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Our Goals

Ol.

Review how to navigate H &

to extract information

Review how to reconcile HTE

with GL information




Your gateway opp|ic0’rion to access HTE modules

Dock Launchpad Finder

TN5250 icon TN5250 icon Applications >
TN5250



u Chrome File Edit View History Bookmarks Profiles
About This Mac

System Preferences...

=TSN  Central Admin (Wired)

App Store... 1 update Central Admin Staff (Wireless)
Home & Public (Wireless)

Recent Items > NPS Guest

. — "
Force Quit Chrome N 038D \ot\work Preferences...

But first ... Check your
network connection!

TN5250 will not launch proper|y if you are not

on the Fo”owing networks:

» NPS (wired or wireless)

Town of Needham (wired or

Wire|ess)
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Paste Print PgUp PgDn Erase Help Clear F1

Cannot connect to host 10.126.1.22 , port 23

Error Message

when not connected to an NPS or

own of Needham network

=3




2
Past

e Print PgUp PgDn Erase Help Clear F1

NEEDHAM
QINTER
QPADEV0004

Log-in

User: PPiersiak [sample format]
Password: school

All passwords were reset to

"school" on Dec 9, 2021

RN

(C) COPYRIGHT IBM CORP. 1980, 2009.
7,60




The Return Key

is not the same as the Enter key on TN5250!

Use the RETURN key on
the main keyboord

Do not use the ENTER key

on the numeric keypod






Environment Selection

Environment type . « 4 oa 2

Type options, press Enter.

l=Select

opt Environment

1 INFISYS
OLD GMBA HISTORICAL

IEI=Exit

ONLINE

Production
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Configure Paste Print PgUp PgDn Erase Help Clear F1
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HT135MHT SunGard, Select Version 9.1.1 1/10/22
SunGard Application Menu 09:01:38

Select one of the following:

. Accounts Receivable

Payroll/Personnel

Purchasing/Inventory

INFISYS

Extended reporting

90. Sign off

\ NK/V Selection

Nm == > 21' Version: 9.1.14.5.0

Q Date installed: 01/08/2016
n iﬁ:xit =Refresh @=Display messages iCcmmand line =Fast path

=Work with submitted jobs =Calendar ifl=More keys

|
'\ ONLINE 20,9
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Open Configure Paste Print PgUp PgDn Erase Help Clear 1 F2 3

HT135MMA Town of Needham
INFISYS Main Menu

Select one of the following:
4. Transaction Processing Menu
9. Inquiry Menu
10. Standard Reporting Menu
11. Extended Reporting

13. Custom Options Menu

80. Change user environment

Change user view

90. Sign off

Selection

>

1/10/22
09:02:42

Version: 9.1.14.5.0
Date installed: 01/08/2016

=Exit =Refresh M=Display messages =Command line I@WI=Fast path
=Work with submitted jobs =Calendar @fi=More keys

ONLINE

20,8
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Open Configure Paste Print PgUp PgDn Erase Help Clear F1 F2

HT135MMA Town of Needham
Inguiry Menu

Select one of the following:
1. Account inguiry
2. Vendor inguiry
3. Encumbrance ingquiry
4. Payment inguiry
5. Group inquiry

6. Payables history ingquiry

80. Change user environment

90. Sign off

Selection

>l

(FN]

1/10/22
09:03:19

Version: 9.1.14.5.0
Date installed: 01/08/2016

iExit =P.efresh =Display messages iCommand line =Fast path

=Work with submitted jobs

ONLINE

=Calendar i =More keys

20,8







MAAD370 Town of Needham 1/10/22
Account Inquiry 10:19:18
Segment summary level . DOE Object

Control . . . . . 1@ NEEDHAM BUDGETARY CONTROL
Position to . 2022 |9300-3240- -000-000-0000-000-00

Type options, press Enter.

1=Select 3=Account by life 4=Account by year 5=Account history by date

6=Account by period 7=Account links 8=User data 9=Misc info

Opt Account Description
9300-3240-000-00-0000-000-00-102-000-0000-000-00 MITCHELL ELEMENTARY
9300-3240-000-00-0000-000-00-344-000-0000-990-00 MITCHELL STUDENT ACTIVI
300-3240-000-00-0000-000-00-483-000-0000-990-00 MITCHELL STUDENT ACTIVI
300-3250-000-00-0000-000-00-102-000-0000-000-00 NEWMAN ELEMENTARY
9300-3250-000-00-0000-000-00-343-000-0000-990-00 NEWMAN STUDENT ACTIVITY
9300-3250-000-00-0000-000-00-483-000-0000-990-00 NEWMAN STUDENT ACTIVITY
9300-3260-000-00-0000-000-00-102-000-0000-000-00 HIGH ROCK
9300-3260-000-00-0000-000-00-343-000-0000-990-00 HIGH ROCK STUDENT ACTIV
9300-3260-000-00-0000-000-00-483-000-0000-990-00 HIGH ROCK STUDENT ACTIV
9300-3300-000-00-0000-000-00-102-000-0000-000-00 POLLARD MIDDLE SCHOOL

More...
=Exit I¥l=Balance =Print C.0.A ipEl=Display additional
=Alternate view =Select views IBWI=Subset =Environment

ONLINE 13,3




10.126.1.22

= O O O O ey O O O o SRS

Open Configure Paste Print PgUp PgDn Erase Help Clear F1 F2 F3

MAAD370 Town of Needham 1/11/22
Account Ingquiry 9:04:27

Segment summary level : DOE Object

Control . s s \ NEEDHAM BUDGETARY CONTROL

Position to .

