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Disbursements: Introduction

The Claims Module in CTAS allows you to post approved claims into disbursements. If you use a
manual claims process instead, you can enter approved claims directly into CTAS using the
Disbursement Module. Disbursements that are not required to go through the Claims process, such
as transfers, can also be entered through the Disbursement Module.

Accessing the Disbursements Section

To access the Disbursements section, select the Accounting tab (circled) in the Task bar, then select
the Disbursements icon (boxed). The Disbursements screen will open to the Disbursements List.

r
Accounting } Payroll Investments Indebtedness Reports Admin Exit

Receipts  Claims | Disbursements| Budget Cash Chartof Vendors
Accounts

Disbursements 7:26 AM

Dishbursements List | Add Disbursement

Search By Search by Dishursement Date
IDisbursement Date v 01/01/2016 B To 05/17/2016 B I—‘
_

Date v+ Disbursement No. v+ Vendor v+ Description v+ Amount v+ Void v+ (Cleared v+ Qccurrence Date T8

1%02/23/2016 Vendor Tools &... Sewer Connection Pa... $2,600.00 No

« 02/23/2016 2441 Credit Union Plow Truck Payment $6,250.00 No No
+ 02/23/2016 2446 Payroll Period E... $541.43 No No
« 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
+ 02/23/2016 244) Telephone Com... Telephone Bill $150.00 No No
+ 02/23/2016 2445 Payroll Period E... $1,036.43 No No
4 02/23/2016 2447 Payroll Period E... $936.81 No No
+ 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No
’ 2) View/Edit | l 3) Void (Y/N) | ’ 4) Delete | ’ 3) Bxport to C5V ‘ ’ 6) Prin ‘
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Disbursements: Entering a Disbursement

From the disbursements screen you can Add, View/Edit, Void, or Delete disbursements. You can
also export a disbursement list to a CSV file (a spread sheet format) and Print disbursements from
the Disbursements List tab screen.

To begin entering a disbursement, click on the Add Disbursement tab (circled) in the Disbursement
section.

F B

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash  Chartof Vendors
Accounts

Disbursements 7:27 AM
Disbursements List (" Add Disbursement
Search By S| carch by Disbursement Date
IDisbursement Date '] 01/01/2016 E To 05/17/2016 B I—’
_

Date ¥+ Disbursement No. ¥+ Vendor v+ Description ¥+ Amount v+ Void v+ (leared v+ Occurrence Date T+
%51 02/23/2016 Vendor Tools &... Sewer Connection Pa... $2,600.00 No
+ 02/23/2016 Cradit Union Plow Truck Payment 46,250.00 No

a 02/23/2016 2446 Payroll Period E... $541.43 No No

« 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No

+ 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No

+ 02/23/2016 2445 Payroll Period E... $1,036.43 No No

-+ 02/23/2016 2447 Payroll Period E... $936.81 No No

« 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No
2) View/Edit l I 3) Void (Y/N) l ’ 4) Delete l ’ 5) Bxport to CSV l ’ 6) Print

Once the tab is selected, the Add Disbursement screen will open, as shown on the next page.
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Disbursements: Entering a Disbursement (continued)
Pn:' = m CTAS — E'—m-q

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts  Claims Disbursements Budget Cash Chartof Vendors

Accounts

Disbursements 7:28 AM
Disbursements List = Add Disbursement
* Check Number pasg Notes
* Check Date | 05/17/2016 Cleared
*Pay to the order of ‘ New | Edit ‘ Occurrence Date
Summa
*Description 2
* Total $ 0.00
Distributed
Difference
Account Distribution
Fund Number + Account Number + Object Code + Program Code + Amount + Investment ID + Debt ID =
*
Delete Selected Records
Import from Save Cancel

Once the Add Disbursement tab opens, the following steps are required:

e Enter the check (disbursement) number in the Check Number field. The number comes
from your pre-numbered checks. CTAS will automatically enter a default number, which
will be the highest check number previously entered plus 1. Verify that the check number
is correct or edit this number if needed.

e Enter the date of the check in the Check Date field.

e Enter the name of the vendor in the “Pay to the order of” field. If the vendor has been
previously recorded in the Vendor section, begin typing the name of the vendor and the
complete name of the vendor will appear. You can also select a vendor’s name by
clicking on the arrow at the end of the field (circled) and choosing from the drop-down
list. A vendor can also be added to the vendor list by clicking on the New button (boxed,
center) to the right of the down arrow.

e Enter a description of the transaction in the Description field.
e Inthe Summary (boxed, right), enter the amount of the disbursement in the “Total” field.

The optional information below may be entered:

¢ Insert comments concerning this transaction in the Notes field. You can enter up to 255
characters in the field.

e Enter when the amount in the disbursement was received in the Occurrence Date field.
This is an optional field to track payables or deferred payments as you enter
disbursements.
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Disbursements: Entering a Disbursement (continued)

(= ey s
Accoun ting Payroll Investments Indebtedness Reports Admin Exit
A s & S2E L 8
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accoun ts
Disbursements 7:28 AM
Disbursements List = Add Disbursement
* Check Number padg Notes
* Check Date | 05/17/2016 |Z| Cleared
*Pay to the order of |Z| Occurrence Date |Z|
Summa
*Description 2
* Total $ 0.00
Distributed
Difference
Account Distribution
Fund Number = Account Number + Object Code + Program Code = Amount & Investment ID + DebtID =
*
Delete Selected Records

The Account Distribution section (boxed) allows you to enter information relating to which account
the disbursement is allocated to. In this section:

e Enter a Fund Number to indicate which fund will expend the money.
e Enter an Account Number to indicate which category to allocate the expenditure.

e Enteran Object Code. This defines the type of expenditures, such as wages, supplies, gravel,
electricity, etc.

e EnteraProgram Code (Optional). An explanation of the Program Code is shown in Chapter
8 of this manual, Chart of Accounts.

e Enter the amount of the disbursement. You may enter additional Account Distribution lines
until the amount of the disbursement has been completely allocated. As you enter values in
the Amount field, the sum of the values will be automatically calculated in the Distributed
field in the Summary box. When you have completed filling out the Account Distribution
lines, the number in the Difference field must be zero in order to save the transaction.

e A Debt can be associated with a disbursement under the following condition:

o When a Disbursement is added or edited and the “Principal Payments™ account codes
are selected, the user can select an existing debt instrument. When the disbursement
is saved, the associated debt information will be carried to the Indebtedness Module.
(see Chapter 18)

Click the Save button (circled) to continue.
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Disbursements: Adding or Editing Vendor Information

A vendor file allows you to add information on a vendor so that CTAS will automatically enter
information into a new disbursement when you choose the name of a vendor you have used
previously. The Pay to the order of, Description, Fund Number, Account Number, and Object Code
fields are populated from the vendor’s most recent transaction, however, amount and date fields are
not. A vendor can also be added or changed in the Vendor section (see Chapter 9).

