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Financials Version 10.3 

Accounts Payable Roles 
The Accounts Payable Roles program contains a series of lists that control users’ access to 
segment codes for invoices that liquidate a purchase order. 

 
 
Each permission can be set to None, Blanket POs Only, Non-Blanket POs Only, or All POs. 
Selecting None prevents any changes to segment values when the invoice liquidates a 
purchase order.  
 
The Invoice Entry program enforces these permissions for all invoices that liquidate a 
purchase order.  
 

Budget Approval Workflow Bypass 
The Budget Roles program contains a Bypass Workflow for Budget Amendment/Transfers 
check box. When this permission is assigned to a user role, the Budget Amendments and 
Transfers program allows users with that role to bypass workflow for all amendment types.  
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Check Printing Schedules 
The Accounts Payable Settings program contains a check box labeled Allow Use of Check 
Printing Schedules. This check box is located on the AP Settings tab. 

 
 
Selecting the check box causes the Select Items to be Paid program to select invoices for 
payment based on the lead times entered in the Printed Check Lead Time and EFT Lead Time 
boxes.  
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Check Reconciliation Excel Output 
The Check Reconciliation program allows you to create output in Excel. To create the output, 
click the Reports option on the Check Reconciliation screen, which opens the report options 
screen. After defining the report options, click Excel to create the output. 
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Clicking Excel displays the Export Filter screen, where you can select a check box for each 
field to export into the spreadsheet format. 

 

Contract Types and Subtypes 
The Contract Types and Subtypes program defines type codes for contracts, as well as 
subtype codes that are subordinate to a type code.  
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After you have created type and subtype codes, they are available for selection in the Contract 
Entry and Contract Change Orders programs. Contracts created by converting requisitions or 
bids are automatically assigned the default contract type and subtype entered in the Contract 
Types and Subtypes program.  
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eProcurement Data Mapping 
The Vendors program contains a Custom Data Mapping button in the PO Submission 
Credentials section of the E-Procurement Settings tab.  

 
 
Clicking the Custom Data Mapping button displays a screen where you can create custom 
mappings of the Munis XML tags used for e-procurement purchase order submissions.  
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When you click Update on the ribbon, the program opens the table for entry and selection of a 
tag value (Munis or User Defined). If you select User Defined, you can enter the value in the 
User Defined Value column. This value replaces the actual value from the purchase order 
when the file delivered to the vendor. 

 
 

Equipment Cost Summary 
The Equipment Cost Summary report program generates an Excel export file that facilitates 
fleet asset cost analysis. The program provides filters for date range, equipment code, 
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department, class code, equipment group, and status. 

 
 

Extended Project Codes 
The Project Settings program allows you to increase the maximum length of project segment 
codes from five characters to ten. 

 
 
If you increase the maximum segment size beyond five, any code created that is greater than 
five characters in length cannot be used outside of the project ledger. These extended project 
codes cannot be entered as part of general ledger accounts. Codes of five characters or less 
are unaffected by this change, and you can continue to use them as part of general ledger 
accounts. 
 
The Project Master and Project Inquiry programs contain a check box labeled Project Ledger 
Use Only. The programs automatically select this check box for any project segment code in 
excess of five characters. The check box cannot be updated or accessed. 



 
 

Munis Major Enhancements, Financials Version 10.3-10.5 
Page 15 
 

 
 

Fixed Assets 

Asset Disposal Restrictions 
The Disposal Restrictions check box is available on the Additional tab of the New Assets 
program. Selecting the check box for an asset indicates that it has special disposal restrictions. 
A Disposal Restrictions check box is also available in the same locations in the Import/Export 
to ASCII and Adjustments and Retirements programs, and on the main screen of the Fixed 
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Asset Work File program.  

 
 

 
 
When the Disposal Restriction check box is selected, Munis displays a warning message when 
you attempt to process the disposal of the asset record.  
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The program does not enforce the disposal restriction. The dialog box is for informational 
purposes only. If the asset has disposal restrictions, they should be detailed in the Disposal 
Memo box on the Memos tab. 

 
 

Asset Disposal Reversals 
The Adjustments and Retirements, and Fixed Asset Transaction Entry Post programs contain 
a Disposal Reversal option. The option is only available for assets that have a status of 
Disposed. When the disposal is reversed, the asset is given a status of Active and supporting 
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general ledger journal entries are made to reverse the original disposal journal.  

 
 

Grant Manager 
The Grant Manager program is available. You can use the program to create new grants and 
maintain existing grants. Grant Manager also displays general ledger account and project 
ledger funding sources that are associated with a grant record.  
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The main program screen displays a list of active grants and a series of colored status boxes. 
The status boxes display the total number of grants in the system that meet the following 
criteria:  

• The Pre-Award box displays grants with a status of Entered or Submitted.  
• The Active box displays grants with a status of Entered or Awarded.  
• The Warnings box displays grants with a status of Entered for which the submit date is 

less than 30 days away, grants with a status of Entered for which the application due 
date is less than 30 days away, and grant with a status of Active for which the expiration 
date is less than 30 days away.  

• The Closed box displays grants with a status of Closed. 
 
Clicking the number in a colored status box causes the program to display a list of the grants 
for which that status applies, and update the title of the Grants table to match. 
 

 
 
You can click the hyperlink in the Application # column for a grant record of any status to open 
the summary information screen for that record. 
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Note that the Application # Summary tab does not display any data until you have entered the 
grant number for at least one general ledger account in the Account Master program. 

 
 
The Grant Details tab in the Grant Manager program contains details for revenue accounts 
associated with the grant. The Grant totals panel displays a summary of expenses for the 
grant, and the Activity Detail panel displays a listing of journal entries with an effective date 
that falls within the date range entered in the Grant Totals pane. Clicking a year, quarter, or 
month on the Grant Totals pane changes the list of journal entries displayed in the Activity 
Detail panel. 
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Clicking the Grant Details tab displays general information about the grant, as well as 
information about the grantor, grantee, subgrantor, and subgrantee. 

 
 
If a grant number has been entered in the Master Grant # box, you can click the Master Grant 
# label to view that grant in a dialog box. 

 
 
Clicking the Grant Dates tab displays a listing of grant dates and the Milestones panel. 
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The Milestones panel displays a listing of entered milestones for the grant, and a Gantt chart 
that illustrates the milestones. You can view the Gantt chart by year, month, or day by 
selecting a value from the Show Gantt View By list. You can edit the grant’s milestone 
information by clicking the Edit Milestones link, which opens the Milestones program. 
The Matching/Billing tab contains panels that display information about matching funds, billing, 
and account allocations. 
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The Associated Accounts/Projects contains two panels. The first panel displays general ledger 
accounts associated with the grant, divided between expense accounts and revenue accounts. 
General ledger accounts are associated with grants by entering the grant number in the Grant 
box for the account in Account Master.  
 
The second panel contains the projects associated with the grant. Projects are associated with 
grants by entering the grant number in the Grant box on the Project Funding Source String 
screen in Project Master. 
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Life-to-Date Project Reports 
The Report Templates program contains Life-to-Date check boxes for each column definition 
on the Template Column Definitions screen. 
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Selecting the check box for a column causes the generated report to ignore the month/year 
range for the report, and instead use a life-to-date calculation. The report header includes the 
text "LTD" to indicate the life-to-date calculation, but you can change the text. Note that this is 
the only indicator of a life-to-date calculation on the report output.  

 
 

Liquidating POs with Purchase Card Transactions 
Transactions screen of the Purchase Card Statements program contains a Liquidate PO 
button.  
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In order for the button to appear on the Transactions screen, you must select the Create One 
Invoice Per P-Card Transaction check box in Accounts Payable Settings.  

 
 
In addition, the button only appears for transactions that have a non-negative amount, that 
have not already liquidated a purchase order, and that exist on a purchase card statement with 
a status of New or Released. Your user role must have permission to update purchase card 
transactions and purchase orders in order to access the Liquidate PO feature. 
 
Clicking the Liquidate PO button displays the PO Lines Available to Liquidate screen.  
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To be a valid selection on the PO Lines Available to Liquidate screen, a purchase order must 
meet the following criteria: 

• The purchase order must be posted.  

• The vendor on the transaction must match the vendor on the purchase order.  

• There must not be any outstanding change orders for the purchase order.  

• The purchase order cannot require three-way matching.  

• The purchase order cannot have a sales tax or use tax amount.  

• The purchase order cannot be associated with a contract, work order, or inventory item.  

• The order's open amount must be greater than or equal to the amount of the purchase 
card transaction.  

