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Munis Human Resources and Payroll

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

Attachments, Tyler Content Manager

In the Tools group of the ribbon, the TCM [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

3 Word
B Email
Accept Cancel | Search rint Aftachments
il e v B Schedule
Confirm Se: Output Office

Content Manager for Munis Configuration - Munis

Content Management System INunE x J

Munis Attachments Type IUse Munis Server - ]

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

Advanced Settings

Select a Content Management System to display advanced settings. |

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

Employee Master - Munis

Detail Org Chart

Terminate Supenvisor

v Reporting Emps = More... v

Menu

Middle Name Ml Suffix Status

| ‘ ||a-acTrve

Employee SSN Last Name: First Name
4| |456-73-7209 || JONES ||

Preferred Name [

Main | Dates | Demographics | Address | Pl o Employee Master Attachments

Location

Group/BU 10

onfi
Pay Frequency w - weEKLy [EES TS =

Project Account Description File PL Date Added Time Added
Org/0bj/Proj 11135000 Employee Preferences Employees.xlsx 01/16/2014  11:00:01

SALARIES FULI
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To use Tyler Content Manager to store and retrieve documents, in the TylerCM for Munis
Settings program, select Tyler Content Manager from the Content Manager System list and

select Use Content Management from the Munis Attachments type list.

Content Manager for Munis Configuration - Munis

v @

Accept Cancel | Searc

Confirm

Content Manager for Munis Configuration - Munis

Content Management System [Tyler Content Manager x J

Munis Attachments Type IUse Content Management - |

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

Tyler Content Manager

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

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

. Q
O 0 Employee Master - Munis
Ul Home

Document Mappings B3
Last Na Name Ml Suffix Status
4 ‘455779—7209 |JonES | | Document Map Document Type 3| | ‘ ||a - acTvE -
Preferred Name Employee Attachments Employee Attachment ]
Wain | Dates | Demographice | Addrece | | | Cminal Fistary Authorization Tyler Content Manager ‘
Criminal History Results —
Employee Information m— pr—
mployee Attachmen
Jab Class FAC4 o

Location 135
Group/BU 10
Pay Frequency W - WEEKLY

Project Account

Documents

Type  Key1a Key2
Org/Obj/Proj 11135000 | s110 il v <

SALARIES FULL TIME - CHANGE

Personne | Status |FT - FULL TIME

Check Location = Related Documents
/| New Employee Type Key1a Key2
/| Substance g Pool

State 1D |

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

'-). Employee Master - Munis

Detail Org Chart
kv | Terminate Supervisor
~ | Reporting Emps = More... v
Menu Return
Employes Identification
Employee 55N Last Name

Document Mappings
First Name

4| |456-73-7208  |JONES

(e

Document Map Title

Preferred Name

Main

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

Employee Information

Document Type

Generic Attachment

Attachment (ne searchable metadata)

Criminal History Authorization
Criminal History Results

Employee Attachment

Employee Criminal History Authorization
Employee Criminal History Results

Employee Attachment

Job Class FAC4 | .| ACCOUNTANT Il Employee Benefit (R) Employee Benefits
Location 135 .| FINANCE DEPARTMENT Employee Benefits (R) Employee Benefits
Group/BU 10 ...| NOMN UNION Employee Certs [7X « 1] Employee Master Attachments
Pay Frequency w - weskLy ~ | | | Employee Confi ome ploy
Project Account [ | =5 view Docu = s 5 -
0rg/0bj/Proj 11135000 i 5110 -] [ i & = i

SALARIES FULL TIME - CHANGE =) B g
Department Empl ris_> Emplayes Master Attachments

Description File PL Date Added  Time Added  “

Personnel Status \"‘r - FULL TIME - = Employee Preferences Employees.xlsx 01/16/2014  11:00:01
Check Location P =1

/' New Employee

/ Substance Screening Pool

State ID

|

[ Text [ Checklist

(K] <[ BEICE

Attachments (2)

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

Employee Master - Munis

v B previen
output

¥ Reporting Emps = More.. ¥

Meny Return

Employee  SSN Last Name First Name DocumentiHanging
[ 4| |4se-79-7200  |s0mES LT Document Map Title Document Type E |
preferred flame Generic Attachment Attachment (no searchsble metadata) ‘

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

Criminal History Results Employee Criminal History Results
Employee Information
Employes Attachment Employee Attachment
Job Class FAC4 |...| ACCOUNTANT I
Employee Benefit (R) Employee Benefits
Location 135 |.. FINANCE DEPARTMENT } e 0 . -
Employee Benefits (R] Emploves Benefits
Group/BU 1 |.. nowunion Emolores Cortictd
ParF e g Tyler Content Manager
@y Frequency Employee Confident LI
Project Account [PEveas—
‘ £ View Documents 5
Org/Obi/Proj 11135000 o 5110 o) [ J e & a5 B (&
SALARIES FULL TIME - CHANGE (IR ., sovc Delcie | imporl Scan i Print Mulple | Audi
Gacument Gapture
Department = _
Documents
Personnel Status [FT - PULL TIME aRE=] Type Key1s Key2

Check Lacation =

/| New Employee
+/ substance Screening Fool

state ID
BText | | Checkiist

[I€ ] < [zofr I ETEYE

Attachments (2)

Related Documents
Type Key1a Key2
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If your organization does not use Tyler Content Manager, but the settings in the TylerCM for
Munis Settings program are set to Tyler Content Manager and Use Munis Server, when you
click Attachments, Munis provides the Document Mappings box with only the Generic
Attachment option available.

Document Mappings

Document Map Title Document Type

Generic Attachment Attachment (no searchable metadata) |

Employee Master Attachments

[5View Docul

Description File PL Date Added Time Added

-

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

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

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

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

Munis Human Resources and Payroll
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Human Resources

The following changes apply to Munis Human Resources programs.

360° Evaluations

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

360 Type

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

Evaluation 360 Sources - Munis

Dalete | ] @ Text fil= E
Glebal v | B L poF

Add  Update Print .
™ Query Builder EE Duplicate W Ee Prewviaws

Confirm Search Actions Cutput

Menu | Return
Evaluation 360 Sources - Munis

360 Source

360 Type 2 - Peer Evaluation -

Code 1 - Supervisor Evaluation

Short Description 2 - Peer Evaluation

Long Description 3 - Self Evaluation

ESS Template 4 - Manager Evaluation = I

Default Competenaes

Competer Description Weight :

| |

Type Evaluates

1 — Supervisor A subordinate

2 — Peer Evaluation Employees with the same supervisor
3 — Self Evaluation Yourself

4 — Manager Evaluation | Your supervisor

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

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

Munis Human Resources and Payroll
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Default Forms for 360° Evaluation Types

o tyler

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

@ Text file 5]
X
¥ L PDF

Job Class Master - Munis

Jab Short Desc Long Description
CMGR [[CITYMNGR || CITY MANAGER |

Main | salary Data | Holding Account

Job Class Evaluation 360 Sources

Ou0

unis > Job Class Evaluation 360 Sources

360 Source Type 360 Source Code 7

1 - Supervisor Evaluation

- Peer Evaluation PE - 2 - PEER EVALUATION

2
3 - self Evaluation
4

- Manager Evaluation

FFICIALS
vl =1
s - EEOL - ]
NISTRATION M|
vl =1
vl =
-

Select a default form for a 360° evaluation type by clicking the 360 source code list and
indicating the source code that identifies the appropriate form. When you give an evaluation to

an employee with the active job class, ESS uses the form you define

here.

