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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.
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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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Budget Roles
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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.

" @@ 3

Accounts Payable Settings - Munis

s
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Accounts Payable Settings - Munis
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= — |

Next vendor number 1105
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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.
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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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Contract Types and Subtypes - Munis
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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.

Vendors - Munis
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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.

Munis Major Enhancements, Financials Version 10.3-10.5
Page 12



i tyler

Tag faame:
Hesder/shipTaldoress s
Hasden' SheTo'Hame

Hepdert Shig T Detteed T
HaudariShipTo/ Strest (L)
Hasden ShioTod Girest (21
Hundar/ShipTo! Strest (3}
Hapder'ShinTarCiy
Hasdar!ShipTo/ Stats
HeaderiShinToFPosakiooe
Hasdar!ShipTo/ Taks horsfismbar
Heapden' B Tl dresgs D
Hasdan Sl To/ ame
Heardsn BN ToDeletr T
| Hasdar'S B Ta/Strast (3]
Heade Bl To Birest (21
Hasdan'SiETa/Sirast (2]
Hepden' S ITorCEy
Handar S To/ Sete
Hepden'B ITaPasisilogs
HaudariShipTo/ Taleshorafismber
hem/BrarToraddressiD
Tiam ShipTaiTiams

Hem BT el To

Mamy ShisTaStrest 1)

Tex. [regon pron

Hemder s coce,

HRAIS ek nama,

Header dedhar<n name

Husdar shipping ackd ress sirest b 1
Hesder shioping idress strast bre 3
Huclur shipping wekd ness strmet brw I
Hesder shipping sodress oy

Hesdur shipping iz ress sists.
Header shioping ok ress pagisl ooge
Hesdur shipping azd s phons mumber.
Hesder Biktn code

MRS it nema,

Header Bding Debeer-to nRme
Humder Eding sddrmes siresk i 1
Header DaBrg sdiness sreed e 2
Hesdur Edling sddress strest lim 3.
Heaser Sdkng pddress city,

Hesdur Ediing scdrmes state.

Hesder pdkng pddness pocial coda.
Husdar =diing sckdness phoss numer
Theas ship-1o oode,

VIS ik namm,

Tbem biling debver-tg rame

Im biing sddress st o Lo

Tag woue

Wit il
Munm sl
M ipdu
Munm Vi
M Yinlis
Mumis Vil
LITER )
Murm Yl
Mk il
Mim alis
M e
Purm el
Hune Walie
Mimin sl
Migs Yl
M sl
M el
Munm sl
M Wl
Munm Vi
M Yinlus
Mumis Vil
M Yl

Punm el

vendar E-Procurament PO Submission Custem Data Mepping

Ligec-Dielined widue

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.
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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.

Returm

Equipment Cost Summary Excel Export - Munis
Define Criteria

Date Range i to T

Equipment code |

Admin dept |

Class code |

Equipment gmupl

Status = In Service
= | Out of Service
= Retired

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

Project Settings - Munis

Sagrednt Siza Dsdriobian Cinfaudt srvniskin Sud e Lifw iz Ciatw
1 =||Praject i

Exagemise Eudpat pacige Salus oot
Seqreent Sipe Desoroian
3| | Phass
3 1Tl
+ | aljseTes
| ¢ oo vesrand  [Roll Encurh o, /o Bud et Tt
Seqgreent Size Digeratian
3| |Saurce
2 1| Cakad
=+ 1{{Tyes

Sagrart deiritar |-

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.
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Project Master - Munis
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Budget laval -
_ﬁﬂ_l:n. :>nc_‘l¢-r5 ' ¥ Connrmis | @ Coatract Dedads | G Fosed Assets | G Generm Hobas | [ Comimienes | GFlsiemal Contects | @FMiesoes | Locabons |

GLANTING | Revenies Akacatian

Purding Sourcs Camcnipbon fmcark

|

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.
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Fixed Asset Wark File - Munis
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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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Disposal Restrictions

Aszset(s) in the find set have disposal Restrictions.

Would you like to continue?

| l Yes H MNo ]

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.

Main | Additional | Maintenance/Insurance | MemMos | Accounts | Securces | User-Defined

Accounting memos | |

Disposal memo |

FPurchase memo |

Lease memo |

|
|
Improvement memu:u| |
|
|

Logan memao |

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.

