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Munis Financials

This document provides an overview of the major Financials enhancements available for
Munis® Version 10.3.

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

-

Accounts Payable Roles

e B, [ Text file
| v I eoF
Print
w B Preview

View Changes '{

kv | Copy
A Alerts ¥ | Mass Undate

Menu

Excel
Schedule

Office

Return

Output Return

Role

Role 1D -

Descriplionl ‘

Role is active

Role Permissions | Datg Access

Maintain miscellanecus codes
Maintain audit records
Maintain check reconciliation
Access to the warrant in Invoice Entry
Override invoice vanance
Override PO vendor

Add vendors on-the-fly

View SSNs

Stale check processing
Generate AP holding records
Override retainage amounts

Override credit meme defaults
Allow contract liguidations
Post own invoices

Maintain own posted invoices

Maintain own recurring invoices

View own AP docs during inquiry

Maintain own unposted invoices

View own unposted invoices

Maintain own purchase cards and statements

Override contract expiration/extension date restrictions on invoices
Restrict to entering invoices with contracts

Allow entry of credit memo inveices without original invojce

Access to the Org when PO is liguidated

Access to the Object when PO is liquidated
Access to the Project when PO is liquidated
Access to Segment 1 when PO is liquidated
Access to Segment 2 when PO is liquidated
Access to Segment 3 when PO is liquidated
Access to Segment 4 when PO is liquidated
Access to Segment 5 when PO is liquidated
Access to Segment 6 when PO is liquidated
Access to Segment 7 when PO is liquidated

Access to Segment 8 when PO is liquidated

PO number entry on invaicas{

Maintain vendors | M|

Allow vendor name maintenance

Each permission can be set to None, Blanket POs Only, Non-Blanket POs Only, or All POs.
Selecting None prevents any changes to segment values when the invoice liquidates a
purchase order.

The Invoice Entry program enforces these permissions for all invoices that liquidate a
purchase order.

Budget Approval Workflow Bypass

The Budget Roles program contains a Bypass Workflow for Budget Amendment/Transfers
check box. When this permission is assigned to a user role, the Budget Amendments and

Transfers program allows users with that role to bypass workflow for all amendment types.
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Print
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H Duplicate v B Preview @5chedule

Output Office

Description | |

=| Role is active

[ Budget amendmments |
~| Post amendments
= Approve amendments
= | Disallow 1-sided amendments
= Disallow inte_r-fund transactions (types 7 a_nd )

= | Bypass workflow for budget amendment/transfers

I| Mext year budgeting

Maximum budget level -

Projection access type l - ]

= Hide restricted budget levels
= | Budget approver
= Projection detsil access only

[ostmnccess ]

Budget object code access hd =
Budget amendment transfer - =

LK | < Jooro ENE

Budget Roles

View Chi 1
iew Changes "f{
nk v | Copy
Return
A Alerts ¥ Mass Update

Menu Returm
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Check Printing Schedules

The Accounts Payable Settings program contains a check box labeled Allow Use of Check
Printing Schedules. This check box is located on the AP Settings tab.

E Notes i t Voucher Text

Atk

v B Preview

Confirm Cutput Menu
Accounts Payable Settings - Munis

AfP Settings | Defsults | A/P Retainage Settings | Sales Tax

Next vendor number 1105
Next document number 5882

Next batch number 432

Next EFT number 1007

Allow duplicate invoice numbers
+| Allew blank inveice numbers
/| Display document number
| Default document number

Allow duplicate vendor FIDs/S5Ns
+/| Display voucher number

+/ | Allow voucher entry

MNext voucher number a0

Use entity code restrictions

Allow use of check printing schedules

Printed check lead time 30
EFT lead time 10

Default cash account |1000 | -.-[1010 |-l | -.-|casH

Check format [x - AP CHECK EXPORT FILE - ] =
Check seq \A_’

Minimum Check Amount | D.DD|

Default invoice status lNone - Workflow - ]

Default imported invoice status IY - ]

Wires/Direct Disbursements subject to workflow.
Warn if cash account fund differs from detail

A

ot " Accounts Payable Settings - Munis | |

Selecting the check box causes the Select Items to be Paid program to select invoices for

payment based on the lead times entered in the Printed Check Lead Time and EFT Lead Time
boxes.
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Check Reconciliation Excel Output

The Check Reconciliation program allows you to create output in Excel. To create the output,
click the Reports option on the Check Reconciliation screen, which opens the report options
screen. After defining the report options, click Excel to create the output.

Check Reconciliation

E; & Text file 7 -
% PDF s

c 5 e v
Exeal CM Return

Report Options .'q \

v B Preview

ation - Munis > Check Recondliation

Select by Print

Cash Account Range
¢ Check Date Range

Batch Range

Outstanding Date

|| Chedk Information

Cash account range

Void Checks

Cleared Checks
/| Uncleared Checks

Stale Checks

Output

+/| Printed Checks
+' Manual Checks
| Wire Transfers
| Accounts

Check range

Check date range
Outstanding as of date
Cash Account

Batch range

Print every

1000 | ... [1010 |- | |-

Menu

Clicking Excel displays the Export Filter screen, where you can select a check box for each
field to export into the spreadsheet format.

® 6

Accept Cancel Se

Confirm

Field

n
@
i
0
-

Check Recondiliation - Munis = Ch

dliation > Export Filter

Select All

kv Select None

v Save

Office

-

2 CASH ORG

Munis Office Export Filter allows you

CASH OBIECT

CASH PROJECT

to reduce the number of fields to be
exported. Only selected fields will
be exported.

Export Filter

Save and Exit Iﬂ' \

Return

Menu

CASH ACCOUNT
Your selections can be saved for
subseguent exports.

CHECK NUMEER
CHECK DATE
CHECK TYPE
VENDOR NUMBER
VENDOR NAME
UNCLEARED
CLEARED
BATCH

CLEAR DATE
DOCUMENT
INVOICE

ORG

OBJECT
PROJECT

FULL ACCOUNT

ANEENEEHEENEENEENEEEENEEE A

AMOUNT
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Contract Types and Subtypes
The Contract Types and Subtypes program defines type codes for contracts, as well as
subtype codes that are subordinate to a type code.

Contract Types and Subtypes - Munis

H Duplicate

Confirm Actions Output Office

Contract Types and Subtypes - Munis

Contract Types

Type | =

Description ‘

Active
Default

|| Contract Subtypes

-

Type Description Active Default

LK < Joofo [ENE NENI=)

After you have created type and subtype codes, they are available for selection in the Contract
Entry and Contract Change Orders programs. Contracts created by converting requisitions or
bids are automatically assigned the default contract type and subtype entered in the Contract
Types and Subtypes program.
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Text file @ B3 ward e 3 Comments  Output/Post
. PDF ; & Email 7 Jlink ¥ | Mass Create Activate
B Duplicaf Praviau (@) Schedule Raleasa
Confirm Actions t Office
Contract Entry - Munis
CEEE——
Contract 2008001 “ Printed Entered by [munis
Methed [Encumbered ] /| To Be Rolled Status  |POSTED ~ | Entered  [0s/02/2008 |
Vendor Iﬂ ... ABC SUPPLY COMPANY Held Payments Modified |m/ ] \EI_/
Main | Retainage | User Defined | Accounts | Items | Subcontracters | Insurance
Dept/Loc co ...  CENTRAL OFFICE Estimated start ]
Bid/RFP [ - ] E] Estimated completion ]
Project { - | Bid awarded 1
Description \ | @] Approved ]
Year | _2008| peried | s Initial expiration ]
Type General - Renewal action ]
Subtype - Extended through ]
R e :
Percent complete | 0.00] asof | |3 Original 0
Administrator Modified 0
Workflow None + | Notification Percentage 0.00 Revised )
o —————————————————
original 5,000.00 Open Req‘ U.UUH 0.00(% | Requisitions {0) J11 Milestones (0) J
Revised 5,000.00 Open PO ‘ EI.IJIJ” 0.00|% | Purchase Orders (0) ||| Pperformance (g} |
Liquidated amt 2,500.00 Exper\ded‘ z,snn.nnu 50.00|% | TInvoices (1) |
Encumb balance 2,500.00 Available 2,500.00 50.00[%

