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Fiscal Setup:

How To: - Setup Fiscals (Periods & Council Dates)

}a Council Date Administration EI@
e
B4 ° Setup Council Date Information:
& A
=
Periods | Period Lockout | Defautt Period |
4 47 of9 | b M |4 K 1 of12 [ b M |dr X 1 ofl Er
Fiscal Period Description CouncilDate
200 8 y I oo
2004 February
2005 March
2006 April
2007 May
2008 June
. 20 | dudy
2010 August
Mew Fiscal September
October
November
December

1) To begin, press the Fiscal Setup Button in the upper-left hand corner of the Vision Financials
homescreen.

2) Start by entering selecting the fiscal you wish to work with. If the desired fiscal is not there Click the
New Button directly above the fiscals and then change the name to fit your needs.

3) Next click on the appropriate Period you wish to work with in the selected fiscal. If the desired Period is
not there Click the New Button directly above the Period and then change the name to fit your needs.

4) Continue by clicking the New Button in the Council Date area and renaming your new council date to
whatever you need. (Also choose the correct Council Date for association.)

5) Choose Save and then Close.

Notes:
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Fiscal Setup:

How To: - Setup Fiscals (Period Lockout)

'Ifa Council Date Administration EI@
=
... Setup Council Date Information:
d4 < e
Period Lockout | Default Perod
1 ofl &+ X
Fiscal Locked Mot Viewed

Y O

1) To begin, press the Fiscal Setup Button in the upper-left hand corner of the Vision Financials

homescreen.
2) First Click on the Period Lockout tab.
3) Start by entering selecting the New Button to add a period lockout.
4) Next click on the drop down menu to choose a fiscal period you wish to lock.
5) Continue by choosing the check mark box under Locked and if you don’t wish to view the period any

longer, click on the check mark box under Not Viewed.
6) Repeat Steps 1 — 3 to lock additional periods.

7) Choose Save and then Close.

Notes:

Box Explanation:

e Locked-Still viewable but you cannot post trasactions to it.
¢ Not Viewed-Can’t see it in Reporting or Posting.
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Fiscal Setup:

How To: - Setup Fiscals (Default Period)

Setup Council Date Information:

3
B s

o
v
=
< ' "“'"

HC e
Period Lockout | Defautt Period

12 Council Date Administration ===

Select Your Current Financials Period

1) To begin, press the Fiscal Setup Button in the upper-left hand corner of the Vision Financials
homescreen.

2) Select the Default Period tab.

3) Next click on the drop down menu to choose a fiscal period you wish to set as default.

4) Choose Save and then Close.
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General Settings:

How To: - Descriptions (Category Types)

1)
2)

3)
4)

Notes:

B8 Financials Settings
fE AR (R
= LEEJ w @

Save Print  Refresh  Help
Actions F
General Settings

Description Types
1 of9 | b Ml

Address Types

Bank Account Types

Category Types

Contact Types

Departments

Email Types

Phone Types

Sorting Types

WebSite Types

Description List

of 3

(|

T X

4 4 (1

Mailing

Work

Descriptions

Begin by selecting the Description Type in the left Panel you wish to work with.

Choose from the Description List in the right panel to change an existing name or choose the New

Button to add a description.
Continue by typing in your preferred Description.

Choose Save and close.
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General Settings:

How To: - Setup Financial Institutions

85 Financials Settings

Actions

HS &

Save Print  Refresh

d

%)

General Settings

o Add ¢ Delete

Bank Mame

¥ Bank of America

Key Bank
LGIP
MNumerica

Pacific NW

WA Mutual

WA Trust

Wells Fargo

WV Fed Credit Union

Banks

Cashmere Valley Bank

1.5, Bank Safekeeping

Raouting Number Active
125000024
125104503
125000574
999999999
325152690
125008039
042000013
325070760
125100055
125008547
325183657

COUNT = 11

OoooEoo@E o

Notes:

(Setup Financial Institutions is covered in pages 43-45)
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General Settings:

How To: - Helpful Links

o5 Financials Settings

HS & @

Save Print  Refresh

Actions

General Settings

o Add ¢ Delete

Link Name

» VisHub Home Page
Vision Home Page
WFOA
PERSI
Vision Support Page

Helpful Links

Link URL

visionms. socialgo.com
www, visionms.net
www ., wioa.org
persi.org

support. visionms.net

1)
2)
3)
4)

Notes:

Begin by selecting the Add button on the menu at the top of this screen.
Enter the Link Name and Link URL of your new website for Helpful Links.
If you wish to delete a Helpful Link, select it from the list and choose the Delete Button.

Choose Save and Close.

Vision Financials

Page 12



Financial Settings:

How To: - Cash or Accrual

B encinls Doubie Et

H S8

Accourting Method |

Cash vs Accrual

Enable Accrual Method

Cash Account Mumber:

Expenditure Control Account:

Revenue Control Account:

1) If you wish to operate as a double entry system, begin by clicking the Enable Accrual Method checkbox.
2) Choose the correct Cash Account Number, Expenditure Control Account, and Revenue Control Account
from the appropriate drop down selection menus.

3) Choose Save and Close.

Notes:
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Financial Settings:

How To: - Claims Setup

Financials Double Entry [ ||
H3 3@

Claims

Claims Information

Enable Claims Methad

Warrant Bank Account ID; [ - ]
Claims Fund Mumber: [ v]
Claims Cash Mumber:

Warrants Payable Mumber:

Payroll Cliams Fund Mumber: |001-000-000 GEMERAL GOVERMMENT FUMD -

1) To Setup a Claims Fund, begin by clicking the Enable Claims Method checkbox.

2) Choose the correct Warrant Bank Account ID, Claims Fund Number, Claims Cash Number, Warrants
Payable Number, and Payroll Claims Fund number from the appropriate drop down selection menus.

3) Choose Save and close.

Notes:
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Financial Settings:

How To: - Descriptions (Vendor Groups)

85 Financials Settings

(iLu] L5 (R

= & @

Save Print  Refresh  Help
Actions ]

Financials Settings

Description Types

1 of 1 > 4]

Vendor Group Types

Descriptions

Description List

1) Begin by selecting the New Button on the top Menu

2) Continue by typing in your desired Vendor Group type in the supplied field and hit the Tab when done.

3) If you wish do delete a created Vendor Group type, select it on the right and choose Delete at the top of

the screen.
4) Choose Save and close.

Notes:

Vision Financials

Page 15



Financial Settings:

How To: - Banking Services

85 Financials Settings

[= = ]l=]
[l l] LA — 1( -3
=& @
Save Print  Refresh  Help
Actions ]

Financials Settings
4 4 |1 of3 | b M |4 X

Account Number Description Check Deposit Purchase Sale Redemption
3 Cashmere Valley Bank - Account Number: 41754457 ¥ | Checking Account =

LGIP - Account Number: 00290 » | Investments/LGIP | [l | [ [l

1.5, Bank Safekesping - Account Mumber: 25061002160600 |+ | Investments/Bonds | [ | 0 0 [l

Banking | Investments

Notes:

(Bank setup is covered in page 43-45)
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Financial Settings:

How To: - ACH Administration

4 4 |1 of11 | b bl | [ Save | )X Delete | Print | @ ‘
File Header | Batch Header | Offset Entry |

NACHA File Type: Default Institution: Checking Account -

File Header Information
Immediate Destination 125104603 - The Routing Number of the bank processing the NACHA file. (S digits, mandatory)

Immediate Destination Name ~ Cashmere Valley Bank - The name of the same bank from the Immediate Destination ID. (23 characters, optional)

Immediate Origin 91-6001408 - This is normally your organization's Federal Tax ID number. (10 digits, mandatory)
Immediate Origin Name CITY OF CASHMERE - Your organization's name, as listed in the bank's records. (23 characters, optional)

Default NACHA File Name: [E] C:\Documents and Settings\bonnie\Desktop\pacha. txt

1) To setup NACHA, begin by Entering the correct Institution NACHA will be pulling funds from.

2) Continue by entering File Head information provided by your Banking Institution

Note: All fields with “Mandatory” are required.

3) Next choose the button to select the save file location and name for the NACHA run file for upload.