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

global defaults.

- e -. o Text file E
z I w | B A poF

Add  Update Print
EE Duplicate v E Preview

Confirm Searc| Actions Output

Personnel Sattings - Munis

Settings | Position Control | Training | Evaluations | Quick History

Use Matrix Verification

Post Online after Approval

Evaluation 360 Defaults

360 Source Type

360 Source Code 3

1 - Supervisor Evaluation

5001 - 1 - SUPERVISOR EVALUATION 01

2 - Peer Evaluation

3 - Self Evaluation

4 - Manager Evaluation

PE - 2 - PEER EVALUATION
SE - 3 - SELF EVALUATION
ME - 4 - MANAGER EVAL

Personnel Settings - Munis

Menu | Return

Munis Human Resources and Payroll
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ESS Performance Evaluations

ESS Performance Evaluations accommodates the 360° evaluation functionality.

.
%,

"o tyler

Evaluations About Me

':..'o txl 9 l:“

No supervisor evaluations could be found.

Evaluations by my peers

No peer evaluations could be found

Evaluations by my employees

No employee evaluations could be found.

Employee: [HILL, DELINA v

No supervisor evaluations could be fouy

Evaluations by peers

No peer evaluations could be found.

Evaluations by employees

No employee evaluations could be four)

Self evaluations

No self evaluations could be found.

Self evaluations

No self evaluations could be found

Evaluations About My Employees

0.:'5-. ty\'I g !:.;

360° Evaluations

Add an evaluation for CLERK1  [Z[[NEg0I=INI\TY v

My evaluations of my employees

Show history

No employee evaluations could be found

Add an evaluation for ACCOUNTANT Il for PARKER, KATHLEEN A

My evaluations of my peers

Show history

No peer evaluations could be found.

an evaluation for ACCOUNTANT Il for LEVE SQUE, MARY

My evaluations of my supervisor

Show history

No employee evaluations could be found

EUCE PO ACCOUNTANT |11 v

Self evaluations

Show history

No self evaluations could be found

tyler

Employee Self Service
Benefits
Certifications
Expense Reports

Pay/Tax Information

Performance Evaluations

Employee Evaluations

360° Evaluations
Personal Information
Position Transfer
Substitute Teaching
Time Off
Time Entry

Training Opportunities

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

employees, and yourself.

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

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

recipient.

Munis Human Resources and Payroll
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If you have permission to perform an evaluation, the header for the pertinent group includes
the Add an Evaluation For button. For example, if you have permission to perform employee

360° Evaluations

My evaluations of my employees

evaluations, this button displays for the My Evaluations of My Employees group.

LEVESQUE, CECILEC ~
Resources ~

Home

Add an evaluation for CLERK | HILL, DELINA Employee Self Service

My evaluations of my peers

LEVESQUE, CECILE
Show history Benefits
No employee evaluations could be found.
Certifications
Expense Reports

Add an evaluation for ACCOUNTANT Il for PARKER, KATHLEEN A
Pay/Tax Information

Show history

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

displays a list of job classes as well.

Employee Evaluation Records

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

manager, or supervisor evaluation.

Employee Evaluations - Munis

' @ -_ o Text file El @3 Word
PDF " B Email
Accept Cancel | = Excel a
W t Previe B Schedule
Confirm Output Office

Employee Evaluations - Munis
Employee Identification
Employee SSN Last Name First Name MI Status
| 166355|..|[001-11-1122  |[LEvesque [|cecie | |[a-acTve -
Review | Recommendation | Evaluation |
Location 1135 - FINANCE DEPARTMENT - ] Job FACS I ACCOUNTANT III
Group/BU |10 - NON UNION |
Account |lUUD-1-135-000-00-00-0000-0-5110 s |
Workflow Status [N - PENDING APPROVAL |
|350 Source [PE - PEER EVALUATION - | | = I
Review Type [ M ]

Munis Human Resources and Payroll
Major Enhancements Version 10.5
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Benefits Enroliment
The Munis Benefits Enroliment programs provide greater control over the benefits enroliment
process.

Marital Enroliment Restrictions

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

Enrollment Restrictions - Munis

B g Textfie E @3 Word Motes v Audit 4
. O :

[—]
Print .
b E= Preview

B2 Email

Aftachments Retun

Confirm Actions Cutput i Menu | Return

Enrollment Restrictions - Munis

Section

Code [DNTL - ]
Sequence [50 - DENTAL INSURANCE - ]
| Deduction
Code |2300 - DELTA DENTAL - ]
Sequence |2 - DELTA DENTAL - FAMILY - J
[Restriotre
Type [m - MARITAL STATUS - |

Range A - PERCENTAGE OF SALARY I

Percentage |B - GROUP/BU

E C - CONTRIBUTION PLAN
F - FTE

] -10B CLASS

L - LOCATION

M - MARITAL STATUS

N - NUMBER. OF PAYS
P - PERSONMNEL STATUS

5 - SPOUSE IS EMPLOYEE

T - SPOUSE IS NOT EMPLOYEE

For example:

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

e If your organization offers a health plan to employees with a spouse who is also an
employee, select S — Spouse is Employee from this list. ESS displays that benefit option
to employees only when there is an employee number entered in the Spouse box on
their Employee Master record.

Munis Human Resources and Payroll
Major Enhancements Version 10.5 Page 12



Dependent Requirements
The Select Dep/Ben list in the Enrollment Choices program provides options for specifying the
number of dependents that an employee must add when selecting that enrollment choice.

Enrollment Choices - Munis

4

Retum

Delete | o Text file E @3 Word
F . H
4 ._|
Excel

Global w L. PDF B Email
Print e
EE Duplicate v é Previews B> Schedule

Actions Cutput Office Menu | Return

Attachments

Update

Enrollment Choices - Munis

Benefit Year 2014

Section IDNTL - DENTAL INSURANCE - ]

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

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

Emplovee Factorl M - NONE

Additional Code |D - ONE OR MORE DEPENDENTS
Require Input 1 - EXACTLY ONE DEPENDENT
Input Message |2 - EXACTLY TWO DEPENDENTS

Salary Rest amt | T - TWO OR MORE DEPENDENTS
3 - EXACTLY THREE DEPENDENTS

Amaount/Percent] H - THREE OR MORE DEPENDENTS 100.0000 ||+ Show Employee Cost
Low Amt/Pct | B - BENEFICIARIES 200.0000 ||£| Show Employer Cost

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

|| Use as Employee Limit

These options allow you to set more refined requirements. You can specify that the employee
must select exactly one, two, or three dependents, or you can specify that the employee must
select two or more, or three or more dependents. The same options are available in the
corresponding list on the Additional Deductions screen.