R

|

My Approvals d Hold Appravers

Forw

eProcurement Data Mapping

The Vendors program contains a Custom Data Mapping button in the PO Submission

Credentials section of the E-Procurement Settings tab.
@&

Vendors - Munis |

@ B ¥ Dalate e B Taxt file % B word A E 3 Sart Tnvoica Inguiry
L o [ e

PDF =] Email Attachments [ kv | REQ Vendars Check Inquiry
Search Add  Update xcel Cli

Print Cli
Bu B Duplicate Er Preview [@) Schedule v A Alerts v
Actians Output Office

1099 Datz
Confirm

Vendors - Munis

General vendor Information T

Vendor 1000 |+ Entity |1 Entered |07/16/2004
Alpha |ABC SUPPLY COMPANY Type | ~ || Modified 08/15/2012 |

Status ACTIVE h Reasen - By
Main | General | Miscellansous | Contacts | E-Procurement Settings | User Defined | Certifications

Encryption Protocol

Type| -

Requisition Punchout Credentials

Test
URL | 3 (Inactive)
Userin | |
Password | |

Production
URL | 3 (Inactive)
Userio | |

Possword | |

PO Submission Credentials

Test
URL | 1 (Inactive) Custom Data Mapping
Userio | | |
Password | |
Production
URL [ " (Inactive) L
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Clicking the Custom Data Mapping button displays a screen where you can create custom
mappings of the Munis XML tags used for e-procurement purchase order submissions.

D@ Vendor E-Procurement PO Submission Custom Data Mapping
L]
(&) Email
Menu | Retumn
v - Munis > Vendor E-Procurement PO Submission Custom Data Mapping
Custom Tag Data
Tag Mame Tag Description Tag Value User-Defined Value o
Header/ShipTo/addressID Header ship-to code. Munis Value
Header/ShipTo/Name MUNIS client name. Munis Value
Header/ShipTo/DeliverTo Header deliver-to name. Munis Value
Header/ShipTo/Street (1) Header shipping sddress street line 1. Muniz Value
Header/ShipTo/Street (2) Header shipping sddress street line 2. Muniz Value
Header/ShipTo/Street (3) Header shipping sddress street line 3. Muniz Value
Header/ShipTo/City Header shipping address city. Muniz Value
Header/ShipTo/State Header shipping address state. Munis Value
Header/ShipTofPostalCode Header shipping address postal code. Munis Value
Header/ShipTo/ TelephoneNumber Header shipping address phone number. Munis Value
Header/8ilTo/addressID Header bill-to code. Munis Value
Header/BillTo/Name MUNIS client name. Munis Value
Header/8ilTo/DeliverTo Header billing deliver-to name. Munis Value
Header/BillTo/Street (1) Header billing address street line 1. Munis Value
Header/BillTo/Street (2) Header billing address street line 2. Munis Value
Header/BillTo/Street (3) Header billing address street line 3. Munis Value
Header/BillTo/City Header billing address city. Munis Value
Header/BillTo/State Header billing address state. Munis Value
Header/BillTo/PostalCode Header billing address postal code. Munis Value
Header/ShipTo/TelephoneMumber Header billing address phone number. Munis Value ) |
Item/ShipTo/addressID Item ship-to code. Munis Value
Item/ShipTo/Name MUNIS client name. Munis Value
Tteny/ShipTo/DeliverTo Ttem billing deliver-ta name. Munis Value
Ttem/ShipTo/Street (1) Item billing address street line 1. Munis Valug E

When you click Update on the ribbon, the program opens the table for entry and selection of a
tag value (Munis or User Defined). If you select User Defined, you can enter the value in the
User Defined Value column. This value replaces the actual value from the purchase order
when the file delivered to the vendor.

Q&9 Vendor E-Procurement PO Submission Custom Data Mapping

‘.H;‘ =" Text file E- L_::'\"':n:
Global w I roF [ Email
rint Excel

i Preview

B Duplicate | v [©) Schedule

nfirm Actions Cutput Office ools Menu | Return

unis > Wender E-Procurement PO Submission Custom Data Mapping
Custom Tag Data

Tag Mame Tag Description Tag Value User-Defined value b |
Header/ShipTo/addressID Header ship-to code. User-Defined Walue

Header/ShipTo/Name MUNIS client name. Munis Value -

Header/ShipTo/DeliverTo Header deliver-to name. Munis Value

Header/ShipTo/Street (1) Header shipping address strest line 1. User-Defined Walue

Header/ShipTo/Street (2) Header shipping address strest line 2. i i

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

@& 9 Equipment Cost Summary Excel Export - Munis

P eorF

Print
g Duplicate Ev Preview

Actions Output Office
Equipment Cost Summary Excel Export - Munis
Define Criteria

Date Range 1 to 1

Equipment code

Class code

| |
Admin dept | |

| |

| |

Equipment group

Status = In Service
= | Qut of Service
=| Retired

Extended Project Codes

The Project Settings program allows you to increase the maximum length of project segment

codes from five characters to ten.

S . o
| - Project Settings - Munis

Proj
Segment Size Description Default available budget Life to Date -

1 5 |Project
Budget package status codes

Segment Size Description
2 | 3||phase \—I
3 [ aresk
4| tf|sub-Task
[[Funding Source. . HaiEE R ] [Rnu Encumb only, w/o Budget Transfer =

Segment Size Description

2 | 3source

3| 1)[petail

4 |_1/ Type
=

Seament delimiter |-

If you increase the maximum segment size beyond five, any code created that is greater than
five characters in length cannot be used outside of the project ledger. These extended project
codes cannot be entered as part of general ledger accounts. Codes of five characters or less
are unaffected by this change, and you can continue to use them as part of general ledger
accounts.

The Project Master and Project Inquiry programs contain a check box labeled Project Ledger
Use Only. The programs automatically select this check box for any project segment code in
excess of five characters. The check box cannot be updated or accessed.
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Project Master - Munis |

B Text file % £ Word v B audit Expansa GL Budget
PDF

& Email ttachments Maplink ¥ | Funding Source  View Changes
Print Excel

Retum

v [ Preview [@) Schedule A Alerts v | GL Account E More... v

Output Offica ols Menu Return

Project Department

Project Type Status

L
-

| Project available budget -
L
[

Title

Majer project Percent Complete

State ID # Estimate to Complete
Federal CFDA Create fixed asset - =
Drawdown freg

Description + |Projected date range

e | I

|75t | |
Extension date L s
Obligation date \—I . Original

Last date to encumber L A Revised

Project fiscal range - to -
\
\

. | Actual date range

Justification 3

[oimg peuiremens ]
Expense Funding Source Admin Overhead Rate
Required level | M |
Budget level -
(=% Work Orders “ (= Contracts “ [ Contract Details “ (=5 Fixed Assets. “ (= General Notes “ [ Comments “ [ Internal Contacts “ L= Milestones “ (=% Locations

GL Funding | Revenue Allocation

Funding Source Description Amount 3

Fixed Assets

Asset Disposal Restrictions

The Disposal Restrictions check box is available on the Additional tab of the New Assets
program. Selecting the check box for an asset indicates that it has special disposal restrictions.
A Disposal Restrictions check box is also available in the same locations in the Import/Export

to ASCII and Adjustments and Retirements programs, and on the main screen of the Fixed
Asset Work File program.