Notes:
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{@ NACHA Administration
7.
o
3
3
2
m
2
%
o
2.
4 4 |1 of11 | b bl | [l Save | )X Delete | Print | @
Batch Header | Offset Entry
Batch Header Information
Company Name CITY OF CASHMERE - Your organization's name which will display on your bank statements. (16 digits, mandatory)
Company Identification 1916001408 - This is normally your organization's Federal Tax ID number. (10 digits, mandatory)
Originating DFL 12510460 - Typically your Immediate Destination, without the trailing check digit. (8 digits, mandatory)
Discretionary Data - For your organization's internal use, if desired. (20 characters, optional)
Company Entry Description Payroll - Your transaction description. ie... "Payroll”. (10 characters, mandatory)
4) Continue by clicking the Batch Header information tab.
5) Enter your Batch Header information provided by your Banking institution.
6)

Last, click on the Offset Entry tab at the top of your screen and enter your offset record if your bank
requires one.

7) Click Save and Close

Notes:

When setting up NACHA, it is recommended that this be done with a member of Vision
Support Staff.
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Posting:

How To: - Post Receipts

- Receipt Posting - Vision Municipal Solutions - Finandials W o @ R
[El= || Home &
2 X 3

Show Vendors
= N R R [ @ @
Save Saveand | Refresh [Show Accounts || Print Settings | Audt  Advanced
Close Al == - log  Search
Records = | Current View = | Grid Options 5| Security 5|
Posting < [ Vision Fancials Home Page. X | Finandals Receipt Posting X | Receipt Posting % |
. Line Item Search: Transaction Summary:
1= Tvoices @) Add | 5 Open | & Insert @) Add | €) Delete | Show [unattached [+ || i Fiscal -
(= Investment Sales | Account Number [ escription [+ [neference [pate [ Amount Notes
| Investment Purchases ﬂ =
(= Transfers » |001-000-000-308-80-00-00 Beginning Balance - Unreserved
| General Journal 001-000-000-312-10-00-00 Forest Excise Tax
(= Reinvested Interest 001-000-000-312-10-00-10 Local Retail Sales and Use Tax
| Budget Forecasting 001-000-000-313-71-00-00 Criminal Justice
001-000-000-314-50-00-00 Taxes on City Utilities
001-000-000-314-52-00-00 Water Utllity Taxes
001-000-000-314-54-00-00 Sewer Utllity Taxes
N 001-000-000-314-55-00-00 Sanitation Utility Taxes
|4 Posting ||
001-000-000-315-45-00-00 Garbage/Solid Waste Taxes COUNT =0 | SUM = §0.00 |
\:-/l Purchase Orders 001-000-000-316-45-00-00 Cable Taxes
—{ Transaction Details:
a e 001-000-000-316-47-00-00 Telephone Taxes _ _
nking Services - & Add Delete | i Double Ents -
001-000-000-316-51-00-00  Blectric Taxes w“ o e &
| Forms 001-000-000-317-2000-00  Leasehold Excise Tax [ Accountttumper [pescrption Smont (L 1 [ores
001-000-000-320-90-00-00  Other Business Licenses and Permits
4%, Chart of Accounts —
001-000-000-320-90-01-00  Mfg Home Park &Special Permit
|4 Data Center 001000-000-320-91-00-00  Franchise Fecs
- 001-000-000-322-10-00-00  Buildings, Structures and Equipment
i Fixed Assets — .
001-000-000-322.90-01-00  Sign Permits
& Community COUNT =202
+ |[] & [Type] <> 'Asset And [Type] <> Liabiity' And [Type] <> Expenditure’ Edit Filter | & COUNT =0 | SUM = $0.00 |

home
2)
3)

page.

Begin by pressing the New Receipt Button in the upper-left hand corner of the receipt posting

Press the Add Button in the Transaction Summary group box to create a new receipt transaction.
Enter a Transaction Reference, (Receipt Number) Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

4)

Continue by clicking the Add Button in the Transaction Details group and either type in a COA line

item or make your selection from within the Line Item Search group (Double Click or Select and

Move).

5)

Notes:

Enter the Amount, Category, and any relevant Notes.
Finally, press the Save or Save and Close button to complete the process.

Vision Financials
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Posting:

How To: - Post Invoices

i Inveice Posting - Vision Municipal Solutions - Financiaks = o
;-3 1 Sol I = (SIS
[E=]| Home a
3] x| ) —_— > -
B & = o] (@ [ D
F\sca\lmlz - October - 2nd Cound Mtg \ -| —
Save Saveand | Refresh Print [T e ‘ Print  Settings Audit  Advanced
Close Al Manual — - log  Search
Records 2 | Printing 1 Current View 2| GrdOptons |  Searity 5
g I | Icad | |
Posting ¢ | Manage payments 3 | FnancalsRecepteostng x | Recsiptrostng | Fmendals Inveice Fostng 3 | Inveice Postng X |
vendor Search: Transaction Summary:
|5 Receipts g e
= Invoices (@) Add | £5 Open (&) Add | €3 Delete | Show |Unattached [ Fiscal -
= ale [Number [rarme: [ ddress || [reference [pate [ Unpaid sales Tax Amount Notes
[ ———— =y [ mvoice - 1/14/2013 4:43:53 M 1/14/2013 $153.00 1stQr 2013
= Transfers »|10054 A &W Paving 6210 Pioneer Ave Cashmere WA 98815 | [frem =R AR 10/3/2013 (T GEETET
= General Journal 10046 A and C Mechanical, Inc PO Box 1114 Wenatchee WA 98807-1114 | |Invoice - 10/4/20138:09:51 AM 10/4/2013 $0.00
[= Reinvested Interest 10048 Action Medical Inc PO Box 189 Newman Lake WA 89025 | |Invoice -9/16/2013 12:04:28 PM 9/18/2013 §312.00
T Adrin Services/Bldo Rent || mvoice -9/3/2013 2: 10:48 PM of3/2013 $116.00
10021 Advanced Lasers 2151N Frankin Rd Indianapolis IN 46219
10043 Advantage Tire Inc 5015 Webster Way Cashmere WA 38815
Aeration Industries International 4100 Peavey Rd Chaska MN 55318-2353
- ] COUNT = 478 |
[>¢] ¥ [Active] ="Checked EditFiter | & COUNT =5 | SUM = §581.00 |
9, h de
i Line Item Search: Transaction Detals:
15, Banking Services (€3 Add | 5 Open | & Insert (€ Add | €3 Delete | [t Double Entry -
] Forms [ Account Number Description [+ ] [Account number [ peseription Amount [category  [notes [~
7] —/|| + |001-000-000-508-10-0000  Ending Balance - Reserved .00
o @S  [001.000000-508- 100000 | Ending Balance _Reserved 001-000-000-508-80-0100  Ending Balance - Capitals $0.00 3
[3 Data Center T 001-000-000-508-80-00-00  Ending Balance - Unreserved 001-000-D00-511-3043-00 GG Publishing Services-Code Updates s0.00
- 001-000-000-508-80-01-00  Ending Balance - Capitals I OG5 600, 100, 5 L6016, GUINGE Councl Moo BRL0
il Foced Assets  001-0D0000-S0S-80-0200  Ending Balance - Center Impravements 001-000-000-514-50-10-00 GG City Hall Maintenance, Wages .00
O - — 001-000-000-514-50-20-00 GG City Hall Maintenance, Benefits $0.00
& Community COUNT = 698 | —
00 1-000-000-514-50-31-00 GG Citv Hall Maintenance.. Sunnlie: S0.00
EditFilter | COUNT = 14 | SUM = $153.00 | -

[3¢] ! [Type] <> ‘Asset And [Type] <> Liabiity' And [Type] <> Reverue'

1)
page.
2)

Press the Add Button in the Transaction Summary group box to create a new Invoice transaction.
Enter a Transaction Reference (Invoice Number), Date, Unpaid Sales Tax and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

4)

Begin by pressing the New Invoice Button in the upper-left hand corner of the invoice posting home

Continue by clicking the Add Button in the Transaction Details group and either type in a COA line item

or make your selection from within the Line Item Search group (Double Click or Select and Move).

5)

Notes:

Enter the Amount, Category, and any relevant Notes.
Finally, press the Save or Save and Close button to complete the process.

