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Munis Human Resources and Payroll

This document provides an overview of the major Human Resources and Payroll
enhancements for Munis® Version 10.1.

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.
\ . E] Browse ¥ Delete E‘ Text file EWord ENotes v B Audit Detail Reporting Emps "‘
® 6 .t @

: = O adv obal v PDF [=] Email @\ Attachments {7 Maplink v = Terminate Org Chart
Accept Cancel Search Update Print 5

Return

[33 Query Builder Ig Duplic v [ Preview [@) Schedule ) TCM A Alerts v Text E More.. v
Confirm Search Actions Output Office Tools Menu

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 additional options for each.

¢ 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 detalils.

e Settings - Provides the Customizable Field Label and View Database Column options.

e Enhancements - Displays the most recent enhancements to the active program.

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 4
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Actions Create

The Actions Create program creates personnel actions records and applies them to live data.
Examples of personnel actions are new hires, salary/position/class changes, leave of
absences, reinstatements, and terminations.

When you open the Actions Create program, the My Actions tab provides a list of all current
actions associated with your user ID.

@ Actions Create
.‘)" Main Welcome, Maureen Elfring
encersearcn cerms___|QME S
9 Advanced cm:;:n':e - Action
Search Actions
All Actions | Search Results (0)
D View Emp # Employee Name Effective Date  Action Code Reason/Authorization Code
D View 39 AA 1116/2010 100 - NEW HIRE
D View 64 TiM BEDIENT 3112012 TERM - TERMINATE
D View a8 MARTHA JAMES TM92010 100 - NEW HIRE
D View 90 RICHARD PETRIE 1102011 100 - NEW HIRE 100 - NEW POSITION
D View o1 JUDITY READ 1/20/2011 100 - NEW HIRE 100 - NEW POSITION
D View 92 JOSEPH JACKSON 21201 100 - NEW HIRE 100 - NEW POSITION
D View a7 BARBARA MASON 3112012 100 - NEW HIRE 100 - NEW POSITION
D View 101 MARYANN HARRISON 3312012 100 - NEW HIRE 100 - NEW POSITION
D View T ELIZA MULLEN 3112012 201 - JOB CHANGE
D View 166344 MAUREEN BISHOP-ELFRING 812010 203 - SALARY INCREASE 103 - COST OF LIVING INCREASE
D View 166345 PATRICK MULLEN 3112012 201 - JOB CHANGE
D View 166345 PATRICK MULLEN 3112012 201 - JOB CHANGE
D View 166355 CECILE LEVESQUE 31172012 301 - BENEFIT CHANGE BRTH - BIRTH OF CHILD
D View 166355 CECILE LEVESQUE 110/2012 201 - JOB CHANGE 702 - STATE CHANGE
D View 166355 CECILE LEVESQUE 21212012 203 - SALARY INCREASE 103 - COST OF LIVING INCREASE
K< >
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Click View to display the action items for a selected employee. Use the New Value fields to update the
employee information.

@ Actions Create
..:‘" Main Welcome, Maureen Elfring

Create New  Delete  Refurn o
Action Acfion  overview

Actions Return

NEW HIRE: 88 - MARTHA JAMES Add Fields  Effective Date /BTG
Table Record Field Current Value New Value
Employee Master  NEW EMPLOYEE Firsl Name |MARTHA | AT
Employee Master  NEW EMPLOYEE Middlle Name |J |
Employee Master  NEW EMPLOYEE Last Name |JAMES |
Employee Master  NEW EMPLOYEE SSN [001-75-5555 |
Employee Master  NEW EMPLOYEE Date O Birth 17172950 |
Employee Master  NEW EMPLOYEE Gender [F ‘Q
Employee Master NEW EMPLOYEE Marital Status | D - DVORCED |v ‘|
Employee Master  NEW EMPLOYEE Active Status [A-AcTvE ]
Employee Address  Address 1 Address Line 1 |3?0 US ROUTE 1 |
Employee Address  Address 1 City |FALMDUTH |
Employee Address  Address 1 State |ME |
Employee Address  Address 1 Zip | 04105 |
Employee Master  NEW EMPLOYEE EEO Ethnic Code |1 ‘Q
Employee Master NEW EMPLOYEE Hire Date |7,a’19,u’2010 |@
Employee Master NEW EMPLOYEE Include After Date | 1/1/1895 |@
Employee Master  NEW EMPLOYEE Location |9000 ‘Q
Employee Master  NEW EMPLOYEE New Employee
Employee Master NEW EMPLOYEE Original Hire Date |?,r'19,|’2010 |@
Employee Master  NEW EMPLOYEE Group/BU |9000 ‘Q 3
I< < 112 3 4 ... > >I Retum to search page Cancel

Creating a New Action

To create a new action, click Create New Action in the Actions group on the ribbon. The
program displays the Create New Action dialog box; enter the details for the action and click
Create Action.

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 6



..
[ ]
<o tyler
[} technologies

Create New Action

Select Employee

Emplayes Name
Employee Number 166355 CECILE T~

Select Action

Action [ PrOMOTION [v]

Reason / Authorization | NEW POSITION E|

Action Details

Supporting Action | E|

Effective Date 3/6/2012

Create Action (| Ko=)

Deleting Existing Actions

To delete an existing action, find the action, click Delete in the Actions group of the ribbon, and
then click OK.

Finding Existing Actions
To find existing action records, enter search criteria and click Find, or click Advanced to use
specific field values to find records. When the search completes, the program updates the

numeric value on the Search Results tab with the number of records found. Click the Search
Results tab to view a list of the records.

E @ Actions Create
4 I} Main

‘Welcome, Maureen Elfring
Enter search terms Q|

Q' Advanced Action | averview

Return

Employee Number Effective Date

Action Code

I I

ReasonfAuthorization Code

r-ﬂ Reset Close

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 7
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@ Actions Create

Main Welcome, Maureen Elfring

iecsss =IO JS

|
Create New Delete

Q  Advanced Action Action

Employee Number pLGEER] Effective Date

P JEE—— "

[T Reset Close

My Actions | All Actions [Elelgi iGN E)]

View Emp# Employee Name Effective Date  Action Code Reason/Authorization Code

D 166355 CECILE LEVESQUE 362012 200 - PROMOTION 100 - NEW POSITION

D View 166355 CECILE LEVESQUE 3112012 301 - BENEFIT CHANGE BRTH - BIRTH OF CHILD

D View 166355 CECILE LEVESQUE 1102012 201 - JOB CHANGE 702 - STATE CHANGE

D View 166355 CECILE LEVESQUE 20212012 203 - SALARY INCREASE 103 - COST OF LIVING INCREASE
K< >>l

Click View from the Search Results tab to view more details on the action. To add fields to the
display, click Add Fields.

Actions Create

Main Welcome, Maureen Elfring

Enter search terms Q| |Jﬁ -'{_
|

Create New Delele  Return to
Action Action  overview

© Advanced

Return

PROMOTION: 166355 - CECILE LEVESQUE i Effective Date  pUAGTENINE]
Table Record Field Current Value New Value
Employee Master ~ NEW EMPLOYEE166355 Marital Status 2 - SINGLE (v \|

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 8
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From the Select Fields pane, select the program from which to add field details and then select

the applicable fields.

Enter search terms Q| ,+— ."4 \

Create Mew Delele  Return to

9 Advanced Acfion  Action | overview

Search Actions Return

PROMOTION: 166355 - CECILE LEVESQUE

Select fields Table Record

|| Employea Master

[ ][l Empioyee Maste NEW EMPLOVEEBa355

Field Current Value

Marital Status

Actions Create

Welcome, Maureen Elfring

Close Fields Tree  Effective Date  pEAGTELIE]

New Value

S- SINGLE [v]

Select Al
A
[ Active Status -
> D Address

I:‘ Advice Delivery

From any screen in the Actions Create program, use the Return to Overview button to move to

the main screen.

=

Enter search terms = ,+— ." \

Create Mew Delele  Return to

©Q Advanced Acfion  Action | overview

Search Actions Return

Actions Create

Welcome, Maureen Elfring

Employee Mailing Labels, Dot Matrix Employee Mailing Labels

The name of the Employee Mailing Labels program is changed to Dot Matrix Employee Mailing
Labels. Screens and reports include the new name.

F PEISUNNE SEWUp
> Puosition Control and Budgeting
v Employee Job/Pay Classification
Employee Inguiry
Employee Master
Employee Job/Salary
Employes Assignments
Employes User Defined Fields
S5M Verification
Employes Application Data
Salary Increase Eligibility
Salary Analysiz Report
Longevity and Experience Report
Acting Time Report

Employes Salary Motices

Dot Matrix Employee Mailing Labels

Employee Emergency Contacts
Employee Groups

Employee Net Pay Simulator

L B L L 1

v Employee Job/Pay Classification

Employee Inquiry

Employee Master

Employee Job/Salary
Employee Assignments
Employee User Defined Fields
55N Verification

Employee Application Data
Salary Increase Eligibility
Salary Analysis Report
Longevity and Experience Report
Acting Time Report

Employee Salary Motices

Employee Mailing Labels

Employee Emergency Contacts

Munis® Major Enhancements, Version 10.1 HR and Payroll
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Personnel Settings, Position Control
On the Position Control tab in the Personnel Settings program, the Disallow Use of Inactive

Positions check box is available.

> @@ Personnel Settings - Muni

E' &} Text file Ezl £ word
PDF Em
By

Add  Updsate

Prir
g Duplicste | v Eb Preview Sche
Confirm S d Actians Output Office ools Menu | Return

Personnel Settings - Munis

Settings | Position Control | Training

Position Control Update Y - YES -

+| Print Employee Position Overbudget Report
+' Update From Job/Salary
Use Position Number in Supervisor Field
Show Leading Zeros

I Disallow use of Inactive Positions

Length of Position Number 4 -

Hiring Freeze in Employee Job/Salary IALLGW POSITIONS - J

If this check box is selected, the field help results in Position Control do not include positions
identified as I-Inactive, and the program prevents you from manually adding inactive positions.

Training User-Defined Fields, Training Courses,

Employee Training

The Training User Defined Fields program is available. This program assigns training user-
defined records to training courses. The assigned user-defined records can be viewed through
the Training Courses and Employee Training programs.

2&Q Training User Defined Fields - Munis

Training User Defined Fislds - Munis

Training Course

Type I - I

Area I h I
Date h

Time hd

Seq L -

User Defined Fields

Field ID Code I - ]

Date 1

Code I A J

Value | |

KNI DEENo)

To use this program, you must create field ID codes in the User Defined Categories program.

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 10



= tyler

technologies

o 2&Q User Defined Categories - Munis

L word
=

[ Email
Excel

xoel
[©) Schedule

User Defined Categories - Munis

Field ID Code CRS

Field Label |course

Description [res |
Security Class | 02 - UsER DEFINED FIELDS 3

Date Enabled
/| Code Enabled
' Value Enabled

Entry Restirictions

Value Datz Type IALNU - ALPHA-NUMERIC - |

Entry Must be Unique

LM ey W] B
These records determine the data required for each user-defined record and the data type.

In Payroll Miscellaneous Codes, the TRUD — Training User Defined code type is available.
Use this code type to create miscellaneous codes that apply to the field ID codes.

@50 Training User Defined Fields - Munis

Training User Defined Field: unis

Type [ 200 - PROFESSIONAL DEVELOPMENT J

Area l LANG - LANGUAGE M|

Date 03/01/2012 -
Time 1300 - 1:00 PM -2
Seq 1 -

User Defined Fields

Field ID Code [ CRS - TCS - J
Date 1

Code | CRD - COURSE CREDITS - |

Walue |

\
0of 0 Q| B

When you create a user-defined training fields for a course, the Training Courses program
displays these fields on the User Defined tab.

D& Training Courses - Munis

) Text file EE £ word Notes B Aud Class List Gen Certs
PDF

Email Attachments kv | Wait List Prereg
]

Pri Excel
Duplicate | v Eb Preview [@) Schedule 5, TCM rts ¥ Mass Complete B More... v
Output Office ools Manu Retu

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

Field ID Code Date Code Value

CRS - TCS CRD - COURSE CREDITS 3

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 11
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When you enroll an employee in a course with user-defined fields, the fields display on the
User Defined tab in the Employee Training program.

- D@9 Employee Training - Munis

=" F"' Text file E £ word Motes v B £ Status Add| Reports ’
. PN poF (=) Email Attachments (75 v | Multi-Add Training Course
v B Preview Gach»du\e v TCM A Alerts v | MassUpdate B More... v w:—
Output Office ools Menu
Empl - M
Employ: n
Employee 55N Last Name First Name MI
| 166344]... [001-22-5654 | [B1sHOP-ELFRING | [MAUREEN |E|
Job Class FDIR | DIR FINANC Loc  [135 FINANCE

Group/BU 10 NON UNION
Course | G/L Accounts = User Defined

Field ID Code Date Code Value b

CRS - TCS CRD - COURSE CREDITS 3

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 12
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Accumulator Gross Verify
The Apply Changes option is relabeled Output-Post.

Employee Accumulated Gross Verify & Fix - Munis

4

‘Y, [ Textfile Ej £ word Notes v B Audit Generate
[E Emat Attachments |74 Maplink v Outpub-Past
Excel

Global v A
Print .

= Refun
[ Duplicate | v E Preview Schedule TCM A Alerts ¥ | Mass Delete
- Output Office Tools Menu | Retum

Employse
Deduction
Month/Year [

0Old Gross New Gross

| u |
ENEN[TE DY

Using the Output-Post option, the program creates a proof record of the list of changes to be
applied to accumulator records before posting the changes.