New Assets - M|

v B Audit Asset Work File  Tran History.

ments Y Maplink v | Purchases t History

A Alerts ¥ Repairs

ey

Asset

Status Desc | | &
Master
Sub-class Type -

& pending transactions. || Bwo Asset || @ wo Master | & subsidary Assets |

Class

Asset Commodity| - Product ID

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

Values

Last appraisal value
Start of year value
Current book value
Est. salvage value
Estimated useful life Replacement cost

Capitalize flag ] Depreciation flag [

Titleholder | [ method -
- Disposal Restriction First year/period ]

Dispasal date t I D prin

Disposal code LTD accum depr

Disposal price Periods taken

Sale price Last year/period \_/

Operations cost Scheduled repl date ]

Per (units) ~| Due for replacement

Condition
Acquis method

Install date

F

Lest inv date

] .

P1677%21756 System.Windows.Controls,Button  |Restart|Refresh | AUI Tree |Log File |GG XAML Tree|
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Fixed Asset Work File - Munis
Work record

Work recerd number
Source
[ 1mported information
PO number Year |_| Line = |_/ Seq no =3
line desc | | =

Document | & | status [

Project &j

Purchase cost Entry date

Wendor

Department
= E—
Create or imprave

Asset to improve

|

-ap

Improvement reason code

Commodity

Product 1D

Class code Sub-class

Est life
| | serst | |
L
L

Floor Room

Tag

Location

Custodian

| KK || € Joefo NI |2

Fixed Asset Work File - Munis

tyler

When the Disposal Restriction check box is selected, Munis displays a warning message when

you attempt to process the disposal of the asset record.

y_ | L R

Disposal Restrictions

—— Would you like to continue?

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

The program does not enforce the disposal restriction. The dialog box is for informational
purposes only. If the asset has disposal restrictions, they should be detailed in the Disposal

Memo box on the Memos tab.

Munis® Major Enhancements, Version 10.3 Financials
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Main | Additicnal | Maintenance/Insurance | Memes | Accounts | Socurces | User-Defined

Accounting memos |

Disposal memo

Improvement memo

Lease memo

|
Purchase memo |

Loan memo

Asset Disposal Reversals

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

i @ @ Select Transaction Type - Munis

&) Text file 3 B3 word (
Fﬂ!l E :| -

I w A eoF [E] Email

ac = k
Print Exx ~ TCM Retumn
g Duplicate v [ Preview |®] Schedula Mot

Actions Cutput Office ools Menu | Return
Select Transaction Type - Munis
Transaction type

) Improvement
() Adjustment
_) Transfer

fas L
=

*) Disposal reversal
—rRetrement————

() Retirement reversal

() Activate Asset

() Activate CIP Asset

Grant Manager

The Grant Manager program is available. You can use the program to create new grants and
maintain existing grants. Grant Manager also displays general ledger account and project
ledger funding sources that are associated with a grant record.
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Grant Manager
Grant Manager Welcome, Todd Bolduc

Search by Application Number, Grant Number or Grant Name. C.‘ + @
© Advanced g View A Add Grant  Export To Excel
earch Actions
Grants
Pre-Award Active Warnings
E Active Grants
Application # | Grant # | Name | Status | Grant Type | Grantor Type | Start Date | Expiration Date | Entered Date | Entry Clerk | Managed On GL |
23654 23654 FEDERAL Active F Federal 5/2/2007 mmorrill D A
33A08 33A08 FEDERAL Active  F Federal 3/25/2008 mmorrill D
4 4 FEDERAL Active F Federal 2/19/2008 3/19/2008 munis |:|
Al11l Al11l FEDERAL Active F Federal 6/9/2008 munis D
GRANT GRANT  PUBLIC WORKS Active  PW Federal 1/31/2008 1/31/2009 1/3/2008 munis D
T105 T105 TITLE I FY 2005 Active  F Federal 7/1/2004 9/30/2005 7/8/2003 jwhite D
COMMUNITY DEVELOPMENT BLOCK GRANT
CDO05 €CDO05 Active F Federal 4/1/2005 3/1/2006 1/22/2006 hbiron D
CDo6 CDO6 COMMUNITY DEVELOPMENT BLOCK GRANT Active F Federal 4/1/2005 3/1/2006 1/22/2006 hbiron D
CcDo7 CcDo7 COMMUNITY DEVELOPMENT BLOCK GRANT Active F Federal 4/1/2005 3/1/2006 11/7/2007 munis D
rnor Fros FAMRLIMTTY NEVEI ANMEMT Q1 NCW ERANT  Ackivn € [ Afvianns 20 ianne 119 ianne hiran = -]

The main program screen displays a list of active grants and a series of colored status boxes.
The status boxes display the total number of grants in the system that meet the following
criteria:

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

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

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

e The Closed box displays grants with a status of Closed.

Clicking the number in a colored status box causes the program to display a list of the grants
for which that status applies, and update the title of the Grants table to match.
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Grant Manager

Grant Manager Welcome, Todd Bolduc

Search by Application Number, Grant Number or Grant Name. 4] + EE

Add Grant  Export To Excel

© Advanced g View All

Actions

1 11 9

Pre-Award Active Warnings

# | Grant # | Name | Status | Grant Type | Grantor Type | Start Date | Expiration Date | Entered Date | Entry Clerk | Managed On GL |
GRANT GRANT  PUBLIC WORKS Active PW Federal 1/31/2008 1/31/2009 1/3/2008 munis
T105 T105 TITLE I FY 2005 Active F Federal 7/1/2004 9/30/2005 7/8/2005 jwhite

COMMUNITY DEVELOPMENT BLOCK GRANT

€D05 €005 Active F Federal 4/1/2005  3/1/2006 1/22/2006  hbiron
€D06 CD06  COMMUNITY DEVELOPMENT BLOCK GRANT  Active F Federal 4/1/2005  3/1/2006 1/22/2006  hbiron
cDo7 CDO7  COMMUNITY DEVELOPMENT BLOCK GRANT Active F Federal 4/1/2005  3/1/2006 11/7/2007  munis
CDBG COBG  COMMUNITY DEVELOPMENT BLOCK GRANT Active F Federal 4/1/2005  3/1/2006 1/22/2006  hbiron
coo8 CDO8  COMMUNITY DEVELOPMENT BLOCK GRANT Submitted F Federal 4/1/2005  3/1/2006 11/7/2007  munis
T106 Ti06  TITLEIFY 2005 Active F Federal 7/1/2005  9/30/2006 7/8/2005 jwhite
T107 Ti07  TITLEIFY 2005 Active F Federal 7/1/2006  9/30/2007 7/8/2005 jwhite