Selecting a purchase order detail line from the screen causes the program to display the 
Liquidate PO Line screen.  
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You can click Return to Browse on the ribbon to return to the PO Lines Available to Liquidate 
screen and make a new selection, or click Update Allocations. Clicking Update Allocations 
automatically updates the allocation lines on the purchase card transaction to match those on 
the purchase order line, including percentage allocations by account.  For example, if a 
purchase card transaction for $100 is updated to match a purchase order with a 60% allocation 
to Account A and a 40% allocation to Account B, the transaction allocates $60 to Account A 
and $40 to Account B.  
 
After updating the transaction’s allocation lines by clicking Update Allocations, the program 
displays the Liquidate button. 

 
 
Clicking Liquidate opens the P-Card Liquidation Quantity box for entry. The value entered in 
the box is liquidated from the purchase order, along with the transaction amount when you 
click Accept. The liquidated quantity can never be negative, or exceed the open quantity on the 
purchase order line.  
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You can automatically reverse the liquidation by clicking the Unliquidate PO button on the 
Transaction screen.  

 
 
Purchase orders that have been liquidated by a purchase card transaction cannot be updated 
until the purchase card statement containing the transaction has been converted into invoices. 
You can view the purchase card transactions that liquidated a purchase order by clicking P-
Card Liquidations n the Purchase Order Detail screen. 

 
 

Month End Processing 
The Month End Processing program has been redesigned for more efficient usability. The 
program includes a ribbon that contains an Actions group and a Program Links group.  
 
The buttons in the Actions group load journals and activate the month end process. Clicking 
Load Journals begins the month end process by loading all of the created journals into the 
program tables. Once the journals have been loaded, the Run Month End button is available. 
Clicking this button performs the month end processing. 
 
Clicking the buttons in the Program Links group opens report generation programs that should 
be run before completing the month end process. 
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The functionality of the Month End Processing program has not changed. 

 
 
 

Project Accounting Roles 
The Project Accounting Roles program contains three additional permissions: Maintain Project 
Strings, Maintain Revenue Allocation Setup, and Enable Project Options. 
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When the Maintain Project Strings permission is assigned to your user role, you can add, 
update, and delete expense and funding source project strings. If the check box is cleared for 
your user role, you cannot access the Add, Update, and Delete buttons on the ribbon. 
 
The Maintain Revenue Allocation Setup permission controls access to the Revenue Allocation 
section and the Allocation Lines tab in the Project Funding Source String program. If the 
permission is not assigned to your user role, you cannot access the allocation sections. 
 
The Enable Project Options permission controls access to the Close Project, Copy Project, 
and Limit Transactions options in the Project Master program.  

 

Project Ledger Mass Create 
The Project Ledger Mass Create program allows you to add new project strings to existing 
projects, which is typically done when a new segment is added to the project hierarchy. 
 
Your user role must have permission to maintain projects, project segments, and project 
strings in order to utilize this program. The program does not allow you to access segments for 
which your user role does not have data access permissions. 

 
 
The mass creation process requires you to complete the Model Segment section with the 
segment information to use as a model for the created segment, and to complete the Target 
Segment section with the code and descriptions to create. If the code to be created does not 
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exist in the system, then you can create it here. 

 
 

 
 
The Target String Defaults section contains boxes that define the string information. You can 
select the check box to keep the default information from the model string, or enter new values 
in the boxes. 

 
 
After you have completed the boxes and clicked Process, the program displays the String 
Creation screen, which lists all of the potential project strings to be created. The Select column 
contains check boxes that determine which strings are actually created when you click the 
Create option. 
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Project Locations 
The Project Master program contains a Locations button on the main program screen. 

 
 
Clicking the button opens the Project Master – Locations screen, from which you can click 
Update on the ribbon to open the table for entry of project locations. You must select existing 
Munis parcels. 
. 
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You can double-click a parcel line to view the parcel properties in a new pane. 

 
 
Clicking the MapLink button on the ribbon opens the current project locations in Munis 
MapLink. 
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Project Strings in Performance Based Budgeting 
The Activities program allows entry of project account strings as part of the performance based 
budgeting processes. Account strings are added on the Indicator Funding Summary screen. 
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The main Activities screen contains boxes for goal and actual amounts for project string 
expense dollars. The values in the boxes are calculated by using the values entered on the 
Indicator Funding Summary screen.  
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Purchase Orders Unused Numbers 
The Purchase Orders Unused Numbers program creates a list of all unused and deleted 
purchase order numbers. 

 
 
Each time a purchase order is deleted from the Purchase Order Entry program, the purchase 
order number is recorded on the Unused Numbers table. A record is also entered on the table 
each time a purchase order is canceled during the Add process or the default purchase 
number is manually overridden. This applies to all programs that allow entry of new purchase 
order numbers, such as Requisition Entry or Requisition Conversions. 
 
Your user role must have permission to maintain audit records in order to delete records from 
the Purchase Orders Unused Numbers program. The permission is assigned in Purchase 
Orders Roles. 

 

Student Activity Purchase Orders 
The Next Transaction Number box has been removed from the Student Activity Settings 

program. 
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The Student Activity Settings program contains a Purchase Orders in Use check box. 

 
 
Selecting the check box allows you to create purchase orders for Student Activity transactions, 
and also causes the Activity Tracking program to include a Default Purchase Order Action box. 
The box contains the default action code for purchase order activities.  
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Your ability to create student activity purchase orders is controlled by the permissions in 
Student Activity Roles. 

 
 

Vendor Creation/Update Workflow 
Workflow business rules are available that control entry of new vendor records and updates to 
existing vendor records. These business rules can be defined for both internal entries and 
updates, and external entries and updates. Internal sources are the result of maintenance 
performed in the Vendors program. External sources are the result of maintenance performed 
using Vendor Self Service. 
 

Vendor Workflow Field Groups 
Before you can successfully create vendor workflow business rules, you must define at least 
one vendor workflow field group, which is performed in the Vendor Workflow Field Groups 
program. 
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The program groups fields from the Vendors program in order to determine the recipient to 
which to direct workflow notifications when a field is updated. For example, you can create a 
grouping for bank information boxes. When the grouping is applied to a business rule, the 
workflow approver only receives notifications and requests for approval when a vendor’s 
banking information is changed. 

 
 

Workflow Business Rules 
Workflow groups are applied to business rules in the Workflow Business Rules program. The 
available workflow business rules are: 

• VEA (Vendor External Add) 
• VEU (Vendor External Update) 
• VIA (Vendor Internal Add) 
• VIU (Vendor Internal Update) 

 
When you create a VEA, VEU, VIA, or VIU business rule, the program sets the value of the 
Type list to WFG – Work Flow Groups. 
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The program requires you to enter at least one range of workflow groups to successfully create 
the business rule. 

 
 

Vendors 
After a vendor business rule has been created, the Vendors program displays the Changes 
Effective Date screen when you click Update or Add, depending on the business rules that 
exist. If no business rule exists for adding a vendor, the program does not display the Changes 
Effective Date screen when you add vendors. 
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Note that vendor records that have been created and are awaiting workflow approval have a 
status of Self Service. The status can only be updated after approval by the workflow approver 
for the business rule. 

 
 
After you have created or updated the vendor record, the Release option is available on the 
ribbon. 

 
 
The program also contains a Change Set list in the Audits group. This list displays the 
workflow status of the current set of changes made to the vendor record, or the entire vendor 
record if it is newly created. The available statuses are: 

• Unreleased – The change set has not been released. 

• Pending – The change set has been released and is awaiting approval. 

• Approved – The workflow approver has approved the change set. 

• Current – No changes have been made to the displayed vendor record. 
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Clicking the folder button next to the Change Set list opens the Vendor Changesets program, 
with the current vendor as the active set. 

 
 
The program displays the change set information, as well as a listing of groups affected by the 
change set. Clicking a group causes the program to display the old and new values of fields in 
that group in the Fields table.  
 
After you click Release in the Vendors program, the workflow approver can approve, reject, or 
hold the change set using the workflow buttons. After the change set has been approved, the 
program updates the status of the change set to Written, and applies them to the vendor 
record. 

 
 
If the workflow approver rejects a change set, the changes are discarded and the value of the 
Change Set list is set to Current. 
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Work Order Detail Quick Entry 
 
The Work Order Detail Quick Entry program allows you to enter all of the actual detail records 
for a work order at one time, regardless of cost type (equipment, labor, inventory, supplies, 
outsourcing, and overhead). 

 
 

Work Order Event Notifications Using Tyler Notify 
The Event Notification program can generate work order event notifications by email or 

telephone using Tyler Notify. To enable this feature, select the Use Tyler Notify check box in 

the Event Notification program. 
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After you select the check box, the program requires you to select the Tyler Notify template to 

use for the notification.  

