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Munis Financials

This document provides an overview of the major Financials enhancements for Munis Version
10.1. This document also includes information about changes made to the Tyler Dashboard,
which is the launching point for Munis programs.

Munis Ribbon
If your organization uses the GWC-SL interface, the Munis ribbon replaces the Munis toolbar.
This ribbon contains tabs, which in turn, contain groups of related buttons that allow you to

perform various actions throughout Munis programs.

Q‘,‘ (‘é @ [BlBrowse ! @ ¥ Delete [} Text file 23 word ¥ notes v B Audit Detail Reporting Emps Q
- \G — PDF \ S

Q Advanced v | v [&) Email ©\, Attachments {7 Maplink v = Terminate Org Chart
Accept Cancel Search Add  Update s

53 Query Builder tg Duplicate v B Preview Schedule 5 TCM A Alerts v Text E More... v
Confirm Search Actions Output Office Tools

The groups on the Munis ribbon are as follows:

e Confirm - Accept, Cancel.

e Search - Search, Browse, Advanced, Query Builder. Click the down arrow for the
Advanced button to access advanced search options.

e Actions - Add, Update, Delete, Global, Duplicate. Click the down arrow for the Global
button to view options.

e Output - Print, Text File, PDF, Preview.
e Office - Excel, Word, Email, Schedule.

e Tools - Notes, Attachments, TCM, Audit, MapLink, Alerts. Click the down arrow for the
Notes, MapLink, and Alerts buttons to access specific options for each.

e Menu - Options specific to managing data in the active program and options for
accessing related programs. Click the down arrow for the More button to view a
complete list of menu options.

e Return - Closes the current screen. To close a program, close the Internet browser
window.

In the program banner, the Munis Help, Settings, and Enhancements buttons are available.

[@%Q

These buttons provide the following options specific to the active program:

e Help - Provides the Munis online help content, displays the Munis KnowledgeBase
search screen with a list of documents related to the active program, and provides
About Munis details.
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e Settings - Provides the Customizable Field Label and View Database Column options.
e Enhancements - Displays the most recent enhancements to the active program.

Allocation Codes
The Allocation Codes program allows you to enter project account strings as part of general
ledger allocation codes.

D@ Allocation Codes - Munis

Update Alloc

Excel
Schedule (5, TCM

Allocation Codes

Allocation 1

Des(rip“unl |

vendor
Entity |_/

Type Project String l}rg Object Project Account Description 3 Percent 3

Total %
ERER[XD EENENIE]

51601=14 GWC.Components.Table Restart | Refresh | AUT TI’EEI Log File [GWC XAML Tree

Project strings retain their default settings when applied to allocation codes. The default
general ledger accounts are still applied, as are role-based override permissions.

APP Workflow Business Rule

The APP Workflow business rule is available.

Once defined, the APP process controls the approval of pending payments. The process is
triggered after an invoice is posted to the general ledger. No payments can be made against
the invoice until the APP process has been approved.
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Business Rules - Munis

Approvals

Business rule setup

Process APP ...| AP Payment approvals Other Options [+/] Deliver immediately

Department [LIB - Library - I E‘ Catchall rule .
[_| All approvers required

Location { - I

Group/BU { - I

Reason

Approver(s) 3

Role(s) 3

Step \_ll

Type [ AMT - Dollar Based - I

Min Amt 500.00| Max Amt 509959999, 99
Rule Type Approve v |

-

|v164|1=5nn&a%2ﬂ—m14 ‘KeyUp: Tab |5ys¢em.windows.c,nntmls.Texmox ‘ Restart|Refresh | AUT Tree |Log File | GWC XAML Tree|

Approvals can be entered in either the My Workflow web part, or the Modify Invoices program.
After the APP business rule has been defined, the Modify Invoices program contains a Find
Pending option.

"y Modify Invoices - Munis

Define

kv Find Pending
Retumn

Search Actions Of ools Menu Return

Medify Invoices - Munis

Journal Information

Effective date 1
Year/period |
Journal description

Invoice to Modify

vendor o |
Document

Invoice | |

|t | |Gwc.(:ore.Frame “Re.startl RefreshlAUI TreelLog FiIelGWC XAML Tree]

Selecting the Find Pending option opens a screen listing all posted invoices that are awaiting
approval before they can be paid.
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Automatic Munis 311 Request Conversion

The Munis Work Orders, Fleet, and Facilities application can define a single department to be
used as the default requesting department when automatically converting Munis 311 and
Citizen Self Service requests into work order records.

To do so, you must select the CSS/311 check box for the desired department in the
Department Settings program.

@& 9 Department Settings - Munis = |

F . ¥ Delete = P‘l Text fila EE L_:l_—| Word Notes v B Audit Dept Calendar
PDF < " {o 3 -
rint :

Email Attachments §75 Maplink w
Add  Update o

rin! e
g Duplicate Y Er Preview Schedule | 5 TCM A Alerts W
Confirm Search Actions Cutput Office

Department Settings - Munis
Department
Code I -
= | Requesting Importcode| |
Type = Servicing ~ | Auto approve room reguests
Reguesting
Primary contact | | Name| |
Preferred methodl - ‘ Email | |EJ
Maobile phone Phone| |
Default svc dept l - I
= Auto approve service requests
Servicing
Primary contact | | Name | |
Preferred methodl - ‘ Email | |EJ
Maobile phone Pheone
WO supv contact | | Name | |
Location code | | Location | |
Next WO number L
= Allow scheduling through MS Exchange
= | Allow distribution codes on costs
Preventative Maintenance warning Duplicate Work Order warning Auto approve Post to/from Inventory
Hourmeter % & of days - | Service Requests - J 1
1AL | .
t [Restartl Refresh lP.UI TreelLDg FiIelGWC XAML Tree]

Only one department in an organization can have this check box selected. Selecting the check
box for more than one department will cause errors when attempting to automatically convert
service requests.

After the default requesting department has been selected, you must select the Auto Convert
Service Requests check box for the request activity code in the Activity Codes program.
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- @& 9 Activity Codes - Munis

|*

F @ o B=} I8} Text file 73 word NC v B Audit
v s g %

PDF B Email nents 14 Maplink v
Add  Update Print 2
FE Duplicate | w [ Preview @5chedu|e A Alerts v
Actions Output Office

Menu | Retumn
Activity Codes - Munis

General

Servicing dept

l
Activity code
General category

Subcategory

Import xref code

I@Tem plates “D”'GLS Layers ]

Work Order restrictions
Type l - ‘

Trade code oo

= | Preventative maintenance
= Seasonal Activity

Starting Month Ending Month
— Multiple tasks

I = | Auto-convert Service Requests I

Accounting method I - ‘
Asset type l - I
Sched priority -

Cause code | |

Statistical Org/Obi/Proj | | | | —

-

t | |GWC.C0rE.FramE “ Resta rtl Refresh IAUI Treel Lag File lec XAML Tree

Munis® Major Enhancements, Version 10.1 Page 8




Bid Evaluations

The Bid Management application allows users to evaluate and award vendor bid responses
based on criteria other than price. The application also allows for the assignment of specific
evaluators for a bid record.

The Create Bid Sheet program contains Max Score and Buyer Only columns.

Home

% ? Bid Requirement Questions - Munis

I@ Ié @) Delate = &} Text fila @ I3 word tes v E t Add Question

‘ = bal v PDF [E] Email . Attachments F-_ ink v | Bid Sheet Audit
Accept Cancel Search Add pdate Print Exeel Return
Query B FE Duplicate v B Preview =) edule

Confirm 5 Actions Output Office ools Menu Return

Bid Requirement Questions -

Bid Requirement Sheet | | | |

Motes to Vendor ‘

Response Codes

Line 1

Line 2

Line 4

|
|
Line 3 |
|
Line 5 |

Category Question Priority Max Score Buyer Only

([ 4 Joste EEYIE]

51623=3 GWC.Components. Table [Resta rtl Refresh lAUI TreelLDg FiIelGWC XAML Tree

When defining the bid sheet, the Max Score column holds the highest point value score a
guestion can be awarded during evaluation. The Buyer Only column indicates that the question
is only visible to users who have been defined as buyers.

Buyers are defined in the Bid Management Roles program by selecting the Allow Access to
Buyer-Only Questions On Bid Sheets check box.
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Bid Management Roles
Home
ord View Changes '
& mai ; <]
PDF =| Emai nents Maplink e
Print e e e Return
v [ Preview @Et:hedule =~ TCM A Alerts v | Mass Update

Output Office ools Menu Return

D) . B Text file [ word

R mintenance = Bid Management Roles

RoleID | - |
Description| |

= Role is active

Role permissions

~| Maintain audit records

= | Enforce bid defaults

= View / Maintain vender bid prices
= Maintain guantities after posting/awarding of bid
= Allow access to bids in Requisitions

| K |4 Jooro NN

|t | |GWC.CDrE.Frame “Restartl Refresh IAUI TreelLog FiIelGWC XAML Tree

The Create Bids program contains an Evaluators option.
@& 9

| ¥

Create Bid - Munis

F @ ¥ Delate (B, St Textfile EE I3 word b Audit Commodities  Activate
b Global w PDF E Email Attachments (714 Maplink Vendors:
int

plink Milestones
Add  Update Excel

Prin >
FE Duplicate v E Preview @Echedule e TCM A Alerts v | Status E More... v

Actions Output Office ools Return
Create Bid - Munis Addend
enda
S Approvers
Bid number | | + Status Bid Sheet
Type I - I Approved status Bid Audit

Buyer | | = | Sealed bid
|

Fed/state bid | = | Create contract(s)

Dept/specif dus 1

Description . = | From requisition
- lm] = | Post to Vendor Self-Service

Web site url | HEJ = | Use product specific information
Source l hd J = | Use bid grouping
Fiscal year I - I Issues | | 15 | |
Creation | | 15 | | Wendor meeting | | 15 | | lD”Location]
Effective from | | 15 | | Vendor response due| | 15 | |
Effective through| | 15 | | Bid opening | | 15 | | lquocation]

| | - | | Expected award | | - | |

7] T|00f0 | P M/ Attachments (0) |

-

|t | | HRestarthefresh lAUI TreelLog FiIelGWC XAML Tree

Munis® Major Enhancements, Version 10.1 Page 10



o tyler
Selecting this option opens the Evaluators screen, which allows for selection and notification of

bid evaluators. The evaluators are notified using the entered e-mail addresses and the Notify
Evaluators option.