You can click the hyperlink in the Application # column for a grant record of any status to open
the summary information screen for that record.
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@ Grant Manager
.:" Grant Manager Welcome, Todd Bolduc

© Advanced g View All

Search \ctions
LTl L B RSV T Grant Details | Grant Dates | Matching/Billing = Associated Accounts/Projects
Grant Details Grant Totals
@ R red AT ITDET | Expenses | Received | Billed | Expenses LTD | Received LTD |
equeste; H . —
w 2009 0.00 0.00 0.00 0.00 0.00 o
& Awarded $15,000.00
» Quarter: 1 0.00 0.00 0.00 0.00 0.00
B Billed LTD SO0 > Quarter: 2 0.00 0.00 0.00 0.00 0.00
& Received LTD $0.00 v Quarter: 3 0.00 0.00 0.00 0.00 0.00
AP Checks LTD $41,911,259.85 January 0.00 0.00 0.00 0.00 0.00
Budget Details 2009 2008 2007 Fabruary 0.00 0.00  0.00 0.00 0.00
& Original Budget $0.00 $0.00 $0.00 March 0.00 0.00  0.00 0.00 0.00 =
B Revised Budget $0.00 $0.00 $0.00 » Quarter: 4 0.00 0.00 0.00 0.00 0.00
v
Actuals {Expenses) $0.00 $0.00 $0.00
ivity Detai (=]
&) ErmmeTeE £0.00 $0.00 $0.00 Activity Detail for February, 2009 (18) =
@ Requisitions £0.00 $0.00 £0.00 | Effective Date | Source | Comments | Amounts | Warrant | Check # | Vendor | Account Description | Org .
# 2/1/2009 PR] WARRANT=]j RUN=1 BIWEEKLY 8,340.69 CASH 1000 (&
& Available Budget $0.00 $0.00 $0.00
4 2/1/2009 PRJ WARRANT=]j  RUN=1 BIWEEKLY 3,520.44 CASH 1000
& 2/16/2000 CRP 2,000.00 CASH 1000
& 2/16/2009 CRP 2,000.00 CASH 1000
# 2/16/2009 CRP 0000/ 100.00 CASH 1000
# 2/16/2000 CRP 3,000.00 CASH 1000
# 2/16/2009 CRP 3,000.00 CASH 1000
i {1 009 CRD S00.00 L H innn i
[xl ] >
@ 9 —
Account Master - Munis
¥ Delete By 5 Text file E:I word . L £ Amounts Project Accts
v PDF = Glabal Update
Print xcal TCM Retur
v [ Preview Schedule :
Cl
Conffirm Output Office
Account Master - Munis
Accout
Org code 1000 ... GENERAL FUND Last updated  |03/04/2013 ]
Object code 1010 ... CASH Account type IEaIance - I
Project code Status Active -
Contra Account
Fund 1000 ... GENERAL FUND Entity 1
Function/CC 0 ... HIDDEN SEGMENT CirarsTtertodeTot i =
Department 000 ... NO DEPARTMENT Grant 4 ... FEDERAL
Program 000 RequiresProject-Strimgorr Bty
Grade 00 .. NO GRADE [Budget |
[ 1 Budoetan,

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

Clicking the Grant Details tab displays general information about the grant, as well as
information about the grantor, grantee, subgrantor, and subgrantee.
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Application#: 4 Summary REENAsEENEN Grant Dates | Matching/Billing | Associated Accounts/Projects

Application # |4 Grant # |4 | Description/Purpose
Grant Type | FEDERAL v | Status |Actwe v |
Grant Name |FEDERAL | Department | Fnance ]

Starting Fiscal Year |ZDUE|

Federal CFDA | |

Starting Fiscal Month |Ju|y v | Ending Fiscal Month |June | Conditions/Restirctions
| Master Grant # |4| ||Manage using GL

Allow Project Override |:| Pass-Through Grant |:|

Grantor Sub-Grantor/Sub-Grantee

s GantorsupGramee |
Grantor Type ‘Federal v| Grantor Id | ‘ Name |:| Address # EI Type
Grantor Name [TYLER TECHNOLOGIES | address # o] Address [
st | v | | R
Contact ‘ANDREWS, SUSAN | City, State, Zip Code l:l

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

Master Grant 4 Summary

Grant Details

Grant Name | Application # | Status | Grant Type |

¥ Requestad £0.00
% Awarded $0.00
B Bsilled LTD £0.00
¥ Reczived LTD £0.00
AP Checks LTD $0.00

Budget Details
& Original Budgst £0.00 $0.00 %£0.00

B, Revised Budget £0.00 $0.00 %$0.00
Actuals (Expenses) $0.00 $0.00 $0.00
R Encumbrances £0.00 $0.00 %$0.00
#% Requisitions £0.00 $0.00 $0.00

& Available Budget £0.00 $0.00 %0.00

Clicking the Grant Dates tab displays a listing of grant dates and the Milestones panel.
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@ Grant Manager
.:" Grant Manager Welcome, Todd Bolduc

Search by Application Number, Grant Number or Grant Name. [.‘ ,+—

© Advanced ) View Al Add Grant  Update Status  Chart
v

Search Actions

Application#: 4 summary | Grant Details Matching/Billing | Associated Accounts/Projects
Application Date I:I Start Date
Date Submitted I:IE Expiration Date I:I
Estimated Award Date l:l Renewal Action Date l:l
Actual Award Date I:IE Extension Date I:I
Board Approval Date l:l@
Show Gantt View By &P Edit Milestones
|2012 |
Milestones o December January February March April |May |
#46. AUD - AUDIT
#47. FPR - PREPARE FINAL PROGRESS REPORT _
< [*]
Cancel

The Milestones panel displays a listing of entered milestones for the grant, and a Gantt chart
that illustrates the milestones. You can view the Gantt chart by year, month, or day by
selecting a value from the Show Gantt View By list. You can edit the grant’s milestone
information by clicking the Edit Milestones link, which opens the Milestones program.

The Matching/Billing tab contains panels that display information about matching funds, billing,
and account allocations.
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Application#: 4 Summary | Grant Details Grant Dates |QuUESIMGHENIGGE Associated Accounts/Projects

Reimbursement

Type [ v KIND v]| indirect

Percent |5.00 | AR Code | |

Amount |10000.00 | Charge Code | - |
|

Other Amount |0.DO

AR Code |GB |
Comments Charge Code [ cCDos |
Allocations op Add Line
Seq | Expense Type | Priority | Requast Amount | Award Amount | Reimb % | Reimb Max Amount | Indirect % | Begining Date | Ending Date | Comment |
1 5400 1 20000.00 15000.00 90.000 15000.00 5.000 3/19/2008 3/19/2009

The Associated Accounts/Projects contains two panels. The first panel displays general ledger
accounts associated with the grant, divided between expense accounts and revenue accounts.
General ledger accounts are associated with grants by entering the grant number in the Grant
box for the account in Account Master.

The second panel contains the projects associated with the grant. Projects are associated with
grants by entering the grant number in the Grant box on the Project Funding Source String
screen in Project Master.

Application#: 4 Summary | Grant Details Grant Dates | Matching/Billing [SSaleE G Wt Nl et ) So )
Associated GL Accounts Associated Projects

| Actuals | Revised Budgst | |
[El Expense Accounts 0 0

# Revenue Accounts 0 0
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Life-to-Date Project Reports

The Report Templates program contains Life-to-Date check boxes for each column definition
on the Template Column Definitions screen.