To add or edit vendor information, first navigate to the Disbursements section of the Accounting
Module (see page 4-1 for instructions). Click on the Add Disbursements tab. The New and Edit
buttons (boxed) on the Add Disbursement tab allow you to enter information into the Vendor file
while entering a disbursement.

Accounting Payroll Investments Indebtedness Reports Admin Exit

A s & A2 L &

Receipts  Claims  Disbursements Budget Cash  Chartof  Vendors
Accounts

Disbursements 7:30 AM
Disbursements List = Add Disbursement
* Check Number 443 Notes
* Check Date | 05/17/2016 Cleared
*Pay to the order of EI Edit Occurrence Date EI
Summa
*Description Y
* Total $ 0.00
Distrbuted
Difference
Account Distribution
Fund Number 4 Account Number + Object Code + Program Code £ Amount + Investment 1D £ DebtID +

*

Delete Selected Records
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Disbursements: Editing a Disbursement

To edit a disbursement, go to the Disbursements List (see page 4-1 for instructions). To narrow the
choices on the Disbursements List, you can use the Search Feature (See page 4-18 for instructions).
Highlight the disbursement you wish to edit and click the View\Edit button (circled) or double click
on the disbursement.

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts  Claims  Disbursements Budget Cash  Chartof  Vendors
Accounts

Disbursements 731 AM

Disbursements List | Add Disbursement

Search By Search by Disburzement Date
IDisbursement Date M 01/01/2016 EI To 05/17/2016 EI
Search

Date T+ Disbursement No. T+ Vendor T+ Description T+ Amount T4 Void T+ Cleared T+ Qccurrence Date T8
= 02/23/2016 2440 Vendor Tools &... Sewer Connection Pa... $2,600.00 No No

¥4 02/23/2016 2441 Credit Union Plow Truck Payment $6,250.00 No

s 02/23/2016 2446 Payroll Period E... $541.43 No No

= 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No

= 02/23/2016 2447 Telephone Com... Telephane Bill $150.00 No No

= 02/23/2016 2445 Payroll Period E... $1,036.43 No No

4 02/23/2016 2447 Payroll Period E... $936.81 No No

= 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No

2) View/Edit 3) Void (Y/N) l \ 4) Delete l \ 5) Bxport to CSV l \ §) Print
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Disbursements: Editing a Disbursement (continued)

The disbursement will open in a new tab, labeled with the check’s number (boxed). You can change
any field unless the disbursement has cleared the bank. If the disbursement has cleared, there will be
an “X” in the Cleared box (circled). Once the disbursement has cleared, the check number and the

total amount of the disbursement cannot be changed.

| |

Accounting Payroll Investments Indebtedness Reports Admin Exit

A8 & B L &

Receipts  Claims  Disbursements Budget Cash  Chartof  Vendors
Accounts

Disbursements
Disbursements List Add Disbursement | 2441 x
* Check Number 2441 Notes

* Check Date | 02/23/2016 E| Cleared ]
*Pay to the order of ~ Credit Union E| Oceurrence Date

7:31 AM

B

*Description Plow Truck Payment Summary
* Total $_ 6,250.00
Distributed $6,250.00
Difference
Account Distribution
Fund Number A Account Number +# Object Code + Program Code £ Amount + Investment ID # DebtID +
» w 201: Road and Bri... 47110: Bond Principal 601: Debt Service:... Plow Truck...
- 201: Road and Bri... 47210: Interest - Bonds 611: Debt Service:...
*

Delete Selected Records

Save

Cancel

After completing your change(s), click the Save button.
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Disbursements: Recording a Transfer of Funds

The following section shows how to enter a transfer of funds into CTAS. This section contains
instructions on entering the transfer and is illustrated with a sample entity’s transaction records.

Note: When money comes from an investment (savings, CDs, money market, etc.) to checking
it would be a sale of investment to the designated fund rather than a transfer. When money
goes into an investment (savings, CDs, money market, etc) from checking it would be a
purchase of investment rather than a transfer. A transfer is recorded only when it moves from
one fund to another fund.

For our sample entity, a transfer of $3,000 from the General Fund to the Fire Fund was approved at
the January 18th meeting. This transaction will be recorded in both the Receipts and Disbursements
sections.

The first entry records the transfer into the Receipts section (see page 2-1 for instructions) by Adding
a Receipt (circled).

e CTas = x
Accounting Payrall Investments Indebtedness Reports Admin Exit

A E b g & &

Receipts Claims  Disbursements  Budget Cash  Chartof  Wendors
Accounts

Receipts 7:49 AM
Receipts List ‘ Add Receipt >

Search By S~ Search by Receipt Date

Receipt Date 'J 01/01/2014 E| T 07/08/2016 EI

Search
TR Remitter v Descripon 7+ Amount 7R Woid 7R Cleared ¥R Deposit Date/10 ¥R Occurrence Date TR .
| C (1st Half Tax Set... | $20 0 No | o 014) - ’

+« 01/02/2014 2 Jare Doe Building Perrmit $120.00 MNo Mo (01/02/2014) -

+ 01/15/2014 3 John Doe Dog Licenses $15.00 Mo Mo (01/15/2014) -

+« 01/29/2014 4 State of Minne... Gas Tax $7,500.00 Mo Mo (01/29/2014) -

w 01/29/2014 5 Ed Win Water and Sewe... $300.00 Mo Mo (01/29/2014) -

w01/30/2014 B Water-Sewer B... January W & S.. $1,300.00 No Mo (01/29/2014) -

w 02/02/2014 7 The Bark Checking Interest $10.00 Mo o (02/02/2014) -

w 02/11/2014 8 Ed Furiing Dog Licenses $15.00 Mo o (07/18/2014) -

+« 03/31/2014 9 The Bank Interest on CD 95.00 MNo Mo (03/31/2014) -

w 03/31/2014 10 State of Minne... DNR - Snowmob... $500.00 Mo MNa (03/31/2014) - =
\ 2] View/Edit ‘ l 3) Void [¥/N) I 4] Delete I l 5] Expoit to CSV I \ 8] Print ‘