'-:_. D@ Select Transaction Type - Munis

s
Home

|

Accept  Cancel

Confirm O Menu | Return

Select Transaction Type - Munis

Transaction type

() Improvement
) Adjustment
() Transfer

= I

B

1) Disposal reversal

—rREtreTTETT:
) Retirement reversal
() Activate Asset

() Activate CIP Asset

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.

W Grant Manager
rant Mamage: ‘Wekoma, Todd Bl

L e ]

Pre-Award
& aetiee Grans
spicabon 2 | Grpnd | Wame Dbty At Typa | Granior Tpe | et Dot Esgranen Dot | Erenes Dom | Bvry Cleck | Mpeaped Qr
23554 FEDERAL Armua F Fadaral 5 12007 il |
Fiaiii 35A0E FEDIERAL dcivs  F Frdaral Tt e | mimeamil
i q FEDERAL Afva F Fadaral LW I00E 3712 ik
ai1d FEDERAL At F Fezaral B 20 Muris
IRANT GRENT  MIBLIC WORKS Arhiea B Facaral 53173008 1730000 103200 LT e H
L T15 TITLE [ Fy 20605 Aiva  F Fadaral T miod  Grnl 20EG TIE 20 miba
COMMUNITY DEVELCPHENT BLOCK GHAMT
LB k] coas dctiys. F Fegaral L0 A1 200 L2zl zam firon
EH Cooe COMMHURNITY DEVELOPHENT BLOCK GRENT dchys  F Fegeral A LiZ005 LI 1723 2 hisron
T CoarF COMHUNITY DEYELGPHENT BLOCK GRANT daches. F Feganal HLAG05  3L20E 11 2 muris
Frne T TN AT T ERT O W DA MT A by = [ o— a1 Frene I e I L T Sp— ud
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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:

e The Pre-Award box displays grants with a status of Entered or Submitted.

e The Active box displays grants with a status of Entered or Awarded.

e 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.

e 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.

Grant Manager
‘Welcome, Tods Beldur

| spiabine @ | Geand & | Mame Thab srant Tyoa | Grantor Typ rart Do | Espranon Dote | Evenr | Erery Clerke | Hma
FHANT I GRANT  PUBLIC WORKS AcDiva ] Fadaral L0061 2009 a0 LT e

Tids TITLE E Y 200E Actiem F FadamEl T hie G 30y 200G T L00E jm bk

COMMURITY DEYELOPHENT BLOCK GRAMT

Cood achys F Fegeral HLEG0S. JrLE00 17225 24000 hoiron
con COMHUNITY DEVELOPHENT BLOCH GRANT  Achve F Federal HLas 3008 1r23i 3 froaron
ooy COMMUNITY DEVELOPHENT BLOCK GRANT -Active F Fedural HLEnT. ILZ000 L1/ 2oy murr
CDBG COMHUNITY DEVELOPHENT BLOCH CRANT  Achivs F Fedaral HLIOS 302000 Lr2 2/ 2004 hiron
CODE COMHUNITY DEVELOFHENT BLOCK GRANT Sub=ittest F Fregaral HLOT  IE2005 L1/ 7 2007 mir
T1oa TITLE [ FY 20y Artiys F Faderal TLEG0S O30 2000 TIEZDEY Jmrhibe
Tier TITLE EFY 200 Artive F Fegmral TLAN0E. S 200y TR 2EE i

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.

3 & g
"E:" B0 Sceagnt Master - Munis

Srvmania Frosmsd dorcty

* bk Tl ekl liprishy

B Nestn - v Cxaivel hixts

Org coda 1 GERESAL FUND L pposbes. | DO06023013
iject code 1210 CAsH Accourt bypm  |Balacce -
Fraject coda Shatia L] -
mtﬂ!lnl berasr
Furd Ll ] EERERAL FUND Entiy 1
Punchon T L] HIDDEN SECMENT TR LT L
Dapartrmnt e D DEPAATVENRT et & | FEDERAL
Pregram mo oSy eroT YT
<y = s s

B s,

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.

tyler

Application#: 4 Summany m Grant Dates  Matching/Billing || Associated Accounts/Projeds

It 8 [4 | 8 [4 | T a
' [md | FEDERAL - | Srak I Artive - |
£ Hars |FECERAL | Dezarms | FINANCE = |
i [2008 | Fearal croa | |
SCatir dll A0 | Jdy - | g Fscal Mont I]ul‘lﬁ | Con Ty ReseTinc
[ I
Ad lcriv i I:l Frari-Thidsg b Gt I:l
i T [F =] | | [ Jeamcp]om
i s [ s+ [t ] ]
[ | Fhome = | | [ 1
[arrews, susan | wezoce [ ]
Reoept ancel

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.