Vision Financials

Page 20



Posting:

How To: - Post Investment Sales

Nl
CLES| Home
o BEE

Fiscal | 2012 - October

Investment Sale Posting - Vision Municpal Solutions - Financials

=

| &

Save Save and Refresh Print  Settings Audit  Advanced
Close Al - log  Search
Records 5| Current View 5| GrdOptions |  Secuity u|
Posting < | InvestmentSale Posting ¢
e e Line Ttem Search: Transaction Summary:
= Invoices ) Add | E5 Open | & Insert &) Add | ) Delete | Show |Unattached 1 Fiscal -
= ale: ‘A[munt Number ‘Desmphun |A ‘REFEI’EH(E ‘DatE |Amnunt Notes
[ Investment Purchases ﬂ =
|= Transfers » | 001-000-000-308-80-00-00 Beginning Balance - Unreserved
= General Journal 001-000-000-312-10-00-00  Forest Excise Tax
[ Reinvested Interest 001-000-000-312-10-00-10  Local Retai Sales and Use Tax
[ Budget Forecasting 001-000-000-313-71-00-00  Criminal Justice
001-000-000-314-50-00-00  Tawes on City Utiities
001-000-000-314-52-00-00  Water Utiity Taxes
001-000-000-314-54+00-00  Sewer Utiity Taxes
_ 001-000-000-314-55-00-00  Sanitation Utiity Taxes
L& Posting —
001 16450000 Garbage/Solid Waste Taves CounT =0 SUM = $0.00 |
[ purchase Orders 001-000-000-316-46-00-00  Cable Taxes
= Transaction Details:
r—— 001-000-000-316-47-00-00  Telephone Taxes = nd | £ e Double
nking Services — § ety t -
001-000-000-316-51-00-00  Electric Taxes @ € Deete | il Double Entyy
[ Forms 201-000-000-317-20-00-00 _ Leasehold Excise Tax [ Account Number | esaription Amount Category Notes
001-000-000-321-90-00-00  Other Business Licenses and Permits
4%, Chart of Accounts —
001-000-000-321-90-01-00  Mfg Home Park & Special Permit
|3 Data Center 001-000-000-321-91-00-00  Franchise Fees
_ 001-000-000-322-10-00-00  Buildings, Structures and Equipment
@ Fixed Assets — =
001-000-000-322-90-01-00  Sign Permits
& Community COUNT =202 |
+ |[3¢] ¥ [Type] <> Liability' And [Type] <> ‘Expenditure’ EditFilter | & counT =0 SUM = $0.00 |

1) Begin by pressing the New Investment Sale Button in the upper-left hand corner of the Investment

Sales posting home page.

2) Press the Add Button in the Transaction Summary group box to create a new Investment Sales

transaction.

3) Enter a Transaction Reference (Investment Sales Number), Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

4) Continue by clicking the Add Button in the Transaction Details group and either type in a COA line item

or make your selection from within the Line Item Search group (Double Click or Select and Move).

5) Enter the Amount, Category, and any relevant Notes.

6) Finally, press the Save or Save and Close button to complete the process.

Notes:
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Posting:

How To: - Post Investment Purchases

B2 :( i Investment Purchase Posting - Vision Municipal Solutions - Finandials
(=S Home
L5} %] R e z =
B o oo (& E G M
Fls(al‘ 2012 - October |v | et

Print Settings | Audit Advanced
- Log  Search

Save Saveand | Refresh | Show Accounts |
Close Al =

Records a | Current View | GridOptions | Security |

|o &

< | Finandals Investment Purchase Posting | Investment Purchase Posting X ‘

Posting
Vendor Search: Transaction Summary:

(= Receipts
& Add | [ Open &) Add | ) Delete | Show [Unattached [~ | | fu] Fiscal

(= Invoices

mry

[= Investment Sales Number [Name [address [Reference [pate

‘ Amount Notes

= Investment Purchases

=% Transfers 10054 A &W Paving 6210 Pioneer Ave Cashmere WA 98815
= General Journal 10046 A and C Mechanical, Inc PO Box 1114 Wenatchee WA 98807-1114
10048  Action Medical Inc PO Box 189 Newman Lake WA 99025

=% Reinvested Interest

= Budget Forecasting Admin Services/Bldg Rent
10021 Advanced Lasers 2151 N Frankin Rd Indianapolis N 46219

10043  Advantage Tire Inc 6015 Webster Way Cashmere WA 98315

[ I I [EX

Aeration Industries International 4100 Peavey Rd Chaska MN 55318-2353

- ] COUNT =473 |
|.@ Posting
[] ¥ [Active] =Checked’ Edit Filter | o COUNT =0 | SuM = £0.00 |
\:Il h d
Line Item Search: Transaction Details:
El) Banking Services (@) Add | 5 Open | & Insert (@) Add | €3 Delete | [ Double Entry -
=] Forms ‘Actnur\t Number Description - |AccnuntNumher |DEsmpnnr\ Amount Category ‘Nntes
1] ]
4%, Chart of Accounts
» | 001-000-000-508-10-00-00 Ending Balance - Reserved
Lﬂ Data Center 001-000-000-508-80-00-00 Ending Balance - Unreserved
- 001-000-000-508-80-01-00 Ending Balance - Capitals
8 Fixed Assets —
001-000-000-508-80-02-00 Ending Balance - Center Improvements
& Community COUNT =698 |
« | [>¢] & [rype] <> Liability' And [Type] <> Revenue' Edit Filter | 5 COUNT =0 | SUM = $0.00 |

1) Begin by pressing the New Investment Purchase Button in the upper-left hand corner of the Investment

Purchases posting home page.

2) Press the Add Button in the Transaction Summary group box to create a new Investment Purchase

transaction.

3) Enter a Transaction Reference (Investment Number), Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

4) Continue by clicking the Add Button in the Transaction Details group and either type in a COA line item

or make your selection from within the Line Item Search group (Double Click or Select and Move).

5) Enter the Amount, Category, and any relevant Notes.

6) Finally, press the Save or Save and Close button to complete the process.

Notes:
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Posting:

How To: - Post Transfers

& | 3 W
@SN Home
A "
1 a o =
Home | Reporng = Fiscal
Services Setup
Home S system S, &
Posting <
(= Receipts
(= Invoices

[= Investment Sales

(= Investment Purchases
(= Transfers

= General Journal

| Reinvested Interest
[= Budget Forecasting

L@ Posting

[ Purchase Orders
5L, Banking Services
= Forms

4% Chart of Accounts
|4l Data Center

| Fixed Assets

&} Community

Transfer Posting -

Transfer Posting %

@l Save and Close [)Save | 3 | Fiscal 2012 - October
Line Ttem Search:

1 of 900 | b bl | ok @ [ | FiterBy: ~
iy Search: Search By: Account Number +
Account Number Description

001-000-000-313-71-00-00 | Criminal Justice
001-000-000-314-50-00-00 | Taxes on City Utlities
001-000-000-314-52-00-00 | Water Utiity Taxes
001-000-000-314-54-00-00 | Sewer Utiity Taxes
001-000-000-314-55-00-00 | Sanitation Utility Taxes
001-000-000-316-45-00-00 | Garbage/Solid Waste Taxes
001-000-000-316-45-00-00 | Cable Taxes
001-000-000-316-47-00-00 | Telephone Taxes
001-000-000-316-51-00-00 |Electric Taxes
001-000-000-317-20-00-00 | Leasehold Excise Tax
001-000-000-321-90-00-00 | Other Business Licenses and Permits
001-000-000-321-30-01-00 |Mfg Home Park & Special Permit
001-000-000-321-91-00-00 | Franchise Fees
001-000-000-322-10-00-00 | Buildings, Structures and Equipment
001-000-000-322-90-01-00 | Sign Permits
001-000-000-322-90-02-00 |Life & Safety Occupancy Permit
001-000-000-334-03-12-00 | DOE State Grant - SMP Update
001-000-000-334-04-90-00 |State EMS Particpation Grant - Fire Dept
001-000-000-335-00-31-00 | PUD Privilege Tax
1001-000-000-336-00-58-00 | City County Assistance

sion Munidipal Solutions - Financials

- @n
Transaction Summary:
0 of 0 4k X | i | Show: Unattached
Reference Date Amount  Motes

Transaction Details:
0 of 0 4 Addnew @ < Delete |

Account Number Desaription Transfer In Transfer Out

- || @ | 9 Advanced

Amount Category Notes

1) Begin by pressing the New Transfer Button in the upper-left hand corner of the Transfers Posting home

page.

2) Begin by pressing the New Button in the Transaction Summary group box to create a new Transfer

transaction.

3) Enter a Transaction Reference (Transfer Number), Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

4) Continue by clicking the Add New Button in the Transaction Details group and either type in a COA line

item or make your selection from within the Line Item Search group (Double Click or Select and Move).

