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Munis Financials

This document provides an overview of the major Financials enhancements available for
Munis® Version 10.5.

Attachments, Tyler Content Manager

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

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

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

Content Manager for Munis Configuration - Munis

Content Management System |Nane M

Munis Attachments Type Use Muns Server
Programs mwst be closed and re-opened for updated settings to take effect.
NOTE! Some settings require the GOC ta de dlosed completely.

Advanced Settings

Select o Cortent Mpragement System to Seplay advanced sethngs,
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In this case, when you click Attachments in the ribbon, the program displays the standard
Munis Attachments screen, where you can attach new document files or maintain existing

attachments.

Employee Master - Munis

Employee Master Attachments

13

Crvn /DU 0
| Pay Frequescy W o WeRNLY
|

Cop/ 0%/ Prog 1w |
| sauARzes rod

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

\y = Content Manager for Munis Configuration - Munis

Contert Management System Tyler Content Manager >4
Muns Altachments Type \un Conuﬂt wm . ,
Programs must be ciosed and re-opened for updated sethings to take effect.
NOTE! Some settngs requre the GDC to be dosed completely.

Tyler Cortert Mansger
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In this case, when you click Attachments, Munis provides the Document Mappings box.

Double-click a document map type or highlight a document map and click View Documents to
open Tyler Content Manager.
f&al_9°°

]
Employee Master - Munis

Frateored Name
Man | Dutes | Damogrephicn | Adarass | | | el Mty Actharcaten |21 Tyler Cortent Manager
Crivnal arory Gesuns | Y‘ P L
trpioves Apchoene
Chan wh
e tmpioyes Sanede (R
Location 135 "
Growp/ o9 w
GF Vem Docurserts | B8 Show
Pay frequency W - WY -
Presedt At Oocumanty
" Wy ta Kyl
Ovg/ 00/ Prey 11135000 $130 »e
SALARIES FULL TIME - OHANGE
Depanmant
Persomeel Mates T - PAL T
Ohech Locaton Retted Cocament)

Mow Erpcree Troe Nyt Key2
LAstene Sreenag P
Sate 30

@ Tt @ Creckiat

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

F 0o

1
Employee Master - Munis

. Ot oy * 6w
o e e ™
— | At et e e e |
(remae ey Ao Bmgeren (e Wy oA W -
WS Des  Desagreras | AdBess | Mapted | et et Laek Ohege  Senalh Ty e Cromaa Sy bonsts Pogree e et fent
Vogree Mrodeaer Tmgvee WlpPeat
Aa e o ATt i) [ e—— [Ny ———
Lot [ FNANC T EPAL T Ve bty 8 Pmgen bacates
G/ "w L I > |
Empioyes Master Attachments|
oy Vovmpmane y Ly
[ p—
g (O [P 13839000
BAAZITS FUAL T - CHANGE
(st
e A ete bl Tewe Aded  *
e it 88 08 1 VAL T - mgreee O w— Wmpryees sas BN eeen
Chack Loman
]
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When you double-click a mapping, Munis opens Tyler Content Manager.

) |
% Employee Master - Muris|
[ =)

bt (T et Aetalate

R e ||

{ sl matary v Trpminse Lromse 1 atiny Saate

Imprire amarmant
teeiee Pevetas
e een

]

Tree Wyt eyl

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

Document Mappings

Document Map Title Docament Type .

[Gererc Attactment (r search ) 1
! "S'x 0o Employee Master Attachments
55

il

Oescrgten Fie M Date Added e Added
| Empioyee Preferences Emplovees xiax 03/16/2034  11:00:01

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

Once you open either Munis Attachments or Tyler Content Manager, the procedures for
managing attachments within those applications have not changed.
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Note: If your organization uses Laserfiche®, the TCM button remains available and there are
no changes to the access or use of your content management system.

Accounts Payable

Accounts Payable Roles

The following changes to the Accounts Payable Roles program affect processing in multiple
Accounts Payable programs.

Maintain Vendors on Purchase Card Transactions
The Maintain Vendor on Purchase Card Transactions check box is available on the Role

Permissions tab. In order to access and modify vendor information on a purchase card
transaction, the check box must be selected for your user role.

Accounts Payable Roles |

MUNIS -

+/ Releis active

|1 Maintain miscellanecus codes
|1 Maintain audit reco

(] Maint

|1 Acces

] over
|¥] override PO vendor
[/] Add vendors on-the-fly

invoice with no Purchase Order

[+] view S5Ns
[ Stale check processing [ maint
|¥] Generate AP helding records |¥] Modify 1099 codes

|| override retainage amounts || Modify fixed asset codes

invoices without original invoice || Allow mass update of inactive bank codes
Access to the Org when PO is liquidated |von-Blanket POs only M|
Access to the Object when PO is liquidated |on-Blanket POs Only )

When the check box is selected, you can access the Vendor box on the Transactions screen
of the Purchase Card Statements program by clicking Update on the ribbon. When the check
box is not selected for your user role, the Vendor box is inaccessible when you click Update.

Transactions

Allocata By Code

4

Refumn

plink v | FA Detail

Alerts v | Liquidate PO
Tools Menu Return

Card number

Current card holder

Mame on card

Statement 1D

3| | notes Bank Transaction 1D

Card h JOHN TARGET |
Vendor 1110/  OFFICE CONNECTIONS wc]

Charge description OFFICE CONNECTIONS INC - Purchase

Charge date 07/30/2008

Post date 08/02/2009
L

ot o [ 4 I
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Modify 1099 and Fixed Asset Codes
The Role Permissions tab includes the Modify 1099 Codes and Modify Fixed Asset Codes

check boxes.

- tyler

222

Delete

Confirm

> Accounts Payable Roles

o Text file E‘
) PDF
Print

v [ Preview

33 | Word
B Email
B Schedule

Office

§2 Maplink v | Copy

Output.

Role ID

MUNIS h

Description\nme for MUNIS staff users

/| Role is active

Role Permissions | Data Access

+| Maintain miscellaneous codes

| Maintain audit records

+/ Maintain check reconciliation

/| Access to the warrant in Invoice Entry
| Override invoice variance

/| Override PO vendor

~ Add vendors on-the-fly

< View 55Ns

/| stale check processing

| Generate AP holding records

Override retainage amounts

<

Allow entry of credit memo inveices without original invoice

<

Override credit memo defaults

<

Allgw contract ion

Authorize payment of invoice with no Purchase Order

Authorize payment of invoice with a unit price variance

Autherize payment of invoice with guantity variance

Authorize payment of a direct pay inveice without commodity code
Authorize payment of invoice to expired Purchase Order

<

View purchase card account numbers

<

Allow printing of invoice barcodes
View/Maintain vendor banking information

Maintain vendor on purchase card transactions
+ Modify 1099 codes
V| M ed asset codes

Allow mass update of inactive bank codes

Access to the Ora when PO s liguidated | Non-Blanket POs Ol

View Changes P

! Alerts v | Mass Update

Menu

Accounts Payable Roles

Returm

When the check boxes are selected for your user role, the 1099 Box and Fixed Asset lists are
accessible on the detail entry screens of the Invoice Entry, Modify Invoices, and Recurring
Invoices programs. When the check boxes are cleared, the lists are visible but inaccessible.

Delete

Confirm Actions
Modify Invoices - Munis > 1

Invoice header

1120 |ANDREW KONSTANOPOLIS
Document |[5931

Invoice detail

Vendor

Invoice

Line Org Object Project PO Amount

5931

PO Inguiry

nk v | Access Detail

-

Cutput

Met amount 1,200.00

Discount amount Met Amount 1099

Menu

A

Detail

4

Return

Bud | Work Order WO Task 3

| 1 11135000 5290

1,500.00 300.00

1,200.000F - FEDINCT ~

N

1 o

Total Amount 1,200.00

MISCELLANEQUS EXPENSES

GL Available Budget 23788.50

1000-1-135-000-00-00-0000-0-5290 -

Munis Major Enhancements,
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Vendor Banking Information

The View/Maintain Vendor Banking Information check box controls a user’s ability to view
banking information on a vendor record.