Evaluators

Output
Create Bid - Munis > Evaluators
Bid 99999 |
Released Proxy user Evaluator Email 3
todd.belduc Todd Beolduc mail@mail.com
>
|v1824=mail%4ﬁmail.mm&a%2fd581 | KeyUp: Unknown |GWC.CompDnents.Table “Restarthe‘Fresh lAUI TreelLog FiIelGWC HAML TreeJ

Bid evaluators use the Vendor Bid Response Evaluation program to award points for each bid
response.

-

Vendor Bid Response Evaluation - Munis |

B; I8! Text file EE EH word
W ‘ D PDF =]
v B Preview

Output O ools Menu | Returmn

Vender Bid Response Evaluation - Munis

Bid

|
Vendor | |
|

Evaluator

Bid Requirement Sheet| ” |

Question Response Comment Max Score Score MNotes

K] Joste D IialE .

|31601=4 |KeyUp: Unknown GWC.Components.Table “Restarthefresh lAUI TreelLog Filelec XAML Tree

D
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Employee Expense Roles
Employee Expense Roles has been expanded to provide a greater level of permission detail.

Qi@ Employee Expense Roles |

Home

® °® ?Bmwsa j + % &} Text file EE 25 word ] # Audit View Changes "'— |

PDF Email Attachments K79 Maplink v | Copy
Acceapt wel | Search Add  Update Tin; Excel Return
v Builder H Duplicate v [ Preview Schedule =~ TCM A Alerts ¥ Mass Update

Confirm Actions Output Office Tools Menu Return

Role Maintenance > Employee Expense Roles

Role

RoleID | -

Description | |

= | Role is active

Role permission
=| View own claims
=| File own claims

~| Delete own claims

Data access

View others' claims - =

File others’ claims - =

Delete others' claims - =

Allccate and release claims - =

Convert final payments A =

Convert cash advances - =
LK |4 Joofo N RN =] 1
t KeyUp: Unknown GWC.Core.Frame [Restarthefresh lAUl TreelLog FiIelGWC XAML Tree

The View, File, and Delete options have been converted to check boxes, and they control
access to a user’s own records.

The remaining options are controlled on a departmental basis. Users can be granted access to
all, none, or a selection of department codes.

GL Multiyear Budget Enhancements

The process of managing multiyear funds has been altered. The Munis General Ledger
application does not use Type 1 and Type 2 designations for multiyear funds. Instead,
multiyear funds are defined as either budgeting for life or budgeting annually. All existing
multiyear funds used by client sites are considered to budget for life.

Multiyear funds are defined at the segment code level using the Chart of Account Segments
program. When the Multi-Year Fund check box is selected on the Attributes pane, the pane
expands to display a Budget Multi-Year Fund Annually check box.
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+| Multi-year fund

Budget multi-year fund annually
Default multi-year report view -
+'| Standard fiscal year First period ] Current budget [ - ‘ IChange NSFY Budget Year

Fund type El
Revolving fund

Pooled cash account |2IJDEI | |1EIlD | | |

I [= Control Accounts ]

Annual multi-year funds budget a portion of the overall budget each year. Funds that budget
for life establish the full amount in the first year.

The Default Multi-Year Report View field determines the appearance of the fund information
during reporting. Annual multi-year funds are always set to a value of Fiscal Year. Funds that
budget for life can be viewed by fiscal year, or life to date. Each reporting program allows a
user to select one of these view methods or use the default selection.

r ® ‘lg':.’ o P e
— Report Options

F)

)] acC e a L -
Add  Update Print Excal Refurn
H Cuplicate o Previev @] Schedule 5 W

|=] Email

Actions Output Office ools Menu | Returm

T Budget Report - Munis > Report Options

Report Sequence

Execute this repor‘tl MNow - ‘
Page
Field # Total Break
Seguence 1 Ill - Object hd ] |+ ]
Sequence 2 I - ‘
Sequence 3 I - ]
Sequence 4 I - ]
Report title |YEAR-TO-DATE BUDGET REPORT |

Print Options | Additional Opticns

Additional Options

Include reguisition amounts Include budget entries
Print Revenues-Version headings | | Include encumby/lig entries
Print revenue as credit v Sort option IJoumaI entries - ]
Print revenue budgets as zere || Detail format opticn I Standard format - ]
Include fund balance Include additional JE comments
Sort/total budget rollup Multiyear view [ Default view - l
Print journal detail Amounts/totals exceed 999 million dollars | pefault view
Life-to-date view
From yr/per I—|2004 I—ll Fiscal year view 1
To  yrfper | 2007 |ﬂ| |

foa2fv615 KeyUp: Enter [Restarthefresh lAUl Treeang FiIelGWC XAML Tree]

Multi-year funds that budget for life have a single budget completion journal posted in the first
year to establish the initial budget amount. Once the journal is posted, the account is no longer

Munis® Major Enhancements, Version 10.1 Page 13




marked as budgetary and will not appear in any additional projections. At the end of each fiscal
year, the account’s ending budget becomes the new year’s original budget.

Multi-year funds that budget annually have a single budget completion journal posted each
fiscal year for the portion of the total budget available in that year. The account appears on a
budget projection each year. At the beginning of each year, the account’s original amount
matches the amount from the budget projection.

GLJ Workflow Business Rules
The GLJ Workflow business rule has been modified to allow routing based on the value of user
defined fields.

To use this functionality, a user-defined field must be created with a field number of 999 and a
type of Code. The Make This A Required Field During Data Entry check box must be selected.

-

@& 9 User Defined Fields - Munis

4 fi Motes D Audi
Deleta |'H‘|I Text file E Motes v B audit

Global v E PDF [=] Emai Attachments ?'__'
Print xcel
B Duplicate | v E Preview

Actions Cutput Office
User Defined Fields - Munis
Field definition

Application ID|glcehdr I ... |GL Journal Header

Field number 999 ...

Application type

Name |FIELD

Type Code -
Size 3.0

Status Active hd

|+f] Make this a required field during data entry

Comment | |

[oofo | 8 =

-

v1624=Y&f%2fv1628 KeyUp: NumPad3 System.Windows.Controls.TextBax [RestarthefreshlAUl TreelLDg FiIelGWC XAML Tree

After creating the user defined field, code values for the field must be created in the User
Defined Codes program.
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User Defined Codes - Munis

Field number l

Field definition
Application ID  |glcjehdr

995]

GL Journal Header

Application type

Mama | FIELD
Size: 3
Code Description
ONE CODE ONE
THR CODE THREE
TWO CODE TWO

Short Desc
CODE ONE
CODE THREE
CODE TWO

Use Count 3

User Defined Codes - Munis

& word Notes v [ Audit

Maplink v

- Email
celE|mal

®| Schedule

A Alerts v

Office ools Menu Returm

'?'T|1f1

N ENEY o]

a%2fd711

| KeyUp: Unknown

GWC.Components.Table lRestartl Refresh J.AUI Tree]Log FiIelGWC XAML Tree |

The User Defined field in the Business Rules program stores the code values of the 999 field.
This allows organizations to route the GLJ approval process based on a user defined value.

Business Rules - Munis

Approvals |

i

Business Rules - Munis |

Alt Appraver

Business rule setup

Process | G

l_] GL Journzl Approvals

Department -
User Defined |ONE I CODE ONE I
Group/BU - ]

Reason l

Approver(s) I

Role(s)

s [

Type [

1)

Min Amt

Rule Type

0.00| Max Amt
Approve x

9999959999.99

Other Options EI Deliver immediately
El Catchall rule
[ &Nl approvers required

-

t

‘ KeyUp: Unknown

|5ysxem.windws.Contmls.TextBox “Restarthefresh |Aut Tree [Log File |GWC XAML Tree

Munis® Major Enhancements, Version 10.1
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Journal Import in Excel Format

The Import Journals program can import journal records using a Microsoft Excel file. Select the
Standard Excel Import format option to perform this action.