Master Grant 4 Summary

@ Requested £0.00 Grant Name | Application # | Status | Grant Type |
& Awarded $0.00
B Billed LTD $0.00
& Received LTD £0.00
AP Checks LTD $0.00
Budget Details
& Original Budget £0.00 $0.00 %£0.00
B, Revised Budget £0.00 $0.00 $0.00
[E Actuals (Expenses) $0.00 $0.00 $0.00
fR Encumbrances £0.00 $0.00 %£0.00
¥ Regquisitions £0.00 $0.00 $0.00
& Available Budget £0.00 %0.00 %0.00
4

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.

Report Tempiates - Munis

Codu|FACISUORFT | ... Cwmcnphon |Projact Budgek Recor:
Muatar
Dozfuaft rapart btk (PROOECT BUDKGET REPCRT

Farmal S -\.'-Ch.!ms o
et [¥em oo Enoet Lorg
Priot report defirbions

Shaw fured g SOUMe SIS 38 credits
Dcubla space the report
Enchags grojem siriegs wis 2em baleances
Jochida carky in delder amounis
Arpeatis savesd 259 milion
0=y noiuce propact stomge that exosad | % oF s inthe bud part

Kighor (allalm
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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.

= Munis

o B tyler erp solution

03/12/2013 13:11 MUNIS PG 1
todd.bolduc PROJECT BUDGET REPORT pareport

FOR 01/01/2001 - 11/30/2012

LTD Original LTD Net Budget LTD Revieed LTDAvailable Percent
Budget Amendments Budget Requisitions Encumbrances Bctuals Budget U=ed

TOTALS
o.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

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.

Update vendor with employee Dank changes

Force vendor information to be entered in all capital letters
Allow use of TCM pending invoices
Default a blank date when adding an invoice

P-Card liability account }1% }w }2313 }w | J ACCOUNTS PAYABLE

+'| Create ons invoice per P-card transaction

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.

Munis Major Enhancements, Financials Version 10.3-10.5
Page 26



E B T e ] word
.E_l.r! g

w [ Peawdee

PO Facel W Mumbar PO Lem Dz ham Oeszsbon Crderad Amaoum Crdmrad Jfy (Bl ] Cpan A
il L i 13z SEENICES 1000 1.0 B8

L5 - = . » QU1

To be a valid selection on the PO Lines Available to Liquidate screen, a purchase order must
meet the following criteria:
e The purchase order must be posted.

e 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.

e The purchase order cannot require three-way matching.

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

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

e 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.

Munis Major Enhancements, Financials Version 10.3-10.5
Page 27



"El'“ -.- @ Transactions

Crd nemiser 0NN I DR A N T T
Cument cars heller J3HH TERGET
Pl rmm Or carc JIHH TA.;:E"
Srramant 33 o 4
Shtawamarnt code --E'ﬁ'!l-‘!'\l
Trenuachen 10 h_'
Cierd hobdur far branescton 10HR] TERGET
“¥anco: L1L0)  DFFICE CONMECTIONS INC
Charge dasortian OFFICE COMRECTIDNS INC - Furthass
Chargs date [tk o bl )]
Pzat daix IJL';:G-!W-F
Impart dats O30
Amaut - ’ 10000
Alnowine cooa
Dezezamank n um bar
Alptiong
PA Project dcoour am = 1] Projact  Cescnpeon Parcant Amreund A A Bud  PA Bod
1o 10 BOTORINTS PAYEELE 100 a0 LO,OaH U
|
I« € jrerd $ ¢ H

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.

,?_ -.- @ Transactions

Crd nemiser 0NN I DR A NI T T
Curmant cars! heler 304N TARCET
Flarmm g cars JIHH TARGET

e ] 4

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.

Trangactions

Cwrd nemiar AT WO MR T

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.

Purchase Ordar Datail

Fiscal Yamr| 3008

Feumbar RIL

mncio: GOLILZ[ABT SUPFLY COMPANT Ca—npbon

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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Table Velidation  Trial Balance Balance Sheet

Program Links

Month End Process

Process Year: Procass Pernod: [] Automatically roll the current peried to the next one.

WARNING! - Monthly Trial Balance, Table Validation, etc. should be processed before running the month end.