After the Add Receipt option is selected, the Add Receipt screen will appear, allowing you to enter
the information for your transfer.
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Disbursements: Recording a Transfer of Funds (continued)

L/~ CTAS =X
Accounting Payrall Investments Indebtedness Reparts Admin Exit
A s 5 SE & &£
Receipts Claims  Disbursements  Budget Cash  Chartof  Wendors
Accoun ts
Receipts 8:02 AM
Receipts List | Add Receipt
* Receipt Number  TRF1182016 Notes
* Paceipt Date | 01/18/2016 -] Cleared
* Dieposit Date/ID (01/18/2016) - Ciccurrence Date B
* Received From | General Fund B Hew Surnmary
* Total $__ 2,000.00
* Descrintion | Tranfer to Fire Fund from General Fund
P Distributed 43,000.00
Difference $0.00
Account Distribution
Fund Mumber + Account Murmber + Program Code = Amount + [rvestment + Debt =
% 225 Fire 39201: Transfer From General Fund $3,000.00: |v‘
*
Delete Selected Records
Irmnport fram File q Save P Cancel

Complete the following steps to record the transfer in:

Enter the receipt number in the Receipt Number field. In this example, “TRF " is used to
identify it is a transfer. The 1182016 indicates that the transfer was made on January 18,
2016.

Enter the receipt date in the Receipt Date field.
Enter the deposit date in the Deposit Date/ID field.

Enter the fund name of where the transfer is coming from in the Received From Field. In
this example it is from the General Fund.

Type a brief explanation of the transfer in the Description field.
Enter the amount in the Summary field on the right side of the screen.

In the Account Distribution section, enter the fund number (that is receiving the transfer) in
the Fund Number field.

Enter the Account Number to define the source of the receipt (see Appendix for transfer
account numbers).

Enter the amount.
Click the Save button (circle) to save the receipt.
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Disbursements: Recording a Transfer of Funds (continued)

The second entry is to enter the Disbursement portion of the transfer, go to the Disbursements
section (see page 4-1 for instructions) by Adding a Disbursement (circled).

L. cTas = x

Accounting Payrall Investments Indebtedness Reparts Admin Exit

Receipts Claims  Disbursements  Budget Cash  Chartof  Wendors
Accounts

Disbursements 8:07 AM
Disbursements List < Add Disbursement )
Search By Search by Disbursement Date
Disbursement Date '] 01/01/2015 B To 07/08/2016 B [ﬁ
Search

Date ¥R Disbursement MNo. R Wendor ¥R Description TR Amount 7R Void A Ceared 7R Occurrence Date R
2440 Morthern Tool 42, No :
$6,250.00 Mo

(302 116

+ 02/23/2016

Credit Urion

w 02/23/2015 2445 Payrol Period E... $541.43 No No
w 02/23/2016 2443 Diamond Aspha... Stest Maintenance 44,220.00 Mo o
= 02/23/2016 2442 Telephone Cormn... Telephone Bil $150.00 Mo Mo
w 02/23/2016 2445 Payrol Period E... $1,036.43 Mo No
w 02/23/2016 2447 Payrol Period E... $936.81 MNo o
w 02/23/2016 2444 Don's Garbage... Garbage and Weeds $2,220.00 MNo o
l 2] View/Edit ] l 3) Void [Y/N] l l 4) Delete l l 5) Export to CSY I l ) Print ]

After the Add Disbursement option is selected, the Add Disbursement screen will appear, allowing
you to enter the information for your transfer.
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L/~ CTAS _ = x
Accoun ting Payroll Investments Indebtedness Reports Admin Exit
A E 3 &2 g &
Receipts  Claims  Disburserments  Budget Cash Chartof  Wendors
Accoun ts
Disbursements 8:13 AM
Disbursements List Add Disbursement
* Check Nurnber  1RF1182016 MNotes
* Check Date  04/21/2016 B Cleared
*Pay to the order of | Fire Fund B [New Oceurrence Date |Z|
*Description Transfer from General Fund to Fire Fund SUMGRETY
* Total 4 3,000.00
Distributed $3,000.00
Difference $0.00
Account Distribution
Fund Murmber A Account hurmber A Object Code + Program Code + Amount + Investrment ID +# DebtID +#
% 1000 General F... 49360: Transfer To Governmental Fund 7200 Interfund Transfers 43,000.00 B
*
Delete Selected Records
Irrport frorm 1’ Cancel

Complete the following steps to record the transfer

out:

e Enter the check (disbursement) number in the Check Number field. The check number in our
transfer example is the same as the receipt number, TRF1182016.

e Enter the date in the Check Date field.

e Enter the name of the fund receiving the money in the Pay to the order of field.

e Type a brief explanation of the transfer in the Description field.

In the Summary section on the right side of the screen, enter the amount in the Total field.

[ ]

e Inthe Account Distribution section, enter the fund number (that is disbursing the transfer) in
the Fund Number field.

e Enter the Account Number to define the source of the disbursement (see Appendix for
transfer account numbers).

e Enter the Object Code. Object Code 720 indicates it is a transfer.

e Enter the amount in the Account Distribution Amount field.

e Click the Save button (circle) to save this disbursement.
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Disbursements: Recording a Transfer of Funds (continued)

You can then print a Schedule 1 to see that the transactions were recorded properly. See page 7-41
in the Financial Reports chapter for instructions on printing a Schedule 1. Below is a Schedule 1
showing the recording of the transfer.

New Township Statement of Receipts, Disbursements and Balances [Schedule 1) 7/8/2016
As on 1/31/2016

Beginning Sale of Purchase of Investment
Fund Balance Receipts Investments Transfers In  Disbursements Investments  Transfers Out  Ending Balance Balance  Total Balance
General Fund 152,942.16 3,000.00 0.00 0.00 0.00 0.00 3,000.00 152,942.16 £5,940.58 218,882.72
Road and Bridge 35,527.04 0.00 0.00 0.00 0.00 0.00 0.00 55,527.04 115,329.48 170,856.50
Fire 31,050.00 5,700.00 0.00 3,000.00 0.00 0.00 0.00 39,750.00 0.00 39,750.00
General Debt Service 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(Identify)
General Capital Projects 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Municipal State aid 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Streets - Construction
Water 43,403.23 0.00 0.00 0.00 0.00 0.00 0.00 43,403,239 0.00 43,403.29
Total : 282,922.49 8,700.00 0.00 3,000.00 0.00 0.00 3,000.00 291,622.49 181,270.02 472,892.51
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Disbursements: Voiding a Disbursement

The need to void a disbursement could result from a lost check or an error that was made when the
check was written. To void a disbursement, open the Disbursements List tab (see page 4-1).