5) Enter the Amount, Transfer In or Transfer Out, Category, and any relevant Notes.

6) Finally, press the Save or Save and Close button to complete the process.

Vision Financials

Page 23



Posting:

How To: - Post To General Journal

b General Journal Posting - Vision Municipal Solutions - Finandials. = oo @

PEST Home &

@’ Wi w

Home | Reporting Fiscal
Services Setup

Home % System ...

Posting « | Trensfer posting % | Financials General Journal Posting | General Journal Pasting X
@l Save and Close (5] Save | 3 | Fiscal: 2012 - October - @
Line Item Search: Transaction Summary:

0 of 0 <+ @ [F | FilterBy: ~ 0 of 0 4k X | @ | Show: Unattached - || & | &8 Advanced

= Receipts
(= Invoices

(= Investment Sales

[ Investment Purchases
(= Transfers Account Number Description

g Search: Search By: Account Number ~ Reference Date Amount Notes

= General Journal
[= Reinvested Interest
= Budget Forecasting

—_—]
9,
|7 Purchase Orders
[, Banking Services
Transaction Details:
£l Forms 0 of 0 b Add new @) < Delete |
& Chart of Accounts Account Number Description Debits Credits Amount  Category Notes
|dl Data Center

& Fixed Assets

& Community

1) Begin by pressing the New General Journal Button in the upper-left hand corner of the General Jounal
Posting home page.

2) Press the New Button in the Transaction Summary group box to create a new General Journal
transaction.

3) Enter a Transaction Reference (G/L Reference), Date, and any relevant Notes.
Note: (The amount column will automatically calculate as Transaction Detail records are added)

4) Continue by clicking the Add New Button in the Transaction Details group and either type in a COA line
item or make your selection from within the Line Item Search group (Double Click or Select and Move).

5) Enter the Debits or Credits, Amount, Category and any relevant Notes.

6) Finally, press the Save or Save and Close button to complete the process.
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Posting:

How To: - Post Reinvested Interest
3 W Reinvested Interest Posting - Vision Municipal Solutions - Financials =
[E= || Home

H&®E <

Save Saveand | Refresh

Show Vendors

Fiscal 2012 - October

| show Accounts

g8 P

Audit  Advanced

|| Print  Settings

&0

Close Al log  Search
Records | Current View | Grid Options | Security = |
Posting ¢ | Finandals Reinvested Interest Posting. 3 | Renvested Interest Postng X |
e Line Item Search: Transaction Summary:
[ @) Add | 5 Open | & Insert @) Add | ) Delete | Show [Unattached | ~| | [ Fiscal
= de [ Account Number [ escription [+ |1 Ireference pate [amount Notes
|y Investment Purchases j =
[ Transfers » [001-000-000-303-80-0000  Beginning Balance - Unresarved
| General Journal 001-000-000-312-10-00-00 Forest Excise Tax
= Reinvested Interest 001-000-000-312-10-00-10 Local Retail Sales and Use Tax
= Budget Forecasting 001-000-000-313-71-00-00 Criminal Justice
001-000-000-314-50-00-00 Taxes on City Utlities
001-000-000-314-52-00-00 Water Utlity Taxes
001-000-000-314-54-00-00 Sewer Utlity Taxes
N 001-000-000-314-55-00-00 Sanitation Utility Taxes
[ & Posting .
001-000-000-316-45-00-00 Garbage/Solid Waste Taxes COUNT =0 | SuM = £0.00 |
|:>I Purchase Orders 001-000-000-316-45-00-00 Cable Taxes
—{ Transaction Details:
% T — 001-000-000-316-47-00-00 Telephone Taxes _ _
nking Services i Add Delete | i Double Ent
001-000-000-316-51-00-00 Electric Taxes @ e E 7
2 Forms 001-000-000-317-20-00-00  Leasehold Excise Tax "*“”"“' O ‘Des”'p‘m" gmont Eoli ) |ijes
001-000-000-321-90-00-00 Other Business Licenses and Permits
4% Chart of Accounts —
001-000-000-321-90-01-00 Mfg Home Park & Special Permit
u Data Center 001-000-000-321-91-00-00 Franchise Fees
~ 001-000-000-322-10-00-00 Buildings, Structures and Equipment.
il Fixed Assets —
001-000-000-322-90-01-00 Sign Permits
& Community COUNT = 202 |
+ |[>¢] ¥ [Type] <> 'Asset And [Type] <> Liabilty' And [Type] <> Expenditure EditFiter | & COUNT =0 SUM = $0.00 |

1) Begin by pressing the New Reinvested Interest Button in the upper-left hand corner of the Reinvested

Interest Posting home page.

2) Begin by pressing the Add Button in the Transaction Summary group box to create a new Reinvested

Interest transaction.

Notes:

Enter a Transaction Reference, Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)
Continue by clicking the Add Button in the Transaction Details group and either type in a COA line item
or make your selection from within the Line Item Search group (Double Click or Select and Move).
Enter the Amount, Category and any relevant Notes.

This entry will create both the Receipt and Investment purchase for you. Now you may complete the
transaction by depositing the interest into your desired Financial Institution.

Finally, press the Save or Save and Close button to complete the process.
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Posting:

How To: - Budget Forecasting

Budget Forecasting - Vision Municipal Solutions - Financials C) o #@ 9B
Home | ®
8, e (e ==
G g & @
Save Saveand ‘ Refresh  Open I Print  Grid Settings. Audit
& Delet: Grid E Log
Records Settings 13 | Security
Posting < BudgetForecasting %
. Transaction Reference K <1 of8d5 | b bl | X
= || 2005 -gudoet -
s 2006 -Budget [ [-] Fnd Clear B
| Investment Sales : 2007-Budget
=5 Investment Purchases | | 2008 -Budget Drag a column header here to group by that column
= Transfers 2009 - Budget
SR H oo TAccount Namber sescrpron Jomourt Category ores ]
(=5 Reinvested Interest - 2011 -Budget
e — || 2012-sudoet 01-000-000-305-60-0000  Beginning Belance -Unreserved $1,323,50.00
|»|  2012-Budget - Copy 00-000-313-71-00-00  Criminal Justice $51,200.00
| |001-000-000-314-52-0000  Water Utiity Taxes $40,775.00
| |oor000-000-314-54.0000  sewer utity Taxes $108,705.00
I | 001-000-000-314-55-00-00 Sanitation Utlity Taxes $30,210.00
w000
[ purchase orders | |ooro00-000-31646-0000  cavle Taxes $40,000.00
001-000-000-316-47-00-00 Telephone Taxes $90,000.00
5, Banking Services | |oo1000-000315-510000  Eectric Taxes $130,000.00
Forme | |001000.000-31720:0000  Leasehold Excise Tax $1,000.00
| 001-000-000-321-90-00-00 Other Business Licenses and P... $2,700.00
8 Chart of Accounts. 001-000-000-321-90-01-00 Mfg Home Park & Special Permit. $150.00
P | |oor-000-000-32181-00-00  Franchise Fees $30,000.00
| |oo1.000-000-322- 100000 Buidings, Structures and Equ. $25,000.00
&1 Fixed Assets | |oo1000-000322900100  sign Permits $300.00
@ Commanty [ |o01.000-000-322.800200 Life & Safety Ocaupancy Permit $2,500.00
Ol 001-000-000-334-03-12-00 DOE State Grant - SMP Update $4,000.00
1) Begin by selecting the New Button in the top task bar.
2) Enter your Description, Fiscal, and other relevant information.
3) Continue by select the BARS numbers you want to participate in the budget.
4) Choose Save and Close.
i'a Budget Forecasting = =R
TEEE
Select Records For Budget Forecasting
E Save and Close E Save X Delete | @ 4 4 |1 of 1205 | b bl .
“rp Search: Search By: AccountMNumber ~ | Filter By: -
Account Number Description ot

Indude
»

001-000-000-308-10-00-01

Beginning Balance - Reserved

001-000-000-308-80-00-00

Beginning Balance - Unreserved

Desaription: | | 001-000-000-308-80-01-00 | Beginning Balance - Capitals

Fiscal: [2012 v] 001-000-000-308-80-02-00 |Beginning Balance - Center Improvements
001-000-000-311-10-00-00 | Real and Personal Property Taxes