Benefit FTE Types

Payroll functionality allows organizations to create multiple benefit FTE types. You can then
factor deduction amounts by a calculated or defined benefit FTE amount. These FTE types
and FTE amounts display for each employee on the Benefit FTEs tab in the Employee Master
program.

o .
Employee Master - Munis File Edit Tocls Help L munis
E

@n-?i-‘. g|+|§1:a:.|;£iﬁ'W|!EEEE.'TS|':"5=-EE:J-"3""5" E°|:'

Detail Employee Master - Munis

Terminate Employee Identification

Text Employee SSN Last Name First Name Middle Name MI Suffix Status

Reporting Emps | 4|456-75-7209  |10mES [T I | | || & - acTive |

Org Chart

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

View History

B —————————————

Project Update

Benefit Type FTE Sched Hrs 3
Customer Number
ESS Access ACC -0000 0.00

BEN 1.0000 80.00

TOT 1.0000 80.00

In the Deduction Benefit and Master program, you can associate a deduction code with a
specific FTE type. FTE types can also be associated with job class, position control, and
manual allocation records. Miscellaneous codes for the code type FTET must be created in the
Payroll Miscellaneous Code program before using the Benefit FTE functionality. There is a limit

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 13
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- .
Miscellaneous Codes - Munis File Edit  Tools Help % munis
L

c g +m:|arpe |EEes|MER ~+ 00|«

ellansous Codes - Munis

Code Type [ FTET - FTE TYPE - ]

Show Types

Code LTD

Short Desc LTD FTE

Long Desc |LONG TERM DISABILITY FTE

Data | |

IERENET DTN EYI=]

For every FTE Type miscellaneous code created, the Employee Master includes at line on the
Benefit FTEs tab. The line includes the FTE Type, FTE Amount, and Scheduler Hours.

E Employee Master - Munis File Edit Tools Help '-5:5-. munis
oo | FHEE+E- EREE EEEE BNEE EE o | <

Employee Master - Munis

Employee SSN Last Name First Name Middle Name MI Suffix Status

| 4||456-79-7209 ||onES |[Tm™ Il ||_|| HA - ACTIVE - J

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

Benefit Type FTE Sched Hrs -

LTD .0000 0.00
STD .0000 0.00
VAC sLnnnn@ 0.00

| Reset FTE for this type to calculated amount. (D) ‘

The only field that you can maintain is the FTE Amount. If you manually update this field, you
must click Reset to clear the entry and allow automated system processing.

Benefit FTE calculations is based on the FTE types specified in either the manual allocation,
job class, or position control record for an employee’s active base pay record. The hierarchy
for processing base pays with manual allocation records where an FTE type is defined on at
least one allocation line is as follows:

If an FTE type is included, the FTE for that line and the hours for that line are included in the
calculation for the specified FTE type.

If the pay is not manually allocated or FTE types are not defined for the allocation, the program
checks the Position Control program for positions specified on the employee’s base pay
record. The Benefit FTE button in Position Control displays the Assign FTE Types screen,
where you can assign benefit FTEs to the position.

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 14
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File Edit Tools Help '-;:5‘_ munis
k

Position Control - Munis

Copy Position

Personnel Status

GL Acct Find Position Identification
Position History Position Description State Pos Status Create Date
Position Change [ 1 ||[HEAD AccounTanT I || P - penDmG - ||o7/01/2004 |-
Job Opening
B!.|dget Undate Main | Salary Data | Budget | Civil Service | Comments
View History
Types Job Class FAC3 ACCOUNTIIT Pooled
U Group,/BU | 10 - NON uNION > Hiring Fragze
Requirements
R Location | 135 - FINANCE DEPARTMENT Assign FTE Types
Budget Detail Replaced with 0
Post Savings e o e PeEE +E | EFEE EEEE NEE BEEEE | -
Org Chart -
Calc FTE Max Employees 1.0000 o=iton Control - Munis * Assign FTE Types
Risk Code
Position Code
EEO Class [
FTE Type
EED Func I LTD - LONG TERM DISABILITY FTE
Re e VAC - VACATION FTE
Schedule I
Team

Pasition Type ADM B“ ADMINISTRA
Project Allocation 0. =
Project Account | - - -
Allocation 0. =
Acoount |1UUU-1-135-UUU-UU-UU-UUUU-U-SllU
Supervisor 0...
2 No Employees (0)
lﬁwEducation “ (= Certification ETrainmg I (= skills I
l [ User Defined “ (= Substance Testing ”[ = Benefit FTE l E." Credentials I

ww\m—lmwlij Attachments (0)

If your organization does not use Position Control or have not specified FTE types for a
position, the program uses FTE types attached to the job class to calculate FTE and scheduler

hours for a specific benefit type.

Use the Benefit FTE option to assign FTE types to the job class.

Munis® Major Enhancements, Version 10.1 HR and Payroll
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File Edit Tools Help ‘-::2-_ munis
-

GE|e aE|+m - |acpe | azes @ |~ 0elE

Munis

Types

Copy
Requirements
Scheduled Hours
Sub Pay

FLSA OT
Min-Max-Market
View History
Import

Job Class Master -

Job Short Desc Long Descripti

2l
CMGR || CTTY MNGR

ion

|erTy Manager

Main | salary Data | Holding Account

Summary
Summary 2
Group/BU
Location
Base Pay
Langevity
Sub Table
OT Table
Rele ID
Service ID
Pop. Served
Schedule

Team

Project Account .- -
G/L Account | - - - A

{ (= Education

I FD - FINANCE

I

| 20 - non untoN

I 135 - FINANCE DEPARTMENT

fate Position

5 I [Z Risk Code 1000 OFFICIALS

~ | | & civil service | PERM - PERMANENT -

= I EED Class {Aoz - PROFESSIONALS - EEO1 - J

- EEO Func | 01 - FINANCIAL ADMINISTRATION - |
| |

101|..., HOURLY TIME.

(I
201 - OVERTIME
I

L

Assign FTE Types

5 PEE +E - |EEEE EEEE |

- Munis > Assign FTE Types

Job Class Code - CITY MANAGER
FTE Type

LTD - LONG TERM DISABILITY FTE
‘STD - SHORT TERM DISABILITY FTE

NER BEEEE -

J ECERA

[ Training

|| 2 skills

{ (= User Defined J (=5 Benefit FTE

[ Credentials

I

W Jeersss DEEVIE]

To use the benefit FTE functionality only to calculate FTE amounts for benefit types and
display them in Employee Master, use the Employee Inquiry program, which also includes the
Benefit FTE tab and allows you to export the active set of records to Microsoft Excel.

The Deduction Benefit Master program includes the Benefit FTE Type list on the Insurance
Tab. Use this list to assign a benefit type to a deduction.

Munis® Major Enhancements, Version 10.1 HR and Payroll
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Deduction and Benefit Master - Munis File Edit Tecls Help ;% munis
i E

GEl e gd|+z«|o-pr | EEes | BE-| % 00|

Objects Deduction and Benefit Master - Munis
Exceptions Deducticn Identification
Expenses Deduction Short Desc Long Description Abbrev  Start Date End Date
Copy
| J--| I I I Jisl| I
Life Table

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

Premium Table

View History
Benefit Arrears Carrier { . I =
Payables -
FTE Table COVE"EQE[ M=
Flan { - ] =
Prem
Group { - J

Insurance Calculation Settings
Employee Life Table{ - J Age Effective Month
Employer Life Tahle{ - J Age Effective Day

Life Ins Option { - Age Effective Yr Typ -
Life Ins Hrs/Year Employee Factor

MNon-Cash Fay Type { - I Employer Factor

Caloulation option | - | Employer Ins Amount| |
Benefit FTE Type [ - ] | Employer Min Salary I—/

W] 4 Josro EENCYIED

Where employee/employer amounts are calculated and the deduction is associated with an
FTE type, the employee and employer calculated amounts have the applicable FTE applied.

Another option for altering employee or employer calculated amounts is to select the Factor
Empr/Add to Empe check box on the Options tab of the Deduction and Benefit Master
program.

o -
Deduction and Benefit Master - Munis File Edit Tools Help 4% MUNis
- E

Objects Deduction and Benefit Master - Munis
Exceptions Deduction Identification
Expenses Deduction Short Desc Long Description Abbrev Start Date End Date
Co
22 \ ] I | | |55 |5
Life Table

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

Premium Table

Wiew History Miscellaneous Options

EEREE AT NR. Alien Tax Codel - I
Payables

FTE Table W2 Codes .

FTE Table

I

I

|
Residence I -
Grade

= Insurance

~ | Flexible Spending

= Factor Emprfadd to Empe

When this check box is selected and an FTE type is specified, the program applies the FTE to
the employer amount only and adds the difference between the full-time employer calculation
and FTE-factored employer amount to the employee amount.
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In the Payroll Control Settings program, the Show FTE Types on Manual Allocation option is
available for the General category.

o .
Payroll Control Settings - Munis File Edit Tocls Help . munis

EE | oE|Fo@E GEEE BEes| B[+ 50|

Payroll Control Settings - Munis

Run Control

Exp/Liab . ______________________________________________|
Objects Category |GENERAL |
Salary Payable
Label ‘SHOW FTE TYPES ON MANUAL ALLOCATION ‘
Deduction Payable
Description SHOW THE FIVE FTE TYPE FIELDS, SUPERVISCOR FIELD, AND THREE
MISCELLAMEOUS CODE FIELDS OM MANUAL ALLOCATION SCREEN
Value ¥ oo
YES
Reference | |
M || 4 |710f139 NN =N

If the value of this option is Yes, the Manual Allocation screen in the Employee Job/Salary
program displays up to five FTE types. In addition to FTE types, if this setting is Yes, the
Manual Allocation screen displays the Supervisor, Contract Type, Contract Location, and Work
Scheduled fields. The Contract Type, Contract Location, and Work Scheduled fields are
associated with Payroll miscellaneous codes established for the code types CTCD — Contract
Type Code, CLCD - Contract Location Code, and WSCD — Work Schedule Code. These,
along with the Supervisor field, are informational only.

- .
Manual Allocation - Munis File Edit  Tools Help % munis

5 PEE e -  BEREE EEEE
> Manual Allocation - M

anual unis

Account Pay | Location Position Position FTE Grant Amount Hours Percent FTE Type 1 FTE Type 2 FTE Type 3 FTE Type 4 FTE Type 5 Contract Type = *

Allocation Detail

View History

1000-1-135-000-00-00-0000-0-5110 111 5100 920239 1.0000 24000.00 §0.00 100.000

[IRE | (SR

Totals

Total Amount| 24000.00 |Hours | 80.00 |Percent|  100.000 |

Allocated Amnunt‘ 24DDD.DD‘HEUF‘S‘ ED.DDlPercentl 1DD.DDD|

Remaining Amount‘ U.DD‘Hours‘ D.DU|Percer|t| D.DUD|

When generating a salary and benefit projection, the program accounts for benefit FTEs when
calculating the employee and employer annual amount values. If a change takes place within a
projection, such a deduction percent or amount being increased, and then you complete
Projection Benefit Calculate, the process accounts for FTE values. The adding of a deduction
into Employee Deduction program uses the Benefit FTE amount to calculate annual employee
and employer amounts. The Encumbrance Update utility program within Employee Deduction
for annual salary fields is affected by FTE values when the deduction is set to be factored. The
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recalculating of deduction amounts within Payroll Earnings and Deductions also accounts for
benefit FTE values for deductions set up to be factored by a benefit type’s FTE.

Accrual Tables

Earned accrual time can be factored by defined benefit FTEs. The calculated FTE associated
with a defined benefit FTE type for an employee is factored against earned accrual time to
calculate actual time earned.

To factor accrual time, select the Use FTE Processing check box in the Accrual Tables
program. When this check box is selected, the Include FTEs range boxes and the Ben FTE
Type list are available. Use these fields to define the applicable ranges of FTEs for factoring
and the benefit FTE type.

Accrual Tables - Munis File Edit Tocls Help i munis

oo | NEE HER EEEE EEER BEE EE: o |

Accrual Tables - Munis

o~

Accrual Type | 1 - VACATION M =

Table 1

Long Description |VACATION ‘
Short Description |WVACATION

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

Units Earned HOURS -
Units Used HOURS .2

Group/BU | T

Factor 1.00
Automatic Dock { - J
Liability {H - HOURLY RATE - J
Earning Method { 09 - ANNIVERSARY DATE VIA BATCH A J @
|+] Use History Year
Cutoff Date | |5
| || Use FTE Processing  Include FTEs | 0.5000|t0| 1.0000 |Ben FTE Type| " -
ESS View Type {Alluw View/Allow Reguest - I LTD - LTD FTE
|_| Allow Negative Balance STD - STD FTE
[ Hierarchy || Accrue At add VAC - VAC FTE
|_| Alert On Use I

|_| Comp Earned Factor
|_| Send Accrual Threshold Alert

Accrual Threshold 0.0

1of64

The benefit FTE is determined by adding the FTEs of base pays that the employee has where
either the manual allocation has the same benefit FTE type as the accrual table, or a position
of base pay has this benefit FTE type, or a job class of base pay has this benefit FTE type
associated with it. The program looks at manual allocations first to see if FTE types are
specified; if so, the program uses the position FTE field for applicable lines to determine the
FTE of the pay. If no manual allocation exists or types are not provided, the program checks
the employee pay record to see if it has position associated and if that position has applicable
benefit FTE attached. If position is not used or FTE types are not specified on the position, the
program looks to the job class to see if the FTE type is attached. When using position and job
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class, the tallied FTE comes from the Employee Job/Salary record. These benefit FTE types
and amounts display on the Benefit FTE tab of the Employee Master program.

Earned accrual amount factoring occurs whether your organization earns accrual time through
time worked in a payroll or through mass accrual update posting, as well as when accrual
tables are set to earn accrual time on an addition of the accrual to an employee.