'-EZE-. @& 9 Import Journals - Munis
il

Import Journals - Munis

Import Options

. - |
| Import Source [Standard. Excel Import - I Generate Excel Template
q —
L L[} 1l I@J

Journal Info

Fiscal Year/Period [within Year/Pericd v] | 2008 @

Journal Reference

Short Description | |

Effective Date | Enter Effective Date  ~ | |01/13/2012

Budget &mendment typs I - I

|Z| Display over budget warning
Import journal source GCR

Remove import file

Journals

Actual 0
Encumbrance 0
Budget 0

|f‘%2fv1594 System.Windows.Controls. TextBox “Restarthefresh IAUI TreelLog FiIelGWC XAML Tree
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Master Asset Retirement Reversals
The Adjustments and Retirements program automatically reverses the retirement of all
subsidiary assets when a master asset retirement reversal is performed.

@@ Q9

Adjustments & Retirements - Munis

PDF

Print

v B Preview

Cutput

Static Information

I8} Text file

-

Adjustments & Retirements - Munis

v B paudit Transactions Tran History

@ 23 word

Email

Exeel
@5chedule T A Alerts v | Repairs
Office Tools

Attachments Manlinkv Purchases

Last Inv Date |

E More... v

Menu

Asset

Asset |2D | Commodity| |

Status ACTIVE - Desc |FORD F-350 SUPER DUTY DIESEL QUAD C =3
Class Iil MACHINERY AND EQUIPMENT Master |2 |...| FoRD ExPLORER

Sub-class ILI ...  VEHICLES Type [ GOWERNMENTAL - ]

l [ Pending transactions ” [ WO Asset ” [ Subsidary Assets J

Main | Additional | Maintenance/Insurance | Memos | Accounts | Sources | User-Defined

Tag number |20 | Serial/Parcel |2135423NH235HGG2 |
Location 172 PUBLIC WORKS DEPT Department FIN FINANCE DEPARTMENT
Loc. memo | |custodian FAC ..., FIXED ASSET CUSTODIAN
Storg. loc | | Floor/Room
Date acq. 02/28/2007 y Acquis cost | 45,000.00|
Fiscal yr 2007
Manufact Quantity | | oM | |
Model | | Unit cost | |
Model year Acres 0.000
Lic/Reg # |123455?39012345 | Square ft 0
GIS layer ID | |
[ K| 4 |5 of 27 RN K=Y | Attachments (0) | .
t KeyUp: Enter GWC.Core.Frame [Restarthefresh lAUI TreelLDg Fi Ielswc XAML Tree

Online Shopping

Munis provides the ability to use vendor websites to assist in the creation of requisitions and
purchase orders. This feature is referred to as e-procurement. To successfully use Munis e-
procurement, your organization must have Vendor Self Service installed, but you do not have
to be making active use of the program.

The e-procurement feature is set up by selecting the Use Individual Vendor’s Settings check
box in the Purchase Order Settings program.

Munis® Major Enhancements, Version 10.1 Page 17



Purchase Order Settings - Munis

B Praview

PDF
Add  Update Print
g Duolicate | w @} Spool

Confirm z Actions Output

Purchase Order Settings - Munis

PO Automatic Approval Requisition Conversion Options

Auto-Decreass CFWD Budget
Auto-Increase CFWD Budget

[N

No workflow

* | No workflow- allow final approver to convert to PO/Contract
Create next year regs and PO's only Use workflow

Al

Default PO expiration date to last day of year

Verify Bid PO Print Program posctfrm

Inventory reorder point warning

Combine type 3 and type 4 commadity deseription Text To Be Printed On The Purchase Order

Allow ship to codes on po/req detail This message is to be printed on the Purchase Orders. Setup
during process testing.

'y

[N

Allow employee training access from requisitions
Allow GL segment obligation date validation
Allow workflow on PO change orders

<

Only receive on printed purchase orders

Allow first five characters of type 2 commodity codes to be non-unigue
Allow quantity recsived to be greater than quantity on PO line

Enforce invoice variance amounts in PO receiving

Use Product 1Ds

ry

Allow auto posting of purchase orders

Next in sequence

E Procurcment Settings

+/ Use individual vendor's settings

Purchase Order Password

Requisition Allow third party shopping on requisitions
cr 101 URL | 4
NY 100 Customer ID | | =
User ID |

s
=
=]

Y

t Restart | Refresh | AUT Tl’BEILDg File |GWC XAML Tree

Selecting the check box causes the E-Procurement Settings tab to appear in the Vendors
program.

Vendors - Munis

- B . ‘e Tnaui
Ev Praview @ T word N d Invoice Inguiry -'{ \

PDF Email Attachments ink v | REQ Vendors Check Inquiry
nt Excel Return
&} Spool [@) Schedule 1 A Alerts ¥ 1099 Data E More... w

Confirm 3 Qutput Office Menu

Vendars - Munis

Vendor 1 Entity l_l Entered
Alpha Type I - J Modified
Status - Reason - By

Main | General | Miscellaneous | Contacts | E-Procurement Settings | User Defined | Certifications

Requisition Punchout Credentials.
Test

URL = | (Inactive) Activate

|
User ID | |
|

Password

Production

URL = | (Inactive) Activate

|
User ID | |
Password |

PO Submission Credentials

Test
URL | - | (Inactive) Activate
User ID | |
Password | |
Production
URL | - | (Inactive) Activate
User ID | |
- il -
pl616%2f1939 System.Windows.Controls.Button Restart | Refresh | AUL TreeILDg File |GWC XAMLTreeI
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This tab contains two panes: Requisition Punchout Credentials and PO Submission
Credentials. Each pane contains URL, User ID, and Password fields for both your Test
environment and your Production environment. Enter information in these fields in order to use
the e-procurement feature. Once you have entered a URL and user ID, the Activate button for
an environment becomes available. Clicking the button activates that environment’s
credentials. It is important to note that you cannot have both Test and Production
environments active at the same time in a single pane.

In addition to the E-Procurement tab, the Vendors program allows E-Procurement as a valid
selection for the vendor’s default purchasing delivery method on the General tab.

Purchasing Delivery Method
Print
Fax
E-Mail

E-Procurement

This check box should be selected for each of the vendor’s remittance addresses that will
receive e-procurement submissions.

Once e-procurement is active, it can be used to select items for a requisition, or to submit
purchase orders to a vendor.

The selection of requisition items via e-procurement is done on the Line Detail screen of
Requisition Entry. Click Shop Online to open the entered vendor’s online shopping site.

@& 9 Line Detail 1

. +_ ¥ Delete =, B Preview DE £ word Shop Online '{_.

Global v P poF [=] Email Attachments Maplink ¥ | Mass Allocate
Add  Update rint Excel — Retum
g Duplicate | v 5] Spool [©] Schedule | . TCM A Alerts v | Ship To

Actions Qutput Office Tools Menu Return

= Line Detail

Reguisition

Fiscal year| 2009 Number| 100 Line 1
Detail
Quantity 1.00 unit price .00000
Commodity | | 2 uomMm
Inventory Freight
Item l = J Disocount percent .00
Location Credit o0
Pick ticket B
Type e hieke Line item total .00
Purchase
Product ID
| | Amount justification: UNKNOWN

a
‘ -

Description ‘ 3

| (& add'| Desc/Notes J

Miscellaneous.

Wendor Requested by | ‘

Email | | Employee 0f...

1099 box hd Fixed asset N -

Bid = WO Number | |- =

Dept/Loc 20 Portland Instructional Tech WO Task of...

Required by | | Notify buyer -
t KeyUp: Escape Restart | Refresh | AUl Trea'\_ug File | GWC XAML Tree

Munis® Major Enhancements, Version 10.1 Page 19




o tyler

Submission of purchase orders using e-procurement is achieved by selecting E-Procurement
as the purchase order delivery method in Purchase Order Entry and then running the Print
Purchase Orders program.

@@ 9 Purchase Order Entry - Munis |

Purchase Order Entry - Munis
Main | Terms/Miscellaneous | User Defined
Purchase Order Details
Batch 12345 Entry 10/07/2011 1 Statuslz_/ Creation
Dept/Loc 135 ...|  Accounting Dept Needed by Buyer |Todd Bolduc
GL effec date 10/07/2009 Expire
Fiscal year 2010 Current * ' Next period 04 ~ |ocT Three way match required
PO number 00000102 | 4 ¥] Project accounts applied -
|| Approved [= General Notes
General commodity I
General description ‘ |
Vendor Details
Vendor number 000002 | ... @J Committed Ship to Fin
Name |Allianoe Inc | |Finance Dept |
PO mailing n|... |1nn Main St |
|1Ell Commercial St | | |
| | |Falmouth | [mc | |o3z210
| | Email |
|Buffa|o ‘ NYppd il 1
Delivery method | Print || Fax || E-mail Reference | |
Remit 0. | &
{E”'Vandcrfsuurcmg Notes I
Line | Qty Unit Price Line Total Description 1st GL account | 3
v1700=Y&f%2fvi694 KeyUp: Tab System.Windows.Controls.CheckBox Content:Print IsChecked: True |Restart|Refresh |AUL TreeILog File |GWC XAMLTreeI

Access to e-procurement vendors can be controlled using role-based security. The
Requisitions Roles program contains an E-Procurement Vendor Punchout Access permission
in the Data Access pane.