,

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts

Disbursements 733 AM

Disbursements List | Add Disbursemnent

Search By Search by Disbursement Date
|Disbursement Dae - 01/01/2016 [-] to os/17206 -l
Search
Date v+ Disbursement No. v+ Vendor v+ Description v+ Amount v+ Void v+ (leared v+ Qccurrence Date &
a 02/23/2016 2440 Vendor Tools &... Sewer Connection Pa... $2,600.00 No No

$:102/23/2016 Credit Union Plow Truck Payment $6,250.00'No
- 02/23/2016 Payroll Period E... $541.43 No
+ 02/23/2016 Vendor Asphalt... Street Maintenance $4,220.00 No
a 02/23/2016 Telephone Com... Telephone Bill $150.00 No
-+ 02/23/2016 Payroll Period E... $1,036.43 No
1 02/23/2016 Payroll Period E... $936.81 No
4 02/23/2016 Vendor Garbage... Garbage and Weeds $2,220.00 No

To narrow the choices on the Disbursements List, you can use the Search Feature (see page 4-18).

To void a disbursement, click once on a disbursement line to highlight the disbursement, then click
on the Void (Y/N) button (circled). The VVoid Disbursement screen appears (below). Click on Yesto
void the disbursement.

You can void multiple disbursement by holding down the Control key (Ctrl) on your keyboard as you
click on the disbursements you wish to void. When you have selected the disbursements, click the
Void (Y/N) button and the Void Disbursement screen will appear.
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Disbursements: Deleting a Disbursement

The need to delete a disbursement could occur if an error was made when the disbursement was
entered. To delete a disbursement, open the Disbursements List tab (see page 4-1).

, |

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts  Claims  Disbursements Budget Cash Chartof  Vendors
Accounts

Disbursements 7:33 AM

Disbursements List | Add Disbursement

Search By Search by Disburzement Date
IDisbursement Date b 01/01/2016 E| To 05/17/2016 E|
Search
Date 7+ Disbursement No. 7+ Vendor 7+ Description 7+ Amount 7+ Void 7+ (leared 7+ Qccurrence Date vH
4 02/23/2016 2440 Vendor Tools &... Sewer Connection Pa... $2,600.00 No No

X 02/23/2016 Credit Union Plow Truck Payment $6,250.00 No
+ 02/23/2016 Payroll Period E... $541.43 No
s 02/23/2016 Vendor Asphalt... Street Maintenance $4,220.00 No
a 02/23/2016 Telephone Com... Telephone Bill $150.00 No
= 02/23/2016 Payroll Period E... $1,036.43 No
4 02/23/2016 Payroll Period E... $936.81 No
- 02/23/2016 Vendor Garbage... Garbage and Weeds $2,220.00 No

To narrow the choices on the Disbursements List, you can use the Search Feature (See page 4-18).

To delete a disbursement, click once on a disbursement line to highlight the disbursement, then click
the Delete button (circled). The Confirm Disbursement Delete screen will appear (below). Click
Yes to delete the disbursement.

' ™
Confirm Disbursement Delei . l-—‘-J

You can delete multiple disbursements by holding down the Control key (Ctrl) on your keyboard as
you click on the disbursements you wish to delete. When you have selected the disbursements, click
the Delete button and the Confirm Delete Disbursement screen will appear.

Office of the State Auditor



CTAS User Manual 4-15

Disbursements: Export to CSV

CTAS allows you to export your data to a CSV file. The CSV ("Comma Separated Values") file
format is used by many spreadsheet applications, including Microsoft Excel. Some CTAS users
export data to CSV files to give them flexibility in analyzing and presenting their entity’s data.

You can choose which disbursements to export either by highlighting them on a Disbursements
List or narrow the choices on the Disbursements List by using the Search Feature (see page 4-
18).

Once the disbursements are selected to export, click the Export to CSV button (circled).

,
Accoun ting Payroll Investments Indebtedness Reports Admin Exit
i Receipts Claims Disbursemen ts  Budget Cash Chart of Vendors
Accoun its
Disbursements 7:34 AM

Disbursements List

Add Disbursement

Search By

I Disbursement Date

Search by Disbursement Date

01/01/2016

[

To 05/17/2016

5]

Date ¥+ Disbursement No. ¥+ Vendor ¥+ Description ¥+ Amount ¥+ Void v+ Cleared ¥+ Occurrence Date T+
+ 02/23/2016 2440 Vendor Tools &... Sewer Connection Pa... $2,600.00 No No
[$°302/23/2016 2441 Credit Union Plow Truck Payment $6,250.00 No

w 02/23/2016

2446

Payroll Period E...

$541.43 No

No

« 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
+ 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No
= 02/23/2016 2445 Payroll Period E... $1,036.43 No No
= 02/23/2016 2447 Payroll Period E... $936.81 No No
+ 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No
A
l 2) View/Edit l I 3) Void (Y/N) l l 4) Delete l 5) Export to CSV. |
R

When the Save As window opens, select the location on your computer where you would like the
file to be saved (boxed) and change the file name if necessary. Click on Save when finished.
=)

~ [ 43 ||| Search cTAS o

sl Save As

BT+

Organize +

—

. » CTAS

New folder = - @

't Favorites
Bl Desktop
& Downloads
=l Recent Places
GID

4 Libraries
[7] Documents
& Music
(=] Pictures
‘ B¥ videos
1% Computer
&= 0s(C)
s RECOVERY (D)
5 USERS (\\OSACL_USERS_SERVER) (H:)
3 INSTALL (\OSACL_TECH_SERVER\TECH) (1)

€ Network

File name:  Disbursements.csv -

Save as type: -

~ Hide Folders
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Disbursements: Export to CSV (continued)

CTAS will save the data as a CSV file in the location selected. Below is an example of the CSV
file when opened.

