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Human Resources and Payroll V10.3

This document provides an overview of the major HR/Payroll enhancements for Munis
Version 10.3. The Munis Human Resources and Payroll product includes Employee Self
Service (ESS).

Human Resources

The following changes apply to Munis Human Resources programs.

Employee Evaluations
The Import option in the Employee Evaluations program enables you to import new evaluation
records or to update the details of existing evaluation records.

% Employee Evaluations - Munis

¥ Delete vy [ Text file @ 23 word -1
- '@
Global w POF Email L %, Attachments [T Maplink v | Status  Competencies
Print Excel TCM Return
B Duplicate v B Preview 5chedu|e otif A Alerts ¥ Generate E More... v
Actions Output Office Tools

Notes v B audit Events Generate Current

Ratings
Employee Evaluations - Munis
3 = Types
Employee Identification
. Releass

Employee 55N Last Name First Name MI  Status
| |- I I L | | ]
Review | Recommendation | Evaluation

Location l - J Job

Group/BU l - J Org | |
Review Type l - ] Status -

Review Period 1 to 1 Overall Rating l - I
Scheduled Date 1 MNeeded Score

Completed Date 1 Total Score

Reviewer Number =| Post Online

Reviewer Name | = Employee Receipt

Overall Comments 1

-
Employes Comments 3
-

The fields imported by this function are determined by a customizable import form definition.

Employee Training
The Employee Training programs have been expanded to include a points system for tracking
employee training and functionality to accommodate guest training.

Munis® Major Enhancements, Version 10.3 to 10.5
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Training Points

The training-points functionality tracks employee training by a points system. This functionality
can be used, for example, to track employee progress toward qualifying for re-certification as
well as to grant that re-certification.

The training-points functionality includes the Training Point Type code in the Payroll
Miscellaneous Codes program, which you can use to define types of points to use for tracking
employee training.

":-' Miscellaneous Codes - Munis

Global v PDF Email Attachments F-_-' Maplink v
Print Exce TCM
B Duplicate v B Preview @ Schedule Motify A Alerts W

Confirm Saarch Actions Cutput Office ools Manu Returm

¥ Delete =P h:‘.]—TP_xt fil Ez| D:l'.'.'::r:: Motes v B audit Show Types

Miscellzaneous Codes - Munis

Code Type  |TRPT - TRAINING POINT TYPE - |
Code CE

Short Desc  |ONGOING ED |

Long Desc  |ONGOING ED |

Data | |
| K| € J1of1 EXEREYI=]

In the Training Courses program, the Course Details tab includes the Points Type and
Accredited Points fields.

2 @@

'-). Training Courses - Munis

Accept  Cancel S

Confirm Seanc Actions Cutput i ools Menu | Retumn

Training Courses - Munis

Main | Course Details | Restrictions | G/L Accounts | User Defined

[ | mon [« Tue ] wed [+] Thu 1 Fri || sat [] sun
Minimum Size 1
Maximum Size 40
Current Size 1
Hours Type [ - ]
Accredited Hours | D.DUl Factor 0.00
Points Type |OE - ONGOING ED -
Accredited Points | 2.0000 |
Comment |
Cost

The Points Type list defines the type of points that employees earn by completing the active
course, for example, a college course or specialized skill training course. The Accredited
Points box defines the number of accredited points the employee earns for completing the
course, if the course is accredited.

Munis® Major Enhancements, Version 10.3 to 10.5
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The Employee Training Points program maintains the training points earned by employees.

Employee Training Points - Munis

i ’:.1— Text fil= % !EWurd = 25 5 Expend

: q
PDF Email < v | Certifications

Accept  Cancel Adc Update Print Excel TCM - Return

v [ Preview ) Echedule Notify erts ¥ | Manual Entry
Confirm Se; Actions Output Office Menu Return

Employee Training Points - Munis

Employee Identification

Employee S5N Last Name First Name MI  Status
| 1e63s5| |001-11-1122  |LEVESQUE || cecLe |\_’IACTI\-’E - |
Location 135

Employee Points Summary
Point Type Description Total

OE ONGOING ED 20.0000

| d

Employee Points History

Date Point Type Action Earned Used Course Link 3
01/14/2013 OE - ONGOING ED EARN - Earn 20.0000 0.0000 100/110/12-15-!
-
|1 of1 | | Attachments (0) |

The Employee Training Points Inquiry program provides all employee-training point records in
a display-only format.

The training-points functionality is fully integrated into ESS. On the Application Settings page in
ESS Administration, the Training Uses a Points System check box indicates that ESS should
use the points system for tracking employee training.

Employee Training

[¥] Allow access to training opportunities

[C] Training uses a point system

[C] Display guest training

When you configure ESS to use points, the My Points option is available under Training
Opportunities on the ESS menu.

Munis® Major Enhancements, Version 10.3 to 10.5
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o LEVESQUE, CECHLEC ~
o tyler asoarces -

Training Opportunities Home
Cour ale My Tranng | E y r ]
All Tramerg | By Location | Search Employee Seif Service
Description Date Time Bonetits
s
EXCEL TRAINING FOR BEGINNERS WT,2020 30 10:00 AM Details / Encol
8/9/2010 Certifications

. . 8/7/2010 to -
= . AM Detals / Enroll
EXCEL TRAINING FOR BEGINNERS 8/9/2010 10:30 Detal Enrol Expense Reports

PO FVEFP ISP OFOFFOOIVIrPes

on

Time Sbeet

Courses Casendar

My Training

Wy Points

When employees click My Points, the program displays the My Training Points page, which
displays previous courses organized by points type. In addition, it displays points earned,
points expended, and the resulting points balance.

o LEVESQUE, CECILEC ~

L] tyler Resources -

technologies

Home

My Training Points

Employee Self Service

B ONGOING ED Eamed 20.0000 Expended 0.0000 Balance 20.0000

Event Date Earned Expended Course Benefits
1/14/2013 20.0000 0.0000 123A - BASIC EXCEL TRAINING
12158/2011  1:00 PM Certifications

Expense Reports

The My Training page displays the employees' points information and hours information. When
you do not configure ESS to use a points system, the page displays only hours information.

Munis® Major Enhancements, Version 10.3 to 10.5
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o LEVESQUE, CECILE C -~

L tyl er Resources -

technologies

My Training Home

Scheduled Return to Training Opportunities | Hide Training History £ Employee Seif Service

Mo Scheduled Training found for the selected employee.
Benefits

* This course is in conflict with another course for which you are scheduled. Certifications

Training History - 40.0000 total points

Description Completed Score Hours Points Expense Reports
BASIC LANGUAGE USAGE .
ONGOING ED 171203 0.00 20.0000  f Details Pay/Tax Information

BASIC EXCEL TRAINING

ONGOING ED 1/14/2013 0.00 20.0000 | Details Performance Evaluations

In the Personnel Settings program, the My Points Text option displays the My Points Text
screen, where you can where you can view or update the instructional text included on the My
Training page in ESS.

Personnel Settings - Munis

[Personnal Settings - Munis

Settings. \ Position Control = Training

Catalog Begin Date 07/01/2007 |
¥ Use Training Codes
Use Workflow Approval
v Notfy Employees
Use Vendor as Instructor
Update Waitlist after Course Drop
Update Waitlist after Course Size Increase
¥ Allow All Type/Area Combinations

My Points Text File Edit Tools Insert Help ‘.;E.. munis

Pacs > My Points
[This page displays the total number of points you have earned through traiming. a |

\‘ My Points Text |

o LEVESQUE, CECREC ~
< tyler Resources -

My Training Points Home
I This page displays the total number of points you have eamed through traming l Empioyee Self Service
& ONGOING ED Eamed 20 0000 Expended 00000 Balance 20.0000
Benefits
Cerufcatons
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Employee Training
The Employee Training program includes the Email option.

Employee Training - Munis

Status Addl Repaorts

|+— @ ¥ Delate (Y B Text file Eg 23 word
d v Global ¥ PDF (=] Email
Print

Add  Update ' Excel
(8] Schedule

Output Office

Attachments (7§ Maplink v | Multi-Add

A Alerts v

Create Invoices

v Builder B Duslicste  w [ Preview Mass Update B Morew. |

Actions L
HETET Training Course

Employee Training - Munis

Employee Identification

Employee 55N

Last Name

User Definad

Email

Relaase

Click Email to display the Munis Email screen, where you can write and send an email to all
employees in the active set.
I @ Q

Munis Email

Output Retumn
To: || I
cC: | |
BCC: | |
Subject: |Emp|oyee Training Mass Email: |
Body: Generated Mass Email -

Guest Training
The guest-training functionality in the Employee Training programs enables you to make
courses available to individuals who are not employees of your organization.

To configure guest training, select the Posting Option list on the Main tab of the Training
Courses program.

Munis® Major Enhancements, Version 10.3 to 10.5
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Training Courses - Munig

Cutput

Menu | Return
Training Courses - Munis

Main | Course Details | Restrictions | GfL Accounts | User Defined

Course Type |100 - COMPUTER TRAINING |

Course Area |110 - MS EXCEL |

Course Date 07/09/2007 | =

Course Time llDEID - 10:00 AM -

Course Seq |1 |

Course Code |SESSION 1 |

Description |E)(CEL TRAINING FOR BEGINNERS |
Course Location |ITTR - IT TRAINNING ROOM -] [:]
Vendor/Instructor ™ I_ l:J TIM MCEMENY

Course Activity [ - ] D

Course Dates 08/07/2010 to |08/09/2010
Enroll Deadline 08/01/2010

Course Length |3 HOURS

Posting Option ImL T | |

M - NOT POSTED

Close Wait List ¥ - INTERMNAL OMLY

B - INTERNAL AND EXTERNAL |
Course Information COOTSE COUOIVATENS NOLES

The Posting Option list indicates who can view the course in ESS. Use the B — Internal and

External option to specify that the course is available to both employees and individuals who
are not employees, or guests.

Munis® Major Enhancements, Version 10.3 to 10.5
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The Training Course Guests program maintains records for training guests, including their
general information and course history

Training Course Guests - Munis

=p 'i:‘.]— Text file @ EE Word =L dotes 2 Audi Create Training
B ror =) Email - ol
Print . Exeel .
v [ Preview @ Schedule
Confirm J Actions Cutput Offica
Training Course Guests - Munis
Guest Identification
Guest SSN Last Name First Name Middle Mame
| 2| ||112-22-3334  ||CROZIER [|7onaTHAN [|MoTRa |
Contact Information
Address Line 113 KING STREET | Phone|2078889999
Address Line 2| | Email | |
City |PORTLAND |
State ME Zip
Country l b J
County l - J
Type Area Date Time Seq Course Status Workflow Status Point Type Points 3
-
| |1 of 1 | |  Attachments (0) |

Guest records created and added to a course are accommodated within the existing waitlist
functionality, and are included in report generation or when calculating the occupancy of a
course.

When a guest record is active, click Create Training to display the Employee Training
Conversion screen.

‘y oL AY Employee Training Conversion

|lﬂl| &, Text file E D:l'.".'::r-: Motes v B Audit Define 'Q‘ \

v P roF & email Al 74 Maplink v | Generate

Print Excal TCM o Return
v [ Preview |&] Schedule Motify =

Output Office ools Menu Return

= > Employee Training Conversion

Conversion Options

Employee
Completed Date|01,/01,/1900 1

Create Points History

This screen allows you to create employee training records for the guest. An employee record
must already exist for the guest before training records can be created.

The Training Course Guests Inquiry program provides all guest training records in a display-
only format.

Munis® Major Enhancements, Version 10.3 to 10.5
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The guest training functionality is fully integrated into ESS. When the Display Guest Training
check box is selected in the Employee Training group on the Application Settings page in
Employee Administration, guests can view courses that have been marked as external. The
Display Guest Training option is not selected by default.

Employee Training

[¥] Allow access to training opportunities

[T Training uses a point system

[C] Display guest training

Guests can view the details for a training course, but they cannot enroll. To enroll, guests must
email the course contact.

Training Components
The Training Components Maintenance program creates and maintains course groupings that
function as an extension of the training-type groupings.

@0 Training Components Maintenance - Munis

=1 Text file

M 1 roF

Ei Preview |_E' Schedule

‘Canfirm Search Actions Cutput Office 3 Menu | Return

Training Components Maintenance - Munis

Component Number 100

Type IlUD - COMPUTER TRAINING - I @J
Fiscal Year |

Title

Status

|
I
Year Established \—,
l
I

Group/BU

Location

Contact Employee I

Max Points

Learning Method l -

Primary Purpose l x>

4

Implementation Method l

4

Student Evaluation Hethoul

Staff Evalution Method l .2

I
I
I
J
I
Audience l - ]

State Focus Area

-

Focus Area  Description

Training components are defined by fiscal year and include lists, such as Learning Method,
Audience, and Audience, that allow you to select from user-defined values. Use the Training

Munis® Major Enhancements, Version 10.3 to 10.5
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Component Codes program to define the options that are available on the lists in the Methods
and State Focus Area group in the Training Components Maintenance program.

Training Component Codes

|Q, Ié Arowse Delste pm [ Text file Eg 2§ word Notes Audit Show/Hide Cols 'q
: Global v |~ PDF = ]

s | v
Accept Cancel | Searc Audd & Print Excel CM Return
i H Duplicate v B Preview = A A

Confirm Actions Cutput O ools v Return

Type Description

TCIM IMPLEMENTATION METHOD CODES

TC5TU STUDENT EVALUATION METHOD CODE
TCSTF STAFF EVALUATION METHOD CODES

TCA AUDIENCE CODES
TCST STATUS TYPE CODES
TCLM LEARNING METHOD CODES

Training Workflow
In the Workflow Business Rules program, the PMX — Training Courses workflow process
manages approvals for training courses.

) ol O
[?) amg b
LI

Workflow Process Codes

Accept Cancel Se: Add Updsie - mint N CM - . Retum
H Duplicate kit B Alaric

Confirm Actions Output Offi ools Menu | Return

Business Rules - Munis > Find Business Rules = Worlflow Process Codes

Module Workflow Process 3

> General Ledger

» Inventory Management

» Project Accounting

> Payroll Case Management

> Permits and Code Enforcement

»  Payroll Projections

4 Personnel Management —
PBER - Position/Budget Requeast

S AR A o aF oF oF oF 28 oF o oV & L' oF oF oF o8 oF o o8 & & X & o ¥ o & 4

F. o - ason el & sione e aate
PMU - Personnel Transfer Request
PMV - Personnel Actions Civil Svc
PMW - Personnel Actions Evaluation
PMX - Training Courses

> Payroll

The Training Courses program includes the Disable Workflow and Restart Workflow check
boxes.

Munis® Major Enhancements, Version 10.3 to 10.5
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@& ¢ Training Courses - Munis

Word
vword

Email

B Preview . [@) Schedule

Actions Output Office ools Menu | Return

Training Courses - Munis

Main | Course Details | Restrictions | G/L Accounts | User Defined

|| Mon |w] Tue || wed | Thu | Fri || sat || Sun
Minimum Size 1
Maximum Size 40
Current Size 1
Hours Type l - I
Accredited Hours 0.00 Factor 0.00
Points Type |OE - ONGOING ED |
Accredited Points 2.0000
Comment |
Cost

Target Audience

Info URL

Info URL Text

|

Contact Email

|_| External Course

External Provider

Disable Workflow
|| Restart Workflow

If you have the proper permissions, select the Disable Workflow check box to temporarily stop
the workflow process for the course, for instance to add an employee to the course from the
waitlist. Select the Restart Workflow check box to enable the workflow process.

HR Surveys

The HR Surveys program allows you to create, deliver, and track survey-related questions and
answers for employee interviews. Using this program, you can create generic or job-specific
surveys to capture data related to day-to-day operations or exit interviews.

@ HR Surveys

Enter search terms E‘ ] Survey Types

Add | ES Question Groups

@ Advanced

[} Cuestion Types
Search Actions Maintain

Munis® Major Enhancements, Version 10.3 to 10.5
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Click Add to display the Survey Information and Survey Questions panes.
@ HR Surveys
.5" Main Welcome, Sean Higgins

Enter search terms Q| 5] Survey Types

Delete % Copy 5] Cuestion Types

5] Question Groups

©  Advanced

Actions Maintain Generate

Survey Information Survey Questions

Type Code Why are you leaving? &
EX1- Exit 1 55
i v]| | What did you like best about working here? %
Description |Exit Survey |

Effective Date 3/11/2013
Expiration Date 3/11/2014
Fiscal Year 2013

Email Option | BOTH EMAIL ADDRESSES v

[] Allow Attachments

Survey Instructions

Please answer all questions on this survey.

Sent Surveys Survey Email

Add Question | Add Question Group

—

£ € 1 2 »» Return to search results

The Survey Types, Question Groups, and Question Types options maintain standard survey
information that can be used in any survey. The Add Question and Add Question Group
options define the questions for a specific survey. When you add a question, available answer
data types include date selection, text, decimal, and multiple choice.

The Survey Email option maintains the text of email messages distributed to employees to
whom the survey applies. Each employee’s survey email message includes a link to the survey
in ESS.

The Sent Surveys option displays a list of the employees to whom the survey has been sent.

Survey Results

Employee # | Employee Name | Created Date | Submitted Date | Inactive Date | Anonymous

166355 LEVESQUE, CECILE  3/11/2013 3/11/2014 |:|

The Generate option displays the Selection Criteria and Survey Generate Results panes,
which allow you to select and preview the employees to whom a survey will be sent.

Munis® Major Enhancements, Version 10.3 to 10.5
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@ HR Surveys

Main Welcome, Sean Higgins
Enter search terms E .
()
O Advanced .
Saarch Retum
Survey Generate Results (31) Selection Criteria
Generate | Employee # | Employee Name | Job Class | Location | Group/BU | Organization | Hire | Inactive .
— Location
@ 4 JONES, TIM FAC4 177 10 11135000 1/1/2006 5/1/2007|~|
| 1 item(s) selected Clear |
I:‘ 64 BEDIENT, TIM ] FAC4 135 10 11135000 7/16/2007
I:‘ 85 BLOOMBERG, LINDSEYH FDIR 135 10 1100 3/1/2009 - .
Organization
|:| 96 APPLETON, DYLAN PETER FCL2 135 10 1000 12/1/2011 B .
| 0 item(s) selected Clear w |
|:| 104 AMATO, JOSEPH D FCL1 155 10 11135000 5/1/2000
|:| 109 WOO, JONATHAN K ITDI 155 10 11155000 2/15/1990 Group/BU
|:| 110 MILNER, NANCY K ITPR 155 10 11155000 2/10/1991 | 1 item(s) selected Clear v |
| 111 JORGENSON, MICHAEL K ITPR 155 10 11155000 3/1/2001
|:| 112 FRANZ, HERAD W ITSS 155 10 11135000 5/30/1994 Job Class
G| 113 DICKENSON, JUDY G ITss 155 10 11155000 10/10/2000 |0 item(s) selected Clear v |
|:| 114 VOLLMER, ERICH ITEG 155 10 11155000 8/19/2001
OR
|:| 113 HALONA, BLY I SUPR. 177 10 16177000 11/8/1984
5G| 116 KINARD, ANTHONY M RNG1 177 10 16177000 1/20/1984 Employee I:l
|:| 117 ORTEGA, ALEX L RNG1 177 10 16177000 3/22/1988
|:| 118 BALDRIDGE, ANNA K PLAN 177 10 16177000 3/10/1979
|:| 119 JORGEMSON, LINDSEY F RNG2 177 10 16177000 9/10/1988
|:| 120 GREY, EDWARD D MRSF 172 10 16177000 9/10/1988 | 4
I:‘ 121 JANSEN, KEITH L MRSF 177 10 16177000 10/2/1981
I:‘ 143 PALMER, KENETH W PWDR 172 10 14172250 9/17/1983
I:‘ 154 JOSEPH, DOMINIC FAC2 135 10 11135000 1/1/2007
# 156 JACKSON, MARTIN FACL 135 10 1000 11/30/2011 Eligibility Criteria
[+ 777 MULLEN, ELIZA E ITPR 155 10 11155000  2/9/2010 Generate Criteria
# 778 LEVESQUE, MARY FAC2 135 10 1000 2/10/2010 e
B | 5 Crevew [ cererse o]

Define the options in the Selection Criteria pane and click Preview to view a list of the
employees who fit those criteria. To exclude a specific employee from the survey distribution,
clear the Generate box for that employee in the Survey Generate Results pane. The Reset
option clears all entered selection criteria.

The Generate option generates both the survey and the email you defined for the employees
listed in the Survey Generate Results pane.

!'/t!g HY U a«9 - Exit Survey - Message (Plain Text) - = X
Message Add-Ins @
» T = 5 34 Find
| Bm- x 1 = 0 = % Safe Lists ~ = Y ¥
ﬁ _$ Q —._I _/ = a’ l_—"; _] %Related'
Reply Reply Forward (i ca|| - | Delete Moveto Create Other Block [ 7 Not Junk Categorize Follow Mark as
to All Folder= Rule Actions~ | Sender - Up~ Unread || ki Select~
Respond Actions Junk E-mail F} Options F} Find
From: Munis Surveys [MunisSurveys@Munis. com] Sent: Mon 3/11/2013 3:07 PM
To: # Higgins, Sean
Co
Subject: Exit Survey
FY
http://devmss.tylertech.com/v183/sean.higgins/Surveys/TakeSurvey.aspx?e=% =
252BCiFmUQIIBPAcbGhc4uHy 8KEATAXIBH52g9074TXuDQokAGZ FlSWvEbotKLINv1r
b
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LEVESQUE, CECLE C ~

Exit Survey Home

Please answer all questions on this survey. Employee Self Service
Employment Opportunities

Why are you leaving?*

Additional comments

What did you like best about working here?*

Additional comments

Test Tracking
Applicant Processing includes the test-tracking functionality, which records data related to
tests taken by applicants.

The Condition Codes program, which maintains condition codes for tracking applicant
processing activities, is expanded to accommodate the tracking of individual instances of tests.
For example, you can define a specific condition code for an instance of a test, which allows
you to define and track unique parameters for that instance, including test number, test date,
and included test parts. In addition, you can associate this instance with job openings and
track the results of applicants who complete it.

Munis® Major Enhancements, Version 10.3 to 10.5
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Condition Codes - Munis

' i=p “‘J—Text file @ EEWurd Notes v E t Elig. Report
v al = PDF Email Attachments (75 ink

a nk w | Wiew History
Add  Update Print Exeel TCM Retun
rE Duplicate . v [ Preview Schedula Notif:

Actions Cutput Office ools Menu Return

Condition Codes - Munis

Code XCL Test Part =
Job Family | 14D - ADMINISTRATION v | | ||sKL1- SKILLS LEVEL 1

Description |ExceL TEST | SKL2 - SKILLS LEVEL 2

Short Desc EXCEL TEST

Test Type |#DM - ADMIN BASIC OFFICE SKILLS - =

Test Code [OFF - ADMIN OFFICE SKILLS - ] = -
Test Number 523 |

Test Date 01/18/2013 1 Start End Booklet 3

Request Date 1 Acknowledge 1

Filing Deadline 1

Elig Begin 1 Elig End 1
Fee? 0.00

Default Eligibility Copy Data i
4 Years of High School or equivalent. -
I || € Jjzof1 2 MK
[} cdic) datad

The Test Type list indicates the type of test required for the job opening. The Test Code and
Test Number fields further identify the test. The Test Date fields identify when the testing
occurs, and the remaining fields identify test specifics.