Wiew others' REQs Mone - || =
Maintain others’ REQs | MNone = =
E-Procurement Punchout vendor access| Mone b E‘?
MNone
1of1l *
Lirnited
Full fodofv620 KeyUp: Enter

User roles can be assigned access to all vendors, a limited selection of vendors, or no
vendors. If no vendors are assigned, the user cannot make use of the e-procurement punchout
feature.
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Pending Invoices via TCM

Munis allows users to scan invoices into Tyler Content Manager and hold the records as
pending, instead of immediately creating invoice records in single invoice batches. Tyler
Content Manager version 3.8 or higher is required to use this process.

To enable this feature, the Allow Use of TCM Pending Invoices setting must be selected. The

setting is located on the Defaults tab of the Accounts Payable Settings tab.

A/P Settings | Defaults | /P Retainage Settings | Sales Tax

W-9 Vendor restriction l Warn - Warn when W-9 not received from vendor - ]
Liquidate POs by account or PO line |A |

PO to Invoice max variance percent | 1IZI.IZIIZID|

PO to Invoice max variance amount | 4ED.DEI|

Inveoice/check grouping label |CHECK RUM |

Print CHECK RUN from which table [ Open - ]

CHECK RUM title |CHECK RUM REFORT

1099 ID number |32131 |

3rd party 10599

Denation code

Re-encumber liguidated PO's upon cancellation of an invoice
Re-encumber liguidated PO's with credit memo invoices
Include remits on help

Update cash dunng cash disbursements journal

Allow use of 'Self-Service WVendors'

Allow use of line items on AP invoices

Suppress invoice date warning while holding current year open

Enable printing invoice barcode labels for TCM
Days after invoice date to default due date 30

Default PO payment terms on invoices

Default effective date from Receiving record

Allow AP checks to be run for all cash accounts
Liguidate PO's and contracts with recurring invoices
Auto clear EFT checks

Update vendor with employee bank changes

| ST =

ek atiaR=ta-pa-antaged in all capital letters

Allow use of TCM pending invoices

Crefaoic e hemcderswiermaddirgam invoice

P-Card liability account | | | | |

After the check box is selected, the Pending Invoices option appears in Invoice Entry.
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technologies

| k

Invoice Entry - Munis

Add Batch  Release

View Batch Approvals

Resume E More... v

Cutput Post
CHECK RUM Pst
Saort

Invoice Find
Quick Entry
Group Entry
Change Yr/Per
Single Cheack
Woucher Print

Update CHECK RUM

I Pending Invuic\EEI

Selecting the option opens the Pending Invoices screen, which displays a listing of all invoices
scanned into Tyler Content Manager.

@@ 9 3

o Pending Invoices

%

Retum

Menu | Retumn

Inv - Muniz > Pending Invoices
Batch CHECK RUN
Effective date l I = Year/Period | |
Due date E
Selactad Wendor Documant Invaoice Purchase Or Contract Invaice Amount -
-
s704=2 GWEC.Components.Table lRestarthefr\eshlA.UI TreelLﬂg FilelGWC HAML TreeJ

Users can enter batch information, including a batch number, and select the scanned invoices
to include in the batch. Clicking Accept after invoices are selected creates the invoice batch.
The Pending Invoices screen is then closed, which returns the user to the Invoice Entry
program with the created batch as the active record available for further invoice processing.
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Purchase Order Roles

The Purchase Order Roles program contains a permission labeled Can Update Unit Cost
When Receiving POs.

Granting this permission to a Munis user allows them to update item unit costs when using the
Purchase Order Receiving program, or when entering a receipt in the Inventory Transactions
program.

@& 9 Purchase Orders Roles

(i}

View Changes 'Q‘ \

Email ents [ 1 kv | Copy
Ei Preview [@) schedule | . TCM A Alerts v | Mass Update

Confirm d Actions Output Office ools Manu

Return

Role Maintenance > Purchase Orders Roles

Role

RoleID | |

Description | |

~| Role is active

Role permissicns

= Maintain commodity codes =| Restrict to creating NY Regs and POs only

= Maintain audit records = | Update 1099, FA codes

=| Convert Regs to POs = Require line item test within groups

= Add open POs =| Manually assign PO numbers during REQ conversion
=| Update own cpen POs =| Override PO receiving variances

= Proof / Post own open POs =| Maintain PO recsipts

—| Delete own POs = Allow 'Select All' in PO Receiving

= | Update PO liquidated amount —| Override contract expiration/extension date restrictions on FOs
—| Override commodity code defaults — | Owerride PO delivery method defaults

— | Override three way match requirement on POs  —| Maintain purchase order entry date

= Approve POs E H diby-cod £ 4 ds

= Restrict to adding POs by departmeant only =| Can update unit cost when receiving POs

=| Modify PO after invoice has been paid ToCess transiers for B s -

= | Restrict to entering POs with contracts

Data access

Maintain others’ POs - || =
Wiew other departments - | =

]« oo D ia]e]

t KeyUp: Unknown GWC.Core.Frame [Restarthefresh IAUI TreelLDg FiIelGWC XAML Tree

Quick Entry Service Requests
The Quick Entry Service Requests program is available. This program allows entry of service
requests with a minimum of information. A separate version of the program is available for
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each request type (facilities, fleet, public works and general, utilities, and MIS).

ot Facilities Service Request Quick Entry - Munis
|

Menu | Return

Facilities Service Request Quick Entry - Munis

Service Request

Facilities Req # | 213|

Requesting dept l v ]

Servicing dept [ - J
Activity [ [J

Description

Type %
Code :J

t | |GWC.Components.ComboBox |Restart| Refresh | AUI Tree | Log File | GWC XAML Tree|

You can customize which fields appear on the quick entry request by using the Form
Definitions program.
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Required Commodity Codes
The Purchase Order Roles program contains a Require Commodity Codes On Transaction
Records permission.

'-y @& 9 Purchase Orders Roles

| »

E| E t View Changes I"' \

PDF [=] Email achments ink Copy
v B Preview @Echedule - Mass Update

Confirm Output Office Menu

Return

iole Maintenance > Purchase Orders Roles

RoleID | !

Descriplion| |

= Rele is active

Role permissions

= | Maintain commuodity codes = Restrict to creating NY Regs and POs only

= | Maintain audit records = Update 1099, FA codes

= | Convert Regs to POs = Require line item test within groups

= | Add open POs = Manuzlly assign PO numbers during REQ conversion
= | Update own open FOs = Override PO receiving variances

= Proof / Post own open POs = Maintain PO receipts

= | Delete own POs = Allow 'Select All' in PO Receiving

= | Update PO liquidated amount = Override contract expiration/extension date restrictions on POs
= | Override commodity code defaults = Override PO delivery method defaults

= | Override three way match requirement on POs bedrtadme—sh = Sk

= | Approve FOs = Require commodity codes on transaction records

= | Restrict to adding POs by department only gz i > e

=| Modify PO after inveice has been paid Process transfers for REQs / POs -

= | Restrict to entering POs with contracts

Data access

Maintain others’ POs - || =
View other departments =

| 4o Jlooto IS EVENT=1 N

|t | |GWC.C0rE.FramE “Restarthefresh lAUI TreelLog FiIelGWC XAML Tree]

When assigned, this permission requires users to enter a commodity code on the header and
each detail line of the Requisition Entry, Purchase Order Entry, and Purchase Order Change
Orders programs.

Requisition Entry - Munis |

L

; c kv
Accept  Cancel d m
- _ . -

Confirm arc| Output Office Menu | Retum
Requisition Entry - Munis

Main | Terms/Miscellaneous | User Defined

Main Information

Dept/Loc 135 FINANCE DEPARTMENT Status 2 Created

Fiscal year 2009 *) Current! | Mext MNeeded by
Requisition number 20090058 Entered |Ulfug/zu12 |ﬁ By |todd.bolduc ‘

Geneml commadit [
: T

General description ” ‘| General Commodity Code is required for G
[= General Notes J | release of the requisition. . I
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Re Ei Munis > Line Detail
Requisition
Fiscal year| 2009 Number 20090059 Linel:’
Detail

ity ! 1 nn! Unit price | .00000|

I Commedity | I‘] uoMm
2 — Freight
Ttem |I—l_J_ @J Discount percent | .DD|
' 1

-

Line Detail |

The Contract Settings program contains a Require Items On Contract Enforcement Methods 1
Through 4 check box. This setting is not fully enforced unless the user has had the Require
Commodity Codes On Transaction Records setting enabled in Purchase Order Roles.

B [ Text file

v PDF
Print

H Duplicate

Actions

Contract Settings - Munis

Sethings

200800038

Next contract number

| Default new contracts as 'To Be Rolled"
+| Allow creation of contracts from requisitions

Use workflow for posted contract changes

Enforcement method descriptions

1. |Encumbered

|N0n-Encumbered GL Accounts

|Am0unts by GL Segments

| Item/Qty/Cost/Disc

| Items w/ Encumbered

| Items w/ Non-Encumbe

@ N N A W N

|
|
|
|N0t to Exceed |
|
|
|
|

|Iterr15 w/ Account Seg

Restore

v BB Preview

i i icabion/extension dates
Require items on contract enforcement methods 1 through 4

Default enforcement methed Encumbered

Contract Settings - Munis

Maplink v

A Alerts w

Menu | Return

|GWC.C0|'E.FramE

“Restarthefresh | AUT Tree|Log File | GWC XAML Tree|

Selecting the check box causes the Contract Change Orders and Contract Entry programs to
require the entry of a commodity code for contracts with line items.
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Walk Up Inventory Issue

The Walk Up Issue program is available. This program allows inventory to be issued without
an existing pick ticket. Walk Up Issue creates and processes a pick ticket on the spot with a
minimum of data entry.