This feature requires that Tyler Notify is implemented by your organization. 
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Work Order Labor Detail Copy 
 
The Work Order Labor Detail screen of the Work Orders program contains a Copy Line button. 
Selecting a detail line, and then clicking the Copy Line button creates a duplicate of the line 
using the date, quantity, start time, and comments of the original line. 
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Central Programs Version 10.3 
Central programs are updated to improve usability and readability. For example, when you 
click an account description in GL Account Central or when you click Details for an item in 
Inventory Central, the Details screens display in a larger, clearer format.  

 
 
Important! The Central search programs cap search results at 1000 records. The programs 
do not provide a message or other indicator when the maximum number of records is 
reached.   
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Available Web Parts Version 10.3 
Web parts are web-based portals that display information from various Tyler organizations or 
that provide links to third-party applications. The following table provides a description of web 
parts available in Munis Version 10.3 for the Tyler Dashboard and Munis tenants.   
 
Web Part Description 

Tyler Dashboard 

My Tyler Community Provides direct access to Tyler Community items such as 

forums, conversations, and groups.  

Munis 

eLearning Links Provides a catalog of available Munis eLearning tutorials; 

when you click a tutorial link, the tutorial opens in a window 

outside of the Tyler Dashboard.  

 

Financials Version 10.4 
 

Accounts Payable 

Combined Checks for One Time Pay Vendors 
Munis can combine invoice payments for one-time pay vendors into a single check. This 
feature is controlled by the value of the Separate Check check box in the Invoice Entry 
program. 

 
 
The Separate Check check box is also available in the Modify Invoices program. The default 
value of the check box in both Invoice Entry and Modify Invoices is drawn from the Separate 
Checks check box on the vendor record. Clearing the check box in Invoice Entry or Modify 
Invoices causes the Select Items to be Paid and Print Checks programs to generate a single 
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check for all invoices to the vendor. However, the following fields on each invoice must match 
exactly for those invoices to be combined on a single check: Name, DBA, Address 1, Address 
2, City, State, ZIP, SSN, and FID. If the value of any of these fields does not match exactly, a 
separate check is created for that invoice. If the Separate Check check box is selected for an 
invoice, Munis always creates a separate check for that invoice. 
 

Commodities 

Merchant Category Codes (MCC) 
The Commodities program contains an MCC Code box on the Main tab. This box holds the 
merchant category code of the commodity, which can be up to ten characters in length. 

 
 
MCC codes can be manually entered or imported by clicking the Import MCC Crosswalk 
option.  

 
 
In order to use the Import MCC Crosswalk option, you must create an import file in Excel and 
save that file with a .csv file extension. The import file contains columns for the MCC code, 
MCC description, class code, item code, compounded class-item code, and an NIGP 
description. 
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Only the MCC code, class code, and item code are mandatory. During the import process, 
Munis adds the MCC codes to commodity codes by comparing the combination of class and 
item codes to the commodity codes. For example, an import line for an MCC code of 999 with 
a class code of 11 and an item code of 222 causes Munis to add 999 to the MCC Code box of 
commodity code 11222. 
 
The JP Morgan import format in the Purchase Card Import program supports the use of MCC 
codes. The MCC code appears at the end of each line in the import file. When you import the 
file, the program examines the MCC code for each transaction and searches for the NIGP 
commodity code it is associated with in the Commodities program. If a commodity code exists 
for the MCC code, the commodity code is entered as the default value on the imported 
purchase card transaction. If no commodity code exists for the MCC code, no commodity code 
is entered for the imported purchase card transaction. 
 

Purchase Card Statements 
The Transactions screen of the Purchase Card Statements program contains MCC Code and 
Commodity Code boxes. These boxes contain the merchant category code and commodity 
code from the purchase order transaction. The values of the boxes can be manually entered if 
you have role permissions that allow you to update purchase card transactions, or the values 
can be imported during the purchase card import process. 
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Manually updating a commodity code allows you to overwrite the object code on the 
transaction allocations if a default object code exists for the commodity code and the following 
criteria are met:  

• The object code on the commodity is different from at least one of the current allocation 
object codes. 

• None of the affected allocation lines are associated with a fixed asset. 

• The object change would result in a valid account to which you have permission to post.  

 
A Require Commodity Codes on Transaction Records check box is available in the Accounts 
Payable Roles program. If the check box is selected for your user role, the Purchase Card 
Statements program prevents you from releasing a statement until all of the transactions on 
the statement have been assigned a commodity code.  
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Discount Tracking 
Munis Accounts Payable programs can track the dollar amounts of discounts taken versus 
discounts lost for paid invoices. The feature is activated by selecting the Enable Discount 
Tracking check box in the Accounts Payable Settings program. After selecting the check box, 
you must enter an object code in the Discount Object Code box. 

 
 
The object code entered in the box should be created in the Chart of Account Segments 
program, with an account type of Expense, specifically for tracking discount amounts. Once 
the object code is created, you must associate it with each general ledger expense account in 
your organization’s chart of accounts using the Account Master program. Attempting to post an 
invoice to an expense account for which the discount tracking object has not been established 
causes the invoice to have a status of Held. It cannot be posted until the tracking account has 
been created for the accounts on the invoice.  
 
When the tracking setup is complete, each time an invoice is posted, the Invoice Entry 
program creates a credit transaction to the tracking expense account when a payment is made 
within the defined discount eligibility dates for that invoice. This transaction is created in 
addition to all of the standard transaction entries associated with invoice posting. 
 

When you run the Cash Disbursements Journal program, it examines each printed check and 
generated electronic fund transfer and compares the dates of the transactions to the discount 
date of the invoices paid by the transactions. If the payment transaction occurs after the 
discount date, the program creates a debit against both the accounts payable control account 
and the discount tracking account. It then credits the cash account. This removes the discount 
tracking amount from the account total and ensures the discount reporting is accurate.  
 

After the Cash Disbursements Journal is run, reports of discount amounts lost and taken are 
created using the Discounts Taken/Lost program. 
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The program can be run using Munis Scheduler, and for a range of check dates, vendor 
numbers, and department codes. Options are available to create either a detailed or summary 
report and to sort the report by vendor or account number. 
 

Four-Way Matching 
Munis supports four-way matching for accounts payable invoices. Four-way matching functions 
in a similar manner as three-way matching, which requires entry of invoice receiving records 
before an invoice can be liquidated. Four-way matching adds the requirement of inspector 
approval of received items.  
 
The four-way matching requirement is activated by selecting the Three Way Match Required 
check box, and then entering values in the Inspection Required and By fields in Requisition 
Entry, Purchase Order Entry, or Purchase Order Change Orders programs. The selected 
inspector must approve the receipt record before you can create an invoice that liquidates a 
four-way match purchase order. 
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If you select the Inspection Required check box and enter an inspector in the Requisition Entry 
program, the values of the fields are copied to the purchase order that is created during 
requisition conversion. 
 
In order to be a valid selection in the Inspector box, the Munis user must have the Perform 
Inspections of Received Items check box selected for their user role in Purchase Orders Roles.  
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The Workflow Business Rules program contains a Purchase Order Inspections (POI) business 
rule. 

 
 
After the POI business rule is created, the Purchase Order Receiving program creates a 
notification to the inspector when a receiving record is entered against a purchase order. The 
inspector must open the Purchase Order Receiving program and use the workflow buttons to 
approve the receiving record. This updates the value of the Receipt Status box to Approved, 
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fulfills the four-way matching requirement, and allows creation of invoices against the purchase 
order. 

 
 
The Requisition Roles and Purchase Order Roles programs contain check boxes that, when 
selected, allow the assigned user the ability to override the inspection requirement for a 
requisition or purchase order. These permissions control access to the Inspection Required 
check box and Inspector box during requisition and purchase order processing. 

 
 

Importing Purchase Cards 
An Import option is available on the ribbon in the Purchase Cards program. Clicking this option 
imports a listing of purchase cards from a file. This process allows you to rapidly create 
purchase cards without requiring manual entry of individual card information. 
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When you click Import, the program displays the Purchase Card Import screen. 

 
 
Click Define, complete the fields, and then click Accept. After completing these steps, click 
Import to perform the purchase card import process. Note that if you select the Update Existing 
Cards check box, and the import file contains information for an existing card, the program 
overwrites the card information as part of the import process. 
 

Invoice Discrepancies 
An Invoice Discrepancies tab is included in the Accounts Payable Settings program. This tab 
contains check boxes that determine the invoice conditions that are to be considered 
discrepancies. 

 
 
The discrepancy criteria are evaluated when an invoice is created. When a discrepancy is 
found, the invoice triggers the AP Invoice Discrepancies (APD) business rule. This business 
rule must be created in the Workflow Business Rules program. The rule can only be set up 
with a type code of VER – Verify Approval. The APD business rule is designed to be used for 
approval of all invoice discrepancy types.  
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The Accounts Payable Roles program can be used to provide specific users with the ability to 
override specific invoice discrepancy types. This is accomplished by selecting the check boxes 
for each discrepancy type. 

