXES

0k I Cancel Help

Press OK when finished.
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On the Validation Tab set the Com Port ID (a
number). Ifit is already in use, you will see a box pop
up and asking you to try another setting.

Modem Port =] |

@.ﬂ. madem ig attached to this part. Try another.

Or you may see:

Port Open Ermor [ ] |

Q Communications Part |2 Already [n Use

If so, you need to make sure that you have an available
com port on your computer.

% Changing a Revenue Group ]

Gereral I Members  Walidation |Endorsement I

Com Port: 1=

Cash Drawer: IE

Open Drawer: | v AutoValidate
Yalidation: type something here that will automatically print on the

receipt - Like FOR DEPOSIT OMLY ]

|

n 0k I E‘_’ Cancel | ? Help |

A drop list of the substitution codes for validation text
is available when the hot key (F3 or right click) is
pressed.



(These are substitution
variables, that when
preceded by a dollar
sign will print the
specified information
where the dollar sign is
located on either the
validation or endorsement
text. Put this with the
receipts group
documentation).
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Check the Cash Drawer that you are using. Assign
the Open Drawer a path. If checked, Auto Validate
will validate each receipt. In the Validation box enter
something that you would like to appear on the receipt.
Choose from the following codes. These are used with
a$ sign.

"D" Date

"T" Time

"L Last amount entered.

"A"  Total amount for receipt

"T" Receipts Type code of last amount
"G" Receipts group code

"E" Description of last entered

"N"  Receipt description

"R" Receipt number

On the Endorsement Tab fill in the Endorsement box
with text to be printed on the receipt and the three
fields below it with codes. Their functions are to
Clamp and Release Paper, opening the cash drawer
respectively. These facilitate using a receipt printer to
print receipts rather than a slip printer to validate bills.
A drop list of the substitution codes for endorsement
text is available when the hot key (F3 or right click) is
pressed. Press OK when finished.

# Changing a Revenue Group ]
General I Members I Walidation Endarsement |
Endaorzement:
=l
Clamp Paper: |
Fieleass Paper: |

EI‘_' Eancell ‘? Help |

The difference is that the paper may have to remain
clamped to tear off the receipt, then released to allow
inserting a check for endorsement. There are fields for
the clamp and release control strings. These will vary
with printer type and must be set to work with the
printer being used.
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Journal Browse Journal Entry Type
Go to Setup, Journal Entry Types, Browse Journal

Entry Setup try Type.
BylD IByﬁloupl

Tobe entered | FEDERAL W/H
To be entered|FICA EMPLOYER
001-218.0110 To be entered|MEDICARE EMPLO"
001-217.0100 To be entered|FICA EMPLOYEE
001-217.0110 Tobe entered|MEDICARE EMPLOY
001-101.01m Tobe entered|P/R TAX PMT

Wi MER T

TRANSFER TO GG FROM M MET
TRANSFER FROM CU TO 572-04
TRANSFER OF FL POWER DEP
INT PATABLE TO ALL ACCOUNT
TRANSFER MOMNEY MKT ACCT 1

G
TRANSFER YACHT CLUB & GG

Eljs 1
S Inzert | ﬁ'\l‘jgd\l I ﬁ Delete I 55 Insert | ﬁ'\ﬁgdll | ﬁ Delete |
El: Cloze ‘? Help

To create new types, select the Insert Button. To
change existing information, highlight the journal entry
desired and press Edit.

Record Will Be Changed [_[ox]

General |Iransaclions I

IC: 941-TH
Group: IJE JOURKNAL ENTRIES
Source: I.JE JOURKAL ENTRIES

IS-'-H Th DEPOSIT
v

53 Clore | BHok |Bai | 2 Hep |

On the General Tab fill in the ID, the Group, Source
(all of these are letters), and the Name of the journal
entry type. On this window is a checkbox labeled
Auto. If this is checked the journal entry type will
have the Auto attribute. When using "File,
Transactions, Journal Entries", if the selected type has
the auto attribute the transactions will be added without
confirmation if the transaction is complete. To be
considered complete a transaction must have a dollar
amount, a valid account number and a description. If
the transaction is not complete the window will stop
and the cursor will be placed in the field with the
problem.
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G4 Clane | Journal entry types may be cloned. On the window
reached by Setup, Journal Entry Types, Browse

Journal Entry Types, Edit Button is a Clone button.
To clone a journal entry type, select the type to clone,
then edit the ID and Name fields and press the Clone
Button. The journal type and all of its transactions will
be cloned and saved under the new ID and name.
Warning: If you change the ID and Name and press the
OK button instead of the Clone button you will change
the ID and name of the selected record instead of
cloning it.

On the Transaction Tab you may view the individual
transactions. To edit a transaction for a journal entry
type go to the right side of the screen back at the main
Browse Journal Entry Types window and highlight the
entry. Press Edit. Press Insert to add a new transaction
for this type.

Record Will Be Changed

General |Iransactions|

ID: 192173

Giraup: [JE JOURNALENTRIES
Source: [JE JOURNALENTRIES

Mame: | 3941 T4 DEPOSIT
Auto r

(94 Clore | Hox |Bkaw | 2 ven |

& Changing a JETran Record ]

Description: MONE'Y MKT MONTHLY 5.C. [DEBIT]
Account Murm: IEID1-DD1 3513.0510
Amount: I n.on

H ok IE&_D_uit |‘?He|p |
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Fill out the Description, Account Number, and
Amount of the Transaction. Click OK when finished.

Browse Journal Entry Group
Go to Setup, Journal Entry Types, Browse Journal
Entry Groups. Use the Insert or Edit Buttons.

% Browse Journal Entry Group File ]

Group ID |Grc-u|:- MName I

A i a—
MN/&  |NDACCESS TOWJE GROUFS

el ] =
2 Inzert | 5 Edit I 7} Delete |
m‘_‘ Cloze | ? Help |

On the General Tab, enter group ID and Name (letters,
not numbers) of the journal entry group.

General |Members |
ID: E
Marne: [JOURMAL ENTRY

n Qg I ﬂl‘_‘ Cancel | ? Help |

On the Members Tab, you may view the information
on the members only. If you want to change or add
members you have to go to the journal entry types and
make sure that the ID, Group, Source and Name
information correspond with the group you just created.
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% Changing a Journal Entiy Group ]

General Members |

Harme :
P/R TR|TRANSFER MONEY MKT ACCT TO P/R ACCT

A/P TR | TRANSFER TO GG FROM M MKT FOR AP

SEOATRTRAMNSFER GG & SBOA

YACHTTTRANSFER YACHT CLUB & GG

SEWTR| TRAMNSFER SEMWER & GG I

n 0k I E‘_’ Cancel | ? Help |

Budget Go to Setup, Budget Preparation. One of the
. requirements of the system is that all members of a

Pl'epal‘atlml budget must belong to the same budget group. If you
view the members of a budget using Setup, Budget
Preparation, Browse Budget Names, all members for
any parent budget (budget name) must belong to the
same budget group. This can be checked by clicking
on the edit button for each member. You can also view
the list of members for each budget group using Setup,
Budget Preparation, Browse Budget Groups. Both
the budget group and the parent budget may now be
edited for a budget member if the user has System
Update or higher access.

Set Budget Fiscal Year

Enter Budgets By Account

Browse Budget Groups

Browze Budget Mames

Browze Budaet Members

Budaet Mame File b aintenance

Import Budget From File

Initialize Budaet

Initialize Budget Member

Budget Account Maintenance

Budget Member Account Maintenance
Clane Budget bMember

Set Individual Azcount Access

Budget Feport Colurmn b aintenance
Set Budget Caolurmm »
Load Fizcal Year Budgets
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Set Budget Fiscal Year
Go to Setup, Budget Preparation, Set Budget Fiscal
Year. You may check the box if you want this to be a
Temporary Change Only. The budget module has its
own fiscal year setting. All functions on the budget
preparation menu assume that the fiscal year is the
budget fiscal year. This means that as you work on
budgets your current period may remain unchanged but
the budget fiscal year should be in the fiscal year for
which the budget is intended. The setting of the budget
fiscal year should never be the same as the current
fiscal year. Otherwise any changes made to the chart
of accounts for the budget year will take place in the
current fiscal year. If this program release is being
installed over a version earlier than 4.240, after it is
installed you should go here under Budget Name File
Maintenance and set the year of each budget name.

% Year Will be Changed =
Budget Fiscal 'fear: m

W Temporary Change Only

[Boc | Bkoi | 2 Hep |

Enter Budgets by Account

Go to Setup, Budget Preparation, Enter Budgets By
Account. This is to manually enter budgets directly
without creating a budget worksheet. It allows entering
budget amounts directly into the budget fiscal year.
The fiscal year affected will be the budget fiscal
year (Setup, System Data, General System Data,
Budget Fiscal Year). Itis very important to make
sure the budget fiscal year is set correctly before
beginning.

If it is set to the same as the current operating fiscal
year then those budgets will be affected. The budget
amounts that will be set are the beginning balance of
the first month of the fiscal year. If this procedure is
used to set the budgets in a year with operating history
you must subsequently reinitialize each month from the
first to the last to roll forward the new budgets.



g

45

This budget entry procedure will not allow you to enter
new account numbers. It will show only those postable
receipts and expenditure accounts in the chart of
accounts for the budget fiscal year.

Enler Budgets !E[E

Fund Mum: I—

Account Mumber: I—
Account Name: |

Current Budget: I—DEID
Mew Budget: I—EIDEI
Balance: I—DEID

M| <[] B sove | Fund |Gk Bt | B Hebp |

The budget entry window will show one fund at a time.
To select a fund, enter its value in the fund field or use
the hot key to select a fund. Once the fund is selected
each budget account number will be displayed one at a
time in account number order. The overall budget
balance (all receiptss vs. all expenditures) will be
shown in the Balance field.

A green check will indicate a balanced budget for the
fund while a red x will warn of imbalance. For each

account, the current budget amount will be shown in

the Current Budget field and the New Budget field

will have the same value.

Your options will be to enter a new amount or press the
Enter Key to go to the next account. If the system is
configured to normalize signs receipts budgets will be
displayed without a leading minus sign and should be
entered the same way. If not so configured, revue will
display as credits and should be entered with a leading
minus sign.

A set of VCR buttons is available to move among the
accounts, selecting from the first, previous, next or last
account.
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For mouse-averse users the first account may also be
selected by either control-home or control-page up,
previous by shift-enter or shift-tab, next by the enter
key, and last account by control-end or control-page
down. When a value is entered in the new budget field
that will become the current budget if the account is
viewed again.

H save | The original budgets are not affected until the Save
Button is pressed. If you press the Exit key at any time

the original budget amounts will remain unchanged
regardless of what changes you have made. When you
press the Save Key the original budgets will be
S Fund replaced by the values you have entered. When the
= changes are saved you may then select another fund.
Pressing the Fund Key will abandon the changes made
to the currently selected fund and allow you to select
another fund.

:

Browse Budget Group

Go to Setup, Budget Preparation, Browse Budget
Group. Every user is assigned to a budget group at
login time. The group is stored in the user file. Users
with Supervisor budget access may open a budget
member in any group and do not need to select a
budget group if there is only a single group in the
system. All others are limited to the members
assigned to their group.

When an account number is added to a budget member
using here or in Setup, Budget Preparation, Browse
Budget Names or Setup, Budget Preparation,
Budget Member Account Maintenance, the account
is also added to the parent budget and to the chart of
accounts and master account file for the budget fiscal
year. Likewise, when an account is added to a budget
using Setup, Budget Preparation, Budget Account
Maintenance, the account is also added to the chart of
accounts and master account file for the budget fiscal
year.

This procedure shows budget information in a tree
format that represents the relationships between data
files.
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# Budget Groups and Members <]

Budqet Groups
[OMASTER BUDGET GROUF

O

2y fhseit) | OpEdt | % Delre |[E oK | 2 Hep |

Select Insert to add a new group. You may also right
click on a budget to reveal a complete list of members.
Double click on the folder to bring up a window
allowing a member to be changed.

# Budget Groups and Members E
[ Budget Groups
DM

o Inset | dgEdt | 7 pelers [[Eok | ® Heb |
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% Member Will Be Changed x|

[Eraup: BUDGET
Budget: FUMND 1 BUDGET

S EN T E S E Rl FURD 001 WORKSHEET 99200

Hoo | i |2 v |

Click on OK when finished.

On the General Tab enter the Group ID number and
the Name of the group.

On the Members Tab press the Insert Button or
highlight an existing group to select a budget which
you want to include as a member.

% Changing a Budget Group [ x]
General |Members|
Group 1D: M
Name: |EUDGET

n QK I m‘_‘ Cancel | ? Help |

To select members press the Insert Button and you will
select from the different budgets.
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4 Changing a Budget Group ]

General HMembers |

Budget |D | Member Hame
e I e i e
2| FUMD 401 WATER/SEWER WDHKSHEETSSJUU

5 Insert | & Edit | } Delets |

n (] 4 I m:' Cancel | ? Help |

Highlight the budget and press the Select Button to add
it. Assign it a Member Name.

% Select a Budget x|

By Mame |

I ame

FUND T BUDGET
FUMD 4071 BUDGET

KN Ll

ﬁl‘_‘ Cloze | ? Help |

Click OK when finished.



This process

does not create

any account numbers
or budget amounts.

It merely assigns
an identity number,
fiscal year, and
name to the
groups, budgets
and members so
they may be
accessed later.
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£ Member Will Be Added x|

[Eraup: BUDGET
Budget: FUMND 1 BUDGET

Member Name ||

Hoo | i |2 v |

Browse Budget Names

Go to Setup, Budget Preparation, Browse Budget
Names. It is similar to browsing the names in Budget
Groups except that the root of the tree is the budget
name file rather than the budget group file. Budgets
cannot be added with blank names.

These procedures are not for setting or changing budget
amounts, but for creating identities of budget groups
and members that can be used by the other budget
procedures. You may create as many budget groups as
desired, and as many budgets as you choose that belong
to that group. In turn, create as many budget members
of each budget as you need.

At this point you may initialize the budget from your
chart of accounts or import it from a file. After the
budget has been imported or initialized there is one
more step required before you can look at it. When an
account is added to a budget using the account is also
added to the chart of accounts and master account file
for the budget fiscal year.

% Budget Will Be Changed [ x]
General |Membe[s|
Budget 1D: I -]
ear I

Budget Name: |[FUMND 1 BUDGET

o | fkoi | 2 one |
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On the General Tab enter the Budget ID, set the Year
and the Budget Name. Press OK when finished.

On the Members Tab press the Edit Button to edit the
members or Insert to create new members.

£ Budget Will Be Changed x|

Genheral Members |

MHame

1]
E Inzert | 3 Edit | =} Qeletel

B ok Iﬁlsguit |?Help |

To edit this information press the Edit Button. To
insert new information press the Insert Button. Budget
members cannot be added with blank names. Enter the
Member Name. You may also create a budget
member in Setup, Budget Preparation, Initialize
Budget Member.

% Select Budget Group H

Group ID | Group Name I

N a0
(50 Select I & Inzert I ﬂ%gdit | ﬁ Delete |

EI‘_' Cloze I “—ﬁ) Help |
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Press the Insert Button at the list of budget members.
Select the budget. Enter the name of the new budget
member. Select the member just created. Accept the
default account number range, which contains all
accounts in the budget. Press the OK Button and the
budget member will be initialized. You can
immediately browse or print it. See Budget Reports.

The budget should ideally contain all account numbers
for a particular fund. You can later break it up among
various budget members, each having only a part of the
chart of accounts.

& Member Will Be Changed x|
GEroup: BUDGET
Budget: FUMD 1 BUDGET

Member Name [GEMERAL FUND 001 wWORKSHEET 93/

Hot | i | R Hep |

Browse Budget Members

Go to Setup, Budget Preparation, Browse Budget
Members. You can edit the member information here
or in Setup Budget Preparation, Browse Budge
Names, Edit Button, Members Tab.

Browse Budget Members M=

By Member ID |ByBudget D | Ep Budget Group | Ey Memhelﬂamel

Member ID| Budget ID | Budget Mame
2| FUMD 401 BUDGET
1|FUMD 1 BUDGET

LINDY ik
BUDGET FUND 401 WATER/SEWER WORKSHEETS

1] 0|
& Insert | ﬁ%gd\l I ﬁ Qe\elel

ﬁk Close “? Help |




Security

Note that new
security profiles
initially provide

full access to

all functions.
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If a user does not log in within one minute, General
Ledger will terminate. This standard IMS security
system allows setting access to functions by menu
item. All security profiles should be reviewed after
each release is installed because of system setup
changes. The IMS menu system allows running all
installed IMS programs from a single login, bypassing
individual program logins and splash screens.

When initializing an accounting month or fiscal year,
exclusive file access is no longer required. This allows
the initialization process to continue while other users
in General Ledger or other applications that share GL
data files to continue working.

Security Profiles

Go to Setup, Security, Security Profiles. After your
budget groups are set up you can go to user file
maintenance and assign each user to an appropriate
budget group. All SECURITY Profiles setup must be
done early, but the budget, receipts group and journal
entry groups come first. You will need these groups to
get specific in setting up your individual users -
depending on which budget you want them to be able
to view, edit, etc. When initializing an accounting
month or fiscal year, exclusive file access is no longer
required. This allows the initialization process to
continue while other users in General Ledger or other
applications that share General Ledger data files to
continue working.

The General Ledger has built-in features to provide
security for your records. This security is in the form
of six levels of password protection.

Security features individual procedure level access for
an unlimited number of users. Each user may be
assigned to any one of an unlimited number of security
profiles. Before you can edit a security profile
someone must log in using that profile, because the
profile is not initialized until first used. Each security
profile assigns one of the following access levels to
each function on the menu:



Only users with
budget access of
System Update or
higher may create
budgets, budget
members and budget
accounts. Those with
Supervisor access
may create budget
groups and access
all budget group.
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Supervisor - Create and select budgets from
any group and edit previous budget changes. Users
with security access lower than Supervisor can not
change their own security profile. The rules are: Only
users with Supervisor access can view the list of users
or change the security profile assigned to a user.

System Update - Create and change budgets in
their group, edit transactions, change chart of accounts
and similar activities. You can access all functions with
the exception of those that control access of other
users. Users with System Update access may change
their own assignments to the Receipts, Journal Entry
and Budget group, and their Chart of Accounts.

Update - View or add a budget change to any
existing budget in their group. Users with Update
access may change their own Login name and
password.

Users with access less than those above may view their
own user record but may not change anything.

Data Entry - Undefined.

View Only - View or print any budget in their
group but not change it.

No Access -Menu items set to No Access for a
user cannot be used. They will either display as gray or
will not show at all, depending on a program
configuration setting.

Setting a menu automatically sets the access to all
subordinate items and menus to the same access level.
You can also set items under a menu to a higher or
lower access level than their parent menu.

The only exception is if you set access to a menu to No
Access. This disables all items on that menu that are
sensitive, including any sub-menus if any, regardless of
their individual access levels. If you do not set up your
security profiles, it will default to No Access.



If you fail to provide
Supervisor access to the
security functions for at
least one security profile
you will be unable to
make any additions

or changes. It doesn’t
matter whether a
password is entered in
uppercase, lowercase,
or a combination

of the two. The
program considers

them the same You

may change the

user information

at a later date if you
have access in

the security profiles

to change information.

444 Change Al
+ Dolt |
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The View Only level allows persons access to
transaction information, but does not allow it to be
changed. It also prevents confidential information
from being viewed by the user when Data Entry
permits access to data only. The Update level allows
users to change individual transactions, but does not
allow changes to be made affecting many transactions.
The System Update level permits access to all functions
except security. The Supervisor level password is the
highest security level, permitting access to everything.
To make your choices of what each level should
include, you may choose Edit. If you want to create a
new level, like CASH REC below, select Insert.

% Browse the Security File x|

Security Profile Mame |

Data Entry

Mo Access
TUPErviz0r
Syztem Update
Update

Wigw Only

& Insert | ﬁ“ﬁgdit I ﬁ Delete |
JEI‘: Cloze | ? Help |

Press the Change All Button to set the access level of
an entire menu.

Then press the Do It Button. Use the Change Button
to change the access level of a individual item or menu
after you have highlighted a specific title.



1t’s a good idea

to make sure at

least one person

and the department
manager know the
Supervisor password
in case someone is

out of the office.
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Mame: | Supervisar
Title
'-:File Wenu | Supervisor
I- Account [nguing Item | Supervizor
] Tralnsac_tions h;lenu gupewisor
higuiiry! termn | Supervisor
=- Enter Tranzactions Item | Supervizor
I- Journal Entries Item | Supervizor
l- Impaort Transactions Itern | Supervizor
(7 Tramster Tranzactions tenu | Supervizar
I- Accounts Papable «3 | lem | Supervizor
l- Accounts Papable w2 | [em | Supervisor
l- Building Permits Itern | Supervizor
1 Cash Receipts Item | Supervizor s

444 Change Al
v Dol |

ﬁ?j Change |

Hok |fkoi | 2 Hep |

Your next step will be to choose who is allowed to use
the system and what access you want to assign to them.

Users

Go to Setup, Security, Users. Select Insert to enter a

new name. Fill out the information and click OK.

This is a list of all authorized users. You are only
allowed to update your own user record unless you

have Supervisor access.

& Browse the Users File HE E

To change a record, highlight it and press the Change
Button.
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# Changing a User Record B
General |

|dzer Mame: IEEE
Paszward: ISTAI:‘Y'

Security Profile: [CASH REC
Feceiptz Group: |REWV ALL REWEMUE TYPES

J E. Group: IJE JOURMAL EMTRIES
Budget Group: |[EUDGET BUDGET

Chart |0 |1 MASTER

E Ok Iﬁl‘: Eancell ? Help |

To add a new user record, press the Insert Button and
fill in the information about the new user. This is
where you are getting specific on the security access
for this user. Press F3 or right click your mouse to
view a selection of the different groups. What you
specify in these groups is the only access this user will
have. Enter the User Name, Password, Security
Profile, Receipts Group (letter abbreviation), Journal
Entry Group (abbreviation), Budget Group Number
Name and the Chart ID number. Once you have
created security access a screen will pop up when you
try to enter the program. Type in the user name and the
password and you will be able to access the program.

General Ledger Login I

Lser Mame: IST.&.CY

Pazswword: I*****|

E O E_If Cancel |

Print Security Profile List

Go to Setup, Security, Print Security Profiles. This
report lists all security profiles and the access for each
menu item. This report requires Supervisor access to
print. See a sample of this list.




Budget
Worksheet

Maintenance
Note that if

only a single budget
worksheet name

exists all users will

have access to it
regardless of their
budget group.
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Day to Day Use

Budget Worksheet Maintenance
Transaction Inquiry

Import Transactions

Transfer Transactions

Post Transactions

Unpost All Transactions
Working With Transactions

— \O |\O |00 |00 |00 |00 |00 | [ [\
SIS BERIREBERI

Chart of Accounts

Journal Entries

Receipts

Initialize Period 109
Browse All Batches 113
Miscellaneous Utilities 114
Print Preview 125
Standard Reports 125
Custom Reports 131
Batch Reports 133
Budget Reports 135
PDF Reports 136
Report Lists 137
Print Budget 140

To set up the budget system you must first set up a user
with an access level of Supervisor, and log into
General Ledger with that access. See Setup, Security.
Then create your budget worksheet afterwards.
Worksheets may be a member of more than one budget
group. Prior to creating a budget worksheet for the new
fiscal year you will want to initialize into the new fiscal
year creating the October 2000 Chart of Accounts.
With your period in October 2000 - you can add new
account numbers and names to the master account, you
can disable accounts you will not be using in FY
2000/01. You can also edit the chart for 2000/01.



This feature is to
avoid needless
windows and
keystrokes to
users that do

not need these
budget security
Sfeatures.
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As long as you are in the October 2000 period, you can
delete accounts from the chart file thus creating the
new chart file for 2000/01. When accounts are deleted
from the master account file or chart of accounts they
are also deleted from all budget worksheets in the same
fiscal year.

With the system still in October 2000 we will then
create a budget worksheet so it will be created using
the new chart of accounts for 2000-0. You may specify
the range of account numbers to include when creating
a worksheet. Thus you can restrict it to a single fund or
even a single department.

Budget Name File Maintenance

Go to Setup, Budget Preparation, Budget Name File
Maintenance and highlight the budget name you want
to edit or add.

& Browse Budgets x|
By Budget ID |

1 FLIMD 1 BUDGET
FUMD 401 BUDGET

o]

X i
2 Insert | G4 Edt I i} Delete |
Eﬁ Cloze | ? Help |

On the General Tab fill out the Budget ID number and
the Budget Name.
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£ Budget Will Be Changed x|

General |Membe[s I

Budget 1D | -I

Budget MName: |FUND 1 BUDGET

Hox | Gow | % Hep |

On the Members Tab you may highlight the individual
members and change their names. Click OK when
finished.

& Budget Will Be Changed HE B3

Genheral Members |

MHame

1]
E Inzert | 3 Edit | =} Qeletel

B ok Iﬁlsguit |?Help |

See the Member Will be Changed screen for the fields.

Import Budget from File

Go to Setup, Budget Preparation, Import Budget
from File. If you already have the import fields filled
in you will select the budget with the Select Button.
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A button in the warning window appears when
importing from a file into a budget that already
contains accounts. The window offers three options:
leave the existing accounts and import, erase the
existing accounts and import, or cancel the import and
leave the budget unchanged.

% Browse Import Profiles x|

28 1 %_ It Delete
(F Select | 25 sen | et | £ Delete |

EI‘_' Cloze | ? Help |

Enter the following information:

% Budget Import Options <]
Impaort File Mame: seneralbudge

Test Only v Revizion Level: I 0 3:

Print Report r In=ert ot Lewvel r

B ox Iﬁlggurt |‘?He|p |

Import File Name

This is the import file path and name. It will be created
in a spreadsheet such as Excel or Quattro Pro. (The
budget document must be saved from the spreadsheet
in either a comma delimited [.csv] or a tab delimited
format [.txt].)
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Test Only
If checked, this means you want to test only, not
import.

Revision Level
See Budget Revision levels for details.

Print Report
If checked you want to print the imported report.