@9 Walk up Issue - Munis ]

Jelet = Text fi £ word Notes B Audit

Delete L Text file : _—| Vord Motes v [ audit %
. |=] Emai
Escel

= . I8 roF
[ Duplicate | v [0 Breview ~ [@) Schedule | . TCM A Alerts v
Actions Output Office Tools Menu | Return

Global v | ™ Attachments (1Y Maplink v

Retum

Location L._| Status Mewr |
Requested by | |- Date 01/0%/2012 |
Department L L. Order i3
Waork order
Mumber | =) L& & General Notes
Task 0aee |
ITEM Description Ordered  PA Type Project Account Org Obj Project | *

j

=1671=3 System.Windows.Controls. TextBox lRestartl Rafresh lﬁul TrEelLDg F'llalGWC XAML Tree

|0 of 0

When the program is opened, warehouse staff enters the appropriate information in the header
fields. When the program advances to the item table, staff can enter items manually, or use a
barcode scanner to quickly enter items to be issued. Scanning a barcode completes the item
information automatically. The warehouse staff enters the issuing quantity to complete the
process.

The program does not save the issue information until the Process option is clicked. If the
program is closed before the user clicks Process, the entry is lost.

Once the Process option is clicked, the program creates a supporting pick ticket, ships the
items from inventory, updates the inventory records and counts, and issues the created pick
ticket all in a single action.

Munis Central Programs

Munis Central Programs Ribbon

The Munis Centrals ribbon replaces the Munis Centrals toolbar in most Munis Central
programs. This ribbon contains tabs, which in turn, contain groups of related buttons that allow
you to perform various actions throughout the Munis Central program. The tabs and groups
available on the ribbon vary depending on the Central program you are using.

The following table describes some of the options that may be available on the ribbon:
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Option

Description

E Excel

This button exports the active set of records to a Microsoft® Excel file.

T:l Reminders

This button accesses calendar reminders for processes associated
with the Central program.

—nAdvanced

This button opens advanced search options.

—E Refresh

This button refreshes the information in the Central program or in
associated reports.

tl Schedule Reports

This button opens options to schedule reports for the Central
program.

Account Overview
The Account Overview program is available. This program allows users to view general
information about their organization’s general ledger accounts.

§ii-

Funds

Accounts Overview
Welcome, todd.bolduc

N
0001 Gen Fund
Account Budgets By %

Original Revised Actual Encumbrances  Requisitions Available GL Account Central u

$0.00 $4,180.65 $975.38 ($12.32) $20,000.00 ($16.782.41) View Expenses Graph

009 SHORT DESC

Original Revised Actual Encumbrances  Requisitions Available
$10,000.00 $10,000.00 $0.00 $0.00 $0.00 $10,000.00

Account Budgets By %
GL Account Central

01 Cent Depos
Account Budgets By %
Criginal Revised Actual Encumbrances  Requisitions Available &L Account Central

$86,502.99 $88,555.64 $3,104.02 $459.00 $1,631.11 $83,361.51 View Expenses Graph

010 GENL FUND
Account Budgets By %
Criginal Revised Actual Encumbrances  Requisitions Available GL Account Central

$114,229611.00 $10,236,533,439 $81,168,64259  $640.419.92 $44,537,841,471 ($34,383,117,09. View Expenses Graph

011 Fund 011 - , 3

None

Clicking the Settings button opens the Settings pane. The pane allows you to select the order
in which account segments are displayed. Highlight a segment and use the Up and Down
options to move it in the segment order. Click Apply to activate the new order. Clicking Cancel
closes the pane without applying any changes made.
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Settings

Select to reorder
Fund

Division

Activity

Grade

Subject
Department
Level

Ohject

Up Down Apply Cance

Click the segment label in the Chart navigation pane to expand it and view all of the segments
available to your user role.

Chart Mavigation
4 Funds

4 0001 Gen Fund

Y021 (Grades 1-3

You can highlight an account segment to view all of its subordinate segments in the main
program pane.

Y021 - Grades 1-3

0000 D000 Seg 3
Account Budgets By %

Original Revised Actual Encumbrances  Requisitions Available GL Account Central

$0.00 $4,180.65 $975.38 ($12.32) £20,000.00 ($16,782.41) View Expenses Graph

The program displays the dollar amounts for each subordinate segment. Clicking the Account
Budgets By % option opens a pane of the same name.
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Account Budgets By Percent

Within Budget: 99% I &
(1] COwer Budget
I » 0001-Y021-0000-jt3 -0000-0-0000-0000- expense test ($19,690.73) 1748% GL Account Central
» 0001-Y021-0000-j1 -0000-0-0000-0000- jasoni ($67.00) 391% GL Account Central

1=

=

—7

This pane displays all of the accounts that use the selected segment combination and the
percentage of their budget that they have expended. You can use the slider bar to filter the
display by an expenditure percentage. Click GL Account Central to open the account in that
program.

Account Budgets By Percent x|
Within Budget: 0% [—
1] Ower Budget
> 0001-Y021-0000jt3 -0000-0-0000-0000- expense test {$19,690.73) 1748% GL Account Central
> 0001-Y021-0000-j1 -0000-0-0000-0000- jason1 ($67.00) 391% GL Account Central
0001-Y021-0000-jt4 -0000-0-0000-0000- jason e $1,238.00 0% GL Account Central
0001-Y021-0000jr1 -0000-0-0000-0000- jason revenue 1 ($323.00) 0% GL Account Central
0001-Y021-0000jr2 -0000-0-0000-0000- jason revenue 2 ($200.00) 0% GL Account Central
0001-Y021-0000r3 -0000-0-0000-0000- jason r3 {$1,045.00) 0% GL Account Central
> 0001-Y021-0000-jr4 -0000-0-0000-0000- jason r4 {$200.00) 0% GL Account Central
> 0001-Y021-0000-111-9 -0000-0-0000-0000- mts proj test $1,200.00 0% GL Account Central
I

You can click the View Expenses Graph option on the main program screen to display the
Actuals by Period pane. This pane displays a line graph of actual expenditures for the current
year, last year, and two years prior.
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Actuals By Period

51,0000

$0.00:

o A A /

| I— [\ [\ |
[\ ]

Y N Y A W
Lo -

($6,000.00 /
($7,000.00 / \ / \ /

(%8,000.00 / \ / \ /

(510,000.00)

| \]
-

1

M Current Year
M Last Year
I Two Years Prior

The Totals For pane on the main program screen displays the total amount for all segments
subordinate to the currently selected segment. If the segment contains only one subordinate

segment, the totals match those in the main program pane.
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9999 - Investigat

1234 1234 Seq 2
Account Budgets By %
Criginal Revised Actual Encumbrances  Requisitions Available GL Account Central
$0.00 $3,500,000.00 $3,000,000.00 £0.00 £0.00 £500,000.00 View Expenses Graph

5678 5678 Seg 2
Account Budgets By %

Original Revised Actual Encumbrances  Requisitions Available GL Account Central
$0.00 $2,500,000.00  $2,000,000.00  $0.00 $0.00 $500,000.00 View Expenses Graph

Totals for: 9999 - Investigat

Fiscal Year = Original Revised Actuals Encumbrances  Requisitions  Available Revenues Account Budgets By %
2012 $0.00 $6,000,000.00  $5,000,000.00  $0.00 $0.00 $1,000,000.00 ($1,875,000.00) GL Account Central

Budget Scenarios

The Budget Scenarios central program is available. This program is used to prepare multiple
versions of proposed budgets at any budget level. Multiple scenarios are created by applying
one or more decision packages to a budget projection. You can view the impact upon a budget
by applying dollar value or percentage point increases or decreases to specific accounts.

Munis® Major Enhancements, Version 10.1 Page 32



= tyler

Budget Scenarios Welcome, Todd Bolduc 4+ MUNis
£} Scenarios M\ E

[ scenario « Projection Level  Expenditures Revenues  Created By  Created On Actions & sudger
Fiscal Year
All
Budget Level
(&) scenario
Projection
]
Created By
[al [~]
Date Created
[ [~]
@ Save | Reset
K< @ 55l Saved Filters

Budget Scenarios restricts users’ access to budget information based upon their assigned
budget access level as assigned in Budget Roles, as well as their general ledger access
permissions as assigned in General Ledger Roles.

enance > Budget Roles

Role

Role ID IMUNIS - |

[}escription|Private Role for munis |

Role is active

Budget amendments

Post amendments
Approve amendments
Disallow 1-sided amendments

Disallow inter-fund transactions (types 7 and 8)

Next year budgeting

Maximum budget level 5 =

Projection access type I WView only - ‘

|

Hide restricted budget levels
Budget approver

Projection detail access only

Data Access

Budget object code access Full A =
Budget amendment workflow bypass| Full v =

H |4 J2of1 (N B2 N
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Role Maintenance > General Ledger Reles > Account/Segment Group Access

Role ID: MUNIS
Description: Private Role for munis
Status: Active

Access

Full Limit None

Account segments

Type From To

Applicable programs

I Select Programs ‘

4 | | 3 I Accept l Cancel

Create New Scenario

Description

Frojection

Lewvel: 1-DEPARTMENT
Fiscal Year: 2000

Save

tyler
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Enter the scenario name and description, and then select the budget projection the scenario is

to be based upon.
After creation, the scenarios appear in the Scenarios pane.