 
 
When an invoice discrepancy notification is generated by the APD business rule, the approver 
can reject the invoice, update the purchase order to fix the discrepancy, or approve the invoice 
despite the discrepancy. The approver must have the appropriate check box selected for their 
user role in order to approve an invoice despite a discrepancy. 
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Use the Invoice Discrepancies program to view all of the invoices that possess a discrepancy 
that requires resolution. 

 
 
When you search for invoices based on the fields in the Invoice Information group, the results 
are displayed in the table. Only a user whose user role has been assigned override 
permissions can use the Update button to select the check boxes in the Override column. After 
the discrepancy has been overridden, normal invoice processing can occur. 
 

Maintain Vendor Certification Information 
The ability to maintain vendor certifications is controlled by the Maintain Vendor Certification 
Information check box in Accounts Payable Roles. 
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The check box is not available unless you select Yes from the Maintain Vendors list. Once the 
check box is selected, users assigned to the role can use the Modify Certificates option on the 
Certifications tab of the Vendors program to maintain vendor certification information. 

 
 
The Maintain Vendor Certification Information permission also controls access to the Minority 
Business Enterprise check box and the Modify Classifications option on the Miscellaneous tab 
of the Vendors program.  

 
 

Stale Check Comments 
The Accounts Payable Miscellaneous Codes program contains the Stale Check Comments 
code type. 
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Codes of this type are designed to be used in the Check Reconciliation program in order to 
classify stale checks. Each stale check comment code you create in Accounts Payable 
Miscellaneous Codes is available as a check box on the Stale Checks screen in the Check 
Reconciliation program.  

 
 
The stale check comments can be used as selection criteria when generating stale check 
letters to the appropriate vendors.  
 

Bid Management 

Vendor Self Service Bid Results 
A Post Bid Results to Vendor Self Service check box is available in the Create Bids program. 
Selecting the check box for a bid record causes the program to publish the results of the 
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bidding to Vendor Self Service (VSS) after the bidding has closed and the bid has been 
awarded. 

 
 
To view the bid results, the bid must have a status of 8 – Awarding or 9 – Closed and the 
Approved Status must be Approved. The bid must also contain at least one commodity code. If 
these criteria are met, click the View Bid Results button on the bid details page in VSS. 

 
 
Clicking the button causes Vendor Self Service to open the Bid Results page. This page lists 
all of the vendors that submitted a bid, the number of awarded items, and the makeup of each 
vendor’s bid. The page can be viewed without logging in to Vendor Self Service, as the results 
of bidding are public domain information. 
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Budgeting 

Define/Start Budget Projection 
When creating a budget projection, the Define/Start Budget Projection program allows you to 
select Prior Year Remaining Available Budget from the Budget Amounts to Use list. The option 
is available for all fund types, and selecting it for a fund causes the program to enter the prior 
year’s last available budget amount as the original amount in the new projection. 
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Contract Management 

Contract Entry 

Contract Workflow Options 
The Workflow list in the Contract Entry program contains two additional options: Notify After 
Percent and Approve After Percent.  

 
 
Selecting Notify After Percent causes the program to only create a notification to the contract 
administrator when the percentage defined in the Notification Percentage box has been 
expended. When you select Approve After Percent, the Contract Entry program only includes 
the administrator in the workflow process after the defined expenditure percentage has been 
reached. If you select Notify After Percent or Approve After Percent from the Workflow list, you 
must enter a value greater than zero in the Notification Percentage box. 
 
These list options are designed to allow the contract administrator to only receive contract 
notifications when the contract nears completion, instead of receiving notifications throughout 
the life of the contract. 
 

Copying Contracts 
The Contract Entry program can create new contract records by copying existing contract 
records. This is done by clicking Duplicate on the Munis ribbon. 
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Only contracts with an enforcement method of Not to Exceed can be copied. Attempting to 
duplicate a contract that does not meet these criteria causes the program to display an error 
message. 
 
When you click Duplicate, the program automatically selects the next available contract 
number and opens the fields for entry. You can retain the information from the original contract 
or modify the data for the new contract. 
 

Subcontractor Goals 
A Subcontractor Goals table has been added on the Subcontractors tab in the Contract Entry 
and Contract Change Orders programs. The table is designed to assist in tracking, enforcing, 
and reporting the spending of contract amounts with minority or small business enterprises. 

 
 
The table displays the planned percentage and dollar amount to be spent with businesses that 
possess minority business enterprise certifications.  
 
You must click the Goals button to define the overall contract MBE percentage totals. This 
opens the Contract Goals screen, which is used to view and maintain goal details for the 
contract. 
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On the ribbon, click Update to open the fields on the screen for entry. You must first enter a 
total percentage in the Total Percent box. After entering the total percentage, define the 
classification codes that make up the percentage by selecting them in the MBE Classification 
column and assigning a goal percentage to each code. 

 
 
Percentages that have been waived are entered in the Waived Percent box. If you enter a 
value in the box, you must select a waived reason code. The codes available from the list are 
defined in the Accounts Payable Miscellaneous Codes program. 
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After you complete the Contract Goals screen, click Accept and then return to the main 
Contract Entry screen. 
 
In order to enter information in the Subcontractor Goals table, the contract must have at least 
one subcontractor. That subcontractor must have at least one minority business enterprise 
certification. 
 
Click the subcontractor that has MBE certifications to highlight it, and then click Modify 
Subcontractor Goals. The program opens the Subcontractor Goals table for entry of planned 
percentages to be met by using the subcontractor. 
 

 
 
Complete the planned percentage values. The program automatically calculates the Planned 
Amount column based on these percentages and the contract amount. Clicking Accept saves 
the percentages. 
 
Use the Goals button to view the updated contract goal values. 
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Fixed Assets 

Fixed Asset Work File 

Purchase Order Groups 
The Fixed Asset Work File program contains a Select Purchase Order Groups check box in 
the Invoice Import group on the Invoice Import screen. 

 
 
If you select the check box when defining the invoice import, the program automatically selects 
all work records that have the same purchase order number when you select a check box in 
the Work Records table. The selection is based on the value of the PO Number and PO Year 
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columns in the table. The check box has no effect if only one work record is associated with a 
purchase order.  
 
When performing an import, the program can split invoices into separate work records based 
on the value of the Capitalization Amount and Create Separate Asset fields in Fixed Asset 
Settings. 

 
 
If the capitalization amount is greater than the imported invoice amount, and the Create 
Separate Assets check box is cleared, the Fixed Asset Work File program only generates a 
single fixed asset work file record. If the check box is selected, the program creates a number 
of fixed asset work file records that matches the quantity on the invoice. 
 

Work Order Assets 
The Fixed Asset Work File program can create work order asset records at the same time it 
creates fixed asset records. In order to create a work order asset record, you must select the 
Create Work Order Asset check box. The check box is not available if your organization does 
ot use the Munis Work Orders, Fleet, and Facilities product. 
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If you select the check box, you must complete the rest of the fields in the Work Order Asset 
section. After you complete the fields and process the work file, the program displays a 
message that indicates the number of work order asset records to be created. 

 
 
After the work order asset is created, it can be viewed in the appropriate work order asset 
maintenance program. 
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General Ledger 

Account Merge 
The Account Merge program is available. Use this program to merge two accounts into a 
single account. The historical data from the original account is added to the target account. 
Perform a mass merge by clicking Mass Account Merge Import on the ribbon and defining the 
import file.  

 
 

Budget Rollups 
The Budget Rollup Groups program has been removed and replaced with the Budget Rollups 
program.  
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The Budget Rollups program links general ledger accounts together in order to create budget 
rollup groups and subgroups. Accounts that have been combined into a budget rollup group or 
subgroup use the combined budget of all accounts in the group as the available budget for 
transactions. For example, Account A has a budget of $10,000 and Accounts B and C each 
have a budget of $1,000. If these three accounts are assigned to budget rollup group ABC, the 
available budget for the rollup group is $12,000. A transaction of $2,000 entered against 
Account B will be allowed due to the combined budget of the rollup group.  
 
When you open Budget Rollups, it immediately displays all of the rollup codes that exist for 
your organization. Click a rollup code to display its details and a list of accounts to which it has 
been assigned. 
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Use the Search box to find a specific rollup code or click Advanced to expand the search pane 
and display additional search criteria boxes. Clicking View All displays all of the rollup codes 
that exist in your system. 

 
 
Clicking Add Group opens the Add Rollup Group dialog box, which contains the data needed 
to create a new rollup code. 

 
 
To remove a code, highlight the code and then click Delete Group. The program displays a 
confirmation message before removing the group code.  