Insert at Level

If the budget exists at the specified revisions level,
when checked, this budget will be inserted and other
budgets moved up. If not checked this budget will
replace existing amount. Insert at Level determines
what happens if the specified revision level has already
been used in the budget. Another option is that if the
budget exists you will be given the opportunity to erase
it and create a new budget. Budget revision levels start
at level zero and increase each time a revision is made.

If adding a new budget press the Insert Button and fill
out the following:

4 Record Will Be Added [=]

Irnpucrt Prafile Mame: [T

Defaull Valuss |Fisld Bows | Field Columns |

File Hame: |

Project: I—

LCaode I—

Type: [fera 1]
Description: |

Source: I—

Field Definiter:  [Comma =]

Bok | Foi | 2 vep |

On the Default Values Tab enter the Import Profile
Name, the default path and File Name to be imported.
Add also the default Project number, transaction
Code, the Type (Actual, Budget, or Encumbrance),
default Description, Source, and Field Delimiter
(Comma or Tab).



Remember that if
you use the insert
option you must
afterward run the
synchronize utility.
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On the Field Rows Tab, enter the First and Last Row
to read.

% Record Will Be Added =]

Import Prafile Mame: |E:\ims\g|\budgel.csv

Default ¥aluss  Field Bows |Field LColumns I

First Rows: | 1 These fields may be used if there are lines in[=
_ the dsheet [such as t
Last Row: I 15 column headers or totals) that are not to be

imported. The row number cormresponds to
line number in the ASCII file to be imported.
The rows to be imported must be in the
range of 1 to 9999_ If all rows in the
preadsheet are to be imported they may be
left blank. Import file format must be comma
delimited ASCII [.csv format from Excel] or
tab delimited ASCII [.txt format from
Quattro).

=l

B ok Imsuuit |‘?Help |

On the Field Columns Tab enter the 9 field positions of
the items in the graphic shown below. A
corresponding letter will show up next to the name
when you choose a number in the box. Press OK when
finished.

# Record Will Be Added =]

Import Profile Name: |

Default Values I Field Bows Field Columns |

[Humber iz relative position of field in each |=
line starting from left. Blank = not in import
file. This ds to col ber in
spreadsheet. The letter shown to the left is
the column letter code as in most
spreadsheets. All position values must be in
the range of 1 to 100. Account number and
debit. credit amounts are required to be in
the import file. The other fields are optional
or can be specified at import time. I the
field positions for credit and debit amounts
are the same, amounts must have a leading

Account Mumber: A

(i

Project Mumber:

Transaction D ate:

il

Transaction Code:

Tranzaction Type:

T o Tmom O om
[=] MRE.] BN AT
4l Jale] [ale) [l )

Description:

il

Transaction Source:

Debit Amaunt; 3 =] [minus sign to indicate credits. Import file -
format must be comma delimited ASCII [ csv
Credit Amount: | I E] 3: =

B ok Iﬁkuuit |‘?Help |

Once you have selected a budget to import you will be
given a Budget Import Options screen to fill out.
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Initializing Budget
Go to Setup, Budget Preparation, Initialize Budget.
When initializing a budget the amount is initialized
based on the close of the first month of the budget
fiscal year. The budget fiscal year is used rather than
the current fiscal year because the chart of accounts for
the budget year could have accounts that are not in the
current fiscal year. The presumption here is that the
budget fiscal year was probably initialized from the
current month of the fiscal year, thus the first month of
the year is guaranteed to have the balance from the
current year unless it is a new account. Select whether
you want the budget for each account initialized at the
current budget or the current actual balance.

In most situations there is no effective difference
between this method and the previous one based on the
closing balance (budget or actual) for the first month of
the budget fiscal year. The only time it would matter is
if a budget was initialized when the current month open
is different from that when the fiscal year for the
budget year was originally initialized. In the former
method the dollar amounts would always be that which
existed when the budget year was initialized. In the
latter method the amounts will be those that exist as of
the current month open.

& Budget Initialization Options

Revizion Level: I ﬂa:

Insert st Lewvel I

BH ok ik quit | % Help |

Initialize Budget I

Ize Actual or Budget

¥ Budget

Hoo | Gkou |




REMEMBER - always
load your budget from
the prior fiscal year.
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Select from the budgets listed. Select the account
number range.

Select Account Number Range |
Beginning Account; IM

Ending Account:  [401-0551-551.9400

n (8] E*_— Cancel | ? Help |

The procedure will be implemented and will transfer a
list of account numbers and the initial budget value to a
specified budget. All of the accounts in this budget
will be available to all members of this budget. You
should limit accounts in a budget to a single fund. This
will allow the computer to indicate whether the current
budget is in balance.

Creating a Budget Worksheet Using Last Year's
Budget Groups:

Go to Setup, Budget Preparation, Budget Name, File
Maintenance. There you will see the names of last
year's budgets. Insert the names of this year's budgets,
i.e. General Fund FY 00/01. Name all the budgets you
will want for each fund in this section.

Go to Setup, Budget Preparation, Budget Groups.
Select the Budget Group (you should have only 1 but
could have several), then click on Edit and click on the
Members Tab. You will see last year's budget
members. Insert and select one by one this year's
budget names you just created. Each time you select a
Budget name it will ask you to name their members.
Name these something like Gen Fund Worksheet
00/01. That is the worksheet you will be using to build
your budget.

Go to Setup, Budget Preparation, Initialize Budget.
Specify the account numbers to be used for each
budget you just created (General Fund 2000/01).



8 Adjust |
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So, for the General Fund Budget you would use 001-
3xx.xxxx (the first receipts account) through 001-xxxx-
XxxX.XxxX (the last expense account). Initialize each
budget.

Browse Budget
Go to File, Budget, Browse Budget and you should

see the worksheet names you have created, select one
and your budget accounts should all be showing. Press
the Edit Button and then use the Adjust Button to add
in the budget figures. When the budget is in balance
(receipts = expenses) you are ready to load the budget.

A Browse Budget Worksheet [=]
Group:BUDGET Budget: FUND 1 BUDGET Member: GENERAL FUND 001 WORKS

Accourt Number

e I AR

001-313.1000
001-313.2000
001-313.5000
001-321.1000
001-321.2000
001-322.1000
001-335.1100
001-335.1200
001-335.1500
001-335.1800
001-335.1900
001-347.1000

Locate: l— o3| History

Total Revenue: 1.045.107.00

Difference: -4,000.00
Total Expense:  1.041.107.00 Lk Clase [ F Hep |

LIBRARY REVENLE Fy' 2000 Budget
sl

i BT

You can edit here or press the Adjust Button and edit
each account there. The Adjust Button allows users to
enter a new adjustment to the budget. The revision
level is automatically incremented for each adjustment.

£ FUND 1 BUDGET [ <]

A0 YALOREM TAXES

¥ 0.00 | ims Fr 2002 Budget
0 0.00(FAT F 2000 Eudget

] | =

m‘_‘ Close | ? Help |
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The name of the user making the adjustment is
recorded when the adjustment is completed You will
see the following screen for editing. Press the Edit
Button.

The History Button described below also leads to this
screen for editing.

# Budget Will Be Changed x|

General | M otes |

Account Mumber: | 001-311.1000

Bevizsion Level |3
Previous Budaget: I 436,857.00
MewBudget [ [ESCAN

Hox | Goit | Hep |

On the General Tab enter the Account Number,
Revision Level (a number), Previous and New
Budget Amount (in dollars).

On the Notes Tab enter your own notes on the budget
account that you want to have on record.

General Motes

Muaotes:

Ho | o | ? Hep |

Budget History

Go to File, Budget, Browse Budget. Highlighting an
account and pressing the History Button will take you
to the changes made on that account. Select the budget
to browse. The History Button may be used to view all
previous adjustments to the budget.




If you decide to
eliminate some

of the accounts

from a budget
created you may
display the account
numbers in the

budget and block
delete tagged accounts.
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A prior budget adjustment may not be edited, except by
users with access of Supervisor. See the Budget Will
be Changed screen above for field details. For
printing, see Budget History Reports.

Initialize Budget Member

Go to Setup, Budget Preparation, Initialize Budget
Member.. Once you have a budget created and
initialized you must initialize one or more budget
members. When users view or manipulate a budget
they are always working with a specific budget
member, which defines what account numbers in the
budget are available and whether or not they can
change the budget amount. Here you are actually
initializing the budget member and creating the
worksheet if you don’t have one that you will be using
to enter the budget figures. Make sure you use the
account numbers for the correct funds for each
worksheet.

You must select the budget member to be initialized. If
one does not exist you may create one here. You may
also select the account number range. The default is all
of the accounts in the parent budget. Note that this is
not necessarily every account in your chart of accounts,
but every account you selected when you initialized the
budget.

A budget member may also be initialized by cloning
an existing budget member. This will create a budget
member with an identical list of account numbers and
their access settings, which you can then edit to
customize it. Once you have initialized a budget
member you can actually view it using File, Budget,
Browse Budget.

Budget Account Maintenance

Go to Setup, Budget Preparation, Budget Account
Maintenance. To change information about a budget
or its members, select the budget to edit, and press
Insert to add new information or Change to change
existing information. See Adding a Budget Member.
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Budget Member Account Maintenance
Go to Setup, Budget Preparation, Budget Member
Account Maintenance.. Select the budget member to
edit, and press Insert to add new information or Change
to change existing information. The account is also
added to the parent budget and to the chart of accounts
and master account file for the budget fiscal year. See
Adding a Budget Member.

Cloning a Budget Member

You may also create a budget member by cloning. Go
to Setup, Budget Preparation, Clone Budget
Member. Select the member to clone. Select the
budget. Then press the Insert Button and type in the
new member's name.

Set Individual Account Access

Go to Setup, Budget Preparation, Set Individual
Account Access. Select the budget member you want
to change the access information for. You will be
accessing individual accounts and marking them for
deletion.

% Browse Budget Members x|

UMD T AND 0F
FUMD 1 'wWORKSHEET 00,07
FUMD 2'w0ORKSHEET 00401

(5 Select IQ Inzert |ﬂ%§hange|\ﬁ Delete |
ﬁl‘_‘ Cloze | ? Help |

Press the Select Button.



The space bar will # Set Change Access of Accounts =]

alternately turn
the tag on and Oﬁ(: FUMD 2 WORKSHEET 00/01

Tagged accounts are Account Mumber

displayed as gray. O2-343.051 2 w7190
002-343.0520 W Fy' 2000 Budget
(002-343.0650 V| Fy' 2000 Budget
002-361.0100 V| -10,000.00
002-363.0200 V| -1,500.00
002-364.0410 V| Fy' 2000 Budget
002-389.0300 | Fy' 2000 Budget
002-380.0100 | Fy' 2000 Budget
(002-380.0200 V| -11,937.00
(002-380.0843 W Fy' 2000 Budget
(002-384.0100 W Fy' 2000 Budget
002-0035-535.0120 | 23,235.00
002-0035-535.0130 | Fy 2000 Budget
002-0035-535.0140 |4 1.,200.00 | overtime for sewer emergencies after bus
sl 2]
W es | [] Nao | i Close | F Help |

M Yes | Highlight the account and press Yes if you want the
account marked for deletion on the budget worksheet.

] Mo Highlight the account and press No if you don’t want
the account not marked for deletion on the budget
worksheet. Click on Close when finished.

Budget Report Column Maintenance

Go to Setup, Budget Preparation, Budget Report
Column Maintenance. Choose Edit to change the
column information, Budget to change or add new
information on the budgets themselves or Insert to add
a new budget column.

# Browse Budget Column Titles H
Entertainment

B =l
33 Insert | ﬂ% Edit I \ﬁ' Delete |
(5 Budget | ﬁl‘; Close | R Help |
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See a description of a budget column or budget
columns in The Budget Preparation Module in the
Appendix for more details.

Set the column record by selecting a number and then a
Title. Anything above 0 gives you a Title. Above 2
gives you a Percent box. Checking the Percent box
brings up the First and Second columns to compare.
Click on OK when finished.

Adding a Budget Column Record

Budget: FUND 1 BUDGET

Calurar: |4 3:

Title: |

Percent v

First; I‘I 3:

Second: IEE

Hoc | §oi | ? vep |

Set Budget Column

Go to Setup, Budget Preparation, Set Budget
Column. You may set the budget column by current
or standard revision levels. See the description of a
budget column or budget columns in The Budget
Preparation Module for details on how the budget
column works.

This process will cause the current budget value of each
accaolnt in the selected budaget ta print in the column specified,
regardless of the revizion level, when the budget report is
printed. OK?

You are given the opportunity to name and select
members of the budget column by pressing Select from
the Browse Budget Worksheets window.
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% Browse Budget Worksheets x|

FELTNE 40 BURHET

(5 Select Igh Inzert |ﬁ?§|§hange |ﬁ Delete |
EI‘_' Cloze | ? Help |

You then select the actual columns.

& Browse Budget Column Titles HE =

ield Bud

XN =

5 Insert | & Edit I T} Delete |

(5 Budget | m‘_' Cloze | % Help |

The Budget Button allows you to browse through the
budgets and select one.
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If there is no budget column record, create one by
selecting the Insert Button.

B Changing a Budget Column Record | _[ =] x|
Budaget:
Calurnn: IE
Title: |Field Budget
Fercent v
First: 12

Second: IEE
Hok | o |2 e |

Press OK when finished.

Load Fiscal Year Budgets

Go to Setup, Budget Preparation, Load Fiscal Year
Budget. For details see The Budget Preparation
Module.

When the approved budget is loaded here it will be
loaded in the budget fiscal year. It does not matter
what the current period is set to. If the budget year
specified has not been initialized you will be notified
and not allowed to continue. (This should never
happen because you will need a chart of accounts for
the budget year to work on the budget, and that can
only be created by initializing the fiscal year.) The
option to create accounts that don't exist is no longer
offered because it serves no purpose. These changes
mandate that some changes be made to the usual
budget preparation procedures. Because the budget
module requires a chart of accounts the first step is
always initializing the year of the budget using Utility,
Initialize Period, Fiscal Year. Then you may create
your budget groups, budget names, and members if that
has not already been done. When a budget is
initialized the fiscal year assumed will be the budget
year, not the current fiscal year.
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If your year has not been initialized you will see this
pop up window. Press OK and you can start over.

Year Not Initialized ]

Fizcal year 1998 haz not been initialized. Initialize new fizcal
year and try again.

Otherwise you will be asked to confirm the budget
load.

Load Budget

“arning: This proceszs will ovenarite any exizting budgets!

Are you sure you want o continue? O Y N

H Cancel | EI‘_' Abart | ® Help |

Moving Budgeted Money from one account to
another

Go to File, Transactions, Enter Transactions screen.
To move money from one budgeted item to another,
always make sure you are using the correct system date
and period for the transactions you enter. Check the
box for Budget - this will make any entries you make
in this batch budgeted entries, moving money from
budget to budget and not affecting the actual
transactions entries. Save the batch when you are done
- just like a regular batch it must be in balance (debits =
credits). Press F3 for pop up screens when making
selections.

The column indicates the type of transaction as either
"A" (actual), "B" (budget) or "E" (encumbrance).
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% Transaction Will Be Added [ x]

Date: Im Drekit T atal: I—DDD
Batch: I—SE Credit Total: I—DDD
Froject: I— Balance: I—EIEIEIH
Code: |—1 [~ Budget

Account: I

Descriptior: |

Amount; 0.00 I Encumbrance
Account Mumber Description Amount Iﬂ
=l
m‘_‘ Cuit | % Help |

Add an account to Budget Worksheet

Go to Setup, Budget Preparation, Budget Account
Maintenance to add a new account to your budget
worksheet. Select the budget you want to add the
account to, press Select and add the account number
you want by browsing the different accounts.

FUMD 401 BUDGET

Account Number Budget Notes Iﬂ
401-361.1000 -3.000.00
401-361.2000
401-361.3000 -500.00
401-365.1000 Fy 2000 Budget
401-389.1000 Fy' 2000 Budget
401-369.7000 Fy' 2000 Budget
401-369.8000 Fy 2000 Budget
401-381.1000 Fy 2000 Budget
401-0536-536.1200 14560000
401-0536-636.2100 11,200.00
401-0536-536.2200 4.100.00
401-0536-536.2300 23.000.00

I 5 [l

40

L
W Mark [] Clear | \ﬁ Bemove Marked | B Insert | ﬁ Delete |

m‘_' Cloze | ® Help |

V' Mark | The Mark Button will mark or highlight the account to
be deleted with gray.



[ ] Clear |

ﬁ Bemove Marked |

REMEMBER:
whichever Period

you have the system set
prior to working is the
Chart of Accounts the
system will use.

If you want to add an
account number that

is in the Oct 2000
chart, and not the Sept
2000 chart, you will
need to be working in
the Oct 2000 period.

ﬁ Bemaove Marked
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The Clear Button will remove the delete marker.

The Remove Marked Button will delete all marked
accounts.

Press the Close Button when finished.
Click on Setup, Budget Preparation, Budget
Member Account Maintenance and select the

worksheet you want to add the account number to.
Insert the new account number.

& Account Will Be Added x|

General | Motes |

Account Mumber: |

Imitial Eudget: | Q.00

Bok |Beoai | ? Hep |

Delete an account from Budget Worksheet

This works the same in reverse: to delete an account
number from the Budget Worksheet you would start
with Setup, Budget Preparation, Budget Member
Account Maintenance. Select the worksheet to use,
and then mark which accounts you want to delete.
When you have them all marked, you click on the
Remove Marked Button and they will be deleted from
the Worksheet. Go back to Setup, Budget
Preparation, Budget Account Maintenance and
select the budget you are working on, and then delete
the account number from the budget.

Press the Remove Marked Button if you want to do so
at this time.



Transaction
Inquiry
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Transaction Inquiry
Go To File, Transactions, Inquiry. Transactions are
displayed in the order indicated by the tab at the top of
the window. You may only view the details here. To
edit, go to File, Transactions, File Maintenance.
Press Alt F to enter a specific value to locate. A
posted transaction may only be viewed, not edited.
Checking the posted box in an unposted transaction is
not allowed because it would mark an unposted
transaction as posted.

When entering account numbers, either an asterisk
("*") or a pound sign ("#") may be used as a "wild
card" for any part of an account number. When the list
of accounts is displayed it will include only those that
qualify according to the mask entered. If a segment of
the account number (fund, department or object) is
represented by a single wild character it will be
interpreted matching any value of the segment.
Examples; *-101.0 will match any account with an
object of 101.0000 in any fund. 10*-*-521.* will
match any account number with a fund number
beginning with 10, any department, and any object
beginning with 521. If there are no wild card
characters in the account number entered the program
will function as before.

]_',__ Browse the Transaction File B

Account Mumber I Beference Number I Batch Number Period |

021-151.1100 .

021-151.1100 9/30/97 26775 3,647 24| Clear due from

021-151 1100 9430497 26801 10,169 44| SBA Interest thru 09/97

021-152 3000 912/97 250E5|  -15,350.00 | Purchase notes

021-152 3000 91297 25067 6.027.22 | Purchase notes

0121-152 3000 912457 25069 3,896, 25| Purchase notes

021-152 3000 912457 25072  -27.550.00 | Purchase note

021-207 0010 312/97 24807 3,547 24 | Activity 03-03-97 Thiy 0312

021-207 0010 9/30/97 26776 3,647 24| Clear due from

021-245.0000 312/97 24483 2,862 50| Activity 09-08-97 Thru 0312

021-361.0000 9/30/97 26802 1016944 |SBA Intersst thru 09/97

021-361,0000 9430497 27243 9,573 46 |Acored Interest thru 09430,

021-0900-519.4711) 912/97 24774 -2.862 50| Activity 09-08-97 Thru 0312

021-0900-513.4711) 912497 24775 3.647.24 |Activity 03-08-97 Thru 0912

EIN| _'EI
Fird Pesind [1-12) — W I B Ciose | ? Hep |

Highlight the transaction to view details and press the
View Button.



Import
Transactions
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Account IW I Posted

Date: IW I~ Erncumbrance Transaction
Period: [October 2000 ™ Budget Transaction
Code: |_2 ™ Prior Period Adjustment
Batch: I 449

Reference: IW

Froject: I—

Description: |ACCOUNTS PAYABLE

Source: |ACCOUNTS PAYABLE

Source 10: I—

Amaunt; Iw

Yendar: I—

Check: I—

This area is for viewing only. If you want to make
changes to the details go to File, Transactions, File
Maintenance, highlight the transaction and press the
Edit Button. See the transaction fields for what to
enter.

At import time go to File, Transactions, Import
Transactions. This is where you define the import file
and provide the information needed by General
Ledger to import it. Each import process creates a
single transaction batch containing one transaction for
each valid record in the import file. Only the account
number and amount fields are required in the import
file. The other fields are either optional or may be
specified for the entire batch at import time. The
account number in the import file may be either
formatted (1-101.21, 001-101.2100, 1-100-511.121,
001-0100-511.1210) or raw unformatted
(00100001012100, 00101005111210).

Spreadsheets saved in both comma delimited (.csv) and
tab delimited (.txt) can be imported. Spreadsheets with
debits and credits in separate columns can be handled
as well as those with a single amount column. The
fields that are in the import file will be hidden.



The default values can
be set only for fields
that are not in the
import file. The
defaults are saved

in a file, and can be
changed at import time.

Note that as

in the transfer
reports the batch
number does not
print in the report
header if the test
only option

was selected.
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The essential fields must be filled in before the import
can begin. No changes are written to the import file.
The same file may be imported any number of times.
The import can optionally be for test only, and a report
can be printed after the import. The imported
transactions may then be posted or edited as any other
transactions. An unlimited number of import profiles
may be saved, each identified by a name.

To add new information, see importing new budget
information. If there are existing transactions import
options you will have some to choose from. Use the
Select Button and make sure that you have the boxes
checked that you want to include.

% Browse Import Profiles H

(5 Select I & Inzert | Ei\fj Edit | ﬁ Delete |

m‘_' Cloze | ‘? Help |

# Transaction Import Options =]

Import File Mame:

Ceneralbuddget]

v
r

Test Only

Print Report

B ox Iﬁl:-gun |?He|p |




Transfer
Transactions

Transferring fees as
credits to receipts and
debits to accounts
receivable is not
currently supported by
Building Permits.

The accounts receivable
account number in the
building permits fee type
file is ignored.
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Press OK when finished.

Go to File, Transactions, Transfer Transactions.
The transfer procedures display in the summary
window a list of all funds that are out of balance, and
the amount of each. If the transfer report is printed and
the transfer was out of balance either overall or
intrafund, a list of imbalance amounts by fund is
printed at the end of the report. Refunds are transferred
from Utility Billing version 6 as debits to receipts and
credits to cash for both the cash and accrual accounting
options. There is an option to the Utility Billing
transfer procedure to transfer only activity for the
current General Ledger system date. A batch name
may be specified when transferring from Utility
Billing 6.

If the option for transfer from Utility Billing that
forces all transactions to be combined by account
number is checked the combine settings in Utility
Billing will be ignored, and all transactions will be
combined resulting in a single transaction for each
account number. This will also ignore the charge
category. (In the normal combine mode, transactions
are combined by account number within each charge
category, allowing isolation of activity by charge
category.) This option is available only for transfers
from Utility Billing version 6 (Windows version). The
checkbox for the new option will also appear in the
options window for transfer from Ultility Billing
version 5 (DOS version), but will be ignored.

Inquiring users should be aware that the total debits
and credits at the end of the transfer report are based on
the amounts per General Ledger transaction.

When Utility Billing transactions are combined, many
of the debits and credits will wash, resulting in a
smaller total at the end of the report when transferring
combined, even though the actual dollar amount
transferred is identical. The same holds true when
transferring without the Combine all by Account box
checked, when comparing the same transfer when
charge names are checked for combine in Utility
Billing vs. when not checked for combine.



Receipts are
transferred as credits
to the receipts account
and debits to the

cash account. General
Ledger will not transfer
receipts for fee types
that have no receipts or
cash account number.
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Transfers from Accounts Payable version 3 ignore
voided checks and select the most recent check for the
activity. Two transactions are transferred for each
work order item.

Accounts Payable «3
Accounts Payable w2
Building Permitz
Citizen Services
Cash Beceiptz
Qezocupational Licenses
Pavrall w3

Pavrall w4

Ltility Billing +5

Utility Billing +&
Imventary YWhork, Order

3 Transfer Options [E4

¥ Test Only

r Print Tranzfer Report

Beginning Date: IEI.fm 1997
Ending Date: Ig,@nm a7

Ho | Han |

Check the Test Only box if you want to check for valid
accounts without making the transfer. Check the Print
Transfer Report box to print a transfer register. Set
the (Cash Receipts) receipt date range to transfer.

Right click in date field to display a calendar.

Cash receipts may now be transferred for a single
deposit number. If the deposit number field in File,
Transactions, Transfer Transactions, Cash Receipts
is left blank all deposit numbers will be transferred.
Citizen Services has “drill down" capability for fine
transactions. When viewing a fine transaction
transferred from Citizen Services the View Button will
open a window displaying the primary violation and all
actions.
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If the View Button does not display it means the path
to Citizen Services is invalid, or the source code(CS)
is incorrect or the file version is not compatible.
Citizen Services version 2.200 or later is required.

IMS Payroll Manager version 4.0 Beta 7 or later will
transfer also. The source code will be "PR4". How
transactions from Payroll Manager are combined
depends on how Payroll Manager is configured and
the setting of the Combine By Account option in the
transfer options window.

If the Combine By Account option is unchecked,
transactions will not be combined if they are not so
coded in the Payroll Manager transaction. However,
this will result in a large and unwieldy batch and is not
recommended. If the transaction is coded from Payroll
Manager to be combined, it will be combined with
other transactions of the same account number and
source type. (Source type refers here to the particular
pay, benefit, deduction or tax type.

For example, if there are pay types named "Regular
Pay" and "Sick Pay", each will be combined
separately.) If the Combine By Account option is
checked (the default option), all transactions will be
combined by account regardless of the combine
settings in Payroll Manager and the source type. This
results in the smallest transfer batch size, but
transactions will not be traceable to a specific payroll
transaction.

Transfers from Payroll Manager version 4 may be
made by pay period or by accounting period. If the
transfer is by accounting period all transactions in the
same month and year as General Ledger will be
transferred, and the description will include the transfer
date. If the transfer is by pay period the transfer will
include all transactions in the specified pay period that
are in the same year as General Ledger, even if in a
different accounting month. When in this mode the
description will include the pay period number and
year.