Project Accounting Roles
The Project Accounting Roles program contains three additional permissions: Maintain Project
Strings, Maintain Revenue Allocation Setup, and Enable Project Options.

@%Q ; -
Project Accounting Roles
B; [“1 Text file " View Changes I@ 1
¥ POF { v | Copy =
Update Print CM Retsmn
D w [ Preview B Alerts W Mass Update
Actions Output s Menu
Role
Role ID [ - |
Description | - |

=| Role is active

I| Role permissions
=| Apply projects to transactions by default =| Enter actual adjustments
= Maintain projects = | Delete actual adjustments

=| Maintain grants =| Post actual adjustments

= Maintain project dates =| Enter budget adjustments
[Mairtaip-pooisct 35 =| Delete budget adjustments

= | Maintain project strings = | Post budget adjustments

= Maintain revenue allocation setup = | Enter encumbrance adjustments

= Post to projects with a closed status =| Delete encumbrance adjustments

- Override phase level transaction entry restrictions =| Post encumbrance adjustments

i TR ; o

~| Enable project options I
Approve over-budget condition on project and project strings l - ]
Override default GL account on entry l = ]

atapocess
Project string/segment group access - | =

K| < oot EXENEYT=]
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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.

-

@& Q Project Ledger Mass Create - Munis |

Eg Duplicate

Canfirm Actions Output Offic S Menu Return
Project Ledger Mass Creats - Munis

Model Segment
Segment Type | - |
Segment Code | |

For Project Range .| to |

Include only Active projects

Target Segment
Segment Code

Long Description | . i |

Short Description | |

Target Strnng Defaulis

Default from model string

String Name | |

String Short Name | |

Expense Type | | |

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.

Model Segment

Segment Type lF‘hase v]
Segment Code |DNE l_J ONE

For Project Range| l_J to | l_J

] Include only Active projects

Target Segment
Segment Code |TWG I
Long Description |5EGMENT TWO |

Short Description |TWC:{ |

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.

Target String Defaults

Default from model string

String Name | |

String Short Name | |

Expense Type | |

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.

qan

"-:‘. String Creation - Munis

Select All '{

v | De-Select All

L
¥ | Create

Menu Retumn

Munmi= = String Creation - Munis
String Selection
| Select New Project String Status Name Short Name Expense Type  Org ge=-|
[ PWG -TWO- - Active PHASE ONE EXPENSES PHASE ONE
y |-
1 |Potential new string(s)
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Project Locations
The Project Master program contains a Locations button on the main program screen.
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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.

Project Master - Loacations

I Pryen M ame
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L Co) 70 £ D
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11 BaY &WE

ity -
MUKLS HE
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You can double-click a parcel line to view the parcel properties in a new pane.

Property Location

11 BAY AVE
< Primary address Record ID 10

+/| Property address

23

Loc No Pre-Dir Street Type Post-Dir Unit
)| | | | [eavave | | | I | | |
| | | I |
Municipality St Zip Code Parcel 1D Loc ID Seq Status
MUNIS \E’ | | |potoo7ooo000 |18 | 0| [active
Description

Clicking the MapLink button on the ribbon opens the current project locations in Munis
MapLink.

6| d Project Master - Locaticns
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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.

|'|i'.a.| :.ilﬂ ¢ Purchase Orders Unused Numbers - Munis

PT rumbar | ==

Fecal pasr Fiacal paro -
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(=3 ] |
et

Progact
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Erbry Cute

Dinlwra Duta

Cinlmtad By

K 4 [aern Lxialalm

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.

Student Activity Settings - Munis

B, % Text file Lock Check

PDF
Print

w B Preview

Crutpuk

ity Settings - Munis

Default one time pay vendor % i [
Default charge code SA

e pi A, s e e e o
P 9

+'| Purchase orders in use

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.

¢ AR Activity Tracking - Munis | |

¥ Delete =P fﬁ‘, Text file

I v POF = (& Email

Add  Update Print

FE Duplicate v B Praview @SChedule

Actions Output Office Menu | Return

Activity Tracking - Munis
Activity

Location [ | = Notes |
Activity |ﬁ." Actions '|
= Active |B”' Advisors |
= | Allow negative balance |qu Users |
Default Recsipt Action I
Defsult Disbursement Action [ |
Default Purchase Crder Action
Custodian | =
Start Date End Date |15
Cash Code Cash Code Description Cash Account Cash Account Description | * I
4 | V|
K| < Joofo ER T EYE=] |
>
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Your ability to create student activity purchase orders is controlled by the permissions in
Student Activity Roles.