Insurance Update

Within the Deduction Benefit and Master program, the Insurance Update option includes the
Base Pay with Benefit FTE Type option for the Update Option list. When you select this option,
the program allows you to select the Pay Records option from the Calculation Source list.

E Insurance Update Fil Edit Tools Help °'::. munis
KNS .. ssE raE cEEE EEEE NEE B o -
> In:

surance Update

Update Option —— | PRIMARY JOB/BASE PAY h. o J

Calculation Source PRIMARY JOB/BASE PAY

Check Dates -DEFINED JOB/PAY RANGES ONLY
BASE PAY WITH BENEFIT FTE TYPE
|| Do Mot Reduce Salary

e[ I} _olw[ of oke[ offi[ ofw[ o
(el 1}f[ olw[ of ol offi[ ofw[ o
L del 1L ol of efiel of [ of[ o

When you process the insurance update using the Base Pay with Benefit FTE Type option, the
program determines whether the deduction being processed has a benefit FTE type
associated with it on the insurance tab of the Deduction and Benefit Master program. If it does
not, the program selects the hourly rate and annual salary from the employee’s primary base
pay record. If an FTE type is specified, the program checks all active employee base pay
records. If no FTE type is specified on the manual allocation record or the pay is not manually
allocated, the program moves to check for the position on the Employee Job/Salary record. If a
type is specified on allocation, the program checks to determine if the benefit FTE type
associated with the deduction being processed is listed on the manual allocation and sums the
percent fields for each line with specified benefit FTE type. If this benefit FTE is not listed on
the allocation, the program moves to the next base pay record. If a benefit FTE type is found
for an allocation, the program takes the total percentage (sums of percent field for each line of
allocation with the specific FTE type, and multiplies it against the pay records annual salary.
This amount is added towards the deduction annual salary.

If the base pay record is not manually allocated or is manually allocated, but FTE types are not
specified on the allocation, the program determines if a position is listed on the base pay
record. If so, the program checks to see if for that position any FTE types are specified. If there
are FTE types specified, the program checks for the specified FTE type listed on the deduction
being processed. If found, the program adds the annual salary from this base pay record to the
deductions annual salary total. IF FTE types are specified on a position record but not this
specific one, the program moves to the next base pay record.
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If the pay record is not associated with Position Control or the Position Control records do not
specify FTE types, the program checks the job class for the base pay being processed to see if
the FTE type associated with the deduction is listed for that job. If so, the program adds the
annual salary for base pay to the deduction’s annual salary.

The Insurance Update option only includes deductions with calculation codes between 15 and
20, and 24. Calc codes 16 and 20 do not use annual salary from job pay records to calculate
deduction annual salary. These use the hourly rate from base pays and multiply it by the
period hours from the employee’s deduction record being processed. For the hourly rate, the
program uses the hourly rate from the first base pay record that has an applicable annual

salary amount (that is, the salary that is being added to deduction annual salary’s running
total).

Deduction Benefit Master

For processing union dues, deduction calculation codes 41 - Amount by FTE Table, 43 - Grade
Rate; Percent from Deduction Master, and 44 - Grade Rate; Percent from Employee Deduction
are available.

These deduction calculation codes allow you to calculate employee union dues according to a
defined Benefit FTE amount or by a defined percentage of an employee's primary pay grade
base rate or preset pay grade base rate. For percentage calculation codes, you define the
percentage value on the Deduction Master or Employee Deduction record.

To process using a defined benefit FTE amount, use the FTE Table option in the Deduction
and Benefit Master program.

Deduction and Benefit Master - Munis File Edit Tecls Help i munis
...-
Ll @5 » aE|+ o - |oc B (@Ee s WE-|** 50|«
Objects Deduction and Benefit Master - Munis
Exceptions Deduction Identification
Expenses Deduction Short Desc Long Description Abbrev Start Date End Date
Copy
ol ] I i 5 | |
Insurance Update Main | Cycles | Garnishments | Check | Options | Insurance | Escrow
Premium Table
View History Miscellaneous Options

Benefit Arrears
Payables

e
|

L
L
Residence hd

FTE Table l - J

Grade

Insurance

NR Alien Tax Cudsl - I

R T T ]

J
J
J
J

Flexible Spending
Factor Empr/add to Empe

Type 1
Type 2
Type 3
Type 4
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On the Deduction FTE screen, use the toolbar buttons to add and maintain FTE tables.

- .
Deduction FTE File Edit  Tools Help % munis
L

o sl@ tex eacpE |EEEE NEE »* c0 |-

Deduction and Benefit Master - Munis > Deduction FTE
Deduction FTE

Code DED1

Description |FTE DEDUCTION TABLE 1 |

FTE Amount -
1.0000 111.83
0.9500 108.65

0.9000 105.46
0.8500 102.28

The deduction calculation process examines the employee’s defined benefit FTE again the
FTE column of the table. The highest FTE that does not equal or exceed the employee’s
benefit FTE is selected. The matching amount is used as the deduction amount.

For the FTE table, create a deduction using calc code 41 — Amount by FTE Table. This calc
code is valid for employees only; it does not calculate for employer shares. In addition, this
calc code causes the Amount/Percent to be ignored, however the limit amount is set.

- .
Deduction and Benefit Master - Munis File Edit  Tools Help % munis
L

GE e aE +ax | as e |EEE=|E

Objects Deduction and Benefit Master - Munis

Expenses Deduction Short Desc Long Description Abbrev Start Date End Date

Copy | so7s|.. [up ||unton pues ||up |o1/01/1800 |2 [12/31/9999 |
Life Table

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

Premium Table

View History Primary Information
Benefit Arrears Priority 8075 Empe/Empr [ 1 - EMPLOYEE PAYS - ]
Payables
I Category | 05 - oTHER M| Benefit
A | Tax Tabl,
Insufficiency | M - MANDATORY (MUST BE RESOLVED) - nnual Tax Table
Credit Emp Acct via ACH
Calc Code [41 - AMOUNT BY FTE TABLE - ]|E Encumber Remaining
State Code I - ] Adjust for Rounding
Local Code I - I Total Cycles 0
Expense ‘ T - |
Tax Table Type l - J
Check Type [ 1 - no crECK | withhaolding | 1000-0-000-D00-00-00-0000-0-2130 - |-
Ck/Invoice Entity l - J PAYROLL WITHOLDING

Vendor Number of...

Empe Amt/Pct .0000 Empr Amt/Pct .0000

Empe Annual &mt

.00 Empr Annual Amt .00
Empe Limit .00 Empr Limit .00
Lo L

Limit Type - Multi-Limit

Empe Minimum Transacticn Fee
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On the Options tab, assign the appropriate FTE table.

Deduction and Benefit Master - Munis

File Edit Tools Help ‘\':E._ munis
K

e al@ +w - @ pE | EHEE S

Objects Deduction and Benefit Master - Munis

=
Expenses Deduction Short Desc Long Description Abbrev Start Date End Date

Copy | so7s|.. |up ||unron pues J|uo |ov/01/1900 | [12/31/908 |

Life Table

Insurance Update

Main | Cycles | Garnishments | Check | Options

Insurance | Escrow
Premium Table

View History
pens et MR Alien Tax Cnde{ - J
Payables
FTE Table W2 Codes | -
\ -
\ -
\ -
Residence { - J
| FTE Table | DED1 - FTE DEDUCTION TABLE 1 - ]”
Grade !

On the Insurance tab, select the applicable benefit type from the Benefit FTE Type list.

Deduction and Benefit Master - Munis

File Edit Tools Help '\':E._ munis
B

e a@| += = |@&r B e |EHE =

S RUNEN 2 W G
Objects Deduction and Benefit Master - Munis
Exceptions Deduction Identification
Expenses Deduction Short Desc Long Description Abbrev Start Date End Date
Copy | so7s|.. |up ||unron pues J|uo |ov/01/1900 | [12/31/908 |
Life Table
Insurance Update

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

View History Insurance Option
Benefit Arrears Carrier I . I =
Payables B
FTE Table COVE'EQE[ - | =
Plan l - I =
Prem | 00
Group I - I

Insurance Calculation Settings
Employee Life Tablal

- J Age Effective Month

Employer Life Tablel - J Age Effective Day

Life Ins Opticn I

[[[

- J Age Effective Yr Typ

Employee Factor .0000
- J Employer Factor .0000

Life Ins Hrs/Year | .UD|

Mon-Cash Pay Type I

Calculation Option I - J Employer Ins Amount 0.00
Employer Min Salary 0.00
Benefit FTE Type LTD - LONG TERM DISABILITY FTE -
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In Employee Deductions, assign the deduction to an employee.

o .
Employee Deductions - Munis File Edit Tocls Help . munis
- E

Copy Employee Deductions - Munis

Address Employee Identification

Bond Employee S3N Last Name First Name MI Suffix Status

L= | 166355|...|001-11-1122 | |LEVESQUE | |cEciEe | | || & - AcTIvE M

Mass Update

Global Deduction I_ 8075 |... UNION DUES Loc |[135 | Group/BU |1EI |

Beneficiaries - =

Dependents Main | Cycles | Insurance | Health Insurance | Escrow | Garnishments | Optional Life | COBRA

oot Start Date 01/01/1900 Active

Apply Interest

View History End Date 12/31/9999

Part Time Ins. Report Calc Code {41 - AMOUNT BY FTE TABLE = ]

Encumbrance Update Factor 1.0000

Wage Insurance Update

403b Limit Update Marital Status | =
Exemptions 0 Additional Allowances 0
Employse Amt/Pct 108.6500 |E Employer Amt/Pct .0000 |EE
Employee Ann Amt 1,303.80|m= Employer Ann Amt .00 (=

Employer Remaining .00 (=

Employee Limit .00 |8 Employer Limit .00 |E
Vendor Number

Reference ‘ ‘

Direct Deposit

Bank Prenote

Checking

Account Number | | .
Savings

Verify the calculation on the employee deduction record. The program finds the appropriate
benefit FTE amount and compares it to the FTE table. The program uses the first FTE table
amount where the employee’s benefit FTE is greater than the defined FTE amount.

To process dues using a defined percentage of the employee’s primary pay grade base rate or
a preset pay grade base rate, create a deduction in the Deduction and Benefit Master program
using deduction calc code 43 or 44. Use deduction calc code 43 when the Deduction and
Benefit Master record defines the percentage and use calc code 44 when the Employee
Deduction record defines the percentage.
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In the Deduction and Benefit Master program, create the appropriate deduction record.

- .
Deduction and Benefit Master - Munis File Edit  Tools Help % munis
. L

Objects Deduction and Benefit Master - Munis

Exceptions Deduction Identification

Expenses Deduction Short Desc Long Description Abbrev Start Date End Date

Copy | s07s|... lupccss ||unton puES caLc copE 43 |upccas |ov/01/1900 | |12/31/9999 |

Life Table

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

Premium Table

View History Primary Information

Benefit Arrears Priority 8076 Empe/Empr [ 3 - BOTH PAY . I

Payables

FTE Table Category | 05 - oTHER - | Benefit
Insufficiency | M - MANDATORY (MUST BE RESOLVED) - Annual Tax Table

Credit Emp Acct via ACH

Calc Code [43 - GRADE RATE; PCT FROM DED MASTER v E
State Cade [

Encumber Remaining
Adjust for Rounding

Total Cycles 0

J Expense |1000-0-000-000-00-00-0000-0-5110 - J
Tax Table Type l - ]

J

J

-

Local Code l

SALARIES FULL TIME
Check Type [ N - NO CHECK -

Wwithhalding ‘IDDD—D—DDD—DDD—DD—DD—DDDD—D—ZIZD - |

Ck/Invoice Entity l PAYROLL WITHOLDING

-

Vendor Number of...

Amounts/Limits

|EmpE Amb/Pct 0150]

Empr Amt/Pet 02s0] |
Empe Annual &mt .00 Empr Annual Amt .00

Empe Limit .00 Empr Limit .00

Limit Type l - Multi-Limit l_l

Empe Minimum .00 Transaction Fee

Additionally, you can define a specific grade code for the base amount by entering a grade
code in the Grade box on the Options tab. When completed, this value overrides the
employee’s primary grade code when determining the deduction amount.

Add the deduction to employees and adjust the percent, if required. When payrolls are

completed, the deduction amount is the percentage of the employee primary grade base rate
(or the override grade base rate, if applicable).
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Employee Assignments
The Job Class list is available. This list is a key field and part of the data that makes each
record unique.

Employee Assignments - Munis File Edit Tools Help

o .
st MuUNis
K

oo | HEE FeE EEEE EEEE NEE EED e |«

Employee Assignments - Munis

Employee S5N Last Name First Name MI Status

| ||acmive -
|

| 4. |4s6-73-7203 | j0mES ||

Assignment
Location

Effective Date

IHALL - HALLWAY MONITORING - H@

IQZDD - MIDDLE SCHOOL 1 - I

01/01/2007

Ending Date |12/31/2007  |F3]
Job Class [ A ]
FTE Percentage 1.00 ] Extra Duty
Description |TEST |
Highly Qualified IND - I
Sessions Taught 0
1of5 4

Use this list to create multiple records with the same employee, assignment, location, and
effective date combinations for different jobs.

Employee Deductions
The Start Date and End Date boxes are available for date entry when you select the Global
option to display the Global Add and Delete screen.

D@9 Employee Deductions Global Add/Delete

Hotes v B Audit

Attachments 14 Maplink v

TCM A Alers v
Toals Meanu

Deduction | | - Active

CaleCode | ~ |Factor| |

Deduction Application Criteria

Start Date | | 1= End Date |

Employes Amt/Pct B Employer Amt/Pct =
Employee Limit &= Employer Limit =

Deduction Cycles Employee Selection Criteria

123 45 Location | | o |

_____ Organization t
Group/BU || |
Emp Group \_I to \_I
Jpclass || o |

If you do not enter values in these date boxes, the program ignores the fields; if you complete
these boxes with valid dates, the program only deletes records within the defined date range
and with a deduction number matching the date specified and within the employee selection
criteria specified.
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Employee Job/Salary
In the Employee Job/Salary program, the Global Update option displays the Update Active
Pays screen.