Report Templates - Munis

Column Definitions

o & 2 - 4 e

kv | Copy

rint TCM

v BB Preview Schedule Not ¥ | Chanae History
Confirm = Actions Output Office ools Meanu

Report Templates - Munis

Template

Code | PROIBUDRPT ... Description|Project Budget Report |
/| Master

Default report title |PROJECT BUDGET REPORT |

[(Report Optiors —————————————————
Format 8 Columns -

Segment Description = Shert Long

+/| Print report definitions
/| Show funding source strings as credits
Double space the report
+/| Exclude project strings with zero balances
| Include cents in dollar amounts
Amounts exceed 999 million
Only include project strings that Bxceed\_ﬂ/% of available budget

| 1<)l < Jrof2 ESENEY =]

-

Template Column Definitions |

Preview "{
kw | List Codes -
Return
v

Output Office

Menu Return

Code IOngmaI Budgst

Life to Date
Report Column 2

Code Amendments ... Headings: 1st row |Net Budget
Life to Date 2nd row Amendments
||[ Report Column 3
Code Revised Budget ... Headings: 1st row |Revised
Life to Date 2nd row Budget
[ Report Column 4
Code Requisitions ... Headings: 1st row
Life to Date 2nd row Requisitions
||| Report Column 5
Code Encumbrances ... Headings: 1st row
Life to Date 2nd row Encumbrances
[ Report Column &
Code Actuals ... Headings: 1st row
Life to Date 2nd row Actuals
||| Report Column 7
Code Available ... Headings: 1st row Available
Life to Date 2nd row Budget
[ Report Column &
Code PCTUsd(enc/act) ... Headings: 1st row |Percent
Life to Date 2nd row Used

| Headings: 1st row [Onginal
2nd row Budget

Selecting the check box for a column causes the generated report to ignore the month/year
range for the report, and instead use a life-to-date calculation. The report header includes the
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text "LTD" to indicate the life-to-date calculation, but you can change the text. Note that this is
the only indicator of a life-to-date calculation on the report output.

*% 3% Munis

o B tyler erp solution

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

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

LTD Origimnal LTD Net Budget LTD Revieged LTDAvailable Percent
Budget Amendments Budget Regquisitions Encumbrances Bctuals Budget EESS

TOTALS
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Liquidating POs with Purchase Card Transactions
Transactions screen of the Purchase Card Statements program contains a Liquidate PO
button.

Transactions

Card and Statement

Card number [rococconeccoosn |
Current card holder |30Hn TARGET |
Name on card [10Hm TaRGET |

Statement ID 4
Statement code STATEMEN

[ Transaction

Transaction 1D ‘ 9‘ {B"‘Notes I

Card holder for transacticn ‘JOHN TARGET |

Wendor 1110 OFFICE CONNECTIONS INC

Charge description ‘DFFICE COMNMECTIONS INC - Purchase
Charge date 07/30/2009

Post date 08/02/2009
Import date 03/20/2013

Amount \ 100.00

Allocation code

Document number ‘ ‘ {B"‘Invmce I

Allocations

PA | Project Account Crg by Project  Description Percent Amount A GLBud |PABud *
1000 1010 CASH 100.000 100.00 N A

| K <o [ >M]A

In order for the button to appear on the Transactions screen, you must select the Create One
Invoice Per P-Card Transaction check box in Accounts Payable Settings.
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Update vendor wWith employee Dank changes
Force vendor information to be entered in all capital letters
Allow use of TCM pending invoices

Default 3 blank date when adding an invoice

P-Card liability account }r'm } IE"‘l"‘ } | J ACCOUNTS PAYABLE

Create one invoice per P-card transaction

In addition, the button only appears for transactions that have a non-negative amount, that
have not already liquidated a purchase order, and that exist on a purchase card statement with
a status of New or Released. Your user role must have permission to update purchase card
transactions and purchase orders in order to access the Liquidate PO feature.

Clicking the Liquidate PO button displays the PO Lines Available to Liquidate screen.
%9 PO Lines Available to Liquidate

([, S Text file % dotes B Audi Show/Hide Cols "
POF )

Print Excel M " Return
w B Preview Mo

Output Office

Purchase Card Statements - Munis > Transactions > PO Lines Available to Liguidate
PO Fiscal Yr MNumber PO Line Dept Item Description Ordered Amount Ordered Qty uom Open Amount »
2009 5355 1135 SERVICES 100.0 1.0 EA
4| (N
&)z @ | I -l S RS s

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

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

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

e The purchase order cannot require three-way matching.

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

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

e The order's open amount must be greater than or equal to the amount of the purchase
card transaction.
Selecting a purchase order detail line from the screen causes the program to display the
Liquidate PO Line screen.
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Transactions

Update Allocations Q

Return To Browse

Transactions

Card and Statement

Card number [roocaocooensa |

Current card holder |30Hm TaRGET |

Name on card |10Hn TaRGET |

Statement ID 4
Statement code STATEMEN
| Transaction
Transaction ID 9 = Notes
Card holder for transacticn ‘JOHN TARGET ‘
Wendor 1110 OFFICE CONNECTIONS INC
Charge description ‘DFFICE COMMECTIONS INC - Purchase
Charge date 07/30/2009
Post date 08/02/2009
Import date 03/20/2013
Amount \ 100.00
Allecation code

Document number EI’»O ce

Allocations

PA | Project Account Org Obj Project  Description Percent Amount A GLBud PA Bud

1000 2010 ACCOUNTS PAYABLE 100.000 10000 N U

I£ | € [2cf2 > K

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

After updating the transaction’s allocation lines by clicking Update Allocations, the program
displays the Liquidate button.

Transactions

Liquidate "‘- \

kv Return To Browse

Transactions

Card and Statel

Card number [xco0neccoooso |

Current card holder |30HN TARGET |

Name on card |10Hm TaRGET |

Statement ID [ 4|

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

@& ¢ Transactions

Unliquidate PO -ﬁ \

Retun
v | View Liguidated PO

Menu Return

Card number |ocuoocooooosonss |

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

Purchase Order Detail |

Upd Ship To  Chqg Lin Amt
Canc PO Line  P-Card Liquidations

v  Restore Canc
Menu

nge rcha:
<l Order Journal Information
Fiscal Year| 2009 Mumber 911 Line 1 Year Period Effective Date T
vender 001112 |ABC SUPPLY COMPANY Description | |
CURRENT NEW Commedity | |-
Quantity | 1500.00 | | |
[ ]

Inventory item | |

Month End Processing
The Month End Processing program has been redesigned for more efficient usability. The
program includes a ribbon that contains an Actions group and a Program Links group.

The buttons in the Actions group load journals and activate the month end process. Clicking
Load Journals begins the month end process by loading all of the created journals into the
program tables. Once the journals have been loaded, the Run Month End button is available.
Clicking this button performs the month end processing.

Clicking the buttons in the Program Links group opens report generation programs that should
be run before completing the month end process.
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The functionality of the Month End Processing program has not changed.

Month End

Month End

» L L L

Lead Journals  Fun Month End | Table Validation Trial Balance Balance Sheet

Actions Program Links

Month End Process
Process Year: |2009| Process Period: |:| Automatically roll the current period to the next ane.