 
 
When you click Sub Groups, the Budget Rollups program displays the Add Sub Rollup Group 
dialog box. Use this dialog box to define a new sub group. 
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Click Account Associations to open the Account Associations dialog box, which allows you to 
automatically add the rollup code to all accounts in a defined range. This also causes the 
Account Master and Chart Manager programs to automatically add the rollup code to any 
newly created account that falls within the defined range. 

 
 
Export the active set of rollup code information to an email or Excel by clicking the Email and 
Excel buttons on the ribbon. 
 
In order to maintain budget rollup group codes, your user role must be assigned the General 
Maintenance to Budget Rollup Codes permission in Budget Roles. 
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Rollup group codes are stored on the glmaster table and can be searched for or filtered by 
using the Find by Segment screens in all Munis programs.  

 
 

General Ledger Roles 
The General Ledger Roles program contains permissions that control users’ ability to post to 
inactive accounts and to post one-sided journal entries. 
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Selecting the Allow Posting to Inactive Accounts check box grants users assigned to the role 
the ability to post transactions to general ledger accounts that have a status of Inactive. 
Clearing the check box causes Munis programs to disallow transactions to inactive accounts 
and display an error message when a user attempts to enter an inactive account. 
 
If the Allow One Sided Journal Entries check box is cleared for a user role, users assigned to 
the role must always enter balanced general ledger journal entries. Select the box to allow 
entry of one-sided journals.  
 

Project Accounting 

Project Accounting Budget Processes 

Project Budget Import 
The Project Budget Import program is available. Use this program to import an Excel file that 
contains three columns and a header row. The column titles on the header row must be: PL 
String, Amount, and Text. The columns can appear in any order in the import file.  
 
Successfully importing a correctly formatted file creates project budget package amounts for 
an existing budget package. Alternatively, click the Add New Project Budget Package button 
before performing the import to enter the imported values into a new package. If you import the 
information into an existing budget package, the program overwrites all of the existing 
amounts.  
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Project Budget Package Generation 
The Project Budget Package Generation program contains a Projects table. 

 
 
Selecting project codes using the table directs the program to include multiple projects when 
generating a budget package. Any project that is currently active in your Munis system is 
available for selection. 
 

Purchasing 

Non-Standard Requisitions 
The ability to define non-standard requisitions is available in the Requisition Entry program. 
Non-standard requisitions can be routed differently than standard requisitions when processed 
using Munis Workflow. 
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In order to define non-standard requisitions, you must first create a user-defined field in the 
User Defined Fields program with a field number of 999 for the Requisition Entry program.  

 
 
After defining the field, use the User Defined Codes program to create the non-standard 
requisition category codes. 

 
 
Once the user-defined field and codes have been created, define REQ business rules based 
on the value of the user-defined field in the Workflow Business Rules program. 
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Each user-defined category for field 999 in Requisition Entry is available in the User Defined 
box. The workflow business rules for these user-defined category codes are defined in the 
same manner as other business rules.  
 

Purchase Order Notification Percentages 
Munis allows you to define a spending threshold percentage for purchase orders. This is done 
by creating a Purchase Order Spend Threshold (PST) business rule in the Workflow Business 
Rules program.  

 
 
Creation of the PST business rule does not require you to define any workflow parameters. 
Only the existence of the rule is required. Each purchase order defines the recipient of the 
generated notifications. 
 
After you have created the PST business rule, the Purchase Order Change Orders, Purchase 
Order Entry, Request for Item, and Requisition Entry programs contain a Notification Threshold 
% box on the Terms/Miscellaneous tab. 
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The value entered in the Notification Threshold % box is used by the Invoice Entry program. 
When an invoice liquidation exceeds the notification percentage of the associated purchase 
order, Invoice Entry generates a notification email to the requester (if the purchase order was 
converted from a requisition) and the buyer, as listed on the purchase order. Both the buyer 
and the requester must have a defined email address in User Attributes in order to receive the 
notification email.  
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This feature is designed for use with blanket purchase orders and is intended to serve as an 
expiration warning based on the liquidation of the remaining purchase order amount.  
 

Requisition Conversion Restrictions 
The Purchase Order Roles program contains a Maximum Requisition to PO Conversion 
Amount box. The value of the box is the maximum requisition dollar amount that a user 
assigned to the role can convert to a purchase order. To grant a user permission to convert 
any requisition, regardless of dollar value, enter 0.00 in the box.  

 
 
When you attempt to convert a requisition to a purchase order, Munis uses a combination of 
the value of the Maximum Requisition to PO Conversion Amount box in Purchase Order Roles 
and the Requisition Conversion Options setting in Purchase Order Settings. 

 
 
Selecting No Workflow as the requisition conversion option prevents users from converting any 
record that exceeds the threshold amount for their user role. In order to convert a requisition 
that is outside the amount threshold, a different Munis user with the correct threshold value 
must access the record.  
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If you select the No Workflow – Allow Final Approver to Convert to PO/Contract option, the 
conversion is performed by the final workflow approver as determined by the REQ business 
rule. The workflow approver is still bound by the conversion threshold amount for their user 
role and cannot convert any requisition record that exceeds that amount, regardless of which 
program they attempt to use.  
 
When selected, the Use Workflow option causes all requisition conversion to be controlled by 
the minimum and maximum amounts defined for the RQC business rule. 

  
 

Work Orders, Fleet, and Facilities 

Asset Work Order Inquiry 
The Asset Work Order Inquiry program is designed for use by shop or warehouse staff and is 
compatible with barcode scanners. The program searches for any outstanding or upcoming 
work orders associated with an asset. 
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The Tag Number box in the Equipment Asset or Facility/Location Asset group is replaced with 
a different asset identifier box by changing the value of the Asset Work Order Inquiry Source 
list in Work Orders Settings. The available options are asset number, code, tag number, or 
serial number.  

 
 
When the Asset Work Order Inquiry program opens, you must select an asset type from the 
provided list. The selection you make from this list determines which asset identification fields 
appear on the program screen. 
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After you manually enter the asset identifier and click Accept, or scan the asset barcode, the 
program displays all of the work orders associated with the asset. 
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Click the Pending Work Orders tab or the Completed Work Orders tab to view a listing of the 
asset’s work orders of that status. The PM Scheduled Soon tab displays any upcoming 
preventative maintenance work orders for the asset.  
 
Clicking the Create Work Order button opens a new record in the Work Orders program with 
the asset information fields already completed. 
 

Work Order Asset Grouping 
Work orders can be defined for a group of assets, and then charged against each asset listed 
on a single work order. For example, you could create a work order to rotate the tires of every 
vehicle in your organization’s motor pool, and then distribute the costs to each vehicle in the 
grouping.  
 
To group work order assets, select the Asset Group check box in the Subject of Service group 
on the Main tab in the Work Orders program during work order creation. 
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When you select the check box, the program sets the value of the Code box to Class Grouped. 

 
 
Clicking the yellow folder button next to the Code box opens the PM Asset Grouping screen.  
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Use this screen to define the asset class code from which to select assets, and then select 
individual assets of that class code to include on the work order. When the work is complete 
and the work order closed, the program distributes the total cost evenly across all of the 
assets. 

 
 

Work Orders App 
Munis Work Orders is available from the Microsoft Windows 8 App Store. The application 
displays a registered user's assigned work orders and allows that user to update work order 
details using a mobile device. 
 
The Work Orders application is designed to be used with a Windows 8 tablet. However, you 
can successfully use the application on a personal computer that is running the Windows 8 
operating system. The Work Orders application also requires a direct connection to your Munis 
database so before using the app, you must contact Munis Operating System and Database 
Administration (OSDBA) support services to receive an URI address that is specific to your 
organization.  
 
When the app is successfully connected to your organization’s database, it displays all of the 
work orders that have been assigned to your Munis employee number. The work orders can 
be sorted by number or status. 
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Tap a work order to open it in a detailed view, and then tap a Task item to view the Detail pane 
for that task. Tapping a detail type, such as Labor, displays the detail information in a new 
pane. 

 
 
To add a labor, inventory, or equipment detail record to a task, tap the Task to select it, flick 
upward from the bottom of the screen, and then tap Add Labor, Add Inventory, or Add 
Equipment. Change the status of a task by tapping Change Status. 
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System Administration – Financial Roles 
The following table provides a description of permission changes in the Munis Roles programs 
for Accounts Payable, Budget, General Ledger, Item File, Purchase Orders, and Requisitions 
programs.  

Module Field Name Description 

Accounts Payable 

 Authorize Payment of Invoice to 

Expired Purchase  

This check box, if selected, grants 

users assigned to the role 

permissions to override an expired 

purchase order invoice 

discrepancy. The default value is 

not selected. 