D@ Employee Job/Salary - Munis N

Recurring Project Update
nents (1€ Maplink v | Global Add/Del Recalc
Retun
A Alerts v Global Update B More.. v

Menu

Employee Job/Salary - Muni

Employee Identification

Employee 53N Last Name First Name M1 Suffix status
[ 4] |4s6-79-7200  |1omES | [ | & - acTive -

Main | Cycles/Other | Next Change | Civil Service

Job Class 5202 |... TEACHER SCIENCE Calc Code 32 Hours/Day 7.00
Pay Type |111\... ANNUAL SALARY Num Pays \ ZE.UUulHuurszear \ 1255.UU| ‘

This screen includes the Update Days/Years list. Use this list to determine the method for
updating the Days/Year field on records in the active set based on calendars, salary tables, job
classes, or a specific number of days.

@@ Q Update Active Pays

Parameters
|_| Update Number of Pays
|| Update Number of Remaining Pays
[_] update Cycles Cycle 1
Cyele 2
Cyele 3
Cyele 4
Cycle 5
| update FTE
Update Days/Year No Update -

Days from Calendar
Days from Salary Table
Days from Job Class

Specific Days/Year

‘No Update \

If you select Specific Days/Year, enter the number of days in the box that follows.
This screen also includes the Update Number of Remaining Pays check box.

- @@ 9 )
Update Active Pays

18] Text fle £ word
= %]
Iv | —— A rorF =] Email
rint Exoel
cate 8] Sche

te | v Er Praview

P Alerts v Refresh Risk Codes
Output Office ools Menu Return

pdate Parameters

Update Number of Pays | |

| Update Number of Remaining Pays | | |

Update Cycles Cycle 1
Cycle 2
Cycle 3
Cycle 4
Cyde s

Update FTE

Update Days/Year [Nn Update - H

If you select this check box, complete the box that follows with the number of remaining pays.
The program uses this value to update the remaining pays for all records in the active set.
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Employee Master

In Employee Master, the Alternate Email Only and Both Print and Alternate Email options are
availablﬁe for the Advice Delivery list on the Payroll tab.

r @i 9
— Employee Master

®

Employee Master - Munis

Employee Identification

Employee SSN Last Name First Name Middle Name ML Suffix Status

| 4||456-73-7208 ||pones | I | I )| - ACTIVE x)

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

Indlude After  [01/01/1995

Run Type I 5 - PENSION/RETIREMENT - ]

Other Service | 0|

Advice DEhvaI P - PRINT ONLY A

W-2 Delivery - PRINT ONLY

- PRIMARY EMAIL ONLY

P
E
B - BOTH PRINT AND PRIMARY EMAIL
A - ALTERNATE EMAIL ONLY

c

- BOTH PRINT AND ALTERNATE EMAIL

When selected, these options cause programs to use the employee's alternate e-mail address
for advice delivery in place of the primary address.

The Employee Master program also cross-references addresses to Canadian province and
postal codes using the Global Crosswalk program. The crosswalk types FPC - Province Codes
and FZC - Post Codes are used to create the cross-reference. The Payroll Checks program

accepts the cross-referenced data from Employee Master and prints the proper province and
postal codes on checks.

Generate Earnings and Deductions

The Generate Earnings and Deductions program includes the Decrement Remaining Pays
check box. This check box, if selected, allows the Remaining Pays value to be decreased by
one during the Employee Update process for those instances when the value should be
decreased by one (for example, the pay is encumbered).

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 28



= tyler

technologies

Gini

L
Ev Preview
Confirm Actions Output Office ools Menu | Returm
Generate Eamnings and Deductions - Munis

Details

Begin Date i End Date i
Earnings Factor %o
Deduction Factor %

=| Calculate Income Tax using Actual Deduction Gross

=| Earn Accruals Within This Payroll

= | Increase Days Worked in This Payroll

= | Factor Days Worked by FTE in This Payroll

= | Cverride Consecutive Workdays Count in This Payroll

| = Decrement Remaining Fays |

Exclusicns

When this check box is not selected, the Remaining Pays value is not decreased by one, even
if the current setup requires that it be decremented. The Employee Update process
recognizes the Decrement Remaining Pays value indicated in the Generate Earnings and
Deductions program.

For the Run Control option, on the General Defaults screen, in the Payroll Control Settings
program, the Decrement Remaining Pays check box is available. If this check box is selected,
this option becomes the default option when new payrolls for the specified run type are started.

Payroll Generate Default

word
Email
Schedule o TCM

Control * Payroll Generate Defaults

Start Date 01/01/2011 | End Date 12/31/2011 |
Earnings Factor 100.000 Deduction Factor 100.000

Location 135 to 135
Group/BU Code (10 to 10
Employee Group to ZZ77

Calculate Income Tax using Actual Deduction Gross

Earn Accruals Within This Payroll

Increase Days Worked In the Payroll

Factor Days Worked by FTE in This Payroll

Override Consecutive Workdays Count in This Payroll
| +| Decrement Remaining Pays |

Excluded Pays Excluded Deductions Excluded Emp Types
bl 0 el el
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Mass Salary Change
The Mass Salary Change program automatically applies a salary increase to all employees
meeting specified criteria.

@ Mass Salary Changes
.:" Main Welcome, Maureen Elfring

Location Started Job Before Increase Type
| 0 item(s) selected Clear | ‘ ‘ | Percentage Increasa ‘
Organization Min Days Worked Effective Date
| 0 item(s) selected Clear | ‘ ‘ in year ‘ | ny| ‘ E
Group Min Hours Worked Percentage Rate
| 0 item(s) selected Clear | Over step I:‘ Minimum Hours Worked l:l |D | of | Salary ‘
Job Next Date Rounding Method
| 0 item(s) selected Clear | | Specify | | None ‘
Position | |55 o | &
| @ item(s) selected Clear |
Review Period
Pay | Specify |
| 0 item(s) selected Clear | ~
I & o [
Also Include

D Inactive Employees
[ Frozen / Off-Step Employees
D Retirees

To apply a salary increase:

1. Complete the fields in the Selection Criteria group to define the entire group of employees
to whom the increase applies.

2. Complete the fields in the Eligibility Criteria group to find those employees within the
selection group who are eligible for the increase.

3. Complete the Increase Criteria to define the type, effective date, and amount of the
increase.
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When you click View Results, the program displays results of those employees who meet the
eligibility requirements.
@

Welcome, Maureen Elfring

B

Update Results  Post Results  Reset

Actions

Eligible Employee Number Employee Name Job Class Pay Type Location  Organization Position Current Salary N Location
58 JOHN TARGET FDIR 11 135 11135000 99838 $48,175.00 (4| [2 tom(e) seiecied e ]
64 TIM BEDIENT Facd 102 125 11135000 $31,200.00 s
68 HENRICK BORIS FAC1 11 135 1106 $45,100.00 [ Organization
69 GATESTSTATETAX  FDIR 111 125 12502 $45,100.00 s [0 items) selected Cear [v]
a5 LINDSEY BLOOMBERG ~ FDIR 11 135 13502 $49,20000 5
100 TIMOTHY JONES - SMITH FDIR 111 135 11135000 13501 $46,12500 5 Group
103 JANICE SORIANO FCL1 11 135 11135000 13516 $27,913.00 5 | 0 item(s) selected ciear [v]]
104 JOSEPH AMATO FCL1 111 155 11135000 12517 $23,600.00 3
105 EMILY COHN FAC1 11 135 11135000 13505 $47,150.00 [ Job
108 ELISE WILLIAMS FACt 11 135 11135000 13507 $46,125.00 5 [0 item(s) selocted Glear ]
107 ADAM LANGER FAG2 11 135 11135000 13511 $48377.04 5 -
108 SUSAN TRULLI FOL1 111 135 11135000 13515 $27,583.40 5 Position
109 JONATHAN WOO oI 11 155 11155000 15501 $82,000.00 s [0 tomfe) selcted Cleor o]
10 NANCY MILNER ITPR 111 155 11155000 15505 $42,400.00 s pay
11 MICHAEL JORGENSON  ITPR 11 155 11155000 15504  $52,400.00 5 [0 iterm(e) selected cea 1]
112 HERAD FRANZ Tss 111 155 11135000 15508 $40,000.00 5
13 JUDY DICKENSON Tss 11 155 11155000 15509 $46,00000 5
111 ERIC VOLLMER ITEG 111 155 11155000 15510 $63,00000 E
120 EDWARD GREY ADDL 101 135 16177000 $24,960.00 s
154 DOMINIC JOSEPH FAC2 111 125 11135000 13510 $45,100.00 5
429 ALEXANDER SMITH FAC2 101 135 11135000 $0.00 5| |
777 ELIZA MULLEN ITPR 111 155 11155000 15504 $0.00 5 Eligibility Criteria
778 MARY LEVESQUE FAG2 101 135 1000 $0.00 5
200 MAXWELL ANDERSON  FAC1 101 135 11125000 50,00 E Increase Criteria
< o]

Post Results

To view details for a specific employee, hover your mouse over the employee line in the
Results table; the program displays the job, position, pay type, and salary details for the
employee.

Welcome, Maureen Elfring

Update Resulis  Post Results  Reset

Actions

Salary Change Resulis Selection Cntena
Eligible  Employee Number  Employee Name JobClass Pay Type Location Organization Position  Current Salary N Location
64 TIM BEDIENT FAC4 102 135 11135000 31,200.00 =3 -
Sk 8 [2 itemre) selected Clear ‘
68 HE Job Class Pay Type
69 G4 FAC4 - ACCOUNTANT IIl 102 - ANNUAL HOURLY SALARY n
85 U lected Clear
Location Position Organization selece e ‘
100 T
135 - FINANCE DEPARTMENT 11135000 - FINANCE DEPARTMENT
103 JA
104 Jo Annual Salary Period Salary Daily Rate Hourly Rate selected Clear ‘
105 £ Current $31,200.00 Current: $1,200.00 Current $120.0000 Current: $15.0000
New: $31,200.25 New 51,200.36 New: $120.0360 New: $15.0045
106 Ell Difference: $9.36 Difference $0.36 Difference: $0.0360 Difference: $0.0045
107 ADAM [ANGER FAGZ EEE 35 11135000 13511 $45.377 04 B [T selected CEE"
108 SUSAN TRULLI FCL1 1 135 11135000 13615 $27,583 40 §
Position
ng JONATHAN WO mni 1 155 11185000 15601 $R2 nnn nn i
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You can adjust the Selection, Eligibility, and Adjustment criteria until the results are correct.
To process the salary change, click Update Results, and then click Post Results to post the
change to the general ledger.

.

Welcome, Maureen Elfring

% B O

Updste Resulis  Post Resulis  Reset

Actions

Salary Change Results Selection Criteria

Eligible  Employee Number  Employee Name JobClass  Pay Type Location Organization Position  Current Salary N
64 TIM BEDIENT FAC4 102 135 11135000 $31,200.00 g~

Location
[ —— P ]

Mass Step Increase
In the Mass Step Increases program, the Use Extended Employment check box is available. If
you select this check box, the Ext. Hours and Start Day fields are available.

- .
Mass Step Increases - Munis s Munis
:

Mass Step Increases - Munis

Options | No Increase

Effective Date 03/01/2012 |[35]

Location 135 to 135

Org to ZZZZZZZZ7

Group/BU to 7777 I

Job Class to ZZZZ I

Pay Type 0]... to 999 | ...

Next Date to [35]

Started Job Before 02/21/2012

Minimum Days Worked | Ul in Year | 2DUB| by IJob Class -

Ext. Hours

Start Day

@ Use Extended Employment

| 0.00 J

Step Increase Basis
Sort Report By

PM Action Code

| 2 - CURRENT SALARY DATE + 1 YEAR

I 1 - EMPLOYEE NUMBER

I

|_| 1mpact Longevity
|_| Active Emps Only

|_| Print Separate Error Report

In the Ext Hours box, enter the minimum number of extended hours of employment per week;
from the Start Day list, select the day on which the week begins. Completing these fields allow
you to process step increases for extended employment work projects. In the Salary Tables
program, the Extended Employment Weeks field is available on the Requirements tab. When
you process increases for extended projects, this field captures the number of extended
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employment weeks required to move to the next level.

' -
salary Tables - Munis File Edit Tools Help *a% munis

xlaepr | s@eE |MER +* 10|«

Pay Calc Code

Generate Salary Tables - Munis
ooy ¥ ]
Pay Band Report Effective Date Default Pay Periods
Group/BU Code [ - ] - | Off-Step After Max Step
~| Pay Band Hours Per Day
Grade/Rank Hours Per Period
Description | Hours Per Year
Pay Basis l - J Days Per Period
Pay Frequency l - J Days Per Year
l

J ~| Use Percentage Calc
-

Base Rate

Comments | |

Stepsf/Levels | Requirements

Step/Level Score Wait Mext Grade Mext Step  Fail Score Fail Wait Service Years |Ext. Emp Weeks 3

Pay Master

Payroll programs process supplemental worker's compensation pay using calc code 65 - Sum
of Defined Period Pays * Factor and the N - Supplemental Worker's Compensation pay type.