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

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

@& Q

Project Accounting Roles

= ile d B Audi em )
=P &} Text file EE [} d v B audit View Changes 'f" \
PDF Email ‘_ nk ¥ | Copy
it Excel TCM Return
w Eb Preview @ Schedule A Alerts v | Mass Update
Confirm 5 Actions Output Office ools Menu
Role Maintenance > Project Accounting Roles
RoleID | -
Descri pntion| |
= Role is active
[ Role permmissions |
=| Apply projects to transactions by default = Enter actual adjustments
=| Maintain projects =| Delete actual adjustments
=| Maintain grants = Post actusl adjustments
= Maintain project dates = | Enter budget adjustments
irtair-project i = Delete budget adjustments
= Maintain project strings = Post budget adjustments
=| Maintain revenue allocation setup = Enter encumbrance adjustments
= Post to projects with a closed status ~| Delete encumbrance adjustments
=| Override phase level transaction entry restrictions = | Post encumbrance adjustments
= intai ] tes
=| Enable project options
Approve over-budget condition on project and project strings l - I
Override default GL account on entry l - I
[Dataccess
Project string/segment group access - || =
K[ € Jloofo > 2]
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When the Maintain Project Strings permission is assigned to your user role, you can add,
update, and delete expense and funding source project strings. If the check box is cleared for
your user role, you cannot access the Add, Update, and Delete buttons on the ribbon.

The Maintain Revenue Allocation Setup permission controls access to the Revenue Allocation
section and the Allocation Lines tab in the Project Funding Source String program. If the
permission is not assigned to your user role, you cannot access the allocation sections.

The Enable Project Options permission controls access to the Close Project, Copy Project,
and Limit Transactions options in the Project Master program.

Project Ledger Mass Create

The Project Ledger Mass Create program allows you to add new project strings to existing
projects, which is typically done when a new segment is added to the project hierarchy.

Your user role must have permission to maintain projects, project segments, and project
strings in order to utilize this program. The program does not allow you to access segments for
which your user role does not have data access permissions.

D9 Project Ledger Mass Create - Munis

E‘rl Iflelete E &) Text file EE DE'.'.'-:-n: : ¥ Motes v B Audit Define 1

Global w P roF [E] Email Attachments T4 Maplink v | Process
Add  Update Print woel TCM Return
B Duplicate v [ Preview [©] Schadule Notify A Alerts W

Actions Output Office Tools Menu Return

Project Ledger Mass Create - Munis

Model Segment
Segment Type l - J
Segment Code | |

For Project Range . to

Include only Active projecks

Target Segment
Segment Code e

Long Description | |

Short Description| |

Target Strning Defaults

Default from model string

String Name | |

String Short Name| |

Expense Type | |

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

Model Segment

Segment Type lF'has:E v]
Segment Code |DNE [_J ONE

For Project Range| I_J to | l_J

[+ Include only Active projects

Target Segment
Segment Code |TWG ||
Long Description |SEGMENT TWO |

Short Description |TWC{ |

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

Target String Defaults

Default from model string

String Name | |

String Short Name | |

Expense Type | |

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

@@ Q String Creation - Munis

ile Dj Word otes E budit EEIECt AII 1
m o
|=] Email ent: A kw | De-Select all -
Exgal TC
c |®] Schedule Motify w | Create
Actions Output Office = Menu
nis = Gtring Creation - Munis
Select Mew Project String Status Name Short Name Expense Type  Org g~
| PWG -TWO- - Active PHASE ONE EXPENSES PHASE ONE
[ b |
1 |Potential new string(s)
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Project Locations

The Project Master program contains a Locations button on the main program screen.

@& ? Project Master - Munis | |

B Audit Expense GL Budget

e

Excel TCM
B Duplicate. v [ Preview [@] Schedule

Delete . 8] Text file I word ! !
=]

I v PDF Email Attachments Maplink ¥ | Funding Source  View Changes
Print

Add  Update
A Alerts Vv | GL Account E More... v

Menu

Confirm cl Actions Output Office

Project Master - Munis

Project 1000 Project ledger use only Department PW PUBLIC WORKS
Project Type Status Active -

Title |PLAVGRDUND REFURBISHMENT | Project available budget Life to Date =
Major project 1000 PLAYGROUND REFURBISHMENT Percent Complete 1]

State ID # |ME1332—39 Estimate to Complete 250,000.00
Federal CFDA Create fixed asset - =
Drawdown freg WEEKLY Project fiscal range JUN - to May o«

REFURBISHMENT OF EAST SIDE PLAYGROUND = |Projected date range |peris/zons |t [1o/10/z003 |

Actual date range | 15 to | | 1

Extension date ) Number of Days

Obligation date I—I . Original 117
Last date to encumber I—I 3 Revised 117

||| String Requirements Overhead Rates
Expense Funding Source Admin Overhead Rate 0

Description

STATE GRANT TO REPLACE AGING PLAY EQUIPMENT -
AND TO MEET UPDATED SAFETY LAWS

Justification

-

Required Ievel{Z - Phase - H2 - Source - I
Budget level [2 - Phase - J
lD"WOrk Orders “D’“Ccntmcts H (& Contract Details ” (& Fixed Assets ” & General Notes ”E”'Comments “D"Intemal Contads” (& Milestones. ” [& Locations.

GL Funding | Revenue Allocation

-
Funding Source Description Amount =
TOTAL 250,000.00
STATE STATE 250,000.00 1
t KeyUp: Enter GWC.Components.Table Restart | Refresh | AUI Tree | Log File | GWC XAML Tree

Clicking the button opens the Project Master — Locations screen, from which you can click
Update on the ribbon to open the table for entry of project locations. You must select existing
Munis parcels.

Project Master - Locations

nis > Project Master - Locations

Locations

Parcel Address City 3

Proj =r - Munis * Project Master - Locations

Parcel Address City 3

001007000000 11 BAY AVE MUNIS ME
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You can double-click a parcel line to view the parcel properties in a new pane.

Property Location

11 BAY AVE
+'| Primary address Record ID 10

+| Property address

&b

Loc Mo Pre-Dir Street Type Post-Dir Unit
| | | | [pavave I | | I | | |
| | | I |
Municipality st Zip Code Parcel ID Loc ID Seq Status
MUNIS |me | | | [ootoo7000000 IEX: [ | 0| |Active
Description

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

Project Master - Locations

B Audit Y
t= (7Y Maplink v J

A Alerts W

Munis Maplink
Welcome, todd.bolduc

2 e 2 & @

Identify Buffer Polygon Search Distance  Area Layers Background QuickZoom Lsunch Munis SetDefaulis Clear Set Return
Query Geographic 5 M Application
1150
Click on any ribbon tool to begin. T 171' o N e
- 228 > 1064
= 1108
P N o004 & @005
136 S o . 7
g 2 i 103
e 99534 91878 | a0 1€ Joro +* 110452
| P 1120 =
72 NEATIA 1078
N 100427 (100704 | JFO2 100703
100797 [111834) 101421 100435
38 [176 |, .39 | -[10E4 lops (111802
2 10he NE 192n0 §¢
F: 6110360 4ot 109680 _’llr"'*‘" + 10715
q .. L LY %‘;r 01 109601
et 00 0960
T P S *
054,14 0410 0
% 438110653 1623 4 MO410 134208,
1 103C 1060
)\ 0 8385
\t 1054 1ohs” "
'\
N\
\
\
Il 130152 | | 128234 12.’93;D
| i g 20 atra
: o 138
9
s 13813 | X
1 5 A
‘é 13815 486320 3ep0g | L2E4 NN
0 o N
|8 2 N
lle 1388541 4 \§ ~
IR B NS
3 - “ N
15 250 X
| 547 N
8 " 145008 147 X
2 2644 2608
[ 4+ 2 Fo57a58 4
165960
kT s 26
Query Results - 5 -
Y 527 A a5t
Active Set / lasr!
// 3 =1/
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Project Strings in Performance Based Budgeting