 • Authorize Payment of Invoice 

with no Purchase Order  

• Authorize Payment of Invoice 

with a Unit Price Variance  

• Authorize Payment of Invoice 

with Quantity Variance  

• Authorize Payment of a Direct 

Pay invoice without 

Commodity Code  

Each of these check boxes, if 

selected, grant users assigned to 

the role permission to manage 

payments for invoice discrepancies. 

The default value for each check 

box is not selected. 

 Require Commodity Codes on 

Transaction Records  

When this check box is selected, 

users assigned to the role are 

required to provide commodity 

codes on P-Card transaction 

records. 

 View Others' Purchase Cards and 

Statements  

 

This data access list determines a 

role's ability to view other users' 

purchase card and statement 

information: Full, None, or Limited 

by Department. If you select None, 

users assigned to the role have no 

permissions to access others' 

purchase card information; if you 

select Full, users assigned to the 

role have full permissions to access 
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Module Field Name Description 

others' purchase card information.  

If you select Limited, when you 

save the record, the program 

displays the View Others' Purchase 

Cards and Statements screen, 

where you can restrict access to 

view other users purchase cards 

information by department.  

The default value is None. 

 View Purchase Card Account 

Numbers  

If selected, this check box allows 

users assigned to this role to view 

account numbers assigned to 

purchase cards. The default value 

is not selected.   

 Allow Vendor Remit Maintenance  

Replaces the Allow Vendor Remit 

Maintenance check box. 

This data access list controls the 

user role's ability to add and 

maintain vendor address records. 

The list contains the following 

selections: Full, Limited, and None. 

In order to use the Limited option to 

restrict users to a specific address 

type, your organization must clear 

the Use General Vendor Address 

Types check box on the Vendors 

tab in the Accounts Payable 

Settings program. 

Important!  

For V10.4, the Limited option is not 

applicable. Select Full to grant 

address maintenance permissions; 

select None to prohibit users from 

updating address records.   

 Override Special Conditions 

Preventing Payment  

If selected, users assigned to this 

role can override special conditions 

that are preventing payments from 

being applied. The default value for 

this check box is not selected (No). 

Budget 
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Module Field Name Description 

 General Maintenance to Budget 

Rollup Codes  

This check box, if selected, allows 

users assigned to the role to add 

and update budget rollup codes and 

their threshold values.. 

General Ledger  

 Allow Posting to Inactive Accounts  This check box, if selected, allows 

users to post transactions to 

accounts with a status of Inactive.  

 Allow One Sided Journal Entries This check box, if selected, allows 

users to post out-of-balance 

general and recurring journal 

entries. 

Item File 

 Allow Purchase of Items with No 

Supplier Records  

 

. 

This check box, if selected,  

allows users to override the supplier 

records on items that have active 

supplier records. Users without this 

permission can purchase items that 

have no supplier records. 

 Maintain Items  The Maintain Items check box, if 

selected, allows users to maintain 

attributes for purchased items. The 

default value is not selected. 

 Purchase Sourced Items by 

Department  

The Purchase Sourced Items by 

Department list restricts item 

maintenance to defined 

departments 

Purchase Orders 

 Maximum Requisition to PO 

Conversion Amount 

This permission specifies the 

maximum requisition amount that a 

user assigned to this role can 

convert to a purchase order. The 

user cannot convert a requisition for 

an amount greater than the amount 

specified in this permission. 

 Perform Inspections of Received 

Items  

 

If selected, this check box grants 

the user permission to complete 

inspections on received items. The 
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Module Field Name Description 

default value for this check box is 

not selected.  

 Override Inspection Requirement The Override Inspection 

Requirement on POs check box is 

also available. This check box, if 

selected, grants the user 

permission to override the 

inspection requirement on purchase 

orders. The default value is not 

selected. 

Requisitions 

 Override Inspection Requirement on 

REQs  

If selected, the check box grants 

the user permissions to override the 

inspection requirement on 

requisitions. The default value for 

this check box is not required.  
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Munis Central Programs 
Central programs are updated to improve usability and readability. For example, when you 
click an account description in GL Account Central or when you click Details for an item in 
Inventory Central, the Details screens display in a larger, clearer format.  

 
 

Expenditure Command Center 
Expenditure Command Center is a consolidated, centralized program used to access financial 
information from your Munis database. The program enforces all role based permissions 
related to the programs and data that it accesses. Clicking the options on the left menu cause 
the program to display the Expenditures Activity, Purchasing, Accounts Payable, Vendors, and 
Accounts panes. 
 
The Expenditures Activity pane provides a search box that can be used to find checks, 
invoices, contracts, contract line items, purchase orders, purchase order line items, and 
requisitions. The records displayed as the result of a successful search are drawn from your 
Munis database. The options for each record allow you to access a variety of financial 
information. 
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The Purchasing pane contains tabs for requisition, contract, bid, and purchase card 
information. The buttons on the ribbon of each tab open Munis programs that allow you to 
maintain records. 
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The Accounts Payable pane consists of a Disbursements tab and a PCards tab. The ribbon 
options for these tabs open various Munis programs used to maintain accounts payable data. 

 
 
Use the Vendor pane to view and maintain vendor information on the Vendors and 1099s tabs. 
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The Accounts pane is an interface for the GL Account Central program. 
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Munis Financials 10.5 
This document provides an overview of the major Financials enhancements available for early 
adoption of Munis® Version 10.5. 
 

Accounts Payable 10.5 

Accounts Payable Roles 

Maintain Vendors on Purchase Card Transactions 
Accounts Payable Roles contains a Maintain Vendor on Purchase Card Transactions check 
box. 

 
 
In order to access and modify vendor information on a purchase card transaction, the check 
box must be selected for your user role. When the check box is selected, you can access the 
Vendor box on the Transactions screen of the Purchase Card Statements program by clicking 
Update on the ribbon. When the check box is not selected for your user role, the Vendor box is 
inaccessible when you click Update. 
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Modify 1099 and Fixed Asset Codes 
The Accounts Payable Roles program contains Modify 1099 Codes and Modify Fixed Asset 
Codes check boxes. 

 
 
When the check boxes are selected for your user role, the 1099 Box and Fixed Asset lists are 
accessible on the detail entry screens of the Invoice Entry, Modify Invoices, and Recurring 
Invoices programs. When the check boxes are cleared, the lists are visible but inaccessible. 

 
 

Vendor Banking Information 
The Accounts Payable Roles program includes a View/Maintain Vendor Banking Information 
check box. The check box controls a user’s ability to view banking information on a vendor 
record.  
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When the check box is selected for your role, the Vendors program displays the Banking 
Information group on the General tab. When the View/Maintain Vendor Banking Information 
check box is cleared for your user role, the Banking Information group is not visible in the 
Vendors program. 
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The value of the View/Maintain Vendor Banking Information check box also controls whether 
vendor banking information appears on the Addresses screen in the Vendors program. 

 
 

Check Printing Workflow Approvals 
The APH – AP Check Approvals business rule is available. This rule controls the ability to print 
accounts payable checks using the Print Checks program.  
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After the APH business rule has been defined, the Print Checks program includes Release and 
Approvals options on the ribbon. 

 
 
Complete the check run information, and then click Release. Click Approvals to submit the 
check printing run to workflow. Once a cash account has been used on a check run that has 
not been approved using workflow, that cash account cannot be used on another check run 
until the original run has been approved.  
 

PDF Invoice Bar Code Label Printing 
Invoice Entry provides the option to print invoice bar code labels as PDF files. In order to utilize 
this feature, your organization must have Tyler Content Manager installed, the Enable Printing 
Invoice Barcode Labels for TCM check box must be selected in Accounts Payable Settings, 
and your user role must be assigned the Allow Printing of Invoice Barcodes permission in 
Accounts Payable Roles.  
 
After you enter an invoice when those three criteria are met, the Invoice Entry program 
displays the Print Labels screen.  

 
 
This screen requires you to enter the number of pages on the invoice, and then select a 
printing option. The available options are: 

• Print Now – the program immediately prints the PDF label to the Munis printer.  

• Add to Queue – the PDF label is added to a print queue for later printing. This option is 
typically used when you are creating multiple invoices at one time and prefer to print all 
of the labels at a later time. When you click this button, the program adds the label to 
the queue and returns to the Invoice Entry screen. To access the Print Labels screen in 
order to print the queue, click Print Label on the ribbon in Invoice Entry.  

• Print Queue – the program immediately prints all of the labels currently stored in the 
print queue. The number in parentheses is the number of PDF labels currently in the 
queue. Printing labels resets the number to zero. 
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The Print Labels screen displays a Define Printer option on the ribbon. Click this option to open 
the Select a Printing Destination screen, which allows you to direct the program to print to PDF 
for printing on a standard printer or to print to a label printer.  