In the Pay Master program, the Worker's Compensation check box is available.
[OF 3] )
Pay Master - Munis

Fay Ma:

Pay Start Date End Date Short Desc  Long Description Abbr
[5= ] | I |

Main | Paycheck/Cycles | Impact Accruals

W2 Code | M FLSA/OT | -

Tax Method | - Project Account | Joee
- B Default Account

] I e Lafault Days/Yr |
Calc Code [ h= - Add to Base

Rate/Amount = - Subtract from Base

Factor = Verify Accrual Balance
Bill Rate = ~| Encumber Remaining Pay

=| Seasonal Wages
Reference

~| Generate Labor

Escrow [ = - Hours Entry

Extra Serv I - J = Fringe Pay Dock
= Include in PAF File

- Grade Based Longevity S —————

Longevity [ =3 ~| Include in position FTE calc
- Secondary Check
- Worker's Compensation

H || 4 [|[oofo 3 RN

When selected, this check box indicates that the pay type is worker's compensation pay. This
check box must be selected for the pay type that represents the actual worker's compensation
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pay as it identifies the pay to subtract from the supplemental pay to get the supplemental

portion.

Using calc code 65 and pay type N, programs calculate the supplemental worker's

compensation pay to pay out at least what the employee was making prior to worker's
compensation for up to 180 days from the time worker's compensation starts. The starting
point for the supplemental pay is the difference between the worker's compensation pay and

80% of the total gross of pays assigned to the supplemental pay.

The Pay Master program includes the Secondary check box.

@9

¥ Delel

o
Print

B} Text file
Global ¥ PDF

Duplicate | v Eb Preview
B

Output

= I word Notes
= email Attachm

" [ Schedule ., TCM

Office

Units h

Category |

Pay Start Date End Date Short Desc  Long Description Abbr
L 55| |55 | | J |
Main | Paycheck/Cycles | Impact Accruals

w2 Code | - FLSA/QT

Tax Method | - Project Account

Default Account

v B Audit Copy Pay ¢
[7E Maplink v | Longevity
Retum
A Alerts v

Menu

Calc Code l

Default Days/¥r

-
-

| (B,

Rate/Amount =
Factor

Bill Rate =
Reference

Escrow |

Extra Serv |

Grade Based Longevity
Longevity | M=

Add to Base
Subtract from Base
Verify Accrual Balance
Encumber Remaining Pay
Seasonal Wages
Generate Labor

Hours Entry

Fringe Pay Dock

Include in PAF File

Use for ESS Time Entry
Include in positi

Worker's Compensation

ition FTF calc

ENENED D I [ATE]

Pay Master - Munis

If this check box is selected, the Generate Earnings and Deductions process moves identified
pays into a secondary check when pays are moved to a payroll through Time Entry.
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Category Setting Description
Employee e Update Allocation on Other When the value for these options is
Job/Salary Pays Yes and you change values on a
e Update Group on Other Pays | base pay record, the program copies
e Update Location on Other the change to those other nonbase
Pays pay records as directed by the control
e Update Pay End Date on setting. When the value for these
Other Pays options is No and you change a value
 Update Pay Frequency on on the base pay record, the program
Other Pays does not copy the change to other
e Update Pay Start Date on nonbase pay records.
Other Pays
e Update Pay Status on Other
Pays
e Update Risk Code on Other
Pays
e Update Status on Other Pays
Employee The Update Fields on Grade If the value for this option is Yes, the
Job/Salary Change option is also available in | grade value on a pay record in
the Employee Job/Salary Employee Job/Salary is refreshed
category whenever you change the
employee's grade. Note: This may
result in an overwrite of manual
changes for the affected fields.
General 33 Calendar Integration The default value for this setting is
Yes; in this case, the Employee
Job/Salary program attempts to
complete the Days/Year value with
the remaining days from the calendar
based on the pay start date for calc
code 33. When the value for this
setting is No, the program does not
attempt to integrate the calendars
with calc code 33, which retains the
value of the Days/Year box with the
remaining days from the calendar.
General Escrow Pay Encumbering This option controls how escrow pays
Method manage the remaining salary amount
in the Employee Job/Salary program.
The default option processes by
excluding escrow monies when
reducing the remaining amount; using
the Escrow Pay Encumbering Method
option, the remaining amount
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Category

Setting

Description

includes the escrow amounts (known
as earning amounts). The Remaining
option in the Employee Job/Salary
program accommodates the new
setting, and in addition, calculates for
all pays in the active set, has an
option to update the Reference
amount, and produces an exception
report if errors are encountered in the
process.

General

ESS Check Display Restricted by
Check Date

When enabled, this option prevents
checks from being displayed in ESS
prior to the check date on the check.

Generate

LIT Local Code Deductions

When applying LIT local code
deductions, this option determines
the method to use: 1)Local Deduction
by City Code and Employee Master
Location, 2) Local Deduction by City
Code, or 3) Local Deduction by City
Code and Job/Salary Location.

If this setting is selected, the
Generate Payroll process completes
according to the selected option.

Time Entry

Use Time Entry Groups

This option determines how users
use Time Entry groups within the
Time Entry program:

e N - No Restrictions: There are no
restrictions for using Time Entry
groups for the autoload or find
pending processes. This is the
default value.

e R - Group Required: Requires
users attempting to use autoload
or to complete a find pending
process to use a Time Entry
group. In this case, you cannot
leave the Time Entry Group field
blank.

e D - Use Default Group Only:
Forces users attempting to use
autoload or to complete the find
pending process to use the
defined Time Entry group entered
in Time Entry Preferences.
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Payroll Field Level Security

The Allow Delete check box is available. If this check box is selected, the you can delete
records from the specified program; if this check box is not selected, the user cannot delete
records from the specified program.

Q Y y .
@& Payroll Field Level Security - Munis
E 8} Text file ET] 23 word
i 5 PDF = & email
Excel
te v [ Preview [@) Schedule . 7C
Output Office
Pa; ecut
User Information
UserID |
Name [ |
Short Name |
Initisls |
Program Information
Field Access
Field Description Field Access Option =
K || 4 |[oofo R EN =]

The Employee Job/Salary and Employee Master programs check this permission when a user
chooses to delete a record. The Global Add/Delete program also checks the user permissions
for Employee Job/Salary before allowing a user to delete records.
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Payroll Manager
The Payroll Manager program:

e Starts each payroll process, assigning a unique identifier.

e Allows you to view existing payrolls and change a payroll to active.
e Maintains users and Time Entry groups for payrolls.

e Provides a status indicator for each payroll step.

| @ Payroll Manage!
.:‘. Main Welcome, Maureen Elfring

EECETTE ™

= Ballcon | Groups

Return to

@ advanced Delele | Setasmine  Search

Maintain Return

Warrant: 0605 Refresh | Multi-Level
Start End Check Date Fiscal Year
UL 12/31/2012 3/15/2012 2012
Complete
Required Status  Application
4 Generate (3 items) Z
Generate Eamings and Deductions
D Time Entry
P Vendor Processing
4 Maintain (2 items)
O Balance Sheet
D Eamings and Deductions
4 Proof (1 item)
Eamings and Deductions Proof
4 Update (1 item)
Employee Update
4 Checks [ Advices (5 items)
F] Print Payroll Advices
P Advice Register and Export
O Direct Deposit File
D Print Payroll Checks
F] Check Register
4 Reports (& items) |
O Deduction Report
F] Detail Distribution Report
P Detail State and Local Taxes
O Deduction Report by Type k.

[€<€ [1 » > Retum o search resuits Cancel

The ribbon at the top of the screen provides the action options for the program.

Select this option... | To...

Actions Group

Start Display the Start screen for regular, miscellaneous, void, or
other payroll types defined for your organization.

Balloon Display the Start screen specific to a balloon payroll.

Delete Delete the active payroll.

Maintain Group
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Select this option... To...

Users Display a list of users assigned to this payroll. User are
personnel with permissions to enter time for this payroll.
According to departmental or organizational permissions, not
all users may have access to this program; however, users
entering data in the Time Entry programs must be associated
with a payroll in order to complete their tasks. Users can only
be associated with one payroll at any particular time.

Groups Display a list of users included in the Time Entry group for this
payroll. When you have a defined time entry group, you can
automatically load time entry records when you create a new
batch. The autoload process takes a predefined list of
employees and creates time entry records for each employee
with the appropriate pay codes. You can create groups for
autoloading using the Time Entry Groups program.

Set as Mine Change the select payroll to the active payroll for your user ID.

Return to Search | Return to the most recent search results.

From the group header, click Refresh to reset the value of the Required check boxes for any
items not controlled by the Payroll Control Settings program. For example, if Payroll Vendor

Processing is not selected in the Payroll Control Settings program, but you select the check

box for the active program only, the program clears the check box when you click Refresh.

Click Multilevel to display a list of current multilevel payrolls.

When you start a payroll process, that payroll is called the current payroll. To change payrolls,
use the Search box or the Advanced Search option to find the payroll to make current.

@ Payroll Manage
.:" Main Welcome, Maureen Elfrir

Enter search terms

Run Type Warrant Check Date Start Date End Date Fiscal Year  Completed
View |BIWEEKLY (1) 0111 2/15/2011 1172010 1213172010 2011 I ’E

Wiew BIWEEKLY (1) 0115 1152011 1172011 1213172011 2011
Wiew BIWEEKLY (1) 012709 1/2712009 1/15/2009 1/27/2009 2009

With that payroll as the active record, click View to review the payroll details; click the Set as
Mine option in the Maintain group on the ribbon to change the selected payroll to the active
payroll for your user ID. Note: Everything you see or do pertains only to the current payroll you
are in; any other payroll running concurrently is not affected.

To start a new payroll, click the Start option in the Actions group on the ribbon.
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Start Payroll

Run Type Warrant
1 - BIWEEKLY | 0306

Payroll Start Date i/1/2012 |
Payroll End Date 12/31/2012 |
Payroll Check Date 2/5/2007 5

Fiscal Year 2007

Change Cash Account

Location to |135
Group/Bargaining Unit to |10

Employee Group to |ZZZZ

K< @ ) CW.

Once you have defined the new payroll, click Save to return to the main Payroll Run Status
screen with this new payroll as the active payroll. Note: When you complete the Payroll Check
Date box on the Start Payroll screen, you must enter the date in the mm/dd/yyyy format,
including forward slashes.
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@ Payroll Manager

.:" Main Welcome, Maureen Elfring

T e

= Balloon | Groups

Retur to
© Advanced Dekete ssmine | Search

earch Actions Maintain Return

Run: BIWEEKLY (1) Warrant: 0306 Refresh | Multi-Level
Start End Check Date Fiscal Year
1/1/2012 12/31/2012 2/5/2007 2007
Complete
Required  Status  Application
4 Generate (3 items) Z
Generate Eamings and Deductions
F] Time Entry
P Vendor Processing
4 Maintain (2 items)
7 Balance Sheet
7 Eamings and Deductions
4 Proof (1 item)
Eamings and Deductions Proof
4 Update (1 item)
Employee Update
4 Checks [ Advices (5 items)
D Print Payroll Advices
D Advice Register and Export
F] Direct Deposit File
P Print Payroll Checks
] Check Register
4 Reports (6 items) D |
P Deduction Report
O Detail Distribution Report
D Detail State and Local Taxes
D Deduction Report by Type 3
[$K€ @ 2 3 a ... »)|| Retumtosearch results @ Cancel

To process a payroll, open the processing programs in the order indicated by the check boxes.
For example, to begin, click Generate Earnings and Deductions. The Munis Generate Earnings
and Deductions program opens with the active payroll selected. Confirm the payroll and
complete the program.

When you complete a payroll program, close that screen to return to the Payroll Manager
program. In the Payroll Manager program, select the next step, click the application, and
continue. Repeat the process until all steps have been completed.
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Payroll Vendor Processing

When you preview data using the Output options from the Detail screen, the program displays
a Report Options dialog box.

D@ e Payroll Vendor Processing Deduction Detail

Child Support  Remove Q
Retum

Return

Ac noel Add  Update Print
cate s C s
nfir : Outpul ice
Fa) roll Vendor Processing Deduction Detai
Vendor 1049 DELTA DENTAL \
Deduction 2300

DELTA DENT

Employee Amount 8.00
Employer Amount 15.00

From Run Number|1 BIWEEKLY {2} Print 55N

From Warrant 0111 () Suppress SSN
ancel
DK 2 Y TR =N [ ok | cocat |

Select Print SSN to include Social Security numbers in the output; click Suppress SSN to
exclude Social Security numbers from the output.

Projections Manager

The Projections Manager program creates a unique payroll projection file. The program
creates a projection by creating a copy of current payroll/personnel information. The projection
is identifiable by a unique projection run number.

Projection Manager

Main

Enter search terms E‘ + Creats

[E Update

Welcome, Maureen Elfring

©  Advanced 5 Dokl

Search Actions

Run #1002- MARCH 2012 { 1172012 - 12/31/2012 )

| View Employees | Edit Users

Change Type BUDG - ANNUAL BUDGET PROJECTICN Job Classes
Locations
Groups
All Tasks
Application Status Comment

On the ribbon, the Search and Action groups provide the options for creating projections and
updating existing projections.