Post
Transactions
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For transfers from Inventory Work Order, a
checkbox will combine all transactions by account
number. When this is checked the batch will be the
minimum size, with only one transaction per account.
However, it also impairs the "drill down" feature that
allows viewing the work order that generated the
transaction, because transactions for the same account
from other work orders that were included in the batch
will all point to the wrong work order. A third option
is for the description assigned to each transaction. In
addition to Item and Work Order there is an Inventory
Group option. The third option is valid only for
inventory transactions.

If this option is selected, the description of non-
inventory transactions (labor, equipment) will revert to
the item description. If the combine all by account
option is selected the transaction description may be
inaccurate regardless of the description option selected
because diverse items, work orders or inventory groups
may generate activity in the same account number.

To accommodate cities that prefer to transfer work
order activity only after the work order has been
closed, you may limit the transferred activity to work
orders closed within a specified date range. If a closed
work order is reopened after it has been transferred and
changes are made to the labor or materials on the work
order, the transferred activity will be reversed and new
transactions created. Reopening and reclosing a work
order will not result in the transfer of previously
transferred activity. That has not changed. It is
mentioned here for reference.

Go to File, Transactions, Post Transactions. You
have the option to post All Unposted items or a Single
Batch. These posting procedures will check for
interfund balance. If the Skip Out of Balance Batches
box was checked the batch will not be posted if it is out
of balance either overall or interfund. Check the Test
Only box if you want to check for valid accounts
without updating data files. Check the Print Posting
Report Button to print a posting register. Check the
Skip if Batch out of Balance box if you want to post
only batches that are in balance.



Accounts are not
automatically added
to the fiscal year file
when transactions
are posted. All
accounts are
checked when
transactions

are entered, but if
the account should
subsequently be
deleted before

the batch is posted
the transaction

will be rejected with
an invalid account error.

Unpost
All
Transactions
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% Post Tranzactionz Options |

Posting Option
’7 i 0% Test Only

[T Print Posting Repart
¥ Skip if Batch out of Balance

B cx Jik Cancell % Help |

After posting, a window similar to that shown below
will display the summary of the posting. If you elected
to print the posting register it will be done after this
window is closed.

Posting Summary |

1 Batch Processed.

b Tranzachons Processed.

b Tranzactions Posted.
14.,203.69 Total Debits.
14.203.69 Total Credits.

Go to Utility, Unpost All Transactions. All unposted
transactions are shown in red to aid in spotting rejected
transactions in prior periods. If you see some numbers
in the reports that don't make sense - just unpost the
whole month, clear MTD balances, and re-post.

Confirm Request |

accounting period.  This may take a long time.  Are pou sure you

@ Thiz procezs will unpozt all tranzactions for the current
want to continue?

Yes
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Select from All Unposted or Single Batch. Press the
Yes Button and all transactions for the current period
will be unposted. Press the No Button to cancel.

3 Select Batch to Unpost

10,

5456| 2/01,/1937
5456 2/01,/1937
5457 2/11,/1997
5458 2/11,/1997
5453 2/11,/1997
5460 2/11,/1997
5461 2/11,/1997
5463 2/11,/1997
b464| 2/11,/1997
5465 2/11,/1997
b4E7| 240171997
b4E8| 2/12/1997
b474| 21211997 FEB37 PHILLIFS PROP.SALES Thx
5475| 241211997 02/07/97 FINANCE DEPOSIT

Fl | | 3 I vI
§earch:| = anosll EI‘; Cloze | R Help |

33|RECEIPTS 02-03-37
41|/RECEIPTS 2-4-97
25|RECEIPTS 2-6-97
13|RECEIPTS FEB.E-97
21|RECEIPTS 2-7-97
2|CORR. BATCH 52597 1-7-37

2|RE-CLASSIFY CK 37518 10-24-96
2|RECLASSIFY CK 37343 11-19-96
6|W0ID CK 1538 COLONY HOMES
4|BUDGET CHANGE

3 02/06/37 FINAMNCE DEPOSIT

3| SEMINAR

2

]

L i I Y S S S N i = S |

The program will show you the total batches and
transactions processed and the total of the debits and
credits.

Unposting Summary B |

1 Batches Proceszed.

1 Tranzactions Processed.
0.00 Tatal Debitz.
0.00 Tatal Credits.

Working This is where you have the opportunity to change or
. add new transactions, by either individual transactions
with or by batch. When entering transactions, the transaction
Transactions type (Actual, Budget, Encumbrance - you will see these
on the tabs when you look at the accounts) is retained
for the entire batch or until changed. It displays
transactions in the batch as they are entered. It will
also display any unsaved transactions from a previous
session.
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Transaction batches may be assigned names by the
user. If the batch has not been assigned a name the
description will be that from the first transaction in the
batch, which was the practice in previous versions.
Users with System Update or higher access may change
the batch name here. When entering transactions or
journal entries the batch name may be entered by
pressing the hot key while in the batch number field.
When transferring from other applications the batch
name will be asked for in the options window unless
the transfer is for test only.

File Maintenance

Go to File, Transactions, File Maintenance. Select
the order of display by clicking on the appropriate tab.
Locate a particular transaction by pressing Alt F and
entering the value to locate. Press the Edit Button to
view or edit the transaction. Select an individual or
batch or transactions.

When editing a pending transaction the budget and
encumbrance checkboxes are set according to the
transaction being edited. When editing a batch of
pending transactions, the type of transaction is
indicated by the color. Actual transactions will appear
no color. Encumbrance transactions will be red and
budget transactions will be green.

B Browse Current Transactions == B
Account Number |Baference Mumber I Batch Mumber |
Account Mumber = D escription
(001-101.1000 28 20 E LE
(0010 1000 10A7/00(4 24 1272 -16.309.34 [PAYROLL 1041 7/00
001-101.1000 10/A17/00{4) a0 1283 -7.340.93 [ACCOUMNTS PAYABLE
007-107. 7000 10A7/00(8 ki 1293 1493617 |MISC EXFENSE
(0010 1000 10A7/00(4) 38 1333 -16.376.33 [PAYROLL 1041 7/00
007-101.1000 10/23/00 {4 kYl 1383 -3,302.13 |PAYROLL 10/23/00
007-107.7000 10/23/00{8 45 1388 2714424 [ACCOUNTS PAYABLE
(0010 1000 10/23/00{4) 46 1444 22.200.00 (ADMIN TR TO GF
001-101.1000 10/23/00 {4 47 1448 33.100.00 [RETURM ON A55ETS
007-107.7000 10/23/00{8 48 1452 1375000 |PUBLIC SAFETY TR
(0010 1000 10/23/00{4) 51 140 E62.00| SURCHARGE MONTLY
001-101.1000 10/23/00 {4 52 1485 £3.939.88 | SURCHARGE - OTLY
001-101.1000 117200008 E7 1576 £539.91|STATE SALES Tax
(0010 1000 117200004 B 1602 426.09|EMPLOYVEE CELLUILAR
001-101.1000 11/20/00 {4, 72 1616 10.00 15T A0 BAMK FEE 1041

Find Account Mumber: gl Insent | 5/?3 Edt I ﬁ Delete |

Ek LCloze % Help
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For adding new individual transactions select Insert.
Fill out the fields and click OK. You may also use
File, Transactions, Enter Transactions to add new
information. It contains debit and credit fields, but this
form below is more detailed.

Account: [ I~ Posted
Date: Im I Encumbrance Transaction
Period: W ™ Budget Transaction
Code: I—U ™ Prior Period Adjustment
Batch: I 1]
Reference: I—‘I
Project: I
Description: |
Source: |
Source D: I
Amount: I 0.00
Wendar: I
Check: I
Hox |[Gkai | 2 nep |

Fill in the Account number, the Date, the Period, the
Code, Batch, Reference number, Project number, and
a Description of the transaction. Also enter the
Source, the Source ID, the Amount of the transaction,
the Vendor and the Check number. Don’t forget to
check whether it is Posted, an Encumbrance
Transaction, a Budget Transaction, or Prior Period
Adjustment.

& Browse Current Batches EE= E3

D escription

& 10

A0 | A | 3 Yes [A/P OFF LINE/CM BATCH 10/17/00
AP0 | & | 22| ves |CASHREC10A 1017
W0A7A00 | A | 4| Yes |RESIDENTIAL SALES -WATER
W0A7A00 | A | 4] Yes |COMMERCIAL SALES -WATER
AP0 | & | 4] Yes |941 & DEPOSIT-CREDIT
W0ATA0 | A | 18| Yes |FR2210/23/00
1002300 | A | 4| Yes [941 TAXDEPOSITCREDIT
0/23/00 | & | 12| Yes |SPECIALEONUS P/R 10/24/00
0/2300 | A | 4] Yes [941 T DEPOSIT-CREDIT
0023000 | A | B4 Yes [A/F10/26/00
/23000 | A | 4| Yes [ADMINTRTOGF
W0/Z300 | A | 4] Yes [RETURN OM ASSETS
1002300 | A | 4| Yes |PUBLIC SAFETY TR
/2300 | A | 4] Yes |CEPITALR&FR TR

Eind Batch: [[ | Bk cose | 2 Hep |




Chart of
Accounts

If you want to make

the account active

for specific periods,
change the current fiscal
year and month to the
one you want and

edit the account.

Charts |
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All current batches are shown in the current window.
Press Alt F and enter a batch number to locate. See the
fields above for what they should contain.

When the desired batch is highlighted press the Edit
Button to view or edit transactions in the batch, or the
Kill Button to destroy the entire batch. Here you have
the option to view the balances by the fund by pressing
the Balance Button.

4 Balance by Fund I

| Fund | Actual Encumbered

| ] 0.00 0.00

ALL 0.0o Q.00
JEF_— Cloze | ? Help |

Browse Master Account File

Go to Setup, Chart of Accounts, Master Account
File. This displays all accounts in the master account
file, in account number order. Non-postable accounts
are color coded according to their function. When an
account is added it will also be added to the chart of
accounts if there is only one chart of accounts and to
the current fiscal year file if the account is coded as
postable. The initial chart of accounts when the
program was installed (ID = 1) may not be deleted.
This is a precautionary measure to prevent accidental
deletion of the working chart of accounts. Attempting
to delete the only chart of accounts is also denied. An
example of this would be: A user clones a chart of
accounts, then deletes the original chart of accounts.
At the time of the deletion there is another chart of
accounts, thus the deletion is allowed. However, until
all users are assigned to the newly created chart there
would be no accounts in their chart of accounts,
causing user panic.

The Charts Button displays a list of the charts of which
selected account is a member.
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Otherwise you will be prompted for which charts are to
be included in the account. The History Button will
display the fiscal year history of a selected account. It
allows editing the account balance if the user has
System Update or higher access.

A Browse Master Account File [<]
v = Active Account % = Inactive Account
Aocount Nurber | Name Type Bl
~ 001-100.0000 GENERAL FUIND ASSETS ASSETS
v 001-101.1000 CASH-GEM REY FUND FOSTABLE ASSET
v 001-102.1000 PETTY CASH{PSPE] POSTABLE ASSET
v 001-102.2000 PETTY CASH - ADMINISTRATION POSTABLE ASSET
~ 001-104.3000 CASH-PAYROLLVFIDELITY BANK FOSTABLE ASSET
v
v 001-115.2000 MISC ACCOUNTS RECEVABLE FPOSTABLE ASSET
v 001-125.1000 INTEREST RECENVABLE POSTABLE ASSET
v
v 001-131.1010 DLE FROM PARK SPECIAL FUND FOSTABLE ASSET
v 001-131.4010 DLE FROM ENTERPRISE FUMD FOSTABLE ASSET
v 001-131.4011 DLUE FROM ENT. FUND - LOAN POSTABLE ASSET
v
EIN| ao |
Chatts 441 History £ Insert ¥ Delete
Eind:
g B close | @ Hel

Accounts are rarely deleted from the master account
file. Once an account is deleted it will also be deleted
from all charts of accounts. This will affect all
historical data where the deleted account was involved.
To edit the charts of accounts press the Edit Button.
Setup, Chart of Accounts, Master Account File,
Browse Master Account File, Edit Button, Project
Required forces a project code to be specified
whenever this account is specified as a cost distribution
account in Accounts Payable.

Adding an Account Humber

Account Number; IW
|Mastel 7

o

¥ Project Required
[ Asset

[ Disable

Account Name:

Account Code:

E agK I m& Eancell ? Help |

Asset

Purchases against this account will be marked as asset
whenever this account is specified as a cost distribution
account in Accounts Payable.
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Disable
Posting is not allowed if this is checked.

Browse Chart of Accounts

Go to Setup, Chart of Accounts, Browse Chart of
Accounts. The total untransferred amount in Accounts
Payable for the account number and month is
displayed as the last transaction in the list. This feature
is active only if there is activity in the month displayed.
It functions only with Accounts Payable version 3.

+ MASTER [=]

GENERAL FUMID

[Account Number [ Name

(001 -100. 0000 MERAL FUMD ASSETS
0011011000 A5H-GEW REY FLIND
001-102.1000 ETTv CASH-[PSEPE)
001-102.2000 PETTY CASH - ADMINISTRATION
001-104.3000 CASH-PAYROLLAFIDELITY BANK

POSTABLE ASSET

POSTABLE AS5ET
POSTABLE ASEET

001-115.2000
0011251000

MISC ACCOUNTS RECEIVABLE
INTEREST RECEIVABLE

POSTABLE ASSET
POSTABLE AS5ET
POSTABLE ASSET

DUE FROM PARK SPECIAL FUND
DUE FROM EMTERPRISE FUMD
DUE FROM EMT. FUND - LOAN

001-131.1010
001-131.4010
001-131.4011

Find: I W Mark | [ Clear | E"l Wigww | 55 Insert | \ﬁ Delete |
ﬁ‘ Bemove Marked EE Cloze | @ Help |

When setting up a new chart of accounts if a new chart
was inadvertently created with the clone chart function,
use the Setup, Chart of Accounts, Delete Chart of
Accounts. It will delete the chart of accounts selected
from the current fiscal year.

Note that the continuous  To mark a block of accounts for deletion, click on the
marking functions as a . geos (or last) account to be marked, then hold down the
toggle as does individual hift k d h d k Kk
marking. This means any S t key an gset € up or down arrow ey.to mar
accounts already ~ €ach account in succession. Or you may highlight the

marked will be unmarked.  account and press the Mark Button.

W Mark This button marks the account for deletion.

i

(] Clear This takes the mark for deletion off of the account.

} Remove Marked | This removes all of the accounts you just marked.




WARNING: When an
account balance is
changed, the change
is rolled forward

to the current

open period. You
should not change
an account balance
if you have set the
current period back,
because the change
will be rolled
forward only to the
current open period
not the actual
current period.

91

It should not be used to delete a chart of accounts that
has been used in prior fiscal years. Should this happen
you would not be able to access this chart of accounts
in prior fiscal years.

Viewing and Editing MTD Balances

Go to Setup, Chart of Accounts. Select the master
account, then the specific account and press the History
Button.

Actual | CASH-GEN REY FUND

Beginning Balance FATDY Activeity Ending Balance
Ditober 2000 [ T 4517235 | £4.013.43
November 2000 | g4013.42 | s077.23 | maqanrz
Decerber 2000 [~ 11473072 [ 13973084 | 25446156
January 2007 | 254 46156 | noo || 254,461.56

% Frint |

‘? Help |

Account Inquiry

Go to File, Account Inquiry. This window lists all
accounts in the current chart of accounts but does not
allow for deletion or changes.

Actual IEncumberedI Budgetedl

Accaunt Mame MTD Activity Current Balance I_
001-101. 1000 CA5H-GEM REY FLIND .00 254 461 56 —
001-102.1000 PETTY CASH-[PSEPE) 0.00 300.00
(001-102.2000 PETTY CASH - ADMINISTRATION 0.00 E00.00
001-104.2000 CASH-PAYROLLAFIDELITY BANE 0.00 1.007.06
001-115.2000 MISC ACCOUMTS RECEIVABLE 0.00 0.00
001-125.1000 INTEREST RECEIVABLE 0.00 5.566.34
0011311010 DUE FROM PARK SPECIAL FUND 0.00 0.00

010 DLIE FROM ENTERPRISE FUND 0.00 T3
il DUE FROM ENT. FUND - LOAN i)

001-151. S.B.4 MGT FUNDH1E108 T2, 99
001-151.2000 S.B.A MGT FUND H1E1085 0.00 1,452,045.95
(001-161.9000 LAND & IMPROVEMENTS 0.00 341.343.00
001-162.9210 SECURITY COMPLE= 0.00 81,936.00
Lol L

Eind: l— Qetail |m§ Cloze | ® Help |

You may view the details on an account by pressing
the View Button.



E‘l Wiew Tranzaction
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% Account Detail [x]
Account: |DD1-1DW.1DDD Current B alance: | 254 461.56

Fund: |GENEF\AL FUMD
Mame: |CASH{:‘EN REY FLIND

Type: IF‘DSTABLE ASSET Mormal Posting: IDebit

Cunent |Dec 2000 | Nov 2000 | 0ot 2000 |

Actual Transactions

=

To look at individual transactions press the View
Transaction Button.

You may look at the MTD history or Beginning and
Ending Balances of the account by pressing the
History Button. See Viewing and Editing MTD
Balances.

Account: IW ™ Pasted

Date: IW ™ Encumbrance Transaction
Periad: [Januay 200 ™ Budget Transaction
Code: |—1 ™ Prior Period Adjustment
Batch: | 16

Reference: I 2033

Froject: I 12 testing this project

[escription: |bi||s | can get rid of
Source: |

Source |D: I—
Arnouht; I—DDD
Yendar: I—
Check: I—

Print Chart of Accounts
Go to Setup, Chart of Accounts, Print Chart of
Accounts. You need to select whether you want to

show all postable accounts and whether to include all
funds.
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If the Show Only Postable Accounts option is
checked, the Level and Reports column headers and
values will not be printed since they do not apply to
postable accounts. Two new options were added. If
Include Disabled Accounts is not checked the list will
not include accounts disabled in the current accounting
period and the Active column header and value will not
be printed. If Show Account Balance is not checked
the Balance column header and values will not be
printed. The default values for the added options will
be such as to make the report print as it did in previous
releases. Note that the Include Disabled Accounts
option is dependent on the account status as of the
current accounting period. Since accounts may be
disabled for individual months, this report could vary if
printed for a different accounting period.

See a sample of this report.

Clone Chart of Accounts

Go to Setup, Chart of Accounts, Clone Chart of
Accounts. The most convenient way to create a new
chart of accounts is to clone an existing chart and then
alter it as required. This function will clone any chart.

3| Clone Chart of Accounts
General |
|Cr: IE
M ame: | azter Chart of Accounts

H ox I m‘_' Cancel | ® Help |

The process will take a few minutes and will create a
duplicate of the account. To view and edit further
changes, go to Setup, Chart of Accounts, Browse
Accounts. Find the one you just created and edit it.

Delete Chart of Accounts

Go to Setup, Chart of Accounts, Delete Chart of
Accounts. Select the account to delete. If you only
have the Master Chart of Accounts you cannot delete it.
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E Select Chart of Accounts to Delete HE B

MASTER 2
Sample

e

K| 1|

ﬁl‘; Cloge | ? Help |

Merge Chart of Accounts

Go to Setup, Chart of Accounts, Merge Chart of
Accounts. This procedure will merge two charts of
accounts. It requires an access level of System Update
or higher to run. It will merge one chart into another,
creating accounts that don't exist in the surviving chart,
and delete the merged chart when the process is
completed.

Selecl Chart to Merge =] =]

i
MASTER 2
Sample

POy —!

Select | Cloze | Help |

Then select the chart to merge into. You will be asked
to confirm your selection. Press OK if everything is
correct.



Chart Merging Into

D MHame |
1|MASTER
2 .&STEH 2

Select | Cloze | Help |

Confirm |

® Merge Chart 4 into 1.

Journal Adding Transactions to Journal Entries
Go to File, Transactions, Journal Entries.

Entries
% Select Journal Entry Type x|
Source| Name

JH T EM ]

JE TRAMSFER MOMEY MET ACCT TO P/R
JE TRAMNSFER TO GG FROM M MKT FOR &
JE TRAMSFER GG & SBOA

JE TRAMSFER YACHT CLUE & GG

JE TRAMSFER SEWER & GG

JE TRAMSFER OF FL POWER DEF

JE TRAMWSFER FROM SBOATO GG

JE TRAMSFER FROM CU TO 572-0460 FOF
JE INT P&YABLE TO ALL ACCOUNTS - MO
JE MOMEY MAKT MOMTHLY SERVICE CHe

=] | I

(5 Select I EI(_' Cloge | 2 Help |
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Highlight the journal entry desired and press the Select
Button. When you press the Select Button you are
brought to the Transaction Will Be Added screen.

4 Transaction Will Be Added | =]
Date: I 11401 /2000 Debit Tatal: I Q.00
Batch: I 542 Credit Tutal: Q.00
Code: I 1 Difference: I 3
Eroject: I

Accaount: IDD1-218.EI2EIU

Descriptior:  [FEDERAL w//H

Aot I—m
Bo | sk |Gai | 2 vep |

Fill out the Date, Batch #, Code #, Project #, Debit
and Credit Total. The Difference will automatically
update itself, but there is a drop down menu visible that
you can select from. Fill out the Account number,
Description of the transaction, and the Amount of the
transaction. (This will be debited or credited above on
the same screen).

Press OK when finished or the Skip Button if you want
to skip the present transaction and go to the next one.
When a journal entry is aborted without creating any
transactions in the batch, the batch number is restored.
You may import journal entries from an external ASCII
file.

The name, location and field layout of the file is user
defined. The default format may be set in Setup,
Transaction Import File. Only the account number
and amount fields are required in the import file. The
other fields are either optional or may be specified for
the entire batch at import time.



Note that project

codes are assigned
only when a journal
entry template is used,
and the project is
assigned only to the
individual transaction,
not to every transaction

in the journal entry.

Receipts
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The essential fields must be filled in before the import
can begin. No changes are written to the import file.
The same file may be imported any number of times.
The import can optionally be for test only, and a report
can be printed after the import. The imported
transactions may then be posted or edited as any other
transactions. An unlimited number of import profiles
may be saved, each identified by a name. If the user
fails to enter a name for the current batch when adding
journal entries, the name field is left blank. When
entering journal entries the dollar amounts may be
entered without a sign regardless of whether a debit or
credit if a normal posting. A project code may be
assigned to individual transactions of journal entries.

Receipts are the individual transactions and make up
deposits. A deposit may consist of one or more
individual receipts. Receipts for the current open
receipts period are shown. Those shown gray have
been transferred and cannot be edited. When adding or
editing a receipt or deposit the calendar month is
displayed instead of the accounting period. This is to
minimize confusion on the part of users that tend to
equate the two terms. See Calendar Month/Period in
the Glossary. Receipts may be transferred for a single
day or a range of days. The options window now
includes beginning and ending date fields. If these
fields are left blank the transfer will include all
available receipts in the current period. When a deposit
is created the default month is set to the current receipts
period.

If a beginning or ending date is specified the receipts
transferred will be filtered accordingly. Note that the
transfer is restricted to the current accounting month
regardless of the date range specified. If a date range
outside of the accounting month is specified, nothing
will transfer.

Multiple deposits may remain open to better handle
situations where multiple cashiers each handle their
own deposits.
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When the main receipt window is displayed after
selecting the receipt type, the first open deposit in
alphabetic order of the deposit name will be selected.
If this is not the deposit wanted a hot key in the deposit
number field will display a list of open deposits and
allow selecting the one to be used.

Cash Drawer

Go to Receipts, File Maintenance, Cash. At the View
Only level the user may view receipts but may not add
or delete receipts. At the Data Entry level receipts may
be added, but not changed or deleted. At the Update
level receipts may be added, changed, or deleted. They
cannot delete deposits. At the System Update level and
higher there are no restrictions. Affected are File,
Receipts, File Maintenance, Cash/Receipts/Deposits.
When browsing cash , the records coded as revenue are
displayed in red. Likewise, when browsing the
components of a receipt (File, Receipts, File
Maintenance, Receipts, View or Change, Cash Tab),
the records coded as revenue are displayed in red.

The cash drawer is like a cash register drawer that can
open every time you enter a cash receipt. You may
either put the payment into the drawer or make change
from the drawer. Many times it is hooked up to a
receipt printer/validator and there you can print out a
receipt from the slip printer to give to someone. You
can validate the back of a bill, marking it paid and in
this way that becomes their receipt. You can endorse a
check with the FOR DEPOSIT ONLY - CITY OF
XXXX - and acct. number. There is space under
Setup, Receipts Types, Browse Receipts Groups,
Validation Tab to enter what information you want to
use on this. See the Codes to use with this.

Select from Account Number, or Receipt/Date order.
In the main browse window, highlight the receipt to
look at by pressing the View Button. To add a new
receipt you may press the Insert Button.



# Browse Receiplts by Account Number [=]

By Account Mumber |

oo 52|12/11/00 |CASH 1,082.73 | STATE SALES Tax
001-101.1000 E2/12/11/00 |CASH 48528 |STATE SALES Tak
001-101.1000 E3/12/11/00 |CASH 500.00 |POST OFFICE METER
001-101.1000 E4|12/11/00 |CASH 200.00 | LIBRARY REVENLE
001-101.1000 54|12/11/00 |CASH 50.00 | OCCUPATIONAL LICEMSES -%/G
001-101.1000 E4/12/11/00 |CASH 30.00| SERVICE SALES - MOWING
001-101.1000 E4|12/11/00 |CASH £,050.00 | BUILDING PERMITS
001-101.1000 54|12/11/00 |CASH 60.00 | BUILDING PERMITS
001-101.1000 E5/12/19/00 |CASH 256,711.45 | AD VALOREM TAXES
001-1071.1000 EE|12/12/00 |CASH 300.00 |POST OFFICE METER
001-101.1000 70|12/12/00 |CASH 137.00 |BUILDING PERMITS
001-101.1000 7012412400 |CASH 9.93|MISC DEPOSIT-ATT C. MARCIANT
001-1071.1000 701212400 |CASH 50.95 | OCCUPATIOMAL LICEMSES - COU
K} el
Eind: I £ Insert | Wigw I ; m‘: Close | B Help |

Adding a Heceipt

Deposit: I 77 test deposit

Receipt: | 2 |ims December 29, 2000

Type: ADW AD WALOREM TAXES

Description:

Amaint: I 0.00 W Fix Description
Papment

i s=Cash & H=Check ¢ R=Credt ¢ E=EFT ‘

o | Ho e
3} Deposit |

Drescription Amaount |

T Help |

Dezcription:

Amaunt; I 0.00 W Fix Description

Fayment
’71'-' B=Cazh & H=Check 1« R=Ciedit ¢ E=EFT

The receipt code of "E" is for electronic fund transfer
was added to the existing codes of "A" which is Cash,
"H" which is Check, and "R" which is for Credit.