 
 

Bid Management 10.5 

Bid Pricing Import 
An Import Vendor Prices option is available on the ribbon in the Enter Vendor Bid Prices 
program. Clicking this option opens the Vendor Bid Prices Import screen. 

 
 
The Vendor Bid Prices Import screen imports a file in .csv format that contains the vendor bid 
prices for the entered bid. You can import pricing information only for bids that exist in the 
Munis system. If the import file applies to a bid that has not been entered in Munis, you must 
first create the bid record before performing the import. 
 
After the import is complete, view the bid pricing information by clicking Details on the Enter 
Vendor Bid Prices program screen. 
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Budgeting 10.5 

Budget Check During Posting 
The Budget Transfers and Amendments program performs a budget check when posting a 
transfer. This ensures that when a delay between entry of the transfer and posting occurs due 
to the workflow approval process, the funds are actually available at the time the transfer is 
posted.  
 
A Bypass Over Budget Conditions at the Time of Posting list is available in Budget Roles. In 
order to access the list, the Post Amendments check box must be selected for the user role. If 
the check box is cleared, the value of the list is Never and it cannot be updated. 
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For user roles that can post amendments, the options available from the Bypass Over Budget 
Conditions list are:  

• Always - allows an override without displaying a warning message. 

• Never - prevents entry of any over budget conditions. 

• Override with Warning - allows the user to override the budget condition after confirming 
a warning message.  

 

Budget Transfers Balance by Segment 
Using the Budget Roles program, you can require that budget transfers be in balance by a 
specific account segment. This is done by selecting a segment value from the Budget 
Transfers Need to be In Balance by GL Account Segment list. 

 
 
Select any segment value from two through eight, the object code, or the project code. Once 
this permission is applied, all budget transfers created by users assigned to the role must be in 
balance by the selected segment.  
 



 
 

Munis Major Enhancements, Financials Version 10.3-10.5 
Page 106 
 

Employee Expense 10.5 

Annual Spending Limits 
The ability to define an annual spending limit for an employee is available in the Expense 
Claim Templates program. To apply a spending limit, enter the dollar amount in the Annual 
Spending Limit per Employee box. Select Fiscal Year or Calendar Year from the Enforced By 
list to define how the spending limit is calculated. This spending limit applies to all employees 
in your Munis database that use the claim template. Spending limits are calculated based on 
the start dates and totals of all estimated and actual claims. Rejected claims do not count 
against the spending limit. 

 
 
When you attempt to create an expense claim for employee who has exceeded the spending 
limit for the selected template in the Expense Claims program, the program displays a warning 
message. The message indicates that the employee has exceeded the template’s spending 
limit and includes the employee’s current spending total. 

 
 
This warning message is for informational purposes only. After you click OK to acknowledge 
the warning message, the Expense Claims program continues with the claim process. If the 
claim should not be completed due to the spending limit, you must manually cancel entry of the 
claim record. 
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Employee Expense Workflow 
The Workflow Business Rules program provides the option to send notifications and approvals 
for the Employee Expense Actual Claim (EEA), Employee Expense Estimate Claim (EEE), and 
Claim Created Notification (EEN) rules based on employee location and supervisor. 
To route a business rule by employee location, select a value from the Location list.  

 
 
To route expense claims directly to an employee’s supervisor, select one of the 
SUPERVISOR1 through SUPERVISOR5 options from the Select Approver(s) for this Business 
Rule screen. The screen is accessed by clicking the field help button in the Approver(s) box in 
the Business Rules program. 
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Selecting SUPERVISOR1 sends the approval or notification to the employee’s direct 
supervisor. This is the supervisor who is listed on the Address tab of the Employee Master 
program for the employee that appears on the claim. 

 
 
If you select SUPERVISOR2, the approval or notification is sent to the supervisor’s supervisor. 
Selecting SUPERVISOR3 causes the notification to be sent to the third level supervisor, and 
so on. 
 
Both the routing by location and delivery to a supervisor features require that your organization 
have Munis Payroll installed. Attempting to route Employee Expense business rules by 
location or supervisor without Munis Payroll causes the process to fail. 
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Fixed Assets 10.5 

Fixed Asset Depreciation Recalculation 
The Depreciation Recalculation program is available. The program recalculates and updates 
existing depreciation values for an asset.  

 
 
In order to recalculate depreciation, you must select an asset that has existing depreciation 
and that has no pending transactions of any type. You cannot recalculate depreciation for 
assets with pending transactions.  
 
After you select a valid asset, the program displays the original depreciation values in the fields 
in the Current Depreciation column and makes the fields in the Recalculation column available 
for entry. 
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Update the values of the Estimated Salvage Value, Estimated Useful Life, Depreciation 
Method, First Year/Period, and Depreciation Principle fields in the Recalculation column in 
order to redefine the asset’s depreciation amounts. After you complete the updates and click 
Recalc on the ribbon, the program displays the new values in the New Depreciation column.  
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The depreciation recalculation is not complete until you click Post on the ribbon and create the 
adjustment detail report. 

 
 

General Ledger 10.5  

Account Access by Status 
The General Ledger Roles program provides the ability to restrict account access during 
transaction entry based on account status. Access is restricted by clearing the check boxes in 
the Data Access group. 

 
 
The check boxes are not mutually exclusive. You can grant or deny access to any combination 
of active, inactive, and closed accounts. Access based on status combines with access based 
on segment. For example, if you have been given permission to access accounts with a fund 
value of 1000 and all accounts of Active status, any account that is inactive or closed and not 
in fund 1000 is not available to you.  
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Budget Override Password 
A Budget Override Settings tab has been added to the General Ledger Settings program.  

 
 
When a budget override password has been defined, Munis programs require entry of that 
password when you attempt to override the available budget warning for an account during 
entry of a transaction. If you do not enter a password, or enter an incorrect password, an error 
message appears. Entering the correct password allows you to continue processing the 
transaction. 

 
 
The requirement to enter a password does not apply to users who have been assigned the 
Override Budget Amounts permission in General Ledger Roles. 
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Fund Balancing 

General Ledger Settings and Chart of Account Segments 
The General Ledger Settings program has been updated to facilitate fund-segment balancing 
at the individual fund level. The Journals Balance to Fund list has been renamed as Secondary 
and moved to a Balancing Level group on the General tab. The value selected from the list 
determines the fund and segment combination by which your organization balances.  

 
 
The Secondary list contains all of the segment values defined on the Segment Sizes tab. It 
also contains a Defined by Fund option. Selecting this option allows individual funds to balance 
by different segment combinations, instead of defining the fund and segment combination at 
the system level. 
 
When Defined by Fund is selected from the Secondary list, the Chart of Account Segments 
program displays a Secondary Balancing Level list for fund segments. This list determines the 
segment by which the selected fund balances. The value of the list can be defined only for new 
funds in order to prevent the balancing segment of an existing fund from being changed during 
a fiscal year. All existing funds have a value of None. You cannot manually update an account 
to balance from one segment to another after creation.  
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Due To/Due From Setup 
The Due To/Due From Setup program has been altered to ensure compatibility with 
organizations that balance to a fund-segment combination. The program can define due to/due 
from relationships by object code, instead of by account.  

 
 
An account that utilizes the entered object codes must exist for each balancing segment in 
order for the due to/due from process to complete successfully. Organizations that balance at 
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the fund level can also define due to/due from relationships by object code. Correct setup of 
due to/due from objects eliminates the need to set up Journal Source Posting records. 
 

Inventory 10.5 

PDF Inventory Bar Code Label Printing 
The Inventory Items program provides the option to print inventory bar code labels as PDF 
files.  
 
On the ribbon, click Print Label to open the Print Labels screen. 

 
 
The Print Labels screen allows you to direct the program to print to PDF for printing on a 
standard printer or to print the label using a label printer.  

 
 
Select PDF, and then click Accept. This causes the program to generate a PDF file of the 
barcode label that can then be printed directly from your PC to a connected printer. 
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Purchasing 10.5 

Expiration Dates in Purchase Order Receiving 
Purchasing Settings contains an Enforce Purchase Order Expiration Date in PO Receiving 
check box on the Requisition and Purchase Order Settings tab.  

 
 
Selecting the check box directs the Purchase Order Receiving and Purchase Order Quick 
Receipt programs to disallow entry of receiving records for orders that have passed their 
expiration date as defined in Purchase Order Entry. In addition, Purchase Order Change 
Orders does not allow changes to order quantities for expired purchase orders. 
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Modify 1099 and Fixed Asset Codes 
The Purchase Order Roles and Requisition Roles programs contain Modify 1099 Codes and 
Modify Fixed Asset Codes check boxes. 