Munis Human Resources and Payroll
Major Enhancements Version 10.5 Page 13



o tyler:
If you have set dependent requirements for a benefit selection, ESS displays this |nformat|on
on all applicable screens. The program does not let the employee proceed with the selection

until the correct number of dependents is defined.

LEVESQUE, CECILEC ~

':,:. tyler Resources -

technologies

Benefits
DENTAL INSURANCE

Home

Employee Self Service

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

Benefits

Open Enrollment

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

Expense Reports
O I Decline P pe

Add new dependent Pay/Tax Information

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

There are no dependents to display.

Enrollment Period Costs

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

Benefits Enrollment Settings - Munis

2013
01/01/2013
12/31/2013

2014

Current Year

Current Year Start

Current Year End

New Year

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

Open Enrollment Start 01/01 fo)
en Enrollment
Open Enrellment End 12/31 p

Home

Make Elections Employee Self Service

Make a selection for each benefit, then click "Continue". You must submit this enroliment by 12/31/2014

Please Select your elections for the coming year. s

Open Enroliment

Benefit CurtentElection  New Election
DEaTar menoaNcE i g,  DENTALINDIVIDUAL PLAN Decine beneiit | Changs New Election Cortifications
DENTAL INSURANCE NDIVIDUALPLAN . peciine beneit | Change New Election Expetse Bepcdls
ELECTION - DENTAL INDIVIDUAL PLAN )
Pay Period Employes Cost oz Change New Election PayTax Information
Pay Period Employer Cost $100.00 Performance Evaluations
Annual Employee Cost $600.00
Annual Employer Cost $1,200.00 Personal Information

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

Position Transfer

Substitute Teaching

Munis Human Resources and Payroll
Major Enhancements Version 10.5 Page 14
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ESS provides this information in the details popup window on the main screen, on the benefits
detail screen, and all applicable confirmation screens. It includes both employee and employer

costs, as applicable.

LEVESQUE, CECILEC ~
Resources -

Benefits
DENTAL INSURANCE

Home

Employee Self Service

() DENTAL FAMILY PLAN
Annual Costs: Employee Cost $1.200.00 / Emplover Cost $2.400.00
|Pay Period Costs: Employee Cost $100.00 / Employer Cost $200_00|
@ DENTAL INDIVIDUAL PLAN
Annual Costs: Employee Cost $600.00 f Employer Cost $1,200.00 Certifications
|Pay Period Costs: Employee Cost $50.00 / Employer Cost $1UU.00|

Expense Reports

Benefits

Open Enrollment

() |Decline

Pay/Tax Information

Performance Evaluations

Cafeteria Plan Premium Amounts

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

Enroliment Choices - Munis

[lare - uire msurance ]

57 - 01/01/2014 to 12/31/2014 - Open Enrollment oy
2200 - CALC CODE 19 -- LIFE INS TABLE
. Make Elections
- | = Employee Self Service
|n1/m/2u14 | |~ Start Date ‘nl/m/zma ‘ - End Date ‘12/31/2m Make a selection for each benefit, then click "Continue". You must submit this enroliment by 12/31/2014.

Benefits.

|2U14 LIFE INSURANCE Please Select your elections for the coming year.

i
I . - . Open Enroliment
L s talie bt P e NG| Bonetit Current Election  New Election

) CAFETERIA PLAN . e
M ..  CAFETERIAPLAN  NoElectionMade cFEIRRAPCAN W 0 e Change New Election
DENTAL INSURANCE  No Election Made  Declined Change New Election Expense Reports
oun ce HEALTH INSURANCE  No Election Made  Declined Change New Election )
PayiTax Information
0 0.0000 ||| Show E| yyer Cost
——— LIFE INSURANCE No Election Made, 214 LIFE INSURANCE _ Dedline benefit| Change New Election
High Amt/Pct 60,000.00/ | Premium Amount 0.00 [/ Caleulate Cost] : $367.20 | details| Performance Evaluations
Use as Employee Limit | Number of Deductions 0
Continue. Personal Information
Remaining contributid | |FE INSURANCE et pay EeeRkniassg
ELECTION - 2014 LIFE INSURANCE Substiuts Teaching
Premium $367.20
Employee Cost $259.20
Employer Cost $108.00
Election amount $60,000.00

The functionality supports cafeteria plans when deductions use calc codes that use a premium
table or life insurance table. As a result, when you select this check box for a benefit choice

Munis Human Resources and Payroll
Major Enhancements Version 10.5 Page 15



. tyler
connected to a table, the premium amount is calculated for each individual user and subtracted
from cafeteria amount total.

The functionality also supports benefit choices that allow employees to enter coverage
amounts manually.

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

Employee Master - Munis

Org Chart P
Supervisor
rts W  Reporting Emps = More...
Confirm Actions Qutpu ols Menu
Employee Master - Munis
Employee Identification
Middle Name MI suffix Status

I | | ||2 - acTive

Employee SSN
4| |456-79-7209

Preferred Name

Employee Information

- I e o | Text file = Word p
Job Class B /) g ’ E g il
= L poF = B Email _ fy 3 kv  Mass Change

Location 177 . r . Print = Attachments
g Her plicate | w [fi Preview B Schedule ! Alerts ¥ | Copy Year
Group/BU 10 - o1 ctions Output Office ools Menu Return
. X PEIMS ords - Munis > TX Mrds Fii

Employee SSN First Name Status

\ 4| |456-79-7209 | HILDEBRANT-RITTENBERRY M |[a- acTrve

2007 Deprecated Data
Campus F Begin Time
Role ID F End Time
feean [4 ] Instriuctional Settina| |

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

Munis Human Resources and Payroll
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Employee Inquiry Quick History

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

Employee Master File Inquiry - Munis

-. o Text file 07 Word Detail G/L Acct Find
= L poF B Email ink v | Missing Ded Org Chart
Fj‘ ¢ & Preview S B Schedule fissmens ! Alerts W | View History
Confirm Output Office Menu
Employee Master File Inquiry - Munis
Employee S5N Last Name First Name Middle Mame MI  Suffix Status
| 76||s55-11-3333  ||coLE | anDREW I [ ||acTIve -
Preferred Name ‘ |
Main | Dates | Demographics | Address | Base Pay | Emp Group | User Defined | Benefit FTEs | Quick History | photo
Type Start End Description Salary -
Employee Assignment 01/01/2012
Position History 05/13/2008 Position Started: 9201%
Employee Assignment 07/01/2007 06/30/2009 TEST DESC
Employee Assignment 07/01/2007 06/30/2009 EXTRA DUTY
Position History 05/30/2008 Position Ended: 92029
Position History 11/01/2007 Position Started: 92029
Job/Salary Audit 05/13/2008 12/31/9999 U - TEACHER MATHEMATICS 24000.00

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

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

B g Textfile B 7 | Project Allocation <

= L poF

Print o tachments - = Retun
& Preview

Confirm Output Return

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

Employee Identification

Employee = Last Name First Name ML Suffix Status

l ?5| .- |555-11-3333 ||coLE || ANDREW Il Il -

Main | Cycles/Other | Next Change | Civil Service

Job Class s201 |... Calc Code & Hours/Day 7.00

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

Position | | - Days/Year | 135.00|Daysfperind | o

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

Status |FT - FULL TIME - Off-Step/Frozen [N - No -
Risk Code Pay Status |A - ACTIVE -
Payfrea |B-BIWEEKY .