Prem=ide | | 001-000-000-312-10-00-00 | Forest Excise Tax

Prepared Date: Wednesday, December 11, 2013 [E~+

Approved By: |

Approved Date: Wednesday, December 11, 2013 [E~

Approved: =

001-000-000-312-10-00-10

Local Retail Sales and Use Tax

001-000-000-313-71-00-00

Criminal Justice

001-000-000-314-50-00-00

Taxes on City Utilities

001-000-000-314-51-00-00

Electric Utility Taxes

001-000-000-314-52-00-00

Water Utility Taxes

001-000-000-314-54-00-00

Sewer Utility Taxes

001-000-000-314-55-00-00

Sanitation Utility Taxes

001-000-000-315-45-00-00

Garbage,Solid Waste Taxes

001-000-000-315-46-00-00

Cable Taxes

001-000-000-316-47-00-00

Telephone Taxes

0ooooo Do Do @O E@E@E

001-000-000-3156-51-00-00

Electric Taxes

LIS
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Purchase Orders:

How To: -Create Purchase Orders

a2 Purchase Order Manager o = ER

Home

By saveandNew /iy Lﬁ @

=] | =1 | % T | \é@

y
Save Save and » Refresh Print  Settings
Close & Delete Al -
Records | GridOptions

Purchase Order Number

Vendor: | | > | Fiscal: | | > |
Purchase Order: |0 | Total Amount: |ﬁ].00 |
Reference: |New Purchase Order - 12/11/2013 10:02:586 AM | Total Outstanding: |ﬁ).00 |
Posting Date: |12/11/2013 [~]

Purchase Order Details

@ Add | 3 Delete

| Account Number Category Amount Motes Cutstanding

1) Begin by pressing the New Button in the upper-left hand corner of the Purchase Order Center.

2) Choose the appropriate Vendor, Fiscal, and Posting Date and enter a Purchase Order Number and
Reference in the Purchase Order Number Box.

3) Press the Add Button in the Purchase Order Details Box and select an Account Number, Category,
Amount and relevant Notes.

4) Be sure to press Save, Save and Close or Save and New before closing the Purchase Order Manager.

Notes:
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How To: -Purchase Order Approval

| B Purchase Order Appraval - Vision Municipal Salutions - Financials. = o e &
L= Home o
© 0 & =2 &K
Approve  Unapprove | Refiesh | print Print  Settings
Al -
Actions = |Prinhng = ‘ Grid Options = ‘
P e Ol < | Purchase Order Approval %
(= Purchase Order ‘ ‘,‘ Find Clear
= Purchase Order Approval
Drag a column header here to group by that column
[ vendor Name Approved PO Mumber [Posting Date Reference Fiscal Total Amount [otal outstanding
v =
» |E A & W Paving 5] 34 18/13/2013  New Purchase Order - 8/13/2013 10:08:38 AM 012 $5,083.60 $5,083.60
Aand C Mechanical, Inc @ 85 8/13/2013 New Purchiase Order - ${13/2013 10:10:40 AM 012 $606.40 $606.40
Advanced Lasers @ 6 8/13/2013 New Purchase Order - 5/13/2013 2:28:00 PM 012 $168.00 $168.00
American Red Cross =l 65221 12/11/2013 New Purchase Order - 12/11/2013 10:05:34 AM 012 $455.12 $455.12
|@ Posting
[5), Banking Services
Forms
42, Chart of Accounts
|4 pata center
| Fixed Assets
& Community
- COUNT =4 SUM = §6,313.12 | SUM = £6,313.12 |

1) Begin by selecting the Purchase Order to be Approved or Unapproved.
2) Press the Approve or Unapprove Button in the upper-left hand corner of the page.

3) You can also double click on an existing Purchase Order to edit it.

Notes:
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Banking Services:

How To: - Create a Reconciliation Statement

Reconciliation - Vision Muricpal Solutions - Finandals

(Yo
= M Tt
[E|  Home
\ :

ﬁn} R
|h‘ ||_J
Home | Reporting Fiscal
Services Setup

Home i |System ...
Banking Services <

| Recondiliation Statements
(= Chedss

| Deposits

(= Investment Sale Banking

= Investment Purchase Banking
=% Redeemed Warrants

|@ Posting

[ Purchase Orders

Reconcistion Statements % | Recondiiztion X |

Sl saveand Close %] Saveand New () Save 43 Refresh X Delete | Fiscal Period: 2012 - October

~  Institution:

Statement Information:

Cllo Jeto| b M |3 |@

General:
Statementfrombate: [ [-]

Bank Account:

Previous Balance:

Payments Issued:

StatementThruDate: | |-| DepositsReceived:
Adjustment Balance:
Default Effective Date: Ending Balance:
‘ Notes:
Transactions Ta Be Recandied: Transactions Reconcled:
4 Elcfﬂ b | @ | FiterBy: - ( Dcfﬂ bR Q| FilterBy: -
‘ ‘ Reference Type Amount Motes ‘ Reference Payments Deposits Effective Date

=), Banking Services
| Forms

4% Chart of Accounts
|4 pata Center

& Fixed Assets

& Community

1)

2)

2)

3)

4)
5)

Notes:

Begin by pressing the New Button in the upper left-hand corner of the Reconciliation Statements home
page.

Begin by Selecting the desired Fiscal Period and Institution in the Fiscal and Institution Combo Box and
select YES to Create Reconciliation Statement.

Enter any relevant Notes such as Account Reference, Date, Etc. for the Transactions To Be Reconciled.
Continue by Double Clicking or by Selecting and Move the Transactions to be Reconciled in the
Transaction to be Reconciled Box.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

Enter any Relevant Notes in the Notes Section.

Finally, press the Save or Save and Close button to complete the process.

(How to reconcile covered in pages 46-48)
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Banking Services:

How To: - Manage Checks

[ 3% W Manage Payments - Vision Municipal Solutions - Finandials o
DIERY| Home |
G N R
|
Home | Reportng | Fiscal
Services Setup
Home 5 ‘Syshem S
Banking Services < | i x| x | view | Manage Payments X

= Recondiation Statements @l Save and Close ] & | Fiscal:
=5 Checks

I Deposits

[ Investment Sale Banking

(=5 Investment Purchase Banking

2012 - October - 2nd Council Mtg

~ Institution: Checking Account - | @

% Search:

Vendor Search:
4 4|1

of478 | b M | 4k 5 | FilterBy: Active -

Search By: Name -

Number

Name

Address

|=> Redeemed Warrants

10054
10046

A &W Paving
| and C Mechanical, Inc

6210 Pioneer Ave Cashmere WA 98815
1 PO Box 1114 Wenatchee WA 98807-1114

10048 | Action Medical Inc

|PO Box 189 Newman Lake WA 99025

Payments

M 4 |0 of0 [ b bl [db X 23| @ |Show: Unattached - | @

| [Reﬁerence PrintDate  Amount Void EFT Notes
=
[ Purchase Orders
L), Banking Services B
= Invoices Attadwed.lnvoi:es
E) rorms M 4|1 o7 b M| K4 oo ¥ [E@
%, Chart of Accounts | Reference Neme  Fiscal Al | Reference Neme  Fiscal Amount  Notes
@ Data Center » o 4/2013 4:49 2012 - October - 2nd Council Mtg | v
Invoice - 1/199999/2013 8:52:43 AM 2012 - October - 2nd Council Mtg | v 2
8 Fixed Assets Invoice - 10/3/2013 9:26:32 AM 2012 - October - 2nd CouncilMtg [ ||
@ Commumity Invoice - 10/4/2013 8:09:51 AM 2012 - October - 2nd Council Mtg | v
‘ Invoice - 8/14/2013 1:56:39 PM leZ-Octnbe‘f-anmdMlg " R
- < n »
1) Begin by pressing the New Button in the upper-left hand corner of the Checks homepage.

2)
3)
4)

5)

Select the desired Fiscal and Institution.
Next press the New Button in the Payments group box to create a new Payment.
Enter Payment Account Reference, Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)
Continue by Attaching the Unattached Invoices by double clicking the Invoice or simply select the

Invoice and use the Blue Attached Selection button to attach the Invoice to the Payment.