Accounts Payable Roles |

B g Textfile View Changes
=
Print

4

L PDF kv  Copy
A 3 Return

v [ preview 1 Alerts ¥ Mass Update
Confirm cl Cutput

Menu
counts Payable Roles

Role ID MUNIS h

Description | Role for MUNIS staff users |

/| Role is active

Role Permissions | Data Access

/| Maintain miscellaneous codes Authorize payment of invoice with no Purchase Order

/| Maintain audit records Authorize payment of invoice with a unit price variance

/| Maintain check reconsiliation Authorize payment of invoice with quantity variance

/| Access to the warrant in Invoice Entry Authorize payment of a direct pay invoice without commodity code
/| Override inveice variance Authorize payment of invoice to expired Purchase Order

/| Override PO vendor /| View purchase card account numbers.

/| Add vendors on-the-fly

/| Allow printing of invoice barcodes
| View SSNs I View/Maintain vendor banking information I

/| Stale check processing Maintain vendor on purchase card transactions
/| Generate AP holding records Modify 1099 codes
Override retainage amounts Modify fixed asset codes
/| Allow entry of credit memo invoices without original invoice Allow mass update of inactive bank codes
+/| Override credit memo defaults
/| Allow contract liquidations. Access to the Org when PO is liquidated INun—B\ankEt POs Only - |
Pt CnilEvoices Access to the Object when PO is liquidated |Non-Blanket POs Only -]
/| Maintain own posted invoices . .
3 Access to the Project when PO is liquidated |Nun—B\anket POs Only ~ |
/| Maintain own recurring invoices
/| Viiew own AP dacs during inquiry Access to Segment 1 when PO is liquidated |Nun-B\anket POs Only - |
+/| Maintain own unposted invoices. Access to Segment 2 when PO is liquidated |Nun-B\anket POs Only - |

Y5 tad

When the check box is selected for your role, the Vendors program displays the Banking
Information group on the General tab. When the View/Maintain Vendor Banking Information
check box is cleared for your user role, the Banking Information group is not visible in the

Vendors program.
90

Vendors - Munis

e} B Browse W Textiile T3 Word Sort Tnvoice Inquiry
d B L poF B Email ink v REQ Vendars Check Inquiry
Excel

v 1099 Data More... v

Confirm Menu

‘Vendors - Munis

Vendor 1120+ Entity \1_‘ Entered 11/08/2013
Alpha |FHOROS COLLECTIONS | e [111- generic ~ || Modified [11/08/2013
Status IACT[VE ~ | Rfasun[ - ‘ By todd.bolduc
Change Set |Current - [ﬂ"]

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

Payment Recept
Discount percent .000 Days to discount Method * Printed check

Minimum order 00 Days to net 45 Electronic fund transfer
- ’ Active card integration

Freight term/meth Freight percent .000 Direct disbursement

Default Tax Information

Pre-note Naone -
Use tax vendor Use tax percent 0.000
Sales tax percent 0.000 ACH Override
1D Mumber

Banking Information

Bank [ - || Shddends | Mame \ |
Reuting number ZASC x12 Purchasing Delivery Method
Account | | / print
Fax
Type -
E-Mail

E-Procurement
AP Retainage IRS Information

Payables Delivery Method
status |+ Always retain /1 1099 vendor /| W-9 sent - -

i | Print
Never retain Default F - FEDERAL INCOME TAX WITHHELD - /| W-9 received
Retain on threshold values ) - Fax
1099 withholding & mail

Subject to federal withhelding

Attachments (0}

(K <Jes [ A Q]

Munis Major Enhancements, Version 10.5 Financials Page 10



The value of the View/Maintain Vendor Banking Information check box also controls whether

vendor banking information appears on the Addresses screen in the Vendors program.
| Q%0

Vendor Addresses | |

Address number 1]

Type IGENERAL - General Addresses |

Contacts (0)

Alpha |anDREW KONSTANOPOLIS |

Company Name |ANDRI KONST) POLIS

E-Mail Email

E-Procurement

Payment Information
*/ Printed Check
Electronic fund transfer

Payment rec't method

Prenote

Active Card Integration
Direct Disbursement

|none - |

Bank |

 + | Faddenda

Routing Number

| |EFasc K12

i
Account [
[

Type

-]

K| € [1o1

D la =]

Check Printing Workflow Approvals

The APH — AP Check Approvals business rule is available in the Workflow Business Rules
program. This rule controls the ability to print accounts payable checks using the Print Checks

program.

(232"

Business rule setup

-' o Text file O Word
il

PDF

Role(s)

Step \_1‘

Type {AMT - Dollar Based

-

Min Amt 0.00 |Max Amt
Rule Type Approve -

999599995.99

Mass Change Approvals

Business Rules - Munis

Process APH .. AP Check Approvals Other Options |+ Deliver immediately Rule ID 153
Department { - J Catchall rule
Location { 3 All approvers required
Alternate Approver: None
Group/BU { - J
Reason { - J
Approver(s) |todd.bolduc ... Todd Bolduc -

Munis Major Enhancements, Version 10.5 Financials
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After the APH business rule has been defined, the Print Checks program includes Release and
Approvals options on the ribbon.

Print Checks - Munis

Print Options ~ Rerun

< | Change Check Manual Single
Return

= More.. v

Execute this report INaw - J

Approvals
Cash account |1000 |- |1010 =) | || cASH

CHECK RUN
Check date 01/14/2014

Complete the check run information, and then click Release. Click Approvals to submit the
check printing run to workflow. Once a cash account has been used on a check run that has
not been approved using workflow, that cash account cannot be used on another check run
until the original run has been approved.

Invoice Bar Code Label Printing

Invoice Entry provides the option to produce invoice bar code labels as PDF files that can be
printed using your standard network printer. In order to utilize this feature, your organization
must have Tyler Content Manager installed, the Enable Printing Invoice Barcode Labels for
TCM check box must be selected in Accounts Payable Settings, and your user role must be
assigned the Allow Printing of Invoice Barcodes permission in Accounts Payable Roles.

When these settings are established and you enter an invoice, the Invoice Entry program
displays the Print Labels screen.
o

Print Labels

Number of pages on invoice [ .

| Print Now | Add to Queue || Print Queue (0) |

This screen requires you to enter the number of pages on the invoice, and then select a
printing option. The available options are:

e Print Now — The program immediately produces a PDF file that contains the bar code
label information. This file can then be printed using your network printer.

e Add to Queue — The bar code information is added to a print queue for later printing.
This option is typically used when you are creating multiple invoices at one time and
prefer to print all of the labels at a later time. When you click this button, the program
adds the label to the queue and returns to the Invoice Entry screen. To access the Print
Labels screen in order to print the queue, click Print Label on the ribbon in Invoice
Entry.

Munis Major Enhancements, Version 10.5 Financials Page 12
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e Print Queue — The program immediately produces a PDF file consisting of all of the
labels currently stored in the print queue. The number in parentheses is the number of
labels currently in the queue. Printing labels resets the number to zero.

The Print Labels screen displays a Define Printer option on the ribbon. Click this option to open
the Select a Printing Destination screen, which allows you to direct the program to print to PDF
for printing on a standard printer or to print to a label printer.

= Select a Printing Destination

Print to * (=) POF () System printer

Select a system printer \ |

* All printer destinations other than PDF require a ZEBRA label printer:

Bid Management
Bid Pricing Import

An Import Vendor Prices option is available on the ribbon in the Enter Vendor Bid Prices
program. Clicking this option opens the Vendor Bid Prices Import screen.

Enter Vendor Bid Prices - Munis

Detail Bid Questions

Maplink v | Bid Notes Vendor Audit

Import Vendor Prices |
Menu

Vendor Bid Prices Import

Bid number

Description ~ e N
g 4 -

Bid number B la

| Import path/file name]

-~ Default vendor general terms

The Vendor Bid Prices Import screen imports a file in .csv format that contains the vendor bid
prices for the entered bid. You can import pricing information only for bids that exist in the
Munis system. If the import file applies to a bid that has not been entered in Munis, you must
first create the bid record before performing the import.

Munis Major Enhancements, Version 10.5 Financials Page 13



After the import is complete, view the bid pricing information by clicking Details on the Enter
Vendor Bid Prices program screen.

Item Specific Bid Entry

Delate. B p Textiile E‘ @ Waore
bal v | B3 & poF .