Creating a Payroll Projection
To create a new projection, click Create in the Actions group on the ribbon. The program
displays the Add Payroll Projection screen. Define the projection and then click Save.
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Welcome, Maureen Elfring

Main

Enter search terms E‘ + Oreste

[E] Update

© Advanced

Search

Add Payroll Prejection

Run # Description Begin Date End Date
‘250 | |MARCH2012 ‘ |1,’1,’2012 |E| |12,131,f2012 |
Change Category [ Partial Year Projection

|BUDG - ANNUAL BUDGET PROJECTION ‘

[Jinclude Benefits

[ include Inactives
Employee Selection 0 Employee(s) Selected

User Setup 0 User(s) Selected

|‘

Display the Employee Selection pane by clicking the expand arrow and select the employee
criteria to include in the projection.
Projection Manager

Main Welcome, Maureen Elfring

Enter search terms &Y - Creste

@ v

Search

Add Payroll Projection { Cance |

Run # Description Begin Date End Date

[2s0 | [MARCH2012 | [1/1202 | 5F [12/31/2012 |F]
Change Category [ Partial Year Projection
[BUDG - ANNUAL BUDGET PROJECTION [

I:‘ Include Benefits
D Include Inactives

Employee Selection 0 Employee(s) Selected

|

Employee Number  FirstName  LastName JobClass Location Group/BU  GILOrg  GIL Project Location

| 2 item(s) selected Clear ‘
Group
| 0 item(s) selected Clear ‘
Organization

Clear ‘
Project
| 0 item(s) selected Clear ‘
Job
| 0 item(’s) selected Clear ‘

User Setup 0 Usen(s) Selected

‘I

<

Click Preview to view the results.

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 43



= tyler

Display the User Setup pane to add users to the projection. The project provides a list of users;
click a user to add.

User Setup 0 Usern(s} Selected —

Users Salary Benefits Posting
=

The program displays a list of user names; when you click the name, the program displays the
Salary, Benefits, and Posting boxes.

BUDG - ANNUAL BUDGET PROJECTION |i|| Add Factor +

E Inclisde B it

kroot - KARLA ROOT

kshiffler - Kristine Shiffler Spina

ksimonds - KATE SIMONDS |

lam - lauri test

mberger - Max Berger =
Benefits Posting

melfring - Maureen Elfring
mgentleman - Mary Gentleman

mgross - Michael Gross

michelle.wainer - Michelle \Wainer v

g
1]
1]

X ksimonds [

Add User + @

For each name, click the applicable boxes for the projection category to which the user should
have access. When you select a box, the program displays a list of tasks available for that
action. Select the check boxes for each task for which the user should have access.
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Benefit Tasks Al | None

[ include Benefits

[ include Inactives

User Selup 1 User(s) Selected

Employee Selection 0 Employee(s) Selected

D Deduction Master

[ Benefit Master

| Premium Tables ‘

Employee Deductions

[} Employee Benefits

" tyler

[] Benefit Calculate
Users Salary —I
Add User +

Click Save.

User Sefup 4 User(s) Selected v

Users salary Benefits Posting
— 1 1
- T
X motmg S IS I
S— S IS I
Add User + "Save |
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Once you have created and saved a projection, the program displays the My Tasks tab.

Run #111: OCTOBER 302011 { 1/1/2011 - 12/31/2011) | View Employees | Edit Users

ACCOUNTANT |, ACCOUNTANT I, ACCOUNTANT I1l, ANNUITANT, ATHLETIC
Change Type BUDG - ANNUAL BUDGET PROJECTION Job Classes DIRECTOR, ATTENDANCE OFFICER, BUILDING ENGINEER, CAFETERIA
ASSISTANT MANAGER, CAFETERIA MANAGER

ANNUITANTS, CENTRAL OFFICE, ELEMENTARY SCHOOL 1, ELEMENTARY
Locations SCHOOL 2, ELEMENTARY SCHOOL 3, ELEMENTARY SCHOOL 4, ELEMENTARY
SCHOOL &, FINANCE DEPARTMENT

ANNUITANTS, CUSTODIANS, EXECUTIVES, FIRE, FOOD SERVICE, NON
Groups UNION, PARAPROFESSIONALS, POLICE, PRINCIPALS, TEACHERS,
TEAMSTERS, UNAFFILIATED

LR ET TGN GYE All Tasks

Application Status Comment

Benefit Master [ m Not Started ] Edi
Deduction Master [ m_Not Started =T
Employee Deductions (M, Not Started =
Employee Job Salary M, Not Started | Edi
Mass Salary Change (LM Not Started ] Edit
Employee Master [ m_Not Started ] Edi

This tab includes all the projection tasks defined for your user ID. To complete tasks, click the
application name to open the associated program in Munis. For example, when you click
Benefit Master, the program opens the Munis Projections Benefit Master program.

Hint: If the My Tasks tab is not available; click Edit Users to ensure that you are an active user
for this projection.

When you close the Munis program, return to the Payroll Projections program and click the
Status button to update the status of the task.

All Tasks
Application Status CI m
Benefit Master | [ InProgress i‘ ® S
Deduction Master [ B Not Started ]_ C‘
Employee Deductions (M, Not Started !
Crnalauca lon Coinn. | (S L of
<! [ »]
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Continue updating programs until the tasks assigned to your user ID have the status Ready for
Review.

Use the Edit button to maintain comments for each of the tasks.

ANNUITANTS, CENTRAL OFFICE, ELEMENTARY SCHOOL 1, ELEMENTARY SCHOOL 2, ELEMENTARY SCHOOL 3,

Locations ELEMENTARY SCHOOL 4, ELEMENTARY SCHOOL 5, FINANCE DEPARTMENT
Task Comments - Benefit Master [ x]
Groups IN, PARAPROFESSIONALS, POLICE,
Date  Comment
EVAEECEYE All Tasks

Application Status Comment
Benefit Master In Progress Edit /‘ O
Deduction Master Edit
Emnloves Master B Not Started Edit dl

Updating Existing Projections

To find existing payroll projections, enter search criteria and click Search, or click Advanced to
use specific field values to find records. When the search completes, the program displays a
list of projection records.

T

@ Advanced - :J E M’:’e::;?e‘:hnn
Actians Return
Run # Description Run Dates
110 NOVEMBER 2011 112012 - 1213172012
111 OCTOBER 30 2011 1112011 - 1203172011
200 NOVEMBER 2011 PROJECTIN A 1112011 - 1243172011

Click the run number to select a projection. The program displays the projection record; click
the Set as Mine option to make this projection the active projection.
I * o

=

Update
e Retun to
Search

© Advanced

Search 4 ns Return

Run #110: NOVEMBER 2011 (112012 - 12/31/2012 ) Set As Mine View Employees | Edit Users
Change Type BUDG - ANNUAL BUDGET PROJECTICON Job Classes ACCOUNTANT |, ACCOUNTANT II, ACCOUNTANT Ill, CITY MANAGER, CLERK |, DIRECTOR OF FINANCE
Factors Oto O by 0% Locations FINANCE DEPARTMENT
Groups NON UNION
All Tasks
Application Status Comment
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Click Update in the Actions group on the ribbon to display the details.
@

Projection Managei

Main Welcome, Maureen Elfring

Enter search terms =

Q  Advanced

ch

Edit Payroll Projection

Run # Description Begin Date End Date
[MarcH 2012 | 1/1/2012 12/31/2012
Change Category [ Partial ‘Year Projection
|BUDG - ANNUAL BUDGET PROJECTION |

[ include Benefits

[T include Inactives

Update the fields, as required. If you select the Include Benefits check box, the Add Factor
option is available. Use these boxes to define the range of deduction codes and factor to
include.

m Projection Managel

Welcome, Maureen Elfring
Enter search terms Q|

@ Advanced

Edit Payroll Prejection

Run # Description Begin Date End Date
[MaRcH 2012 | 1/1/2012 12/31/2012
Change Category [ Partial Year Projection
[2UDG - ANNUAL BUDGET PROJECTION B Add Factor +

[] Include Benefits I X |0 | To |0 | By |0 | ‘
Include Inactives

Click Save to save and display the projection.

Click View Employees to view employees included in the projection.

Job Cl = ACCOUNTANT I, ACCOUNTANT Il, ACCOUNTANT IIl, CITY MANAGER, CLERKI,

Change Type  BUDG - ANNUAL BUDGET PROJECTION e e

Factors 0 Projection Employees

Employee Number  First Name Last Name Job Class  Location Group/BU G/LOrg  GIL Project
4 TIM JONES FACH 135 10 11135000
56 TEST DIRECT DEFPOSIT FAC4 135 10 11135000
Application St} 58 JOHN TARGET FDIR 135 10 11135000

58 JOHN TARGET FOIR 135 10 11135000
64 TIM BEDIENT FACH 135 10 11135000
64 TiM BEDIENT FAC4H 135 10 11135000 |
65 KRISTINE SPINA CMGR 135 10 11135000
67 AIMEE WoOoD FDIR 135 10 11135000
68 HENRICK BORIS FACA1 135 10 11C6 B1130
68 HENRICK BORIS FACA 135 10 11C8 B1130
69 GA TEST STATE TAX FDIR 136 10 11135000

= e e . - - . e
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Click Edit Users to view or add users to the projection. The program displays a list of user
names; when you click the name, the program displays the Salary, Benefits, and Posting
boxes. These boxes are highlighted if the user is associated with tasks in that category.

|BUDG - ANNUAL BUDGET PROJECTION |i|| Add Factor +

E Inclisde B it

kroot - KARLA ROOT

kshiffler - Kristine Shiffler Spina

ksimonds - KATE SIMONDS |

lam - lauri test

mberger - Max Berger b |
Benefits Posting
melfring - Maureen Elfring

mgentleman - Mary Gentleman

mgross - Michael Gross

michelle.wainer - Michelle \Wainer v

biary

[ e I

[ e I

[ e I
|

[ | I

X ksimonds [

To assign users tasks, for each user, click the applicable boxes for the projection category to
which the user should have access. When you select a box, the program displays a list of
tasks available within that category. Select the check boxes for each task for which the user
should have access and save the change.

Projection Users
Change Type  BUDE - ANNUAL BUDGET PROJECTION LETIC DIRECTOR, ATTENDANCE OFFICER, BUILDING

SER
Users Posting

TARY SCHOOL 2, ELEMENTARY SCHOOL 3,
X brandle R

X munis ON UNION, PARAPROFESSIONALS, POLICE,

X melfring

Add User +

‘ Application Status

Once you have created and saved a projection, the program displays the My Tasks tab.

My Tasks (6) WAIRERS

Application Status Comment
Benefit Master [ m_Not started ) Edi
Deduction Master [ m_Not started | Edi
Employee Deductions [ B HNot Started ] Edit
Employee Job Salary M, Not Started | Eci
Mass Salary Change [ M_Not Started ) Edi
Employee Master [ m_Not Started | Eci

This tab includes all the projection tasks for your user ID. Note: If the My Tasks tab is not
available; click Edit Users to ensure that you are an active user for this projection.
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To complete tasks, click the application name to open the associated program in Munis.
For example, when you click Benefit Master, the program opens the Munis Projections Benefit

Master program. When you close the Munis program, return to the Payroll Projections program
and click the Status button to update the status of the task.

My Tasks (6) HEUNEESS

Aooicaton pr— Not Started
e % ® 5

Deduction Master W i
(@] Ready For Review
Employes Decuctons  (EINOUSBREA )

= - ok Ciolor. e wios 1

<]

w
it

Continue updating programs until the tasks assigned to your user ID have the status Ready for
Review.

Use the Edit button to maintain comments for each of the tasks.

Locations ANNUITANTS, CENTRAL OFFICE, ELEMENTARY SCHOOL 1, ELEMENTARY SCHOOL 2, ELEMENTARY SCHOOL 3,
ELEMENTARY SCHOOL 4, ELEMENTARY SCHOCL 5, FINANCE DEPARTMENT
Task Comments - Benefit Master [ %]
Groups ON, PARAPROFESSIONALS, POLICE,
Date  Comment
VALY All Tasks
Application Status ‘Comment
Benefit Master In Progress Edit ,/* .
Deduction Master Edit
- it
Mass Salary Change Edit
Emnioves Master m_Not Started Edit il

Salary Schedules

The Salary Schedules program maintains salary tables for use in payroll processing.

@ Salary Schedules
.:‘. Main

Welcome, Maureen Elfring
Enter search ferms t“ Bl Mew salary table
H Co

alary table

D advanced

f- Generate salary tsble

Search Actions

Creating a Table

To create a new salary table, click Create Salary Table in the Actions group on the ribbon.
The program displays the Create New Salary Table dialog box.
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Create New Salary Table

owe [ ]

Group/BU |

Effective Date  |10/14/2011 E

Description | |

CalcCode |01 - HOURLY RT - NO STAN [ v|

Pay Basis | A - annuAL [v]

Pay Frequency | A - ANNUALLY [v]

(8].4 Cancel

Complete the details, as appropriate, for the table, and then click OK.

To create a new table based on an existing table, use the search tools to find the table to copy
and click Copy Salary Table from the Actions group on the ribbon.

Copy Salary Table

Copy to: Grade I:I

Group/BU |

e T

Description |

Complete the Copy Salary Table fields and click OK to save the table.

Finding a Table
To find an existing salary table, enter search text in the Search box, or leave the Search box

blank, and click the Search button. To use more specific search criteria, click Advanced and
complete the search values.

Deleting a Table
Use the search tools to find an existing salary table; highlight the table and then click Delete in
the Actions group on the ribbon.
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Salary Schedules

Welcome, Maureen Elfring

== Generste salary table

A - NO DEGREE

Grade Group/BU Effective date
9200 - TEACHERS 07/01/2003
Actions Additional Detail
View Pay basis A- ANNUAL Hours/day 7.0000 Days/period 0.0000
Delete Pay frequency B - BIWEEKLY biny 0.0000 Dayslyear 185.0000
Calculation code 32 - A Confirm Delete 12050000 Periodsiyear  26.0000

Are you sure you want to delete this salary table?
07/01/2003

Actions Additional Detail
oK I Cancel |
View Pay basis A-AN 7.0000 Days/peried  0.0000
Delete Pay frequency B - BIWEEKLY Hours/period  0.0000 Days/year 185.0000
Calculation code 32 - ANNUAL SAL - PER SAL & DAILY RTC Hours/year 1295.0000  Periodsiyear  26.0000
AC - ASST COACH 9200 - TEACHERS 071012003
[ Actions Additional Detail

Updating a Table

Using the search tools, find the table to update, and then click View.