6)
7)

Notes:

Enter the Amount, Category and any relevant Notes.
Finally, press the Save or Save and Close button to complete the process.
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Banking Services:

How To: - Manage Deposits

13
R ome

&

Manage Deposits - Vision Municipal Solutions - Finandials = o @ R

Ei}l

Home | Reporting Fiscal

Services
Home

Setup
5 SystemS... ‘

Banking Services < | Reporting Services | View Deposits | Manage Deposits X |

|=» Recondiliation St
(= Chedks
[ Deposits

(= Investment Sale Banking

= Investment Pur

(= Redeemed Warrants

[@ Posti

| Purchase Orders

v% Banking Services

= Forms

5% Chart of Accounts | | Reference Name Fiscal Amount Notes l ‘ Reference Name Fiscal Amount Notes

|4l pata Center
@&l Fixed Assets

& Community

& Save and Close 5] 3 | Fiscal: 2012 - October ~ Institution: Checking Account - @
; Deposits

i 4o Jofo | b bl (e X 2 | @ | Show: Unattached - | @

tatements

| | Reference  PrintDate  Amount  Void EFT Notes

chase Banking

Unattached Receipts Attached Receipts

M 4o of0 | b M (@ i« [fo of0| b M B

1)
2)
3)
4)

5)

6)

Notes:

Begin by pressing the New Button in the upper-left hand corner of the Deposits homepage.

Select the correct Fiscal Date and Institution in Boxes above.

Enter an Investment Account Reference, Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)
Continue by clicking the New Button in the Deposits Box group and enter Account Reference, Date, and
or any relevant Notes.

Next Attach the Unattached Receipts to the Deposit by double clicking it or by selecting it and moving it
over with the Blue Attached Selection Button.

Finally, press the Save or Save and Close button to complete the process.
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Banking Services

.

@ X

How To: - Investment Purchases

Manage Investment Purchases - Vision Municipal Solutions - Finandials [
41—1m Home i
A B ~4
& . R
Home | Reporting Fiscal
Services. Setup
Home 5 SystemsS... ‘.‘
—
Banking Services < | View InvestmentPurchases X | Manage Investment Purchases X |
= Recondiiation Statements @l Save and Close 5] 3 | Fiscal: 2012 - October ~ Institution: Checking Account v @
(= Checks i Vendor Search:
[ Deposits [ 4 1 of478 | b Ml | 4¢ [ | FilterBy: Active -
[ Investment Sale Banking | e Search: Search By: Name -
I Investment Purchase Banking Number  Name Address

(= Redeemed Warrants

6210 Pioneer Ave Cashmere WA 98815 =
|PO Box 1114 Wenatchee WA 98807-1114
‘PO Box 189 Newman Lake WA 99025 ‘ ~

10054 A &W Paving
10046 | A and C Mechanical, Tnc
10048 | Action Medical Inc

| Payments
M 4P [ofo | b »1 |4 X < |8 | Show: Unattached - @
[ | Reference  PrintDate Amount Investment Account Void EFT Notes

L@ Posting

| Purchase Orders

L, Banking Services L
Unattached Investment Purchases ‘ Attached Investment Purchases
2 Forms M 4o lofo | > bl (25 @ M <o of0| b b | Q
&, Chart of Accounts [ | Reference ~ Name  Fiscal  Amount  Notes | | Reference  Neme  Fiscal  Amount  Notes

|4l pata Center
&l Fixed Assets

& Community

1) Begin by pressing the New Button in the upper-left hand corner of the Investment Purchase Banking
homepage.

2) Select the correct Fiscal Date and Institution in Boxes above.

3) Enter an Investment Account Reference, Date, and any relevant Notes.
Note: (The amount column will automatically calculate as Transaction Detail records are added)
Note: (The Institution is where the transaction comes from and the Investment Account is where it ends)

4) Continue by clicking the New Button in the Payments Details Box

5) Enter the Amount, Category and any relevant Notes.

6) Next Attach the Unattached Investment Receipts to the Payments by double clicking it or by selecting it
and moving it over with the Blue Attached Selection Button.

7) Finally, press the Save or Save and Close button to complete the process.

Notes:
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Banking Services:

How To: - Manage Investment Sales

B Manage Investment Sales - Vision Municipal Solutions - Financials = o &

an il

NESY| Home
e 3 R,
@& W &

|
Home | Reporting Fiscal

Services Setup

Home 3 [System S.. ‘

Banking Services < | Vision Financials Home Page X | Manage Investment Sales X

=R o Statanents ‘ @l Save and Close (5] 3 | Fiscal: 2012 - October

(= Chedks
(= Deposits

(= Investment Sale Banking
[= Investment Purchase Banking
[= Redeemed Warrants

e
| Purchase Orders

~ Institution: Checking Account - @

Deposits

¢ 4o Joto|»

Ml | de X | @ | Show: Unattached v | @

Reference Print Date  Amount Investment Account Void EFT Notes

L5, Banking Services
- Unattached Investment Sales
{Sljtocns T of0| b | @
&, Chart of Accounts [ |Reference ~ Name  Fiscal  Amount  Notes
|4 Data Center

@ Fixed Assets

& Community

Attached Investment Sales
4 [jo [ofo [ » M |5 @

Reference Name Fiscal Amount Notes

1) Begin by pressing the New Button in the upper-left hand corner of the Investment Sale Banking

homepage.

2) Select the correct Fiscal Date and Institution in Boxes above.
3) Continue by clicking the New Button in the Deposits Detail Box and Enter Reference, Date, and any
relevant Notes. Also choose the correct Investment Account.
Note: (The Institution is where the transaction is deposited and the Investment Account is where it

withdrawn from)

4) Next Attach the Unattached Investment Sales to the Deposits by double clicking it or by selecting it and
moving it over with the Blue Attached Selection Button.
5) Finally, press the Save or Save and Close button to complete the process

Notes:
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Banking Services:

How To: - Redeem Warrants

13 W
[E5] Home
Y W

Home | Reporting
Services

Home

Warrant Redemption - Vision Municipal Solutions - Finandals @ o & N

Fiscal
Setup
% [Systems... ‘

Banking Services < ion Checks X | Warrant
[ Recondiation Statements ¢l Save and Close (] & | Fiscal: ~ Institution: - @
= Chedcks Checks
= Deposits [ 4 (o Jofo b bl |4k X 2| |Show: Unattached - @
|5 Investment Sale Banking I }Refe:ence PrintDate  Amount Void EFT Notes .
|= Investment Purchase Banking
=5 Redeemed Warrants
L& Posting
| Purchase Orders
1), Banking Services = L
Unredeemed Warrants Redeemed Warrants
(] forms 4 4 (o of0| b M (BQ M 4 of0 [ b b |
4, Chart of Accounts | [Reference  Neme  Fiscal  Amount  Notes | [Reference  Neme  Fiscl  Amount  Notes
|4l pata Center
&l Fixed Assets
& Community
1) Begin by pressing the New Button in the upper-left hand corner of the Redeemed Warrents homepage.
2) Select the correct Fiscal Date and Institution (checking account used to redeem your warrants) in Boxes
above.
3) Continue by clicking the New Button in the Checks Detail Box and Enter Reference (check number),
Date, and any relevant Notes. This creates the actual check (EFT) that redeems the warrants.
4) Next Attach the Unredeemed Warrants to the Checks by double clicking it or by selecting it and moving
it over with the Blue Attached Selection Button.
5) Finally, press the Save or Save and Close button to complete the process.
Notes:
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Forms

How To: - Issue 1099’s

| 2 [ Issue 10995 - Vision Municipal Selutions - Financials = o @ =
El | Home | &
N —
A B
OIN
Home | Reporting Fiscal
Services Setup
Home = |System ... =
s ¢ | Issue 10995 X
= : Vendors
1099-MISC .
= Tssue Payments Copy & KA Joro|r MBX SB @
= Reprint Payments 10987 ‘g Search: Search By: Name | Filter By: Show All -
77_L = ‘ Vendor Address City,State ,Zip Federal Tax ID Account Number Box1 Box2 Box3 Box4 Box5 Box6
Josmist = [
Copy B i
- 1099-R
]
1
|4 Posting
Getting Started:
[ Purchase Orders 9§ & | Fiscal 2002 -
[5), Banking Services Payer's Information:
Forms Name: |ty of Cashmere ]
9. cliart of Accoumts Address: | 101 Woodring Street |
- City, State, Zipt | Cashmere WA 98815~ |
|4 pata center
Phone Number: | ‘
[ Fixed Assets e
) Minmum Balance:  |0.00 |
& Community Period:
ADDIY 10t Box 07 -
- < | i, b

1)
2)
3)
4)

Notes:

Begin by Verifying that the Fiscal Period is Correct.
Enter the Minimum Balance amount.
Press “RUN” to complete the process

Next, confirm that the Payee information is Correct and then Proceed to the Next Step.
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Forms:

How To: - Issue Payments

Issue Payments oll@] =R
General: — ==
¥ & @

Select Account: Select Period: Select Method:
[Wammn v] [2009-Februaty-Februay#1 v] © Assign Number Only

@ Assign and Print
Next Number: 24643 Count: 0 Total Amount:  $0.00

Print Date: Wednesday, February 18,2009 [@~

Notes: PAYMENT 4/26/09

1) Begin by Selecting the Appropriate Account located in the Select Account Box.
2) Next, confirm that the Period is Accurate.