Add  Update

Glo

Prin
R Duplicate v [f@ Preview
Actions

Output

Bid number| 12 |BID FOR CONTAINERS
Vendor 1000 ABC SUPPLY COMPANY

Item Spedific

Commedity Description Quantity Ordered UOM Per Unit Bid Bidding UM § Minimum  Handling  Freight  Discount® *

100 0.00 EACH 12.00000 EACH .00 5.00 12.00 5.000
BOXES, CRATES, BASKETS, ETC. (

10005 100.00 EACH .75000 EACH .00 .00 .00 5.000

CONTAINERS, PLASTIC (ALL PURPO
10006 100.00 EACH 1.00000 EACH .00 .00 .00 .0oo

DRUM SPIGOTS, METAL OR PLASTIC
10010 100.00 EACH 2.00000 EACH .00 .0o .0oo

Mass Allocation of Bid Commodities

Enter Requested Quantities contains a Mass Allocation option. Clicking Mass Allocation
displays the Mass Allocation screen.

(232

Enter Requested Quantities - Munis

— 4aa| . BID FOR LANDSCAPING PLANTS AND SUPPLIE: Due =
. Start 02/27/2009
Location/Department PW .. PUBLIC WORKS
End [09/09/2009 |
Ship to [Pw ~ |../s002w34THST Notes

/| Project accounts applied

Items

| commodity Description Budget Cost Quantity Ordered Amount  UOM = |

BEDDING PLANTS AND ‘

59510 CUTTINGS .00000 00 .00000 EACH
BULBS AND SEEDS

59515 .00000 = 1 N

Mass Allocation

EDGING, LAWN ) e

59526 .00000 = -

Total ordered amount 0.00000

Allocations
PA Type Project Account Org
LI | < Jjzofs RS N = '

The Mass Allocation screen allows you to enter a single allocation setup for all of the
commodities on a bid record. The entered accounts abide by all role-based access
permissions. If you do not have permission to access an account, you cannot enter it as part of
an allocation setup.

Munis Major Enhancements, Version 10.5 Financials Page 14
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To perform a mass allocation, click Mass Allocate, enter one or more accounts, and then click
Accept. The program adds the accounts to all of the unallocated commodities on the bid.

(23 Mass Allocation

PA Type Project Account

Expense PWG -ONE - - 11135000 5290

| Expense PWG -TWO - - 16177000 [ZRE

\
C dity Description Budget Cost Quantity Ordered Amount uoMm *
BEDDING PLANTS AND ’

i59510 CUTTINGS .00000 .00 .00000 EACH
|

BULBS AND SEEDS
.00000 .00 .00000 EACH

9515

EDGING, LAWN
.00000 .00 .00000 EACH

Total ordefed amount 0.00000

Allocations

Allocated Quantity Percent
0.00

Obj Project

5290

Project Account Org

PA Type

- 11135000
- 16177000

PWG -ONE -
PWG -TWO -

Expense

5409

Expense

Mass allocations only affect commodities for which allocations have not yet been entered.
Entering a mass allocation for a bid that contains both allocated and unallocated items will
mass allocate the unallocated items only, leaving the allocated items unchanged.

Budgeting
Budget Check During Posting

The Budget Transfers and Amendments program performs a budget check when posting a
transfer. This ensures that when a delay between entry of the transfer and posting occurs due
to the workflow approval process, the funds are actually available at the time the transfer is

posted.

Munis Major Enhancements, Version 10.5 Financials Page 15
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A Bypass Over Budget Conditions at the Time of Posting list is available in Budget Roles. In
order to access the list, the Post Amendments check box must be selected for the user role. If
the check box is cleared, the value of the list is Never and it cannot be updated.

Budget Roles

Rale nce =
e
Role ID MUNIS h

Description\nme for MUNIS staff users \

Role is active
Budget amendments
[+/] Post amendments
Bypass over budget conditions at the time of posting [Always. -

[« Approve amendments

[ pisallow 1-sided amendments

|_| Disallow inter-fund transactions (types 7 and &)
|| Bypass workflow for budget amendment/transfers

Budget transfers need to be in balance by GL account segment Object -

Budget rollups

|+] General maintenance to Budget Rollup codes

Next year budgeting

Maximum budget level 5 -

Projection access type {View, create, modify, delete b4 I
(] Hide restricted budget levels

[/] Budget approver

[] Projection detail access only

Data Access

Budget object code access  |Full - | |=
Budget amendment transfer|Full - | |=

lof1

For user roles that can post amendments, the options available from the Bypass Over Budget
Conditions list are:

e Always - Allows an override without displaying a warning message.

e Never - Prevents entry of any over budget conditions.

e Override with Warning - Allows the user to override the budget condition after
confirming a warning message.
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Budget Transfers Balance by Segment

Using the Budget Roles program, you can require that budget transfers be in balance by a
specific account segment. This is done by selecting a segment value from the Budget
Transfers Need to be In Balance by GL Account Segment list.

Budget Roles

Confirm

| Role Maintenance > Budget Roles

Role ID MUNIS v |

Description|RoIe for MUNIS staff users J

' Role is active

Budget amendments
|| Post amendments
Bypass over budget conditions at the time of posting [Always b J

|| Approve amendments
|| Disallow 1-sided amendments
LJ Disallow inter-fund transactions (types 7 and 8)

Bypass workflow for budget amendment/transfers
Budget transfers need to be in balance by GL account segment Blank v

Budget rollups

|| General maintenance to Budget Rollup codes

Next year budgeting

Maximum budget level 15 |
Projection access type lView, create, modify, delete v J

|| Hide restricted budget levels
|| Budget approver
M Projection detail access only

Data Access

Budget object code access |Full v ||B”|
Budget amendment transfer |Full v E[

IK | € |[rof2 > |

Select any segment value from two through eight, the object code, or the project code. Once
this permission is applied, all budget transfers created by users assigned to the role must be in
balance by the selected segment.

Munis Major Enhancements, Version 10.5 Financials Page 17



= tyler

Employee Expense

Annual Spending Limits

The ability to define an annual spending limit for an employee is available in the Expense
Claim Templates program. To apply a spending limit, enter the dollar amount in the Annual
Spending Limit per Employee box. Select Fiscal Year or Calendar Year from the Enforced By
list to define how the spending limit is calculated. This spending limit applies to all employees
in your Munis database that use the claim template. Spending limits are calculated based on
the start dates and totals of all estimated and actual claims. Rejected claims do not count
against the spending limit.

Expense Claim Templates - Munis

Template

Template code |CONFADV HCASH ADWANCE, CONFERENCE EXPENSES |

Main | Optional Claim Fislds

Status Active A
Estimated claims Allow s

[+] Allow cash advances for this claim?

Maximum recommended clair | 1,000.00 |

Annual spending limit per em | 5,000.00 | Enforced by |Fiscal vear - ]

Claim Instructions

B (B

Consent Text

When you attempt to create an expense claim for employee who has exceeded the spending
limit for the selected template in the Expense Claims program, the program displays a warning
message. The message indicates that the employee has exceeded the template’s spending
limit and includes the employee’s current spending total.

Annual Spending Limit Exceeded

? The annual spending limit per employee for the current claim type, $1.00, has been exceeded.
B The current employee has claims totaling $160.00 for the year.

i

Lok |

This warning message is for informational purposes only. After you click OK to acknowledge
the warning message, the Expense Claims program continues with the claim process. If the
claim should not be completed due to the spending limit, you must manually cancel entry of the
claim record.
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Employee Expense Workflow

The Workflow Business Rules program provides the option to send notifications and approvals
for the Employee Expense Actual Claim (EEA), Employee Expense Estimate Claim (EEE), and
Claim Created Notification (EEN) rules based on employee location and supervisor.

To route a business rule by employee location, select a value from the Location list.

Business Rules - Munis

Process EEN ...| Claim Created Motification Other Options || Deliver immediately Rule ID
Department [ - | |_| catchall rule
Location 135 - FINANCE DEPARTMENT -l All approvers required
Group/BU { - J
Reason { - J
Approver(s) -
-
f M Y

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

SUPERVISORL1 through SUPERVISORS5 options from the Select Approver(s) for this Business
Rule screen. The screen is accessed by clicking the field help button in the Approver(s) box in
the Business Rules program.