You cannot make updates to lines on the Quick History tab or the corresponding historical

records. They are strictly for informational purposes.

Munis Human Resources and Payroll
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To enable the tab, you must configure it using the Quick History tab in the Personnel Settings'
program.

4 o - ) -
e Personnel Settings - Munis

< Delzte B o Textfile R l Audi
G o | = o gy o __ ||

F B2 Email 1 e W
Update Print . Excal Aftachmenis Return
= v é Preview > Schedule

Actions Cutput Office Menu | Return

Personnel Settings - Munis

Settings | Position Control | Training | Evaluations | Quick History

Types of Data

|+ Include Assignments

|+ Include Position History

|+ Include Action's History

Action Code .

300 - BENEFIT ENROLLMENT >

|+ Include Job/Salary Audits

Audit Type %
Adds

Updates (Annual Salary)

Updates (Period Salary)

-
|+ Include Start Date

|+ Include End Date

|+ Include Description

|+ Include Salary

Use the check boxes to select the types of history entries provided in the list, including
assignments, position history, actions history, and job/salary audits.

e If you select actions history, use the accompanying lists to specify the action codes to
include.

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

The check boxes in the Fields to Display group configure the columns that display on the
Quick History tab. Options are start date, end date, description, and salary.

Munis Human Resources and Payroll
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Employee Master User Defined Codes
The User Defined tab in Employee Master displays the user defined codes for the current
employee record. These fields are searchable.

Employee Master - Munis

- Deleta MW g Textfile El 03 Word Notes ¥ Audit Org Chart <
t . H
Global v | = & poF B Email Motify {38 Maplink ¥ | Terminate Supervisor

Add  Update - Print Excel Return
r E Duplicate w [ Preview H? Schedule 1 Alerts W Reporting Emps = More... ¥
Confirm Search Actions Output Office Menu Return
Employee Mastar - Munis

Employee Identification

Employee 55N Last Name First Name Middle Mame MI Suffix Status
| 100| |120-33-1234 | JONES-SMITH [ oty |2 LI |[B - BENEFITS oMLY - |

Preferred Name | |

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

Category Code Date Code Description

10 - DRIVERS LICENSE 06/30/2006 MA2347008

50 - EYE COLOR 503 - GREEN

60 - CELL PHOMNE 06/26/2004 601 - MOTOROLA SERIAL #322349
61 - LAFTOP 06/26/2004 611 - IBM SERIAL #3254739

PROB - PROBATION DATE EXPIRATION 04/01/2007

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

Employee Master - Munis

rd

W g Textiile El 03| Wo
= L oF B Email Notify
Print Exoe Attachments

v & Preview b Schedule

Output Office Taols Men|

Project Update

Employee SSN Last Name First Name Middle Name M1 Suffix

\ 100\ \120-33-1234 ”JDNES-SMHH H'I'IMOTHY ”J |J | Customer Number
ESS Access

Preferred Name
Applicant Find

User Defined Update

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

Date Code Description

Category Code

10 - DRIVERS LICENSE 06/30/2006 o
50 - EYE COLOR 503 - GREEN ’ User Defined Mass Update

60 - CELL PHONE 06/26/2004 601 - MOTOROLA

Field ID Code |50 - CELL PHONE )
Update

Date ¥ |03/os/2014

Code ¥ [s02 - noKIA -]

Value [¥] |SERIAL NUMBER 11332332

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

Munis Human Resources and Payroll
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Applicant Master Custom Datatype Codes

The Custom Data tab in Applicant Master displays the custom datatype codes defined for the
current applicant record. These fields are searchable.

Applicant Master - Munis

Recommend Import Gallup ‘

B : Delete || Text file 9 Word
=

Slobal w A PDF B Email Motify 3 ink v Pending Purge
Exesl Return

- in|
EE Duplicate | E Preview B> Schedule

Actions Output Office ols Menu Return

Add  Update
e = W  5SNUpdate = More... ¥

Applicant Master - Munis

Applicant Identification
Applicant SSN Last Name First Name Middle Name MI  Suffix
| 5| [112-66-0415  |[MEDLIN || aneEL I Il |

Prior Name | ” |

Main | Address | Demographics | Eligibility | Custom Data

Catege Category Description Field  Field Description Data

ED1 BACHELORS DEGREE

ED2 MASTERS

ED3 DOCTORATE

ED4 CERTIFIED

ED5 YRS OF TEACHING EXP

2 o =2 =2 =2 | =2

ELI LEGAL TO WORK IN US

m&]h of 89 REINE

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

Applicant Master - Munis

Y B Browse - Delete W |Tg Text file @3 Word Recommend Import Gallup
ﬁ L
@ pdvanced v Global v | B L poF B Email ink v Pending Purge
search Add  Undate Print Excel Aftachments

v  SSH Update |=|More.. ¥

Mass Update )

B g Textfie 5 @ Wor
= e @

al v PDF

Print Excel
EQ Duplicate | v [ Preview Sched
ions Output Office Tools

Add  Update

Master | Custom Data

Category l T l

Datatype Code I

[=]

Custom Data ‘ ‘

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

Job Opening Restrictions
The Restrictions tab in the Job Openings program restricts which applicants can view a job
opening on the Employment Opportunities page in Munis Self Service.

Munis Human Resources and Payroll
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The fields in the Employee Data Restrictions group set restrictions based on employee data.
Use the Type list to select the employee data type to use for the restriction. Options include the

employee’s group/BU, location, and general ledger org code. Use the Starting Value and
Ending Value boxes to define the range of acceptable values.

Job Openings - Munis

R N A S NI e B R WAV e ~N

Main | Salary | Advertising | Restrictions

Employee Data Restrictions

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

Location 135 135

G/L Org 5 5

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

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

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

Job Openings - Munis

Job Openings - Munis

Requisition Identification

Requisition 20120111 - | 5| [
Description |CLERK .
Status |8 - PERPETUAL OPEN - TTETTT I l_s/ (=
Leading Candidate | \ pescription ‘CLERK ‘
Main | Salary | Advertising | Restrictions Status |3 - PERPETUAL OPEN M| Entry Date 02/20/2014
advertise \E | Leading Candidate | |
Employment Agency |MAINE EMPLOYMENT | Main | Salary | Advertising | Restrictions
Post Internal and External - I Employee Data Restrictions
Application |cPa - cERTIFIED %quc ACCOUNTANT - Starting Volue| Ending Value =
Display Priority 0 \ Group/Bargaining Unit 10 10
URL for Additional Info | hittp:/information.com Location o e
URL Label ‘Chck Here for Additional Info \ G/L Org 5 5
Applicant Reference Emails [sc - Status change CANDIDATE \ ]
[+] Create Pending Records
.‘\
Cust_n Code Restrictions
Restriction Type {AII Must Match -
Data Type  Description Data Value E
ED7 CERTIFICATE PROGRAM F
ED7 CERTIFICATE PROGRAM G
ED2 MASTERS ¥
ED1 BACHELORS DEGREE ¥

Munis Human Resources and Payroll
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Define a restriction by selecting a datatype from the Data Type list and entering an acceptable
value in the Data Value box. For example, you can select a datatype for certificate programs
and then the data value for a particular program. Only applicants who have completed that
program can view the job opening in self service. Use the Restriction Type list to indicate
whether an applicant must meet all the custom data restrictions or only one.