( 3 COoU DY 4=Account by year 5=Account history by date .
6=AcC Y 7 8=User data 9=Misc info
Opt Account Description
0001-3010-040-99-1110-099-99-520-020-5380-300-04 SCHOOL COMMITTEE OTHER .

0001-3010-040-99-1110-099-99-520-030-57 300-06 SCHOOL COMMITTEE IN-STA

10-
0001-3010-040-99-1110-099-99-520-030-5720-300-06 SCHOOL COMMITTEE OUT-OF
0=

0001-3010-040-99-1110-099-99-520-030-5730-300-06 SCHOOL COMMITTEE DUES &
0001-3010-040-99-1110-099-99-520-030-5780-300-06 SCHOOL COMMITTEE OTHER

0001-3010-040-99-1430-099-99-520-020-5300-300-04 SCHOOL COMMITTEE PROF &
0001-3010-040-99-1435-099-99-520-010-5110-300-01 CHOOL COMMITTEE PROF &

S " P o+o +
0001-3010-040-99-1435-099-99-520-020-5300-300-04 SCHOOL COMMITTEE PROF & YO u Cq n Ch q nge OSI IO n o eeee

0001-3020-040-99-1210-099-99-520-010-5110-300-01 SUPERINTENDENT SALARIES

n n n
0001-3020-040-99-1210-099-99-520-010-5110-300-02  SUPERINTENDENT SALARIES QOQQ -I-o Posi-l-ion -I-o QOXX
(XX J

More...
=Exit ance ] C.0 v additional

=Alternate view =Select views =Subset IBEI=Environment

ONLINE




10.126.1.22

@ — F4

Configure Paste Print PgUp PgDn Erase Help Clear F1 F2 F3 F5
F6
Town of Needham F7

Account History Inquiry by Date 2 F8

® ® I
IS YOUT T1rien s
o + e s s s e s o« % 9300-3240-000-00-0000-000-00-483-000-0000-990-00 F10

MITCHELL STUDENT ACTIVITY - REVENUE

sition to . . . . . . . I Unposted transactions exist

pe options, press Enter.

=Summary by year 5=Display history 6=Summary by period 7=Account Link
=Drill down

t Date Reference Description

Click on "Fl6=Unposted" at the

bottom of the screen .. or the F3

icon on the toolbar at the fop of

the screen

I=Exit m=Print Hist =Currency
fi=Reference view =Alternate IJY|=Subset @=Totals

data to display.
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MAAV205 Town of Needham Z 1/12/22
Account History Inquiry by Date 9:02:22
I I
ou r rlen Account . . . e 9300-3240-000-00-0000-000-00-483-000-0000-990-00
® MITCHELL STUDENT ACTIVITY - REVENUE

Position to . . . . . . . Unposted transactions exist
Type options, press Enter.

4=Summary by year 5=Display history 6=Summary by period 7=Account Links

Click on "F3=Exit" at the bottom of |-

the screen ... or the F3 icon on the

Reference Description

oolbar at the top of the screen

j¥=Print Hist =Currency =Next |@gW¥|=Cancel =Year,"period view
=Alternate =Unposted =Subset =Tc|tals

ipFl=Reference view
No data to display.
ONLINE 6,30




Town of Needham 1/10/22

Unposted Transactions 11:03:24

Account . . . . . : 9300-3240-000-00-0000-000-00-483-000-0000-990-00
MITCHELL STUDENT ACTIVITY - REVENUE

Fiscal year : 2022

Control . . . . . . . NBE NEEDHAM BUDGETARY CONTROL

Position to . . .

Type options, press Enter.
5=Display
Opt Date Type Reference Description

10/18/21 JE 000000000003866 40B000L 413290L
10/18/21 JE 000000000003866 413310L 413320L
10/21/21 JE 000000000003918 413360L 413370L
10/21/21 JE 000000000003918 413380L 413390L
10/21/21 JE 000000000003918 413410L

10/21/21 JE 000000000003918 413430L 413440L
10/22/21 JE 000000000003928 413480L 413490L

=E:xit =Next i@i=Cancel

ONLINE




MAARS860 Town of Needham 1/10/22

Unposted Transactions 11:03:24

Account . . . . . . t 9300-3240-000-00-0000-000-00-483-000-0000-990-00
MITCHELL STUDENT ACTIVITY - REVENUE

Fiscal year

Control . . . . NB NEEDHAM BUDGETARY CONTROL

Position to .