Business Rules - Munis‘

Alt Approver

N ...| Claim Created Notification Other Options /| Deliver immediately Rule ID
Department | - ) [ catchall rule
Location (135 - FINaNCE DEPARTMENT ~) Allapproversiregtired
Group/BU | -]
Reason |
Approver(s) | }| -
L :J\

Select Approver(s) for This Business Rule

User ID

SUPERVISOR1 RUNTIME SUPERVISOR LVL 1
SUPERVISOR2 RUNTIME SUPERVISOR LVL 2
SUPERVISOR3 RUNTIME SUPERVISOR LVL 3
SUPERVISOR4 RUNTIME SUPERVISOR LVL 4
SUPERVISORS RUNTIME SUPERVISOR LVL 5
todd.bolduc Todd Bolduc

Multi-row selection hints

Qjx)® | I =] v ) o J 4| > JQ2of1s
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Selecting SUPERVISORL1 sends the approval or notification to the employee’s direct
supervisor. This is the supervisor who is listed on the Address tab of the Employee Master
program for the employee that appears on the claim.

[ Q%0

Expense Claims - Munis

Claim number 7. Entered by todd.bolduc
Claim template CONFADV J CASH ADVANCE, CONFERENCE Dept IJ FINANCE DEPARTMENT
Claim status |11 - Actual, Entering ~ | Defaultorg  [11135000  |...|
lEmployee number| 58| ...| JOHN TARGET I Default project _J
mployee locati | Fiscal year | 2009| ' Current Year| = Next Year

Employee Master - Munis

Detail

Org Chart

Maplink v | Terminate Supervisor

! Alerts ¥ Reporting Emps = More... v

Meny

SSN Last Name Ml Suffix
s8|| [666-45-9856 || TARGET ||sonn || la | ||a - acTive -

preferred Name

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

Address Information

First Name Middle Name Status

Line 1 |34 HAWTHORNE RD |

Line 2 | |

city |FaLmouTH i

State wﬂ Zip 04105

Country | | |2

County | =

City Code | |

Home Phone

Email [ =
Alt Email [ =
Prior Name | | | | L

FOIA Exempt | M=
ISupemser | 101)... HERNANDEZ, APRIL K ]

Spouse 0)...

|Baddresses || || S0 (2 i |SBcontacts |

If you select SUPERVISORZ2, the approval or notification is sent to the supervisor’s supervisor.
Selecting SUPERVISOR3 causes the notification to be sent to the third level supervisor, and
SO on.

Both the routing by location and delivery to a supervisor features require that your organization
have Munis Payroll installed. Attempting to route Employee Expense business rules by
location or supervisor without Munis Payroll causes the process to fail.
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Fixed Assets

Fixed Asset Depreciation Recalculation

The Depreciation Recalculation program is available. The program recalculates and updates
existing depreciation values for an asset.

= 9
Q%1 Fixed Asset Depreciation Recalculation - Munis

Home

Asset

Class

\

Status | -
\

Subclass |

Acquisition date 1

Acquisition cost \ \

Depreciation Recalculation
Current Depreciation Recalculation Mew Depreciation

Start of year value ‘ | | |

Current book value ‘ | | |

Estimated salvage value ‘ | | | | |

Estimated useful life l—/

Depreciation method | - -

First year/period [ L]

Depreciation principle | | [

LTD accumulated dapreication‘ \

Periods taken
Last year/period

GL journal effective date 1
GL journal year/period

Asset Depreciation GL Accounts

Type Type Description Org Object Project GL Account GL Account Description Percen *

i

In order to recalculate depreciation, you must select an asset that has existing depreciation
and that has no pending transactions of any type. You cannot recalculate depreciation for
assets with pending transactions.
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After you select a valid asset, the program displays the original depreciation values in the fields
in the Current Depreciation column and makes the fields in the Recalculation column available

for entry.

Fixed Asset Depreciation Recalculation - Munis

Status ACTIVE - POSTED TO GL -
Class ‘40 MACHINERY AND EQUIPMENT

Subdlass |43 | vewicies

Acquisition date |02/28/2005 1

Acquisition cost | 50000.00|

Depreciation Recalculation

GL journal effective date

GL journal year/peried

Type Type Description

Org

Object

L i

I

Project GL Account

Current Depreciation Recalculation ew Depreciation
Start of year value ‘ 3225n.uu| n.uu|
Current book value 34250.00| 0.00|
Estimated salvage value | 0.00 | jo-od]] 0.00
Estimated useful life 5 5 0
Depreciation method [2 - MONTHLY STR-LINE - Hz - MONTHLY STR-LINE - - J
First year/period 2005 \_B/ FEB 2005 \_ﬁ/ FEB 0 \_D/
Depreciation principle | 45000.00 | 45000.00 0.00|
LTD accumulated depra\catlon‘ 127sn.nn| n.nn|
Periods taken 17 0
Last year/period | 2008 12| UM 0 \_0/

Asset Depreciation GL Accounts

GL Acceunt Description

Percent *

Update the values of the Estimated Salvage Value, Estimated Useful Life, Depreciation
Method, First Year/Period, and Depreciation Principle fields in the Recalculation column in
order to redefine the asset’s depreciation amounts. After you complete the updates and click
Recalc on the ribbon, the program displays the new values in the New Depreciation column.

13

3|
|
|

Acquisition cost |

Acquisition date |02/28/2005

50000.00|

Depreciation Recalculation

W Textfile E‘ I Wort
v —]
=

v [ Preview

e
Excal

) POF

Output

Status IACTlVE - POSTED TO GL
Class |4E| MACHINERY AND EQUIPMENT
Subclase |43 VEHICLES

Fixed Asset Depreciation Recalculation - Munis

Current Depreciation Recalculation New Depreciation
Start of year value | 52250.00| 27328.12|
Current book value 3425000 29326.12|
Estimated salvage value ‘ n.nn‘ | 1snn.nn| 1snn.nn|
Estimated useful life 5 3 8
Depreciation method |2 - MONTHLY STR-LINE ~ |[2 - MONTHLY STR-LINE ~ |[2 - MONTHLY STR-LINE -
First year/period 2005 8| FEB 2005 10 FEB 2005 10| AFR
Deprecistion principle | 45000.00 [ 43500.00 43500.00|
LTD accumulated deprelcat\on‘ 12750.00‘ 17571.Es|
Periods taken 17 39
Last year/period 2008 12| un 2008 12| Jun
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The depreciation recalculation is not complete until you click Post on the ribbon and create the
adjustment detail report.

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

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

General Ledger

Account Access by Status

The General Ledger Roles program provides the ability to restrict account access during
transaction entry based on account status. Access is restricted by clearing the check boxes in
the Data Access group.

General Ledger Roles

Motes ¥ Audit

View Changes 4

{§2 Maplink v | Copy
Retum

! Alerts ¥ Mass Update

Menu Return

Role ID MUNIS hd

Des(riplion‘RDle for MUNIS staff users |

Role is active

Permissions | GL Year Access

General maintenance on accounts Allow transactions in periods prior to the default|12 A

Update others' report templates
Add report templates to the menu

Account/segment group access tull - =

Allow access to Active accounts

Allow access to Inactive accounts
Allow access to Closed accounts

K] < Jors BEINE

The check boxes are not mutually exclusive. You can grant or deny access to any combination
of active, inactive, and closed accounts. Access based on status combines with access based
on segment. For example, if you have been given permission to access accounts with a fund
value of 1000 and all accounts of Active status, any account that is inactive or closed and not
in fund 1000 is not available to you.
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Budget Override Password
A Budget Override Settings tab has been added to the General Ledger Settings program.

General Ledger Settings - Munis

W g Textfile El @3 Wor
v B L ppF il -]
Print Excel
licste | w [l Preview

Output

General | Segment Sizes | 3rd Party Integration =Budget Override Settings

Establish password for budget override

Password
Re-enter password

When a budget override password has been defined, Munis programs require entry of that
password when you attempt to override the available budget warning for an account during
entry of a transaction. If you do not enter a password, or enter an incorrect password, the
program displays an error message. Entering the correct password allows you to continue
processing the transaction.

Budget Check

l.) Available budget of § 130.20 exceeded.

[ L oK '1 Please Enter Budget Override Password. i@
> |
Password

0K Cancel J

Journal Lines

Line Object Line Descripthe Ref 1 Effective Dal D/C  Amount e
I 5. 000.00

s111

Org
1 12220000

Project  Account Description

ELECTRIC

DEBIT

Tnvalid budget override password.

The requirement to enter a password does not apply to users who have been assigned the
Override Budget Amounts permission in General Ledger Roles.
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Fund Balancing

General Ledger Settings and Chart of Account Segments

The General Ledger Settings program has been updated to facilitate fund-segment balancing
at the individual fund level. The Journals Balance to Fund list has been renamed as Secondary

and moved to a Balancing Level group on the General tab. The value selected from the list
determines the fund and segment combination by which your organization balances.