The Activities program allows entry of project account strings as part of the performance based

budgetlng processes. Account strings are added on the Indicator Funding Summary screen.
D% Indicator Funding Summary Screen

rowse Positions .'4 \

rowse Project Strings

Refum

Menu

cti u icator
Program 172401 |STORM WATERMANAGEMENT

Activity 10 SWM INSPECTIONS
Fiscal Year 2006

Expense records

Org Object Project  Percent  Expense budget Additional amount Actual amount E
14172250 5110 10.000 100,000.00 .00 2,000.00
Positions.
Position Job  Qty Percent  Salary Benfrate  Additional amount Actual amount

25509 0 10.000 34,000.00 0.000 .00 .00
[Project String
Project String Percent Project budget Goal amount Actual amount

5613=4B5646=485671=4 KeyUp: Enter GWC.Components.Table Restart |Refresh | AUI Tree |Log File | GWC XAML Tree

The main Activities screen contains boxes for goal and actual amounts for project string
expense dollars. The values in the boxes are calculated by using the values entered on the
Indicator Funding Summary screen.

Activities - Munis

o oelete | pm B} Text file ] £ word P ot s P —— ——
B Email — i kv | Funding/Input

| PDF
Y bt

in cel
g Duplicste w  [E» Preview @5chad le
= Cutput Office

Performance Activity

Department PUBLIC WORKS DEPARTMENT

LI -
Cost Center ... PUBLIC WORKS
;I

STORM WATER MANAGEMENT
Program 172401

Activity
Fiscal Year 2006

Description |SWM INSPECTIONS

Objective

[ Activity Settings
Type -
Priority /| Print?

Group ;J Expense dollars [ 100,000.00] 2,000.00
Status \A_I ‘

Gosl Actual
Project String Expense Dollars| 00|

Position pay 34,nnm.uu|| .nn‘
Performance type  |Performance -
Positian hours ‘ 1,28EI.EIEI‘ | .EIEI‘
Indicators | Footnotes | Employses Responsible
Type Deseriptien Goal Actual -5
Resources In Inspection Expenses 134,000.00 2,000.00
output Inspections .00 10.00
Efficiency Cost in dollar per inspection .00 200.00
percent Complete percent of werk done 100.00 0| |||
Hours per task Hours per inspection .85 .00

LK € Jiete ERETENT=]

Munis® Major Enhancements, Version 10.3 Financials Page 30



Purchase Orders Unused Numbers
The Purchase Orders Unused Numbers program creates a list of all unused and deleted
purchase order numbers.
@& Q

Purchase Orders Unused Numbers - Munis

Return

Confirm = Actions Output Office ools Menu | Return

Purchase Orders Unused Numbers - Munis

Unused Numbers

PO number

Fizcal year Fizcal period -

Wendor

Ordered amount | |

Department I_I

Requisition number

Contract
L]

Org

Object
Project

Project Account |

Entry Date

Delete Date

Deleted By | |

Reason |

LK< Jpefo BN IENT=)

Each time a purchase order is deleted from the Purchase Order Entry program, the purchase
order number is recorded on the Unused Numbers table. A record is also entered on the table
each time a purchase order is canceled during the Add process or the default purchase
number is manually overridden. This applies to all programs that allow entry of new purchase
order numbers, such as Requisition Entry or Requisition Conversions.

Your user role must have permission to maintain audit records in order to delete records from
the Purchase Orders Unused Numbers program. The permission is assigned in Purchase
Orders Roles.

Student Activity Purchase Orders

The Next Transaction Number box has been removed from the Student Activity Settings
program.
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The Student Activity Settings program contains a Purchase Orders in Use check box.

'-5,5-. Student Activity Settings - Munis
il

= |':'l Text fila Word @ pAudit Lock Chedk

PDF

Glol
Update Print

H Duplicate v B Preview

Actions Output
Student Activity Settings - Munis
Settings

Default one time pay vendor 1]...
Default charge code SA

Centralizad-chack-peint
a

+| Purchase orders in use

Selecting the check box allows you to create purchase orders for Student Activity transactions,
and also causes the Activity Tracking program to include a Default Purchase Order Action box.
The box contains the default action code for purchase order activities.

'-}.- D& 9 Activity Tracking - Munis |
il

= r:-I— Text fila L?:l Word
Q_ PDF FEI [=] Email

Add  Updste

. Prini
FE Duplicate . + Eb Preview @ Schedule

Actions Cutput Office ools Menu | Returm

Activity Tracking - Munis
Activity

Location Dq' MNotes
Activity = Actions
=| Active = Advisors
= Allow negative balance & Users
Default Receipt Action

Default Disbursement Action

Defzault Purchase Order Action

Custodian |
Start Date 15 End Date 15
Cash Code Cash Code Description Cash Account Cash Account Description |

@Eh of 0 HI]@@ |
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Your ability to create student activity purchase orders is controlled by the permissions in
Student Activity Roles.

Student Activity Roles

ey [ Text file E:| 23 word Notes 3 Audit View Changes ."'_.
oy 3 POF '

Email ents (79 Maplink Y -
Excel TCM Return
v B Preview Schedule Natify A Alerts v Mass Update

Output Offica ools Mznu

Role

RoleID | -

Descriplionl |

= Role is active

I| Role Permissions
~| Allowed to cash-out transactions
— Allowed to =ndors on disbursement transactions

= Add open POs
= | Update own open FOs

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

Data Access

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

View activities by location and activity | > | =
| —

Maintain others’ POs - =
Wiew others' POs - =
I< ]| < Jjoofo L2 AR

Vendor Creation/Update Workflow

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

Vendor Workflow Field Groups

Before you can successfully create vendor workflow business rules, you must define at least
one vendor workflow field group, which is performed in the Vendor Workflow Field Groups
program.
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Vendor Workflow Groups - Munis

Vendor Workflow Groups - Munis
Change Set Information
Program wendar -
Group 3
-
Form Location {AII hé I
Type Form Location Field 3
-
IK | < Joofo b =S

The program groups fields from the Vendors program in order to determine the recipient to
which to direct workflow notifications when a field is updated. For example, you can create a
grouping for bank information boxes. When the grouping is applied to a business rule, the
workflow approver only receives notifications and requests for approval when a vendor’s
banking information is changed.

Y

Vendor Workflow Groups - Munis

v B aAudit Select All

kv  Deselect Al
Return

Alerts
Menu

atiol
Program wendor -
Group BANKING Banking Information -

Form Location {Eank.ing Information

Selected Type Form Location Field

Banking Information Bank

J Banking Information Bank Account Type ‘

b
¥ Banking Information Account

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

e VEA (Vendor External Add)

e VEU (Vendor External Update)

e VIA (Vendor Internal Add)

e VIU (Vendor Internal Update)

When you create a VEA, VEU, VIA, or VIU business rule, the program sets the value of the
Type list to WFG — Work Flow Groups.
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@0 Business Rules - Munis | |

Alt Approver

Business Rules - Munis

Approvals

.| Vendor Internal Update Other Options || Deliver immediately Rule 1D
T - J || catchall rule

Vendor Type I . J || &l approvers required
Group/BU | |
Reason I |
Approver(s) |[todd.belduc ... |Todd Belduc 3
Role(s)

E
Step !_1!
Type IWFG - Work Flow Groups - J
Min Amt 0.00 [Max Amt EE]
Rule Type Approve -
|Lme And/ Group Seg Field From To Group B 3 |

The program requires you to enter at least one range of workflow groups to successfully create
the business rule.