For a detailed

graph and definitions
on the IMS Receipting
System see_ Graph 1
and Graph 2 in
Technote 4.

Users with Supervisor
access may add records
to a receipt via file
maintenance.
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Enter the Account number, the Receipt number, the
Type, the Period, the Date, and the Drawer number.
Check the method of Payment and select from
Receipts, Transferred or Combine. Enter in a
Description and the Amount of the receipt. Enter in
the fields of information, particularly the cash Drawer
number. Press OK when finished.

When browsing receipts, an orphan receipt (a receipt
belonging to a nonexistent deposit) will be identified
by displaying the missing deposit number in red.

Browse All Receipts

Go to Utility, Browse All Receipts. This displays all
receipts in the database by period. Receipts for the
current open receipts period are shown. Receipts that
have not been transferred may be edited or deleted.
Those shown gray have been transferred and cannot be
edited.

% Browse Receipts by Period B

oo
001-151.0100
001-151.0100
001-347.0230
10/02/00 001 -347.0230
10402400 001-151.0100

1 X Pl
1 20.00| LICEMSES - PROFESSIONAL
1

1

1

q

10/02/00 | 1 |007-151.0100

1

1

1

1

1

1

20.00| LICENSES - PROFESSIONAL
-4.00| PARKING PERMITS
-4.00| PARKING PERMITS
4.00|PARKING PERMITS
4.00|PARKING PERMITS
-20.00| LICENSES - PROFESSIONAL
-20.00| LICENSES - PROFESSIONAL
20.00| LICEMSES - PROFESSIONAL
20.00| LICENSES - PROFESSIONAL

1 0

10/02/00
10402400
10/02/00

10410400 001-321.0100
10410400 001-321.0100
10410400 001-151.0100
10410400 001-151.0100
10/10/00 001-347.0230 -2.00| PARKING PERMITS
10410400 001 -347.0230 -2.00| PARKING PERMITS

Eind:l 55 Insert | £iigE m‘_’ Cloze | ® Help |

Entering Receipts
Go to File, Receipts, Enter Receipts. (Receipts can

be entered under File, Receipts, File Maintenance, but
you wont have the Type, Receipt, and Deposit
Buttons). Each time a user enters receipts, a new
receipt record will be created and all receipts entered in
that session regardless of receipts type will be related
to that receipt number. Mark the box if you want this
to be a Temporary Change Only.




L& Deposit |
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When beginning a session of entering receipts, after the
date and receipt type have been entered, the user has
more options for selecting the deposit to be used. If
there is only one open deposit for the receipt group in
the current receipts period, it will be selected
automatically.

If there is more than one qualifying deposit, a list will
be shown and the user may select one. If the user
declines to select a deposit the dialog for opening a
new deposit will be displayed. If there are no open
deposits available the dialog for adding a new deposit
will be shown. Once the main receipts window is
displayed the current deposit selection may be changed
to another open deposit by pressing a hot key while in
the deposit number entry field, or a new deposit created
by pressing the Deposit Button.

In previous releases an initial deposit could not be
selected from the available list. If there were open
deposits the first one found would be selected even if
not in the same receipts period. If there were none the
create deposit dialog would be shown. These changes
are intended to minimize the possibility of users
inadvertently entering receipts into the wrong deposit.

% Select Aevenue Type (=]

BUILDING PERMITS
EMPLOYEE CELLULAR
EMPLOYEE CELLULAR-w
FRANCHISE FEE - CATY
FRAMCHISE FEE - ELECTRIC
FRANCHISE FEE - TELEPHOMNE
GEMERAL SURCHARGE
HEALTH INS BY COUNCIL
INTEREST - SB& #161082
INTEREST - SBa& #161085
INTEREST - T& COLLECTOR
INTEREST- WATER & SEWER LO&AN
LIBRA&RY REVENUE

= §elect| ﬁl‘: Clase | B Hel |

Enter the Deposit and Receipt numbers, the
Description, the Amount. The deposit number may
be changed by using the hot key to select among open
deposits without causing a conflict with the deposit
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number of the current receipt. If the deposit number is
changed, if the receipt is empty its deposit number will
be changed to agree with the most recent deposit
selection. If it is not empty it will be saved and a new
receipt created. As long as the user remains in the
window the deposit number will remain until changed.
If the user exits and comes back into the window the
deposit selected will be the first open deposit in the
current receipts period.

% Adding a Receipt H
D epozit: I TE  anything
Receipt: | 7a |ims December 29, 2000
Type: ADN AD VALOREM TAXES

Description:  [AD WALOREM TAXES

Amant: I 0.00

Payment
’7(‘ A=Cash © H=Check ¢ R=Credit Card

= Tupe | H ok I 25 Receipt |
L Deposit | = Open | E‘_‘ Done |

Description Amount |

% Hep |

Assign a Name to the receipt.

Select the form of payment, enter the amount, and
press the OK Button to post the receipt. If this receipt
type is coded for validation, it will be printed then. If it
is coded for endorsement an Endorse Button will
appear, which will print the endorsement when pressed.

The description field defaults to the description of the
receipt type but can be changed to whatever needed.
The description will remain until changed. To switch
to a new receipt type without changing the description,
press the Select Button.
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This will cause the receipt type list to be displayed,
from which you can select a new type. To select a new
receipt type and change the description to that of the
new type, right click in the description field. The same
receipt type window will be displayed, and the
description will be changed to that of the receipt type
selected.

If it is checked the Description field will be retained
until changed manually, even if a different receipts
type is selected. If not checked, it will change each
time a new receipts type is selected to the description
of the receipts type. Out of order receipt numbers may
be created when entering receipts, as long as it does not
create a duplicate receipt number. In the IMS receipt
system a deposit is meant to correspond to the actual
bank deposit made.

Fix Description, if checked, will keep the description
if the receipts type is changed.

Select the Receipts Type.

ndorze | Endorse the receipt.

(y

Validate | Print validation.

i

H ok Save this receipt and continue.
¥ Receipt Start a new receipt.
i3 Deposit | Close this deposit and open a new deposit. Pressing

the Deposit Button will flush any pending receipts,
close the deposit, and create a new deposit. It will ask
if you want to close the current deposit. If a negative
response is received the current deposit will be left
open and a new deposit created. If the current deposit
is empty the user will be so advised and it will not be
closed.

2 Clamp Clamp the paper.

e

T Release | Release the paper.

= Open Open the cash drawer.

i
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Jik Dore | Done - no more receipts to enter.

Transfer Receipts

Go to File, Receipts, Transfer Receipts. Check the
Test Only box if you want to check for valid accounts
without making the transfer. Check the Print
Transfer Report box to print a transfer register. A
transaction code is required before transferring

receipts.

Enter Transaction Code
Transaction Code; Im

B o« Ll cuit |

Press OK. You will need to select the transaction code
if the choice you typed in is not valid.

% Select Tranzaction Code x|

By Code |

Code| Mame |
GLENTRIES

2(ACCOUNTS PAYABLE

3|CASH RECEIPTS

4 PAYHOLL

—_

EI‘; Cloze | ? Help |

The transfer summary is completed and the details are
shown to the user.
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Transfer Summary =] |

0 Batch Processed.

[ Trangactions Proceszsed.

[ Tranzaction: Accepted.
0.00 Tatal Debits.
0.00 Tatal Credits.

Print Receipts
Go to File, Receipts, Print Receipts Report. (Or

alternately, Reports, Standard Reports, Receipts
Report.) Select the range this report is to cover from
the drop down list. Note that if you select the specified
Report Range option and enter a date outside the
current fiscal year the report will include only those
receipts within the current fiscal year.

Receiptsz Report Options |

Eeport Range: Current Period

pecified Date Range
eceipt Mumber Range

See a sample of this report.

File Maintenance - Cash

Go to File, Receipts, File Maintenance, Cash. This
displays all receipts in the database by period or
account number that have not been transferred in white
- which may be edited or deleted. Those transferred
already are in gray and may not be edited. When
browsing cash the records coded as revenue are
displayed in red. Likewise, when browsing the
components of a receipt , the records coded as revenue
are displayed in red.
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3 Browse Receipts by Penod

Period| Account Number | Souce| Amount

. RECEIPTS
3/20/96 001-322.0004 RECEIPTS 3-20-96
320496 001-322.0005 RECEIPTS 3-20-36
320496 0071-322.0006 RECEIPTS 3-20-96
320496 0071-322.0006 RECEIPTS 3-20-96
3420496 001-322.0006 RECEIPTS 3-20-96
3/20/96 001-331.2100 092,31 |RECEIPTS 3-20-96
3/20/96 001-341.2000 350.00| Z0NING
320496 007-341.4000 4.00| MONEY TRANSFER POLICE
320496 0071-341.4000 3.30|{MONEY TRANSFER POLICE
320496 0071-341.9000 10.00 |MOMEY TRAMSFER POLICE
320496 0071-341.9000 2.00{MONEY TRAMSFER POLICE
3/20496 001-342.6000 2.061.67|RECEIPTS 3-20-96
1 k|

Eind:l 5 Insert | ﬂ'égdit I \ﬁ Delete | EI(: Cloze | F Hep |

File Maintenance -Receipts
Go to File, Receipts, File Maintenance, Receipts.
Press the View Button to view the details.

# Browse the Receipt File x|

By Beceipt |B_l,l Deposit I By Date I

Amount Diescription

1 1 It 1]

2 1 1 | 1040/00 -22.00 | IM5 October 10, 2000

3 21 | 10/08/00 -2.00 | IM5 October 9, 2000

4 3 1 | 10A2/00 -39.412.13 | IM5 October 12, 2000

5 4/ 1 | 10/06/00 4,216.82 | IMS October &, 2000

B a5 1 10/05/00 -8,763.56 | myrna October 5, 2000

T a1 10/04/00 -119.43 | myrna October 4, 2000

8 Bl 1 10403400 -40.00 | myma October 3, 2000

9 71 10403400 -158.00 | myrna October 6, 2000
10 8 1 |10/03/00 -368.00 | myrna October 3, 2000 #13%
11 9 1 |10/03/00 -206.00 | mya October 3, 2000
12 9 1 |1043/00 -126.00 | myrna October 13, 2000
13 9 1 |1043/00 E78.09 | myrna October 13, 2000
14 9 1 10416400 -2,360.00 | myrna Octaber 16, 2000 I

L Insert | @ Wi I |

m‘: Cloze | ‘? Help |

To change a receipt record, press the Edit Button. To
insert a new record, press the Insert Button. Fill in the
Receipt number, Deposit number, Period, Date,
Drawer number, Amount, Description, and who it
was Received By.
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General |gagh I

Receipt: I_I
Dieposit: |—4

Period: [T October 2000
Drate: IM

Dirawer: Iﬁ

Amount: I 421682

Description: — [IM5 October &, 2000

Received By IIMS—
Hox | Goi | 2 Her |

On the Cash Tab press the View Button again to see
the cash details. You may insert new information. See
File, Receipts, File Maintenance, Cash, Insert Button
fields for details.

Deposits
Go to File, Receipts, File Maintenance, Deposits.

You can view and edit deposits by deposit number, by
period, or by date. Use the Insert Button to add a new
information and the Edit Button to change existing
information. To facilitate selecting from among
multiple open deposits created by multiple cashiers,
deposits are now coded with the receipts group of the
user that created the deposit. When entering receipts,
pressing a hot key while in the deposit number field
will display a list of all open deposits that are in the
user's receipts group. This should help prevent
selecting the wrong deposit. Note that this applies only
to deposits that were created after this release is
installed. The format of the deposit file will be
changed for all fiscal years found on the disk, but the
receipts group will be blank. For compatibility with
existing data, the list of open deposits displayed will
include those with a blank receipts group as well as
those in the user's receipts group.
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By Deposit |By Period | By Date |

1 I B.
201 10/09/01 -2.00
31 10/05/00 -38,268.57 | 10/12/00 DEP
4 1 |[1042/00 4.216.82 | 10/6/00 DEP
5 1 10/08/00 -8,882.99|10/5/00 DEP
B 1 10/03/00 -40.00 | dep 1043400
71 100800 -158.00 'vACHT CLUB 10/6/00 DEP
g3 1 10/03/00 -368.00 *vACHT CLUB COLL 1043400
90 1 10402/00 -32,197.36 'vACHT CLUB 10/2400 COLL ESHE
10 1 10/15/00 -6.00 | COLL 10419400
11 10/15/00 -48,939.90 |COLL 10424
ol

o st |[TmEat |
El‘_' Close | ? Help |

To enter a new deposit, press the Insert Button. Enter
the Deposit number, the Period, Date and Name of the
deposit.

% Deposit Will Be Added [x]

Deposit; I_m
Period: I 3 3:
[Drate: Im

Marne: |

H ok |J§I:uuit |‘?He|p |

To change an existing deposit, press the Edit Button
after highlighting the deposit you want to change.

£ Deposit Will Be Changed ]

General |Beceipts|

Deposit; I_ﬁ

Period: 32 December 2000
Date: Im

Arnount; IW

Mame: IST OF FLSALES Tax-NOY
¥ Closed

BHok | Gkoi | R Hep |




Initialize
Period
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On the General Tab fill in the Deposit number if this is
new information. Click on the correct Period, enter
the Date, Amount, and Name. Check the Closed box
if you don’t want this deposit to accept any more
receipts.

On the Receipts Tab you can insert new information or
edit existing information. See the Changing Receipt
Record Tab.

Go to Utility, Initialize Period, Month or Fiscal
Year. When you initialize by month all accounts
disabled in the current month will be disabled in the
new month. While the period has been changed
temporarily for the workstation doing the initialization,
the month is advanced to the next month locally only.

The user will be warned of unposted transactions and
unfinished transaction entry batches in the current
period before the initialization process is started. This
utilizes transaction framing to assure file integrity.
When the process is aborted due to a file conflict with
another user, the data files are rolled back to the pre-
initialization state. Also, if the user elects to have it set
the period forward to the month being initialized, this
will be done even if the process has been aborted.
Additionally, safeguards prevent the initialization
process from aborting when a user logs in or attempts
to access files updated during initialization.

There is no requirement for exclusive file access during
the initialization process. However, there is a brief
period before initialization begins that does require
exclusive access. During this time the system checks
to see if data for the year to be initialized already
exists. If reinitializing an existing fiscal year the user
is given the option of erasing the existing file if no
transactions have yet been entered. If the user elects to
erase the file, exclusive write access to the file will still
be required. The change in this release was to not
request exclusive access until the user elects to erase
the existing fiscal year data. In a normal
reinitialization where only beginning balances are
updated, other users will be allowed file access and
thus may continue working.
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Because the budget module requires a chart of accounts
the first step is always initializing the year of the
budget. Then you may create your budget groups,
budget names, and members if that has not already
been done. When a budget is initialized the fiscal year
assumed will be the budget year, not the current fiscal
year.

The initialize fiscal year procedure clears all account
balances prior to setting the opening balances for the
year. The initialize fiscal year procedure will set the
current period to the first month of the fiscal year if the
year was re-initialized (update beginning balances
only).

Select Month, or Fiscal Year. If the current period
open is the last month of the fiscal year you will see the
following window.

Next Fizcal Year <]

The next accounting period iz in the next fizcal year. Use
the Initialize Fiscal Year function.

Otherwise, if the next period has been initialized before
you will get the following window:

Penod Already Initialized

September 1997 has already been initialized.
Are you zure you want to reinitialize’?

You can elect to set the current period forward after
initialization, or leave it unchanged:



When the fiscal year is
initialized with the update
fund balance option, the
fund balance account in
the new fiscal year is
initialized at the closing
balance in the prior fiscal
year plus the excess of
receipts over expenses in
the same year. In previous
versions in some cases the
closing fund balance was
not carried forward.
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Change curmrent period?

@ Set the cumrent period to September 19977

Ho |

Finally you will get a confirmation window allowing
you to cancel or continue:

Pleaze Confirm |
Initialize 5eptember 1997.

Set cumrent period to September 1997

OK |

You may go back to Utility, Initialize Period and
select some options for initializing.

Initialize Fiscal Year Options

W iCreate Accounts That Don't Exist in Mew Fiscal ear

W Zemo Fevenue & Expenditure Account Balances

[ Update Fund B alance &ccounts

W Zero Budget Balances in Mew Fizzal Year

[ Update Budgets in Mew FY to Ending Budget in Ol F
W Dizcard Remaining Encumbrances

™ Adjust Budget in Mew Year Far Femining Encumbrances

[ Zemo Balance Sheet Account Balances

E Begin |E|‘_'gl:u:|rt | ? Help |

Press the Begin Button to continue with the
initialization or the Abort Button to stop.
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Create Accounts That Don't Exist in New Fiscal
Year

Check this if you want all account numbers carried
forward from the old fiscal year. Don't check it if you
are changing your chart of accounts and will not be
using some accounts any more. The default is to create
all accounts.

Zero Receipts & Expenditure Account Balances
Normally all receipts and expenditures are cleared into
fund balance or retained earnings. Check this if you
want to clear these account balances.

Update Fund Balance Accounts

This is the usual action when initializing a fiscal year.
The fund balance account for each fund will be updated
by the difference between receipts and expenditures in
the previous year.

Zero Budget Balances in New Fiscal Year

You can elect to clear all budgets in preparation for
entering new budgets. This option should be taken the
first time a fiscal year is initialized, but not when
reinitializing after budgets have been entered. Budgets
are normally loaded directly from the budget
preparation module.

Update Budgets in New FY to Ending Budget in Old
FY

If this box is checked the budget for the new fiscal year
will be set to the ending value of the budget in the old
fiscal year.

Discard Remaining Encumbrances

Encumbrances are generally for expenditures in the
current fiscal year. Occasionally an encumbrance may
remain because of delays in delivery or a change in the
order. If this box is checked these encumbrances will
not be carried forward to the new fiscal year.



Browse All
Batches
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Adjust Budget in New Year For Remaining
Encumbrances
If this box is checked the budgets for any account with
remaining encumbrances will be increased by the
amount of the remaining encumbrance, effectively
moving the expenditure into the new fiscal year.

Zero Balance Sheet Account Balances

This option should be used only if creating a new fiscal
year during program installation. You would then have
to manually adjust each asset and liability account
balance before beginning operation.

Go to Utility, Browse All Batches. All current
batches are shown in the current window. Press Alt F
and enter a batch number to locate. After that press the
Edit Button to view or edit transactions in the batch, or
the Kill Button to destroy the entire batch.

3 Browse Current Batches x

3/05/97
300| 9412297
301| 9419497
02| 9726797
303| 9430497
04| 9/30/97
305| 9/30/97
306| 9430797
07| 9419497
308| 9430797
04| 9/24/97
0| 9430497
1| 9/28/97

Devonshire Nursing Home
19395 Vintage Properties
Purchase notes

Activity 03-25-37 Thru 09-30-97
End of year JE

Activiy 09-25-97 Thru 09-30-97
“wire from SBA

19711 293253393257

Payroll Batch Transfer

19786 WEISS SCHOOL
Payroll Batch Transfer
Receipts 09-25-97 Thru 09-29-97
312| 9430497 Payroll Batch Transfer

3| 89528597 159792 TRINITY METHODIST

Eind Batch: [ gged | 7k | Gk cess | R ven |

=T
=
w

Batches in red type cannot be killed as they have
already been posted. If you want you can unpost a
batch. Change the current period to that of a batch,
then use Utility, Unpost Transactions, Single Batch
to unpost it. See Unpost All Transactions or a single
batch. After correcting and reposting it, if the batch
was in a prior period you must roll any changes
forward to the current period by initializing forward
month by month. This is not a normal procedure that
you would use on a continuous basis.




Miscellaneous
Utilities

WARNING: When an
account balance is
changed, the change

is rolled forward to the
current open period.
You should not change
an account balance if
you have set the current
period back, because
the change will be
rolled forward only

to the current open
period not the actual
current period.
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Clear MTD Balances
Reverze Signz
Browse Fizcal Year Accounts
Check Fizzal Year Sccounts
Check Fizzal Year Balances
Renumber Al Batches
Yiew Pending Tranzactions
Mowe Batch to Another Period
Recompute Beceipt Amounts
Recompute Depogit Amounts
Synchronize Budget Account Levels
Check Batch Headers
Merge Batches
Check Receipts
Browse Activity Log
Purge Activity Log
Search For Amount
Purge PDF Reports
Eix Tranzactionz

Clear MTD Balances

Go to Utility, Miscellaneous Utilities, Clear MTD
Balances. After this utility has been used you must
unpost all current transactions and post them again.
Select Yes or No.

Confirm Request

Thig processz will clear the month to date activity for the curent
accounting period. After it is complete you must unpost and
repozt all cunrent tranzactionz. Before continuing be sure no
other ztationg are in the current fizcal year. Are pou sure you
want to continue?

Yes

Reverse Signs
Go to Utility, Miscellaneous Utilities, Reverse Signs.

This is to accommodate situations where the user set up
the normal posting for an account code incorrectly,
specifying, for example, credit instead of debit. It is
available to users with system update access or higher.
It can be used only on unposted batches. If a batch was
posted incorrectly it must be first unposted. Select the
batch you want to reverse.
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450|1016/2000 A 36| PaYROLL 10416400

45211012/2000 A B{PaYROLL 10412400

45310122000 A 3|LICEMSES - PROFESSIONAL

4541012/2000 & 3|LICEMSES - PROFESSIONAL

45511012/2000 A 2(L0T MOWING

456(1012/2000 A 14|MISC. EXPENSE REFUND

457|102/2000 A 35| ACCOUMTS PAYAELE

458 10A7/2000 A 4/ LICEMSES - PROFESSIONAL

453|10A7/2000 A 5| CITY HALL REMTAL

46010172000 A 14|LICEMSES - PROFESSIOMNAL

461 10A17,/2000 A PITELECOMMUMNICATION T

46210A17/2000 & 5|FRAMCHISE FEES - TELEPHOME

4631017/2000 A 2| TRAMSFER FROM M MET TO GG FRO ¢

4641017/2000 A 2| TRAMSFER FROM M MET TO GG FRO ¢

465 107/2000 A 2| TR&MWSFER FROM M MET TO GG FRO £
ol g

§earch:| (5 Beverse IEI‘_' Cloze | ® Help |

Browse Fiscal Year Accounts
Go to Utility, Miscellaneous Ultilities, Browse Fiscal
Year Accounts.

001-005.0202 CREATED EY POSTING

001-007.0202 CREATED BY POSTING

001-100.00093

a01-101.0100 CHECKIMG - GEMERAL FUND

ao0t1-101.0101 SUNTRUST - GEMERAL GOWT CHECKING

aot-10.0mo2 SUNTRUST - GEMERAL GOWT CHECKING

an1-101.0305 SAVINGS - PCEF CREDIT UNIOM

a01-10.0106 SAVINGS - PCEF CREDIT UNIOM

aot1-101.0m20 SUMTRUST - PAYROLL CHECKIMG

a01-101.03123 SUNTRUST - PAYROLL CHECKIMG

001-102.5130 PETTY CASH - ADMIN

001102513 PETTY CASH - ADMIN

0011025210 PETTY CASH - POLICE =l
Search: I oy Ingert | £} Delete |

m‘_‘ Close | ® Help |

To add a fiscal account press the Insert Button or to
delete an account, highlight it and press the Delete
Button.

# Adding a Fizcal Account E

Account Mumber: |

|ﬂ|:|k; | B o | @ Hew |
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Click on OK when finished.

Check Fiscal Year Accounts

Go to Utility, Miscellaneous Ultilities, Check Fiscal
Year Accounts. This checks the fiscal year accounts
against the current account file. It will also create
fiscal year accounts for any missing postable accounts.

Confirm Request [ <] I

Thig proceszz will check the cunent fizcal pear file against the
current accaount file, It will alzo create fizcal year accounts for an

@ mizzing postable accounts. Before continuing be sure no other
stations are in the curent fizcal pear. Are you sure pou want to
continue?

If you want to proceed then press Yes.

Note that it will checkup ~ Check Fiscal Year Balances
thru whatever month is set G4, tlity, Miscellaneous Utilities, Check Fiscal
as the current period. If Year Balances. For each period in the current fiscal
the current period is set .
ahead of the last month  year this will check the ending balance against the
initialized it will report an  beginning balance of the following period, check the
error for every account.  cyrrent balance against the transaction total amount. It
also checks the MTD balance of each account against
the total of transactions for the account. The utility
checks budget, encumbered and actual balances for all
accounts for all months of the fiscal year. If a
discrepancy is found it will display a message
indicating the account number, period and which
balance.

Confirm RBequest B

Faor each period in the current fiscal year this process will do the

following for each postable account:

1. Check the ending balance of the period against the beginning
@ balance of the following penod.

2. Check the current account balance againzt the branzaction

total arnourt.

Are pou sure you want to continue?

Yes
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It will stop after displaying the first error. After the
problem is fixed it should be run again to see if more
errors exist.

Mo Problems Found <] |

Mo dizcrepancies were found in the cument fizcal year
account balances.

Renumber All Batches

Go to Utility, Miscellaneous Utilities, Renumber All
Batches. It will assign a new batch number to any
group of transactions that had the same batch number
as a group of transactions in another month or fiscal
year and will renumber all batches beginning with 1. It
takes a few minutes and cannot be interrupted.