3) Continue by Selecting the Method in the Select Method Box.

4) Enter the Print Date and any relevant Notes.

5) Finally, Select Run

Notes:
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Forms:

How To: - Reprint Payments

o
@
|sa

Reprint Payments:
Printed Payments:
M 4 4 ofd | > M |3 @ X@

“y Search: D Search By: Vendor Name ~ | Show: | Show All i

Reference « Vendor Number  Vendor Name Amount  Void Notes
(] 24602 Daily Joumal of Commerce . $12285 [l
‘ 214881 | Dept. Labor & industies | 54140 | [7]
| 214839 | Dept. of Licensing $1800| [ |
CI| 24605 215000 Dept. of Revenue $5487.17

Getting Started:

Bank Account:
[Warrant Account -
Council Date:
(2009 - February - February #1 -

1) Begin by Selecting the Correct Bank Account and Council Date.
2) Search for Vendor by Reference, Vendor Number, Vendor Name or Amount.
3) You can also narrow the Search by Viewing Attached, Unattached or Show All.

4) When you have selected the desired item to Print Select it and click the Print Button.

Notes:
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Data Center:

How To: - Manage Vendors

a Company Search 3
% & =& ©
Create using Create Mew Open Company Help
Company Comparny
Actions [ |
rY
| he | Find Clear E
Drag a column header here to group by that column
MName Address |Phone Number Email
¥
¥ | "splashes™ Natural Body 928 Portland Fair RD Friday Harbor...
[ ] 10X 10 Ll 305 Elair Ave Friday Harbor WA 98...
[ ] 300275.0
B 4C'S Style PO Box 2344 Friday Harbor WA 98...
B 504000.0 P.o. Box 658 Waitsburg Wa 99361...
] 900728.0
[ ] A & E Insulation Inc 15205 NE 39th Ave MARYSVILLE W...
B A B W Paving 6210 Pioneer Ave Cashmere WA 9... () 782-4383
[ ] A and C Mechanical, Inc PC Box 1114 Wenatchee WA 9880... () 663-7764
[ ] A Mew Leaf Enterprises PO Box 2433 Friday Harbor WA 38...
] A Plus Painting PO Box 2683 Friday Harbor WA 98...
B A Street Trees 193 Salmonberry LM Friday Harbor ...
[ ] A World Painting PO Box 3183 Friday Harbor WA 98...
[ ] A-1Marine Services Inc PO Box 2211 Friday Harbor WA 38...
] A-1Mobile Lock & Key Inc 1956 5 Burlington Rlvd Burlington ...
b

1) Begin by pressing the New Vendor Button in the upper-left hand corner of the Vendor Center

homepage.

2) You can also double click any Vendor to edit information within an existing record.

3) Select Create New Company for a completely new vendor or Create Using Company to start with a pre-

existing vendor.

4) After Entering the vendor information be sure to press the Save or Save and Close button to complete

the process.
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Data Center:

How To: Manage Grants

ia Grant Information

| Haome |

g Save and Mew I
i L

L 4

T e p

Save Save and Print Audit

Close x Delete Log

Records ra |Printing 2 |Security

J Grant | Categories | Vendor Groups | Organizational Groups

Agency Name: |

Program MName: |

Federal Agency: |[Edit\|'alue is null]

1D Number: |

Other ID: |

Pass Through: L

Active: W

1) Begin by pressing the New Button in the upper-left hand corner of the Grant Cener homepage.
2) You can also double click any Grant to edit information within an existing record.

3) After Entering the grant information be sure to press the Save or Save and Close button to complete the

process.

Notes:
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Chart of Accounts:

How To: - Manage Fund Numbers

Fund Number Center X

]

| [~]| Fnd Clear
Drag a column header here to roup by that column
[Fund Humber [BarsTite Active

e o

v [oo1 GENERAL GOVERNMENT FLND E
| |oos PUBLIC WORKS FUND @
| J10e CEMETERY FLUND C
| |18 LODGING TAX FUND &
| |27 UNLIMITED TAX GO BOND, 2001C C
B Limited Tex GO Bond, 20018 L
E) LIMITED TAX GO 5OND FUND, 2007 L
| |a02 CAPITAL IMPROVEMENT FUND @
| Jaor WATER WASTEWATER FUND 2
| a0z Wi CONSTRUCTION ACCOUNT e
| |03 \ATER WASTEW/ATER RESERVE FUND L
| o5 Ught Fund C
| |46 SANITATION FUND 2
| a0 Construction Account Fund L
| et WATER CAPITAL FUND @
| |ar2z \WASTEWATER CAPITAL FLND @
| Jear Vi/5 REFUNDING BOND FUND 1994 @
| |e2 /5 REVENUE BOND FUND 1998 &

COUNT = 27|

1) Begin by pressing the New Fund Number Button in the upper-left hand corner of the Fund Number

Center

2) You can also double click a fund number to edit it in the Fund Number Manager.

3) Make sure to press Save or Save and Close before closing the Manager.

5 Fund Number Manager

| Home |

(L] T Eﬁ Save and Mew o=
&

Copy
| Save and | E - ‘ Refresh
Close # Delete Al

Records IF]

Save

BARS Account Number

Bars Number: ‘412{)00«000{)00{)0«00{)0

Bars Title: ‘WASTEWATER CAPITAL FUND

| Active

+  Account Breakdown

Fund Mumber: ‘412

Fund Group: |000-000

Account Number: |000-00-00-00

~  Account Display

Screen Display: ‘412—000—000-000-00—00-00

Print Display: ‘412—000-000-000-00-00-00
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Chart of Accounts:

How To: - Manage BARS Account Numbers

BARS Account Number Center X |

‘ | E ‘ Find Clear
|Ears Mumber | Bars Title Bars Type Active
7] o
b | v Fund Number: 001

] 001-000-000-308-10-00-01 Beginning Balance - Reserved Revenue

] 001-000-000-308-80-00-00 Beginning Balance - Unreserved Revenue |
|| 001-000-000-308-80-01-00 Beginning Balance - Capitals Revenue C
| 001-000-000-308-80-02-00 Beginning Balance - Center Improvements Revenue

] 001-000-000-311-10-00-00 Real and Personal Property Taxes Revenue

B 001-000-000-312-10-00-00 Forest Excise Tax Revenue o
B 001-000-000-312-10-00-10 Local Retail Sales and Use Tax Revenue 4
| 001-000-000-313-71-00-00 Criminal Justice Revenue |
|| 001-000-000-314-50-00-00 Taxes on City Utilities Revenue |
| 001-000-000-314-51-00-00 Electric Utlity Taxes Revenue C
B 001-000-000-314-52-00-00 Water Utlity Taxes Revenue =
B 001-000-000-314-54-00-00 Sewer Utility Taxes Revenue =
| 001-000-000-314-55-00-00 Sanitation Utility Taxes Revenue o
] 001-000-000-316-45-00-00 Garbage/Solid Waste Taxes Revenue |
B 001-000-000-316-46-00-00 Cable Taxes Revenue W
B 001-000-000-316-47-00-00 Telephone Taxes Revenue 7l
| on1oononn-aissionon Flectric T: Revent =i

COUNT = 1,305 |

M3

1) Begin by pressing the New Bars Number Button in the upper-left hand corner of the BARS Account

Number Center.

2) You can also double click a BARS Number Account to edit it in the BARS Account Number Manager.

3) Make sure to press Save or Save and Close before closing the manager.