H ©- v = Disbursements.csv - Excel ? EH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
LT & i | = _ = = E‘“’Inser‘t - >+ A
Calibri 2 A == General - - 4 J

PDE . -7 - C IF’__‘:’| C‘f)\.l EyDElEtE‘ E' SZY&F['di]&

aste B I U by - === EE - v O 9 (_—0 .0_0 onditional Formatas Cel et ort in

- 4 - 4 $ e Formatting~ Table = Styles~ EiFormat~ &~ Filter~ Select -
Clipboard Font [F} Alignment [P} MNumber [} Styles Cells Editing A
D12 - fe A

A B C D E F G H I J -
1 |ChecklD Date Disbursement No. Vendor Description Amount Void Cleared Claim_ID Occurrence Date
2 94 2/23/2016 0:00 2440 Vendor Tools & Equip. Sewer Connection Parts 2600 No  No 36
3 95 2/23/2016 0:00 2441 Credit Union Plow Truck Payment 6250 No No 37
4 100 2/23/2016 0:00 2446 Payroll Period Ending 02/23/2016 541.43 No No
5 96 2/23/2016 0:00 2443 Vendor Asphalt and Plowing Street Maintenance 4220 No No 39
6 97 2/23/2016 0:00 2442 Telephone Company Telephone Bill 150 No  No 38
7 99 2/23/2016 0:00 2445 Payroll Period Ending 02/23/2016 1036.4 No No
8 101 2/23/2016 0:00 2447 Payroll Period Ending 02/23/2016 936.81 No No
] 98 2/23/2016 0:00 2444 Vendor Garbage and Pest Control Garbage and Weeds 2220 No No 40
10
11
12l | ] A
Disbursements ® 4 »

H M -——F——+ 100%
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Disbursements: Print an Individual Disbursement

To print an individual disbursement, open the Disbursements section of the Accounting Module (see
page 4-1). Once the disbursement is located, highlight the disbursement and click on the Print button
(circled).

| Accounting | Bayroll Er——— e Fzreis

Receipts Claims Disbursements Budget Cash  Chartef  Venders
Accounts

| Disbursements List | Add Disbursement

Search By Search by Disbursement Date
[Disbursement Date - 101/01/2016 [-] 1o |os/17/2016 -l
Search
Date v+ Disbursement No. w8 Vendor v+ Description 78 Amount v Void v+ Cleared 78 Occurrence Date w8
= 02/23/2016 2440 Vendor Tools &... Sewer Connection Pa... $2,600.00 No No
(£ 02/23/2016 Credit Union Plow Truck Payment $6,250.00 No
w 02/23/2016 2446 Payroll Period E... $541.43 No No
« 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
+ 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No
A 02/23/2016 2445 Payroll Period E... $1,036.43 No No
+ 02/23/2016 2447 Payroll Period E... $936.81 No No
« 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No

An Individual Disbursement screen will open with a preview of the document. After reviewing the
preview, click on the Printer icon (circled, left) to begin printing. By clicking the red “X” (circled,
rlght) you can close the Report Viewer screen. %

€5F @« <0 rb lama-
St
Hew Tovwnship
ccccc 241
Date 02/23,
Payee
fecoumt  Objsct Code Program Code Amount
20L:Road and Biidge 7110:bendPrindpal  [601iDebr Servicz Bond $5,000.00
Prinipal
20L:Read and Bridge p72iminterest-Bonds  |511:Debt Servicz Bend $1,250.00
Irerest
Total Amaunt $6,250.00
Authorized By:
Repart Last Upsaies G5/28/2004 Pagetafy
Current Page No.: 1 Total Page No.: 1 Zoom Factor: 90%
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Disbursements: Using the Search Feature

In the Disbursements List tab, you can choose from a number of options to search for disbursements.
The first and default option is to search by Disbursement Date (boxed, left).

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash  Chartof  Vendors
Accounts

-

Disbursements 8:31 AM

Disbursements List . Add Disbursement

Search By Search by Disbursement Date

 Dibursement Date 01/01/2016 [l 1o 05172016 - h
; Search
Vendor —

Check Number 0. ¥+ Vendor v+ Description 7+ Amount v+ Void v+ (leared 7+ Qccurrence Date TE
Fund and Account Number Vendor Tools &... Sewer Conngction Pa... §2,600.00 No No

P ss u icl Aunt Credit Union Plow Truck Payment $6,250.00 No No
+ 02/23/2016 2446 Payroll Period E... $541.43 No No
4 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
+ 02/23/2016 2447 Telephone Com... Telephone Bill $150.00 No No
4 02/23/2016 2445 Payroll Period E... $1,036.43 No No
= 02/23/2016 2447 Payroll Period E... $936.81 No No
+ 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No

‘ 2) View/Edit ‘ ‘ 3) Vaid (Y/N) ‘ ‘ 4) Delete ‘ ‘ 3) Export to CSV ‘ ‘ 6) Prin ‘

The default date search range is the last three weeks. To change the range of search dates:

e Click onthe first date field under Search by Disbursement Date (boxed, center) and enter
a new starting date or choose a new starting date from the calendar you can access by
clicking on the down arrow at the end of the field.

e Click on the second date field and enter a new ending date (boxed, center), or choose a
date from the calendar by clicking on the down arrow.

e Click the Search button (circled).

e Transactions meeting the date criteria will be displayed.
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Disbursements: Using the Search Feature (continued)

The second option is to search by vendor.

,
A ... T i

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash Chartef Vendors
Accounts

Disbursements 8:40 AM

Disbursements List | Add Disbursement

Search by Vendor
q — ]
Check Number 0. v+ Vendor v+ Description v+ Amount v Void v+ Cleared e OccurrenceM

Fund and Account Number

Disbursement Total Amount
Loy e iy Ll FATaY

Vendor Tools &... Sewer Connection Pa... $2,600.00 No No
Credit Union Plow Truck Payment $6,250.00 No

w 02/23/2016 2446 Payroll Period E... $541.43 No No
w 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
w 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No
w 02/23/2016 2445 Payroll Period E... $1,036.43 No No
w 02/23/2016 2447 Payroll Period E... $936.81 No No
w 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No
l 2) View/Edit l I 3) Void (Y/N) l l 4) Delete l l 5) Bport to CSV l l §6) Print

To search by vendor:

e Select the Search by Vendor option (boxed, left) from the Search By drop-down menu.
The screen will display the Search by Vendor field (boxed, center).

e Click on the field below the Search by Vendor heading (boxed, center) and enter all or
part of the name of the vendor.

e Click the Search button (circled, right). All vendor names matching the search criteria
will then be displayed.
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Disbursements: Using the Search Feature (continued)

The third option is to search by check number.