View Pending Transactions

Go to Utility, Miscellaneous Utilities, View Pending
Transactions. Because pending transactions are not
displayed until a user attempts to enter additional
transactions, a user could forget that an unfinished
batch existed. This utility allows checking what has
been entered and not completed.. It is available to
users with System Update access or higher. After a
pending batch transaction is added or edited, the
transaction just edited or added is selected. When
editing a batch of pending transactions, the type of
transaction is indicated by the color. Actual
transactions will appear no color. Encumbrance
transactions will be red and budget transactions will be
green.
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% Browse Pending Transactions [<]
Ey User |By Batch Mumber | By Account Mumber |
Date | Account Mumber Amount Period | Balch  |Referenc LUser H
K] Elsl
Welete Close: Help

Move Batch to Another Period

Go to Utility, Miscellaneous Utilities, Move Batch to
Another Period. This is available to system update or
higher access users. This will move your unposted
batches to another period. You may move batches from
one fiscal year to another. The transactions are
physically moved to the new year by deleting from the
old year and adding to the new year. The purpose is to
correct situations where a batch of transactions was
transferred into the wrong month. (Such problems will
happen only when transferring from DOS versions of
Payroll or Utility Billing, where the month is not
embedded in the transfer data.)

It will move all transactions in the specified batch from
the current period to the specified period. There are
some restrictions to this process: first, the batch must
be unposted.

Second, the period the batch is being moved to must
not be prior to the closed date (Setup, System Data,
General System Data, Special Tab) and the period
obviously must not be the same as the current period.
In the case of receipts that were entered for the wrong
period, they must first be transferred to the period for
which they were entered, then moved to the correct
period. duplicate reference numbers are possible. If
one is encountered it will be automatically replaced
without notifying the user by a unique reference
number valid for the new fiscal year. Any other
duplicate problems will be displayed to the user and the
process aborted.
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£ Select New Accounting Period |

tanth: H
ear: Im

Hok | Bk zou | @ Hep |

Recompute Receipt Amounts

Go to Utility, Miscellaneous Utilities, Recompute
Receipt Amounts. The receipts will be processed
automatically. This utility will display a warning
message explaining the problem and identifying where
it exists, and allows the user to accept or decline
correcting the discrepancy. The error conditions
handled include orphan receipts (missing deposits),
empty deposits, amount discrepancy, and transferred
discrepancy.

Recompute Deposit Amounts

Go to Utility, Miscellaneous Utilities, Recompute
Deposit Amounts. The deposits will be processed
automatically. This utility will display a warning
message explaining the problem and identifying where
it exists, and allows the user to accept or decline
correcting the discrepancy. The error conditions
handled include orphan receipts (missing deposits),
empty deposits, amount discrepancy, and transferred
discrepancy.

Synchronize Budget Account Levels

This will set the revision level in each record of the
budget account file to agree with the highest revision
level in the budget file. Go to Utility, Miscellaneous
Utilities, Synchronize Budget Account Levels. This
will be processed automatically.

Confirm |

Thiz process will set the revizion level in each record of the
@ budget account file to agree with the highest revizion level in the
budget file. OK?
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Check Batch Headers
Go to Utility, Miscellaneous Utilities, Check Batch
Headers. This utility will check all current transaction
batch headers against actual transactions and adjust the
transaction count and amount if necessary. This
includes the number of posted and unposted
transactions, and the overall balance. If any value is
incorrect it will be adjusted. This checks only the
batches in the current period.

Confirm Start [ |

tranzaction filez. It may take several minutes to complete.

@ Thiz utility will reqgenerate the batch header file fram all
Contirue?

It will display a message if there are any errors and will
abort the process while you go find the error.

An emar waz encountered while checking batch headers in
wear 1938

To check another period, change the current period and
run again. This is to prevent errors when posting or
unposting batches.

Merge Batches
Go to Utility, Miscellaneous Utilities, Merge

Batches. This utility will merge two current period
batches. Both batches must be in the current period.
The current period may be temporarily changed to
allow merging batches in a prior period, but both
batches must be in the same period. All of the
transactions from the merging batch will be moved to
the surviving batch, and the batch headers updated. If
any errors occur during the merge all changes will be
reverted and the data will remain unchanged.



Should the information
in the batch header be
incorrect it could cause
some transactions to be
skipped. It could also
cause an unbalanced
batch to be posted or
the failure to post a
balanced batch when the
user elected to post only
balanced batches.
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H Select merging Batch Humbers M=) |

Metging Batch: I ]
Surviving Batoh: I 2|

n Q1K EI*_— Cancel | ? Help |

Check Receipts

Go to Utility, Miscellaneous Utilities, Check
Receipts. This utility will check for common
discrepancies including orphan records (Cash record
belonging to nonexistent receipt, receipt belonging to
nonexistent deposit), period mismatch (receipt in
different period than parent deposit), and other errors.
It will re-add your receipts in the cash file.

Error Detected [ =] I

The following deposit has no receiptz. Delete it?

ID:E4
D ate: 1241 2400

Dezcription;
Arnaunt 000

Ho Abort

After entering cash receipts, go to file maintenance to
make changes to receipt amounts, or cash amounts, due
to entry error. Then run Check Receipts to re-add the
receipts. Follow this with Utility , Miscellaneous
Utilities, Recompute Deposit Amounts. This will
then re-add the deposit, using the new receipts

amounts.

Browse Activity Log

Go to Utility, Miscellaneous Utilities, Browse
Activity Log. The log file logs all changes to the
transaction file, including additions, deletions and
changes.
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If the value of any field is changed it will be logged,
showing the value of the field before it was changed
and after. If a transaction is deleted, it will allow you
to look at the transaction as it was at the time of
deletion. The Deletions Button will be disabled if
there are no deleted transactions in the log file. If
there were some it would display the currently selected
deleted transaction. The log file logs all changes to the
transaction file, including additions, deletions and
changes.

If the value of any field is changed it will be logged,
showing the value of the field before it was changed
and after. If a transaction is deleted, it will allow you
to look at the transaction as it was at the time of
deletion. The Delete Button will delete the record
when it is highlighted.

& Log File Browser = B

All LogFile Entries |by User 1D, date, time I by Procedure, date, time |

Jump to date: IE.-"DE.-"D‘I [Enter date and press T ab)

Old alue
1

8/06/01

M =l
Dielete | [ElEtimns | Close
Procedure UNPOSTBATCH Primary Field 1204
File Hame TRANSACTION
Computer Mame ELISAEBETH
Fecord ID 1204
Recard ID (2) 2001

Press Close when finished.

Purge Activity Log

Go to Utility, Miscellaneous Utilities, Purge Activity
Log. Fill in the Earliest and Latest Activity Date to
Delete. This process will purge all records from the
activity log. Press the Start Deleting Button when you
are sure you want to continue. Records will be
processed automatically.
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Puge Activitylog |

E arliest Activity Date to Delete: I -
Latest &ctivity D ate to Delete: I B/11/2001

Ok I Cancel |

Deletion Check |
WARNING

'ou are about to delete Activity Log Records!

Are pou gure you want to continue?

Start Deleting |

You can cancel by pressing the Cancel Button if you
decide to quite at this point, but once the process is
started you cannot abort.

Search for Amount

A procedure that locates transactions of a specified
dollar amount was added at Utility, Miscellaneous
Utilities, Search For Amount. Its purpose is to aid in
tracking down the cause of an out of balance ledger,
batch, or other balancing problems. The search may
cover the entire fiscal year or only the current period.
Transactions that have been posted are displayed in
gray. The display will include all transactions that
have either a debit or credit amount matching the
amount entered.




This utility functions only
inv4.281

Account Mumber | Perf  Date Batch | Reference] Amount D escription S ource

20034 it
4| B0 i 2033 000 Edit

KI| I
Tranzaction Amount: mi G‘l!léw Iﬁk Cloge I ‘? Help |

Purge PDF Reports

Go to Utility, Miscellaneous Utilities, Purge PDF
Reports. A procedure was added to the utility menu
for purging archived PDF reports (Whenever a date is
entered for the oldest report to retain, the list of
candidates for purge (older than the date specified) is
updated. Pressing the Delete Button will delete the list.
This utility functions similarly to the PDF view and
print procedure in that only the documents created by
the logged in user will be shown unless the user has
Supervisor access, in which case all documents are
shown.

PDF Documents M= E

Mame |Date Igreatorl

File Mame

I(I((I(I?I DI)DIDII

(&) view | T Delete ||ﬁ|: oK

Fix Transactions

Go to Utilities, Fix Transactions. To prevent
uninitialized data in subsequent transactions this utility
will correct errors in the transaction file . This utility
requires Supervisor access and should be used only
when other users are not in General Ledger.




Print
Preview

Standard
Reports
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This is a one time utility to correct this specific
problem only and will be removed from future releases.
If you have entered adjusting corrections to adjust for
what appeared to be missing transactions, you will
have to delete either the correcting transactions or the
ones restored by the utility.

Confirm Request 5]

Thiz process will check all transactions for a miszing accounting
period and correct thoze found. [ you hawve already added
trangzactions to adjust for the ermor you will have to carect the
batches affected. Thiz iz a temporary utility and will be removed
from the menu in a future releaze. Are you sure you want o
continue?

The General Ledger has a feature which allows you to
see your reports on the screen before they print. This is
useful when you only want to see the information on
the screen, but it also gives you the opportunity to fine-
tune the appearance of reports you will be sending to
the printer.

Preview
@ Do you wish to PREVIEW thiz Report?

Ho | Cancel |

See each of the Print Preview Buttons in the Glossary
to explain how they’ll affect your report.

Go to Reports, Standard Reports. See PDF Reports
for flagging reports as private. All reports print from
the chart of accounts. If an account is in the fiscal year
file but not in the current chart of accounts it will not
be printed. The options for all of the 10 standard built-
in reports are saved, and become the defaults the next
time a report is run. Select from the ten options shown
below:
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Aocount Ackivitg

FEraoject Activity
Tranzaction Register
Budget Summary

Detail Budget

Balance Sheet

Revenue &nd Expenditure
Trial Ealance

General Ledger

Beceipt: Repart

Account Activity

Go to Reports, Standard Reports, Account Activity.
The account activity report includes only posted
transactions, vendor and check numbers for Accounts
Payable transactions. When the fiscal year to date
option is specified: If the current period is set to within
a prior fiscal year, the report will be limited to
transactions that fall between the first day of the
current fiscal year to the system date. This means that
if you want to print a report for fiscal year to date for a
fiscal year earlier than the current fiscal year, the
current period must be set to any month in the fiscal
year wanted, and the system date must be set to the last
date for which activity is to be printed.

Account Activity Report Options

I Include Encumbrance Transaction:s

™ Include Unposted Transactions

Beginning Accourt: I

Ending Account: I |

Eeport Rance: |Currerd Period J

n Ok Elf Cancel | '@ Help |

See a sample of this report.
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Project Activity

Go to Reports, Standard Reports, Project Activity.
The report can selectively print individual transactions,
subtotals by account number, or both. The report also
includes all account types, expense accounts and prints
individual transactions with no subtotals. You may
print an individual project or all projects. See a sample
of this report.

Project Activity Beport Oplions

Project Mame: esting this project

Report Renge: [Ertire Project -1

¥ Prirt Individual Transactions
W Print Suktotal by Account

n Ok I ﬁlﬁ Cancel | ? Help |

Transaction Register

Go to Reports, Standard Reports, Transaction
Register. The Transaction Register can print for any
range of months in the current fiscal year. It includes
the total debits and credits by batch as well as overall.
Column headers are on each page of the report.

Tranzaction Begizter Oplions

Period Range: Current Periodd

¥ Print All Batches

Transaction Type: IAII Types j’
Transaction Code: I

H ox I Lk gancell T Help |

See a sample of this report.
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Budget Summary

Go to Report, Standard Reports, Budget Summary.
The end of the Budget Summary Report displays a line
with the total receipts versus total expenditures for the
current month and year-to-date. If receipts exceed
expenditures the value is positive and negative when
expenditures exceeded receipts. See a sample of this
report.

Budget Summary Report Options I

Fund
{ & individual, ™ Group

¥ Shove Department Tatals

H ok I fik Qanu:ell % Help |

Detail Budget
Go to Report, Standard Reports, Detail Budget.

You have an option to print only over budget accounts.
When this is checked the contents and format of the
report is changed. This option is available only for the
department order version of the report. The percent
column on report allows 4 digits (9999%).

Detail Budget Report Options

—Repart Crder
& Departmert Line fem

[~ Print Ezch Department on Separate Page
[~ COwer Budget Accourts Only

[ Print Postakle SAccourts

n Ok Iﬁlf Cancel | ‘? Help |
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While only over-budget accounts are listed in the
report, the department and fund subtotals include all
expense accounts whether over budget or not. The
detail budget report prints the total for the last
department when printing in department order.

See a sample of this report.

Balance Sheet
Go to Reports, Standard Reports, Balance Sheet.

Balance Sheet Options |

[T Showe Previous Yest for Comparizon

n Ok E_If Cancel | ? Help |

See a sample of this report.

Receipts and Expenditure

Go to Reports, Standard Reports, Receipts and
Expenditure. This report includes results for the same
period last year now includes a column indicating the
percent change. See a sample of this report.

Revenue/Expense Heport Options |

Fund
£+ Indivicual

i~ Fizcal Year to Date " Group

[T Showe Prior Year for Comparison

n Ok JEF_— Cancel | ? Help
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Trial Balance
Go to Reports, Standard Reports, Trial Balance.
The trial balance report indicates an out of balance
condition in opening balances for the fiscal year
checking for overall account balance as well as debits
and credits. Column headers are on each page of the
report.

You will need to select the date range from which you
want to print the report. Your options are Current
Period, Fiscal Year to Date, Current Day, Current
Month, Specified Date Range, or Receipt Number
Range. Click OK. See a sample of this report.

Trial Balance Options |

 Group

[T Show Postable Accounts on Report
[T Include Unposted Transactions

[T Include Encumbrances

H ox {i Cancel | % Help |

General Ledger
Go to Reports, Standard Reports, General Ledger.

General Ledger Options I

—Range —————————— Fund

¥ Current Period: % Indivicual

™ Fizcal Year to Date  Group

[ Include Encumbrances

n (824 E*_— Cancel | ? Help

See a sample of this report.
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Receipts Report
Go to Reports, Standard Reports, Receipts Report.
Print order options are shown below in the graphic.
Deposit Number Range variation will print the same
breakdowns as for the other report orders, with each
deposit on a separate page and the breakdowns for each
deposit. The receipts report by date and by period
have a column for the method of payment. The first
part of the receipts report lists receipts and excludes
balancing accounts such as cash or accounts receivable.
The first account in the list of accounts for a receipt
type is assumed to be the receipts account. A blank
account will be counted as the receipts account if it is
the first for that receipt type.

Each of these include EFT receipts in totals or
including credit card receipts in the EFT totals,
depending on the report order selected. The cash
drawer number in the breakdown by cash drawer
agrees with the drawer number specified in the receipt
group setup window. The EFT total amount is below
the breakdown by drawer totals. See a sample of this
report.

Heceipts Report Dptions

Eeport Range: Currert Period
Fizcal Year to Date
Currert Day
Currert Month
Specified Date Range
eceipt Mumber Range
eposit Mumber Range

Go to Reports, Custom Reports. This will invoke the
Clarion Report Writer if it is installed; otherwise
nothing will happen. The Clarion Report Writer is a
3rd party product that can be purchased from IMS or
directly from Soft Velocity Corporation.
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All built-in reports include printing of all accounts in
the fiscal year regardless of whether or not the account
is in the user's chart of accounts, if the user's access
level is System Update or higher. For users with lower
access the reports exclude accounts not in the user's
assigned chart of accounts, as was the case in prior
versions. This is to accommodate printing reports for
past fiscal years that may have used accounts no longer
in the current chart of accounts. Because this allows
reports to include accounts that may not be in the user's
chart of accounts, it is limited to system update access
level or higher under the presumption that such users
would generally be assigned an unrestricted chart of
accounts.

All built-in reports print in either portrait or landscape
format. Use a smaller font if your information doesn’t
fit. These fonts must be on the user's system for these
reports to print correctly. The default font on reports is
Arial 8pt.

3 Browze Custom Reports E
By Marne | By Description | By File M ame I

R eport Description

Report Hame

Jip i
Diplarnal Exarmple of uzsing images on a page| EXTRA.T=R
EnroliCensus Census of Students Enrolled RwWTUTOR. TR [
MailingLabels Labels for Seminar Announcement | RWTUTOR. TR
temberLabels | Mailing Labels for Members VIDED. T=R
tembershipCardi Membership Cards VIDED. T=R
Favielizt List of Movies In Stock--In Categorie WVIDEQ. T=R
MameBadges | Mame Badges for General Assembly EXTRA TR
FielationalR eport| Creating the Enmollment Report by U RWwWTUTORZ. TR
Reportl Spaces By Cemetem CLREPORT.T<R
Reportl Arrayed fields test PRHEADER. T+R
StudentPhoneliz Student Phone List [sorted by Studg RWwWTUTOR. TR
StudentPhonelis Student Phone List [sorted by Mamg RWwWTUTOR. TR

[l ] sl
¥ Preview Feport
ﬁl‘: Close | ? Help |

All subtotals are cleared between account types in
certain reports in case the user failed to have a subtotal
end account for each subtotal begin account. Note that
this prevents having overall subtotals on these reports.
The reports affected are:
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Budget Summary - At end of receipts
accounts.

Detail Budget - At end of receipts accounts.
Receipts & Expenditure - At end of receipts
accounts.

Balance Sheet - At end of asset accounts.

An unlimited number of report batches may be created,
each with an unlimited number of reports. Any of the
ten standard built-in reports may be printed, each with
any combination of options. A report batch may
consist of many instances of the same report, each with
the same or different options. A report batch may be
interrupted only at the end of a report. To abort a
report batch, the Abort Button should be pressed and
held down until the currently printing report has
finished.

File Maintenance

Go to Reports, Batch Reports, File Maintenance.
Change information about your Report Batch record by
pressing the Insert Button for new information, or
highlight the record and select the Edit Button to
change the existing information.

% Browszing Reporn Batches E

FOND T EHD OF MOHTH BEPCRTE

5 Insert | 95 Edit I 7} Delete |
fj_l‘: Close | '? Help |
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Insert the information with a Batch Name, and the

name of the reports you want. For a list of these press
the Insert Button.

B Changing a ReportBatch Record HE B
Batch Name:  [testbatch
Reports: Repart Mame |

Aocount Activity testing
Account Activity General Ledger FUMD 1 Current Period

Account .t’-‘«ctiviti Detail Budiet FUMD 1

[ rintPreview 7% Sot | o lnset | SigEdt | £} Delete |

Hok | fow |2 nep |

The Sort Button will sort the batch reports by
description.

You have a drop down list of choices. Select one.
Press the Change Button to make further changes
within the selection you just made. When finished
press the OK Button, and then finally the Close Button

to exit.
£ Adding a Report Item ]
Report Marme:
Description;

Tranzaction Register
Account Act{Eudoet Summarny
D etail Budget

Inelude Encumbrarces
Include Unposted:
Beqginning Account Number:
Ending Account Mumber;

Report Range:

ﬁ?j@hange |
Hok | Gkoi | ® Hep |
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Run Batch Report

Go to Reports, Batch Reports, Run Batch Report.
Press the Run Button to accept the selection that is
highlighted and to exit the window. The report will be
run. See the individual report you selected for a
sample of this report.

# Run a Report Batch E

&b Run |E‘_‘ Cloze | ? Help |

Budget Budget History Reports
Go to Reports, Budget Reports or File, Budget, Print
RePOTtS Budget History. The budget history report may be
printed at any time.

% Budget Member to Print <]

[FUND 401 Wi TER/SEWER WORKSHEET 39,00
Joe

(5 Selsct IQ Insert |ﬁ%§hange |\ﬁ Delete |
E‘_’ Cloge | ? Help |
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It will show the change history for each account in the
budget member, in increasing account number order
and decreasing revision level order. Print the budget.
Simply use the Select Button all the way through and it
will process the report. See a sample of this or the
Budget History Report.

Go to Reports, PDF Reports. All PDF report files
will saved in the document path and named in the
format XXXXXYYMMDDHHMMUUUUU.PDF,
where XXXXX is the title of the report (may be up to
32 characters long), YYMMDD is the date the
document was created, HHMM is the time it was
created (24 hour time), and UUUUU is the login name
of the creator. The default title for each report will be
displayed before it is generated and may be changed.
(Note that this name exceeds the old 8.3 file name
limitation, thus the host file server must have long file
name support. This is an issue only with older Novell
Netware systems.)

Security rules allow system wide access to reports
while restricting delete rights. All PDF documents are
available to all users unless the creator specifies that it
is a private report. Before a report is created the user
will be given the option of flagging it as a public or
private report in the same dialog that requests the
name to assign to the file. The setting of the private
flag is "sticky". That is, it will retain whatever setting
was selected for the previous report. It is also saved
locally, so that each workstation may have a different
default setting. If a report is flagged as private it will
be available only to the creator and to users with
Supervisor access. Otherwise it will be available to all
users. A report may be deleted only by the creator or a
user with Supervisor access, regardless of whether the
report is private or not. When this release is installed
all existing PDF reports will be treated as public.

& PDF Name =100 x|

PDF Mame: ITriaIEIaIann::e

[V Private H ox
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In Setup, System Data, General System Data, a new
field name Document Path should be set to the
directory where the PDF documents are to be saved. If
left blank they will be saved in the Windows\Temp
directory. Reports, PDF Reports will display all
saved PDF documents and allow viewing and printing.
You may view the selected document by pressing the
View Button or double clicking on the document. The
viewing and printing option requires that a PDF viewer
be installed on the computer, and registered as the
handler of files with the .pdf extension. The Adobe
reader is distributed at no cost and is available at
http://www.adobe.com. The listing of documents may
be shown in order of user name, Only the documents
created by the logged in user will be shown unless the
user has Supervisor access, in which case all
documents are shown. You may also Purge PDF

reports.

Go to Reports, Lists. Report lists are reports that print
data files that are not part of your everyday working
files. These files contain data that is created when the
system is installed and not frequently changed during
operations. Examples include: account numbers,
funds, departments, users, etc.

Mazter Account List
Fund List

Department List

Fund Tupe List

Fund Group Lizt
Account Code List
Account Type List

Chart af Accountz
Chartz of Awccounts List
FProject Code List
Tranzaction Sources List
Tranzaction Code List
Beceiptz Groups List
Fevenue Types List
Journal Entry Groups List
Journal Entry Types List
Izer Lizt



http://www.adobe.com/
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Master Account List

Go to Reports, Lists, Master Account List. This
prints a report listing all accounts in the master account
file. This is very handy for setting up non-postable
accounts for formatting reports. You may also print
from Setup, Chart of Accounts, Master Account
File. See a sample of this report.

Fund List

Go to Reports, Lists, Fund List. This prints a report
listing all funds and their particulars. You may also
print from Setup, Chart of Accounts, Funds. See a
sample of this report.

Department List

Go to Reports, Lists, Department List. This prints a
report of all departments. You may also print from
Setup, Chart of Accounts, Departments. See a
sample of this report.

Fund Type List

Go to Reports, Lists, Fund Type List. This prints a
report of all defined fund types. You may also print
from Setup, Chart of Accounts, Fund Types. See a
sample of this report.

Fund Group List

Go to Reports, Lists, Fund Group List. This prints a
report of all fund groups defined. You may also print
from Setup, Chart of Accounts, Fund Groups. See
a sample of this report.

Account Code List

Go to Reports, Lists, Account Code List. This prints
a report of all account codes defined. You may also
print from Setup, Chart of Accounts, Account Codes.
See a sample of this report.

Account Type List

Go to Reports, Lists, Account Type List. This prints
a report of all account types defined. You may also
print from Setup, Chart of Accounts, Account Types.
See a sample of this report.
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Chart Of Accounts

Go to Reports, Lists, Chart of Accounts. This prints
a list of the chart of accounts including balance,
activity level, account name, number and type. It
shows the nesting level for subtotal accounts as an aid
in setting up reports. You can choose postable
accounts only. You may also print from Setup, Chart
of Accounts.

Chart of Accounts Options |

[T Shaow only Postable Accourts!

v Inchude &1 Funds

H Ok Elf Cancel | ? Help |

See a sample of this report.

Chart of Accounts List

Go to Reports, Lists, Chart of Accounts List. This
prints a list of the chart of accounts. See a sample of
this report.

Project Code List
Go to Reports, Lists, Project Code List. This prints a
list of the project codes. See a sample of this report.

Transaction Sources List

Go to Reports, Lists, Transaction Sources List. This
prints a list of the transaction sources. See a sample
of this report.

Transaction Code List

Go to Reports, Lists, Transaction Code List. This
prints a list of the transaction codes. You may also
print this from Setup, Transaction Codes. See a
sample of this report.




Print
Budget

140
Receipts Groups List
Go to Reports, Lists, Receipts Groups List. This
prints a list of the receipts groups. You may also print
from Setup, Receipts Types. See a sample of this
report.

Receipts Types List

Go to Reports, Lists, Receipts Types List. This prints
a report of the receipts types on file. You may also
print from Setup, Receipts Types. See a sample of
this report.

Journal Entry Groups List

Go to Reports, Lists, Journal Entry Groups List.
This prints a list of the journal entry groups. You may
also print from Setup, Journal Entry Types. See a
sample of this report.

Journal Entry Types List

Go to Reports, Lists, Journal Entry Types List. This
prints a list of the types of journal entries. You may
also print this under Setup, Journal Entry Types. See
a sample of this report.

User List

Go to Reports, Lists, User List. This prints a report of
the users on file. You may also print this from Setup,
Security, Users. See a sample of this report.

Before the final budget report can be printed you must
perform a few additional setup functions. The budget
report will print in columnar fashion, in account
number order vertically and column order horizontally.
Each column has a title that prints at the top of the
page. Up to four columns can be placed on the report.
One of the columns may be a percent difference
between two other specified columns in the report. The
budget report has an option of printing or not printing
postable accounts. The default is to not print them. If
this option is selected the report will print only title and
subtotal accounts, allowing the user more control over
the appearance of the report.



Note that the

Report will print

for a specific

budget member,

but the title
assignments are

the same for all
members of a

budget. If no

column title is
created the column
will be left blank

on the report.

A report column

may be set to print

a value representing
the percent difference
between two other
columns of the report.
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The first thing that must be done is to assign titles to
the columns. Select Setup, Budget Preparation,
Budget Column Maintenance. Press the Budget
Button and select a budget to which this column title
applies.