General Ledger Settings - Munis

et W Textfile m 7 Waorc
v | = L poF " B Emai
eview

General | Segment Sizes | 3rd Party Integration | Budget Override Settings

Date Settings

Default year/period 2009 08| [] Auto Update
Current year/period 2009 08
Fiscal year date range |o7701/2008  |[55] to |os/z0s2000  |[iE]

|_| Holding current year open
|_| Enforce override period restriction when posting

Pooled cash/treasury fund
Budget Settings Miscellaneous Settings
Budget level 1 label |DEPT Use project accounting
Budget level 2 label |DEPT DIR Grant stored in segment 07 - DOE Function -
Budget level 3 label |BUDGET Grant Exp Cat in segment 11 - Object -
Budget level 4 label |COUNTY MGR [¥] Use budgetary GL control
|_| Include account code check
Budget level 5 label |COUNCIL [V tnelude requisition amounts in budget checks
Final budget level 5 |+/] Update revenue accounts with encumbrance transactions
|_| Prompt to enter rollup code when creating accounts
Budget carry forward method Account restriction for users with multiple roles Inclusive -
()1 Gaap .
- Default journal status None - Workflow -
(_) 2 Budgetary
(=) 3 GAAP/Budgetary combined Next Allocation Number 1
() 4 Transfer =
Balancing Level
Secondary Function/CC -

The Secondary list contains all of the segment values defined on the Segment Sizes tab. It
also contains a Defined by Fund option. Selecting this option allows individual funds to balance
by different segment combinations, instead of defining the fund and segment combination at
the system level.

When Defined by Fund is selected from the Secondary list, the Chart of Account Segments
program displays a Secondary Balancing Level list for fund segments. This list determines the
segment by which the selected fund balances. The value of the list can be defined only for new
funds in order to prevent the balancing segment of an existing fund from being changed during
a fiscal year. All existing funds have a value of None. You cannot manually update an account
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to balance from one segment to another after creation.
Sl

General Ledger Settings - Munis
Chart of Account Segments - Munis

B P P A s e
aa e,
e T FeaCH G Yar STt i MfipTe roley |
168
. Defa status
+ 3 GAAP/Budgetary combined
4 Transfer

&

Due To/Due From Setup

The Due To/Due From Setup program has been altered to ensure compatibility with
organizations that balance to a fund-segment combination. The program can define due to/due
from relationships by object code, in addition to defining by account.

(2} Due To Due From Setup

Due To Due From Setup | Search Welcome, Todd Bolduc

X

Add  Delete

Actions
First Fund

Fund

[ 1000 - GENERAL FUND v]
Due To Account
| v v |E
Due To Object CASH
I 1010 =
Due From Account | |
M Y=

Due From Object 1020 ml PETTY CASH

Second Fund

Fund

| 1100 - MUNICIPAL FEDERAL GRANTS v |

Due To Account | - - |

Due To Object 1010 = CASH

=

Due From Account | v

"|E

Due From Object PETTY CASH
(=)

K< 2 »>l Cancel
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An account that utilizes the entered object codes must exist for each balancing segment in
order for the due to/due from process to complete successfully. Organizations that balance at
the fund level can also define due to/due from relationships by object code. Correct setup of
due to/due from objects eliminates the need to set up Journal Source Posting records.

SEO Workflow Business Rule Type

The SEO - GL Segment and Over Budget business rule type is available in the Workflow
Business Rules program. This rule type routes workflow notifications and approvals based on

Business Rules - Munis

-. o Text file @1 Word

w» B L poF B8 Email
Print Excel Attachments.
plicate v [ Preview B Schedule

Qutput Office Tools Menu Return

uuuuu

Business rule setup

Process |apz ...| AP Invoice approvals

Department | - Other Options /| Deliver immediately Rule ID

Liguidations | = I Catchall rule

— | Group approvers at this step

ay Metho . 5

L * First approver can complete this group

Reason | r] Al approvers needed to camplete this group

Approver(s) AR RONIE .. Todd Bolduc - By source business rule - First approver from rule can complete this group

By source business rule - All approvers from rule needed to complete this group

\—/ * - all groups at a step must be completed to advance to the next step or complete the workflow.
\—/ Alternate Approver: None

Role(s) I - ke -

Step | 1]

Type |SEO - GL Segment and Dver Budget - IT

Amt 0.00 [Max Amt 999999399.99 |
RuldJype Approve -

Busines. ule ranges

Line And/ Group Seg Field

1 B Object 2010 3930

DK s D EI Y

Record(s) added.

When creating a business rule that utilizes the SEO — GL Segment and Over Budget type, you
must enter at least one segment or range of segments in the Business Rule Ranges section.
The following business rules are compatible with the SEO type: APC, API, BGA, BGT, COE,
COM, EEA, EEE, GLJ, IRQ, PAC, PAE, POE, POM, REQ, RFC, and RPE.

When applied to the PAC and PAE business rules, the SEO type is renamed as PE2 and it
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applies to project string segments instead of general ledger segments.

O 0 : :
b : Business Rules - Munis
& o

A e T T e

i

Business Rules - Munis

Process |Pae | ... Project Encumbrance Adjustment

WWWWWMWWWWW”NM

Step |71£

Type |PE2 - PA Seg and Over Bud (Expense) - |I

Amt 0.00 Max Amt 999999999.99
Rul§Type Approve v

Busine. rule ranges

Line And/ Group Seg Field From To Group B *
| 1 1 Project 1050 1050

Record(s) added.

Inventory
PDF Inventory Bar Code Label Printing

The Inventory Items program provides the option to print inventory bar code labels as PDF

files.

On the ribbon, click Print Label to open the Print Labels screen.

Inventory Items - Munis

Product ID  Transaction History

4

aplink v | Audit History  Ven

\ Print Labels;

Main | Accounts | Photo

Commodity code

* All printer destinations other than PDF require a ZEBRA label printer.

The Print Labels screen allows you to direct the program to print to PDF for printing on a
standard printer or to print the label using a label printer.

Select a Printing Destination

nting Destinati

Print to * (+) PDF () System printer

Select a system printer [ =

* all printer destinations other than PDF require a ZEBRA label printer.
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Select PDF, and then click Accept. This causes the program to generate a PDF file of the
barcode label that can then be printed directly from your PC to a connected printer.

1

Iltem: 251
7.526.1 - SCFM 100-PSIG 80 GALLON TANK
Issuing UOM: EACH

Project Accounting

Project Escrow Processing

Project Master contains an Escrow button. The button is inactive if the project does not have at
least one funding source string. Once a funding source string has been entered for the project,
clicking the Escrow button opens the Project Master - Escrow screen.

For most screen resolutions, you must scroll the program screen to the right in order to fully
display the Escrow button.

&0

Project Master - Munis

0044556 .|/ Project ledger use only Department [pw PUBLIC WORKS
status [acive  ~
|Resop FooTBALL FIELD | Project available budget -
Percent Complete 0
[ Estimate to Complete 0.00
Create fixed asset =
Project fiscal range JAN v to |DEC ~ J
‘ | Projected date range 03/01/2013 ‘ to 04/30/2013 |
Place new sod at 30 yard line of high school football field 4 |Ac range to 1
‘damaged by homecoming bonfire.
= Original 60
‘  |tast date to encumber RevERd)  Se0
Expense Funding Source ‘Admin Overhead Rate 0
|2 - phase ~ |[2 - source M|
L ]
b @ contracts || Contract Details || (S Fixed Assets || (FGeneral Notes || @ Comments || @ Internal Contacts || @ Milestones || @ Locations || S Task Groups | eSescrow I

Project Master - Escrow

Project
Project 0044556 RESOD FOOTBALL FIELD
Vendor Numbe Vendor Name Limit By  Amount/Percent 3
| 1000 ABC SUPPLY COMPANY Amount 2500.00
Total Deposit -2500.00
Exp
Actual -2500.00
Unapproved Actual 0.00/
Encumbered 0.00
Requisit 0.00
Total Expense -2500.00]
Balance 5000.00
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The Project Master — Escrow screen displays the escrow deposit and expense amounts from
the project. You can maintain the vendor number, escrow limit type, and escrow limit amount
or percentage. The screen provides two options:

e Deposit - Opens the Accounts Receivable Payment Entry program, where you can
create a miscellaneous cash receipt to replenish the escrow amount. Alternatively, you
can maintain the escrow amounts by using the Project Journal Entry/Proof program to
create the entries for the funding source.

e Refund - Displays the Project Escrow - Refund screen, which creates accounts payable
invoices to refund positive escrow balances to a vendor. The created invoices must be
posted and approved using the Invoice Entry program.