,
A ... T i

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash Chartef Vendors
Accounts

Disbursements 8:42 AM

Disbursements List | Add Disbursement

Search By ‘Search by Check Number

Check Number v]

To Search
Vendor
0. v+ Vendor ¥+ Description ¥+ Amount = Void v+ Cleared & Occurrence DatE—— =
Fund and Account Number Vendor Tools &... Sewer Connection Pa... $2,600.00 No No
P SS n otal Aumt Credit Union Plow Truck Payment $6,250.00 No
w 02/23/2016 2446 Payroll Period E... $541.43 No No
w 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
w 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No
w 02/23/2016 2445 Payroll Period E... $1,036.43 No No
w 02/23/2016 2447 Payroll Period E... $936.81 No No
w 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No
l 2) View/Edit l I 3) Void (Y/N) l l 4) Delete l l 5) Export to C5V l l 6) Print

To search by check number:

e Select the Check Number option (boxed, left) from the Search By drop-down. The
screen will display the Search by Check Number fields (boxed, center).

e Click onthe field below the Search by Check Number heading (boxed, center). Enter the
beginning number in the range of disbursements you want to search in the first field and
the ending number in the second field.

e Click the Search button (circled). All of the check numbers within the specified range
will be displayed.
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Disbursements: Using the Search Feature (continued)

The fourth option is to search by Fund and Account Numbers.

-
al — CTAS (ool

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash Chartef Vendors
Accounts

Disbursements 8:43 AM

Disbursements List | Add Disbursement

Search By ‘Search by Fund and Account Number

Fund and Account Number '] 100: General Fund v] l41110: Counci/ Town Board -
isbursement Date C Search
Vendor
Check Mumber {o. v+ Vendor v+ Description v+ Amount v+ Void v+ Cleared v+ Occurrence Date T+
Vendor Tools &... Sewer Connection Pa... $2,600.00 No No
rD SS otal Amt Credit Union Plow Truck Payment $6,250.00 No
w 02/23/2016 2446 Payroll Period E... $541.43 No No
w 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No
w 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No
w 02/23/2016 2445 Payroll Period E... $1,036.43 No No
w 02/23/2016 2447 Payroll Period E... $936.81 No No
w 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No
l 2) View/Edit l I 3) Void (Y/N) l l 4) Delete l l 5) Bport to CSV l l §6) Print

To search by fund and account number:

e Select the Fund and Account Number option (boxed, left) from the Search By drop-down
menu. The screen will display the Search by Fund and Account Number fields (boxed,
center).

e Click on the down arrow in the first field (boxed, center) below the Search by Fund and
Account Number heading to choose a Fund number.

e Click on the down arrow in the second field (boxed, center) to choose an Account
Number.

e Click the Search button (circled). All of the disbursements with the specified Fund and
Account Number will be displayed.

Note: You must enter both a Fund Number and an Account Number.
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Disbursements: Using the Search Feature (continued)

The last search option is to search by Disbursement Total Amount.

-
al — CTAS (ool

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash Chartef Vendors
Accounts

8:43 AM
Search by Disbursement Total Amount

[Disbursement Total Amount v] P 0.00] T4 P 0.00 ] Exact Amount

Disbursement Date I Search
Vendor

Check Mumber 0. v+ Vendor v+ Description v+ Amount v+ Void v+ Cleared kgl OccurrenceM
Fund and Account Number Vendor Tools &... Sewer Connection Pa... $2,600.00 No No

Credit Union Plow Truck Payment $6,250.00 No

w 02/23/2016 2446 Payroll Period E... $541.43 No No

w 02/23/2016 2443 Vendor Asphalt... Street Maintenance $4,220.00 No No

w 02/23/2016 2442 Telephone Com... Telephone Bill $150.00 No No

w 02/23/2016 2445 Payroll Period E... $1,036.43 No No

w 02/23/2016 2447 Payroll Period E... $936.81 No No

w 02/23/2016 2444 Vendor Garbage... Garbage and Weeds $2,220.00 No No

l 2) View/Edit l I 3) Void (Y/N) l l 4) Delete l l 5) Bport to CSV l l §6) Print

To search by total amount:

e Select the Disbursement Total Amount option (boxed, left) from the Search By drop-
down. The screen will then display the Search by Disbursement Total Amount fields
(boxed, center).

o If you want to search a range of amounts, enter the smaller number in the first
field under the Search by Disbursement Total Amount heading (boxed,
center) and enter the larger amount in the range in the second field.

o If you want to search for transactions with a particular amount, check the
Exact Amount box at the right of the search field (boxed, center) and enter
the amount in the field to the left of that box.

e Click the Search button (circled). All of the disbursements with amounts within the
range will be displayed.
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Disbursements: Printing Reports

There are two reports that you can create and print for the Disbursements section: the Disbursements
Ledger and the Disbursements Register.

To select the report you want to create, click on the Reports tab (circled) from the Task Bar and then
choose the Disbursements icon (boxed). A screen will appear listing the two reports.

Lo CTAS

Accounting Payroll Investments Indebtedness Re Admin Exit
i@ EBE  @©
S 6 eEkE8EZa W
Receipts  Claims | Disbursements | Budget Cash  Chartof Vendors Financial | Tac  Payroll (Year | Investments Indebtedness
Accounts Reports || Filing  toDate)

Accounting Employee Investments Indebtedness
Dlsbursemems 10:53 AM
Report Name

Disbursements Ledger

Disbursements Register

|
L

To run a report, highlight the report and click the Run button at the bottom of the screen. The
following pages describe each report and illustrate how to create and print each report.
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Disbursements: Printing Reports (continued)

Printing a Disbursements Ledger

A Disbursements Ledger is a detailed list of disbursements sorted by fund, account number, and

object code.

disbursement that have not been coded correctly.

The ledger should be printed and reviewed at least quarterly to identify any

After the close of the fiscal year, print a Disbursements Ledger for the full year. Review this report
for any disbursement coded incorrectly. Printa finalized copy and store it as part of your permanent

records.

Highlight Disbursements Ledger and click the Run button (see previous page). The Disbursement

Ledger screen will appear.