Once the applicant has taken the test, you can view and update the test data on the applicant
record, which is available on the Application Tests and Conditions screen in the Applicant
Master program.
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Applicant Tests and Conditions

& = - 1
T word = v E Mass-Notes 'Q Y
(&) Email  Attachments [ Import Scores

Return

Search Menu Return

nis > Applicant Tests and Conditions

cation

Applicant 55N Last Name First Name MI  Suffix

| 1||000-00-0001 || sprTH ||10E Il |

Condition/Test Code 6201 = Type Credit 3
Test Number |123 | 100 - BASE CREDIT FOR 1 0.00
Test Date 11/15/2012 |

Test Location llDD - EMPLOYEE TRAINING CENTER - J E

Required Date 12/01/2012 | 4

Elig Date

1 Elig End 1

) -

Completed Date

|| LLE

Result - ] Total Credits 0.00

Comment |

Requisition | | D| .. @J Test Part Score -
PRS - PERSONAL INFO 100 - 100

Approval Status |1 - NOT STARTED M ~ || |ski1 - skaLLs LeveL 1 50 - 90 PI

Test Approver | | @Appmva] Notes ]

Entry Date 10/11/2012 | 4

Fee Paid 0.00 Final Score 0.00

Payment Method| | o I |

Mote Date Type Reference Mote -

10/11/2012 PRS - PERSONAL NTOES 1234 Personal notes for 15 for 6201 testing.

All related Applicant Processing programs, reports, and processes are updated to
accommodate the test-tracking functionality.
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Employee Self Service

The Course Details tab of the Training Courses program includes the Info URL, Info URL Text,
and Contact Email fields.

The Info URL box indicates the web address of a link that displays on an employee’s self
service Training Opportunities page and in the course’s Training Details page. The Info URL
Text box defines the text of the link.

Training Courses - Munis

Training Courses - Munis

Main | Course Details | Restrictions ‘ G/L Accounts | User Defined

| Mon ] Tue || Wed ) Thu L Fri
ini iti Home
e 3 Training Opportunities N
Maximum Size 30\ All Traming | By Location | Search Employee Self Service

‘ Current Size Description Date Time o

| H T 17/

‘ ouie-ype L EXCEL TRAINING FOR BEGINNERS 3:;,;3:8 59 10:00 AM Detaids / Enrol o
Accredited Hours Factor ‘ CorRComons
Points Type ( PP OPOOOPOOOIPOOPPIS O POPPOOPPOOPIPIPISPISQPPYS
Accredited Points |

dA..C 12, 3/« 11 8 A
Comment [
WORD TRAINING 1/14/2013 10:30 AM Details / En Posiion Transfer
Cost |
; EXCEL
Forget-ud T - - ] 1/15/2013 1:00 PM Details / Envol Dk
info URL | http://www.moreinformation.com Substitute Teaching
Info URL Text | Visit the HR Site for More Information =
Contact Email ' l
|_| External Course
External Provider L
|_| Disable Workflow
! Restart Workflow

|0of0

The Contact Email box defines the email address of a contact who can provide more
information regarding the course. This email address displays on the course’s training details

page.
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Training Courses - Munis

Training Courses - Munis

Main = Course Details | Restrictions ‘ G/L Accounts I User Defined

|| Mon [ Tue L] Thu L Fri

Minimum Size
Maximum Size
Current Size

Hours Type

Accredited Hours

Points Type

Factor

Accredited Points

Comment

Cost

Target Audience

Training Details

XCL
Description

Location

Accredited Hours

Info URL

Contact Email

Points

Points Type

EXCEL

1162013 10 111572013
Tu

1:00 PM

JOHN SMITH
EMPLOYEE TRAINING CENTER

Room 205
Phone

0.00
20,0000

ONGIOING ED

Contact Email

humanres:

Additional Information

LEVESQUE, CECILE € =
Resources =

Home

Empioyes Seif Sermce

Benetas

Cenificatons

Expense Reports

PayiTax information

Performance Evaluations

Personal information

Position Transfer

Pusen

SubstIte Teaching

External Provider |

|| Disable Workflow
|| Restart Workflow

User-defined fields specified for any course in the Munis Training Courses program display in

ESS on the Training Opportunities page as well as that course’s Training Details page.

Training Opportunities

All Training "éVLocatitr)n “Search |
Description

EXCEL TRAINING FOR BEGINNERS
CELL PHONE: YES - COURSE CREDITS - 07/09/2007

EXCEL TRAINING FOR BEGINNERS

EXCEL TRAINING FOR BEGINNERS

EXCEL TRAINING FOR BEGINNERS
MICROSOFT WORD

BASIC

WORD TRAINING

EXCFEI
LAPTOP: YES - COURSE CREDITS - 01/15/2013 |

Visit the HR Site for More Information

Courses Calendar | My Training | Employee Training

Date

8/7/2010 to
8/9/2010

8/7/2010 to
8/9/2010

8/7/2010 to
8/9/2010

8/15/2010
9/1/2010
12/15/2011

1/14/2013

1/15/2013

Time

10:00 AM

10:30 AM

10:00 AM

1:30 AM

10:00 AM

8:00 AM

10:30 AM

1:00 PM

Details / Enroll
Details / Enroll

Details / Enroll

Details / Enroll
Details / Enroll
Details / Enroll

Details / Enroll

Enroll

Home

Employee Self Service

Benefits

Certifications

Expense Reports

Pay/Tax Information

Performance Evaluations

Personal Information

Position Transfer

Punch In

Substitute Teachina

Munis® Major Enhancements, Version 10.3 to 10.5
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The Search tab on the Training Opportunities page enables you to find courses by searching

- tyler

technologies.

Training Opportunities

All Training | By Location || Search |

Courses Calendar | My Training | Employee Training

for keywords in the course description and location description.

Word

Description Date
MICROSOFT WORD 9/1/2010
WORD TRAINING 1/14/2013

Time
10:00 AM

10:30 AM

Details / Enroll

Details / Enroll

LEVESQUE, CECILEC ~
Resources -

Home

Employee Self Service

Benefits

Certifications

Expense Reports

Pay/Tax Information

The By Location tab groups the available training course by location headings, which can be

expanded and collapsed.

Training Opportunities

All Training | By Location I Search |

Courses Calendar | My Training | Employee Training

Description
BASIC
WORD TRAINING

EXCEL

Visit the HR Site for More Information

[E]rT TRAINNING ROOM (5 courses)

Date
12/15/2011

1/14/2013

1/15/2013

Time

8:00 AM

10:30 AM

1:00 PM

B EMPLOYEE TRAINING CENTER (3 courses)

Details / Enroll

Details / Enroll

Details / Enroll

LEVESQUE, CECILEC ~
Resources ~

Home

Employee Self Service

Benefits

Certifications

Expense Reports

Pay/Tax Information

Performance Evaluations

Personal Information

Position Transfer

Munis® Major Enhancements, Version 10.3 to 10.5
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Payroll

The following changes apply to Munis Payroll programs.

Audits

The system audits the old and new values of a field that is added, updated, or deleted. As a
result, fields are properly audited when new records are added to a database, each record is
reportable from outside of the Audit Inquiry program, and changes can be selectively excluded
from auditing without breaking the audit trail. Both old and new values are stored on a single
record.

Since auditing occurs on the database, this decreases the number of communications between
two servers in split-server environments and improves the efficiency of the audit process.

During the audit process, more information is written to each audit record, including the name
of the program from which the change was made. This allows you to determine how the
change was made, when the change was made, and by whom it was made.

Though the audit tables are smaller in size, writing more data creates a greater number of
audit records. To enable a more refined selection of changes to audit, in the Payroll Audit
Options program, the All audit option has been replaced by the Manual and System Gen audit
options for tables affected by programs that process changes at a mass scale, such as the
Employee Update or Generate Earnings and Deductions programs.

B o8 Payroll Audit Options - Munis

@ B Browse o | 7 Delete %} Text file B] £ word ¥ Notes v B Audit Mass Update

© Advanced W Global v PDF [&) Email Attachments £ Maplink v
Add Print Excel TCM Refurn

dd  Updal C
[ Query Builder g Duplicate v [0 Preview Schedule Notify A Alerts v
Confirm Search Actions Output Office Tools Menu Return

Payroll Audit Options - Munis

Table‘prpersum f - Period Summary
Customized
Data Set Description Editable Default Enable/Disable =
MANUAL - ALL DATA YES NO
SYSTEM GEN - SYSTEM GENERATED CHANGES YES NO
| I€ )| € J[1of2 L2 AR E]

The Manual option toggles auditing for all changes made by users. The System Gen option
toggles auditing for system-generated changes made by specific programs. For instance,
leave the System Gen option disabled for the Accumulators table to set the Employee Update
program not to make audits to the table each time it is run, which greatly reduces the number
of audits.

Munis® Major Enhancements, Version 10.3 to 10.5
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This functionality is available for the following tables. Each table is accompanied by the

programs for which auditing can be toggled off and on with the System Gen option.

Table Name Programs
prpersum Period Summary Employee Update, Generate
Earnings and Deductions
prpmppay Period Pays Employee Update, Generate
Earnings and Deductions
prpmdded Period Deductions Employee Update, Generate
Earnings and Deductions
prglalic Period Pay Manual GL Employee Update, Generate
Allocations Earnings and Deductions
prperach Period Accrual History Employee Update, Generate
Earnings and Deductions
prperacc Period Accruals Employee Update, Generate
Earnings and Deductions
pryeeapp Year End Accrued Expense Employee Update
Pays
pryeeapd Year End Accrued Expense Employee Update
Deductions
prdedhis Deduction History Employee Update
prearnhi Earnings History Employee Update
prempacm Employee Accumulators Employee Update
prpersum Period Summary Employee Update, Generate
Earnings and Deductions

When the Manual option is enabled and the System Gen option is disabled, the system audits
only changes made outside of the defined programs, whether those changes are made by
other Munis programs or directly to the database. This results in a significant decrease in audit
data size and communication with the database while preserving an otherwise comprehensive
audit trail. In addition, payroll processing time is equal to when auditing is turned off.

Both options are disabled by default for new customers; selections made by existing
customers on the relevant tables are migrated.

Employee Accumulators
The Import option in the Employee Accumulators program imports yearly amounts for
employee deductions or pays.

Munis® Major Enhancements, Version 10.3 to 10.5
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D& 9 Employee Accumulators - Munis

=] Text fil=

F = =8 E ERLT Motes £ dit
ed W . | PDF ents k
. i E CM Retun
der

Add  Update Print >
B Duplicate v B Preview @Echedule

Actions Output Office Menu | Return

Confirm Saarch

Employes Accumulators - Munis

Employee SSM Last Name First Name

| 0f... | ||stTE TOTALS I ||_|

Year

Accumulator Type

Pay/Deduction of...
o]

4

Frequency

Cycle

Hours Escrow Liguidation
Employee Amount Employee Amt

Employer Amount Employer Amt
Employee Gross
IK || € J[oofo(oeh L2 K

Click Import to display the Import Yearly Employee Accumulators screen, where you can
define the parameters for your import, including the file to import, the form definition to use
when processing the import file, and the year and type of the accumulator records you are
importing.

D& 0 Import Yearly Employee Accumulators

8} Text file XE : . '{" .

PDF nai ants v | Output-Post -
= CM Retur
B Alerts ¥  Forms

Menu Return

Add  Update rint
H Duplicate En Preview

Actions Output

Confirm

coumulators - Munis = Import Yearly Employee Accumulaters
Employee Accumulator Import

File | |=
-

Form I

Accumulator Values

Year

Type -

Pay/Deduction

Import File Path

Path | |
Import File Critena

Delimiteru

The import function imports only yearly records. Unless you are re-importing values for existing
yearly records, the function does not update any existing deduction or pay amounts.
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Payroll Control Settings

Category

Setting

Description

General

ESS User Name Format and
Sync Mode

This option, when enabled, directs
the system to synchronize changes
made to an employee's name in
Employee Master to that employee's
name in ESS. You can select a
number of name formats for the
synchronization, including first name
and last name; first name only; or last
name, middle initial, first name.

Generate

Prorate Pay Hours

This option, if enabled, sets calc
codes CC11, CC32, CC33, and
CC70 to prorate hours by dividing the
pay amount by the pay rate.

Generate

Include Escrow Balance on Final
Pay

This option, when enabled, sets pay
type 5 to determine its final escrow
pay amount by adding the remaining
escrow balance to the pay amount.

GL Posting

Default Cash Account Project
Code

This option, if enabled, allows you to
define a project code for the cash
account in addition to the general
project code.

Time Entry

Use Hours/Days on Teacher
Salary Record for Sub

This option, when enabled, sets a
substitute teacher's pay rate in Time
Entry to that of the teacher for whom
they are substituting.

Time Entry

Calculate FLSA By Gen Level
Dates

This option, when enabled, allows
you to use generate level dates when
processing FLSA periods within the
Time Entry move process.

Payroll Earnings and Deductions
The Rebuild Deductions for Accrued Expense Relief Checks option enables you to make
changes to deductions on accrued expense relief checks.

To navigate to this option in Payroll Earnings and Deductions, click Global to display the
Global Functions screen and then select the Global Access to Deduction Records option to
display the Global Deductions screen. On this screen, click Global to display the Global
Deduction Functions screen.
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-.;;., Global Deduction Functions
il

(]
Return

Return
Payroll Eamings and Deductions - Munis = Payroll Eamings and Deductions - Glebal Functions = Payroll Eamings ns > Global Deduction Functions
Global Deduction Functions

Build new deduction records.

Add deduction records to current payroll.

I I
l Purge deduction records from current payroll. J
| |

Rebuild deductions for accrued expense relief checks.

Click the Rebuild Deductions for Accrued Expense Relief Checks option and the program
displays the Global Deduction Rebuild screen. Use this screen to define which employees to
select for the rebuilding of deductions.

o~ OF XY Global Deduction Rebuild

-y Text file Word N ] t I'
DFE': Ezl i = ¢ ‘

H Duplicate Er Previe

Return

Actions Cutput O Menu Return

Payroll Eamings and Deductions - Munis > Payroll Eamings and Deductions - Glebal Functions = Payroll Eamings and Deductions - Global Deductions = G eduction Functions > Global Deduction Rebuild

Employee Selection Critenia

Location | | to | |
Organizati0n| |to| |
Group/BU \:/ to \:/
Job Class \:/ to \:/
Deduction \:/ to \:/
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Payroll Encumbering

The Deduction Settings group on the Update Remaining Salary/Deduction Amounts screen in

the Payroll Encumbering program allows you to create sets of deductions and define

encumbrance options for those sets.
n @@ 0

Update Remaining Salary/Deduction Amounts - Munis

Accept Cancel 5

Confirm Actions Office pols Menu | Return

Fiscal Year 2012
. ) ®) R ining Sal
File Update Options = ema!n!ng aany .
_) Remaining Salary and Position Control
Update Method IR - RECOMPUTE FROM REMAINING PAY PERIODS - I
Job Class to ZZZZ
Location to ZZ7
Group/BU to 7777
Positions | 0 to | 999999999 |
Deduction Setting
Mame Description 3 Deductions
DEDUCT1 ANNUAL AMOUNTS | Encumbrance Options |

These deduction sets and their accompanying encumbrance options are included when you
process the update.
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New exclusion options are included in the Payroll Encumbrances Proof/Post screen in the
Payroll Encumbering program.

Payroll Encumbrances Proof/Post

- 8} Text file P T v : dotes 5 Audi ; 4'4'-.

PDF =] Emai ’ nents nk v  Output-Post
Excel — Return

[©] schedule

Confirm Actions Output Office Menu Returm

Run Period 12
Run Year 2012

Journal ref 1 2007KS
Journal ref 2 2007KS3
Journal ref 3 2007KS3

Comment |MM

Effective Date 01/17/2013

Location | | to |ZZZ |

Org |11135000 |to |11135000 |

+'| Exclude inactive employees
|| Pay Options

Process pays
Include Pay Types {Leave blank to include all)

(N I I Y N N

Zero Out Accounts

Exclude inactive pays [ - ll

|| Deduction Options

Process deductions
Cash Org

Include Deductions (Leave blank to include all)

Exclude inactive deductions [ - ]l

e The Exclude Inactive Employees check box excludes inactive employees from the
encumbrance posting.

e The Exclude Inactive Pays check box excludes inactive pays from the encumbrance
posting. If you select this check box, you must select an option from the accompanying
list to define which inactive pays to exclude. The following options are available:

o Inactive By Date
o Inactive By Status
o Inactive By Both

e The Exclude Inactive Deductions check box excludes inactive deductions from the
encumbrance posting. If you select this check box, you must select an option from the
accompanying list to define which inactive deductions to exclude. The following options
are available:

o Inactive By Date
o Inactive By Status
o Inactive By Both
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Payroll Exceptions

The GL Segment list is available when you add a payroll exclusion with processing code 8 - All
Pay Types Included Except with Seg.
o @®Q
e

: Qf . |® 'S

Accept  Cancel

Payroll Exceptions - Munis

Confirm Searc| Actions Office ools Menu | Retumn

Payroll Exceptions - Munis

Deduction Code 1000 I FICA
Processing Code |.B - ALL PAY TYPES INCLUDED EXCEPT WITH SEG - I
GL Segment I b I
| Exclusion Ranges _ LS ]
— 1o | | Functionsce I
Department
Program
Grade
Grant/FunSrc
DOE Function
Category
Project
Organization Code
Object Code
Character Code

Select a GL Segment type from this list and then use the Exclusion Ranges fields to define the
codes to exclude. For instance, if you select the Object Code option from the GL Segment list,
then define ranges of Object Codes in the Exclusion Ranges fields.
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Salary and Benefit Projections

The following changes apply to Munis Salary and Benefit Projections programs.

Projection Position Control
The Vacant process in Projections Position Control generates a proof report.

Projection Position Control - Munis

B} Text file @ 23 word . v B Audit GL Acct Find Budget Update "
=0 - . [ ]
POF Email Attachments [T kv | Vacant Mass Update
t

Add  Update Excel Return

a
rin! =
FE Duplicate | w [ Preview @5chedu|e ¥ | Position History B More... w

Actions Output Office ools Menu

Projection Pesition Control - Munis

Position Identification
Position Description State Pos Status Create Date
| 3 ||HEAD AccounTanT I ||a - acTive ~ |o7/01/2004 |

Main | Salary Data | Budget | Civil Service | Comments

Job Class FAC3 ACCOUNTIIL Pooled
Group/BU llD - NON UNIOM A Hiring Freeze

Location 1135 - FINANCE DEPARTMENT - Reclassified

Replaced with o FLSA Exempt
Filled at

Moo Cooloooc I 1 nnnn

This report indicates the number of employees created as part of the process and the positions
for which they are created.

o atyler e solution

01/07/2013 15:18 MUNIS |pc 1
sean.higgins Employee Position pmposctl

EMPLOYEE

NUMEBER EMPLOYEE MAME JOB CLASS LOCATION
POSITION:00032

000217 VACANTOO0D217, POSITION FAC3 - ACCOUNTANT III 135 - FINANCE DEPARTMENT
POSITION:0010

oopoz218 WACANTOO0217, POSITION FCL2 - CLERK II 135 - FINANCE DEPARTMENT
POSITION:0011

ooo0219 WACANTOO0217, POSITION FCL2 - CLERK II 135 - FINANCE DEPARTMENT
POSITION:0O012

000220 WACANTOO0217, POSITICN FCL2 - CLERK II 135 - FINANCE DEPARTMENT
POSITION:00132

000221 WACANTOO00217, POSITION FAC3 - ACCOUNTANT III 135 - FINANCE DEPARTMENT

The program also displays a dialog box that offers you the option of completing or canceling
the operation.
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Projection Position Control - Munis

Position Identification

@

Return

Menu | Returm

Position Description \!) 12 employee records will be created for 11 positions. Continue?
| 3 ||HEAD Account:
S e I
Main | Salary Data | Budget | Yes “ No
‘ Job Class FACY l = T

Pooled
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Munis Central Programs

Munis central programs are available from Other Applications menu within Munis. The Centrals
menu is organized by product: Financials, HR/Payroll, Revenues, and Administration. The
following are HR/Payroll central program enhancements included with Munis Version 10.3.

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.

HR Command Center

The Human Resources (HR) Command Center provides a centralized interface for the
personnel management central programs. Permissions for the individual programs included in
the command center remain as defined for those programs in Munis. The menu options on the
left display the Employees, Applicants, Benefits, and Positions panes. For each pane, the
ribbon provides options for viewing and maintaining associated data.

The Employees pane provides general employee data in two views, which can be accessed
using the tabs on the ribbon. The Employees view interfaces with the Employee Central
program. The options provide direct access to employee programs, pertinent settings
programs, workflow, and available reports within Munis.

@ HR Command Center
.:'. 2 1 DYEE | Workforce Central Welcome, Sean Higgins
— e ® 2 ® Terminated v M y
N+ B | E 2 e a3 A
OWrteneed Add LeavelAbsence = Evalustions Training Isswes Employment Employees Excel  Reports  Setup  Workflow
Emgployee v w v v v v w v 4
Search Actions ] Bstcn Evaluations Workforce | Office | Reports Setup
[ E' Competencies
=| Matrices
Employees U ) U ~
® o AGUAYO, FABIAN ) Retnas Details
=N -] Job Class TEACHER ELEMH EI Tipes jon ELEMENTARY SCHOOL 5 Status ACTIVE
Applicants =1 h Check location ELEMENTARY SCHOOL 5 Group/EBU TEACHERS D 800177 D |
Pay frequency BIWEEKLY Pers status FULL TIME Hire Date 12/13/2003
Benefits More
. ®
'Y O AVANT, FILIBERTO Details
FIELTiE £ Job Class PARAPROFESSIONAL MIDDLE SCHOOL Location MIDDLE SCHOOL 2 Status ACTIVE
=1 h Check location MIDDLE SCHOOL 2 Group/BU  PARAPROFESSIONALS D 800254
Pay frequency BIWEEKLY Pers status FULL TIME Hire Date 11/17/1999
More
v
K<tz »l = =

The Workforce Central view is an interface for the Workforce Central program.
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@
-5" Employees

Treemap People Graph Pivot

View

Treemap View

Workforce Central

oooo
|:| = Group by NI | v | %
O | |

Excal

Office

v

P

Paositions

HIGH
131

13 $3,390,355.37

$434,216.54

HR Command Center
Welcome, Sean Higgins

My Filters
r.y

[=] Position
Location

| 0 item(s) selected Clear v |
Job Class

| 0 item(s) selected Clear + |
Group/BU

| 0 item(s) selected Clear + |
Org

| 0 item(s) selected Clear w |

[=) bemagraphics

Age 16 - 100
I {
Years of Service 0 - 100
I ]
Salary £0.00 - $500,000.00

I {

Apply Reset

W

The Applicants pane interfaces with the Applicant Review central program. The options link to

applicant tracking programs, pertinent settings programs, and available reports within Munis.