Scenarios (2)

|:| Scenario Projection Level Expenditures Revenues  Created By Created On Actions
|:| PRIMARY SCENARIO School's annual budget (98765) DEPARTMENT 0.00 0.00 todd bolduc 107772011 11:50:00 AM @
SECONDARY SCENARIt  School's annual budget (98765)  DEPARTMENT 0.00 0.00 todd.bolduc 17772011 11:51:00 AM Ej

Clicking the Actions arrow allows you to select from four options to edit, view, copy, or delete
the scenario.

Scenarics (2)

|:| Scenario Projection Level Expenditures Revenues  Created By  Created On Actions
PRIMARY SCENARIO School's annual budget (98765) DEPARTMENT 0.00 0.00 todd.bolduc 10/7/2011 11:50:00 AM

SECONDARY SCENARIC School's annual budget (98765)  DEPARTMENT D.00 0.00  todd.bolduc 10/7/2011 11:51:00 AM

The Filters pane allows you to refine the displayed scenario list by budget and scenario

criteria.
The Budget Scenarios screen is accessed by clicking the button at the top of the screen.

Budget Scenarios Welcome, Todd Bolduc "% Munis
<% Scenarios | +New E

D Scenario a Projection Level Expenditures Revenues Created By  Created On Actions E] Budget
I:‘ PRIMARY SCENARIO  School's annual budget {88765) DEPARTMENT 0.00 0.00 todd bolduc 1077720111 11:50:00 AM @ Fiscal Year
SECONDARY SCENAF | School’s annual budget (98765)  DEPARTMENT 0.00 0.00 todd bolduc 107772011 11:51:00 AM E) Al
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Budget Scenarios Welcome, Todd Bolduc 4+ MUNis
o+ E. Packages |

D Package Priority ~ Status Amount Created By Created On Actions

E Package

Priority

[ [~]
Status

| Al ‘
Created By

| ]
Date Created

[a [v]

Save | Reset

Clicking New opens the Package Builder pane, where you can define decision packages.

' Package Builder
[

Name |DECISIOI\I PACKAGE ONE | Priority | 2 - Medium [ ]|

0.00
Based on School's annual budget (98765)

Description PACKAGE ONE

=0GVE I E el Comments (0) + Add Budget Line|

Line Description Org Object Project Amount
‘DECREASE ‘ ] |Unusuus - GN GOV-CAP | |1E|1EIEI - C|| ‘ = | Decrease H $ || 15,ooo,oo|

@ Line Details

Line Description Org Obiject Project Amount

[1ncreasE | @ [01 - GENRL FUND 2 [~ ~® [increase ][+ ||

@ Line Details

Last updated on 10/7/2011 12:05 PM by todd.bolduc Save

After scenarios and packages are created, you can view a scenario by selecting View from the
Actions option.
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Budget Scenarios Welcome, Todd Bolduc 4+ MUNis

Scenarios

PRIMARY SCENARIQO projection: Schoal's annual budget {88765) Level: DEPARTMENT Group by: Decision Packages
E Expendilures (D.OD) Applied Decision Packages Select or drag s decision packsge to spply to the scenario.
Drop desision packages here to spply to
the scenario.
Projection = Fund Addifians. Reductions. Mew Total 2 0.00
DECISION PACKAGE ONE
0.00 0.00 0.00 0.00
GENRL FUND (001) Change: 0.00 % Change: 0.00 % Change: 0.00 %
0 Line ltems 0 Line ltems

@ Details

Create Package W

Filter
Total Additions. Likil}
Total Reductit 0.00 .
) Revenues (0.00) o Saved Filters

Previous Budgets

O 1]

0.00 0.00 0.00 202 10000 reves
Revenues. Revenues Revenues 0.00 e h
0.00 0.00 0.00 s 2008 11,611,089,119.01 Actusl

Expenditure: Expenditure: Expenditure: 2007 25,021,583.20 Orginel

35 750 477 37 Revised

@ Return to Scenarios Last updated on 10/7/2011 11:50 AM by todd.bolduc E Cancel

The screen displays several panes of information about the scenario, budget, and decision
packages. You can drag and drop decision packages to apply them to the scenario and use
the Save button to save the scenario for later use.

GL Account Central

The GL Account Central program is available. This program provides users with a variety of
account-related information that is display-only. You cannot directly alter account information in
the program.

| GL Account Central
‘:‘. Accounts

EE I I I

Welcome, Todd Bolduc

© advanced Excel

Search Office

The program screen is blank when first opened. You must perform a basic or advanced search
in order to view account information.
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technologies

b GL Account Central
) Accounts Welcome, Todd Bolduc
T T

O Advanced

Search

Fund Account

Function Account name
DeptiLoc accounttype ]
Program Account status All

i
;
Subject Budget rollup 0 item(s) selected Clear
i

It presents basic information such as the description, type, status and a four year comparison
of account totals. It also provides a total of all the four year comparison amounts for the entire
find set. The Details page has several ways to present journal details, each of which provide
Journal Inquiry links and links to the original data prior to being posted. It will also provide
information on requisitions, current year vs. carry forward data, budget rollup groups, and
unclosed monthly totals.
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The Journal Entry program is available. The program allows you to view, add, and maintain

journal entries for the general ledger, budget transfers and amendments, and encumbrances.

.,
Journal Entry

General Jounal Budget Amendment  Encumbrance Journal

Journal Entry
Welcome, todd.bolduc

Create Journal

Year Period Journal Date Source
2008 |9 2 03-20-2009 GEN
2009 4 3 11-24-2008 GEN
2008 4 4 10-31-2008 GEN
2009 & 79 02-01-2009 GEN

Description

test

INVESTMENT

[cimm VB Budget Transfers/Amendments Encumbrances

Total Debits  Total Credits ~ Approval Status

150.00 31722
2,000.00 2,000.00 Approved
30,000.00 30,000.00 Approved

7.215.63 9,465.75

Entry Clerk
munis
mmeorill
mmeorill

mmorrill

Journal Entry Display
Joumnal Selection

‘AII Journals

[

Year

Period

Journal

On startup, the program displays all of the general ledger journal entries you have permission

to view. You can use the Filter pane to refine the displayed list of journals by journal creator,
year, period, and journal number.

Journal Entry Display
Journal Selection

All Journals

Year

Period

Journal

i i
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Use the buttons in the Create Journal section to produce new journals of the selected type.

General Journal Budget Amendment Encumbrance Journal

Create Journal

The journal listing is divided into three tabs: GL Journals, Budget Transfers/Amendments, and
Encumbrances. Each tab displays only journal entries of the titled type.

/ML) Budget Transfers/Amendments Encumbrances

Year  Period Journal | Date Source  Description Total Debits  Total Credits  Approval Status Entry Clerk
2009 |9 2 03-20-2008 GEN 150.00 3,117.22 munis
2009 4 3 11-24-2008 GEN test 2,000.00 2,000.00 Approved mmaorrill
2009 4 4 10-31-2008 GEN INVESTMEMNT 30,000.00 30,000.00 Approved mmorill
2009 & 79 02-01-2009 GEN 7,215.63 9,465.75 mmarrill

Click the hyperlink in the Journal column to open that journal in a new screen, which is the
same screen displayed when you click one of the buttons in the Create Journal section.

Journal Entry
.:" Journal Entry Welcome, todd.bolduc

o

Add Line Delete Joumsl Generste DT/DF  Relesse Joumal Post Joumal | Proof Report | o To Reoordset

Actions Reports Return

General Ledger Journal Entry

Fiscal Year 2009 Effective Date 2/1/2009 Joumal Source  |GEN
721563 9,465 75
- ' Period El Short Descrigtion | | Approval status I:l
Debits Credits
Journal Entry Clerk mmorrill

@ Journal Details

Joumnal Lines Gen DT/DF | AddLine | ReleaseJoumal | Proof Report | Post.Joumal

Delete  Line  Org - Object - Project Account Description Line Description Debit  Credit  Notes

X 1 1000-2130 PAYROLL WITHOLDING WARRANT=je = RUN=1 BIWEEKLY 18678 AddMiew Notes Z
X 2 1000-2130 PAYROLL WITHOLDING WARRANT=je  RUN=1 BIWEEKLY 100.00 AddMiew Notes

X 3 1000-2130 PAYROLL WITHOLDING WARRANT=je  RUN=1 BIWEEKLY 11.00 Add/View Notes

X 4 1000-2130 PAYROLL WITHOLDING WARRANT=je ~ RUN=1 BIWEEKLY 333.97 Add/Miew Notes

X 5 1000-2130 PAYROLL WITHOLDING WARRANT=je  RUN=1 BIWEEKLY 200.00 Add/View Notes |
X 3 1000-2130 PAYROLL WITHOLDING WARRANT=je ~ RUN=1 BIWEEKLY 0.40 AddMiew Notes

X 7 1000-2130 PAYROLL WITHOLDING WARRANT=je  RUN=1 BIWEEKLY 74355 Add/View Notes

X a8 1000-2130 PAYROLL WITHOLDING WARRANT=je = RUN=1 BIWEEKLY 33897 AddMiew Notes

X 9 1000-2130 PAYROLL WITHOLDING WARRANT=je  RUN=1 BIWEEKLY 33897 AddMiew Notes

X 10 1000-2130 PAYROLL WITHOLDING WARRANT=Je ~ RUN=1 BIWEEKLY 406.77  Add/View Notes v

Retum to Recordsef Delete Journal 1

This screen allows you to add or delete lines, generate due-to/due-from lines, and release or
post the journal. You can also view a proof report by clicking the Proof Report button. Clicking
Return to Recordset returns you to the main program screen.
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The Journal Inquiry program is available. This program displays a list of journal entries and
allows you to filter the list by a variety of criteria.