5] BARS Account Number Manager

| Home ‘

- = | B copy
Save | Save and
Close # Delete
Records

(L a] i % Save and New @

Refresh
All

F]

~  BARS Account Number

Bars Mumber: |00 1-000-000-311-10-00-00

Bars Title: |Real and Personal Property Taxes |
Active
Bars Type: |Revenue | > |

4 Account Breakdown

Fund Number: |001

Fund Group:  |000-000

Account Number: |311-10-00-00

~  Account Display

Screen Display: |00 1-000-000-311-10-00-00

Print Display: |00 1-000-000-311-10-00-00
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Chart of Accounts:

How To: - Manage Funds Groups

oLl BARS Fund Group Manager

| Home |
| I S
=] =
Save | Save and
Cloze

B save and Mew @

Copy

| E - | Refresh
# Delete Al

Records

=

ru |Printing

Bars Number:
Bars Title:

W Active
Extra Line:

~  BARS Account Mumber

|000—000—000—000—00—00—00

|New BARS Mumber

0|

| Mew Page After Footer

Fund Mumber:

Fund Group:

~  Account Breakdown

000

|000-000

Account Number: |000-00-00-00

Print Display:

~  Account Display

Screen Display: |000-000-000-000-00-00-00

|000—000—000—000—00—00—00

1)

2)
3)

Notes:

Begin by pressing the New Fund Group Button in the upper-left hand corner of the BARS Fund

Group Center

You can also double click a Fund Group to edit it in the BARS Fund Group Center.

Make sure to press Save or Save and Close before closing the Manager.
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Workshops:

How To: - Setup a Bank or Investment Account

o= Financials Settings

Moo e

Save Print  Refresh | Help

il

Actions

General Settings

o Add < Delete

Bank Mame

b EBank of America)

Cashmere Valley Bank
Key Bank

LGIP

MNumerica

Pacific MW

1.5, Bank Safekeeping
WA Mutual

WA Trust

Wells Fargo

WV Fed Credit Union

COUNT = 11

Banks

Routing Number

£ 125000024

125104603
125000574
999999999
325132690
125008038
042000013
325070760
125100085
125008547
325183657

Active

OO om o @@ E| O o) E

1) First, go to your top menu in Financials, click Home — Settings Wizard. Click Setup Financial Institutions

and then click “Click here to Manage Financial Institutions” on the right side of the screen.

O W N
- = = —=

Ul

Notes:

Begin by selecting the Add on the menu at the top of this screen.

Choose Save and close. Close out of Settings Wizard.

Enter the Bank Name and Routing number of your new Institution.

If you wish to delete an institution, select it from the list and choose the Delete Button.
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a Vendor Information - City of Cashmere
(Ll E [E_“ Save and New L u ~T 0
o & = D
Save Save and . - Refresh Print  Email
Close # Delete All
Records P Printing ]
Ll vendor | @ Address | ¢’ Contacts | % JNotes | 2] Banking
Banking
@) Add | §§ Delete
Bank Mame Account Mumber s Type Active
» Cashmere Valley Bank v 41764457 Checking
LGIP 00290 Savings
.5, Bank Safekeeping 25061002160600 Savings
COUNT = 3
6) Next Go to Data Center — view Vendors.
7) Select YOUR Company from the vendor list, and click Open at the top of the screen.
8) Click on the Banking Tab at the top right of this screen.
9) Click the Add button to add an account and choose an Institution from the list that you created in the

Settings Wizard. Note: This will automatically add your routing number.
10) Type in your Account Number in the field to the right, and choose the account type in the drop down
selection.

11) Choose Save and Close.

Notes:
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o= Financials Settings [ o & |
H= o ©
Save Print  Refresh Help

Actions

wl

Financials Settings

1 of 3| b M | X
Account Number Description Check Deposit Purchase Sale Redemption
» lCashmere Valley Bark - Account Mumnber: 41764457 * | Checking Account [l

|LGIP - Account Number: 00290

A

Investments/LGIP [ [ =l [ ]
Investments/Bonds | [] [ [ [ &

L]

[U.S. Bank Safekeeping - Account Mumber: 25061002150600

Banking | Investments

12) Continue by going back to your top menu in Financials, click Home — Settings Wizard. Click Banking
Services and then click “Manage Banking Services” on the right side of the screen.

13) Select the New Button to add the account you created and select it from the drop down list.

14) Add a description of the account, and check any account types that you would like to set as default.

15) If the account is an investment account, click the investments tab at the bottom of the screen.

16) Click the New Button to add the account and select it from the drop down list.

17) Add a description and select if it is a purchase and/or sale account.

18) Click Save and close

Notes:
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Workshops:

How To: - Reconcile
1. Select Banking Services from Home menu.
2. Click New Reconciliation at top left of screen.

(@ Vision Municipal Solutions - Financials - [Reconciliation

'la File Home Posting Banking Services Forms Data Center Reports Windows

Help

a Save and Close % Save and New ﬁ§ave @ Refresh X Delete | Fiscal Period: (Pl pemsaaioas

Statement Information:
| 4 4|1 =
General:
Bar

b

. January 18,2010

v

Transactions To Be Reconciled: Transactions Reconciled:

. January 18,2010

M o412 of28 | b M |5 @ |FiterBy:» | 4 4 [0 [of0 [ b bl [EF Q| FilterBy: -

v

Reference E l Reference Payments

Deposits EffectiveDate

> 3-302- 5/4/09

3-302-9/15/09
3-304-9/18/09
894181
August 31, 2009
August 31, 2008-Paper
August 31,2008-Paper Trans
CM Deposit - 10/16/2009 11:15:25 AM Test 1234
CM Deposit - 12/4/2009 11:13:59 AM
DD September 10, 2009
Direct Deposit Run - 11/25/2009
Electron Transfer 9/23/09
September 1, 2009
1

Institution: | Cowlitz Bank

Previous Balance:
Payments Issued:
Deposits Received:
Adjustment Balance:
Ending Balance:

3. Select correct Fiscal Period and Institution at top of screen.

4, Answer Yes to Create a Statement with this Bank.

5. If there is more than one account for this institution, you will need to use the Statement Information tab

to select the appropriate account.

6. Once the account is selected, un-reconciled transactions will appear in the lower left display.

Notes:
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T i ricol sl o eorciron S =~ -

'(3 File Home Posting Banking Services Forms Data Center Reports Windows Help - 8 X

# Save and Close | Save and New E&ve > Refresh X Delete | Fiscal Period: 2009 - September ~ | Institution: iCowlitz Bank || @ [
y . \ Statement Information:
- 4 4 |1 ofl [ b Pl | D | @
General:
Bank Account: 3000221 ~ Previous Balance: 65577.32
Statement From Date: Vl\;lrond'ay . January 18.2010 ~ Payments Issued: $31,584.93
Statement Thru Date: Monday ., January 18,2010 +~ Deposits Received: $0.00
Adjustment Balance: $0.00
Ending Balance: 49630.66
Notes:
Transactions To Be Reconciled: Transactions Reconciled:
M 42 of26 | b bl |5 @ |FiterBy: » |4 4 |1 of2 | b bl |5 @ |FilterBy: ~
Reference Ty l Reference Payments Deposits EffectiveDate
3-302-9/15/09 Chi » 3-302- 9/4/09 $12.497.26 $0.00 1/18/2010
» 894181 Chi 3-304-9/18/09 ‘ $19,087.67 $0.00 | 1/18/2010
August 31, 2009 De|_
August 31, 2009-Paper De
August 31,2008-Paper Trans Chy
CM Deposit - 10/16/2009 11:15:25 AM Test 1234 | De
CM Deposit - 12/4/2009 11:13:59 AM De
DD September 10, 2009 De
Direct Deposit Run - 11/25/2009 Che
Electron Transfer 9/23/09 Chi
September 1, 2009 De
September 10, 2003 De
September 11, 2009 Dete
< [ m ] »

7. Enter your Previous and Ending balances from your bank statement for the system to verify “out of
balance”. (When you are out of balance, the Ending Balance font color will be RED. When you have
balanced, the font color will change to BLACK.)

8. Double click on the transactions to be reconciled from the left hand panel which will move them to the
reconciled section on the right. The system will move them to the Transactions Reconciled column, and
fill in the amount in the appropriate column above.

9. If there are any adjustments to be posted, there is a Post Bank Adjustments button * below the
Statement Information header.

Notes:
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H 4|1 ofl | b M |9 X A |55 | 3000221
Amourt Comment

2 Lo NSF uncleared

10. Select the plus to add a new adjustment, enter a positive or negative amount for the adjustment, add
any comments you wish to add, and click save. Then close the Statement Adjustments dialog box.
11. Reconciliation process can be saved at any time and finished later.

Notes:
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