Student Activity Roles

e [® Text fila == B3 ward e Motes W it View Changes B
=M RE == @
2! link ¥ | Copy ;

v PDF Email
Print el
w [ Preview Schedu{e
Output Office

Rehsn
A Alerts v Mass Updata

Menu

Role ID | - |

Description | - |

~ ! Role is active

Il Role Permissicns
- | Allowed to cash-out transactions

Allcwed to use P uendors on disbursement transactions
= | Add open POs
= Update own open POs

= | Proof/Post own open POs
= | Delete own POs
= | Approve POs

Create activities by location X =
Maintain activities by location and activity - =

Nvicius st b locarion andagity. | <=
Maintain othars’ POs - | =
View others' POz - faE

LK < Joora EXENEYi=]

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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p o t‘i-ii ¥ Vender Workflow Groups - Munis

" € jaetn i I:H. R.:m

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.

"0;:,-\.- 4 Vendor Workflow Groups - Munis
aF, L

Eankong Informet oo

Salacsad Trm Porst Lecwtoe Fisle
Bankng [nisnmstion Bk Aot Tepe
Bankong Inkermebon Eank
Barkg [nbomison ALgunt

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

e VEA (Vendor External Add)

¢ VEU (Vendor External Update)

e VIA (Vendor Internal Add)

e 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.

Business rule ranges
Line And/ Group Seg Field From To Group B "
1 Work Flow Groups BANKING BANKING
-
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.

Vendors - Munis

General Yendor Information
Vendor 1000+ Entity |1

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

|‘El'“| ﬁ'“ ¢ vendaors - Munis
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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.
e Approved — The workflow approver has approved the change set.
e Current — No changes have been made to the displayed vendor record.
l_;‘J 28 ¢ Vendeors - Munis
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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.

Vendar El‘-&ﬁgt“t; = Munis
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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.

Group Effective Date Business R r
03/04/2013 WIU
BANKING 03/04/2013 VIU

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).

Werk Crder Datell Quick Entry - Munis :
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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.

'\" -. - [FIE

IEraEmS

=

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

elLearning 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.
— o

Invoice Entry - Munis
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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.

o Commodities - Munis

| G ity

Commodety cede | 100 Type code |Ham
Frruptian mathad |Marmasl - Hormmd UOM | E&OH
Shart duscriphion  |BARRELS, DRUMS, KEGS, ARD COMT

M

[

Lang duscription| B RRELS, DRUMS, KEGS, ARD COMTAINERS

ol
|m:|: atm |

Primary vendor P Sourza

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

"5-' i Commodities - Munis
U Mo

| G ity
Commodéty cede | 100 Type code |Ham
Frrumatiaon mathad |Marmsl - Hormmd UCH|E&OH

Shert descniphen BAREELS, DRUMSE, KBGS ARD CONT

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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A B C D E F G H | J K L M N (0] B =
1 MMC COIMMC DESCRIPTION CLASS ITEM  CLASS-I NIGP DESCRIPTION
2 0742 Wetetinary Services 861 3 961-86  Veterinary Services
3 763 Agricultural Cooperative "853 2 958-02  Agriculural Management Services (Mot Otherwise Classified)
4 M7a0 Landscaping Services 588 B2 488-52 Landscaping (Including Design, Fertilizing, Planting, etc., But Mot Grounds Maintenance or Tree Trimming Services)
5 "s20 General Contractors 12 23 912-23 Caonstruction, General (Backiill Services, Digging, Ditching, Road Grading, Rock Stakilization, etc)
6 711 "Heating. Plumbing, AC" 14 0] 914-50 Heating. Yentilating and Air Conditioning (HYAC)
7 71731 Electrical Contractars B14 38 914-38  Electical
8 "740 "Masonry, Stonawark, and Plaster B14 55 914565 Masonry
9 M50 Carpentry Contractars B14 %7 914-27 Carpentry
10 11761 "Roafing/Siding, Sheet Metal" 14 73 91473 Roofing and Siding
171771 Concrete Work Contractars G314 30 914-30 Concrete
12 1739 Special Trade Contractors 14 "84 914-84  Trade Services, Construction (Mot Otherwize Classified)
13 2741 Miscellaneous Publishing and Printing 865 i 966-00 PRINTING AND TYPESETTING SERVICES
14 2791 "Typesstting, Plate Making, and Felated S5966 B2 966-92  Typesetting, Hot Type (Linotyps)
15 2842 Specialty Cleaning "185 o 485-00 JANITORIAL SUPPLIES, GENERAL LINE
16 2842 Specialty Cleaning "186 o 486-00 JANITORIAL SUPPLIES, GENERAL LINE, ENVIRDMMENTALLY CERTIFIED BY AM AGENCY ACCEPTED CERTIFICAT)
17 3000 Airlines 62 B8 962-88  Trawel Non-Local (Scheduled and Unscheduled), Provided by Third Party {Incl. Commercial Airplane Travel and Helicopt
18