Disbursement Ledger N

Fund  All Funds OI [ Select Accounts Only [ sSelect Object Codes Only I
Available Accounts Selected Accounts

41110: Council/ Town Board -

41130: Ordinances and Proceedings —=

41405: Clerk - Admin. S

414170: Hections

41415 Clerk - Training

41510: Treasurer

41520: Accounting -

41550: Assessing

41610 City»Town Attomey

415901: Other General Govemment

41505 Town Hall - Telephone 57
Available Object Codes Selected Object Codes

100: WAGES ANMD SALARIES (101 ough 105 -

101: Wages and Salaries: Fulltime Employees-Regular =

120: Employer Contributions for Retirement (121 through 125} =

120: Employer Paid Insurance {121 through 135)

140: Unemployment Compensation {147 through 145)

150: Workeer's Compensation {151 through 155)

180: Liability Insurance for Employees

200: OFFICE SUPPLIES (201 through 208)

210: Operating Supplies {211 through 215)

220: Repair and Maintenance Supplies {221 through 225)

221: Repair and Maintenance Supplies: Equipment Parts 7
Budget Year |2016 = Start Date | pi/01/2016 [=] End Date | 12312016 [=]

I Run I [ Cancel

h

To create a Disbursements Ledger:

Select a Fund or All Funds by clicking the down arrow (circled) in the Fund box.

You can use the checkboxes at the top of the screen (boxed, top) to choose whether the
ledger will only show fund(s) sorted by account, by object code, or by account and object
code. Leaving both boxes unchecked allows you to sort by both account and object code.

Select the account(s) to be printed by moving them from the Available Accounts box to the
Selected Accounts box. The “>>" button will move all accounts; the “>" button will move
individually-highlighted account(s). You can also move an individual account by double-
clicking on the account. The “<” and “<<” buttons allow you to move accounts out of the
Selected Accounts box. Repeat the same steps for the Object Codes (if desired).

At the bottom of the screen, use the up and down arrows to select the Budget Year (boxed,
bottom) and choose start and end dates for the report.

Click the Run button and the print preview (Report Viewer screen) opens.
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Disbursements: Printing Reports (continued)

Printing a Disbursements Ledger (continued)

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report. By
clicking the red “X” (circled, right) you can close the Report Viewer screen.

-

o5 CTAS Report Viewer

5@3 By

b M |1 £, e -
Main Report
-
New Township Disbursements Ledger 5172016
01/01,/2016 To 12,/31,/2016
Fund Mam e: General Fund Budget $0.00
Account Humber 100-41110-100
Account Name Council/Town Board
Object Code Name: WAGES AND SALARIES (101 through 108)

Date Description Check Mumber Amount Paid Year To Date Paid Budget Balance
2/23/2016  Payroll Period Ending 02/23/2016 2448 $541.43 $541.43 (554143 E
2/2342016  Payroll Period Ending 02250016 2445 ($0.01) 4541 42 [$541 .42
2/2342016  Payroll Period Ending 02252016 2447 $0.01 4541 43 [$541 .43
Fund Hame: General Fund Budget $0.00
Account Mumbec 100-41405-101
Account Hame Clerk - Adrmin.

Object Code Name: ‘Wages and Salanes: Full-ime Employees-Regular

Date Description Check Mumber Amount Paid Year To Date Paid Budget Balance
2/2342016  Payroll Period Ending 02250016 2447 4465 40 4465 .40 [$465.40
Fund Ham e: General Fund Budget 40,00
Account Humbec 100-41905-321
Account Hame Towr Hall - Telephone
Object Code Mam e: Carnknunications: Telephone

Date Description Check Mumber Amount Paid Year To Date Paid Budget Balance:
2/23/2016  Telephohe Compaty 2442 $150.00 $150.00 (150,00
Fund Mam e: General Fund Budget $0.00
Account Humbee 100-43230-401
Account Hame Waste (Refuse] Colledion
Object Code Name: Repairs and Maintenance - Contradual: Buildings

Date Description Check Humber ) Paid Year To Date Paid Budget Balance
2/23/2016  Wendor Garbage and Pest Corrol 2444 $1,420.00 $1,420.00 {31,420.00
Fund MNam e: General Fund Budget 40000 il

Current Page No.: 1 Total Page No.: 3 Zoom Factor: 100%
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Disbursements: Printing a Disbursements Ledger (continued)

After clicking on the Printer icon, the Print screen appears.

' |
= Print @
General | Layout
Select Printer
o HP Laserlet 4250 PCLG i Send To OneMote 2010
=0 Microsoft XP5 Docurment Writer
%5 PDF Complete
4 m 3
Status: Ready Printto file | Preferences
Location:
Comment: Find Prirter... |
Ll
Page Range "
|
@ Al Number of copies: 1 = )
ctio Cumrert Page
- 119 Callate
=T a single page number or a single 1'1 2'2 3'3
page range. For example, 512
[ Pt || Cancel || ooy |

By clicking the Pages radio button (circled, left), you can choose to print only certain pages of the
report. The Number of copies box (circled, right) allows you to enter the number of copies you
would like printed. After selecting the printer details, click on the Print button to begin printing the

report. The following page has a sample of the report.

To close the report:

e Click the red “X” icon on the Report Viewer screen (previous page).

e Click the Cancel button on the Disbursement Ledger screen.
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Disbursements: Printing Reports (continued)

Sample Disbursements Ledger Report

Mew Township Disbursements Ledger 5172016
01,01,2016 To 12,/31,/2016
Fund Name: General Fund Budget 30,00
Account Humber 100-41110-100
Account Ham e Council Town Board
Object Code Hame: WAGES AND SALARIES (101 through 109)

Date Description Check Number Amount Paid Year To Date Paid Budget Balance:
2/23/2016  Payroll Period Ending02/23/2006 2445 454145 S541.435 (554143
242372016  Payroll Period Ending02/25/2006 2445 ($0.01) 554142 ($541.42
2/23/20016  Payroll Period Ending02 /232006 2447 $0.01 4541 .43 (4541 .43
Fund Name: General Fund Budget 40,00
#Account Humbec 100-41405-101
Account Ham e Clerk - Adrmin.