CE -

© Advanced

Search

Applicants (21)

Applicant  Openings
Actions

», Pa x—

s 2 B @
Jab Pending
GCards

Scoring  Interest 5

g a2
= Excel Repvuﬂs

Office | Reports

HR Command Center
Welcome, Sean Higgins

=
® 1l SMITH, SUSAN S Details
s Number 93 Application Date 07/20/2010 Last Update Status ACTIVE
Applicants
E More
‘%.-’“
Henefts [ ] SMITH, SUSAN 5 Details
.._. MNumber 94 Application Date 07/20/2010 Last Update 12/31/1899 Status ACTIVE
Positions E e
ud SMITH, JOE Details
Number 29 Application Date 05/12/2008 Last Update Status ACTIVE
@ More
|l BINGLEY, SARGENT Details
Number 2 Application Date 05/09/2008 Last Update Status INACTIVE
E More
K<123 > = =

A
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The Benefits pane is an interface for the Benefit Enrollment Monitor central program.

@ HR Command Center
v TR - T

Welcome, Sean Higgins

New hire S
A <0 02

Search View Office

¥ Enrollees (484) E3 B My Filters

Employees
= [=] Position
ol Location
4381 1 0 1
NS 484 ” | 0 item(s) selected Clear v ‘
Not Started In Progress Approved Posted
- Job Class
i ALL ENROLLEES
T | 0 item(s) selected Clear v ‘
[ More Group/BU
®s
4 | 0 item(s) selected Clear v ‘
Pasitions org
| 0 item(s) selected Clear v ‘

[=] Enroliment
Status

| @ item(s) selected Clear v |

Apply Reset

The Positions pane interfaces with the Position Control Central program, which displays in two
primary views accessible using the tabs on the ribbon. The Positions view includes position
control data organized by position record. The options provide direct access to position control
programs, pertinent settings programs, and available reports within Munis.

@ @& HR Command Center

2l Accounts

Welcome, Sean Higgins

Position description or # Q| ;+—

Q  Advanced Add | frapsfers  Job ary  Encumbering I:uﬂex Excel | Reporis

Position v Classes  Tables Steps v

Search Office | Reports

Positions (42
(42) @ wodel
Employees 1 & | ry
® [ 13505 ACCOUNTANT “# fiesuess Details
- [ f’ Settings
. Job Class ACCOUNTAN NON UNION Employee
Applicants ) @ Vecancies
Location FINANCE DER: ACTIVE Create Date 07/01/2004
ﬁ’ Pers status Pos type EEO class
l
Benefits Allocation Org 11135000 Object 5110 Project
~ Project Allocation Project Account
T &
- E More
Positions.
L 13507 ACCOUNTANT Details
Job Class ACCOUNTANT I Group/BU NON UNION Employee WILLIAMS, ELISE K
Location FINANCE DEPARTMENT Status ACTIVE Create Date 07/01/2004
Pers status Pos type EEOQ class
Allocation org 11135000 Object 5110 Project
Project Allocation Project Account
E More
ad
K<12345 ] = E
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The Accounts view displays position account records.
@ & HR Command Center

Positions [Nl Welcome, Sean Higgins

I - 6 ' § ¢ BiE oA

Add . Job  Sal Encumbering  Ind Excsl | Ry Se
QO Advanced Position Trsrsfer' Classes T:b:: SERET EIE:,E = PEF\"D“S "\‘;-'P
Search Actions View/Maintsin Office | Reports | Setup
»
¥ Accounts (8)
= A
P 13505 ACCOUNTANT - SALARIES FULL TIME - CHANGE Details
»
" Job Class ACCOUNTANT I Group/BU NON UNION Create Date 07/01/2004
il | | | ocation FINANCE DEPARTMENT Status ACTIVE
‘;" Allocation Org 11135000 Object 5110 Project
Benefits E More
L
i [ 13507 ACCOUNTANT - SALARIES FULL TIME - CHANGE Details
Fesitions Job Class ACCOUNTANT I Group/BU NON UNION Create Date 07/01/2004 F
Location FINANCE DEPARTMENT Status ACTIVE
Allocation org 11135000 Object 5110 Project
E More
& 13510 ACCOUNTANT II - ACCOUNTS PAYABLE Details
Job Class ACCOUNTANT II Group/BU NON UNION Create Date 07/01/2004
Location FINANCE DEPARTMENT Status ACTIVE
Allocation Org 1000 Object 2010 Project
E More
-l 12511 ACCOLINTANT TT - SALARTES FINNT TTME - MrHANGE Nataile ad
K<z = =

Central Program Design

Central programs are updated to improve usability and readability. For example, in the
Employee Central program, when a search returns multiple results, the program lists each
result in a larger format with an expandable information section at the bottom.
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. | Employee Central

o',
..}" Employees Welcome, Sean Higgins

CETE Y 7

© Advanced Ee

Search Office

Employees (2)

LEVESQUE, CECILE Details
Job Class ACCOUNTANT III Location  FINAMCE DEPARTMENT Status ACTIVE
-] Work loc Group/BU NON UNION D 166355
Pay freq BIWEEKLY Pers statu FULL TIME Hire Date 07/21/2009
g More
Home Phone  123-456-7890 Position HEAD ACCOUNTANT
Other Phone 111-111-1111 Supervisor BISHOP-ELFRING, MAUREEN
Address 371 US ROUTE 1 Emrg Contact HAROLD LEVESQUE
CASCO ME 04015 222-222-2222 OTHER
LEVESQUE, MARY Details
Job Class ACCOUNTANT II Location  FINAMNCE DEPARTMENT Status ACTIVE
] Work loc Group/BU NON UNION D 778
Pay freq BIWEEKLY Pers statu FULL TIME Hire Date 02/10/2010

E Mare

When you select the Details option, the program displays the employee’s detail page, which
displays the employee header in a larger format and provides access to additional information

through options in the ribbon.

Employee Central

%
Employees Welcome, Sean Higgins
F N~ o B o FEEEE ®

r
Motes Return

Profile  Leave Temmingte Employee Qualifications Employment History | Excel Email
w To Search

Change w

Actions 1 @ Application Data Returm

EEl Deduction/Pay

LEVESQUE, CECes s

@ Time & Attendance
ACCOUNTANT III, FINANCE

EE Retro Pay
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Available Web Parts

Web parts are web-based portals that display information from various Tyler organizations or
provide links to third-party applications. The following table provides a description of web parts
available in Munis Version 10.3 for the Tyler Dashboard and Munis tenants.

Web Part | Description

Tyler Dashboard

My Tyler Community Provides direct access to Tyler Community items such as
forums, conversations, and groups.

Munis

eLearning Links Provides a catalog of available Munis eLearning tutorials;

when you click a tutorial link, the tutorial opens in a window
outside of the Tyler Dashboard.

Human Resources and Payroll for Version 10.4

This document provides an overview of the major HR/Payroll enhancements for Munis Version
10.4.
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Human Resources for Version 10.4

The following changes apply to Munis Human Resources programs.

Applicant Master

The Employee Information group on the Main tab in Applicant Master provides information
regarding the applicant's current or previous position with your organization, if one exists. If
you have the proper permissions, the group displays information including the position’s
number, supervisor, and location. If the applicant was terminated from that position, this
information is displayed in red text to the right of the Position box.

2k

Delete | Text file 7 Word
o 4]
= L eoF B Email
Print Exeel
> Schedule

Offica

v [ preview

Output
Applicant Master - Munis
Applicant Identification

Applicant SSN

Applicant Master - Munis

v

= MNotes P
e Attachments plink v | Pending Purge
TCM Return
Motify erts ¥ | SSN Update = More.. ¥

Menu

Recommend Import Gallup

Return

Last Name First Name Middle Name MI  Suffix

‘ 25| |829-63-6501 | aLmon ||HELEn I I |
Prior Name | ” |

Main | Address | Demegraphics | Eligibility | Custom Data

Applicant Requirements Information

Application Date 05/07/2007 | | Status H - HIRED hd

Retain Until 12/31/9999 | Last Updated 1

Minimum Rate/Sal .00

Minimum Benefits |

Referral I - ] =

Related Employee | |

Notes | ” D"‘Ta(t ]

Application/Employment Status

Applied Previously +/| Current Employee

Employee Information

+/| Former Employee Position 99007 SCHOOL COMMITTEE
800427 - HELEN ALMON Supervisor 800422 ALEXANDER BLUE
Current/Prior Position —
Job Class 5500 SCHOOL COMMITTEE
Group/BU 9900 UMNAFFILIATED
Location S0o0 CENTRAL OFFICE
HAvailability
Available Start i
Full Time Part Time Days Mights Temporary Summer
l [ Certs/Licenses ” [ skills H [=5 Tests/Conds “ (= Education H = Work History J
l [ Training ” [ References H [ Ref Checks “ (& Interviews “ & Custom Data ]

LK || € [jrof1 BREIENE
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If the supervisor listed has an email address recorded in Munis, click the email button to open
a pre-addressed email.
oo Munis Email

|| = e @7 word
=_ o Text fi E

p BB Email

Global w
Print

EEE licate W E Preview B> Schedule

Actions Cutput Office

Return

nis > Munis Email

|
cc: | |
BCC: | |
Subject: | |
Body: 3
-

If you have the necessary permissions, click View Employee to display the active applicant’s
record in Employee Inquiry. If the applicant was terminated, this button displays his or her

record in Terminated Employee Inquiry.

Applicant Master - Munis

et

. Daleta -. o Text fila - @7 word fi Motes v  Audit Recommend Import Gallup <
# Global v | B L poF B Email Attachments {52 Maplink v | Pending Purge
il E>

Add Update Print xeel TCM
der Ea Duplica v [ preview B Schedule Motify 1 Alerts v  SEN Update = More.. W

Confirm Se d Actions Output Office Tools M

Applicant Master - Munis
Mass Status

Applicant Identification
Applicant SSN Last Name First Name Middle Name MI  Suffix Fingarprinting Export

| 25| [s29-63-6601  |[ALmON [[HeLen I I | CRE Export
Prior Name | || | ML tmeort
Main | Address | Demographics | Eligibility | Custom Data Get Gallup URL

Applicant Requirements Information

Application Date 05/07/2007 | 4 Status H - HIRED -
Retain Until 12/31/9999 | 4 Last Updated 1
Minimum Rate/Sal .00

Minimum Benefits

|
Referral l - ] =
Related Employee | |
Motes | “ [ Text J
Applied Previously +/| Current Employee +/| Former Employee Position 99007 SCHOOL COMMITTEE TERMINATED
800427 - HELEN ALMON Supervisor 800422 EJ ALEXANDER BLUE

Current/Prior Position | |

Job Class 5900 SCHOOL COMMITTEE

Applicant Processing
The Applicant Processing programs have been expanded to include functionality for real-time

integration with Gallup.
Munis® Major Enhancements, Version 10.3 to 10.5
Human Resources and Payroll Page 41




In Applicant Processing Settings, the Gallup Folder tab has been renamed Test Integration.

When you select Gallup Real-Time Integration from the Third Party Test Integration list, the

program displays options for configuring an automated process that imports Gallup data into
Munis in real time.

‘-:,. ” oG Applicant Processing Settings - Munis

| o Text file E
. F
B L poF

al v

rin!
EE Duplicate w E Previaws

Actions Output Office ols Menu | Return

Applicant Processing Settings - Munis

General | MSS Options | Test Integration | MSS Field Access | MSS Profile Access

Third Party Test Intearation lGaIIup Real-Time Integration - I

Gallup Retention Days 0
Gallup Client ID

Gallup Business Unit ID

Mobile Phone Type l
I

4

Business Phone Type

Gallup Test Code

ECI Test Part

4

4

4

Elementary Indicator Test Part

Secondary Indicator Test Part

4

4

Insufficient Information Test Resultl
Gallup Order Reguest URL |
Time Zone

Count 0

Access Codes

When you set up Gallup real-time integration, the Self Service Applications program
automatically selects the Use Redirect box, which configures the system to redirect applicants
to a Gallup interview URL after completing their applications. The program does not display the
Redirect URL field; the Redirect URL is provided automatically from the Gallup web service.

Self Service Applications - Munis

B p Textfile i Wore tes Audi Modules  Preview
L ;

= L opoF B Email ink v | Pages Compile
Print TCM

w E Preview B Schedule o Alerts % Duplicate = More... ¥

Confirm 5 d Actions Output Office wols Menu

Self Service Applications - Munis

Self Service Form ADMI

Description |GENER.AL ADMINISTRATIVE POSITION |

/| Use Redirect
Last Compile |D?.-"20.-"2010 | q |meh‘ring |

Page | Page Description Moduli Module Description 3

APOS  ADMINSTRATION POSITIONS

SCH1 HIGH SCHOOL
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The Address tab in Applicant Master displays Gallup information for the applicant, including
The Gallup URL box, which displays the URL provided to the active applicant for accessing the
Gallup interview. The Gallup URL Date box identifies the date on which the URL was supplied

to the applicant.

A PDF B Email ®
Print TCM

| Text fila @9 Word =
Y re I
=
Exeel
v E Preview

@b Schedule

Output Office

Applicant Master - Munis

Applicant Identification

Applicant Master - Munis

Recommend Import Gallup
link v  Pending Purge

erts ¥ S5SH Update = More... ¥

Menu

Applicant SSN Last Name First Name Middle Name MI  Suffix

| | I I I L |

Prior Name | ” |

Main | Address | Demographics | Eligibility | Custom Data

Address

Phene | |

Address | |
| |

City | |

State L]

Zip

Country l - I E"

County l - I E

Email | | =

Alt Email | | | =
= Motify

Reference | |

Gallup Code | | +

Gallup Date 1

Gallup URL |

Gallup URL Date | |

[=Addresses ” [ Phones ]

On the Applicant Tests and Conditions screen in Applicant Master, the Gallup tab displays
information regarding the applicant's test, including the Gallup code and a URL for viewing

detailed results.
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¥ O Applicant Tests and Conditions

n Text file 02 word M Audi Mass-Notes
| <
L PO B Email nk v | Import Scores
Excel TCM Return
Return
\py aster - Munis > Applicant Tests and Conditions
Applicant Identification
Applicant SSN Last Name First Name MI  Suffix
| 1||o00-00-0001 ||sprTh [[10e [ |
Main | Gallup TN
. a
Gallup Information B Sl
Gallup Code | |
Attempt Number| |
Test Profile | | 4| | v~
Results URL | Total Credits 0.00

Case Management Settings
The Edit All Stages permission on the Security tab in the Case Management Settings program
allows you to update case management stages out of sequence on an Employee Case

Management record.

o Case Management Settings - Munis
)

- Delete -. o Text fil= E e Mo Audit Restrictions P
- Glabal v | B3 L pDF 1 Emai ks [RE Maplink
i Exca TCM

Add  Update -~ Prin Return
) puplicate . v [l Preview

Actions Output

Case Management Settings - Munis

General | Security

User ID User Name View Resolutiol Update Status | View SSN View all Categori Inguiry Only | Edit All Stages Restrictions 3
melfring Maureen Elfring i J J J

munis Munis ol v v v

sean.higgins Sean Higgins v + + + +

If you have been granted this permission, you can update any stage of a case in the Case
Management program at any point in the process.
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Employee Case Management - Munis

B g Textfie 03 Word = Motes v Audi Process View History
. .

A PDF B Email Attachments nk v  Stages
Excel TCM
E Preview Schedule Motif ¥  Emp Inquiry
Confirm Actions Output Menu
Employee Case Management - Munis

Case Management

Case Date Type
| 1522| |0?!22!2013 | i |suBs - suBSTANCE ABUSE M=
Category [OTHR - OTHER ACTIONS - ] =

Linked case 0...
OSHA case | D| @ Primary HR contact 64|... [=] BEDIENT, TIM ]
Status [1 - STARTED - ] Secondary HR contact || =

[= Case Notes

Main | Issue | Resclution

Employee Case Management Stage Details
Employee Identification
Employee 55N Last Name

155366| |DDl-55-3635

B g Textfie El 33| Wore
. H
[[PraLNT _ . = 4 eor ' @
Add Print
N 1ery ilder b cate P e
Employee Information El v E review

Job Class 5200 TEACHER ENGLISH

Location 9100 HIGH SCHOOL
Group/BU 9200 TEACHERS Case 152z

Supervisor

Output

.

Process Stage WARN | VERBAL WARNING

Stage Description Start . o ﬁ
WARN VERBAL WARNING(

WRT1 FIRST WRITTEN WARNING

o Text file
WRT2 SECOND WRITTEN WARNING

A~ PDF
TERM TERMINATION -
v E Preview

Output

LK < 2ofs

Case

Process Stage WRTZ | SECOND WRITTEN WARNING

This permission is not granted by default and does not affect other case management
permissions.

Employee Emergency Contacts

The Line 1, Line 2, City, State, and Zip fields in Employee Emergency Contacts identify the
address of the active employee emergency contact.
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Employee Emergency Contacts - Munis

B g Textfile = 03 Word
.
= . ppF B Email
Print
v E Preview B> Schedule
Confirm d Output Office wals Menu | Return

Employes Emergency Contacts - Munis

Employee 55N Last Name First Name MI  Suffix Status
| 166355) ... |001-11-1122 || Levesque ||cecie ||_|| || acTIve - |

" Additional Telephone Numbers

Name |HAROLD LEVESQUE | Type Phone Comment Unlisted 3
Relationship 0 - OTHER - E QFF - OFFICE 333-333-3333 +| Unlisted
Line 1 12 ELM STREET | HOME - HOME PHONE MIGRATION 555-5555 CALL ONLY IF OTHERS BUSY Unlisted
Line 2 | |

City |PORTLAND |

State ME Zip |04103 |

Phone 222-222-2222

Comment | |

The Additional Telephone Numbers fields define additional phone numbers for the contact and
specify the number's type, whether it is unlisted, and additional comments, as necessary.
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Click Change next to an emergency contact on the Personal Information page in Employee
Self Service (ESS) to display the Edit Emergency Contact page, where you can update these
fields.

Personal Information
LEVESQUE, CECLEC -

Resources ~

Employee Preferred Name change

Preferred Name CECI
Edit Emergency Contact Home
Address | E-mail change
972 ROUTE 1 Name* WAROLD LEVESQUE e b
Home Address -
MONTREAL, QCf gy paiianship OTHER e
E-mail sean_higgins@ty| ~ Primary Telephone Number* 122172072 Certifications
Alternate E-mail fddress 12 ELM STREET Exponse Roports
Address 2
Pay/Tax Information
Options change Ciy [PORTLAND

Performance Evaluations.

W-2 Delivery Method  Mail and email State [me |
r . Personal Information
Zip Code 04103 _

Employee Profile
Telephone Comments [ ]

Type Description Nu m Position Transfer
pdate

PRIMARY HOME PHONE 123 [ additional Phone Numbers i
Numbe T c Unlisted
WORK PHONE NUMBER SEL I " Snii e Time Off
3333333333 OFFICE ¥ Delate
555-5555 HOME PHONE MIGRATION CALL ONLY IF OTHERS BUSY N Delate Time Entry
Dependents T Training Opportunities
No Dependent information to display. ey
Emergency Contacts \ Add Emergency Contact Training Opportunities

Name Relationship Phone Comments
HAROLD LEVESQUE OTHER 222-222-2222 [ Change || Delete

These fields are also available for entry when you select Add Emergency Contact to add a new
contact.
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Employee Evaluations
New programs are available for customizing ESS employee evaluation forms.

The Evaluation Template program creates and maintains evaluation templates. Select the
Enable check box for any header section to include it on all evaluation forms generated from
the active template. When you highlight a header section, the Fields group displays the fields
that are available for inclusion in that section. Select the Enable check box for any field to
include it, select Required to designate it as a required field.

Evaluation Template - Munis

Evaluation Template - Munis
Evaluation Template

Code
Short Description

Long Description

Header Sections

Name

5001

|suPER0L |
‘SUPERVISUR TEMPLATE 01 |

Add/Remove Competendies
Add/Remove Events

Enable ESS Display Instruction Text =

Basic Information

Please fill out all fields in this section.

Text Data
Events
Recommendation

Competencies

Evaluation Criteria Used

Name

Completion Date

Overall Rating

Review Type
360 Evaluation Type
Review Period Begin
Review Period End
Scheduled Date

s | Knployee [ LEVESQUE, MARY v

[ACCOUNTANTIl_v/|
v Basic Information

Please fill out all fields in this section

Completion Date*

Needed Score Rating*
e _EXCELLENT v
T < [EXCELLENT v/
[Review Type
[annvAL EvALUATION v|

This section lists all the criteria on which you make your evaluation
Overall Text*

Evaluation Criteria

Home

Employee Self Service
Benefits
Certifications
Expense Reports

Pay/Tax Information

Employee Evaluations
Personal Information
Position Transfer
Substitute Teaching

Time Off

You can further configure the headers and fields included on evaluations by defining display
text, instructional text, and default options.
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The Evaluation 360 Sources program creates and maintains evaluation source codes. Use
these codes to customize the competencies included on different evaluation forms generated
from the same template.

Evaluation 360 Sources - Munis

— Dalete [ ] o Text file - O3 Word =
= Xg e

Global v A PDF B Email
Update Print xcel TCM
E Duplicate w E Preview B> Schedule
Actions Output Office Menu | Return
Ewaluation 360 Sources - Munis
360 Source
360 Type Il - Supervisor Evaluation - I
Code 5001
Short Description |s EvaL 01 |
Long Description |SUPERVI50R EVALUATION 01 |
|ESS Template ISOC!J - SUPERVISOR TEMPLATE 01 = |
Default Competenaes
Competer Description Weight 3
| 1 PUNCTUALITY 20.00|

Use the ESS Template list to select a template to associate the evaluation source code with.
You can associate as many source codes with a single template as necessary. Use the Default
Competencies fields to define the competencies for the source code. You can create multiple
evaluation forms from the same template by assigning different competencies to different
source codes.

When you add an evaluation for an employee in ESS, the program checks the evaluation
source code on the employee’s job class and generates the evaluation form with the
competencies and template defined on that source code.
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Employee Master

The Preferred Name field in Employee Master identifies the active employee’s preferred first
name. Use this box if the employee prefers to be known by a name other than their legal

name, for example, a nickname.

Delete |
.
=

o Text file El 9 Word
Global v .~ PDF " @ Email

Eﬂ Duplicate

Actions

Add  Update Print
r v E Preview
Output Office
Employee Master - Munis

Employee Identification

Exce TCl
e Schedule Notify

Employee Master - Munis

- Enotes
'®

¥ Audit Detail Org Chart

x5 nk ¥  Terminate Supervisar

Attachments f== fapl
f ! Alerts ¥ | Reporting Emps = More... ¥

Tools Menu

Main | Dates | Demographics | Address | Payroll | Mail Sort | Last Change | Benefit FTEs |

Employee SSN Last Name First Name Middle Name MI Suffix Status
| 166355001-11-1122  |[LEVESQUE [|cecie | | || - acTive -
|Preferred Name CECI

Employee Information

Job Class FAC3  |.. ACCOUNTANT III

Location 135 ... FINANCE DEPARTMENT

Group/BU 10 | ... mow union

Pay Frequency [B - BIWEEKLY - ]

Project Account | |

Org/Obi/Proj 11135000 |- 5110 || | | e
SALARIES FULL TIME - CHANGE

Department 135 . FINANCE DEPARTMENT

View the preferred name attached to your Employee Master record on the Employee Profile

and Personal Information pages in ESS.