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:
e 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.

e 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,

Accounts Fayable Settings - Munis
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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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Reguisition Entry - Munis
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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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Purchase Orders Roles
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The Workflow Business Rules program contains a Purchase Order Inspections (POI) business
rule.

"5-' - Business Rules - Munis
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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.

Purchase Order Receiving - Munis
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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.
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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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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.
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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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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Bid Results
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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.
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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.

'5. i Contract Entry - Munis
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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.

[ 0o Contract Goals
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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.

Sabsartracior Goals
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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.
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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.
| D0 Fixed Asset Settings - Munis
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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.

Fixed Asset Work File

2 fixed asset master record(s) to be created.
“-u' 1 work order asset record(s) to be created.

Process these transactions?

Yes, Process No

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.

LR

Marge General Ledger Accounts - Munis
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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.

Rollup: Groups(2)

on | Desoriptgn Rallup Eroupss 153
155 AOLLUG CoDE beccion  [ROLL CAGE | gt coting [

L

[] tsmed i budget prepamation Amoant thiashold |
|

P00 ROLUP CODE 2

[] ised i budget validation Parcant thoashod

SALARIES FuLL TIHE

SalARIES PART TIHE

CVERTIME

CWERTIME TEMPORARY EMPLOYEES
LORGEVITY

IMCENTIVE By

COURT PAY

BOLIDAY

1 eI
ﬂ.l'E.l 0, 7e550 [ | 673,335,649

Munis Major Enhancements, Financials Version 10.3-10.5
Page 72



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.

— 9 Budnet Rollups
|:?’J Sziffiet Fuflics Welcome, Todd Bolduz

Uil I Balged Preseration
Usssdd I Bl gt Wplidastion [

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

mx-&@

Delete Group  Sub Groups  Account Associations

Add Rollup Group

Code Description
Amount threshhold Budget ceiling
Percent threshold

|:| Used in budget preperation
[] Used in budget validation

Cancel

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

+ (X | ¥ D

Add Group |[Delete Group| Sub Groups Account Associations

o Delete Budget Rollup: 9997

Cancel /

el
=l

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.

+ X ¥/ 2

Add Group Delete Group  Sybgfroups | Account Associations

0 = {0 4

Add Account Association:

Begin range End range Range type

Current Account Associations:

There are no Account Associations for this Rollup Group.

Cancel
Z

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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Budget Roles

Rollup group codes are stored on the gimaster table and can be searched for or filtered by

using the Find by Segment screens in all Munis programs.
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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.
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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.
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After defining the field, use the User Defined Codes program to create the non-standard
requisition category codes.
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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.
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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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You are being notified that purchase order 535121 for fiscal vear 2013 has exceeded its spend threshold of 50.000. This occurred with
vendor 1000 - ABC SUPPLY COMPANY - and invoice number 5351212,

This is a Munis svstem generated message. Please do not reply to this unmonitored mailbox.

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

Purchase Orders Roles
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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.

Purchase Order Settings - Munis
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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.
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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.

Business Rules - Munis
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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

listin Work Orders Settings. The available options are asset number, code, tag number, or
serial number.
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Work Order Settings - Munis

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.
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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.
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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.
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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.

e Authorize Payment of Invoice
with no Purchase Order

e Authorize Payment of Invoice
with a Unit Price Variance

e Authorize Payment of Invoice
with Quantity Variance

e 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 Ledge

-

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
ltems

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.
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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.
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Use the Vendor pane to view and maintain vendor information on the Vendors and 1099s tabs.
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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.
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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.

Accounts Payable Roles
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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.
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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.