To make room for the columns on the budget report
certain formatting variations are made: The account
numbers are printed without the fund number prefix.
The fund number and name is shown in the report page
header. For this reason and other considerations you
should never mix funds in a budget. Budget amounts
are printed in whole dollars. The column headers are
limited to the same width as the budget amounts. The
column title will be wrapped to as many as two
additional lines if too long to fit on a single line (about
12 characters).

To set up your report you must select which steps
represent milestones where the budget is viewed as a
whole for progress. The first such milestone might be
either the approved budget for the prior fiscal year or
the actual results from the prior fiscal year.

When there are transactions for the account, the value
printed in the current balance column (on the same line
as the account name) will always be zero.

If the report is for the fiscal year the value printed in
the fiscal year to date column will be the beginning
balance for the fiscal year. If printing the current
period it will be the beginning balance for the current
period. Transaction amounts are printed in two
columns, one each for credits and debits.

A new subtotal line at the end of the transaction listing
prints the total debits and credits for the period (current
or year-to-date, depending on the option selected), the
total activity for the period (credits + debits), and the
ending balance for the period.



The Set Budget
Column procedure
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budget revision
regardless of the
level to the
specified column.
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These values would usually be set when budgets are
initialized at revision level zero. Then there may be a
step where department heads submit "wish list" budget
requests. The final approved budget might be the
fourth. This would be the budget that is uploaded into
the working General Ledger data files for the new
fiscal year.

Each milestone that is to be printed must be assigned a
column number in which the budget at that point will
print for the final budget report. This prints a budget
worksheet report listing the budget for each account
and providing space for entering new budgets and
accompanying justification.

The percent column must follow the two columns
being compared. That means it must be in column 3 or
4. To create such a column, go to Setup, Budget
Preparation, Budget Report Column Maintenance.
Select the budget. Then insert a column. Check the
Percent Box and two fields will appear.

B Browse Budget Column Titles HE B

et

K T
2 Insert | G4 Edit I T} Delete |

(S Eudget | E‘_‘ Cloze | % Help |
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The Budget Button allows you to select from the
current budgets.

Title is what you want to name this budget column.
When the budget is printed the percent column will
contain the Percent difference of the second column
compared to the first column.

In mathematical notation the value in the percent
column will be (B Second / B First) - 1 * 100, where B
is the budget in the subscript column. The field labeled
First is the column number of the base budget. That is
the budget the other field will be compared to. The
field labeled Second is the field that is compared to the
first field.

Budget: FUMD 401 EUDGET
Calurnn: IEE

Title: | anvthing you want
Fercent v

First: IH

Secand: 1=

Hok | o |2 e |

Whatever the last revision as of the time the process is
performed will be assigned to the specified column. It
also means you cannot go back later and set a prior
column after additional budget revisions have been
made. However you can reassign the current revision
level for all accounts to the same column number.
Such may be useful if some account budgets were not
up to date at the time of the assignment. As long as
another column assignment hasn't been made in the
interim you can update the budgets and reassign to the
same column. The base budget is always loaded and
includes all account numbers regardless of how many
members may have comprised it. Go to Setup, Budget
Preparation, Load Fiscal Year Budgets. Make sure
that you want to overwrite any existing budgets.
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Warning [

Thiz process will ovenarite any exizting budgets!
Are you zure you want bo continug?

You will need to choose from the budget worksheets.

# Browse Budget Worksheets x|

| Budget Name

5 Select I,I_i,] Ingert |ﬁ%§hange |ﬁ' Delete |
ﬁl‘_‘ Cloze | ? Help |

Press the Select Button and your budget will be loaded.
If your years are mismatched you will be alerted to
that. You will be asked to confirm the load in any case.
The budget will be updated.

Year Mizmatch EH

The curment budget pear iz 2t to 2002 and the budget you
zelected iz from 0000, Are you sure?

When you are ready to print, go to File, Budget, Print
Budget. You may also print from Reports, Budget
Reports, Print Budget. See a sample of this report.
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APPENDIX A

IMS Technote 1

Copyright 1999, Information Management Services, Inc.

Formatting Reports Using Account Codes
February 21, 2000

Every account number in your chart of accounts
must have an account code. Any number of
accounts may share an account code. Most
account codes just define the account type (asset,
liability, etc.), but you can have special accounts
that format reports. You can’t post to these
accounts. They can print titles, start subtotals or
end subtotals. Each account code is related to a
single account type (asset, liability, etc.). The
special account codes may be a title, subtotal
begin, subtotal end, or subtotal clear. A subtotal
clear is the same as an end followed by a begin.
If you do not need subtotal nesting (one subtotal
contained inside another) you can do everything
using subtotal clear accounts.

Reports are generally printed in account number
order, so the special accounts you put in your
chart of accounts should have a number that
places it in the proper sequence relative to the
other accounts. When a subtotal begin account is
read for a report a new accumulator will be
created and the balance in each subsequent
account will be summed into that accumulator and
all other active accumulator. You can have as
many as 256 active accumulators at one time.
When a subtotal end account is hit it will print the
balance in the last (innermost) accumulator
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created and then destroy the accumulator. Think
of it as closing a parenthesis. Each subtotal begin
increments the nesting level and each subtotal
end decrements it.

A subtotal clear prints the value in the
accumulator and then clears it. The subtotal
accumulator remains active. Use it when you do
not need to nest subtotals.

Each of the special account codes also defines
which of the built-in reports it functions in. For
example an asset subtotal begin might be used on
the balance sheet, but not on the receipts and
expenditure report. We are going to set up a
balance sheet to illustrate how easy it can be.
Below is a typical master file listing showing an
asset subtotal clear account.

4 Browse Master Account File =]
~ = Active Account ¥ =|nactive Account
Account Mumber | Mame Type [=]
L
+ 001-115.0900 ACCOUNMTS RECEINVABLE - OTHER POSTABLE ASSET
v 001-115.0950 NOTE RECEINVABLE POSTABLE ASSET
v
v 001-131.0020 DUE FROM SEWER FUND POSTABLE ASSET
L'
v 001-131.0050 DUE FROM YACHT CLUB POSTABLE ASSET |
-+ 001-1:31.0051 DLE FROM YACHT CLUB ASSET SUBTOTAL CLEAR
v 001-131.0100 INTERFLIND RECEIVABLE - BEYC POSTABLE ASSET
v
v 001-131.0200 INTERFUUMD RECEIVABLE - SEWER POSTABLE ASSET
L
v 001-131.0202 INTERFUMD RECEIVABLE - AUTOMATIC POSTABLE ASSET
ot 2lef
3 Insert | g5 Edit I £} Delete |
ﬁl‘_‘ Close | ® Help |

To create such an account we use Setup, Chart
of Accounts, Master Account File, Browse
Master Account File. Press Insert to add an
account. In this example we assigned it an
account code with a function of asset subtotal
clear. Note that you can create as many different
account codes as you like, each with its own
function and list of reports it will appear on. You
can call it anything you like, but it is helpful to
indicate the function in the title.
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& Code Will Be Changed x|

General |Be|:u:|rts I Faormat |

Code: IT

Mame: |.-'1‘-.SSET SUBTOTAL CLEAR]
Tupe: [ 1 ASSET
— Function
" Postable
 Title

" Begin Subtatal
&' Clear Subtotal
" End Subtatal

Hox | §ai | Hep |

Click on the Reports Tab and set it to print on the
reports you want. In this case we selected the
balance sheet.

General Beports |E|:|rmat|

¥ [ |Balance Shest

[T/ |Detal Budget Repart by Department
rr IGeneraI Ledger

rr IHevenue and Expenditure Report

r |TriaIEaIance
rr |Buu:|get Summary Report

[ [T |Detail Budgst Report by Line Item
r | Budget 'workshest
I G

Hox |Goai | Hep |




148

See Appendix B for \Ne only need a few special accounts to make our
larger sa’”p’esr‘;f ?,’f balance sheet. Here's what a balance sheet
PO report looks like with no formatting accounts.

5 Fport Praves [HP Deshot GHC Seres om LPT1]

8 Oivt < 00 » B === SF9X

Run 22172000 City of Emeraid City
10150 Balance Sheat
Fund 001
Page 1
“ ‘GENERAL FUND

Fiscal Year to Date Theu January 2000

Total Assets 1,870,790 50

Total Liabilities and Fund Balance
Year to Date Revenue

Year to Date Expenditures
Reserve for Encumbrances

In Balance

See Appendix Bfor  And this is what it looks like after we're finished.
larger samples of this

[— VILLAGE OF Frnalness
report. et Halance Shast
Fund 001
Fage. 1 OEMERAL FURD
Figoal Vear o Date Thiu Fedruary 2001
Thi vear Lag ven
GEHERAL FUND ASSETS
TOTAL CASH ON HAND 260 303 00 Toges o
TaTAL AECEMARLES wann fryren
FOLAL QU FROM QTR P - repnn
TOTAL INVESTMENT 1,524,403 5 10008100
TOTAL FIXED ASSETS 1108, 190 .00 10261170
Tutd Assels 2080174 28TEENE

GENERAL FUND LISBILITY

ACCOUNTS PAYABLE 0o o
TOTAL DUE T0 WATER & SEWER 0.0 ot
FOTAL RECRI D FAYROLL o oo
TOTAL TaX LIABILITY 0o o
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Accounts Payable

Assets

When items are coded as assets and the asset
information filled in, it will be added to the Fixed
Assets Manager database when the activity is
fully paid. The transfer takes place each time
Accounts Payable is started if configured for
automatic transfer (Setup, System Data,
Configuration Options, Auto Asset Update).
Otherwise it may be done explicitly using Utility,
Update Fixed Assets.

For an asset to be transferred the activity must be
marked as paid. It also must have the Asset Box
checked on the activity, and/or at least one item
must have the asset or Component Box checked.
The item list may include items that are not to be
part of the asset, but those that are to become
components of the asset must have the Asset or
Component Box checked.

If the asset box is checked on one or more items
in an activity that does not have the asset
attribute, each checked item will become an asset
rather than a component. If the asset or
component box is checked on an item, an info
button will be available that displays a window
where you may enter information that will be
needed for the fixed assets database after the
activity is paid. The information includes
manufacturer, model number and serial number.
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When the information is transferred to Fixed
Assets Manager, the activity description will
become the asset description, and the
components will be all items of the activity with the
asset attribute. Each component will have the
appropriate manufacturer, model and serial
information. Items that have no asset record, or
have all blank fields, will not be transferred.

It is very important to remember that if you want
multiple items on the same activity to be
components of the same asset you must check
the asset box for the activity. Otherwise each
item will be added as a separate asset. If for,
example a vehicle is purchased, and options such
as engine, transmission, etc. are listed in separate
items, each option will become a separate asset if
the asset box is not checked for the activity.

A utility is available in the event that items were
incorrectly transferred as assets rather than
components (Utility, Restore Transferred
Assets). It will restore all assets transferred
during the current accounting period. (It is highly
recommended that this menu item, and similar
ones that should only be used in extraordinary
situations, be given the highest security level to
prevent casual use.)

After the asset items are restored they can then
be corrected and transferred once again. Be
aware that restoring an asset as untransferred
does not remove it from the Fixed Assets
Manager database. You must also delete
restored assets and their components from Fixed
Assets before transferring again, or the assets will
be in the database twice.

When assets are added to the Fixed Assets
Manager database, the asset number is
generated from the current system date in
YYMMDD format followed by a sequence number
from 0001 to 9999. The asset type, class and
group will be the default values in the system file.
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The fund and department of the asset will be
taken from the cost distribution account. If the
cost was distributed to multiple funds or
departments the first will be used.

The default asset number, type, class and group
for transferred assets may be changed in Fixed
Assets Manager. It is recommended that you
use a special value for the group number so
transferred assets may be easily located for filling
in additional information not available from
Accounts Payable.

Inventory
When items are coded as inventory and the

inventory information filled in, it will be added to
the Inventory Work Order database when the
activity is fully paid. The transfer takes place each
time Accounts Payable is started if configured for
automatic transfer (Setup, System Data,
Configuration Options, Auto Inventory
Update). Otherwise it may be done explicitly
using Utility, Update Inventory.

Work Order Direct Purchases

When items are coded as for a work order and the
work order specified, it will be added to the
Inventory Work Order database when the
activity is fully paid. The transfer takes place each
time Accounts Payable is started if configured for
automatic transfer (Setup, System Data,
Configuration Options, Auto Inventory
Update). Otherwise it may be done explicitly
using Utility, Update Inventory.

Items coded to a particular work order will appear
in list of materials for the specified work order
after transfer to Inventory Work Order. The
description appearing in the work order materials
list will be the item description. When purchasing
for a work order, the cost distribution account
should be the standard expense account for such
purchases. The Inventory Work Order program
will reverse the expense and move it to the work
order asset account.
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There are certain restrictions that must be
observed for successful operation. An activity
item may be either material for inventory or direct
materials for a specific work order, not both. A
single cost distribution account should be used for
the activity. This account number will be sent to
Inventory Work Order for direct purchases. No
project number should be specified for inventory
or direct purchases. If one is entered, it will be
erased.

Inventory Work Order

When in the Asset configuration, Inventory Work
Order will transfer closed capital work orders to
the Fixed Assets Manager database when the
Transfer Button is pressed (File, Work order,
Transfer). When in the Project configuration,
work order information needed by General
Ledger is saved in a transaction file. This
information consists of the account number,
amount, work order, project, month and year for
each item of a work order. Each item of a work
order (employee, contracted, inventory, direct
purchases) will generate one debit and one credit
transaction. These transactions are created
whenever an item is added to a work order or a
change is made to an item in a work order. (Note
that the Inventory Work Order transaction file is
not the file that receives the transfers from
Accounts Payable. Accounts Payable directly
updates the inventory and purchases file for
inventory, and the work order materials used file
for direct purchases.) As in all IMS applications,
Inventory Work Order cannot transfer this
information to General Ledger. General Ledger
must initiate the transfer from all interactive
applications.
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General Ledger

Accounts Payable

Transfer from Accounts Payable is initiated
using File, Transactions, Transactions, Accounts

Payable v3. Transfer is from the Accounts
Payable transaction file to the General Ledger
transfer file.

Inventory Work Order

Transfer from Inventory Work Order is initiated
using File, Transactions, Transactions,
Inventory Work Order. Transfer is from the
Inventory Work Order transaction file to the
General Ledger transaction file.
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The Budget Preparation Module
April 9, 2001

Beginning with version 4.15 the budget
preparation module was rewritten to provide
additional flexibility for cities where partial budgets
are prepared by individual departments.

Definitions

Each user is assigned to a single budget group,
and the budgets available to that user are limited
to those in the assigned group. There is one
exception to this rule: A user with access of
Supervisor may select any budget group, and thus
has access to all budgets and their members.
Budget members are lists of account numbers
and whether the budget may be changed for each
account. Each budget member is assigned to a
specific budget name and to a specific budget
group. The actual account numbers in a budget
member are in a budget account file. The budget
amounts themselves, along with justification notes
and other data, are stored in the budget file. The
relationship between data files is hierarchical as
shown below:

Budget Group —» Budget Member — Budget
Account — Budget

Budget Name — Budget Member — Budget
Account — Budget

Data Files

The budget module interacts directly with the
working General Ledger data files, but also has
its own set of files devoted exclusively to the
budget module.
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Budget Group
Every user is assigned to a budget group at login
time. The group is stored in the user file. Users
with Supervisor budget access may open a
budget member in any group. All others are
limited to the members assigned to their group.

Budget Name
The budget name file defines the name, fiscal
year, and identity code of a budget.

Budget

The budget file is a child of the budget name file.
It contains all budget account numbers, change
history, etc. Itis indexed so individual budgets
may be accessed. Each budget change is
assigned a revision level, beginning with zero
when the budget is initialized.

Budget Member

The budget member file is a child of the budget
name file and of the budget group file. This
means a budget member must belong to a single
budget name and a single budget group.

Budget Account

The budget account file is a child of the budget
member file. It contains a list of all account
numbers included in the budget member and
whether or not the budget for an account may be
changed. The actual budget amounts, comments,
etc. are contained in the budget file. The budget
account file merely defines a subset of its parent
budget file.

Budget Column

The sole purpose of this file is to define the
column headers for the budget report and which
revision level for each account number is
assigned to that column.
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Setting Up
To set up the budget system you must first set up
a user with an access level of Supervisor, and log
into General Ledger with that access. Select
from the main menu Setup, Budget Preparation,
Browse Budget Groups. This procedure shows
budget information in a tree format that represents
the relationships between data files. You can also
use procedure Setup, Budget Preparation,
Browse Budget Names.

It is similar to the other procedure except that the
root of the tree is the budget name file rather than
the budget group file. These procedures are not
for setting or changing budget amounts, but for
creating identities of budget groups and members
that can be used by the other budget procedures.

You may create as many budget groups as
desired, and as many budgets as you choose that
belong to that group. In turn, create as many
budget members of each budget as you need.
Note that this process does not create any
account numbers or budget amounts. It merely
assigns an identity number and name to the
groups, budgets and members so they may be
accessed later.

Budget files do not change with each fiscal year
as does your chart of accounts, so you should
identify the fiscal year of the budget so you will not
confuse it next year with last year's budget.
However, they do depend on the prevailing
budget fiscal year as set in Setup, Budget
Preparation, Set Budget Fiscal Year.

All budget preparation functions will use the chart
of accounts for the budget fiscal year. If your
budget fiscal year is the same as the current fiscal
year while you are working on the budget, the
current chart of accounts will be used. Since
budget preparation is always done for the next
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fiscal year, the first step is always to initialize the
upcoming fiscal year (Utility, Initialize Period,
Fiscal Year) so you will have a chart of accounts
to work with.

(If the account is not in the chart of accounts it will
not display.) If you plan to initialize your budget
amounts from the current fiscal year budget, do
not check the Zero Budget Balances in New
Fiscal Year Box. You will need them when you
initialize budgets. Remember that while working
in the budget be sure that the budget fiscal year is
set to the new fiscal year.

After your budget groups are set up you can go to
user file maintenance and assign each user to an
appropriate budget group. You also must assign
access levels to each user for each budget
function on the menu. The standard access levels
function as specified below when in the context of
a budget preparation function:

Supervisor - Create and select budgets from any
group and edit previous budget changes.

System Update - Create and change budgets in
their group.

Update - View or add a budget change to
any existing budget in their group.

Data Entry - Undefined.

View - View or print any budget in their group but
not change it.

The key things to remember about budget
security: Only users with access of System
Update or higher may create budgets, budget
members and budget accounts. Those with
Supervisor access may create budget groups and
access all budget groups. All other users are
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denied access to any of the functions in the
Setup, Budget Preparation menu. They may
only view and print budget members in their
group. Users with Update access may adjust
budget accounts that allow changes to be made.

Initializing a Budget

Your next step is to initialize a budget. (Setup,
Budget Preparation, Initialize Budget) This
procedure will transfer a list of account numbers
and the initial budget value to a specified budget.

Since budgets are always prepared in advance,
your general ledger would generally be in the
fiscal year prior to that of the budget being
initialized.  If you have already initialized the new
fiscal year as recommended above under Setting
Up, you should set your budget fiscal year to the
new fiscal year before initializing the budget. This
is particularly important if you have added new
accounts to your chart of accounts for the new
fiscal year, so these accounts will be available to
your budgets. The initialization process adds the
specified range of receipts and expense accounts
in your chart of accounts to the budget, and sets
the budget amount for each to either the current
actual balance or current budget, whichever you
specified.

If you have supervisor access and your system
has more than one chart of accounts you will be
asked for the chart to use. All of the accounts in
this budget will be available to all members of this
budget. Generally speaking you should limit
accounts in a budget to a single fund. This will
allow the computer to indicate whether the current
budget is in balance.

Normally a budget is initialized at revision level
zero, but it also may be inserted at a specified
level or replace the existing budget at a specified
level. This feature is available on both the
initialize budget procedure (Setup, Budget
preparation, Initialize Budget) and the budget
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import procedure (Setup, Budget preparation,
Import Budget from File). Budget revision
levels start at level zero and increase each time a
revision is made. You may select any level from
zero to 99.

The Insert at Level field determines what
happens if the specified revision level has already
been used in the budget. If the field is left blank
the new budget amount will overwrite the previous
amount at that level. If the field is checked it will
move all existing revision levels at the specified
level or higher up one level and insert the new
budget at the specified level.

If the budget exists you will be given the
opportunity to erase it and create a new budget. If
you elect to erase the old budget the Insert at
Level field can be ignored because a new file will
be created. Also, if you select a revision level that
is higher than existing revision levels the Insert at
Level option will have no effect.

If you use the insert option you must afterward run
the synchronize utility (Utility, Miscellaneous
Utilities, Synchronize Budget Account Levels)
to set the current level of each account to the
higher level. For example, if you have three levels
of revisions in a budget and decide to insert a new
level zero, there will be four revision levels when
you are done.

But since the budget account file stores the last
level used for each account, you would now be
looking at the next lower level when browsing a
budget because everything has been moved up a
level.

If you decide to eliminate some of the accounts
from a budget created you may display the
account numbers in the budget and block delete
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tagged accounts. (Setup, Budget Preparation,
Budget Account Maintenance) The space bar
will toggle (alternately turn on and off) the tag .
Tagged accounts are displayed gray.

Initializing a Budget Member

Once you have a budget created and initialized
you must initialize one or more budget members.
When users view or manipulate a budget they are
always working with a specific budget member
that defines what account numbers in the budget
are available and whether or not they can change
the budget amount. Select Setup, Budget
Preparation, Initialize Budget Member.

You must select the budget member to be
initialized. If one does not exist you may create
one here. You may also select the account
number range. The default is all of the accounts
in the parent budget. Note that this is not
necessarily every account in your chart of
accounts, but every account you selected when
you initialized the budget.

A budget member may also be initialized by
cloning an existing budget member. This will
create a budget member with an identical list of
account numbers and their access settings, which
you can then edit to customize it. Once you have
initialized a budget member you can actually view
it using File, Budget, Browse Budget.

If budget preparation in your organization is
handled by a single person all you need is one
budget group, one budget name, one budget
member. Typically you would have perhaps a
single budget for each fund that contained all
accounts, and one budget member for each
budget name containing all the accounts in its
parent budget name.
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In an organization where budget requests are
prepared individually by department heads you
would typically have several budget members
belonging to the same budget but to different
budget groups. At least one should have the
complete budget list so you can easily check for
balance.

The others would be subsets containing only the
accounts used by the specific department. Using
Setup, Budget Preparation, Budget Member
Account Maintenance you have the same block
delete facility as with budgets so you can cull a
budget member for a particular department to only
the account numbers that concern them.

The final step in setting up a budget can be
setting whether or not the budget in individual
account numbers may be changed. This attribute
is set in the budget account file, which means it
can be different in each member of a budget.
When budget members are initialized the default
setting on all accounts is to allow changes to be
made. This can be changed in several places.
Select Setup, Budget Preparation, Browse
Budget Groups or Setup, Budget Preparation,
Browse Budget Names.

Open the budget member and locate the account
number. If the budget for the account cannot be
changed it will be displayed in gray. To change
this setting, press the Edit Key or double click on
the account. Check or uncheck the Allow
Change checkbox as desired.

You can also browse and change this setting
using Setup, Budget Preparation, Set
Individual Account Access. A red check will be
displayed for the account if changes are allowed,
and a red x will be displayed if changes are not
allowed. The space bar will toggle the setting for
the current account, or you can use the Yes or No
Buttons as needed.
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Titles and Subtotals

The budget report supports the same range of
special formatting accounts as do the standard
reports. These special accounts work for the
budget exactly as they do for standard reports,
except they print only on the budget. They will
appear in colors when you browse a budget so
you can see where titles and subtotals will appear.

When the budget is printed they will act on each
of the columns in the budget, including a percent
column. To create these special accounts, first
create some new account codes to support them.
Use Setup, Chart of Accounts, Account Codes,
Browse Account Codes to view the list.

Press the Insert Button to add a new code.
Remember that budget accounts will be either
receipts or expense account types, so you don't
need to add any codes for balance sheet
accounts. Click on the Reports Tab and check
the box to the left of Budget Worksheet.

This will make the account active only for budgets.
After the account codes have been added, use
Setup, Chart of Accounts, Master Account File,
Browse Master Account File to view the master
account list. Press the Insert Button to add a
special budget account. Enter the account
number and the appropriate account code (one of
the special codes we just added).

Importing Budgets

In addition to initializing a budget from your chart
of accounts, you may also import it from a
spreadsheet such as Excel or Quattro Pro. (The
budget document must be saved from the
spreadsheet in either a comma delimited [.csv] or
a tab delimited format [.txt].) It uses the same
transaction profile system as used to import
journal entries.
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When setting up an import profile for budgets the
Project, Code and Source fields on the default
values are not used. On the Field Columns Tab
only the Account Number, Debit Amount and
Credit Amount fields are used. Before a file may
be imported a budget and a budget member must
exist. A budget may be created in several ways.

One way is to use Setup, Budget Preparation,
Browse Budget Names. Set the cursor on the
top line labeled Budgets and press the Insert
Button. You will be prompted for a budget name.
Enter the name and press the OK Button. In the
original window the new budget should now
appear in the tree. Place the cursor on the new
budget line and press the Insert Button.

The next window, Browse Budgets should show
the new budget line highlighted. Press the Select
Button. What you are doing here is selecting the
budget to which to add a member. You will then
be prompted for the name of the new budget
member. Enter the name and press the OK
Button.

The original window will now show the budget and
its member in a tree format. At this point you may
initialize the budget from your chart of accounts or
import it from a file. The budget should ideally
contain all account numbers for a particular fund.
You can later break it up among various budget
members, each having only a part of the chart of
accounts.

After the budget has been imported or initialized
there is one more step required before you can
look at it. Use Setup, Budget Preparation,
Initialize Budget Member. Select the account
number range for the budget member and press
the OK Button. The accounts in the range
specified will be assigned to the specified budget
member. Remember to have one member in
each budget with all of the accounts in the budget,
S0 you can check it for balance.
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Before you can print the budget using File,
Budget, Print Budget you must create a budget
column to hold the budget amount. To do this,
use Setup, Budget Preparation, Set Budget
Column. In the select Budget window, select the
budget you want to print.