Personal Information

Employee Preferred Name Ichange:
CECI|

|Preferred Name

Address [ E-mail change

Edit Preferred Name

=

Preferred Name

372 ROUTE1,
Home Address MONTREAL, QC B5B 6A8

E-mail sean.higgins@tylertech.com

Alternate E-mail

1
tip

CECI

'y

Options change

W-2 Delivery Method ~ WMail and email

Performance Evaluations

Personal Information

Click Change on the Personal Information page to display the Edit Preferred Name page,

where you can enter a new preferred name.
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Mass Salary Changes
The generation options in the Pay Band Increases, Mass Step Increases, and Mass Contract
Changes programs have been updated to ensure consistency.

ou Mass Contract Changes - Munis

< Jelete [ ] o Text filz = @3 Word - Motes Define
= X2 9 <
W . PDF B Email Attachments ({2 Maplink v | Output-Post
Excel

Update Print TCM Return

EE Duplicate v E Preview B Schedule Notify 1 Alerts w
Actions Output Office Tools Menu Return

Mass Contract Changes - Munis
Location to ZZZ7Z |...
Org to IIFTFTET
Group/BU 12 to 12
Job Class to ZZZ7 | ...
Position 0... to 999999999 | ...
Pay Type | of.. to | 999]...
Calendar I_DI to 999|...
Mext Date | |5 to | [
Started Job Before 07/18/2013 ]
Minimum Days Worked | D| in Year | ZDDE| by lJob Class -
Minimum Hours Worked 500
If over step | 50 | Min Hours Worked| 0
Options | Retirees
Change Option l - I
Percentage Rate .000 of [ -
Plus Amount .00 Apply to I - ]
Effective Date i
Rounding Method [NONE - |
Report Sort Order ll - EMPLOYEE MUMBER - I
Salary Table Defaults
Active Employees Only
Include Off-Step/Frozen Employees
Update Frozen Employee Salary
Allow Salary Decrease
Allow Salary to Exceed Maximum
Iw
PM Action Code | - |

e The Calendar, Next Date, and Minimum Hours Worked boxes are available in all three
programs. Use these boxes to define the employee selection criteria for the increase.

e The If Over Step, and Min Hours worked boxes are available in the Mass Contract
Changes and Mass Step Increases programs. Use these boxes to define the minimum
number of hours employees over a specified step must have worked in order to be
selected.

e The Allow Salary to Exceed Maximum and Increase Salary to Minimum options are
available in the Pay Band Increases program and on the Options tab in Mass Contract
Changes. Use these check boxes to define the salary calculation options for the
increase.
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e The Report Sort Order list is available in the Pay Band Increases program and on the
options tab in the Mass Contract Changes program. Use this list to define the sorting
order for the proof report.

The Pay Band Increases program includes a new calculation option. The Rounding Method list
specifies the rounding method for the program to use when calculating amounts during a pay
band increase.

Pay Band Increases - Munis

. = . poF ac link v Output-Post
Accept Search Audc Update Print E> CM Return
Query Builda licata w E Previatw ad Mo

¢ 7 -. o Text fil= E Wore . Define ‘
)

Confirm E c Actions Cutput Office Menu Raturn

Pay Band Increases - Munis

Execute this process

to £7F7

to EZFPZF7T e

Group/BU to

I
L |
L]
Job Class \—I to \ﬂ,
L9
L9

Location

Org

Position to 9999995999 ...
to 989 ...

to 989 ...

Next Date 1 to
Started Job Before 07/17/2013 ]

Minimum Days Worked in Year 2011 by lJob Class - I

Pay Type

Calendar

[

Minimum Hours Worked

B

Increase Effective Date

|

Increase Type lPercent of pay band mid salary - I
Increase Percent 0.00 |

Review Period MNONE ]

Anniversary Range ROUND \_D,

Anniversary Option ROUMD UP -

Lump Sum Pay Type ROUND DOWN CE

Pay Start and End Date ROUND TO NEAREST CENT |12/15/2011 ]

Report Sort Order 1 - EMPLOYEE NAME -

Active Employees Only

Allow Salary to Exceed Maximum
Increase Salary te Minimum
Generate Action

Achion Code - I

Employee Certification Options
The Position Control programs have been expanded to include new employee certification
fields and options.
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Employee Certifications

The Use Form Column 1 check box on the Import screen in the Employee Certification
program configures the import process to draw field values from the import file in an order
determined by the value of the first Column field in the form definition. This option applies only
to delimited files.

Employee Certification Import

Define
<

ink % | Output-Post
Return

EE D = " Ea edule . ! w  Forms

Actions Output Offica Menu

Employee Certificatio

File Type

* | Certification Data
Test Data

nis > Employee Certification Impert

Import Parameters

Import File |impurt_prempcer.l]02 |
Import File Path |d:\home\sean.higgins\V10.4_FO\import |
Form [IMPORT - import - ]
Delimiter \,_,

Verified

+| Use Form Column 1

For instance, if you enable this option and the Effective Date values are in the third column of
your csv import file, enter a value of 3 in the first Column field in the Effective Date row. Define
all the fields from the import file in the same manner and the program reads it properly.

dHd9-¢-s
Home Insert Page Layout Formulas Data Review View

L% 3 I_E I_E'.l I_E'_l II@ Connections El ?

(= Properties

From From From From Other Existing Refresh o il Sort Filte
Access Web  Text  Sources~  Connections All- =2 Edit Links
Get External Data Connections Sort &
H1 v f-|

B = D E F G

A
1 456-89-7902 1CPA 9/1/2011] 127203 EDU 1
2
AN

” Form Definitions - Munis

| Text file @9 Word - Audit - Review Forms
o '

L= B Email
Print Excel CM
v E Preview B> Schedule rts W | View Changes

Confirm Sa: Actions Output Office ols Menu Return

Form Definitions - Munis

Form information Additional form information
Process|prempcer Description ‘impor—t | Process: prempcer

MName |IMPORT Number of lines 1 Mame: EMPCERT

Type luger Modified w || Test program ID \%I View Potential Form Issues

Fld Type Field Name / Text Ln Col Ln Col Ln Col Ln Col 3
1 Alpha S5N 1 0 0 0 0 1) 0
2 Alpha Cert Type 5 0 0 0 0 0 0
3 Alpha Cert Area 2 o o 0 o o o
4 Text Cert Number 1 4 0 0 0 0 o 0
5 Date Effective Date 10 1 | 3 | V] V] 0 V] 0 V]
6 Alpha Cert Level 4 1 6 0 0 0 0 o 0
7 Text o o o o o 0 o 0 o
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Personnel Settings

The Require Only One Certification check box on the Position Control tab in the Personnel
Settings program configures the Position Control programs to require that employees meet
only one or more of the specified certification requirements for any position to qualify for that
position.

Personnel Settings - Munis

| o Text fil= El g3 Won
- H

B L poF B

Print

» E Prrewietsr

Actions Output Office Menu | Return

Personne| Settings - Munis

Settings | Position Control | Training | Evaluations

Position Control Update Y - ¥YES -

+| Print Employee Position Overbudget Report

+'| Update From Job/Salary

+'| Position Change/Request
Use Position Mumber in Supervisor Field
Show Leading Zeros
Disallow use of Inactive Positions

+'| Use Budget by FTE Vacancy Calc

| Reguire Only One Certification

Length of Position Number 4 -

Hiring Freeze in Employee Job/Salary lALLOW POSITIONS - ]

If you do not select this box, position control requires that employees meet all of the
certification requirements.

Position Control
The Subject list on the Certification Requirements screen in Position Control or Job Class
Master specifies a subject for the active certification requirement.

Job Class Certification Requirements

Confirm Searc| Actions Output Office Menu | Return

= > Jab Class Certification Requirements

Type Area Level Subject Regquired Weight 3

ACT - ACCOUNTING EX - MICROSOFT EXCEL 001 - FIRST LEVEL CERTIFICATION |ACC - ACCOUNTING 0.0000

The values in this list are drawn from the subject matter codes (SUBJ) defined in the Payroll
Miscellaneous Codes program. This field is not required; if you do not complete the subject

field when defining position or job class requirements, position control does not use it when

verifying that an employee meets those requirements.
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Related central programs display the subject of a certification where appropriate. For instance,
Position Control Central displays it in the Certification Requirements details pane.

o Position Control Central
Positions Welcome, Sean Higgins

o = kRS O

Position Job Cpenings History | Excel Email | Motes Return
To Search

View/Maintain Office Tools Return

1 HEAD ACCOUNTANT

ACCOUNTANT III, FINANCE DEPARTMENT

m Account | Comments | Type | Area | Level Subject
ACCOL  MICROSOFT EXCEL  FIRST LEVEL { | ACCOUNTING

Status Filled At

All pertinent Position Control programs, reports, and processes are updated to accommodate
this field.

The Position Control program allows you to define default pay and deduction types for the
active position. Click the Types option on the Position Change/Request screen to display the
Position Change Default Pay/Deduction Types screen and define these types.

o Position Control - Position Change/Request

Output-Post Requirements

4

Retun

kv | Types Release
¥ | Poi/Bud Request

Menu

Paosition Description State Pos Status Create Date

14 ||sccounTant I ||& - acTive ~ |[07/16/2013
Main | Salary Data | Current Year Budget | Comm y
Job Class FaC3 ACCq .:‘.
Group/BU 10 - NON UNION —_— 2 - et E| 1 word
Location = por " B Email
Max Employees 0.00 - =
Risk Code 5000 AD|
EEOQ Class —
EEO Func
Reference
Schedule Pay Deductions Accrual Type Accrual Table -
Team I_I |201 - ovERTIME ~ /1000 - FICA ||z - vacaTiON - “_1/ ... VACATION
persannel Status | |300 - vac TiME ~ |[1100 - MEDICARE + Jl2- stk - J\_1/ ... SICK
Position Type = |4UU - SICK TIME - Hsuuu - FED TAX - ][ - J\_/
Project Allocation 0 = - - - J\_/
Project Account | - - - I - “ - ” - J\_/
Allocation 0. = I - “ - ” - J\_/
org 1000 obf | - M - J\_/
1000-0-000-000-00-00-0000-0-5110 - [ - - = J\_/
Supervisor 0f... - - -
Warkflow Status N - PENDING APPROVAL : S ﬂ - H S JH ]
I & Education ” = Certification J@

1< | € [1of2 > | M

S
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If you are updating an existing position, the values initially displayed on this screen are drawn
from the live record for the position you are updating. If you modify these values and then post
the position change record, the updated defaults are posted to live data along with the rest of
the changes.

Surveys Maintenance
The Microsoft Word and Excel options in the Surveys Maintenance program export the records
in the active set to a Word or Excel file.

Survey Maintenance - Munis

- Delete | o Text file 03 Word =

¢ . c
Global v | B2 L poF EF Email e

0 Print = TCM Return

pdate
EE Duplicate v E Previaw B> Schedule
Actions Cutput Office Return

Survey Maintenance - Munis

Survey Information

Code Description

EX1 - Exit 1 ~ |ss | |Exit survey

Fiscal Year 2013
Effective Date 03/11/2013 | 1= Created Date 03/11/2013 ]
Submitted Date 1= Inactive Date 03/11/2014 1

Employee Identification

Expire Date 03/11/2014| 4

State Approved

Anonymous
Export Mode Selection b
Employee Last Name First] =
! -
166355| ... |[LEVESQUE CEQ -
| | | Q |\— %) Survey Summary —J
fquesions (|G P
Question F I QK “ Cancel ]
Why are you leaving? P
What did you like best about working here? _-' OPEM TEXT

When you select one of these options, the program offers the choice of exporting a summary
report or a detail report. The Survey Summary report includes the data available on the browse
screen; the Survey Detail report includes survey response data as well.
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Payroll for Version 10.4

The following changes apply to Munis Payroll programs.

403(b) Data Export

New configuration options are included in the 403(b) Data Export Program.

403(b) Data Export - Munis

F’q Delste ;. o Text filz El @7 Word

Global v A PDF B2 Email
Update Print Excel
EE Duplicate w E Preview o Schedule
Actions Output Office wols Menu | Return

403(b} Data Export - Munis

Execute this export lNow - I
Export Layout l - I
Date 12/31/189¢5 to 12/31/1895| 4
Location to

org | o |
Months before eligibility 0

Base eligibility on lHired Date -

~ | Exclude Inactive Employees
Include Qption l - I
Pays / Deductions

Field Referer Range Range *

e The Months Before Eligibility box defines the number of months after the eligibility date
that must pass before an employee becomes eligible for the export.

e The Base Eligibility On list indicates the date against which an employee's eligibility is
measured, for instance the employee’s Hired Date, Service Date, or
Retirement/Pension date.
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Accrual Payroll Buyout
The Email Notifications option in Accrual Payroll Buyout configures the program to send an
email notification to employees whose accrual balances are affected during a buyout.

Accrual Payroll Buyout - Munis

Define

B Textfile El O3 Wore
3 H

= L poF " EF Emai

Print Exo et

v [& Preview e Notify ! Alerts v Email

4

Retum

splink ¥  Output-Post

Output o ols Menu Return

Accrual Type M
Location 1 to
arg to
Group/BU to
Employee 1] to z
/| Terminated Confirm Output Office
/| Retired Accr Buyout - M Accrual Payroll Buyout Email Templata
/| Email Notifications
Report Sort Loc/Emp Name « | To Email lPRIMARY EMAIL ADDRESS - ]
Pay Type 111(... ANNUAL 5] From Email |me|fring@ty|er‘tech.com |
Process 1 | Process 2 Subject |Accrua| Buyout Notification |
L=t |0 Body Dear [*EMPNAME*], -
Base 0.00
Your balance for the accrual [*ACCDESC*] has exceeded the limit of [*LIMIT*]. As a result, the excess has been
Bedcant Iﬂ liquidated and purchased for the amount of [*BUYOUT*]. Expect to see this amount reflected within your next
Maximum | 5.UU| lHOURS paycheck.
— | Use History Rate Thank you.
-
Available Tags I - ]

Click the Email option to display the Accrual Payroll Buyout Email Template screen, where you
can define the email the program sends to employees.

Advice Register and Export
The Advice Register and Export program displays a warning when you select the File Reversal
or Vendor Reversal options. This prevents you from performing an accidental reversal.
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Advice Register and Export - Munis

Main | Qutput Options | Tap

Advice Register and Export - Munis

Define

File Tape

4

Return
rts | BankReport = wlore... ¥

kw | Register File Reversal

denu Return

Eil Pt

da Eiglde | ruckam Haad

Company Name

Company Bank Code
Company Descriptive Date
Company Discretionary Data
Company Entry Description
Customer Checking Account #
Reference Code

Tax ID

Origin/Sending Number
Transit/Routing Number
Origin/DFI Tdent

Batch Number

Effective Entry

Direct Deposit REVERSAL Warning &

WARNING

You are about to create a Direct Deposit Employee REVERSAL File
If you wish to proceed please enter a filename DIFFERENT from the Employee ACH Filename
Current Employee ACH Name: mprddeposit

NOTE: A blank filename will be considered the same as canceling

|
Lok |

Cancel I

L

‘

The warning dialog requires you to designate a name for the reversal document that is
different from that of the direct-deposit document in order to further differentiate the two files.

Employee Assignments

The Import option in the Employee Assignments program imports new employee assignment
records or updates the details of existing employee assignment records.

oL

Confirm

Employee Assignments - Munis

Employee

Employee Assignments - Munis

Delete

|

.
=
Print
hd E Preview

Effective Date Default Import

o Text file E v

A PDF plink v  Mass Copy
B> Schedule

Output Office

Last Name First Name

MI Status

Ll

If you import an employee assignment record and a record based on the same employee,
assignment, and location already exists in the program, the program updates the existing
record to reflect an end date of one day prior to the effective date of the new record.

The import uses crosswalk code VAL for location crosswalking. The fields imported by this
function are determined by a customizable import form definition.

Employee Master

Employee Master functionality has been expanded to accommodate the entry of foreign postal
codes when an employee’s address is outside of the United States.
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When you select a country code from the Country list, the Zip field accepts postal codes in the

format you designate for that country.

o Text file
A PDF

E Preview
Output

Employee Master - Munis

Employee Identification

Employee Master - Munis
Datail Org Chart

link » | Terminate Supervisor

rts ¥ Reporting Emps = More... ¥

Menu

Employee SSN Last Name First Name Middle Name MI Suffix Status
| 166355)|001-11-1122  ||LEVESQUE [|cecie ||:|| || - acTive -
Preferred Name |CECI

Main | Dates | Demographics | Address | payroll | Mail Sort | Last Change | Benefit FTEs

Address Information

Line 1 372 rouTE 1 |

Line 2 | |

City |MONTREAL |

State @ Zip BSB 6A8 [...|

Country |cam - camapa - | =

County l - ] E"

- [ L

To designate the format of a country’s postal code, use the Data field for its country code in the
Payroll Miscellaneous Codes program. For instance, a # indicates a number, an A indicates a

letter, and an S indicates a space.

Delete

. %Browse -
21
Se Add

|
-

¥ Advance Global v | B A pDF

Update Prin!

EE Duplicate w E Preview

Actions Cutput

Miscellaneous Codes - Munis

Code Type [CTRY - COUNTRY CODES - ]
Code CAN

Short Desc CAMADA

Long Desc  |CANADA |
[pata |azAsEAZ| |
LK o EAETENE

o Text file E o

Miscellaneous Codes - Munis

Word -~ Audit Show Types ‘
B2 Email
Ep Schedule

Office

Return

Menu Return
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Medicare Tax for High Earners

Payroll programs have been updated to include functionality for processing additional
Medicare taxes for high earners.

Deduction and Benefit Master

In Deduction and Benefit Master, the Assign Additional Medicare Thresholds & PCT function
configures the additional Medicare tax for high earners. To access this function, click the folder
button next to the Calc Code list. It is available only for Medicare deductions with a calc code
of 3 - PCT From Deduction Master.

7R

Deduction Identification
Deduction Short Desc Long Description Abbrev  Start Date End Date

| 1100|... |MEDICARE | meorcare [meD ||o1/01/1500 | 12/31/9999 |[i5]

Main | Cycles | Garnishments | Check | Options | Insurance | Escrow

Primary Information

Priority 1 Empe/Empr [3 = BOTH PAY -
Category |01 - TAX | || Benefit
Insufficiency |M - MANDATORY (MUST BE RESOLVED) | L] Annual Tax Table
|| Credit Emp Acct via ACH
|calc Code |03 - PCT FROM DEDUCTION MASTER -] [ Encumber Remaining

(=3
State Code | > | 2

Local Code | -

> Assign Additional Medicare Thresholds & PCT

Tax Table Type |

' | Deduction 1100 - MEDICARE

Check Type |E - ELECTRONIC TRANSFER =

) ) From Gross Amt To Gross Amt Percent 3
Chk/Invoice Entity L J
Vendor Mumber | 8000 | «us |[SOCIAL SECURITY ADMN 200,000.00 999,999,999,99 0.90
Empe Amt/Pct | 1.4500 | Empr Amt/Pct | 1.4500 |
Empe Annual Amt | 00| Empr Annual Amt .00
Empe Limit J00 Empr Limit 00
Limit Type |¥- CALENDAR YEAR al Multi-Limit
Empe Minimum .00 Transaction Fee l
K | € [1ef2 | > |

Use this function to set wage ranges within which additional Medicare tax rates applie. The
rates will be applied in addition to the defined amount Empe Amt/Pct value. For example, if
your site needs to apply a tax rate of 1.45% for wages earned from $0.00 to $199,999.99 and
an additional 0.90% for wages over $200,000.00. The system would withhold the standard
1.45% defined in deduction master on wages under $200,000.00, and then apply the additional
0.90% once the deduction gross threshold is crossed.
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Quarterly 941 Report
The Quarterly 941 Report program includes the Extra Medicare Threshold box and the Extra
Pct box, which configure the report to reflect the additional Medicare taxes for high earners.

ou Quarterly 941 Report - Munis

E'.} Jelete -. o Text file ¥ord
2 B L o

1 Email
Add  Update Print
E ) cate w E Prewisws

Confirm Actions Output Office

Quarterly 941 Report - Munis

Main

Execute this report INow - ]

Report Quarter [ Year Specify - 3| f| 2013

= Create XML Export

FICA 1000 to 1000

Medicare 1100 to 1100

FIT 3000 to 3000

Location to ZZ77

Crg to ZZITIFEZ

Override FICA rates Employee L0000 Employer 0000
J'| Override Medicare rates Employee | .DDDD| Emplo‘yer| .DDDDl
|Exlm Pt | 2.35| Extra Medicare Threshold | .DDll

Use the Extra Medicare Threshold box to define the year-to-date wage amount over which the
additional Medicare withholding is applied. Use the Extra Pct box to define the extra
percentage withheld.

Pay Master

The P - AMT/HRS Blended Rate vs Contract Rate pay category in Pay Master calculates, for
all included pays, the FLSA overtime amount. It then determines if the contract overtime
amount is greater. If the total contract overtime amount is greater, the system subtracts the
FLSA overtime amount and uses the balance as the actual amount for FLSA overtime pay.
Otherwise, the FLSA overtime pay value is set to zero.
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Select this category from the Category list and click the folder button to assign the pay types to

include in the calculation.

E:g‘ Delete | @39 Word
al v | B 1 Emai

Add  Update
EQ puplicate

Actions

o Text file E‘
L PDF .
Excel

B E
S Preview | Sched

Output

rint
v

Search

Pay Start Date End Date Short Desc

101 jor/01/1800 |[i5][12/31/9989 |35 [HouRLY TM

Long Description Abbr

| HOURLY TIME

|HouR |

Main | paycheck/Cycles | Impact Accruals

W2 Code [ FLSA/OT

Tax Method 6 - 2 MONTH LUMP SUM

)

P - AMT/HRS BLENDED RATE WS CONTRACT RATE

g Project Account

Default Org

- “ = ault Object

'J = |Defaul s Y

|Category

{

Units |H - HOURS
[
L

Calc Code 62 - UNITS * RATE FROM PAY TYPE

Pay Master - Munis

|y -FLsa

5111 I SALARIES PART TIME

| 0.00|

Rate/Amount

60.0000 li]
1.0000
1.0000
0.0000 @
L

Escrow {

Factor
Comp Factor
Bill Rate

Reference

Extra Serv { unis > Assign Pay Types

|_| Grade Based Longevity

{ Pay Type Code 101 - HOURLY TIME
o

Longevity

Pays

205 - FLSA

250 - COMP TIME EARNED

Actions

Assign Pay Types

Delet=
Global w

EB puplicate

. PDF

W o Textfie | s D1 Wor
el

& Preview

Print
v

Output

Related Payroll programs have been updated to accommodate this category.

Payroll Control Settings

Category Setting Description
Check Paycodes for Nonzero Fiscal This option, when enabled, sets the
YTD system to print all pay codes with a

non-zero fiscal year-to-date total
rather than a non-zero calendar year-
to-date total.

Default Next Pending Actions Number This option defines the default

Numbers number assigned to any pending

actions. To configure the system to
automatically assign the next
available pending actions number,
set this option to a value of zero (0).

ESS Time Entry | Prevent Editing of Time Entry

Records

This option, when enabled, prevents
employees from using ESS to edit
time entry records that have already
been drawn into a time entry batch.

Time Entry Use FLSA Period

This option, if enabled, sets the Time
Entry Detail screen to include the
Period field, which allows you to
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Category Setting

Description

specify whether the current record
applies to the current week or next
week for 9/80 FLSA overtime
calculations.