Addeess I'l-.ltf_

Type

GENERAL - Gener dirsics

Czmncta [0}

Vendor Addresses

s |BOREW KONETARCROLIS
{ Gampan Wi [ANDRER KONETANBIE, oo e oo oo et iy i P i P e
e L_'hxw+wﬂﬁm\,m_.uh_wﬁ%mw«_w\.—'w _“,‘—‘,_v,ﬁﬁ—hﬁ«%ﬁpwm-
E-#iad Emsd
E-Frocerarmant

Brinted Chack
Elsctronic fusd transfa:

Actiwe Card Tntegration

Dirsct Dshorssmant

Prarate |Hene

P * || wsdgends
G 10

Paryment mec't mattod

Rpulire Mismibess

Broan

Trp

K€ s 12

TIERES

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.
_-.r?,| - "'”:' Print Checks - Munis

Eserue thas repart s ol N ([ e b
Carh ot 100 10173 | | CASH
CHECH RN

Check date 011424

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.

u Print Labels

Prink Maw. || fdd b Quaus || Prict Guess {0j

This screen requires you to enter the number of pages on the invoice, and then select a
printing option. The available options are:
e Print Now — the program immediately prints the PDF label to the Munis printer.

e 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.
!; oo Salect & Printing Destination

e Bary - M

Frint ko = L por Syabem primsr
Salert o SyEtein pinber
* Al pnnter dastnabone other thar POF equirs & ZEBRA labai provier.

Bid Management 10.5
Bid Pricing Import

An Import Vendor Prices option is available on the ribbon in the Enter Vendor Bid Prices

Yerdor Bid Prizex Impart

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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5 Ttern Specific Bid Entry
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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.
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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.
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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.

Expanse Clairm Templates - Munis
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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.
Annual Spending Limit Exceeded

1 The annual spending limit per employee for the current claim type, $1.00, has been excesded.
L The current employee has claims totaling £160.00 for the year.

——

| Ok

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.
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To route expense claims directly to an employee’s supervisor, select one of the
SUPERVISOR1 through SUPERVISORS 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.

Expanse Claims - Munis
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If you select SUPERVISORZ2, the approval or notification is sent to the supervisor’s supervisor.
Selecting SUPERVISORS3 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.

!_\;._J el Fixed Asset Depreciation Recaloulation - Munis
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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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Fixed Asset Depreciation Recalculation - Munis
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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.

01/14/2014 09:13 |MUNIS |BG 1
todd.bolduc |FIXED ASSET ADJUSTMENT DETAIL REPCRT | faentpst
ASSET: 13 POSTED IO GL: Y
ACQUISITION COST CHANGE: 2,000.00 BOOK VALUE CHANGE: 2,000.00 ESTIMATED LIFE CHANGE: 0
CURRENT YEAR DEPR CHANGE: .00 LTD DEPRECIATICN CHANGE: .00 PERICDS TAKEN CHANGE: 4]
START OF YEAR VALUE CHANGE: .00 SALVAGE VALUE CHANGE: .00 DEPRECIATICN FLAG: ¥
DEPRECIATION PRINCIAPL CHANGE: .00 EST. REPLACEMENT COST CHANGE: .00 DEPRECIATICN METHCD: 2
LAST APPRAISAL VALUE CHANGE: .00
FIRST DEPRECIATION YEAR/PERIOD: 2005/08 REPLACEMENT DATE: 02/27/2012
REASCN: OVER/UNDER VALUATION

##% END OF REPCRT - Generated by Todd Bolduc **

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.

Ganeral Ledger Roles
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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.

LT R

!_ij iome

Ganeral Ledger Settings - Munis

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.
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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.
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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.

(7] [ To Due From Setup
-?- Diiii T Dl From Satup | Sasnch

Welcome, Todd Bolduc
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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.

Erwprnary 1bams - Munis

Print Labals
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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.

Y - Select & Printing Destination
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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.
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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.
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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.
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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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Purchasing Settings - Munis

Purchasing Settings Audits
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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.

Lock Chack

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.
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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.
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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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My Workflow
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Fiscal year: 2008
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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 Ledge

-

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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Module

Field Name

Description

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.
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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.
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Financials Command Center

Bafiget Command Center
Wislcome, Todd Boidus

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.
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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.

1 Financial Command Center
Bt | —— Wislrrma, Tadd Bcidus

+ @ Al & = B

Ertar Fagprieat Fabveras Bupmant | Froch foamsl | Fecaipt ngury S8 Isasey | Reparts
-

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
rograms.
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