In the Select Column window, press the Insert
Button and set the column number to 1. Then
enter a column title and press the OK Button. You
may now print the budget. Later, you may go
back and assign a later generation of the budget
to column one. What we did here was only
temporary so we could print the budget.

Operation

Once the budget system is set up all operations
are performed via File, Budget, Browse Budget.
Once the budget member is selected from the list
of available members, all accounts of the member
will be shown in account number order. Also
shown are total credits, total debits, and balance.

To take full advantage of the balance feature it is
recommended that each budget contain all
receipts and expenditure accounts in a single
fund. A budget member that only contains a
partial list of accounts will not be useful in
checking balance, but the member that contains
all accounts in its parent budget can be used for
checking balance.

The History Button may be used to view all
previous adjustments to the budget. A prior
budget adjustment may not be edited, except by
users with budget access of Supervisor. The
Adjust Button allows users to enter a new
adjustment to the budget. The revision level is
automatically incremented for each adjustment.
The name of the user making the adjustment is
recorded when the adjustment is completed.
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Printing Reports

Remember that reports are printed for a budget
member, so you should always have a member
for each budget name that contains all account
numbers in the budget. The budget history report
may be printed at any time. It will show the
change history for each account in the budget
member, in increasing account number order and
decreasing revision level order.

(If you don't have a budget member that contains
all accounts in a budget you can easily create
one: Use Setup, Budget Preparation, Initialize
Budget Member. Press the Insert Button at the
list of budget members. Select the budget. Enter
the name of the new budget member. Select the
member just created. Accept the default account
number range, which is all accounts in the budget.
Press the OK Button and the budget member will
be initialized. You can immediately browse or
print it.)

Before the final budget report can be printed you
must perform a couple more setup functions. The
budget report will print in columnar fashion, in
account number order vertically and column order
horizontally. Each column has a title that prints at
the top of the page. Up to four columns can be
placed on the report. One of the columns may be
a percent difference between two other specified
columns in the report.

The first thing that must be done is to assign titles
to the columns. Select Setup, Budget
Preparation, Budget Column Maintenance.
Press the Budget Button and select a budget to
which this column title applies. Note that the
report will print for a specific budget member, but
the title assignments are the same for all
members of a budget. If no column title is created
the column will be left blank on the report.
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To make room for the columns on the budget
report certain formatting variations are made: The
account numbers are printed without the fund
number prefix. The fund number and name is
shown in the report page header. For this reason
and other considerations you should never mix
funds in a budget. Budget amounts are printed in
whole dollars. The column headers are limited to
the same width as the budget amounts. The
column title will be wrapped to as many as two
additional lines if too long to fit on a single line
(about 12 characters).

In a typical organization there may be any number
of intermediate steps in the budgeting process.
The budget report may have as many as four
steps shown. (If you use the percent difference
column that leaves three steps that can be
printed.) To set up your report you must select
which steps represent milestones where the
budget is viewed as a whole for progress.

The first such milestone might be either the
approved budget for the prior fiscal year or the
actual results from the prior fiscal year. These
values would usually be set when budgets are
initialized at revision level zero. Then there may
be a step where department heads submit "in their
dreams" budget requests. There may be another
round of adjustments comprising the third
milestone, and the final approved budget might be
the fourth.

This would be the budget that is uploaded into the
working General Ledger data files for the new
fiscal year. Each milestone that is to be printed
must be assigned a column number in which the
budget at that point will print for the final budget
report.
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That is the purpose of the procedures in Setup,
Budget Preparation, Set Budget Column.
There are two options for setting budget column.
The first (Current Revision Levels) will assign the
budget value at the latest revision level of each
account number to the selected column number.

If there have been no changes in the budget for
an account since the last column assignment for
that account, a record will be added to the budget
file. The revision level of this added record will be
incremented from the last revision, and the notes
field will indicate that it was assigned to column x
of the report. The budget amount will not be
changed. The purpose of this scheme is to allow
the same budget revision to be assigned to
several columns in the report in cases where the
budget did not change.

The second option (Specified Revision Level) will
assign the budget value at the specified revision
level of each account number to the selected
column number. When a budget is initialized the
revision level for all accounts in the budget are the
same. This initial level usually represents last
year's actual or budget.

At that point in time (before any budget changes
are made to individual accounts) there is no
functional difference between the two options.
Once revisions have been made to individual
accounts the current level may vary from account
to account. The first method of column
assignment uses the latest revision of each
account regardless of the level.

This option allows selecting a specific level for all
accounts. It should be used carefully because the
budget column amounts will be meaningless
unless you know that all account levels were
synchronized at the specified level. One possible
application for this method would be if the first
method had been used to set the latest revision of
all accounts to column one, for example. If you
instead wanted to assign last year's budget, which
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you knew had been put in level zero of all
accounts, you could use the second method to
replace column one, then assign current revision
levels to column two using the first method.

In addition to printing budget amounts for each
account, a report column may be set to print a
value representing the percent difference between
two other columns of the report. The percent
column must follow the two columns being
compared. That means it must be in column 3 or
4. To create such a column, use Setup, Budget
Preparation, Budget Report Column
Maintenance select the budget. Then insert a
column.

Check the Percent Box and two fields will appear.
The field labeled First is the column number of
the base budget. That is the budget the other
field will be compared to. The field labeled
Second is the field that is compared to the first
field. When the budget is printed the percent
column will contain the percent difference of the
second column compared to the first column. In
mathematical notation the value in the percent
column will be (B second/ B First) - 1 * 100, where B
is the budget in the subscript column.

It is very important that you understand that the
Set Budget Column, Current Revision Levels
procedure will set the latest budget revision
regardless of the level to the specified column. It
doesn't matter if one account budget has been
revised 20 times and another one time. Whatever
the last revision as of the time the process is
performed will be assigned to the specified
column.

It also means you cannot go back later and set a
prior column after additional budget revisions

have been made. However you can reassign the
current revision level for all accounts to the same
column number. Such may be useful if some
account budgets were not up to date at the time of
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the assignment. As long as another column
assignment hasn't been made in the interim you
can update the budgets and reassign to the same
column.

Uploading Approved Budget

The upload procedure (Setup, Budget
Preparation, Load Fiscal Year Budgets) will
load the specified budget into the budget fiscal
year. If the year of the budget selected does not
match the current budget fiscal year you will
receive a warning message. The base budget is
always loaded, not a budget member. Thus, the
budget includes all account numbers regardless of
how many members may have comprised it.



170
IMS Technote 4

Copyright 1999, Information Management Services, Inc.

The IMS Receipting System
Last Revised March 4, 2003

Note: This document is based on the IMS
General Ledger version 4.18

The IMS Receipting System provides for multiple
cashiers accepting receipts for a variety of fees
and services, without the cashier having to use
account numbers. It is quick and it is simple to
operate. To make the most of the system you
must do some thoughtful preparation, which
involves setting up receipts groups and types. To
do that intelligently you must know what they are,
so let's review the overall system design:

Receipts types are predefined sets of debits and
credits to specified account numbers. Each
receipts type belongs to a receipts group. Each
user is assigned to a single receipts group, which
allows access to all the receipts types in their
group. For each receipts type there is a receipts
header and any number of receipts transactions.
A graphical representation of the data files and
their relationships is shown in Figure 1. Now let's
look at what's contained in the files:

Receipts Group:

A receipts group consists of a group code and
name, and all of the physical characteristics
required for operating a cash drawer and receipt
validator. This information is located here
because each user is assigned to a single
receipts group. Each user may well have a
different physical setup, including the port used to
communicate with the validator and cash drawer,
the codes required to open the drawer, etc. The
validation and endorsement text is also defined in
the receipts group file. A receipts group consists
of one or more receipts types.
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Receipts Type:

A receipts type is an instance of a particular
receipts header for a particular receipts group.
This allows the same receipts header to be used
in multiple receipts groups. The record consists of
a name field, the receipts group to which it
belongs, and the receipts header it uses.

Receipts Header:

The receipts header file defines a specific
combination of a receipts type and receipts
source. Although not shown in Figure 1, the
source file defines whether a source is internal
(data stored locally) or external (data stored in
files belonging to another application). The
default source for receipts is "CASH", which is an
internal source.

Receipts Transaction: This is where the actual
nuts and bolts of the receipts type is stored. Each
transaction must belong to a receipts header.
When a receipt is entered all of the transactions
contained in the receipts header are applied for
the amount of the receipt. A receipts header will
usually have two transactions - one for the
receipts account and one for the cash account.
But it could also contain other transactions such
as a due to and due from entry. Each receipts
transaction defines the account number, whether
a debit or credit, a combine code and a receipts
flag. The combine code defines whether the
transaction amounts are combined or kept
individual. The options are Individual, Batch and
Transfer. Individual means the transaction will
remain individual. Batch means it will be
combined with other transactions to the same
account number within the receipt. Transfer
means it will remain as individual in the receipt
file, but be combined when transferred to General
Ledger. The receipts flag identifies the
transaction that will be counted as the receipts in
reports.
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Once these files are set up, accepting a receipt is
as simple as selecting the receipts type and
entering the amount.
RevGroup (REG)
IDKey o
NameKey
Validation
Endorsement
D
Name
Port
Drawer
Open
Validate

RevHead (REV) RevType (RTY)
o |DKey -« GroupKey

NameKey = NameKey

ID Group

Source Type

Name Name

.a |IDKey
ID
Account
Sign
Type
Revenue

Figure 1
Graphical Representation of receipts files

Now that we understand how the receipts types
and groups work, we also need to understand
how the actual receipts are stored. There are
three files used (Deposit, Receipt, and Cash), and
they are all related in a hierarchical manner. At
the top of the order is the deposit file. A deposit
will contain one or more receipt. A receipt in turn
will contain two or more cash records. Visualize a
physical metaphor of a cashier accepting a
payment for several things from someone at the
window. Each receipt will represent the sum of
the transactions for the payment. At the end of
the day the receipts by the cashier will be tallied
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and balanced with the actual amounts in the cash
drawer, and deposited in the bank. The deposit
file represents the day's receipts. Now let's look
at each file in more detail:

Deposit:
A deposit record will contain a deposit number, an

optional description, the accounting period to
which it is to be posted, the total amount of the
deposit, and a closed flag. The total amount of
the deposit will simply be the sum of the amounts
of the receipts belonging to the deposit. The
closed flag is set when no more receipts are
added to the deposit. This prevents discrepancies
between the amount actually deposited and the
amount shown in the deposit as a result of adding
a receipt after the physical deposit was made.

Receipt:
Since a receipt record must be a member of a

deposit it will contain the identity of the deposit of
which it is a member. It also contains the date the
receipt was accepted, the accounting period to
which it is to be posted, the cash drawer in which
it was placed, an optional description, the total
amount of the receipt, the identity of the user that
entered the receipt, and a transferred flag.

Cash:

A cash record will be created for each record in
the receipts transaction file for the receipts type
being entered. It will contain the identity of the
receipt to which it belongs, the account number,
method of payment (cash, check, or credit card), a
description, the amount, whether or not it is
receipts, the combine code, the receipts type, and
a transferred flag. Most of the information is
copied from the receipts transaction from which it
emanated. When receipts are transferred to
General Ledger this is where it comes from.
When a cash record is transferred the transferred
flag is set. When all cash records for a receipt are
transferred the transferred flag in the receipts
record is set.
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A graphical representation of the deposit, receipt
and cash files is shown in Figure 2.
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Parent/Child Relationship Rules
June 2001

All of the IMS program databases have parent-
child relationships. It is generally bad practice to
allow a database to accumulate orphans, which
are child records whose parent has been
deleted. Parent deletions can be done in one of
two ways depending on the individual situation:
either you delete all children when the parent is
deleted (cascade) or deny if the parent has any
children. The relationships and dependencies
are shown as in the excerpt from the data
dictionary summary below:

WTask
FILE,DRIVER('TOPSPEED'),RECLAIM,NAME(wtaname),PR
E(WTA),BINDABLE 'Work order task

By Task

KEY(WTA:Task),DUP,NOCASE,OPT ITask
Key

By _Order

KEY(WTA:WorkOrder),DUP,NOCASE,OPT

IWork Order Key

WTA:By Task <<--> TAS:By Task Update=CASCADE
Delete=RESTRICT

WTA:By_Order <<--> ORD:By_ID Update=CASCADE
Delete=RESTRICT

The double arrow is on the side of the "many" file
in a many to one relationship. So the single arrow
points to the parent key and the double arrow to
the child. The Update and Delete indicate what
happens when a parent is updated and deleted.
A blank means it is allowed and no action is
taken. Restrict means it is not allowed (the user
will get a warning message). Cascade means all
children will be deleted. In the case of an update
action, if a key value in a parent is changed,
cascade means all children will be changed
likewise.



176

Appendix B

Account Activity Report

Run: 8/05/2001

WILLAGE OF Greatness

T-58PM Account Activity Report
Account001-101.1000  CASH-GEN REW FUND
Page 1 Perind October 2000
| Diste | Batch  |Reference |Descrip1ion |Typ |Source |Vandor | Check | Amourt Balance |
|Account 001-101.1000 CASH-GEN REY FLIND Beginning Balance - October 2000 15,841.08|
52800 28 1204 ACCOUNTS PAYABLE A APT =26 92307 -11,081.99
10M 700 29 1272 PAYROLL10AMT00 A PR -16,309.94 -27,351 .93
10700 30 1289 ACCOUNTS PAYABLE A AP3 -7,340.99 -34,75292
10M 700 31 1293 MISCEXPENSE A CAZH 1493617 -19,796.75
10700 35 1339 PAYROLLA0ATO0 & PR -16,376.33 -36,173.05
1002300 41 1383 PAYROLL 102300 A PR -3,303.13 -39,476.1
002300 43 1388 ACCOUNTS PAYABLE & AP3 -27 144 24 -G6,620.435
1002300 46 1444 ADMIN TR TO GF A JE 22,200.00 -44,420 45
1002300 47 1448 RETURM Oh ASSETS & B 33,100.00 -11,32043
1002300 43 1452 PUBLIC SAFETY TR A JE 13,750.00 242955
002300 a1 143 SURCHARGE MORTLY & JE G6G.00 3,097 55
1002300 92 1483 SURCHARGE - GTLY A B 53,939.88 a7 037 43
11020000 E7 1576  STATE SALES TAX A CASH B,539.91 B3,577 .34
11020100 63 1602  EMPLOYEE CELLULAR & CASH 426.09 64,003.43
11420000 72 1616 MISC ADJ BAMK FEE 100 A JE 1000 6401343
Total Debits 145,570.05
Total Credits 97,397.70
Met Change 4817235
Project Activity Report
B SO £UU . L =
12:56PM Project Activity Report
testing this project
Page: 1
[Account Humber [ Date | Description [Source] Arnnount | I}
001-101.1000 1431000 bills | can get rid of Edit 0.00
001-115.2000 12/31/00  nothing Edit 0.00
Total Debits 0.00
Total Credits 0.00
Grand Total 0.00
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Run: 2/05/2004

YILLAGE OF Greatness
Transaction Register

FEEPM
All Transaction Codes
Fage: 1 Fizeal Yaarto Date, All Tranzaction Types
Batch 28
[Account Number | Account Description [Cate  [Reference [Desciiption [Twpd Source]  Amount [ Posted
001-101.1000 CASH-¢EN REW FUND /2500 1204 ACCOUNTS PATABLE A APS -26,023.07 OJ
S01-101.1000 CASH-OFERATING /2500 1205 ACCOUNTS PATABLE A APS 1314802 O
401-0538-536 4500 INSURANCE (LIABILITY) 104600 1206 Polution liability insuranc A APD 182500 O
001-0513-512 5200 OPERATING SUPPLIES 10600 1207 SUFPFLIES AAPZ 1zz43 O
001-0521-521 5200 OPERATING SUPPLIES 100600 1208 SUFPFLIES AAPZ 10486 O
401-0536-526.5200 OPERATING SUPPLIES 001600 1209 SUPPLIES A APZ w70z 0
001-0513-513 2300 HEALTH INSURANCE EXFPENSE 10M600 1210 INVR 1002751063494 A APS 344070 O
001-0521-521 2300 HEALTH INSURANCE EXFENSE 104600 1211 INV# 1002751063494 A APS zm33.00 O
001-0539-539 2300 HEALTH INSURANCE 104600 1212 INV# 100275106344 A APD zae.05 O
401-0536-536 2200 HEALTH INSURANCE EXPENSE 104600 1212 INV# 100275106344 A APZ 144276 O
001-0513-5132 2300 HEALTH INSURANCE EXPENSE 10M600 1214 GROUP # 7010850 A APT =146 O
001-0521-621 2300 HEALTH INSURANCE EXPENSE 10M600 1215 GROUP # 7010850 A APT 17607 O
001-0539-539 2300 HEALTH INSURANCE 10M600 1216 GROUF # 7010850 A APS 5139 O
401-0536-5356 2500 HEALTH INSURANCE EXFENSE 104600 1217 SROUF # 7010850 A APS 1zrza O
001-0513-513 4100 TELEFHONE 10M600 12138 OCTOBER BILLING A APS 44552 O
001-0521-521 4100 TELEFHOMNE 104600 1219 OCTOBER BILLING A APZ sz7o0 O
401-0536-636 100 TELEFHOMNE 10/M600 1220 OCTOBER BILLING A APT 7e.60 O
001-0513-513 2900 WORKERS COMPENSATION 1001600 1221 AST QTR LIABILITY & WiC A APZ 22036 O
001-0513-513 4500 INSURANCE (LIABILITY) 10M600 1222 15T QTR LIABILITY & WiC A APS are.zz O
001-0521-521 2400 WORKERS COMPENSATION 10M600 1223 15T QTR LIABILITY & WiC A APS 258500 O
001-0521-521.4500 INSURANCE [ LIABILITY) 104600 1224 15T QTR LIABILITY & WiC A APD 221004 O
001-0530-520 2400 WORKERS COMPENSATION 104600 1225 1ET QTR LIABILITY & WiC A APZ sz70s O
004-0530-520 4500 INSURANCE [ LIABILITY) A0ME600 1226 1ST QTR LIABILITY & WiC AAPZ 7zd86 O
401-0536-526 2400 WORKERS COMPENSATION 001600 1227 AST QTR LIABILITY & WiC A APZ 155080 OO
S01-0538-536 4500 INSURANCE (LIABILITY) 101600 1228 15T QTR LIABILITY & WiC A APS 359608 O
Budget Summary
Run: 8052001 VILLAGE OF reatness
F-EEP M Budget Summary Report
Fiszal rearto Date Thiu October 2000
Fage: 1 Fund 001
GEMERAL FUND
Revenues
Budgated Current Receipts ¥TO Receipts Uncollected Bal % Collected
Total Rewerues LX) 135,190.7: 135,140.7 -135,140.7! [
Expenditures
Depart mert Eudgeted Current Expend  ¥TO Expend ¥TO Encumb  Unencumb Bal Unespend Bal % Exp
oo 000 oo 000 oo 000 o
ADMINISTRATIVE oo 1857300 19,5720 o.oc -19.573.0 -19.57300 0
FUBLIC SAFETY oo 204750 204750 o.oc -20,475.0: -204750: 0
FIRE RESCUE oo 000 oo 000 oo 000 o
FHTSICAL ENVIRONMENT oo FIES.2 FIESZ o.oc -7 652 FIE52 0
LIBRARY oo o.oc oo 000 oo 000 o
TRANSFERS OUT oo 000 oo 000 oo 000 o
Total Expenditures oo 47 513.2! 47,8132 0.00 -47,813.2¢ FE152 0
Rewvenues vs. Expenditures oo a7 3274 87,3275 a7.327.o
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Detail Budget
Run: 204/2004 WVILLAGE OF Greatness
AEZP M Detail Budget Report
Fiseal Yearto Date Thru February 2001
Fage: 1 Fund 001 GENERAL FUND
Revenues
Budgeted Current Receipts ¥TOD Receipts Uncollected Bal % Collected
TOTAL REVENUE 0.00 0.00 462, 724.51 45272481 0
TOTAL REVENUE 0.00 0.00 62, 724.51 45272481 0
TOTAL INTERFUND TRANSFER 0.00 0.00 9g9,153.15 89,153,185 0
Total Revenues 0.00 0.00 561,577 .66 55187766 0
Balance Sheet
Run: 80742001 VILLAGE OF Greatness
1-39PM Balance Sheet
Fund 001
Page: 1 GENERAL FUND
Fiscal Year to Date Thru February 2001
This Year Last Year
GENERAL FUND ASSETS
TOTAL CASH OM HAND 256 368 62 70 668.69
TOTAL RECEMNABLES 5 566.34 1213884
TOTAL DUE FROM OTHER FUMDS 104 585.73 77,000.00
TOTAL INVESTMENT 1,524 463.94 1,640 219.03
TOTAL FIRED ASSETS 1,198,120.00 1,025 117.00
Total Assets 308917463 2875 B43.56
GENERAL FUMD LIABILITY
ACCOUNTS PAYABLE 0.00 0.0c
TOTAL DUE TO WATER & SEWER 0.00 0.0c
TOTAL ACCRUED PAYROLL 0.00 0.0c
TOTAL TAX LIABILITY 0.00 0.0c
TOTAL ACCRUED HEALTH DEDUCTIONS 228946 2061.80
TOTAL BUILDING PERMITS (ESCROWW) 0.00 0.0c
TOTAL DEFERRED COMPEMSATION 0.00 0.0c
TOTAL FUND BALANCE 1,596 856.90 1,548 257 13
1,198,150.00 1,025 117.00

TOTAL INY CAP PROJECTS
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Receipts/Expenditures

Run: /052001 YILLAGE OF Greatness
7-54P M Revenue and Expenditure Statement
" ’ October 2000
age: Fund 101
PARK SPECIAL FUND
This Year Last year

TOTAL DOMATIONS 0.00 0.00

TOTAL INTEREST INCOME 93.71 0.00

Total Revenues 423,71 0.00

TOTAL EXPENSE 310.00 0.00

Total Expenditures 310.00 0.00

Excess of R over Exy litures 21371 0.00

.
Trial Balance
R —— VILLAGE OF Greatness
7-53FM Trial Balance
) s of June 21, 2001
Page: Fund 401
WATER & SEWER OFERATING

Ancourt Number  Account Name Current Debits Current Credits F¥TD Debits F%¥TO Credits  Current Balance
401-101.1000 CASH-OFERATING 2022210 180, 206.0° 2022210 180,206.0 117,708.10
401-101.2000 CAFITAL OPERATING 31,5307 0.0 31,5307 0.00 44,221 82
401-102.2000 PETTY CASH 0.0t 0.0t 0.00 0.00 10000
404-115.1000 OPERATING ACCOUNTS RECEIVABLE 206,320 6 201,450 6: 206,320 6 201,460 .6 4.481.02
401-115.2000 MISC ACCOUNT S RECEIVABLE 0.0 0.0t 0.00 0.00 0.00
401-121.0010 DUE FROM GENERAL FUND 0.0t 0.0t 0.00 0.00 0.00
401-151.1000 S84 MST FUND #161081 0.00 0.0 0.00 0.00 2773078
401-161.2000 5.5.4 MGT FUND #161083 (CAPITAL) 0.0t 0.0t 0.0 0.0t 133,460.60
401-161.2000 S.BA MGT FUND #161086 0.0t 0.0t 0.00 0.00 10,852 21
401-161.9000 LAND - UTILITY CAPITAL 0.0t 0.0t 0.00 0.00 17,787 50
401-164.9000 CAFITAL IMPROVEMENTS 0.0 0.0t 0.0 oo 767140
401-164.9310 SEWER COLLECTION-UTILITY CAPITAL 0.0 0.t 0.0( 000 252154482
401-164.9320 WATER DISTRIBUTION-UTILITY CAPITAL 0.0 0.t 0.0( 000 140029185
401-165.9000 ACCUMULATED DEFRECIATION 0.00 0.0 0.00 000 -4,044,765.24
401-166.9420 MACHINERY & EQUIFMENT-UTILITY CAP 0.0 0.t 0.0( 000 1,327,60974
401-166.9430 METERS-UTILITY CAPITAL 0.0t 0.0t 0.00 0.00 89,311.12
401-166.9440 VEHICLES-UTILITY CAPITAL 0.0 0.0t 0.00 0.00 50,605,495
401-166 9450 COMPUTER-UTILITY CAPITAL 0.0 0.0t 0.0 0.0t 2,849.50
401-202.1000 ACCOUNTS PATABLE-OPERATING 0.0 0.t 0.0( 0.00 0.00
401-202.2000 ACCOUNTS PAYABLE-MISC 0.0 0.0 0.00 0.00 0.00
401-207 0010 DUE TO GENERAL FUND 0.00 1z.812.45 0.00 1zg12.8 12,812.50
401207 0011 DUE TO GENERAL FUND - LOAN 0. 0.0t 0.0 0.0t 65,500.00
401-215.1000 ACCRUED INTEREST PAYABLE 0. 0.0t 0.0 0.0t 5,566.34
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Run: 8m8:2001
F-52F M

Page: 1

Accourt Mumber  Department

VILLAGE OF Greatnass
General Ledger

Fizcal Yearto Date Thru October 2000

Fund 101
PARK SPECIAL FUND
Account Name

Current Period Fiscal ¥r To Date

Receipts Report

104-101.1000 PARKS - EQUITY / CASH o.oc 28,600.05
Bateh Reference Per  Date Description Debit Credit Source “endor Check
45 1422 1 10/2300 ACCOUNTS PAYABLE 310.004P3
67 1583 1 10/18/400 PARKS INTEREST 28.71 CASH
67 1597 1 10/10/400 PARKS BEAUTIFICATION 425.00 CASH
52271 210,00 21271 2021276
1041-202.1000 ACCOUNTS PAYABLE o.oc 000
104-207 0010 DUE TO GEMERAL FUND o.or 000
101-271.1000 FUND BALANCE - PARKS o.oc 28,600.05
101-261.1000 INTEREST INCOME o.oc 000
Bateh Reference Per  Date Description Debit Credit Source “Wendor Chack
67 1524 1 10/10/400 PARKS INTEREST Q2 71CASH
0.0 a8.71 98.71 2871
1041-366.1000 DONATIONS FOR BEAUTIFICATION o.oc 000
Bateh Reference Per  Date Description Debit Credit Source “Wendor Chack
67 1502 1 10/10/400 PARKS BEAUTIFICATION 426 00CASH
0.0 425.00 425.00 425.00