Munis Human Resources and Payroll
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Payroll

The following changes apply to Munis Payroll programs.

Accruals

Accrual Factoring

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

LA Employee Accruals - Munis

- Text file 4| Word

Y ra
= L soF B Email
Print Excel Alta

= w [ preview B Schedule
Output oAfics Bank Enraliment

crmry Daonats Time
entification

Employee  SSN Last Name First Name MI Suffix Status
[ 103) ... |201-38-4957  ||SoRIAND ||2amrce Jx || ||acTve
Post Liability

Employee Accrual Information
Factor
|135 - FINANCE DEPARTMENT SOY Balance 192.0000

Location
Earned YTD 0000

Prev ¥r Remain

View Histary

Job Class l

-
-
Type 1 - vacation M| Used YTD .0000
| Available 192.0000
Y

Table 1 - vacarion
Send Accrual Threshold Alert

| Active Factor Accrual Hours

Accr Date 03/10/1987 1
Start Date 03/10/1987 1
End Date 12/31/9999 1
Default Limit 180.00

Actual Limit

W g Textfie E‘ O Wer
= . roF = B Email Notify
Excel

Print
v [ preview E> Schedule
Output Office Tools

al
Start End Earned old Units 40.0000
Adjust Employee Accrual Records
|psy12/2007 | |- [WED |[0sr12/2007 | - |wED 192.0000 New Units 60.0000

An Accrual History recerd will be added for

|p9/11/2007 | 1o [TUE  ||0s/11/2007 | o |TUE .0000| Effective Date|01/08/2014 |

04/21/2007 SAT  ||0d/21/2007 SAT 192.0000 Reason Code v Employee Number 103

‘ |I l—“ |I \—I I J Employee Job

oa/2072007 | 15 [rRa_[oaraoa007 | i e B cocusteancerat___—————————————————— S e
| rcerul Type 1

wwlm—lmwlijb \ Accrual Table 1

0ld Accrual Running Balance: 152.0000 ™ :
Earned Time 96.0000

Old Accrual Available Balance: 192.0000 =
Used Time 0.0000
| Reason code 9
Qld Units: 40,0000 MNew Running Account Balance 288.0000
New Units: 60.0000 New Available Accrual Units 288.0000
_ Are you sure you wish to add this record?
Agcrual Change Ratio: 4.8000

Accrual Change: 96.0000 Yes Mo

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

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

Munis Human Resources and Payroll
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Accrual Loans
The accrual process includes functionality for loaning accrual time to employees and

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

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

Accrual Tables - Munis

4

Attachmenis Retun
H> Schedule
Office Menu | Return

Accrual Tables - Munis

Accrual Type l2 - S5ICK - ]@J

Table 1

Long Description |SICK |

Short Description | SICK

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

Option  |N - NO ENFORCEMENT - |
Earnings Based Limit
Transfer :ll - JPercentage 0.00
Transfer 2[ - ]Percentage 0.00

Multi-Limit | |

Accrual Loan Payback

Loan PaybackIL - LDAN PAYBACK - J

|+'| Transfer on Zero Balance

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

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

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

If this check box is selected, an employee who starts a payroll with available accrual time and
earns additional accrual time at the end of the payroll would not make a payment because they
have more than zero hours available. For example, an employee who starts a payroll with 5.7

Munis Human Resources and Payroll
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hours available and earns 2.3 hours at the end of the payroll makes no payments toward the
loan and carries forward an available balance of 8 hours. However, if during the next payroll,
the employee uses all 8 hours in the balance and then earns another 2.3 hours at the end of
the payroll, these newly earned hours are applied to the loan. This is because the employee’s
balance prior to earning those hours was zero.

When an employee’s accrual hours are applied to a loan as payment, these transactions are

recorded in a new accrual history record on both the loan-payback accrual and the original

accrual that was loaned. The repayment records are marked with a reason code of 12 — Loan

Payback Transfer In/Out.
(22 Y

Employee Accrual History

Delete B g Textfile @3 Word
Global v | B L pOF P Email
Print Excel
v [& preview
Output

>E oyee Accrual History

Employee Indentification
Employee SSN Last Name First Name Status
1?8' |555-56—5555 ||HIGGINS ||SEM\I ||ACTIVE

V%WMnﬂwmﬁmehmﬂw\Wﬁ

Accrual Used/Eamed Detail

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

Running Balance -25.0000

GL Rollups for ESS

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

Location Codes - Munis

Delete | Text file @5 ' word d ESS Defaults
§e Y
G v | B L por B2 Email kv GLRollups
Add  Update Print xeel Attachments
der EE Duplicat= v [f& Preview B Schedule 1 ¥ | Projett Rollups

Confirm Si d Output Offica ols b lnu

Location Codes - Munis

Payroll GL Rollups - Munis

Location Code

Short Desc

B Textfile
.
Long Desc v = L ppE
Print At
v [ preview p Schedule
Confirm Se: Actions Qutput Office

Payroll GL Rollups - Munis

Details | ESS Options

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

Payroll Entity Code 1-CImy Description ‘GL ROLLUPS |

Mon Payroll/Ci Rollup Detail

| Account

1000-1-135-00

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

Payroll GL Rollups - Munis

-, g Textfile @3 Word

B L poF & Email
Excel

Retum
s v | Project Rollups
Office Tools. Menu Return

1000-1-135-00 ] ‘

135
FINANCE

Long Di FINANCE DEPARTMENT

Details | ESS OPtigns.

ESS Time Entry GL 132 | GL ROLLUPS
ESS Time Entry PL . .
Enter time
Activity

Reason

Manday Tuesday Wednesday Thursday Friday Saturdzy.

Sunday
112 113 144 115 16 1T 1118 e

Total

Dec 2013 Feb 2014

next week

[ K| < [fzoft L > A ]9

Record(s) updated.