Project Master - Escrow

Project

Project|0044556 RESOD FOOTBALL FIELD

Escrow

Vendor Numbe Vendor Name Limit By  Amount/Percent

1000 ABC SUPPLY COMPANY Amount 2500.00

Project Escrow

es
Actual -2500.00

Unapproved Actual 0.00
Encumbered 0.00| | Fi 9
Requisition 0.00| | Effective Date  |02/25/2014 |m5]

Total Expense AP Batch/Account

Description

L
Warrant |
Vendor 1000| ABC SUPPLY COMPANY

Funding Source String (0 3

GL Account [ [ [ |- | Jiee)

Refund

Refund| 5000.00|

Purchasing

Expiration Dates in Purchase Order Receiving

Purchasing Settings contains an Enforce Purchase Order Expiration Date in PO Receiving
check box on the Requisition and Purchase Order Settings tab.

0 Purchasing Settings - Munis

Home

Bid Settings | Contract Settings | Inventory Settings | Reguisition and Purchase Order Settings | Third Party Interface Settings | Global Settings

General Settings
|| Restrict creation of requisitions and purchase orders to next year only

o] ety e MWWMMMW

| Auto-Increase CFWD Budget
[ Default PO expiration date to last day of year

(] Allow workflow on PO change orders

¥ Only receive on printed purchase orders

|¥] Allow guantity received to be greater than guantity on PO line
[ Enforce invoice variance amounts in PO Receiving

|| allow auto posting of purchase orders

| [+] Enforce purchase arder expiration date in PO receiving
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Selecting the check box directs the Purchase Order Receiving and Purchase Order Quick
Receipt programs to disallow entry of receiving records for orders that have passed their
expiration date as defined in Purchase Order Entry. In addition, Purchase Order Change
Orders does not allow changes to order quantities for expired purchase orders.

Purchase Order Receiving - Munis

PO Fiscal Year PO Number

Vendor Vendor alpha has expired.

Item | | Bd# | |

The Purchasing Departments program provides the ability to define a grace period for
receiving expired purchase orders. This is done by entering a number in the Expired PO Grace
Period Days box.

9# Q

Purchasing Departments - Munis |

W g Textiie 2 Word Notes v Audit Reset Budget
Excel

v | = . poF B Email Notify {8 Maplink w

2 Attachments
v [ preview Ep Schedule ! Alers v
Output Office

Purchasing Departments - M
Department code information

Code 135

Description FINANCE DEPARTMENT |

Short Desc |FINANCE

Additional information

Org code 11135000 FINANCE DEPARTMENT

Justify requisition amount

Justify days 0
Justify amount 0 -
IExplrad PO grace period days 5 l

Munis applies the entered number of days to the expiration date to define the maximum
allowable date for entry of receiving records. For example, if a purchase order expires on 6/10,
and the value of the Expired PO Grace Period Days box is 5, Purchase Order Receiving allows
entry of receiving records for that purchase order through 6/15.
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Manual Entry of Contract Numbers

The Contract Settings program and the Contract Settings tab of the Purchasing Settings
program include an Allow Manual Entry of Contract Numbers check box. Selecting or clearing
the check box in one program also selects or clears it in the second program. When the check
box is selected, you can manually enter and update contract numbers during record entry or
use the +1 button to use the next available number.

0
gl Contract Settings - Munis

Contract Settings - Munis

Contract Settings

Mext contract number 200800047

|/ Allow manual entry of contract numbers |

Default new contracts as ‘To Be Rolled’

/| Allow creation of contracts from requisitions

/| Use workflow for posted contract changes

/| Allow transactions against contracts past the contract expiration/extension dates
Require items on contract enforcement methods 1 through 4

Enforcement method descriptions

1. Encumbered

2. | Non-Encumbered GL Accoun ts

3.‘Amnur\t§ by GL Segments

4. |Hot to Exceed

5. \Item,'qty/CaerDisc

6. Items w/ Encumbered

7. |Items w/ Non-Encumbe

B.‘Itams w/ Account Seg

Restore

Default enforcement method  |[Encumbered -

When the check box is cleared, you cannot access the Contract box in Contract Entry or the
+1 button. You must use the next available contract number as defined in Contract Settings or
Purchasing Settings.

Contract Settings - Munis

Contract Entry - Munis

| To Be Rolled Status. Entered by |todd.bolduc

| Hold Payments | >> * Original |CREATED ¥ J| entered 7n3/17/20l4 -
Change Order(—ee————— [oatzraots |
[ || Modified  [03/17/2014 | 5 [0 || | printed
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Modify 1099 and Fixed Asset Codes

The Purchase Order Roles and Requisition Roles programs contain Modify 1099 Codes and
Modify Fixed Asset Codes check boxes.

Requisitions Roles

View Changes

kv | Copy

1 Alerts v Mass Update
Menu

RoleID  |MUNIS v

Description|Role for MUNIS staff users |

/ Role is active

Role permissions

/| Add new REQs Process transfers for REQs / POs|Yes Y
/| Update own REQs

/| Delete own REQs

/| Enter emergency REQs

/| Maintain released REQs
/| Verify released REQs

/| Auto-approval of REQs with inventory lines
Restrict to entering REQs with contra

Restrict to creating NY REQs and POs
/| Modify 1099 codes
+/ Modify fixed asset codes

Require line item test within groups

Purchase Orders Roles

/| Override default requisition number
Override commodity code defaults

Override three way match requirement

RoleID  |MUNIS x|

Description Role for MUNIS staff users )

¥ Role is active

Role permissions

/| Maintain commodity codes Restrict to creating NY Regs and POs only
/| Maintain audit records /| Modify 1099 codes |
/| Convert Regs to POs /| Modify fixed asset codes

/| Add open POs Require line item test within groups

7| Update own open POs Manually assign PO numbers during REQ conversion
/. Proof / Post own open POs /| Override PO receiving variances
/. Delete own POs /| Maintain PO receipts

When the check boxes are selected, the 1099 Box and Fixed Asset lists are accessible on the
detail entry screens of the Purchase Order Change Orders, Purchase Order Entry, and
Requisition Entry programs. If the check boxes are cleared, the lists are visible but
inaccessible.

Line Detail |

funis > Line Detail

Fiscal year 2009 Mumber 20090004

Vendor 1006 (KRGQNOS,

Manufacturer | |Required By

Manufacturer item no. | | Dept/loc  |CO ...| CENTRAL oFFICE

Vendor item no. | | Bid

1099 Box [ - WO Humber | J) (2]
Fixed Asset N WO Task of...

Request by \ || Risk claim l@

[_| Notify buyer

Seq Org Obj Project  Description Amount GLB *
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Purchasing Settings

The Purchase Order Settings program has been renamed as Purchasing Settings. The fields
available on the program screen have been divided into the following tabs: Bid Settings,
Contract Settings, Inventory Settings, Requisition and Purchase Order Settings, Third Party
Interface Settings, and Global Settings.

(73

Purchasing Settings - Munis

W g Textfil E Wors Audits
v B L poF Jlink v | Lock Check

Print Excel A Retum

v [[& preview chedule

Canfirm Actions Qutput Office ols Menu Return

Purchasing Settings - Munis

Bid Settings | Contract Settings | Inventory Settings =~ Reguisition and Purchase Order Settings | Third Party Interface Settings | Global Settings

General Settings

Restrict creation of regquisitions and purchase orders to next year only
/| Verify Bid

Combine type 3 and type 4 commodity descriptions when commodity is noted on requisitions and purchase orders.
/| Allew ship to codes at the item level on requisitions and purchase orders.

Allow deliver to codes on requisitions and purchase orders.