General Ledger Journal Inquiry
Journal Inquiry Welcome, todd.bolduc

Search by year, period, journal number or posting clerk. Q| EE

© Advanced Excal

Year Period Journal Source  Total Debits  Total Credits Posting Clerk Entry Date
2012 4 15 POE 100.00 100.00 snuiting 10/07/2011 View Record Z
2012 3 86 POM 1.00 1.00 mgriffit 10/07/2011 View Record
2012 4 14 POE 100.00 100.00 Iynn.page 10/07/2011 View Record
2012 4 13 woJ 514.80 514.80 misherwood 10/06/2011 View Record
2012 3 a5 APP 1.00 1.00 lynn.page 10/06/2011 View Record
2012 4 " APl 1.00 1.00 | lynn.page 10/06/2011 View Record
2012 4 10 INA 09.88 89988 randy.harding 10/06/2011 View Record
2012 3 83 INI 18.00 18.00 misherwood 10/05/2011 Wiew Record
2012 3 81 INI 36.00 36.00 misherwood 10/05/2011 View Record
2012 3 79 INI 36.00 36.00 misherwood 10/05/2011 View Record
2012 3 7 INI 220 220 misherwood 10/05/2011 View Record
2012 4 ] PCE 10.30 10.30 snutting 10/04/2011 View Record
2012 3 72 INI 8.80 8.80 misherwood 10/04/2011 View Record
2012 3 70 INI 220 220 misherwood 10/03/2011 Wiew Record
2012 4 8 woJ 514.80 514.80 misherwood 10/03/2011 View Record
2012 4 7 GEN 0.00 11.00 gerry.anderson  10/03/2011 Wiew Record
2012 4 6 woJ 514.80 514.80 misherwood 10/03/2011 View Record
2012 3 &7 GBI 5,000.00 5,000.00 dori.amara 10/03/2011 View Record
2012 3 G4 woJ 105.00 105.00 misherwood 09/30/2011 View Record b |
v
{1 2345)
Clicking Advanced opens the Advanced Search pane.
General Ledger Journal Inquiry
lournal Tnquiry Welcome, todd.bolduc

Search by year, period, journal number or posting clerk. Q| EE

Q' Advanced Excal

Aulo Reverse [ ]

[EZTT0 Reset Close

You can click any column header to sort the list of journal entries by the value of that column.
Use the navigation bar to view additional pages of journal entries, if applicable.
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Journals

Year Period Journal Source  Total Debits | Total Credits « *Oslinu Clerk  Entry Date

2012 10 3453 MVB 0.00 0.00 05/05/2006  View Record z
2012 10 3030 UBN 1.04 0.00 D4r26/2008 View Record

2012 10 2935 GNI 0.00 0.00 D4/26/2006  View Record

2012 10 2934 GNI 0.00 0.00 D4r26/2008 View Record

2012 10 2836 GNI 70.20 0.00 0472142006  View Record

2012 10 2269 GBI 0.00 0.00 D4/13/2008 View Record

2012 10 2112 APl 200.30 0.00 041122006  View Record

2012 10 2100 APl 34.00 0.00 04712/2008 View Record

2012 10 1917 APl 100.00 0.00 04/10/2006  View Record

2012 10 1463 UBN 11268 0.00 D4/06/2006 View Record

2012 10 1375 UBN 15.37 0.00 04/05/2006  View Record

2012 10 74 UBN 10.10 0.00 04/05/2006 View Record

2012 10 3676 CRP 50.66 D66 D5/11/2006 View Record

2012 3 86 POM 1.00 1.00 | mariffit 10/07/2011 View Record

2012 3 85 APP 1.00 1.00 Iynn.page 10/06/2011 View Record

2012 4 1" APl 1.00 00 Ilynn.page 10/06/2011 View Record

2012 3 77 INI 220 220 misherwood 10/05/2011 View Record |
2012 3 70 INI 220 2.20 misherwood 10/03/2011 View Record k.
{/12345)

Clicking View Record opens the journal entry in a detail screen.

General Ledger Journal Inquiry
Welcome, todd.bolduc

Journal Inquiry

Search by year, period, journal number or posting clerk. E'I @

Excel Return To Recordset

Search Office

Journal Synopsis

Return

Year 2012 Source WoJ Auto Reverse N
Period 4 Status Open Entry Date 10/06/2011
Journal 13 Posting Clerk  misherwood

Total Line tems

Journal Line Items

4 1011121314 »

Retun To Recordset

Line Org Object Project Source  Transaction Reft Ref2 Ref3 Ref4 Debit Credit OB Projects Applied
1 00000010 0o woJ 1 257.40 GL Account Central
2 00001 55100 waoJ 257.40 GL Account Central
4 010 10012 WwoJ 1 257.40 GL Account Central
5 0001 10010 woJ 257.40 GL Account Central
Q System Generated Line Items (1)
Line Org Object Project  Source  Transaction Reft Ref2 Ref3 Ref4 Debit Credit OB  Projects Applied D |
23] oo 29200 WOoJ 1 257.40
hd

This screen displays a Journal Synopsis pane and a Journal Line Items pane. The Journal
Synopsis pane displays general information about the journal, including the number of line
items and the number of over budget line items.

Click the GL Account Central link for any line item to open the account to which the line item
applies in the GL Account Central program.
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Use the Excel option to export the current record or journal listing to Excel. You can return to
your journal listing by clicking Return to Recordset.

You cannot make changes or modifications to journals in the Journal Inquiry program. It is
intended for display only. The program also applies your Munis data access permissions. If
you do not have permission to access a journal in Munis, you cannot access it in Journal
Inquiry.

Project Central
The Project Central program is available. This program allows you to view summary and detalil
information about projects that exist in your organization’s Munis system.
: Project Central
Project Central Welcome, todd.bolduc
Search by project code, project manager, description or department. m

© Advanced [ View Al

Search

Project Summary

Planned Projects

B Active Project Details lEJ —
Project Description Dept. Code % Complete % Budget Used Projected Date Range Project Manager  Revised Budget Act/Enc  Available Budget

PAV1 PAVING, LITTLE ROAD LOT PW 0% 0% 05/17/2012 - 0TM7/2012 0.00 0.00 0.00

SWR [SEWER EXTENSION/UPGRADES PW 0% 0% 10/17/2011 - 10/17/2014 0.00 0.00 0.00

The Project Summary screen displays the number of active or planned projects and project
warnings in the colored boxes. Clicking the Planned Projects or Active Projects boxes displays
the projects of that type in the table. You can click the buttons at the top of the table to view the
projects in a list view or a grid view.

Click a project code to view it in detail format.
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Project Central
B Project central Welcome, todd.bolduc

Search by project code, project manager, description or department. cl‘ Q
‘h [ ]

©  Advanced B View Al View Wamings  Return To Overview

Search View Retumn
IPA\/lNG. LITTLE ROAD LOT - PAV1I
Expense budget 0.00
Project mar Projected Date Range  05M7/2012 - 07H7/2012  Expensespaid 000 SR, | ‘
Department PV Actual start date: Project Has Not Started.  Fund ived 0.00
epartme ual start date: roject Has Mo & unding receive: R | ‘D i1
Major project  PAVING, LITTLE ROAD LOT Cash balance 0.00

Funding | Milestones

Project Account Year To Date Life To Date
Project - PAV1 ife
Expense Types (Actuals) (®) Liteto Date () Yearto Date

Original Budget

Transfers

Revised Budget

Actuals Paid

Pending Invoices

Encumbrances

Requisitions

Avallable Budget

I Contracts Purchase Orders Employee Coml

View Warnings ~ Return To Overview

The detail screen is divided into a header and three tabs of information.

You can click the project title to open it in the Project Master program. Clicking the project code
in the line graph section opens the expense or funding source string in the Expense or Funding
Source Inquiry program. The Contracts, Purchase Orders, and Employee Cost links allow you
to view additional project detail information.

Click the View Warnings option to view the Project Warning Summary pane. This pane
contains colored boxes that display any warnings that apply to the project.

Project Waming Summary

Milestones Missed

Expenses:

Funding: 0

(] Details
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Purchase Order Receiving
The Purchase Order Receiving program is available. The program allows you to enter
receiving records for your organization’s purchase orders.

Purchase Order Receiving
..y; Purchase Order Receiving Welcome, todd. bolduc

Search for a purchase order la |

© Advanced

earch

Purchase Order Details
Year

Purchase Order $0.00 $0.00
Department Total Amount. Net Amount

Vendor

Ordered Items

[ Full shipment [] Close PO Received Date ‘ |E Packing Slip |:| Cancel
(=) More
| Full Line Description Quantity Ordered uom Total Received Quantity Receiving ‘

The program provides a search box, and an advanced search option. When searching for a
purchase order, you must know the purchase order number. Wildcard searches are not
allowed in this program.