Project String Overrides
The Project Account Employer Expense Overrides

program defines project string overrides,

which adjust how the project ledger expenses the employer share of deductions for employee

benefits.

In Deduction and Benefit Master, click Project Ledger Exp to open the Project Account
Employer Expense Overrides program in the deduction mode. This mode defines project string
overrides to apply to individual deductions. Use the Project String field for any deduction to

specify the value of the override for that deduction.
strings.

Overrides can be full or partial project

rd

Delete -_ o Text filz El @3 Wol e
Slobal v | B L poF "~ B Email e
i Excel oM

B Schedule

Print
EBoulicate. v [ Preview

Deduction and Benefit Master - Munis

v Audit Objects Life Table

4

nts [f2 Maplink v | Exceptions Insurance Update o

! Alerts ¥ | Expenses | = More.. ¥

Eibui Eifizz Premium Table
Deduction and Benefic Master - Munis Benefit Ar
Deduction Identification snent Amear
Deduction Short Desc Long Description Abbrev  Start Date End Date Payables
| Joo I | | |55 g o
- | Project Ledger Exp |
Main | Cycles | Garnishments | Check | Options | Insurance = Escrow
Primary Information
Priority Empe/Empr l - J
Category { - I - | Benefit | v
Insufficiency ) i . )
Cale Cod Project Account Employer Expense Overrides - Deduction - Munis
alc Code
State Code - E—— 01 Word ——
o il eduction Ranges
. X { <
Local Code = L poF B Email e
Print Excel TCM Retumn
Tax Table Type v [ Preview B Schedule

Check Type Output
CldImvoice Entity Project Account Employer Expense Overrides - Deduction - Munis

Rule Level Deduction Expe Project String
Vendor Number

|This Level 1001 - DNC FICA 123 - - -
Amounts/Limits

Ded Range 1100 - MEDICARE
Empe Amt/Pct

Ded Range 2300 - DELTA DENT
Empe Annual Amt

Ded Range 2505 - LIFE
Empe Limit \—/ Ded Range 2700 - PRUD FAMILY
Limit Type [ Range 2710 - PRUD INDIVID
Empe Minimum Ded Range 2900 - PRUD DEF CMP

Mo Rule 7000 - STATE RET

Mo Rule 7001 - PERS

Mo Rule 7002 - PENSION

For example, if you select the Project String field for a deduction and define an override with a
value of 123- - - , the program overrides the first segment of that deduction’s project string

with a value of 123.
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Click Deduction Ranges to open the Deduction Range screen, which defines project string
overrides for ranges of deductions. Use the From and To boxes to define ranges of deductions
to apply the override to, and use the Project String box to define the value of the override.

Project Account Employer Expense Overrides - Deduction Range - Munis

Confirm

From

To

-

1000

1599

2000

25899

Project Account Employer Expense Overrides - Deduction Range - Munis

Output

Office

Menu | Return

-

|Project String | - - - ||

Apply Expenses to Project String v

In Project Master, click Deduction Expenses to open the Project Account Employer Expense
Overrides program in the project mode. This mode specifies project string overrides for
deductions that are expensed to a specific project or range of projects.

oo

Projer er
Project

Project

Major project
State ID #
Federal CFDA
Drawdown freq

Description

Justification

String Requirements

- B Textfile @ Word - Notes
# Global v | B A B Email L Attachments {8 Maplink ¥ Funding
Add  Update it el Tem
ilder EB Duslicate | v [l Preview @ Scheduls Natify 1 Alerts ¥ GL Accos
Actions Output e

1050

Delete

Project ledger use only

1050

L |
L |

SIDEWALK/ST LIGHT PROJECT

Department

Estimate to Complete

¥ Au

PR

Project Type [3 .. PUBLIC Status Closed =
Title |51DEWALK/ST LIGHT PROJECT | Project available budget -
Short title Percent Complete 3

dit

PARKS & RECREATION

Project Master - Munis|

Expense

Grant.

Obligation Date

-' o
v [ = X pOF L

Expense Funding Sou
Required |e.,e|p\mna - HNﬂna Rule Level Deduction Expe Project String r
Budget level |No available budget check - Deduction 1001 - DNC FICA voo123 - - -
o - - Ded Rs 1100 - MEDICARE v
| (2 work Orders || & Contracts | B contract Details | Soanns
Ded Range 2300 - DELTA DENT ¥
GLFunding | Revenue Allocation
Ded Range 2505 - LIFE o
Funding Source Description Al b Range 2700 - PRUD FAMILY =
TOTAL Ded Range 2710 - PRUD INDIVID ¥
Ded Range 2900 - PRUD DEF CMP o
Mo Rule 7000 - STATE RET v
Mo Rule 7001 - PERS ¥
Mo Rule 7002 - PENSION v

Taxt fila O3 Wor Project Ranges P

Exeel Refurn

The overrides are applied during the employee update portion of the payroll process.
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Projection Start and Status

The Deduction Factors group in the Projection Start and Status program designates, for
inclusion in the active projection, deductions that are not taken every applicable period of the
year.

O Projection Start and Status - Munis

B Browse [ : Delete axt fila - Woi - Motes Change Refresh
v o 8 ) - : : <

Global v | B3 L t= {§2 Maplink v  Merge Benefit Defaults
Accept Cancel | Search Add  Update Retum
b ilde

Print _ xoe cM
BB Duplicate v [ Preview B Schedule ! Alerts v Text = More.. W

firm Actions Cutput Office Tools Menu

Projection Start and Status - Munis

Run Description Start End
| 18| |2014 PROJECTION | |o1/01/2014 |5 |12/31/2014 |
Change Category BUDG - ANNUAL BUDGET PROJECTION - =

Deduction Factors

Partial Year Projection Begin End  Factor  *

Include Inactives

Include Benefits

Salary Projection Processing | Benefit Projection Processing | Post Projection | Last Updated

Employee Maintenance Pay Increases/Calculations

Use the Begin and End boxes to define the range within which the deductions fall. Use the
Factor box to indicate the number of periods per year the deduction is taken. For instance, if
health insurance deductions with calc code 22 (monthly premium) are taken 10 months out of
the year rather than all 12, enter the range that includes those deductions in the Begin and
End fields and then enter 10 in the Factor field.

These fields are available for use only with deductions that have one of the following calc
codes:

* 01-AMT From Deduction Master

* 02-AMT From Employee Deduction

» 22-Health INS (Monthly Premium)

» 23-Health INS (Premium Table)

» 25-Health INS -Premium Tbl w/ Adjustm
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The Employee Import button is included in the Employee Maintenance group on the Salary
Projection Processing tab.

o Projection Start and Status - Munis

Refrash

Benefit Defaults |
etun

= More... ¥

Menu Return

N _ 2l
Salary Projection Processing | Benefit Projection Processing | Post Projection | Last Updated
Employee Maintenance Pay Increases/Calculations
My Steps My Steps My Steps
Pay Type Code l Employee Master ] l Contract Increases/Decreases ]
PR Allocation l Employee Job Salary ] l Step Increases ]

Job Class Code l Pay Band Increase ]

Position Control Longevity Report

l
l
l
l
l
l

I
I
Salary Tables ] | l Employee Import I l Mass Index Step Increases ]
I
I
)

l I
Calendar l Salary Calculate ]

This button opens the Projection Employee Import program, which imports employee data into
your projection from an external source.
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B o Textfie
v B LoeoF

EE Duplicate v E Previews

Confirm : Actions Output Office

Projection Employee Import - Munis

Execute this import lNow - ]

= ivantage XML Import

Employee Information

File | |

Form lWCSTEST - kristi's import for prempmst - ]

Default Accruals = Update Vendors

Pay Information

File | |

ForrnlWCS 3 - kess import premppay with pay - ]

Deduchion Information

File | |

Form [SLC - 5LC test - ]

Import File Path
Path |e:\gen\r?2\import\ |

Import File Criteria
User Defined Codes
Delimiter
Add Code
Change Code

L

Delete Code
Use Only Mew Master Job Class
=| Add Linked Multi-Limit Deductions
Salary Action Code l - J
Benefit Action Code l - J

Projection Employee Import - Munis

Define <
ink v Output-Post
Retun
Forms

Menu Return
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Employee Self Service

Benefits
The Employee Self Service (ESS) Benefits Page displays the Make New Election and Decline

Benefit options for benefit sections that are designated as always available in the Enroliment
Sections program. As a result, employees can change elections for these sections at any time

of the

year.

o Enrollment Sections - Munis

Deleta W g Textfile
Global v | B L poF

Print =
EB Duplicate . v & Praview B> Schedule

Benefit Year

Section Code
Start Date 01/01/2014
Short Description DENTAL BE n eﬁts Home
Long Description DENTAL INSUR]
Report/\iew Life Events Employee Self Service

Main | Availability | Links Current Year Elections

 Always Available 1 | You must complele your open enroliment before 12/31/2013.
+/ Available For Open Enrollment ke changes to your elections, please click "Continue” to review and submit them.
| Available For Life Events

Open Enroliment

Available For New Hires Benefit Curre
- Certifications
DENTAL INSURANCE DELTA DENTAL EMPLOYEE ONL Decline benefit | Change New Eleclion|
$0.33 | details
Expense Reports
HEALTH INSURANCE PRUDENT'A.L - PPO - EMPLOYEE ONLY Decline benefit | Make New Election
$0.00 | details
PayiTax Information
Performance Evaluations
All costs are per pay period. Your estimated total cost per pay period is $0.33. Personal Information

Printer friendly page

Nnsitinmg Tranafar

When an employee makes a change to a current election in a section designated as always
available, the Changes to Current Benefits button in the Employee Benefits Enroliment
program is highlighted when you view that employee’s records.

o Employee Benefits Enrollment - Munis

MW o Textfile Q3| Word Generate Options  View Deps/Bens
.
B L poF EF Email
Print Excel
st= v [ Preview B Schedule

plink ¥ | View Options Email Notification =

! Alerts ¥ \View History = More... hd
Menu

Output Office

Employee Benefits Enrollment - Munis
Employee Identification

Employee SSN Last Name First Name PL Status

| Jo- | | | | | L] -J

l + || & Mew Hire and Life Event Enrollment J

Location

Group/BU l + | & Changes to Current Benefits I

Benefit Year | |

Enrollment Status I - ]

Posted

Section Choice | Description

Election Status Form Status  Elec Amount Value Empe Cost Premium

Munis® Major Enhancements, Version 10.3 to 10.5

Human Resources and Payroll Page 69



Click the button to open the Changes to Current Benefits screen, which allows you to maintain,
approve, or add changes to current benefits enrollment records.

Changes to Current Benefits - Munis

‘Generate Options  View Deps/Bens

-. o Text file 07 word

& PDF EF Email A nts {52 Maplink ¥ | View Options Email Notification
Excel Refum
v [ preview EP Schedule I Alerts ¥ | Wiew History = More... v
Confirm Search Actions OQutput Office Menu

Changes to Current Benefits - Munis
Employee Identification
Employee S5N Last Name First Name MI Status
| 166355 | ‘DD1-11-1122 | |LEVESQUE | |CECILE | [acTive |
Location |135 - FIMANCE DEPARTMENT ~ || & Employee Benefits Enrollment |
Group/BU {10 - NON UNION - ][D"New Hire and Life Event Enrollment ]
Elections
Benefit Year 2012
Enrollment Status |2 - IN PROGRESS -
Posted
Section Choice  Description Election Status Form Status  Elec Amount Value Empe Cost Premium 3
DNTL - DENTAL INSURANCE 2300 DELTA DENTAL - EMPLOYEE ONLY 2 - ELECTION MADE 0.00 0.33 0.00

These enroliment records are processed in the same manner as Open Enrollment or Life
Event records.

Time Entry
ESS Time Entry has been updated to improve usability and readability.

Click Enter Time on the ESS menu to display the Enter Time page. Fill out your time sheet by
entering hours you have worked in the grid. To enter hours and additional details, select a box
in the grid and use the fields provided. Pay types and accrual types are available and

configured according to their settings in the ESS Time Entry field in the Pay Master program.

LEVESQUE, CECILEC ~
Resources ~

Enter time

o JET AT — [oeeoe L o]

m Sunday Monday Tuesday Wednesday Thursday Friday Saturday Weeuy
Cry 92 98 924 o5 e2s o7 928 Ty

HOURLY TIME 8 7 | 15

Hours Project ledger account General ledger account Notes

| | | | T I

VACATION TIME
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Click Submit to submit a completed time sheet, or click Save for Later to save the time sheet
and return to complete it at a later time.

If your organization has not configured workflow, time sheet entries are automatically marked

as approved. Otherwise, the entries require the approval of a supervisor. If you are a

supervisor, click Time Entry on the ESS menu to display all pending time sheets submitted by
our subordinates.

HIGGINS, SEAN -
Resources ~

Home

Pending timesheets

LEVESQUE, MARY ACCOUNTANT I 71222013 - 7124/2013 24.00 |\.I’iew | Employee Self Service
PARKER, KATHLEEN A ACCOUNTANT II 7122i2013 300 View

Benefits

Certifications

Click View to display the Approve Time Off screen, where you can complete the workflow
process.

HIGGINS, SEAN -

Approve time off for LEVESQUE, MARY ACCOUNTANTII

Approving 0 out of 52.00 from 7/22/2013 to 7/30/2013 [ o [ submit |

=3
m ﬂlq; e Sunday Monday Tuesday Wednesday Thursday Friday Saturday
= =) 7721 7/22 7/23 7/24 7/25 7/26 727 sy A‘:f;f,':gd

HOURLY TIME 8 8 8 24

er
@ Forward to Delma Hill m Comments

VACATION TIME

Use the Mark All as Approved button to approve all individual entries displayed; respond to
each individual entry by clicking it in the grid and selecting one of the workflow options the
program displays. Use the Edit button to update the time sheet. Click Submit to submit the time
sheet.
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Workflow

The Employee Self Service (ESS) accrual and time sheet approval processes have been
updated to accommodate the Munis Workflow functionality.

In the Workflow Business Rules program, new ESS workflow process codes are available.
Workflow Process Codes

Delete

Global v | B L . B2 Email
- B> Schedule

Actiaes e ot Meonw Baburp

dls dra g,
> Payroll Projections
+ Personnel Management
4 Payroll

ESA - ESS Accrual Requests
EST - ESS Time Sheets

PRA - Payroll Advices

PRB - Extended Employment Project

The ESA — ESS Accrual Requests process code manages the approval process for ESS
accrual requests; the EST — ESS Time Sheets process code manages the approval process
for ESS Time Sheet requests. Configure these processes to enable workflow functionality for
ESS accrual and time entry requests.

If your organization has enabled workflow and you are a supervisor who manages employees,
ESS sends you an alert email when one of your employees completes an accrual or time sheet
request.

Mg & &« ¥ |- Accrual Request - Message (HTML) - O
File Message | ESET o @
y 3 3 A % 5

I lgnore x =g | \ki | i% a "E:l 104 R l-% |_|_4:"MarkUr1read ﬂ&) 4 Y

e — i< To Manager - = .';E By~ A

%Junk + Delete | Reply R:;lnlly Forward 3‘;, " |53 Team E-mail - hﬂgve - Categorize ~ Tranjlate k- Zoom

Delete Respond Quick Steps Fl Move Tags = Editing Zoom

From: Bishop-Elfring, Maureen Sent: Thu 7/25/2013 10:32 AM

T Higgins, Sean

Co

Subject: Accrual Request

CECILE LEVESQUE has submitted an accrual request on 07/25/2013

Fequested day(s): 07/31/2013 to 07/31/2013 as VACATION
Fequested units: 8 0000
Additional information:

Click here to!"v'iew Outstanding Requestsl(req_u.i.res login)

This is a Munis svstem generated message. Please do not reply to this unmonitored mailbox.
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If you receive an accrual request email, click View Outstanding Requests to display the
Manage Time Off Requests page. Use the Approve, Reject, Forward, and Hold options to
complete the workflow process for any pending accrual requests. This page is also accessible
from the Employee Requests option in the Time Off group on the ESS menu.

Manage Time Off Requests Home
Calendar view
v Employee Self Service
" LEVESQUE, MARY : ACCOUNT Il
Projected Projected Benefits
Earned Earned Available*
through 8/24/2013 through 9/24/2013
Certifications
VACATION (H) 32.00 32.00 0.00
SICK (H) 15.00 15.00 15.00 Expense Reports
47.00 47.00 15.00
Pay/Tax Information
Dates Requested Amount Type Status Reason Comments
713002013 4 hours VACATION InProgress Performance Evaluations
Approve | Reject | Forward toI Hold Comments| || )
Personal Information
/2972013 8 hours VACATION InProgress EXCUSED BUYING NEW CAR
Approve | Reject | Forward to| Delina Hill || Hold Comments| | prsioans ey

Substitute Teaching

¥
" PARKER, KATHLEEN A : ACCOUNT Il

Projected Projected Request Time Off
Earned Earned Available®
through 9/24/2013 through 9/24/2013
My Requests
VACATION (H) 25.00 25.00 0.00

To manage time-off requests, click the View option on the Time Entry page in ESS to display
the Approve Time Off page, where the standard workflow process options are also available.
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The Audit tab in the Employee Pending Time Entry program and the Employee Accrual
Requests screen in the Employee Accruals program enable you to complete the workflow
approval process for pending ESS requests. If you have the proper permissions, use these
programs to review and approve, deny, forward, or hold requests.

Employee Pending Time Entry - Munis

g Tim
Employee | Substitute | Audit
Employee Accrual Requests

Batch 0
Clerk |MUNISESS

ESS Punch In/Out

Punch In
Punch Out

First Name

Status |x - n PROGRESS - || kaTHLEEM
Approve Reject Hold Forward Approvers

Location 135 - FINANCE DEPARTMENT <] sovea | 25.0000
Job Class |Facz - accounTanT v | EamedYTD| -0000 |

| KK | € |180f32 ENE RN =N Accrual Type |1 - VACATION <] usedvto | 0000
Accrual Table |1 - VACATION ~ | oBalance | 25.0000 |
Beginning Date  |05/08/2013 | | |wed | uoM [n ]
Ending Date 05/08/2013 ] M/
Requested 0.0000
Used 0.0000
pending [ 0.0000| | -
Comment [ |
Status |x - v PrOGRESS M|
| Approve H Reject “ Hold “ Forward || Approvers
(KT < Jioe ETENE

If you have superuser privileges, you can also use these programs to add, update, and delete
ESS accrual or time entry records.
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System Administration - HR/Payroll Roles

Field Name Description

Applicant Criminal History These category access options define the

Applicant Interview Text active role's access to an applicant criminal
records or interview notes in the pertinent
programs.
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Munis Central Programs

Munis central programs are available from Other Applications menu within Munis. The Centrals
menu is organized by product: Financials, HR/Payroll, Revenues, and Administration. The
following are HR/Payroll central program enhancements included with Munis Version 10.4.

HR Command Center

Employee Add

If you have the permissions to access the Employee Add program through the HR Command
Center but do not have the permissions required to view applicant information, the program
opens to the Contact page, bypassing the Applicant page. This prevents you from accessing
applicant information.

(7] Employee Add Wizard
* Welcome, Sean Higgins
Employee Add Wizard . ) © K . O
Applicant Contact Demographics Employment SalaryTax Confirmation  Finished
Action Effective Date |8/1/2013

Action Code  [NEW HIRE v|  ReasonCode  [NEW POSITION v ||

First Name l:l Middle Name |:| MI I:‘
Last Name Suffix SSN SSN Info
| | ] [ ]
< Address 1 ‘ ‘ Home Phone l:l >
Address 2 ‘ ‘ Country | v
City ‘ Email | |
State I:I Alt Email | |

On the Contact page, the Action Code list defines an action code to be associated with the
addition of the new employee. The Reason Code list indicates the reason for the action.

This program can be opened from the Add Employee button on the ribbon in the Employees
pane or the Hire button on the Pending Applicants detail pane on the Applicants pane.
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Positions

In the Positions pane search results, the program displays project allocations for records that
have one assigned in Position Control.

. o & HR Command Center
\? Positions | Accounts Welcome, Sean Higgins
P = =
E A+ O o ¢ EHEE X
@ advanced Add  Tansfers | Job  Salary Encumbering Index | Excel | Reporis  Setup
Position v Classes Tables Steps v v
Search Actions View/Maintain Office | Reports | Setup
L
(1) Positions (1)
Employees
° D 1 HEAD ACCOUNTANT Details
a Job Class ACCOUNTANT IIT Group/BU NON UNION Employee
Applicants Location FINANCE DEPARTMENT Status PENDING Create Date 07/01/2004
Pers status Pos type ADMINISTRATION EEOQ class
? Allocation Org 11135000 Object 5110 Project
Benefits | Project Allocation  ALLOC Project Account
(]
' More

On the Detail screen for such records, the program displays the project allocation information
on the Account tab of the Position pane.

(7K« HR Command Center

Positions | Accounts

@ L HEFO= 0

Welcome, Sean Higgins

Position Job History | Excel Email | Motes TCM Attach Return
Openings To Search
Wiew/Maintain Offica Tools Return
o)

O 1 HEAD ACCOUNTANT

P ACCOUNTANT III, FINANCE DEPARTMENT
o

? | Main Comments | Type | Area | Level | Subject

Benefits ACCOUNTING EXCEL CERT1 ACCOUN
Org

s
‘“ 11135000

View

Positions Object
5110

Project

Project Allocation

ALLOC

Project

Account | Percent

Project Allocationd 100-EP2-ET3-ES4  50.000
ALLOC

123 50.000
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In either location, click the Project Allocation text to display a window indicating the applicable
accounts and their respective allocation percentages. This information is included in the Excel
export.

Munis Human Resources and Payroll for v10.5

This document provides an overview of the major HR/Payroll enhancements for Munis®
Version 10.5.

Attachments, Tyler Content Manager

In the Tools group of the ribbon, the TCM [Ilf]] button is removed and the Attachments [@]
button is the single option for attaching and storing documents in Munis.

To use either attachment process in Munis, you must ensure that in the Roles — Munis System
program, the View Attachments and Associated Documents check box is selected. This
permission makes the Attachments button accessible on the ribbon.

To use the standard Munis attachments screen and store documents on your Munis server, in
the TylerCM for Munis Settings program, select None from the Content Manager System list
and select Use Munis Server from the Munis Attachments Type list.

Content Manager for Munis Configuration - Munis

Content Management System INona x ]

Munis Attachments Type IUSB Munis Server = ]

Programs must be closed and re-opened for updated settings to take effect.
MOTE: Some settings require the GDC to be closed completely.

Advanced Settings

Select a Content Management System to display advanced settings.

In this case, when you click Attachments in the ribbon, the program displays the standard
Munis Attachments screen, where you can attach new document files or maintain existing
attachments.
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Employee Master - Munis

Delete W Textfile E 2| Word Detail Org Chart
= . poF B Email

Print Attachments

v [ preview Schedule rts ¥ Reporting Emps More... ¥

kv Terminate Supervisor
output Menu

Employe= Master - Munis

Employes Identification

Employee 55N

| 4| [4s6-79-7209  |10mMES |

Last Name First Name Middle Name MI  Suffix Status

[ || - acTive -

Preferred Name |

Main  Dates | Demographics | Address

Employee Master Attachments

Employee Information
Job Class
Location
Group/BU

Pay Frequency nis > Employee Master Anachments

Project Account

File P Date Added Time Added

Org/Obj/Proj 11135000 Employee Preferences Employees.xlsx 01/16/2014  11:00:01
SALARIES FUL

To use Tyler Content Manager to store and retrieve documents, in the TylerCM for Munis
Settings program, select Tyler Content Manager from the Content Manager System list and
select Use Content Management from the Munis Attachments type list.