Run: 8052001
TETPM

Page: 1

WILLAGE OF Greatness
Receipts Report

Period October 2000

[Acenunt Momber [ Date [ Description [Type]Source | Arnount |
401-115.1000 10,0400 WATER SEWER REVENUE H W5 -30,097 .90
401-115.1000 10/06/00 WATER SEWER REVENUE H W5 -5.775.00
401-115.1000 10/06/00 WATER SEWER REVENUE H W5 -20,155.20
A01-115.1000 100600 WATER SEWER REWVENUE H W5 -20 72541
A01-115.1000 100600 WATER SEWER REWVENUE H W5 -15 27382
401-115.1000 1041040 WATER SEWER REVENUE H W5 -B7,194.00
001-0521-621.1200  10/10/400 MISC EXPENSE H MEXP -1B1239
001-321.1000 10410400 OCCUPATIOMAL LICENSES - %#G- 1 H OLWG 2462.00
001-321.1000 1041040 OCCUPATIOMAL LICEMSES - WiG- 2 H OLWG 2,750.00
001-0513-513.2300  10/10/00 HEALTH INS BY COUNCIL-RABORN H HEALTH -79p.02
001-0513-513.2300 1041000 HEALTH INS BY COUMCIL-OTTAWAY H HEALTH -418.82
001-0513-513.2300 1041000 HEALTH INS BY COUNCIL-GUSTAFSOM H HEALTH -418.82
001-0539-539 4600 101000 MISC EXPENSE H MEXF -43.64
001-322.1000 101000 BUILDING PERMITSE H BF Z31.00
001-0532-539.6400 101000 MISC EXPENSE H MWEXF -6,199.45
401-115.1000 10/12/00 WATER SEWER REVENUE H W5 -23 BB5BS
401-115.1000 10A12/00 WATER SEWER REVENUE H W& -29 805 17
401-115.1000 10416480 WATER SEWER REVENUE H w5 -12,158.41
401-115.1000 10416400 WATER SEWER REVENUE H W5 -17.,158.14
401-115.1000 10A7/00 WATER SEWER REVENUE H W5 -7 51764
10/31/00 H -851.41

401-115.1000

WATER SEWER REVENUE-M4

WS
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Budget Report
T e Budaet Report
Fund 401

Page: 1 WWATER & SEVWER OPERATING

3433000 REWENUE-WATER

3435000 REWEMNUE - SEWER

361.1000 INTEREST INCOME 5.B.A. #161081

361.2000 INTEREST INCOME 5.B.A. $161063

361.3000 INTEREST INCOME-S.B.A. #161036

365.1000 SALE OF ASSETS

369.1000 LATE FEES

369.7000 COTHER INCOME-OPERATING

369.8000 OTHER INCOME-CAPITAL

381.1000 TRANSFER IN-SETTLEMENT

0536-636.1200
0536-536.2100
0536-536.2200
0536-536.2300
0536-536.2400
0536-636.2500
0536-636.3100
0536-636.3200
0536-536.3400
0536-536.4100
0536-636.4300
MN53R-A3F AANN

PAYROLL-WY & 5

FICA TAX EXPENSE

SEP/IRA CONTRIBUTIONS
HEALTH INSURANCE EXPENSE
WORKERS COMPENSATION
UNEMPLOYMENT COMPENSATION
PROFEZSIONAL SERVICES
CRA AUDIT

WASTE WATER TREATMENT
TELEFHOMNE

UTILITIES

NS RARCE (AR ITYY

Budget History Report

Run: 84052001

YILLAGE OF Greatness

7.50PM Budget History
GEMERAL FUND 001 WORKSHEET 9900
Page: 1

Revision Budget Changed By Motes
001-311.1000 ADVALOREM TAXES

2 -436 ,857.00 PAT

1 -424 44200 PAT

] 000 PAT F* 2000 Budyet
001-313.1000 FRAMNCHISE-ELECTRIC

3 -40,000.00 PAT

2 -40,000.00 PAT

1 -41500.00 PAT

1] 000 PAT F 2000 Budget
001-313.2000 FRANCHISE-TELEFHONE

1 -1,00000 PAT

] 000 PAT F* 2000 Budyet
001-313.5000 FRAMNCHISE-CATY

2 -150.00 PAT

1 -140000 PAT

a 000 PAT FY 2000 Budget
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Fun: 80552001
7:48PM
VILLAGE OF Greatness
Page: ! Master Account List
Account Mumber Account Name Account Type Active  Account Balance
001-100.0000 GEMERAL FUND ASSETS ASSETS [
001-100.0000 GEMERAL FUND ASSETS ASSETS |
001-101.1000 CASH-GEM REY FUND FOSTABLE ASSET & 90,936.50
001-101.1000 CASH-GEM REY FUND POSTABLE ASSET DEq| 90 .936.50
001-102.1000 PETTY CASH-(PS&PE) POSTABLE ASSET | 300.00
001-102.1000 PETTY CASH-(PS&FE) FOSTABLE ASSET S| 300.00
001-102.2000 PETTY CASH - ADMINISTRATION FOSTABLE ASSET &d £00.00
001-102.2000 PETTY CASH - ADMINISTRATION POSTABLE ASSET [ 500.00
001-104.3000 CASH-PAYROLLWFIDELITY BANK FOSTABLE ASSET eS| 1,007.06
001-104.3000 CASH-PAYROLLWIDELITY BANK FOSTABLE ASSET & 1,007.06
001-104.3000 CASH-PAYROLLWWIDELITY BANK POSTABLE ASSET DEq| 1,007.06
001-10%.9000 TOTAL CASH ON HAND ASSETS CLEAR SUBTOTAL [ 186 ,654.18
001-10%.2000 TOTAL CASH ON HAND ASSETS CLEAR SUBTOTAL [ 0.00
001-10%.2000 TOTAL CASH ON HAND ASSETS CLEAR SUBTOTAL [ 0.00
001-115.2000 MISC ACCOUNTE RECEINVABLE POSTABLE ASSET [ 0.00
001-115.2000 MISC ACCOUNTS RECEIVABLE FOSTABLE ASSET | 0.00
001-125.1000 INTEREST RECENABLE FOSTABLE ASSET & 5,566.34
P e e e [ = R
Fund List
Fun: 8052001
7:48PM
VILLAGE OF Greatness
Page: 1 Fund List
Fund Mumber Fund Mame Fund Balance Fund type
001 GENERAL FUND 2711000 1
1m PARK SPECIAL FUND 2711000 1
401 WATER & SEWER OPERATING 2721000 1
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Run: 8/05,/2001

7 47PM
VILLAGE OF Greatness
Page: 1 Department List
Mumber Mame
0513 ADMINISTRATIVE
0521 FUBLIC SAFETY
0522 FIRE RESCUE
0536 WATER/SEWER DEPT
0539 PHYSICAL ENVIROMMENT
0571 LIBRARY
0572 PARKS SPECIAL REVENUE
0580 MON OPERATING
0581 TRANSFERS OUT
Fund Type
Run: 4/11/2001
4:51PM
VILLAGE OF GOLF
Page: | Fund Types List
Type MName
1 ALL FUNDS
2 General
3 Plush Fund
4 CASH
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Fund Group List

Run: 8/05,/2001
E:07PM

Page: 1

VILLAGE OF Greatness
Fund Group and Member List

Sample

Member Funds

Fund Fund Mame

4 WWATER & SEVWER OPERATING

101 PARK SPECIAL FUND

Account Code List

Run: 8/05:2001
5:.05PM
VILLAGE OF Greatness
Pags: 1 Account Code List
Code  Mame Type Function Repaorts

1 POSTABLE ASSET ASSET Puostable Mone
2 POSTABLE LIABILITY LIABILITY Postable Mone
3 POSTABLE REVENUE REVEMUE Postable Mone
4 POSTABLE EXPENSE EXPENSE Fuostable Mone
5 ASSETS ASSET Title B/S
E LIABILITIES LIABILITY Title B/S
7  REWEMUES REVENLE Title Mone
8 EXPENSES EXPENSE Title Mone
9 ASSETS BEGIMN SUBTOTAL  ASSET Subtotal Begin Mone

10 LIABILITY BEGIN SUBTOTAL  LIABILITY Subtotal Begin Mone

11 REVYEWUES BEGIN SUBTOTAL REVENLUE Subtotal Begin B/R

12 EXPEMSE BEGIN SUBTOTAL EXPENSE Subtotal Begin B/R

13 ASSETS CLEAR SUBTOTAL  ABSET Subtotal Clear B/S

14 LIABILITY CLEAR SUBTOTAL  LIABILITY Subtotal Clear B/S

15  REYEMNUE CLEAR SUBTOTAL REVENUE Subtotal Clear R/E

16 EXPENSE CLEAR SUBTOTAL EXPEMSE Subtotal Clear R/E

17 ASSET END SUBTOTAL ASSET Subtotal End Mone

1R TIARINITY FMO S IRTATAI | LARINITY Suhtatal Frd lana
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Run: 8/05,/2001

5:04PM
VILLAGE OF Greatness
Page: 1 Account Types List
Type Mame Post
1  ASSET Debit
2 LIABILITY Credit
3 REWEMNUE Credit
4 EXPENSE Debit
Chart of Accounts

Run: 052001

VILLAGE OF Greatness

S MASTER 2
Page: 1
Account Mumber Account Mame Accournt Type Active Level Reports Balance

001-100.0000 GEMERAL FIMD ASSETS ASSETS = B

a01-101.1000 CASH-GEN REY FUMD POSTABLE ASSET = 90 936 50
a01-102.1000 PETTY CASH-(PS&PE) POSTABLE ASSET 5] 300.00
001-102.2000 PETTY CASH - ADMINISTRATION POSTABLE ASSET i) 600.00
001-104.3000 CASH-PAYROLLFIDELITY BANK POSTABLE ASSET = 1,007.08
001-109.8000 TOTAL CASH Ob HAKD ASSETS CLEAR sUBTOTAL [ B 92 543 .56
a01-115.2000 MISC ACCOUNTS RECEN ABLE POSTABLE ASSET 5 0.00
001-123.1000 IMTEREST RECEIVABLE POSTABLE ASSET = 5,566.34
001-129.9000 TOTAL RECEMNABLES ASSETS CLEAR SUBTOTAL [ B 5566.34
a01-131.1010 DUE FROM PARK SPECIAL FUND POSTABLE ASSET = 0.0o
a01-131.4010 DUE FROM ENTERPRISE FURD POSTABLE ASSET i) 1281250
a01-131.4011 DLE FROM ENT. FUND - LOAN POSTABLE ASSET 5] B5,500.00
001-131.8000 TOTAL DUE FROM OTHER FURDS ASSETS CLEAR sUBTOTAL [ B YaE12.50
a01-151.1000 S B.A. MGT FURD#1 81082 POSTABLE ASSET = 7162365
a01-151.2000 S B.ALWMGT FURD #161085 POSTABLE ASSET = 143611877
a01-151.9000 TOTAL INVESTMEMT ASSETS CLEAR suBTOTAL [ B 1,507 74242
a01-161.9000 LAMD & IMPROWEMENTS POSTABLE ASSET = 341 343.00

(o)
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Run: 8/05/2001

5:00P
VILLAGE OF Greatness
Page: 1 Project Code List
Code  MName Opened Cloged
1 testing this project 2/08/2001 871372001
2 Project UnderWraps 7092000 70972001
3 any project 70972000 7i235200
Project Code List
Run: 8/05/2001
5:00PK
VILLAGE OF Greatness
Page: 1 Project Code List
Code  Name Opened Closed
1 testing this project 2/05/2001 871372001
2 Project UnderWraps 7/09/2000 7/09/2001
3 any project 7092000 7i2352001
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Run: 8/05/2001

4:58PM
Page: 1
Code Description

VILLAGE OF Greatness
Transaction Sources List
Type Location

AF3 ACCOUNTS PAYABLE
CASH  CASH RECEIPTS

JE JOURMAL ENTRIES
oL occupational licenses
PR PAYROLL

Transactions Code List

External  CAAP
Internal

Internal

External  ci\imshol
External  CAPR

Run: 8/05/2001

4:59PM
VILLAGE OF Greatness
Page: 1 Transaction Code List
Code Mame
1 GL EMTRIES

= W R

ACCOUNTS PAYABLE
CASH RECEIPTS
PAYROLL
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Receipts Group List

Run: 8/05/2001
4:58PM

Page: 1

VILLAGE OF Greatness

Revenue Group and Members List

Group Group Marme Drawer

REY ALL REVEMUE TYPES 0
Type Type Marme Source
ADY AD VALOREM TAXES CASH
BP BUILDING PERMITS CASH
EMP-G  EMPLOYEE CELLULAR CASH
EmP-v  EMPLOYEE CELLULAR-YY CASH
FR-C FRAMCHISE FEE - CATY CASH
FR-E FRAMCHISE FEE - ELECTRIC CASH
FR-T FRAMCHISE FEE - TELEPHONE CASH
GS GEMNERAL SURCHARGE CASH
HEALTH HEALTH INS BY COURNCIL CASH
IN-SB1  INTEREST - SBA #1610582 CASH
IN-5B2  INTEREST - SBA #161085 CASH
INT: INTEREST - TAX COLLECTOR CASH
INWWS INTEREST- WATER & SEWER LOAM — CASH
LIBREY LIBRARY REVENUE CASH
MDEFP  MISC DEPOSIT CASH
MISCYY  MWISC WATER & SEWER CASH
MSF-W  NSF-WATER & SEWER CASH

Receipts Type List
Run: 8/05/2001
A57PM
VILLAGE OF Greatness
Page: 1 Revenue Types and Members List

Type Type Mame Source

AW ADWALOREM TAXES CASH
Accaunt Mumber Post Type Revenue
001-101.1000 Dehit Transfer O
001-311.1000 Credit Individual )

BEP BUILDING PERMITS CASH
Account Mumber Post Type Revenue
001-101.1000 Dehit Transfer O
001-322.1000 Credit Individual )

EMP-G  EMPLOYEE CELLULAR CASH
Account Murmber Post Type Revenue
001-101.1000 Dehit Transfer [l

Credit Individual )

EnP-w  EMPLOYEE CELLULAR-W CASH
Account Mumber Post Type Revenue
401-101.1000 Dehit Transfer [l

Credit Individual |
FR-C FRAMKNCHISE FEE - CATY CASH
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Journal Entry Group List

Run: B/05/2001

4:57PM
VILLAGE OF Greatness
Page: 1 Journal Entry Group and Member List
Group Group Mame
JE JOURNAL ENTRIES
Member Journal Entry Types
Type Type Mame Source
SBA SBA INVESTMENT INTEREST/FEES JE
Q-BILL QTR RESIDENTIAL BILLING JE
M-BILL  COMMERCIAL BILLING-MONTHLY JE
PRTRAN TR FUMDS FROM 401 TO FUND 001 FOR PAYROLL JE
ABIL  ANMUAL FIRE HYDRANT BILLING JE
941-Tx 941 TAX DEPOSIT JE
QADMIN ADMIN TR FROM WaS TO GF JE
O-ROA  RETURN OM ASSETS TR FR WS TO GF JE
CQ-PUBS PUBLIC SAFETY TR FROM W&S TO GF JE
QCAP  CAPITAL REMEW & REPLACE TR JE
CONTG  COMTINGEMNCY TR TO SBA JE
SUR-MO SURCHARGE MOMTHLY JE
SURG-O SURCHARGE QUARTERLY JE
ADJ-FY  GF-ADJ ENTRIES-AUDIT 99-00 JE
FE IS CE S ACe IS AR an =
Journal Entry Type List
Run: 8/05:2001
A:56PM
VILLAGE OF Greatness
Pags: 1 Journal Entry Type and Members List
Group Type Type Name Source
JE 941-Tx 941 TAX DEPOSIT JE
Description Account Mumber Amount Post Type Method
941 TAX DEPOSIT-CREDIT 001-101.1000 0.00Debit  Actual Individusal
41 TAX DEPOSIT-DEBIT () 001-217.1000 0.00Debit  Actual Individual
941 TAX DERPOSIT-DEBIT () 001-217.2000 0.00Debit  Actual Individusal
941 TAX DEPOSIT-DEBIT () 001-217.3000 0.00Debit  Actual Individual
JE A-BIL AMMUAL FIRE HYDRAMT BILLING JE
Description Account Mumber Amount Post Type ethod
WATER REVENUE/FIRE HYDRANTS 401-343.3000 000Debit  Actual  Indhvidusl
ACCOUNTS RECEIWABLE-FIRE HYDRANTS 401-115.1000 0.00Debit  Actual Individusal
JE ADJFY  GF-ADJ ENTRIES-ALDIT 55-00 JE
Description Account Mumber Amount Post Type Method
ADJUSTING JE-F 29-00 (DR) 001-164.2410 0.00Debit  Actual Individual
ADJUSTING JE-AUDIT 95-00 (DF) 001-161.9000 0.00Debit  Actual Individusal
ADJUSTING JE-AUDIT FY 23400 (DR) 001-162.9210 0.00Debit  Actual Individual
ADJUSTING JE-AUDIT 22-00 (CR) 001-280.8030 0.00Debit  Actual Indiadual
ADJUSTING JE-AUDIT 92-00 (CR) 001-280.8040 0.00Debit  Actual Individual
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Security Profile List

Run: 10416402 VILLAGE OF Hotville
2:07PM General Ledger Security Profiles Page: 1
1D Profile Name Menu ltem Access
7 CASHREC
File Supervisar
Account Inguiry Supervisar
Transactions Mo Access
Inguiry Mo Access
Enter Transactions Mo Access
Journal Entries Mo Access
Import Transactions Mo Access
Transfer Transactions Mo Access
Accounts Payable v3 Mo Access
Accounts Payable +2 Mo Access
Building Permits Mo Access
Cash Receipts Mo Access
Crccupational Licenses Mo Access
Payroll v3 Mo Access
Utility Billing va Mo Access
Litility Billing v& Mo Access
Imientory Work Order Mo Access
Post Transactions Mo Access
All Unposted Mo Access
Single Batch Mo Access
File Maintenance Mo Access
Fu Tranaarctinn Mn Arreas
Users List
Run: B/05/2001
4:52PM
VILLAGE OF Greatness

Page: 1 User List

User Name Accegs  Chart of Accounts Receipts Group Journal Entry Group

IMS 0 0B MASTER ALL REVENLUE TYPES JOURMAL ENTRIES

pat 0 0B MASTER ALL REVENUE TYPES JOURNAL ENTRIES

STACY 0 0B MASTER ALL REVENUE TYPES JOURNAL ENTRIES



Access

Account

Balance

Batch

Budget

Budget
Account

Budget Column

Budget Group

Budget Member
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Glossary

The ability of a user to get into different levels of the
General Ledger System, use it and make changes.

Place where money is debited and credited according to
each transaction

The amount of money in a account at any given time.
Also: to have debits and credits evenly accounted for in
an account.

Group of transactions.

The budget file is a child of the budget name file. It
contains all budget account numbers, change history,
etc. Itis indexed so individual budgets may be
accessed. Each budget change is assigned a revision
level, beginning with zero when the budget is
initialized

The budget account file is a child of the budget
member file. It contains a list of all account numbers
included in the budget member and whether or not the
budget for an account may be changed. The actual
budget amounts, comments, etc. are contained in the
budget file. The budget account file merely defines a
subset of its parent budget file.

The sole purpose of this file is to define the column
headers for the budget report and which revision level
for each account number is assigned to that column.

Every user is assigned to a budget group at login time.
The group is stored in the user file. Users with
Supervisor budget access may open a budget member
in any group. All others are limited to the members
assigned to their group.

The budget member file is a child of the budget name
file and of the budget group file. This means a budget
member must belong to a single budget name and a
single budget group.
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The budget name file defines the name and identity
code of a budget.

Listed below are standard pushbuttons used throughout
General Ledger. Some buttons will not be visible due
to the security access level of the user.

Activity Button
This button shows activity for the current project.

Adjust Button
Add a budget change.

Apply Button
Apply the change immediately.

Balance Button

In File, Transactions, File Maintenance, Batches
will show a Balance Button. Press it to see if any funds
are out of balance and by how much.

Cancel Button

This button usually appears in an entry form. Pressing
it will abandon any changes you have made and close
the current window.

Change Button
Same function as Edit Button.

Change All Button
Change the access level for all items.

Close Button
This button will close the current window.

Delete Button

This button will cause the currently selected record to
be deleted. Note that deleting a record in a file that has
associated records in another file will also delete all
associated records in the other file. For example, if you
delete a record from the master file you will also delete
all records below it.
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Edit Button
This will allow you to edit the record currently selected
in the browse table.

Help Button
Press the Help Button for help in the context of the

current window.

Insert Button
This button in a browse screen will allow you to add a
record to the file currently being browsed.

Kill Button
Delete selected batch and all its transactions.

OK Button

This button usually appears in an entry form. Pressing
the OK Button will save any changes you have made
and close the current window.

Post Button
Post this transaction. now.

Print Button

| &l Wigw Tranzaction

Print Preview
Buttons

Jz]
]

Print this transaction now.

Quit Button

Abandon changes and exit.

Select Button
Accept current selection and continue.

View Button
View selected account.

View Transaction
View selected transactions.

This button allows you to change the report so it uses
the full available page width.

This button allows you to change the report so it uses
the full available page height.
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This box shows you what current percentage of full
size the report is displayed in. You may enter a new
percentage to change the size, or click on the down
arrow to choose 25, 50, 75, or 100 percent.

This button takes you to the first page of the report.

This button takes you to the previous page of the
report.

This button takes you to the next page of the report.

This button takes you to the last page of the report.

This prints the current page only.

This box allows you to move to any page of the report.
You may enter the desired page number, or use the up
and down arrows to change the page number (the
current page number is displayed.)

This box allows you to choose which pages to print.
You may choose All, or enter ranges of pages such as
4-5,8,10-12,15.

This button sends the report as is to the printer.
This box allows you to print any number of copies you

wish. You may enter the desired number, or use the up
and down arrows to change the number of copies.

This closes the report preview window without
printing.



Calendar
Month/Period

Cash Receipts

Credit
Debit

Department

Deposit

External source

Funds

Internal source

Kill

Receipt
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Month begins with the calendar year, thus month 1 is
always January. Period begins with the fiscal year,
which isn't necessarily the same as the calendar year.)
Internally the period is still used, and the month value
shown is translated internally to the period number.

The files are arranged in a hierarchal fashion, with the
cash file being a child of the receipt file, and the receipt
file being a child of the deposit file. The file design is
a metaphor of the physical handling of cash receipts.

Addition to the account.
Withdrawal from the account.

Group of people working together who have funds to
be accounted for.

A deposit consists of one or more receipts, and
represents a bank deposit.

Data transferred from outside the General Ledger
program.

A fund group is defined as a list of funds, usually but
not necessarily with something in common. A fund
may be a member of any number of fund groups. A
fund group could even consist of all funds. Each fund
group is assigned a title, and when reports are printed
for a fund group the group name will be printed in the
report header instead of a fund name.

Data transferred from within another section of the
General Ledger program.

Deleted a specific batch and all its transactions.

A receipt consists of one or more cash records, and
represents a payment event. The cash record identifies
the amount and account number to which the amount is
posted. Each time a user enters receipts, a new receipt
record will be created and all receipts entered in that
session regardless of receipts type will be related to
that receipt number.
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Receipts type may be a member of any receipts group.

Where the data is being transferred from. Examples of
the source ID are: AP3 for Accounts Payable. UB6 for
Utility Billing , JE for Journal Entries, CASH for cash

receipts, PR for Payroll., CS for Citizen Services.

Transactions are debits or credits to accounts.

Files are named with extensions like .gl4. Make a
backup copy of your data files before installing each
release.

Internal Files:

Cash

Journal Entries

Transactions

External Files: (IMS programs)
Accounts Payable

Building Permits

Citizen Ser vices

Inventory Work Order
Occupational Licenses

Payroll

Utility Billing
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Index

Access Level,

Account,

Account Activity Report,
Account Codes,

Account Types,

Accounts Payable,

Adjust Budgets By Percent,

Appendix A,

Appendix B,

Budget Group,

Budget Member,

Budget Name,

Budget Summary Report,
Budget Worksheets,
Building Permits,
Buttons,

Calendar Month/Period,
Cash

Chart of Accounts,
Citizen Services,
Connection between AP-IW-FA-GL,
Clone Budget Member,
Clone Chart of Accounts,
Custom Reports,

Detail Budget Report,
Deposits,

Enter Receipts,
Enter Transactions,

Import Transactions,
Initialize Period,
Inventory Work Order,

Install Updates,
Journal Entries,

Keyboard,

Lists,

List of Users,

Load Budgets,

Master Account,
Occupational Licenses,
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Parent Child Relationship,
Payroll,
Post Transaction,
Print Preview,
Project Codes,
Receipting System,
Receipts Groups,
Receipts Report,

Receipts Types,
Release Notes,

Reports,

Receipts and Expenditure Report,
Set Current Period,

Set Receipts Period,

Set System Date,

Source Codes,

Transaction Codes,
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	account code is for a postable expense (code 4) and the department number is missing from the account number, you will get a window asking "Add this line item to all departments in this fund?".  If you answer no it will admonish you for omitting the de
	If there is more than one chart of accounts it will show you a list and allow you to select the charts to which all these accounts will be added.  If there is a single chart the accounts will be added with no additional messages.  Should any error occur
	Print Chart of Accounts
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	Print Master Account List
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	Asset
	Disable

	Merge Batches
	Search for Amount
	Purge PDF Reports
	Fix Transactions
	This is a one time utility to correct this specific problem only and will be removed from future releases.  If you have entered adjusting corrections to adjust for what appeared to be missing transactions, you will have to delete either the correcting tr
	Print
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	The AP - IW - FA - GL Connection
	Accounts Payable
	Assets

	For an asset to be transferred the activity must be marked as paid.  It also must have the Asset Box checked on the activity, and/or at least one item must have the asset or Component Box checked.  The item list may include items that are not to be part
	Inventory Work Order
	General Ledger
	Transfer from Accounts Payable is initiated using File, Transactions, Transactions, Accounts
	Payable v3.  Transfer is from the Accounts Payable transaction file to the General Ledger transfer file.

	The Budget Preparation Module