Enter search terms

Q Advanced

ren B Mew salary table

== Generste salary table

Salary Schedules

Welcome, Maureen Elfring

Grade Group/BU Effective date
18 - FIRE 07/01/2003 e~
Actions Additional Detail .
View | Pay basis H - HOURLY Hours/day £.0000 Days/period 10.0000
Delete Pay frequency B - BIWEEKLY Hours/period  80.0000 Days/year 260.0000
Calculation code 02 - HOURLY RT - STANDARD HRS & AMT Hours/year 2080.0000 Periodsiyear  26.0000
Actions Additional Detail
View Pay basis A- ANNUAL Hours/day &.0000 Days/period 10.0000
Maolata Paw franuanrw R -RBIWFFWI v Hrnreinarind AN AN Mavre fuaar RN NNAN

The program displays the Detail screen. Use the update buttons to maintain the table data.
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Salary Schedules

Welcome, Maureen Elfring

Enter search terms El [ New sslary table

FR Copy salary iable

D Advanced f- Generate salary tsble

Actions

Group/BU: Effective Date: 07/01/2003
Details Steps [+ =]
Destription DISPATCHERS Step Hourly rate Daily rate Period salary Annual salary
0 $0.0000 $0.0000 $0.00 $0.00
Comment
1 $18.2500 $146.0000 $1,460.00 $37,960.00
2 $18.7500 $150.0000 $1,500.00 $39,000.00
3 §19.2500 §154.0000 §1,540.00 $40,040.00
Pay Basis H - HOURLY 4 $19.7500 $158.0000 $1,580.00 $41,080.00
Pay Frequency | B - BIWEEKLY 5 $20.2500 $162.0000 $1,620.00 $42,120.00
6 $20.7500 $166.0000 $1,660.00 $43,160.00
Pay Cak Code |02 - HOURLY RT - 5T v |
7 $21.2500 $170.0000 $1,700.00 $44,200.00
[ ofr Step Afer Max Step 5 §21.7500 §174.0000 $1,740.00 §45,240.00
Hours/Day 8.0000 Days/Period | 10.0000
Hours/Period 80.0000 Days/Year 260.0000
Hours/Year 2,080.000C PeriodsfYear |26.0000
|<< 12 3 4 .. >>I Cancel

Click the plus button to add a new line to the table. To manage the existing steps, highlight a
line and then:

e Click the minus button to remove a line.
e Click the up arrow to move the line up.
e Click the down arrow to move the line down.
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To create a new table based on an existing table, use the search tools to find the table to copy

and then click View.
Salary Schedules

Welcome, Maureen Elfring

Enter search terms [E) | B rewsaiory tatie
B

O Advanced f- Generate salary tsble
Search Actians
Salary Tables
Grade Group/BU Effective date
18 - FIRE
Actions Additional Detail
View | Pay basis H-HOURLY Hoursiday 8.0000 Days/period 10.0000
Delete Pay frequency B - BIWEEKLY Hours/period 800000 Dayslyear 260.0000
Calculation code 02 - HOURLY RT - STANDARD HRS & AMT Hours/year 2080.0000  Periodsfyear  26.0000

The program displays the Detail screen. Click Copy Salary Table from the Actions group on
the ribbon.
@ Salary Schedules

Main Welcome, Maureen Elfring

Enter search terms Fel  E Newsaiary table

g Copy salary table
© Advanced

== Generste salary table

Actions

Group/BU: 18 - FIRE Effective Date: 07/01/2003
Details Steps ([
Description |DISPATCHERS ‘ Step Hourly rate Daily rate Period salary Annual salary
0 $0.0000 $0.0000 $0.00 $0.00
Comment
1 5182500 $146.0000 $1,460.00 §37,960.00
2 $13.7500 $150.0000 $1,500.00 $39,000.00
3 5192500 $154.0000 $1,540.00 $40,040.00
Pay Basis H - HOURLY 4 $19.7500 $153.0000 $1,580.00 $41,080.00
Pay Frequency | B - BIWEEKLY 5 5202500 $162.0000 $1,620.00 $42,120.00
& 5207500 $166.0000 $1,660.00 §43,160.00
7 5212500 $170.0000 $1,700.00 $44,200.00
[ off-Step After Max Step 3 $21.7500 §174.0000 $1,740.00 §45,240.00

Hours/Day

0000 Days/Period | 10.0000
Hours/Period 80.0000 Days/Year 260.0000
PeriodsfYear |26.0000

Hours/Year

K< 123 4. )] ; cancel

The program displays a Copy Salary Dialog box.
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Copy Salary Table

Copy to: Grade |:|

Group/BU |

Effective Date |10/14/2011 E
Description |

Complete the Copy Salary Table fields and click OK to save the table.

Generating a Salary Table

After creating or updating a table, click Generate Salary Table from the Actions group in the
ribbon.
@ Salary Schedules

‘Welcome, Maureen Elfring

Enter search terms @Y | B Newsslary e A '{

g Copy salary table
Returm to

© Advanced = Generate salary table overview

Return

Group/BU: 18 - FIRE Effective Date: 07/01/2003
petas stps aeoa
Description | DISPATCHERS ‘ Step Hourly rate Daily rate Period salary Annual salary
0 §0.0000 $0.0000 $0.00 $0.00
Comment
1 §18.2500 §146.0000 $1,460.00 §37,960.00
- @10 7EAN <480 nnnn <4 Enn AR @an Ana An

The program displays the Generate Salary Tables dialog box. Update the fields, as required,
and click Execute.

Generate Salary Tables

Source Salary Table(s) Destination Salary Table(s)

Effective Date | 10/14/2011 Effective Date 10/14/2011 Change By Amount

Group/BU [ mon unton E Ghange By Percent

Grade | 01 | To | 5000 | Whichever Is More

I:‘ Round Increase

Execute Cancel
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Time Entry

The Allow Blank Project check box is available on the Import screen. This check box, if
selected, directs the import process to accept a blank project for the general ledger account
number.

- .
Time Entry - Munis File Edit  Tools Help % munis
'

oo |FEE FaE EEEE EEE EE EEc e
= Time Entry Import
Payroll Identification
Run Warrant Batch
|1 - BrweEKLY || o222 |
Batch Information
Department
Location | Time Entry Import
Comment 0
Clerk File | I@
Date 1 = = Accept
Path |D:\thE\mE|ﬁlng\V9‘Z_fD\Impﬂl't\ ‘
Cancel
Time \—I | Form ITA'I'ITEST - Training Class Test - I l—J
Batch Ty B
atch Type Delimiter B
Date Format|MM/DD/YY
= | No Except
posted Hours as Time
. @ Allow Blank Project
Status |_| Merge To Active Batch
- 1

If this check box is not selected, the program does not identify a blank project code as
acceptable and attempts to complete this value. The default value is selected.

Wage Insurance Maintenance

The Wage Insurance Maintenance program is available. This program stores wage insurance
premium data, which is insurance that gets its premiums based on salary and sick time. An
employer factor based on used sick time determines the amount of the premium for which the
employer is responsible.

@ Wage Insurance Maintenance - Munis

Home

B Tet file
PDF

Print
ate | w B Preview

Output
Wage Insurancs

Wage Insurance Table

Table Code
Effective Date 1
Description | |
‘Wage Insurance Premiums Wage Insurance Employer Factor
Salary From Salary To Awvailable Time From | Available Time To | Premium 3 Used Time From | Used Time To Employer
- -
| K 4 [losfo NN EEN=1
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Using the Wage Insurance Maintenance program, you can define wage insurance premium
information by using a table code and effective date combination. The Wage Insurance
Premiums group defines the total annual salary for all active base pays for the employee and

the employee’s available time for a specific accrual type.

In the Employee Deductions program, the Wage Insurance Update option applies wage
insurance premiums to calc code 02 employee deductions.

Employee Deductions - Munis

B Text file !E I waord Prctes v B audit .

ttachments (75 Maplink v | Bond

bal v PDF
int

T
[g Duplicate | v E Preview
s Output Office Tools

Emplayee Deductions - Munis

Employee Identification

Employee SSH Last Name First Name MI Suffix Status

| | /| I L I d

Deduction Loc Group/BU

Main | Cycles | Insurance | Heslth Insurance | Escrow | Garnishments | Optional Life | COBRA

Start Date 1 ~ Active
End Date 1

Calc Code I hd I

Factor

Marital Status | -

Exemptions Additional Allowances

Employee Amt/Pct Employer Amt/Pct

Employee Ann Amt Employer Ann Amt
Employer Remaining
Employee Limit Employer Limit

Vendor Number

Workers’ Compensation

In the Pay Type Master program, the Worker's Compensation check box is available.

Global

Beneficiaries |

Werify

Apply Intarest

Part Time Ins. Report
Encumbrance Update

| Wage Insurance Update

403b Limit Updats

File Edit

*4# munis

Pay Master - Munis

Pay Start Date End Date Short Desc Long Description Abbr

| |E=1| |1, | |

Main | Paycheck/Cycles | Impact Accruals

w2 Code | | - I FLsa/OT
Tax Method | | - J Project Account
Units - Default Account
Category | - | E ‘

= Qefault Days/Yr
Calc Code |55 - SUM OF DEFINED PERIOD PAYS * FACTOR - ] = T

Rate/Amount =
Factor

Bill Rate =]
Reference

Escrow | ‘ A J =
Extra Serv | ‘ x J

(=] Grade Based Longevity
Longevity | ‘ - J qu

|=| Add to Base

|=| subtract from Base

|=| werify Accrual Balance
tl Encumber Remaining Pay
|=| sezsonal Wages

|=| Generate Labor

tl Hours Entry

|=| Fringe Pay Dock

=| Include in PAF File

~| Use for ESS Time Entry
=] 1nclude in position FTE calc

condary Check
@ Worker's Compensation
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When selected, this check box indicates that the pay is worker's compensation pay. This check
box must be selected for the pay type that represents the actual worker's compensation pay as
it causes the program to subtract from the supplemental pay to get the supplemental portion.

Using calc code 65 and pay type N, programs calculate the supplemental worker's
compensation pay to pay out at least what the employee was making prior to worker's
compensation for up to 180 days from the time worker's compensation starts. The starting
point for the supplemental pay is the difference between the worker's compensation pay and
80% of the total gross of pays assigned to the supplemental pay.
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Salary and Benefit Projections

Posting Payroll Projection Allocations

The Post Data to Payroll process provides the option for posting payroll allocation codes from
projections to Live. This process only updates existing allocations or inserts new allocations.
This process does not delete allocation codes from Live even if they have been removed from
the projections data set. You can add, update, or delete detail lines.

To post codes:

1. From the Projection Start and Status program, select Post Data to Payroll from the Post

Projection tab.
o D@0 Projection Start and Status - Munis

Benefit Defaults
Default Steps

Users
Manu

Run Description Start End
1002| |MARCH 2012 01/o1/2012 |12/31/2012
Change Category | BUDG - ANNUAL BUDGET PROJECTION - =

Partal Year Projection
Include Inactives
Include Benefits

Factor Deductions | | to by | .00
| | to by | .00
| | to by | .00

Salary Projection Processing | Benefit Projection Processing | Fost Projection | Last Updated

Post to Budget
My Staps My Steps
|  PostDatato Budget | Update Live Position Contrel |
| Pasition Value |
| Job Value | Employee Salary Notices |

The program displays the Post Data to Payroll screen.
2. On this screen, click Define and select Allocation Codes from the Post Type list.

@& 9 Post Data to Payroll - Munis
Sl Home

v B Audit Define '{

¥  Proof-Post
Retum

A Alerts v

Tools

Post Type| ALLOCATION CODES - |
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3. Click Proof-Post to create and review a proof report, and then post the codes.

munis

a tyler erp solution

POST ALLOCATION CODES TO PAYROLL

PROJECTION: 195 ALLOCATION POST TEST
ALLOCATION POST ACTION  ORG 0BJ PROJ PAY  LOC OLD PERCENT NEW PERCENT
1010 - TOMS ALLOC
U - UPDATE DJ caine 30.000 10.000
A - ADD TRN TRN N/A 10.000
TST 011 N/A 10.000
A - ADD 010 01001 103 TEN N/A 15.000
010 01011 1000 101 TEN N/A 45.000
010 01011 2000 102 TEN N/A 40.000
U - UPDATE 350 0110D 2004 60.000 20.000
A - ADD 52 0110 N/A 20.000
62 0110 N/A 20.000
U - UPDATE 2600 0111 10.000 50.000
709 0110 15.000 50.000
D - DELETE 010 01011 25.000 N/A
010 01011 1000 25.000 N/A
010 01011 2000 25.000 N/A
** END OF REPORT - ¥

The program displays an update message.

WARNING! This process will insert f update Allocation Codes |
that exist in live with the records that exist in projections.
'\ Records that exist in live, but do MOT exist in the projection

s ' WILL NOT be modified or affected in any way.

Do you want to continue with this posting process?

l

4. Click Yes to continue or No to cancel.
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Employee Self Service
ESS Administration

In ESS Administration, the Require Returning Applicants to Login check box is available in the
Employment Opportunities group.

Administration

Application Settings
Application

|

Application general message -
Documents

Departments

Accruals

Human resources email

Contact email

Applicant tracking email

Default MUNIS User ID melfring

Display last 0 months of check stubs (-1 displays all)

Restrict supervisor views

Hide Social Security numbers

[¥] Allow access to training opportunities

[ Allow access to performance reviews

[ Allow access to salary notification

[ Allow access to position transfer requests

[ allow editing of W-4 information

[ Allow access to expense reporting

[ allow editing of demoaraphics

Display subordinate time off on landing page

[ allow editing of W-2 delivery method

[¥] Allow access to certifications

[ Allow access to paycheck simulator

[ Allow access to time sheet approvals
Employee opportunities

[ Allow access to employee opportunities

[ allow applications

[ allow applicant interest cards

| [Clrequire returning applicants to log in |

Benefits

When this check box is selected, and a returning applicant enters his or her Social Security
number when creating a new application record, the program forces the applicant to log in.
This prevents the applicant from creating multiple application records; he or she can update
previous application information once the log-in is complete. If the applicant has forgotten log-
in details, the program provides the PIN reminder e-mail message.
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Pay/Tax Information
On the Personal Information page, the W-2 Deliver Method field include the change option.