Default general commodity code from first entered detail commodity code
General commodity code length

Requisition Settings

Mext CY requisition number| 20090080 Requisition conversion @ werkflow
§ No workflow- allow final approver to convert to PO/Contract
MNext NY requisition number| 20100023 *) Use workflow

/| Provide inventory reorder paint warning
/| Allow employee training access from requisitions

Purchase Order Settings

Next CY purchase order number| 20090037 PO Print Program export
Mext NY purchase order number| 20100001

/| PO Automatic Approval
/| Auto-Decrease CFWD Budget
/| Auto-Increase CFWD Budget
Default PO expiration date to last day of year

Text to be printed on purchase orders THIS IS FOR STANDARD TEXT TO SHOW UP ON FORMS -

/| Allow workflow on PO change orders

/| Only receive an printed purchase orders

/| Allow quantity received to be greater than quantity on PO line
Enfarce invoice variance amounts in PO Receiving
Allow auto posting of purchase orders
Enforce purchase order expiration date in PO receiving

Purchasing Settings creates audit records each time a setting is changed. To view the audit
history, click Audits on the ribbon. This displays the Purchasing Settings Audits screen, which
contains a complete change history for each tab in the Purchasing Settings program.

Purchasing Settings - Munis

Audits

W o Textfile g
= por o
Print

ol g

nk v | Lock Check |

Purchasing Settings Audits

| Purchasing Settin

Bid Settings |

= > Purchasing Settings Audits

| Bid Settings | Contract Settings | Inventory Settings |[Requisition and Purchase Order Settings | | Third Party Interface Settings | Global Settings |
| | i il

Date Time Created By Setting Previous value New value

' 01/13/2014 11:18:45 Todd Bolduc Requisition conversion method N o ‘

01/13/2014 11:18:45 Todd Bolduc Provide inventory reorder point v 0 1
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Click Lock Check on the ribbon in the Purchasing Settings program to view and clear any locks

that have been applied to the program. The Lock Check screen displays the Munis user that

has locked the program. Clicking Delete on the ribbon clears the lock.
O% 0

Lock Check

Actions Output Office Menu | Return

Munis > Lock Chedk

Locked by|

Requisition Conversion to Contracts

The Requisition Entry and Request for Item programs allow you to select a contract
enforcement method during creation of a requisition or item request. The Convert To list
contains an option for each contract enforcement method defined in the Contract Settings
program.

o Requisition Entry - Munis |

Main | Terms/Miscellaneous | User Defined
|

Main Information

Dept/Loc 135 ‘ FINANCE DEPARTMENT Status 2 Created
Fiscal year 2009 * Current ' Next Needed by
Requisition number 20090081 Entered |02/09/2009 |G5] By |todd.bolduc |
General commodity ) " [Convert to [i"urchase Order v ﬂ ‘
General description |REQUISITION | /| Three way match required
‘Eseneral Motes V| e U o) Purchase Order

|| Project accounts applied

Contract: Encumbered

Contract: Non-Encumbered GL Accounts
Contract: Amounts by GL Segments
Contract: Not to Exceed

Contract: Item/Qty/Cost/Disc

Contract: Items w/ Encumbered

Contract: Items w/ Non-Encumbe

Contract: Items w/ Account Seg

The enforcement methods available for selection from the Convert To list are determined by
your user role. In order for an enforcement method to be available, you must be granted
permission to create contracts of that type in Contract Management Roles. If the Create New
Contracts check box in Contract Management Roles has not been selected for your user role,

none of the enforcement methods are available and you can select only Purchase Order from
the list.

When the value of the Convert To list is Purchase Order, Contract: Encumbered Accounts, or
Contract: Items w/Encumbered Accounts, Requisition Entry and Request for Item perform a
budget check on the allocation lines entered on the requisition or request. The programs set
the value of the Budget code column (U or A) on each allocation line based on the result of the
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budget check. When the value of the list is any other value, the programs do not perform
budget checks on the allocation lines and the value of the Budget column is U for all lines.

If a requisition or request is initially designated to convert to a purchase order, or a contract
with an enforcement method of Contract: Encumbered Accounts, or Contract: Items
w/Encumbered Accounts, and the value of the Convert To list is later changed to another
value, the programs automatically update the value of the Budget column on each allocation

line to U. If a requisition or request is entered without one of those three contract enforcement

types and later changed to one, the programs perform budget checks on the allocation lines
and set the value of the Budget column based on those checks.

Standard and Nonstandard Account Allocations

The Expense Claims, Purchase Order Change Orders, Purchase Order Entry, Requisition
Entry programs allow both standard and nonstandard fiscal year accounts to be used on a

single transaction.

Seq Org Obj BT Description
01 12220000 5206 EQUIPMENT MAINTENANCE
| | .. | MATERIALS AND EQUIPMENT 100.00

Amount

Multi-year fund

\ Available budget method

Requires Project String on Entry

GL B

113.75/ U

A

Multi-year fund
Available budget method [ ANNUAL
Reguires Project String on Entry
Standard fiscal year
Fund type 6 |
Revolving fund
Poaled cash account |1000 .- 1010 a==l|
Secondary balancing level None .|
| 5 control Accounts

ANNUAL

Standard fiscal year

First period

12| Current budget |Next Fiscal Year, starts after Standard FY - ﬂ | Change NSFY Budget vear |

Fund type
Revolving fund
Pooled cash account

Secondary balancing level

| & Control Accounts

e

|None

You can enter multiple accounts of each type for a single line item, as well as enter a mix of
standard fiscal year account line items and nonstandard account line items.
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Workflow Routing by Contract

The POE — Purchase Order Entry, POM — Purchase Order Maintenance, REQ — Requisition

o tyler

Entry, and RQC — Requisition Conversion business rules can be defined to route workflow

approvals and notifications based on the existence of a contract on the record. In the Business
Rules program, the POE, POM, REQ, and RQC business rules include a Contract Exists list.

Add  Update Print
r

Bouwlicate v i preview
Actions. Output

Contract Exists|Both

L
Location |
!
L

Reason

Approver(s) |todd.bolduc . Todd Bolduc

Delete W g Textfile O Word Notes
=] X
=y

B Email Notify {3
csl Attachments
& Schedule

Office

Other Options

Deliver

Catchall rule

All approvers required

Alternate Approver: None

immediately

Business Rules - Munis

The options available from the list are Yes, No, and Both. Select Yes to configure the business

rule to apply only to records that are associated with a contract. Select No to configure the
business rule to apply only to records without a contract, and. Select Both to configure the

business rule to apply to all records regardless of whether they are associated with a contract

or not.

The My Workflow web part includes the contract number when you click View Details for
workflow actions with the REQ business rule type.

Type ~
BMA
COE
GBI
GLJ
GLJ

) o o o

(D Notifications

u Approvals: All v

Created

11/08/2013
11/08/2013
04/20/2007
11/11/2013
11/11/2013
11/11/2013
11/11/2013
02/07/2013
02/18/2010

My Workflow
10 (10 Unread)
21 (16 Unread)
Summary Actions
58785 ®
$100,000.00 - No Contract desc ®
Details Available ®
DECR (7]
INCR
=
$200.00 ®
More Info
$0.00 (v)
v/ Accept
$475.00 - ITEM g T
® Reiect (@) Notifications
$100.00 - No Requis|
@ Forward [:-] Approvals: All ¥
Requisitions pending

K< 172
@Seﬁings

3 > Dl | (Accent] [ Reiect | (Fonward

@ Forwarding On | Updated: 1/15/2014 11:03:14 AM

02/07/2013 02:25 PM

10 (10 Unread)

21 (16 Unread)

R ition Header
Fiscal year:
Requisition number:

General description:

Contract:

Total amount:
Requested by:

Status code:

approvals

Reason | More Info
|

2009

20090066

ITEM L

20090066

$475.00

todd.bolduc - Todd Bolduc

6 - Released v

K€ 15161718 ...

@ Settings

>l | [ac

@ Forwarding On | Updated: 1/15/2014 11:03:14AM  §3
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System Administration — Financial Roles

The following table provides a description of permission changes in the Munis Roles programs
for Accounts Payable, Budget, General Ledger, Purchase Orders, and Requisitions programs.

Module

Field Name

Description

Accounts Payable

Allow Mass Update of Inactive
Bank Codes

The Allow Mass Update of Inactive Bank
Codes permission grants users assigned
to the role permission to mass update
inactive bank codes.

Allow Printing of Invoice Bar
Codes

The Allow Printing of Invoice Barcodes
check box, if selected, allows users
assigned to the role to print barcode
labels for invoices. The default value for
this permission is not selected. In addition
to this permission, to print barcodes, Tyler
Content Manager (TCM) must be
installed and in the Accounts Payable
Settings program, the Enable Printing
Invoice Barcode Labels for TCM check
box must be selected.

Maintain Vendors on Purchase
Card Transactions

If selected, users assigned to the role can
maintain vendor details on purchase card
transactions.