Search for a purchase order Q|

© Advanced

Search

Fiscal Year

Purchase Order Number _

Reset Close

After a successful search, the program displays the purchase order details and ordered items
in the panes.
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Purchase Order Details
Year

Purchase Order
Department

‘Vendor

2008

2 $27.00
135 Tatal Amount

SHERWIN WILLIAMS

$27.00
Net Amaunt

Ordered Items

D Full shipment D Close PO Received Date |Fridav, October 14, 2011 | Packing Slip w - Cancel
E] More

Full Line Description Quantity Ordered uom Total Received Quantity Receiving
[ Copy Paper 1.00 EA 0.00 1.00

D 2 Note Book 1.00 EA 0.00 0.00

You can update the Received Date box and enter a packing slip number, if applicable.
Selecting the Close PO check box directs the program to close the purchase order once the
receipt is completed. If you select the Full Shipment check box, the program sets the quantity
received amount for each line item to its full ordered amount.

Click a line item to expand it and display additional detail information.

Full Line Description Quantity Ordered uom Total Received Quantity Receiving
[ Copy Paper 1.00 EA 0.00 1.00

| Note Book 1.00 EA 0.00 0.00

Requested by Required by Commodity Code Item

Unit Price 15.00000 Freight 0.00 Sales Tax 0.00 Fixed Asset

Click the hyperlink in the Description field to enter receipt information for that item. The
program opens a new pane that displays item information and allows you to enter the received
or returned amounts. The pane automatically calculates the Dollar Amount field according to
the number of items received multiplied by the per-item cost.
After entering receipt or return information, click Save. You can click Cancel to clear the
current entries, or click Delete to remove a previously saved entry.

Purchase Order 2 Year 2006 Line 2
Note Book
Quantity Crdered 1.00 Received to Date 0.00 Has Returns
Quantity Remaining  1.00 ‘Quantity Invoiced o Fully Invoiced
Received
[Quantity Received Date |Thursday, October 13, 2011 ‘ |:| Close PO
|
Dollar Amount £225.00 Packing Slip | 7185x23396 ‘
A
Comments
v
Returned ltems
Enter Returned Item Information
Fixed Assets Add New
Wiz Taes feim Receipt last updated by
View all receipts
& cCeD
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Request for Check
The Request for Check program is available. This program allows users to enter requests for

checks to be used to pay vendors without requiring an invoice against which to apply the
payment.

Jr Request For Check
j Request For Check Welcome, todd.bolduc

Search for a check request number [ |

© Advanced

Search A s
Recent Requests For Check
Details Check RequestID  Vendor Requested By  Entered By  Date Purchased Date Entered  Gross Amount  Sales Tax Amount  Net Amount
20090060 (5) ABLE CONCRETE todd.bolduc todd bolduc 10142011 10142011 $25.00 $0.00 $25.00
20090061 (25) WORLD TRAVEL AGENCY  todd.bolduc todd bolduc 10M14/2011 10M14/2011 $25.00 $0.00 $25.00

The program provides a search option for finding previously entered requests. Wildcard
searching is not permitted.

Search for a check request number | |Jv
I

O Advanced Add Request

Search Actions

Check Request Year Entered By

‘Check Request Number Entry Date

Department

Status

Clicking the Add Request button opens a screen that allows you to define the check request.
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Request For Check

-,
Request For Check Welcome, todd.bolduc

Check Request Year / Number [edviied 63 [SyEEREGN 10/14/2011 by todd.bolduc Status: Allocated

~ & Depariment  [(1) FINANCE DEPARTMENT ~ &

Requested by |t0dd.bolduc |

Vendor

Remittance
address

Purchase date  [10/14/2011 =

Request for Check Details Request for Check Allocations
Description Gross Amount Account Allocation % Amount GL Budget Code Project String Project Stri
Gross total $0.00
Tax $0.00
Net total $0.00

<

Enter the request information and click Save. If the program encounters any errors in the
request, the Errors button displays the number encountered. Clicking the button displays a

listing of the error messages.
You can click the Details button on the main screen to expand the request listing and view the

check details of the request. Clicking the request number hyperlink opens the request for

viewing or updates.
Date Purchased  Date Entered  Gross Amount  Sales Tax Amount  Net Amount

Requested By  Entered By

Details Check RequestID  Vendor
B 20090060 (5) ABLE CONCRETE todd.bolduc todd bolduc 1071472011 10/14/2011 $25.00 $0.00 $25.00
IB 20090061 (25) WORLD TRAVEL AGENCY  todd.bolduc todd_ bolduc 1071472011 10/14/2011 $25.00 $0.00 $25.00

Item Description Gross Amount

PAYMENT $25.00

Request for Item
The Request for Item program is available. This program allows users to quickly enter

requisitions for inventory or purchased items.
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Munis Web Parts

Web parts are used with the Tyler Dashboard to provide summary information from your Munis
database. There are several Web parts available for Financials, including Buyer Productivity,
Budget Overview, and Next Year Budget Entry Tracking. The information provided in the
following section explains major changes to existing Web parts, as well as the functionality
available for new Financials Web parts.

Financial Overview

The Financial Overview Web part is available under Executive/Board. This Web part allows
you to view high level financial information and includes tabs for Budget, Collections, Permits,
and Licenses. On each tab you can view a graph of line item details for the category.

The Budget tab displays your total available budget, as well as the total spent and actual and
available amounts by fund. When you click Fund Details, the Web part displays a chart for
spending by period for the selected fund.

The following table provides a list of Munis Web parts that apply to Financials programs. This
table also includes administrative type Web parts.

Web Part | Description
Accounts Payable
Buyer Productivity Displays the current number of requisitions, current dollar

amount, fiscal year-to-date requisitions, and average
days to convert for each buyer. Displays a graph of
requisitions in the queue by buyer.

Commodities Analysis Displays a list of commodities purchased within a
specified timeframe. Also displays a graph commodities
purchased by quantity, and a graph of commodities
purchased by total dollar amount.

Open Contracts Displays information about open contracts, including a
graph that displays dollars available by vendor, and a
graph the displays the percent completed for each
contract.

Vendor Dollars Displays a list of dollar amounts paid to the least or most
paid vendor for a specified timeframe. Also displays a
graph depicting the dollar amounts paid to vendors.

Vendor Performance Displays a list of vendors given a status of Stop within a
specified timeframe.

Budgeting

Budget Overview Displays a graph of budget amounts under a specified
threshold for a specified timeframe. You can indicate
which budget items displays on the graph.

Budgets Displays Munis budgeting information in a data grid that
includes the budget code, fund description, and original
and revised budget amounts for each code.
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Web Part Description
General Ledger
NYBE Tracking Displays a general summary of budget actions taken for

next year budget projections.

Work Orders, Fleets, and Facilities Management

For each of the Work Orders, Fleet, and Facilities Management Web parts you must
indicate the service department and work order type for which to view information. To
do this, you can click the Modify This Web Part icon. You can then enter the department
code and work order type in the fields under User Defined.

Active Statistics

Displays a list of the work order activities for the selected
time period.

Asset Statistics

Displays a list of work order assets for the selected time
period.

Class Statistics

Displays a list of work order activity by class code.

Employee Statistics

Displays a list of work orders activity by employee.

Work Order Activity Graph | Displays a graph of monthly work orders activity by cost
or by count.
Work Orders Displays the number of Recent Citizen Requests, Recent

Internal Service Requests, Unscheduled Work Orders, In
Progress Work Orders, Overdue Work Orders, and
Preventative Maintenance Projections.

Work Order Mapping on
Custom ESRI Maps

Work Order Mapping on
ESRI Maps

Work Order Mapping on
Bing Maps

Displays mapping of work order locations based on GIS
coordinates.

System Administration

Audit Central

Displays a list of all of the changes made for the
application, user ID, action, file, or field that you indicate
on the Filter lists.

Central Search

Searches Employee Central, Customer Central, Vendor
Central, and Property Central.

Program Activity Log

Displays information about programs that have completed
running or that are currently running in Munis.

System Error Log Viewer

Displays a list of errors encountered in Munis. This pulls
directly from the Munis system error log.

Tyler Dashboard

Dashboard Configuration

Configures the Tyler Dashboard.

Dashboard Connections

Maintains the connection between the Tyler Dashboard
and the Web services for each Tyler application, or
Tenant, using the Dashboard.

Dashboard Sites

Maintains the pages that are connected to the Tyler
Dashboard.

E-mail Settings

Configures the settings for sending e-mails from Web
parts that have the e-mail button enabled, such as
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Web Part Description
Exception Viewer or Workflow Manager.

Exception Viewer Displays a list of exceptions encountered by the Tyler
Dashboard. The exceptions are compiled according to
date.

My Favorites Creates links to frequently used Web sites, Tyler
Dashboard views, or programs.

Tyler Menu Displays the menus for the Tyler products, such as
Munis®, that your organization uses.

User Control Copies programs, views, and Web parts from one user to
another.

User Profile Maintains settings, such as your Workflow password and

your Tyler program runner.

Munis Workflow

My Work Displays the number of Workflow approvals, notifications,
and alerts currently pending.

My Work Detail Displays a list of your pending approvals, notifications, or
alerts.

Workflow Manager Displays a list of Workflow items by process or approver

compared to a specified date
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