Content Manager for Munis Configuration - Munis

Menu | Return

Content Manager for Munis Configuration - Munis

Content Management System [Tyler Content Manager - J

Munis Attachments Type IUse Content Management b4 |

Programs must be closed and re-opened for updated settings to take effect.
MOTE: Some settings require the GDC to be closed completely.

Tyler Content Manager

In this case, when you click Attachments, Munis provides the Document Mappings box.
Double-click a document map type or highlight a document map and click View Documents to
open Tyler Content Manager.

Employee Master - Munis

Delete W Textfie L t Detail Org Chart

< v | Terminate Superviser
Add  Update FPr
Builder B3 puplic v v Schedule ris ¥ | Reporting Emps = More... ¥
A Qutput ools Menu
Employee Master - Munis
Employee Identification

Document Mappings E3
Employee SSN Last Na Name Ml Suffix Status

4| [456-79-7200  [30NES | | Document Map Document Type 3 [ ||a-acTrve -

Employee Attachments Employee Attachment -

Preferred Name

Criminal History Authorization
Main | Dates | Demographics | Address i Tyler Content Manager ‘
Criminal History Results —

Employee Information

.

Employee Attachment

Job Class FAC4. i=1
Employee Benefit (R} e . ! é () o
Location 3 G Workflow | Close Viewer
Group/BU 10
Documents || B Show History Results
Pay Frequency | w - weekLY

Documents
] Type Key1a Key2

Project Account |

Org/Obj/Proj 11135000 [ 5110

Department

Personnel Status |FT - FULL TIME
Check Location = Related Documents
/| New Employee Type Key1a Key2

/| Substance Screening Pool

State ID

[ Text 2 Checklist
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If your organization uses Tyler Content Manager and in the TylerCM for Munis Settings
program, the value of the Content Manager System list is Tyler Content Manager and the
value of the Munis Attachment Type list is Use Munis Server, when you click Attachments, the
Munis program displays the Document Mappings dialog box. When you double-click Generic
Attachment, Munis provides the standard Munis attachments screen.

Employee Master - Munis

Employee SSN

Last Name

4| |4s6-73-7209  |30NES

Detail Org Chart

v | Terminate Supervisar

lerts v Reporting Emps I More... ¥

Menu Return

Document Mappings
First Name

Document Map Title
[T

Document Type

Preferred Name

Personnel Status

Check Location

State ID

Generic Attachment

Attachment (ne searchable metadata)

FT - FULL TIME

Criminal History Authorization Employee Criminal History Authorization
Main | Dates | Demographics | Address | Payroll | Mail Sort | Last Change | Beneft FTEs | User DI | it pictory Results e e Ty R
Employee Attachment Employee Attachment
Job Class FAC4 -+ | ACCOUNTANT III Employee Benefit (R) Employee Benefits
Location 135 |.. FINANCE DEPARTMENT Employee Benefits (R) Employee Benefits
Group/BU 10 ... NON UNION Employee Certi (22 2]
Pay Frequency w - weskLy = | | | Employee Confi o
Project Account ‘ | Eview Docu = uieie
Org/0bj/Proj 11135000 [ s110 [ [ #

SALARIES FULL TIME - CHANGE B

Department [ Empl

ric. > Employee Master Aachments

Description File

Employee Master Attachments

Pu Date Added  Time Added =

=
/| New Employee
/| Substance Screening Pool

aRi= Employee Preferences Employees.xisx

01/16/2014  11:00:01

[ Text (& Checklist

[ € | € [jrofr | > || Q[ [E ] Attechments (2)

When you double-click a mapping, Munis opens Tyler Content Manager.

Employee Identification
Employee SSN

o] fass-ro720

pones

= grecie | Qi Word

~ pOF & Email

B previews

Employee Master - Munis

Detail rg Chart

v | Terminate Supervisor

¥ Reporting Emps = More... v

First Name Document Mappings

[[rm Document Map Title

Preferred Name

Employee Information
Job Class

Location

Group/BU

Pay Frequency
Project Account
Org/0bifProj

Department

Personnel Status.

Check Location

State ID

BText | | checklist

.| ACCOUNTANT I

.. FINANCE DEPARTMENT
.. NON UNION

i

[ - weerar

Generic Attachment.

Document Type 3

Attachment (no searchable metadata) ‘

Main | Dates | Demographics | Address | Payroll | Mail Sort | Last Change | Benefit FTEs | user ff [Criminal History Authorization

Employee Criminal Histary Authorization I

Criminal History Results
Employee Attachment
Employee Benefit (R)

Employes Benefits (R)

Employee Criminal Histery Results
Employee Attachment

Employee Benefits

Employee Benefits

Employee Certificate|

Employee Confident

[msos | [si0

SALARIES FULL TIME - CHANGE

[Fr - Fu Tive

2 view Documents| i

Documant

Documents

New Save Delele

B S

ol Scan GaptureText | Export Email Print Print Muliple

&

Captura

Export

R Type  Key1a Key2

=
/| New Employee

/| Substance Screening Pool

|

K< D a]E

Attachments (2}

Related Documents

Type  Key1a Key2

@

Audit Workflow

History

Tyler Content Manager

o

Close Viewer
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If your organization does not use Tyler Content Manager, but the settings in the TylerCM for
Munis Settings program are set to Tyler Content Manager and Use Munis Server, when you
click Attachments, Munis provides the Document Mappings box with only the Generic
Attachment option available.

Document Mappings ES

Document Map Title Document Type

Generic Attachment Attachment (no searchable metadata) I

Employee Master Attachments

Time Added

PL Date Added

Description

Employee Preferences Employees.xlsx 01/16/2014 11:00:01

Double-click this option, or highlight the option and click View Documents, to display the
standard Munis Attachments screen.

Once you open either Munis Attachments or Tyler Content Manager, the procedures for
managing attachments within those applications have not changed.

Note: If your organization uses Laserfiche®, the TCM button remains available and there are
no changes to the access or use of your content management system.
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Human Resources for v10.5

The following changes apply to Munis Human Resources programs.

360° Evaluations

The Munis evaluations programs have been enhanced to include 360° evaluation functionality.
This functionality enables employees with access to Employee Self Service to complete
evaluations for themselves, their peers, and their managers.

360 Type

In the Evaluation 360 Sources program, the 360 Type list defines the 360° evaluation type for
an evaluation form. The evaluation type determines the relationship between the individual
who gives the evaluation and the individual who receives it.

Evaluation 360 Sources - Munis

Actions Output Office

Evaluation 360 Sources - Munis

360 Source

360 Type 2 - Peer Evaluation -

Code 1 - Supervisor Evaluation

Short Description 2 - Peer Evaluation

Long Description 3 - Self Evaluation

ESS Template 4 - Manager Evaluation EJ
Competer Description Weight B

| |
Type Evaluates

1 — Supervisor A subordinate

2 — Peer Evaluation Employees with the same supervisor

3 — Self Evaluation Yourself

4 — Manager Evaluation | Your supervisor

You can create more than one evaluation form for each 360° evaluation type. For example,

you can configure multiple forms, each designated by a unique 360 code, and select the peer
360° evaluation type for all of them.
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Default Forms for 360° Evaluation Types

The 360 Sources button in Job Class Master displays the Evaluation 360 Sources screen. Use
this screen to define the default evaluation forms for the active job class. You must select the
default forms that ESS uses when generating different 360° evaluation types.

Job Class Master - Munis

Sub Pay

_—< Delete . g Textfile g5 Word
:

Global v | =1 A ppF B Email
Add  Update
Y

= Maplink v | Requirements FLSA OT
Attachments

Print Excel
ERoulicate v [ Preview B Schedule ! Alerts ¥  Scheduled Hours = More.. ¥
Actions Output Office ools Menu

Jab Short Desc Long Description
CMGR ||CITY MNGR | CITY MANAGER |

Main | Salary Data | Halding Account

5 nicl cad L 1 FFICIALS

e crmames |

3 Q0 . =
o Job Class Evaluation 360 Sources hd [=)
= Is - EEOL -
= E - X NISTRATION M|
=
B -] &
r- Munis > Job Class Evaluation 360 Sources - I
360 Source Type 360 Source Code 3 | wﬂm‘

1 - Superviser Evaluation

2 - Peer Evaluation PE - 2 - PEER EVALUATION

3 - self Evaluation

4 - Manager Evaluation

Select a default form for a 360° evaluation type by clicking the 360 source code list and
indicating the source code that identifies the appropriate form. When you give an evaluation to
an employee with the active job class, ESS uses the form you define here.

If you do not define a default form for a 360° evaluation type in Job Class Master, ESS uses
the global default. Use the Evaluations tab in the Personnel Settings program to identify the
global defaults.

. 0
'-y 9@t Personnel Settings - Munis

| o Text file E @3 Word
.
=

& PDF EE Email

Update Print
EE Duplicate w E Preview B> Schedula

Actions Cutput Office Manu | Returni

Personnel Settings - Munis

Settings | Position Control | Training | Evaluations | Quick History

Use Matrix Verification

Post Online after Approval
Evaluation 360 Defaults
360 Source Type 360 Source Code 3
1 - Supervisor Evaluation 5001 - 1 - SUPERVISOR EVALUATION 01
2 - Peer Evaluation PE - 2 - PEER EVALUATION
3 - Self Evaluation SE - 3 - SELF EVALUATION
4 - Manager Evaluation ME - 4 - MANAGER EVAL
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ESS Performance Evaluations
ESS Performance Evaluations accommodates the 360° evaluation functionality.

- tyler e

Evaluations About Me

i tyler.

No supervisor evaluations could be found.

Evaluations About My Employees Home

Employee: [HILL, DELINA v
Evaluations by my peers °
aluations by me P

No peer evaluations could be found

Evaluations by my employees

No employee evaluations could be found.

Self evaluations

No self evaluations could be found

No supervisor evaluations could be fouy

Evaluations by peers

No peer evaluations could be found.

360° Evaluations

an evaluation for CLERK 1[I NI WSW[VY hd

Show history

My evaluations of my employees

No employee evaluations could be found

Evaluations by employees

No employee evaluations could be four)

Add an evaluation for ACCOUNTANT Il for PARKER, KATHLEEN A

My evaluations of my peers

Show history

No peer evaluations could be found.

Self evaluations

No self evaluations could be found.

an evaluation for ACCOUNTANT Il for LEVE SQUE, MARY

My evaluations of my supervisor

Show history

No employes evaluations could be found

PO PO ACCOUNTANT |11 v

Show history

Self evaluations

No self evaluations could be found

Employee Self Service

Benefits

Certifications

Expense Reports

Pay/Tax Information

Performance Evaluations

Employee Evaluations

360° Evaluations

Personal Information

Position Transfer

Substitute Teaching

Time Off

Time Entry

Training Opportunities

e The Performance Evaluations option on the ESS menu displays the Evaluations About
Me page, which lists evaluations that have been given to you. The evaluations are
grouped according to who performed them: your supervisors, your peers, your

employees, and yourself.

e The Employee Evaluations option on the ESS menu displays the Employee Evaluations
page, which lists evaluations given to your employees. Select a name from the
Employee list to display the evaluations for that employee. Evaluations are grouped

according to who performed them.

e The 360° Evaluations page lists all the evaluations you have given, grouped by

recipient.
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If you have permission to perform an evaluation, the header for the pertinent group includes
the Add an Evaluation For button. For example, if you have permission to perform employee
evaluations, this button displays for the My Evaluations of My Employees group.

LEVESQUE, CECILEC ~
Resources ~

360° Evaluations

Home

My evaluations of my employees Add an evaluation for CLERK 1 HILL, DELINA Employee Self Service
LEVESQUE, CECILE
Show history Benefits:
No employee evaluations could be found.
Certifications
Expense Reports

My evaluations of my peers Add an evaluation for ACCOUNTANT Il for PARKER, KATHLEEMN A
Pay/Tax Information

Showhisioy | S |

If there is more than one individual you can evaluate, ESS displays a list that allows you to
select the name of the correct individual. If the individual has more than one job class, ESS
displays a list of job classes as well.

Employee Evaluation Records

When you view an evaluation record in the Employee Evaluations program, the 360 Source list
indicates the evaluation type. This allows you to determine if the evaluation was a peer, self,
manager, or supervisor evaluation.

Employee Evaluations - Munis

v 0

Accept Cancel =

Confirm

Employee Evaluations - Munis

Employee Identification

Employee SSN Last Name First Name MI Status

| 166355|...|jpo1-11-1122  |[LEVESQUE [|cecie [ s -actve -
Review | Recommendation | Evaluation |

Location |135 - FINANCE DEPARTMENT ~ | 30b FAC3 | ACCOUNTANT I11
Group/BU [10 - NON UNIOM - J

Account |10nn-1-135-000-00-00-0000-0-5110 - |

Workflow Status M - PENDING APPROVAL - |

360 Source PE - PEER EVALUATION = ]

Review Type hd
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Benefits Enroliment
The Munis Benefits Enroliment programs provide greater control over the benefits enroliment
process.

Marital Enroliment Restrictions

The Type list in the Enroliment Restrictions program includes options that enable you to restrict
enrollment choices based on an employee’s marital status or whether the employee has a
spouse who is also an employee.

Enrollment Restrictions - Munis

Print . el Aftachmenis
W E= Prewviewr d 1
Cutput Office Menu | Return

Enrollment Restrictions - Munis
Section

Code [DnTL - |

Sequence |su - DENTAL INSURANCE - J

Deduction

Code |2300 - DELTA DENTAL v J

Sequence |2 - DELTA DENTAL - FAMILY - ]
Type [1 - MARITAL STATUS v

Range A - PERCENTAGE OF SALARY I

Percentage |B - GROUF/BU

IE C - CONTRIBUTION PLAN
F - FTE

J - JOB CLASS

L - LOCATION

M - MARITAL STATUS

N - NUMBER. OF PAYS

P - PERSONMNEL STATUS

5 - SPOUSE IS EMPLOYEE

T - SPOUSE IS NOT EMPLOYEE

For example:

e If your organization offers a dental plan for unmarried employees, select M — Marital
Status from the list. Use the Range boxes to indicate the range of acceptable marital
statuses. ESS displays that benefit option to employees only when the Actual Marital
Status box on their Employee Master record falls within that range.

e If your organization offers a health plan to employees with a spouse who is also an
employee, select S — Spouse is Employee from this list. ESS displays that benefit option
to employees only when there is an employee number entered in the Spouse box on
their Employee Master record.
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Dependent Requirements
The Select Dep/Ben list in the Enrollment Choices program provides options for specifying the
number of dependents that an employee must add when selecting that enroliment choice.

o

Enrollment Choices - Munis

= 3 word

B2 Email

> Sched H
Cutput Office Menu | Return

Enrollment Choices - Munis

Benefit Year 2014

Section IDNTL - DENTAL INSURANCE - ]

ULV, . NN A e et VAV A NS e N L VU N

Coverage |DENT - DENTAL |
Level [FAM - FAMILY - ]
Select Dep/Ben D - ONE OR MORE DEPENDENTS - |

Employee Factor| N - NONE

sdditional Code |D - ONE OR MORE DEPENDENTS
Require Input |1 - EXACTLY ONE DEPENDENT

Input Message |2 - EXACTLY TWO DEPENDENTS
Salary Rest amt | T - TWO OR MORE DEPENDENTS

3 - EXACTLY THREE DEPENDENTS
Amount/Percent| H - THREE OR MORE DEPENDENTS 100.0000 |[+] Shew Employee Cost

Low Amt/Pct | B - BENEFICIARIES 200.0000 ||£| Show Employer Cost

High Amt/Pct | 0.00| Premium Amount 0.00||_| calculate Cost

|| Use as Employee Limit

These options allow you to set more refined requirements. You can specify that the employee
must select exactly one, two, or three dependents, or you can specify that the employee must
select two or more, or three or more dependents. The same options are available in the
corresponding list on the Additional Deductions screen.
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If you have set dependent requirements for a benefit selection, ESS displays this information
on all applicable screens. The program does not let the employee proceed with the selection
until the correct number of dependents is defined.

LEVESQUE, CECILEC -~
Resources ~

Benefits
DENTAL INSURANCE

Home

Employee Self Service

@ DENTAL FAMILY PLAN
Annual Costs: Employee Cost $1,200.00 f Employer Cost $2,400.00
Pay Period Costs: Employee Cost $100.00 / Employer Cost $200.00

Benefits

Open Enroliment

(7 DENTAL INDIVIDUAL PLAN
Annual Costs: Employee Cost $600.00 / Employer Cost $1,200.00 Certifications
Pay Period Costs: Employee Cost $50.00 / Employer Cost $100.00

Expense Reports
O I Decline P po

Add new dependent Pay/Tax Information

|Coverage must be added for exactly 2 dependents. )
Performance Evaluations

There are no dependents to display.

Enrollment Period Costs

The Show Annual and Period Costs in ESS option is available in the Benefits Enrollment
Settings program. When you select this check box, Employee Self Service displays both
annual costs and period costs for benefit selections during the enroliment

process.

Benefits Enrollment Settings - Munis

2013
Current Year Start 01/01/2013
Current Year End 12/31/2013 LEVESQUE, CECILEC ~

Resources ~

New Year 2014
New Year Start 01/01/2014
New Year End 12/31/2014

Open Enrollment Start ~ [01/01 |
Open Enroliment End 12/31 Open Enrollment

Home

Make Elections Employee Self Service

Make a selection for each benefit, then click "Continue”. You must submit this enrollment by 12/31/2014.
Please Select your elections for the coming year. s

Open Enroliment

Benefit Current Election  New Election

DENTALINSUDANCE Mo Elaction Made  DENTAL INDIVIDUAL PLAN Dediine benefit | Change New Election Certifications
DENTAL INSURANCE SDNIDUAL PLAN Decline benefit | Change New Election Expense Benoms
ELECTION - DENTAL INDIVIDUAL PLAN PayiTax Inf i

i ay/Tax Information
P R E e e e Change New Election
Pay Period Employer Cost $100.00 Performance Evaluations
Annual Employee Cost $600.00
Personal Information

ST e L2000 riod is $150.00. The paycheck simulator can show how this

Position Transfer

Substitute Teaching
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ESS provides this information in the details popup window on the main screen, on the benefits
detail screen, and all applicable confirmation screens. It includes both employee and employer
costs, as applicable.

LEVESQUE, CECILEC ~
Resources ~

Benefits
DENTAL INSURANCE

Home

Employee Self Service
() DENTAL FAMILY PLAN
Annual Costs: Employee Cost $1.200.00 / Emplover Cost $2.400.00 ErLie
|Pay Period Costs: Employee Cost $100.00 / Employer Cost S200.00|

Open Enroliment

(®) DENTAL INDIVIDUAL PLAN

Annual Costs: Employee Cost $600.00 f Employer Cost $1.200.00 Certifications
Pay Period Costs: Employee Cost $50.00 / Employer Cost $100.00|
o | Dedline Expense Reports

Pay/Tax Information

Performance Evaluations

Cafeteria Plan Premium Amounts

When you select the Calculate Cost check box for a cafeteria plan choice in the Enrollment
Choices program, Munis automatically calculates the premium amount that each employee
views for that choice in ESS. The amount is determined by adding employee and employer
cost.

Q%0 Enrollment Choices - Munis|
S Home

[1are - uire msuRance

57 - 01/01/2014 to 12/31/2014 - Open Enrollment —
2200 - CALC CODE 1 -- LIFE INS TABLE
. Make Elections
.| = Employee Self Service
ive Date |n1/n1/2u14 | i~ Start Date |n1/m/zu14 ‘ = End Date ‘]yleul Make a selection for each benefit, then click "Continue". You must submit this enroliment by 12/31/2014.
e mpretg et g PN A i | Bonoit Current Election  New Election OpeniEilnesd
" CAFETERIA PLAN Certifications
- {j A CAFETERIA PLAN No Election Made Contribution: $15,000.00 | details Change New Election

Salary Rest Amt

DENTAL INSURANCE  No Election Made  Dedlined Change New Election Expense Reports

0.0000 | /| Show Employee Cost
Low Amt/Pct 0.0000 ||| show Employer Cost 2014 LIFE INSURANCE

—_— ) LIFE INSURANCE No Election Made, - Decline benefit | Change New Election
High Amt/Pct 60,000.00| | Premium Amount 0.00 [ calculate ¢ 4 : §367.20 | details| Performance Evaluations

Use as Employee Limit | Number of Deductions [}

HEALTH INSURANCE  No Election Made  Declined Change New Election

Pay(Tax Information

Personal Information
- P Position Transfer
Remaining contributi{ | IFE INSURANCE et pay.
ELECTION - 2014 LIFE INSURANCE B
Premium $367.20
Employee Cost 25920
Employer Cost 5108.00
Election amount $60,000.00

The functionality supports cafeteria plans when deductions use calc codes that use a premium
table or life insurance table. As a result, when you select this check box for a benefit choice
connected to a table, the premium amount is calculated for each individual user and subtracted
from cafeteria amount total.
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The functionality also supports benefit choices that allow employees to enter coverage
amounts manually.

Employee Master First and Last Name Fields

The First Name and Last Name boxes in Employee Master and all applicable Munis programs
accept names of up to 30 characters.

Employee Master - Munis

| o Text fila Nord Note: udit Detail Org Chart
.

B L poF B Email Motify plink v | Terminate Supervisor
Print Esx Attachments
v [ preview EP Schedule ! Alerts ¥ | Reporting Emps = More... ¥
Output Office ools Menu
Employas Master - Munis
Employee Identification

Last Name Middle Name MI Suffix Status

| [ Jla - active -

Employee 85N
4| |456-79-7209

HILDEBRANT-RITTENBERRY

Preferred Name

Employee Information
Job Class
Location

Group/BU

Employee SSN First Name Status

4| |456-79-7208  |HILDEBRANT-RITTENBERRY |[a - acTive

vear 2007
Campus F Begin Time
Role ID F End Time

teatn [ 1 Instructional Settina| |

As a result, employee names display identically in all programs that include these fields,
including state reporting programs. Names are also identical in all files generated by those
programs. This prevents mismatch errors when you verify names on a report against Munis
records.
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Employee Inquiry Quick History

The Quick History tab in the Employee Inquiry program displays an overview of changes that
have been made to the employee's records over time. The tab can be configured to include
actions history changes, audits, and position changes.