Modify 1099 Codes
Modify Fixed Asset Codes

When selected, these check boxes allow
users assigned to the role to modify the
default 1099 and fixed asset codes on
invoices.

View/Maintain Vendor Banking
Information

The View/Maintain Vendor Banking
Information permission grants users
assigned to the role the ability to view and
maintain banking information in the
Vendors program.

Budget

Budget Transfers Need to be in
Balance by GL Account
Segment

The Budget Transfers Need to be in
Balance by GL Account Segment
permission allows a user assigned to this
role to perform a secondary balancing
check for a specified segment value. You
can specify Segments 2-8, Object, or
Project. The number of segments 2-8 is
based on the number of segments in use
in General Ledger Settings. The default
value is Blank.
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Module

Field Name

Description

If you specify a value, budget transfers
are only permitted if the segment
specified is in balance.

Bypass Over Budget
Conditions at the Time of
Posting

The Bypass Over Budget Conditions at

the Time of Posting permission provides
a user assigned to the role the ability to

override over-budget conditions when a
transaction is posted.

In order to access the list, the Post
Amendments check box must be selected
for the user role. If the check box is
cleared, the value of the list is Never and
it cannot be updated.

For user roles that can post amendments,
the options available from the Bypass
Over Budget Conditions list are: Always,
Never, and Override with Warning.
Selecting Never prevents over budget
conditions from being overridden.
Override with Warning allows the user to
override the budget condition after
confirming a warning message. Always
allows an override without displaying a
warning message.

General Ledge

Allow Access to Active
Accounts

Allow Access to Inactive
Accounts

Allow Access to Closed
Accounts

These check boxes limit general ledger
account access to certain account
statuses.

The check boxes are not mutually
exclusive. You can grant or deny access
to any combination of active, inactive, and
closed accounts. Access based on status
combines with access based on segment.
For example, if you have been given
permission to access accounts with a
fund value of 1000, and all accounts of
Active status, any account that is inactive
or closed and not in fund 1000 is not
available to you.

Purchase Orders

Modify 1099 Codes
Modify Fixed Asset Codes

When these check boxes are selected,
the 1099 Box and Fixed Asset lists are
accessible on the detail entry screens of
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Module Field Name

Description

the Purchase Order Change Orders and
Purchase Order Entry programs. If the
check boxes are cleared, the lists are
visible but inaccessible.

Requisitions

Modify 1099 Codes
Modify Fixed Asset Codes

When these check boxes are selected,
the 1099 Box and Fixed Asset lists are
accessible on the detail entry screen of
the Requisition Entry program. If the
check boxes are cleared, the lists are
visible but inaccessible.
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Munis Central Programs

Budget Command Center

The Budget Command Center functions as a consolidated resource for accessing and
processing budget information from your organization’s Munis database. The program applies
all role based permissions related to the programs and information that it accesses. Clicking
the options on the left menu causes the program to display the Budget, Project Ledger, or
Performance Based panes.

The Budget pane consists of two tabs: Budget and Accounts. The ribbon on the Budgets tab
provides access to the Munis programs used to process and report budget information. The
Accounts tab facilitates account maintenance and inquiry.

Budget Command Center

i
‘5’1
Budget | Accounts Welcome, Todd Bolduc
=
TR P 02 H =2 0 L w0 2K l
(1T (1] LD
Budget Salary Benefit | Budget Entry RnIIIMrg.f Post Eldgtcnmp\t Amendments  Approvals | Budget Entry  Salary Benefit Adt Reprrs Sstup  Wor
Journal/Update v
Start Projectior Actions View/Mzintain Tecls | Report Sstup

The Project Ledger pane features buttons that open Munis programs used for processing
project budget packages.

. o Budget Command Center
4

Welcome, Todd Bolduc
1 ] | % 5
+ &3 O W M B H @

Create Package Post Bdgtnd, stment  Approvals | Packages Project | Budgst | Settings Segment Project Builder Misc Codes
Package  Entry Entry Repart Codes
Actions View/Maintzin | Report Setup

Project Ledger

T
Lo

S Y

Bu

G
o

et

T
LI

Project
Ledger

7
PE
ad [

i
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The Performance Based tab contains buttons which provide access to Performance Based
Budgeting programs.

hod
o 3
£ Performance Based

Budget Command Center
Welcome, Todd Bolduc

G . m G m ia o
L i ®Act|vity ‘Prngmms @) Cost Center
O 8| L ¥ C] - i
Add Projection  Post Next Yesr's Log Statistics  Outcome | Projsction  Statistics Performance Department | , _
Goals Refresh Inquiry e B Department 9‘Eett'mgs =| Misc Codes
Actions View/Maintsin Setup
Budget
==
Project
Ledger
Performance
Basad

Financials Command Center

The Financials Command Center is a consolidated, centralized program used to access
financial information from your Munis database. The program enforces all role based
permissions related to the programs and data that it accesses. Clicking the options on the left
menu causes the program to display the General Ledger, Project Ledger, Expenditures,
Accounts Receivable, Checks, or Fixed Assets panes.

The General Ledger pane contains tabs for account, journal, project, and cash management
information. The buttons on the ribbon of each tab open Munis programs that allow you to
maintain records.

7K -] Financial Command Center
¢ Accounts | Journals Projects Cash Management Welcome, Todd Bolduc
. .
‘F-.'.'C' | ‘Cr_:- | |C.'J;ec: ‘ |S."G_:e:c |Q‘ = &5 ol period (@9 Open Newi vear Q -© [ A p p
= [ [ £ £
accounts | [gMenthly Process  (]) Set Holding Year Open Flag | o |, o/ Import | Reports Report Writer | Setup Other Modules | Workflow
™ v v v v v
@ advanced OueMvEW | AR lose Current Year Ty Global Update v
Search Ovarview Actions Office Tools Reports Satup Warkflow
General
e
Project
Ledger
I
Expenditu
=
Accounts
Recaivable
Checks
i
1]
Fixed Assets
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The Project Ledger pane consists of a Projects tab and a Journals tab. The ribbon options for
these tabs open Munis programs used to maintain project ledger data.

e
g -
& Projects | Journals

S = —

Central | Wizard

——
LTT]
Project | Add Project Add Project Add Grant  Allo

v

d  Revenue

-
cate
rerhea
Actions

) Reverse Revenue Allocation

P

Allocates

LRI

| mzz] P ct Ve Cl
USRS ST LR LES Project Grant Expenses Funding | Project Export | Reports | Sstup | Workflow
v

gy Project Ledger Mass Create

View/Maintain Toals Reports | Setup | Workflow

Financial Command Center
Welcome, Todd Bolduc

The Expenditures pane is an interface for the Expenditure Central program.

B a
2 Expenditures | Overview

‘ Check

| v | Check number

QeE B R

(2 Advancad

Search

Excel | Standard PO Open Invoice

Office Reparts

Financial Command Center
Welcome, Todd Bolduc
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The Accounts Receivable pane provides buttons that open programs used to process

accounts receivable records.

Ao

Accounts Receivable

-+ @ ahl

Enter Payment Reverse Payment | Proof Journal | Receipt Inquiry  Bill Inquiry | Reports
v

View/Main

tain

$

B

Reports

Financial Command Center

Welcome, Todd Bolduc

The Checks pane is divided into Accounts Payable, Payroll, and Networked tabs. The ribbon
on each tab facilitates the processing of checks of the labeled type. The Networked tab is only

applicable if your organization uses the Networked District Check Processing programs.

el
E [ Accounts Payable | Payroll Networked]

o

= = [ W

to Pay

s |
xJ

Void Check | Select Items  Print Chacks EFT  Disbursement FReconcilistion

Financial Command Center

Welcome, Todd Bolduc
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The Fixed Assets pane contains buttons that open fixed asset processing and reporting
programs.

. oo Financial Command Center
‘:" Fixed Assets

Welcome, Todd Bolduc
T Transaction Entry Depreciation Reversal Approvals # Adjustments/Retiremen ts =]
[Fixed asset # or description a] + = . ‘ = x
Tz p ggggg | Entry xPurgE = Asset Inquiry Work File
@@ Advanced fsset ¥ Depreciate

Excel | Import Audit | Reparts | Setup | Workflow
v
Year End Process T Assets Journal Entry E<port
= =l

v
Search Actions

View/Maintain Office Tools Reports | Setup | Workflow

Munis Major Enhancements, Version 10.5 Financials Page 45