Notes

I - - = |

Project ledger acc

General ledger account
11135000-56110 (SALARIES FULL TIME - CHANGE)

a2 a2 a2 a2 a2 a2 a2
VACATION TIME svsilsble availsble susilsble. svailsble svsilsble avsilsble availsble

Mass Salary Change

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

- Welcome, Sean Higgins
Main

P— B &
View Reset
Change Option ‘ m Results  Criteria
Mass Salary Change Actions

Selection Criteria Minimum Days Eligibility Salary Change Criteria

e e E Days Worked I:I Effective Date 2/20/2014 E
Year I:l Action History Code | v
Organization Ranges (0) ﬁ Eligibilty Method [[] include Inactive Employees

Group Ranges (0) (" ndd | Minimum Hours Eligibility

Hours Worked I:I
+|Job Ranges (0) ﬁ
Step Threshold I:l
Position Ranges (0) ﬁ Hours Over Threshold I:l

Pay Ranges (0) E Adidtional Eligibility Criteria
Started Job Before l:@
Calendar Ranges (0) ﬁ Next Date | ‘ to | |
hd

View Results

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

7
¥ Main

Change Type | Pay Band Change

<

pat®
;\,Ev?ﬂ"vvw»

Change Dptmn| Employee Salary v R:sl ;be %
Mass Salary Change s 2
Selection Criteria ;
BLocatinn Ranges (2) ﬂ -H i
B [ | to |135]'. | j
& ] [ = | | ¢
I'e
Organization Ranges (0) -T ?}
£
™
Group Ranges (0) (;
=4
]ub Ranges (0) 3\5
P
N
Position Ranges (0) !j
Pay Ranges (0) 1}
rd
Calendar Ranges (0) -ﬂ f)
J
4
i
2

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

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

L e v
s : s . s
L Main L Main - Main
Change Type | Pay Band Change I v | Change Type | Step Change || v | Change Typa | Contract Change || v ‘
Change Option | b Change Option | h Change Option | v
Y
Selection ¢ Emplovee Salary Selection (Effective Date Selection dSPecified Amount
Pay Band Mid Salary Current Salary Date + 1 Year New Contract Rates
E Location Employee Salary - Evaluation [R= B Location Ranges (1) u w B Location New Rates from Next Pay k2
Pay Band Mid Salary - Evaluation — - Global Recalc E
E [Increase to Minimum L] E | | fo | E |— [T
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When you make a selection from the Change Option list, the fields in the primary pane refresh

to accommodate your choice. The primary pane displays only the fields necessary to define
the specific mass salary change you selected.

v o
"':. ) Welcome, Sean Higgins
Main

Change Type ‘ Pay Band Change ‘ v | @ ‘(

View Reset
Change Option ‘ Employee Salary ‘ hd || Results  Criteria
Mass Salary Chsqge Actions |
A
Selection Criteria Minimum Days Eligibility Salary Change Criteria

Days Worked

Effective Date 2/20/2014

E | ‘ ‘ |:| Action History Code ‘ N
135 to (135
\l\_“ Eligibilty Method D Include Inactive Employees
A

Organization Ranges (0)

B Location Ranges (1)

Year

Minimum Hours Eligibility Pay Band Change Options
Group Ranges (0) Hours Worked Percentage ‘50.000 ‘ of |Annua| Salary 4 ‘
Rounding Method ‘ Nearest Dollar v ‘
]ub Ranges (0) Adidtional Eligibility Criteria Lump Sum Pay Type ‘ 500 - LONGEVITY FLAT AMOUNT o ‘
Started Job Before S Pay Date ‘ ‘ © ‘ |

Position Ranges (D)

Next Date [ |fE to | |5

.ﬂullowI Salary to Exceed Maximum

Pay Ranges (0) Increase Salary to Minimum

CEEEEE

Calendar Ranges (0)

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

. B Well Se Higagil
2388 [ vain elcome, Sean Higgins
Change Type ‘ Step Change | v ‘ f‘o (<]

- Post  Export Returnto
Change Option ‘ Effective Date | v ‘ Results Proof  Critaria

Mass Salary Change Actions

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

e | e [<ovore 196, o e s coup /[ [ | Y| ol | LY | Pt [ || [
D 501 MEDLIN, ANGEL FRFI 111 220 18 12220000 544 65,000.0000 65,000.0000 0.0000 65,000.00 FRFI FRFI 0 1 Z
D 291 JONES, JONATHAN FRFI 111 220 18 12220000 S5 40,000.0000 42,000.0000 2,000.0000 42,000.00 FRFI FRFI 0 1
D 140 CORBUN, ALLISON K FRFI 111 220 18 12220000 55 46,200.0000 48,200.0000 2,000.0000 48,200.00 FRFI FRFI 3 4
D 85 HILDEBRANT-RITTENBERRY, LINDSEY H FDIR 111 135 10 1100 14 49,200.0000 50,423.0000 1,223.0000 50,423.00 ACT1 ACT1 5] 7
D 166355 LEVESQUE, CECILE FAC3 101 135 10 11135000 15 0.0000 40,294.0000 40,294.0000 40,294.00 ACTL ACT1 0 1
D 96 HILDEBRANT-RITTENBERRY, DYLAN PETER  FCL2 111 155 10 1000 9 0.0000 25,211.0000 25,211.0000 25,211.00 CLR1 CLR1 0 1 1
D 135 RICHARDO, ELWIN M FRDS 101 220 18 11135000 57 18.2500 18.7500 0.5000 39,000.00 FRDS FRDS 1 2
D 134 WYNNE, JUDITH K FRDS 102 220 18 12220000 56 20.2500 20.7500 0.5000 43,160.00 FRDS FRDS 5 6
D 136 MCMULLIN, LARRY W FRFI 111 220 18 12220000 50 46,200.0000 48,200.0000 2,000.0000 48,200.00 FRFI FRFI 3 4

Use the options in the Actions group to post the change, export the proof to Microsoft Excel, or
return to the selection screen.
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Pay Type Limit Rules

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

]
O { Pay Master - Munis

W g Textfil - v Audit Copy Pay
.

= L eoE Notify (58 Maplink ¥ | Longevity
Accept  Cancel | Search C =) Print Aftachments

. e v [ Preview i Schedule ! Alerts ¥ | Limit Rules
Confirm Se: Actions Output M anu

Pay Master - Munis

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

Main | paycheck/Cycles | Impact Accy

W2 Code

Tax Method

Confirm Search Actions Office

Output

Menu | Return
Units

Payroll Earning Limit Rules - Munis

Category 1 - BASE PAY Pay Type Limit Information

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

Rate/Amount 0.4 0T |oT 300 LM || 300 HouR oveRTIME LIMIT |
Factor 1.0000 Rule Definition

Comp Factor 1.0000 Frequency |F - FISCAL YEAR |

Bill Rate 0.0000 Amount Type lF - FLAT AMOUNT ]
Reference Amount | 300.000000000 |UOM | -

Escrow
Extra Serv Cld Pay Type Mew Pay Type r

Grade Based Long 201 250

Longevity 1] |u

-
-

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

1< | ¢ |oofo | > | >

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

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

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

Payroll Control Settings

Category Setting Description

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

Benefits Enroliment Paycheck Simulator

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

Benefits Enrollment Settings - Munis

LEVESQUE, CECILEC ~
Resources ~

Current Year 2013
e t Year Start 01/01/2013 :
prrent Year sta Open Enrollment Home

Current Year End 12/31/2013

N Year [ ol e cone Employee Self Service
@/ Make a selection for each benefit, then click "Continue”. You must submit this enroliment by 12/31/2014.