Type options, press Enter.
5=Display

Opt Date Type Reference Description

8/24/21 JE 000000000003350 41072 41073 1.09
10/15/21 JE 000000000003858 417780L 407790L 4078 100.00
10/15/21 JE 000000000003858 407850L 407860L 30.00
10/15/21 JE 000000000003858 m 15.00
10/15/21 JE 000000000003858 407890L 407900L 5.00
10/15/21 JE 000000000003858 407910L 407920L 10.00
10/15/21 JE 000000000003858 407940L 407950L 4079 25.00

More...

=Exit I@l=Next iaWi=Cancel

ONLINE




On Copying & Pasting

mposted Transactions o HigHigh’r the data that you
would like to copy

o Click on Copy
e Paste to a Word or Goog|e Doc

Opt Date Type Reference Description Amount Account

MITCHELL STUDENT ACTIVITY - REVENUE
Fiscal year : 2022
Control : NB NEEDHAM BUDGETARY CONTROL
Position to

Type options, press Enter.

5=Display
Opt Date Type Reference Description

More...

8/24/21 JE 000000000003350 41072 41073 1.09
10/15/21 JE 000000000003858 417780L 407790L 4078 100.00
10/15/21 JE 000000000003858 407850L 407860L 30.00
10/15/21 JE 000000000003858 407870L 407880L

ATATATATATATATAYaTaTa




Reconciling
HTE & GL.
A Sample Case

N

SCl’\OOl Lunch Revenue

2550-3170




MAARB60 Town of Needham 1/12/22
Unposted Transactions 15:20:31
Account . . . . . . . . @ 2550-3170-000-00-0000-000-00-432-000-0000-550-00

SCHOOL LUNCH REVENUE
Fiscal year : 2022
Control . . + « « « » ¢ HBE HNEEDHAM BUDGETARY CONTROL

Position to . . . .

Type options, press Enter.

S=Display

Opt Date Type Reference Description Amount

_ I 7/16/21 JE 000000000002940 410010L 325.00
_ I 7/19/21 JE 000000000002970 40573 204.66
_ 7/21/21 JE 000000000003002 40574 482.71
= 7/21/21 JE 000000000003002 410050L 210.00
_ |7/21/21 JE 000000000003002 410110L 75.00
_ 7/21/21 JE 000000000003002 410120L 250.00
_ 7/22/21 JE 000000000003010 410150L 25.00

More...

F3=Exit Fl0=Next Fl2=Cancel

Sample Reconciliation

» 7/16/21 Total - $325.00

» 7/19/21 Total - $204.66
» 7/21/21 Total --- $1.017.71

Town of Needham

Budget Variance Analysis - FULL SUMMARY

Fiscal Year: 2021-2022

From Date:

[J Include pre encumbrance Print accounts with zero balance
[J Exclude inactive accounts with zero balance

72021

To Date:

113172022

Fitter Encumbrance Detail by Date Range

Account Num ber Description Budget Adjustmenis GL Budget Current YTD Balance Encumbrance Budget Bal % Rem
2550000 000 0000 20 00104 R 0 00, - SCROCL LUNCH CASH 000 000 3000 $173,055.01 7SS 0203 (37ES0%Z0E) 00 (3750032 03) 0O0U%
Transaction DeBil (S Endard)
Reference Number Requisiton Number PO/Ship Number Description Name Journsl Amount
10 0 0 EDOTH FYZ2 TRANSFER JES282 7/2 DIRECT DEPOSI sltien Adjusting -54 BBE.TS
105 0 0 CENT SQ QR 7/16/21, CMT W/S IMcDonough Adjusting $325.00
1169 0 0  DirectVoucher Posting nwitham Accounts Paysble -5281.07
1171 0 0 AP BExpenzsChedks nwitham Aocounts Payable -$2,910.14
1173 0 0 CENT SQ R 05052021, CMT WS nwitham Adjusting $10,505.88
1175 0 0 PR POSTING maruso Payroll -523,138.02
1187 0 0 CENT SQ QR S/13/2021, WS CMT, NSFCK nwitham Adjusting $1,185.00
1128 0 0 CENT SQ R 9V14/2021 nwitham Adjusting $2505.57
1202 0 0 AP ExpenssCheacks nwitham Accounts Payable -54,243.20
1205 0 0 PR POSTING maruso Payroll -$23,563. 89
1208 0 0 PR POSTING maruso Payroll -59,4532.10
124 0 0 CENT 5Q C/R 7/20v21, CMT W/S IdcDonough Adjusting 320466
126 0 0  CENT SQ G/R7/22/21 IMcDonough Adjusting $25.00
. 0 0 CEN A B 121721, CMT Wi ScOnoug Adiusing $1017. 71
1498 0 0  CENT SQ C/R917/2021 nwitham Adijusting $12,008.47
5 ¥ ¥ h interes Den o s 5L

Tip:
ook for "CEN

SQ C/R mm/dd/yy" under Description