 
 
When the check boxes are selected, the 1099 Box and Fixed Asset lists are accessible on the 
detail entry screens of the Purchase Order Change Orders, Purchase Order Entry, and 
Requisition Entry programs. If the check boxes are cleared, the lists are visible but 
inaccessible. 
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Purchasing Settings 
The Purchase Order Settings program has been renamed as Purchasing Settings. The fields 
available on the program screen have been divided into the following tabs: Bid Settings, 
Contract Settings, Inventory Settings, Requisition and Purchase Order Settings, Third Party 
Interface Settings, and Global Settings. 

 
 
Purchasing Settings creates audit records each time a setting is changed. To view the audit 
history, click Audits on the ribbon. This opens the Purchasing Settings Audits screen, which 
contains a complete change history for each tab in the Purchasing Settings program. 
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Click Lock Check on the ribbon in the Purchasing Settings program to view and clear any locks 
that have been applied to the program. The Lock Check screen displays the Munis user that 
has locked the program. Clicking Delete on the ribbon clears the lock. 

 
 

Requisition Conversion to Contracts 
The Requisition Entry program allows you to select a contract enforcement method during 
creation of a requisition. The Convert To list contains an option for each contract enforcement 
method defined in the Contract Settings program.  

 
 
The enforcement methods available for selection from the Convert To list are determined by 
your user role. In order for an enforcement method to be available, you must be granted 
permission to create contracts of that type in Contract Management Roles. If the Create New 
Contracts check box in Contract Management Roles has not been selected for your user role, 
none of the enforcement methods are available and you can select only Purchase Order from 
the list. 
 
When the value of the Convert To list is Purchase Order, Contract: Encumbered Accounts, or 
Contract: Items w/Encumbered Accounts, Requisition Entry performs a budget check on the 
allocation lines entered on the requisition. The program sets the value of the Budget code 
column (U or A) on each allocation line based on the result of the budget check. When the 
value of the list is any other value, the program does not perform budget checks on the 
allocation lines and the value of the Budget column is U for all lines.  
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If a requisition is initially designated to convert to a purchase order, or a contract with an 
enforcement method of Contract: Encumbered Accounts, or Contract: Items w/Encumbered 
Accounts, and the value of the Convert To list is later changed to another value, the program 
automatically updates the value of the Budget column on each allocation line to U. If a 
requisition is entered without one of those three contract enforcement types and later changed 
to one, the program performs budget checks on the allocation lines and sets the value of the 
Budget column based on those checks.  
 

Workflow Routing by Contract 
The POE – Purchase Order Entry, POM – Purchase Order Maintenance, REQ – Requisition 
Entry, and RQC – Requisition Conversion business rules can be defined to route workflow 
approvals and notifications based on the existence of a contract on the record. In the Business 
Rules program, the POE, POM, REQ, and RQC business rules include a Contract Exists list. 

 
 
The options available from the list are Yes, No, and Both. Select Yes to configure the business 
rule to apply only to records that are associated with a contract. Select No to configure the 
business rule to apply only to records without a contract, and. Select Both to configure the 
business rule  to apply to all records regardless of whether they are associated with a contract 
or not.  
 
The My Workflow web part includes the contract number when you click View Details for 
workflow actions with the REQ business rule type. 
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System Administration – Financial Roles 10.5 
The following table provides a description of permission changes in the Munis Roles programs 
for Accounts Payable, Budget, General Ledger, Purchase Orders, and Requisitions programs.  

Module Field Name Description 

Accounts Payable 

 Allow Mass Update of Inactive 
Bank Codes 

The Allow Mass Update of Inactive Bank 
Codes permission grants users assigned 
to the role permission to mass update 
inactive bank codes. 

 Allow Printing of Invoice Bar 
Codes 

The Allow Printing of Invoice Barcodes 
check box, if selected, allows users 
assigned to the role to print barcode 
labels for invoices. The default value for 
this permission is not selected. In addition 
to this permission, to print barcodes, Tyler 
Content Manager (TCM) must be 
installed and in the Accounts Payable 
Settings program, the Enable Printing 
Invoice Barcode Labels for TCM check 
box must be selected. 

 Maintain Vendors on Purchase 
Card Transactions 

If selected, users assigned to the role can 
maintain vendor details on purchase card 
transactions. 

 Modify 1099 Codes 
Modify Fixed Asset Codes 

When selected, these check boxes allow 
users assigned to the role to modify the 
default 1099 and fixed asset codes on 
invoices. 

 View/Maintain Vendor Banking 
Information 

The View/Maintain Vendor Banking 
Information permission grants users 
assigned to the role the ability to view and 
maintain banking information in the 
Vendors program.  

Budget 

 Budget Transfers Need to be in 
Balance by GL Account 
Segment 

The Budget Transfers Need to be in 
Balance by GL Account Segment 
permission allows a user assigned to this 
role to perform a secondary balancing 
check for a specified segment value. You 
can specify Segments 2-8, Object, or 
Project. The number of segments 2-8 is 
based on the number of segments in use 
in General Ledger Settings. The default 
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Module Field Name Description 

value is Blank.  
If you specify a value, budget transfers 
are only permitted if the segment 
specified is in balance. 

 Bypass Over Budget 
Conditions at the Time of 
Posting 

The Bypass Over Budget Conditions at 
the Time of Posting permission provides 
a user assigned to the role the ability to 
override over-budget conditions when a 
transaction is posted.  
In order to access the list, the Post 
Amendments check box must be selected 
for the user role. If the check box is 
cleared, the value of the list is Never and 
it cannot be updated. 
For user roles that can post amendments, 
the options available from the Bypass 
Over Budget Conditions list are: Always, 
Never, and Override with Warning. 
Selecting Never prevents over budget 
conditions from being overridden. 
Override with Warning allows the user to 
override the budget condition after 
confirming a warning message. Always 
allows an override without displaying a 
warning message. 

General Ledger  

 Allow Access to Active 
Accounts 
Allow Access to Inactive 
Accounts 
Allow Access to Closed 
Accounts 

These check boxes limit general ledger 
account access to certain account 
statuses.  
The check boxes are not mutually 
exclusive. You can grant or deny access 
to any combination of active, inactive, and 
closed accounts. Access based on status 
combines with access based on segment. 
For example, if you have been given 
permission to access accounts with a 
fund value of 1000, and all accounts of 
Active status, any account that is inactive 
or closed and not in fund 1000 is not 
available to you. 

Purchase Orders 

 Modify 1099 Codes 
Modify Fixed Asset Codes 

When these check boxes are selected, 
the 1099 Box and Fixed Asset lists are 
accessible on the detail entry screens of 
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the Purchase Order Change Orders and 
Purchase Order Entry programs. If the 
check boxes are cleared, the lists are 
visible but inaccessible. 

Requisitions 

 Modify 1099 Codes 
Modify Fixed Asset Codes 

When these check boxes are selected, 
the 1099 Box and Fixed Asset lists are 
accessible on the detail entry screen of 
the Requisition Entry program. If the 
check boxes are cleared, the lists are 
visible but inaccessible. 
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Munis Central Programs 10.5 

Budget Command Center 
The Budget Command Center functions as a consolidated resource for accessing and 
processing budget information from your organization’s Munis database. The program applies 
all role based permissions related to the programs and information that it accesses. Clicking 
the options on the left menu causes the program to display the Budget, Project Ledger, or 
Performance Based panes. 
 
The Budget pane consists of two tabs: Budget and Accounts. The ribbon on the Budgets tab 
provides access to the Munis programs used to process and report budget information. The 
Accounts tab facilitates account maintenance and inquiry. 

 
 
The Project Ledger pane features buttons that open Munis programs used for processing 
project budget packages. 
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The Performance Based tab contains buttons which provide access to Performance Based 
Budgeting programs.  

 
 

Financials Command Center 
The Financials Command Center is a consolidated, centralized program used to access 
financial information from your Munis database. The program enforces all role based 
permissions related to the programs and data that it accesses. Clicking the options on the left 
menu causes the program to display the General Ledger, Project Ledger, Expenditures, 
Accounts Receivable, Checks, or Fixed Assets panes. 
 
The General Ledger pane contains tabs for account, journal, project, and cash management 
information. The buttons on the ribbon of each tab open Munis programs that allow you to 
maintain 
records.
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The Project Ledger pane consists of a Projects tab and a Journals tab. The ribbon options for 
these tabs open Munis programs used to maintain project ledger data. 

 
 
The Expenditures pane is an interface for the Expenditure Central program.  
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The Accounts Receivable pane provides buttons that open programs used to process 
accounts receivable records. 

 
 
The Checks pane is divided into Accounts Payable, Payroll, and Networked tabs. The ribbon 
on each tab facilitates the processing of checks of the labeled type. The Networked tab is only 
applicable if your organization uses the Networked District Check Processing programs. 
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The Fixed Assets pane contains buttons that open fixed asset processing and reporting 
programs.  

 
 
 
 
 