- - Benefits
12/31/2014 Please Select your elections for the coming year.
@ Benefit Current Election New Election Open Enroliment
12/31
I:I DENTAL INSURANCE No Election Made Declined Change New Election Certifications
[¥] Allow Life Event Changes HEALTH INSURANCE No Election Made Declined Change New Election
[] Generate Life Events Email Expense Reports
LIFE INSURANCE NoElectionMade 2014 LIFE INSURANCE Decline benefit | Change New Election
ed Net Pay Lin $259.20 | details )
Pay/Tax Information
Ise ile

[_] Use Primary Job when using restrictions Performance Evaluations
Show Annual and Period Costs in ESS

New Hire Wind 90 _

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

effects your net pay

Position Transfer

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

LEVESQUE, CECILEC -~
Resources ~

Paycheck Simulator

Home

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

Pay Details

_\\ﬂ.ﬂ,mwwwm“/ \.h“v"\.-ﬁf’“’\/‘ T

Deductions including open enroliment choices Revert to current

Paycheck Simulator
Description Amount

Salary Notificati
PRUDENTIAL INDIVIDUAL PLAN alary Notification

Total Compensation
DELTA DENTAL 230.77
LIFE INS 259.20
m Performance Evaluations

Direct Deposit

Munis Human Resources and Payroll
Major Enhancements Version 10.5 Page 31



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

LEVESQUE, CECILEC ~
Resources ~

Paycheck Simulation

Home

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

Current  Simulation
Benefits

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

Pay/Tax Information
Medicare 46.40 49.05
Other Deductions 23077 489.97 YTD Information
Net Pay 2538.68 2485.52 w2

1099-R

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

Employment Opportunities

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

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

ACCOUNTANT

PAGE 1 (section 1 of 3)

Home

Citizen Self Service

LAST NAME Employment Opportunities

‘M'WW

N e N T e N TN TN TN
| |

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

Saved Applications Home
Job Description Save Date and Time Actions Citizen Self Service
ACCOUNTANT 03/19/2014 10:13:36 AM Resume  Delete

Applicant Profile

Saved Applications

Vendor Self Service

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

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

Applicant Processing Settings - Munis

- Delete B g Textfie El @1 Word Notes ¥ Audit Import <
t . H
= = Notify (B8 Maplink

al v A PDF B Email
Add  Updat —

"
BB puplicate | +

Actions

. . o -
Create Applicant Email Text File Edit Tools Insert Help 4% Munis

Applicant Processing Settings
General | MSS Options

Test Integration | MSS Field Access | MSS Profil

L . Applicant Processing Settings - Munis > Create Applicant Email Text
Limit Attachments Based on Restrictions

Disable Auto-apply for Returning &pplicants X X X
- First line is subject, subsequent lines are body.
Lock Verified Data . ;
R K Tags [*name*], [*pin*], and [*date®] are available.
Disable Profile Page
Update Retain Until Date [[*name*1, 3
Lock Posted Job Requisitions Thank you for your interest in Tyler Technologies.
Profile Display Type lFull Profile - Your login PIN is [*pin*]. Use this to access your application and complete it at a later time.
Default Status l M J Your applicant record was created on [*date*]
l@Genem] Instruction Text J { (= Applicant Profile Text J
IEApplicant Hint Email ]I [= Create Applicant Email I-’ 3
Il:? Check Spelling H Display as HTML
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If you do not define an applicant email, the program uses a default format configured to supply
the applicant’s PIN.
e

=R R LS
s @

Message ESET

Sean Higgins, - Message (Plain Text)

@y 1gnore x i XJ ; % Ea5L [23 0 ARCHIVE ~3 [ Rules - [} Mark Unread a% & |\:{
i - E?' .r_-.} To Manager - I_'—I .';E COneMote Categorize ~ %'
%Junk -« Delete Reply Reply Forward . _ Move Translate Zoom
Al - [ Team E-mail v - [2] Adions = | ¥ Follow Up ~ -

Delete Respond Quick Steps P Move Tags ] Editing Zoom
From: (¥l Higgins, Sean Sent: Thu 2/20/2014 11:13 AM
To: (¥ Higgins, Sean
Cc
Subject: Sean Higgins,

k|

Thank you for your interest in Tyler Technologies.

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

Your applicant record was created on 02/20/2014

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

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

Applicant Master - Munis

Recommend Import Gallup

| Text file [ word
. @ v

= . ppF B Email link v | Pending Purge

Print Excel Adtachments - Ret
ate

furn
v [B Preview B Schedule

Output Office

! Alerts ¥ SSNUpdate = More.. v
Confirm Menu Return

Applicant Master - Munis

Applicant Identification

Applicant SSN
| 103 | |999-00-0014

Last Name
||HIGEINs

First Name Middle Name ML Suffix

|lsean I I |

Prior Name | ” |

Main | Address | Demographics | Eligibility | Custom Data

Applicant Requirements Information

Application Date
Retain Until

Minimum Rate/Sal

Minimum Benefits

02/20/2014 | 4
LI

.00
|

|S|:atus |R - REGISTERED OMNLY A I
Last Updated 02/20/2014 1
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If you have personnel superuser permissions, use the Saved Appl button in Applicant Master
to display the Saved Applications screen. This screen lists all incomplete applications saved by
the applicant as well as details about those applications, including the date and time when it
was saved. Use the Delete button on the menu to delete applications as necessary.

Applicant Master - Munis

Applicant SN Last Name
103| [999-00-0014  ||HIGGINS

Prior Name |

T T jT.I-ﬂMMW%.J—wWMmMMMN\H

Full Time Part Time Days Hights Temporary Summer
| certsyLicenses || @'sidls ||@rests/conds || @@Education | @wiork wistory | Esaved appl | on 0 saved Applications
| & Training | @References || @BRef checks || @interviews | @ Custom Data | i)
= e B T Word
K <rer T A=) R ol® 7 = g s

Mum  SReq Num  Description
02/20/2014  11:23:38 20120111 1 ACCOUNTANT

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

Applicant Master - Munis

n [Od word Motes W Audit

L PDF B Email Motify {2 Maplink v

xeel Aftachmenis

_ Add - Print _
EQUEI'\I' Builder Juplicate W & Praview B> Schedule 1 Alerts W

Confirm Search Actions Output Office Tools Menu | Return

Applicant Master - Munis

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

[ | I | I L |

Prior Name | || |

Main | Address | Demographics | Eligibility | Certifications | Skills | Tests and Conditions | Education | Wark History | Pending | Custom Data
Requisition - I_I
Save Date

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

Employment Opportunities Page
Munis Self Service and associated Munis programs provide greater control over how the
Employment Opportunities page displays job openings to applicants.
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The page provides tabs that group available jobs by different criteria. Select one of these tabs
to view job listings grouped by location, job family, job class, or group.

Employment Opportunities

Login as retuming applicant | Create new account | Register for email alerts | RSS
Thank you for your interest in our organization! Please select a job and complete the
application.

Home

Citizen Self Service

Employment Opportunities

All Jobs | By Location | By Job Family ‘l By Job Class ” By Group || Search |

ACCOUNTANT III (1 job)

B CLERK II (2 jobs)

Positions Available

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

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

Group: NON UNION application.