Line | And/ Group Seg | Field From To Group B -
1 Work Flow Groups BANKING BANKING
-
Vendors

After a vendor business rule has been created, the Vendors program displays the Changes
Effective Date screen when you click Update or Add, depending on the business rules that
exist. If no business rule exists for adding a vendor, the program does not display the Changes
Effective Date screen when you add vendors.
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Changes Effective Date

Ven nis > Change:

Changes Effective Date

Effective Date 03/04/2013 )

UPDATE BANKING -
INFORMBTION

Reascn for Change

Note that vendor records that have been created and are awaiting workflow approval have a
status of Self Service. The status can only be updated after approval by the workflow approver
for the business rule.

Vendors - Munis

General Yendor Information
Vendor 1000+ Entity |1

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

. @& ? Vendors - Munis

i1 & Text file !E 5 word L Motes v B Audit Release 1099 Data

PDF
Print Excel TCM
v [ Preview [€] schedule Notify A Alerts v | REQ Vendors E m

Output Office ools Menu

Email ., Attachments [19 Maplink v | Sort Invoice Inquiry |

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

e Unreleased — The change set has not been released.

e Pending — The change set has been released and is awaiting approval.
e Approved — The workflow approver has approved the change set.
e Current — No changes have been made to the displayed vendor record.

s D@9 Vendors - Munis

P, B Text file @ T word Notes v B audit Release 1099 Data
PDF
rint

(=] Email % Attachments (79 Maplink v | Sort Invoice Inquiry
Exeel Retur

P 'CM = Retu
g Duplicate v E Preview (@) Schedule Notify A Alerts v | REQ Vendors E More..

Output Office ools Manu

Vendors - Munis
General Vendor Information

Vendor 1000] 1 Entity \1_‘ Entered 07/16/2004
Alpha |ABC SUPPLY COMPANY ‘ Tyoe | = || Modified |uz/25{2013 |
Status [ACTIVE * | Reason| - |todd.belduc |

B
| Change Set |Unrelessed = = |
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Clicking the folder button next to the Change Set list opens the Vendor Changesets program,
with the current vendor as the active set.

Vendor Changesets - Munis

Process Approved '{-'.
kv | Schedule Settings

Menu Return
ges
Change Set Ii

vendor ‘ 1000 Comments UPDATE BANKING INFORMATION .

Change Set ‘ 3 ‘

Entry User ‘tndd.hulduc \

Entry Date 03/04/2013 -

Groups

Group Status Effective Date Business R 3
Mew 03/04/2013 VIU
BANKING MNew 03/04/2013 VIU

Figlds

| !

Field Type Old Value Mew Value -
General Vendor Informatic A v

Audits - Modified 02/25/2013 03/04/2013

Workflow

| !

My Approvals Approve Reject Forward Hold Approvers
| K€ jeefs | >|A]Q]

The program displays the change set information, as well as a listing of groups affected by the

change set. Clicking a group causes the program to display the old and new values of fields in
that group in the Fields table.

After you click Release in the Vendors program, the workflow approver can approve, reject, or
hold the change set using the workflow buttons. After the change set has been approved, the

program updates the status of the change set to Written, and applies them to the vendor
record.

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

If the workflow approver rejects a change set, the changes are discarded and the value of the
Change Set list is set to Current.
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Work Order Detail Quick Entry

The Work Order Detail Quick Entry program allows you to enter all of the actual detail records
for a work order at one time, regardless of cost type (equipment, labor, inventory, supplies,
outsourcing, and overhead).

- (D% ¥ Work Order Detail Quick Entry - Munis ||

Status Change

Work Order Detail Quick Entry
Work Order Information

WO Number | ‘ Description B

Status

l -
Requesting Dept [ - J
Servicing Dept l -

Activity

Subject of Service | | -

||| Detzil Lines

Equipment | Labor | Inventory | Supplies | Outsource | Overhead

Task  Class Code Equipment Description Rate Code | Calc Typ | Rate Quanity Amount Date Comment 2

1] R

I< || ¢ |locfo Iy Mialm| o

Work Order Event Notifications Using Tyler Notify

The Event Notification program can generate work order event notifications by email or
telephone using Tyler Notify. To enable this feature, select the Use Tyler Notify check box in
the Event Notification program.
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@& ¢ Event Notification - Munis

I3 word 1 v B Audit Instructions
e’
" erait |2 :

kv  Reset Defaults
cel TCM
[@) Schedule

Offica

Event Natification - Munis

Event Matification

Department code

Event

L
Role
L

Initial days

= Use TylerNotify

Template:

‘Work Flow Notification

Assistant message

= | Auto-send email

Subject

Email message

| L Joofo EIETENI=]

After you select the check box, the program requires you to select the Tyler Notify template to
use for the notification.

This feature requires that Tyler Notify is implemented by your organization.
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Work Order Labor Detail Copy

The Work Order Labor Detail screen of the Work Orders program contains a Copy Line button.
Selecting a detall line, and then clicking the Copy Line button creates a duplicate of the line
using the date, quantity, start time, and comments of the original line.

Work Order Labor Detail

Estimated  Copy to Actual
v | Scheduled Copy to Scheduled

= v | Actual E More.

Confirm
Munis = Work Order Laber Detail
Work Order header informaticn

Requesting dept LIB Library OUTLET NEEDS REPAIR -
Servicing dept PW PUBLIC WORKS Description

WO number B

Activity code EL

||| Actual detail information

Class code Emp # Employee name Rate Quantity Amount Date
MECHANIC 1 120 GREY, EDWARD 15.0385 10.00 190.3850 01/15/2013

Date 01/15/2013 1 Pay type 111} ... ANNUAL SALARY
Employee 120 ... GREY, EDWARD Rate code

Quantity 10.00 Calc code HOURLY RATE -

Start time =/ AM PM Rate 19.0385

End time Line total 190.3850
Class MRSF MECHANIC 1

Comment |

Project String:
Account: 16177000 - 5110 SALARIES FULL TIME
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Munis Central Programs

Central programs are updated to improve usability and readability. For example, when you
click an account description in GL Account Central or when you click Details for an item in
Inventory Central, the Details screens display in a larger, clearer format.

1]

GL Account Central
Welcome, Maureen Elfring

000
526,37,468.89 [ 1526,337,468.89

0.00

p——— L] Inventory Central
- adits = Weltome, Mauresn Efring

2013 2012
cting Balance  526,337,468.89 52547707203  -29,068,526.63
0.00 0.00 1,852.50

4857 - 24 IN - PIPE FITTINGS

401,00 on hand at CENTRAL WAREHOUSE

0.00 0.00 2,240.00

Budget Rollup Groups

<< [l 2 3 4 ... % Retum to search
$12.00 0,00 $0.00
s1200 .00

Important! The Central search programs cap search results at 1000 records. The programs
do not provide a message or other indicator when the maximum number of records is
reached.
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Available Web Parts

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

Web Part | Description

Tyler Dashboard

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

Munis

eLearning Links Provides a catalog of available Munis eLearning tutorials;

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