Employee Master File Inquiry - Munis

| Text file @3 Word e Detail GfL Acct Find
) ya <

B . poF B Email Naotify nk % | Missing Ded ©Org Chart

Print xcel Aftachmenis Return
te | w [ Preview EP Schedule ¥ | View History

Confirm S 1 Output Office rols Menu Return

Employee Master File Inguiry - Munis

Employee SSN Last Name First Name Middle Mame ML Suffix Status
| 76 |555-11-3333 ||coe | |anDREW I |\_|| ||acTIve -

Preferred Name | |

Main | Dates | Demeographics | Address | Base Pay | Emp Group | User Defined | Benefit FTEs = Quick History | photo

Type Start End Description Salary 3
Employee Assignment 01/01/2012

Position History 05/13/2008 Position Started: 92015

Employee Assignment 07/01/2007 06/30/2009 TEST DESC

Employee Assignment 07/01/2007 06/30/2008 EXTRA DUTY

Position History 05/30/2008 Position Ended: 92029

Position History 11/01/2007 Position Started: 92029

Job/Salary Audit 05/13/2008 12/31/9999 U - TEACHER MATHEMATICS 24000.00

Double-click an entry to view a historical version of the record in the appropriate program. If
you open a historical record for a job/salary audit entry, the program displays in the program
title the date the change was made.

[Historical Employee Job/Salary for 03/07/2014|- Munis

W p Textfile B n @7 word Motes v  Audit Project Allecation 4
=, L pOF = P Email Notify  [RE Maplink
Print o Attachments Retumn
& Preview B> Schedule
Confirm 2 Actions Output Office ools Menu Return

Historical Employee Job/Salary for 03/07/2014 - Munis

Employee Identification

Employee SSN Last Name First Name ML Suffix Status

| ?El v ||555-11-3333 ||CoLE || ANDREW Ll Il v

Main | Cycles/Other | Next Change | Civil Service

Job Class w Calc Code & Hours/Day 7.00

Pay Type 111]... Num Pays 26.000 Hours/Year 1295.00

Position | | Days/Year | 185.00 Days/Period | 9]

Location \9100 = HIGH SCHOOL v | Sched Hours | 0.00|Factnr | 1.0000|
Group/BU 9200 - TEACHERS - Pay Basis |A_| Remain 26.000|

Status |FT = FULL TIME v Off-Step/Frozen [N - No b
Risk Code Pay Status |A - ACTIVE -
Pay Freq B - BIWEEKLY -

You cannot make updates to lines on the Quick History tab or the corresponding historical
records. They are strictly for informational purposes.
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To enable the tab, you must configure it using the Quick History tab in the Personnel Settings
program.

4 o - ) -
— Personnel Settings - Munis

Delete
alwv | B

Update Attachmenis

- Print .
EE Duplicate W é Previat

Actions Cutput Office Menu | Return

Personnel Settings - Munis

Settings | Position Control | Training | Evaluations | Quick History

Types of Data

|+ Include Assignments

|+ Include Position History

|+ Include Action's History

Action Code .

300 - BENEFIT ENROLLMENT >

|+ Include Job/Salary Audits

Audit Type "
Adds

Updates (Annual Salary)

Updates (Period Salary)

-
|+ Include Start Date

|+ Include End Date

|+ Include Description

|+ Include Salary

Use the check boxes to select the types of history entries provided in the list, including
assignments, position history, actions history, and job/salary audits.
e If you select actions history, use the accompanying lists to specify the action codes to
include.

e If you select job/salary audits, use the accompanying lists to specify the audit types to
include.

The check boxes in the Fields to Display group configure the columns that display on the
Quick History tab. Options are start date, end date, description, and salary.
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Employee Master User Defined Codes
The User Defined tab in Employee Master displays the user defined codes for the current

employee record. These fields are searchable.
9w Employee Master - Munis

Delete W Textfile 3 | Word Detail Org Chart

-
= L poF B Email v | Terminate Supervisar
Print Attachments
v [ preview B Schedule ! Alerts v | Reporting Emps = More... ¥
Menu Return

Retum

Confirm Output Office

Employee Master - Munis

Employee Identification

Employee SSN Last Name First Name Middle Name MI Suffix Status
| 100 |120-33-1234 [ JONES-SMITH ||[TrmaThy IE] la | B - BENEFITS ONLY -

Preferred Name | |

Main | Dates | Demographics | Address | Payroll | Mail Sort | Last Change | Benefit FTEs | User Defined

Category Code Date Code Description 3
10 - DRIVERS LICENSE 06/30/2006 MAZ347208

50 - EYE COLOR 503 - GREEMN

60 - CELL PHONE 06/26/2004 501 - MOTOROLA SERIAL #322349

61 - LAFTOP 06/26/2004 611 - IBM SERIAL #3254789

PROB - PROBATION DATE EXPIRATION 04/01/2007

The User Defined Update option is available on the menu. Click this option to display the User
Defined Mass Update screen, where you can select a field and update its date, code, or value

for employees in the active set.

Employee Master - Munis

Detail

nk v  Terminate

¥ | Reporting Emps | =

wwwww

Project Update

First Name Middle Name M1 Suffix

Employee SSN Last Name
100 |120-33-1234 | JONES-SMITH || oy |2 (I

Preferred Name

Main | Dates | Demographics | Address | Payroll | Mail Sort | Last Change | Benefit FTEs

User Defined

Category Code Date Code Description

10 - DRIVERS LICENSE 06/30/2006 )
50 - EYE COLOR 503 - GREEN ) User Defined Mass Update
60 - CELL PHONE 06/26/2004 601 - MOTOROLA

Field ID Code (50 - CELL PHONE -
Update

Date ¥ |paosioa |GF

Code ¥ [s02 - NoKIA -

value /] |SERIAL NUMBER 11332332 |

This functionality applies only to employees who already have that code on their record. You
cannot use this screen to perform a mass add or mass delete.
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Applicant Master Custom Datatype Codes
The Custom Data tab in Applicant Master displays the custom datatype codes defined for the
current applicant record. These fields are searchable.

Applicant Master - Munis

Recommend Import Gallup ‘

B : Delete || Text file 9 Word
=

Slobal w A PDF B Email 3= Maplink ¥ | Pending Purge
Exesl Return

- Print
EE Duplicate v E Preview B> Schedule H v | 55N Update = More... ¥

Confirm = Actions Output Office wols Menu

Add  Update

Applicant Master - Munis

Applicant Identification

Applicant SSN Last Name First Name Middle Name MI  Suffix

| 5| [112-66-0415  |[MEDLIN || aneEL I Il |

Prior Name | ” |

Main | Address | Demographics | Eligibility | Custom Data

13

Catege Category Description Field  Field Description Data

ED1 BACHELORS DEGREE

ED2 MASTERS

ED3 DOCTORATE

ED4 CERTIFIED

ED5 YRS OF TEACHING EXP

2 o =2 =2 =2 | =2

ELI LEGAL TO WORK IN US

m&]h of 89 REIEYE

The Mass Update option displays the Mass Update screen, which allows you to update the
values of certain fields for all records in the active set. Click the Custom Data tab to display
fields for updating a custom datatype codes for all employees in the active set.

Applicant Master - Munis

- Delata W Textfile 07 word Recommend Import Gallup <
t .

Global v | &= A poF Ee Email kv  Pending Purge
Add  Undate Print

=] Attachments Retum
= w SSNUpdate = More.. w

Mass Update

4 Fingerprinting Export

CRE Expart

. BB Duplicate = s preview @ sSchedule S

Actions Output Office ols Menu | Return

Master | Custom Data

Customn Data ‘ ‘

Category l - |

Datatype Code I

=]

This functionality applies only to applicants who already have that code on their record. You
cannot use this screen to perform a mass add or mass delete.

Job Opening Restrictions
The Restrictions tab in the Job Openings program restricts which applicants can view a job
opening on the Employment Opportunities page in Munis Self Service.
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The fields in the Employee Data Restrictions group set restrictions based on employee data.
Use the Type list to select the employee data type to use for the restriction. Options include the
employee’s group/BU, location, and general ledger org code. Use the Starting Value and
Ending Value boxes to define the range of acceptable values.

2]

Job Openings - Munis

R R T sl VI g S A VeV e ~N

Main | Salary | Advertising | Restrictions

Employee Data Restrictions

Type Starting Value Ending Value |*
Group/Bargaining Unit 10 10

Location 135 135

G/L Org 5 5

An employee must meet all defined restrictions to see the job opening in self service. If your
organization has previously existing restrictions, Munis automatically updates them to the new
format.

If the Post list for a job opening is set to a value of Internal or Internal and External, the
Custom Code Restrictions fields are available. These fields set restrictions for the custom

datatype values an applicant must have on his or her record.
o

Job Openings - Munis

Job Openings - Munis

Requisition Identification

Requisition 20120111 - 5 1

Description |cLerk rcauistion Lientication
Status |8 - PerPETUAL OPEN - g ate, Saio01l |_5| w
Leading Candidate | | pescription = ‘
Main | Salary | Advertising | Restrictions Status {s - PERPETUAL OPEN - J Entry Date 02/20/2014
advertise @ ‘ Leading Candidate | |
Employment Agency |maInE EmpLOYMENT | Main | Salary | Advertising | Restrictions
Post [internal and External M I Employee Data Restrictions
Application |cPa - CERTIFIED PMBLIC ACCOUNTANT E— Stoating Volue | Ending Value |~
Display Priority o Group/Bargaining Unit 10 10
URL for additional Info | http:/finformation.com Location 135 135
URL Label |C\|ck Here for Additional Info \ G/L Org 5 5
Applicant Reference Emails [sc - Status change CANDIDATE \ J
[+/] Create Pending Records
\\ )
Cust_n Code Restrictions
Restriction Type {All Must Match -
DataType  Description Data Value E
ED7 CERTIFICATE PROGRAM F
ED7 CERTIFICATE PROGRAM G
ED2 MASTERS ¥
ED1 BACHELORS DEGREE ¥
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Define a restriction by selecting a datatype from the Data Type list and entering an acceptable
value in the Data Value box. For example, you can select a datatype for certificate programs
and then the data value for a particular program. Only applicants who have completed that
program can view the job opening in self service. Use the Restriction Type list to indicate
whether an applicant must meet all the custom data restrictions or only one.
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Payroll for v10.5

The following changes apply to Munis Payroll programs.

Accruals

Accrual Factoring

The Factor option in the Employee Accruals program displays the Factor Accrual Hours
screen. This screen updates balances and history records for the active accrual when
employees switch to a different number of hours or days worked per pay period, but retain the

same yearly salary.

Employee Accruals - Munis

L] Text file [ Word

bal v | B A poF B Email
rin xcel Attachments
v [& Preview B Schedule
Output @he= Bank Enraliment

Donate Time

Employee 55N Last Name First Mame MI  Suffix Status Prev ¥r Remain

| 103| ... |201-38-4957 || SORTAND ||2an1ce o || ||acTivE View History
Post Liability

Employee Accrual Information
Factor
1135 - FINANCE DEPARTMENT S0Y Balance 152.0000

Location
Earned YTD: .0ooo

Job Class [

-J
-J
Type |1 - vacaTion ! Used YTD .0000
- Available 192.0000
Y

Table |1 - vacaTion
Send Accrual Threshold Alert

| Active Factor Accrual Hours
Accr Date 03/10/1987 1
Start Date 03/10/1987 1
End Date 12/31/9939 1
Default Limit 180.00
Actual Limit .00

Start End Eamed old Units 40.0000
Adjust Employee Accrual Records
|09/12/2007 | |- |WED ||08/12/2007 | |- |WED 192.0000( New Units 60.0000
|09/11/2007 | 12 |[TUE  ||0g/11/2007 | 1o |TUE .0000| Effective Date |01/08/2014 | |
|04/21/2007 | 12 |SAT ||04/21/2007 | 1o |SAT 192.0000| Reason Code | | Employee Number 103
Employee Job
|04/20/2007 | o |FRI ||04/20/2007 | - |FRI LI calculated Accrual Effective date 01/08/2014

Accrual Type 1

K <Jiss L DialE | S L

0ld Accrual Running Balance: 192.0000 ™ :
3 Earned Time 96.0000

An Accrual History record will be added for

Old Accrual Available Balance: 192.0000 -
Used Time 0.0000
A Reason code 9
Qld Units: 40.0000 MNew Running Account Balance 288.0000
New Units: 60.0000 New Available Accrual Units 288.0000
A Are you sure you wish to add this record?
Agcrual Change Ratio: 4,8000

Accrual Change: 96.0000 Yes Mo

New Accrual Running Balance: 288.0000
New Accrual Available Balance: 288.0000

For example, if an employee moves from working 40 hours in a pay period to 60 hours in a pay
period, enter 40 in the Old Units box and 60 in the New Units box. Enter the effective date and
reason code for the change, as applicable. When you click Accept, the program calculates new
balances for the accrual and displays the Adjust Employee Accrual Records dialog box. This
dialog box presents the option of adding a history record to adjust the accrual to reflect the
newly calculated balances. Click Yes to add the record.
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Accrual Loans

The accrual process includes functionality for loaning accrual time to employees and
processing repayment of the loaned time. Before enabling loan functionality for an accrual
type, you must create a corresponding loan-payback accrual type and table.

In the Accrual Tables program, use the Limit tab to configure options for the repayment of
loans that are tracked by the active table.

Accrual Tables - Munis

. Delete | o Text file E| Q3 wo Motes v Audit p

} Global w A PDF o] i Notify {55

Add  Update Print . Exce Attachments Retun
EE Duplicate v E:_n Preview edule H

Actions Output Tools Menu | Return

Accrual Tables - Munis

Accrual Type l2 - SICK - ]@J

Table 1

Long Description |SICK |

Short Description | SICK

Service Months | Limit | End of Year | Options | Attendance Bonus

Option |N - NO ENFORCEMENT - ]

Earnings Based Limit

Transfer 1[ - ]Percentage 0.00

Transfer 2[ - ]Percentage 0.00

Multi-Limit | |

Accrual Loan Payback

Loan Payback[L - LOAN PAYBACK - J

|+ Transfer on Zero Balance

For example, to set up a sick time loan, open the accrual table that tracks sick time for the
employees receiving the loan. Next, define the Loan Payback list and Transfer on Zero
Balance options.

The Loan Payback list identifies the type of accrual used to track loan payback. Selecting an
accrual type directs the program to check for existing loan records when calculating an
employee’s accrual balances. If a loan exists, new time accrued is paid toward the loan.

The Transfer on Zero Balance check box configures how accrual time earned by an employee
is paid to their loan, if one exists:
e When you select the check box, newly earned accrual time is paid toward the loan only
after the employee uses all available time and has a zero balance.
e When you do not select the check box, newly earned accrual time is paid toward the
loan regardless of the employee’s balance.

If this check box is selected, an employee who starts a payroll with available accrual time and
earns additional accrual time at the end of the payroll would not make a payment because they
have more than zero hours available. For example, an employee who starts a payroll with 5.7
hours available and earns 2.3 hours at the end of the payroll makes no payments toward the
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loan and carries forward an available balance of 8 hours. However, if during the next payroll,
the employee uses all 8 hours in the balance and then earns another 2.3 hours at the end of
the payroll, these newly earned hours are applied to the loan. This is because the employee’s
balance prior to earning those hours was zero.

When an employee’s accrual hours are applied to a loan as payment, these transactions are
recorded in a new accrual history record on both the loan-payback accrual and the original
accrual that was loaned. The repayment records are marked with a reason code of 12 — Loan
Payback Transfer In/Out.

Employee Accrual History

. E Browse
€ Advanced v
Add

bal w

Delete | o Text file Q7 word
Globa [—] - B
Print

A~ PDF 1 Email
Exi

B puplicate v [ Preview
Actions st
yee A > Employee Accrual History
Employee Indentification
Employee SSN Last Name First Name MI  Suffix Status
1?8' |555-66—5555 ||HIGGINS ||SEN\I ”ACTIVE

BT e i U N S W oV A SOV b S P Y N

Accrual Used/Eamed Detail

Reason
Used 0.0000 - | =
Earned [ 15.0000 12 - LOAN PAYBACK TRANSFER IN/OUT = |

Running Balance -25.0000

GL Rollups for ESS

In the Location Codes program, the GL Rollups option is available. When you select this
option, the program displays the Payroll GL Rollups screen, where you can define rollup codes
for grouping general ledger accounts.

Location Codes - Munis

|| Text fila [ Word ESS Defaults
= <

~ B L poF B Email

Print

Glal kv GLRollups
xeel Attac nts Return
EE Duplicate | w  [f& Preview B Schedule ! » | Projett Rollups

Confirm Search Output Office ols lenu

Location Codes - Munis

Payroll GL Rollups - Munis

Location Code
Short Desc

Long Desc
Details | ESS Options

Payrall GL Rollups - Munis

Local Tax Deduction o Rollup Summary
Local Tax Pay 1] Rollup Code |132

Payroll Entity Code 1-cImy Description |GL ROLLUPS |

Mon PayrallfCi Rollup Detail

| Account 3

1000-1-135-00
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Once you have created the rollup codes, use the ESS Time Entry GL box on the ESS Options
tab to assign one or more rollup codes to a specific location. When employees are entering
time in ESS Time Entry, the General Ledger Account list includes all the general ledger
accounts grouped in the rollup code assigned to that employee’s location.

1000-1-135-00 | ‘

Payroll GL Rollups - Munis

Location Code

Shegt Desc

Long D

Details | ESS Opsigns

FINANCE

ESS Time Entry GL

ESS Time Entry PL

Activity
Work Order/Task
Reason

- Taxt file 03 Word
e

v B L eoF B Email
i Excal

"

view

Enter time
o

Dec 2013 Feb 2014
ext ko
i< fiefr [ >[]9 o
Record(s) updated.

Mass Salary Change

The updated Mass Salary Change program combines the functionality of the Mass Contract
Changes, Mass Step Increases, and Pay Band Increases programs into a single interface.

Sunday

112

Monday

1713

p——y EETTT £

Project ledger acc

General ledger account
11135000-5110 (SALARIES FULL TIME - CHANGE)

VACATION TIME

S
svailsble

a2
available

Tuesday Wednesday Thursday Friday Saturday

114 115 116 117 118 ek
Notes
L ] ==

2 | s | 2 | o | eoen

(]

Main

Change Type ‘

Change Option ‘

]
]

Mass Salary Change

Selection Criteria

Location Ranges (0)
COrganization Ranges (0)
Group Ranges (0)

Job Ranges (0)

Position Ranges (0)

Pay Ranges (0)

Calendar Ranges (0)

Vie
Rasul

H

5"
2
@

Reset

Q

i

taria

[A]

Minimum Days Eligibility

[ ]
L1

Minimum Hours Eligibility

Hours Over Threshold I:l

Adidtional Eligibility Criteria

[ =

Days Worked
Year

Eligibilty Method

Hours Worked

Step Threshold

Started Job Before

Next Date [

& o |

Welcome, Sean Higgins

Salary Change Criteria

[z |

Action History Code | v

Effective Date

D Include Inactive Employees

View Results
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Use the options in the Selection Criteria pane to select the employees to include in the mass
salary change. Create an active set of employees by defining ranges of different types,
including location ranges, pay ranges, and calendar ranges.

.
* Main

Change Type | Pay Band Change

<

| 5 <
View R
Change Dptmn| Employee Salary | ¥ | Results  Crite:
Mass Salary Change Actions
Selection Criteria
E]Locatiun Ranges (2)
B s | o ‘1354' |
B [ | |

Organization Ranges (0)
Group Ranges (0)

Job Ranges (0)

Position Ranges (0)

Pay Ranges (0)

EEEEEE

Calendar Ranges (0)

m
\wu,,/“"\u-w”\/‘\.wr-\ﬂ\.w\.f‘\»J‘v“v"vf‘“u"“\,x'v-w-uv@\PV\}‘V"‘«\

Click Add next to any range type header and the program displays a new blank range of that
type for you to complete.

Use the Change Type list to select the type of mass salary change to make. You can select
pay band change, step change, or contract change. Your choice determines the options that
display in the Change Option list.

w o v
s ) s . ¥
L Main L Main L Main

Change Type | Pay Band Change I v | Change Type | Step Change || v | Change Typa | Contract Change || v ‘
Change Option | v Change Option | v Change Option | v
h 4

Selection ¢ Emplovee Salary Selection (Effective Date Selection d Specified Amount

Pay Band Mid Salary Current Salary Date + 1 Year New Contract Rates
E Location Employee Salary - Evaluation i B Location Ranges (1) “ w B Location New Rates from Next Pay ke
Pay Band Mid Salary - Evaluation — - Global Recalc
E [Increase to Minimum L] E | | fo | E |— |
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When you make a selection from the Change Option list, the fields in the primary pane refresh
to accommodate your choice. The primary pane displays only the fields necessary to define
the specific mass salary change you selected.

hod
Main

Change Type | Pay Band Change

<

View  Reset
Results  Criteria

] <)
5

|Change Dptmn| Employee Salary

Mass Salary Ctaage Actions

Selection Criteria
BLocatinn Ranges (1)

B s

Organization Ranges (0)
Group Ranges (0)

Job Ranges (0)

Position Ranges (0)

Pay Ranges (0)

CEEEEE

Calendar Ranges (0)

Welcome, Sean Higgins

>

Minimum Days Eligibility
Days Worked

Minimum Hours Eligibility

Adidtional Eligibility Criteria

—

Eligibilty Method

Hours Worked

Started Job Before

Next Date [ 3 to |

&

Salary Change Criteria

2/20/2014

Effective Date

Action History Code |

D Include Inactive Employees

Pay Band Change Options

Percentage

Rounding Method

v
|50.000 ‘ of ‘ Annual Salary v |
| Nearest Dollar v |

Lump Sum Pay Type | 600 - LONGEVITY FLAT AMOUNT

Pay Date |

| e |

[=

Allow Salary to Exceed Maximum
Increase Salary to Minimum

Once you have configured all necessary options, click View Results to display the proof

screen.

sl
5"’ Main

Change Type | Step Change rfo Q
Post  Export Returnto
Results Proof  Criteria

Change Option | Effective Date

Mass Salary Change Actions

Salary Change Results (94) — 6 Ineligible, 0 Warnings

Eligible E'l‘r'i';’:fe E';‘r:‘syge Jc’i:ss ‘Pav Type ‘Ln[almn |Gmuu /BU ‘Org ‘Pnsitiur Rat:;;r:’t
[ so01 MEDLIN, ANGEL FRFI 111 220 18 12220000 544 65,000.0000
[7] 201 JONES, JONATHAN FRFI 111 220 18 12220000 55 40,000.0000
1 140 CORBUN, ALLISON K FRFI 111 220 18 12220000 55 46,200.0000
] ss HILDEBRANT-RITTENBERRY, LINDSEY H ~ FDIR 111 135 10 1100 14 49,200.0000
[[] 166355  LEVESQUE, CECILE FACZ 101 135 10 11135000 15 0.0000
[ o HILDEBRANT-RITTENBERRY, DYLAN PETER FCL2 111 155 10 1000 9 0.0000
[ 135 RICHARDO, ELWIN M FRDS 101 220 18 11135000 57 18.2500
134 WYNNE, JUDITH K FRDS 102 220 18 12220000 56 20.2500
7] 136 MCMULLIN, LARRY W FRFI 111 220 18 12220000 50 46,200.0000

New
Rate/Salary
65,000.0000
42,000.0000
48,200.0000
50,423.0000
40,294.0000
25,211.0000
18.7500
20.7500

48,200.0000

welcome, Sean Higgins

Rate/Salary Projected ‘ Current | New ‘ Current | New
Change | Annual Salary | Grade | Grade | Step Step

0.0000 65,000.00 FRFI FRFL 0 1
2,000.0000 42,000.00 FRFI FRFI 0 1
2,000.0000 48,200.00 FRFI FRFI 3 4
1,223.0000 50,423.00 ACTL  ACTL 6 7
40,294.0000 40,294.00 ACTL  ACTL 0 1
25,211.0000 25211.00 CLR1  CLR1 0 1
0.5000 39,000.00 FRDS  FRDS 1 2
0.5000 43,160.00 FRDS  FRDS 5 6

2,000.0000 48,200.00 FRFI FRFI 2 4

Lump Sum
Amount

I¥]

Use the options in the Actions group to post the change, export the proof to Microsoft Excel, or

return to the selection screen.
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Pay Type Limit Rules

The Limit Rules option on the menu in Pay Master displays the Payroll Earning Limit Rules
screen. This screen manages pay type limit rules, which control how much an employee can
earn on a pay type in a specified period of time.

