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Our Goals

01.

02.

Review how to navigate HTE
to extract information

Review how to reconcile HTE
with GL information



TN5250
Your gateway application to access HTE modules

FinderLaunchpadDock

 TN5250 iconTN5250 icon Applications >
TN5250



NPS (wired or wireless)

But first ... Check your

network connection!

Town of Needham (wired or
wireless)

TN5250 will not launch properly if you are not
on the following networks:



Error Message

when not connected to an NPS or
Town of Needham network



Log-in
User: PPiersiak [sample format]

Password: school

All passwords were reset to
"school" on Dec 9, 2021



The Return Key
is not the same as the Enter key on TN5250!

Use the RETURN key on
the main keyboard

Do not use the ENTER key
on the numeric keypad



Type the following on successive screens
How to Get to Account Inquiry

Infisys

Infisys

Inquiry Menu

Account Inquiry



Screen 1
How to Get to Account Inquiry

Infisys



Infisys

Screen 2
How to Get to Account Inquiry



Screen 3
How to Get to Account Inquiry

Inquiry Menu



Screen 4
How to Get to Account Inquiry

Account Inquiry



A Review
How to Get to Account Inquiry

Infisys

Infisys

Inquiry Menu

Account Inquiry



Account Inquiry
Type the first 8 digits of the account
number in the blank space after "Position
to .... 2022"

Place the cursor below the "Position to"
line before hitting "Return"

Type 5 under "Opt" for the relevant
account number row (make sure the 5
is in the first space) then hit "Return"



Not the
right FY?

You can change "Position to ....
2022" to "Position to ... 20xx" 



F16 is your friend!

Click on "F16=Unposted" at the
bottom of the screen ... or the F3
icon on the toolbar at the top of
the screen



F3  is also 

your friend!

Click on "F3=Exit" at the bottom of
the screen ... or the F3 icon on the
toolbar at the top of the screen



To see more unposted transactions, click  
on PgDn instead of clicking on More ...

To go back to previous transactions,
click on PgUp

When "More" Does

Not Mean More



You can only print one screen at a
time - there is no option to choose
a date range

When a line item has two recap
numbers (e.g., SAA) under
"Description", note that the
"Amount" is only for one of the
two recaps

On Printing & Reconciling



Highlight the data that you
would like to copy
Click on Copy
Paste to a Word or Google Doc

On Copying & Pasting



Reconciling
HTE & GL: 
A Sample Case

School Lunch Revenue
2550-3170



7/16/21 Total  --- $325.00

7/19/21 Total  --- $204.66

Sample Reconciliation

7/21/21 Total  --- $1,017.71

Tip: 
Look for "CENT SQ C/R mm/dd/yy" under Description



ThankThank
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