Job Clas! CLERK T
Job Class: CLERK II . = Employment Opportunities

All Jobs | By Location | By Job Famil By Job Class | By Group || Search
Details: Click Here for Addition 4“ v " 2 by | By LBy B |

MAXIMUM SALARY: $54,025.0

Home

Citizen Self Service

Training

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

Vendor Self Service

MIDDLE SCHOOL 3 (2 jobs)

PARKS AND RECREATION DEPART (1 job)

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

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

‘-}.- Applicant Processing Settings - Munis
il

| o Text fil=
.

Global v | B 4 poF
e Print
EE Duplicate | w [ Preview

Confirm Actions Output ! Menu Return

Applicant Processing Settings - Munis

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

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

primary sort field, the second list determines the secondary sort field, and so on.

Employment Opportunities

Log in as returning applicant | Create new account | Register for email alerts | RSS
Thank you for your interest in our organization! Please select a job and complete the

Home

Citizen Self Service

application.
_ Employment Opportunities
All Jobs || By Location || By Job Family || By Job Class || By Group || Search | _
MNone Selected o
[Location | Then [JobClass V| — =g

l Sort Descendind By [sort Descending

Vendor Self Service

Special Requirements/Notes

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

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

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

CECILE LEVESQUE -~

Employment Opportunities

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

[IMIDDLE SCHOOL 3

[CJPARKS AND RECREATION DEPART Saved Applications

Select: All or None Vendor Self Service

Job Family Matches One CJADMINISTRATION
WICLERICAL

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

Job Family Matches One

CJADMINISTRATION
McLERICAL

Select: All or None

Job Class Matches One [JACCOUNTANT 111

MICLERK 11
[JHEAD ACCOUNTANT

Select: All or None

Group Matches One [INON UNION

MIUNAFFILIAT

Select: All or None

Minimum Salary Equals 50000

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

your results.
T T e W e WL

'{1 employment opportunity centaining your search terms was found.

Positions Available Special Requirements/Notes

CLERK

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

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

Group: NON UNIOMN

Job Family: ADMINISTRATION

Job Class: CLERK II

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

Apply

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

940 Qualifying Event Codes - Munis

PARKER, KATHLEEN A ~
Resources ~

ualifying Event BABY i
Qualifying Life Events Home
Short Description HEW BABY
Long Description [new Basy | Pending Life Events Employee Self Service
Days 30 You have no pending life events.
|Dncuments Required [BIRT - BIRTH CERTIFICATE - ]
DIEI TR > STV
Report a Life Event
Certifications
Life event NEW BABY W
I~ | Required documentation Expense Reports.
Send required document to BIRTH CERTIFICATE
Human Resources
Pay/Tax Information
Effective date /2412014 x

Performance Evaluations.

(S | ——
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When an employee submits that life event, the ESS confirmation page displays the
documentation requirement.

Define codes for required documents using the LERD — Qualifying Life Event Documentation
code type in Payroll Miscellaneous Codes. The information that displays to the employee in
ESS is drawn from the Long Desc field.

Miscellaneous Codes - Munis

Delete B Textfile = Wort t Show Types
. H

Global v | B3 L pDF
pdate Print
EE Duplicate hd E Preview

Confirm Actions Cutput Office ools Menu Returm

Miscellaneous Codes - Munis

|Code Type |LERD - QUALIFYING LIFE EVENT DOCUMENTATION - |
Code BIRT

Short Desc  |BIRTH CERT |

Long Desc |BIRTH CERTIFICATE |
Data | |
K< o DIDURIE

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

-.}. Qa0 Employee Life Events - Munis

-. o Text file E @7 word
= L poF B Email
Print

Fin
w E Previaws B> Schedula

Output Office ols Menu | Return

Employee Life Events - Munis
Employee Identification

Employee SSM Last Mame First Name

MI  Status
| 9876| ... [001-44-9999 (| Parker [|kaTHLEEN |IE“ACTIVE

Life Event Detail

Qualifying Event |BABY - NEW BABY |
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Time Entry

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

HIGGINS, SEAN ~
Resources ~

Pending Timesheets

712212013 - 712812013

Approve and submit all pending time shown above

Home

Employee Self Service

LEVESQUE, MARY ACCOUNTANT I 24.00 View
PARKER, KATHLEEN A ACCOUNTANT I 8.00 View Benefits
32.00
Certifications
712912013 - 8/4/2013
PARKER, KATHLEEN A ACCOUNTANT I 8.000 View Expense Reports
8.000

Pay/Tax Information

Performance Evaluations

Viewledit timesheet for

Use the list to select the employee you are entering a time sheet for. If the employee has more
than one job class, select the option that includes the appropriate job class. Click the View/Edit

HILDEBRANT-RITTENBERRY, TIMOTHY (TEACHER SCIENCE)
LEVESQUE, CECILE {ACCOUNTANT IIl)

LEVESQUE, CECILE (EXTENDED EMPLOYMENT)
LEVESQUE, MARY (ACCOUNTANT II)
PARKER, KATHLEEN A (ACCOUNTANT II)

Personal Information

Position Transfer

Timesheet For button and ESS displays that employee’s time sheet for the current week.
Complete the time sheet and click Submit to submit it.

HIGGINS, SEAN ~
Resources ~

Edit time for PARKER, KATHLEEN A ACCOUNTANT Il
[ [ |
Mar 2014 May 2014 Monday Tuesday Wednesday Thursday Friday Saturday Sunday
_ ’ a7 4/8 49 410 411 412 413 R
prior week next week
HOURLY TIME
Hours Project ledger account General ledger account Notes
[ 1 v |
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The Copy From Previous Week button is available on the Enter Time page in ESS Time Entry.
Click this button to copy the time sheet entered for the previous week. The function copies any

line entries that you have used to specify notes, general ledger accounts, or project accounts.
b tyler T e -

PARKER, KATHLEEN A -
Resources ~

Enter time Enter time
Q Fecomi Y] ey (.o ] Q lcconmai s e
o) s st et Ty Foiny Sotn = | — P Ty ey Tosaey oo ey =i | -
T 318 e 3/20 3121 322 3/23 Total 3/24 3/25 3126 37 328 3/29 3130 TE::"“
prior week et waek prioe week next week
HOURLY TIME 4 5 5 5 5 24 5 HOURLY TIME 4 5 5 5 5 24

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

Hours Project ledger account - General ladger account Notos
VACATION TIME ot ot e selte sl smte e [ ] (9] v [ s ine e |
VACATION TiME matie  ambe stk ok et owae s

If your time sheet is complex, but changes minimally from week to week, this function enables
you to complete your time entry more efficiently and with fewer errors. It copies only entries for
worked time; it does not copy accrual requests.

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

HIGGINS, SEAN ~

Employee Administration Home
Application Settings

Administration

Welcome to Employee Self Service. This is a
customized general message for all users to see. T —

Application general message User Administration

Citizen Administration

%Mﬂn‘
b it tmsat = NN
Time sheet .
) Enter time
[¥] Allow access to time sheet approvals
2014 " Nonday == Wiednesday ety e Sehuday By
Week
X 217 2118 2119 2/20 2/21 2/22 2/23 ot
prior week next week
HOURLY TIME
=2 =2 = =2 =2 =2 =2
T TTIE cers ceors cenis s cera avesable avectie
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