Pay Master - Munis

Word Copy Pay

W Textfile El Vo
. £
= L ppF B Email taplink v Longevity

Arcept  Cancel | Seanch Print A
e cste v [ Preview @ Schedule ! Alerts ¥ | Limit Rules

Confirm Saarch Output Office M znu Return

Pay Master - Munis

Pay Start Date End Date
101 |01/0/1900 | - |12/31/9999

Main | Paycheck/Cycles | Impact Acc L i o O Wor
W2 Code =IE I L8
rint el

Tax Method L2 | = v [
Confirm Search Actions Qutput Office Menu | Return

Units
Payroll Eaming Limit Rules - Munis

Category 1 - BASE PAY Pay Type Limit Information

Calc Code 62 - UNITS * RATE FH Limit CodeShort Description Long Description

Rate/Amount = ‘UT ”DT 300 LIM ||3EIEI HOUR OVERTIME LIMIT |

Factor 1.0000 Rule Definition

Comp Factor 1.0000 Frequency [F - FISCAL YEAR - ]

Bill Rate 0.0000 Amount Type lF - FLAT AMOUNT x ]

Reference Amount | 300.000000000 |UOM | |

Escrow

Extra Serv Cld Pay Type Mew Pay Type r

Grade Bazed Long 201 250

Longevity 0 |u

-

I< < 1 of 67 Mon-Cash Gross Pay Type I

1< | < |oofo | > | 2

Use the Frequency list to set the limit period. For example, you can set a limit for every month,
quarter, or fiscal year. The Amount Type list and Amount box are also available. Together,
these fields define the limit amount. You can set a limit either when the employee has reached
a specified accrual balance or when the employee has earned a specified percentage of their
annual salary.

In the Old Pay Type box, indicate the pay type that the limit applies to. In the New Pay Type
box, enter the pay type to use for employee earnings once they have reached the limit. All
employee earnings after they have reached the limit are recorded this new pay type. Earnings
revert to the old pay type when a new limit period begins.

For example, you can configure a limit so that:
e The first 300 hours of overtime that an employee earns in a fiscal year use a pay type
that counts toward retirement benefits.
e Any hours the employee earns in a fiscal year after they have reached the limit use a
pay type that does not count toward retirement benefits.
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The limit is applied whether the employee receives earnings during payroll processing or you
enter earnings for the employee manually. The effects are reflected in the employee's Payroll
Earnings and Deductions records.

Payroll Control Settings

Category Setting Description

General Reduce Accrual Earnings This option, when enabled,
configures the accruals process so
that accruals do not create a lapse
record in Employee Accrual History
when they exceed their defined limit.
Instead, these accruals limited to the
defined maximum.
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Employee Self Service

Benefits Enroliment Paycheck Simulator

The Benefits Enrollment Settings program includes the Show Projected New Pay Link check
box. When you select this check box, ESS displays the Paycheck Simulator link on applicable
pages in ESS when you are changing your benefit selections.

Qo Benefits Enrollment Settings - Munis
2] Home

LEVESQUE, CECILEC ~

Resources ~

- 2013
Current Year Start 01/01/2013 Open Enrollment
Current Year End 12/31/2013

Make Elections

New Year IEI Employee Self Service
o Make a selection for each benefit, then click "Continue”. You must submit this enroliment by 12/31/2014.
New Year Start 01/01/2014

Home

New Year End 12/31/2014 Please Select your elections for the coming year.
Open Enrollment Start 01/01 Benefi Current Election New Election ‘Open Enroliment
Open Enroliment End 12/31
DENTAL INSURANCE No Election Made Declined Change New Election Certifications
Allow Life Event Changes HEALTH INSURANCE No Election Made Declined Change New Election
Generate Life Events Email Expense Reports

2014 LIFE INSURANCE
.20 | detail:
$259.20 | details Pay/Tax Information

ed Net Pay Lin
|_| Use Coverage for 834 File
|| Use Primary Job when using restrictions e e
Show Annual and Period Costs in ESS

New Hire Window 90 .
I:/ All costs are per pay period. Your estimated total cost per pay peried is $259.20. The[paycheck simulator]can show how this Personal Information

effects your net pay

Use Cafeteria Plan LIFE INSURANCE No Election Made Decline benefit | Change New Election

Position Transfer

Click the Paycheck Simulator link to open the paycheck simulator page. ESS automatically
carries over the amounts from your new selections to this page so you do not have to enter
them manually.

LEVESQUE, CECILEC -~
Resources ~

Paycheck Simulator

Home

Pay cycle: Switching deduction cycles will reset the entire page. Employee Self Service

Pay Details

V.A,MWW\»WWJ ;u\)‘\f‘\_.r-\f’“\f T

Deductions including open enrollment choices Revert to current

Paycheck Simulator
Description Amount

PRUDENTIAL INDIVIDUAL PLAN Salary Nofification

DELTA DENTAL Total Compensation
LIFE INS
m Performance Evaluations

Direct Deposit
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Click Calculate and ESS displays the paycheck simulation page, which shows the effect of
those selections on your paycheck.

LEVESQUE, CECILEC ~
Resources ~

Paycheck Simulation

Home

This is an estimation of your pay based on the information you have entered. (Eh e T G

Current  Simulation
Benefits

Gross Pay 3200.00 3382.83
Federal Tax 0.00 0.00 Certifications
State Tax 135.75 148.55
Local Tax 0.00 0.00 Expense Reports
FICA 198.40 209.74

Pay(Tax Information
Medicare 46.40 49.05
Other Deductions 23007 489.97 YTD Information
Net Pay 2588.68 2485.52 w2

1099-R

This function enables you to test the effects of different benefit selections on your paycheck
and choose the best combination.

Employment Opportunities

Incomplete Job Applications
Munis Self Service allows applicants to save incomplete applications and return to finish them

at a later time. Self service displays the Save for Later option on every page when an applicant
is filling out an application. Clicking this option saves the application.

ACCOUNTANT

PAGE 1 (section 1 of 3)

Home

Citizen Self Service

LAST NNS E Employment Opportunities

‘M'WW

Mg e N T T e e T e TN TN T
| |

Next Section >> Sawve for Later
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Applicants can access incomplete applications by logging in to their self service accounts and
clicking Saved Applications in the Employment Opportunities group on the menu. This page
lists each incomplete application, including the date and time it was saved and options for
resuming or deleting it. This information is also included in the Saved Applications group on

the Applicant Profile page.

Saved Applications Home

Job Description Save Date and Time Actions Citizen Self Service

ACCOUNTANT 03/19/2014 10:13:36 AM Resume  Delete

Applicant Profile

Saved Applications

Vendor Self Service

The Applicant Processing Settings program includes functionality for emailing a personal
identification number (PIN) to all applicants who create an account on self service, even if they
do not complete an application. They can use this PIN to access their account and complete

unfinished applications.

The Create Applicant Email option on the MSS Options tab opens the Create Applicant Email
Text screen, where you can specify the text of the PIN
email.

Applicant Processing Settings - Munis

B g Textfile El 01 Word
. H

A PODF = B Email

Edit

o -
Create Applicant Email Text File Tools Insert Help "% munis

Applicant Processing Settings - Munis
General | M5S Options | Test Integration | MSS Field Access | MSS Profil
lunis > Create Applicant Email Text
Limit Attachments Based on Restrictions
Disable Auto-apply for Returning &pplicants X X X
- First line is subject, subsegquent lines are body.
Lock Verified Data . ;
R K Tags [*name*], [*pin*], and [*date®] are available.
Disable Profile Page
Update Retain Until Date [[*name*1, 3
Lock Posted Job Requisitions Thank you for your interest in Tyler Technologies.
Profile Display Type lFull Profile v Your login PIN is [*pin*]. Use this to access your application and complete it at a later time.
Default Status l v J Your applicant record was created on [*date*]
lBGenemJ Instruction Text ] { [= Applicant Profile Text ]
o . . B ~ - .
l@Appllcant Hint Email Jl [= Create Applicant Email I_’ 3
Ilv Check Spelling H Display as HTML
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If you do not define an applicant email, the program uses a default format configured to supply
the applicant’s PIN.

M9 U+ ¥ |5 Sean Higgins, - Message (Plain Text) - O

Message | ESET o @
- ~, . - i; '_& Y
@ lgnore x _% . \g ._$ % (23 0 ARCHIVE N3 Rules (2} Mark Unread a& z .\_{

b2 To Manager - S @ OneMote Categorize *
+ Delete Reply Reply Forward ) _ Mave Translate Zoom

& Junk All By~ | B Team E-mail = + [z Adtions = | ¥ Follow Up ~ = g -

Delete Respond Quick Steps [F} Move Tags [F} Editing Zoom
From: ¥ Higgins, Sean Sent: Thu 2/20/2014 11:13 AM
To: ¥ Higgins, Sean
Cc
Subject: Sean Higgins,

P&

Thank you for your interest in Tyler Technologies.

Your login PIN is 103. Use this to access your application and complete it at a later time.

Your applicant record was created on 02/20/2014

Applicant Master tracks the completion of applications. If an applicant has only logged into his
or her account but not completed any applications, the status on the record is setto R -

Registered Only. When the applicant has completed at least one application, the status is
changed to Active.

Applicant Master - Munis

Delete

-. o Text file @ word

Recommend Import Gallup
abal v | B

A POF B Email Motify {38 Maplink ¥ | Pending Purge
Print Escal Attachments
v [& preview B Schedule 1 Alerts v | SSN Update = More... v
Confirm Output Office Tools Menu

Applicant Master - Munis

Applicant Identification

Applicant 55N Last Name First Name Middle Hame MI  Suffix

‘ 103 |995-00-0014 | HIGGINS | sEan I Ll |

Prior Name | ” |

Main | Address | Demographics | Eligibility | Custom Data

Applicant Requirements Information

Application Date |E12!2w’2014 | i |Status |R - REGISTERED ONLY  ~ I

Retain Until 1 Last Updated 02/20/2014 1

Minimum Rate/Sal .00

Minimum Benefits | |
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If you have personnel superuser permissions, use the Saved Appl button in Applicant Master
to display the Saved Applications screen. This screen lists all incomplete applications saved by
the applicant as well as details about those applications, including the date and time when it
was saved. Use the Delete button on the menu to delete applications as necessary.

Applicant Master - Munis

SSN Last Name

Applicant
103] [395-00-0014  |[HIGGINS ||szan Il Il

Prior Name

ographics | Eligibility | Custom Data

e wf‘\w"f’m“m“’meMMmmﬁmMnﬂ

Full Time. Part Time Days Nights Temporary Summer

| 5 certs/Licenses || i skills | ETests/Conds || G Education || @ Werk History l@'“Saven Appl @0 saved Applications
| & Training || S References || BRef Checks || i interviews || custom Data | o
_ o =) Delete 0T Vs owHide Co
[ Ki<lon (> A[QIE] A 2 = e H
Applicant Mastar - Munis > Saved Applications
Save Date Save Time Req Num SReg Num  Description
02/20/2014 11:23:38 20120111 1 ACCOUNTANT

When you perform a search in Applicant Master, the Saved Applications tab is available.
Complete the Requisition and Save Date fields to search for an applicant using their saved

application information.

Applicant Master - Munis

=2 . EEFT ) F'.q_ : = -~ E EIErna|I

Schedule

Accept Cancel | Sea e Add  Update mint . Exce
3 Query Builder ER Duplicate o}

Confirm Search Actions

Cffice Menu | Return

Apglicant Master - Munis
Applicant Identification

Applicant SSN Last Name First Name Middle Name MI  Suffix
Prior Name | || |
Main | Address | Demographics | Eligibility | Certifications | Skills | Tests and Conditions | Education | Work History | Pending | Custom Data | Saved Applications
Saved Applications
Requisition -
Save Date

If you delete an applicant record, any associated saved applications are deleted as well. If you
merge two applicant records, all applications saved on those records are merged.

Employment Opportunities Page
Munis Self Service and associated Munis programs provide greater control over how the

Employment Opportunities page displays job openings to applicants.
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The page provides tabs that group available jobs by different criteria. Select one of these tabs
to view job listings grouped by location, job family, job class, or group.

Employment Opportunities

Login as retuming applicant | Create new account | Register for email alerts | RSS

Thank you for your interest in our organization! Please select a job and complete the
application.

Empl; ent Opportunities
All Jobs ” By Location || By Job Family ‘l By Job Class H By Group ” Search ‘ PV £pe

ACCOUNTANT III (1 job)

Home

Citizen Self Service

Bl CLERK TI (2 jobs)

Positions Available

CLERK
Position: 1 (HEAD ACCOUNTAN .
Code: 20120111-2 Employment Opportunities

Type: INTERNAL 8 EXTERNAL Log in as returning applicant | Create new account | Register for email alerts | RSS
Location: PARKS AND RECREA] . . i .
Grade: ACCOUNTANT 1 Thank you for your interest in our organization! Please select a job and complete the

Group: NON UNION application.

Job Clas! CLERKL
Job Class: CLERK II e . = Employment Opportunities

All Jobs || By Locati By Job Fi By Job ClI By G Search
Details: Click Here for Addition iﬂ ¥ Facahon " ek Farmidy | By Job Closs | By Group | Sean

MAXIMUM SALARY: $54,025.0:

Home

Citizen Self Service

Training

FINANCE DEPARTMENT (1 job)
CLERK
Position: 1 (HEAD ACCOUNTAN

Vendor Self Service

MIDDLE SCHOOL 3 (2 jobs)

PARKS AND RECREATION DEPART (1 job)

Each tab provides subgroups that further organize the job listings. For example, on the By
Location tab, self service displays a header for each location that has job openings. Each
header shows the number of openings for that location. Click the more (+) button on a header
to expand that list of jobs.

To enable these tabs, you must configure the pertinent fields to display in self service as part
of the job opening listing. Use the check boxes on the MSS Field Access tab in Applicant
Processing settings to enable the display of all necessary fields. These options are audited.

'-5,5-. . Applicant Processing Settings - Munis
" |j Home

Delete [ ] o Text fila
.

Global v | = A pDF

e rin
EQ Duplicate | E Preview

Actions Output O Menu | Reburn

Applicant Processing Settings - Munis

| General | MSS Options | Test Integration | MSS Field Access | MSS Profile Access

Job Opening Fields
+| Title/Description + | Grade
+'| Code/Requisition +| Rate/Salary
+'| Posting Option +'| Special Reguirements Motes
+| Location | Text
+| Group/BU < Position
+| Job Family
Posting Start Date Posting End Date
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The All Jobs tab on the Employment Opportunities page provides three Sort By lists. Select the
names of fields from these lists to sort the available positions. The first list determines the
primary sort field, the second list determines the secondary sort field, and so on.

Employment Opportunities

Log in as returning applicant | Create new account | Register for email alerts | RSS

Home

Thank you for your interest in our organization! Please select a job and complete the
application.

BT - - Employment Opportunities
All Jobs || By Location | By Job Family | By Job Class | By Group || Search |

[Location “| Then [JobClass V| Training
I Sort Descendind By [Isort Descending

Vendor Self Service

Citizen Self Service

None Selected

Special Requirements/Notes

Position: 1 (HEAD ACCOUNTANT)
Code: 20120111-1

Click the Sort Descending check box under any of these lists to sort by the specified field in
descending order rather than ascending order. Once you have configured your sort criteria,
click Sort to sort the list.

The Search tab includes fields that allow you to perform more refined searches.

CECILE LEVESQUE ~

Employment Opportunities

Register for email alerts | RSS Home
All Jobs || By Location || By Job Family || By Job Class || By Group ||m| Citizen Self Service
Description or Notes Contains | |
Location Matches One MIFINANCE DEPARTMENT Applicant Profile

[IMIDDLE SCHOOL 3

[JPARKS AND RECREATION DEPART Saved Applications

Select: All or None Vendor Self Service

Job Family Matches One CJADMINISTRATION
MICLERICAL

Select: All or None
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You can search for job listings by specifying criteria including description, location, job class,
and minimum salary.

Job Family Matches One CJADMINISTRATION
WICLERICAL

Select: All or None

Job Class Matches One [JACCOUNTANT III
WICLERK 11
CJHEAD ACCOUNTANT

Select: All or None

Group Matches One [ INON UNION

MunNAFFILIAT

Select: All or None

Minimum Salary Equals 50000

Select the check boxes and complete the boxes to define your search. Click Search to view

your results.
Y eV T NI I T g N W S

'jl employment opportunity containing your search terms was found.

Positions Available Special Requirements/Notes

CLERK

Position: 1 (HEAD ACCOUNTANT)
Code: 20120111-2

Type: INTERNAL & EXTERNAL
Location: PARKS AND RECREATION DEPART
Grade: ACCOUNTANT 1

Group: NON UNION

Job Family: ADMINISTRATION

Job Class: CLERK II

Details: Click Here for Additional Info
MAXIMUM SALARY: $54,025.00

Apply

Life Event Documentation
The Documents Required list in the Qualifying Event Codes program specifies the type of
documentation an employee must supply when submitting the life event in ESS.

o0 Qualifying Event Codes - Munis

PARKER, KATHLEEN A ~
Resources ~

ualifying Event BABY I

Qualifying Life Events Home
Short Description NEW BABY

Long Description = | Pending Life Events

Employee Self Service

Days 30 You have no pending life events.
[Documents Required |BIRT - BIRTH CERTIFICATE -]
LI KT TR S YV Open Envotmen

Report a Life Event

Certifications

Life event NEW BABY v
\A Required documentation Expense Reports.
Send required document to BIRTH CERTIFICATE
Human Resources
Pay/Tax Infermation
Effective date [3/24/2014 x

Performance Evaluations

(s | ——
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When an employee submits that life event, the ESS confirmation page displays the

documentation requirement.

Define codes for required documents using the LERD — Qualifying Life Event Documentation
code type in Payroll Miscellaneous Codes. The information that displays to the employee in

ESS is drawn from the Long Desc field.

Dalete
obal w

EE Duplicate

Actions

Update

Confirm

Miscellaneous Codes - Munis

Print
hd E Preview

A PDF

Output

|Code Type lLERD - QUALIFYING LIFE EVENT DOCUMENTATION ~ |
Code BIRT

Short Desc BIRTH CERT

Long Desc |BIRTH CERTIFICATE |
Data | |
LK< Jfzofs L2 Q)=

o Text fil= E O Wo

B Email
Agftachrr
B Schedule

Office

Miscellaneous Codes - Munis

-

Menu Returm

Use the Attachments function in the Employee Life Events program to attach the
documentation to the employee’s life event request.

— Delete
Global w
Update
EE Duplicate
Actions
Employee Life Events - Munis
Employee Idenbification
SEN
| 9876/ ... |001-44-9999

Employee

Last Name
|| Parker

|
.

=

Print

W E Preview

Output

First Name
[|kaTHLEEN

o Text file El

Employee Life Events - Munis

g3 Word

B Email
Attachmenis
B> Schedule

Office Menu | Return

Status

MI
|hE_JlACTIVE

Life Event Detail

Qualifying Event IBABY - NEW BABY

-
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Time Entry

If you are a supervisor, the View/Edit Timesheet For option is available on the Pending
Timesheets page in ESS Time Entry. This option allows you to add a new time sheet for one of
your subordinates, for example, when he or she cannot submit a time sheet due to an
unforeseen absence.

712212013 - 712812013
LEVESQUE, MARY
PARKER, KATHLEEN A

TI29/2013 - 8/412013
PARKER, KATHLEEN A

Pending Timesheets

ACCOUNTANT I
ACCOUNTANT I

ACCOUNTANT I

Approve and submit all pending time shown above

HIGGINS, SEAN
Resources

Home

Employee Self Service

24.00 View
2.00 View Benefits
32.00
Certifications
8.000 View Expense Reports
8.000

Pay/Tax Information

Performance Evaluations

Viewledit timesheet for

HILDEBRANT-RITTENBERRY, TIMOTHY (TEACHER SCIENCE)

LEVESQUE, CECILE (ACCOUNTANT i)
LEVESQUE, CECILE (EXTENDED EMPLOYMENT)
LEVESQUE., MARY (ACCOUNTANT II)

PARKER, KATHLEEN A (ACCOUNTANT 11}

Personal Information

Position Transfer

-

Use the list to select the employee you are entering a time sheet for. If the employee has more
than one job class, select the option that includes the appropriate job class. Click the View/Edit
Timesheet For button and ESS displays that employee’s time sheet for the current week.
Complete the time sheet and click Submit to submit it.

HIGGINS, SEAN ~
Resources ~

o

Edit time for PARKER, KATHLEEN A ACCOUNTANTII

Copy from previous week Save for later m

Mar 2014 May 2014 Monday Tuesday Wednesday Thursday Friday Saturday Sunday —
) 47 4/8 4/9 4/10 411 4/12 4/13 Total
prior week next week
HOURLY TIME
Hours Project ledger account  General ledger account Notes
— < | |
VAT ATION TIME none none none none none none none
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The Copy From Previous Week button is available on the Enter Time page in ESS Time Entry.
Click this button to copy the time sheet entered for the previous week. The function copies any
line entries that you have used to specify notes, general ledger accounts, or project accounts.

- PARKER, KATHLEEN A ~
o tyler i

Enter time Enter time
o ACCOUNTANT Il | " = o ACCOUNTANT II |
Fob 2014 Apr 2014 — s = g — o Weekty Feb 2014 Apr2014 = [ Pl B — e o o
317 318 3Me 320 21 322 33 e 324 325 326 327 328|329 330
prior wask nest week prior wok next wosk
HOURLY TIME 4 5 5 5 5 24 L HOURLY TIME 4 5 5 5 5 24

Hours 4 General ledger account 11135000-5110- Notes Left Early

. . . . - - - Hours Project ledger account - General ledger account
I l RN -

REEIENL e e rmstie e e e e

Hours 4 General ledger account 11135000-5110- Notes Lef Early

VACATION TINE wote  wehe s amebe sk

b
i

If your time sheet is complex, but changes minimally from week to week, this function enables
you to complete your time entry more efficiently and with fewer errors. It copies only entries for

worked time; it does not copy accrual requests.

The First Day of Time Sheet Week list is available in the Time Sheet section on the Application
Settings page in Employee Self Service Administration. This list defines the first day that
displays on the time sheet in ESS Time Entry.

HIGGINS, SEAN ~

Employee Administration
Application Settings

Welcome to Employee Seff Service. This is a
customized general message for all users to see.

Application general message

QT T g e NETT N e T
Rt ™A e B a0 NN
e [ Allow access to time sheet approvals Enter time
[ Pencsr ] it o me st sk fm | [ onc o | come |
e iyl o7 | ame ome a0 apt o ama M
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