Object Code Hame: Wages and Salares: Full-dme Employees-Regular

Date Description Check Humber Anmount Paid Year To Date Paid Budget Balance
2/23/2016  Payroll Period Ending02,/23/2006 2447 $468.40 $468.40 [$465.40
Fund Name: General Fund Budget 40,00
#Account Humbec 100-41905-521
Account Nam e Towen Hall - Telephone
Object Code Hame: Communicatons: Telephone

Date Description Check Number Anmount Paid Year To Date Paid Budget Balance
2/23/2016  Telephone Cornparty 2442 $150.00 $150.00 ($150.00
Fund Name: General Fund Budget $0.00
#Account Humbec 100-43230-401
Account Name ‘Waste (Refuse) Colledion
Object Code Hame: Repairs and Maintenance - Contradual: Buildings

Date Description Check Number Anount Paid Year To Date Paid Budget Balance
242372016  Wendor Garbage and Pest Cortrol 2444 $1,420.00 £1,420.00 ($1,420.00
Fund Name: General Fund Budget 30.00
#Account Humbec 100-43230-510
Account Ham e Waste (Refuse] Colledion
Object Code Mame: Capital Dutlay, Land

Date Description Check Humber Amount Paid Year To Date Paid Budget Balance:
242372016 Wendor Garbage and Pest Corrol 2444 4500.00 £500.00 (450000
Fund Name: General Fund Budget 30.00
#iccount Humbec 100-43260-401
Account Hame Weed Cantrol
Object Code Mame: Repairs and Maintenance - Cortradual; Buildings

Date Description Check Humber Amount Paid Year To Date Paid Budget Balance:
242372016 wendor Garbage and Pest Conmal 2444 $300.00 $300.00 [$300.00

General Fund Totals

Total Payments for the Year $3,379.83
Total Budget $0.00
{-} Over / Under Budget {53,379.83)
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Disbursements: Printing Reports (continued)

Printing a Disbursements Register

A Disbursements Register is a chronological record of disbursements. The register should be printed
monthly and a copy saved as part of the entity’s permanent records. This report should be used when
reconciling the Cash Control Statement.

Note: The total amounts on the report do not include the amounts for voided transactions.

To print a Disbursements Register, begin by selecting the Disbursements Register from the
Disbursements report screen (see page 4-23). The Disbursement Register box appears.

-

Disbursement Register

Disbursement Date Range

Fund All Funds -

Start Date |01/012014 [=| End Date | 08/282014 @

[ Preview H Close |

h A

On the Disbursement Register screen:

e Select a Fund or All Funds by clicking the down arrow (circled) in the Fund box.

e Enter the Start Date and End Date for the report by entering dates or choosing a date from the
calendar you can access by clicking on the down arrow at the end of the field.

e Click the Preview button the print preview (Report Viewer screen) appears.

atl CTAS Report Viewer = E S
g 3 B 1 A g @ -
o
Mew Township Disbursements Register S5f17/2016
Fund Name: All Funds

Date Range: 01/01,/2016 To 05/17/2016

Date  vendor Check void Accoun t Name EA-0-P Total

02/285/2016 vendor Tools & Equip. 2440 nnection Parts M Sewer Maintenance 601-49451-221- 3 2,600.00

Total For check 2140 s 2,600.00

02/28/2016 Credit Union 2421 Plaw Truck Payment M Bend Principal 201-47110-601- $ 5,000.00

2421 Interest- Bonds 201-47210-611- 3 1,250.00

Total For Check 2441 s 6,250.00

02/23/2016 Telephone Company 2442 Telephane Bill M Town Hall - Telephone 100-41905-321- 3 15000

Total For Check 2142 s 150.00

02/25/2016 Vendor Asphalt and Plowing 2443 Street Maintenance M Unpaved Streets 201-43122-401- 3 4,220.00

Total For check 2143 s 3,220.00

02/25/2016 Vendor Garbage and Pest Control 2444 Garbage and Weeds M Waste (Refuse) Collection 100-43230-401- 3 1,420.00

2414 100-48230-510- H s00.00

2414 weed Contral 100-48260-201- 3 $00.00

Total For check 2144 s 2,220.00

02/28/2016 Payroll Period Ending 02/23/2016 2445 M Counci 1/Towen Board 100-41110-100- £ (001

2415 Paved Streets 201-48121-101- 3 s18.22

2425 Unpaved Streets 201-43122-101- 2 51822

Total For Check 2445 s 1,036.43

02/25/2016 Payroll Period Ending 02/25/2016 2448 N Counci 1/Town Board 100-41110-100- 3 541.43

Total For Check 2446 s 54143

02/25/2016 Payroll Period Ending 02/25/2016 2447 N Counci 1/Town Board 100-41110-100- 3 0.01

za47 Clerk - Admin 100-41405-101- 3 468.40

za47 £01-41405-101- 3 468.40

Total For Check 2447 s 936.81

Total For Selected Checks s 17,954.67

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report.
(See page 4-26 for printing instructions)
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Disbursements: Printing Reports (continued)

To close the report:

e Click the red “X” icon (circled, right) on the Report Viewer screen (previous page).

e Click the Close button on the Disbursement Register screen.

Sample Disbursements Register Report

Mew Township

Fund Hame: Al Funds

Date Range: 01,01,/2016 To 05/17/2016

Date  Vendor

02/23/2016 Yendor Tools & Equip.
Total For Check

02/23/2016 Credit Union
Total For Check

02/23/2016 Telephone Company
Total For Check

02/23/2016 Yendor Asphalt and Flowing
Total For Check

02/23/2016 Yendor Garbage and Pest Control

Total For Check

02/23/2016 Payroll Period Ending 02/23/2016

Total For Check

02/23/2016 Payroll Period Ending 02/23/2016
Total For Check

02/23/2016 Payroll Period Ending 02/23/2016

Total For Check
Total For Selected Checks

Report Varsion 03/31/2015

Check #

2440
240

2441
2441
211

2442
2442

2443
243

2444
2444
2444
2149

2445
2445
2445
245

2446
246

2447
2447
2447
207

Disbursements Register

Description Void Account Name
Sewwer Cannection Parts M Sewer Maintenance
Plow Truck Payment N Bond Principal

Interest - Bonds
Telephone Bill M Town Hall - Telephone
Street Maintenance N Unpaved Streets
Garbage and Weeds N Waste [Refuse) Collection

Weed Contral

N Council/Town Board
Paved Streets
Unpaved Streets

N Council/Town Board

N Council/Town Board
Clerk - Admin.
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F-A-0-P

601-49451-221-

201-47110-601-
201-47210-611-

100-41905-321-

201-43122-401-

100-43230-401-
100-43230-510-
100-43260-401-

100-41110-100-
201-43121-101-
201-43122-101-

100-41110-100-

100-41110-100-
100-41405-101-
601-41405-101-
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Total

2,600.00
2,600,00

5,000.00
1,250.00

6,250,00

150.00
150.00

4,220.00
4,220,00

1,420.00
500,00
500.00

2,220.00

(0,01
518,22
518,22

1,036.43

54143
54143

001
468.40
466.40

936.81

17,954.67

Office of the State Auditor