LEVESQUE, CECILE C | Home | My Account | Log Out "S::'- munis

Munis Self Services

Resources

Personal Information
Employee Self Home = Employee Self Service = Personal Information
Senice
m Address / E-mail change
—_— Home Address 37TTUSROUTE 1,
Ceriifications CASCO, ME 04015
Expense Reports E-mail melfring@tylertech.com
Pay/Tax Information Alternate E-mail
Performance
Evaluations Optiuns
o W-2 Delivery Method Email
Emdkveslbufla Telepk Add Telephone Number
Paosition Transfer Description Number Unlisted
Substitute Teaching HOME PHONE No Change

When you select Change, the program provides the W-2 Delivery Option that allows
employees to manage how to receive Form W-2s by mail, by e-mail, or both.

LEVESQUE, CECILE C | Home | My Account | Log Out "S::'- munis

Munis Self Services

Resources

Home Edit options
Employee Self Home = Employee Self Service = Personal Information = Options
Senvice
‘W-2 Delivery Method
Benefits

(6] @ ®
Certifications ~Mail @ Email ) Mail and email

Expense Reports Cancel

Pay/Tax Information

Performance

Munis® Major Enhancements, Version 10.1 HR and Payroll Page 62



o tyler

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 central program enhancements included with Munis Version 10.0.

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 Centrals 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.

Option Description
n Advanced This button opens advanced search options.
Excel This button exports the active set of records to a Microsoft® Excel

file.

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

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

B3 Schedule Reports | This button opens options to schedule reports for the Central
program.

Employee Accumulators

The Employee Accumulators program is no longer available on the Centrals menu. Use the
Employee Accumulators program on the Payroll Administration menu (Human
Resources/Payroll > Payroll > Payroll Administration > Employee Accumulators) to track
accumulators.

Employee Changes

The Employee Changes central program is available. Employee Changes allows users to
update personal information, such as address, telephone number, emergency contacts, and so
on, for employees. The scope of personnel actions categories that may be modified using the
Employee Changes program are those with a personnel action category of Other. To manage
new hire or termination actions, use the Employee Add or Employee Termination programs.

To cancel the active change process, click Restart Wizard from any screen to return to the
main screen and begin again.

To use Employee Changes, enter an employee name or number in the search box on the main
screen and click Go.
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Employee Changes Wizard
.}. Welcome, Maureen Elfring
Vi Pt
Employee Changes Wizard @ ol S O
Search Edit Confirm Finished

(|
Search by employee name or number |

< R4

Restart Wizard

The program displays all names matching the search criteria. Highlight the name of the
employee for whom to make changes and click the forward arrow.
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Employee Changes Wizard
.:'. Welcome, Maureen Elfring
| Fa
Employee Changes Wizard @ | " O
Search Edit Confirm Finished

(== | E 1 employees found

Number  First Middle  Last
166355 CECILE LEVESQUE

< >

The program displays the Change screen, which includes options for updating the employee
information. Options include Name, Address, Email Address, Telephone, Emergency Contact,
Service Dates, and Demographics. The screen also includes the Action Effective Date box
and the Action Code list. The default value for the effective date is the current date, but you
can change this. The action code identifies the type of change you are making: action codes
are user-defined codes that are maintained in the Munis Action Codes program. You must

complete each of these fields for a change action.
Employee Changes Wizard

Welcome, Maureen Elfring

O ® 0, O

Employee Changes Wizard 4 —/

Search Edit Confirm Finished

166355 - CECILE LEVESQUE | Action Effective Date Action Code | v

|_ First Name |CECILE

Address

Email Address Middlle Name |

Telephone Last Name |LE\.‘ESQUE |

Emergency Contact Suffix |

Service Dates

Demographic

<
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Use the change options to update the employee details. When all changes are complete, click
Save Employee Changes on the final screen. The program displays a confirmation screen.

Employee Changes Wizard
.:'- Welcome, Maureen Elfring

Employee Changes Wizard . — o )
Search Edit Confirm Finished

Your Personnel Action Entry record has been created. ‘ >

[ Woriowreleass ]| viewendngactons ]| Restatwizas |

Click Workflow Release to submit the change to your organization’s workflow process; click
View Pending Actions to open the Munis Personnel Pending Actions screen, where you can
view details of current pending actions.

Employee Leave

The Employee Leave program guides you through the employee leave process. Employee
leaves may include military service, advanced education, or family medical leave (FMLA).
Leave codes are maintained in the Action Codes program for the category type L-Leave.

To cancel the active leave process, click Restart Wizard from any screen to return to the main
screen and begin again.
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Employee Leave Wizard
.:'. Welcome, Maureen Elfring

@ O O O ')

Search Leave Info Payroll Confirm Finished

|See."ch by employee name or number | E

Employee Leave Wizard

<

( Restart Wizard J

To use the wizard, enter an employee name or number in the search box and then click Go.
The program displays a list of all employees matching the criteria entered. Select the
employee for whom to enter leave details, and click the forward arrow.
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"y Employee Leave Wizard
Welcome, Maureen Elfring
P P PN
Employee Leave Wizard @ g g S O
Search Leave Info Payroll Confirm Finished
[r0ned] | 2 employees found
Number  First Middle Last
4 TIM JONES
291 JONATHAN JONES

< ]

| Restatwzan |

Done € Internet | Protected Mode: Off fy v ®100% v

On the Leave Info screen, define the leave details, and then click Payroll or the forward arrow.

Employee Leave Wizard
Welcome, Maureen Elfring
Employee Leave Wizard @, ® O O =
Search Leave Info Payroll Confirm Finished
4-TIM JONES
Leave Type (®) Leave (O) Return from leave
Active Status |acTIve B
Leave Length |30 days |
Estimated Return Date
E Seniority Impact | @
Action Code |FMLA PERSONAL LEAVE I

Action Effective Date | 10/13/2011
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The program displays the Payroll screen.
Employee Leave Wizard

Welcome, Maureen Elfring

e —~
Employee Leave Wizard O () @ @ O
Search Leave Info Payroll Confirm Finished

4-TIM JONES

Inactivate Pays, Deductions and Accruals
Exclude Benefits

Set Pays, Deducfions, Accruals Start Date

Start Date 11/30/2011

>

Help [

Restart Wizard ]

Select or clear the items that affect the employee’s payroll. If you select the Set Pays,
Deductions, Accruals Start Date check box, the Start Date box is available and you must

complete it with the date for restarting these items. The default value for the date is the
Estimated Return Date from the Leave Info screen.
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When you click the forward arrow, the program displays the Confirmation screen. Verify the
information; to make changes, click Edit for the appropriate group.

Employee Leave Wizard

Welcome, Maureen Elfring

Employee Leave Wizard

4 -TIM JONES
v Leave Info[E=t |

Leave Type

Active Status

Leave Length
Estimated Return Date
Seniority Impact
Action Code

Action Effective Date

¢ (Injactivate[E5t]
Inactivate Pays, Deductions and Accruals
Exclude Benefits
Set Pay, Deductions, Accruals Start Date
Start Date

Oid Value

ACTIVE

<

Oid Value

Q=P Q=@——0)

Search Leave Info Payroll ‘Confirm Finished

Mew Valus
- Leave
- ACTIVE
-» 30 days
= 11/30/2011
- False
- FMLA PERSONAL LEAVE _
= 10/113/2011
Mew Valus > ‘
-+ Yes '
- Yes
- Yes
- 11/30/2011

Save Employee Changes h ﬁﬁn w ﬁm
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To save the changes, click Save Employee Changes; the program displays a confirmation
screen.

Employee Leave Wizard
')' Welcome, Maureen Elfring

O—O0—O0—-0—0

S
Search Leave Info Payroll Confirm Finished

Employee Leave Wizard

‘ < Your Personnel Action Entry record has been created. > ‘

View Pending Actions E Wﬂ H ﬁm

Click View Pending Actions to open the Personnel Pending Actions program in Munis.
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Employee Termination

The Employee Termination program manages the employee termination process from a
central screen. The termination process includes any cessation of an employee’s service, for
example, reduction in staff, resignation, or retirement. Termination codes are maintained in the
Action Codes program for the category type T-Terminate.

Employee Termination Wizard

Welcome, Maureen Elfring

O—=0—0—0—--0

Search Terminate Inactivate Confirm Finished

Search by employee name or number | E

Employee Termination Wizard

A
4

Done e Internet | Protected Mode: Off 3 v ®100% ~

To complete the termination process, enter an employee number or name and click Go. If you
do not enter exact detail, the program displays a list of all employees matching the search
criteria. Highlight the employee name for whom to process the termination and click the

forward arrow.
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Employee Termination Wizard
.:'. Welcome, Maureen Elfring
N Vi Pt
Employee Termination Wizard @ = = " O
Search Terminate Inactivate Confirm Finished
Jones | E 2 employees found
Number  First Middle  Last
4 TIM JONES
291 JONATHAN JONES

Complete the fields on the Terminate screen, including an action code and effective date.
Action codes are maintained in the Munis Action Codes program on the Personnel Actions
Entry menu.
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Employee Termination Wizard

Welcome, Maureen Elfring

PN PN
Employee Termination Wizard C @ S S O

Search Terminate Inactivate Confirm Finished

291 - JONES, JONATHAN J
What is this employee's active status?

Active Status | AcTIvE I~

‘Why was this employee terminated?
Teminated Reasan | REDUCTION IN STAFF Iv]

Teminated Date 10/13/2011

‘When is this action effective?
Action Code | LavorF B

Action Effective Date 10/31/2011

Click the forward arrow to continue. The program displays the Inactivate screen.

Employee Termination Wizard

Welcome, Maureen Elfring

o ~
Employee Termination Wizard C T @ - ot O
Search Terminate Inactivate Confirm Finished

291 - JONES, JONATHAN J
‘Would you like fo Inactivate Pays, Deducfions and Accruals?

O Yes
@ No

‘Would you like to set an end date for Pays, Deductions and Accruals?

@

<l >

@ Help
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Select the appropriate options, and enter an end date for pays, deductions, and accruals, if
appropriate. Click the forward arrow to review the Confirmation screen.

Employee Termination Wizard

Welcome, Maureen Elfring

Employee Termination Wizard

201 - JONES, JONATHAN J

& Terminate

Active Status
Terminated Reason
Terminated Date
Action Code

Action Effective Date

+ Inactivate E= ]
Inactivate Pays, Deductions, Accruals?
Set Pays, Deductions, Accruals end date?

End Date

Old Value
ACTIVE

O=——O=——O=——@——0

Search Terminate Inactivate Confirm Finished

Mew Value
- ACTIVE
-» REDUCTION IN STAFF
= 10M3/2011
= LAYOFF
= 103172011

MNew Value ]
= No >
-» 'fes

= 107312011

Terminate Employee
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To make changes click the appropriate edit button; when all details are complete and accurate,
click Terminate Employee. The program displays a confirmation screen.

Employee Termination Wizard
.:" Welcome, Maureen Elfring
P Pt e
Employee Termination Wizard O = N g Q
Search Terminate Inactivate Confirm Finished
‘ < ‘ Your Personnel Action Entry record has been created. ‘ > ‘

Workflow Release View Pending Actions

If your organization uses Workflow, click the Workflow Release button to release the action for
approval. Click View Pending Actions to open the Munis Pending Actions program to view all
pending actions.

Position Control Analysis
The Position Control Analysis program is no longer available.

W-2 Wizard

The W-2 Wizard program is no longer available from the Centrals menu. The program is
available on the W-2 and 1099-R Processing menu (Human Resources > Payroll > W-2 and
1099-R Processing).
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Human Resources/Payroll Available Web Parts

The following table provides a list Munis Web parts that apply to HR/Payroll programs.

Web Part | Description
General
Meetings Provides information about meetings that are scheduled for

your organization, including agendas and discussions. You are
also able to schedule meetings from this web part. Use the
filter to view meetings for other weeks or months.

Human Resources (Person

nel) Management

Certifications

Displays a list of employees that have certifications

Evaluations Displays a list of employee evaluations that have been
scheduled or completed within a defined timeframe.
Grievances Displays the number of open and closed grievances within the

time period specified.

Open Positions

Displays a list of open positions in your organization for the
timeframe indicated.

OSHA

Displays a list of the number of OSHA cases for each OSHA
code for the selected timeframe.

Progression Plan

Displays professional development and progression planning
information for employees.

Staffing

Displays the number of new hires, terminated employees, or
vacancies for a defined timeframe.

Payroll

Accrual Available

Displays all accruals above and below defined amounts.

Accruals by Day

Displays a list of accrual history by day for the specified
timeframe and accrual type combination. .

Accruals Taken

Displays all of the accruals taken for the timeframe specified.

My Employees

Displays a list of all of the employees for whom you are the
supervisor.

Open Payrolls

Displays a list of all open payrolls in the system, including the
control number, description, and warrant, as well as the date
the payroll was run for each open payroll.

Overtime Displays the total number of overtime hours worked, as well as
the dollar amount paid, for the specified timeframe. .
Salaries Displays salary information for the highest and lowest salaries.

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.

Program Activity Log

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

Central Search

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

Description

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 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 Workflow

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

My Work Detail Classic

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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